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User Registration
1.

To register click on the link of the left side of the screen titled “Create a new user
account” to start the registration process.

§eGOHS

Welcome ta the State of Georgia Governor's Office of Highway

Safety grant management system. Please choose from the hist of
aptions below:

View awailzble grant opportunities

& Login

W Downloads

Username: |
Inkernet Explorer
Adobe Acrobat Reader
Instructions for Pegistration 2nd Applications

|
Password: |

Eorqot our Password?

This is the GOHE's grant management syskem, Ttis 8 syskem that requires suthorizabion For acesss. TF you do not have &
usernams and pq:swurd and would lilke to use EGOHS, p|:-:| s& conback the EGOHS |'|¢'I|:| desk at smoore@gohs . stabe gs.us oF
404 656.6996, Thank you,

Powered by IntelliGrants
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2. Next, complete your personal contact information. Fields that have a red asterisk
(*) are required.

3. To add your agency:

a. Click on Find Agency to add your agency name and information. When
you click on the button a new page will appear.

b. Please read the instructions on the page and search for your agency
c. To select your agency click on the plus icon (&) left of the agency name.

d. If you do not find your agency, call the eGOHS help desk (404-656-6996).

Eack to Previous Page ADD CONTACT INFORMATION

Instructions: Enter your contact information below, Fields marked with an asterisk must be completed. Click the
Find Agency button to find yeur agency’s name in the EGOHS Database.

 Register Cantact

Salutation

First Mame

Middle Mame

Last Name =
agency
Beldress

Bddress continued

City

State

Zip Code

County

Phone

Fax

Mall Preference
Email

Confirm Email

Fowered by J.nt-:IIiGr\mts & Copyright 2002 F\:'abe Sofzwars
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4. 1t is preferred that an Email address be used when using the eGOHS system.

5. Once the form is completed click Register to submit your information.

6. If any information is missing or not completed correctly a box will popup making
you aware of the error. Click OK and fix any errors. Once they are fixed click

Register again.

7. Once your registration passes a confirmation box will be displayed at the bottom

of the page

8. To confirm registration enter a password in both the password field and the
confirm password field and click Confirm.

Salutation

First Mama
Middie Name
Last Hame
Agency
Beddress
Address continued
City

State

Zip Code
County

Phone

Fax

Mall Preference
Emvail

Return to Previous Page

CONFIRM USER REGISTRATION

James

Jacksaon
Test Agency
123 Test

Test
GA

12345

MILLER

{123) 455-7690

Ernail
jjackson@testagency.org

Instructions: Enter your ugsername and password and click Confirm to complete your registration,

= Register Contact

= Confirm Registration

Username
Password

Confirm Password

lackson
sadsas

(T P11 Y ]

Fowered by [rdelliGrants
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9. If you chose Email as your mail preference:
a. You will receive an Email from eGOHS with further instructions.

b. Read the Email and click on the link “Please click here to complete the
registration process”.

o |
EGOHS

Thiz iz the GOHS"s grant management syskem, Itiz s
system that requires autharization for access. If you do not
have a uzername and passuord and would like to use
EGOHS, pleazs click hars ta raqizrsr, Thank o,

Usernanme:

Password:

Fargot Your Passward?

c. Enter your username and password.
d. Click Login.
e. Your registration is now complete. eGOHS administration will review

your information and modify your security level to give you more access
to the system. You will receive an Email once your level as been set.

10. If you did not chose Email as your mail preference please call eGOHS
administration at 404-656-6996 for further instructions.

11. Until your account is setup by eGOHS you will not be able to apply for grants.

Last Updated: 4/20/2005 9:23 AM Page 6 of 59



Agency Setup

Edit Agency Information

1. Once you have received your Email from eGOHS verifying your security level

has been setup, you will be required to setup your agency information. Go to the
eGOHS webpage.

2. Enter your user name and password and click Login. This will take you to the
Start Menu.

§SGOHS

cetronic Clremi lor ko (e of Mgkwmye Ralety

Walcome to the State of Georgia Govemnor's Office of Highway

=afety grant management system. Please choose from the list of
options below:

= Wiew available grant opportunitiss
& Creale a new USer 2ocount
® Gotothe GOHS home page

= Login

W bouwnloads

Internet Explorer d:
adaobe Acrobal Beader Password: sessss

Instructions Far Reqistration and Applhicstisns
Legin

Farqat Tour Pazsword?

Username: tapplicant

This 15 the GOHS's grant manasgement system, [%is a svstem that requires authorization for scesss, IF you do not have a
username and password and would like to use EGOHS, please contact the EGOMHS help desk: at smoore@gohs.stabe.ga.us or
404 ,656,5996, Thank you.

Powerad by IntelliGrants @ Copyright 2002 Aqste Soltwsrs
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3. From the Start Menu, select the Agency Information menu tab.

User Agency: Test Agency
fAcoess Levelt Aoency Admministrato

Start Manu Ll ] |

Walcome to the Electronie Grants for the Office of

Highwiay Safety.

fou do not have any system messages.

» Task List: Actions Required
¥ Ezpand Enkire Tree W

l-ﬂ Applications

User: Test &pplicant Logouk

+ Initiate an Application

Salact an RFP:

[}

[ Apply For 3 Haw drant I

View available RFis

::' Quick Links

Search for Agency Informaation
WYiaw all agency Applications
Wiaw all aganoy Srants

Wiaw all Sgency Maks

Matntain Youwr Account

Wiaw Vour Agency Information

Edit vour Contact Information

Powersd by [ntelliGrants
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4. There are two sections to the agency information page. You may have to Scroll
down the page to see both the Agency section and the Agency Contacts section.

Uzer Agency: Test Agency
Access Level: Agency Administrato

Back to Previous Page

Agency Information
::' Agency

MName

Legal Mame

Org. &

Type

Category

Address Street

Address continued

Address continued

City

State

Zip Code

County (Location)

Phane

Extension

Fax

Agency Fiscal Year Start (MM DD
Agency Fiscal Year End

Main Cantack

Federal Employer 1.0. Number:

::- fgency Contacts
Firsk Mame Last Bame
(o Test Applicant

O James Jackgan

[Recomds 1 -2 of 2]

Dfficial Agency
Test Agency

Test Agency

User: Tast &pplicant

VIEW AGEMCY INFORMATION

Instructions: This page shows agency information as well as a list of all agency contacts and their contact
infarmation, An agency musk have a designated main contact before any Applications created an behalf of the
agency can be submited. The main contact is indicabed belaw, IF any of the information contained on this page
chould need to be changed, please contact the agency authorized official.

Service Areas

Test dgency

Test Agencyl

3

Stabe Universities/Collages/Tech Schools
Education

123 Test2

Test

GA

12345

MILLER

{123) 456-TE90

101
930

Test spplicant
22555473

add | Edit | Delete

System Security Level Phoane

Agency Administrabar {517} 336-2506

Bgency Autharized Official {123) 456-7690

add | Edit | Dalete

Powered by IntelliGramts
L

& Copyrght 2002 Agate Sofware
e a
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Editing agency Information

Scroll up to the top of the page and click Edit.

After you click Edit, the page will refresh and text boxes will be shown for you to
input your agency’s information.

All fields that end with a red asterisk are required.

User Agency: Test Agency
Aceess Level: Agency ddministrator

User: Tast Applicant .!,' Help

Back to Previous Page YIEW AGENCY INFORMATION

Instructions: This page shows agency information as well as a list of all agency contacts and their contact
infarmation. An agency rmusk have a designated rmain contact before any Applications creatzd an behalf of the
agency can be submitted. The main contact is indicated below, IF any of the information contained on this page

should need to be changed, pleaze contact the agency authorized official,

Agency Informs
::' Agency

MName Test Sgency

Legal Name Test Agency

3

| state Universities/Colleges/Tech Schonls z‘“
Education

[123 Testz

Org, #

Type

Category
Address Street

Address continued
Address continued

City Test

[Ga [w]e

[t2345

State

Zip Code

=

County {Location} MILLER Tj*

Phone (123) 456-7890
Extension

Fax

:].EI.fl i ,
/30

Agency Fiscal Year Start (MM/DD)

Agency Fiscal Year End
Main Contact

Test Applicant |»

Federal Employer LD. Mumber 2ITE567E

[ _save | Cancel

::' Agency Contacts

Add | Edit | Delete

First hame Last Name Official Agency

System Security Level

Phone

() Test Applicant Test Agency Agency Administrator

(Cy James Jackzan Test Bgency Bgency Autharized Official

{517) 336-2508

{123) 456-7690

[Records 1-20f 2]

add | Edit | Dalete

[Powered by IntelliGrants
o S

& Copyright 2002 Agare Softvare

4. When you are done click Save.

Last Updated: 4/20/2005 9:23 AM
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Adding Agency Contacts

1. Scroll to the bottom of the page. In agency contacts click Add.

2. A new page will open, as with the agency information all fields ending with a red
asterisk are required.

3. You will want to make sure you have added an Agency Authorized Official to

your agency. You will be unable to submit applications without one.

4. Once you have added your Agency Authorized Official continue to add all other
members of your agency. You will want to select Agency Staff for the system
security level for the new users.

§§GOHS

User Agency: Test Agency
Atcess Level Aoency Adrinistrato

Start Menu | Agency Info |

User: Test applicant | ¥ Help | Logout

Retirn to Previous Page

EDIT AGENCY CONTACT INFORMATION

Instructions: Use the form below to give a now user access to this system, on behalf of your agency, or to
update an existing user's account information. If you are adding a new wser to the system, a login name and

password will be autornatically assigned. Tou will be notfied via email of the new login name and password, Plaase

inform the new user of thiz assignment and remind them to change their password after logging in for the first
time. After you are done making changes, cick the Save butbon ko continue, Click Cancel to cancel your changes

and return ta the previous screen.

::- Agency Contact

Salutation

First Mame

Middle Mame

Last Name [3acksan
official Agency :

Title

Address Street |123 Test
Address continued

Oty frost
State | Ga E.-
2ip Code [12345
o | EEnL
Active [

System Security Level | Agency Staff

Plighe [c223) 458-7850

Fan

Email Ejja:h:an@lecaageney.org
Mail Preference | Email El“

* = Required Ficld

Powverad by [ntelliGrants

5. When you are done click Save.

@ Copyright 2002 Agate Sofiwars

6. You will be brought back to the Agency Information page. Scroll to the bottom

of the screen to see the added user.

members.

Click Add to add all other agency staff

Last Updated:

4/20/2005 9:23 AM
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Navigation Through eGOHS

Start Menu
The Menu bar will show all available menus. When starting an application use
(Application Menu, Grant Menu and others) this drop down to find the

application you wish to apply for

User Agency: Test Agency|

Start Menu [T M i)

Welcome to the Electronic Grants for the Office of gtuinate dnApplsaban
Highway Safety.

Select an kFP:
You do not have any system messages. _v,:

=
Apply for a Mew Grant

/ Wiew available RFPs
7 2 x

& Task List: Actions Required

4 Collapze Entire Tree 4
E-applications

Search for Agency Information

i view All Agency Applications
E-Proposal In Process

Wiew All Agency Grants
232005 GA-0001=00 ® View All Agency MAR:
- 2006-GA-0001-00 /
~+2006-GA-0007-00 Maintain Your Account
Important Z2006-GA-0010-00 Wiew Your Agency Information
SyStem --2005-TEW-0004-00 Edit Your Contact Infarmation
: - 2006-TEM-0003-00
messages Wlll - 2006-TEN-0008-00
appear here 2005-YA-0005-00
- 2006-74-0005-00
- 2006-78-0006-00
Z006-rA&-0009-00
Powered by IntelliGrants @ Copyright 2002 Agate Software
Applications and grants Quick links are an easy way
in various statuses will to find agency applications
be listed here for easy and grants, as well as
access. agency information

Last Updated: 4/20/2005 9:23 AM Page 12 of 59



Forms

@ EGOHS [Program Information - Detail] - Microsoft Internet Explorer provided by Agate Software g@
File Edit ‘iew Favorites Tools  Help

SaDDy

Log #: 2006-5ADD-0004-00
Applicant: Test Agency

Status: Proposal In Process

Access Level: Proposal Administrato

Start Menu | Agency Info | Application Menu User: Test applicant (9 Logout

Return to Previous Page
REGULAR OPERATING EXPENSES © Check for Errors

= Required Field

Instructions:
Flease complete this page, then click the Save button.
After saving the page, click Add to add another item.
All printed materials must be pre-approved by GOHS prior to arder.,
Required fields are marked with an *.

4 Back [ Add [ Save [ Clear [ Celete [ Mext & [ Wiew PDF.

Last modified by Test applicant on 3/14/2005 5:19:55 PM

Description: | Supplies: Markers
Unit Price:  |$1.99 *

Quantity: 3
Total Cost: $15.92

Last modified by Test Applicant on 3/14/2005 5:19:55 PM

1Back [ Add [ Save [ Clear [ Delete [ Mext & [ Wiew PDF

_— )

Powered by IntelliGrants @ Copyright 2002 Ayate Softwarel of this

Return to the | form
previous €] Done / / | &3 Local inrandy, '
form page / | \

Used when adding ~ Save the Form.  Clear the Form. Delete the current ~ MOVe to next

multiple items to a item in the form, if ~ form

form. multiples were

added.

Last Updated: 4/20/2005 9:23 AM Page 13 of 59



PDF’s

€] http://platinum/ga® 5Fegohs/activeMultipleMarrativePage_detail.asp?nrpid=86&applD=54&agnll=3%anp - Micro... g@

o e = o farn} - | * =) o . - . ABC - £
B S 5 & @ " Irseec g (R - 1 f © e @ | D 2 A v
>
® !
1)
=
<
Laeea] COST CATEGORY DETATL
Form 102
(1) Cost Category: RESULAR QPERATING EXFENSES
2) [£3] 4) 6]
Description Uit Prige Qmantity TOTAL COST
Suppliss: Markers $1.33 El §15.52
[}
=
T
E
=
[}
+
Ey
£
o e
z TOTAL 315.52
§ Foued ta the nearzst 5100 (Traaler o GORHS Foen 103
Pleaze read instructions before completing thiz form
COHS Form 102
=
=] 1of 1 0 L

A PDF file will show each form with the information you have entered. A PDF is not
editable, the only way to change a PDF is to change the information on the form. Before
submitting an application you should look at the PDF’s for each form to be sure

everything is correct.

Page 14 of 59
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Applying For A SADD RFP

Initiate A SADD Application

1. To Initiate a SADD application go to the eEGOHS webpage.

2. Enter your user name and password and click Login. This will take you to the
Start Menu.

EGOHS

cesronic Cireni lor iho LSkee o 1Apbwm haleiy

walcome to the State of Georgia Govemnor's Office of Highway

=afety grant management system. Please choose from the list of
options below:

= Wiew available grant opportunities
® Creale a new User sccount
& Gotothe GOHS home page

::- Login

W pownloads

Internet Explorer
Adohe Aerobat Beader

instructions Far Reqistrabion and Applhestions

Username: tapplicant
Password: sessse

Fargot Tour Baszsword?

This 15 the GOHS's grant management sysbem,

% i5 a syskem that requires authorization for aceess, IF you do not have a
wsername and password and would like to use EGOHS, please contact the EGOMS help desk: at smoorei@nohs.stabe.ga.us or
404 ,656,69%6, Thank you,

Pawerad by IntelliGrines & Copyright 2002 Aqste Soltwsre
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3. From the Start Menu, select SADD from the dropdown menu in the Initiate an
Application box.

4. Click Apply for a New Grant.

User Agency: Test Agency
Access Level: Agency Administrator

Agancy Info User: Tast Applicant

. S— -
welcome to the Electronic Grants for the Office of Initiats an Application

Highwiay Safety.
Salact an RFP:

Wou do not have any systan messaqes.

Lsano (2008 B |

| #pply for a Naw Grant |

Wiew available AFPs

2 Task List: Actions Required # Quick Links

You currently do not have any tasks.
saarch for Agency Information

wiew &ll Agancy spplications

Wiew &l Agency Srants
Viey Bl Agency MARs

hiaissbain Your Accoant

Wisw Your Sgens Tnfarmation

Edit Vour Contact Informatian

Powered by IntelliErants B Conyﬂql".: 2002 Agate Software

5. A separate window will appear confirming your decision. Click OK.
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Setting up a SADD Application

1. Select SADD as the program type, give this application a name and click Save.
The program will be added to the bottom of the screen.

SADC

Log #: Z2006-2ADD-0011-00
Applicant: Test Agency

Status: Proposal In Process

Access Level: Proposal Admnistrato

Agency Info | Application Menu User: Test Applicant

APPLICATION PROGRAM COMPONMENTS

Instructlons: Plazse cornplete the inforrmation below, For further instructions, please dick the Help icon in the
wppet right hand corner of the page.

Program Components Service Areas
&+ Add a program component to this Application:

Program TypefSub-Type |sapn (v
Hame SADD Application

T

#* = Required Field

::- Current Application program components:

There are no current program components Far this Application,

& Copyright 2002 Agate Software

Powered by IntelliGrants
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2. Click on the Service Areas tab

a. Select a service area type and select a county to be served.

b. Click the Add button

c. You may add multiple service areas to this screen by repeating the steps

SADD
Log #: Z006-SADD-0011-00
Applicant: Test Agency
Slabus: Proposal In Process
Access Level: Proposal Admnistrator
Agaency Info | Application Manu User: Tast &pplicant

Go to Application Menu PROGRAM COMPOMENT SERYICE AREAS
BEMEFITIMG

Instructions: View/Edit the service areas benefiting for the celected program companent on the Counties and
Representative Districks tabs, To view/edit the service areas benefiting for another program component, click the
Service Areas tab.

[ Program Components Service Areas

+ Service Area
Program Component Information

Mame SADD Application

Program TypefSub-Type SADD

The County tab is used to view/add counties where this program component is serving the county.

Counties ] Representative Districts
# Areas Benefiting

=
service Area Type: Metro Statistical .b.reaiv]

County: ATEINSON -
BACON 1
BAKER
BALDWIN
|Banxs #|

D Service Area Type County Code County Mame
| Metro Stabstbical Area APPLING

[Racerds 1-1af1] m

Powered by IntelliGrants

& Copyright 2002 Agate Software
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3. Click on the Representative Districts tab.

4. Select at least one Senate Legislative, House Legislative and US Congressional
District and click the Add. You may select more than once district at a time.

SaDD

Log #: 200&-S400-0011-00
Applicant: Test Agoncy

Status: Proposal In Procass

Access Level; Proposal Admnistrato

Start Manu | Agency Info | Application Menu User: Test Applicant Logout

G to Application Menw PROGRAM COMPONENT SERVICE RREAS
BEMEFITING

Instructions: View/Edit the service areas benefiting for the selected program component on the Counties and
Representative Districks tabs. To viewfedit the service areas benefiting for another program camponent, dick the

Service Areas tab.

Program Compenents Service fAireas

 Service Arsa
Program Component Information
Mame SADD Application

Program TypefSub-Type S&ADD

This Representative Districks tab displays the represantative districts in which this program compenent is
SEFVING.

Representative Districts

::‘ Areas B :nn[ilillg

Senate Legislative Districk(s): | S01 a |
s02 )
=03
S04 |
{505 )|

House Legislative District{s): |HO0L |

HOOZ
HOO4

US Congressional District{s): |COL|~ |
coz ||
Z03
Cod
fcos x|

O Reprasentative District

O 02
[ Hiz?

O clz

[Racorde 1 -3 of 2]

Powered by IatelliGrants & Copyright 2002 Agate Soltvwars

5. Once the program components tab and the service areas tab are complete click on
Application Menu at the top of the page.

Last Updated: 4/20/2005 9:23 AM Page 19 of 59



6. There are three different sections within this page.

400

Log #: 2006-SADD-0011-00
Applicant: Test Agency

Slatus: Propasal In Process

access Level: Propossl Admnistrator

CLELLS O A pplication Menu

User: Tast &pplicant | ) Help | Logout

% 2006 SADD Application
[application #; 2006-5ADD-0011-00
General Information
RFP Type: Competitive
Application Manager:

Status: Proposal In Process
Due Date: 12/31/2005 (Sat)

Submit Application | Delete Application |

Application Forms
a Collzpze Enbire Treg o
— 2] SADD ADDITIONAL TNFORMATION
= PROBLEM 1D, OBIECTIVES AND MILESTONES
[CRe] COST CATEGORY DETAIL
i =l REGULAR OPERATING EXPENSES
RAWEL

CNTRACTUAL SERVICES
DST CATEGORYT SUMMART
TERMS AND CONDITIONS

Agency Information
View Applicant Infarmation

7y Arplication Infarmation

# Goplication Program Description

Legend:
Contacts

=] application Form %= Last Page Visited

® Control Access to Aoplication
e Send Email 1o Application Contacis

Components

* Pr ram Components
® Service Areas
Errors

History

» Compare Aoplication Versions

{  Application PDF

Fowered by IntelliGrants & Copyright 2002 Agate Software

General Information
e Application Navigation
e Application Forms Tree view

General Information is located on the top left side of the page and it shows
information about the application. Such as the application number, the
status of the application and the due date.

e Application Navigation is located below the General
Information and it allows you to access different areas of
the application.

e Application Forms Tree view section displays the
forms that make up the application into an easy-to-
navigate hierarchical structure.

Last Updated:

4/20/2005 9:23 AM
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7. The first thing you will want to do is control access to this application. To do that
click on the link “Control Access to Application” located under the application
navigation.

SaD0

Log #: 2006-5400-0011-00
Applicant: Test Agency

Status: Proposal In Process

Acocess Level! Proposal Admnistrato

Start Menu | Agency Info | Application Manu User: Test Applicant Logouk

Back to Main Menu GIVE PEOPLE ACCESS TO THIS
APPLICATION

Instructions: To edit the contact type ar security level for any of the contacts in the grid, select the radio butbon
next to the name of the person you would like to modify and click the Edit button. To delete a conkact from this
Application, select the radio butten next ta the name of the person you would like to delete and click the Delete
buttan, Click the Search for an agency consultant link to allaw a person outside of your agency access to this
Application,

Application Contacts Emiail Grant Contacts
+ The following people have access to this Application:
NMame Assigned By Level of Access Contact Type

O Applicant, Test Applicant, Test Propasal admnistrator Agency Main Contact

::- Assign additional access to Application: Grant Thiz User Access l

To allow 2nother person access to this Application:

Zaelect the person’s name.

Select the level of access that this person should have.
Select the type of contack that this person is.

Click the Grant This User Access button.

Mame |James Jackson |+ |*
Contact Type | Apency Staff Member ||+

Lewel of Access | Form wWriter V]'

OR Zearch for an agency consultant ta add as an Application conkact.

* = Required Field

Powerad by Int=lliGrants @ Copyright 2002 Agate Softwars

8. This screen lists all users who currently have access to this application. To add
users to the application:

a. Navigate to the bottom of the page so the box labeled “Assign additional
users access to this application” is visible.

b. Select the name from the Name dropdown list of the person to which you
want to grant access. Only active members from your agency will appear
in this list

Last Updated: 4/20/2005 9:23 AM Page 21 of 59



c. Indicate whether this person is the main contact or a staff member for the
application by selecting an appropriate option from the drop-down list
labeled “Contact Type.” When Agency Main Contact is selected, that
person becomes the main contact for the application. An application may
have more than one main contact, but it is not recommended.

d. Select the level of access you want to give this user. The level of access is
the Application Security Level.

e. Click Grant This User Access.

9. Go back to the application menu, by click on Application Menu at the top of the
screen.

10. To add application program information:

a. From the Application Menu, click the Application Program Description
link under the Application Information navigation icon.

b. Click Edit.
c. Type the Application Title and Program Description in the fields provided.

d. Click Save.

5.
Applicant: Test
Statusi Froposal [n

Arrag Ln

Start Hera | Agency Info | Spplication Menu Ug=r: Test aoplicant B Heln Legout

2] EDIT APPLICATION PROJECT
INFORHATION

Instructlons: Flesse complete the informetion b=lom. For further instructions, pleass dick the Welp icon in the
uppar right hand corner of the page.

Applicatian Project Descriptian
% Application Project Informatian
Frogect Tite SA0D dpolcation

Praject SUmmMary cunp applicstion to hel improve our commurity,

a7 of 200 Characters*

* = Required Field EE0 TN

Sawarad by JnreliGranss @ Coowight 2002 fqss

11. The screen will refresh with the new information.
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12. Go back to the application menu, by clicking Application Menu at the top of the
screen.

Completing SADD Application Forms

1. Now that the application is set up click on the first application form “SADD
ADDITIONAL INFORMATION”.

2. Each time you complete a page make sure to click Save. To check for any errors
on the page click Check for errors on the top right of the screen. If any errors
are present you will be told which field needs to be fixed. When you are finished
click Next to move to the next form. It is not necessary to complete the
application all at once. You can leave the application and come back to it later.

3. The following instructions will help you complete each form:

4. Additional Information - All fields that have a red asterisk are required.
However if the field “Does your jurisdiction receive any other federal funds from
other sources?” is answered yes then you have to answer the following question
“how much?”.

5. Problem ID, Objectives and Milestones - To complete this page you must first
read the PDF by clicking on View PDF and then either click on the checkbox if
you “agree to complete these Objectives, Activities and Evaluations” or just click
Save if you do not agree.

6. Regular Operating Expenses — Select a description, unit price and quantity for
all operating expenses. After you save each one, click Add, to add another
expense.

7. Travel — Select a description, unit price and quantity for all travel expenses.
After you save each one, click Add, to add another expense.

8. Contractual Services — Select a description, unit price and quantity for all
contractual service expenses. After you save each one, click Add, to add another
expense.

9. Cost Category Summary —Enter the local percentage match and click Save to
show your completed budget.

10. Grant Terms and Conditions - Click on View PDF to view the Grant Terms and
Conditions. Please read the Page and click Next when you are done.
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11. Certifications and Signatures - Check the boxes related to the officials that are
bonded and enter an alternative signer’s name and title.

12. Once this page is done click on Application Menu at the top of the page.

Submitting SADD Application

1. In order to submit an application there must be no errors in the application. To
check for errors click on Errors located in the application navigation section of
the page.

2. Listed will be any errors and the pages they are on.

SADCy

Log &: Z006-SADD-0011-00
Applicant: Test Agency

Stabus: Propasal In Process

Access Level: Proposal adrnistrator

Application Manu Tast Applicant

APPLICATION ERRORS

The following errors have been detected in your Application:

Forms
SADD [NFORMATION

s One or more of your responses requires or daes not require additional responses

Powered by IntelliGrants D Copyright 2002 Agare Software

3. Once there are no errors found, contact your Agency Authorized Official, as they
are responsible for submitting all applications.

4. Inthe Application Menu click the Submit Application.
5. Click on the window that pops up.

6. Click the I Agree to submit the application.
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Applying For a Young Adult RFP

Initiate a YA Application

1. To initiate a YA application go to the eGOHS webpage.

2. Enter your username and password and click Login.

EGOHS

cxzronie dhrarde lor ke U o Tapkwon Kaleiy

walcome ko the State of Georgia Governor's Office of Highway

=afety grant management systern. Please choose from the list of
options below:

= Wiew available grant opportunitizs

® Create a new User account
& G0 to the GOHS home page

W pownloads

Username: tapplicznt
Internet Explarer 5
bdohe Aerobat Reader Password: vesess
Instructions far Registration and &pplication

Forgot Your Password?

This is the GOHS's grant management system, [% 15 o system that requires authorization for access, IF you do not have a

wsername and password and would like to use EGOHS, please contact the EGOHS help desk at smoorei@gohs.siabe.ga.us or
404 ,656,69%5, Thank you,

Pawerad by IntelliGranes

@ Caperight 2002 Aqste SalFusrs
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3. From the Start Menu, select a YA from the dropdown menu in the Initiate an
Application box.

4. Click Apply for a New Grant.

User dgency: Test Agency
Access Level: Agency Administrator

Agancy Info User: Tast Applicant

' * Initiate ; icati
Welcome to the Electronic Grants for the Office of Znitiate an Application

Highway Safety.

Salact an AFP:

Th [Z006) | |

| #pply for a Hew Grant |

¥ou do not have any systan messages.

Wiew available AFPs

* Task List: Actions Required # Quick Links

You currently do not have any tasks.
search for Agency Information

view &ll Agancy spplications

Wiew all Agency Srants
Wicy Al Agency MAR:

hlaintain Your Acgodant

Wiew Vour Sgenos Tnfarmation

Edit Vauwr Contac Informatian

Powered by IntelliGrants i Gc-mmql".: 2002 Agate Software

5. A separate window will appear confirming your decision. Click OK.
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Setting up a YA Application

1. Select YA as the program type, give this application a name and click Save. The
program will be added to the bottom of the screen.

T

Log #&: ZD0S-vA-0012-00

Aapplicant: Test Agency

Status: Proposzl In Process

Access Lavel: Proposal Adninistrato

Agency Info | Application Menu User: Test Applicant

APPLICATION PROGRAM COMPOMENTS

Instructions: Please cornplete the inforration below, For further instructions, please dick the Help icon in the
upper right hand comer of the page.

Frogram Components Service Arcas .,

2 Add a program component to this Application: | Save | Cancel |

Program Type/Sub-Type | RS E‘*
Hame (Reference anly. This is not the Project Title.) [v4 application

* = Required Field | _save | Cancol |

::- Current Application program components:

There are no eurrent program components far this Application.

Powered by IntelliGrants B Copyright 2002 Agate Seftvars
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2. Click on the Service Areas tab.

a. Select a service area type and select a county to be served.
b. Click Add.

c. Repeat to add more counties.

T

Log &1 2006-vA-0012-00

Applicant: Test Agency

Slabus: Proposal In Process

Access Level: Proposal Admnistrator

Agancy Info | Application Manu User: Tast Applicant

Go to Application Meny PROGRAM COMPOMNENT SERVYICE AREAS
BEMNEFITING

Instructions: View/Edit the service areas benefiting for the selected program campanent on the Counties and
Representative Districts tabs, To wview/edit the service areas benefiting for another program comnponent, click the
Service Areas tab.

[ Program Components Service Areas

» Service Area
Program Component Information

mName i application

Program TypefSub-Type vh

The County t2b is used to view/add counties where this program component is serving the county.

Counties J Representative Districts
* Areas Benefiting

T
service Area Type: Metro Statistical n.reaiv]

County: ATEINSON | Ads
BACON i
BAKER
BALDWIN
|Banks >

[ Service Area Type County Code County Mame

[ Metro Stabistical Area APPLING
[Recands 1- 1 af 1]

Powered by IntelliGrants & Copyright 2002 Agate Software
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3. Click on the Representative Districts tab.

4. Select at least one Senate Legislative, House Legislative and US Congressional
District and click the Add. You may select more than once district at a time.

Ty
Log &: 2008-74&-0007-00
Applicant: Test Agency
Slabus: Proposal In Process
Access Level: Proposal Adrmnistrator
Agancy Info | Application Manu User: Tast &pplicant

Go to Application Meny PROGRAM COMPONENT SERYICE AREAS
BEMEFLITIMG

Instructions: View/Edit the service areas benefiting for the selected program companent on the Counties and
Representative Districks tabs, To viewfedit the service areas benefiting for another program campanent, click the
Service Areas tab.

[ Program Components Service Areas

 Service Area
Program Component Information
Mame ‘rh Application
Program TypefSub-Type T4
Thiz Representative Districts tab displays the representative districts in which this program cormponent is

fErving.

[T E N Fepresontative Districts
= Areas Benefiting

JE—
senate Legislative District{s): [301[a |
|so2 |
503
Shd |
s05 ¥ |

House Legislative District{s): IHUU'l.A|'
HOO2Z 50
HOOF

Hond
HOOS |

USs Congressional District(s):

No records found

Powered by IntelliGrants & Sopyright 2002 Agate Software

5. Once the program components tab and the service areas tab are complete click on
Application Menu at the top of the page.

6. There are three different sections within this page.
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ﬁsGOHS

T

Leg #: 2006-7A-D0D7-0

Applicant: Test Agenc

Status! Praposal In Proces

access Level: Proposal Admnistrate

Application Menu

User; Test Applicant | ) Help | Logout

% 2006 YA Application

Application #: 2006-YA-DOO7-00

General Information

RFP Type: ¥nown Recipients
application Manager:

Status: Proposal In Process
Die Dake: 55,2005 (Thu)

Agency Information
Wiew Applicant Information

() Application Information

¢ Application Projecs Descrintion

Contacts '-I

sartrol Access o Application
# Send Email to Apolication Contacks

o, Components

Submil Asplication | Delets Apglication |

Application Forms
& Collapre Ertire Tree 4

] YOUNG ADULT ADDITIONAL TNFORMATION

| PROBLEM IDENTIEICATION

i Pl F

| PROGRAM ASSESSHENT
TD & PROIECT OBIECTIVES

| ETD & MILESTOMNE CHART

|E] OTHER PROJECT DRIECTIVES, ACTIVITIES & EVALUATIONS

| MECKA PLARN

| SELF-SUFFICIENCY

| RESOURCE REQUIREMENTS

« BTTACHMENT

i |5l PERSOMMEL SERVICE DETAIL - POSITION
E“I PERSOMNKEL SERVICE DETAIL - BENEFITS
= I_|. BAY SCHEDULE FOR PROJECT EMPLOYEES
} COST CATEGORY DETAIL

PERATR HPENSES

=
[ 1raver
- B conTRACTUAL SERVICES
COST CATEGORYT SUMMART
RANT TERMS AND CONDITIONS

s Program Components | @ e 5 .
® Service Areas |51 CERTIFICATION AND SIGHATURES
_B Errors
Legend:
. =
[3] History |=l application Form 4 Last Fage Visited

campare Applization Wersion

“| Application PDF

Powered by IncelliGrancs

< i
o General Information

[ ]

Application Navigation

o General Information is located on the top left side of the page and it shows
information about the application. Such as the application number, the

@ Copyright 2002 Anate Sofowar

Application Forms Tree view

status of the application and the due date.

that make up

Application Navigation is located below the General Information
and it allows you to access different areas of the application.

Application Forms Tree view section displays the forms
the application into an easy-to-navigate

hierarchical structure.
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7. The first thing you will want to do is control access to this application. To do that
click the link “Control Access to Application” located under the application
navigation.

T

GOH S Log & Z006-7A-0007-00]
Applicant: Test Agency

Status: Prgpnsal In Procesd

Actess Level: Proposal Admnistrato

Start Menu | Apgency Info | Application Menu User: Test Applicant | i‘!j Help Logout

Back to Main Meny GIYE PEDPLE ACCESS TO THIS
APPLICATION

Instructions: To edit the contact type or security level for any of the contacts in the grid, select the radio buttan
next to the name of the persen you would like to madify and click the Edit button. To delete a cantact from this
Application, select the radio button next to the name of the person you would like to delete and click the Delete
buttan, Click the Search for an agency consultant link to allow 3 person outside of your agency access to this
Application,

Application Contacts Email Grant Contocts >,
::- The following people have access to this Application:

Mame Assigned By Level of Access Contact Type
O Applicant, Test Applicant, Test Proposal Admnistrator Agency Main Contact

:2- Assign additional access to Application: Grant This Usar Access
Ta allow another parsan access ta this Application:

1. Seleck the person’s name,

2., Select the level of access that this person should have.

a

Select the type of contast that this person is,
4, Click the Grant This User Access buttan,

Name | Jamnas Jackson {z"‘

Contact Type i.igenr:y_ Staff Member [w]*

Level of Access [Form wiiter z‘q
L it L

OR Search for an anency consulbant to add as an Application contact.

* = Required Field

Powered by IntelliGrants & Capyright 2002 Agate Sefwars

8. This screen lists all users who currently have access to this application. To add
users to the application:

a. Navigate to the bottom of the page so the box labeled “Assign additional
users access to this application” is visible.

b. Select the name from the Name dropdown list of the person to which you
want to grant access. Only active members from your agency will appear
in this list

c. Indicate whether this person is the main contact or a staff member for the
application by selecting an appropriate option from the drop-down list
labeled “Contact Type.” When Agency Main Contact is selected, that
person becomes the main contact for the application. An application may
have more than one main contact, but it is not recommended.

d. Select the level of access you want to give this user. The level of access is
the Application Security Level.
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e. Click Grant This User Access.

9. Go back to the application menu, by click on Application Menu at the top of the
screen. To add application program information:

a. From the Application Menu, click the “Application Program Description”
link under the Application Information navigation icon.

b. Click Edit.
c. Type the Application Title and Program Description in the fields provided.

d. Click Save.

Ty

Log &: 2008-7A-0007-00

Applicant: Test Agency

Status: Proposal In Process

Access Level: Proposal admnistrato

Application Manu User: Test &pplicant

EDIT APPLICATION PROJECT
INFORMATION

Instructiong: Plezse cornplete the information below, For further instructions, please dick the Help ican in the
wpper right hand carner of the page.

Application Project Description

+ Application Project Information

Project Title |78 Application

Project SUMmMary |v4 application to improve our community,

40 of 200 Charachers®

# = Required Field

Powered by IntelliGrants & Copyright 2002 Agate Software

10. The screen will refresh with the new information.

11. Click on Application Menu to return to the application.
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Completing YA Application Forms

1. Now that the application is set up click on the first application form “YOUNG
ADULT ADDITIONAL INFORMATION”.

2. Each time you complete a page make sure to click Save. To check for any errors
on the page click Check for errors on the top right of the screen. If any errors
are present you will be told which field needs to be fixed. When you are finished
click Next to move to the next form. It is not necessary to complete the
application all at once. You can leave the application and come back to it later.

3. The following instructions will help you complete each form:

4. Additional Information - All fields that have a red asterisk are required.
However some fields are only required depending on certain responses. For
example if you select “yes” for the second question “Does your jurisdiction
receive any other federal funds from other sources?” then you have to answer the
following question “how much?”.

5. Problem Identification - Enter text to describe the problem.

6. Problem Identification Attachment - This form allows you to attach any
documents that you have already created for problem identification.

a. Click Browse.

b. Windows will open allowing you to find your document on your
computer.

c. When you have found the file click Open.
d. Click Save.

8. If you have more than one attachment to send click Add and repeat steps 1 to 4.

9. Program Assessment - Enter text describing the assessment of the situation.

10. Standard YA Project Objectives, Activities and Evaluations - To complete
this page click View PDF and read the document that opens.
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

After you have read the document close the window and either check the box
agreeing to these objectives, activities and evaluations and click Save. If you
chose not to agree just click Save.

Standard YA Milestone Chart - Place an 'X' in each month that you plan an
activity for each objective listed or the number of attendees when appropriate.

Other Project Objectives, Activities & Evaluations - Click the box if this goal
incorporates a best practice, then select a goal and complete the text boxes. When
you are done click Save. Click Add if you have more objectives to enter.

Media Plan - Complete the next form describing how you plan to announce the
award.

Self-sufficiency - Enter how long the program has been in existence and how it
will continue with out federal funds.

Resource Requirements - Enter the personnel, equipment, and supplies needed
to complete the project.

Personnel Service Detail Position — Complete this form for each personnel. To
add more than once click Save then click Add.

Personnel Service Detail Benefits — Complete the percentage for each fringe
benefit, if there is a benefit not listen use the other boxes and describe what they
are.

Pay Schedule For Project Employees — Select a pay code and month and
complete the pay period begin date, end date and the actual pay day.

Regular Operating Expenses — Select a description, unit price and quantity for
all operating expenses. After you save each one, click Add, to add another
expense.

Travel — Select a description, unit price and quantity for all travel expenses.
After you save each one, click Add, to add another expense.

Contractual Services — Select a description, unit price and quantity for all
contractual service expenses. After you save each one, click Add, to add another
expense.

Cost Category Summary — Select a college population and enter the local
percentage match and click Save to show your completed budget.

Grant Terms and Conditions — Click View PDF and read the terms and
conditions of this grant.
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25. Certifications and Signatures — Check the box(s) of all individuals who are
bonded and enter an alternate signer’s name and title.

26. When you are finished with this last page click on Application Menu at the top
of the page.

Submitting YA Application

1. In order to submit an application there must be no errors in the application. Click
on Errors located in the application navigation section of the page.

2. Listed will be any errors and the pages they are on.

T

Log &: 2008-74-0002-00

Applicant: Test Agency

Stabus: Propasal In Process

Access Level: Proposal adrnistrator

Application Manu User: Test pplicant

APPLICATION ERRORS

The following errors have been detected in your Application:

Forms
PROBLEM IDEMTIFTCATION

» Please answer all required fields,

Powered by IntelliGrants D Copyright 2002 Agare Software

3. Once there are no errors found, contact your Agency Authorized Official, as they
are responsible for submitting all applications.

4. Inthe Application Menu click the Submit Application.
5. Click on the window that pops up.

6. Click the I Agree to submit the application.
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Applying For A General Application RFP

Initiate A General Application

1. To Initiate a General application go to the eGOHS webpage.

2. Enter your user name and password and click Login.

%GOHS

cxzronie dhrarde lor ke U o Tapkwon Kaleiy

walcome ko the State of Georgia Governor's Office of Highway
=afety grant managerment systern. Please choose from the list of
options below:

= Wiew available grant opportunitizs
® Create a new User account
& G0 to the GOHS home page

W bouwnloads Username: tapplicant

Internet Explarer :
bdohe Aerobat Reader Password: vesess

Instructions for Reqistrabion and &pplications

Forgot Your Password?

This is the GOHS's grant management system, [% 15 o system that requires authorization for access, IF you do not have a
wsername and password and would like to use EGOHS, please contact the EGOHS help desk at smoorei@gohs.siabe.ga.us or
404 ,656,69%5, Thank you,

Pawerad by IntelliGrants & Caperight 2002 Aqste Solewsrs
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3. From the Start Menu, select a General Application from the dropdown menu in

the Initiate an Application box.

4. Click Apply for a New Grant.

User Agency! a Test Agency
Access Level: Agency Administrator

Agancy Info

Welcome to the Electronic Grants for the Office of
Highwiay Safety.

Wou do not have any systan messaqes.

+ Task List: Actions Required

You currently do not have any tasks.

User: Tast Applicant

# Initiate an Application

Salact an RFP:

L General Application (2008) [+ [}

| #pply for a Naw Grant |

Wiew available AFPs

" Quick Links

saarch for Agency Information
wiew &ll Agancy spplications
Wiew &l Agency Srants

Viey Bl Agency MARs

hiaissbain Your Accoant

Wisw Your Sgens Tnfarmation

Edit Vour Contact Informatian

Powered by IntelliErants
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5. A separate window will appear confirming your decision. Click OK.
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Setting up a General Application

1. Select General Application as the program type, give this application a name and
click Save. The program will be added to the bottom of the screen.

zeneral Application
Log &: 2Z006-GA-0013-00
Applicant: Test Agency
Stabus: Proposal In Process
Access Lavel: Proposal Adninistrato
Agoncy Info | Applicabion Menu User: Test &pplicant

APPLICATION PROGRAM COMPOMENTS

Instructions: Please cornplete the inforration below, For further instructions, please dick the Help icon in the
upper right hand comer of the page.

Program Components Service Arcas
2 Add a program component to this Application: | Save | Cancel |
Program Type/Sub-Type

|G¢n=ra| Application EI*
tame (Reference anly. This is not the Project Title.) (goneral Application

* = Required Field | _save | Cancol |

::- Current Application program components:

There are no eurrent program components far this Application.

Powered by IntelliGrants
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2. Click on the Service Areas tab

a. Select a service area type and select a county to be served.

b. Click the Add button

c. You may add multiple service areas to this screen by repeating the steps.

General application
Lag &: 2006-GA-0010-00
Applicant: Test Agency
Slabus: Proposal In Process
Access Level: Proposal Admnistrator
Agancy Info | Application Manu User: Tast &pplicant

Go to Application Meny PROGRAM COMPOMENT SERYICE AREAS
BEMEFITING

Instructions: View/Edit the service areas benefiting for the celected program campanent an the Counties and

Representative Districks tabs, To view/edit the service areas benefiting for another program carponent, click the
Service Areas tab.

[ Program Companents Service Areas

+ Service Arca
Program Component Information

Mame Genaral Application

Program TypefSub-Type Generzl dpplication

The County tab iz used to view/add counties where this program component is serving the WHOLE county.

Counties J Representative Districts
= Areas Benefiting

Service Area Type: [ Metro Statistical Area v]

County: [o01: APPLING o[ |
1002: ATEINSON =
| o04: BakER
| D0S: BALDWIN <
| 006: BAKNKS =]

D Service Area Type County Code County Mame
i Metro Stabsbocal drea BACON

[Recarnds 1- 1 af 1]

Powered by IntelliGrancs & Copyright 2002 Agace Software

Last Updated: 4/20/2005 9:23 AM Page 39 of 59



3. Click on the Representative Districts tab.

4. Select at least one Senate Legislative, House Legislative and US Congressional
District and click the Add. You may select more than once district at a time.

General application

Log #: 2006-54-0010-00

Applicant: a Test Agency

Slabus: Propasal In Process

Access Level: Proposal Adrmnistrator

Agancy Info | Application Manu User: Tast &pplicant

Go to Application Meny PROGRAM COMPOMNENT SERYICE AREAS
BEMEFLITIMG

Instructions: View/Edit the service areas benefiting for the selected program companent on the Counties and
Representative Districks tabs, To viewfedit the service areas benefiting for another program campanent, click the
Service Areas tab.

[ Program Components Service Areas

 Service Area
Program Component Information
Mame General Application
Program TypefSub-Type Genersl Application

Thiz Representative Districts tab displays the representative districts in which this program cormponent is
fErving.

[T E N Fepresontative Districts
= Areas Benefiting

—
Senate Legislative District{s): | 301
D

=03
=04
|sos¥ |

House Legislative District{s): IHUU'l.A|
HOO2 0
HOOZ
HOO4
Hons ||

US Congressional Districk{s): |COL A
CO2 [ =
co3
cod —
€05 M

No records found

Powered by IntelliGrants & Sopyright 2002 Agate Software

5. Once the program components tab and the service areas tab are complete click on
Application Menu at the top of the page.

6. There are three different sections within this page.
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ﬁGOHS

& 2006 General Application Application

General Application)

Log #: 2006-G4-001 F-00)

Applicant: Test Agency

Status: Proposal In Process

Acczss Level: Proposal Admnistrator

User: Test Applicant _[ € Help | Logout

Application #: 2006-GA-D013-00

General Infarmation
RFP Type: Competitive
Application Managar:
Status: Froposal In Frocess
Cue Date: 12/31/2007 (Mon}

Agency Information

Delate Application

Application Forms
A& Collapes Erlire Tras
(S APELICATION COVER PAGE

ADCTINAL INFORMAT]ON

PROBLEM IDEXNTIFICATION

PROGLEM IDENTIFICATION - ATTACHMENT
PROGRAM ASSESSME

PROGRAM ASSESSMENT CHART

c = = i PROIECT QRIECTIVES, ACTIVITIES & EVALUATIONS
View Applicant Information " PLARN
H SOURCE REQUIREMENTS
SELF-SUFFICIENCY
PEREONMEL SERVICE DETAIL - POSITION
PERSCHMEL SERVICE DETAIL - SENEFITS

Py SOHEDLULE FOR PROJECT EMPLOYEES

B0 COST CATEGORY DETAIL

! 3 REGULAR OPERATING EXPENSES
TRAVEL OF EMPLOYEES
EQUIPMENT PURCHASES
PER

COMPUTER CHARGES AND COMPUTER EQUIPMENT
TELECOMMUNICATIONS
|2 MOTOR WERICLE SURCHASES
COST CATEGORY SUMMARY
| HEN-PROEIT DISELOSURE
History GRANT TERMS AND CONDITIONS
i |=l CERTIFICATION &HD SIGNATURES

Errors

Application PDF

Legend:

=)
=l Application Form *= Last Page Visited

(& Copyright 2002 Agate Software

o General Information
e Application Navigation
e Application Forms Tree view

o General Information is located on the top left side of the page and
it shows information about the application. Such as the application
number, the status of the application and the due date.

e Application Navigation is located below the General
Information and it allows you to access different areas of
the application.

e Application Forms Tree view section displays the
forms that make up the application into an easy-to-
navigate hierarchical structure.
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7. The first thing you will want to do is control access to this application. To do that
click on the link “Control Access to Application” located under the application
navigation.

ceneral Application

Log #: 2006-54-0010-00

Applicant: a Test Agency

Stabus: Propaosal In Process

Access Level: Proposal admnistrato

Apency Info | Application Manu User: Tast pplicant

Back to Main Seny GIYE PEOPLE ACCESS TO THIS
APPLICATION

Instructiong: To edit the contact type or security level for any of the contacks in the grid, select the radio buttan
next to the name of the person you would like to rmadify and click the Edit button, To delete a contact from this
Application, select the radio button next to the narme of the person you would like to delete and click the Delete
butban, Click the Search for an agency consultant link bo allow a person outside of your agency access to this
applicatian,

Application Contacts Email Grant Contacts
::- The following people have access to this Application:

Name Assigned By Level of Access Contact Type

@) applicant, B, Test Applicant, O, Tast Proposal Admnistrator Agency Main Contack

::- Assign additional access to Application: Grant This Usar dccess l

Tao allow another person access ta this Application:

1. Select the person's name,

2. Seleck the level of access that this person should have,
3, Seleck the type of contact that this person is,

4, Click the Grant This User Access button,

Hame [1amas Jacksan [
Contact Type | agency Staff Member [w]*

Level of Access |Form Writer .ﬂq
! s b=

OR Sesrch for an agency consulbant ba add as an Application cantact,

equired Field
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8. This screen lists all users who currently have access to this application. To add
users to the application:

a. Navigate to the bottom of the page so the box labeled “Assign additional
users access to this application” is visible.

b. Select the name from the Name dropdown list of the person to which you
want to grant access. Only active members from your agency will appear
in this list.

c. Indicate whether this person is the main contact or a staff member for the
application by selecting an appropriate option from the drop-down list
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labeled “Contact Type.” When Agency Main Contact is selected, that
person becomes the main contact for the application. An application may
have more than one main contact, but it is not recommended.

d. Select the level of access you want to give this user. The level of access is
the Application Security Level.

e. Click Grant This User Access.

9. Go back to the application menu, by click on Application Menu at the top of the
screen.

10. To add application program information:

a. From the Application Menu, click the Application Program Description
link under the Application Information navigation icon.

b. Click Edit.
c. Type the Application Title and Program Description in the fields provided.

d. Click Save.

ceneral Application

Log #: 2006-54-0010-00

Applicant: a Test Agency

Stabus: Propaosal In Process

Access Level: Proposal Admnistrato

Application Manu User: Test &pplicant

EDIT APPLICATION PROJECT
INFORMATION

Instructiong: Plezse cornplete the information below, For further instructions, please dick the Help ican in the
wpper right hand carner of the page.

Application Project Description
+ Application Project Information
Project Title | General Applicabion

Project SUMMAary |Goneral application to help imporve our community .

éu of 200 Charachers®

# = Required Field
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11. The screen will refresh with the new information.
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12. Go back to the application menu, by clicking Application Menu at the top of the
screen.

Completing General Application Forms

1. Now that the application is set up click on the first application form
“APPLICATION COVER PAGE”.

2. Each time you complete a page make sure to click Save. To check for any errors
on the page click Check for errors on the top right of the screen. If any errors
are present you will be told which field needs to be fixed. When you are finished
click Next to move to the next form. It is not necessary to complete the
application all at once. You can leave the application and come back to it later.

3. The following instructions will help you complete each form:

4. Application Cover Page — This field does not require you to enter any data, click
View PDF to view the cover page.

5. Additional Information - All fields that have a red asterisk are required.
However some fields are only required depending on certain responses. For
example if you select “yes” for the second question “Does your jurisdiction
receive any other federal funds from other sources?” then you have to answer the
following question “how much?”.

6. Problem Identification - Enter text to describe the problem.

7. Problem Identification Attachment - This form allows you to attach any
documents that you have already created for problem identification.

a. Click Browse.

b. Windows will open allowing you to find your document on your
computer.

c. When you have found the file click Open.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

d. Click Save.

e. If you have more than one attachment to send click Add and repeat the
steps.

Program Assessment - Enter text describing the assessment of the situation.

Program Assessment Chart — For each activity listed proved the enforcement
activity for the last three years. If you do not have data for an activity/year enter
N/A.

Project Objectives, Activities & Evaluations - Click the box if this goal
incorporates a best practice, then select a goal and complete the text boxes. When
you are done click Save. Click Add if you have more objectives to enter.

Media Plan - Complete the next form describing how you plan to announce the
award.

Resource Requirements - Enter the personnel, equipment, and supplies needed
to complete the project.

Self-sufficiency - Enter how long the program has been in existence and how it
will continue with out federal funds.

Personnel Service Detail Position — Complete this form for each personnel. To
add more than once click Save then click Add.

Personnel Service Detail Benefits — Complete the percentage for each fringe
benefit, if there is a benefit not listen use the other boxes and describe what they
are.

Pay Schedule For Project Employees — Select a pay code and month and
complete the pay periods begin date, end date and the actual pay day.

Regular Operating Expenses — Select a description, unit price and quantity for
all operating expenses. After you save each one, click Add, to add another
expense.

Travel — Select a description, unit price and quantity for all travel expenses.
After you save each one, click Add, to add another expense.

Equipment Purchases - Select a description, unit price and quantity for all
equipment expenses. After you save each one, click Add, to add another
expense.
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21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

Contractual Services — Select a description, unit price and quantity for all
contractual service expenses. After you save each one, click Add, to add another
expense.

Per Diem & Fees - Select a description, unit price and quantity for per diem &
fees. After you save each one, click Add, to add another expense.

Computer Charges and Computer Equipment - Select a description, unit price
and quantity for all computer charges and computer equipment expenses. After
you save each one, click Add, to add another expense.

Telecommunications - Select a description, unit price and quantity for all
telecommunication expenses. After you save each one, click Add, to add another
expense.

Motor vehicle Purchases - Select a description, unit price and quantity for all
motor vehicle expenses. After you save each one, click Add, to add another

expense.

Cost Category Summary —Enter the local percentage match and click Save to
show your completed budget.

Non-Profit Disclosure — Click View PDF and red the Non-Profit disclosure.
Then attach a letter of support from a local government official stating this

program is needed and three letters of reference in support of the organization. To
Add an attachment:

a. Click Browse.

b. A window will open allowing you to find your document on your
computer.

c. When you have found the file click Open.

Grant Terms and Conditions - Click on View PDF to view the Grant Terms and
Conditions. Please read the Page and click Next when you are done.

Certifications and Signatures - Check the boxes related to the officials that are
bonded and enter an alternative signer’s name and title.

Once this page is done click on Application Menu at the top of the page.
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Submitting General Application

1. In order to submit an application there must be no errors in the application. Click
Errors located in the application navigation section of the page.

2. Listed will be any errors and the pages they are on.

ceneral application

Log #: 2006-54-0010-00

Applicant: Test Agency

Stabus: Propasal In Process

Access Level: Proposal adrnistrator

Application Manu User: Test pplicant Logout

APPLICATION ERRORS

The following errors have been detected in your Application:

Forms
SDDTTIONSL TRNFORMATION

s One or more of your responses requires or daes not require additional responses

Powered by IntelliGrants D Copyright 2002 Agare Software

3. Once there are no errors found, contact your Agency Authorized Official, as they
are responsible for submitting all applications.

4. Inthe Application Menu click the Submit Application.
5. Click on the window that pops up.

6. Click the I Agree to submit the application.
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Applying For A TEN Application RFP

Initiate A TEN Application

1. To Initiate a TEN application go to the eGOHS webpage.

2. Enter your user name and password and click Login.

EGOHS

cxzronie dhrarde lor ke U o Tapkwon Kaleiy

walcome ko the State of Georgia Governor's Office of Highway

=afety grant management systern. Please choose from the list of
options below:

= Wiew available grant opportunitizs

® Create a new User account
& G0 to the GOHS home page

W pownloads

Username: tapplicznt
Internet Explarer
Adobe pcrobat Beader

Password: ssssss
Instructions for Reqistrabion and &pplications

Forgot Your Password?

This is the GOHS's grant management system, [% 15 o system that requires authorization for access, IF you do not have a
wsername and password and would like to use EGOHS, please contact the EGOHS help desk at smoorei@gohs.siabe.ga.us or
404 ,656,69%5, Thank you,

Pawered by IntelliGranes

@ Caperight 2002 Aqste SalFusrs
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3. From the Start Menu, select a General Application from the dropdown menu in
the Initiate an Application box.

4. Click Apply for a New Grant.

User Agency: Test Agency
Access Level: Agency Administrator

Agancy Info User: Tast Applicant

' . : : 7 Initiate an Applicatio
welcome to the Electronic Grants for the Office of T SE LRR R S

Highwiay Safety.
Salact an AFP:
¥ou do not have any systam messanes.

| TEN (20083 B |

| #pply for a Naw Grant |

Wiew available AFPs

2 Task List: Actions Required # Quick Links

db Collapze Enbire Tres o
=-fpplications
[=-Proposal In Process
i CEABEL 4

saarch for Agency Information
wiew &ll Agancy spplications

Wiew &l Agency Srants
Viey Bl Agency MARs

hiaissbain Your Accoant

Wisw Your Sgens Tnfarmation

Edit Vour Contact Informatian

Powered by IntelliErants & Copyright 2002 Agate Software
— — —

5. A separate window will appear confirming your decision. Click OK.
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Setting up a TEN Application

1. Select General Application as the program type, give this application a name and
click Save. The program will be added to the bottom of the screen.

TEN

Log #: 2006-TEN-0014-00

Applicant: Test Agency

Status: Proposzal In Process

Access Lavel: Proposal Adninistrato

Agency Info | Application Menu User: Test Applicant

APPLICATION PROGRAM COMPOMENTS

Instructions: Please cornplete the inforration below, For further instructions, please dick the Help icon in the
upper right hand comer of the page.

Frogram Components Service Arcas .,

2 Add a program component to this Application: | Save | Cancel |

Program Type/Sub-Type |TEN EI*
MWame {(Reference only. This is not the Project Title.) !TEI-J Application

* = Required Field | _save | Cancol |

::- Current Application program components:

There are no eurrent program components far this Application.

Powered by IntelliGrants B Copyright 2002 Agate Seftvars
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2. Click on the Service Areas tab

a. Select a service area type and select a county to be served.

b. Click the Add button.

c. You may add multiple service areas to this screen by repeating the steps.

TEN,

Log £: 2006-TEN-0012-00
Applicant: Test Agency

Slabus: Proposal In Process

Access Level: Proposal Admnistrator

Agaency Info | Application Manu User: Tast &pplicant

Go to Application Menu PROGRAM COMPOMENT SERYICE AREAS
BEMEFITIMG

Instructions: View/Edit the service areas benefiting for the celected program companent on the Counties and
Representative Districks tabs, To view/edit the service areas benefiting for another program component, click the
Service Areas tab.

[ Program Components Service Areas

+ Service Area
Program Component Information

Mame TEM Application

Program TypefSub-Type TEN

The County tab is used to view/add counties where this program component is serving the county.

Counties ] Representative Districts
# Areas Benefiting

=
service Area Type: Metro Statistical .b.reaiv]

County: BRFLING -
BACON =
BAKER
BALDWIN
lBanxs #|

[ Service Area Type County Code County Mame

| Metro Stabstbical Area ATHIMNSOMN

[Racerds 1-1af1] m

Powered by IntelliGrants & Copyright 2002 Agate Software
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3. Click on the Representative Districts tab.

4. Select at least one Senate Legislative, House Legislative and US Congressional
District and click the Add. You may select more than once district at a time.

TEN

Log £: 2006-TEN-0003-00
Applicant: a Test Agency

Slabus: Propasal In Process

Access Level: Proposal Adrmnistrator

Agancy Info | Application Manu User: Tast &pplicant

Go to Application Meny PROGRAM COMPOMNENT SERYICE AREAS
BEMEFLITIMG

Instructions: View/Edit the service areas benefiting for the selected program companent on the Counties and
Representative Districks tabs, To viewfedit the service areas benefiting for another program campanent, click the
Service Areas tab.

[ Program Components Service Areas

 Service Area
Program Component Information
Mame ten ap
Program TypefSub-Type TEN

Thiz Representative Districts tab displays the representative districts in which this program cormponent is
fErving.

[T E N Fepresontative Districts
= Areas Benefiting

—
Senate Legislative District{s): | 301
D

503

Shd

| =05 12])
House Legislative District{s): I-HDU'.I..A"
HOO2Z 50
HOOF
HOO4
Hoos |+
US Congressional Districk{s): ?E:ﬁ-
CO2 [ =
co3
cod —
CO5

No records found
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5. Once the program components tab and the service areas tab are complete click on
Application Menu at the top of the page.

6. There are three different sections within this page.
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TEN|
Log #: ZD0&-TEN-D014-00)
Applicant: Test Agency)
Status: Proposal In Process
Access Level: Proposal Admnictrato

Start Menu | Agency Info User: Test Applicant Lagout

* 2006 TEN Application Delats Applization

Application #: Z006-TEM-0014-00 Application Forms
& Collapse Entire Tras
PPLICATION COVER PASE
ADDITIONAL TMEORMATION
Application;#anagec: - 2] PROBLEM IDENTIFICATION
Sratules Propesal b Frace:s i 2] PROBLEM IDENTIFICATION - ATTACHWMENT
Dua Data! 12/31/2007 (Mon) T ROGRAM ASSESSMENT
\I ROGRAM ASSESEMENT CHART
) MEDLA BLAN
Visp foplicant Lofermation | RESOURCE REGUIREMENTS
- B sELF-sUFFICTENCY
Application Information . 2] PERSOMNEL SERVICE DETALL - POSITION
- 5 PERSONNEL SERVICE DETALL - BENEFITS
: PAT SCHEDILE FOR PROMECT EMPLOTEES
F-L COST CATEGORY DETAIL
Contacts - Bl REGULAR OPERATING EXFENSES
s Control Access to Application TRAVEL OF EMPLOYEES
& Zend Email to Application Contacts EQUIPMENT PURCHASES
i TRACT RUICE
L Components PER DIEM & FEES
L | OMPUTER CHARGES AND COMBUTER EQUIPMENT
TELEC OMMUNICATIONS
OTCR. WEHICLE PURCHASES
(_Ié&'l 5'5' t(EEE.EY s ﬂEm
= RANT TERMES AMD COMDITIONS
- =] CERTIFICATION AND STGMATURES

General Infarmation

RFP Type: Campetilive

Agency Information

e Applicstion Project Descriotion

Errors

History

* Compare Application Versions

Legend:

] asplication Form = Last Page Visited

Application PDF

& Gopyright 2002 fgate Softrare]

o General Information
e Application Navigation
e Application Forms Tree view
o General Information is located on the top left side of the page and it shows
information about the application. Such as the application number, the

status of the application and the due date.

e Application Navigation is located below the General Information
and it allows you to access different areas of the application.

e Application Forms Tree view section displays the forms
that make up the application into an easy-to-navigate
hierarchical structure.

Last Updated: 4/20/2005 9:23 AM Page 53 of 59



7. The first thing you will want to do is control access to this application. To do that
click on the link “Control Access to Application” located under the application
navigation.

TEN,

Log #: Z0D6-TEN-00L4-00

Applicant: Test Agency

Stabus: Proposal In Process

Access Level: Proposal admnistrato

Apency Info | Application Manu User: Tast pplicant

Back to Main Seny GIYE PEOPLE ACCESS TO THIS
APPLICATION

Instructiong: To edit the contact type or security level for any of the contacks in the grid, select the radio buttan
next to the name of the person you would like to rmadify and click the Edit button, To delete a contact from this
Application, select the radio button next to the narme of the person you would like to delete and click the Delete
butban, Click the Search for an agency consultant link bo allow a person outside of your agency access to this
applicatian,

Application Contacts Email Grant Contacts
::- The following people have access to this Application:

Name Assigned By Level of Access Contact Type

@) applicant, B, Test Applicant, O, Tast Proposal Admnistrator Agency Main Contack

::- Assign additional access to Application: Grant This Usar dccess l

Tao allow another person access ta this Application:

1. Select the person's name,

2. Seleck the level of access that this person should have,
3, Seleck the type of contact that this person is,

4, Click the Grant This User Access button,

Hame [1amas Jacksan [
Contact Type | agency Staff Member [w]*

Level of Access |Form Writer .ﬂq
! s b=

OR Sesrch for an agency consulbant ba add as an Application cantact,

equired Field

Powered by IntelliGrants & Copyright 2002 Agate Software

8. This screen lists all users who currently have access to this application. To add
users to the application:

a. Navigate to the bottom of the page so the box labeled “Assign additional
users access to this application” is visible.

b. Select the name from the Name dropdown list of the person to which you
want to grant access. Only active members from your agency will appear
in this list.

c. Indicate whether this person is the main contact or a staff member for the
application by selecting an appropriate option from the drop-down list
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labeled “Contact Type.” When Agency Main Contact is selected, that
person becomes the main contact for the application. An application may
have more than one main contact, but it is not recommended.

d. Select the level of access you want to give this user. The level of access is
the Application Security Level.

e. Click Grant This User Access.
9. Go back to the application menu, by click on Application Menu at the top of the

screen.
10. To add application program information:

TEN

Log #: Z0D&-TEN-0203-00
applicant: a Test Agency

Status! Proposal In Process

Access Level: Proposal Admnistrato

application Manu User: Test &pplicant

EDIT APPLICATION PROJECT
INFORMATION

Instructions: Plezse complets the information below, For further instructions, please dick the Help ican in the
wpper right hand cormer of the page.

Application Project Description
::- Application Project Information

Project Title [Ten application

Project Summary [Tey application to help improve aur community,

46 of 200 Characters®

* = Required Field

Powared by IntelliGrants & Copyright 2002 Aqate Softpars

a. From the Application Menu, click the Application Program Description
link under the Application Information navigation icon.

b. Click Edit.
c. Type the Application Title and Program Description in the fields provided.
d. Click Save.

11. The screen will refresh with the new information.
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12. Go back to the application menu, by clicking Application Menu at the top of the
screen.

Completing TEN Application Forms

1. Now that the application is set up click on the first application form
“APPLICATION COVER PAGE”.

2. Each time you complete a page make sure to click Save. To check for any errors
on the page click Check for errors on the top right of the screen. If any errors
are present you will be told which field needs to be fixed. When you are finished
click Next to move to the next form. It is not necessary to complete the
application all at once. You can leave the application and come back to it later.

3. The following instructions will help you complete each form:

4. Application Cover Page — This field does not require you to enter any data, click
View PDF to view the cover page.

5. Additional Information - All fields that have a red asterisk are required.
However some fields are only required depending on certain responses. For
example if you select “yes” for the second question “Does your jurisdiction
receive any other federal funds from other sources?”” then you have to answer the
following question “how much?”.

6. Problem Identification - Enter text to describe the problem.

7. Problem Identification Attachment - This form allows you to attach any
documents that you have already created for problem identification.

a. Click Browse.

b. Windows will open allowing you to find your document on your
computer.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

c. When you have found the file click Open.
d. Click Save.

e. If you have more than one attachment to send click Add and repeat the
steps.

Program Assessment - Enter text describing the assessment of the situation.

Program Assessment Chart — For each activity listed proved the enforcement
activity for the last three years. If you do not have data for an activity/year enter
N/A.

Media Plan - Complete the next form describing how you plan to announce the
award.

Resource Requirements - Enter the personnel, equipment, and supplies needed
to complete the project.

Self-sufficiency - Enter how long the program has been in existence and how it
will continue with out federal funds.

Personnel Service Detail Position — Complete this form for each personnel. To
add more than once click Save then click Add.

Personnel Service Detail Benefits — Complete the percentage for each fringe
benefit, if there is a benefit not listen use the other boxes and describe what they
are.

Pay Schedule For Project Employees — Select a pay code and month and
complete the pay periods begin date, end date and the actual pay day.

Regular Operating Expenses — Select a description, unit price and quantity for
all operating expenses. After you save each one, click Add, to add another
expense.

Travel — Select a description, unit price and quantity for all travel expenses.
After you save each one, click Add, to add another expense.

Equipment Purchases - Select a description, unit price and quantity for all
equipment expenses. After you save each one, click Add, to add another
expense.

Contractual Services — Select a description, unit price and quantity for all
contractual service expenses. After you save each one, click Add, to add another
expense.
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20.

21

22.

23.

24.

25.

26.

27.

Per Diem & Fees - Select a description, unit price and quantity for per diem &
fees. After you save each one, click Add, to add another expense.

. Computer Charges and Computer Equipment - Select a description, unit price

and quantity for all computer charges and computer equipment expenses. After
you save each one, click Add, to add another expense.

Telecommunications - Select a description, unit price and quantity for all
telecommunication expenses. After you save each one, click Add, to add another
expense.

Motor vehicle Purchases - Select a description, unit price and quantity for all
motor vehicle expenses. After you save each one, click Add, to add another
expense.

Cost Category Summary —Enter the local percentage match and click Save to
show your completed budget.

Grant Terms and Conditions - Click on View PDF to view the Grant Terms and
Conditions. Please read the Page and click Next when you are done.

Certifications and Signatures - Check the boxes related to the officials that are
bonded and enter an alternative signer’s name and title.

Once this page is done click on Application Menu at the top of the page.

Submitting TEN Application

In order to submit an application there must be no errors in the application. Click
on Errors located in the application navigation section of the page.
Listed will be any errors and the pages they are on.

TEN|

eGOHS Log #: 2006-TEM-00L2-00]
Applicant: Test Agency

Statust Propas:al In Procesc

Access Lavel: Proposal Admnistrator

Start Menu | Agency Info | Application Menu User: Tast &pplicant € Help Logout

Back to Main Mony APPLICATION ERRORS

The following errors have been detected in your Application:

Forms
LOOTTIOMNS] THFOR AT [0
* One or more of your responses requires of daes not require additional responses

D Copyright 2002 Agare Softwars
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3. Once there are no errors found, contact your Agency Authorized Official, as they
are responsible for submitting all applications.

4. Inthe Application Menu click the Submit Application.
5. Click on the window that pops up.

6. Click the I Agree to submit the application.
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