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1. System Requirements

OKGrants was designed so that the vast majority of computer users will be able to use
the system with little or no changes to their computer environment. The four
requirements that are mentioned below are common computer elements that should
already be present on most machines.

l.a. Operating System

OKGrants was designed for both of the two most common computer operating systems
- Windows and Macintosh. It has not been tested and is not supported on other
operating systems such as Linux and Unix. Users accessing the system from a Macintosh
environment are required to have MacOS 7.5 or higher running on a PowerPC
processor. Windows users are required to have an operating system that is Windows 95
or higher.

1.b. World Wide Web Connection

OKGrants is a web site designed for and accessed via the Internet. The Internet is the
more general term that is typically used to refer to the World Wide Web. The World
Wide Web consists of a vast array of content that is accessible via a web browser. For
the purpose of accessing OKGrants, the standard Internet connection is via a modem
connection. A modem is a piece of hardware that connects to the computer to send
data through a phone line to and from the computer. Internet connections that are
“faster" than a modem connection, such as cable and DSL, will improve the speed at
which the system operates, but are not necessary in order to use the system. If you are
in an office environment, you may already have an Internet connection, but if you are
unsure, please contact your organization's network administrator.

For those using a dial-up connection over a modem, it is highly recommended that you
have a modem connection speed of at least 33.6 kbps (kilobits per second).

1.c. Web Browser

This system was designed to be compatible with common up-to-date web browsers
including Internet Explorer, Firefox, Safari, and Opera.

1.d. Adobe Acrobat Reader

Adobe Acrobat Reader is used to view PDF (Portable Document Format) documents.
The system will automatically generate grant documents in PDF format using
information that has been saved into the various narrative and budget pages. Using
Adobe Acrobat Reader you may choose to view, print, or save these documents. If
you do not have Adobe Acrobat Reader you can go to www.Adobe.com and
download it for free.



http://www.adobe.com/

2. OKGrants Homepage

To access OKGrants, type https://grants.ok.gov into the address bar of your web browser
and hit “Enter”. The page you see should look like the image shown below.

o T

@KGRANTS --

STATE oF OK

System Login  Portal Home

Login
Username |
Welcome to the OK Grants system. Within this system, you are able to search for grant Password
opportunities, track your project status and submit requests for payment.
This is a new system and requires an initial registration process. Aaency Administrator
Registration
« The agency administrator (44} will complete the initial registration process for the M| Forgot Password?

organization by selecting the Agency Administrator Registration button. Only the A&
should complete the registration page. Examples of an agency administrator are -
Executive Director, Grants Manager, Program Director, Mayor, Research
Administrator or CEO.
Once access is approved, the AA will receive an e-mail and will designate access to
organization members. Access to an organization is only granted by the AA. Examples
of organization members are Principal Investigator, Grant Writer, Associate Director,
City Manager or Financial Officer.
If an organization member wants access to the organization prior to the agency
administrator adding the member, the agency administrator should be contacted directly
instead of using the Agency Administrator Registration page. If any user type besides
the AA selects Agency Administrator Registration, the state system administrator
will deny the account. If the member does not know who the agency administrator is,
the state system administrator can provide the information.
If an organization will pursue funding from multiple state agencies, the AA will contact
each agency to request access. The Agency Administrator Registration process should
not be used to request access to multiple organizations. This will resultin multiple
accounts.
Agency contact information, including e-mail, is also included in the Show Help on the
Welcome page.

Brad Sutherlin, Oklahoma Center for the Advancement of Science and Technology,

405-319-8400

Stephanie Lowery, District Attorneys Council - VOCA, 405-264-5006

DeLynn Fudge, District Attorneys Council - All ather grants, 405-264-5008

Kathy Gain, Oklahoma Dept. of Commerce, 405-815-5267

Sharon Neal, Tobacco Settlement Endowment Trust (TSET), 405-521-3884

Office of State Finance, (405) 521-2444 (local) or (866) 521-2444 (toll free)



https://grants.ok.gov/

2.a. Browser Configuration

In order to avoid various browser-related restrictions unnecessarily placed on OKGrants,
please make the following configuration changes for the web-browser that you are
using.

Internet Explorer
If you are using Internet Explorer, it is recommended that you add the OKGrants
homepage to your list of trusted sites. To do this, please complete the following steps:

Click "Tools"
Click "Internet Options"
Click the "Security" tab

1.

2

3

4. Click "Trusted Sites"
5. Click the "Sites" button
6

In the "Add this Web site to the zone:" textbox type “grants.ok.gov” and then click
the "Add" button

7. Click the "OK" button, and then click the "OK" button again



3. Applicant User Types

There are four security roles defined for OKGrants users: Agency Administrators,
Authorized Officials, Financial Officers, and Writers. These roles have different security
access to work on the applications. Once the Agency Administrators are identified and
their new user accounts created, the Agency Administrators will select and enter their
own organization’s staff names to access OKGrants. Each security role is summarized
below, the first name is the name used in the statewide OKGrants system, and the
name in parentheses is the OCAST role it corresponds to:

e Agency Administrator (Contract Official)

(0}

(0}

(0]

(0]

Must approve the application before it can be submitted.

Is the only role with access to My Organization links.

Has access to view, edit, and submit all applications for the organization.
Has access to view, edit, and submit a Request for Payment.

Has access to view, edit, and submit a Contract Modification Request.

Is linked to all project numbers associated with the organization.

¢ Authorized Official (Principal Investigator)

(0]

(o}

(o}

(0]

Is the only role that may initiate an application.
Is the only role that may submit a progress report.

Is linked to the specific project number (cannot see other applications
associated with the organization).

Has access to view and edit a Contract Modification Request.

¢ Financial Officer (Fiscal Agent)

o

(0]

(0]

Has access to view the application.

Is linked to the specific project number (cannot see other applications
associated with the organization).

Has access to view, edit, and submit a Request for Payment.

o Writer (Co-Principal Investigator, Signor for Additional Applicant Organizations)

(0]

(0]

Has access to view the application.

Is linked only to the specific project number (cannot see other
applications associated with the organization).




4. User Access in OKGrants (Agency Administrators Only)

In order to use the system you must create a user account. There are two ways to get
access to OKGrants.

If you are an:

Agency Administrator: Request access to the system and get approved by an
OKGrants System Administrator.

All other roles: Request access from/be added by the organization’s Agency
Administrator.

As Agency Administrator for the organization you must first obtain access by following
the procedure under section 4.a. Once you have obtained access to OKGrants, you
can manually add additional organization members as described in section 4.b. Both
processes for gaining access are described below.

4.a. Gaining access as an Agency Administrator

If your organization doesn’t already exist in OKGrants, you must create a new user
account. If the organization is already in OKGrants, then request access through your
Agency Administrator.

To create a new user account:

1. From the OKGrants homepage click the “Agency Administrator Registration” link

located in the “Login” section. )
Login
2. Complete the user form in its entirety. Username
a. Fillin all information as required. All items marked Password
with “*” are required to create your account. LOGIN
. g . Agency Administrator
b. The “Username” field must consist of all letters and Registration
numbers. Forgot Password?

c. The “Password” field must consist of all letters and numbers and must be at
least 7 characters long.

d. The fields “Password” and “Confirm Password” must be the same.

3. Click “Save” to save the data.

NOTE: Once you have created a user account and gained access to the system, you
will never have to request access again. There is no need to create a separate user
account for each organization you manage within OKGrants.

5



After creating your user account you must then be approved by an OKGrants System
Administrator before you can access the system. If you attempt to access the system
prior to getting approved/validated by a system administrator you will receive the
following message:

OF‘age Error(s)

Your account has not vet been validated.

When access has been granted to you by a system administrator you will receive an
email message confirming that your account has been validated.

4.b. Granting access to all other users

To add a new member to an organization, follow the steps indicated.

1. Click “My Organization”, and then click “Organization Members.

Organization - Grantee Test Org

Follow the instructions listed below to add/remove/modify organization members.

Organization Information |r || Organization Documents | Organization Details

Organization Members

Administrators with the authority to add members to your organization can follow these steps:

To add a member to your organization, select the Add Members link below.

If a member has already added his/her information in the system, you can search for the member.
Ifyou need to add a member's information into the system, select New Member.

For more detailed instructions, select the Show Help button above.

Current Members | A

B Person Role Active Dates Assigned By Modified By
Admin, Grantee Agency Administrator - 'é’:;;zuy-:(:]mshua 'é’?{;?-:(%mshua

OrgAdd, Testing Agency Administrator + o201 - JonST A Admin, Grantee

Domains, Testing Authorized Official = o201 - JenSTSIsAd  Agmin, Crantee

Domains, Testing Authorized Official - 912012011 - gfga\glﬂ'ﬁys.ﬁd

Grantee, Test Authorized Official ~ + BI712011 L g:‘;;zu":‘;]ms“”a

new message, testing  Authorized Official = o001 - LR Joshue

Noifications, Test Authorized Official = 9re/Zo - Tkaczyk Joshua

9162011

2. Click “Add Members”, and a person search field appears. Type the first or last name of

6



the person to add and select “Search.” The results appear below.

Person searc senvcn | [nEviwengER
Person Active Dates Assigned By Modified By
[ 21.DAC OK System Administrator (Main Domain) - 11142011 L
[ agencyadministrator, dac OK System Administrator (Main Domain) - 11142011 L
[ DAC. Admin OK System Administrator (Main Domain) - 11142011 L
[[] DAC.GrantProgram Spec  OK System Administrator (Main Domain) » 11112011 L
[[] DAC, Grantee OK System Administrator (Main Domain) ~ 11112011 L
[[] Reviewer, DAC DK System Administrator (Main Domain) ~ 11112011 L

3. Place a check in the box next to the person to add. Select a role, enter an active date
(beginning), and “Save.” Then select “Current Members” and the person added should
show with the rest of the organization’s member names.

Person Search DAC SEARCH | [ mEW MEmMBER
Person Active Dates Assigned By Modified By
21, DAC Agency Administrator - 11102011 L
[[] agencyadministrator, dac  Authorized Official - 11M/2011 L
[[] DAC. GrantProgram Spec  Financial Officer - 11102011 L
[[] DAC, Grantes Agency Administrator - 11M/2011 L
[[] Reviewer, DAC Agency Administrator - 11172011 L

4. |If the person’s name does not come up in the search results, then select “New Member.”

Organization Members

Administrators with the authority to add members to your organization can follow these steps:

To add a member to your organization, select the Add Members link below.

If a member has already added his/her information in the system, you can search for the member.
Ifyou need to add a member's information into the system, select New Member.

For more detailed instructions, select the Show Help button above.

Current Members | Add Members

7



5. Enter information for the new user and “Save & Add To Organization.”

[ save |'5Amz&.nmrooaenmznno~ |I| SHOW HELP'

Q Back
Organization - Grantee Test Org

Follow the instructions listed below to add/remove/modify organization members.

COrganization Information | | Crganization Documents | Organization Details

Add/Edit Members

Administrators with the authority to add members to your organization can follow these steps:
Please complete the information below. All required fields are marked with an *.

Prefix  First Middle Last Suffix
Name ~ DAC P Grantee § A
Title
Email daci@dac.ok.gov [
Username dacuser P
Password esesss * Confirm Password esesssss [
Date Active 10/7/2011 Date Inactive
Role Authorized Official -

Note: “Save and Add to Organization” MUST be selected to add the new user to the
organization.



4.c. Deactivating a user in the Organization

Agency administrators can deactivate a member of an organization. A deactivated user
cannot access, view, or edit OKGrants information. To deactivate a user:

1. Select “Administration”

2. Select “Organization Administration”

3. Search for the organization to access and select that organization’s name

4. Select “Organization Members”

5. Using the drop-down calendar, set the second “Active Dates” field to the date on
which the user will no longer have access

6. Select "Save”

Organization - Kyle's Test Org

Follow the instructions listed below to add/remove/modify organization members.

Organization Information | | Crganization Documents | Organization Details

Organization Members

Administrators with the authority to add members to your organization can follow these steps:

To add a member to your organization, select the Add Members link below.

If a member has already added his/her information in the system, you can search for the member.
Ifyou need to add a member's information into the system, select New Member.

For more detailed instructions, select the Show Help button above.

| Add Members

B Person Role Active Dates Assigned By Modified By
Name, This Agency Administrator v g/0M 10/5/2011 ;:‘Sigzg:‘f“h”a
Notifcations again, Testing  Agency Administrator +  eM3amom - TSR
9/13/2011
Notifications, Even Agency Administrator v gnzRom - OSF Admin , System
911212011
_— ) — Dykstra, Kyle
, v L
Notifications, Testing Agency Administrator Q12002011 91202011




5. Keeping Contact Information Current

In order to receive continued funding or to enter into new grant agreements, it is
important that the contact information in OKGrants be as up-to-date as possible. This is
done very quickly and easily in OKGrants. By keeping user records and organization
records current with all of the latest changes, OCAST staff will be able to contact users
appropriately when the need arises. This is especially important for Principal
Investigators, as their contact information automatically populates from their profile.

5.a. Updating “My Profile”

A user may update his or her user record at any time by following these steps:

My Profile

Please complete all the required fields below. Required fields are marked with an *.

Contact Information

Prefix  First Middle Last Suffix
Hame ~ Contract f Official * -
Organization OSU *
Title
2214 University -
Address
City Qklahoma City ™ State Oklahoma « * Zipcode 73378 ™
County Beckham County -
Phone #1 (999) 555-2132 * Phone #2
Fax Cell Phone
Email kdykstra@agatesoftware.com [~
Website
Username §
Password * Confirm Password *

Organization Information

Organization Role Active Dates Assigned By
Oklahoma State University Agency Administrator 08/01/2011 - open ended OCAST, Admin

1. Click the “My Profile” link on the menu bar on the Main Menu.

2. Update the form accordingly and click the “Save” button.

10



5.b. Updating “My Organization(s)” (Agency Administrators
Only)

When an organization’s contact information changes it is important to update that
information in the system by following these steps:

1.

2
3.
4

Click the “My Organization(s)” link on the menu bar.
Click on the Organization that you would like to edit if more than one appears.
Update the form accordingly and click the “Save” button.

Select the Organization Details link and be sure the information on the OSF
Organization Details page and any state agency pages is also current.

11



6. The Document Menu

The Document Menu is arranged into various sections that help to organize the
document’s tasks and information. This menu isn’t available until you initiate an
application, then this will be used to navigate through the application and all other
documents completed within OKGrants. This manual demonstrates the Document
Menu for an application.

6.a. View, Edit and Complete Forms

The “View, Edit and Complete Forms” section is where the vast majority of the work in
an application is completed. This section contains all of the forms that are necessary to
complete prior to the application being submitted. To edit application forms click the
“View Forms” button and then click on the name of the form to complete or edit.

@ View, Edit and Complete Forms

Selectthe View Forms button below to view, edit, and complete forms.

VIEW FORMS

12




OCAST Application Menu - Forms
Please complete all required forms below.
Document Information:
Details
Forms
Status Page Name Hote Created By Last Modified By
o . Brad Sutherlin Brad Sutherlin
P g e .
[ Principal investigator 81912011 8:08:01 AM 81912011 11:08:54 AM
. Brad Sutherlin
B Project 81912011 8:09:55 AM
. . Brad Sutherlin Brad Sutherlin
[ Performance Sites. Compliance 81912011 8:10:09 AM 81912011 11:11:01 AM
. Brad Sutherlin
[  contractOfficial 81812011 8:11:31 Al
Brad Sutherlin
& postrac 8M9/2011 8:11:49 AM
: Brad Sutherlin Brad Sutherlin
quired; o o
¥ Required Attachments 8/19/2011 8:12:31 Al 8/25/2011 1:44:36 PN
D Project Assurances - Principal Investigator
D Project Assurances - Contract Official
O Budget - Personnel
D Budget - Travel
O Budaget - Supplies

Follow the instructions on each form page to complete it. Click “Save” periodically to
save any information entered. Many pages have a “Show Help” button; select it for
more information about the page.

| save | | peLere | | PrinTvERSION | | CHECK GLOBAL ERRORS | | sHOW HELP |

OKGrants also has a “Page Save Warning” feature. If any field in a form is changed, a
pop-up box will appear if you attempt to leave the page without saving. Click “OK” to
leave the page without saving, click “Cancel” to return to the form and save changes.

13
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Eting
5 are

is o

Message from webpage

"“*-.I WARMNIMNG!

Your changes on this form have NOT BEEM SAVED!

Select CAMCEL and select the SAVE button to save the form.

Ok l ’ Cancel

(thi |

6.b.

Change the Status

The “Change the Status” section allows an Authorized Official the abillity to submit
applications (or push the application to the next status level). Click the “View Status
Options” button to see what status push options are currently available. If this menu is

blank, then

the current role doesn’t have permission to move the application out of its

current status.

Change the Status

Select the View Status Options button below to perform actions such as submitting applications or request modifications.

[ view staTus oPTionS |

Possible Statuses
APPLICATION SUBMITTED

APPLY STATUS

APPLICATION CANCELLED

APPLY S5TATUS




6.C. Access Management Tools

The Management Tools section allows an Agency Administrator, Authorized Official or
other authorized staff certain administrative responsibilities such as the ability to
add/edit people from the application and view the status history of the application.

Access Management Tools

Selectthe View Management Tools button below to perform actions such as adding peaple to this document or viewing the document history.
[ view manacEMENT TOOLS |

Management Tools

% CREATE FULL PRINT VERSION
Selectthe link above to create a printable version of the document.

gj CREATE FULL BLANK PRINT VERSION
Selectthe link above to create a blank printable version of the document.

;ﬁ ADDIEDIT PEOPLE
Selectthe link above to perform actions such as adding people, changing a security role, or altering people’s active dates on this document.

%l STATUS HISTORY
Selectthe link above to view the status history of this document.

) CHECK FOR ERRORS
Selectthe link above to check the entire document for errors.

£ VIEW MODIFICATION HISTORY
Selectthe link above to view various modifications that people have made to specific pages in the document.

CREATE FULL PRINT VERSION will display the entire document, with the fields filled in from
the Form pages that are completed.

CREATE FULL BLANK PRINT VERSION wiill display the entire document, with blanks where
data is filled in on Form pages.

15



File Download

x)

Do you want to open or save this file?

Mame: autpuk, pdf
| | Type: Adobe Acrobat Document, 24.6K6

From:  platinun

Open ] [ Save ] [ Cancel

harm your computer. IF you do not tust the source, do not open or

|g) Whhile files from the Intermet can be useful, zome files can potentially
L
= save thig file. What's the risk?

See Section 7 below for a detailed description of the ADD/EDIT PEOPLE option.

CHECK FOR ERRORS provides a list of the fields and pages that need to be completed
before the document can be moved to the next status. This can also be accessed
from any form by clicking the “Global Errors” button.

O Global Errors

Document Information:
Details

Info Document Type Organization Current Status

QCAST Application Oklahoma State University Authorized Official Changes Required

Q You must complete this page.
Abstract

Q Please enter Fiscal Agent information.;
Contract Official: Doe, John

@ You must complete this page.
Project

@ You must complete this page.
Project Assurances - Principal Investigator

() Please upload all required documents :Please select Yes or Mo in the required fields ;
Required Attachments

16



6.d. Examine Related Items

The Examine Related Items section is where you will find items that are related to an
application or grant, such as a Progress Report or a Request for Payment.

Examine Related Items
Select the View Related ltems button below to view related items such as claims, messages, eic.

VIEW RELATED ITEMS

17



7. Assigning Users to an Application

The Agency Administrator has administrative rights to add or remove an Authorized
Official, Financial Officer, or Writer to and from applications. Users with the Authorized
Official, Financial Officer and Writer roles can be given access to the forms in the
application.

Any Agency Administrator who is a member of the organization applying for a grant will
automatically be added to that application when the application is first created by the
Authorized Official.

New users to OKGrants will not be automatically added to existing applications.
However, any user may be manually added to the application throughout the entire
application completion process.

7.a. Assign User Access to an Application

1. To add an Authorized Official, Financial Officer or Writer to an application, the
Agency Administrator should navigate to the appropriate application, either
through “My Tasks” on the home page or by using the “My Applications” tab at the
top of the page.

2. Click the “View Management Tools” button and choose the “Add/Edit People” link.

Access Management Tools

Select the View Management Tools button below to perform actions such as adding peaple to this document or viewing the document history.
[[viEw manaGEMENT TOOLS |

{31 ADD/EDIT PEOPLE

Selectthe link above to perform actions such as adding people, changing a security role, or altering people’s active dates on this docurment.

3. Type in the name of the individual in the search criteria box and click the “Search”
button.

4. From the search results, select the person, give him/her a security role and fill in the
Active Dates for the dates you would like them to be able to access the
application. Leave the second box blank for open-ended access.

5. Click the “Save” button to add the selected person to the application.

18



Person Search

Enter a name or partial name: brad

People Found

W Person Organization(s) Active Dates Assigned By

|:| Brad Sutherlin Oklahoma State University Authorized Official n 81262011 L
Authorized Official

[T] Brad Sutherlin OKOSF Financial Officer 8/26/2011 l
Writer

Viewer

7.b. Remove User Access to an Application

There are two ways to remove a user’s access to an application. To begin, on the
application menu click the “View Management Tools” button and then choose the
“Add/Edit People” link.

1. Edit the active start and/or end date for the user. That user will not be able to
access the system before the specified start date or after the specified end date.

2. Toremove a user, disable (uncheck) that user and click “Save”.

Current People Assigned

W Person Organization(s) Active Dates gﬁs'g“e"
) ) ) . - Grant
Pl Profile Oklahoma State University Authorized Official
System
Program Officer Oklahoma Center for the Advancement of Science  OCAST Program F Grant
OCAST and Technology Officer System
8/16/2011 L
[] Brad Sutherlin Oklahoma State University Authorized Official - Pl Profile
Contract Official Oklahoma State University Agency Administrator I

19



8. Application

An application is automatically created when the APPLY NOW button is clicked from
“View Available Opportunities”. The application can either be accessed by going to
the “My Home” tab and clicking “Open My Tasks” or by going to the “My Applications”
tab and clicking the “Search” button. Click the Project Number to navigate to the
application menu.

1. Go to the project’s Application Menu, either from “My Applications” or “Open My
Tasks”.

2. Select the “View Forms” button. Notice there are 3 sections: Application, Year 1
Budget, and Project Assurances. Throughout the application process, more sections
will appear as needed.

3. Fill out all required forms and click Save upon completion of each page. You can
check if the application is ready to submit from any form by selecting the Check
Global Errors button.

4. Upon completion of all forms, the Authorized Official must open the Project
Assurances - Principal Investigator page, click the Yes button and save the page.
This page should be the last page the Authorized Official accesses before
submission.

5. After the Authorized Official has agreed to his or her Project Assurances page, the
Agency Administrator for the organization will need to log in and go to the Project
Assurances — Contract Official page and click Yes to show that he or she agrees.
This radio button can only be selected by an Agency Administrator; it is disabled for
all other roles. This must be the last page that is accessed in the application before
submission. Users are strongly encouraged to change the status of the application
immediately upon the Agency Administrator’s agreement on this page.

6. To submit the Application, select “View Status Options” under “Change The Status”,
and select “Apply Status” under Application Submitted to submit the application.

NOTE: See appendices at the end of this manual to see specific forms to be completed
as part of the application for each funding program.

20




8.a.

Application Statuses

The table below shows the statuses you may encounter while in the Application Menu:

Status

Description

Application in

The applicant has initiated the application but has not yet submitted it to OCAST.

Process The status must be changed to ‘Application Submitted’ before the application
deadline in order for the application to be considered for funding.

Application The application was successfully submitted before the deadline. The project will

Submitted be considered for funding during the respective funding competition.

Application Not

The application was not submitted prior to the application deadline.

Submitted
Application Either the Authorized Official or Agency Administrator cancelled the application
Cancelled to indicate his/her decision to not continue with the proposal.

Application Not
Approved

The proposal was not approved for funding by the OSTRaD Board.

Application Not
Funded

The proposal was approved for funding by the OSTRaD Board, but funds were not
immediately available to OCAST to allow the project to be funded.

Application The proposal was approved for funding by the OSTRaD Board and will go to
Awarded contract.

Award All required documentation and/or information requested by OCAST has been
Documents provided to OCAST. The contract for the first year of the award has yet to be
Received created.

Award The award letter has been sent to the Authorized Official and Agency
Documents Administrator. With the award letter are specific documents that must be signed
Required and returned to OCAST before the first year contract can be executed.

Award The awarded proposal has been declined by the applicant and will not go to
Terminated contract.

Contract The contract has been signed by all parties and is now in effect. A copy of the
Executed executed contract has or will be mailed to the Contract Official for the project.
Contract The contract for the current year of funding has been created, but has not yet
Initiated been signed by all parties. The contractis not yet in effect.

Project Each contract year of the project has ended and each progress report was given
Completed a satisfactory evaluation by the reviewer. The project has successfully ended.
Project The project was terminated by OCAST as a result of an unsatisfactory evaluation
Terminated or at the request of the Contract Official for the project.

Signatures The contract has been mailed to the applicant to be signed and returned to
Required OCAST. Or, if already signed by the applicant, the contract has been provided

to the OCAST Executive Director to be signed.
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8.b. Searching for Applications

In order to locate an application that already exists in OKGrants, perform the following
steps:

1. From any page within the system, click the My Applications link at the top of the
screen.

R GRANTS =

STATE OF OKLAHOMA

My Home My Pre-Applications My Applications My Financials My Programmatic Reports

My Training Materials | My Organization(s} | MyProfile | Logout

B Welcome Stephen mstructions:

Select the SHOW HELP button above for detailed instructions on the following.
= Applying for an Opportunity

= Using System Messages

=Understanding your Tasks

=Managing your awarded grant

Authorized Official
E—
//Change Iy Picture

Hello Stephen , please choose an option below.

My Inbox

You have 37 new messages.
Selectthe Open My Inbox button below to open your system message inbox.

OPEN MY INBOX

2. Clear out all search criteria and enter all or part of the project number in the
Application Name field. Click Search.
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My Applications

Use the search functionality below to find a specific Application.

Search Applications

Application Types | —- Select— v
Application Hame |hr14-184

Person

Status — Select— hd
Organization

Year

ExportResults to | Screen ¥ | Sortby: | — Select—- b @

Number of Results 1
Document Type Organization Name Current Status Year
OCAST Application Oklahoma Center for the Advancement of Science and Technology HR14-184  Application Mot Funded 2014
1

3. Click on the project number hyperlink under the Name header in the results box.

NOTE: Less is more when utilizing the search function in OKGrants. Searching by
project number—typed into the Application Name field—yields the best results. If
the project number is unknown, users can search by any other criteria such as the PI
name (in the Person field), the applicant organization (Organization), etc., but are
encouraged to enter as few criteria as possible.
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9. Request for Payment

1. Go to the project’s Application Menu via “My Applications”. Select the
appropriate application from which to submit the request for payment. The
application status should be in “Contract Executed”.

GRGRANTS

My Home My Pre-Applicati My Applicati My Fi i My Prog ic Reports

My Training Materials | My Organization(s) | MyProfile | Logout

Instructions:

Selectthe SHOW HELP button above for detailed instructions on the following
= Applying for an Opportunity

= Using System Messages

= Understanding your Tasks

= Managing your awarded grant

8.~ Welcome Stephen
Authorized Official
<, /Change My Picture

Hello Stephen |, please choose an option below:

[@)My Inbox

You have 37 new messages.
Selectthe Open My Inbox button below to open your system message inbox.

OPEN MY INBOX

My Applications

Use the search functionality below to find a specific Application.

Search Applications

Application Types FY12 Plant Science -
Application Name

Status OCAST Application: Contract Executed -
Organization

Year

Export Results to  Screen - Sortby: —Select— - @
Number of Results 9

Document Type ‘Organization Name Current Status Year T
OCAST Application Oklahoma State University PS12-120 Contract Executed 12
OCAST Application Oklahoma State University P812-121 Contract Executed 12
OCAST Application Oklahoma State University PS12-171 Contract Executed 12 3
OCAST Application Oklahoma State University PS12-172 Contract Executed 12
OCAST Application Oklahoma State University P812-175 (5 Contract Executed 12 L 4
OCAST Application Oklahoma State University PS12-176 Contract Executed 12
OCAST Application Oklahoma State University PS12-183 Contract Executed 12
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2. From the Application Menu select the “View Forms” button under View, Edit and
Complete Forms.

OCAST Application Menu

Document Information: PS12-183

Details
. Period Date /
Info Document Type ‘Organization Role Current Status Date Due

_— . . - 06/24/2011 - 12/31/2012

AST ty l l .
QCAST Application Oklahoma State Universi Agency Administrator Contract Executed 12/31/2042 5:00PM CST

‘ ~kdit and Complete Forms
i s button below to view, edit, and complete forms.

Change the Status

Select the View Status Options button below to perform actions such as submitting applications or request modifications.

VIEW STATU § OPTION S

Access Management Tools

Selectthe View Management Tools button below to perform actions such as adding people to this document or viewing the document history.
[ viEw TT00LS |

(@] Examine Related Items

Select the View Related ltems button below to view related items such as claims, messages, etc.

VIEW RELATED ITEM 5

3. Scroll down to the bottom of the page. You will see a grey box that says “Post-
Award Forms”, and underneath it will be a link that says “Click here to initiate an RFP
or Progress Report”. Click this link.
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Project Assurances - Do NOT complete this section until you are ready to submit your application

i - ) Brad Sy
@’ Project Assurances - Principal Investigator 10081201

. . . Stephe|
@’ Project Assurances - Contract Official 1008720

Review

O Evaluation 1
O Evaluation 2
O Evaluation 3
O

Panel Summary - Accelerated

) laura 3
@ Contract Information 10081201
Modifications

) ) Stephe
@ Contract Modification Request Form 1008720
O Modification Changes

Post-Award Forms

Click here to initiate an RFP or Progress Report

Unused Forms

Eﬁ Year 2 - Machinery ar Equipment Used as Match

Eﬁ Year 1 - Machinery or Equipment Used as Match
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4. This will take you to the Related Items menu. If a Request for Payment is available,
click “Initiate a/an OCAST Request for Payment”. You will be directed to an
agreement page that reiterates the contract language restricting expenses to
direct costs only. Click “l Agree”. NOTE: The ‘Initiate a Request for Payment’ link
will not be available if the contract has not yet been executed.

Initiate alan OCAST Request for

QCAST RFP Pavment

5. In the OCAST RFP forms menu will be a link labeled ‘RFP Selection’. Click this link to
begin a new request for payment.

OCAST RFP Menu - Forms

Please complete all required forms below.

Document Information: RFP-2011-050U-00068
Parent Information: P512-168
Details

Forms

Status Page Name

| RFP Selection

D Peoplesoft Transaction Form

6. Inthe RFP Selection screen select from the dropdown menu the contract number for
which reimbursement will be selected. Additionally, click the button next to the
budget year in which expenses are to be reimbursed. Click the SAVE button to
create an RFP. NOTE: The budget for Year 1 corresponds with the first contract of
the award. However, there may be a situation in which a contract is transferred
from one institution to another during a contract year. A new contract number will

y
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be created but the same budget as the previous contract will still be used to finish
out the year.

RFP SELECTION

Instructions:

FPlease complete this page, then click Save.
Fields will populate with information and any errors will be noted at this point.

Contract that | am requesting funds from: E]
Budget Year that | am requesting funds from: .F212-168-1
) Year 2

RFP SELECTION

Instructions:

Please complete this page, then click Save.
Fields will populate with information and any errors will be noted at this

Contract that | am requesting funds from:

Budget Year that | am requesting funds from: ) Year 1
) Year2
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7. After the page is saved the RFP number will be auto-generated and displayed next
to Document Information. Additionally, a link to the request for payment will appear
in the Navigation Links box at the bottom of the screen. Click this link to open the
specific Request for Payment.

©rage information
The information has been saved.

Q Back

Document Information: P512-168-1.2
Parent Information: P512-168
Details

You are here: = DCAST RFP Menu = Forms Menu = Requestfor Payment

RFP SELECTION

Instructions:

Please complete this page, then click Save.
Fields will populate with information and any errors will be noted at this point.

Contract that | am requesting funds from: PS12-168-1 «

Budget Year that | am reguesting funds from: @ Year 1
) Year 2

MNavigation Links

Status Page Name

E RFF Selection

@f Request For Payment Year 1

D Peoplesoft Transaction Form
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8. Below is the Request for Payment form. In this example REQUEST FOR PAYMENT YEAR
1 means this RFP will be paid from the first year budget.

In Section 1 type in the amount to be reimbursed in the ‘Amount Requested’ box.
Type in the start and end date for the period in which the expenses were incurred.
Indicate whether or not this specific RFP is the final RFP to be submitted for the
contract by clicking either the Yes or No button.

In column A of Section 2 type in the expenses incurred in each budget category.
For applied projects indicate the amount of matching funds expended in the Total
Matching Expenditures cell. All figures in columns B, C, and D are automatically
calculated when the SAVE button is clicked. There are also two boxes for notes: one
for OCAST, and one for the grantee. Please add any notes that you feel are
necessary in the “grantee” box.

Section 3 is a section that is automatically populated. You do not need to add any
information to these fields.

Click the save button at the top of the page.

REQUEST FOR PAYMENT YEAR 1

Instructions:

Please complete this page, then click the Save.
Fields will populate with information and any errors will be noted at this point.
Required fields are marked with an *

Section 1. Request for Payment Information
Principal Investigator Contract Number: IP14.1-003-1
Contract Period: Start Date: 05/01/2013 Contract Amount: $30,000.00

End Date: 09/20/2013
Amount Requested:* $30,000.00

Reporting Period: Start Date* 05/01/2013
End Date* 05/30/2013 Request Number: IP14.1-003-1.2

- X3
Final Request: Yes @ Mo

Grantee Invoice Number:
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Section 2. Accounting of Expenditures

QOCAST Funds
I T o -
Personnel* §30,000.00 $30,000.00 (530,000.00) 50
Travel* 50 50 50 50
Supplies® 50 50 50 50
Equipment* £0 50 50 &0
Contractual Services® £0 50 50 &0
Patient Care Costs* 50 50 50 B0
Alterations/Renovations* 50 50 50 50
Other Direct Costs® 50 30 30 50
Total State Expenditures $30,000.00 $30,000.00 ($30,000.00) 50
Total Matching Expenditures 30 50 $36,000.00 $36,000.00
Total $30,000.00 $30,000.00 $6,000.00 $36,000.00

By submitting this request for payment | certify and proclaim that the work, services, or material, as indicated above, has been
completed or supplied in accordance with the terms ofthe contract. | further certify and state that, if required by contract,
matching funds have been expended and have been completed or supplied in accordance with the terms of this contract. |
further certify and state that any funds previously paid by OCAST to Contractor under this contract to reimburse Contractor for
incurred contract costs have been used by Contractor to make payment for the previously invoiced incurred costs, and that any
funds later found to be not allowable costs will be reimbursed to QCAST in compliance with the contract.

OCAST Notes:

B

0 of 250

Grantee Notes:

0 of 250

Section 3. Payment Information
The information in this section will be automatically populated once the payment has been made.

Date Paid: | | Warrant Mumber: | |

Payment Method: | | voucher Number: | |
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Upon successfully saving the RFP form, scroll down to the Navigation Links table and
click the ‘Request for Payment Summary’ link to verify that sufficient matching funds
were reported to meet the 1:1 match ratio requirement. NOTE: You must open this
link even if matching funds are not required for the specific project.

Navigation Links

Status Page Name

Bl REP Selection

Eif Reguest For Payment Year 2 /

D Request for Payment Summary

/

Click the SAVE button. If there are errors on the page, navigate back to the RFP to
make the appropriate corrections. If there are no errors, the RFP is ready to be
submitted to OCAST.

You are here: = QOCAST RFP Menu = Forms Menu = Requestfor Payment

REQUEST FOR PAYMENT SUMMARY

This page will show a summary of all years RFP information.
If any errors occur they must be corrected on the current Request for Payment form.

Year 1 Year2 Year 3 Total
Total State Expenditures $30,000.00 $0 $0 $30,000.00
Total Matching Expenditures $0 $0 $0 $0

Click here to continue with the submission process.
[You will be directed to the RFP status menu in which you must click the "RFP Submitted™ button)

IMPORTANT: Notice the link to click to continue with the submission process. Clicking this link
does not submit your RFP - it instead brings you to the Change Status Page. Click “Apply
Status” under RFP SUBMITTED to submit the RFP to OCAST. The status will change from ‘RFP in

Process’ to ‘RFP Submitted’.
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From the OCAST RFP Menu click “View Status Options” under Change the Status.

Possible S5tatuses L/
RFP SUBMITTED

APPLY S5TATUS

RFP CANCELLED

APPLY STATUS

OCAST RFP Menu

Document Information: PS12-168-1.2
Parent Information: PS12-168
Details

S Period Date /
Info Document Type Organization Role Current Status Date Due
- - ; 11012011 - 11/01/2012
: ty l l .
QOCAST RFP Oklahoma State Universi Agency Administrator RFP Submitted 11/01/2012 12:00PM EST

10. OCAST will process the request for payment and, after it has been approved and
entered into the State accounting system, change the status to ‘RFP Paid’. This
status indicates that a payment will be forthcoming. At this point you may reopen
and look at the bottom of the RFP to see specific payment information, including
the date the RFP was paid, the payment method, the warrant number, and the
voucher number. You may use this information to help track paid RFPs.

NOTE: If you need to cancel an RFP and start another, be sure to cancel the RFP
before beginning a new one.
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9.a. Request for Payment Statuses

The table below shows the statuses you may encounter while in the Request for

Payment Menu:

Status

Description

RFP Accountant
Review

The request for payment has been approved by the OCAST
Program Officer and is being processed by the OCAST
Accountant. It has not yet been paid.

RFP Cancelled

The Agency Administrator or Financial Officer has cancelled this
request for payment. This RFP cannot be reopened. Rather, a
new RFP must be initiated and submitted.

RFP Changes

This request for payment requires some adjustments before it can

Required be processed by OCAST. The Agency Administrator and/or
Financial Officer must make the necessary changes to the RFP
form and resubmit it so that it may be processed for payment.

RFP Denied The request for payment has been denied by OCAST and will not

be processed for payment.

RFP in Process

The Agency Administrator or Financial Officer has initiated a
request for payment. The status must be changed to ‘RFP
Submitted’ in order for the RFP to be processed by OCAST for
payment.

RFP Paid

A check has been cut to be mailed. Or, an EFT payment has or
soon will be made.

RFP Payment in

The request for payment has been approved by OCAST and has

Process been or will soon be uploaded into the state’s accounting
system for payment. It has not yet been paid.
RFP on Hold The final request for payment has been successfully submitted

for payment; however, it will not be processed until after the
Authorized Official submits the required progress report.

RFP Submitted

The Request for Payment has been successfully submitted to
OCAST for processing.
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10. Progress Report Submission

A Progress Report is started from inside the application. NOTE: Only the Principal
Investigator (Authorized Official role) may initiate and submit a progress report.

1. Go to the project’s Application Menu from “My Applications”. Search for and select
the appropriate application you wish to report on.

K GRANTS

STATE OF OKLAHOMA

My Home My Intenis My Financials

s | MyOrganization(s) | MyProfile | Logout

B~ Welcome Brad Instructions:

Selectthe SHOW HELP button above for detailed instructions on the following.
= Applying for an Opportunity

= Using System Messages

= Understanding your Tasks

= Managing your awarded grant

Authorized Official
..._-/.
/fChange My Picture

Hello Brad, please choose an option below.

(*)View Available Opportunities

You have & My Opportunities available.
Select the View Opportunities button below to see what is available to your organization.

VIEW OPPORTUNITIES

My Inbox

You have 3 new messages.
Select the Open My Inbox button below to open your system message inbox.

OPEN MY INBOX
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Select the “View Related Items” button. If Progress Reports are available, click the
“Initiate a Progress Report” link. You will be directed to an agreement page that
includes language regarding the requirements for submitting a progress report.
Click “I Agree”.

OCAST Application Menu

Document Information: P§12-184

Details
o Period Date /
Info Document Type Organization Current Status Date Due
- ; ) 06/24/2011 - 12/31/2012
Oklahoma State University
OCAST Application Oklahoma State Universi Authorized Official Contract Executed 1213172012 5:00PM CST

(B) View, Edit and Complete Forms

Select the View Forms button below to view, edit, and complete forms.
VIEW FORMS

Change the Status
Select the View Status Options button below to perform actions such as submitting applications or request modifications.

VIEW STATUS OPTION S

Access Management Tools
Select the View Management Tools button below to perform actions such as adding people to this document or viewing the document history.

VIEW MAHNAGEMENT TOOLS

I- xamine Rklated Items

ms button below to view related items such as claims, messages, etc

VIEW RELATED ITEMS

Document Type Name

OCAST Progress Initiate afan OCAST Progress
Report Report
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3. Inthe OCAST Progress Report Menu click the “View Forms”. You will then enter the
“Progress Report” form. Enter all required information and Save.

OCAST Progress Report Menu

Document Information: PR-2012-05U-00040
Parent Information: Ps12-184
Details

Period Date /
Date Due

Info Document Type Organization Current Status

01/01/2012 - 01/01/2013

QCAST Progress Report Oklahoma State University Authorized Official  Progress ReportIn Process 01/04/2012 12-00PM CST

(B) View, Edit and Complete Forms

Select the View Formg button below to view, edit, and complete forms.

Change the Status
Select the View Status Options button below to perform actions such as submitting applications or request modifications.

WIEW STATUS OPTIONS

4. Inthe OCAST Progress Report forms menu click the ‘Progress Report’ link to open up
the Progress Report screen.

OCAST Progress Report Menu - Forms

Flease complete all required forms below.

Document Information: PR-2012-0SU-00040
Parent Information: PS12-184
Details

Forms

Status Page Name Note Created By Last Modified By

Brad Sutherlin
Frag 4 .
@f Progress Report 3/6/2012 1:58:39 PM
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In the Progress Report screen, select the contract number from the dropdown list,
select the Progress Report Type (Annual, Final, or Interim) and attach the progress
report file. Click the SAVE button. Instructions for creating a progress report are
provided on this screen below the attached progress report file.

[ save | | priuTversion | [ cHEck GLoBAL ERRORS | [ sHow HELP |

Q Back

Document Information: PR-PS14-009.18
Parent Information: P$14-009
Details

You are here: > OCAST Progress Report Menu = Forms Menu > Progress Reports

PROGRESS REPORT

= tigator-siedl Heajaatdlumb

Contract Number: PS514-009-1 - =

Progress Report Type:* Annual @  Final ' Interim O

Attach Progress Report here:* C\Users\140984\Desktop\PS14 Ir

Attach new Progress Report here*

5. Click the “here” link at the bottom of the instructions to continue with the submission

process. Note that clicking this link does not submit your Progress Report - it instead
brings you to the Change Status Page.

9. Benefits and Economic Impact. Describe the benefits of the intern experience to student and faculty interns, the involved industry, the two-year or
four-year higher education institution and the State of Oklahoma of this OCAST funded research project. Include benefits to other students and faculty
members who were not formally a part of the internship program. Include letters or statements from businesses that have collaborated on the project
that guantify the economic benefits, actual or projected, as a result of the project. The quantification could include:

a. Percentincrease in productivity

b. Percentincrease in market share
c. Dollar amount of increase in sales
d. Dollar savings in cost-containment
e. Mumber of jobs created or retained

10.Intern Evaluation and Tracking. Include sample copies of instruments used to evaluate intern/mentor/project progress. Describe the process that
will be used to track the academic and professional progress of each intern for five years after the internship is served. This information will be
reported to OCAST as a part of the annual Impact Report request for information that is required of all contractors. Information required, as a
minimum, will be institutions of higher education attended, degrees earned, where employed, and a current address for the intern.

11.Intern Journal Examples. Include sample copies ofthe intern’s journals and copies of the intern’s posters. Also, in afinal progress reportinclude a

short paragraph or two prepared by the interns discussing what they learned while working on the project and any changes in their academic goals
as aresult of the internship.

Cltk here to ghange the status of this progress report and submit it to OCAST. You will be directed to the progress report status menu in which
yo the ‘Progress Report Submitted” button.
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6. Click the ‘APPLY STATUS’ button under PROGRESS REPORT SUBMITTED to submit the
progress report to OCAST.

Q Back
OCAST Progress Report Menu - Status Options

Select a button below to execute the appropriate status push.

Document Information: PR-2012-05U-00040
Parent Information: Ps12-184
Details

Possible Statuses

T SUBMITTED
[
T CANCELLED

APPLY STATUS

7. The status of the project will change to ‘Progress Report Submitted,” which indicates
that the progress report is now ready for OCAST to send to a reviewer for evaluation.

OCAST Progress Report Menu

Document Information: PR-2012-05U-00040
Parent Information: PS512-184
Details

- Period Date /
info Document Type Organization Role Current Status Date Due

) ) A ) ) 01/01/2012 - 01/01/2013
{ ty .
OCAST Progress Report Oklahoma State Universi Authorized Official  Progress Report Submitted 01/01/2043 12:00PM CST

Note: For progress reports that require additional information or updates after the initial
submission as requested by OCAST or the reviewer, Pls will follow the same steps as
above, but will upload the additional information into the second upload box on the
Progress Report page. The second upload field will not become available until a
progress report’s status is changed by OCAST to Progress Report Additional Information
Required.
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10.a. Progress Report Statuses

The table below shows the statuses you may encounter while in the Progress Report

Menu:

Status

Description

Progress Report
in Process

The Authorized Official has initiated the progress report but has not

yet submitted it to OCAST. The status must be changed to ‘Progress
Report Submitted’ before the progress report can be evaluated by
an external reviewer.

Progress Report
Submitted

The progress report has been created and submitted to OCAST for
evaluation.

Progress Report
Cancelled

The progress report has been cancelled by the Authorized Official.

Progress Report
Changes
Required

OCAST needs additional information to be provided the progress
report. The progress report may be opened within the Progress
Report form to be revised and resubmitted to OCAST for further
review.

Satisfactory
Evaluation

The progress report has been reviewed by an external reviewer and
was given a satisfactory evaluation.

Unsatisfactory
Evaluation

The progress report has been reviewed by external reviewers and
was given an unsatisfactory evaluation.
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11. Contract Modification Request

A Contract Modification Request is started from inside the application. NOTE: Either the
Principal Investigator (Authorized Official role) or Contract Official (Agency
Administrator role) may initiate, edit, and save a contract modification request.
However, only the Contract Official may submit the request to OCAST.

1. Go to the project’s Application Menu from “My Applications”. Select the
appropriate application for which you wish to request a modification. NOTE: To
request a modification, the application must be in Contract Executed status.

y =
STATE OF OKLAHOMA
My Home My Intents
ials | MyOrganizationis) | MyProfile | Logout
g Instructions:
Qe Welcome Brad Selectthe SHOW HELP button above for detailed instructions on the fallowing.
Authorized Official = Applying for an Opportunity
/ Y Using System Messages
4 Chanqe My Picture i !
anae (e = Understanding your Tasks
= Managing your awarded grant

My Applications
Use the search functionality below to find a specific Application.
Search Applications
Application Types FY12 Plant Science -
Application Name
Status OCAST Application: Contract Executed -
Crganization
Year
Export Results to  Screen - Sortby: — Select— ~ [eo]
Number of Results 9

Document Type ‘Organization Name Current Status Year e

QCAST Application Oklahoma State University PS12-120 Contract Executed 12

OQCAST Application Oklahoma State University PS12-121 Contract Executed 12

QCAST Application Oklahoma State University PS12-171 Contract Executed 12 3

OQCAST Application Oklahoma State University PS12-172 Contract Executed 12

QCAST Application Oklahoma State University P512-175 (5) Contract Executed 12
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2. Inthe OCAST Application Menu click the “View Forms”. Open the Contract
Modification Request form by clicking the link located in the Modifications sub-
section.

OCAST Application Menu

Document Information: PS12-168
Details

Period Date /
Date Due

Info Document Type Organ Role Current Status
06/24/2011 - 12/31/2012

OCAST Application  Dklahoma State University ~ Agency Administrator  Modification Requestin Process o5 500 oo et

B} View, Edit and Complete Forms

s button below to view, edit, and complete forms.

Change the Status

Selectthe View Status Options button below to perform actions such as submitting applications or request modifications.

VIEW STATU S OPTION 5

Access Management Tools

Select the View Management Tools button below to perform actions such as adding people to this document or viewing the document history.

Brad SamheTimT
Budget - Personnel
[ Budaget- Personnel 2/23/2012 9:14:28 AM
Brad Sutherlin
Budget - Travel e
[  Budget-Travel 212312012 914:35 A
Brad Sutherlin
Budget - Supplies
[  Budaet-Supolies 212312012 9:14:471 AW
Brad Sutherlin
Budget- Equipment a4
[ Budget-Equipment 212312012 9:14:50 AM
. Brad Sutherlin
Budget- Loniractual Senvices
@f Budaget - Contractual Senvices 212312012 9:14:57 AM
Brad Sutherlin
EBudgetl- Fatient L.are L.osls s
@ Budget - Patient Care Cosis 212312012 9:15:03 AM
" " Brad Sutherlin
B Budget - Alterations and Renovations 2/23/2012 9:15:09 AM
; Brad Sutherlin
Budget - Uiher Direct Losis s
[ Budget- Other Direct Costs 212312012 9:15:16 AM
Brad Sutherlin
Budaget - Year 1 Summary
[ Budaet-Year 1Summa 212312012 9:15:22 Al
O Basic Review Form 1 (Subgrantee
D Basic Review Form 2 (Subgrantee)

D Basic Panel Summary (Subarantee)

Program Officer QCAST

[ contractinformation 2123/2012 9-19:08 AM

- Stephen McKeever
Loniract Modiicalion meguest Form .
O Contract Modification Reguest Form 2123/2012 10-24:50 AM

Program Officer OCAST

Modification Changes
[ Modification Changes 2/23/2012 9:19:30 AM
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3. Complete the form and click the SAVE button. NOTE: The Contract Official must
click the ‘I Agree’ button at the bottom of the form before the modification request
can be submitted.

CONTRACT MODIFICATION REQUEST FORM

Instructions:

Please complete this page and click the SAVE

Required fields are marked with a*

This form must be submitted if 8 modification to the contract, including the budgets, is to be requested.

The contractor must receive approval from OCAST prior to incurring any costs associated with the modification.
Click the SHOW HELP button for specific instructions to complete this form

Principal Investigator: Brad Sutherlin ‘Contract Number: 1
A. Requested Contract Modification(s) Check each applicable box and provide additional information where indicated.

o-Cos Aprogress report must be submitted if an extension of more than one month is
No-Cost A Iy it Dy bmitted if 2l i th ith
Extension- requested

Proposed Contract End Date

[ changein PI- Attach a current vita for the proposed P

Name of Proposed Pl

[C] change in Matching Funds-  Attach required documentation of the proposad match

7] Other- 00f200

Change in contractor, contract termination, project termination, or other modifications as needed.

B. Requested Budget Modification(s) Complete the columns below as follows:

Column A) Indicate the originally approved OCAST portion of the contract budget.
Column B) Show the proposed modifications; for each budget line item indicate amountto be increased or decreased
Column C) This column is automatically updated when the page is saved. It represents the revised budget.

Year 1
A B C
CATEGORY ORIGINAL OCAST BUDGET |+ or - AMOUNT MODIFIED | REVISED OCAST BUDGET

Personnel $10,000 $10,000.00
Travel 50 50
Supplies 50 30
Equipment 50 $0
Contractual Services 50 50
Patient Care Costs 80 50
Alterations and Renovations 50 50
Other Direct Costs 50 50
Total Direct Costs 50 50 50
C. Foreachm 1 provide ju: in the space below*
Contract Official: Stephen McKeever @ IAgree @ Idonotagres
OCAST Approval: Approved Mot Approved
Navigation Links

Status Page Name Note Created By

McKeever, Stephen

(@] Contract Modification Request Form 2123120712 10:24:50 AN

N QCAST, Program Officer
Modification Changes 5
B Modification Changes 212312012 91920 Al
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4. After the information has been saved, return to the OCAST Application Menu by
either clicking the “Document Information:” link or “OCAST Application Menu” link.
Both are located at the top of the form.

[Lsave | [ PRINT VERSION | | CHECK GLOBAL ERRORS | | SHOW HELP

@Page Information
The information has been saved.

Q Back

Document Information: PS12-168
Dretails

You are here: = DCAST Application Menu > Forms Menu > Modifications

CONTRACT MODIFICATION REQUEST FORM

Instructions:

Please complete this page and click the SAVE.

Required fields are marked with a*

This form must be submitted if a modification to the contract, including the budgets, is to be requested

The contractor must receive approval from OCAST prior to incurring any costs associated with the modification.
Click the SHOW HELP button for specific instructions to complete this form.

Principal Investigator: Brad Sutherlin Contract Number: 1

A. Reguested Contract Modification{s) Check each applicable box and provide additional information where indicated.
No-Cost 3312012 Aprogress report must be submitted if an extension of more than one month is
Extension- requested
Proposed Coniract End Date

] Change in PI- Attach a currentvita for the proposed P

Name of Proposed PI

[Tl channein Matching Funds.  Attach reauirad documantation of the nronnsad mateh Rrowse

*Note: Non-reviewers may also click the “here” hyperlink at the bottom of the page
to navigate easily to the status change page. If you select this link, skip to instruction
number 6 below.

0 of 5000
Mo file selected.
Contract Official: @ 1Agree O | Do Mot Agree
OCAST Approval: © ppproved ) Not Approved

Reviewers: Upon review of this modification request, clilk here’ tofchange the status of the form and inform OCAST of your recommendation.
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5. Inthe Application Menu click VIEW STATUS OPTIONS under Change the Status.
OCAST Application Menu

Document Information: P§12-168
Details

Period Date /

Info Document Type Organization Role Current Status Date Due

06/24/2011 - 12/31/2012

OCAST Application  Oklahoma State University ~ Agency Administrator  Modification Requestin Process 4540015 500l EST

(8] View, Edit and Complete Forms

Selectthe View Forms button below to view, edit, and complete forms.

¥ | Change the Status
Selectthe View Status Opfjons button below to perform actions such as submitting applications or request modifications.

VIEW STATUS OPTIONS

Access Management Tools

Selectthe View Management Tools button below to perform actions such as adding people to this document or viewing the document history.
VIEW

IT TOOLS

6. To submit the modification request, click the APPLY STATUS button under
MODIFICATION REQUEST SUBMITTED.

OCAST Application Menu - Status Options

Select a button below to execute the appropriate status push.

Document Information: P512-168
Details

Possible Statuses

MODIFICATION REQUEST CANCELLED

APPLY STATUS

MODIFICATION REQUEST SUBMITTED

APPLY STATUS

The current status will be “Modification Request Submitted’ to indicate that OCAST
has received it and will process it.
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1ll.a. Subsequent Modification Requests

To submit a modification request for a contract for which a previous request has
already been submitted, users will follow steps 1 and 2 above. Upon opening the
previously filled form, users should click the ADD button at the top of the screen to
initiate a new, blank modification request form, and begin following the same steps as
above, starting at step 3.

My Home My Applications My Financials My Programmatic Reports

My Training Matzrials | My Organization{s) | MyProfile | Logout

[PRiNT vERSION | [CHECK GLOBAL ERRORS | [ SHOW HELP

Opage Error(s)
WModification Justification is reguired.
The Contract Official must agree to this modification.

) Back

Jocument Information: P§12-015
Details

"ou are here: = QCAST Application Menu = Forms Menu = Modifications

Please note that users can see a previous modification request form, but they do not
have access to a Save button to make changes to it.
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11.b. Contract Modification Statuses

The table below shows the contract modification-related statuses you may encounter
while in the Application Menu:

Status

Description

Modification
Changes Requested

OCAST needs additional information from the Authorized Official
and/or Agency Administrator regarding the recently submitted
modification request. Adjustments must be made to the form for
it to be resubmitted to OCAST for further consideration. OCAST
cannot make a final decision on a requested modification if it is
still in this status.

Modification
Request Approved

The requested modification has been approved by OCAST. The
approved modifications will be indicated in either the
Modification Changes form (Pl change, budget changes) or the
Contract Information form (no cost extensions).

Modification
Request Denied

The requested modification has been denied by OCAST.

Modification
Request Submitted

The Contract Modification Request form has been created and
submitted to OCAST for consideration.
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12. Appendices

12.a. Plant Science

The Plant Science application can be accessed from the View Available Opportunities
on the Home Page. Search for the current Plant Science funding opportunity and click
the ‘APPLY NOW’ button to initiate the application.

Many pages in the Plant Science application are dependent on data from each other,
and may need to be re-saved ensure all data is following business rules and all
calculations are correct, even if nothing was changed on the page itself.

Below is a table of all forms required to be completed before the application can be
submitted:

Page Name

Principal Investigator Information

Project Information

Performance Sites, Compliance

Contract Official

Abstract

Required Attachments

Year 1 Budget

Project Assurances - Principal Investigator (Authorized Official)

Project Assurances — Contract Official (Agency Administrator)

Year 1 Budget

Year 1 Contractual Services (Only if more than $2000 is entered into the Contractual
Services field in the Year 1 Budget page)

Year 1 — Source of Matching Funds (Applied Projects only)

Year 1 — Machinery or EQuipment Used as Match (Applied Projects only)

Year 1 - Matching Funds Certification (Applied Projects only)

For each year in which OCAST funds are requested on the Project Information page,
you must complete corresponding budget pages. Budget pages for the second year
of funding will only become visible if an amount is entered into the OCAST Funds
Requested field for that year in the Project page.
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In order to minimize the number of global errors, please complete the application in the
following manner:

Principal Investigator-

1. Complete the Application section.

2. Complete the Year 1 Budget section.
a. Complete the Year 1 Contractual Services page.
b. Complete the Match Documents, if any.

i. Make certain the Year 1 — Matching Funds Certification page has
the correct total match (there should still be an error message
indicating the need for the contract official to edit and save the
page).

3. Complete the Year 2 Budget section.
a. Complete the Year 2 Contractual Services page.
b. Complete the Match Documents.

i. Make certain the Year 2 - Matching Funds Certification page has
the correct total match (there should still be an error message
indicating the need for the contract official to edit and save the
page).

4. Complete the Project Assurances — Principal Investigator page

Contract Official-

1. Edit and save the Year 1 — Matching Funds Certification page.
2. Edit and save the Year 2 - Matching Funds Certification page.
3. Edit and save the Project Assurances — Contract Official page.
a. Click the CHECK GLOBAL ERRORS button to ensure no errors.

Principal Investigator or Contract Official-

1. Click the VIEW STATUS OPTIONS button in the Application Menu.
Click the APPLY STATUS button under APPLICATION SUBMITTED to submit the application.

Upon successful submission, the current status of the project should now indicate
‘Application Submitted’.

IMPORTANT: If any page in the application is modified and/or saved, the contract
official must go back to the Project Assurances — Contract Official page and save it
again before the investigator can submit the application.
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12.b. OARS

The OARS application can be accessed from the View Available Opportunities on the
Home Page. Search for the current OARS funding opportunity and click the ‘APPLY
NOW’ button to initiate the application.

Many pages in the OARS Application are dependent on data from each other, and
may need to be re-saved ensure all data is following business rules and all calculations
are correct, even if nothing was changed on the page itself.

Below is a table of all forms required to be completed before the application can be
submitted:

Page Name

Principal Investigator Information

Project Information

Performance Sites, Compliance

Contract Official

Additional Applicant Organizations & Key Contacts

Abstract

Required Attachments

Year 1 Budget

Year 1 Contractual Services (Only if more than $2000 is entered into the Contractual
Services field in the Year 1 Budget page)

Year 1 - Source of Matching Funds

Year 1 — Machinery or EQuipment Used as Match

Year 1 — Matching Funds Certification

Project Assurances - Principal Investigator (Authorized Official)

Project Assurances — Contract Official (Agency Administrator)

For each year in which OCAST funds are requested on the Project page, you must
complete corresponding budget pages. Budget pages for the second and third year
of funding will only become visible if an amount is entered into the OCAST Funds
Requested field in the Project page.
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In order to minimize the number of global errors, please complete the application in the
following manner:

Principal Investigator-

5. Complete the Application section.

6. Complete the Year 1 Budget section.
a. Complete the Year 1 Contractual Services page.
b. Complete the Match Documents.

i. Make certain the Budget — Match Certification page has the
correct total match (there should still be an error message
indicating the need for the contract official to edit and save the
page).

7. Complete the Year 2 Budget section.
a. Complete the Year 2 Contractual Services page.
b. Complete the Match Documents.

i. Make certain the Budget - Match Certification page has the
correct total match (there should still be an error message
indicating the need for the contract official to edit and save the
page).

8. Complete the Year 3 Budget section.
a. Complete the Year 3 Contractual Services page.
b. Complete the Match Documents.

i. Make certain the Budget - Match Certification page has the
correct total match (there should still be an error message
indicating the need for the contract official to edit and save the
page).

9. Complete the Project Assurances - Principal Investigator page

Contract Official-

4. Edit and save the Year 1 — Match Certification page.
5. Edit and save the Year 2 - Match Certification page.
6. Edit and save the Year 3 — Match Certification page.
7. Edit and save the Project Assurances — Contract Official page.
a. Click the CHECK GLOBAL ERRORS button to ensure no errors.

Principal Investigator or Contract Official-

2. Click the VIEW STATUS OPTIONS button in the Application Menu.
a. Click the APPLY STATUS button under APPLICATION SUBMITTED to submit
the application (the current status of the project should now indicate
‘Application Submitted’.

IMPORTANT: If any page in the application is modified and/or saved, the contract
official must go back to the Project Assurances — Contract Official page and save it
again before the investigator can submit the application. This page must be the very
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last page to be edited and saved before the application can be submitted for funding
consideration.
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