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HELP FOR ON-LINE GRANTS REPORTING

Overview

The Governor’s Office of Crime Control & Prevention (GOCCP) has adopted an
electronic funding requests and reporting program to improve the management of
grants. GOCCP receives more than 1,200 requests for funding each year.

Grantees that have active grants (a grant that has not been withdrawn or
closed, and for which the grantee has submitted notification of acceptance
to GOCCP) with the Governor's Office of Crime Control & Prevention must use
this program to electronically submit quarterly programmatic and financial
reports. To use this program, a grantee must have an ID code assigned to their
organization by GOCCP. An organization ID can be obtained by sending a
request to changes@goccp-state-md.org. Please be sure to include the
name of the organization for which you are requesting an ID in the e-mail.

GOCCP requires original signatures to be submitted to our office. Please
forward originals of all electronically submitted reports to GOCCP to assure
prompt processing of your requests.

*No payments will be processed until original fiscal forms with signatures
are received by GOCCP. *

If you require technical assistance during business hours, please contact

GOCCP IT Staff, at 410-821-2828 or by e-mail at changes@goccp-state-
md.org. We welcome your comments and recommendations on how this system

can be improved.
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Using the System

Login/Connection

The GOCCP Grant Reporting software establishes a connection viathe Internet
to our servers. There is a limit on the number of active, concurrent
connections. Please do not leave your session connected indefinitely; log off

when you have finished using the system.

Data Entry Suggestions

To help ensure accuracy, grantees are encouraged to use word processing
applications, such as WordPerfect or Microsoft Word, to create, edit, and spell
check text for submission with grant application and grant award reports. After all
corrections to the text are completed, leave the word processor open and start
this program to connect to the GOCCP database. This allows you to switch
between the word processor and this program.

Funding or budget amounts to be entered should be calculated and checked
prior to entry. The system will not allow submission of fiscal reports that are
totaled incorrectly.

Report Submission/Saving Data

The program does not require all data for a new funding request or report to be
entered in a single session. It is possible to save partial data for a request or
report and to use several sessions to complete the work. When all data has been
entered, the data may be submitted to GOCCP for review by clicking on the
appropriate submit command button. Once data has been submitted to GOCCP,
the user will not be able to make edits to that particular submission.
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Downloading and installing the application

o From your web browser, go to http://www.goccp.maryland.gov
o Click on the “Grants and Programs/Grantee’s Area” link.
0 Click the “Submit Reports” link.

o Click the “Download Reporting Software program” link. (The current
version number and the date it was posted to the website are displayed.)

o When prompted, select the save option to save the installation file to your
computer. We recommend saving the installation file directly to your
desktop for easier access.

o Adialog, displaying the download progress, may be displayed on screen.

10% of ...install._5.52 reporting.zip from w... E'E'E]

o

codnstall_5.52_reporting.2ip From wis, goccp, maryland. govw

Estimated time left 30 sec (218KE of 2,.57MB copied)
Download to: CiDocum., dinstall 5,52 reporking. zip
Transfer rate: a0, 1kEB/5ec

[ JiClose this dislog box when download completes

Cancel

o0 When the download is complete, close your web browser. You are ready
to install the electronic reporting program.

o Navigate to the location where you saved the installation file (named
“InstallRequestsandReports.exe”). Double click on the file/icon. The

installation wizard will begin to help guide you through the rest of the
installation process.
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http://www.goccp.maryland.gov/

0 On the “Welcome” menu click the Next button.

‘If@ Setup - GOCCP Grant Funds Reguest and Reports |L'—‘Iﬂ_i_1

Welcome to the GOCCP Grant
Funds Request and Reports Setup
Wizard

This will install GOCCP Grant Funds Reguest and Reports on
your computer.

it is recommended that you close all other applications before
continuing.

Click Mext to continue, or Cancel to exit Setup.

FhNed> | [ Cancel |

o When prompted to “Choose Destination Location”, select the default
destination folder C:\GOCCP, by clicking the Next button. (Check with
your Systems Administrator if you have questions about the
appropriate destination folder).

o On the “Select Program Manager Group” menu, click on the Next button

to add the GOCCP Grant Funds Request and Reports icons to the “Grant
Funds Request and Reports” Program Manager Group.

o0 Onthe “Ready to Install” menu, click the Install button to install the
GOCCP Grant Funds Request and Reports application.

o When prompted, click “Finish” on to complete the installation.
o0 The wizard will automatically exit.

0 You are now ready to complete your reports on-line.
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Updating the application

During the login process (see next section), the system checks to ensure that
you are running the most recent version of the software. If running an older
version, you will be prompted to update the application.

Currently running old version 1.00
ou muzst upgrade to version 5.72

Update Mow I |Ipdate Later I

To continue with the update process, select “Update Now.”

The system will initiate the download of the newest version of the application.
Once completed, please complete the installation process as detailed in the
“Downloading and installing the application” section.

Cunertly wnning ald vergion 1.00
You must upgrade to version 5.72

Updating....

Software download dialog will display momentanly.
Save the file to your hard drive. When the download
completes, man the installation file,
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Logging-in

During the installation process, the system will place the following icon on the
desktop:

i

GOCCP
Reporting

Double click on GOCCP Reporting icon to launch the application log-in form.

The system will prompt for your organization ID. If you did not receive an
organization ID number, please contact our office to request one. Every
organization must have an ID number in order to submit reports via this program.
This ID is unique to your organization and only permits access to grants
associated with the organization.

Enter your organization ID and click on OK.

& 0K | x Cancel . ”

Enter Organization 1D ||

Your organization [D should have been provided by GOCCE.
[fyou do not have an ID. please contact GOCCP to get one.

i gms.goccp-state-md.org
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If an incorrect organization ID in entered, the system will display the following
error message:

When you click the OK button, you will be disconnected from the server. You will
have to launch the program again and re-enter the correct organization code.
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Navigating through the Program

The following navigational options will be found on various screens throughout
the Data Entry program. Each symbol will represent the same action no matter
which module or screen you happen to be working in.

+ W
| Add new record. Save edits or
changes.
= ¥
Delete a record. Cancel edits or
changes.
|- 44
Move to first record. Move up 10 records.
- > |
Move up 1 record. . Move down 1 record.
s =
*r [ 3|
Move down 10 records. .\ Move to last record.
etk I L S
e |
=

Yidimensional resource

~mnstarta Spell checks entered text.
The Progress Report tab in this program has a memo field where text data may
be entered. After the text is entered, clicking on a button like the one above can

run a spell checker. Operation of the spell checker is very similar to spell
checkers in word processing programs.
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Status of Reports

Reports can be in four different statuses:

1. M- Entered Manually at GOCCP — Staff of GOCCP entered the

data directly into the Grants Management System.
2. U-Report uploaded from Internet — GOCCP staff retrieved

report from Internet and sent data to Grants Management System.
3. S-Submitted by Grantee — Grantee clicked the submit button to

send report data to GOCCP. This data cannot be edited by

Grantee, only viewed.
4. P - Report Pending Submission (Grantee can revise) — Grantee

is currently or has entered data but has not submitted to GOCCP.
This data can be edited and/or revised.

When the grantee highlights a reporting period, the Status of the report can be
found in red at the top of the Financial Reports, Request for Funds, Performance
Measures, and Progress Reports.

Status -> M
M- Manually at GOCCP

II- Uploaded fram [nternet
5- Submitted for pload

F- FPending Submizssion
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Selecting Grants

Click on the “Select Grant” button to view active grants associated with your
organization.

¥ Stateless Http via WinInet Web Server gms.goccp-state-md.org GOCCP Version 5.90 July 29, 2009
Files: Utlity Help

#E]
Select Graniy

Grantee Funding Requests and Reports

7

Help Governor's Office of Crime Control and Prevention
jl 300 East Joppa Road. Suite 1105

e Baltimore, MD 21286-3016

(4103 821-2828
Email: Info/@ gocep-state-md org
wiww. GOCCP marvland sov
Martin O'Malley, Governor
Anthony G. Brown. Lt. Governor

Fo S fRgaed i a5
Governor's Office of Crime Control _Prevention

Highlight the name of the Grant you want to select by clicking in the grid. Click
the “OK” button or double click anywhere in the grid to choose the entry.

Select a Grant f

BJAG-2007-1111 |Live Sean - Detention Facilities (7142008 1243172009 0
BJRA-2009-1034  Crime Analysts for COMPSTAT - LETR 8/1/2009  £/30/2010 80738 0
CSAF-2010-1755 | Addiction Rlecavery 74142009 B/30/2010 0 23410

COAF-2M0-1772  Violence Prevention Initiative (74142009 6/30/2010 0 152686
DWUP-2010-1112 | Protective Order Entry & Support ¥A1/2003  |B/30/2010 1] 21714
GYRG-2010-1105 | Firearm Reduction Initiative (74142009 | 6/30/2010 o 48443
MYOC-2010-1114  Victim Advocate Training 74142009 | B/30/2010 i} 1450
SBSE-2010-1030  Overtime Patrols 71742003 BA30f2010 0 26000
SOCM-2010-1024 | Marnitaring Suppart 74142009 6/30/2010 0 35520
WAWA-2008-0019 | Specialized Domestic Violence Training 10/1/2008 | 9/30/2009 4600 1]
Wihit-2009-1003 | Detective Training 104142008 943002010 4034 1}
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View Expenditures

% GOCCP Reporting Video resolution 1024 x 768

Violence Prevention Initiative Pendings Financials included

CSAF-2010-1772  Anne Arundel County
Project begin/end dates are from 7#1/2009 to 673072010

| FequestforFunds || FinancislFleports. | [Peiformance Measues || Progessfiepors || FeedBack. |
Grant Modification D
Grant Budget E

Expenditures by Budget Category
A B

Current Previuuay Reported Project Funds

Budget Expenditures Remaining
Personnel 4.707.00 14,289.37 60.417.63
Operating Expenses 18.384.00 6.988.66 9.395.34
Travel 0.00 0.00 0.00
Contractual Services 59.535.00 13.997 62 45 597 38
Equipment o.00 0.00 0.00
Other o.00 0.00 0.00
Budget Category Totals 152,686.00 37.275.65 115,410.3%
Grant Funding Source 152.666.00 37.275.65 115,410.35
Cash Match Funding Source 0.00 0.00 0.00
In Kind Funding Source 0.00 0.00 0.00

ww# Please note thatall amounts shown on this tab are caleulated based upon budgeted amounts and
amounts in recards saved on the Financial Reports tab including any pending Financial Repor records.

The View Expenditures tab displays project funds for the selected grant. It
displays the Current Budget (A), Previously Reported Expenditures (B), and the
Project Funds Remaining (C).

If the Project Funds remaining shows a negative in any category, an error
message may be displayed.

'f Travel category remaining Funds are negative
[

If encountered, the user should address any financial inconsistencies in the
pending reports.

The View Expenditures tab also includes options for generating a Grant
Modification Request form (D) and a detailed Grant Budget report (E).
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Request for Funds

E GOCCP Reporting Video resolution 1280 x 800

Violence Prevention Initiative

Pending Financisls not considered |; | Cloge Selacted Grant‘é

Period Ends 11 273142009 -

Project begin/end dates are from 7/1/2008 to 6/30/2010 7 Help
[ e B EERTTERR  wunaots:  |[PalbirenssNasases | Pagesiupee | Fabade
r S S ST v X -
First  Prior Mest  Last Irsert |Delete Edit Sawe Cancel Show Remaining Funds % Request for Funds
Grant Funding Cash Match If Kind Match Status > P
Perzonnel ‘ a ] 0 I - Manually at GOCCP
0 U- Uploaded from Internet
Operating Expenses ‘ a ] o ] FOSCECHRMIRIE0
[ [i] | I 5- Submitted for Upload
Request for Reimbursement ‘ S ] I P- Pending Submission
Period Begins [10/1/2009 - Eenyiactisl Setvices | ] |
i}

Amount Requested n Totals $0.00 $0.00 $0.00

841 1041/2003 12/31/2009 1] 0 0 1] 0 1] 0 0
762 74142003 15/30/2009 | 0/0/0000 138989 37 89858 B 0 13957 k2 ] 0 i] 1} 0 1}

-4 74242000 19/23/2009 04040000 300 1] 0 1] 0 o 1] ] 0 0

Click the “+” button to enter the new period for which you are requesting
reimbursement. The system will automatically populate the "Period Begins" and
"Period Ends" fields with dates reflecting the correct quarterly reporting period.
Save the record before continuing data entry by clicking the check mark.

These selections can be modified by manually typing in the appropriate field or
by clicking the drop down button and using the calendar to enter the dates.

A beginning report date cannot be before the Project Begin Date.

Reporting end dates cannot be after the Project End Date. All reporting
dates must fall at the beginning of the month and the end of the month.

Error E|

6 Report end date cannot be after project end dake!

Enter the amount you are requesting in the Amount Requested field. Enter
amounts in the appropriate budget category rows and under the appropriate
funding source columns to show what Grant Funds, Cash Match or In-Kind funds
have been expended. The system disables the fields of non-applicable budget

categories; you will only be allowed to enter data into budget categories that
have allotted funds.
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After all data is entered, click the check mark to save entries or use the X to
cancel changes.

If the Amount Requested does not equal the total amount in the Grant
Funding column or if data is entered in one field and not the other, ared
warning will appear. Until the correct amounts are entered you will be
restricted from moving to the next tab.

To clear this warning, make sure the amount requested and the total grant-
funding column match.

You may click the Request for Funds button to print the period you have just
entered and saved.

éﬂ:qu::llu Funds |

However, if the report has not been submitted a label, Report has not been
submitted, will show on the top of the report.

Repoit has not been StEMEHEE -

REQUEST FOR FUNDS
EXPENDITURE BY FUND REPORT

The button to submit both the request for funds report and the financial report is
only on the Financial Report tab. This will ensure that both reports are filled out
and submitted at the same time.

You should click the report print button only after you have successfully
submitted both reports.
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Financial Reports

R
T = e ————— = 1. Close Selected Grant |
Vs e =
Project begin/end dates are from 74172009 to 12/31/2010 ] Help |

|

E =] = : + Y o 3 y glm art Dat F._ il Benatt
1t Data =y Financial Repart |
First: Brior  Mest  Last: Inset  Edit  Save Cance| ; -p '
Reporting Period Budg_'el-'CﬂtEgl:l[x Status -

Wi~ Manually at GOCCP

i =] e —— - Uplaaded from Internet
saan | s ol
£ fetscaned | 5 Subrmitted for Uplaad
End | 'I Operating P- Fending Submission
Funding Source Subriit o stehing Heports ECancel Submissicn
2 Travel I
Grart Cortian Orily Rrequest for Funds Reparts and Financial Reparts that have
Al | the same period end date and are in ‘P status can be submitted,
Cash Match | £ | - : _ o
- EMIRHIOH I Finarcial Report records displaved with & pellow background are:
In Kind Match | T I— in ‘P statuz and have a matching Request for Funds record in P!
statuz.

When a report has been entered on the Request for Funds tab and a user clicks
on the Financial Reports tab, the system checks to see if a matching reporting
period has already been entered. If no matching report has been entered, an
Import Data button will show on the screen. Click this button to import the data
entered on the Request for Funds tab. The system will automatically enter the
data from the request for funds report into the appropriate fields of the financial
report. Click the check mark to save the data.

e R LT T

R Import Data
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After data has been imported on the Financial Reports tab it will be highlighted in
yellow on the screen.

EIE]
T = @ == l-’L Close Selected Grant |
— e ———

7 Help |

Project begin/end dates are from 771 72009 to 1223172010

[ - =~ e + — i v » Financial Report |

First  Fiior fde=t Last Insed: Delete Edit Save Cancel

: It s Budget Cat 2 Status -P L
Reporting Period Budget Category M- Marially 5t GOCCP

Begin |?f1f2009 v[ e |—D U- Uploaded fiom Internet

5- Submitted for Upload
End |9,f30,f2009 | persiing | 5000 P- Pending Subrmission

Funding Source Travel Submit Matching Reports Caneel Submissnn

I 5000
EI Cortract
Cash Match | 0
E quipnyent
In Kind Match | a
Dty

Only Fiequas_i for Funds Reports and Financial Reports that have
“the same period end date and are in 'P* status car be submitted,

Firancial Feport records displayed with a'_l;;élhj_w background are
if 'P* status and have a matching Request for Funds record in ‘P!
-shatug.

il

Click the Financial Report button to print any report regardless of status.

- Finarcial Report

If the report has not been submitted a label, Report has not been
submitted, will show on the top of the report.

Report has not been StbRithsd™

PROJECT FINANCIAL REPORT
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Submitting and Printing Financial Reports

Once the data has been imported in the Financial Report tab, the Submit
Matching Reports button will be enabled. This will allow you to submit the
reports that are only in ‘Pending’ status. Select the highlighted reporting period
you want to submit. If multiple reporting periods have been entered, you
must click in the grid for each highlighted period you want to submit.

Subrmit M atching E‘eparts

Click the Submit Matching Reports button to send the request for funds and
financial report to GOCCP. At this point, the system employs extensive checks to
ensure submitted financial figures are permissible based on the current budget
and remaining funds; any discrepancies will be noted on screen and must be
corrected before the reports can be submitted. If no errors are encountered, the
status of the submission will be changed from P (Pending Submission) to S
(Submitted for Upload).

Once reports have been submitted you must print a hard copy to send to
GOCCP. On the Request for Funds and the Financial Reports tabs, from the
grids, highlight the reporting period you want to print. Click the Request for
Funds print button and the Financial Reports print button from their respective
tabs to print a final hard copy.

Financial Report I |

When you print a final report, you will see a label in the top left hand of your
report confirming that your report was filled out and submitted via the electronic
reporting program.

Governor's ffice of Crime Control & Praveution
Grant Award Number CFS1-2004-9000
Internet Subwitted 1292085
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Performance Measures

** If no performance measures have been assigned to a grant, you will not
see a Performance Measures tab.

Click the “+” button to add the reporting period dates for which you are
submitting response. The system will automatically populate the "Period
Begins" and "Period Ends" fields with dates reflecting the correct quarterly
reporting period. Save the record before continuing data entry by clicking
the check mark. These selections can be modified by manually typing in the
appropriate field or by clicking the drop down button and using the calendar to
enter the dates.

To view performance measures questions, you must click in the grid under the
numbered column to view the questions associated with that number.

Performance measures require a quantitative answer for each question. After
all data is entered, click the check mark to save entries or use the X to cancel

changes. Once you have entered all data into the applicable fields, click the
Submit Performance Measures button to send information to GOCCP.

You may view and print answers for previous reporting periods by clicking on the
Performance Measures button.

3 181 x]
e, 1. Close Selected Grart
e —

Project begin/end dates are from 74172009 to 12/31/2010 ? Help

ViewEspendiues | FequestforFunds | Financiel Aeports

= = P PO e 2y Performance Measures |

h
First  Priar Hest  lLast Edit  Ssve Canoe!

Fard ] [ e I

Click in grid cells under numbered colurins to view associated pedormance measure |

Status ->
guestions

M- Manually at GOCCP

U- Uploaded from Interret
LI 5- Submitted for Upload

F- Pending Submission
Select a Performance Measure report by selecting the row with the applicable repart Begin and End date in = =
the gnid at the battom, The numbered columns are where vou enter numbers for the corresponding Submit
Perfarmance Measures Questions assigned for this grant.

nance i essures

Canoe| Submiziar

 EZN ER [ S TR N

|»
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Progress Reports

Click the “+” button to add the reporting period dates for which you are
submitting responses. The system will automatically populate the "Period
Begins" and "Period Ends" fields with dates reflecting the correct quarterly
reporting period. Save the record before continuing data entry by clicking
the check mark. These selections can be modified by manually typing in the
appropriate field or by clicking the drop down button and using the calendar to
enter the dates.

Click on the numbered tabs to view the applicable questions.

Each Progress Report response is limited to 4,000 characters; any text beyond
the limit will not be saved. The system displays the length of the current response
using the "Character Saved Count" label.

After all data is entered, click the check mark v' to save entries or use the
Xto cancel changes. Once you have entered all data into the applicable fields,
click the Submit Progress Reports button to send information to GOCCP.

You may view answers for previously submitted Progress Reports by
clicking on the Progress Reports button.

& GOCCP Reporting Video resolution 1152 x 864 _IE'I_)Q

~ B _ _ _ _

i'L Cloge Selzcted Grant

———— =

Project begin/end dates are from 77172009 to 12/31/2010
fophads | Financial Feports | Performance Maasuies | Fie

i "-.av-= r a.r;ce’ % Progress Report I

Bl el e

Frgt Frior Mest  Lsst
Progress Report Question 1
1. Ityou have not requested any funds this quarter explain why. (ex: procurement, personnel. etc) = | Status - -
M- Manually at GOCCP
U Uploaded from Internet
;I 5- Submitted for Upload

P- Pending Submission

Select & Progress Report by selecting the applicable report Begin and End datein B =)

the grid at the lower left ‘when adding & new report, select begin and end dates.- & |

and then you must save the dates before entering test on the tabs. The Tabs in Cut Copy Paste GpeLL

the lower right are where you enter answers to the conesponding Progress Repart

Questions aszigned for thiz grant, (4 max of 4000 characters can be zaved for
each question ]

Character Saved Count = 0

a1 || wg e s |
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Canceling a Report Submission

Grantees may cancel the submission of any reports they have not been uploaded
to the GOCCP Grants Management System (GMS).

% GOCCP Reporting Video resolution 1024 x 768 = |5'|1|

e ——— e e, e, e 1 Close Selected Grant |
—EET T e e
Project begin/end dates are from 74122009 to 123122010 ¥ Help |
b - Lo Ll + = & 7% Financial Report |
First  Prior  Mest Last Inseit  Edit  Save Cancel
; 5 Budget Catego Status -5
EiE poin ¢ Benind R i M- Manually at GOCCP

e |.'-’;"'I Jenng - l i Ii L- Uplm_adz_ad fram Intermet
il il 0 5. Submitted for Lplaad
End IC:II.’SDI."EDE!EI T l Hperating |EDUD Lt

Funding Source e 0 Submit tatating Heports
fave | i
I 5000 ;
Grant Cahiad] IiD Only Bequest for Funds Reports and Fir at have

the same period end date and are in P status can be submitted.
Cash Match | 0 B et Iil] : ) ' ' )
¥ Financial Fepart records displaved with a pellow backaround are
I Kind Match | I

. - in ‘P statuz and have a matching Request for Funds record in ‘B!
Otk | il status, :

B == biriission

Cancel Submission |3

|»

1156 7/1/2003 | 3/30/2003 5000

Only when a record is in S or submitted status, clicking the ‘Cancel Submission’
button allows you to change the status back to P or Pending where you may edit
or delete a record. If you have multiple records displayed, you must click
anywhere on the row of the record you wish to edit. A record in the S status will
enable the Cancel Submission button.
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Exiting the System

Return to the main menu by selecting the Close Selected Grant button at the
top of the screen.

M= ES

ﬂ Cloze Selected Grant

7 Help

Select the Quit command button.

i#2 GOCCP Reporting 1.002 Port 80 IP 192.168.1.3

Eiles Lhlty  Help

& Grantee R
Select Grant
7 (Governor's
D 30
o
Quit Er
e
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Reporting Problems

If a problem occurs when using this software, there are several things you can do
to help us understand the problem. When the problem occurs, press the ALT and
Print Scrn keys simultaneously to copy the screen to the clipboard. Open a word
processor such as MS Word and paste the screen into a document, adding
additional text to explain the problem. Save the document and attach it to a
message sent to changes@goccp-state-md.org

Some problems may cause an error dialog to appear on the screen that looks
like the following:

Internal Application Error
User iErru:ur i

An Interal Application Ermor has acourred.

b arder to- assist us in finding the cause of the eror, please enter
it the space below what you were doing at the time the error
ocourred,

| waz attempting to login

e o

z

When this dialog appears, enter an explanation of what you were doing in the
program prior to the display of the error message and click on the OK button.
Text entered, combined with system information pertaining to the error, is written
to a text file named “Rpt.Err.log” and saved to the c:\\GOCCP directory.
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You can view this error log by selecting the “Utility” menu and the “Show Error
Log” submenu.

i#% GOCCP Reporting 1.002 Port 9000 IP 192.168.1.3

Files m Help

Show Error log ]

Dielete Error Log P I ease \’
|E% Error Log
j—'L Cloze | Erint | |
Request/Report Error at 12:48 pm on 85729782 _;j

Error Class: ESocketError

Error Hessage: 18861: Connection refused. Uerify that a
User Hotes:

Attempting

Request/Report Error at 12:42 pm on 857297062

Error Class: ESocketError

Error Hessage: 18861: Connection refused. Verify that a
User Hotes:

I was attempting to login

(sample error log)

The error log file “c\GOCCP\Error.log” should also be attached to an email message and
forwarded to GOCCP.
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