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ACCESSING THE NEW GRANT MANAGEMENT SYSTEM

To access the New Grant Management System (GMS), you will need to log on through the ESF 8 Portal.
A quick link to the ESF 8 Portal can be found on the LHA Research and Education Foundation website at
www.lha-foundation.org. Please click the box labeled “Emergency Preparedness”. The ESF8 Portal logo
at the top right side of the page will direct you to the portal login page. Remember, it is important to
use individual login accounts for the New Grant Management System, generic accounts will not
provide access to the GMS.

APPLICATION SUPPORT

If at any time throughout this Phase 2 process you need assistance, please feel free to contact the LHA
HHS Grant staff at (225) 927-1228, Lauren Barleycorn lbarleycorn@lhaonline.org, Kendra Powell
kpowell@lhaonline.org, and Frances Arledge farledge@lhaonline.org.
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BEFORE GETTING STARTED

It helps to have all of your documents scanned and save on your computer in a folder thatis in a

location familiar to you. This will help assist you in a quicker upload process.
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Acadian PDF Sample Invoice
Adobe Acrobat Document
39.2KB

Office world invoice
Adobe Acrobat Document
65.9 KB

PDF Sample Invoice-Best Buy 1
Adobe Acrobat Document
123 KB

PDF Sample Invoice-File Cabinet 5
Adobe Acrobat Document
324KE

Sound & Cinemna Sample Invoice
Adobe Acrobat Document
249 KB

‘Word Invoice 2 Software Company
Microsoft Word 97 - 2003 Docum...
320KE

Arrange by:

Excel Sample Invoice 2
Microsoft Excel 97-2003 Worksheet
49.0 KB

PDF Sample Invoice P&MN Tech 1
Adobe Acrobat Docurnent
395 KB

PDF Sample Invoice-ComTEC 2
Adobe Acrobat Document
661 KB

PDF Sample Invoice-Tableau 3
Adobe Acrobat Docurnent
145KB

Word Inveice 1 EP Company
Microsoft Word Document
211KB

Word Inveice 3 Allied Company
Microsoft Word 97 - 2003 Docum...
325KB
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STEP 1

» The status for your grant under the Dashboard (or home screen) should now read “PA
Approved/Open”. This means it is open for you to begin uploading your invoices, copies of
checks, and fill out the details and information for the items you have purchased with your

funds.
4 g\
/| GRANT 5 © ©
MANAGEMENT ContactUs  Help Log Qut
Welcome! Logged in as: Frances Single
Home Report
Dash Board

Search: | | vear: \'..An.. Grant Detail

Initial Allocation Tradiional 2013-2014

Facility Accepled

PA Approved / Open

PAApproved / Open

25,412.83 25,954.11 Agreement Document

Initial Allocafion Traditional 2013-2014 $3,479.68 83,827 .65 Agreement Document

Initial Allocation Traditional 2013-2014 - T 5606.35 $667.02 Agreement Document

Initial Allocafion Traditional 2013-2014 MNew Allocation $373743 47 Agreement Document

» Select the line with your facility/provider name (most will only display one Facility Name). Click
on “Invoice” at the top of your dashboard — the middle red button, in between “Grant Detail”
and “Comments for EPC”. A new tab will open.

*Note: If you decide at this point to Decline participation and want to forfeit your funds, you will
click on “Agreement Document” and proceed with uploading your Declination Form, selecting
Decline and clicking Save.
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STEP 2
> Invoice Details

At the top of this new invoice page, you will click on the red “Add” button. Fill out the invoice
details section matching up numbers and dates directly from your invoice and payment
documents. If your vendor is not listed, select “other” and click on the red button to the right in
order to fill in the name of the vendor. Next, upload the document by clicking the red button
next to the text box. You will be able to search your computer folders and files for the
corresponding documents.

/ GRANT < 9 @
MANAGEMENT Contact Us  Help Log Out
Welcome! Logged in as: Frances Single]

Home Report

Dash Board 4 Invoice - Traditional Initial Allocation 20132014 4 e
[ ] @ Invoice |_) Ite J J J

Initial Allocation Traditional 2013-2014 - umega Hospital LLC UPD

Reimb Limit: $606.35 Match Amt: $60.64 (10.00 %) Total Obli Amt: $667.02
Cash Amt Spent: $0.00 InKind Amt Spent: $0.00 Total Amt Spent: $0.00
Status: PA Approved / Open Total Obli Amt Remaining: $667.02

EEEEE‘ | Page|: [z

Click this button to type in vendor name if not listed in the drop down menu.

PO Number: 175559 Vendor: |Aidian o voice Date: |12/1/2014 :.g
[

Invodce No: | 0022580 Payment Method: | Chac d Order Date: | 11/13/2014 | (15

Check Number: Date Paid: 12/12014 | ({3

Upload Documents: o

Select Al Doyhload Docymants Delete
Acadian FMOF Sample Invokce.pdl POF Samphe Inveice-Bedd Buy 1odl

Nate: Click on “Save” to save changes into system

Add DCelete
8 C o
1 Camgury T atugairy fum Mavae |6 Lt Cond

Click this button to upload invoices, check copies, and
other required supporting documentation.
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> Saved Documents

As you go through this process, each invoice will be displayed under the Saved Documents
section. Be sure to click “Save” often.

PO Number: | 125103 Vendor: |scsaan - i Invaice Dates 12172014 53]
Invuice No: 0022538 Payment Methed; |Chect - Order Dite: | 10/102044 | (T3]

Check Number: Date Faid:

penis: [-]

Aersinn PIF Sampis invoies. paf

#ote: Click om “Save”™ ta save changes into system.
Add Dbete Tatal: so.on
u ¢ [ L 1 [ |
1 Catogarr Calegory B Meme | G | UedCes Talsicenl |

» Expenditure Items
This section is where you will identify your CPG category, the detailed category item, and item

guantity and cost. Remember, you can add multiple line items for each invoice if necessary,
just continue to click add.

Note: Click on "Save” to save changes into system.

Add Delete Total: $0.00

2 | Healthcare Preparedness [Select] Each 1 §2,747.66 §2,747.66
BT/Emerg ResponseTraining Material -
CDLSM
Command Center Set-up - Computer/Laptop
‘Command Center Set-up - Fax Machine
Command Center Set-up - Filing Cabinet
Conference/Meeting Registration Fee
Extension Cords
HAZWOPER 1st Resoonder Training -

MANDATORY - GRANT SUMMARY WORKSHEET
» Can be retrieved from one of two locations:
0 New Grant Management System- Directions link under “Agreement Document” tab
where EPC and Budget Proposal forms were found during the Participation Agreement
document upload phase OR

0 LHA Research and Education Foundation website, on the Hospital Preparedness
Program Grant page, under the “Reimbursement Documents” section
> Upload this worksheet, signed by the CFO, with along with your final Invoice to be loaded into
the grant management system.
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STEP 3

» After saving your invoice and line item expenditure details, you will return to your invoice home
screen. Here is you will see each of the entered vendors invoices along with the running total for
the grant dollar amounts along the top detail line. Notice that if you leave a section blank, you
will see an ic_,og that will appear and prompt you to the section missing information

I
> 0 ©
b
Contact Us  Help Log Out
Welcome! Logged in as: Frances Single]

/ GRANT

MANAGENENT
Home Repqg

Dash Board Invoice - Traditional Initial Allocation 2013-2014 n

) @ e (R D I D
Final Submission

Search: |

Initial Allocation Traditional 2013-2014 - Hospital

Reimb Limit: §3,479.68 Match Amt: $347.97 (10.00 %) Total Obli Amt: $3,827.65
Cash Amt Spent: $5,608.91 InKind Amt Spent: $0.00 Total Amt Spent: §5,608.91
Status: PA Approved / Open Total Obli Amt Remaining: $0.00

] OfficeWorld 1207638 §2,747 66 Invoices

m

# L) Acadian Home Theatre ACO01 §2,861.25 Invoices

] I | 3
* Check Number is missing

» Description of buttons:
Add — opens up a new tab where you add a new invoice and expenditure item details from invoice

Edit — you can select an invoice already uploaded and listed, make changes or add additional
information or line items as needed

Delete — will let you completely remove an invoice and all of its supporting details

Invoices (in blue under Invoice Documents) — this only allows you to open the invoices that have
already been uploaded

**Save often if you plan on working in the system and need to come back to add items or invoices**

» Total Amounts — pay close attention to your amount totals. You want to make sure that your
“Total Obligation Amount Remaining” is at $0.00 in order to receive full reimbursement. Once

you proceed to the next step, Final Submission, it will be too late to add any other expenditure
items.
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STEP 4

Final Submission — this is the last button to click to submit all documentation for review by grant staff
in order to process the facility/provider for reimbursement

Grant Details

Final Subimission '

Y~ T = e oy

F (10.00 2%) Total Obli Amt: $3,8327.65
Total Amt Spent: £5, 605.91
fowed S Open Total Obli Amt Remaining: $0.00

Note: A window will pop up

Your documentation in the amount of $5,608.51 will
be submitted to grant staff for review. Once you click
“yes” the system will be locked and you will not be
able to change any information. Are you sure you
wish to proceed?

= N

STEP 5 MANDATORY - Needs Assessment Survey

In order to receive reimbursement, you are required to complete and submit a Needs Assessment
Survey on behalf of your facility or provider. To access the current year’s survey, visit www.lha-
foundation.org and proceed to the Hospital Preparedness Program Grant page. A link to the survey as

well as a blank pdf copy of the survey can be found under the “Needs Assessment Survey” section.
Copies and links will also be mailed to you. Upon completion of the survey, you will receive an
electronic certificate of completion. Insert your organizations name, save the certificate, and upload
with your documentation as proof of completion.
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REPORTS

This step will show you how to retrieve a completed electronic copy of all grant information and documentation
that pertains to the HPP 2013-2014 Grant for your Facility/Provider. Please note that the report will be large,
therefore will generate and be saved as a “zipped” file.

Returning to the dashboard with your facility/provider name highlighted, click on “Report” on the upper left side
of the page.

Search: | Year: |'__,q||.. v Grant Detail

Initial Allocation Tradifional 2013-2014 Facility Accepted 25,412,583
Initial Allocation Tradifional 2013-2014 PA Approved / Open 3347963
Initial Allocation Traditional 2013-2014 PA Approved / Open 2606.32

| Initial Allocation Tradiional 2013-2014 Mew Allocation 53,737.43

Select “Participation Agreement” to retrieve a combined report from the first phase of submission which will
include signed documents between your facility and LHA. Select “Documents” to generate a report combining all
of your invoices and detailed line items. This report is particularly helpful for documentation and inventory
purposes of what has been purchases with grant funds and should be maintained from year to year.

Once selecting the report type, the system will prompt you to select grant year, sub-grant, facility type, region,
and then your facility. Click on “Generate Report” and you will be prompted to save the zipped file onto your
computer. After this step, you can retrieve and unzip the full report(s) that have been created.

/°| GRANT

FAAMAGEMENT ——

Home Report
Participafion Agreement cumentation ReP

T Grant Years: Slfb Grants:
] --an-- () Initial Allocafion Pan Flu 2013-2014
Status [] 2015-2016 (®) Inifial Allocation Traditional 2013-2014

[] 2014-2015
[«] 2013-2014 e
[] 2012-2013

l$- Facility Types: => Regions: l:> Facilities:

[] --an-- [] --an--
[+] Hospital [] rRegion 1
[] rRegion 2 O] Hospital, Region 4

[+] Region 4
[] Region s
[] rRegion &
[] rRegion @
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