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* Login

* Security Changes

* Finding Account Balances
* Finding Review Feedback
* Unlocking Pages

* Contact Pages — Welcome to E-Grants

e OPl Website Resources
* OPI Contacts
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WA Navigating E-Grants — Session Description
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This session will cover how to turn off your pop-up blockers to allow
screens in E-Grants and data report portals to refresh with updated data.
In this session login into E-Grants, security changes, and finding account
balances will be the major topics covered. The OPI website has a
significant amount of information on it. During this session participants
will learn where to find FAQs and other support documents helpful in
determining allowable uses.

Presented by Mindi Askelson, Grant Management Systems Analyst,
Rebecca Brown, ESSER Program Manager, and Catlin Clifford, Account
Grant Manager
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WA Logging into E-Grants
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 E-Grants can be accessed
on the OPI Website by
navigating to
o Leadership >
o Finance & Grants >
o E-Grants

e The direct link is here:

https://egrants.opi.mt.gov/opigmsweb/logon.aspx
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WA Logging into E-Grants
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On the E-Grants Login page, there is helpful information in case
you ever need it

0BLIC
&Y "‘.r,* OPI Home

E-Grants System

Montana Office of Public Instruction
Welcome to the E-Grants Management System

ANNOUNCEMENTS LOGON

> ) _ ) _ o ) ) = Usermname/Email ?
Authorized Representative Changeovers: New Authorized Representatives (ARs), usually the district superintendent, MUST be set up by the district clerk in the OPl Contacts System before an E-Grants account can
be set up for the new AR. Non-district entities such as special ed co-ops, colleges, and community-based organizations cannot use the OP! Contact System. Send an email to CentralUpdates@mt gov to update

authorized representatives for these entities.

If the district clerk is also new, send an email to CentralUpdates@mt.gov to update the district clerk. When the clerk is set up in Central Updates, request an OPI Contacts account for the new clerk. (See instructions) Password

When the account is set up, enter data for the authorized representative in OP| Contacts. FOI’gOt Password

New user requests for all users in a district with a new AR cannot process until the AR has an established E-Grants account.

1To create a new user account, use the "New User" hyperlink on this E-Grants Logon page. T1To fransfer an existing account to a new district, log onto E-Grants and click Manage User Accounts on the Menu List

If you encounter difficulties creating an E-Grants account, send an email to egrants@mt gov. Include your contact information and a description of the will respond as soon as they are able .
~ New User | Public Access
INFORMATION
WHO DO | CONTACT? USER GUIDES August 2022
If there are questions about your grant application, please contact the appropriate program or How to Access Grants in the E-Grants System
accounting specialist. A full list of contact information may be found here. E-Grants Security User Guide
> OPI Grant Program Contacts Creating Amendments User Guide August 10, 2022
Virtual

Please email the E-Grants Security Help Desk at egrants@mt gov with any questions regarding your E-

Grants account, user name, or password 8:30 a.m. to 2:00 p.m.

-

ACCOUNT INFORMATION

-

I Please note: if you need to create an account for a new Authorized Representative for your school district, you will have to first make the change in OPI's Contacts System. Click Here to access the OPI Contacts
svstem. Non-school districts must send an email to CentralUpdates@mt.aov to undate authorized representatives in the OPI| Contacts svstem. T

4
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w E-Grants Contact Info
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* When you go into the “Contact Information” tab at the top of your application, you will
see the contact information that was current when the application was submitted

LS YIS CONTACT INFORMATION .ﬂLLOCHI'I'UHS

* If you had an Authorized Representative (AR) or Clerk leave, their contact info will
remain on the grant because they were the ones who submitted it

* The grey boxes are automatically filled in from OPI Contacts
* Denotes required field

Authorized Representative:

Last Name First Name
Phone ext Fax
Summer Phone " ext. Email

District Clerk/Business Manager:

Last Name First Name
Phone ext Fax

Summer Phone " ext. Email
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A E-Grants Contact Info - Security Changes
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*The ARs or Clerks names on any grants that were approved prior to OPI Secure Portal
this year will always show the names of the individuals that submitted
the original grants

Please see the July 2022 Compass newsletter for the OPI

Secure Portal announcement and Overview webinar.

* However, despite your names not showing on the Contact Tab, you

& Cpa43z

have all the rights of the previous staff members e
*To ensure that your name is listed on any new grants you submit, B e et st orms

please have your Clerk go to OPI Contact and make that change

* OPI Contact can be found at: https://apps.opi.mt.gov/osp/

*It may take several weeks for the OPI Contact information to get the
changes into E-Grants

Putting Mcntara students Flrstﬁ


https://apps.opi.mt.gov/osp/
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To Modify an Existing E-Grants Account:
Add or change access to an additional Legal Entity, or add additional roles or rights within a given Legal Entity

1. Select Manage User Accounts. This is a new page that will allow users to request additional LEs or roles, as
well as allow ARs to view, reassign or remove all users within their LE

2. On the Manage User Accounts page, the user will see a link with their name. If the user has the Authorized
Representative role, the user will see a list of all users within their Legal Entity

3. To add an additional business role to an existing assigned LE, follow the instructions on the screen to
Amend Current Access

4. To request access to a different LE, follow the instructions on the screen to Add Additional LE

5. Once all new requested access has been added to your screen, select Request. This will submit your
request to the AR for the requested LE

NOTE: Only the Authorized Representative may remove a user’s access from an LE. Non-AR users may not
remove themselves.

Putting Mcntara students Flrstﬁ
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Welcome to EGrants

* Whenyou are
added into E-Grants
aS a neW AR Or Welcome to EGrants! You have been designated as for . Below is the information you will need to log in:

https://egrants.opi.mt.gov/OPIGMSWeb/logon.aspx

Clerk, you receive Username:

Password:

Askelson. Mindi € Reply %y Reply All —» Forward es
To G

L] L]
t h I S el l l a I I fr0| l l To change your password choose Forgot Password on the logon page. The logon page also has hyperlinks for User Guides that may be helpful for navigating the EGrants system.

M l n d I E-Grants System
e The bottom text of —

the email explains

01 Home

- Usemarme/Email ?

A C 8: Hew Authordzed Repeosentatives (ARs). usually the district superdntendent. MUST be set up by the district clerk in the 0PI Contacts System before an E-Grants account can be set up for the new AR Non-district
entiies swuch as special e co-ops. colleges, and community-based crganizations canmot use the OP1 Contact System. Send an emad 1o Centraflied esdo oy to update authorized representatives for these entities.

l I l I l I I S W the distyact chark i 480 fiw, 3454 BN el 13 0oy s UICIBISHRIML Gov 10 update the St dedk Whis T cark 18 6l up it Contrs Updates, request B9 OF1 Coathits Botount e the faw chiek (Sed Ialructions) When the SScount i 481 up, hler dith fd
W e W a e the authorized representative in P Contacts. S i lructio
Forgotl Password

Naw usar oquasts fee all USers in 3 distiict with 3 new AR canmed process untll tha AR has an establshed E-Geants aczount
1T create a new user account, use the “New User™ hyperink on this E-Grants Logon page 11To transfer an existing account b a new district. log onto E-Geants and dick Manage User Accounts on tha Menu List

.
a re n ’ t a e a rI n O n 1 o wricounter diicultins creating an E-Grants account. send an email 1o ANSEMLGey Inchde yous contactinformation and & detcription of the issue. E-Grants statl will raspond a5 3000 a3 thay i able
Authorized

thves: Ploase wie "Manage User Accounts” on your meny s 10 keep your districtionganization’s wser sccounts up-to-date Remove any users who are no looger with your disirictirganizetion = Hew User | Public Access
INFORMATION TRAINING

UPCOMING

.
revious grants s i onen
1f there are questions about your grant application, pleasa contact the appropriate program o accounting specialist. A full Srant: E-Grants Sys
ide
2 it

51 o goetart inlormatan may ba found hare i
OF1 Grast Progiam Combits No events found.

Authorized Representatives or Clerks names on any grants that were approved prior to this year will always show the names of the individuals that submitted the original grants. However, despite your
names not showing on the Contact Tab, you have all the rights of the previous staff members. To ensure that your name is listed on any new grants you submit, please have your Clerk go to OPI
>Eon‘tacts and make that change. OP| Contacts can be found at: https://apps.opi.mt.gov/osp/. If your Clerk is not able to get into OPI Contacts, please refer to the hyperlinks below. Since that database
does not belong to EGrants, | am not able to assist you with any questions or issues you may have. For assistance for contact the OPI Help Desk at:
https://opiservicedesk.opi.mt.gov/help/servicedesk/customer/portals.
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Formula Grant

- Application Name

IDEA Consolidated Application

ESEA Consalidated Application

* Fiscal Year 2020 (2019-20)
o ESSER Fund Grant - this is ESSER |

Discretionary Grant

o ESSER Related Services Grant — this is also ESSER | I

Gifted and Talented State Grant Application

Competitive Grant

* Fiscal Year 2021 (2020-21)
o ESSER Consolidated - this is ESSER Il “

IDEA Consolidated Application

o ESSER Ill Consolidated - this is ESSER IlI

ESSER Consolidated
ESSER Il Consolidated

Discretionary Grant

Competitive Grant
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* Where do | see how much | have?
* Where do | see how much I’'ve spent?
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* Different Budget Page for each Program

* In the top right-hand side of the application page, thereis a
drop-down menu where you can find your budget pages

Click dropdown to access program specific pages:| ESSER Consolidated

ESSER Consolidated

ESSER Base

School District Supplemental
Other Educational Institutions
Special Needs

School District Targeted
Supplemental Targeted

ONTROL | APPLICATION PRINT




W"' Budget Pages — ARP Summer and ARP
oplmt.gov Afterschool

In Afterschool and Summer Enrichment grants, there is a blue tab
at the top named “Budget Pages”

ARP AFTERSCHOOL CONTACT INFORMATION | ALLOCATIONS | PROGRAM DETAIL JR=E/nic SN/ 1E] =
INFORMATION
BUDGET DETAIL m=iuinel v iy

Budget Detail BUDGET BREAKDOWN (Use whole dollars only. Omit Decimal Places, e.g., ¥
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Vendor 0000023560 001

VIEW CASH REQUESTS/EXPENDITURE REPORT S

Payment Summary as of 8/5/2022

¢ From the main E_Grants ESSER_Fund

Current Grant Year Allocation 571,623

I (+/-) Adjustments 50

Access Select page...
(+/-) Transfers 30

Tofal Funds Available 292,483

o C I i C k € P a ym e n ts ) b u tt O n n e Xt Approved Budget —-Original Application 597 438

Anticipated Payments

to desired grant to see the contosms s
Payment Summary e .

Completed Payments
Auto-Scheduled 50

m . Reques.s oo
Total 392 488

m PAYMENTS REVIEW SUMM Remaining Payments
Auto-Scheduled 30

Cash Requests 50
Tofal 30

Final PER Status
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In the Payment Summary menu, click “View Cash
Requests/Expenditure Reports” button to see all cash requests for

Cash Request/Expenditure Report Menu

that grant

Click for Instructions

Program | ESSER_Fund

Vendor 0000023560 001

VIEW CASH REQUEST S/EXPENDITURE REPORTS

Payment Summary as of 8/5/2022

Cash Requests:

Select an Cash Request from the list(s) below and press one of the following buttons:

OPEN REQUEST REVIEW SUMMARY

Date Date
pproval Date

Select Expenditure Report

AL Created Submitted

Cash Request 1 6/23/2020 6/29/2020 8172020 Approved 8712020
Expenditure Reports:
Select an Expenditure Report from the list(s) below and press one of the following buttons:
s LZf Final Approval Date Status Status Date
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* View the specifics for individual cash requests
* Select the Cash Request you want to look at...

* Click “Open Request” button to see individual expenses

OPEN REQUEST

Cash Request

Cash Hequest 1 62372020
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My amendment/cash request was returned. How do | see
what needs to be fixed?

* When OPI personnel review and return your amendments
and cash requests, we leave helpful feedback and
suggestions for changes

* You can find this feedback by going to the Review of your

submission CR
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WAL Amendments - Finding the Feedback
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How do you see the Feedback on your Amendment once it’s returned?
* Inthe “Review Summary” page, select the circle next to the SEA Review
* Then select the blue “Review Checklist” button below

* E-Grants will open a second tab in your browser - this only works if your pop-up blocker
is turned off

~——

@ Grant Application X @ Review Checklist M
fe] 8 egrants.opi.mt.gov/OPIGMSWeb/Applicatd FESpX

A Intranet G OPIConnect [E] SABHRS f OPI A" EGrants @ EGTEST fh TlHub B3 GovDelivery A SchoolDir

$ # ""'L'-'s',"%
°W° E-Grants System
% ‘j\

L‘:\_
Applicant: 5900 Montana Science Center
Application: 2020-2021 ARP Afterschool - AD-Montana Science Center

Cycle: Original Application
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How do you see the Feedback on your Amendment once it’s returned?

* Within the “Review Checklist” page that opens, you will be able to see our
comments in the text box

Review Summary

Click for Instructions 1. Is the ESSER Base Budget Detail page reasonable?
Latest submission to OPIl occurred on: 7/18/2022
as
Round 1
Select Stop Group Staff Status Status Date Comment (53 of 2000 maximum characters used)
1 |LEA Data Entry Submitted 7/18/2022 Amendment 3: OK RB
2 E%’:r‘::mgﬁﬁg Submitted 7/18/2022 Amendment 2: OK WF
Amendment 1: OK
= State Agency
@ 3 Final Review Rebecca Brown Accepted 7129/2022

REVIEW CHECKLIST REQUEST CHECKLIST PRINT
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WA Cash Requests - Finding the Feedback
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How do you see the Feedback on your Cash Request once it’s returned?

* When in the “Cash Request/Expenditure Report Menu”, select the Cash Request you
wish to see, then select the “Review Summary” button

* Then select the step you wish to view and select the “Review Checklist” button
* E-Grants will open a second tab in your browser — pop-up blocker must be turned off

X @ Review Checklist [+
tonShell.aspx
51812022 6/3/2022| OPIConnect [] SABHRS 4" OPI A" EGrants @ EGTEST h TlHub ﬁ GovDelivery ‘A" SchoolDir
11172022 2/3/2022)
B/30/2021 917/2021 &oﬂ‘}mw%g
£ £
Review Summary s Wf E-Grants System
*, e
Click for Instructions st
Latest submission to OPI occurred on: 7/18/2022
Applicant: 6900 Montana Science Center
Application: 2020-2021 ARP Afterschool - A0-Montana Science Center
Cycle: Original Application
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How do you see the Feedback on your Cash Request once it’s returned?

Within the “Review Checklist” page that opens, you will be able to see our comments in
the text box

Application: 2020-2021 ESSER Consolidated - 00-
Cycle: Cash Request 3
REVIEW CHECKLIST

Cash Request Review Checklist

[Click for Instructions|

1. Is the cash request approvable?

Yes

Comment (0 of 2000 maximum characters used)
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Before doing below please approve through your District’s security policy.

For Google Chrome choose the three vertical dots in the upper right-hand corner. Click Settings. On the
left-hand side select Privacy and Security. To allow cookies click Cookies and other data. Then select
Allow all cookies. To allow pop ups click Privacy and Security again. Click on site settings. Scroll down till
you see Pop-ups and Redirects and click on that section. Once again you can either allow all or simply add
the website you will be using during this process.

For Microsoft Edge, click on the horizontal dots in right hand corner. Click Settings at bottom of drop
down. On right hand side select the Cookies and Site permissions. At very top of page click Manage and
delete cookies and site data. At top of page select Allow sites to save and read cookie data
(recommended). Go back on page. Under the All permissions section click the eighth selection down
named Pop up and redirects. From here you have two options. You can allow all or simply add just the
website you will be using during the process to the list that allows that site to let through pop ups

You can view "Turning Off Popup Blockers.pdf" at:
https://acrobat.adobe.com/link/track?uri=urn:aaid:scds:US:c7094050-554f-46e6-9€18-095f83b1b1oc or
https://acrobat.adobe.com/link/track?uri=urn:aaid:scds:US:837€a995-9641-4042-ae06-5e7e0e3899f2



https://acrobat.adobe.com/link/track?uri=urn:aaid:scds:US:c7094050-554f-46e6-9e18-095f83b1b10c
https://acrobat.adobe.com/link/track?uri=urn:aaid:scds:US:837ea995-9641-4042-ae06-5e7e0e3899f2

=
WA Unlock Page
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* Click on the “Page Lock Control” tab at the top of the screen

APPLICATION HISTORY Wteisfleis quel/ i/ B APPLICATION PRINT

* Select “Expand All”’ to see every tab in the grant

* Unlock the tab youneed by |.
checking the box for that tab|, -
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w Error Messages
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* If you get ared Error Message across the top of the screen, read it carefully
* These messages will tell you exactly what needs to be fixed in order to progress
forward
* Commonly error messages are:
o Page is locked;
o Pages not saved;
o Assurances pages not completed by AR;
o Not allowed to submit application due to timeline expiration;

o Not the AR;
o Don’t have the correct security clearance
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If you cannot understand what the Error Message means, you can reach out to your
ESSER Team for assistance

Wendi Fawns at wendi.fawns@mt.gov or 406-437-8595

Rebecca Brown at rebecca.brown@mt.gov or 406-444-0783
Mindi Askelson at mindi.askelson(@mt.gov or 406-444-0768
Steven Morgan at steve.morgan(@mt.gov



mailto:wendi.fawns@mt.gov
mailto:rebecca.brown@mt.gov
mailto:mindi.askelson@mt.gov
mailto:steve.morgan@mt.gov
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Montana Office of Public Instruction

Welcome to the
Office of Public Instruction

Superintendent Elsie Arntzen is proud to serve our Montana families,
students, and teachers. Families are the foundation of learning as our
parents are our first teachers. Our students are our most precious
resource and the future of this great state. As a teacher of 23 years, the
Superintendent knows the importance of quality educators in the
classroom and is working to ensure Montana teachers have the flexibility
needed to put our Montana students first.

The Montana Office of Public Instruction (OPI) is charged with the
responsibility of providing technical assistance in:

School Finance

School Law

Teacher Certification and Licensing
School Accreditation

Teaching and Learning Standards

The OPI staff administer a number of federally funded programs and
provide a variety of information services, including the information
systems necessary to assess student achievement and the quality of
Montana's elementary and secondary school systems.

OFFICE OF THE
SUPERINTENDENT

MEET EXECUTIVE STAFF

OP| ORGANIZATIONAL

CHART

SEE OPI PRESS RELEASES

Wendi Fawns

ESSER/EANS Director

Wendi's grandmothers were elementary
teachers and her parents’ college professors.
They shaped Wendis passion for learning
anywhere, anytime and in varied formats.
Wendi has taught dyslexic readers in
elementary schools and  provided
(olie%e/(areer program support to schools
and families across Montana. Her career in
social work, information technologg«. and
education have centered around helping
customers identify goals and gain the
resources necessary to succeed. She holds a
BA in Sociology with MIS focus and a MA in
Education Leadership. She is a strong
customer advocate, member of Rotary and
PEQ. International, and mother of a Montana
hldgh school teacher and Arizona college
advisor.

406-437-8595

Rebecca Brown
ESSER Program Manager

Rebecca Brown is joining us from the
Bozeman School District where she worked as
an ICTE instructor, teaching Metals, Woods,
and Auto shop classes. Rebecca holds a BS in
Technology Education from Montana State
University Bozeman. She has just recently
moved to Helena with her husband, cats, and
parakeet. Born and raised in Montana,
Rebecca feels nothing can beat a gorgeous
Montana summer weekend spent camping
and floating on the river.

406-444-0783

Victoria Hoefler

Broadband Data Specialist

Victoria Hoefler relocated to Montana from
the Atlanta, Georgia area. Victoria's previous
roles in Corporate America include IT
Support, Project Management, B2B Client
Support, Software Training and Copywriting.
In her secondary job, Victoria serves as the
Founder and President of a 501(c)3 Charity
bringing awareness to mental health needs
of Military Veterans and better quality of life
for Military Families. She is looking forward to
identifying effective ways to improve
broadband intemet data in the school
throughout Montana.

406-438-3601



Thank you!
I

For questions or additional information please contact:

ESSER Questions:

Wendi Fawns at wendi.fawns@mt.gov or 406-437-8595
Rebecca Brown at rebecca.brown(@mt.gov or 406-444-0783
Mindi Askelson at mindi.askelson(@mt.gov or 406-444-0768

Steven Morgan at steven.morgan@mt.gov

*+Montana

Office of Public Instruction
opimt.gov Elsie Arntzen, Superintendent
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