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New Jersey Department of Labor and Workforce
Development IGX

This user guide gives a general overview of NJDOL IGX navigation. IGX is used by NJDOL agency
grantee(s) to apply for, manage, submit documents, track, and amend grant projects.
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System Requirements
The system was designed so that computer users can use it with little or no changes to their computer environment. The
requirements that are mentioned below are common computer elements that should be already present.

Internet Connection
The Documents management system is an internet application designed for and accessed via the internet.

Internet Access
This system was designed to be compatible with common up-to-date web browsers such as Microsoft Edge, Chrome,
Firefox, or Safari. If the web browser is not up to date, the following message will display:

Your browser is not supported.

Powered by IGX™ systems cannot provide a good experience to your browser.
To use this site, please upgrade to the latest version of Edge. Chrome, Firefox, or Safari

© O
Enabling Cookies

The web browser must enable cookies for this site to access this portal.

Multiple Browser Windows

Do not open multiple windows or browser tabs while filling out a document, as this can cause issues with browser
cookies resulting in either being kicked out of the system or work being lost.

NOTE: If the user needs to have multiple windows open, please ensure that the user is using a separate browser
session instead.

If utilizing Microsoft Edge, click on File = New Session for each browser session. Other internet browsers will require
third party add-ons to manage multiple browser sessions.

Adobe Acrobat DC

Adobe Acrobat DC (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 DC, the user may choose to view, print, or save these documents. Users who
do not have this software installed on their systems will need to download it from www.adobe.com.
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Grantee User Types
There are four (4) types of grantee security roles:

Agency Administrator
Agency Staff
Authorized Official
Partner Agency Staff

These roles have different security levels needed to access My Documents.

The Four security roles are summarized below:

Authorizing Official
e Views/Check statuses of and/or initiates Applications, Requests for Funds, and Progress Reports.
e Downloads attachments from Applications, Requests for Funds, and Progress Reports.
e Submits Applications, Requests for Funds, and Progress Reports.
e Manages the Organization Documents, Organization Accounts, and Organization Document Availability sections.
e Signs Document Contracts.

Agency Administrator
e Enters/updates information/attachments on Applications, Requests for Funds, and Progress Reports.
e Downloads attachments from Applications, Requests for Funds, and Progress Reports.
e Manages the Organization Documents, Organization Accounts, and Organization Document Availability sections.
e Submits Applications, Requests for Funds, and Progress Reports.

Authorized Staff
e Enters/updates information/attachments on Applications, Requests for Funds, and Progress Reports.
e Downloads attachments from Applications, Requests for Funds, and Progress Reports.
e Manages the Organization Documents, Organization Accounts, and Organization Document Availability sections.

Partner Agency Staff
e Enters/updates information/attachments on Applications, Requests for Funds, and Progress Reports.
e Downloads attachments from Applications, Requests for Funds, and Progress Reports.
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System Login Page

oy NEW JERSEY
o — DEPARTMENT OF LABOR AND WORKFORCE DEVELOPMENT

GRANT CONTRACT

Vocational
Rehabilitation

N MANAGEMENT SYSTEM

Welcome to the State of New Jersey's Department of Labor System for Administering Grants Electronically Login
(SAGE) IGX!

Username
Because this is a new online management system, all new organizations will need to register with the system, ‘

Steps to Get Started:

Password

« Theinitial Registration for your organization must be completed by an Authorized Official (A0) for the organization
fr online systems administrator

deem appropriate

/submit reports and submit requests for reimbursement.

— “

Login Assistance

To visit our official website click the following lin

New User? Click Here

Go to the top

The IGX portal login page is organized into Welcome/Announcements, and Login sections.

Welcome/Announcements
This is the section where users are welcomed to the portal and allowed to view posted announcements. These
announcements may include links.

IGX Portal Login Section

The IGX portal login process requires a user to enter in a Username and Password to login.

NOTE: The password field is case sensitive and will not recognize characters of the wrong case. Precision when
entering the username into the username field will decrease the risk of error messages being generated by the
system.

Logging in to the IGX Portal

Username
The username is created by the new user during the registration process OR by the person adding this user to the
organization.

Password
The password is created automatically by the portal once a new user is added.

Submit Button
Push the Submit Button to log onto the IGX Portal.
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Trouble Shooting Issues Logging into the IGX Portal

Forgot Username
The IGX portal allows the user to request the retrieval of their username. To do so, complete the following steps:

1) Click on the Forgot Username/Password link

Login

Username

Please enter your username

Password

Login

Login Assistance

New User? Click Here

2) Click on the Forgot Username link.

Forgot Password

Email

Username

Clear

3) Enter the email address and click the email button. An email will be sent to that email address with the user’s
username.

“Locked Out”
A user has 5 allowed attempts to login. Once a user has exceeded these allowed login attempts for the portal, they are

“locked out”. The user may use the Forgot Password link to request a temporary password at any point. Instructions for
using the “Forgot Password” are provided below.
Forgot Password
The IGX portal allows the user to request a temporary password be generated and sent to their email address. To do so,
complete the following steps:

1) Click on the Forgot Username/Password link.

2) Enter the username and the email address. Click on the Email button. A temporary password will be sent to the

email address supplied.

9/17/20 Copyright © Agate Software, Inc. Page 6 of 29



New Jersey Department of Labor and Workforce Development IGX — Grantee User Manual Version 1.0

Forgot Password

Email

This field is required.

Username

This field is required.

Forgot Username
Clear

3) Once the user has received a temporary password, they will need to login.
NOTE: The password field is case sensitive and will not recognize characters of the wrong case. Precision when
entering the username into the username field will decrease the risk of error messages being generated by
the system.

4) At that point, the user will be brought directly to the Update User page. From here, they will need to enter any
account information not already filled in and update their password. The user can use Password and Confirm
Password fields that are available.

Password Confirm Password

New User
The IGX portal allows the user to request access to the system. To do so, complete the following steps:

1) Click on the New User? Register Here link.

Login

Username

Password

Login Assistance

MNew User? Click Here
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2) Fill in the required fields and any optional fields desired. Click on the Save button.
NOTE: Users registering by the New User link will need to be approved by pre-existing IGX portal users.

NOTE: If a user attempts to access the system before they have been approved, the system will show their
password as invalid.

New User Registration

Page instructions for the registration moda

First Name Middle Name
Last Name Prefix Suffix
| || a ~]
DUNS FEIN
| | | |
Organization Title
Address Address 2
State County
MNew |ersey W | | A ‘
City Zip Code
Email Phone
Phone 2 Fax
Cell Phone Website
Username
Password Verify Password
Motes
[ ]
Register
Legend

First Name (Required) — the first name of the registering user.
Middle Name — the middle name of the registering user.
Last Name (Required) — the last name of the registering user.
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DUNS (Required) — the DUNS number for the organization the user is registering with. Enter in the DUNS number and
click Search to locate the DUNS number for that organization.

Organization (Required) — the name of the organization the user wants to register under.

Title — the position title of the registering user.

Street Address (Required) — the street address of the organization the user is registering for.

State (Required) — the state drop-down selection for the state of the registering user’s organization.
County (Required) — the parish drop-down selection for the parish of the registering user’s organization.
City (Required) — the name of the city of the registering user’s organization.

Zip Code (Required) — the zip of the registering user’s organization.

Email (Required) — the email address of the registering user.

Phone (Required) — the phone number of the registering user.

Phone 2 — the secondary phone number of the registering user.

Fax — the fax number of the registering user.

Cell Phone — the cell phone number of the registering user.

Website — the website address provided by the registering user.

Username (Required) — the username the registering user wishes to register for.

Password/Verify Password (Required) — the password the registering user wishes to register for.
Notes — a field for any notes entered during registration.
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User Information

Once a user is in the IGX portal, their Profile page, and a list of organizations the individual belongs to is visible.

Profile
.

Profile

Basic Information
First Name Middle Name
| Brad | Lopez |
Last Name Frefix Suffix

lersey ‘ ‘ Dr. v| ‘ 5r. v‘

Title

| CFO |

Contact Information

Primary Phone Secondary Phone

| (989) 555-4158 | | |
Cell Fax

| | | (989) 555-4157 |
Web5ite

agatesoftware.com |

Emnail

| noreply@agatesoftware.com |

Address Information

Street Address

‘ 123 main street ‘

Address2

State County

| Michigan V| | Alcona County V|
City ZIP

| Okemos | 43564 |

Basic Information Legend

First Name — the first name of the individual.

Middle Name — the middle name of the individual.

Last Name — the last name of the individual.

Prefix — an optional prefix for the individual.

Suffix — an optional suffix for the individual.

Title — the position title for the individual.

Primary Phone — the primary phone number for the individual.

Secondary Phone — the optional secondary phone number for the individual.
Email — the email address of the individual.
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Address Information Legend

Street Address — the street address for the individual.

City — the city the individual’s street address is in.

State — the dropdown menu of the state the individual’s street address is in.
Zip — the zip code the individual’s street address is in.

Parish — the dropdown menu of the parish the individual’s street address is in.

Organizations

This section contains a table with the role the individual has been assigned for that organization, the active date field,
the inactive date field, and the name of the person who assigned that individual to the organization.

NOTE: A person can have multiple organizations listed.

Organizations |+ |

Essex County College

Role Mame Active Date Inactive Date Assigned By

7772014

Authorized Official Il

Mercer County Board of Social Services

Role Mame Active Date Inactive Date Assigned By

Authorized Official 10/1/2015
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Home

The Home page is the landing page for IGX portal users, as seen in the image below. On the home page, you will see the
dashboard. From this screen, the rest of the system can be navigated.

searches - Brad Jersey -

Dashboard

Use the below panels to work with your Grants and Funding Opportunities.

My Tasks My Opportunities
> Filter > Filter

v My Tasks [ = | ¥ My Opportunities

Proy

Description

Name Document Type.

NJSAGE Tesz Org 1

e i NJSAGE TestOrg 1 Grant Funds Assistive Technalogy Application Assistive Technalogy Application
Encumbered 2022
Application NISAGE TestOrg 1 Revisions/Signatures Eligible Training Provider List (ETPL) Eligible Training Provider List (ETPL)
Required Anplication Anplication

LWD Expenditure Essex County College Repo 2/2/2021 9:54:57 AM
Report
DVRS Reporting NISAGE Test Org 1 42072021 1
1
-EssexCounty Co-1  ETPL Application Essex County College  Application in Process  7/23/2021 10:27:32
AM
LWD Expenditure Monmouth County  Expenditure Reportin  12/10/20203:34:20
Report Frocess M
LWD Expenditure NISAGE TestOrg 1 Expenditure Report in
Process

ETPL Application NISAGE Test arg 1 Application in Process  7/26/2021 1:02:25 PM

Navigation Tabs

Home
This is a navigation link that will return the user to the Home page from any location in the system.

Searches
This is a navigation link that will allow the user to conduct document searches for their specific organization. The user
can access this link from anywhere in the system.

Menu Options

e Applications
e Program Income
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lcons
Theme . . . . .
Setting This button switches the theme visible from black and white to color and vice versa.
Training . . - . . .
Materials Clicking this button will display the training materials provided by VTCCVS.
Help L . . . .
Menu Clicking this button allows general help tips to display about the current item selected.
Clicking on the user’s name allows the user to access the Profile, Messages, and
Name Logout links. If the user is also on the Dashboard, they will be shown the Edit
Dashboard option as well.
Dashboard
My Tasks

The My Tasks panel on the dashboard will show the user active, required tasks that have been assigned to them. This
panel also allows the user to initiate a related document (like a report or requisition). This area can be filtered using the

Filter function.

My Tasks
> Filter
v My Tasks B

Info Name

Document Type

Organization

Status Date

Due Date

o Application MNISAGE Test Org 1 Grant Funds 10/ 1072017 10:07:52
Encumbered AM
o Application MNJSAGE Test Org 1 Grant Funds 9/25/2018 1:27:59 PM
Encumbered
Application MNISAGE Test Org 1 Revisions/Signatures 10/2/2018 3:18:38 Ph
Required
LWD Expenditure Essex County College  Expenditure Reportin 27272027 9:54:57 AM
Report Process

9/17/20 Copyright © Agate Software, Inc.
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Using the My Tasks Filter

To use the My Tasks Filter on a list of tasks assigned to the user, please follow these instructions:
1. Select the > sign next to the Filter header.
2. Enter data into any of the search fields and/or select an option from the Type drop-down.
3. Select the Search button.

v Filter
Mame Organization
Type Status

Search

I ‘

My Opportunities
The My Opportunities panel allows the user to start grant opportunity documents such as applications. This will show a
list of all eligible opportunities for the user to initiate.

My Opportunities

> Filter

v My Opportunities

Provider Availability Description
Apprenticeship Network Coordinator  New Jersey Department of Labor 3/1/2021 12:00:00 PM - ANC
Application 2022 and Workforce Development (LWD)
Assistive Technology Application New Jersey Department of Labor B/22/2021 12:00:00 AM - Assistive Technology Application
2022 and Workforce Development (LWD) 2022
Eligible Training Provider List (ETPL) New Jersey Department of Labor 7/23/2027 12:00:00 AM - Eligible Training Provider List (ETPL)
Application and Workforce Development (LWD) Application

Starting a Document Opportunity
To start/initiate a grant opportunity document, please follow these instructions:
1) Select the grant opportunity name in the Name column. This brings up the document initiation agreement modal
with information specific to the grant opportunity and the Agree or Decline buttons.

9/17/20 Copyright © Agate Software, Inc. Page 14 of 29



New Jersey Department of Labor and Workforce Development IGX — Grantee User Manual Version 1.0

Youth Corps Application 2023

Provided By: MWew Jersey Department of Labor and Workforce Development (LWD)
Provided To: MN|SAGE Test Org 1

Application Availability Dates: 8/30/2021 12:45:00 AM - 11/30/2021 7:15:00 AM

Due Date: MIA

Description

The following grant opportunities can be applied for via our LWD Standard application:
Youth Corps

Please refer to the Notice of Grant Opportunity for the requirements to apply.

Agreement Language:

est of my knowledge and belief, the information contained in the application is true and correct. The document has been duly authorized by the governing body of the
will comply with the Standards Assurances and Certifications and General Provisions provided via the Notice of Grant Qpportunity if funding is awarded. | have

read the Standards Assurances and Certifications and General Provisions.

2) Select the Agree button to initiate the application for the grant opportunity.

Working on a Document Opportunity
Start/Initiate the grant opportunity using the instructions in the previous section.
NOTE: The default page for the application is the Document Landing Page.

The Document Landing Page
The Document Landing Page contains several sections on the left side of the screen and the New Note button in the
upper right-hand corner.

Home Searches - 0 Brad Jersey -

New Note

PTR-R2-2022-NJSAGE Test Org

100083 Document Landing Page

Forms

ssssss

Tools

>
>
9 statusOptions
>

Related Documents

Document Details

The Document Details section provides information related to the specific document including the grant opportunity
name, application or document number, document status, the name of the organization, the role of the user currently
logged in, and both the Period Date and Due Date.

New Note Button
The New Note button allows a user to leave a note for other users within a specific document.

Application Link
The number listed above the Forms header is the application number or document number. It also functions as a
hyperlink to direct the user back to the Document Landing Page.
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PTR-R2-2022-NJSAGE Test Org
1-00093

9 Forms

¥ Tools
9 Status Options

¥ Related Documents

Forms Menu
The Forms Menu is divided into sections containing individual forms for the user(s) to fill in and complete. There are
drop-down arrows next to the Forms Menu header that allow the forms to be hidden and other sections uncovered.

PTR-R2-2022-NJSAGE Test Org
100093

Forms

Tools

Status Options

Related Documents

Legend

Forms — the list of forms that are available for the grant opportunity.

Tools — a list of tools available to the user to utilize on the document.

Status Options — a list of possible status options to apply to the application. This list will vary for each user, depending
on which role the user is logged in as and current status of the application.

Related Documents — a list of related documents, such as progress reports, that are associated with the application.
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Document Opportunity Forms

Forms

On the Forms Menu of a specific document, the forms that are associated with the grant application are listed for the
user. The Forms Menu is where most of the work is completed within the system. This section contains the forms
necessary to complete before submitting a proposal.

PTR-R2-2022-NJSAGE Test Org
1-00093

% Forms

Application
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1) To access a form, select the form name to view, edit and complete the form. Use the SAVE button to save
entered data.

Home Searches -~ O Brad Jersey -~

NewNote | Save

PTR-R2-2022-NJSAGE

Test Org 100063 Applicant Information

v Forms

Application Training Application For:* @) pathways to Recovery (°TR)

Applicant Information (m]
Company Information

Local Address:

9 Tools

Highest Officil at Location

9 status Options

Prefix o
2 feaRdBeciment r

Phone

Legend
New Note — allows the user to create a new note for other users to view.
NOTE: For more information, please see the Note section in the Tools area.

Save — allows the user to save the form. This saves data that has been entered into the system.

Add — allows the user to create an additional instance of the form. It is the digital equivalent to being handed an extra
piece of paper of a specific form to staple to an existing packet of forms.

Delete — allows the user to delete the instance of the form that is visible to the user. Clicking on the Delete button will
clear out the fields on the form (including any uploaded attachments).
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Tools
The Tools section contains a list of customized tools available to the user depending on the role that has been assigned
to the user.

% Tools

Landing Page

Add/Edit People

Status History

Attachment Repository

Modification Summary

Document Validation

Notes

Print Document

Legend Summary

Landing Page — the default application document page.

Add/Edit People — allows the user to add/edit people associated with a specific document.

Status History — allows the user to access a history of the status(s) of a specific document.

Attachment Repository — allows the user to access a list of stored attachments that have been saved to the specific
document.

Notes — allows the user to create/view/edit notes for a specific document.

Print Document — allows the user to create a PDF of the document to save or print.

Landing Page
Selecting this link will return the user to the Document Landing Page.

Document Add/Edit People
This tool allows authorized users to view current assigned users and add/edit people assigned to the document.

9/17/20 Copyright © Agate Software, Inc. Page 19 of 29



New Jersey Department of Labor and Workforce Development IGX — Grantee User Manual Version 1.0

Document Add/Edit People

Add or Edit people assigned to the document.

Template Instance Process
Pathways to Recovery Application 2022 Pathways to Recovery Application 2022 - Round 2 Application
Document Name Document Status
PTR-R2-2022-N]SAGE Test Org 1-00093 Application in Process
Organization Your Role Due Date
Authorized Official 1/1/2022 11:59:00 PM
. .
v People Assigned to this Document

Person Organization Active Dates Assigned By

Admin, Brad Mercer County Board of Social Agency Administrator 09/17/21 - Grant System
Services, NJSAGE Test Org 1

Adding/Assigning People to the Document
To add/assign a person to the specific document, please follow these instructions:
1) Select the il button on the People Assigned to this Document row, in the upper right-hand corner of the panel.
2) This will allow the user to search for an existing user in the system. Enter the search criteria, you may search by
Name, Role, and Organization Name. Then select Search, to return search results.

Document Person

Document Person Search

Name Role Organization Name

Clear Search
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3) Select the Document Role from the drop-down list and set an Active Date. You may also set an Inactive Date for
the user if there is a specific timeframe the user should be active on the document, otherwise you may leave
this field blank.

NOTE: If an inactive date is set, the user will no longer be allowed to work on the document after the date

selected.

v Document Person List

Person Name Organization(s) Document Role Active Date Inactive Date

NJSAGE_DOT
(DOT_Local Aid Program

Manager)
ALPHA, TEST MJSAGE Test Org 1 v I:I -

(Authorized Official)
Test Org BG (External
Reviewer)

4) Select the Save button.

Editing People Assigned to the Document
To edit the role or active dates of a user assigned to the specific document, please follow these instructions:
1) Select on the Pencil button on the right-hand side of the panel. This will bring up the users document person

information.

v People Assigned to this Document

Person Organization Active Dates Assigned By

Admin, Brad Mercer County Board of Social Agency Administrator 09/17/21 - Grant System
Services, NJSAGE Test Org 1

2) Select a role from the Role drop-down list and/or modify the Active or Inactive dates for the user.

Document Person

rson

(1]

Admin, Brad

Role

Agency Administrator

']
|-
[aT)
m

Active Date nactiv

E EIII-.I ?Illecz I E
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3) Select the Save button.
Status History

This tool allows the user to view the status of the document — including the Status name, Date/Time the document had
that status, and the name of the Person who changed the status of that document. There is also a column for Notes,
this is a record of notes provided by the user that applied the status change for the document.

Document Status History

View or export document status history.

Template Instance Process
Pathways to Recovery Application 2022 Pathways to Recovery Application 2022 - Round 2 Application
Document Name Document Status
PTR-R2-2022-NJSAGE Test Org 1-00093 Application in Process
Organization Your Role Due Date
Authorized Official 1/1/2022 11:59:00 PM

v Document Status History [ 2 |

Status Date/Time Person

Application in Process an

/2021 11:02:48 AM Brad Jersey

Attachment Repository
This tool allows the user to view files that have been added and saved as attachments throughout the document.

Document Attachments

View and export files uploaded within the document.

Template Instance Process
Pathways to Recovery Application 2022 Pathways to Recovery Application 2022 - Round 2 Application
Document Name Document Status
PTR-R2-2022-N|SAGE Test Org 1-00093 Application in Process
Organization Your Role Due Date
Authorized Official 1/1/2022 11:59:00 PM

v Attachments

Form Name Field Name . Zip Attachment Link
Miscellaneous Attachments filz D PagePrintversion (75).pdf
Miscellaneous Attachments fil2 D PagePrintVersion (72).pdf
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Document Modification Summary
This tool allows the user to view and/or download the modification summary of the document.

Document Modification Summary

Select two version dates to compare.
Any field values that differ between the two versions are displayed grouped by page.

f repeatable values are used, columns on the right will display to identify the field position.

* F-Field
* R-Row
® S-section
* P-Panel
Template Instance Process
Pathways to Recovery Application 2022 Pathways to Recovery Application 2022 - Round 2 Application
Document Name Document Status
PTR-R2-2022-NJSAGE Test Org 1-00093 Application in Process
Organization Your Role Due Date

Authorized Official 1/1/2022 11:59:00 PM

. Version B
Version A ‘ v version & Current "‘ m

Miscellaneous Attachments Last modified by Brad Jersey

On: 9/17/2021 11:22:26 AM

Field Name Version A - 1/1/0001 12:00:00 AM Version B - Current Difference (if numerical)

varDescript2 Document 1 1
fil2 PagePrintversion (75).pdf 1
varDescript2 Document 2 2
fil2 5002187, 2

This document has not been versioned.

Notes
This tool allows the user to add/edit notes on the document.

Format A B I U s
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Adding a New Note
Please use the following instructions to create a note on the document.

1) Select the New Note button in the upper right-hand corner. The New Note button is available for selection from
any location within the document.

Home Searches ~ o Brad Jersey ~

New Note

PTR-R2-2022-NJSAGE

Tost Org 100083 Document Landing Page

View document details.
Forms
Template Instance Process

Tools Pathways to Recovery Application 2022 Pathways to Recovery Application 2022 - Round 2 Application

Document Name Document Status
PTR-R2-2022-NJSAGE -0009 5 5
Status Options TR-R2-2022-NJSAGE Test Org 1-00093 Application in Process

Organization Your Role Due Date
Related Documents NJSAGE Test Org 1 Authorized Official 17142022 11:58:00 PM

2) Enter the notes to add to the document in the empty text field.

Format v B I U oy

3) Select the Paperclip icon to add attachments to the note (optional).
4) Select the Paper Airplane icon to SAVE the note.

Additional Fields
& Attachment(s) This tool allows the user to add attachments to the note.

p Editor This tool allows the user to edit a note.

4 Save Note This tool allows the user to save the note.

Locating a Note
Once a note is created, it is stored and can be found in the Notes section of the Tools menu.
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To access the note, please follow these instructions:

1) Inthe Tools section on the left side, Select the down arrow on the Forms section to minimize that section from
view.

2) Select the Notes link in the Tools section, this will direct you to the Notes landing page.

3) From this screen, you can search for any existing notes that are associated to the document by using the
magnifying glass icon to perform the search.

4) Enter the keyword or specific text to search for and select the Search button.
5)

Notes Q New Note

nstructions go here

Format v|[B|I|U/<|¢E

Erad Jersey - 9/17/2021 11:28:04 AM

Is dry very green forth. Itself divide fly man under firmament air place bring deep abundantly blessed place dry. Herb. Can't face darkness unto. Fish rule, saying upon don't the them night i.

[ ]
[a]

It for fill first he living. Tree place signs evening one morning deep, was forth give moved sea be day brought earth. Man whose you're which he spirit moving.

From lights called for saying lesser behold behold gathered. Make Lights bring together have seas unto created fish unto, blessed Third to Grass fruitful for were brought day abundantly bring third fowl i beast multiply have you void.

Format v| B| I U <« = i=

Updating a Note
1) Select the Notes link in the Tools section, this will direct you to the Notes landing page.

Notes Q

nstructions go here

Format v|[|B I U < i= i=

Brad Jersey - 9/17/2021 11:28:04 AM

Is dry very green forth. Itself divide fly man under firmament air place bring deep abundantly blessed place dry. Herb. Can't face darkness unto. Fish rule, saying upon don't the them night i.

It for fill first he living. Tree place signs evening cne morning deep, was forth give moved sea be day brought earth. Man whose you're which he spirit moving.

From lights called for saying lesser behold behold gathered. Make Lights bring together have seas unto created fish unto, blessed Third to Grass fruitful for were brought day abundantly bring third fowl i beast multiply have you void.

Format v B I U < ==

(e ]4]

2) Select the ... icon on the right side of the saved note. This will bring up the Edit and Delete tool buttons.

- # Edit
W Delete
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3) Select the Edit button to modify the stored text in the note. This will open the modal to the stored note.

Brad Jersey - 9/17/2021 11:28:04 AM

Format v B I U «

>
/

Is dry very green forth. Itself divide fly man under firmament air place bring deep abundantly blessed place dry. Herb. Can't face darkness unte. Fish rule, saying upen don’t the them night i.

It for fill first he living. Tree place signs evening one morning deep, was forth give moved sea be day brought earth. Man whose you're which he spirit moving.

From lights called for saying lesser behold behold gathered. Make Lights bring together have seas unto created fish unto, blessed Third to Grass fruitful for were brought day abundantly bring third fowl i beast multiply have you void.

4) Select any of the text field editors to adjust the formatting and/or the contents of the note. You may also select
the Select button to add any attachments to the note. Make the necessary modifications.
5) Select the Paper Airplane icon to SAVE the updates to the note.

Deleting a Note

1) Select the Notes link in the Tools section, this will direct you to the Notes landing page.
2) Select the ... icon on the right side of the saved note. This will bring up the Edit and Delete tool buttons.

= " Edit
W Delete

3) Select the Delete button to delete the previously saved note.

Replying to a Note

1) Select the Notes link in the Tools section, this will direct you to the Notes landing page.
2) Click into the Reply field under the stored note to reply and enter the response.

Brad Jersey - 9/17/2021 11:28:04 AM - edited - 3/17/2021 11:30:57 AM

Is dry very green forth. Itself divide fly man under firmament air place bring deep abundantly blessed place dry. Herb. Can't face darkness unto. Fish rule, saying upon don't the them night i.

It for fill first he living. Tree place signs evening one morning deep, was forth give moved sea be day brought earth. Man whose you're which he spirit moving.

Format v | B I U ¢ =

From lights called for saying lesser behold behold gathered. Make Lights bring together have seas unto created fish unto. blessed Third to Grass fruitful for were brought day abundantly bring third fowl i beast multiply have you void.

This is a note for this specific document. Please review the provided notes for more information|

3) Enter the response to the Reply section and then select the on the Paper Airplane icon to SAVE the reply.
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Print Document

This tool allows the user to create a PDF version of the document to save onto the user’s computer and/or print out.
Each form has the option to be included in the printout (with both questions and saved answers), excluded in the
printout, or including a blank version of that form.

Include Exclude Include Blank
Copy
ALL o I/_\I |fJ\|
- \_/ S

OR

Applicant Information () '
F: L L
; ; T N
Project Location o () ()
Previous Fundin () M
g A A
Ty Y
Contract Cost o () ()
Y Y
Cost Summary o () ()
Required Documents o () )
o - A Ly
: A Yy Yy
Miscellaneous Attachments o ) )
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Status Options
The Status Options section allows users with the appropriate permissions to submit/push document(s) to the next

status, etc. Selecting the Status Options link will show possible statuses that are available for the user to choose from.
This will allow the user to submit the application and/or move the document through grant process.

W Status Options

Related Documents
The Related Documents section is where the user can access and initiate documents such as Requests for Funds or

Progress Reports.

Initiating a Report
To initiate a report, please follow these instructions:
1) Navigate to the grant document using the searches tab.
2) Close the Forms, Tools, and Status Options sections.
3) Select the Initiate Related Doc button available in this section.

% Related Documents

P Initiate Related Doc

4) This will bring up the Initiate Related Document pop-up.
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Initiate Related Document

Select a parent document and available related document. Use the Create button to initiate the related document.

Document Identifier

Parent Document

DWRS-RCC-2021-NJSAGE Test Org 1-00011 hd

Available Documents

Regional Career Centers Quarter 1 Activity Report 2021 v

5) Select your application from the “Parent Document” dropdown list provided.

6) Select your sub-document from the “Available Documents” dropdown list provided.

7) Click the Create button.

8) You will be automatically navigated to the Document Landing Page of your new document when it is finished

being created.
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