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1. CREATE A PMR IN EGRANTS

Log into Egrants at https://www.pccdegrants.pa.gov/Egrants/Login.aspx.

Enter your Keystone Login credentials to log in to Egrants

Powered by

w KEYSTONE LOGIN

If you have an existing CWOPA\ or MUSER\ account, you can continue to sign in using that account information.
If you have already signed up for Keystone Login through another state agency’s data-system, please use your Keystone Login information to

sign in below.
All other Egrants users who do not have a Keystone Login account should click the Register link below.

Keystone Login
UserName

Keystone Login
Password

Forgot Password?
Forgot UserName?
Mot Registered? Register as a new Keystone Login user


https://www.pccdegrants.pa.gov/Egrants/Login.aspx

On the Main Menu, click the top menu item link which reads “To access an existing project (Grant
Application, Continuation Application, Modification...) or create/update reports such as the Program Report,
Fiscal Report, or Inventory Report (Project Management tab).”

Welcome to PCCD Egrants!

Please select a menu tab or prompt link to continue

CLICK HERE | To access an existing project (Grant Application, Continuation Application, Modification...) or create/update reports such as the Program Report, Fiscal Report, or Inventory Report (Project Management tab).

CLICK HERE To create a new Application (or Concept Paper) in response to a Funding Announcement (Funding Announcement tab).

CLICKHERE To view any Alerts and/or Tasks assigned to you (Work Manager tab).
CLICK HERE To update your profile information (Name, Address, Phone Number...) or to request security in order to maintain or view grants for your organization/county (User Management tab)
CLICKHERE To Subscribe to receive an email when new granting opportunities become available.

CLICK HERE To Unsubscribe from Email notifications when granting opportunities become available.
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On the right side of the Project Management Search page, you’ll see a menu titled Quick Searches. Click on
the linked titled Awarded Projects - Active.

PROJECT MANAGEMENT SEARCH

Search Criteria: Quick Searches
Grant ID: Applications In Process (0)
Applicant Agency: | [All] v Awarded Projects - Active (1)
Recipient Agency:
Funding Announcement: | [All] v
Keywords: | [All] v

Search




Information about your active grants will appear below the Search Criteria section. Click on the Grant ID link

that matches the grant you want to modify.

PROJECT MANAGEMENT SEARCH

Search Criteria:

Grant |D:
Applicant Agency: | Sample School District *
Recipient Agency:
Funding Announcement: | [All] v
v

Keywords: | [All]

Applicant Agency
S50 School Safety Project

Grant 1D
Sample School District

20047




Click the Create Project Modification Request (PMR) button located on the Project Summary page.

S50 School Safety
Froject

School Safety and
Security Grant Program

Grant ID:; 29947 Project Title:

Status: Open - Awarded Fund Announcement:

PROJECT SUMMARY
CLICK HERE To enterfupdate/view a Program, Fiscal, or Inventory Report for this grant (Monitoring menu item).
CLICK HERE To view any Audit Information for this grant (Audit menu item).
CLICK HERE To view the current financial information for this grant such as payments and funding sources (Fiscal Details menu item).

CLICK HERE To view the reporting reguirements for this grant such as when fiscal reports are due (Eepording Requirements menu item).

Select the document link to access the details {i.e. Budget, Main Summary, Contract report...).
Status

Application 11172018 - 10/3172019 Open - Awarded oe

View lssues/Comments




The PMR confirmation page lists all requirements that need to be met to successfully
submit a PMR. Review this page thoroughly before clicking the continue button.

Create Project Modification Request (PMR) Confirmation

All Project Modification Requests must be submitted in Egrants, and the original, signed document must be postmarked prior to the termination of the project period. Project modification
requests will not be accepted by Egrants after the end of the project period and PCCD will not review or approve project modification requests if the original signed document is
postmarked after the end of the project period.

Flease complete all sections (Summary, Budget, Justification and Performance Measures) by entering the requested changes and switching the section status to complete. If you have no changes to
make to a particular section, just change the section status to complete. Once all section statuses are marked complete, click the Submit Modification button to transmit your project modification request
to PCCD for consideration.

Your modification is not considered officially submitted until you click the submit button and the status changes to Open-Received and your signed modification request is received by
PCCD. PCCD should receive the original, signed page one and, if required, page two within 10 days of the submission of a modification request through Egrants.

For ALL modification requests, you must print page one and possibly page two as discussed below. Click the Preview Signature Page bution at the bottom of the modification summary screen to print
your signature pages (pages one and fwo). The Project Director and Financial Officer must sign page one. Page two may or may not be required as discussed below:

Signatures are required on page two of the request in the following situations:
1. A requested modification to the project period
2. A requested modification to the total award amouni
3. Arequested change of the project’s scope or objective

IT page two is required, you must mail the original signed page two along with page one. An official of the applicant agency with the authority to sign contracts on behalf of the applicant agency (i.e.
County Commissioners, President of the Board of Directors, etc.) must sign page two. An appropriate attesting officer (i.e. County Chief Clerk, Secretary of the Board of Directors, etc.) must also sign this
page.

Mail Signature Page(s) to:

Pennsylvania Commission on Crime and Delinquency
Grants Management

P.O. Box 1167

Harrisburg, PA 17108-1167

These instructions will also be available by clicking the Help button in the upper right corner of the modification summary screen.

Press Continue to create the PMR
Press Cancel to Abort

Continue Cancel




2. COMPLETE MAIN SUMMARY INFORMATION SECTION

On the Modification Summary page, you’ll see three sections which need to be completed before you can
submit your PMR. Click on the first section titled Main Summary Information.

MODIFICATION SUMMARY

Flease complete all sections and click the Submit Modification Bution to transmit your modification reguest to PCCD for consideration.

Section Name Status Point Value Last Update

Main Summary_Information In Process 0 62002018 1:33:17 PM
|Budget Detail In Process 15 62002018 1:33:17 PM
Performance Indicators In Process 0 62002019 1:33:17 PM

View Contract || Preview Signature Page || Submit Modification || Withdraw Modification || View lssues/Comments || Cancel




Complete all of the highlighted fields of the Modification Details page then click Save.
* Completion Status field must be “Complete”
* Submitted By field must list the person submitting the PMR
* Project End Date field must list grant end date

« Justification of Requested Modification field must clearly state what modifications are being made to the

project and include a detailed description of why the changes are necessary

Section Point Value: 0
Completion Status: Complete ¥

SubGrant ID:
Applicant Agency:

FID #:
Recipient Agency:

Project Director:
Financial Officer:
Primary Contact:

MODIFICATION DETAILS

Created By: Mrs. Phyllis Cull
Last Update By: Mrs. Phyllis Cull

2018-SS-03
Sample School District - Part B

256010627

Sample School District - Part A
Sample School District - Part B

Dr. Corden Naytor Details
Mrs. Phyllis Cull Details
Dr. Corden Naytor Details

Additional Contacts (0-PCCD)

Program Staff Contact: Ms_Angela Crater
Fiscal Contact: Mr. Gregory J. Harhigh

Justification of Requested Modification:

Listing of Signatories
Add New Signatory

Mr._John Hansen Superintendent

Phase: Initial

Submitted By: * Mrs. Phyllis Cull

Application Award Date: 10/30/2018
Project Start Date: * 11/1/2018

Commission Meeting:

Resubmitted Date:

*

ystem will time out at: 08:48°46 A

Created Date: 6/20/2019 1Eaﬂ'avm time: 19:23
Last Update Date: 6/21/2019 3:10:02 PM

Change Applicant

Add Recipient

Submitted Date: *

Modification Award Amount:
Project End Date: * 6/30/2021

Signature Page Received Date:

Returned Date:

Sample School District has completed the purchase and installation of the indoor cameras budgeted in Part A of this grant project. Through competitive bidding the actual cost of these indoor cameras was
$3,000.00 less than what was estimated in the original budget. After discussion with the Sample School District board, it has been decided that the best use of these excess funds is to be put towards the cost of
our next School Safety and Emergency Preparedness Assessment. This assessment will be completed within the project period and the assessor will be selected through a request for proposal that has not yet

been released.

Save  Save And Continue Editing

Delete

Cancel




3. COMPLETE BUDGET DETAIL SECTION

Back on the Modification Summary page, click on the section titled Budget Detail.

MODIFICATION SUMMARY

FPlease complete all sections and click the Submit Modification Bution to transmit your modification request to PCCD for consideration

Section Name Point Value Last Update

Main Summary Infonmation Complete 0 6/21/2019 10:34:26 AM
Budget Detail In Process 15 6/21/2019 8:01:04 AM
|Performance Indicators In Process 0 6/21/2019 8:01:14 AM

View Contract || Preview Signature Page || Submit Medificatior it fication || View lssues/Comments || Cancel




Click on the Recipient Agency budget that will be modified.

BUDGET DETAILS

Section Point Value: 15 Created By: Mrs. Phyllis Cull Created Date: 6/20/2019 1:33:17 PM
Completion Status: Complete v Last Update By: Mrs. Phyllis Cull Last Update Date: 6/25/2019 1:33:25 PM
BY RECIPIENT AGENCY Current Subgrant Budget Requested Subgrant Budget Net Change Dollar Amount
Sample School District - Part A (Agency Budget) 25,000.00 25,000.00 0.00
Sample School District - Part B (Agency Budget) 46,600.00 46,600.00 0.00
Total: 2 71,600.00 71,600.00 0.00

This guide is following the example of Sample School District’'s modification of their Part A budget. Please note:
* PMRs can include the modification of any part of the grant budget

« See the Funding Announcement for information on eligible activities.

« All modification eligibility questions should be sent to RA-CD-SSSC@pa.gov.

* Money must stay within each respective budget; it is not possible to move money between Part A and Part B.



https://www.pccd.pa.gov/schoolsafety/Documents/School%20Safety%20and%20Security%20Grants%20(Sept%207%202018)%20MERGED.pdf
mailto:RA-CD-SSSC@pa.gov

On the New Budget Summary page, click on the title of the budget Category where funds are being modified.

Grant ID: 29947 Project Title: SSD School Safety Project
Status: Open - Draft Fund Announcement: School Safety and Security Grant Program

NEW BUDGET SUMMARY

BY CATEGORY YEAR1 YEAR2 TOTAL

Personnel 0.00 0.00 0.00
Employee Benefits 0.00 0.00 0.00
Travel (Including Training) 0.00 0.00 0.00
Equipment 0.00 0.00 0.00
Supplies & Operating Expenses 25,000.00 0.00 25,000.00
Consultants 0.00 0.00 0.00
Construction 0.00 0.00 0.00
Other 0.00 0.00 0.00

Total: 25,000.00 0.00 25,000.00

Cancel




Click on the title of the Line Item where funds are being modified.

SUPPLIES & OPERATING EXPENSES

Justification:
Purchasing and installing a new video surveillance system will incur costs for labor, cameras, associated software, software licenses, appropriate cable, and mounting brackets.

Add New Line
Year 1 Cost Year 2 Cost
S Current New Current New Total
Indoor Cameras (D30-HW). 10,750.00 7,750.00 0.00 0.00 7,750.00
Outdoor Cameras (D50-HW)_ 5,500.00 5,500.00 0.00 0.00 5,500.00
Software License 8,750.00 8,750.00 0.00 0.00 8,750.00
Total: 25,000.00 22,000.00 0.00 0.00 22,000.00

Save | Cancel

In this example, Sample School District’s is modifying their Indoor Camera costs. Please note:
« Although the title of the table column may change from category to category, all individual costs are considered line

items
* You may modify multiple line items in a PMR




Click on the Pencil Icon of the budget year being edited.

SUPPLIES & OPERATING EXPENSES BUDGET LINE ITEMS

Created By: Mrs. Yvonne Teed, None E{:’awd Date: 10/10/2018 4:14:16

Last Update By: Mrs. Phyllis Cull Last Update Date: 6/2012019

13317 BPM
Current Supply Item: Indoor Cameras (D30-HW) New Supply Item: * [Indoor Cameras (D30-HW)
(" Current Year 1 y
Unit Cost per item * Quantity * % Applied to Grant * Cost
430 %25 % 100.00 10,750.00
(" Current Year 2 f
Unit Cost per item * Quantity * % Applied to Grant * Cost
0 ®0 % 0.00 0.00
Total Line ltem Cost (All Years): 10,750.00

Save || Save And Add Another | | Cancel



Enter the budget changes in the newly opened fields. Once complete, click the Save button.

SUPPLIES & OPERATING EXPENSES BUDGET LINE ITEMS

Created By: Mrs. Yvonne Teed, Mone (Fi'\r;ated Bate’ 10HOR01S 11405

. - Last Update Date: 6/20/2019
Last Update By: Mrs. Phyllis Cull 13317 BM

Current Supply Item: Indoor Cameras (D30-HW) New Supply ltem: * (Indoor Cameras (D30-HW)

(" Current Year 1 @
Unit Cost per item * Quantity * % Applied to Grant * Cost
430 X 25 ¥ 100.00 10.750.00

New Year 1
Unit Cost per item * Quantity * % Applied to Grant * Cost
310.00 x|25 <|100.00 7,750.00
(" Current Year 2 ?
Unit Cost per item * Quantity * % Applied to Grant * Cost
0 x0 % 0.00 0.00
Total Line ltem Cost (All Years): 7.750.00

Save = Save And Add Another | | Cancel

In this example, Sample School District is changing the amount each Indoor Camera cost to reflect the

actual cost of the item. Please note:
Egrants does not allow for the deletion of a line item. In place of deletion, enter O (zero) in the Unit Cost

Per Item, Quantity, and % Applied to Grant fields.
Year 1 and Year 2 are edited separately. If you are adjusting funds in Year 2, click on the Pencil lcon

located next to Current Year 2.




Back on the New Budget Summary page, click on the budget Category where modified funds will be added.

Grant ID: 29947 Project Title: SSD School Safety Project
Status: Open - Draft Fund Announcement: School Safety and Security Grant Program

NEW BUDGET SUMMARY

BY CATEGORY YEAR1 YEAR2 TOTAL

Personnel 0.00 0.00 0.00
Employee Benefits 0.00 0.00 0.00
Travel {Including Training) 0.00 0.00 0.00
Equipment 0.00 0.00 0.00
Supplies & Operating Expenses 22,000.00 0.00 22,000.00
Consultants 0.00 0.00 0.00
Construction 0.00 0.00 0.00
Other ' 0.00 0.00 0.00

Total: 22,000.00 0.00 22,000.00

Cancel

In this example, Sample School District is moving expenses from the Supplies & Operating Expenses
category to the Consultants category.




Enter a Justification that provides sufficient detail on the what, why, how, and when of the line item being
added. Once the justification has been completed, click the Add New button.

Grant ID: 29947 Project Title: SSD School Safety Project
Status: Open - Draft Fund Announcement: School Safety and Security Grant Program

CONSULTANTS
Justification:

Sample School District's current School Safety and Emergency Preparedness Assessment was conducted in 2014. In discussing how to most effectively spend
funds left over from the purchase of indoor cameras, the School Safety and Security Coordinator and Board have agreed that an updated Assessment would be
the best use of these funds. This grant funding will partially fund the assessment with other funding being utilized to cover the rest of the expense. A
consultant will br hired through a request for proposal which has yet to be released, however this assessment is planned for completion within the 2028-
2021 school year.

Add New Consultant




Click the Pencil Icon of the grant year in which the funds will be expended. Complete all of the
corresponding fields of the Budget Line Item then click Save.

CONSULTANTS - CONSULTANT EBUDGET LINE ITEMS

Created By: g:::TEd

Last Update

Last Update By: Date:

Current Name / Position:  New Name / Position: * | To Be Hired

Current Service Provided: New Service Provided: * |School Safety and Emergency Preparedness Assessment

¢ Current Year 1 &

Cost per * Duration * Cost
= e ¥ =
- &,
( Current Year 2 2
Cost per* Duration * Cost
= Y =
New Year 2
Cost per * Duration * Cost
50 Hour Day Flat Fee X |60 Hour(s) 3,000.00
Total Line Iltem Cost (All Years): 3,000.00

Save | Save And Add Another || Delete || Cancel




Click the Save button on the category’s main page.

CONSULTANTS
Justification:

Sample School District's current School Safety and Emergency Preparedness Assessment was conducted in 2814. 1In discussing how to most effectively spend funds left over from the purchase of indoor cameras, the School Safety and

Security Coordinator and Board have agreed that an updated Assessment would be the best use of these funds. This grant funding will partially fund the assessment with other funding being utilized to cover the

consultant will be hired through a request for proposal which has yet to be released, however this assessment is planned for completion within the 2828-2821 school year.

Add New Consultant

rest of the expense. A

Name / Position Service Provided fcariCosE e ZCosl
Current Current
To Be Hired School Safety and Emergency Preparedness Assessment 0.00 3,000.00 3,000.00
Total | 0.00] 0.00] 0.00] 3,000.00] 3,000.00
CONSULTANT TRAVEL
Justification for Travel:
4

Add New Travel ltem

Consultant: * ¥ | Location: v
Consultant Year 1 Cost Year 2 Cost
Current Current
Total: 0.00 0.00 0.00 0.00| 0.00
PRODUCTS OR SERVICE
Justification for Products or Services:
g
Add New Product Item
Consultant: = v

Year 1 Cost

Consultant

Year 2 Cost

Total: 0.00 0.00

Overall Totals
Year 1 Cost

Current Current

Save || Cancel



Once all modifications have been entered, go back to the Budget Details page and change the
Completion Status from In Process to Complete then click the Save button.

BUDGET DETAILS

Section Point Value: 15 Created By: Mrs. Phyllis Cull Created Date: 6/20/2019 1:33:17 PM

Completion Status:

Complete v

Last Update By: Mrs. Phyllis Cull

Last Update Date: 6/21/2019 3:10:02 PM

BY RECIPIENT AGENCY Current Subgrant Budget Requested Subgrant Budget Net Change Dollar Amount
Sample School District - Part A (Agency Budget) 25,000.00 25,000.00 0.00
Sample School District - Part B (Agency Budget) 46,600.00 46,600.00 0.00
Total: 2 71,600.00 71,600.00 0.00
Budget Category Current Subgrant Budget Requested Subgrant Budget Net Change Dollar Amount

Personnel 0.00 0.00 0.00
Employee Benefits 0.00 0.00 0.00
Travel (Including Training) 0.00 0.00 0.00
Equipment 0.00 0.00 0.00
Supplies & Operating Expenses 71,600.00 68,600.00 (3,000.00)
Consultants 0.00 3,000.00 3,000.00
Construction 0.00 0.00 0.00
Other 0.00 0.00 0.00
Total: & 71,600.00 71,600.00 0.00

Total Approved Budget by Fund Source

Source Current Budget New Budget Net Change Dollar Amount

edera 0.00 0.00 0.00
State 71,600.00 71,600.00 0.00
Project Income 0.00 0.00 0.00
Interest 0.00 0.00 0.00
State Match 0.00 0.00 0.00
Cash Match (New Approp.) 0.00 0.00 0.00
In-Kind Match 0.00 0.00 0.00
Project Income Match 0.00 0.00 0.00
Total: & 71,600.00 71,600.00 0.00

Budget Setup | Save

Save And Continue Editing

Cancel

If the modification includes changes to the year that funds are expended, be sure to click on the
State button under the Source column and update the budget totals for each year of the grant.




4. COMPLETE PERFORMANCE INDICATORS
SECTION

Back on the Modification Summary page, click on the section titled Performance Indicators.

MODIFICATION SUMMARY

Please complete all sections and click the Submit Modification Button to transmit your modification request to PCCD for consideration.

Section Name Status Point Value Last Update

Main Summary Information Complete 0 6/21/2019 3:10:02 PM
Budget Detail Complete 15 6/25/2019 1:33:25 PM
Performance Indicators In Process 0 6/21/2019 8:01:14 AM

View Contract | Preview Signature Page | Submit Modification || Withdraw Modification || View Issues/Comments || Cancel




Change the Completion Status from In Process to Complete then click the Save button.

PERFORMANCE INDICATORS

Section Point Value: 0 Created By: Mrs. Phyllis Cull Created Date: 6/20/2019 1:33:17 PM
Completion Status:| Complete ¥ Last Update By: Mrs. Phyllis Cull Last Update Date: 6/21/2019 8:01:14 AM

Project Phase Target

1.
Established by PCCD

2.
Established by Subgrantee

Add New Performance Indicator

View History | Save | Save And Continue Editing == Return to Project Summary




5. PRINT AND COMPLETE SIGNATURE PAGE

Back on the Modification Summary page, click on the Preview Signature Page button.

MODIFICATION SUMMARY

Please complete all sections and click the Submit Modification Button to transmit your modification request to PCCD for consideration.

m
Mam Summary Information Complete 6;’21;’2019 3:10:02 PM
Budget Detail Complete 15 6/25/2019 1:33:25 PM
Performance Indicators Complete 0 6/25/2019 4:19:29 PM
View Contract | Preview Signature Page | Submit Modification View Issues/Comments = Cancel

Once the signature page has been completed by the Financial Officer and Project Director of the grant, send
the original document to PCCD at PO BOX 1167, Harrisburg, PA 17108-1167. Please note:

* Both signature pages are required when making changes to the total project costs, scope of the project, or
requesting an extension of the project end date.

* All other modifications requires only the first signature page, which includes the Project Director and Fiscal
Officer Signatures.



6. SUBMIT PMR

Back on the Modification Summary page, ensure that the Status of all sections are listed as Complete and
then click the Submit Modification button. If any of the sections are not marked as Complete, please click
the corresponding link below for instructions on how to change the status:

Main Summary Information
Budget Detail
Performance Indicators

MODIFICATION SUMMARY

Please complete all sections and click the Submit Modification Button to transmit your modification request to PCCD for consideration.

SectonName  [Smms  JPomVawe _ lastUpdate |
Main Summary Information Complete 0 6/21/2019 3:10:02 PM
Budget Detail Complete 12 6/25/2019 1:33:25 PM
Performance Indicators Complete 0 6/25/2019 4:19:29 PM

View Contract | Preview Signature Page =@ Submit Modification = Withdraw Modification || View Issues/Comments | Cancel
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