PCCD Egrants

The Scoring Process

(Reviewing and scoring Concept Papers
and Competitive Applications)

General Note: As a scorer, you do not need to complete the scoring at one sitting. You may Save what
you have done and go back in at a later date to complete.

Please note: The images and instructions for concept papers or applications in this
document are interchangeable.




Scoring Documents

Scoring documents consists of the following basic steps.
There are additional details and screen images about each
particular step in the process on the subsequent pages for

reference as necessary.
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Note: If viewing the Word version of this document, use Control key & click to navigate
directly to a page from the steps above. If viewing PDF version, use the bookmarks for quick
navigation.
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1) Login to Egrants

https://www.pccdegrants.state.pa.us

Click on the ‘Egrants Production Log In’ hyperhnk
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Screen image snippet of website entry page
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Register for access to the Pennsylvania Commission on Crime & Delinguency Egrants Application.

Change Password |

Change your PA Login password andfor e-mail address.

Forgot Password |

Forgot your Password?
Click here to have a new one sent to your e-mail address.
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Screen image snlppet of application (concept paper) login page

[

If are a Commonwealth employee or have a CWOPA account enter the domain as part of the
User ID (ex: User ID: cwopa\rmerwine), otherwise simply enter your User ID.

Note: If you have forgotten your Egrants password you can use the ‘Forgot Password’ feature.
Additional help can be obtained by calling the Egrants Help Desk at 717-787-5887.
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2) Access your Work Manager

Work Manager contains all of your notifications (Tasks and Alerts)

Click on the “Work Manager’ tab in the Main Menu.

@ PCCD Egrants
Eé Back Butfor will nof fake you back pages, i 5 # = 2l comtrals. @ @

Audite  Maintenance

Systermn will time out at: 01:39:57 F

Remaining time: |19:43

Announceme

Click this link for Internal User Halp.

Veorants

Screen image of ‘Internal’ Main Menu

Announcement:

Note: In addition to your security to score specific applications (concept papers), you may have
access to the external Egrants applications (concept papers) functionality (creating, editing, and
submitting applications (concept papers)/reports). If you have both sets of security be sure that
you are on the ‘Internal’ Menu when scoring applications (concept papers) (Internal Menu is the
default). If you need to switch to the ‘External/Subgrantee’ view of Egrants to work on an
application (concept paper) or report, select the ‘External Menu’ tab on the far right to switch

system views.
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3) Access the Scoring Details for a specific Application (Concept Paper)

All of the Task and Alert notifications sent to your user account are listed on the Tasks and
Alerts main page. The applications (concept papers) that are assigned to you to be scored are
identified by the category/action combination of:

e Category: application (concept papers)

e Action: score

Click the Title link for the application (concept paper) you wish to score,

qf"_”'"_” T e “T T TasksTRierts iaiager Uiifities T Ty
" §
3 Tasks/Alerts For: Mr. David Date: 12/28/2009 !'
) 4
: TASKS AND ALERTS 1
Search Criteria: i

; Title: | 1
H Category: |[AII] j %
? [ 1
? H o — ;
_— | Search .

I Click Title Hyperlin {
3 of Application :
f .cfion" column to view the details for the corresponding Task or Alert, including the "Cause" for the "
, notification and help with "MNext Steps". ¢
¢ \ Clear All Selected Aletts | L
3 4
Z| Select Al Type: Title Catego Date/Time Posted 3
3 ask : (20709 Expansion of Digital Indexing Technology (Lebanon County Comrmissioners) Ppplications Score 20 Mew  12/28/2009 1:30:57 PM 5
h. . i

S P PSP S —— =Ty — —— R T

Screen image snippet of Work Manager page

Note: When you have successfully completed scoring an application (concept paper), the task
assignment is automatically removed from your Work Manager Task list. Any tasks remaining
on this list are either still in process or have not yet been started (refer to status column).
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4) Review the sections and Enter the Scores for each Section

When the link is selected in Work Manager you are transferred to the Scoring Details page for
the application (concept paper), which is contained in the ‘Review/Scoring’ menu item.

Click the Section name hyperllnk to VIeW the details.

e e e i — o — A e B i o A e, e —— e

\{ Summar}[ Staff Analysis Budget Sectmns Rewew ScormJ Performance Measures Issuestomments Recipient Agency Budget Approval Checkhst s
l- Expansion of Digital

Grant 1D: 20709 Project Title: - Status: Open - Under Review

¢ Indexing Technology

i

+ Applicant Agency: I(_:ehanon Ciaiy Original Award Amount: $0.00 Adjusted Award Amount: $0.00 4
4 ornmissioners b
.

i !
)5 SCORING DETAILS J
: : i
.; Scorer Name: Mr. David Review Status: IIn Process 'l Recormmend For Funding: I I L
{ Due Date: 1/15/2010 12:00:00 AM 1
: Weight:0.00 ;
i s B 1
! “m Original Score {
_|)I ARRA Program Design and Implementation I {
J\ ARRA ImpactsiOutcomesPerformance Measures 15 I j
; ARRA Applicant Overview 5 | {
3 |
4 ARRA Budget and Buddet MNarrative 15 I J
4

: ARRA Stetemert of Problem 20 | J
% \ ARRA Economic Stimulus ) 15 I\I / 3
{ — Total Value=| 100 ]

i

4

i Savel Delete | Cancel |

p

B e S P S S P e U S PSP e S S R P S

Screen image shippet of ‘Application (Concept Paper) Scoring Details” Page

e Review each section and enter the appropriate score in the ‘Original Score’ column

e You can document any comments related to a section by using the Issues/Comments
menu item or by selecting the ‘Create Issue/Comment’ button on the bottom of each
section detail page.

e If you wish to obtain a printed copy or PDF of the entire application (concept paper),
click on the Summary menu option (top left) and click the ‘View Contract’ (‘View
Concept Paper’) button that appears on the bottom of the page.

Note: You can navigate to the scoring sections through this page or by using the menu options to
view all sections of the application (concept paper) ‘Sections’ menu item.
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5) Complete the Application (Concept Paper) Scoring

After a score has been entered for all of the sections and any comments are documented, the
application (concept paper) scoring must be completed.

Complete the scorlng and make funding recommendation.

e e e i — o it — o e A o Al o i B e —— e

\{ Summar}[ Staff Analysis Budget Sections Rewew 'Scoring Performance Measures |ssues/Comments Recipient Agency Budget Approval Checkhst s
l- Expansion of Digital )
Grant 1D: 20709 Project Title: - Status: Open - Under Review

¢ Indexing Technology 1
i

+ Applicant Agency: I(_:ehanon Ciaiy Original Award Amount: $0.00 Adjusted Award Amount: $0.00 4
4 ornmissioners i
H F
i :
)5 SCORING DETAILS j
.i Scorer Name: Wr. David Geview Status: IIn Process 'l \ | Recommend For Funding: I \b\
. Due Date: 1/15/2010 12:00:00 AM '\_ / _ f
3 Weight: 0.00 = H
; i
W secion | value | Original Score {
_|)I ARRA Program Design and Implementation 30 I {
J\ ARRA ImpactsiOutcomesPerformance Measures 15 I j
; ARRA Applicant Overview 5 | {
3 3
4 ARRA Budget and Buddet MNarrative 15 I J
4

: ARRA Stetemert of Problem 20 | J
!}‘ ARRA Economic Stimulus 15 I 3
3

{ Total Value:=| 100 fi

2\ | Save | Delete | Cancel |

e b e o e B e B M_\q..._g.-..\ e e o i e e o b e B e A o o e s

Screen image snippet of ‘Application (Concept Paper) Scoring Details’ Page

e Review Status: Set this dropdown to ‘Complete’.
e Recommend for Funding: Set this dropdown to either Yes or No.
e Select the Save button to save your score as complete.
o When the review status is saved as complete, the scoring task assigned to you in
Work Manager is removed.

Note: After the Review Status is set to Complete and saved you will no longer be able to adjust
the Original Score. If you need to modify the score entered you can return to this page and
update the information in the ‘Current Score’ column.
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Appendix A — Additional Information and Examples

Access Scoring via Grant ID

If you know the Grant ID (Application ID) of the application to be scored, you can access that application
(concept paper) and bypass the Work Manager tab if desired.

- Click on the ‘Project Management’ tab to access the search page.
- Enter your Grant ID and click on the Search button

[<iestem will time out at: B:37:18 AR

ol
o ining time:
"is”“‘ PCCD Egrant Py

User Broject | Portfolio
Management Manacement Management

Search Commission Updates Admin/Contracts

Search:
If specific is known [~
such as the Grant ID

or FUnding Seal titeria;
Announcement title w Fiscal Contact:| [41] v

- Recipient f Allocation Agency Pragram Gontact: | [All] v
the Project

Management Search _
Program Funding Area

page can be used to
Funding Announcerment: | [All]
access. Enter the .
. . . eywords: | [All] v —!
criteria and click the A 3

‘Search’ button.

PROJECT MANAGEMENT SEARCH

Applicant Agency: Commission Meeting Date

| Grantld | Applicant Agency Tite | Receiptbate | County |

Please send technical comments and problems to (3-EGRANTSSupport@state. pa.us.

@2001 Pennsylvania Commission on Crime and Delinquency. All ights reserved. Unautherized Access Prohibited,

- Your ID number will appear as a link. Click on the Grant ID link.

[System will time out at: 2:24:40 AM .

':_.gran{:s- Remaining time:
\g/ PCCD Egrants =

User Project | Portfol
Management Managerment Management

Search Commission Updates Admin/Contracts

PROJECT MANAGEMENT SEARCH

Search Criteria:

. Grant ID: | 17563 Figcal Contact: | [All] b
Grant ID link: Recipient / Allacation A P Contact: | [All]
. - ecipien ocation Agency: rogram Contact: ~
Click this link to
Applicant Agency: Cormrission Meeting Date:

access the detail
pages for the item

Program Funding Area

P Funding Announcemeant: | [All 4
listed. ¢ a
oyt (4] -
County: | [All] -
Grant Id Applicant Agency |__ReceiptDate | _County |
Dauphin County Commissioners The Courage Place 10/10/2006 Dauphin

Plzase send technical comments and problems to ra-EGRANTSSupponti@state pa us.
@2001 Pennsylvania Commission on Crime and Delinquency. All rights reserved. Unauthorized Access Prohibited.
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Project Main Summary

- Your Project Main Summary screen appears.

o To access the details and begin the review, click the ‘Application/Concept Paper’ link.

o To enter/update/view any existing issues/comments, click the ‘Issues/Comments’ menu item
link. You are encouraged to include comments when scoring to assist later with a group
discussion or conference call. Note: Your comments will not be made available to other
reviewers/scorers assigned to this grant until their reviews/scores are complete.

User Management  Funding Announcemel Audits

Maintenance

S @ Admin/Contracts  Continuations  Modifications Monitoring

Fiscal Details ~ Audits

Summary B!

Grant ID: 17553 Project Title: The" rage Place

Status: Open - Under Review
Applicant Agency: Dauphin County Commissioners Original Award Amount: $0.00

Adjusted Award Amount: $0.00

MAIN SUMMARY (CURRENT AWARD)

Fund A ement: 2007 Yictims Compensation Assistance Inftistives (2005)
SubGrant ID: - ISSUES/COmmentS:
Applicant Agency: Dauphin County Commissioners FID #: 23-6003043 C“Ck the
Recipient Agency: Victim\titness Services
Project Director: |SSU€S/C0mmentS

menu item to
display the current

Primary Contact: Ms Jennifer Storm

Program Staff Contact: Robert K Merwine

Fiscal Contact: Super User iSSUeS or Comment-s
Listing of Signatories dOC-Umented fOI’ th|s
[Name|Tile| project.

Concept Paper
(Application)link:

Monitoring: Fiscal: Ok To Pay
Program: Ok To Pay

[Phase | Documents | Stan_EndDates | Stas | Start Dt &/12007
Initial: End Date: 3/31/2008
Invitation Sent Date:
on Date:

Click the Concept
Paper link to display
the details of the
concept paper.

Concet Pager  1/2007 - 3512008 Open - Under Review @0 i

Commission Date:
Award Date:
Project Total Award Amount:

Shert Project Title: * The Courage Place
Brief Project Description: *

T e L e e Provide therapy services to WYWWAP clients requiring such senice.

Keywords
Accountability
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Link selected from the Project Main Summary page

Swstem will time out at: 8:492:20 Al .

i
~ ranrs Remaining time:
%’j PCCD Egrants e X

User Project . Portfoli
Management Management Management

Audits  Maintenance

Fiscal Commission

t  Admin/Contracts  Continuations | Monitoring Details Updates

Review/Scoring:
Click the

Review/Scoring Grant ID: 17553 Project Title: The Courage Flace Status: Open - Under Review
menu item to access  |jicant feEnEE Dauphin County Original Awar(! $0.00 Adjusted Awar(! £0.00
the Scoring Commigsioners Amount; Amount;
Summary page.
MAIN SUMMARY
Section Point Value: 0 Created By: Robert K Merwine Created Date: 10/11/2006 7:32:03 Ah
Com i K Merwine Last Update Date: 10/12/2006 7:44:38 Ah
Fund Announcement: 2007 Victims Compensation Assistance Intistives (20
Ll L Ll jm}
State—Op
Applicant Agency: Dauphin County Commissioners
Recipient Agency: Yictimiitress Services
Funding Primary Contact: hs Jennifer Storm
Announcement: A
good place to start is Concept Paper Received Date: 10/10/2006
by reading the Signature Page Received Date: Application Invitation Sent Date:
Funding Start Date: 4/1/2007 End Date: 3/31/2008
Announcement for Short Project Title: * The Courage Place
e“glble activities. Brlef_PrOJect [ e il e Provide therapy senices to WVWAP clients requiring such service.
{maximum 320 characters)

Yiew Contract

Please send t

hnical ts and probl to r3-EGRANTSSupport@state.pa.us.
@2001 Pennsylvania Commission on Crime and Delinquency. All rights rezenved. Unauthorized Access Prohibited.

This screen image represents the Main Summary page
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Navigation Options available on the Project

Remaining time:

NG

PCCD Egrants

Badd Button

Project
Management

Audits  Maintenance

Management

AdminiContracts Continuations  Modifications Flsc-.?l
Details

Grant ID: 17553

Dauphin County

ency: Origina
Y Commissioners

Adjusted Award
Amount: F

Applicant Ag Amount: "

MAIN SUMMARY

Contacts:
Click on the
Agency or
Individuals
Name link to
access
additional
details about
the agency or
individual.

Section Point Value: 0
Completion Status: Complete

Created By: Robert K Merwine
Last Update By: Robert K Merwine

Created Date: 10/11/2006 7:32:03 Ah
Last Update Date: 10/12/2006 7:44:38 Ah

Fund Announcement: 2007 Yictims Compensation Assistance Initistives (20057
Status: Open - Under Review
pplicant Agency: Dauphin Courty Commissioners

ecipient Agency: Yictinitiness Services

Primary Contact: Ms Jennifer Storm

Concept Paper Received Date: 10/10/2006

Signature Page Received Date:
Start Date: 4/1/2007

Application Invitation Sent Date:
End Date: 3/31/2008

View PDF of
application
(concept
paper):

Click on the
View Contract
button to
generate a
printable PDF
of the
application
(concept
paper).

Short Project Title: * The Courage Place

S DescrlptIOI Provide therapy senices to WVWAP clients requiring such service.

(maximum-328
|-
= Wiew Contract Cancel

Please send techni

ts and probl to ra-EGRANTSSupporti@state.pa.us.
@2001 Pennsylvania Commission on Crime and Delinquency. All rights rezenved. Unauthorized Access Prohibited.

Swstem will time out at: 8:492:20 Al .

© <D

Commission
Updates

Status: Open - Under Review

Menu items:
Select the
various menu
items to
navigate to the
different
sections of the
concept paper
(application) in
order to review
the application
(concept paper)
or document
review
information.

- Click the ‘Summary’ menu to view the high level information associated with the grant.

This screen image represents the ‘Application (Concept Paper) Summary’ menu item.

- The ‘View Contract’ (‘View Concept Paper) button can be used to generate a printable PDF of the

entire document.
- Click the ‘Budget’ menu to access the budget details.
- Click the ‘Review/Scoring’ menu item to complete the scoring process.

- Click the ‘Sections’ menu to access the sections specific to this funding announcement. Ex:

o ARRA Statement of Problem, ARRA Applicant Overview, ...

- Click the ‘Performance Measures’ menu to access the performance measures and the target values.
- Click the ‘Issues/Comments’ to document any issues Or comments resulting from the review or

scoring of the application (concept paper).
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Entering/Reviewing Issues or Comments

- Click the ‘Issues/Comments menu item to enter or view issues/comments. You can also change your
comments here.

[System will time out at: 11:92:01 Ak .

tgg@ PCCD Egrants "D

Project
Management

Commission

Admin/Contracts  Continuations | Monitoring Details Updates
Summary Budget ReviewiScoring Sections Performance Measures Issues/Comments Preview All
Add New Internal Issue/Comment: :;r:Fe:;'nal '55?;]35:
Click this button to add a new issue or Project Title: The Caurage Place Status: Open - Under Review Ic _mg on the
comment Criginal Award $0.00 Adjusted Award $0.00 PI'EV!E'W button
Amount: Amount: provides a
consolidated
listing. Right
INTERNA TS LISTING click the listing to
<[ Add Mew Internal lssue/Comment Preview All Internal Issues [ Preview All Internal Comments ] print.
IC#| Created By |Date Created Short Title Source m y}
Wr. John Smith  10/12/2006 Mo Subgrartee defined performance measures Concept Paper Performance Measures Comment Mo
SUES/COMMEN < External
Preview All External Issues Preview All External Comments ] Il_sisSLtJierﬁgomments
Short Title link: Date Created snortTie | Source | _Section | Type [ _Response _[IERNSNRIIGN:
Click this link to entries are not
access the full applicable to the
details of the _ reviewing/scoring
. Fleaze zend technical comments and probl to ra-EGRANTS rti@state. pa.u: N A
issue/comment. @2001 Pennsyhania Commission on Crime and Delinquency. &l rights d. Unauthorized Access Prohibited. ofa appllcatlon
(concept paper).
This screen image represents the Issues/Comments list page.
Click the ‘Add New Internal Issue/Comment’ button to enter a comment
Affected Section: ISSUE/COMMENT DETAILS
Identifies the View Type: Internal Completion
section of the \ Status:
application Affected Section: | Budget Detail ~ | Created By: Mr. John Smith Created Date: 10/12/2006 11:41:05 Ah Only appl_les t_O
(concept paper) Source: Concept Paper Last Update By: Wr. John Smith Last Update Date: 10/12/2006 11:41:05 Al Issues. Field is

associated to the Type of Entry: | lssue v | Completion Status: | In-Process v \ removed if
issue/comment » P : ‘Comment’ is

selected as the

Type of Entry: Short Title: * o o iy,
ldentifies whether Description: *

the entry Short Title:
represents an Short en_try to
issue or comment. summarize the
issue/comment.

Description: :
Full details
outlining the (Save [Yoiete | [ Cancel | [ ———— | Alert checkbox:

ave elete ance rint Preview |ssue/Comment H -
issue or comment. Q — Not applicable during

review/scoring.

This screen image represents the Issues/Comments new item entry page

- Complete the entry for the issue or comment and select the ‘Save’ button.
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Entering Scoring Information

Sample of Section view from Scorer page

Page accessed by selecting the section name on the scoring details page

Surnrmary Buddet Review/Scoring Sections Petformance Measures |ssues/Comments

Grant ID: 17553

ency: Dauphin County
Y Commissioners

Project Title: The Courage Place

COriginal Award
Amount:

Status: Open - Under Review

Adjusted Award

Applicant Ag Amount:

$0.00 $0.00

Section Name:
Name of the
section selected
on the scoring
details page.

e S

Section Point Value: 10
Completion Status: Complete

Created By: Robert K Menwine
Last Update By: Robert K Menwine

Created Date: 10/11/2005 7:32:03 A
Last Update Date: 10/11/2005 7:53:11 Ahd

Section Description: EvaluationThis section should present a plan for determining the degree to which the goals and objectives of the
pragram are met. This section must also address how the program will collect data to report on the percentage
increase experienced in the number of claimants assisted with the preparation, submission and follow-up of
claims with the Yictims' Compensation Assistance Program.

Submit
Issue/Comment:
While scoring, the
user has the same
ability to add issues
and comments as
done by a reviewer.

gone before, why orwhy not, what was their experience like, why did they choose to come npfe, did they know
WCAP was a resource, etc. WWe will compile this data and submit it to PCCD far review. A€ a B month period
we will corpare our last year's WCAR submissions against the first six months to detegfine if we are in fact
seeing an increase of utilization of WCAR for therapy. YWWe will submit in our annual rpgort all the information
obtained and gathered comparing it to the previous years,

Attachment Name Description

[ Submit lssue/Comment

Cancel ' Review

Cancel:
Functions as a
‘return’ or ‘back’.
Transfers the user
to the previous
page (Scoring
Details).

This screen image represents a sample Section page

- This page displays the same information as when the section is accessed through the ‘Sections” menu

item and then selecting the section name. The only difference in processing is that the return
navigation is back to the scoring page instead of the section listing.

The user has the ability to submit issues/comments for the specific section similar to when accessing
the section details page directly from the menu.
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Reviewing Sections Scored

Sample of Section once scoring is complete.

Systern will time out at: 2:43:46 AM .

‘e d
~ ranz-j Remaining time:
%/ PCCD Egrants S

User Project \ Porifolio
Management hanagemert Management

Audits  Maintenance

Concept | Monitoring Audits = . Commission
Paper

ontracts Continuations Modifications Details Updates

Summary Budget Review/Scoring Sections Performance Measures |ssuesiComments

Grant ID: 17553 Project Title: The Courage Place Status: Open - Under Review
. . Dauphin County Original Award Adjusted Award
Applicant Agency: Commissioners Amount: %0.00 Amount: $0.00

SCORING SUMMARY

Review/Scoring Completion Date:
22 28 23 90

Overall Average: 9000

USE.I’ currently sigr)ed Average of Scorers NOT Selected: 90.00

on is Joe Jones. Since

the ‘Scorer’ name is a

link providing access

ability to update the tr. John Srnith fes 10/12/2006 11:39:32 A

current score. Plain Reviewer Mo [AA

Select{ Scorer - | Budget Detail Goals and Objectives | Continuation Support | Problem Description
s 9
Note: Average of Selected Scorers: 0
Joe is the active user
to the score details and Review Complete Date Of Comments
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