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Instructions for Users of the Online Application
FY 2017-18 BEESS Discretionary Projects

LOGIN

Enter the following web address: https://appl.fldoe.org/grants/reporting/

As shown in Example 1, the following two choices are available for users to log in:

Returning Users follow instructions beginning on page 4. Returning Users include anyone who registered
to use the Florida Department of Education (FDOE) online application system to submit a grant application
and/or report grant expenditures in previous fiscal years.

New Users follow instructions beginning on page 5.
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EXAMPLE 1

# NOTE: Users of the online application must enable a browser cookie by clicking on the link located at the
bottom of the Login screen, Instructions for cookie settings, and follow the instructions. When prompted to
enter a website, enter: fldoe.org. Once you have successfully enabled the required cookie, please restart
your browser and return to the login using the web address at the top of the page.


https://app1.fldoe.org/grants/reporting/
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REGISTRATION - Returning Users

At the login screen as shown in Example 1, enter your Login Name and Password and click on the Log In button

to proceed to the next screen.

# NOTE: Do not remember your login name and/or password? Use the hyperlink, Forgot Password?,
located below the login box and follow the instructions on the next screen, as shown in Example 2. An email
response will be automatically sent with the data requested. Hint: If response email is not found in Inbox, check

in your Junk email for a response.
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EXAMPLE 2

Returning Users, click on the hyperlink, Edit My Profile to edit/update contact information and select the
program for which application is being made. Go to page 6 and follow instructions for GRANT APPLICATION

SYSTEM.


https://app1.fldoe.org/grants/reporting/retrievePW.aspx
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Main Menu

Application

Click an the “Online Grant Applications” link balow to access oniine grant application(s) for which you have regesterad. NOTE: |f you are

areteming wser and have completed appiications in a prigr year, you must initially register for the grant programs each year by clicking
on "Edit My Profile” at the bottom of the screen.
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EXAMPLE 3
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REGISTRATION — New Users

For New Users, enter your three-digit District/Agency Number in the Agency Code field provided.

# NOTE: This three-digit Agency Code number is used by the Department to identify fiscal agents and represents
the first three digits of the Department of Education’s assigned project number identified on each grant award.
See Appendix A of this document for listing of district/agency codes.

Enter your Password, by entering the word “agency” followed by the three-digit agency code for your
district/agency, with no spacing between. For example, Brevard County School District would enter: agency050.
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EXAMPLE 4

Once your Agency Code and Password have been successfully entered, click on the Continue hyperlink. Another
screen will appear below the login requiring users to select access to the Grant Application System.
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GRANT APPLICATIONSYSTEM

New users accessing the Bureau of Exceptional Education and Student Services (BEESS) application online will
select: | am registering for the Grant Application System and Returning users will verify that this has been
selected.

Then, click the Continue hyperlink and scroll down the page to select the FY 2017-18 BEESS program(s) for
which funding is requested. As data is successfully saved and completed, always SCROLL DOWN the page to
view and enter data for the next screen.
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Online Grant System
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You will b2 guided through the steps to create a login for grant applications and'or grant reporting. You will be asked to
select the grants that you are responsible for and then provide contact informaticn and indicate your specific roles in the
ErOCess.

« |f this is Incomect, click the "back” ink below and enter the comect agency information

Thas begin allows access to the Grant Expenditure Reparing System and the Grant Application Syatem. If you are
reporting expenditures for grants thet have slready been awerded select "1 am registering for the Expenditura
Reporting Systern”. If you are applying for grants for vour districtagency select "| am registering for the Grant
Appbcation Svatem”
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71| am registenng for the Expendiure Reparting System
) | &M registening fior the Grant Application System

Contins

Note: The Grant Application System requires that vou afow cockies from the fidos.org domein, Instructions for cookis
sefiings.

EXAMPLE 5

ALL users will select the BEESS discretionary project(s) for which application will be made. The drop-down
list of projects is based on the funding sources, as shown in Example 6 for Collaboration for Effective Educator
Development, Accountability and Reform. Some projects will have more than ONE funding source and more than ONE
boxes to click. Then, click the Continue hyperlink and scroll down the page to enter the Agency Contact information.

g NOTE: It is possible to have one user register for multiple discretionary projects. For example, if your
district/agency is responsible for Multiagency Service Network for Students with Emotional/Behavioral Disabilities
(SEDNET) and Florida Diagnostic and Learning Resources System (FDLRS). If this is the case, click on ALL that

are applicable for your district/agency for FY 2017-18. When actually entering data to the online applications
9
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for these projects, users may access only one project at a time.

10
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EXAMPLE 6

For the next screen as displayed in Example 7, New Users enter the name of the individual who has direct
responsibility for the project and whose name and mailing address will be printed on the DOE 100 as the primary
contact. Primary contact is the individual for whom the Department will contact about further edits to complete the

application, typically the project director.

New users, enter a login name and password. These will serve as your unique user login name and password for
accessing the online system for the specific BEESS discretionary programs selected. Retain this information for

future access!

# NOTE: Returning users will make only necessary edits here! Returning users are NOT required to change

11
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the login name and/or password. However, if you choose to change either or both, remember to retain a record
of these changes for future access to the online application system.

12
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“SeliChange password _ | | Important!
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EXAMPLE 7

Select the program(s) for which application is being made. It is important that ALL boxes have been checked for
BOTH Budget Application and Program Application, as shown above to ensure access to all forms and
narratives for completing your application.

Click the Save button at the bottom of the page to activate a new screen showing: REGISTRATION
SUCCESSFUL. At this point, you will be located at the Main Menu.

# NOTE: If any data entry errors are detected, a message identifying the fields with errors will
appear at the top of the page permitting users reenter data. Enter SAVE button again to
complete registration.

MAIN MENU

The Main Menu will permit users to access the online application. Users may also view registered user information
for your respective district/agency, including editing your profile, as needed.

To access the BEESS discretionary application, click on the hyperlink: Online Grant Applications.

13
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Main Menu
Registration Successful

Application
Click on the "Onine Graot Appications™ ink below fo access online grant application(s} for which you hawe registersd. NOTE: if you ars
& retumning user and have compieted appliczBons in a pror year, you must iniialy register for the grant programs each year by clicking
on "Ed® My Profile” at the boiom of the screen.

= Online Grani icafions

User
Click on the "Edf My Profile” link el io modify user infoemalion and change or add access io grani programs and roles. To view roles
Tor cher regisiered users I your agency cick on "View Repistered User Roles for this Agency "

« Edit My Profie

« 'Wisw Registerad User Rolss for this Agen

EXAMPLE 8
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GRANT APPLICATION MENU

he next screen, Grant Application Menu, displays the list of discretionary programs, including the budget and
program requirements for each program selected. Below is an example of Collaboration for Effective Educator
Development, Accountability and Reform with one funding source.

Click on the hyperlink: Program Requirements. This will allow users to bypass this screen and proceed
directly to the Program Menu, which is the site with ALL forms and narratives required for completing this online
application.

Qnline Grant Applications
Beioww e programes for which fundiag B equestzd Seizcthe pogran ncomplelz e application. To a0 adciional grand progizms k2 the Kt refum i e main meeu.2nd ik on B0 My Proee.” e grait sombers ar assgred
each year sereummg users mus! indizhy regsier for the qrant eath year

Select the grast

F7-3015 Coliaborain for Ef=cive Educaior Devedopranl, Acooerizbily 2nd Refome (CZEDWR] $41-50124-80C0
¢ Mequesid Fands znd DOE 1004 Fomn
« Pgien BenideTens

EXAMPLE 9

PROGRAMMENU

The Program Menu is the site users will access all standard grant forms, narratives, Project Performance
Accountability (PPA) forms, assurances, and certification forms required for completing the BEESS discretionary
project application.

NOTE: Any of the forms (DOE 100, assurances, and certification forms) for which signatures(s) must be
obtained can be accessed PRIOR to completing the budget and program narratives. Click on Printer
Friendly Format of the Application function at the bottom of the Program Menu and follow instructions
for printing documents beginning on page 19.

15
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Program Main Menu

Grant: Collaboration Tor Effactive Educator Developmant, Accountability and Reform (CEEDAR) 481-8018A-8CC01
Standard Grant Forms:

DOE 100
= [OE 100

Budget Forms
= Budget for Collaboration for Effective Educator Developmeant, Accountability and Reform (CEEDAR) 481 -501 560280001

Standard Praject Narratives:

= Project Design
= Project Abstract
= Baseline Chata
« Established Meed
= Description of Allermnate Methods for Trainings/hdeetings
= Suppor OF he BEESE Srated|c Plansslale Peformancs PIan
- Evaluation Blan

= SBupport for Beadinogaiatesgic imperslives

= Genesral Edocation Provisions Act

= Equitable Saryices

Project Parformance Accountability:
= Products
= Training
= Bernvice Dellvery
Assurances:
= ADDITIONAL ARSURANCES

Final Steps for Completing Application:
= Printer Frigndly Formal of Applicatian

= Merfy Complete and Submil to FLOOE

EXAMPLE 10

DOE 100

Click on the hyperlink DOE 100, ONLY when ready to prepare your application for printing and obtaining the
agency head signature. Projects with more than one funding sources, should print one DOE 100 for each project
number. This will also be visible when using the Printer Friendly Format of the Application function at the
bottom of the Program Menu.

# NOTE: Users may SKIP to the next section to begin preparation of the DOE 101S Budget Forms.

DOE 101S - Budget Forms

Separate budget forms are formatted for each funding source. At the Program Menu, click on a budget form
hyperlink to display a blank budget form, similar to the one shown in Example 11. Hyperlinks are provided for returning
to the Program Menu, various reference documents, and viewing the budget in print format.

16
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FLORICA DEPARTMENT OF EDUCATION
BUDGET

Gaanl Aperic ation Men | Pael of Yiew Eudget Data
Reum | Pooaren: bissy

For Collabaration far Effective Educator Development, Aceountability and Reform (CEEDAR) 451-5013A-0C001
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Funeis Reguesbsd: $56,000 00 | Bodpet Totat $0.00 | Amdust Reraining: 160,008 foenaad fn he searest apkan Edil e budgel data i the rows seovdad and dlick the "Save Rectrds” bufion. Each lime you
sal, 10 addnonal s will De added % e labk.
NOTE: Oty moes thal hive 8 Tunclion and orbpect code wil be saved 1T Ihe heclaon or objec] code = kel Dank, T row will be gnoned.
Sawe Rerovdy
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L L L |
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3 |_| | [l sacepion 1o FTE roie |

B e il

C L] ] Oomspaonia FIE e [
——|
LR Il

b : | | Dl emcwptin ko FTE raie
e |

000C

L] [ | CemrpeninFrE e :
M doe | |

EXAMPLE 11

Users should reference the Budget Instructions using the link, as well as follow instructions shown below for

BEESS applicants below.

COMPLETING THE BUDGET FORMS

The following fields are located on the budget forms and must be completed as follows:

¢ Function Code - Enter the appropriate four-digit code. (Function code classification identifies the overall
purpose of the cost.) For agencies that do not use function codes, please enter “9999” in the function code field.

¢+ Object Code — Enter the appropriate three-digit or six-digit code. (Object code classification identifies the
type of good or service.) A universal listing of object codes used by districts/agencies may be accessed by

17
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clicking on the hyperlink in the object code column. This listing also indicates whether a full-time equivalent (FTE)
is required for the object code.

# NOTE: The title of the object code used HERE will automatically populate the Account Title and Description
field as the heading once the data have been entered and saved successfully. This is visible when using
the Print or View Budget Data option.

Alt. desc. - This field may be used when an optional title or caption for the object code is needed. This
may be applicable to university and other participating agencies using object codes, which are NOT in the
listing of object codes (see hyperlink). When users enter unique titles for the object codes in this field, the titles
will be visible in the Account title and Description field when the Print or View Budget Data option is used.
Leave blank, if not applicable.

Exception to FTE Rule — Use this box to override the requirement for identifying FTES when certain object
codes for personnel have been reported, but the actual cost is NOT a full-time equivalent position. This should

18
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ONLY be used when the object code for personnel such as Object Code 100 series or 750 is identified and
FTEs are not applicable (i.e., stipends for teachers). Utilizing this exception ensures that an error message does
not occur when entering personnel object codes for which FTES cannot be reported.

¢+ Account Title and Description — Enter a description of the WHAT goods and services are being budgeted.
Descriptions should contain sufficient information for reviewers in both the program and grants management
offices to determine whether the item meets the general criteria as an allowable cost to the program. An
allowable cost must be necessary and reasonable for the proper and efficient performance of the program and
allocable according to the relative benefits received by the program.

# NOTE: To avoid duplication of the object code title in this field, do not type the object code title in
this field. These titles will show automatically when using the universal object codes in the system. Users
must periodically click on Print or View Budget Data link option to view entered/saved data as it will appear
when printed.

¢ FTE - Enter the number of FTEs, if applicable. This applies to only those Object Codes representing personnel.
Use the drop-down menu provided for Object Codes to verify whether FTE is required for object code identified.
Leave this field BLANK, if object codes used do not require FTEs identified. See Exception to FTE Rule
description, which permits an override of this requirement when stipends and supplemental pay for personnel
are identified.

%+ Amount - Enter the total amount of the line item using ONLY whole numbers. Do not use dollar signs ($) or
commas (,) to express the total amount since they are not recognized by the system.

¢+ Percent Allocated - For each line item, enter the appropriate percentage that is allocated or applicable to this
project. Budget instructions attached to the Request for Application (RFA) may provide further assistance to
users when completing this field.

NAVIGATING THE BUDGET FORMS

To enter budget items, scroll down the budget form to the first available blank row and enter data in each cell of a
line item. Once data are saved successfully, the item will appear in the budget in numerical order by function and
object code. Ten blank records will be available following the last SAVED data.

To navigate the budget page, scroll down the page to review the data one line item at a time. Each line item is
numbered as identified in the Count column located in the far left hand side of the budget form.

To edit data, move the cursor to the selected line item or field (cell) and revise, deleting any data that is not
applicable and entering edits or new data. Using the Tab key also permits users to move from cell to cell (left to
right). After making edits to all fields, click on the Save Records button to save data successfully. Records will
appear in the budget in numerical order by function and object code. Save Records buttons are located at the top
and bottom of each budget form, for user convenience.

To delete an entire line item, point and click on the Delete box located in the far right hand column of the line item
to be deleted. The entire line item will be deleted from the budget once the Save Records button is clicked.

19
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To view the budget in a truncated print format, click on the following hyperlink: Print or View Budget
Data. To display in full text, then click on the hyperlink: Show. To reverse the display back to the abbreviated
version, click on: Hide. To continue entering data in the budget, click on the hyperlink: Back to Budget
Page.

If an error message occurs following the ENTERING and SAVING of data, the error types and locations of
those errors will be listed at the top of the budget form. Below are examples of errors that may occur while entering
data in the budget form.

If there are any remaining amounts still to be budgeted, the following message will be shown:
Funds Requested: $6,836,744.00 | Budget Total: $4,856,744.00 | Amount Remaining: $1,980,000
(Rounded to the nearest dollar);

If the budget entries EXCEED the total funds requested, the following message will be shown:
WARNING: Your budget exceeds the amount of funds requested by: -7,520,000.00;

If the object code entered is not a valid code, the following message will be shown:
Data NOT Saved. Correct the following errors and click the 'Save Record' button again:

¢ Row 1the Object Codeis not valid. It should be 3 or 6 digits. Your valueis read as '66'; and

If the object code entered is a code requiring FTEs entered, the following message will be shown:
Data NOT Saved. Correct the following errors and click the 'Save Record' button again:

e Row 11, for this object code, FTE is required.

To correct any errors, scroll down the budget page to make the necessary changes to the budget. Once all errors
have been corrected, click on the Save Records button.

# NOTE: Using the Back Button will undo the last entry of data in the budget form, requiring reentry of
data. Always use the hyperlinks located at the top of the budget page for returning to the last menu
executed: Program Menu or Grant Application Menu

Once ALL new records and revisions have been entered on the budget, click on the Save Records button
located at the top OR bottom of the page. The following statement will appear on the screen to indicate successful
updates: Data Saved Successfully.

# NOTE: Once the budget has been completed, users may export each budget to an Excel file by clicking
on the following link: Export to Excel For Your Records. This link is located at the top of the
budget form when the Print or View option has been selected.

After data have been successfully entered and the total budget equals the total funds requested, click on the
hyperlink Return to Program Menu.

OPTIONAL METHOD FOR PREPARING BUDGET

To enter budget data from a separate Excel file, users may download a blank formatted Excel file from this site,
then enter the budget according to the specifications given and later upload these data into the budget form online.
First, click on the hyperlink: Go to Data Upload Screen. The following screen will appear.
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Budget File Upload
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FTE - decimal [Enter asterisks (*) i does not apoly )

Amount - decimal {md comemas of dallar skyns)
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[ s |

EXAMPLE 12

Right click on the hyperlink: Download File of your Existing Budget Data and then choose from the
menu: SAVE TARGET AS. Name and SAVE the file for later access. If data is presently in your budget, data
will transfer to the Excel file in the same order as the formatting of the specifications displays (on the screen shot
above). Data specifications should be followed exactly. Once data have been edited, SAVE these data as a
separate tab delimited text file format. When ready to upload these data to the appropriate budget, using this
site again, click on the Browse button, select the file from your computer using the browse link, when ready for
upload, then click on Upload button. Click on the hyperlink: Back to Budget Form to review the budget and
make sure data are accurate.

COMPLETING FORMS AND NARRATIVES

On the Program Menu, continue completion of the Standard Project Narratives by clicking on each hyperlink
listed under the Project Design to complete the required narratives. Each time data have been successfully saved
in the narrative form, click on the hyperlink, Program Menu, to return to the Program Menu screen to select the
next form or narrative for completion. Users should have a copy of the RFA, which specifically addresses the
requirements of the program for which application will be submitted.
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COMPLETING PROJECT PERFORMANCE ACCOUNTABILITY FORMS

Three different categories of PPA forms are available for reporting proposed activities for which performance of
the project(s) will be evaluated: Products, Training, and Service Delivery. Users should click on the Not
Applicable box when a PPA category does not apply.

When entering the titles and descriptions in the PPA forms, please avoid entering any irrelevant coding or labels,
while keeping in mind the following rules:

15



Instructions for Users of the Online Application
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Titles should be clear and concise and reflect the content of the product, training, or service delivery identified.
Descriptions should summarize the content and objective(s) of the deliverable and detail the applicant's role,
intended audience, critical timelines and performance target (minimum number of units). As applicable, a range
for performance targets may be identified.

For the BEESS Strategic Plan Area select the primary applicable response. If the deliverable is related to more
than one BEESS Strategic Plan area, select the primary area and enter additional areas at the end of the
description of the deliverable.

For the Indicator(s) select all that apply to the deliverable. Select “N/A” if none of these indicators apply to the
deliverable.

Source documentation should be the sources maintained by the discretionary project to support the deliverable.
Select one Funding Source for each deliverable: State (General Revenue/General Appropriations Act [GAA]) and
Federal (e.g., IDEA Part B).

For the Total budget for the deliverable, enter the total amount allocated by the applicant for this deliverable.

For the Performance requirements: grant year total deliverable units, enter the total number of deliverable units to
be completed during the award period (for all quarters).

The Cost per unit (total budget for the deliverable divided by the total number of deliverable units) will calculate
automatically by the system once the page is saved.

For the Performance targets/deliverable units to be completed for each quarter, enter the number for each quarter
(I, 11, llFand 1V) of the budget and program performance period.

Data entered in these forms will be exported to the discretionary project training database following the issuance of
awards. After the project award has been issued, edits to PPAs must be made directly to the training
database located at Florida Center for Interactive Media (FCIM).
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COMPLETINGASSURANCES

All assurances required for a program will be provided under the Additional Assurances link. Users must
complete each assurance document by clicking on the box indicating agreement to comply with the set of assurances
required for the program. Click on the Save button at the bottom of the page and return to the Program Menu once
all assurances document(s) have been completed. Additional certifications requiring multiple signatures of
superintendents can be accessed after using the Printer Friendly Format of Application link. See instructions for
printing on page 19.

Program Main Menu
Grant: Collaboration for Effective Educator Development, Accountability and Reform (CEEDAR) 481-8015A-8CC01
Standard Grant Forms:

DOE 100
- DOE 100

Budget Forms
= Budget for Collabaration Tor Effective Educator Development, Accountability and Reform (CEEDAR) 481-5015A-8CC01

Standard Project Narratives:

= Froject Design
= Project Abstract
= Basaline Data
s Established Mead
= Description of Alternate Methods for Trainings/Meetings
= Suppert of the BEESS Strateglc Plan/State Performance Plan
« Evaluation Plan

= Support tor Reading/Strateqlo Imperatives

= Ceneral Education Provisions Acl

- I"1|I.I|rP'|I:I|I' Services

Project Performance Accountability:
= Products
= Training
= Service Dellvery

Assurances:

_—) = ARQNTIONAL ARSURANGESD

Final Steps for Completing Application:

= Printer Friendly Formal of Applicatian

- Venfy Complete and Submit to FLOOE
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FY 2017-18 BEESS Discretionary Projects
EXAMPLE 14

GENERAL NAVIGATION TIPS

% Use the hyperlinks at the top of the page for returning to the previous screen. Be careful using the Back
Button, especially following any entry of data. Following are hyperlinks appearing at the top of the page for
navigating back and forth through the online application system:

o0 Program Menu - site for access to all forms and narratives to prepare and submit application. This is
“home base” for completing your application!

0 Grant Application Menu - site for access to DOE 100, budget forms, and program requirements. Always
bypass this menu by clicking on Program Requirements link, proceeding to the Program Menu.
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0 Main Menu - This is the initial site of the Online Grant System once the login has been successfully
completed. To navigate to the Program Menu, users will need to click on the Online Grant Requirements
and then Program Requirements for completing the application forms and narratives.

Users may logout of the system at any time. Just make sure that you have completed the initial
registration as a user first, then log back into the system as a “returning user” entering the unique
login name and password established during registration.

To obtain either the Password or Login name registered for your program application, follow instructions
provided on page 4 of this document.

Users must save data regularly while using the online system. After 120 minutes (two hours) of inactivity
the system, will automatically timeout. In the event that a timeout occurs, it is recommended that users
reauthorize cookies again from fldoe.org. Follow instructions provided at initial login to the system.

Server error has occurred, if one of the following messages appears on the screen: 500 Error or Internal
Server Error. Users should logoff the system and immediately notify Christine Evans via email at
christine.evans@fldoe.org. Once servers are back in operation, users will receive notification via email. Users
entering and saving data when the server failed may lose all or some data.

Browser caches or temporary internet files that your computer holds may clash with any changes users make
to the online application, including file uploads. When this occurs, those changes may not be readily visible on
the screen since the browser may be caching the previous entry of data. If this persists, you may need to adjust
the setting on your browser to ensure that these files are deleted. For Internet Explorer users, select the Delete
Browsing History using the Tools drop-down menu. Please be careful not to select and delete Cookies and
All Files. Users may also seek additional assistance from their local information technology staff.

ELECTRONIC SUBMISSION

Step 1: PROOFREAD thoroughly all data entered, BEFORE proceeding to the final electronic submission, which
sends the data to the Department for processing.

# NOTE: Users may want to print a copy of the application first. Go to page 19, instructions for
PRINTING THE APPLICATION.

Step 2: When ready to submit the FINAL application to the Department of Education, click on the hyperlink
located at the bottom of the Program Menu: Verify Complete and Submit to FLDOE

A new screen will prompt you to click on the final submit button: Submit Data — Continue to Verification

Fo

rm.

# NOTE: Any forms or narratives for which data have not been entered or boxes checked will be highlighted
in yellow, requiring users to return to the Program Menu to complete applicable sections. See Example 15
with yellow highlighted sections, which are incomplete.

The online system will not permit submission until these areas have been completed.
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BEESS Online Grant Application

Walcoma DOF REESS, Lni of Cantral Flarida i | Progrm Main Many | Leg ©u

Program Main Menu
Highlighted items are not complete. These items must be completed before data can be submitted to FLODOE.

Grant: Coltaboration far Efactive Educator Developmend, Accountabiiity and Reform (CEEDAR) 481-80158-8CC0
Standard Grant Forme:

DOE 100
- BOE D

Butgel Forms
« Budget for Collehoration for Eflective Edursios Devesapment, Accauntabdity and Befom (CEEDAR] 481-5015A-8CC01

Standard Project Marratives:
+ Pecject Dasign
« Prosect Abstract
+ Baseiine Data
« Exkal [ [= ]
+ Description of Altemate Metheds for Trainmgsiéeetings
+ Buppodl of e BEESS Strateqit Plan'State Perfermance Pian

Project Performance Accountability:

- Brogucts
« Training
« Berviee Dalvery

Assurances:
- ADINTIONAL ASSURANCES

Final Steps for Completing Application:

EXAMPLE 15

Once all parts of the application have been verified for completion, click on the final submit button: Submit my data
to FDOE
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@y fride Dotartnert 5/ EDUCATION
BEESS Online Grant Application
IW" Faiph Saacary, ey i County DistrietSchaol Board Ciral Wi hemi | Frnatem Mam Mang | Log G ]
Final Submit

Clicking the buttan you will recond send nobice bo FOOE that your application |s complete.

-| Sl iy s W FICE ]

EXAMPLE 16

An email message will be sent to the Department of Education documenting the electronic submission of your
application. A message will also appear at the top of the Program Menu identifying the date submission was
completed. Completion of this final step is important, as this date is used to determine the date substantially
approvable form or SAF was met.
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Frogram Main Menu

rant: Colabaciinn fat Effective Educatar Developmant, Accourta ity asd Relom 487-88184.70CH
Qi racoess indicate il apphcatan has Sees oficialy submmettid b e DOE os 42802616 Ottead sotfication xas been serd bo FODE staff via email MJ FURTHER ECITS SHEULD E& MRDE TO THIS APPL:CATICN
LMLESS REQUESTED BY FOOE STAFF,

Standard Grami Foms:

DOE 10

= DOE 0

Bge: Fuoms
+ Budasl for Collaiargion iw EFecive EAXATIN [E'\.‘.’-C@' ACC Ui #nd Redonm 481 S0 SATCC

Standard Project Narmaghnes:
+ Projer] Cesign

atsale Mehods 4 Tranngshlesde s
EES5 STatene PaiSials Parkamanse Pl

+ Sppen for Sraleg Plas and Reading W end Scence niatesy
« GEne AN Fiostsices Act
« Eipidate Senvites

Project Performante Accountability:
« Eridigh:
= Thaimng
+ S0 Dl

HAssurances:

» ACOTIONA ASSIRANCES

EXAMPLE 17
To print copies of the application, proceed to PRINTING THE APPLICATION below.
To exit the system, click on the hyperlink: Log Out

Once final submission of electronic application has occurred, DO NOT make any further edits to your

application.
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PRINTING THE APPLICATION

Once all sections of the application have been completed as listed on the Program Menu, print a copy of the entire
application by selecting the hyperlink at the bottom of the Program Menu screen: Printer friendly format of your
application. This converts all forms and narratives in a print-ready format. Example 18 displays the print menu,
which prepares the application for printing.
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BEESS Online Grant Application
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EXAMPLE 18

Step 1: Select the DOE 100. A new screen will be visible for users to select the programs by fund source to be
printed on the front of the DOE 100. See Example 21 on the next page.

Step 2: Scroll down the page and verify that data entered in ALL fields are correct.

Step 3: Enter the name of the agency head for whom signature will be obtained.

25



Instructions for Users of the Online Application
FY 2017-18 BEESS Discretionary Projects
Step 4: Click on the Generate Printable Form link at the bottom of the screen. This will provide a view of the
entire DOE 100, which has the Tracking applications number (TAPS) numbers and assigned project numbers for
each of the funding sources.

# NOTE: Users must scroll down the page to view the DOE 100 in print format ready for printing.
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=

Grant Appicaion Menu

To generake a prinsabie TOE 100 form, irst sedect the programs programs forwhich appication & being made. In par A, enter the address of the agency receiing the awend. In pari B, enfer the name aad addwess of the comact person
Infhe "Agenty Head™ lexd box esles fie name of the distnict supemieadest or agency head whose signehee wil be csdfyng te DOE 100, then click the “Generzte Printadie Form” bution.
These data wil aulomaicaly popeiste e DOE 100 a5 exerd bekow. Then go 4o Fle->21itin your browses's mena i prist ihe fom.

W Catsboraon o Efferive etz Devebopment, Accounizbiity aed Refom [CEEDAR) 4515015250001

A} Address of Eligible Apphicant:
Univ of Cantra! Flarida
Address |

city:| '
B |
PiysicalFacity Addess: |

DUNS Momber,|
FEIN Number |

EXAMPLE 19

Step 5: Print a copy of the DOE 100. Then click on the hyperlink: Return to Program Print Menu, to continue
printing the next forms.

# NOTE: If any data have been omitted, error messages will appear at the top of the page.

Example 20 displays the top half of the completed DOE 100 for Collaboration for Effective Educator Development,
Accountability and Reform with one funding source, corresponding project name and numbers and TAPS numbers.
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EXAMPLE 20
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DOE 109 Form Frint

jasiess 07 P contac persen. 8 e “Agency Head Iexd box erier e name oF e gt

EXAMPLE 21

Discretionary projects with more than one funding sources, print one DOE 100 for each project number. Go to the
Program Application link, choose the DOE 100 link from the Program Main Menu. Select one project number at the
top of the screen and following the instructions to generate a printable DOE 100 form.

Select the generate-printable form button. To print select the File menu to print preview. Change the margins if
necessary and in the header and footer drop down menus select “empty”. Click on the print icon.
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EXAMPLE 22

Step 6: Click on each budget hyperlink for which funding is being requested. Review the budget in print
format and proceed to printing the form as in Step 1. Some projects may have multiple budgets to open and print.
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BEESS Online Grant Application
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EXAMPLE 23

Step 7: Click on the hyperlink Check All. This will automatically select all program narratives and forms for

printing as shown in Example 23.

Step 8: Click on the View link to show these documents in print order. Use the drop-down menu on the
browser to Print Preview and/or Print. The Export to Word link to save all forms (narratives and assurances) to a

word document. This may be used to store the documents and also reformat (i.e., change page breaks).

To print each form or narrative individually, point and click the selected item or items and print, returning to the
program print menu to select the next item(s) on the menu. When more than one item is selected, this will activate
printing all items selected in a continuous print format. Always scroll down the page to view the document(s) before

printing.
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# NOTE: A separate hyperlink must be used to print the Baseline Data file. Click on the hyperlink shown
below and using your browser, print the Baseline Data file.
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EXAMPLE 24

FINAL STEP - MAIL DOE 100

Eligibility is also contingent upon mailing copies of the signed DOE 100, ONE copy with an original signature of the
superintendent or agency head, to the Department of Education’s Office of Grants Management (OGM), which must
arrive ON or BEFORE the required due date for submission. Please refer to the RFA for specific program
requirements, including signed assurances, certification forms, and deliverables budget.

PROCESSING OF APPLICATIONS

Applications will be processed in the date order received. A program review is conducted FIRST by BEESS staff,
followed by a final technical review by Grants Management staff. Staff from either office may contact applicants for
further clarification and/or revisions, as appropriate.
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# NOTE: When requested to make edits, please remember to use the SAVE button to ensure each entry of
data was saved. Use the hyperlinks at the top of the screen to move from screen to screen. Once all edits
have been entered and saved, LOG OFF the system. Do NOT click on the Verify Complete and
Submit to FLDOE link, as this may change the date your application was initially submitted.

CONTACTINFORMATION

Contact persons for program and grants management issues are identified in the RFA. For technical assistance
with the online application system, please contact Christine Evans at christine.evans@fldoe.org.
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APPENDIX A - District/Agency Codes

Code Code
# School Districts # School Districts
010 | Alachua 450 | Nassau
020 | Baker 460 | Okaloosa
030 | Bay 470 | Okeechobee
040 | Bradford 480 | Orange
050 | Brevard 490 | Osceola
060 | Broward 500 | PalmBeach
070 | Calhoun 510 | Pasco
080 | Charlotte 520 | Pinellas
090 | Citrus 530 | Polk
100 | Clay 540 | Putnam
110 | Collier 550 | St. Johns
120 | Columbia 560 | St. Lucie
130 | Miami-Dade 570 | SantaRosa
140 | Desoto 580 | Sarasota
150 | Dixie 590 | Seminole
160 | Duval 600 | Sumter
170 | Escambia 610 | Suwannee
180 | Flagler 620 | Taylor
190 | Franklin 630 | Union
200 | Gadsden 640 | Volusia
210 | Gilchrist 650 | Wakulla
220 | Glades 660 | Walton
230 | Gulf 670 | Washington
240 | Hamilton # | Universities and Other Agencies
250 | Hardee 011 | University of Florida (all campuses)
260 | Hendry 052 | Eastern Florida State College
270 | Hernando 131 | Florida International University
280 | Highlands 161 | University of North Florida
290 | Hillshorough 171 | University of West Florida
300 | Holmes 291 | University of South Florida (all campuses)
310 | Indian River 361 | Florida Gulf Coast University
320 | Jackson 371 | Florida State University
330 | Jefferson 372 | Tallahassee Community College
340 | Lafayette 481 | University of Central Florida (all campuses)
350 | Lake 501 | Florida Atlantic University
360 | Lee 522 | St. Petershurg College
370 | Leon 557 | Florida School for the Deaf and the Blind
380 | Lewy 562 | Indian River State College
390 | Liberty 642 | Daytona State College
400 | Madison 780 | Learning Ally - Recording for the Blind and Dyslexic
410 | Manatee 874 | University of Miami
420 | Marion 92F | Lauren’s Kids
430 | Martin 92J | Clarke School for the Deaf
440 | Monroe 37F | The Family Cafe

24




	Table of Contents
	New Users follow instructions beginning on page 5.
	NOTE: If any data entry errors are detected, a message identifying the fields with errors will appear at the top of the page permitting users reenter data. Enter SAVE button again to complete registration.
	DOE 100
	NOTE: Users may SKIP to the next section to begin preparation of the DOE 101S Budget Forms.
	DOE 101S – Budget Forms
	 Users may logout of the system at any time. Just make sure that you have completed the initial registration as a user first, then log back into the system as a “returning user” entering the unique login name and password established during registrat...
	PRINTING THE APPLICATION.
	A new screen will prompt you to click on the final submit button:  Submit Data – Continue to Verification
	The online system will not permit submission until these areas have been completed.
	To print copies of the application, proceed to PRINTING THE APPLICATION below. To exit the system, click on the hyperlink: Log Out
	Step 2: Scroll down the page and verify that data entered in ALL fields are correct. Step 3: Enter the name of the agency head for whom signature will be obtained.
	APPENDIX A – District/Agency Codes



