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Presenter
Presentation Notes
Good Afternoon.  In this presentation I will demonstrate how to navigate through DEP’s new electronic grant management system known as SAGE.  SAGE stands for System for Administering Grants Electronically.  This new system will handle the entire grant process electronically from start to finish.  SAGE begins from the application and then guides the grantee through each successive step of the process including the grant agreement, amendments, progress reports, financial reports, and final report.  SAGE is used by other NJ state departments but is new to the DEP with the Water Quality Restoration Grant Program and the NJ Urban and Community Forestry Program as pilot cases.  This year, Phase II will begin and will incorporate the remaining grant programs into SAGE.  

Since SAGE is used by other State Departments, they call it Blue SAGE or Green SAGE, our system is just for the DEP.  You will have to make sure you use the correct website for our system.  



Welcome Page

rLogin
Username|
Welcome to NJ Department of Environmental Password
Protection System for Administering Grants — ==
Electronically (NJDEP SAGE). P newliser

Forgot Username/Password?

This is the NJDEP’s grant management system. This system requires authorization for access.

Registration Instructions: If you have not previously registered as an Authorized Official (AO)
within NJDEP SAGE, your first step is to register. To do this, click here. After submitting a
registration request, you will receive an e-mail confirmation of your acceptance into the system.



Presenter
Presentation Notes
This is the welcome page of the system stating that this is NJDEP’s system and it is the place where you will log in..   The NJ Urban and Community Forestry Program was the first to roll out an RfP this year using SAGE, so if you applied with their program you do not have to register again.  You will use the same user name and password as long as you are still representing the original organization that you registered under.  If you forgot your username or password, you can reset it by clicking “Forgot Username/Password”.   If your organization is now different or if this is the first time your organization is accessing the SAGE system, you will need to register as a new user of the organization.  The new user registration should be initiated by a person who is an official or a member of the organization that will be submitting the grant application.  To register as a new user and organization, click the New User hyperlink and the registration page will appear.  


Registration

o
W -

e

.'-_ NEW JERSEY

) Back

Registration

+ Please complete all the required fields below and hit the SAVE button to submit the
information.

» Required fields are marked with an *.

Contact Information

Prefix  First Middle Last Suffix
Name | | | ]
Organization | |"L
Title | §

Address

City
County

I’ State [New Jersey v [* Zip code I:l*

v

Phone #1 " Phone #2 | |

|
|
|
Fax | | Cell Phone | |
|
|
|

Email

Website

Username

Password | I" Confirm Password | |*

Select your Program of Interest | W I’

Notes
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Presentation Notes
Complete the fields on the registration page. Please note that throughout the system, if there is a red asterisk next to a field this field is mandatory and must be filled in.  If not completed, an error will be generated, and you will not be able to submit the document or move forward.  Once the page is completed you must SAVE the page for the information to be submitted to the DEP.  The SAVE button is located on the top right of the page.  After clicking the save button, you may close out of the system.  An email notification will be generated to let you know that we have received your request and a response will be sent within 72 hours indicating that you and the organization have been accepted into the system. 



My Training Materials | My Organization(s) | My Profile | Logout
"SHOWHELP™

AGATE 1 |I'IS'IrLICti0rI 5.
.@Welgome "J,enmfer Select the SHOW HELP button above
Authorized Official

i > Applying for an Opportunity
Change My Picture > Using System Messages

= Understanding your Tasks

= Managing your awarded grant

detailed instructions on the following.

Hello Jennifer, please choose an option below.

&l View Available Opportunities

You have 2 opportunities available.
Select the View Opportunities button below to see what is available to your organization.

| VIEW OPPORTUNITIES |

& My Inbox

You have 1 new messages.
Select the Open My Inbox button below to open your system message inbox.

"OPENMVINEOX

O Top of the Page
Powered by IntelliGrants ® © Copyright 2000-2019 Agate Software, Inc.
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Presentation Notes
When you have been accepted into SAGE and can successfully login to the system, you will be directed to your personalized home page.  I’ll go through the main sections of the home page, but first want to direct you to the blue and black ribbon which contain several hyperlinks.   A great starting point for new users will be to click on the “My Training Materials” link.  



My Training Materials

NEW JERSEY

| My Organization(s) | My Profile | Logout
FSHOW'HELP"

AGATE 9We|come Jennifer ﬁ My Training Materials

Authorized Official Click on the link(s) to open, view or print the training materials

Change My Picture Documentation

Intelligrants Manual - Grantee
Intelligrants Webinar

Hello Jennifer, please choose an option below. E

&l View Available Opportunities

You have 2 opportunities available.
Select the View Opportunities button below to see what is available to your organization.

M

& My Inbox

You have 1 new messages.
Select the Open My Inbox button below to open your system message inbox.



Presenter
Presentation Notes
This link provides a Grantee Manual and a short webinar that will detail and explain how to navigate through the system.

Next to the My Training Materials link is My Organization(s). When you click on this hyperlink, 


My Organization(s) — Organization Information

NEW JERSEY

SAG

Applications | My Financial Reporting

My Training Materials | My Organization{(s) | My Profile | Logout

Q Back
Organization - § ABC Company

Please complete all the required fields below. Required fields are marked with an *.

Organization Information | Organization Members | QCrganization Documents | Qrganization Details

Organization Information

Name |ABC company L_| *

Short Name | §

Vendor ID Number

|
DUNS Number | |
|

Type of Governing
Body

Address 111 Winding Way

*

city |Trenton * state [New Jersey V" Zip code [08625 *

County | Mercer County M
Phone [(111) 123-4567 " Fax | |
Email | |

Website | |

Additional Organization Address
Select the Add an Address button above to add another address.



Presenter
Presentation Notes
an Organization page will show up with the sections of:  Organization Information, Organization Members, Organization Documents, and Organization Details.

Let’s look at each section.  The information you completed on your registration page will be populated into the Organization Information page automatically, but you can revise or add additional information such as your Vendor ID and DUNS number.  The Vendor ID is a required field and must be provided.  The DUNS Number is not required but I would suggest you add this to the page because it may be needed later for the grant agreement.  Once this page is complete, please remember to SAVE the page by clicking the SAVE button at the top right of the page.  

Next is Organization Members



My Organization(s) — Organization Members

My Training Materials | My Organization(s) | My Profile | Logout
"SAVE" "SHOWHELP"

© Back
Organization - & ABC Company

Follow the instructions listed below to add/remove/modify organization members.

Organization Information | Organization Members | Organization Documents | Organization Details

Organization Members

Administrators with the authority to add members to your organization can follow these steps:
- To add a member to your organization, select the Add Members link below.
= If a member has already added his/her information in the system, you can search for the member.
= If you need to add a member's information into the system, select New Member.
- For more detailed instructions, select the Show Help button above.

Current Members | Add Members £ |

sort By:[-—— SELECT v SELECT |Results Per Page[20 V| ]

B Person Role Active Dates Active Documents Assigned By Modified By

| MNoblejas Ms_Jennifer  Authorized Official 11/19/2019 L Springer, Mr. Jay
11/19/2019

o Top of the Page
Powered by IntelliGrants @ @ Copyright 2000-2019 Agate Software, Inc.


Presenter
Presentation Notes
The Organization Members link shows a list of the current members of the organization and this is where you will add new members of the organization into the system.  To add a new member, click on “Add Members”.


My Organization(s) — Organization Members

NEW JER

SAGE

Applications My Financial Reporting

My Training Materials | My Organization(s) | My Profile | Logout

Q Back
Organization - E ABC Company

Follow the instructions listed below to add/remove/modify organization members.

Organization Information | Organization Members | Organization Documents | Organization Details

Organization Members

Administrators with the authority to add members to your organization can follow these steps:
= To add a member to your organization, select the Add Members link below.
= If a member has already added his/her information in the system, you can search for the member.
= If you need to add a member's information into the system, select New Member.
= For more detailed instructions, select the Show Help button above.

Current Members | Add Members

Person Search‘ ‘M "NEWWMEMBER |

() Top of the Page
Powered by IntelliGrants ® © Copyright 2000-2019 Agate Software, Inc.
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When the next page is brought up, click on the “New Member” button.


My Organization(s) — Add/Edit Members

My Training Materials | My Organization(s) | My Profile | Logout
"SAVE'&ADD TO ORGANIZATION" "SHOWHELP"'

Organization - i ABC Company

Follow the instructions listed below to add/remove/modify organization members.

Organization Information | ©Organization Members | Organization Documents | Organization Details

Add/Edit Members

Administrators with the authority to add members to your organization can follow these steps:
Please complete the information below. All required fields are marked with an *.

Prefix  First Middle Last Suffix
Name | v]| | || v
Title | g
Email | *
Username | ["
Password | [” Confirm Password | [”

Date Active [1/7/2020 | Date Inactive |:|

Authorized Official
Viewer

Role



Presenter
Presentation Notes
At the Add/Edit Members page, you must add the person’s Name, Title, email address, create a default Username and Password and select one of two roles for them, Authorized Official or Viewer.  The Authorized Official can edit, save and submit documents while the viewer is only permitted to view the documents.  After you complete this page, click on the SAVE & Add to Organization button and the Current Members list will be updated with the new members.  Please note, You MUST email or communicate to the new person their assigned default username and password.  The only notification that is generated by the system is an email to the person that says they have been added to SAGE.  

Next is Organization Documents.


My Organization(s) — Organization Documents

My Training Materials | My Organization(s} | My Profile | Logout
FSHOW HELP '

Organization - B ABC Company

Click on the mame to view a specific document.

Organization Information | Organization Members | Organization Documents | Organization Details

Organization Documents i i

(&) Top of the Page
Powered by IntelliGrants & @ Copyright 2000-2019 Agate Software, Inc.



Presenter
Presentation Notes
Organization Documents lists all the documents that are in the system for your organization with their current status.  It is currently blank because no documents have been created yet.

The last link is Organization Details. 


My Organization(s) — Organization Details

My Training Materials | My Organization(s) | My Profile | Logout

Illlm-
) Back

Document Information: OD-ABC Company-00037

Details

You are here: = Qrganization Details Menu > Forms Menu

Organization Information | Organization Members | Organization Documents | Organization Details

ORGANIZATION DETAILS

This content is configurable

O Top of the Page
Powered by IntelliGrants & © Copyright 2000-2019 Agate Software, Inc.
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Presentation Notes
This is currently not used by the programs and will contain no information.

The last link on the blue and black ribbon is “My Profile”.


My Profile

My Training Materials | My Organization(s} | My Profie | Logout

Q Back
My Profile

Please complete all the required fields below. Required fields are marked with an *.

Contact Information

Prefix  First Middle Last Suffix
Name [Ms.~][Jennifer F | [Noblejas F[ v
Display Name | |
Organization |ABC Company §
Title [Executive Director s

111 Winding Way
Address

e

City [Trenton [ state [New Jersey v Zip code 02625 '

County [Mercer County v
Phone#  [(111) 123-4567 § Phone #2 | |
Fax | | Cell Phone | |
Email [ienniter.noblejas@dep.nj.gov §
- [ ]
oot " ’
Username  [JN_AO *
Password | i Confirm Password | |’
o rgan ization Information
Organization Role Active Dates Assigned By

ABC Company Authorized Official 11/19/2019 - open ended Springer, Mr. Jay
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Presentation Notes
This is where members will go to update their contact information and change their username and password.  Don’t forget to click the SAVE button.



My Training Materials | My Organization{s) | My Profile | Logout

: Instructions:
AGEAATE
R 'awelcome "J_enmfer Select the SHOW HELP button above for detailed instructions on the following.
Authorized Official

! = Applying for an Opportunity
Change My Picture > Using System Messages

= Understanding your Tasks

= Managing your awarded grant

Hello Jennifer, please choose an option below.

& View Available Opportunities

You have 2 opportunities available.
Select the View Opportunities button below to see what is available to your organization.

| VIEW OPPORTUNITIES |

& My Inbox

You have 1 new messages.
Select the Open My Inbox button below to open your system message inbox.

o Top of the Page
Powered by IntelliGrants & @ Copyright 2000-2019 Agate Software, Inc.
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Presentation Notes
Once you have set up your Organization and Profile information, let’s go to the main sections of the home page.  

The My Inbox section lists all notifications generated by the system.  An email notification will be sent to all the Authorized Officials that you designated for your Organization.  It will be sent to their email address in addition to this My Inbox section.  Click on Open My Inbox and


My Home- My Inbox

- ; Instructions:
S -Qwelmme Jennlfer Select the SHOW HELP button above for detailed instructions an the following.
Authorized Official > Applying for an Opportunity
Change My Picture = Using System Messages
> Understanding your Tasks

= Managing your awarded grant

Hello Jennifer, please choose an option below.

& View Available Opportunities

You have 2 opportunities available.
Select the View Opportunities button below to see what is available to your organization.

iew All My System Meszsages

Subject Date/Time

System, Grant NJDEP SAGE User Account Created 11/19/2019 9:58:44 AM



Presenter
Presentation Notes
you can sort messages by Priority, Sender, Subject or Date/Time.
But, there is no way to delete any notifications.

Above the My Inbox section is the View Available Opportunities section.  If you click on the View Opportunities button


My Home- My Opportunities

STATE O
NEW JERSEY

SAGE

My Training Materials | My Orqanization(s} | My Profile | Logout

Q) Back
My Opportunities

To apply for an item listed below, select the Apply Now button below each description.

W
Provider:

Document Instance: |
Due Date (From - To): | |- |

Water Quality Restoration 2019 for ABC Company
Offered By:
Save The Trees

Applications Availability Dates:
03/01/2019-0pen ended

Applications Period:
03/01/2019-0pen ended

Applications Due Date:
not set

Description:

hm M’ = =

O Top of the Page

Powered by IntelliGrants @ @ Copyright 2000-2019 Agate Software, Inc.
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Presentation Notes
A list of all grant opportunities provided by the Department will show up and you will click the apply now button under the program you want to apply to.  So far, the Urban and Community Forestry and our program, are the only programs in SAGE, but as new programs are phased in, their opportunities will be listed for you to apply to. 

When you click on the Apply Now button,


STATE O
NEW JERSEY

SAGE

My Training Materials | My Organization{(s} | My Profile | Logout

9 Ienu & Forms Menu 0 Status Changes 0 Management Tools 0 Related Documents and Messages

QM

Document Information: WQR-2019-ABC Company-00165

BLiES
- Period Date /
Info  Document Type Organization Current Status Date Due
Water Quality Restoration 2019 Bl apc company ~ Authorized Official  Application In Process DA 01I2019 - WA

DOCUMENT SNAPSHOT

+ To begin or confinue work on your application, please hover over your Forms Menu and click on the form you wish to fill out.
+ To submit or cancel your application, please hover over the Sratus Change link and select the appropriate option.
+ Please ensure appropriate staff have been assigned to this applciation. To do this Click Here.

Applicant Name:

Project Category:

Project Title:

Grant Amount Requested:

Match Amount:

Name of Watershed-Based Plan:

Watershed Management Area (WMA):

Primary Waterbody:

Primary Pollutant{s) Targeted:



Presenter
Presentation Notes
A Menu page will show up with the Document Information, Document Details, and Document Snapshot.  The Document Information lists the Application Name that is made up of a combination of NJDEP’s Program Name, WQR for Water Quality Restoration, calendar year the document was created, Organization abbreviation, and the next sequential number that represents the grants in the system.  The Document Details shows you that this document is tied to your Organization, your role in the organization, what the current status of the document is and the due date of the document.  Lastly, the Document Snapshot gives you general information such as directions on how to get started and overall grant information which will be populated as you fill in the application.  



Forms Menu — Initial Application Forms

My Training Materials | My Organization(s} | My Frofle | Logout

9 Menu 9 Forms Menu 0 Status Changes 0 Management Tools 0 Related Documents and Messages
"y

Qe

Docu
De

Forms Menu

Status Page Name

Profile Information

P

Period Date /
Project Details Current Status Date Due

Project Location H Official Application In Process ﬂi’f"‘?m 8- NiA

Leqislative/Congressional Districts

Waterbody Information

DoCcuU) Best Management Practices Information

I P R NP N I R P

Project Proposal
To get sL ‘ Il guide you through inputting all the necessary information required

far this _+ on the “Status Changes™ menu to submit the application.

Applicant
MName:

Project
Category:

Project Title:
Grant
Amount
Requested:

Match
Amount:


Presenter
Presentation Notes
To begin an application, hover or click on the Forms Menu.  The Forms Menu contains all the pages of the grant application.  I will not go through each page of the application because there is a section in the RfP that defines each field of the application.  However, there are some helpful tips to know about the SAGE system.  When you hover over the Forms menu there is a blank document symbol next to each page.  This indicates that the page has not been edited. 


Forms Menu — Page Edited without Errors

My Training Materials | My Organization(s} | My Profle | Logout
"SAVE' ISAVEMEXT' 'NEXT' 'PRINTVERSION "ADDMNOTE'

9 Menu 9 Forms Menu 0 Status Changes 9 Management Tools 0 Related Documenis and Messages
' Y
Forms Menu

D Profile Information
O B2 E Project Details
Docun @f Project Location
Dei N ) _
@ Leqisiative/Congressional Districts
You ar py pplication Forms
1 Waterbody Information
D Best Management Practices Information
PROJ .
- D Project Proposal
Instruc| N Goals and Objectives

. ﬁmmmmmmmmﬁﬁe SAVE bution.

+ |f not statewide, please select a County and then a Municipality where the Project will be located and click the SAVE button.
+ After clicking the SAVE button, the data will save your selection on the right.

+ Block/Lot and WA will appear once you click the save button.

+ |f a project location needs to be changed, reselect the appropriate location and click the SAVE bution.

+ To proceed to the next page you may click the NEXT button.


Presenter
Presentation Notes
As you fill out each page a pencil over the document symbol will appear meaning that the page has been edited without any errors. 


Forms Menu — Page Error

My Training Materials | My Organization{s} | My Profile | Logout
FSAVE' "SAVEMEXT INEXT' "PRINTVERSION "ADD NOTE'

@ Ienu @ Forms Menu 0 Status Changes 0 Management Toaols 0 Related Documents and Messages
i y
Forms Menu

E nave been found.
Profile Information

Project Details

B
O Bz ‘ \ Project Location
Docur Leqislative/Congressional Districts

€]

Del
You ar D Waterbody Information bplication Forms
D Best Manaoement Practices Information
D Project Proposal
PROJ
D Goals and Objectives
Instruct. 4

+ Fields with an * next to them must be completed.

If your project is Statewide, check the appropriate box indicating this and click the SAVE button.

If not statewide, please select a County and then a Municipality where the Project will be located and click the SAVE button.
After clicking the SAVE button, the data will save your selection on the right.

Block/Lot and WMA will appear once you click the save button.
If a project location needs to be changed, reselect the appropriate location and click the SAVE button.

To proceed to the next page vou may click the NEXT button.



Presenter
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If an orange hand symbol shows up, then the page has been edited but is not finalized because either an error has triggered, or a required field needs to be completed.


Forms Menu — Plus Symbol

My Training Matenals | My Organization(s) | My Profile | Logout
"SAVE" "SAVENEXT "NEXT'

9 Menu 9 Forms Menu O Status Changes 0 Management Tools Q Related Documents and Messages

) Back

Document Information: WQR-2019-ABC Company-00165

Details

You are here: = Water Quality Restoration 2019 Menu > Forms Menu

PROJECT DETAILS

Instructions:

» Fields with an * next to them must be completed.

» After entering all information click the SAVE button.

 After clicking the SAVE button, the data will be calculated.

» To proceed to the next page you may click the NEXT button.

» For detailed instructions, please refer to the Request For Proposal (RFF) document.

0 Project (RFP) Category * hd

Project Title *

0 of 200
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Presentation Notes
In certain sections of the application you will see a plus symbol like this one.  You can click on this and it will add rows so you can add additional information.  



Forms Menu

NEW JERSEY

My Training Materials | My Organization(s} | My Profile | Logout

@ Menu @ Forms Menu O Stafus Changes 0 Management Tools 0 Related Documents and Messages
T
Forms Menu

B.—
O = Status Page Name MNote
Docun

Profile Information <:|

Dei

Period Date /

M Project Details Current Status Date Due
Project Location H Official Application In Process ?ﬁfﬂzm 8- N/A

Leaqislative/Congressional Districts

Waterbody Information

pocy Best Management Practices Information

DR DO

Froject Proposal
To get Il guide you through inputting all the necessary information required

for this &_ i on the “Status Changes™ menu to submit the application.

Applicant
Name:

Project
Category:

Project Title:
Grant

Amount
Requested:


Presenter
Presentation Notes
If you navigate to the Profile Information page of the Forms Menu


Forms Menu- Profile Information

PROFILE INFORMATION

Instructions:
+ Required Fields are marked with an *.
* Please complete this page, then click the SAVE button.
« To proceed to the next page you may click the NEXT button.

APPLICANT INFORMATION

Organization Name * ABEC Company
Street Address * 111 Winding Way

City * Trenton
State * Mew Jersey
Zip * 08625

Organization Type * Mon-Profit Corporation

Vendor ID Number *

DUNS Number

If you need fo find or register for a DUNS number Click Here and then revisif the My Organization(s) Profile to enter the information.
Type of Governing Body *

Contact Person Name  * H
Must be an Authorized Officia Jennifer Noblejas on who is familiar wih the grant.

Title
Phone
Email

Fiscal Offcor Name ~ *

Title
Phone
Email

Project Manager  *

Title
Phone
Email

MANTRCD I AMERA TIMR


Presenter
Presentation Notes
you have a section where you must indicate who the Contact Person, Financial Person and Project Manager of the grant are.  These fields are drop downs with the names of the all the members you added to your organization when you filled out your My organization profile.  If a name is not listed, you will need to go back to the My Organization hyperlink on the home page and add a new member with the role of Authorized Official. 


enu — Status Changes

My Training Materials | My Organization(s) | My Profile | Logout
"SAVE"' ISAVEMEXT' NEXT'

9 Menu 9 Eorms Menu O Status Changes 0 Management Tools 0 Related Documents and Messages
"
Status Changes

O Back Possible Statuses

Document Information APPLICATION SUBMITTED

Details T <1_|
N

You are here: = Wate

CANCEL APPLICATION
A

PROJECT DETAILS | [suswm] {00

Instructions:

» Fields with an = ne:
After entering all in
After clicking the §/
To proceed to the
For detailed instru

B
.
.
.

[+] Project (RFP) Ca v

P
Project Title *
0 of 200

Estimated Project Duration in Months™
Grant Amount Requested * $0
Match [ in-Kind 50

[ cash 50
Other Funding $0

Total Project Amount $0


Presenter
Presentation Notes
When all the forms are completed without any errors and is ready to be submitted, hover over Status Changes, and click the submit button under Application Submitted.  If you want to cancel an application, click the submit button under Application Cancelled.  The Status Changes button moves a document to the next step of the process.  In this case, when an application is submitted, it moves the application to the DEP’s task list.  But if you have not submitted the application yet, the document is put on a My Task section of your home page.          



My Training Materials | My Organization(s} | My Profile | Logout
"SHOW HELF

AGATE H Instructions:
e --QWG"?O'"“G Jennifer Select the SHOW HELP button above for detailed instructions on the following.
Authorized Official

| = Applying for an Opportunity
Change My Picture = Using System Messages

= Understanding your Tasks

= Managing your awarded grant

Hello Jennifer, please choose an option below.

&l View Available Opportunities

You have 2 opportunities available.
Select the View Opportunities button below to see what is available to your organization.

——]

&) My Inbox

You have 1 new messages.
Select the Open My Inbox button below fo open your system message inbox.

TCPERWYINEOX"|

&4 My Tasks

You have 1 new tasks.
You have 0 tasks that are critical.
Select the Open My Tasks button below to view your active tasks.

(OPENWYTASRS|

A

=l
©) Top of the Page
Powered by IntelliGrants @ & Copyright 2000-2019 Agate Software, Inc.
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Since we initiated an application, the My Task section is visible.  Click on Open My Tasks, 


My Tasks — Grant Document

& My Tasks

Export Results to Sort by: | -- Select - v 5
Info Document Type Organization Name Current Status Date Received Date Due

Water Quality Restoration 2019 ABC Company WOQR-2019-ABC Company-00165 Application In Process 11/19/2019



Presenter
Presentation Notes
The My Task section opens up to list all the tasks for the user that is logged into the system.  This means there is a grant document and the system is waiting for you as the grantee to perform a specific action.  This may be to submit an application, modify an application or report, or review and sign a grant agreement.


My Training Materials | My Organization(s} | My Profile | Logout

“SHOW HELP
AGATE H Instructions:
g --QWelcome Jennifer Select the SHOW HELP button above for detailed instructions on the following.
Authorized Official = Applying for an Opportunity
Change My Piciure > Using System Messages

= Understanding your Tasks
= Managing your awarded grant

Hello Jennifer, please choose an option below.

&l View Available Opportunities

You have 2 opportunities available.
Select the View Opportunities button below to see what is available to your organization.

| VIEW OPPORTUNITIES |

&l My Inbox

You have 1 new messages.
Select the Open My Inbox button below to open your sysiem message inbox.

—]

& My Tasks
Export Results to Sort by: |- Select - v Ea

Info Document Type Organization MName Current Status Date Received Date Due

Water Quuality Restoration 2019 ABC Company WQR-2019-ABC Company-00165 Application In Process 11/19/2019



Presenter
Presentation Notes
When a grantee needs to perform a task, the system generates an email notification to all the Authorized Official’s email addresses and will be in their “My Inbox” section.  If you receive an email notification, look in your My Tasks section to see what document the notification is referring to and what needs to be done under the Current Status heading.  If the My Task section is not visible, then the grant document is with DEP personnel for their review and action. 

You will eventually need to be able to find and track your grant in the system if the My Task section is not visible.  To do this, go to the My Applications tab. 


My Applications

My Training Materials | My Organization(s} | My Profile | Logout

) Back

My Applications

Use the search functionality below to find a specific Application.

Search Applications

Application Types |- Select - v

Application Name | 165 |

Status [ Select -

“SEARCH |l CLEAR |

Export Results to Sortby: [ Select- | [

Mumber of Resulis 1

Document Type Organization Name

Water Quality Restoration 2019 ABC Company WQR-2019-ABC Company-00165
1

Current Status Year

Application In Process 2018

O Top of the Page

Powered by IntelliGrants & @ Copyright 2000-2019 Agate Software, Inc.
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Here, you will be able to search in any combination either by Application Types which is a list of all NJDEP’s Program Names that are in SAGE, the Application Name, status of the application or year it was created.  I tend to use the application name field most and put in the application number.  By using the application number as the filter, the result will be all the applications with that number or a portion of that number in its name for your organization.

The other two tabs are similar search filters for Financial Reports and Progress Reports.

Now let’s go back to the Application menu by clicking on the Application Name under the My Task section. 


Menu- Management Tools

My Training Materials | My Organization(s) | My Profile | Logout

G Menu G Forms Menu O Status Changes 0 Management Tools 0 Related Documents and Messages
™\

Q) Back

Document Information: WQR-2019-AB(C

Details

Info Document Type

Water Quality Restoration 2019

DOCUMENT SNAPSHOT

* To begin or continue work on your appli
* To submit or cancel your application, pl
» Please ensure appropriate staff have be

Applicant Name:
Project Category:
Project Title:

Grant Amount Requested:

N0 N

Management Tools

% CREATE FULL PRINT VERSION

Select the link above to create a printable
version of the document.

k% CREATE FULL BLANK PRINT

VERSION
Select the link above to create a blank printable
version of the document.

&{_:, ADD/EDIT ORGANIZATIONS

Select the link above to manage the
organizations associated with this document.

ent Status

cation In Process

: form you wish to fill out.
ppriate option.

Period Date /
Date Due

03/01/2019 - N/A
N/A


Presenter
Presentation Notes
To continue on, next to the Status Changes hyperlink is Management Tools.  If you hover over the Management Tools menu you have the option to print or save a PDF of the completed application or a blank application and if you scroll down there is a Status history of the document, and Check for Errors. 


My Home = M

Applications | My Financial Reporting

Ivly Progress Reporting

Management Tools- Add/Edit People

My Training Materials | My Organization{s) | My Profile | Logout

) Back

Document Information: WQR-2019-AB(

Details

Info Document Type

Water Quality Restoration 2019

DOCUMENT SNAPSHOT

* To begin or continue work on your appli
» To submit or cancel your application, pl
» Please ensure appropriate staff have bs

Applicant Name:

Project Category:

9 Menu @ Forms Menu O Status Changes o Management Tools o Related Documents and Messages
f ~

Management Tools

% ADD/EDIT ORGANIZATIONS

Select the link above to manage the
organizations associated with this document.

% ADDIEDIT PEOPLE (—

Select the link above to perform actions such as
adding people, changing a security role, or
altering people's active dates on this document.

MY ACTIVITIES SEARCH/REPORTS
Select the link above to perform a search and
output the results from the My Activities.

ent Status

cation In Process

» form you wish to fill out.
opriate option.

Period Date /
Date Due

03/01/2019 - N/A
N/A
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Presentation Notes
There is also an Add/Edit People link.  This is where you would go if you want to assign a person to this particular document.  Navigate to the Add/Edit People link under Management Tools 


Add/Edit People- Person Search

Water Quality Restoration 2019 Menu - People

The functionality on this page will allow you add, delete or edit people on this document.

Use the keyword search function to locate a person you would like to add. Select the check box next to the name in the search results.
Or, you can uncheck the box next to the person(s) name under the Current People Assigned area to remove people.

After you perform your modifications, remember to select the SAVE button to save your changes.

Document Information: WQR-2019-ABC Company-00165

Details

Period Date /
Date Due

Info Document Type Organization Current Status

Water Quality Restoration 2019 E] ABC Company Authorized Official Application In Process Eﬁf”zmg - NIA

Person Search

Enter a name or partial name: | SEARCH

Current People Assigned

Il Person Organization(s) Role Active Dates Assigned By

v Ms_ Jennifer Moblejas

Email ABC Company (Authorized Official)  Authorized Official 11/19/2019 - Grant System
v Eﬁgﬁ LesIReQISIrAion? - g4ve The Trees (Authorized Official)  [Authorized Official v| [11/192019 || | Grant System
ke Stephen Matis AO Save The Trees (Authorized Official) ~ |Authorized Official V| [11/19/2019 || | Grant System

Email



Presenter
Presentation Notes
A list of people currently assigned to the document will show up but if you need to add another person, search for the person you would like to add. 


Add/Edit People- Assign to Document

My Training Materials | My Organization(s) | My Profile | Logout

G Menu G Forms Menu 0 Status Changes 0 Management Tools 0 Related Documents and Messages

() Back
Water Quality Restoration 2019 Menu - People

The functionality on this page will allow you add, delete or edit people on this document.

Use the keyword search function to locate a person you would like to add. Select the check box next to the name in the search results.
Or, you can uncheck the box next to the person(s) name under the Current People Assigned area to remove people.

After you perform your modifications, remember to select the SAVE button to save your changes.

Document Information: WQR-2019-ABC Company-00165

Details

izati Period Date /
Info Document Type Organization Role Current Status Date Due
Water Quality Restoration 2019 E] ABC Company Authorized Official Application In Process %?f”zmg -N/A

Person Search

Enter a name or partial name: [nob | SEARCH

People Found

Person Organization(s) Active Dates S;S'U“ed
Jennifer ) .
- New Jersey Department of Environmental Protection 12/11/2019 -
O —I—E;t:ﬁ as {Grant Manager) |" Select - hd |
| 12/11/2019 -
] é?:;:ome a5 Stony Brook-Millstone Watershed Association (Viewer) |-- Select -- [V |
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Presentation Notes
The Search Results page will show up and you will select the check box next to the name and select the appropriate role and active date.  If a person is no longer with the organization, you can inactivate them by putting a date on the bottom field below the active date.   Remember to click the SAVE button to update the information.  



Document Menu — Related Documents

My Training Materials | My Organization(s} | My Profile | Logout
"SAVE SAVEMNEXT MEXT

9 Menu 9 Forms Menu O Status Changes 9 Management Toals 0 Related Documents and Messages

Related Documents

o Back There are no available related documents at this time.
Document Information: WQR-2019-ABC Company-00
Details Related Messages

You are here: > Water Quality Restoration 2019 Menu > F There are no available related messages at this time.

PROJECT DETAILS

Instructions:

+ Fields with an * next to them must be completed.
After entering all information click the SAVE button.
After clicking the SAVE button, the data will be calculate
To proceed to the next page you may click the NEXT b
For detailed instructions, please refer to the Request Ftl)l

[+] Project (RFP) Category * | v

Project Title *

0 of 200

Estimated Project Duration in Months®

Grant Amount Requested * 50
Match [ in-Kind §0

[ cash 50
Other Funding 0

Total Project Amount $0
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Presentation Notes
The last section is the Related Documents and Messages.  This is where you will initiate a progress and financial report after a grant has been executed.  



Key Points to Remember

- Update your Organization Information and add your Organization Members with a
person designated as the Contact Person, Chief Financial Officer and Project Manager
BEFORE you start an Application and make sure they are assigned to the document

-Apply for the grant under View Available Opportunities

-For the narrative sections of the application, it is best to copy and paste from a word
document.

-Click the SAVE button for each page in the application
-Submit your Application under Status Changes


Presenter
Presentation Notes
 I hope this provided you with a good overview of the SAGE system.  Thank you.        



Questions?

Contact Information
Jennifer Noblejas

Jennifer.Noblejas@dep.nj.gov

609-633-0733


mailto:Jennifer.Noblejas@dep.nj.gov
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