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How do I get paidl?
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When may | request funds?

Grantees submit quarterly expenditure reports during their funding
period. (Reminder: program reports must be submitted prior to

payment.)
(State Fiscal Calendar) Due Date
Quarter 1 : July 1 —Sept. 30 October 15
Quarter 2: Oct 1 —Dec 31 January 15
Quarter 3:Jan 1 — March 31 April 15
Quarter 4: April 1 —June 30 July 15
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Entering expenditures into the
Enterprise Grants Management
System (EGMS)

The web site for EGMS is
http://egms.dhs.state.mn.us
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Sign up for your new account

Ple Log I
—

User Name:
Forgot My Password
~Eget oty 2 Password:
New User? . |Remember me next time.

/
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Required information

Click on the “New User” link in the left navigation bar and fill in the

required information

New User Registration

User Login

Forgot My Password

Fields with * are required.

New User? *Vendor Number: 0000123456

*Grantee Name:

*Contact Name:

*Addressl:
Address2:
=Ciy:
*State:
*Phone:

Fax:

Three Bears
Goldi Locks
8 Porridge Lane

Saint Paul
MN *Zip: 55101
651-555-5555 XX -XX-XXXX
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Sign up for your new account

T Sign Up for Your New Account

User Name: Goldi

Forgot My Password

Password: eeeeeeeee
S Lser Confirm Password: eeessesee
E-mail: g.locks@threebears.com
Security Question: Favorite anything

Secunty Answer: Just nght

G s
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Report expenditures

Select your grant
Be sure you select the correct Grant! Click on “Report
Expenditures” under My Grants view.

EGMS

"j_‘ﬂ Minnesota Department of Human Services Enterprise Grants Management System

Hello, Leni Wilcox. Welcome to EGMS.

My Page | Change Password | My Profile | Log Out

My Grants
Vendor Begin | End Budget
Number Date | Date Setup Date
View 2ot E dm w011 0975000825 T Nree 97712009 /612010 $25,465.00 9/29/2009

Bears
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Select budget period

Click on select. This will bring you to the next page listing the
budget periods associated with your grant.

EGMS

H_‘n Minnesota Department of Human Services Enterprise Grants Management System

MyPage | Change Password | My Profile | Log Out

T S T T

View 442011 07975000825  Three Bears . 9712009 91612010 §25,465.00

Select a Budget Penod

im0 it

Select 442011 9712009 /612010 $25,465.00

!
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Select the reporting period

Click on the reporting period which corresponds to the period you
wish to report.

EGMS

H‘(]‘ Minnesota Department of Human Services Enterprise Grants Management System

My Page | Change Password | My Profle | Log Out

" Namber VendorNamber| T ug Dae Ena Dt | Amount

View 442011 07975000825  DHS10/WILDER FOUNDATION/J PEICHEL 9/7/2009  9/6/2010 $25,465.00

Select a Budget Period
- GC Number Total Budget Amount
Select 442011 9/7/2009  9/6/2010 $25465.00
Select a Reporting Peniod

Report Due Cash

9712008 9/30/2009  10/10/2009 $0.00

E endmn' No expenditures reported for this reporting period.
Report 10/1/2009  12/31/2009 1/10/2010 $0.00 g = . -
Rbsaniiirs No expenditures reported for this reporting period.
Report 1/1/2010 3/31/2010  4/10/2010 $0.00 . . . .
Fasentbings No expenditures reported for this reporting period.
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Enter expenditures

Enter your expenditures in the appropriate line items. Be
sure you are entering the correct expenditures for State
share and Local share.

('fOI'nI‘l'I.‘:lllit}' Services - Budest Total Reporting Shared
State Share Expenditure Type Amn?mt Expenditures | Available | Period: 4/1/2009 Budeet
BPTD - 6/30/2009 -

f&‘é‘;ﬁ“’mﬁ"“ & $300.00 $9300 $20700 | | False 10 10
Supplies $1,100.00 $960.00  $14000 [ | False 10 10(
Contracts $68,000.00  $49,270.00 $18,730.00 | " False 10 10¢
Other $6,300.00 $4,990.00 $1,310.00 | False

I ) T I N

C'oxmmr.n.ir}_' Services - Budget Total Reporting Shareil
Local Share Expenditure Type Amim Expenditures | Available | Period: 4/1/2009 | o - .
BPTD - 6/30/2009 &

Personnal $60,488.00  $58,525.00 $1,963.00 | _" False 100 0
Travel $5,040.00 $8,270.00 ($3,23000) [ ] False 100 0
f&’;’;’;‘“‘mm& $2,324.00  $1,84200 48200 [ | False 100 0
building space $4,800.00 $3,600.00 $1,200.00 | | False 100 0
Supplies $600.00 $428.00  $172.00 | ] False 100 0

Contracts $12,100.00 $13,925.00 ($1,825.00) | False 100 0
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| ocal share — also known as Match

» Required match for Live Well at Home grants is dollar for dollar.

» Match is the non-state share of costs that the grantee, or grantee’s partners,
are required to contribute to accomplish the purposes of the grant.

» Match can either be an actual expenditure (cash) or a virtual cost (in-kind
contribution).

» In-kind match is typically in the form of the value of personnel, goods and
services.

» Matching may not be used to match another federal or state grant; it may only
be used as match one time.
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Submit report

S vara e ! R o e
Contracts $68,000.00  $49,270.00 $18,730.00 [18730 j False 10 100
Other $6,300.00 $4,990.00 $1,310.00 1310 | False 10

I T T e T

C'onmm‘uliry Services - Fodest Total Reporting
Local Share Expenditure Type A::lulg.:lt Expenditures | Available | Period: 4/1/2009
BPTD - 6/30/2009

Personnal $60,488.00  $58,525.00 $1,963.00 (32978 | False 0
Travel $5,040.00 $8,270.00 ($3,230.00) [3033 _| False 100 0
fﬁ;‘;ﬁ“‘mﬁ"“& $2,324.00  $1,842.00  $48200 [605s | False 100 0
building space $4,800.00 $3,600.00 $1,200.00 [1200 ‘@ False 100 0
Supplies $600.00 $428.00  $172.00 [200 ] False 100 0
Contracts $12,100.00  $13,925.00 ($1,825.00) |5625 l False 100 0
Other $2,000.00 $830.00 $1,170.00 | False

B 7w e e 2

Total expenditures for this Reporting Period: $64,028.00

Submit Report ' Check Total |
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What happens next?

e Clicking on submit report will send the report
to DHS for approval
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Budget revisions

* Go back to your grant page and click on VIEW
EGMS

"‘q Minnesota Department of Human Services Enterprise Grants Management System

Hello, JEXENIPS Welcome to EGMS.

My Page |  Change Password | My Profle | Log Out

My Grants
Vendor Begin | End Budget
Number Date | Date Setup Date
Three
Report
MEXD iy 442011 07975000825 Bears 97712009 9/6/2010 $25,465.00 9/29/2009
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View budget

EGMS

"‘\f Minnesota Department of Human Services Enterprise Grants Management System
Hello, bensiisless. Welcome to EGMS.

My Page | Change Password | My Profle | Log Out
Grant Contract Detail Back To MyPage
Budget Pertods
T G Nambe] it Dt Dt B
View Budget View Expenditure Report View Payment 729 442011 972009  9/6/2010 $25,465.00

I N A N

Grantee: DHS1O0/M _ .0 - CILTTCZIITTL

Contract Number: 442011 e dor Nther o e
Contract Start Date: 9712009 Contract Amount: $25,465.00
Contract End Date: 9/6/2010

Grant Manager: Bev Asher

Grant Accountant: Tarmi Strand

Notes:
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Select edit

A Budgets, Reported Expenditures and Payments Page - Microsoft Internet Explorer provided by DHS, State of MN

File Edit View Favorites Tools Help 4ioh
- - . —— 2| » | g
oBan:k - & ﬂ Q g | J-) search 7 Favorites &2 | 3~ o [ 4 J ii @ S 3 Links - -
: :-ﬁ‘] http: /fegms.dhsintra.net/BudgetsandExpenditureReports, aspx v GO
-~
A i
EGMS
Hﬁf Minnesata Department of Human Services Enterprise Grants Management System north <tar)

Hello, David Hanson . Welcome to Deaf and Hard of Heari.ng. Change ProgramUnit

My Page | GrantContract Lookup My Templates Expenditure Report

Vendur N‘lmber Tl‘]e U‘er Dermed .-

442011 07875000825 ES%WDER HEUIND 2 TION/ S Q72009 962010 $25,465.00 True PWIAKSE

View Grantee Expenditures View Payments
Budgets For Budget Perntod: 3/7/2009 - 9/6/2010

. Budget Type | Budget Status | Submitted Date | Submitted By A GMal APGA 1 S:cunda:ly
proval PProv proval Approv

Edit Current BEudget Approved 9292002 Dawid Hanson

Commnty Sevace -sote e [ S ATy oo ey

Personnel $20,300.00
Travel £165.00
Communication and Utilities £0.00
Building Space £0.00
Construction £0.00
Equipment $0.00
Supplies £0.00
Volunteers $0.00
Contracts £3,900.00
Other £1.100.00

i [sasscsoolsoom (5000 |
Community Service - Local Share -m

Darrannal 14 @75 NN b
> | piscussions ~ | ) [T B0 &0 €0 20 | 14| B Discussions not available on http:/fegms.dhsintra.net/ o)
] javascript: __doPostBack (ctioDglbtnChangeProgramuUnit!, ") &J Local intranet
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Scroll down to the bottom and clic
on Revise Budget

2 Budgets, Reported Expenditures and Payments Page - Microsoft Internet Explorer provided by DHS, State of MN
File Edit Wview Favorites Tools Help

@ Back - gy |.”.l.‘.' |_:: o - search avories. 2 | (2~ 4 [ L) &l @ B L irk:
Addrass | 88 hittp: /fegms. dheintra.net/Budgets AndExpend itureRepor ts.aspsx

LU TTIETIT SO Feme iy pae T AT

Supplies £0.00 £0.00 10 100 False

Volunteers £0 00 £0.00 10 100 False

Contracts $£3,900.00 £0.00 10 100 False

Oither £1.100.00 F450.00 100 False

I T ) N N

Commljmry Sernice - Budget Total Va.nance RI%, | Shared
Local Share Amount | Expenditures ul’lE"?

Personnel $14,875.00 $4.909.77 100

Trawvel £785.00 $49.50 100 0 False
< $900.00  $224.85 100 o False
Building Space £3.100 00 $£1.250.00 100 1] Falze
Construction $0.00 £0.00 100 0 False
Equipment $0.00 £0.00 100 Q False
Supples £714.00 E378. 00 100 [0} False
Volunteers $0.00 £0.00 100 8] False
Contracts 414000 £0.00 100 4] False
Other $2,500.00 f0.00 100

-_m—--

BudgetType: Current Budget ¥ | Subrnitted Date: |9/29/2009
Budget Status: Approved ¥ | Submitted By: |David Hanson
Motes: Inzert Mote

Renes et

* | piscussions = | ) [Py @0 20 %0 %0 | 21| D 0iscussions not avalable on http:ffegrms. dhsintra.netf )
&] aJ Local ntranat
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Enter revised budget

(only line items that are being revised need to be entered)

A Budgets, Reported Expenditures and Payments Page - Microsoft Internet Explorer provided by DHS, State of MN

File Edit View Favorites Tools Help e
Qe - © (%] [B €0 POsearch Slrranries @ 2~ 2 FHLJE @ 3 SR
Address ﬁ]hﬂp:ffeqm.dﬁhva.mbﬂwqew:paﬁiuewb.m v Blco
&
= :
EGMS
"&f Minnesotn Department of Human Services E]’lf(‘.“l'pl‘i."ie Grants Management System north ;tah
Hello, David Hanson . Welcome to Deaf and Hard of Hearing. Change ProgramUnit

My Page | GrantContract Laokup | My Templates | Expenditure Report

\!endnr NMher Tlﬂe Amn".“t LI i Deru.ed I-

442011 07975000825 EEISCL%LWDER £O ATIOHH 2009 9/6/2010  §25,465.00 True DPWIAESE

Back Te Budgets

Purpose Budget

Community Service - 7
Amount Expenditure Budget?
Personnel $20.30000 20300 6=#6.090.42 100 False
Travel $165.00 [165 e 000 10 100 False
g;h";’::m“"“ i $0.00 [0 = 5000 10 100 False
Bulding Space $0.00 0 e’ £0.00 10 100 False
Construchon $0.00 [0 ? £0.00 10 100 False
Equipment $0.00 [0 & 5000 10 100 False
Supplies $0.00 [0 & 5000 10 100 False
WVolunteers $0.00 |0 é— $0.00 10 100 False
Confracts $3,900.00 (3900 o 5000 10 100 False
Other $1,100.00 E=—t450.00 100 False

-_-----

Community Service -
Local Share Budget 1;::;:: Total Varmm:e % Shared
Amount Expenditures Budget? v

|| (@ iscussions not avalable on hitt: fegms. chsintra.net/ L2
&J Local ntranet
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Justify and submit your budget
revisions

Submut the budget revision

Scroll down to the bottom of the page and press SAVE. This
completes the budgetretision request.

— L “ . B e —— =
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What happens after | request a
budget revision?

*Bev Asher will be notified through the EGMS system
that you have requested a budget revision

«|If the revision is within the parameters of the 10%,
you have used the “Notes” section for your
justification and your request is approved, your new
budget will be loaded into EGMS

«|f the revision requested needs additional
discussion, you may email, or call, Jackie Peichel to
discuss your request.

Living Well at Home grantee training



8/10/2016

The original budget is already
loaded in the line items.

>

Reminders about budget revisions

Only line items
being changed

need to be
updated.

After making your changes
in the line items, the total
budget must remain the
same or the system will not
accept the change.

You may only make budget
revisions within the 10% limit
that is pre-set in EGMS. If a
greater change is needed,
you must talk with Jackie
Peichel at 651-431-2583.
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What if | need to change banks
during the course of my grant?

e Make request using the Minnesota Management & Budget
Bank Change form File Maintenance — EFT
i 658 Cedar Street, Ste. 400
available at:

St. Paul, MN 55155

http://mn.gov/mmb/assets/ Fax number: 651-797-1305

bank-change tcm1059-

126539.pdf Questions about this form?
e Copy and fill out the Call the MMB EFT Helpline at 651-
form and either mail it 201-8106 or email at
. efthelpline.mmb@state.mn.us
or fax it to:
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https://mn.gov/mmb/assets/bank-change_tcm1059-126539.pdf
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Bank Change Request

f@ nmb.state.mn.us cha ~_ _7}2 - G b4 !lﬂ state.mn.us

MlNNES(OT’i‘ - Direct Deposit Authorization for
Mdﬂdgﬂmwt Electronic Funds Transfer

s I3udget  AAP Bank Change Request

File Maintenance

400 Centennial Office Bldg EFT Helpline 651-201-8106

658 Cedar Street Fax 651-797-1305

St Paul, MN 55155 efthelpline. nmb@state.mn.us
Instructions for completing this form are on the back. Please print clearly and use black ink.

Mailing Address (General)

Name
Address

City
State Zip Code | I | |VendorNumber| | l | I | I I I I |Location] | | |

Contact Information - Please list person who can respond if additional information is required.
Contact Name

Email Address

Email Address for Payment Nofification
(if different than above)

Phone| | | |- I I -0 11 ] el | | 1 1 Fax L1 |-L 0L J-L 1111

Tax Identification Information

Parent's SSN # | | | | | I | | | | Parent‘sSSN#l | | I | | I | ] |

Parent's Name Parent's Name

Current Financial Institution Information “""THIS INFORMATION IS REQUIRED""" Enter bank info we are currently depositing pmt to

ABA Routing Number LT L L L L]

Customer Account Number | | | | | | | | | I | 1 | | i
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Issues and Errors

YIKES!

Occasionadlly a user may encounter an error screen.

EGMS

"kf Minnesota Department of Human Services Enterprise Grants Management System

Change ProgramUnit
My Page | GrantContract Lookup | My Templates | Expenditure Report

An error occurred while processing your request!

The error has been logged and IT staff has been notified. We are sorry for any
mnconveniences this may have caused.

Please click here to exit.
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What to do If the error does not clear

Shut down
EGMS and
anything you
have open in
your browser

Log back in
to EGMS

Contact Bev
Asher if you
are still
experiencing
an Error
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Change or removal of user

oA signed letter by your Board of Directors is needed to
request a change of user of the EGMS system.

e|nclude the new user’s name, address, email and phone
number and email the letter to Bev Asher at
bev.asher@state.mn.us

eGrantee shall also immediately inform STATE when an
EGMS login and password is to be removed due to a
staffing change

Living Well at Home grantee training


mailto:bev.asher@state.mn.us

Final reminder/request

With the number of grants we process and service, it
saves time and confusion for us if you include this

Information when sending an email or leaving a voice
message:

Grant number
Grant name
Your email

. Phone number

BN E

THANK YOU for helping us In this way!
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Contact Information

Jacqueline Peichel 651-431-2583
jacqueline.s.peichel@state.mn.us

Bev Asher 651-431-4255

bev.asher@state.mn.us
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