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External Procedure – OGM 08.13.01 – Grantee Performance Evaluation Online System User Authorization 
Procedure Owner: Director of Grants Training and Reporting, Office of Grants Management
Approved by: Enterprise Grants Managing Director
Effective Date: September 6, 2024
Reason for the Standard Procedure 
Purpose Statement 
This procedure clearly defines the steps to approve or remove agency personnel authorized to access the Department of Administration’s grantee performance evaluation online system. This supports compliance with Office of Grants Management (OGM) Policy 08-13. 
Policy, Statute, and Legal Requirements 
· Minnesota Statute §16A.057, Subd. 5, Internal Controls and Internal Auditing.
· Minnesota Statute §16A.057, Subd. 8, Agency Head Responsibilities.
Minnesota Management and Budget (MMB) Statewide Operating Policy 0102-01, Internal Control System.
Minnesota Statute §16B.97, Subd. 4(a)(1), Duties. 
Minnesota Statute, §16B.98, Subd. 12, Grantee Evaluations.
Office of Grants Management Policy 08-13, Evaluating Grantee Performance.
Applicability 
This procedure applies to the Office of Grants Management (OGM) and agencies that designate personnel responsible for adding grantee performance evaluation reports to the Department of Administration’s grantee performance evaluation online system. 
Procedure Scope
In Scope
Adding and removing agency personnel with authorized access to the grantee performance evaluation online system. 
How the process is initiated: The grant making executive branch agency identifies the personnel who should be authorized to access the grantee performance evaluation online system with the permission level to add or remove evaluations.
The final step in the process: The individual agency personnel are added or removed as authorized users of the grantee performance evaluation online system. 
Out of Scope
· OGM 08-13.02 – Grantee Performance Evaluation Review and Release 
Supporting Tools
Reference the following sources for detailed instructions related to uploading evaluations per OGM Policy 08-13: 
OGM Policy 08-13.
Training materials for OGM Policy 08-13.
Standard Process Defined 
	Step Number
	Step Description
	Role/Responsible Person 
	Timeline

	1. 
	Agency identifies personnel to be authorized to access the grantee performance evaluation online system. 
	Grants Governance Committee (GGC) member or other agency designated authorized individual 
	As needed.

	2.
	Grants Governance Committee member or other agency designated authorized individual provides authorized users’ names to OGM via email to Director of Grants Training and Reporting so the Office of Grants Management can add or remove access for the individual to grantee performance evaluation system.
	GGC member or other agency designated authorized individual 
	As needed. 

	3. 
	OGM adds or updates the following information into a designated spreadsheet: authorized user’s name, agency, email address, date access is granted or rescinded, and name of person requesting access for the individual.  The spreadsheet is to be stored on OGM’s drive for OGM reference purposes only. The grantee performance evaluation online system stores the official record of current authorized users.
	Director of Grants Training and Reporting
	Within five business days of submission.

	4. 
	If the authorized user is a new user to the system, OGM adds the authorized user’s name and email address to the system. If the authorized user currently has access to the system, OGM provides the name to Minnesota IT Services Applications and Database Support Team to add the Grantee Performance Evaluation user role to the user profile.
	Director of Grants Training and Reporting and Minnesota IT Services Applications and Database Support Team
	Within five business days of submission. 

	5. 
	OGM sends an email to the authorized user with a password (as needed), links to training materials, and support contact information. 
	Director of Grants Training and Reporting
	Within five business days of submission. 

	6. 
	OGM notifies the GGC member or other agency-designated authorized individual who submitted the request that access has been granted or removed for the individual agency authorized users.	
	Director of Grants Training and Reporting
	Within five business days of submission. 

	7. 
	This procedure is complete when the authorized user receives access to or access is removed from the grantee performance evaluation system, whichever is applicable. 
	Director of Grants Training and Reporting
	Within five business days of submission. 


Definitions
· Authorized user: State employee responsible for entering a grantee performance evaluation into the online system.
· Authorized agency authorized user approver: Grants Governance Committee (GGC) member or other agency designated individual with authority to approve or rescind authorized user access to the online system for the relevant agency or office. 
· Online System: The web-based portal through which grantee performance evaluations are submitted and released publicly.  
History and Updates
	
	Description
	Date

	Publication
	Initial Publication
	September 6, 2024
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