
Getting started with Blackboard

• Configure Audio Setup Wizard:

• Or dial in:  1-888-272-8702; code 2053175# 
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Presentation Notes
Audio should be enabled through your computer speakers, and if you haven’t already done so, please configure Audio Setup Wizard.  You can get there from the upper left part of your screen, through the icon with horizontal lines, and there’s an illustration of it on the screen right now.  Once you go in to Audio Setup Wizard, you’ll get several prompts, which will ensure that your audio is optimized for today’s webinar. 
If the sound quality is bad or you prefer to dial in, use the number on the screen, which is the same as the one from our email invitation. 
We’ll be asking everyone to mute their phones (*6) until we get to questions.
We’ll be recording today’s webinar for those who aren’t able to attend today, or for those of you who want to go back and review it.  
We’ll also post and send a link to these PPT slides following the webinar. 



Measuring Success:
System Launch Webinar

October 28, 2015

As you arrive, 
please configure 
Audio Setup 
Wizard
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Presentation Notes
Good afternoon. 

A few notes before we begin:
To cut down on background noise We’ll be asking everyone to mute their phones (*6) until we get to questions.
We’ll post and send a link to these PPT slides following the webinar. 
And we’ll be recording today’s webinar for those who aren’t able to attend today, or for those of you who want to go back and review it.  [Start Recording]



Overview

 Welcome & Introduction
 User Accounts
 Getting Started
 Adding Projects
 Reporting Tips
 Reminders
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Here’s a quick overview of what we’ll cover in this webinar:

Before we get into the content, I’d like to take a brief moment to let you know who is around the table here at IMLS this afternoon: 




User Accounts

 Log in: http://imls-spr.imls.gov/
 2 Types of User Accounts

– IMLS administered
– SLAA administered
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This is an official government system and the official record of reporting for your LSTA awards. The system should not be used for training or testing. All data entered into the system remain in the system. For example, deleting a project will remove it from your display, but the information is retained within the database.

Since it’s a govt system, maintaining security is a consideration and access is controlled by user accounts. There are two types of user accounts that you should understand: Imls-administered accounts and SLAA administered accounts. We’ll start with the IMLS administered accounts.

http://imls-spr.imls.gov/


User Accounts: IMLS-administered

3 user roles:
 Authorized Certifying Official (ACO)*
 LSTA Coordinator
 Financial Manager (optional)

*Typically the Chief Officer, but in states where the Chief Officer 
is not the ACO, the Chief will be assigned a coordinator-role 
account.
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For the IMLS-managed accounts, there are 3 user roles. These users are established based on data provided in the “Information Update” form. The information update lets us know who is designated responsibility for managing the SLAA’s grant award and it is important that you keep these current. There are differences in permissions among the different user types. 




User Accounts: IMLS-administered

Permissions

Add/View/Edit All
Projects and FSR

Certify 
Report

Validate 
Report

Add Subrecipient
User Accounts

User Account Type
ACO √ √

Coordinator √ √ √
Financial Manager √
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The ACO account – has permissions to add/view/edit projects for all projects in the state and in addition this is the user with the authority to certify the report. In most states this is the state librarian, but there are a few states where the legally recognized authorized certifying official is a different person. 

The LSTA Coordinator account has the permissions to add/view/edit all of the projects for the state but this user cannot certify reports. This user type can validate reports to check to see if all required information is present, but they cannot certify. The Coordinator has the ability to add subrecipient user accounts. For those few states where the ACO is not the chief officer, we will set up an additional coordinator user account for them.

The Financial Manager account has the ability to view and edit all projects for a state, but this user cannot validate the report or add subrecipients. States may choose to have us set up the account for the fiscal officer that is designated on the Information Update. Again, the information update form is document on which these accounts are based.

 



User Accounts: IMLS-administered

 Credentials will be emailed to Chiefs and LSTA 
Coordinators
 Added upon request to your program officer:

– Financial Manager (based on Info Update)
– 1 additional ‘Coordinator’

 Lost/Forgotten Password: contact program 
officer or e-mail sprhelp@imls.gov
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You should reset the password for your account when you first log in to the system – and you should not share your log in credentials.

Recognizing that states may want more than just the coordinator to have access to view and edit all of a states projects, we will establish one additional coordinator account for a staff member. Send an e-mail request to your program officer if you would like to establish this one additional account.


mailto:sprhelp@imls.gov


User Accounts: SLAA-administered

 Optional = Subrecipient (SLAA or other entity)
 Added by Coordinator
 Subrecipient User may only view/add/edit 

projects for a single assigned entity
 Lost/Forgotten Password: managed by 

Coordinator
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Subrecipient Access
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Subrecipient Access
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Presentation Notes
At a minimum, the username, password, and subrecipient must be entered.



Subrecipient Access

11

Presenter
Presentation Notes
The subrecipient user may reset their password. LSTA coordinator will manage lost/forgotten passwords.



Subrecipient View
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Subrecipient View
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Questions?
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Questions?




Getting Started

Recommended first steps:
 Update User Info
 Enter State Goals
 Update State Info
 Update Financial Status Report (FSR)
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We are recommending that you update the FSR early due to a system issue that affects the Match amount that appears on the dashboard – more on that later in the session.



User Info
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Under “Account Management” select “User Info” 



User Info
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You should change your password.



State Goals
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Each project is required to include the goal from your five-year plan that it supports so you should prepare for reporting projects by entering the goals from your plan.



State Goals
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Name of goal should be a brief statement of goal, description should state the goal as it appears in the five-year plan.



State Info
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The state information is required for certifying your report. Once the agency’s new grants management system is in place, this information will be locked down, but at this point you will need to enter it in the system. Note that the items indicated by an asterisk are required to save the information. The DUNS and EIN are not required to save the data, but they are required to certify the report.



State Info
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State Info
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System Issue

 Match displayed on Dashboard will only 
update as FSR is updated (system issue to be 
resolved in future release).
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Financial Status Report
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Financial Status Report
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Please note that the Interim FSR will not be reported in the online system, a separate form will be sent for interim reporting this year. The Interim report will be due on Dec. 30th.



Financial Status Report
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The two fields that must be entered before you can “update” the FSR are the Federal Grant Number and checking a “Report Basis”. Please note that before the report can be certified, you will also have to manually enter the Maintenance of Effort.



Questions?
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Adding Projects
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Adding Projects
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Adding Projects
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Adding Projects
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Adding Projects
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Adding Projects: Batch Upload
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Adding Projects: Batch Upload
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Adding Projects: Batch Upload
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Adding Projects: Batch Upload
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Adding Projects: Batch Upload
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Reporting Tips

Narratives:
 Plain language
 Past tense
 Word limit
 Project Tags 
 Use position titles not staff names
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Plain language (writing for public), avoid acronyms and jargon. 
Past tense – this is after-the-fact reporting – you are describing what happened, not will be happening
Word limit – no technical limit but be clear and concise
Tagging (reminder of keyword search – tags for unique terms)
Use position titles not staff names – with the exception of outside consultants




Reporting Tips

 Periodically “Validate” report (coordinator)
 Update “FSR” to refresh Match on Dashboard
 Administrative Project required for all states 

(even if funds expended on admin = $0)
 Include “Quantity” information for activities
 Match rolls up from individual projects to FSR
 MOE must be manually entered
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Questions?
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Reminders

 Reporting deadline: Friday, Jan. 29, 2016
 Interim Financial Status Report separate from 

online system (due Dec. 30, 2015)
 System offline for IMLS Network Maintenance 

every Wednesday from 6:00 pm to 10:00 pm 
Eastern
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Reminders

 Validate report (Coordinator)
 Certify report (ACO)
 Coordinator resets passwords for subrecipient 

user accounts
 IMLS resets passwords for Chief and 

Coordinator accounts
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Reminders

 Documentation 
http://stateprograms.imls.gov/NewProgramReport.htm
(username: lsta / password: statepgms55)
– Framework Cards (from April meeting) 
– Updated Templates 
– Data Dictionary

Sandbox available for training:
http://imls-testspr.imls.gov/
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Basic documentation is available on the Extranet. The new IMLS web site has launched, but the State Program Manual or Extranet has not been migrated to the new web site. We expect that the Grants to States materials that are currently located on the password-protected site will be moved to the new website later in the fall – watch for an announcement.


Following the session, we’ll send out the link to the archived webinar along with a copy of the powerpoint presentation.

http://stateprograms.imls.gov/NewProgramReport.htm
http://imls-testspr.imls.gov/


Mentor States

ALASKA COLORADO MICHIGAN NORTH CAROLINA
WASHINGTON OKLAHOMA OHIO VIRGINIA
CALIFORNIA KANSAS INDIANA GEORGIA

HAWAII MINNESOTA KENTUCKY MARYLAND
NEVADA NEBRASKA TENNESSEE SOUTH CAROLINA
OREGON TEXAS WEST VIRGINIA DISTRICT OF COLUMBIA

UTAH LOUISIANA PENNSYLVANIA VIRGIN ISLANDS
PUERTO RICO

ARIZONA ARKANSAS MASSACHUSETTS
IDAHO ILLINOIS NEW YORK

MONTANA ALABAMA CONNECTICUT
NEW MEXICO IOWA DELAWARE

NORTH DAKOTA MISSISSIPPI MAINE
WYOMING MISSOURI NEW HAMPSHIRE

SOUTH DAKOTA WISCONSIN NEW JERSEY
RHODE ISLAND
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We’ll send out the contact information for the mentors when we send out the link to the archived version of this webinar.



Contact Us

• Robin Dale, Associate Deputy Director
• rdale@imls.gov; 202-653-4650 

• Teri DeVoe, Program Officer
• tdevoe@imls.gov; 202-653-4778

• Michele Farrell, Senior Program Officer
• mfarrell@imls.gov; 202-653-4656

• Timothy Owens, Senior Program Officer
• towens@imls.gov; 202-653-4776
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Please feel free to contact us here in Grants to States. 

Thanks for your time.

mailto:rdale@imls.gov
mailto:tdevoe@imls.gov
mailto:mfarrell@imls.gov
mailto:towens@imls.gov
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