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A Note on the System

= Today: SANDBOX system
= October 1, 2016: Actual system

— IMLS will send you a new URL and credentials

— IMLS will send credentials to your authorized
certifying official


Presenter
Presentation Notes
Today we’ll give you access to the sandbox system so that you can get a feel for it.  You’ll have access after the conference as well.  On October 1, we’ll send you another URL and credentials for the actual system.  You’ll still have access to the test system, but all reports should be submitted in the actual system.  


;
= Login: http://imls-testspr.imls.gov/Login

= Email + “Pacific” as password

Recommended first steps (Acct Management):
= Enter State Goals

= Update User Info (change password)

= Update State Info (optional)

Next steps (Projects and Activities):

= Add Project


Presenter
Presentation Notes
Robin, Teri, and Lynn will circulate to help you enter your information and projects. 


Login Page

*ae28 o AINSTITUTE of

-==ie - Museum...Libra
Ry ™Sk RVICEgy

Grants to States Program
Report

Sign in to continue to the State
Program Report

BT

If you have trouble signing in, contact your
Program Officer.

IMLS Home FOIA  Privacy/Terms of Use



Presenter
Presentation Notes
Your login will be your email.  Throughout the system, you’ll be prompted to click these orange-colored buttons to continue.


Security/Accuracy Statement

Tralee INSTITUTE aof A
--=is - Museum.-Libral
i SE R\'ICEEy

Grants to States Program Report

Welcome to the online reporting system for IMLS' State Grant Program. Before entering your
data and descriptions, please take a moment to review this information about security and
privacy. After reading the information, click the "l Accept” button to demonstrate that you
understand and agree to the conditions below and are ready to enter the system.

Security and Accuracy of Information: You are entering an Official United State Government
System, which may be used only for authorized purposes. The Government may monitor and
audit the usage of this system, and all persons are hereby notified that the use of this system
constitutes consent to such monitoring and auditing. Unauthorized attempts to upload
information and Jor change information on this web site are strictly prohibited and are subject to
prosecution under the Computer Fraud and Abuse Act of 1986 and Title 18 U.S.C. Sec. 1001
and 1030. Federal law provides criminal penalties of up to $10,000 or imprisonment of up fo five
years, or both for knowingly providing false information to an agency of the United States
Government. 18 U.S.C. Section 1001.

Privacy: Except as otherwise indicated, the information you submit through the online reporting
system may be made publicly available through a public IMLS website. Information submitted to
IMLS through the online reporting system may also be subject to disclosure as required by law
under the Freedom of Information Act or other statutory provisions. For more information about
privacy, please see our Privacy Policy.

| Accept

IMLS Home FOIA  Privacy/Terms of Use



Presenter
Presentation Notes
After logging in, you have to click I Accept on the Security and Accuracy of Information statement and Privacy disclaimer.  


Dashboard

*a.eis o A INSTITUTE of

--=i¢  Museum...Libra
s kA
Home

Projects

User Reports
Account Management

Help

Grants to States Program
Report -- SLAA View

State Library Dashboard

ecnaputi@gmail.com & [Logout]

The purpose of the State Program Report (SPR) is to provide a record of grant-funded projects, collect
information on project outcomes, and share promising practices. IMLS uses these data to report to
Congress and the Office of Management and Budget about the agency's progress on addressing its
strategic goals which focus on learning, community, and content.

[ You do not have any alerts. ‘

Fiscal Year: 2014

Projects Entered: 0

Projects in Draft Status: 0

Projects marked as Completed: 0
Projects Certified: 0

Projects Approved: 0

Projects Accepted: 0

Administrative Project Status: 0
Financial Status Report Status: Draft
LSTA Award (i.e., Allotment): $79,303.00
LSTA Funds Expended: $0.00

Match Funds Expended: $0.00

IMLS Home FOIA  Privacy/Terms of Use

[ There are no announcements. J



Presenter
Presentation Notes
This is what your dashboard will look like.  It tells you the status of your Project entry in the middle, and you’ll use the left navigation area to begin tasks.  


Account Management

sest%  INSTITUTESf
w25, MuseumawLibrary
" SERVICES

Home

Projects

Lloopr Do ort o
L

Grants to States Program
Report -- SLAA View

State Library Dashboard

ecnaputi@gmail.com & [Logouf]

The purpose of the State Program Report (SPR) is to provide a record of grant-funded projects, collect

Account Management

Manage Subrecipients
Fiscal Year Info

State Goals

State Info
Subrecipient Access
User Info

information on project outcomes, and share promising practices. IMLS uses these data to report to
Congress and the Office of Management and Budget about the agency's progress on addressing its
strategic goals which focus on learning, community, and content.

{ You do not have any alerts. ‘

Fiscal Year: 2014

Projects Entered: 0

Projects in Draft Status: 0
Projects marked as Completed: 0

Help

rojects Certified: 0

Projects Approved: 0

Projects Accepted: 0

Administrative Project Status: 0
Financial Status Report Status: Draft
LSTA Award (i.e., Allotment): $79,303.00
LSTA Funds Expended: $0.00

Match Funds Expended: $0.00

IMLS Home FOIA  Privacy/Terms of Use

[ There are no announcements. J



Presenter
Presentation Notes
Account Management is one of the first areas to visit so that you can fill in your User Info, your State Info, and your State Goals.  Clickable text appears in this aqua blue color throughout the system.


User Information

] Mlemw Libr Grants to States Program
e MUSEUMnLIDFATY  Report -- SLAA View
: ecnaputi@gmail.com &  [Logout]
Home .
User Information
Projects
General Information
User Reports
First Name:
Account Management
Last Name:
Manage Subrecipients
Fiscal Year Info Title:
State Goals ’
State Info o i "
Subrecipient Access Email scnaputi@gmail. com
User Info
Phone: ©
Help
Fax:
Address1:
Address2:
Address3:
City:
State: * | MP :l
Zip:
Change Password
Current Password:



Presenter
Presentation Notes
User Information, under Account Management, is where you can fill in your name and title details and change your password. 


State Information

oXH M,NWL,TE of Libr Grants to States Program
"':-"."E useummﬁ'méasgy Report -- SLAA View
< ecnaputi@gmail.com £ [Logout]
Home :
State Information
Projects

Agency Information

User Reports

Name of SLAA *
Account Management
Address *
Manage Subrecipients
Fiscal Year Info City *

State Goals
‘ State Il —
Subrecipient Access State

User Info
Zip*
Help
DUNS
EIN

Parent Organization *

Chief Officer

MName *



Presenter
Presentation Notes
State Information, under Account Management, is like the Information Update form – you don’t have to fully fill it in today, but it’s one of the first things you’ll need to do in the actual system.


State Goals

-.5 M | Grants to States Program

"':-.'. useummdSEIRVrcaEgy Report -- SLAA View

S ecnaputi@gmail.com & [Logout]
Home

State Goals

FProjects
Add State Goal

User Reports

Account Management

Manage Subrecipients

Fiscal Year Info
‘ State Goals
State Info

Subrecipient Access
User Info

Help

IMLS Home FOIA  Privacy/Terms of Use
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Presentation Notes
State Goals, under Account Management, is something you should fill in briefly today.  You can use the orange button to add a state goal.  In the actual system, you will add all of your state goals here. 


State Goals - Name

“se28 o INSTITUTE of

~==2¢  Museum...Libra
- ndSERVICEgy

Projects

User Reports

Grants to States Program

Report -- SLAA View

Add State Goal

ecnaputi@gmail.com &

[Logout]

Name *

Account Management

Manage Subrecipients
Fiscal Year Info

State Goals

State Info
Subrecipient Access
User Info

Help

Description *

IMLS Home FOIA

Save Cancel

Privacy/Terms of Use



Presenter
Presentation Notes
The State Goal name can be an abbreviation of your actual goal, but it is what the public will see, so it should make sense.  Description is for your reference and has space for the full text of the goal, if it’s long.  


Projects

.':;..,';.3 INSTITUTEof | Grants to States Program
g Museum.LIbIary  goport - sLAA View

S ecnaputi@gmail.com & [Logout]
Home

State Library Dashboard

Filane The purpose of the State Program Report (SPR) is to provide a record of grant-funded projects, collect

information on project outcomes, and share promising practices. IMLS uses these data to report to
Congress and the Office of Management and Budget about the agency's progress on addressing its
strategic goals which focus on learning, community, and content.

List Projects
Add Project
Batch Upload Projects
Administrative Project [

Financial Status Report

You do not have any alerts. ‘
Certify Projects

User Reporis Fiscal Year: 2014

Projects Entered: 0 [ There are no announcements. J
Account Management Projects in Draft Status: 0

Projects marked as Completed: 0
Help Projects Certified: 0

Projects Approved: 0

Projects Accepted: 0

Administrative Project Status: 0
Financial Status Report Status: Draft
LSTA Award (i.e., Allotment): $79,303.00
LSTA Funds Expended: $0.00

Match Funds Expended: $0.00

IMLS Home FOIA  Privacy/Terms of Use
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Presentation Notes
Now we’re going to look at the Projects section of the left navigation area.  


Add a Project

Taes

INSTITUTE of Grants to States Program

Museum.Library o004 5 AA view

g

.::__..':;

ecnaputi@gmail com & [Logout]

Home

Add a Project

Select a fiscal year: | 2014 .

List Projects
‘ Add Project | would like to-
Batch Upload Projects

Projects

Administrative Project ® Add a new project
Financial Status Report O Continue a project from a prior fiscal year
Certify Projects O Copy a project

User Reports
P Add Project

Account Management

Help

IMLS Home FOIA  Privacy/Terms of Use



Presenter
Presentation Notes
To begin, you’ll select Add Project.  All of your projects are going to be new this year, but in the future, you might be able to use Continue a project or Copy a project.  Here you’ll click the orange Add Project button.


Project Information

Home

Projects

List Projects
Add Project
Batch Upload Projects
Administrative Project

Add a Project

Save Project

G25 Project Code: Unassigned
State: Northern Marianas
Fiscal Year: 2014

Financial Status Report Exemplary O
Certify Projects
User Reports General Information
Account Management Title:
Help State Project Code: ©
Start Date: * 10/01/2013
End Date: * 09/30/2015
Abstract: @

ofo] [8]2[Bledxlx]

size [default [v]© & | B G

| =lele

pa[el[]]

State Goal: @

- Select A Goal -



Presenter
Presentation Notes
The Add a Project page begins with an area for you to fill out the title, state project code if you have one (it can stay blank), dates, abstract, and state goal. 


ave Often!

S INSTTUTEof .,
. useum:...Libra
"..':."E MSERVICEgy
Home
Projects

List Projects

Add Project

Batch Upload Projects
Administrative Project
Financial Status Report
Certify Projects

Grants to States Program
Report -- SLAA View

ecnaputi@gmail.com L [Log

Add a Project

G2S Project Code: Unassigned
State: Northern Marianas
Fiscal Year 2074

Exemplary [

User Reports
Account Management

Help

General Information

Title: * Information Access for West Dakotans

State Project Code: @

Start Date: * 04/01/2014
End Date: * 09/30/2015
Abstract: @

ool B 1 U e x| xbela i TR (2% 2] Font | defaut V)i
Size | default :l éﬁl@l@ = EE= i|i= LS e e

To serve the information needs of West Dakotans, three sets of online databases were
purchased to provide access to full-text information on a range of topics. The state library
contracted with Learning LLG to provide regional training events for librarians to improve staff
capacity for assisting users. EBSCQhost, Gale, and Learning Exbress resources are now
available to all citizens through the state's public, K-12 and academic libraries.

Z2EDIEN

State Goal: @

- Select A Goal - E|



Presenter
Presentation Notes
Once you have some Project-level information filled out, it’s good to save it – you can then go back into the project and edit or add more. 

Note that the Abstract is about a paragraph, and the project dates are within the two year period of performance.  The state goal will appear from a dropdown list once you add a few state goals. 


Save Takes You to List Projects

.',;-.,;.: INSTITUTE of | Grants to States Program
i, MuseumadLibrary oo 51 AA view

o ecnaputi@gmail.com & [Logout]
Home

List Projects

Project ' .
rojects Select a fiscal year:| 2014

List Projects

Add Project View Admin Project | View Financial Status Report | Batch Upload Projects
Batch Upload Projects

Administrative Project ] ] ]

Financial Status Repor Print All Projects | Add Project

Certify Projects

 Status  System Code State Code Title * Grantee LSTA
Draft  |2014-MP-T3482| lInformation Access for West Dj 0

User Reports

Account Management

Help

IMLS Home FOIA  Privacy/Terms of Use



Presenter
Presentation Notes
Once you save a project, the system will take you to List Projects, where a system code has been assigned.  You simply click the title of the project to continue working on it. 


Edit Project

INSTITUTE of Grants to States Program

Museum...ils.Elgll'caEgy Report -- SLAA View

ecnaputi@gmail.com & [Logouf]

View Project

Projects —
Select Version: | 1 :I Print Project | Print Project with Comments

List Projects ‘

Batch Upload Projects

Administrative Project
Financial Status Report
Certify Projects

G25 Project Code: 2014-MP-73482
State: Northern Marianas
Fiscal Year: 2014

Exemplary O

User Reports

Account Management
General Information

Help Title: Information Access for West Dakotans

State Project Code:

Start Date: 04/01/2014
End Date: 00/30/2015
Status: Draft
Abstract:

To serve the information needs of West Dakotans, three sets of online databases were
purchased to provide access to full-text information on a range of topics. The state
library contracted with Learning LLC to provide regional training events for librarians to
improve staff capacity for assisting users. EBSCOhost, Gale, and Learning Express

resources are now available to all citizens through the state's public, K-12 and
Larademic lihraries »



Presenter
Presentation Notes
When you return to a project you’ve started, you’ll have the new option to Edit Project, and should select that. 


Project Director / Grantee

State Goal- © - Select A Goal — E|

Project Director

Director Name:

Director Phone: @

Director Email:

Grantee: O - Select A Grantee —

Additional Materials
Attach File (file limit: 40MB)

srowse.. | No e slected

Enter URL &

Add URL



Presenter
Presentation Notes
Scrolling down under State Goal, there are spaces to fill out the Project Director information and to select a Grantee from the drop-down menu.  The SLAA should be listed there.  If you need to add other libraries, you can do so under Account Management in the left sidebar, which has a Manage Subrecipients option.   

The Additional Materials section can be used to add a URL or document that relates to the project, if you have one - for example, a program flyer or photograph of an event.  


Budget

Additional Materials
Attach File (file limit: 40MB)

Enter URL @
| | Add URL

Budget Information

LSTA MATCH-5tate MATCH-Other Total

Salaries/\Wages/Benefits
3000.00 0.00 0.00 $3.000.00

Description Part-time salary for database coordinator. |

Consultant Fees

0.00 0.00 0.00 $0.00

Description



Presenter
Presentation Notes
Below Additional Materials is the Budget Information, where you can add numbers and explanations.  


Budget Total

Equipment

0.00 0.00 0.00 $0.00
Description
Services

12000.00 0.00 0.00 $12.000.00
Description Purchase of three databases - Learning Express, EBSCOhost. and Gale

Other Operational Expenses
0.00 0.00 0.00 $0.00

Description

Totals: $15,000.00 $0.00 $0.00 $15,000.00



Presenter
Presentation Notes
The budget automatically totals at the bottom for each of the columns.  


Add Intent

Totals: $15,000.00 $0.00 $0.00 $15,000.00

Intent(s) @

Add Intent

Intent:

— Select An Intent — W

=


Presenter
Presentation Notes
Below the budget is the place to add an intent.  When you click the orange button it will give you a dropdown menu with the 14 intents we talked about earlier.  Once you choose one, you’d click Add. 


Add Subjects

© Please select 1 to 2 subjects.

Projects Improve users' ability to obtain and/or use information r E|
List Projects Arts, Culture & Humanities O
Add Project
Batch Upload Projects Business & Finance ]
Administrative Project Employment ]
Financial Status Report Personal Finance O
Certify Projects Small Business L]

User Reports Civic Affairs [l

Community Concerns ]

Account Management Government ]

Help Education ]

After-school activities O
Curriculum support ]
Environment ]
General (select only for electronic databases or
other data sources)
Health & Wellness O
Parenting & Family skills ]
Personal/Family health & wellness ]
History ]
Languages ]


Presenter
Presentation Notes
Once you select an intent, you’ll get a list of subjects and can choose up to 2.  


ave and Continue

S INSTTUTEof .,
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Projects

List Projects

Add Project

Batch Upload Projects
Administrative Project
Financial Status Report
Certify Projects

Grants to States Program
Report -- SLAA View

ecnaputi@gmail.com L [Log

Add a Project

G2S Project Code: Unassigned
State: Northern Marianas
Fiscal Year 2074

Exemplary [

User Reports
Account Management

Help

General Information

Title: * Information Access for West Dakotans

State Project Code: @

Start Date: * 04/01/2014
End Date: * 09/30/2015
Abstract: @

ool B 1 U e x| xbela i TR (2% 2] Font | defaut V)i
Size | default :l éﬁl@l@ = EE= i|i= LS e e

To serve the information needs of West Dakotans, three sets of online databases were
purchased to provide access to full-text information on a range of topics. The state library
contracted with Learning LLG to provide regional training events for librarians to improve staff
capacity for assisting users. EBSCQhost, Gale, and Learning Exbress resources are now
available to all citizens through the state's public, K-12 and academic libraries.

Z2EDIEN

State Goal: @

- Select A Goal - E|



Presenter
Presentation Notes
Once you add subjects, you’ll return to the top of the project, which is a good time to save again.  Then you’ll go back into the project, select edit project, and scroll down to add an activity.   


Add Activity

Intent(s) @

Improve users' ability to obtain information resources.
General (select only for electronic databases or other data sources)

—_—

Add Intent

Activities ©@

Add Activity



Presenter
Presentation Notes
When you scroll back down below the abstract and budget, you’ll see that the intent area is now filled in.  Below that is the place to Add Activity. 


Activity Information

Activity Information

Title: *

Abstract:

ololi B 1| ueex x| bl Tl 2] a8 @] Font | defaul
=E==8 =i Slen
|

2
3
<]

ZIEIEY

Intent: * _ Select An Intent — E

Cancel



Presenter
Presentation Notes
The Activity area will prompt you for another title and abstract, as well as to select the intent from the dropdown menu again.  At this point you should only have one intent to select from – the one that you entered before.  After you finish this section, you’ll hit the orange Next button. 


Activity Mode and Format

Activity Information

Activity: * — Select An Activity — El
Mode: * v
Format. * ¥

Cancel

Activity Information

Activity: * Content
Mode: * Acquisition B
Format: * Digital

Quantity Information

Number of hardware acquired 0
Number of software acquired 0
Number of licensed databases acquired &
Number of print materials (books & government documents) acquired 0
Number of electronic materials acquired 0
Number of audio/visual units (audio discs, talking books, other recordings) 0
acquired

Cancel



Presenter
Presentation Notes
On the next screen you’ll be prompted to select an Activity, Mode and Format, and that will open up a section to fill in the Quantity Information.  Then you’ll hit the orange Next button. 


Partners and Beneficiaries

Please identify the area(s) in which your partner organization(s) operates.

Libraries

Historical Societies or Organizations
Museums

Archives

Cultural Heritage Organization Multi-type
Preschools

Schools

Adult Education

Human Service Organizations

Other

ogooooooooo

Please identify the legal type of the partner organization(s) for this project.

Federal Government

State Government

Local Government (excluding school districts)
School District

Mon-Profit

Private Sector

TribefMative Hawaiian Organization

ooooooo

Beneficiaries

Is the activity directed at the library workforce (includes veolunteers and trustees)? *
Yes ®
No O

Cancel



Presenter
Presentation Notes
The next section has two sets of partner questions with check boxes.  It will be rare to have a partner that commits resources to the project and more common to leave the Partner section blank.  However, if you do have a formal partner, you should fill out both areas with check boxes – the area in which the partner operates, and its legal type.  

The Beneficiaries section begins by asking if the activity is directed at the library workforce.  


Beneficiaries

Beneficiaries

Is the activity directed at the library workforce (includes volunteers and trustees)? *
Yes

Mo

Is the activity for a targeted group or for the general population? *

Targeted Group

General Population

Which best describes the geographic community of the targeted group?

Urban

Suburban

Rural

L]

Cancel



Presenter
Presentation Notes
If you click no – it wasn’t directed at the library workforce - the section automatically expands.  It will expand again if you were to select Targeted Group from the next question.  You can also fill out the geographic community question if it applies.  Then hit Next. 


Locale

Locale
Is the activity statewide? *
Yes O
No ®
Can you identify specific institutions? *
Yes O
No @
Institution Types
Public Libraries 0
Academic Libraries 0
SLAA 0
Consortia 0
Special Libraries 0
School Libraries 0
Other 0

Cancel



Presenter
Presentation Notes
The next section is on locale, and first asks if the activity was statewide.  If you select No, it will ask you if you can identify specific institutions, which you can pick from a list.  If you can’t identify specific institution, you can type in numbers in the institution types area.  Then you’ll click Next. 


Review, Save Activity

Review
Title: Database purchases
Abstract:
Three sets of databases were purchased. ~
W
Intent: Improve users” ability to obtain information resources.
Activity: Content
Mode: Acquisition
Format: Digital
Quantity
Number of hardware acquired 0
Number of software acquired 0
Number of licensed databases acquired 3
Number of print materials (books & government documents) acquired 0
Number of electronic materials acquired 0
Number of audiofvisual units (audio discs, talking books, other recordings) 0
acquired

Cancel

Save Activity @



Presenter
Presentation Notes
At this point you’ll get to review the activity before moving on.  At the very bottom of the screen, you’ll need to Save Activity before moving on. 


ave Project and Continue
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Add a Project

G2S Project Code: Unassigned
State: Northern Marianas
Fiscal Year 2074

Exemplary [

User Reports
Account Management

Help

General Information

Title: * Information Access for West Dakotans

State Project Code: @

Start Date: * 04/01/2014
End Date: * 09/30/2015
Abstract: @
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To serve the information needs of West Dakotans, three sets of online databases were
purchased to provide access to full-text information on a range of topics. The state library
contracted with Learning LLG to provide regional training events for librarians to improve staff
capacity for assisting users. EBSCQhost, Gale, and Learning Exbress resources are now
available to all citizens through the state's public, K-12 and academic libraries.

Z2EDIEN

State Goal: @

- Select A Goal - E|



Presenter
Presentation Notes
Saving an Activity will send you back to the Project, where you must also Save.  Otherwise, you might lose work. 


Outcomes

Activities

Database purchases -

Project Quitcomes

List any important findings or outcomes from your project:

FPlease briefly describe importance of findings.

What methods did you use to determine your findings? Check all that apply.



Presenter
Presentation Notes
Once you’re back in the project, you’ll have an Activity in clickable text that you can edit.  The final section is for Outcomes information, where you can add some more narrative information as appropriate.  


Project Tags, and Final Save

Do you anticipate continuing this project after the current reporting period ends?
Yes @] No -

Please describe why.

Project Tags @

Project Status

Selecting Completed will lock fields for further editing. If further editing is required after "Completing”
the project, you can reselect Draft.

This project must be set to Completed to allow for the fiscal year's Report to be Certified and
submitted to IMLS.

Version: 1
Status: Draft
Draft O}

Completed O

Save Project


Presenter
Presentation Notes
At the end of the Outcomes information, there is a place for Project Tags.  If your project has some special terminology to it, you might want to add it here so that it’s searchable, or you can leave this blank.  When you’ve finalized a project you’ll change the Draft option to Completed and then Save Project.  

Even when a project is in Completed status, you can still change it back to draft.  This is just the status it needs to be in before you can certify the report.  


A Note on Admin/FSR

Home

Frojects

List Projects

Add Project

Batch Upload Projects
Administrative Project
Financial Status Report
Certify Projects

User Reports

Arrcrmanmt Manamamand

List Projects

Select a fi ar- | 2014 E]

View Admin Project View Financial Status Report Batch Upload Projects
Print All Projects Add Project

| Status System Code State Code Title © Grantee

LSTA

Draft  [2014-MP-73482) lInformation Access for West D)

15000



Presenter
Presentation Notes
Today we focused on entering traditional projects.  But the Admin Project for reporting on your 4% overhead (if any) is a separate, required piece, and the FSR is built into the system.  You can get to both from the List Projects area.  When we open the actual system to you in October, we can share slides that discuss these areas in more detail.  


;
= SPR Reporting System User Documentation

= State Program Reporting Requirements
(130pp) [includes data dictionary and report
templates]

= Other Extranet materials (See New Program
Report section)

* Mentor state: Hawaii (Lynn Masumoto)
" Program Officer (Teri DeVoe)


Presenter
Presentation Notes
As with the framework that we covered this morning, there are resources to help you navigate the system, including the SPR documentation. 
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