INSTRUCTIONS for 2015 GTOPS Application Packet — September 2014

INSTRUCTIONS for Completing the
2015 Grant for Technology Opportunities (GTOPs)
APPLICATION PACKET

Funded by the City of Austin’s Telecommunications &
Regulatory Affairs (TARA) Department as a matching
grant program supporting local organizations in their
efforts to include all our citizens in an emerging digital
society.

Application Packet Submission
Shall Occur within the
Community Impact Online Data Manager

(CIODM)

Located at;:
https://www.ctkodm.com/austin
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INSTRUCTIONS for 2015 GTOPS Application Packet — September 2014

Purpose: To provide guidance to agency level users on how to complete Program-Related forms

within the CIODM.

This instruction is for Generic Users Only. If you are a returning agency with an existing Agency
Intake form, these instructions supersede any guidance previously received from any other
department.

Note: The website https://www.ctkodm.com/austin is a secured site with customized functionality.

To ensure an effective, user-interface experience with the server, please confirm the
following requisites are enabled/disabled:

Requisites:

o
o

Own internet connection

Internet Explorer Browser version 9 or newer

o If none, see http://windows.microsoft.com/en-US/internet-explorer/products/ie/home
Completely Disable Browser’s Pop-Up Blocker

Completely Disable Add-In Toolbar(s) Pop-Up Blocker(s) (If Any)

Enable Scripting in the Browser’s Security Settings

Set Browser’s Website Privacy Settings to “Always Allow” the domain “ctkodm.com”

Add the domain “ctkodm.com” to Browser’s Compatibility View Settings

If you need assistance confirming and/or setting up any or all of the above, please contact your
organization’s Information Technology (IT) Specialist and/or download the guidance “Internet
Explorer Optimization” in the bulletin “Guides for Agencies” on the “MY ODM Dashboard”
(Screen immediately after log-in).

Open the Internet Explorer web browser
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o Enter https://www.ctkodm.com/austin in URL Address box
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If your organization IS CREATING FORMS in this website for the VERY FIRST TIME, skip to
next page.

If you ARE A RETURNING ORGANIZATION that already has an “Agency Intake” form created
and are returning to finish your application forms. You will need to have the password you entered at
the top of the “Agency Intake” form available before continuing. Soon after you log in as a generic
user and search for your organization, you will need to input this password in a text field on a pop-up
window to validate against your organization’s legal name (not dba, if any).

If you do not know what this password currently is, AND your organization DOES HAVE an
authorized user, log in using your authorized username first and go to the area you would normally
create a payment request. Once on the “Existing Funded Agencies Forms” page, select your
organization’s name just below the text “Agency Name” to open the “Agency Intake” form.

If you do not know what this password currently is, AND your organization DOES NOT HAVE an
authorized user, contact the GTOPs contact manager for assistance to retrieve it.

Page 3 of 32



INSTRUCTIONS for 2015 GTOPS Application Packet — September 2014

Enter https://www.ctkodm.com/austin in URL Address box

o

(= Online Data Manager - Windows Internet Explorer,

ANTEN T I 1
k)= [2][ %]t s cthodm.com J[a]=/[ [P~
Fle Edt View Favortes Ioos Help

X Google | |-'] Search ~ - & | (3 Share ~ Signin 9 ~
b avorikes 3 = ity of Austin - HR Advisor roject Sike I'vantags = = L) Conneck-Training . esource Center 5 ntrangt Data = Inside = utside

1. Favorts (4 €5/ ity of Austin- HR Advisor @ AIMS Project Ste B AMS Advantage | eCOMBS ] eCAPRIS 4] Connect-Trairi ArcGIS R Center (€5 GIS Intranst Data €/ Inside & HHsweb 3] Outsid

4 Oniine Data Manager }:I\ tome -+ | \ ] resd mal I PRt Page - Safety - Took -

@ Commuaity TechKnowledge Mon, Feb 13,2012

Enter the following:
Username:  Application
Password: Application#1 (Case Sensitive)

Usemame. H F‘asswurd.‘ |

| Login ta Orline Data Manager ]

Fi swrord?

(3]

DO NOT SELECT Forgot Password? This applies to non-application users
only. Generic users are only issued the above username and password.

- If you have been issued your own user-profile, DO NOT USE DURING THIS |
' 1 APPLICATION PROCESS. —

If you ARE A RETURNING ORGANIZATION that already has an “Agency Intake” form created,
go to Page 9 now.

If your organization IS CREATING FORMS in this website for the VERY FIRST TIME, continue.
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Jal»

File Edit Wiew Favorites Tools Help

- - 5
. Favorites | . (G Microscft Office 2010 Traini... (€| ity of Austin - HR Advisor €] AIMS Project Ste B ANS Advantage @ eCOMES €| eCAPRIS 44/ Connect-Training €| HHSweb (€5 Inside B ouside
=
|9 Fy ODM Dashboard ‘ ‘ X5 Home - Feeds (1) - | =] ReadMai @ B o [rmpe Sdthre feee
Navigation Menu |

My ODM Dashboard

Welcome to the ApN

Returning Agency

Click here to print instructions on how to complete youl ended).

Click here for blank paper Progral

Click here to begin updating your

Go to Navigation Menu

Guides for Agencies m
Select “Create New”

Funded Agencies

AFR Instructions 13 E2]
Closeout Summary Report Instr SeleCt Agency Intake
Program Application Instructio
Payment Request Instructions
Final Payment Process Instructisns
Budget Revision Request Instructions
Quarterly Program Performance Instructions

All Agencies |
Online Data Manager User Guide

Internet Explorer Optimization

Other Internet Explorer Settings

Oct 16th, 2011

We are here to support your continued success in providing quality serices to the citizens of Austin

For guestions/concerns regarding agency specific information or missed deadlines, please contact your city contract manager. For ODM technical support, please email Allan at
allan.mccracken@austintexas.qov or call him at (512) 972-5075. Responses will be addressed in the order they are received

€ Internet E100%
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e Agency Intake - Windows Internet Explorer

—
]

@;__/' *5 | K |5httns v

ctkodm.com ”| 4 | il |'.I 3
File Edit Wiew  Favorites Tools  Help
T'V'jFavnrites = (€5 Microsoft Office 2010 Traini... (€5 City of Austin - HR Advisor €] AIMS Project Ste 1 AMS Advantage & eCOMBES € | eCAPRIS 44| Connect-Training @ | HHSWeb €5/ Inside [] outside i
'bngency Intake @ Home ~ [;J | =1 read mail gég Print = Page - Safsty - Tooks -
Navigation Menu

AFR Submission Status

EETETEE T B S B O

Usetname

(For Use wWith Application Tool)

Password

(For Use With Application Tool)

\—
N\

Way Capital Area?

Share latest AFR info with United

Oes OMo \ \

>

N\
AN
)

Agency Information

E*agency Legal
Mame

(enter only if
different than
legal name

"Assumed
Certificat;

[
ALIAS { DBA for /
Agency

Once Duplicate Check
Has Validated No
Matches, The Save
Button Will Enable.

a4\

Select Duplicate Check to

Enter Agency’s Legal
Name Here

Confirm No One Else

From Your Organization

Has Started Already

TCHly of Austn T

i) Done, but with errors on page.

& Inter

O If Duplicate Check
Validates a Name Match,

@ Stop Now and Contact
Your Contract Manager
For Assistance.

© Otherwise, continue.
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e Agency Intake - Windows Internet Explorer

——

7 —
@: Je 42X |b https ctkodm.cam,

ool la ol

Fle Edt Yiew Favortes Tools Help

Make a Note of This Password

T“" Favarites 71:(} €5 Microsoft Office 2010 Traini... €% City of Austin - HR Advisor € | AIMS Project Site M AMS Advantage £ eCOMBES @ | eCAPRIS g[ Cory el M
= = (Case Sensitive). It Will Be

& Agency Intaks

fr= - B | Required If You Need To Return

Navigation Menu

AFR Submis

sion Status

METETERTN BETEEN G S

Later To The Application Tool to

' Edit and/or Finish/Submit

Usetname
(For Use wWith Application Tool)

Password

(For Use With Application Tool)

| 1

Share |atest AFR
Way Capital Area

info with United O ¥es OMo

E*agen:

ALIAS 1D

(enter onl
differant
legal na

2]

Agency Save This Form

Highlighted Fields Are Required h

wme | Flelds and Must Be Answered to

ahove and an
"Assumed Name
Certificate” is
provided to
HHSD)

*Agency Street
Address

*Agency City

*Agency State

*Agency Zip

|

|

=
—

©
For Addresses, If You Enter a Five-Digit
Zip Code First, the City and State Fields
Will Auto-Populate to Save You Time.

*Agency Tax D

AgencyWehsite

City of Austin

—
L
1

|E3

/i1 Done, but with errars on page.

El & mnternet g v Haioow -

O Complete All Fields in This Form
Through Your Agency Board Information

Section.
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{= Agency Intake - Windows Internet Explorer

f—
(€] v % T

Fle Edt Yiew Favortes Tools Help

php Y&l

. Favorites | = (€5 Microsoft Office 2010 Traini,.. €S| City of Austin - HR Advisor & | AIMS Project Ste T AMS Advartage €| =COMES €] eCAPRIS 44 Connect-Training € Hrisweb (€5 Inside [ ourside

|0Agency Intake ‘ ‘ f2g) Home - E‘ Feeds(l) || ReadMal (Pt v Page - Safety - Took -
| T

List any national level accreditations,
including date issued and date of
expiration

Agency Board Information

"Mumber of Board Members
Frequency of Meetings - Please Select -

Please briefly describe the board
and volunteer committes structure
including functions and activities.

Please hriefly describe how the
board participates in fundraising

activities.

Does the board review program O ¥es OMog
performance?

Does the board annually approve Oves ONNo

the budaet?

Ifnecessary, please include further
explanation for any items in this

section /J

@ Here. Scroll Up and Save.

City of Austin Use Only

/.| Done, but with errors on page. El & Internet v ®i00% -

If your organization IS CREATING FORMS in this website for the VERY FIRST TIME,
go to Page 13 Now.
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{= My ODM Dashboard - Windows Internet Explorer

@@v 3| X‘|b hietps:/ v etkadm.cam/od s /4.1 odn! ”| E ] | =l

Fle Edt Yiew Favortes Tools Help

. Favorites | = (€5 Microsoft Office 2010 Traini,.. €S| City of Austin - HR Advisor & | AIMS Project Ste T AMS Advartage €| =COMES €] eCAPRIS 44 Connect-Training € Hrisweb (€5 Inside [ ourside

»
|0 My DM Dashbosrd ‘ ‘ f2g) Home - Feeds (1)~ | =] Read Mail @ Print + Page = Safety ~ Tooks -
r P t P ¥ g T EE= e EEE Y z A
‘Please avoid using this systern during the upgrade period to prevent any complications
Welcome to the Application Process Sep 1st, 2012
Returning Agency Sep 1st, 2012

Click here to print instructions on how to complete your agency’s Program forms (Recommendead)
Click here for blank paper Program Application forms (Agency Internal Use Only).

Click hgye to begin updating your agency's Program Application forms (Required)

May 3rd, 2012

Funded Agencies
AFR Instructions

Payment Request Instructions
Final Payment Process Instruction®
Budget Revision Request Instructions’

Quarterly Program Performance Instru

All Agencies

onine Daa manager st - Select Last Selection in “Returning
Other Intemnet Explorer Setti Agency” to Begin

We are here to support your continued success in providing quality services to the citizens of Austin.

For guestions/concems regarding agency specific information or missed deadlines, please contact your city contract manager. For ODM technical support, please email Allan at
allan.mccracken@austintexas.qov or call him at (912) 972-5075. Responses will be addressed in the order they are received

Cone & Internet 5 - ®ioow -
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e Agency Intake Search - Windows Internet Explorer
T
G- ol x (e

1 ctkodm.com/od:pr v|g|_, |..‘| ‘p,
File Edit Wiew  Favorites I_uuls Help )

T'V'\?Favnrites | = (€5 Microsoft Office 2010 Traini... €5 ity of Austin - HR Advisor ] AIMS Praject Ste 1 AMS Advantage & eCOMES 2 | eCAPRIS 444 Connect-Training £ | HHSWeb (€3] Inside 3] outside i
'bngency Intake Search i E;j Home ~ G | =1 read mail gég Print = Page - Safsty - Tooks - ")

Navigation Menu

Agency Intake Search

Go To Advanced Search

| would like to look up a Agency Intake by:
Field: | Agency LegalName % | using this criteriaz|

Results Per Page:
Search Results

sancy Intake Information

h results to get additional verification information in this window
t {z to access folders.

Enter First Word of Agency’s Legal

Name in Criteria and Select Search
(2]

Select Search

Dane

& mnternet

fa | ®Biore -
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{= Agency Intake Search indows Internet Explorer

@@v 5| X |b https: [ v ctkodm. com/admzpressi3.8 /doc_search php7ParentDocklame=igency%20Intake V| a9 | - Google ‘ Pl

Fle Edt Yiew Favortes Tools Help

sworites | = (€5 Microsoft Office 2010 Traini,.. €S| City of Austin - HR Advisor & | AIMS Project Ste T AMS Advartage €| =COMES €] eCAPRIS 44 Connect-Training € Hrisweb (€5 Inside [ ourside

|0Agency Intake Search ‘ ‘ f2g) Home - Ej Feeds (1) | =] Read Mal # Print + Page = Safety ~ Tooks -

Navigation Menu

Agency Intake Search
Go To Advanced Search
| would like to look up a Agency Intake by:

Field: | Agency LegalName | using

Results Per Page!

teriaz ctk

Search Resulis Agency Intake Information

1 Result, Page 1 of 1 lick search results to get additional verification information in this window

id Agency Intake Identifier Searched Data Doukle-click results to access folders
éZZ CTK Test Agency - do not remove CTK Test Agency - do not remove

o

Select Agency’s Legal Name
Among Search Results

Done & mnternet g v Haioow -
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File Edit Wiew Favorites Tools  Help

i'\? Favorites

| & Agency Intake Search

Navigation Menu

= €4 Micrasaft Office 2010 Traini,.. €5 City of Austin - HR Advisor & | AIMS Project Site B AMS Advantage & COMES & | eCAPRIS 4] Connect-Training £ | HHsweb (€5 Inside 5] Outside

R =

X Home - s (7] - (=] Read Mai @ B o [rmpe Sdthre feee

{= Grant Application Logi.

CTK Test Agency - do
not remove Agency Intake Search
Sep 25, 2012 Go Ta Advanced Search
| would like to look up a Agency Intake by:
Field: using this criteriaZ etk
Results Per Page:

Pasgwaord

Search Results Agency Intake Information

1 Result, Page 10f 1 o iy - to not remove

SLARrE I ake kit Enter Password Exactly As It Appears ~ [7=™™"
(22 CTK Test Agency - dg
on the “Agency Intake” Form

2]

Select Submit

Done =i € Internet fa | ®Biooe -

+4 start ECfAREEAMO
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rant Application - Windows Internet Explorer

— i =
@ J® Fr| K | tups ctiadm.com, v &2 1R~
File Edit Yiew Favorites Tooks Help

»
1. Fevortes | 5 €S Micrasaft Office 2010 Traini,.. |5 City of Austin - HR Advisor € | AIMS Project Site B AMS Advantage £ eCOMES £ | eCAPRIS 44a] connect-Training & | HHswieb €5 Inside [] outside
Z Q »
& Grant Application I:I\ Home  + [ | ReadMail ) Print - Pags - Safety v Todks -
Mavigation Menu 2
Grant Application Application Instructions
Status: Not Yet Submitted The 2013 GTOPs APPLICATION subrission must be COMPLETED and CERTIFIED na later than Spm, GST, December 10, 2012
Instructions
Erint Application This application consists of accurately creating and/or editing an "Agency Intake” form AND completing, uploading supporting attachment files, and cerifying
a second form entitled, "Program Application for GTOPs "
Subrmit Application
i The first form, entitled " ersonnel, organizational
Application Forms 2 VP 20
Show 113 2
e 0 Select ShOW All FOI'I Nns. data-entry and uploading of supporting
ol documentation as file atf e "Agency Intake" form is completed
Program Application for GTOPs and accurate
1. To begin, select "Shor
2. Select "Edit" to the rig Once all updates have been entered,
select "Save" (and "OK"
Agency Intake - Must Be Kept Current at All Times
3. Select "Show All Forms" again from the column to your [eft
4. Select the "Program Application for GTOPs" farm frorm the drop down menu and then select "Create New." You may edit this form as often as you like
through 5:00pm CST, December 10, 2012, or upon organizational certification, whichever comes first
5. Do not complete the "Agency Certification of GTOPs Application” section until you are ABSOLUTELY SURE you are ready to do so0. Once the "Program
Application for GTOPs" form is certified and saved, you may log-out of the website.
The organizational contact identified on the form will receive an auto-generated, message receipt from tarainfo@austintexas. gov indicating that your certified
application was received. If you did not get this message, either you did not cerify or your junk mail settings are set to block the tarainfo@austintexas. gov
resource account. If it is the later, go into your junk email options settings and make sure "Mever Block Sender's Domain” is selected so all messages
originated from the city of Austin (i.e., firstname.lastname@austintexas.gov and resourcenamei@austintexas. gov) are added to you safe senders list.
B. Please he advised that TARA personnel will make contact with you based on their following schedule
December 10, 2012 — GTOPs Applications Due
January 21, 2013 — Written Responses Due by Applicants
February 15, 2013 - Tentative Oral Presentations
March 13, 2013 — Comrission Meeting — Awards Recommendations Presented
If you have any questions or concerns, please contact John Speirs at 974-3510 or John. Speirs@austintexas.gov
Thank you
b
Done & Internet 43 - ®ioow -
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{= Grant Application - Windows Internet Explorer

o\
le]8 v [#s][% [ im0 tkacm camiodn o

_chaice.php?applD: V| a9 | - ‘ Pl
Fle Edit View Favorites Tooks Help
»
7 Favorites | e (€5 Microsaft Office 2000 Traini,.. (€5 ity of Austin - HR Advisor €| AIMS Project Site © AMS Advantage ] eCOMES £ | eCAPRIS 44a] connect-Training & | HHswieb €5 Inside [] outside
e = »
|.Grant fpplication ‘ ‘ J2g) Home - E‘ Feeds(l) - || ReadMal (G Erint v Page - Safety - Took -
L) i
Navigation Menu A
Grant Application All Application Forms
Status: Not Yet Submitted | Sronte Mow Browse
v Create Nev rowse
Instructions
Print Application Agency Intake
Submit Application *Missing Required Data®  Agency Legal Name Edit
Application Forms Program Application for GTOPs
Show All Forms ‘You have not filled out this farm
Agency Intake
Pragram Application for GTOPs Summary of Records Started
0% Cormnplete
e Total Started Records: 1
o Records Missing Reguired Data: 1
173 1499 :
© Select “Edit” to the Right of
113 ’
Agency Intake.
b

0 Inkernet
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{= Agency Intake - Windows Internet Explorer
=
@ eIv [F2]|X |b hitps: v, ctiadm, com/austin/agency _intalke php?docTd

File Edit Wiew Favorites Tools Help

[ 3] [l IF=IE

ij Faworites | 5 € Micrasoft ffice 2010 Traini... €5/ City of Austin - HR Advisor € | AIMS Project Ste B AMS Advantage & | eCOMBS € | eCAPRIS 44a] connect-Training & | HHswieb €5 Inside [] outside

ibggen(y Intake \ ‘ J2g) Home - &] Feeds (1)~ | =] Read Mail gég Prink ~ Page = Safety ~ Tooks =

Navigation Menu i

Spell Check.

AFR Submission Status —

tJanErE;n\?\fithApmicatinnTnm) Yo
passward T © Ensure Once More That All

(For Use With Application Tool)

FyE———E [P /\?N” Fields on This Form Are Complete
Way Capital Area?
and Accurate.

Agency Information

1

|
N':E:gcv Lzl IAgEmcy Legal Mame / \ /
\

ALIAS { DBA for ‘ /'
Agency

(enter only if
different than
legal name
ahove and an
"Assumed Name
Certificate” is
provided to
HHSD)

*Agency Street 4
Address
1

*Agency City
*Agency State

*Agency Zip

*Agency Tax

el @ Please make a note of the password
(case sensitive).

City of Austin

) Done € Internet

IR E R vou Will Need It Later If You Leave This
Login Session
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- Agency Intake - Windows Internet Explorer

a4 Y N
@\_ v 45X |b https:/ v ctkadm, com/austin/agency i

Fle Edt view Favortes Tools Help
Favorites | = €5/ Microsoft Office 2000 Traini... (€5 City of Austin - HR Advisor € ] AIMS Project Stte 1 AMS Advantage & | eCOMBS & | eCAPRIS 44a] connect-Training & | HHswieb €5 Inside [] outside

1
J2g) Home - Ej Feeds(l) - || ReadMal (G Erint v Page - Safety - Took -

Goagle ‘ e

R

W

| & Agency Intake

List any national level accreditations,
including date issued and date of
expiration

ency Board Informati

*Mumbet of Board Members 0
Frequency of heetings - Please Select -

Please hriefly describe the board
and volunteer committee structure
including functions and activities.

Please hriefly describe how the
hoard participates in fundraising

activities.

Coes the board review program Oves ONo
perormance?

Does the board annually approve OYes ONNo

the budget?

Ifnecessary, please include further
explanation for any items in this

section J

/
D Here. scroll Up and save

Created By: fpply pply on: 04:17pm 10722012

6 Inkernet -
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rant Application - Windows Internet Explorer
e
vl X [d hies ctkodm, com, <[4l

File Edit Wiew Favorites Tools Help

. Favorites | < (€3] Microsoft office 2010 Traimi... G5/ ity of Austin - HR Advisor ] AIMS Project Site B AMS Advantage &) eCOMES € eCAPRIS 44a] connect-Training & | HHswieb €5 Inside [] outside

& Grant Application X5 Home - rj | ResdMal [ Print - Page - Safety - Took -
Navigation Menu A
Grant Application Application Instructions
Status: Not Yet Submitted The 2013 GTOPs APPLICATION subrisgion must be COMPLETED and CERTIFIED na later than Spm, CST, December 10, 2012
Instructions
Print Application This application consists of accurately creating and/or editing an "Agency Intake” form AND completing, uploading supporting attachment files, and certifying
a second form entitled, "Program Avolication for GTOPs "
Submit Application
Application Forms The first farm, entitled " y personnel, organizational
Show A [ ”»”
e O Select “Show All Forms. datanty and upoading ofsuppoting
e documentation as file at & "Agency Intake” form is completed
Pragrarm Application for GTOPs and accurate
1. To begin, select "Shof
2. Select "Edit" ta the ri . Once all updates have been entered,
select "Save" (and "OkK"
Agency Intake - Must Be Kept Current at All Times
3. Select "Show All Forms" again from the column to your [eft
4. Select the "Program Application for GTOPs" farm frorn the drop down menu and then select "Create New." Vou may edit this form as often as you like
through 5:00pm CST, December 10, 2012, or upon organizational cerification, whichever comes first
5. Do not complete the "Agency Certification of GTOPs Application” section until you are ABSOLUTELY SURE you are ready to do so. Once the "Program
Application for GTOPs" farm is certified and saved, you may log-out of the website.
The organizational contact identified on the form will receive an auto-generated, message receipt from tarainfo@austintexas. gov indicating that your certified
application was received. If you did not get this message, either you did not cerify or your junk mail settings are set to block the tarainfo@austintexas. gov
resource account. If it is the later, go into your junk email options settings and make sure "Mever Block Sender's Domain” is selected so all messages
originated from the city of Austin (i.e., firstname. lastname@austintexas.gov and resourcenamei@austintexas. gov) are added to you safe senders list.
B. Please he advised that TARA personnel will make contact with you based on their following schedule
December 10, 2012 — GTOPs Applications Due
January 21, 2013 — Written Responses Due by Applicants
February 15, 2013 - Tentative Oral Presentations
March 13, 2013 — Comrission Meeting — Awards Recommendations Presented
If you have any questions or concerns, please contact John Speirs at 974-3510 or John. Speirs@austintexas.gov
Thank you 0
b
Dane -
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{= Grant Application - Windows Internet Explorer

o\
le]8 v [#s][% [ im0 tkacm camiodn o

_chaice.php?applD: V| a9 | - ‘ Pl
Fle Edit View Favorites Tools
»
7 Favorites | e (€5 Microsaft Office 2000 Traini,.. (€5 ity of Austin - HR Advisor €| AIMS Project Site © AMS Advantage ] eCOMES £ | eCAPRIS 44a] connect-Training & | HHswieb €5 Inside [] outside
= »
|gGrant Application J2g) Home - E‘ Feeds(l) - || ReadMal (G Erint v Page - Safety - Took -
L) i
Navigation Menu A
Grant Application All Application Forms
Status: Not Yet Submitted = i
| v Create New Browse
Instructions
Print Application Agency Intake
Subrmit Application ¢ Agency Legal Name Edit
Application Forms Program Application for GT
Show All Forms “fou have not filled out this farm
Agency Intake
Pragram Application for GTOPs Summary of Records Starte
B 100% Complete
« Total Started Records: 1
e Records Missing Reguired
113 : : ””
O Select “Program Application for GTOPs.

Done

Internet
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{= Program Application for GTOPs - Windows Internet Explorer,

Y N
@\‘ v 45X |b hetps: | fwwsvs,ctkodm, com/austingprogram _application_for_gtaps. php?parentDocld=1218ActivePragram=1 V| a9 | - Google ‘ P~

File Edit Wiew Favorites Tools Help

7 Favorites | = €5/ Microsoft Office 2000 Traini... (€5 City of Austin - HR Advisor € ] AIMS Project Stte 1 AMS Advantage & | eCOMBS & | eCAPRIS 44a] connect-Training & | HHswieb €5 Inside [] outside

1
J2g) Home - Ej Feeds(l) - || ReadMal (G Erint v Page - Safety - Took -

| & Program Application For GTOPs

Navigation Menu )
Program Application for GTOPs

‘7‘ .

GTOPs Program Application O Top section of “Program Application for
croescaon GTOPs” form should auto-populate with current
information from “Agency Intake” form.

Applicant

Qryanization |A99”EY Legal Mame

Qrganization's
Federal TAX ID 993-9593

MNumber

Organization Type Mon Profit 5013~

Caontact Person

| Executive Director / CEO

Physical Mailing Address

Mailing Address | 1234 Main /

Mailing State

Mailing Zip Code

Telephone Mumber (512)999-9999
- L]

E-Mail Address

|nuema|\@ema|l carm ‘

Organization or | |
Program vWebsite
Address

[IE3

Internet
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INSTRUCTIONS for 2015 GTOPS Application Packe1

O Complete All Descriptive Narrative Fields
& Program Application for GTOPs - Windows Internet Explorer,

/ﬁ: "—\‘
G )w [+ % [ e ctkodm, com,

Fle Edt Yiew

Favorites  Tooks  Help

;i Favorites

€5 Microsaft Office 2010 Traini...

€5 City of Austin - HR Advisor & | AIMS Project Site B AMS Advantage @ | eCOMBS & | eCAy

& Frogram Application for GTOPs

Fsweb (€5 Inside [ Outside
5%

feg 1

i »
] read Mail (B8 Print * Page - Safety - Tooks +
program differs from services already available in th

e comm!
measurable outcomes that you expect to achieve if the pr,
your clients and where possible include demographic

/

ssible, indicate
tessful. Please also identify
aphic information.

>

Attach Program
MNarrative Suppaort
Here

Click to Upload - Attach Program Narrative Support Here

1

Describe how your program supports the mission and goals of GTOPs.

® Upload Supporting Documentation for
e Each Descriptive Narrative Field

b Click to upload - Attach Mission Narrative Sugport Here ]
ere

(12MB Maximum on Each Upload Field)

Please describe how your program will have an ongoing andlor lasting im

Attach Community

Impact Narrative /

Click to upload - Aftach Community Impact
Support Here Narrative Support Here

Dane

Please describe and demonstrate participation by community members in your program (explain how
you contacted them, how many became involved, and what sectors of your community they represent).
Provide specific examples of how they participated in selecting and planning your program and how

v

& Internet

fa | ®Biore -
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INSTRUCTIONS for 2015 GTOPS Application Packet — September 2014

/= File Lipload - Windows Internet E... E”E'E'

Upload File

© Browse for file on remote computer.

Click the [Browse] button to sean your hard drive ) )
for the file you wish to upload. There is a 12ME (12MB Maximum on Each Upload Field)

per file size limit for uploads.
| |[ Erowse.. }%

After the file has been found, click the [Upload
File] button to attach this file to the form.
Remember, if you already have a file attached,
this will overwrite the existing file.

[ Upload File H Cancel ]
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INSTRUCTIONS for 2015 GTOPS Application Packet — September 2014

Choose File to Upload @

My Recent
Documents

G

&

Desktap

(0

My Diocuments

My Computer

My Metwork.
Flaces

@

Loakire | i by Computer

-l o2

53‘/: Floppy (A}

< Local Disk (C)

25 DVD-RW Drive {D:)

“eHSA BACKUP (F1)

S# dxrdata on '10,90,52.123 (G:)
S#exchange on 'hhsAnton' (K:)
S#groups on 'hhsnod' (L1}

S McCrackenaly on HHSOrian (M2
5 3pps on 'hhsAnton! (H:)

5 apps on ‘hhsorian' (1)
S#banner on ‘coacd orgibanner' (R:)
xgroups on ‘hhsanton’ (T:)

S public on hhsAnkan (21)

Fil name: |

j DOpen

Files of ype: [erFies )

| Cancel
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INSTRUCTIONS for 2015 GTOPS Application Packet — September 2014

Choose File to Upload

&

ty Recent
Documents

F

Desktop

\$

My Documents

@

y Computer

¢ i

My Metwork
Flaces

Loak jt: |.D My Documents

J LIF S 1

o1 3GTOPsApplicationProcedures . doc

S| ~enewmcerackenal . pst. tmp
IgReportDay'LaIJorDaih.fF‘."12.csv
IE_I]F‘r’l2DavLaborOpenDataPortaIF\uthorization.doc

(- viewourcIoDM, acedb
IE_I]ProgramCoverPageDatesComparisonCode.doc
lﬂ_]ProgramBudgetand MarrativeDatesComparisoniCode, doc
@_]ReportEIigibIeContractors21SeptemberZDlZ.xIs
IE_I]ReportTrainingRSVF‘Future.rtF
:lﬂ_]clyde Biowd 9-19-12 Appeal for Accrued Leave Donation.doc
@ReportEIigibIeContractorsSept2D12.xls
@_1ReportMissingPaymentRequests.ﬂ.ugusQU12.x|s

@Asian Change Btwn 2000 and 2010.ppE
@_]ReportMissingPaymentRequestsJuIyZD12.x|s

W Elizabeth Gonzalez-Zamora &-1-12 Leave Donation, doc
@_]ReportEIigibIeContractorsS1JuIyZDlZ.xIs

= 1ReportMissinngymentRequestsSUJulym12 Lxls

=z oa e m-

ERFv130ataT ableStartHHSDZ s

EFFy130ataT ableHHSD xlsx

@ queryHHSDPerformanceC YEZMay201 2, xlsx

@ Ana M Rodriguez Appeal for Accrued Leave Donation.doc
@ queryHHIDPerformanceCYE. xls:x

@ queryHHIDPerformanceCYEL2FY 13, xlsx

@ Data Table HHSD20ARr2012, xls%

E reportgzomotCertified. xds

@J ReportCuarterlyProgramPerformanceMotCertified. xls
@J ReportMissingQZD. xls

@J ReportMissingQPF . xls

@ CIODMULlizationFor TARA, doc

ﬂjmccrackenal.pst

lﬂj Blackland Cormmunity Developrent Corporation.doc
lﬂ_ﬂ GTOPsRequestForQDMUElzation, doc

IEIJ newstaffriodmuser .doc

@ sql staging.doc

] programRelstedFormProcedureforStaff, doc

B programRelstedFormProcedure. doc

O Select Desired File

@Day Labor Open Data Portal Authorization. d
E_‘]Report12.°.FRChecklistInfo.xIs

IE_I]HRU Assigned Skaff for Agency Intakes.doc
IE_I]HIV Agency Usernames and Temp Password
@_]ReportMissingPaymentRequests.ﬁ.prilm12.x|
E R andomGeneratar. xls

|Z_I]Data Table HHSD sort. xlsx
E_]F‘r’lSGehringMeasuresMcCrackﬁnView.xls
@IEBrowserOptimization.doc

@ NewapplicationProceduresCondensed201 2. doc
@ NewdpplicationProceduresOldCondensed2012. doc
lﬂj NewdpplicationProcedures2012, doc

B cHACHIPTimeling .doc

IEIJ WordsofEncouragementforyinceR etirement, doc
Eﬂ AppendTextTest, mdb

EFv1201R0l-Up Results. xls

lﬂj ReportMissingGFP. rtf

@ ReportMissingQZ0. rkf

B repartgzDhotCertified.rtf

lﬂj RepartQuarterlyProgramPerfarmanceMatCertified. rtf
E opBcd mdb

IEIJ Install MySQL ODEC 5,1 Driver Instructions,doc
IEﬂSet M3 ACCESS ODEC Connection Instructions . doc
2 opBCs . mdb

ER obBcz mdb

@ ySGL QDBC Connector Instructions, doc
Eopect mdb

lﬂj MvSL Workbench Mirror Instructions, doc

File parme: |2D1 AGTOPsdpplicationProcedures. doc ﬂ
Files of type: | 41 Files (~7)

® Select Open to Attach File

(12MB Maximum on Each Upload Field)
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INSTRUCTIONS for 2015 GTOPS Application Packet — September 2014

/= File Lipload - Windows Internet E... E”E'E'

Upload File

Click the [Browse] button to sean your hard drive
for the file you wish to upload. There is a 12MB
per file size limit for uploads.

© Select Upload File

k4201 3GTOPsApplicat [ Browse. |

After the file has been found, click the
File] button to attach this file to th
Remember, if you already h
this will overarite the ey

[ Upload File H Cancel ]
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INSTRUCTIONS for 2015 GTOPS Application Packet — September 2014

File  Edi
g Fav
& Progr

78] -

[ eCOMBS & eCAPRIS 4] Connect-Training @ | HHSWeb 5 Inside [ outside

| Read Vsl (I Print - Pags - Safety ~ Tooks -

L S |

(Matching + Grant
Amaunts
Requested)

Please describe your p
program differs from se
measurable outcomes tl
your ¢lients and where

e community need it addresses. If relevant, describe how this
dy available in the community. Where possible, indicate
ect to achieve if the program is successful. Please also identify
clude demographic and geographic information.

\/

\
Altach Prograrn 2013GTOPsApplicationP! res. doc

MNarrative Suppaort

Here [

Click to Upload - Attach Prograis, —~<uggort Here

)

Describe how your program supports the mission and goals of(h\

Aftach Mission
Marrative Support
Here

Click to upload - Attach Mission Narrative Supp

Please describe how your program will have an engoing a

® Note: System Will Rename File
Hyperlink After Saving the Form to a
System Generated Name. This Link Will
Not Look The Same Should You Return
and Edit The Form Before Certifying.

[IE3

Done
e |
+y start

E-MBEEREMN @

/2 Program Applica...

€ Internet E100% v

m ward Docs =

.m 4:50PM

e () [
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& Frogram Application for GTOPs

INSTRUCTIONS for 2015 GTOPS Application Packet —Sentemher 2014

& Program Application for GTOPs - Windows Internet Explorer,

& —\‘
@~ Jv ¥ % |b https ctkodm, com,

O Complete All Descriptive Narrative Fields

Fle Edt Yiew

Favorites  Tooks  Help

M‘ Favorites

€5 Microsaft Office 2010 Traini...

€5 City of Austin - HR Advisor & | AIMS Project Site 1 AMS Advantage & eCOMES

7 >
;;}!Hnme ¥ r W Pk v Pags - Ssfety - Tonks -

program differs from services already available in the community. Wher;
measurable outcomes that you expect to achieve if the program is s,
your clients and where possible include demographic and geogr;

>

€ also identify

on.
Attach Program
MNarrative Suppaort Click to u
polosacd - Attach Frogram Narrative Support Here -Delete
Here ]

Describe how your program supports the mission and goals of GTOPs.

Aftach Mission
MNarrative Suppart
Here

® Repeat Uploading of Supporting

Click to upload - Attach Mission Narrative Sugport Here | [etet

Documentation for Each Descriptive
Narrative Field Until Complete.

Please describe how your program will have an ongeoing andfor lasting impact

Attach Community

Impact Marrative
Support Here

Click to upload - Attach Communty Impact
Narrative Support Here

Dane

Please describe and demonstrate participation by community members in your program (explain how
you contacted them, how many became involved, and what sectors of your community they represent).
Provide specific examples of how they participated in selecting and planning your program and how

v

& Internet

fa | ®Biore -

Page 26 of 32



INSTRUCTIONS for 2015 GTOPS Application Packet — September 2014

e Program Application for GTOPs - Windows Internet Explorer

£ ==
@ g™ Fr|| X |b hitps ctodm,com, ”| 9 | 4 |"‘l ‘ Pl
Fle Edt Yiew Favortes Tools Help
»
p Favorites | < (€4 Micrasoft Office 2010) jng £ | Hsiieb (€5 Inside 5] Outside
& Program Application for GTORs Il Read mail @ Prik = Page - Safety ~ Tooks - ’f
©® When You Are ABSOLUTELY Certain =
You Are Ready to Certify an Accurate et s
Completion of Your GTOPs Application,
Enter Full Name, Title, and Certification
Date.
l Organizational f
S Jios - Attsch Crosnizstionsl Descrigtion Narrstive Support Hers ]
Marrative Support
Here
RE: Attachments e printed brochures, videotapes, fliers, photographs or other
promotional mate| aterial will be discarded. )
The signatory declar he is the elected or appointed Chair, President, Executive Director or
CEO of the applicant tion, assures that a majority of members of the organization’s governing
board have agreed to ake this program, and assures that any funds received as aresult of the
application will be use for purposes set forth herein.
Agency Certification of GTOPs Application
Full 1 if
Pl e ® Scroll Up and Save.
Date of Cerificall
ate of Cerification I:l} f|:|
(End of Application)
[Please Scroll Up and Save Form]
v

Ef @ meernet

fa | ®Biore -
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INSTRUCTIONS for 2015 GTOPS Application Packet — September 2014

Message from webpage f'>_<|

L] "l,, Wour GTOPs application Has Been Received, Thank You,
L

Message from webpage E'

L] "l,, Document has been saved
L
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INSTRUCTIONS for 2015 GTOPS Application Packet — September 2014

- Grant Application - Windows Internet Explorer

—
]

r—
@; g ¥ x|bhttps s, ctiodm.comfodmzpr V|£|-y \pv
Fle Edit Wiew Favorites Took Help
»
. Favorites | < €4 Microsoft Office 2010 Traini... €| ity of Austin - HRL Advisor | AIMS Project Stte T AMS Advantage £ eCOMES € | eCAPRIS 44a] connect-Training & | HHswieb €5 Inside [] outside
i - e »
IbGrant application f2g) Home - Q cede(7) | | ResdMal [ Pk - Page - Safety - Took -
Navigation Menu A
Grant Application All Application Forms
Status: Not Yet Submitted | 3
Instructions
rint Application Agency Intake
Subrmit Application “} Agency Legal Name Edit
Application Forms Program Application for GTOPs
Show All Forms J Agency Legal Name Edit
Agency Intake
Brogram Application for GTOPs Summary of Records Started
Bl 100% Cornplete
e Total Started Records: 2
o Records Missing Required Data:
A
Done & mnternet g v Haioow -
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INSTRUCTIONS for 2015 GTOPS Application Packet — September 2014

- Grant Application - Windows Internet Explorer

@-.Dv 5| X |b https:/ v ctiodm, comfodmspress 4.2 cation_choice.php?applD=121 V| a9 | - Google ‘ Pl

Fie Edt Wiew Favortes Tools Help

. Favorites | e €5l Microsoft Office 2010 Traini. .. €5/ Gty of Austin - HR Advisor ] AIMS Project Ste 1 AMS Advantage € eCOMES €] eCAPRIS 4] Connect-Training €] Hrsweb (S5 Inside 5] outside i

|0Grant fipplication ‘7‘ i vome + [ escs () - [ Readmal @Print - Page - Safety~ Tools - ’f
s

IMNavigation Menu
Create N&\

Print Application
Submit Application

Application Forms

Show All Forms

Agency Intake
Pragram Application for GTOPs

All Application Forms

Create Mew Erowse

Agency Intake
¢ Agency Legal Name

plication for GTOPs

Im
=3

m
=

O Sclect “Logout” from “Navigation Menu”
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INSTRUCTIONS for 2015 GTOPS Application Packet — September 2014

{= Online Data Manager - Windows Internet Explorer

(=}
@Dv 2| X |bhttps v etkadm,com/austin V| a | - |-‘I \p -

Fle Edt Yiew Favortes Tools Help

J

Favorites | <.z (€5 Microsoft Office 2010 Traini... €S City of Austin - HR Advisor € | AIMS Project Ste T AMS Advantage &) sCOMES €| eCAPRIS 44 Connect-Training € Hrisweb (€5 Inside [ outside

f2g) Home - Q ceds (1) - | =] Read Mail Eéaptint ~ Pags - Safety~ Tooks -

¢ ¢ 5

Tue, Oct 02, 2012

® You Have Completed Your
GTOPs Application.

Usemame H Password ‘ |

I Login to Online Data Manager }

Forgot Password?

“Program Application for GTOPs” Form.

® An Email Entitled, “GTOPs Application Received,”
Was Sent to the Email Address Indicated on the

Done El & mnternet v Ri00% -

Thank You For Applying to GTOPs.

Your Effort Is Appreciated and Good Luck!
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INSTRUCTIONS for 2015 GTOPS Application Packet — September 2014

Need a Helping Hand? No problem.

o Things didn’t work out quite as planned?
o What you viewed on your screen did not work as described in this guidance?

Contact CityHS @austintexas.gov or call (512) 972-5075 for assistance.

Page 32 of 32



