OWEB Grant Management System (OGMS)
Quick Reference
Welcome to OGMS. We are happy to provide this service that brings you instant, real-time information about OWEB grants. The service makes grant management easier and quicker.  Several features will allow you to proactively manage the grant process. For example, you will be able to obtain advance notice of deadlines. Also, you can track OWEB response to information you have sent. As soon as OWEB staff adds or updates information in the system, it will be visible to you in OGMS. 

To access the service, visit: http://apps2.wrd.state.or.us/apps/oweb/fiscal/login.aspx
You’ll certainly want to save it as a “favorite.”


NOTE:

· The system is designed to work best using Microsoft Internet Explorer. It does not function well with other software, such as Netscape.
Log in

To access the system, you will need to obtain a User ID and password. Contact your OWEB regional program representative. (If you have not accessed the website for any information for 20 minutes or more, OGMS will require you to log in again.)

------------------------------------------------------------------
Choose the type of search 

Currently there are two ways to search for data:

1. OWEB Search Page. This search contains data related to projects and is used to query for:

· Project Number

· Project Name

· Grantee

· Award Date (range from one date to another)

· County

· Project Type (Council Support, Education, Restoration, Technical Assistance, etc.)

· Grant Type (Non Competitive, Regular Grant, Small Grant)

· View Open Grants Only (Projects that have been closed will not be displayed.)

Once you have selected the data fields for query, click SEARCH at the bottom of the screen.
2. Outstanding Reports. This search contains project data related to outstanding reports and is used to query for:

· Outstanding reports by Grantee

· Outstanding reports by Project Manager

· Outstanding reports by Grant 
Type

· Outstanding reports by Region

· Outstanding reports by Forward Looking Days. 

· Click FINAL REPORT DATE ONLY if you want to see only projects with final reports due. (This search will not show projects with monitoring reports due.)

Once you have selected the data fields for query, click SEARCH at the bottom of the screen. 

----------------------------------------------------------------
Find more information

Project details
For project details, click on the project number. A page will provide details on parties of interest, the project, payment, amendments, and monitoring as well as a project summary.

Sort and print data

To sort data in a column, click on that column’s title. If your search generates more than one page of data, you will see page numbers listed in the bottom left corner of the grid. 

Report Printing Options 
                  Printing report as it appears on screen (not generally advisable—we recommend 
      printing from the Excel download) 

· Place cursor on Individual Page number located at the bottom left corner 

      (1 2 3,etc) of the spreadsheet.

· Go to Toolbar - Click on FILE/PAGE SETUP/Orientation (click on LANDSCAPE)/OK/- Return to Toolbar – Click on FILE/PRINT PREVIEW/PRINT/PRINT.
· (Note: Page number printed on the Top Right Corner  (Page 1 of 1) will not be the same as the Individual Page number (1,2,3 etc) checked on the bottom left corner-Printer only recognizes each  page as number 1).

Save and print Excel document
To save a report in your files or to print a report, click on DOWNLOAD, then click on OPEN. The downloaded data will now appear in an Excel spreadsheet. (Placing the data in Excel, allows you to change the content or format and to delete or hide certain fields.) You will see more fields displayed than you saw on the OGMS screen. The added fields include project start and end dates for grants and an application summary. 


NOTE: 

· BEFORE SAVING the report, be sure to DELETE the filename that the system will automatically provide. Create a new filename, but do not add an extension (such as “.doc” or “.xls”). Excel will do this automatically. Before saving, select “Type” as “Microsoft Excel Workbook.”

