OWEB Grant Management System (OGMS) 
Web Page Detailed Query Instructions
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 your grants. For example, you will be able to obtain advance notice of upcoming deadlines. Also, you can track whether information you have sent to OWEB has been approved and entered in the database. 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 listed below. (If you have not accessed the website for any information for 20 minutes or more, OGMS will require you to log in again.)
NORTH COAST
Tom Shafer

541-528-7451
tshafer@peak.org
SOUTHWEST OREGON 
Mark Grenbemer

541-776-6010 ext 231
grenbemer.mark@deq.state.or.us
WILLAMETTE BASIN
Wendy Hudson 
503-986-0061
wendy.hudson@state.or.us
CENTRAL OREGON 
Rick Craiger

541-923-7353
SL00015@bendbroadband.com
[type as SLzerozerozero15@bend....]
EASTERN OREGON 
Karen Leiendecker

541-426-0342 
kleiende@eou.edu
Query the system

Once you have logged in, you will see that you have two options:
· To make general queries about projects (“OWEB Search Page”).

· To find projects with outstanding Final Reports and/or Monitoring Reports (“Outstanding Reports”).
1. OWEB Search Page.  
The most likely query you will make will be by project number to obtain information about payments made, report due dates, etc. If you know the project number, that is all the information you need to enter. For project numbers lower than 200, you may enter either two or three digits. (Example: Enter either “099-512” or “99-512.”) If you don’t know the project number, you may want to enter data in more than one field to narrow your search. To move your cursor from one field to another, press the TAB key.  This search contains the following fields:
· Project Number

· Project Name
· Grantee (Type the main identifying nouns. Example: “Umpqua R” will generate reports for Partnership for the Umpqua Rivers; “Umpqua S” will generate reports for the Umpqua SWCD.
· Award Date From / To  (Enter the start and end dates using the following format: mm/dd/yyyy—example 01/06/2000.)

· County

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

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

· View Open Grants Only  (If you checked this box, projects that have been closed will not be displayed.)
(a) Select the data field(s) for your query
· Type in numbers or names – For a complete list, click on the arrows at the right of the field box when provided. (Shortcut: type the first letter of the name you are seeking.)
· Click on SEARCH at the bottom of the screen. This will take you to a new page containing general information on a grant or several grants.
· Use the RESET button at the bottom of the screen to clear existing data fields when you search for a new query.

(b) To view additional spreadsheet pages
Some grants information involves multiple spreadsheets. To view them:
· Click on numbers listed at bottom left corner of the spreadsheet. (1 2 3 etc.) Note the page number being viewed will NOT be underlined. (Example: if you are viewing page 2 you will see:  1 2 3 ).

·  If query has more than 10 pages, a line with 3 dots (…) will appear to the right side of the last number listed. Click on the three dots to view the next 10 pages. 
· The line with dots (…) will appear to the left of the first number to allow you to return to the previous 10 pages.
 (c) To sort data (Numerically, Chronologically or Alphabetically). For the column you wish to sort, click on the desired column name heading at the top of the page. This will put the data in the column in ascending order. Click again to reverse the sort to descending order.

(d) For query totals 


Click on GET QUERY TOTALS. Totals appear at bottom of the page for the 

entire query.

1. Total Project Amount 

2. Total Paid to Date (Amount paid to Grantees to date)

3. Total Receipts to Date (Approved Receipts/Expenditures credited to grant(s)  

4. Total Remaining Balance (Award Amount less Paid to Date)

(e) For project details 

Click on the project number in the first column. This will take you to a new page 
showing:  

1. Parties of Interest (Project Number, Grantee, Payee, Project Manager)
2. Project Detail (Project Name, Start Date, End Date, Final Due, 
                         
Final Received, Fund Amount, Fund and FFY-Federal Fiscal Year)
3. Payment Detail (Request Date, Request Amount, Amount Paid, Voucher Number and Fund)
4. Amendment Detail (Amendment Date, Amount, Fund, End Date-as amended, Reinstatement-(y=yes or n=no) and Reason
5. Monitoring Detail (RPT NBR=Report Number, Due Date and Received Date)
6. Project Summary  (a brief description of the project)
2.  Outstanding Reports.  This search contains project data related to outstanding reports by:

· Grantee

· Project Manager

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

· Region

· Forward Looking Days – This is an important grant management tool. It allows you to look for reports currently due or soon to be due. (Example: to search for reports due in the next month, enter “30.” There is no limit to the number of days you may enter.) 
· Final Report Date Only—check box to review final report due dates. (This search does not show projects with monitoring reports due. Do NOT check this box if you want to see both final report and monitoring report due dates.) 
To query information for Outstanding Reports, follow the same procedures listed under Items 1(a) through 1(f).
Exception:  Select the data field(s) for your query-

· Type in numbers or names – You must use the down arrows at right of 
       field box when provided.   

· Click SEARCH. This will take you to a new page containing information on outstanding reports.
· Use RESET to erase existing data fields when you search for a new query.
The downloaded data fields are region, project name, grantee, project name, project manager, final report due date, final received date, and earliest past due monitoring report.  These fields will need to be formatted, deleted or hidden depending on which fields you wish to print.

If you have questions, contact the Project Manager listed on the query.

Print a Report
Print from Screen

This option is not generally advisable. It’s likely your printed copy will not show all columns. However, if you wish to use this option:

· Place the cursor on the desired individual page number at the bottom left corner  of the spreadsheet (1 2 3, etc.).

· 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).

Print using Excel 
(You must have the Excel program on your computer.)

Placing the data in an Excel spreadsheet allows you to change the content or format and to delete or hide certain fields. 
· Click on DOWNLOAD/OPEN.
· The downloaded data will now appear in an Excel spreadsheet for you to format and generate the desired report. 

· You will see more fields displayed than you saw on the OGMS screen. The added fields may include project number, region, SGA (small grant area), project type, grantee, project name, project manager, award date, project start date, project end date, county, project amount, PTD (paid to date), receipts, balance, monitoring required and application summary. If you 
      see ### in any field where amounts should be shown, columns need to be widened. See 

      Widen/Narrow Columns below.      

· NOTE: Earlier projects from the 1990s may not have project summaries because they were never entered into the database.
· Project start date and project end date are only found on the Project Detail page or the downloaded Excel spreadsheet. These fields will need to be deleted or hidden depending on which fields you wish to print.

· To exit the Excel spreadsheet, click on the “x” at the top right of the screen. If you make any changes to the spreadsheet the message – “Do you want to save the changes made to oweb download grant” - will appear. Click on NO to exit. Click on YES to save to an Excel Directory – you can rename your spreadsheet and save to any directory name you wish at this time. 
· 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.”

Format or Change Data
                     Delete Columns
· Place cursor on a letter (A,B,C etc.) at the top of page. Down arrow will appear on screen.  Click on the letter.  This will highlight the entire column you wish to delete. 
· Go to toolbar: EDIT/DELETE.  Entire column will be deleted from spreadsheet.
· This may change the document print size.
                     Delete Rows
· Click on the number (1,2,3 etc.) at the left of page.  Horizontal arrow will appear on screen.  Click on the number.  This will highlight the entire row you wish to delete. 
· Go to toolbar: EDIT/DELETE.  Entire row will be deleted from spreadsheet. 
· This may change the document print size.
                     Widen / Narrow Columns 
· Place cursor ( + will appear) on the vertical line to the right side of the letter on top of page (A,B,C etc.). Double click on vertical line. Column will automatically widen. 
· If you need column even wider, place cursor ( + will appear) on the vertical line to the right side of the letter on top of page (A,B,C etc.) and hold down left mouse button and drag right or left, until desired width is obtained. 
· This may change the document print size.
                     Widen Rows 
· Place cursor ( + will appear) on the horizontal line at the bottom of the row number, on the far left side of page (first column—1,2,3 etc.). Hold down left mouse button and drag up or down, until desired width is obtained. 

· This may change the document print size.
                      Print Spreadsheet
· Go to toolbar: FILE/PRINT PREVIEW - check to see if all information needed appears on the screen. 
· You may need to widen print screen. Go to toolbar, click SETUP. Check LANDSCAPE (if needed, change paper size to legal).  Click OK/PRINT/OK. 
· Accumulative Totals are NOT automatically calculated.  Create a column total in Excel by clicking the cell below the column and then, on the toolbar, clicking ∑  (AutoSum).  Then hit ENTER or RETURN on your keyboard.  
· To have line borders around each information box (cell):
(a) Place cursor top left of page (above “row 1” and to the left of “column A” on blank cell). A + will appear, click mouse. 
(b) This will highlight entire spreadsheet.  Go to toolbar/place cursor on BORDER BOX icon/ select ALL BORDERS.
Helpful Tips
Screen resolution: If you find that your computer screen does not display the full page width in the OGMS database, you can change your screen setting. Minimize OGMS and display your Desktop screen. Right click your mouse in a blank area on the desktop, then select PROPERTIES. Click the SETTINGS tab at the top right. Then in the lower right corner under the heading “Screen Area,” move the pointer to select a resolution of at least 1024 X 768 pixels.
