Help Button and Help Guide

The Help button is a question mark # located on the far right corner of the
Menu Bar. Clicking on the Help button gives you the option to view Training

Videos, access the Help Guide, or Open a Support Ticket.

The Help Guide Open a Support Ticket
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¢ The Help Guide allows you to navigate to desired sections by using the tabs on
the left of the User Guide.

User Guide
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Introduction 4 Projects

-

Accounts A project s a specific work activity that needs to be performed, as outined by the scope of work.

Finding a Project

There are a few ways to find projects in the system
- Quick Search: Click on the Projects menu located on the Main Menu Bar. then enter the project number in the white search bar. Results will dynamically show as you type (ie. 100). You

» Projects

Froectversons may also speciy the Grant number after the project number (i 100 in 1603). Once the project you are looking for appears, click o t {0 go directly fo that project.

O - Project List Report: Click on the Projects menu located on the Main Menu Bar, then click on the Project Listing link located under Listings & Reports. For more information on using quick
e e search and fitr options on a lst, see the List Overview section

:::::::; R - Advanced Search: Click on the magnifying glass icon located on the Main Menu Bar, then select "Project”in the Module drop-down selector.

SmallProject Closeout Creating a New Project Request

Project Appeals
1. From the Project screen, click on the Create New Request button located on the Action Bar.

Appiications
— 2. A dialog pops up on the screen that lists all avaiiable Project requests. Click on the reguest type you would ike to create (note that you wilthen be navigating away from his screen to a
new araft request)
[ Payments

Create New Request

Submitting a Quarterly Report

For information on Quarterly Reports see the Quarterly Reports section
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Click the “Printing Options” button to view options. You can choose to print
the entire Help/User Guide, current section, or current page. After making
your selection, click the “Print” button.

Printing Options

Select the desired prinfing option from the list below.

(®) Print Entire User Guide

O Print Current Section

() Print Current Page {

e Open a Support Ticket allows you to create a new support ticket. Click on the
Help button from the page for which you have an issue or need support.

Note: It is important to click the Help icon from the page that you need help,
as the system records the URL of the current page for analysis purposes.
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