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Who We Are

Our Mission 
 Support OVW in tracking and measuring the work 

of VAWA grantees
 Collect all formula data 
 Clean, analyze and write reports to Congress on both 

discretionary and formula data
 Provide technical assistance to Formula 

Administrators
Webinars, new grantee orientation, and one-on-one 

emails, phone calls and over Zoom
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Presenter Notes
Presentation Notes
Here at VAWA MEI our mission is two-fold: We collect, align and analyze data from thousands of VAWA grantees nationwide. We support those grantees in completing their (complicated and occasionally confusing) semi-annual progress reports, via these webinars and direct technical assistance over the phone or by email. Towards that mission of supporting grantees, we are working with OVW on a new and exciting deliverable, a web-based tool for progress reporting. This webinar will offer you more information and context about why this tool is being developed, and how to use this tool. We are an OVW grantee ourselves! We are a TA provider and are funded to be the experts on progress reporting so you do not have to be! We are not JustGrants or OVW.  Therefore, we do not monitor your grant, but instead try to make sense of your data and make sure you are reporting as accurately as possible. 



Today’s Priority

 You will understand how to collect, review, and submit 
subgrantee data in the new tool
 How to navigate the Administrator Dashboard
 How to invite subgrantees to fill out a performance report
 How to navigate a subgrantee performance report
 Who to contact for assistance
 Available resources
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Administrator Reports

 Administrator reports are PDFs which must be 
downloaded from the VAWA MEI website.

 Administrators fill these out and then submit them 
into JustGrants.

 This year Admin Reports are due by March 30, 2025.
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Presenter Notes
Presentation Notes
Has not changed other than the due dateAdministrator Form is available here: https://www.vawamei.org/tools-resource/sasp-formula-administrator-reporting-form/



Administrators Access

SASP FORMULA REPORTING

 Administrators will receive an email from VAWA MEI 
inviting them to set up their account

 Once logged in, Admins will be able to access their state 
or territory’s dashboard to:

 Generate links to blank and in-progress reports;
 View subgrantee reports in progress;
 Review, change request, and approve subgrantee reports; and
 Submit final subgrantee reports to MEI.
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Presenter Notes
Presentation Notes
Note: SAs who are the administrators for both STOP and SASP will have access to the reports and data for both programs under one account.   If an additional person needs access to the state’s dashboard, email MEI (vawamei@maine.edu) to request they be granted access. MEI will invite them to set up an account.  



Subgrantees Access

SASP FORMULA REPORTING

 Subgrantees will not have accounts
 Subgrantees will use the link provided by their 

Administrator to access a blank report
 Subgrantees will:
 Enter data on their SASP-funded activities within the 

IMPACT Tool
 Be able to save their progress and return using their unique 

link, which is created once they begin filling out a report
 After entering all data, subgrantees will submit their 

report to their Administrator for review
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Presenter Notes
Presentation Notes
Formula subgrantees will not have accounts. SAs will generate and send links to subgrantees to fill out a report online. Subgrantees will be able to save their progress and return to their report via their unique link at any time. The unique link is created once the subgrantee begins to fill out the report, and each unique report link is associated with the email address entered when a subgrantee begins to enter their data.When complete, subgrantees will submit their report directly to their state administrator through the tool.  



Administrators’ TA to Subgrantees

SASP FORMULA REPORTING

 SASP Administrators support subgrantees by:
 Orienting subgrantees to the data they need to report
 Answering subgrantee questions about the data to be 

collected
 Reviewing each subgrantee report and addressing any errors 

or misunderstandings with the subgrantee

If you are unsure how to answer a subgrantee 
question, reach out to VAWA MEI
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Reviewing & Submitting Subgrantee Data 

SASP FORMULA REPORTING

 Administrators review each subgrantee report:
 Making sure each subgrantee has reported on all of their SASP-

funded activities
 After reviewing each subgrantee report, Admins: 
 “Deny” to unlock the subgrantee report and request changes;
 Make changes directly to the data themselves; and/or
 “Approve” 
 Once all data have been reviewed and approved, 

Admins submit all subgrantee data to MEI  
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Presenter Notes
Presentation Notes
Reviewing subgrantee data, making or requesting subgrantee changes to the data, approving, the data and submitting subgrantee data will all occur within the new web-based tool



New and Missing Data

 If your subgrantees do not have some of the data 
requested, these are the instructions you should 
give:
Do not estimate
Any numbers reported should have adequate 

source documentation 
Use narrative fields to explain missing data or 

activities they are unable to quantify right now
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Presenter Notes
Presentation Notes
OVW is aware that subgrantees may not have data for the questions that were added to subgrantee reporting this year. As always, the guidance is to report to the best of their ability, plan to collect this data for future reporting periods, and use the narrative to explain.



Navigating the Admin Dashboard
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Presenter Notes
Presentation Notes
The Dashboard has two main tabs – Pending Submissions and Approved Submissions Pending shows all in-progress submissions, including those submitted to you as the Admin, as well as those you sent back to their subgrantee for changes. The only reports that are displayed under ‘approved’ are the reports you or another Admin user have approved, and which have not yet been submitted to MEI.You can see in our example there is one subgrantee data set that was submitted, and another that the subgrantee has not yet submittedThis view shows where you can generate a report link – blank from URLDownload the data entered thus far – download reportsView a report that is either in progress or has been submitted to you as the Admin – view Send the URL of an in-progress report to the subgrantee – URL Approve a submitted report – approveDeny a submitted report and so you can send it back to the subgrantee to make changes, or make changes yourself – deny And Delete a report – delete ** Once you delete a report it cannot be retrieved **You can filter reports by Program and by date, and you can sort by any of the header criteria (subgrantee, name, email, last updated, and status)SAs cannot directly communicate with subgrantees through the tool. SAs will need to communicate with subgrantees outside of the tool in whatever way works best for them.    



Sending Reporting Links to Subgrantees
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Presenter Notes
Presentation Notes
To send generate a blank report for each subgrantee, click this button ‘blank form URL’ This will create a link for your state or territory that you will then send to the subgranteeNote: SAs need to communicate with and provide link(s) to subgrantees outside of the tool.  �  The system is set up to generate only one link per form, per state. An SA will only have one link for STOP and/or one link for SASP and that one link will be sent to all STOP and/or SASP subgrantees for the state. Once subgrantees begin to fill out reports and enter their contact information, a unique link for each individual report will be generated.   



Navigating Subgrantee Reports (1 of 2)
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Presenter Notes
Presentation Notes
When you click ‘view’ a particular report from within your dashboard, it will bring you into the subgrantee reportYou can navigate from page to page using the buttons at the bottom of the page, and section to section by using the navigation pane on the lefthand side of the page In order to make any changes to the data, you must first click ‘Edit Report’ in the upper right hand cornerYou can turn edit mode off at any time, and still continue to navigate through the report looking at the data entered by the subgranteeIf you or another Admin user has already approved a report, you will not be able to edit the report until you ‘unapproved’ it and then go back into it



Navigating Subgrantee Reports (2 of 2)
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Presenter Notes
Presentation Notes
This is the view in Edit mode



Filling Out Subgrantee Reports

 Anyone with a particular unique report link will be able 
to access that report 

 An Administrator can fill out a subgrantee report on 
behalf of a subgrantee

 Required questions are marked with an asterisk 
 Question numbers in each section are dynamic and start 

over at the start of each section
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Presenter Notes
Presentation Notes
Additionally, two people may access, enter, and edit data into a given subgrantee report at the same time (e.g., if a subgrantee shares the report link with a grant partner, both people could be filling it out simultaneously). However, if two people try to edit the same section, the changes that are saved last will overwrite any previously saved data.  Fill out the rest of the report by providing the requested information. Navigate through the report by using the buttons at the bottom of the screen or by using the navigation pane.    If the subgrantee does not wish or need to respond to a presented question, they must still click one of the “save” buttons at the bottom of the page to show that they have viewed the question and approve the non-entry of data.   The question numbers in each section are dynamic and start over at the start of each section. When referencing a specific question on the report in the separate instructions, the subgrantee will need to know which section the question is in and the question number. For example, Victim Services Question 1. The STOP and SASP subgrantee progress reports are structured similarly to the old fillable PDF forms. There are mandatory and optional sections. Subgrantees should answer all required sections and questions. For optional sections, subgrantees will need to answer an initial question about whether or not they used grant funds to support the respective activities. If they did use funds to support those activities, they will click “Yes” and then answer the following questions. If they did not use funds to support those activities, they will click “No” and they will be skipped to the next section.   If a subgrantee clicks “Yes” funds were used for an activity and begins filling out the section, but then later decides, actually this is a “No” and changes the selection to “No,” the system will delete all of the data previously entered into the section. If for some reason they click “Yes” again after clicking “No” the entire section will be blank; no data is retained.  



Validation Requirements

 Validation errors will be indicated in the report a few 
different ways:

 A red error message will appear on the page next to the field 
with the error;

 A yellow exclamation point will appear in the navigation pane 
next to the page and section that contains the error; and

 The ‘Validate and Submit’ page will list out any sections that 
contain validation errors.
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Presenter Notes
Presentation Notes
Validation checks actively happen while data is entered into the report. All validation requirements must be met in order to submit the progress report to the SA.  If the current page contains a validation error, the subgrantee will not be able to move to another page using the “Save and Go to Next Page” button.  With a validation error, the subgrantee needs to use the navigation pane in order to move to a different page. To use the navigation pane, click on the section or page to go to that page. 



Finalizing and Submitting a Subgrantee 
Performance Report (pt 1)

 Once all validation requirements have been met, 
subgrantees will need to follow a few onscreen steps to 
finalize and submit their reports.

 On the “Validate, Review, and 
Submit” page subgrantees will 
click "Final Review Report.“ This 
will begin the process for pdf 
creation and final submission.
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SASP FORMULA REPORTING

Finalizing and Submitting a Subgrantee 
Performance Report (pt 2)

 A pop-up window will appear on the 
screen. Subgrantees will read the 
instructions and click "Continue" to start 
the review.

 Subgrantees will then review the data on 
each page for accuracy and follow the 
steps to submit their report.

 Once submitted, subgrantees will have 
the option to download a pdf copy of the 
report for their records.
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Presenter Notes
Presentation Notes
NOTE: There is a "Cancel Final Review" button that will unlock the fields to make edits. The Final Review process will need to start over from the beginning when edits are done.



SASP FORMULA REPORTING

Finalizing and Submitting a Subgrantee 
Performance Report (pt 3)

 If the Administrator makes data changes, then the Administrator 
should go through this "Final Review Report" process to create an 
accurately updated final PDF of the subgrantee report - or ask the 
subgrantee to go through the "Final Review Report" again.

 Administrators do not have to do this "Final Review Report" process 
after reviewing a subgrantee report; instead, simply navigate back to 
the administrator dashboard.
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Presenter Notes
Presentation Notes
NOTE: There is a "Cancel Final Review" button that will unlock the fields to make edits. The Final Review process will need to start over from the beginning when edits are done.



Submitting Approved Subgrantee Data
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Presenter Notes
Presentation Notes
This is what the approved view looks like once you have one approved reportHere you can view, share the report URL, download the submitted data, unapproved the report, or submit and finalize – this button will send it to MEIIf you click ‘submit and finalize,’ a pop-up will appear asking if you are sure you want to submit your approved reports to MEI. If yes, click “OK.” If you do not wish to submit the subgrantee data, click “Cancel.”    Once a report has been submitted to MEI, the status of the report will change to “Submitted.” **The SA will no longer be able to “Unapprove” the report or view the report within the tool once it has been submitted to MEI.** The SA will be able to download the report’s data as an Excel file at this point. If there is an issue with the submitted report, please contact VAWA MEI at vawamei@maine.edu and detail the issue.   



Password Support

SASP FORMULA REPORTING

 If you forget your password or 
need a new one, you can click 
“Forgot Password” on the login 
page

 This will bring you to a new page 
where you will enter your email 
address to receive an email with 
a link and instructions to reset 
your password
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Presenter Notes
Presentation Notes
If you enter your password incorrectly five times in a row you will be locked out for ten minutesAfter ten minutes have passed you can reset your password 



Additional Resources

 Sample Subgrantee Form (not a fillable PDF)
 Instructions on subgrantee reporting
 “How-To Navigate Admin Dashboard” guide and 

demonstration video
 “How-To Fill Out Subgrantee Report” guide and 

demonstration video

SASP FORMULA REPORTING21

Presenter Notes
Presentation Notes
All available on the MEI website!We will paste links in mid-meeting, and these materials will be available on the same page as the other resources listed above! (The general SASP page.)



Who do I call for help? (1 of 3)

SASP FORMULA REPORTING

 If you have questions or need technical support 
with submitting your Administrator Report into 
JustGrants (e.g. login or password assistance)

JustGrants OVW Support phone and email: 
1-866-655-4482
OVW.JustGrantsSupport@usdoj.gov

JustGrants Support website: 
https://justicegrants.usdoj.gov/user-support
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Presenter Notes
Presentation Notes
If you can’t get into your account, or you don’t see where to upload your completed Administrator report, or you can’t upload your Administrator’s report, call Justgrants support not us because we can’t help you with the back-end side of JustGrants

mailto:OVW.JustGrantsSupport@usdoj.gov
https://justicegrants.usdoj.gov/user-support


Who do I call for help? (2 of 3) 

SASP FORMULA REPORTING

 If you have questions about allowable activities
 If you have questions related to the statutory 

requirements of distributing funding
 If you cannot submit your Administrator Report by the 

deadline

Please contact your OVW Grant Specialist!

Office on Violence Against Women 
202-307-6026
https://www.justice.gov/ovw
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Who do I call for help? (3 of 3) 

 For technical and logistical support using the IMPACT 
Tool

 If you have questions on the content of subgrantee or 
administrator reporting

 If you would like to receive technical assistance directly 
from staff via email, phone, or Zoom

SASP FORMULA REPORTING

VAWA Measuring Effectiveness Initiative
1-800-922-VAWA (8292)
vawamei@maine.edu
www.vawamei.org
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mailto:vawamei@maine.edu
http://www.vawamei.org/


Any questions?
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Presenter Notes
Presentation Notes
Any questions on the STOP Administrator form before we move on to the subgrantee information?



Thank you!

VAWA Measuring Effectiveness Initiative
1-800-922-VAWA (8292)

vawamei@maine.edu
www.vawamei.org
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Presenter Notes
Presentation Notes
If you have any questions as you are filling out the reporting form, please feel free to call or email  VAWA MEI, your Program Specialist, or JustGrants:VAWA MEI’s phone number is: 1-800-922-VAWA (or 8292)�OVW to reach your Program Specialist: 202-307-6026�OVW JustGrants Support: 1-866-655-4482	THANK YOU!!!

mailto:vawamei@maine.edu
http://www.vawamei.org/
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