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 Project Safe Neighborhood (PSN) Reporting In
the Performance Measurement Tool (PMT)
» Managing Subrecipient Reporting in the PMT

* PMT Report Submission in the Justice Grants
system (JustGrants)

« Contact Information and Resources




PSN Reporting

 BJA PMT is the online system required
for grantee performance measurement
reporting.

* PSN grantees report data into the online
questionnaire quarterly
(January/April/July/October). s Name —

2

</ |Email Address ‘ ‘Maximumofaattempts
» Access the PMT: https://0jpss0.0jp.gov. Eergos Password

- U.S. DEPARTMENT OF JUSTICE

@ Office of Justice Programs

Building Solutions ¢ Supporting Communities ¢ Advancing Justice

Performance Measurement Platform

 Additional training on reporting within the btease note:

1. The PMT system will remain open for reporting until further notice. The

P M T b f d BJ A' P f Grants Management System (GMS) closed on September 22. Beginning
C a n e 0 u n O n S e r 0 rm a n Ce October 15, primary grantees or direct recipients of OJP grant funds
should upload PMT reports in PDF format to JustGrants
(https://justi usdoj.gov) i d of the GMS. Primary grantees

M a n a g e m e nt We b S ite : should upload PMT reports in JustGrants semi-annually or annually (in

accordance with the award solicitation) and at closeout.

2. The PMT System works best in Google Chrome (version 4.1.0 and above)

htt p S :// bj a = Oj p = g OV/fu n d i n g / p e rfo rm a n Ce- 3. ;1,1"2l{g:f;thPi:T’??;se:eQ;efgzi::reI: fzntizggl"lli)}unction, users must enable
measures/overview.

JavaScript. For instructions on how to enable JavaScript, click here.



https://ojpsso.ojp.gov/
https://bja.ojp.gov/funding/performance-measures/overview
https://bja.ojp.gov/funding/performance-measures/overview

PSN Reporting

* The report generated by the PMT is then
uploaded into the JustGrants twice a
year (January/July).

 Guidance for uploading and completing a
report in JustGrants:
https://justicegrants.usdoj.gov/training/tr User Name Password

2

. . . </ |Email Address ‘ ‘Maximum of 3 attempts
aining-performance-reporting. Forgot password

- U.S. DEPARTMENT OF JUSTICE

@ Office of Justice Programs

Building Solutions ¢ Supporting Communities ¢ Advancing Justice

Performance Measurement Platform

» For JustGrants-related questions, contact
the JustGrants Support Team: ity Ay i i

October 15, primary grantees or direct recipients of OJP grant funds
should upload PMT reports in PDF format to JustGrants

JustGra nts,Support@usdoj .gov or (https:L justi edojgov) instead of the GMS, Primary grantees

should upload PMT reports in JustGrants semi-annually or annually (in
accordance with the award solicitation) and at closeout.
8 3 3 -_ 8 7 2 -_ 5 1 7 5 2. The PMT System works best in Google Chrome (version 4.1.0 and above)
¢ and Internet Explorer (version 11 and above).

3. In order for PMT system features to properly function, users must enable
JavaScript. For instructions on how to enable JavaScript, click here.



https://diamd-auth.usdoj.gov/
https://justicegrants.usdoj.gov/training/training-performance-reporting
https://justicegrants.usdoj.gov/training/training-performance-reporting
mailto:JustGrants.Support@usdoj.gov

When Do | Report?

PMT Upload to
Reporting Period Data Required JustGrants?

Performance Measures

October 1-December 31 and Narrative Questions January 30 January 30
January 1-March 31 Performance Measures April 30 No
. Performance Measures Yes
April 1-June 30 and Narrative Questions July 30 July 30
July 1-September 30 Performance Measures October 30 No
. 120 Days Yes
Last Reporting Performance Measures and
Period of Award Narrative Questions After Award 120 Days After Award

End Date End Date



Prime Grantee and Subrecipient

Roles and Responsibilities

Grantees are responsible for:

* Issuing subawards and reporting subrecipient and
subaward data to the Office of Justice Programs (OJP).

« Monitoring subrecipients to ensure appropriate use of
federal funds and implementation of program activities.

» Following—and monitoring that subrecipients are
following—applicable federal rules regarding financial
management, internal controls, cost principles, and audit
requirements.

« Collecting, reviewing, and submitting performance data
for activities implemented by the subrecipient.

https://www.ojp.gov/sites/g/files/xyckuh241/files/media/d
ocument/Subaward-Procure-Toolkit-D.pdf



https://www.ojp.gov/sites/g/files/xyckuh241/files/media/document/Subaward-Procure-Toolkit-D.pdf
https://www.ojp.gov/sites/g/files/xyckuh241/files/media/document/Subaward-Procure-Toolkit-D.pdf

Adding a Subrecipient:

Grantee Federal Awards Page

) DO
‘@} OFFICE OF JUSTICE PROGRAMS
Select the
B A Federal Awards tab
BUREAU OF JUSTICE ASS : DO NOT
Info & Resources Profile Home Mana ipients Reports Help Log Se|eCt the
o \ Manage Subrecipients tab )
) [cossap :
o ) [BNE] BPY ey ) () ) ) e
Click to view: | All BSM Awards | | 2019-TE-ST-0018 | | 2017-TE-ST-0008
Grantee Federal Awards
This screen provides a summary of your data entry and report status by Federal award This list includes only those reporting periods for
Violent Gang and Gun Crime Reduction—Project Safe Neighborhoods that require reporting at this time. f F d ‘th G t A d \
N € ubrant Award you
View All Reporting_Period ..
s want to add subrecipients
PSN under.
Federal Award Number | Award Amount Reporting Period Data Entry Status Report Status |
In Progress Select “Begin Reporting
January to March 2019 - - .
[ Begin Reporting,Process | Process.”
April to June 2019 Not Mot Created \ )
REMINDER: Upload this = = -
JustGrants report into Begin Reporting Process Create JustGrants Report
JustGrants by 7/30




Adding a Subrecipient:

Award Administration Page

)
‘gi?)’ OFFICE OF JUSTICE PROGRAMS

If this is your first-time entering data for

B A your federal award—and if your award
BUREAU OF JUSTICE ASSISTANCE allows subrecipients—you will see this page,
which provides three subrecipient options.

Info & Resources Profile Federal Awards Manage Subrecipients Reports Help Log Out

The purpose of this page is to tell the
system how funds are administered.

Award Administration

For the federal award noted below, please select the button that best describes use of the federal award for activities outlined in your grant

application.
PSN Note: PSN Fiscal Agents may choose to
Fefeat e s P A enter data on behalf of their subrecipients
e ¢ son517 OR set up subrecipients to enter their own
Start Date: Jan 01, 2019 g
End Date: Sep 20, 2019 da‘ta.
() All grant funds are sub-awarded to subrecipients ( tee does not imph any pr services or activities)
"3 All grant funds are used by grantee only
@  All grant funds are used by grantee and subrecipients (includes disparate jurisdictions)

a

=

@  All grant funds are sub-awarded to subrecipients (Grantee does not implement any programs, services or activities)

(O Al grant funds are used by grantee only

(O  All grant funds are used by grantee and subrecipients (includes disparate jurisdictions)




Award Administration Ta

Bureau of Justice Assistance
U.S. Department of Justice

Selecting “Yes, create a final report” on the
For t_he federal award noted below, please select the button that best describes use of the federzal award for activities outlined in your grant Award page. WI” AU'tO'pOpU late Yes on the
application. Award Administration page of the

PSN questionnaire.

Federal Award Humber Award Amount
2019-TE-5T-0018

Award Administration

Start Date: Jan 01, 2019 4 208,517

End Date: Sep 30, 2019

Closed Date: Mar 31, 2019 Reporting Period: 01/01/2019 - 03/31/2019 Award #: 2019-TE-5T-0018 Project Amount: $298,517 Solicitation: BJA

FY 19 PSN 2
All grant funds are sub-awarded to subrecipients (Grantee does not impl t any progr
Award Administration
All grant funds are used by grantee only
@  All grant funds are used by grantee and subrecipients (includes disparate jurisdictions) [ ” ” ” l

Is January to March 2019 the last reporting period for which this award will have data to repo
expended and the award is in the process of closing out in JustGrants.

= ;
® ves, create afinal report.

s this the 1ast reporting period for which the award will have data 1o report?
A, Yes ITYes, answer the Closeout guestion, and create a final report.

For more information contact bjapmt@ojp.usdoj.gov w

Toll-free Technical Assistance Helpdesk Number: 1-888-252-6867

Save Save & Continue




Grant Activity Tab

Reporting Period: 01/01/2019 - 03/31/2019 Award #: 2019-TE-ST-0018

FY 19 PSN 2

Project Amount: $298,507

e v

|

|

~ Was there grant activity during the reporting period?
DA Yes

® B If No, please select from the following responses:

Solicitation: BJA

Gthere was No grant activity, select “No” \
and select from the following reasons for

no grant activity during the reporting

period.

Note: Once you select “Yes” to “Was there
grant activity during the reporting period”

during the reporting period.

Select all that apply

the program becomes operational and

In procurement

Project or budget not approved by agency, county, city, or state governing agency

should remain so until the grant closes out.

Seeking subcontractors (Request for Proposal stage only)

Waiting to hire project manager, additional staff, or coordinating staft

Paying for the program using prior federal funds

J

Administrative hold (e.g.. court case pending)

Still seeking budget BJA approval

Waiting for partners or collaborators to complete the application

Other

It Other, please descrbe

e

You have [5000
characters: 5000)

characters left. (Maximum




Adding an Individual Subrecipient

Info & Resources Profile Federal Awards Home Manage Subrecipients Reports Help Log
Out
Program: PSN  Reporting Period: Jan - Mar 12 Federal Award Number: 2017-TE-ST-0008 £298,517
Grantee Status Summary for Federal Award Number 2017-TE-ST-0008
Grantee Activity
Amount Allocated for
Grantee-level Activity
Grantee and A.dministratiu: f‘-—“m Report Status
CorA Smoke Text “Add a subrecipient.” Not Created
MoKe s reyemgeer/fl | Create JustGrants Report |

Subrecipient Activity

You have not ggo

Select “Add subrecipients Bulk Upload” to
download the XLS template and upload
several subrecipients.




Adding an Individual Subrecipient

Bureau of Justice Assistance
U.S. Department of Justice

Info & Resources Profile Federal Awards Home Manage Subrecipients Reports Help Log
Out

Program: FSM  Reporting Period: Jan - Mar 22 Federal Award Humber: 2017-TE-5T-0008 $298,517

Add a Subrecipient to Federal Award Number 2017-TE-ST-0008

The following is 2 list of all subrecipients created for all federal awards received by your organization.

Before creating a new subrecipient, please check the list below to determine if the subrecipient already exists. You may need
to select "Show All™ to view a complete list. If a subrecipient already exists and received additional funding, select *Add a
Subaward’ to add another subaward to their existing profile or PMT ID. Do not create multiple accounts for the same
subrecipient organization.

Subrecipient PMTID Users Subrecipient Actions |

Add a Subaward
test
BWC subracipient [More...
COSSAP (formerly COAP) subrecipient [More...] VADS40G test@test.com Edit Subrecipient

JAG subrecipient [More...

Select “Create a New
Subrecipient.”

Manage Users

Primary Contact: | | (name) Create New Subregpicnt
[ | (phone)
[ | (Email) Add Subrecipients Bulk Upload
Secondary Contact: | | (Name)
| |(Phune)
Enter organlzatlon name, | | (Email)

primary contact name, e-mail,
and phone number.




Subrecipient Information

Info & Resources Profile Federal Awards Home Manage Subrecipients Reports Help Log
Dut

Program: PSN  Reporting Period: Jan - Mar 15 Federal Award Number: 2013-TE-ST-0018 $2958,517

Pay close attention to the Project Period dates. The system defaults
to the period of the Federal Award, but often the subaward may not
be active during the entire life of the Federal Award.

Any funds reported only represent an estimate of dolwcated or used for activities covered by this grant award.

Subrecipient | UserID | Subaward Mumber ‘ijecl Period Amount of Subaward Actions

Start: [Jan v |[1 v 2010 v|

test VADS40G | | End: |MEFV||3]. V||2|]23 Vl

(7] Use as default dates for #2019-
TE-5T-0018 projects

Select “Save” to continue.

N

Enter the
subaward number,
project period
dates, and amount
of subaward.

.




Entering and Editing

Subrecipient Data

@OFFICE OF JUSTICE PROGRAMS

BJA BUREAU OF JUSTICE ASSISTANCE

Grantee Activity
Info & Resources Profile Federal Awards Hgmgm Manage Subrecipients Reports Help. Log

Click to !E
Grantee-level Activity Data Entry Status = Bn &5t o P B = B et

Complete Mot Created Gektovew: [ AN| (20TESTons | (20ZTesTo0m)|

State £0 Enter/Edit Data Create GMS Report | Gl Pl s

This screen provides a summary of your data entry and report status by Federal award This list includes only those reporting periods for
Violent Gang and Gun Crime Reduction—Project Safe Neighborhoods that require reporting at this time.

Amount Allocated for
Report Status

Grantee

Subrecipient Activity - 2 subawards Active
PN
[ EditAllchecked | [ Add a Subrecipient | | Add Subrecipients Bulk Upload | [ Find Subrecipients | = e J:tnhznw - [.,::::':;:!m - :':::E'::;
Check | Subrecipient | UserID | Subaward Project Amount | Activity  Data Entry Status I e
.~ flumber Period subara| T ( To enter data on behalf of the subrecipient under your
R Prime Grantee/Grantor account, select the subrecipient,
OR02  Jan 1,09-Sep 30, 12 $34,641 Data must be enter and CIICk Enter/Edlt Data'"

I :
Sheriff's - =
Office by subrecipient -

ot sepffc
[Enter/editpata| | Edit |

—  Department SRO1  Jan1,09-5ep 30,12 $39,063

of
Corrections




Adding Users to Subrecipient Awards

Info & Resources Profile Federal Awards < Manage Subrecipients > Reports Help Log Out
T

Manage Subrecipients

The following is 2 list of all subrecipients created for all federal awards received by your organization.

Before creating a new subrecipient, please check the list below to determine if the subrecipient already exists. You may
need to select "Show All™ to view a complete list. If a subrecipient already exists and received additional funding, select
"Add a Subaward” to add another subaward to their existing profile or PMT ID. Do not create multiple accounts for the

same subrecipient organization.

Subrecipient PMT ID Users Subrecipient Actions
| Edit Subrecipient |
Test

TCCLA subrecipient [More... TESTO127G

ﬁo create subrecipient \

users, follow these steps:

+ Gotothe “Manage
Subrecipients” page on
the navigation toolbar.

» Select “Manage Users” to
add new subrecipients
users to their account.

* The “Users” column
shows a list of all users
with access to the

k subrecipients accounts]




New User Form

Create New User Form

First Name: | Required Field
Last Name:  Required Field
Email: | Required Field (format: joe@smith.com)

Phone: (format: (999)999-9989x999)




Checking Subrecipient Data Entry

ﬂe subrecipient’s data entry \

status will change once they have
completed their reporting.

Not Started: The subrecipient has
not entered any data.

In Progress: The subrecipient has
begun entering data but has not
completed data entry.

Complete: Project period was
operational, and all data have
been reported.

Check project period end date:
The subrecipient is not required to

Q)ort during this reporting period/

Grantee Activity
Amount Allocated for
Grantee Grantee-level Activity Data Entry Status Report Status
Complete Mot Created
State s0 Enter/Edit Data Create GMS Report

Subrecipient Activity - 2 subawards Active

[ EditAllChecked | [ Add a Subrecipient | | Add Subrecipients Bulk Upload | | Find Subrecipients
Check | Subrecipient | UserID @ Subaward Project Amount | Activity  Data Entry Status Subaward Actions
All Number Period of Type
r wid
I 4 | | | |
" . n
Select “Review Data” to I
. . . Ed_rt
I ; view SUerClplent data. Data must be entered
Sherff's by subrecipient
o
\ Complete
Review Data Edit
- Deparcment ORO1  Jan 1,03-Sep 30,12 $39,063 | | | |
Carrections Remove




Sending Report Back for Revisions

The “Send for Revisions” button will not appear if the
subrecipient’s data entry status is Not Started or In Progress.

The Data Entry has been Certified.

**This Data Entry has been co ' tie Rossomondo on 04/12/2016.
| Send For Revisions |

(Review the subrecipient’s data. If changes need to be \
made, you can:

« Send the record back to the subrecipient for revisions.
_Or-
» Edit data as the grantor.

. J




Sending Report Back for Revisions

The Data Entry has been Certified.

***This Data Entry has been completed 3 on 04/12/2016.

g Send For Revisions J

(You can return the data to\

Flease explain why you are sending this back for revisions: o .
the subrecipient with a

Type in your message explaining the
message and changes that are needed
select “Send.” to correct the data and

4 | when they need to have
Cancel | . the report returned. )
essage displays to subrecipient as follows:

(m

Your questionnaire has been unlocked in the BJA PMT.

Please log in to the BJA PMT at https://0jpsso.0jp.gov to revise and
resubmit your data. See message below from your grantee state.

kGrantee's message inserted here. y



https://ojpsso.ojp.gov/

Subrecipient Data Entry Status

Info & Resources Profile Federal Awards Home

ut

Manage Subrecipients Reports Help Log

Program: PN Reporting Period: Jan - Mar 1% Federal Award Number: 2019-TE-ST-0018 £298,517

Grantee Status Summary for Federal Award Number 2019-TE-5T-0018

Grantee Activity

6n the Grantee Status \

Summary page, the
subrecipient’s data entry
status now reads In
Progress.

The status will remain In
Progress until the

Amount Allocated for
Grantee-level Activity
Grantee and Administration Actions Data Entry Status Report Status
In Progress Mot Created
S e §298,507 [ save | [Enter/Edit Data| [ Create JustGrants Report
Subrecipient Activity - 1 subaward Active for 2019-TE-5T-0018
[ Add a Subrecipient | | Add Subrecipients Bulk Upload | [ Find Subrecipients |
Subrecipient | User ID Subaward Project Amount of Data Entry Status Actions
Number Period Subaward
Mot Started
| Enter/Edit Data
test VADS40G obj Jan 1, 19 - Mar 31, 23 $10

subrecipient makes the
necessary revisions and
marks its data as complety




Mark Data Entry As Complete

Once all data entry for the subrecipient is complete,
select “Mark data entry as complete” on the bottom
of the review page.

< Mark data entry as complete. The record will be locked for further data entry) SAVE

Additional Comments

Confirm that data entry is
complete by selecting

“ ”
[Maximurn characters: 500) Save

“ou have 500 characters le

Add any additional comments in
this box to further explain the
information reported.




PMT Report Submission

in JustGrants

January to March 2019

April to June 2019
REMINCER: Upload this
JustGrants report into
JustGrants by 7/30

July to September 2019

October to December 2019
REMINCER: Upload this
JustGrants report into
JustGrants by 1/30

January to March 2020

Complete

Ready to Create

Begin Reporting Process

Create JustGrants Report

Mot Started

Mot Created

Begin Reporting Process

Create JustGrants Report

Complete

Ready to

Begin Reporting Process

Mot Started

rants H.E[H]y’

MOL Created

_ Begin Reporting Process

G\ the Grantee Federal \

Awards page, select “Create
JustGrants Report” in the
reporting period that states:
“REMINDER: Upload this
JustGrants report into
JustGrants” (for April-June
and October—December
reporting periods).

The semiannual report will

automatically populate the
. previous quarter’s data.
| Create JustGrants Report ||

Complete

Ready to Create

Begin Reporting Process

Create JustGrants Report




PMT Report Submission

in JustGrants

Export to PDF

JustGrants Report
PROJECT SAFE NEIGHBORHOODS (PSN)
2017-TE-ST-0008
Jan 2018 - Jun 2018

The following report covers grantee reported activity for grant number 2017-TE-ST-0008 awarded to CSRA Smoke Test for the period Jan 201
Jun 2018. The aw. i St 00 Was issued as part of the BJA FY 17 PSN 2 solicitation. Any funds reported only represent
an eg of dollars allocated or used for activities cover IS award.

Click “Export to PDF” and
save to your files for
upload into JustGrants.

This report covers 2 reporting period(s) of data, represented as follows:

+ Jan - Mar 2018

« Apr-Jun 2018




PMT Report Submission
in JustGrants

s " Lastupdated by
\ BUA D28 Russeisess Fout tobwe Ts21eN okt BrocabbEFANFRC R

(
Type any
relevant i
comments in
the Comments A
\field. ) e s -

Select “Submit”
to complete the
report or select
“Save” and

In the Attachments section, select “Upload” to upload the PDF of return later.

the PMT. el - \. J

BDamichmnts




Resources

« Link to PSN Performance Measures Questionnaire
— https://bja.ojp.gov/performance-measures/PSN-Measures.pdf
« Best Practices in Managing Subgrantee Reporting in the Performance
Measurement Tool (PMT)
—  https://www.youtube.com/watch?v=Fp2Q3Rf755Y
« Step by step instructions to complete and submit a PR using a Performance

Measurement Tool (PMT) or other provided attachment

—  https://justicegrants.usdoj.gov/sites/g/files/xyckuh296/files/media/document/performance-rpt-
jarg2.pdf



https://bja.ojp.gov/performance-measures/PSN-Measures.pdf
https://www.youtube.com/watch?v=Fp2Q3Rf755Y
https://justicegrants.usdoj.gov/sites/g/files/xyckuh296/files/media/document/performance-rpt-jarg2.pdf
https://justicegrants.usdoj.gov/sites/g/files/xyckuh296/files/media/document/performance-rpt-jarg2.pdf

JustGrants Contact Information

USER SUPPORT

JUSTgrants

JustGrants Support Team

To access JustGrants, grantees must log into JustGrants or contact
Justice.Grants@usdoj.gov.

For inquiries related to JustGrants, contact the JustGrants Support Team
at JustGrants.Support@usdoj.gov or

833-872-5175 between 5:00 a.m. and 9:00 p.m. ET; and Saturday,
Sunday, and federal holidays from 9:00 a.m. to 5:00 p.m. ET.



mailto:Justice.Grants@usdoj.gov
mailto:JustGrants.Support@usdoj.gov

Contact Information and Resources

BJA PMT HELPDESK

Monday-Friday
8:30 a.m.—5:00 p.m. Eastern Time
Closed on federal holidays
bjapmt@usdoj.gov

WEBSITES

» Office of Justice Programs

» BJA Performance Measures

* OJP Grant Performance Measurement and

Progress Reporting Information Portal

« Performance Measurement Tool

« BJA YouTube Channel

Thank you for your hard work and dedication!



https://www.ojp.gov/
https://bja.ojp.gov/funding/performance-measures
https://www.ojp.gov/funding/apply/grant-performance-measurement-and-progress-reporting-information#:%7E:text=Grant%20Performance%20Measurement%20and%20Progress%20Reporting%20Information%20Welcome,an%20overview%20of%20performance%20measurement%20activities%20at%20OJP.
https://www.ojp.gov/funding/apply/grant-performance-measurement-and-progress-reporting-information#:%7E:text=Grant%20Performance%20Measurement%20and%20Progress%20Reporting%20Information%20Welcome,an%20overview%20of%20performance%20measurement%20activities%20at%20OJP.
https://bjapmt.ojp.gov/
https://www.youtube.com/channel/UCqfmR7jbHtNmCYJp19We8kQ
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