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 MY PROFILE 
◦ Organization Roles
◦ SAMs

 OPENING A PROJECT
◦ Attachments 
◦ Notice of Grant Implementation

 PROJECT REPORTING
◦ VOCA
◦ VAWA
◦ PROGRESS REPORT

 ADJUSTMENT RULES & TIPS
 NON - BUDGETARY ADJUSTMENTS
◦ Grant period extension
◦ Personnel adjustment
◦ Project Adjustment (also known as a scope change) 

 BUDGET ADJUSTMENTS
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ORGANIZATION ROLES
 **(All persons needing GEMS access must obtain an NCID through 

https://ncid.nc.gov):

 Authorizing Official (AO).
◦ Signatory to grant award.  
◦ Chief point of oversight for project.  

 Financial Officer (FO).
◦ Provides financial oversight to project
◦ Agency financial policies and procedures
◦ Federal financial policies and procedures

 Project Director (PD).
◦ Signatory to grant award.  
◦ Responsible for execution of project.  
◦ Primary point of contact with GCC.

 Organization Administrator.
◦ Submits all SAM updates to GEMS.
◦ Approves all requests for organization roles (AO, FD, PD)
◦ Assigns AO, FO and PD to open projects.
◦ Approves/Denies requests for project access
◦ Deactivates access/roles, if needed.
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Select appropriate project.

Enter justification here.
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Click

Select

Select

Governor’s Crime Commission
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Select

Click

Click

Search for Person/Role to Deactivate
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Select Category

Click

Click

Select Project Select Director

Select Official

Governor’s Crime Commission
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Click

Choose PDF Only
Select “NEW” Date

Enter organization Name

Governor’s Crime Commission
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Select appropriate Option

Governor’s Crime Commission
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New Feature

Filter Option

Quantity Unit Cost Federal Share
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Click

Name file accordingly

Find PDF file to upload
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Enter description of next steps for project to proceed/begin

Select all boxes that apply
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FOR VOCA PROJECTS ONLY -
Complete when opening project

Click link to compete part 2 of SAR – Sub-Award Report
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Sample Pages: Select each option appropriate to your 
project and submit
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Sample Pages: Select each option appropriate to your 
project and submit
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Sample Pages: Select each option appropriate to your 
project and submit
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Click to download VAWA Report
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Sample VAWA REPORT

Make sure to Validate 
report in Adobe Prior to 
Submission into GEMs
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Upload Validated PDF Version

Click
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Enter detailed description for project results

Click



29

Enter detailed description for project activity results

Click
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Click

Enter detailed comments regarding project.
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Click 

Select Option
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Click 

Enter detailed justification for grant extensions 

Enter “New” proposed Extension date  
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Select Option

Click 

Governor’s Crime Commission
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Click 

Governor’s Crime Commission
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Click 

Add Fringe Information 

Detailed job functions 

Select Position Type

Enter Position title

Governor’s Crime Commission

Enter Employee/s name/s

Select Appropriate option
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 When should you submit an adjustment?
◦ When you know your spend plan needs a change
◦ Preferably before, not after a purchase
◦ Once the pre-work for the spending changes has been done

 Justifying the change.
◦ Must support the reason for the grant – original application
◦ Costs must be allowable, allocable, necessary and reasonable
◦ Anything else relevant supporting the change

 Tips
◦ Documenting the expense changes
◦ Edit v freeze?  What’s the difference?
◦ New cost lines – best practices, or how to get the line approved and 

paid.
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Click

Governor’s Crime Commission
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Click

Select Option

Enter detailed description to describe reasoning for submitting the budget adjustment 
request. 
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Click to add 
new line

Click to freeze 
entire year

Sort categories
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Click

Select appropriate 
category

Governor’s Crime Commission
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Select personnel type
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Enter Position Title

Quantity in months

Enter name/s

Select position type Select job type

Enter accurate percentage 
of time worked on project

Enter detailed job duties obtaining to 
personnel position

Governor’s Crime Commission
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Funds spent = Freeze Option

Funds not spent = Delete Option
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Click

Enter Cash Match for cash expenses

Enter In-kind Match for donations

Governor’s Crime Commission
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Click

Enter time period by month
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Edit 
reimbursement 
Dates

Total requested

Transaction ID

Add Document
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LABEL DOCUMENT AS PERSONNEL, SUPPLIES, ETC. LABEL PAGE NUMBERS. ENTER PAGE 
NUMBERS INTO DOC # BOX AFTER UPLOAD. 

Upload PDF file 
document only
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.

Add Document/s

Add Reimbursement
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Select lines for 
reimbursement

Select cost category
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Enter page #. EX: P1-P3

Enter Quantity = 1

Name of 
Employee/Contractor

Enter description 
Title

Click



Governor’s Crime Commission 57

Click to submit



THANK YOU FOR ATTENDING THE 2020 GOVERNOR’S CRIME 
COMMISSION ANNUAL GRANT WORKSHOPS

GCC Point of Contact email: 
GCC_Grants_Management@ncdps.gov
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