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C G TG IYST Guidance for External Grantees to Log into

Catalyst and Apply for Funding

Open a web browser. Mozilla Firefox, Google Chrome, and Internet Explorer are all compatible
with Catalyst.

Go to www.catalystserver.com.

Enter your username and password. Click to log into Catalyst. If you have not
received your username and password, contact Catalyst Support by calling (770) 935-0958 or
emailing support@shpr.com.

If this is your first time logging in, update your profile and contact information. Click on your
name in the top right corner of the screen. Click “Edit profile.” Update any changes to contact
information, add organization contacts and click (@ save

Click ® in the top left corner of the screen to open the Home Menu. Select the Planning &

Evaluation components. You are directed to your plans in the Implementation Phase.
(AP .

What type of plans do you want to \.liew?o Franklin County Health Department [¥] | Action Plans | Landing Page

Application Archive
* Implementation Review
Organization Summary
There are currently no plans of this
type to display. Please select a
different plan type.
Planning &
Evaluation
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To select and apply to funding announcements, select the radio button next to “Application”
and click Organization Summary.

What type of plans do you want to view? ) | Franklin County Health Department [+] | Action Plans | Landing Page

1. " Application Archive

Implementation Review

2 B * Organization Summary

There are currently no plans of this
type to display. Click on "Organizaticn
Summary” to add plans to your
application.

Planning &
Evaluation

To add a new application, click '*/ next to the plan name.

What type of plans do you want to view? J) | Franklin County Health Department [¥] | Actien Plans | Organization Summary

— Application Instructions
' Application Archive To begin the application process, click [+ | next to any plan to add it to your applications. To access a plan item, click [
Implementation Review to expand the Navigation Tree on the left side of the screen and select the item.

There are currently no plans of this To add all opted out items back to your plan, click || next to the plan. Any data that has been entered for this plan

type to display. Click on "Organization will not be affected.

Summary” to add plans to your

app\icatig'l‘ P v To remove a plan from your applications, click > next to the plan. Any data that has been entered for this plan will be
deleted.
Plan Name Description
CDRR Supp FY15 |+
Child Care Licensing Program 2015-2016 |+
Community-Based Primary Care Clinic Grant 2015-2015 [+]
Family Planning 2015-2016 |+
FY15 Tobacco ]

5 items in 1 pages

Proposed Budget

Plan Name Category Request

No records to display.
All Plans Totals:
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After adding a plan to your applications, it will appear in the Navigation Tree on the left of the
screen. On the Organization Summary Page, click %' next to your selected Application Plan to
reset the application and click # to abandon the application if needed.

What type of plans do you want to view? {JJ | Franklin County Health Department [¥] | Action Plans | Organization Summary

r— Application Instructions

® Application Archive

To begin the application process, click [+ | next to any plan to add it to your applications. To access a plan item, dick [+
Implementation ) Review

to expand the Navigation Tree on the left side of the screen and select the item.

To add all opted out items back to your plan, click [ | next to the plan. Any data that has been entered for this plan

Family Planning will not be affected

4}~ Family Planning 2015-2016

To remove a plan from your applications, dlick X next to the plan. Any data that has been entered for this plan will be

‘ deleted.

.. Plan Name Description

Application
Added CDAR Supp FY15 [+
e

Child Care Licensing Program 2015-2016 [+]
Community-Based Primary Care Clinic Grant 2015-2016 [+]
Family Planning 2015-2016 & ®
F¥15 Tobacco (&3]

a nn B reoesie 5 items in 1 pages

Proposed Budget

Plan Name Category Request Match Total
Ne records te display.
Al Plans Totals:

Once you have selected your Application Plans, complete the steps below before submitting an
application.

1. Provide responses to all items.

2. Attach all requested documentation.

3. Enter a budget.

The following guidance provides detailed instructions for each step listed above.

1. Provide responses to all items

Your selected Application Plans are listed in the Navigation Tree to the left of the screen. Click
+ next to each item to expand the items in the Navigation Tree. By expanding the items, you
can see all items of the Application Plan. Every item in a plan has [~/ next to it which shows the
status of the item. Select an item to see the elements of that item.

What type of plans do you want to view? @) | Franklin County Health Department [¥] | Action Plans | Landing Page

® Application Archive
Implementation Review

Organization Summary
Family Planning
! Family Planning 2015-2016

£ A - Administration and Management
+h B - Dats and Information Planning &

- Evaluation Evaluation

. A C
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E - Communications and Promotions
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Select item to ‘
see application
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The elements that the applicant/grantee needs to fill out are provided in the guidance supplied
by the program itself. Add any required documents to the item by using the “Attachments”
section. In the “Custom Fields” section, enter any information requested by the grantor. Click
at the bottom of the screen to save the item.

If an item is not required by the grantor, then you will have the option to opt out of the item.
To opt out, click at the bottom of the screen.

2. Attach all requested documentation
Attachments can be added within an item and on the Plan Details Page. The process to add an
attachment is the same within an item and on the Plan Details Page.

Click |+ next to “Attachments” to expand this section. Click CIZI2== The “New Attachment”
form will appear.

& Attachments

Add Attachment

New Attachment - Add

Name:

Description:

File:

lv|l@|

INo records to display.
B 2dd Attachment

onrog ----0m

Enter the name and description of the attachment. Click to select the document to
upload and attach. When the document has been uploaded, click ¥/ to save the attachment.

3. Enter a budget
To enter a budget, click on the name of the grant application in the Navigation Tree. You are

directed to the Plan Details Page.

What type of plans do you want to view? @) | Franklin County Health Department [¥] | Action plans | Family Planning | Family Planning 2015-2015

Family Planning 2015-2016

‘gb\;:‘ to modify it. Please verify that you have complated the
application

Clicking on the
grant application © ©
name takesyou | - ™
to the HE-Co
Application
Submission page.

the following information:

4 F - Partnerships

that all of the information submitted is accurate and complete.
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Scroll down to the budget section.

= Budget

Gy e~ ]

Add Budget Line

e Jom Jome Jex Jomm [ |

No records to display.
Grand Total
Add Budget Line

To add a budget line to this application, click FIZT?EA The “New Budget Line” form will
appear.

Total: $0.00 Calculate

lvll@|

Mo records to display.

Grand Total
B3 Add Budget Line

Select the appropriate category and type. Enter a description for the budget line. Enter the cost
and quantity. Select the unit. Click Calculate to calculate the total before saving. Click ¥/ to save
the budget line. If another budget line is needed, click and repeat the steps above.

After completing the three steps above and following the guidance provided by the granting
program, you can submit your application.

While on the Plan Details Page, check the box to attest that all of the application information is
accurate and complete. Click EEIEIEEES . Repeat this step and the three steps above for each
application you want to submit.

What type of plans do you want to view? ) | Franklin County Health Department [+] | Action Plans | Family Planning | Family Planning 2015-2016

Details
Archive = Detall
tation O Review Plan Name  Family Planning 2015-2016
Description
Family Planning  Submi

dify it. Please verify that you have completed the

B Family Planning 2015-2016

1 A - Administration and Management
4 B - Data and Information ation
4 C - Evaluation

4+ E - Communications and Promotions| This a) e stamped with the following information :
b F - Partnerships

Your Nam

Toda

s application, I am attesting that all of the information submitted is accurate and complete.

2_:

After you submit each application, click Organization Summary. Generate the Grant Summary
Page. Review the Grant Summary Page to confirm that all of your applications amounts are
correct. This page is used as a reference when filling out the Grant Application Signature Page.
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Download the Grant Application Signature Page. Enter the requested information on the Grant
Application Signature Page.

Print and obtain the appropriate signatures for the Grant Application Signature Page. Scan and
save the signed Grant Application Signature Page to your desktop.

On the Organization Summary Page in Catalyst, upload the signed Grant Application Signature
Page. Click the “Submit” button to submit all of your applications.



