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[bookmark: _Toc442207705]GPS Admin Dashboard
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[bookmark: _Toc442207706]Using the System
[bookmark: _Toc442207707]Users
The people on your team each need a user account before they can sign in and access the GPS.


GPS user administration can be accessed by clicking on the Users section with the GPS Admin Dashboard.  All GPS Users are accessed through the User Section.
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[bookmark: _Toc442207708]Understanding the All Users Dashboard
Within the All Users panel there are a number of columns:
	Email
	This is the email address that was used to sign up for GPS Online

	Contact Name
	This is the display name that was used to sign up for GPS Online

	User Type
	If a user has signed up for the service without being invited they will not have a UserType however if they are invited to the service by a GPS Admin they will have assigned a UserType e.g. Employee

	Locked?
	This has a value to True or False.  False means the user can sign in.   A value of true means the user cannot sign in.

	Email Confirmed?
	This value shows whether the user has validated their email account by completing the registration process.  If this box is not ticked the user hasn’t completed the registration process by clicking on the email message they should have received with the subject “Confirm your MGSOnline account”.  If they do not complete the registration process they will be unable to log in

	Telephone
	Telephone number for the user

	Telephone Confirmed?
	This value can be true or false.  The default of false means that an MGS Admin hasn’t validated the telephone number.  The value can be set to true if a MGS Admin was able to validate the number

	Failed Login Attempts
	The system tracks the number of failed logon attempts a user has had. A high number may suggest a brute force attack of that user account



[bookmark: _Toc442207709]Add a new user
There are two ways to add new users to the GPS.  
[bookmark: _Toc442207710]User Registration
1. Using the browser (e.g. Internet Explorer, Chrome) visit mgs-online.org.uk
2. Click Register
3. Complete the  “Register for MGSOnline” form
4. Click Register
5. Once the registration form has been completed you will be presented with the following message
[image: ]
6. Check your email account for an email message with the subject “Confirm your MGSOnline account”
Important
If the email does not appear in your inbox within 10-15 minutes please check your spam or junk mail folder.  If the message has arrived in the spam or junk mail folder move the email to your inbox to allow the functionality of the message to operate correctly
7. Open the email and Click the link contained to complete the registration process
[bookmark: _Toc442207711]Invite a User to GPS
1. Click on the Users section within the GPS Admin Panel
2. Click on the Invite User button
3. Complete the Invite a user to this site form shown below
Select the correct User type i.e. customer, employee etc
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4. Click Invite User
5. The new user will then receive an email to follow through the registration process

[bookmark: _Toc442207712]Amend a user details
1. Click on the drop down arrow on the user you wish to amend
[image: ]
2. [image: ]Click Edit Properties









3. When finished click Save
[bookmark: _Toc442207713]Resend email confirmation
There may be times that a user hasn’t received the email to confirm their email address and complete the registration process.  This could happen for numerous reasons eg:-
· Incorrect spelling of email address (GPS admin can resolve that by editing the properties of the user)
· Quarantined email
· User mailbox not receiving mail due to mailbox storage limits exceeded

1. Click on the drop down arrow on the relevant user
2. Click on Resend Email Confirmation
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3. Click Resend Email Confirmation
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[bookmark: _Toc442207714]Reset User Password
1. Click on the drop down arrow on the relevant user
2. Click Reset Password
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3. Click Reset Password
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[bookmark: _Toc442207715]Lock a User Account
1. Click on the drop down arrow on the relevant user
2. Click on Lock Account

[image: ]Important
After you click on Lock Account the User will not be able to login until this account has been unlocked by a GPS Admin



3. Click on Lock Account
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[Grab your reader’s attention with a great quote from the document or use this space to emphasize a key point. To place this text box anywhere on the page, just drag it.]
 
[bookmark: _Toc442207716]Groups
[bookmark: _Toc442207717]Understanding the Groups Dashboard
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Within the All Groups dashboard there are a number of columns:
	Email
	This is the email address that was used to sign up for GPS Online

	Title
	This is the name of the Group

	Group Type
	The type of group

	Is Approved
	Whether the group is an approved active group



[bookmark: _Toc442207718]Default Groups
There are 6 default groups that have been configured for GPS
	Administrators
	This group is for administration of the full grants processing system and is currently used by the vendor and not MGS

	Overview Assessors
	This group is for users that will conduct overview assessments within the system.  If a required overview assessor is not in this group they will not be able to carry out their role.

	GPS Assessors
	This group is for users that will conduct gps assessments within the system.  If a required gps assessor is not in this group they will not be able to carry out their role.

	Employees
	This group is for MGS employees that will be using the system

	Eligibility Check
	This group is for users that will conduct gps application eligibility checks.

	GPS Admins
	This group is for users that will be providing GPS Administration.



[bookmark: _Toc442207719]Add a user to group membership
1. Click on the title of the group you require to amend
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2. Click add member
[image: ]
3. Select the user from the drop down list of User Names
[image: ]
4. Click Add Member
[bookmark: _Toc442207720]Remove a user from group membership
1. Click on the title of the group you require to amend
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2. Find the user that membership needs to be removed from and click remove
[image: ]
3. Click Remove Member
[image: ]
[bookmark: _Toc442207721]Funds
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[bookmark: _Toc442207722]Understanding the Funds Dashboard
Within the All Funds dashboard there are a number of columns:
	Title
	Name of the Fund

	FundID
	Unique ID to identify the Fund.  Note: The fund ID once the fund has been used as the unique ID is used throughout the process.

	Min Award
	The minimum amount an application can apply for

	Max Award
	The maximum amount an application can apply for

	PercentageMaxFundingRequired
	How much funding the applicant must get from other bodies

	Accredited Only
	States whether a fund can be applied for by accredited museums only

	Recognised Only
	States whether a fund can be applied if the application has recognised collection only

	Is archived
	This toggles between the fund being available to applicants



[bookmark: _Toc442207723]Creating a New Fund
1. Click Create New in the All Funds Dashboard
2. Use a Title that is easily identifiable for the applicant and MGS Admins e.g. Capital Fund
[image: ]
3. EditUrl should contain /Funds/”title(no spaces)” e.g. /Funds/CapitalFund
4. Details should contain a brief explanation of the fund
5. FundID should be unique and typically 2 to 3 characters i.e. CF
6. MoreInfoLink should contain the url that contains more info on the MGS public website e.g. http://www.museumsgalleriesscotland.org.uk/funding/capital-fund/
7. MinAward is the minimum amount the applicant can apply for
8. MaxAward in the maximum amount the applicant can apply for
9. PercentageMatchFundingRequired should be how much funding the applicant must get from other bodies
10. MatchFundingREquired should be ticked if the applicants require to match funding
11. AccreditedOnly should be ticked if the applicants require to be accredited
12. RecognisedOnly should be ticked if the applicants require a recognised collection
13. Click Create

[bookmark: _Toc442207724]Edit an Existing Fund
1. Click the Title of the Fund in All Funds
2. Click Edit
[image: ]

3. Edit the fields that require amending
[image: ] 
4. Click Save
[bookmark: _Toc442207725]Create an Eligibility Form for a Fund
1. Click on the Title of the Fund you the eligibility form for
2. In Forms Section under Assessment click on Eligibility Form
[image: ]
3. The suggested title of the form is eligibility form and typically unless you want to change that name you should type eligibility form
[image: ]
4. Click Create Form
5. If you want to add additional fields these are in addition to the mandatory fields.  The mandatory fields should not be changed
[image: ]
[bookmark: _Toc442207726]Create Assessment Form
1. Click on the Title of the Fund you want to create the assessment form
2. In Forms Section under Assessment click on Assessment Form
[image: ]
3. The suggested title of the form is initial form and typically unless you want to change that name you should type initial form
[image: ]
4. Click Create Form
5. The initial assessment form is created and you now have to add in any criteria for the assessment process
[image: ]
6. Click Add Criteria
7. Type in the values for the required criteria
[image: ]
8. Click Save Criteria
9. Repeat step 6 through 8 for as many criteria required
[bookmark: _Toc442207727]Edit an Overview Assessment Form
The overview assessment form doesn’t require to be created as the over viewer is essentially overviewing the initial assessment and it uses the same form. There may be times that there is a requirement for the over viewer to track additional information and additional fields can be added if that is the case.
1. Click on the Title of the Fund you want to amend the overview assessment form
2. In Forms Section under Assessments click on Overview Assessment Form
[image: ]
3. Click Add Field
[image: ]
4. Fill in the details of the required field
[image: ]
5. Click Save Changes
[bookmark: _Toc442207728]Create an Approval Form
1. Click on the Title of the Fund you want to create the approval form
2. In Forms Section under Assessment click on Approval Form
[image: ]
3. The suggested title of the form is approval form and typically unless you want to change that name you should type approval form
[image: ]
4. Click Create Form
5. If you require additional fields click Add Field
[image: ]
6. Click Save Changes
[bookmark: _Toc442207729]Create a Decision Form
1. Click on the Title of the Fund you want to create the decision form
2. In Forms Section under Assessment click on Decision Form
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3. The suggested title of the form is decision form and typically unless you want to change that name you should type decision form
[image: ]
4. Click Create Form
[bookmark: _Toc442207730]Create a Project Report Form
1. Click on the Title of the Fund you want to create the project report form
2. In Forms Section under Projects click on Project Report Form
[image: ]
3. Click Add Field to add the fields required for the report
[image: ]
4. Fill in the values you require for the field
[image: ]
5. Click Save Changes
6. Repeat Step 4 and 5 till the required fields have been added
[bookmark: _Toc442207731]Create an End of Project Report
1. Click on the Title of the Fund you want to create the End of Project form
2. In Forms Section under Projects click on End of Project Form
[image: ]
3. Click Add Field to add the fields required for the report
4. Fill in the values you require for the field
[image: ]
5. Click Save Changes
6. Repeat Step 4 and 5 till the required fields have been added
[bookmark: _Toc442207732]Rounds
[image: ]
[bookmark: _Toc442207733]Understanding the Rounds Dashboard
Within the All Rounds dashboard there are a number of columns:
	Round ID
	This is made up from Year-FundName-RoundID

	StartsOn
	This is the first date that applications can be submitted for the round

	EndsOn
	This is the last date that applications can be submitted for the round

	Announcement Date
	The date the application results will be announced

	Total Funds
	Total Funds available to the round

	Awards
	Total funds awarded during the round – awards will not show until the round is finalised



[bookmark: _Toc442207734]Creating a New Round
1. Click Create New
2. Select the FundID that the round is for
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3. Use no more than two characters for the round ID Code
4. Complete the Starts on and Ends on date
5. Complete the announcement date – this date is only for mgs admins reference only
6. Complete the funds allocated this round
7. Click Create
[bookmark: _Toc442207735]Managing a Current Round
Clicking on a Round Title will take you into an overview dashboard of the round

[image: ]
The bottom half of the dashboard shows the applications that have been submitted for the round with the following values
	Title
	This is the title of the application that the applicant provided

	Application ID
	This is the rounded-Year-????

	Applicant
	This is the applicant that submitted the application

	Request Amount
	This is the amount requested on the application

	Award Amount
	This is the amount awarded if successful

	Funds After Request
	This is a running fund total of the amounts requested

	Funds After Award
	This is a running total of amounts awards



The middle of the dashboard shows 5 totals:-
Total Funds
Total Requests
Total Awards
Funds After Requests
Funds After Awards
[bookmark: _Toc442207736]Reopen a Round
On certain occasions it may be necessary to reopen an existing round to allow a late application.
1. From the Rounds Dashboard click the round you wish to amend
[image: ]
2. Click Edit Round Properties
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3. Amend the date in the Ends On field
[image: ]
4. Click Save
[bookmark: _Toc442207737]Creating a Board Report
The board report can be created by a gps admin once the round has been finalised and can be obtained by clicking on the Board Report button within the relevant round
[bookmark: _Toc442207738]Publishing Results of a Round
<>
[bookmark: _Toc442207739]Edit Round Properties
1. Click on Edit Round Properties within the relevant round
[image: ]
2. Edit the fields requiring amendment
[image: ]
3. Click Save
[bookmark: _Toc442207740]How to Run Finance Round Report for Sage Export
There are three main reports that Finance require to export and import into their Sage accounts package:-
1. Finance Round Report
2. Claims Report
3. Slippage Report
The Finance Round Report is used to show the allocated funds that have been awarded within the round.  Funds are processed based on rounds.  When a round is finalised it locks the round.  
1. Click on Finance within the relevant round
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2. A summary will show the applications and the amount awarded
[image: ]
3. Click export awards
4. The awards will download to a file that can be sent to Finance

[bookmark: _Toc442207741]Grants
[image: ]
[bookmark: _Toc442207742]Understanding the Grants Dashboard
The all grants dashboard shows all applications on GPS. Within the All grants dashboard there are a number of columns:
	Title
	This is the title of the application that the applicant provided

	Application ID
	This is the rounded-Year-????

	Title
	This is the application that submitted the applications

	Created By
	

	Primary Contact
	

	Is Partnership
	Shows whether application is on behalf of a partnership

	Start Date
	Is the date the applicants project will start

	End Date
	Is the date the applicants project will complete

	Estimated Budget
	Is the amount the applicants project will cost

	Total Funding
	?

	Request Amount
	Is the amount the applicant has requested

	Award Amount
	Is the amount the applicant has been awarded

	Status
	Shows the stage the project is at

	Stage
	Shows the stage the project is at



[bookmark: _Toc442207743]Grid Mode
Clicking View in Grid allows you to filter all grants by:-
Organisation
[image: ]
Clicking on the Export to Excel button will export all the grants based on your filters to excel.  If you have no filters it will export all the grants.

Clicking on back to table will take you back to the All Grants Dashboard
[bookmark: _Toc442207744]Complete a Grant/Project
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1. From within the All Grants page, click on the grant you wish to finalise

[image: ]
2. Click on the Properties Tab above the Grant Contacts Details section

[image: ]
3. Click Edit next to Advanced Properties
[image: ]
4. Click Go to the complete grant page

[bookmark: _Toc442207745]Assessments
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[bookmark: _Toc442207746]Understanding the Assessments Dashboard
The assessment dashboard is where all grant applications that have passed the eligibility check will present.  
The assessments are sorted by Fund.  It will show the Fund Name and the total assessments then the assessments in that category.
There may be times when there will be more than one Fund with assessments
Within the assessments dashboard there are a number of columns:
	Title
	This is the title of the application that the applicant provided

	Applicant
	This is the rounded-Year-????

	Request
	This is the applicant requested amount

	Status
	The stage the assessment process is at:-
Not Started
Withdrawn
Eligibility
Initial
Completed

	Result
	The result for the stage the assessment process:-
Not started
Eligible
Not Eligible
Recommended
Strongly Recommended
Not Recommended
Completed



[bookmark: _Toc442207747]Starting the Eligibility Check for a Submitted Grant
1. From within the Assessment Dashboard click the grant from within the round you wish to start the assessment
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2. Click View Application to view the application with the option to print
[image: ]
3. Click Start Assessment
4. Click Confirm eligibility
[image: ]
5. Complete the fields that were defined for the eligibility form for the round
[image: ]NoteIf the person you are not looking for is not on the dropdown assessor list they haven’t been added to the relevant user Group

6. Ensure you select and Initial Assessor and an Overview Assessor

7. Click Save Eligibility
8. Click Confirm Eligibility
The Assessments Dashboard will now show the new state of the Grant application
[image: ]

[bookmark: _Toc442207748]Starting the Initial Assessment Check for a Submitted Grant
Once a grant has passed the eligibility check an email will be sent to the initial assessor to advise them they have an initial assessment to carry out
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1. If you haven’t already logged in to the GPS system Log In 
2. Click the email link “Click to Start the Assessment”
3. In the Initial Assessment step Click Go To Step
[image: ]
4. Click View Application to view the application with the option to print
[image: ]Note
The eligibility view will open in a separate browser tab to allow you to view the eligibility whilst working through the assessment

5. You can view the eligibility by clicking on View Eligibility

6. Read the through the eligibility notes and complete the Project Summary (in your own words) in the Notes and Considerations step
7. Complete the Aims and Objectives step
8. Complete the Scoring step
[image: ]
9. Each question response carries a score and the total is showing at the end of the questions together with the Possible Amount achievable.
10. Click Save and Continue
11. Complete the Award Conditions Step ensuring to add all award conditions
12. Click Save and Continue
13. Complete the Recommendation Step
14. Click Save Assessment
15. Review your recommendation and Click Submit Assessment
[image: ]
The assessments dashboard will now show the grant status based on your recommendation
[image: ]
[bookmark: _Toc442207749]Starting the Overview Assessment for a Submitted Grant
Once a grant has had the initial assessment completed an email will be sent to the overview assessor to advise them they have an initial assessment to carry out
[image: ]
1. If you haven’t already logged in to the GPS system Log In 
2. Click the email link “Click to Start the Assessment”
3. In the Overview Assessment section Click Go To Step
[image: ]
4. Click View Application to view the application with the option to print
[image: ]Note
The initial assessment view will open in a separate browser tab to allow you to view the initial assessment whilst working through the assessment
Note
The eligibility view will open in a separate browser tab to allow you to view the eligibility whilst working through the assessment

5. You can view the eligibility by clicking on View Eligibility

6. You can view the initial assessment by clicking on Initial Assessment
7. Complete the Aims and Objectives step
8. Complete the Scoring step
[image: ]
9. Each question response carries a score and the overview total is showing at the end of the questions together with the initial assessment total.
10. Click Save and Continue
11. Complete the Award Conditions adding any additional conditions required
12. Click Save and Continue
13. Complete the Recommendation 
14. Click Save Recommendation
15. Review the recommendation
[image: ]
16. Click Submit Assessment
[bookmark: _Toc442207750]Confirm the Assessment Decision for a Submitted Grant

1. Within Confirm Decision Click Go To Step
[image: ]
2. Complete the section Decision Letter Comments
[image: ]Note
Applicant submitter will not be notified of any award until results are published for the round

3. Click Save Decision
4. Click Confirm Decision




[bookmark: _Toc442207751]Awards
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[bookmark: _Toc442207752]Understanding the Awards Dashboard
The awards dashboard is where all applications that have been awarded will present.  
The awards are sorted by Fund.  It will show the Fund Name and the total awards then the awards in that category.
There will be times when there will be more than one Fund with awards
Within the awards dashboard there are a number of columns:
	Title
	This is the title of the application that the applicant provided

	Applicant
	This is organisation the applied

	Request
	This is the requested amount on the application

	Status
	This will show the stage of the award phase

	Result
	This will show the result of the award phase



[bookmark: _Toc442207753]Allocating an Award to a submitted grant
1. From within the Awards Dashboard click the grant from within the round you wish to allocate an award
2. Click to view the application
[image: ]
3. Click Begin Award
4. Within Award Allocation click Go To Step
[image: ]
5. Allocate the percentage amount to each aim.  The total across the aims must equal 100 or the calculation box will not turn to green.
[image: ]
6. Click Submit Allocation
7. Within Award Conditions click Go To Step
[image: ]
8. Add any additional award conditions
9. Click Submit Conditions
10. Within Award Offer click Go To Step
[image: ]
11. Complete the required fields
[image: ]
12. Click Submit Offer
13. Within Award Confirmation click Go To Step
[image: ]
Note
The award offer will not be notified to the grant submitter until the results for the round are published.

[bookmark: _Toc442207754]Projects




[bookmark: _Toc442207755]Claims
[image: ]
How to Run Claims Report for Sage Export 
There are three main reports that Finance require to export and import into their Sage accounts package:-
1. Finance Round Report
2. Claims Report
3. Slippage Report
The Claims Report is used to show all funds that have been claimed.    There are three types of claim:-
1. Initial Claim
Applicants can make an initial claim on the amount awarded. For an initial claim no proof of expenses is required.
2. Interim Claim
Applicants can make interim claims on the amount awarded.  Proof of expenses is required for interim claims
3. Final Claim
Applicants can make a final claim. After the claim is processed and the project is shut down if there is balance left from the award that moves into splippage.
1. Click on the Finance Menu and Select Claims
[image: ]
2. Click on Pay Claims
[image: ]
3. Click Export Unpaid
[image: ]
[bookmark: _Toc442207756]Project Reports
[bookmark: _Toc442207757]End of Project Reports
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[bookmark: _Toc442207758]Organisations
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[bookmark: _Toc442207759]Understanding the All Organisation Dashboard
Within the all organisation dashboard there are a number of columns:
	Title
	Name of the organisation

	Has Accredited Museums
	Checkbox to demonstrate whether the organisation has accredited museums

	Has Recognised Collections
	Checkbox to demonstrate whether the organisation has accredited collections

	Type
	Type of organisation

	Address
	Address of the organisation

	PostCode
	Postcode of the organisation

	Country
	Country of the organisation

	Email Address
	Contact email address for the organisation

	Telephone 
	Contact telephone number for the organisation

	Is Approved
	Status that is used by System Admin to allow an organisation to show in the list for end user selection



[bookmark: _Toc442207760]Creating a New Organisation
1. Click Add on the all organisations dashboard
2. Complete the relevant fields for the additional organisation
[image: ]
3. Click Create
[bookmark: _Toc442207761]Edit an Existing Organisation
1. Click on the title of the organisation
2. Click Edit Org
[image: ]
3. Make amendments to the required fields
[image: ]
4. Click Save

[bookmark: _Toc442207762]Museums
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[bookmark: _Toc442207763]Understanding the All Museums Dashboard
Within the all museums dashboard there are a number of columns:
	Title
	Name of the Museum

	Line1, Line2, Line3
	Address fields

	PostCode
	PostCode of the Museum

	County
	County of the Museum

	CityTown
	City or Town of the Museum

	Country
	Country of the Museum

	Email Address
	Email address of the museum

	Is Approved
	Status that is used by System Admin to allow a museum to show in the list for end user selection

	Is Accredited
	Status that is maintained by GPS Admin to show whether a museum is accredited



[bookmark: _Toc442207764]Creating a New Museum
1. Click Create New on the All Museums Dashboard
2. Complete the relevant fields for the additional museum
[image: ]
3. Click Create
[bookmark: _Toc442207765]Edit an Existing Museum
1. Click edit on the relevant Museum
2. Make amendments to the required fields

[image: ]

3. Click Save
[bookmark: _Toc442207766]Delete an Existing Museum
1. Click delete on the relevant Museum
2. Check you have the correct Museum
[image: ]
3. Click Delete
[bookmark: _Toc442207767]Keywords
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[bookmark: _Toc442207768]Understanding the Keywords Dashboard
Within the keywords dashboard the keywords that are currently in the system are displayed with options to Edit, View the Details and Delete.
[bookmark: _Toc442207769]Create a new Keyword
1. Click on the Create New button in the Keywords Dashboard
2. Input the name of your keyword
[image: ]
3. Click Create

[bookmark: _Toc442207770]Edit a Keyword
1. Click the word Edit opposite the keyword you require to amend
2. Make the amendment
[image: ]
3. Click Save
[bookmark: _Toc442207771]Delete a keyword
1. Click the word Delete opposite the keyword you require to delete
2. A confirmation box will appear to ensure you wish to delete the keyword.  Check it is the correct keyword you wish to delete
[image: ]
3. Click Delete


[bookmark: _Toc442207772]Aims
[image: ]
[bookmark: _Toc442207773]Understanding the Aims Dashboard
The Aims dashboard allows you to manage the aims from the National Strategy and allows you to create and manage National Strategy.  
The Aims Dashboard is used specifically to map awards, claims and slippage to budget allocations.
	Number
	This is the number that relates to the aim

	Title
	The description of the aim

	Transaction Type
	The type of transaction that accounts department use to indicate a purchase invoice in the ledger.  Typically this would be abbreviated PI for purchase invoice

	Project Code
	The project code maps the aim to the budget line item

	Department Code
	This is always 53 as specified by the accounts department

	Tax Code
	This is always T9 as specified by the accounts department



[bookmark: _Toc442207774]Creating a New Aim
1. Click on Create New
2. Complete the fields

[image: ]
3. Click Create
[bookmark: _Toc442207775]Edit an existing Aim
1. Click on the relevant Aim

[image: ]
2. Click Edit
3. Make amendments to the required fields

[image: ]

4. Click Save

[bookmark: _Toc442207776]National Strategy
[image: ]
[bookmark: _Toc442207777]Understanding the National Strategy Dashboard
Within the National Strategy Dashboard there are a number of columns:
	Number
	This is the number that relates to MGS National Strategy Objectives

	Title
	The description of the objective

	Archived?
	This gives the facility to archive National Objectives that are no longer relevant.  By archiving an objective it means that new grants no longer use that particular objective.



[bookmark: _Toc442207778]Creating a New National Strategy Objectives
1. Click on Create New
2. Complete the fields
[image: ]
3. Click Create
[bookmark: _Toc442207779]Edit an existing National Strategy Objectives
1. Click edit on the relevant National Strategy Objective
2. Make amendments to the required fields
[image: ]
3. Click Save
[bookmark: _Toc442207780]Archive an existing National Strategy Objectives

1. Click edit on the relevant National Strategy Objective
2. Click the Is Archived check box
[image: ]
3. Click Save

[bookmark: _Toc442207781]Recognition
[image: ]
[bookmark: _Toc442207782]Understanding the Recognition Objectives Dashboard
The Recognition Objectives Dashboard is where all the recognition objectives are held.
	Number
	This is the number that relates to the Recognition Objective

	Title
	The description of the objective

	Archived?
	This gives the facility to archive Recognition Objectives that are no longer relevant.  By archiving an objective it means that new grants no longer use that particular objective.



[bookmark: _Toc442207783]Creating a New Recognition Objective
1. Click on Create New from the Recognition Objective Dashboard
2. Complete the Number, Title and Details fields
[image: ]
3. Click Create

[bookmark: _Toc442207784]Edit an Existing Recognition Objective
1. Click edit on the relevant recognition objective
2. Make amendments on the required fields
[image: ]

3. Click Save
[bookmark: _Toc442207785]Archive an existing Recognition Objectives

1. Click edit on the relevant Recognition Objective
2. Click the Is Archived check box
[image: ]
3. Click Save


[bookmark: _Toc442207786]Slippage
[image: ]
The All Slippage Dashboard is where grants projects that have been finalised and closed but haven’t claimed all the money will present.
The Export Slippage button allows the slippage details to be exported to excel for passing to Finance.


[bookmark: _Toc442207787]Understanding the System Flow
[bookmark: _Toc442207788]Account Creation

Create A Fund


[bookmark: _Toc442207789]Create A Funding Round


[bookmark: _Toc442207790]Starting the Assessment Process


[bookmark: _Toc442207791]Starting the Award Process
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Title Applicationid  Applicant RequestAmount  AwardAmount  Funds after Request Funds after Award
The George Bain Art Exhibition 2016 R1151203 Groam House Museum 21000 o -£21,000 0
Raphael and the printed image: a major collection of Renaissance engravings 1510-1530 R1151043 University of Glasgow 7112 o £48,112 0
A George Bain Art Exhibition Summer 2016 Groam House Museum 23787 o -£71.899 0
“Safeguarding the past and inspiring the future of Recognised Collections" R1150653 Scottish Maritime Museum Trust 49000 o £120,899 0
Bringing Old Scatness Home: A walk through Iron Age Shetland R1150252 Shetland Islands Council 13029 o £134828 0
Recognising Burns R1150402 National Trust for Scotland 60000 o £194,828 0
The McKie Collection R1151782 East Ayrshire Leisure 20700 o £235,528 0
Succession Planning (Underpinning the foundations of our Recognised collections of fine and applied art) R1151772 Leisure and Culture Dundee 50000 o -£285,528 0
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AWARD PROCESS

Archaeology Collections Assistant

Orkney Islands Council
Recognition Fund - R1

After significant upheaval to provide a new museum store and improve Orkney Museum, we require to undertake work to deal with the unique issues that have arisen, in relation to
documentation of the collection, and to support the increase in complex research enquiries that we can now accommodate. We wish to employ an Archaeology Collections Assistant who will
provide improved digital resources to better facilitate research, improving access, understanding and care of our recognised collection.

Home Properties

Grant Contacts  [Elled

Name Job title Email Address Cityor Town Phone IsPrimary Is Signature

Clare Gee Arts, Museums and Heritage Service Manager clare.gee@orkney.gov.uk Kirkwall 01856 873535 extn 2716 v

Sheila Garson  Curator sheila.garson@orkney.gov.uk Kirkwall 01856 873535 extn 2524 2
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Home Properties

Advanced Properties

Title
Name
Contents

edit

Orkney Islands Council

Thank you for applying to Museums Galleries Scotland's Recognition Fund. | am pleased to inform you that the Board has approved your application and
we would like to offer a grant of £42,000. This offer is subject to the Recognition Fund General Conditions below, and any additional conditions detailed
within this letter. MGS is planning to announce these awards to the media week commencing 27th July 2015. We ask that you do not release details of your
award until after the MGS announcement has taken place. Our PR, Media and Press Manager, Eithne Ni Chonghaile, will be in touch by email to advise you
further on details and you may contact her with any queries on 0131 550 4123 / eithnenc@museumsgalleriesscotland.org.uk Following the MGS
announcement date we encourage you to publicise your award. A practical guide on ways of doing this can be found at
http://www.museumsgalleriesscotland.org.uk/research-and-resources/resources/publications/publication/511/how-to-publicise-your-mgs-grant You will
be given the option below to request an initial payment of 25% of your award when accepting your grant. The remainder of your award can be claimed as
and when expenditure is incurred through interim claims or with one final claim submitted on completion of your project. As our funding awards are
offered at a percentage of the full project costs you will be required to submit evidence of these costs (usually in the form of invoices) with your claims. We
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Applicant

Orkney Islands Council

Groam House Museum

Scottish Maritime Museum
Trust

University of Glasgow

National Trust for Scotland

Almond Valley Heritage
Trust

East Ayrshire Leisure

Leisure and Culture Dundee

Shetland Islands Council

£339.211

Request

£42,000
£21,000
£49,000
£27,112
£60,000
£35,470
£40,700
£50,000

£13,929

Status

Completed

Initial

NotStarted

NotStarted

NotStarted

NotStarted

NotStarted

NotStarted

NotStarted

Result

Withdrawn

Eligible

NotStarted

NotStarted

NotStarted

NotStarted

NotStarted

NotStarted

NotStarted




image47.png
Aberdeen City Council
Small Project Fund - S2

View Application [SEL @S LT

1. Confirm Eligibility = cotose

2. Initial Assessment  cotosie

3. Overview Assessment cotoste

4. Confirm Decision ~ cotosier




image48.png
View Application | &~

() 1. Confirm Eligibility = cotose

2. Initial Assessment  cotoste

3. Overview Assessment = cotoster

4. Confirm Decision = cotoster




image49.png
View Aopicaton

Hasthe appiction been appropritely authoried?

v
[
= v
i e o e i el o i o i
pia

- v
S ——
= v
T
[ v

1635, plase give details o the nsliibl costs.

e there any nsufficiently ustified costs inthe budger?

Ifrelevan pieasegive decis ofnsufficiently justfied costs.

st of missing cuotes o ezimstes that need  berequestec,

Who wil perform the Inial Assessment?

Who wil perform the Overvew Assessment?

v

ity notes for he assessor

Testsighitey notes for the assesor





image50.png
Small Project Fund @)

£4.850
Title Applicant Request Status Result
Aberdeen City Councl £4,850 Initial Eligible

Test for Laura 1162015 430pm
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Thu 11/06/2015 18:27

mgsonline@museumsgalleriesscotland.org.uk

Initial Assessment Due
To  Laura Docherty

@ Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this
message.

Hello laura,

An assessment has been assigned to you and must be completed in order to progress the application to the
next stage.

Click to start the assessment
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Assessment for S2151351

Back to Assessment Home

View Application | View Eligibility

@ Notes 1. NOTES AND CONSIDERATIONS

© Aims &, Objectives Eligibility Notes

© scoring Test Eligibility Notes for the assessor

@ Award Conditions

Project summary

© Recommendation Please summarise the project in your own words detailing what they want to do, why they want to do it, how they will do it and what it will
achieve

Please summarise the project in your own words detailing what they want to do, why they want to do it, how they will doit &
and what it will achieve. 7
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How significant an impact will the project have on the organisation?

© Insignificant © Somewhat significant O Significant ® Very Significant
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How confident can you be that this project will go ahead as described given the project plan and budget?

© Notatall O Somewhatfeasible ® Feasible O Veryfeasible

Please expl

I

How well has this apy

ication demonstrated the NEED for this project?

Have they researched need and demand and provided specific evidence? How will the work progress their organisational plans?

What expert advice have they taken?

© Notatall © Somewhat ® Well O Verywell

Please expl
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Score

Possible

36 40

Save and continue
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Confirm Your Assessment

Back to Assessment Home

Please confirm the details of your recommendation on this assessment. To make changes return to assessment home.

Total Score

36

Amount Recommended = | o o

Summary comments

Tkl ik i Tilkji

My recommendation is:

Recommended \

Submit Assessment
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Request
Title Applicant status Result
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Thu 11/06/2015 18:52

Mike Watson

FW: Initial Assessment Complete. Overview Assessment now due.
To  Laura Docherty

From: mgsonline@museumsgalleriesscotland.org.uk [mailto:mgsonline@museumsgalleriesscotland.org.uk]
Sent: 11 June 2015 18:50

To: Mike Watson

Subject: Initial Assessment Complete. Overview Assessment now due.

Hello Mike Watson,

An assessment has been assigned to you and must be completed in order to progress the application to the
next stage.

Click to start the assessment
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View Application | View Eligibility | Initial Assessment

@ Notes 1. NOTES AND CONSIDERATIONS

@ Aims & Objectives.
Eligibility Notes

© scoring Test Eligibility Notes for the assessor

@ Award Conditions

Initial Assessessor's Summary of Project Aim
© Recommendation

Project Summary

Please summarise the project in your own words detailing what they want to do, why they want to do it, how they will do it and what it wil
achieve.

Vz
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Please confirm the details of your recommendation on this assessment. To make changes return to assessment home.
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View Application

Addressee of Decision Letter (Signature Authority)
Mike Watson

CE0

Aberdeen City Council

Linel

Line2

Line3

City

EH526BQ

Decision Date

11/06/2015

Decision Letter Contents

This finalises the assessment process for this application. These results are final. Do not confirm your decision until you are 100% satisfied with all data. Note: User will not be
notified until results are published on the round..

Cancel Save Decisit
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Awards Dashboard

Recognition Fund €)

Title

Curating Pacific Ethnography: Improving access to the collection

The George Bain Art Exhibition 2016

Applicant

University of Aberdeen

Groam House Museum

£58.000
Request

eques status
£39,423 Allocation
£21,000 NotStarted

Result

Allocation

NotStarted
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Award Allocation

‘Allocate this award to National Strategy Aims

1. Maximise the potential of our collections and culture

[0 |[elo  |mmmie|o g

2. strengthen connections between museums, people and places to inspire greater public participation, lear
0 £ 0 TaxAmount| £ | 0

3. Empower a diverse workforce to increase their potential for the benefit of the sector and beyond
0 £ 0 TaxAmount| £ | 0

4. Forge a sustainable future for sector organisations and encourage a culture of enterprise

[0 | [elo  Jomamum{e]o |

5. Foster a culture of collaboration, innovation and ambition

0 £]0 TaxAmount| £ | 0
6. Develop a global perspective using Scotland's collections and culture

0 £ 0 TaxAmount| £ | 0

‘The sum of strategy values must equal 100 to submit

and well-being

Submit Allocatiol
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Award Allocation

Allocate this award to National Strategy Aims

1. Maximise the potential of our collections and culture

20 £ | 800 TaxAmount | £ | 0 o]

2. strengthen connections between museums, people and places to inspire greater public participation, learning and well-being

10 £ | 400 TaxAmount| £ | 0

3. Empower a diverse workforce to increase their potential for the benefit of the sector and beyond

10 £ | 400 TaxAmount £ | 0

4. Forge a sustainable future for sector organisations and encourage a culture of enterprise

30 £ | 1200 TaxAmount £ 0

5. Foster a culture of collaboration, innovation and ambition

15 £ | 600 TaxAmount £ 0

6. Develop a global perspective using Scotland's collections and culture

15 £ | 600 TaxAmount £ | 0

The sum of strategy values must equal 100 to submit

bmit Allocatio
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Award Conditions

Back to Award Home

Add conditions on award or conditions on completion to ensure project governance,

REquire proof of expenditure 8
proof of expenditure required
final receipts .

final receipts are required

Add Award Condition
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Offer for S2151351

Back to Award Home

Generate an offer for this award.

Require confirmation of project start and end dates. Award Date
11/06/2015
© Yes O No
Allow Initial Payment Total Budget
£ 300 .00
© Yes © No
Total Other Funding
Offer Expires On
£ 0 .00
11/07/2015
‘Award Amount
£ 4000 .00
Percentage of Award
1333 %
Specify reporting dates?
Report Date 1 Report Date 4
‘ dd/mmiyyyy daimmiyyyy
Report Date 2 Report Date 5
‘ ddmmiyyyy ‘ dd/mmiyyyy
Report Date 3 Report Date 6
‘ dd/mmiyyyy ‘ daimmiyyyy
Require end of project report?
® Yes O No

Submit Offer
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Claims

Here are the claims that have been made or are in-progress.

Claim Status Claim Amount Paid Amount Paid on Balance

Initial Claim Submitted £1,000 £0 = £3,000
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Reports

The following reports have been made or are scheduled:

Report Status Due on Submitted On

End of Project Report Submitted - 19/06/2015
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Edit
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Save
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Delete
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Aims

Number Title TransactionType ProjectCode DepartmentCode TaxCode
1 Maximise the potential of our collections and culture PI MP099 53 T9
2 Strengthen connections between museums, people and places to inspire greater public participation, PI SC099 53 T9

learning and well-being

3 Empower a diverse workforce to increase their potential for the benefit of the sector and beyond PI EW099 53 T9
4 Forge a sustainable future for sector organisations and encourage a culture of enterprise PI FF099 53 T9
5 Foster a culture of collaboration, innovation and ambition Pl FC099 53 9

6 Develop a global perspective using Scotland's collections and culture PI CC099 53 T9




