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TASK 1: ENTER PROJECT/GRANT DATA

Steps in the Guided Process Tool:
1. [image: ]Click the Mapper icon after you have logged in. 
[image: ]
2. Click on the Guided Process Tool icon at the top of the screen. 
[image: ]
3. Click Start New Project. 
[image: ]
4. Select the Project Area using the Feature Editor. 

· Feature Editor
a. Select the Project Area using one of three functions:
[image: ]
·  Freehand Polygon
i. Allows you to draw a boundary of any shape and size by holding down the left mouse button and drawing a boundary around the desired area.

· [image: ]Geometric Polygon
i. Allows you to draw a boundary based on fixed vertices and lines that you place by clicking the left mouse button around the desired area.
[image: ]
· Select an Existing Boundary
i. Allows you to select from a list of pre-determined shapefiles (Boundary Types) that correspond to political, hydrological, coastal, and Alaskan boundaries.

*TIP*
1.1 - You will most often use the Political Boundary Type, which allows you to choose the state, counties, and congressional district where grant funded activities will be occurring.

b. [image: ]Select the State and County.  

c. Click Select.



*TIP*
1.2 - You will find this information in the Section 7 Phase 1 Documentation as well as the Project Narrative (Geographic Location).
5. A display window will be generated to begin entering Project/Grant Data (Task 1). 

6. Fill in the required sections.

· [image: ]Required Sections
a. Properties

· [image: ]Fill in the Project/Grant Name field.

*TIP*
1.3 - The Project/Grant Name should start with the two letter state code followed by a space, a dash, another space, the name of the project, the funding year of the grant, and the FAIMS number if applicable. (e.g., MI – Fish Production and Stocking FY 2014 F-62-D-28).

1.4 - You will find this information in the SF-424 (Descriptive Title of Applicants Project).
[image: ]
· Choose the Primary Agency from the drop down list by typing in the first 3 letters of the corresponding agency.

*TIP*
1.5 - You will find this information in the SF-424 (Applicant Information, Legal Name).

· [image: ]Choose the Project Status from the drop down list.

*TIP* 
1.6 - All field validation requirements must be satisfied for Projects with an "Active" or "Completed" Project Status before the Save button activates.  Projects with a "Draft" status can be saved at any time; however, workflow operations are not available for Projects in "Draft" status.
[image: ]
·  Choose the Project Start and End Date.


*TIP*
1.7 - You will find this information in the SF-424 (Proposed Project).
[image: ]
b. Categories

· [image: ][image: ]Choose the Project and Action Categories from the drop down lists.

*TIP* 
1.8 - The Project and Action Categories you select determine how you report Action Data and Accomplishments later in your TRACS entry. Select all relevant categories from the drop down list.

1.9 - Use the Wildlife TRACS Action Levels link at the top of the page to help you determine which categories to select.
[image: ]
c. Contacts 

· [image: ]Click Find or Add Contact.


*TIP* 
1.10 - The contact in this section refers to the Federal Aid Coordinator or whomever the state deems is the lead contact. 

1.11 - If no matches are found in your search:
           - Select the Add New Contact icon. 
           - Enter First and Last Name, Title, Phone and Email Address (Required
             fields).
           - Enter the first three letters of the agency name into the Search Agency
             predictive search box. 
           - Select the contact Agency from the drop down list.
           - Select the Save icon.

1.12 - You will find this information in the SF-424 (Applicant Information, Name and Contact Information of Person to be Contacted on Matters Involving this Application).


[image: ]
d. Description 

· Fill in the Description field. 
*TIP* 
1.13 - The information entered in the Description will be visible to the public and should be written as an abstract using common terms and language. Components from the Need Section as well as the Expected Results and Benefits Section make good references when generating the Description.

1.14 - You will find this information in the Project Narrative (Need Section, Expected Results/Benefits).
[image: ]
e. Groups 

· [image: ]Click choose group.
[image: ]
· Click the + next to Wildlife and Sport Fish Restoration.

· [image: ]Click the + next to your State. 

· [image: ]Click the corresponding State Agency. 

*TIP*
 1.15 - You will find this information in the SF-424 (Applicant Information, Legal Name).
[image: ]
7. Save now in order to continue with the next task: 
· Once all required fields have been filled in, check to ensure content and formatting are correct.

· The save icon will be activated.


· Click the save icon.




TASK 2 PART I: ENTER PROJECT STATEMENT(S)

Steps in the Guided Process Tool: 
1. Highlight Enter Project Statements in the Tasks pane.
[image: ]
2. Click Start New Project Statement in the Enter Project Statements pane.

3. Fill in the required sections.

· Required Sections 
a. [image: ]Properties
· [image: ]Fill in the Project Name field. 

· [image: ]Click on Find or Create Investigator.

*TIP*
2.1 - The contact in this section refers to the Principal Investigator or whomever the state deems is the lead contact. 

2.2 - If no matches are found in your search:
           - Select the Add New Contact icon. 
           - Enter First and Last Name, Title, Phone and Email Address (Required
             fields).
           - Enter the first three letters of the agency name into the Search Agency
[bookmark: _GoBack]             predictive search box. 
           - Select the contact Agency from the drop down list.
           - Select the Save icon.

2.3 - You will find this information in the Project Narrative (Principal Investigator).
[image: ]
· Fill in the Total Estimated Federal Cost and Non-Federal Match fields.

*TIP*
 2.4 - You will find this information in the SF-424 (Estimated Funding). 


· [image: ]Choose the Grant Program from the drop down list.

*TIP*
 2.5 - You will find this information in the SF-424 (Funding Opporutnity Number, Title). TRACS will make more specific options available (i.e., Boat Access, Hunter ed, etc…).

b. [image: ]Need Statement

· Fill in the Need Statement field. 

*TIP*
2.6 - You will find this information in the Project Narrative (Need Section).
 
c. [image: ]Approach

· Fill in the Approach field.  

*TIP*
 2.7 - You will find this information in the Project Narrative (Approach Section).

d. [image: ]Expected Results

· Fill in the Expected Results field.  

*TIP*
 2.8 - You will find this information in the Project Narrative (Expected Results/Benefits Section).
[image: ]
4. Save now in order to continue with the next task: 
· Once all required fields have been filled in, check to ensure content and formatting are correct.

· The save icon will be activated.


· Click the save icon.

· [image: ]Suggested Section  
(Add’l Elements): These sections are not required, but it is considered best practice to include them as part of your TRACS entry.
a. General
[image: ]
· Fill in the General field.

*TIP*
2.9 - You will find this information in the Project Narrative (General Section).

b. Useful Life
[image: ]
· Fill in the Useful Life field.  


*TIP*
2.10 - You will find this information in the Project Narrative (Useful Life Section).

c. Program Income
[image: ]
· Fill in the Program Income field.

*TIP*
2.11 - You will find this information in the Project Narrative (Program Income Section).

· [image: ]Suggested Section  (Add’l Elements Cont.): These sections are not required, but it is considered best practice to include them as part of your TRACS entry.
a. Multipurpose Projects
[image: ]
· Fill in the Multipurpose Projects field.

*TIP*
2.12 - You will find this information in the Project Narrative (Multipurpose Projects Section).

b. Relationship with Other Grants
[image: ]
· Fill in the Relationship with other grants field.

*TIP*
2.13 - You will find this information in the Project Narrative (Relationship with Other Grants Section).


c. Timeline

· [image: ]Fill in the Timeline field.

*TIP*
2.14 - You will find this information in the Project Narrative (Timeline).
[image: ]
5. Save now in order to continue with the next task: 
· Once all required fields have been filled in, check to ensure content and formatting are correct.

· The save icon will be activated.

· Click the save icon.
























TASK 2 PART II.A: ENTER PROJECT STATEMENT PURPOSE

[image: ]Steps in the Guided Process Tool:
1. Click the View/Edit Statement Objectives option in the display pane.

2. Select SMART objectives.

3. Fill in the required sections.

· Required Sections: The following section will require you to choose between New Need/Threat and New Purpose/Target in order to complete entry of Grant Purpose information.
a. New Need/Threat (Option 1)
[image: ]
· Click New Need/Threat.

*TIP* 
2.15 - Click on New Need/Threat for all grants with a purpose that is not targeted toward a specific species or habitat.

· [image: ]Choose the Level 1 Need/Threat Type from the drop down list. 



*TIP* 
2.16 – Select the Need/Threat Type that best describes the need for the project (i.e., Resource Management Need). Levels 2 and 3 are not required, but will provide a greater level of detail if needed.
 
· [image: ] Fill in the Need/Threat Description field.


*TIP* 
2.17 - You will find this information in the Project Narrative (Purpose).

[image: ]
· If this section applies save and skip to Task 2 Part II.B. If not follow the directions for New Purpose/Target (Option 2) below


a. New Purpose/Target (Option 2)

· [image: ]Click New Purpose/Target.

*TIP* 
2.18 - Click on New Purpose/Target for all grants with a purpose that is targeted toward a specific species or habitat.

· [image: ]Fill in the Purpose/Target ID field. 



*TIP* 
2.19 - Purpose/Target ID usually begins with “1” and continues sequentially for subsequent Purposes/Targets as needed. 

· [image: ]Fill in the Purpose/Target Description field.


*TIP* 
2.20 – You will find this information in the Project Narrative (Purpose).


· Suggested Section (Habitat): This section is not required, but it is considered best practice to include them as part of your TRACS entry if applicable.
a. Habitat

· [image: ]Choose the broad habitat type from the drop down lists. 

· Click Add Selected Habitat.

· Suggested Section (Species): This section is not required, but it is considered best practice to include them as part of your TRACS entry if applicable.

a. Species
[image: ]
· Click Edit Selected Species.


[image: ]
· Use the Search function to type in the name of your species. 

· [image: ]Highlight your species.
 
· Click the “+” icon located to the right to add the selected species.
[image: ]
4. Save now in order to continue with the next task: 
· Once all required fields have been filled in, check to ensure content and formatting are correct.

· The save icon will be activated.

· Click the save icon.
























TASK 2 PART II.B: ENTER PROJECT STATEMENT OBJECTIVE(S)

Steps in the Guided Process Tool: 

1. [image: ]Highlight and click the + symbol next to Approved Statement: 

2. [image: ]Highlight Need/Threat or Purpose/Target.
[image: ]
3. Click on New Objective. 

4. Fill in the required fields.

· [image: ]Required Sections:
a. Project Objective
[image: ]
· Fill in the Objective ID field.

*TIP* 
2.21 - The Objective ID begins with “1” and continues sequentially as needed.

[image: ]
· Fill in the Objective Name field.

*TIP* 
1.22  - Develop an Objective Name that summarizes the intent of the objective.
[image: ]
·  Fill in the Objective Statement field.

*TIP* 
2.23  - You will find this information in the Project Narrative (Objectives).

b. [image: ]Quantitative Indicators (Option 1) 

· Click Quantitative Indicators.

*TIP*
2.24 - Use Quantitative Indicators for all objectives that have a measureable component (i.e., number of acres).

2.25 - An Objective can have 1 or more Quantitative Indicators.

2.26 - You will find this information in the Project Narrative (Objectives).
[image: ]
· [image: ]Click New Standard Indicator or New Custom Indicator.


*TIP*
2.27 - Click New Standard Indicator to select from a list of predetermined indicators or click New Custom Indicator to generate your own. 

· New Standard Indicator: 
[image: ]
i. Select the Category and Strategy from the drop down lists.

· Planned Output
[image: ]
i. Fill in the Planned Value field.

ii. Fill in the Base Value field.

iii. Fill in the Deadline field.

iv. If none of the Categories or Strategies applies to your project follow the directions for New Custom Indicator below.

*TIP*
2.28 - Click the Category and Strategy that best describes the objective. TRACS will generate a standard output unit for you.

2.29 - Fill in a Custom Output if it is not available as a Standard Indicator in TRACS (i.e., miles, lbs., etc…).

2.30 - The planned value is what you estimate accomplishing (i.e., number of acres to be restores).

2.31 - The base value is what you have already accomplished (this will most often be “0” unless the project is a continuation).

2.32 – The deadline is when you plan on completing the accomplishment (this will most often be the end of the grant period).

· New Custom Indicator: 
[image: ]
i. Fill in the Custom Output field.

· Planned Output
[image: ]
v. Fill in the Planned Value field.

vi. Fill in the Base Value field.

vii. Fill in the Deadline field.
[image: ]
· If this section applies save and skip to Task 3. If not follow the directions for Qualitative Indicators (Option 2) below.

c. [image: ]Qualitative Indicators (Option 2) 

· Click Qualitative Indicators.

*TIP*
2.33 - Use Qualitative Indicators are used for all objectives that do not have a measureable component, but rather measures accomplishments by determining whether or not they were completed (i.e., True or False).

2.34 - An objective can have 1 or more Qualitative Indicators.

2.35 - You will find this information in the Project Narrative (Objectives).

[image: ]
· Click New Custom Indicator.
[image: ]
· Fill in the Custom Output field. 
· Fill in the Deadline field.

*TIP*
2.36 - The custom output for Qualitative Indicators can simply be the past tense version of the objective as you will only be reporting on whether it was accomplished or not (i.e., True or False).

2.37 - The deadline will most often be the end of the grant period.
[image: ]
5. Save now in order to continue with the next task: 
· Once all required fields have been filled in, check to ensure content and formatting are correct.

· The save icon will be activated.

· Click the save icon.

· At this point you can repeat Task 2 to enter additional Project Statements and Objectives.
























TASK 3: GENERATE PROJECT(S) PROPOSAL

Steps in the Guided Process Tool:
[image: ]
1. Click Workflow in the display pane.

2. Follow the Workflow Actions to generate your Project Proposal.

· Required Sections
a. Available Workflow Actions

· [image: ]Highlight Submit Statement for Peer review.
[image: ]
· Click Apply Action. 
[image: ]
· Highlight Submit Statement for State Approval.
[image: ]
· Click Apply Action. 

· [image: ]Highlight Statement Ready for Submission. 
[image: ]
· Click Apply Action. 

· [image: ]Highlight Submit Application Bundle for WSFR Review.
[image: ]
· Click Apply Action. 

· [image: ]Highlight WSFR Reviewed and Ready for Submission (WSFR Use Only).
[image: ]
· Click Apply Action. 


*TIP*
3.1 - Use the link to the Workflow Diagram at the top of the page as a reference to aid in completing this section.

3.2 - The arrow will turn red, point left, and state Rescind Approval once you have completed the workflow.
TASK 4: ASSOCIATED FUNDING SOURCE
(FOR WSFR USE ONLY)

Steps in the Guided Process Tool:
1. [image: ]Click View/Edit Funding Source in the display pane. 
[image: ]
2. Click Find Grant and search for your grant by entering the FBMS number.

3. Select the corresponding grant.

· Required Sections[image: ]
a. Properties

· Fill in the Estimated WSFR Non-Federal Match field.


*TIP*
4.1 – You will find this information in the SF-424 (Estimated Funding). 

b. [image: ]Grantees and Grantors 

· Choose the Grantee agency from the drop down list by typing in the first 3 letters of the corresponding agency.

*TIP*
4.2 – You will find this information in the SF-424 (Applicant Information, Legal Name). 
[image: ]
4. Save now in order to continue with the next task: 
· Once all required fields have been filled in, check to ensure content and formatting are correct.

· The save icon will be activated.

· Click the save icon.





TASK 5 ENTER ACTION DATA

Steps in the Guided Process Tool:
1. [image: ]Click Create New Action in the display pane.
[image: ] 
2. Select the Action Area using the Feature Editor.

3. Fill in the required fields by copying and pasting the relevant information from the Project Narrative.

· Required Sections 
a. [image: ]Select the Action Area using one of three functions:

· Freehand Polygon
i. Allows you to draw a boundary of any shape and size by holding down the left mouse button and drawing a boundary around the desired area.

· [image: ]Geometric Polygon
i. Allows you to draw a boundary based on fixed vertices and lines that you place by clicking the left mouse button around the desired area.
[image: ]
· Select an Existing Boundary
ii. Allows you to select from a list of pre-determined shapefiles (Boundary Types) that correspond to political, hydrological, coastal, and Alaskan boundaries.

*TIP*
5.1 - You will most often use the Political Boundary Type, which allows you to choose the state, counties, and congressional district where grant funded activities will be occurring.

· [image: ]Select the State and County.  







*TIP*
5.2 - You will find this information in the Section 7 Phase 1 Documentation as well as the Project Narrative (Geographic Location).
b. Properties

· [image: ]Fill in the Action Name field.

*TIP* 
5.3 - The Action Name should summarize the activity.

5.4 - You will find this information in the Project Narrative (Approach), Final Performance Report.

· [image: ]Choose the Action Status from the drop down list. 

*TIP* 
5.5 - All field validation requirements must be satisfied for Actions with an "Active" or "Completed" Action Status before the Save icon activates.  Actions with a "Draft" status can be saved at any time; however, Performance Report workflow operations are not available for Actions in "Draft" status.

· [image: ] Choose the Action Start and End Date.


*TIP*
5.6 - Action Start and End Dates usually correspond to the Project Start and End Dates.

5.7 - You will find this information in the SF-424 (Proposed Project).

c. Categories

· [image: ]Choose the Action Category and Strategy from the drop down lists.

· [image: ]Fill in the corresponding Strategy field.




*TIP* 
5.8 - Depending on the Category and strategy chosen, TRACS will generate specific reporting units that correlate with planned accomplishments (i.e., number of acres restored). This is where you enter actual project accomplishments.

5.9 - In some instances, TRACS will generate the amount of units for you (i.e., Acres) based solely on information obtained from the Action Area entered in the Mapper. This may not be representative of the accomplishment or action. For the time being, contact your grants manager for advice.

5.10 - You will find this information in the Project Narrative (Approach), Final Performance Report.

d. Contacts

· Find or add a new contact.

*TIP* 
5.11 - The contact in this section refers to the Principal Investigator or whomever the state deems is the lead contact. 

5.12 - If no matches are found in your search:
           - Select the Add New Contact icon. 
           - Enter First and Last Name, Title, Phone and Email Address (Required
             fields).
           - Enter the first three letters of the agency name into the Search Agency
             predictive search box. 
           -  Select the contact Agency from the drop down list.
           -  Select the Save icon.

5.13 - You will find this information in the Project Narrative (Principal Investigator).

e. Objectives Addressed

· [image: ]Choose the corresponding Project Statement from the drop down list. 

· [image: ]Choose the corresponding Objective from the drop down list. 
[image: ]
· Choose the corresponding Indicator from the drop down list.
[image: ]
· Enter the date reported.

· Choose the reporting units from the drop down list.

*TIP* 
5.14 - For Qualitative Indicators this will be True or False (did you or did you not complete the planned action).

5.15 - For Quantitative Indicators this will be the units you chose (i.e, acres, sites, etc...).

· Fill in the results and significant deviations fields

*TIP* 
5.16 - You will find this information in the Final Performance Report.
[image: ]
4. Save now in order to continue with the next task: 
· Once all required fields have been filled in, check to ensure content and formatting are correct.

· The save icon will be activated.

· Click the save icon.













TASK 6: ENTER ESTIMATED COST

Steps in the Guided Process Tool:
1. [image: ]Click View/Edit Project Estimated Cost display pane.

2. Fill in the required fields 

· Required Sections
a. Action Cost
[image: ]
· Enter the Estimated WSFR Federal Cost and Estimated Non-Federal Match for each action. 


*TIP*
6.1 - This information is not audited. You have the option to split the funds proportionally across all actions or provide estimates for each action.

6.2 - You will find this information in the Project Narrative (Budget Narrative), Final Performance Report. 

[image: ]
3. Save now in order to continue with the next task: 
· Once all required fields have been filled in, check to ensure content and formatting are correct.

· The save icon will be activated.

· Click the save icon.











TASK 7: SUBMIT PERFORMANCE REPORT

[image: ]Steps in the Guided Process Tool:
1. Click Submit Performance Report option in the display pane. 

2. Follow the Workflow Actions to generate your Performance Report.

· Required Sections
· Available Workflow Actions

· [image: ]Highlight Set Final or Interim Report Due.
[image: ]
· Click Apply Action. 

· [image: ]Click on check boxes for all project actions.

· [image: ]Highlight Submit Final Report for Peer Review. 
[image: ]
· Click Apply Action. 

· [image: ]Highlight Submit Final Report State Approval.
[image: ]
· Click Apply Action. 

· [image: ]Highlight Set to Final Report Ready for Submission.
[image: ]
· Click Apply Action. 

· [image: ]Highlight Submit Final Report Ready for WSFR Review.
[image: ]
· Click Apply Action. 

· Highlight Approve Final Report (WSFR Use Only). [image: ]
[image: ]
· Click Apply Action


*TIP*
7.1 - Use the link to the Workflow Diagram at the top of the page as a reference to aid in completing this section.
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