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Chapter

1

Getting Started
Defence Community Organisation – Supporting the Defence Community
T
he DCO exists to contribute to Defence capability by delivering family and personal support services, information and programs to families, members and local area commanders.  DCO currently delivers this contribution in part through the Family Support Funding Program (FSFP) used to assess and manage applications for funding of appropriate family support programs.

The Department of Defence is responsible for the administration of the FSFP and have developed a web-based system to allow you to undertake the following activities online:

· Search for Grant Requests submitted by Organisations within your DCO Area
· View finalised Grant Requests submitted by Organisations within your DCO Area

· Perform assessments for Grant Requests submitted by Organisations within your DCO Area
· View and Submit Monitoring Reports for Organisations within your DCO Area
Before you begin, you will need:
· PC with Internet connectivity and a modern, JavaScript-compatible browser (i.e. Internet Explorer 6.0 or greater). 
· The FSFP Grants Request System is optimized for viewing at 1024 x 768 resolution with at least 256 colours.
· A basic understanding of how to use the Internet.
How to Access the Grants Request System
To access the FSFP Grants Request System you:
1. Open Internet Explorer
2. Enter http://intraosd.defence.gov.au/dosd/utils/menu in the URL address at the top of the screen and press Enter.  The Defence Community Organisation page is displayed (see below)
3. Click I acknowledge, this will display the Defence Online Service Domain (DOSD) authentication page (see below)
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4. Enter your Username and Password 
NOTE: If you do not have a Username and Password, you will need to contact DCO Head Office to request the provision of a Username and Password. If you have forgotten your password and/or you need to have your password reset, you will need to contact DCO Head Office or DOSD support. Contact details for this function should have been provided when you first obtained your Username and Password.
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5. Select the Login button. You will be requested to change your password as the issued password is only valid for one login and will have expired.  The password you choose has to be 8 characters in length with at least one number. See example:  abcdefg1.
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7.  The Grant Request System homepage will be displayed if your login is successful.  See below
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Errors you may encounter may have been caused by the following scenarios:

	Error Message
	Corrective Action Required

	Invalid Username or Password
	Re-enter a valid Username and Password.

	Please enter a value
	Make sure that both the Username and Password have been entered.


The authentication process is controlled by the DOSD, as such all error messages and the reasons behind the generation of these error messages should be detailed within DOSD user documentation. 

8.  You can Logout at any time by clicking on Logout (see previous page).  When all transactions have been completed, it is advised that Logout is used to exit the FSFP Grant Request System.

Register a DCO Area/Organisation
As a DCO AM user, you will be required to register your ‘Organisation Details’, this will be done by completing the Organisation Registration Details page.  See below. 

If organisation details have not been registered previously, organisation details must be registered to access the FSFP Grants Request System.  Once you have successfully registered the organisation details, your Username and Password can be used to access the FSFP Grants Request System and perform the functions specific to your user type.  To register organisation details, you:

1. Use the previously supplied DOSD Username and Password to Login (see Chapter 1).  As this will be first time the Username and Password has been used to access the FSFP Grants Request System, the Organisation Registration Details page is displayed (See below).
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2. Complete all mandatory fields on the registration form.  Mandatory fields have a * next to them.  Some fields have dropdown lists from which you are required to select the most appropriate response.  This page is generally designed for the groups, but each Area Manager is required to be registered therefore this is a mandatory step for the applications to proceed.  
Note

As you move from field to field, help information is displayed at the bottom of each page to assist you in completing the form (see previous page).
3. Select Save. 
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Note
If you select Cancel the organisation registration details are not saved!

4. If the organisation registration is not valid, one or more of the error messages listed below will be displayed.

	Error Message
	Corrective Action Required

	Please correct the following issues: <Error Message>
	You must complete all mandatory fields before the organisation registration is valid and saved.

	An organisation named <Name> is already registered.
	Your organisation name has previously been registered with the FSFP Grants Request System and you cannot register it again.  Please contact the appropriate person in your organisation to obtain the Username and Password. 

	Value has invalid characters. 
	Special characters such as &, %, $, * and dashes (-) can’t be used in the ‘Organisation Name’ field. 


5. When you have corrected any errors, once again select Save.
6. If your registration is successful the FSFP Grant Request System Homepage is displayed (see next page). 
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7. When the User/Organisation details are successfully recorded the Username and Password can then be used to login to the FSFP Grants Request System and perform the functions associated with that User type.
Note

If at any time you need to change your existing Registration Details of your DCO Area, you must contact the DCO Head Office and a staff member will make the changes on your behalf.

Search and View Finalised Grant Requests
To perform a search for finalised Grant Requests within your DCO Area and view the details recorded:

1. Login to the FSFP Grants Request System (see Chapter 1).

2. Click Edit Grant Requests on the menu (see below)
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The Edit/View Grant Requests page is displayed (see below).  This page allows you to search for finalised FSFP Grant Requests within your DCO Area by entering search criteria in the fields provided (see below). 
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3. Enter search criteria in one or more of the fields and click the Search button. This will return a list of Finalised Grant Requests that meet that search criteria entered (see below).
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 If more than one page of search results is present, you can navigate through the pages using the page navigation bar beneath the search results (see above).

Note

You can refine the search by entering more search criteria. This will display fewer results.  Alternatively, if you do not enter any search criteria and you click the SEARCH button, all finalised Grant Requests for your DCO Area will be displayed.
4. When the search has displayed the required Grant Request, selecting the linked Grant Request will display the Grant Request Details page, defaulting to the Project tab (see next page).
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Note

You can not edit any of the recorded details on the Project, Finance or Budget pages! This will be made evident by the presence of a message at the top of the page stating:  This Grant Request has been finalised and cannot be edited. (see above).
To navigate through the pages make a selection from the side menu. This will allow you to view the details corresponding to that page
5. Once you have finished viewing the Grant Request you may perform another function by making a selection from the menu or logout by selecting the Logout link at the top of the page (see above).

Assess Finalised Grant Requests

1. Login to the FSFP Grants Request System (see Chapter 1).

2. Perform the search for FSFP Grant Requests function as detailed in Chapter 3. When you have reached the Grant Request Details page (see below) you will notice that there are a number of options displayed on the menu (see below). As a DCO AM user type you will only be able to perform an ‘Assessment’ of a FSFP Grant Request.
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3. To perform an ‘Assessment’, the FSFP Grant Request must have first been finalised. 

Note

If a Grant Request has been previously ‘Assessed’ and has passed the ‘Approval’ process it cannot be assessed any further. The warning message: This Grant Request has now been either approved, varied or rejected and thus cannot be assessed any further will be displayed if this is the case.
4. Select ‘Assessment’ from the menu. This will display the FSFP Grant Request Assessment page (see below).
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5. Enter details into each of the displayed fields. If you do not wish to complete the Assessment at this point but want to record the details entered, you should leave the ‘Assessment Complete?’ drop-down list set to ‘No’ and click the Save button (see above).

6. When the Assessment is complete set the ‘Assessment Complete?’ drop-down list to ‘Yes’ and click the Save button. This will display a success page (see below).
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Some error messages you may encounter include:

	Error Message
	Corrective Action Required

	Please correct the following issues: <Error Message>
	You must complete all mandatory fields before the organisation registration is valid and saved.

	Warning Message
	Corrective Action Required

	This Grant Request has now been either approved, varied or rejected and thus cannot be assessed any further.
	This Grant Request has passed the approval process and cannot be assessed any further. 


6. Correct any errors and click the Save button.

7. Once you have finished assessing the Grant Request you may perform another function by making a selection from the menu or logout by selecting the Logout link at the top of the page.

Note

If at any time you click the Cancel button, none of the details entered will be saved and you will be returned to the Edit/View Grant Requests page with the previous search results displayed.

Add/View/Edit Organisation Monitoring Details
DCO Area Managers are expected to perform monitoring duties at least twice a year for Organisations within their DCO Area that are receiving FSFP Grants.  The function detailed within this section provides the ability to generate a blank hard copy form for the collection of monitoring details, and the recording of these details electronically once they have been collected.

1. Login to the FSFP Grants Request System (see Chapter 1).

2. Select ‘Monitoring Reports’ from the menu (see below).
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3. This will display the Monitoring Reports page with the ability to search for previously recorded monitoring reports or create a new Monitoring Report (see next page). 
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Search for Existing Report

4. Under the ‘Existing Monitoring Reports’ heading (see above), Enter search criteria in one or more of the fields and click the Search button. This will return a list of Recorded Monitoring Reports that meet that search criteria entered (see below).

If more than one page of search results is present, you can navigate through the pages using the page navigation bar beneath the search results (see below).
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5. When the search has displayed the required Monitoring Report, selecting the linked Monitoring Report will display the Monitoring Report Details Page (see below). 
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6. The Monitoring Report details page will be pre-populated with the recorded organisation details (see above) the project details for the selected financial year (see above) and any previously recorded Monitoring Report details (see above). 

7. If you wish to add or amend any of the details, enter the details into the relevant field and click the Save button (see below). Alternatively, if you just needed to view the Monitoring Report details scroll though the recorded details and select the Back button when finished (see below).
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Create New Monitoring Report
8. If you wish to create a new Monitoring Report, from the Monitoring Reports page, under the ‘New Monitoring Report’ heading select a financial year from the ‘Organisation Financial Year’ drop-down list. (see below). 
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9. This will populate the ‘Organisation’ field with the organisations that have received either approved or varied grants for the selected financial year. (see below). 
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10. Select the required organisation in the ‘Organisation’ field and click the Create button (see above). 

11. This will display the Monitoring Report details page pre-populated with the recorded organisation details (see next page), the project details for the selected financial year (see next page) and free-text fields blank and drop-down lists defaulted to ‘No’ for the entry of the Monitoring Report details (see next page).
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12. At the top of the page is a button labelled Print Form (see above). If you have not previously collected the Monitoring Report details for this Monitoring Report Session you will need to click this button to print a blank copy of the form (see below). If you have, skip ahead to step 15.
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13. This will display the ‘Print Monitoring Report Template’, click the Print This Monitoring Report Template link (see above), this will display a print dialogue box, click the Print button and a blank Monitoring Report Form will be generated.

14. Select the Return to Monitoring Report link to return to the Monitoring Report details page. 

15. Once you have collected the Monitoring Report details from the organisation being monitored, enter the details from the hardcopy Monitoring Report form into the corresponding fields on the Monitoring Report details page.

16. When all of the captured details have been entered and if the Monitoring Report is complete select ‘Yes’ from the ‘Monitoring Complete’ drop-down list and click the Save button (see below).
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17. If any of the fields have not been populated with data, error message This field is mandatory if Monitoring Complete is set to Yes will be displayed.
18. If you do not wish to ‘Complete’ the monitoring report at this point in time, the ‘Monitoring Complete?’ drop-down list can be set to ‘No’ and the Save button must be clicked to save the details entered. You will be returned to the ‘FSFP Grant Request Home Page’.

Note

You must click the Save button before performing any other function otherwise the details entered will not be saved.

Some messages you may encounter during this process include:

	Error Message
	Corrective Action Required

	‘Please correct the following issues:’

 with 
‘This field is mandatory if Monitoring Complete is set to Yes’ for each blank field
	Will occur if you click the Save button when the ‘Monitoring Complete?’ drop-down list is set to ‘Yes’. Enter details into the fields where the error message is displayed or change the ‘Monitoring Complete?’ drop-down list to ‘No’ and click the Save button.

	There are no Monitoring Reports that match your search criteria!
	Either a Monitoring Report has not been recorded for the search criteria entered or incorrect search criteria have been entered. 

	A selection must be made
	The Create button was clicked without selecting an Organisation Financial Year or an Organisation. Please make a selection from the relevant field(s).


19. Correct any of the above errors if they occur as specified above.

20. Once you have finished viewing, adding and/or modifying the required Monitoring Report details you may perform another function by making a selection from the menu or logout by selecting the Logout link at the top of the page.

Note

If at any time you click the Back button any details entered will not be saved.
Trouble Shooting Guide

Listed below are some of the problems you may experience from time to time.   The table below provides recommended corrective actions for these problems.
	Problem/Error
	Possible Cause
	Corrective Action

	Lost Password
	Password was not recorded when the organisation was registered or has been lost.
	Contact FIND on 1800 020 031 and request a Family Support Funding Password Re-set.

	Application appears to be running slow
	Internet traffic sometimes reduces response times and makes web applications run slower. 
	Consider working on your application outside of peak internet traffic periods (eg early morning, later afternoon).
Lodge your Grant Requests from a PC that has broadband connectivity.

	Changes have not saved.
	Application has been exited incorrectly or the left toolbar has been used for navigation.
	Ensure each page is saved before moving to another page and exit application using ‘Home’ or ‘Logout’ tabs.


If you need further assistance, contact FIND on 1800 020 031.
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