STEP 1: Sign into CTIMS using your account information: Once logged in, open the left hand file menu
structure until it looks like below: Select the “FLA Manage Grants...” menu item.
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STEP 2: After you select the “FLA Manage Grant Worksheet...” menu item, a screen will appear in the
dashboard section. You will fill out your school information in the area circled in green similar to below: Once
your school information is added click the “Search” button circled in red.
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STEP 3: After you press “Search,” you will find the information associated with the grant listed under the blue
divider as circled in green below. You will click the blue active link text associated with the grant as shown
circled in red to access the worksheet.
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STEP 4: After clicking on the blue worksheet link associated with the grant the screen below will show, to
access the sub award funding agreement contract click the worksheet contract button located at both the top and
bottom of screen shown below circled in red (it does not matter which one you choose to click):
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STEP 5: After clicking on the worksheet contract button the following screen will show up in CTIMS, click on
the "7 icon circled in red below and select pdf by clicking on Eﬂ the pdf selection:
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STEP 6: After clicking on the pdf selection may see the following pop up towards the bottom of the screen,
select open circled in green below, once the documents is open in adobe you can print or save as needed.
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