Appendix 7

Welcome to the California Tobacco Control Program Online Information System (OTIS).
You will utilize OTIS to create, complete and submit your application, including your
contact information, background information, scope of work and budget. You will also
utilize the system to submit additional, required documents.

A. OTIS Application Instructions: User Set-Up

To get started, please set-up your user accounts by following the below steps.

1) Visit the California Tobacco Control Program, Funding Opportunities and
Resources (TCFOR) website

CRURORNA RepnslC

CALIFORNIA TOBACCO CONTROL PROGRAM
FUNDING OPPORTUNITIES AND RESOURCES

The Tobacco Control Funding Opportunities and Resources (TCFOR) site provides access to the tools and resources
applicants need to identify funding opportunities and prepare applications for the California Tobacco Control Program,
California Department of Public Health.

2) Select Funding Opportunities

Funding Opportunities

r one-stop-shop for finding, registering, and applying for funding opportunities.
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3) Select the procurement you are applying for

Calfonia Tobaceo Confrol Program

Funding Opportunities and Resources

Contat | FAQ

Home | Funding Opportuniies | Project Directory  Evaluator Direclory  CTCP Websites|

Funding Opportunities

Your one-stop-shop for finding, registering, and applying for funding opportunities

_ L i b e

Program Background G 19-10033 Iniiaive to Reduce Tobacco.Related Disparites at Residential Behavioral . July 31,2019
Health Facies g 500 Pl

FAQ

Opportunites
View Upcoming Funding Opporturites.
il Al SeivIiGS View Recently Awarded Funding
5 Sign-up for Emal Alert Services.
View Archive
 Training Tutorals

Archive

TCFORHome | ComtactUs | Siemap | PrvacyPoicy | FAQ
aliformia Department of Public Health, Caiifornia Tobacco Control Program

‘Copyright €2017 Califoria Depariment of Public Health

4) Select Start Here

‘Calforia Tobaceo Control Program contact | A

Funding Opportunities and Resources.

Home | Funding Opportunifiss | Project Direclory  Evaluator Directory  CTCP Websites.

flome CG 19-10011 California Tribal Grants to Reduce Tobacco-Related Disparities l:l _

Overview
Program Background Y Closing Date August 28, 2019 - 500 PIA
Faq

Y Pupose The purpose ofthe Calfomia Triva Grants fo Reduce Tobaco.Related Disparties i 0 address

the American by directly funding
California Tribal Govermments and Trioal Goverment Agencies. This Request for Application (RFA)
sesks to fund in American
Indian communites through tibal approaches focused on commercial tobacco use prevention and
reduction, collaboration, and community engagement.

Email Alert Services

Archive
The tem RF “This RFA does not seek o
sacred use of tobacco Communtes.
¥ General Updates.
¥ Funding Alert CG 1910011 California Tribal Grants to Reduce Tobacco - Related Disparities - Funding

Opportunity Alert (PDF - 287.35 Kb)

¥ Application Information 18-10011 California Tribal Grants RFA (PDF -0.51 Mb)
Appendix_1_Leveraging_Existing_Infrastructure (PDF - 92.82 Kb)

~Appendix_2_Overview_Initiative (PDF - 0.72 Mb)

Calfonia Tobacco Confrol Program

Funding Opportunities and Resources

Contat | FAQ

Home | Funding Opportuniies | Project Direclory  Evaluator Directory  CTCP Websiles

Getting Started

o CG 19-10011 California Tribal Grants to Reduce Tobacco-Related
Overview Disparities
Stcp 1 Applicant Registraton and Approval
FAQ After you acCT approval, you can PPl in the California Online

Tobacco Information System (OTIS).

Step 2: Application Submission (via OTIS)
Email Alert Services Whatis OTIS? OTIS is cTce o i submission, review and approval,
progress and cost reporting, and project closeout. The OTIS site is password protected and requires a user account for access. The site is ocated at
hitpsoti.catcp.org.

To complete e equied steps sl above you must have an OTIS account _

Lets get started!

E==2

TCFORHome | ComtactUs | Siemap | PrvacyPoicy | FAQ

Archive

Galiforia Department of Public Health, Cafifornia Tobacco Control Program
‘Copyright €2017 Califoria Depariment of Public Health
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6) Enter your information

Woria Tobacco Control Program Contat | FaQ

Funding Opportunities and Resources
Home  Funding Opportunt

Project Directory  Evaluator Directory  CTCP Websites

OTIS Account Creation

Home LosmToOTIS I
R —

Overview

Program Background Ifyou are a new user, complete the folloving form o create: an OTIS user account.f you already have an active OTIS account, please return to the Applcant

Registration login page.

FAQ
Create an OTIS Account
Opportunities -
Fields in RED are required. —_
Email Alert Services
First Name:
Archive
Last Name:

All fields in red are

Confirm Email

. ={ required and must
be completed

Password

Password must be a minimum of eight (8) characters in
length and must have ltters and at least one number.

Password may not match your ogin name.

Create Account

Confirm Password:

TCFORHome | ComtactUs | Siemap | PrvacyPoicy | FAQ

Galiforia Depariment of Public Health, Cakifonia Tobacco Control Program

‘Copyright €2017 Califoria Depariment of Public Health

7) Select Create Account

Califonia Tobaceo Confrol Program Contact | FAQ

Funding Opportunities and Resources
Home  Funding Opportunt Evaluator Directory  CTCP Websites

Project Directory.

OTIS Account Creation

Home LoamTO OTser
R —

Overview

Program Background you are a new user, complete the following form o create an OTIS wser account. If you already have an active OTIS account, please feturn to the Appl
Registraton login page.

FAQ
Create an OTIS Account

Opportur

Fields in RED are required.
Email Alert Services

First Name: sam
Archive

Last Name: Smith

Email Address: sam smith@ca gov

Confirm Email
Address: samsnith@ca.gov
Login Name: p—

Password:

Password must be a minimum of ight (8) characters in
length and must have ltters and at least one number
Password may not match your login name.

Confirm Password:

TCFORHome | ComtactUs | Siemap | PrvacyPoicy | FAQ

Caiiformia Depariment of Public Health, Caifomia Tobacco Conirol Program

‘Copyright 62017 Galiforia Depariment of Public Health
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B. OTIS Application Instructions: Overview Video

Before starting the application within OTIS, get acquainted with the system by reviewing
the New Applicant Video.

To access this video:

1) Log-In to OTIS

CALIFORNIA TOBACCO CONTROL PROGRAM
( ){UTIS Online Tobacco Information System

Enter your username and
password and then select
the “Log In” button

Please Log In.

— Login Name: Igroves

Password: eeessess

m——
Forgot Your Password?

o

(4L~

B oo

California Department of Public Health, California Tobacca Gontrol Program
Copyright 2001-2019 State of California

Daniel orcall (916) 449-5474

2) Scroll over the Training Tab
@ﬁ OTIS' Grine Tobece Infmaton ystem

Welcome, Lauren Groves! &

My Account | My Agency | Logout

(B IuE T CTCP Staff

MyoTIS My Projects Calendar Announcements Training dind..  Quick Links
T Overview
= . Training Courses
CTCP Stal Status Overview OTIS Videos
Glossary
= MyOTIS Dashboards User Manuals
‘Status Overview Procurements Shown: 2 selected N
My Projecte Policy Manual
R ﬁpply Filteﬂ CTCP Staff Job Aids
Agreements
Project Archive
— COMMUNICATIONS MANUAL CMS
= Utilities
CCommunication Log
e eports 2. 568 Unread Discussions Manual Manager Tools requires Help Manager role
Systemwide Reports ) No assigned user manual content areas.
Document Repository & 175 Unread Official Discussions
Browser
Final Evaluation Reports & 147 Unread Help Request Discussions
Reviewer Database
"TCFOR Opportunity Previews -
reon Short  PDF 0 Saved Messages
Green Sheet - XLS
Blue Sheet - PDF
Blue Sheet - XLS PLAN/APPLICATION OVERVIEW PLAN/APPLICATION STATUS
PC Supervisor @ Approved @ Submitted  ® Open
Program Consultant Abstact
PM Supy
PCSupv
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3) Select OTIS Videos

Aoms

CGALIFORNIA TOBACCO CONTROL PROGRAM
Online Tobacco Information System

MyoTIS

My Projects Calendar Announcements CommLog
Hide Menu

crep staff Status Overview

= MyOTIS Dashboards
‘Status Overview Procurements Shown: 2 selected
My Projects -

A ﬁpply Fllteﬂ

Agreements
Project Archive
i COMMUNICATIONS

= Utilities
Communication Log
Mailing Labels .
Procurement Reports A%, 568 Unread Discussions
Systemwide Reports .
Document Repository 8] 175 Unread Official Discussions
Browser
Final Evaluation Reports Sh 147 Unread Help Request Discussions
Reviewer Database
"TCFOR Opportunity Previews -
Phbioessine 0 Saved Messages
Green Sheet - XLS
Blue Sheet - PDF
Blue Sheet - XLS PLAN/APPLICATION OVERVIEW

PC Supervisor

Program Consultant

Absiract
P Supy

Appendix 7

Welcome, Lauren Groves! &

My Account | My Agency | Logout
Logged in as: (Sl

Training Best Practices Fine Quick Link:|

Overview

Training Canr_
OTIS Videos

Glossary

User Manuals

Policy Manual
GTCP Staff Job Aids

MANUAL CMS

Manual Manager Tools requires Help Manager role

No assigned user manual content areas.

PLAN/APPLICATION STATUS

@ rpproved @ Submitied

Open

AR

CALIFORNIA TOBACCO CONTROL PROGRAM
Online Tobacco Information System

Aons

MyoTIS My Projects Calendar Announcements CommLog

Help

Help Index | Request Technical Assistance

OTIS Videos

The following videos have been created as quick overviews of OTIS and its features.

iy -

Funded Applicant Video

dag,
@

Staff Video

4) Select the “New Applicant Video”

Welcome, Lauren Groves! &

My Account | My Agency | Logout
TCP Staff

Find...

Logged in

Training

Best Practices Quick Links

The new applicant
video will provide an
overview of OTIS

New Applicant Video
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C. OTIS Application Instructions: Application Components

To learn how to complete the application within OTIS, please review the applicant
training courses. The courses for learning how to utilize OTIS for the application
creation, completion, and submission are broken into short, easy to watch courses.

Available Courses:

¢ Contact Information
Background Information
Evaluator Information
Scope of Work: Objective Information
Scope of Work: Intervention Topics
Scope of Work: Evaluation Plan
Scope of Work: Narrative Summary
Budget
Additional Documents
Application Submission

To ensure you have completed each section properly, please see the Application
Requirements section in the RFA.

To access this courses:

1) Log-In to OTIS
CALIFORNIA TOBACGCO CONTROL PROGRAM
‘k& OTIS Online Tobacco Information System

Enter your username and
Please Log In. password and then select
— e o the “Log In” button

assword?

A /\ﬁ ol i @ 2 o . .
SRR iyt Wl 7 0] T ot ANE e

California Department of Public Health, California Tobacca Control Program
Copyright 2001-2019 State of Galifornia

ca.gov or call (916) 449-5474
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2) Scroll over the Training Tab

Aoms

CALIFORNIA TOBACCO CONTROL PROGRAM
Online Tobacco Information System

Appendix 7

Welcome, Lauren Groves! &

My Account | My Agency | Logout

Logged in as: [l

MyoTIS My Projects Calendar Announcements Help | Training find..  Quick Links
T Overview
- . Training Courses
CTCP Stal Status Overview OTIS Videos
Glossary
= MyOTIS Dashboards . User Manuals
‘Status Overview Procurements Shown: 2 selected * N
g Policy Manual
My Projects = ~
isi ﬁpply Fllteﬂ CTCP Staff Job Aids
Agreements
Project Archive
I COMMUNICATIONS MANUAL CMS
= Utilities
Communication Log
e eports & 568 Unread Discussions Manual Manager Tools requires Help Manager role
Systemwide Reports . No assigned user manual content areas.
Document Repository 3 175 Unread Official Discussions
Browser
Final Evaluation Reports 4 147 Unread Help Request Discussions
Reviewer Database
"TCFOR Opportunity Previews —
Phaiioheagnt == 0Saved Messages
Green Sheet - XLS
Blue Sheet - PDF
Blue Sheet - XLS PLAN/APPLICATION OVERVIEW PLAN/APPLICATION STATUS
PC Supervisor @ Approves @ Submited ® Open
Program Consultant Abstract
PM Supy
PCSupY

3) Select Training Courses

Aons

CALIFORNIA TOBACCO CONTROL PROGRAM
Online Tobacco Information System

MyoTIS My Projects Calendar Announcements
-
GIEREE Status Overview
= Myors Dashboards
ie Procurements Shown: 2 selected
My Projects

Revisions/Subcontract

Project Archive
COMMUNICATIONS

Communication Log

Procurement Reports 564 Unread Discussions

Systemwide Reports

Document Repository Il Discussions
Final Evaluation Reports & 148 Unread Help Request Discussions
Reviewer Database
TCFOR Opportunity Previews = oSaved Messages
Green Sheet- PDF
Green Sheet- XLS
Blue Sheet - PDF
Blue Sheet - XLS. PLAN/APPLICATION OVERVIEW
PC Supervisor
Program Consultant Abstract
P seen
P i
™
"o
Suspendes
owre
Reasied
o o5 T

Welcome, Lauren Groves! &

My Account | My Agency | Logout
Logged in as: [Sloe

Help Training  BestPractices  Find.. QuickLinks

Policy Manual
CTCP Staff Job Aids

MANUAL CMS

Manual Manager Tools requires Help Manager role
No assigned user manual content areas

PLAN/APPLICATION STATUS

@sopoued @ Submited ® Open

4) Select the Link of the course you would like to review

doms

CALIORNIA TOB

Onling Toba

ONTROLPROGRAN
0 Information System
Mot MyProjcts

Calencar  Announcements

Training Courses

Welcome, Lauren Groves! &5
My Account My Agency | Logout
Loggedin ss: TSR |

Hop  Training BestPractices Find. QuickLinks

OTIS Applicant Training

Overview

etc) and modles witina uni

You can review all of the
courses or watch one at a
time, as needed.

System Requirements

e st equements forvwig e rnng o e
+ Amulimedia st with a sound card and speskers
* Figh-speed et sccess
" Popap Slocker ISABLED
T tst varson o Chrome, et o tant Exlrer
* Flaeh Payerverson 100 rlster

Course
it orientation

Fporting cost eportin,
odus:

Gatting Startod (8:44)

Creating Your Applcation/Pi

ContactInformation (829)
Background Information (12.39)
Evaluatornformation (£40)
Scope ofvork

- Objective nformation (829)
- ntervention Topics (11:15)

- Evaluaton Pln (14:39)
Narrative Summary (651)

Budget (1436)

Addiional Documents (448)

Applcation Submision (338)

unit:

Progess Reports
Modules: Inroduction (630)

Document Repository (230)
Contactinformation (302)
Statt Tracking 1:53)
Subcortracts (213)
Chaangos and Bariors (1:51)
Coation Functoning and Membership

)
Colboration Tracking (1:44)
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