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Introduction 
 
RIO (Results, Innovations & Outcomes) is an online grants management system developed for FCDJFS. Agencies must 

have access to the Franklin County Community Portal in order to access RIO. Once logged into the Community Portal 

agencies will be able to apply for bids and grants released by FCDJFS. If you experience any issues with the RIO system 

please send an email to dssrfp@fcdjfs.franklincountyohio.gov.  

 

It is mandatory to submit your application for funding via RIO. Please note that the questions in the screenshots are 

samples and may not reflect the exact questions on your funding application.  

Community Portal Site 
 

 The Community Portal can be found at: https://communityportal.fcdjfs.franklincountyohio.gov 

Community Portal Registration 
 

If you already have a Community Portal log-in, please skip to page 8.  

 

In order to use the Community Portal, you must register as a Community Partner and create a username and password. 

You will need to have your agency’s Community Partner ID to register. The partner ID will be sent in an email message 

from FCDJFS. If you are unable to register please contact dssrfp@fcdjfs.franklincountyohio.gov.    

Instructions 
 

1. Go to the Community Portal site https://communityportal.fcdjfs.franklincountyohio.gov 

 

2. Click the Register button. 

 
 
 
 
 
 
 
 
 
 

mailto:dssrfp@fcdjfs.franklincountyohio.gov
https://communityportal.fcdjfs.franklincountyohio.gov/
mailto:dssrfp@fcdjfs.franklincountyohio.gov
https://communityportal.fcdjfs.franklincountyohio.gov/
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3. Select Community Partner. 

 
 

4. Enter User Details then click Next. 

 
 

5. Complete the Personal Numbers section then click Next (or Back to return to the Name and Address tab). 
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6. Complete the Account Information section then click Next (or Back to return to the Personal Numbers tab). 

 
   
7. Verify all information you entered is correct then click Create Account. If you made an error click on the correct 

tab (Name & Address, Personal Numbers or Account Info) to make corrections. 
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8. Congratulations! You have now successfully registered. You will receive an email with your username and 

password. You will also have the option to print a copy of your username and password for your records. If you 

click Login you will be taken to your Community Portal account. 

 

Logging In 
 

1. Go to the Community Portal site https://communityportal.fcdjfs.franklincountyohio.gov 

2. Click Login 

 
 
  

https://communityportal.fcdjfs.franklincountyohio.gov/


FCDJFS RIO Instruction Guide 7 

 
3. Enter your username and password. If a full Community Partner you will have access to three tabs upon login; 

Home, Messages and Search. If your agency has limited access you will not see the search tab.  
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RIO 
 
Only Community Portal Administrators have access to RIO. If logged in as an Administrator the RIO link will appear on 

the Community Portal login screen (Home tab underneath Messages).  

 

Please note- if you do not see the RIO link immediately you may need to scroll down.  

 

RIO Home 
 
You will be directed to the Agency Profile section located in the Account Menu if the profile has not yet been completed 

for your agency. The Agency Profile must be completed and at least one board member must be added before you can 

start entering information into the remaining sections of the proposal. If there are no grants assigned to your agency 

and there are no current bids, this section will be blank when you log in. 

 

 

 

Account Management Menu 
 
The Account Management Menu is where you will provide information regarding your agency. There are links for 

Agency Profile, Board Members and Documents. Screenshots have been provided for each of the links. There are also 

links to the Home screen and an option to Log Out on this menu.  
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Agency Profile 
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Board Members 
Please note- If your agency does not have a board, enter N/A for First Name and then click Save. 
 

 

Documents 
 Click Browse to locate the document you wish to upload 

 Select the dropdown to the right of Select File Name to select the document name 

 Enter a brief description if applicable 
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1. After selecting the RIO link you will be taken to the home page which lists available funding opportunities for 

your agency.  

 
 

2. Click on the grant/bid title link to access the corresponding application.  

 

Please note- you will be directed to the Agency Profile section if the profile has not yet been completed for your 

agency. The Agency Profile must be completed and at least one board member must be added before you can 

start entering information into the remaining sections of the proposal. See the Account Management (page 8) 

section for information on the Agency Profile.  

RIO Navigation 
 

1. From the home page select a grant/bid to apply for or select an option from the Account menu 
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2. When in a grant/bid select a link from the menu bar or select an option from the Account menu  
 

 
 

3. Click the View Proposal button to begin completing the application.  

 

 

4. Click the link for each section of the grant/bid. These sections can be completed in any order. Remember to save 

your progress often. Each section will be described in detail in the sections below.  

 

Please note- be sure your entire application is complete before clicking Submit Proposal. Once your proposal 

has been submitted there is no way for you to recall it. If submitted in error you must email 

dssrfp@fcdjfs.franklincountyohio.gov.  

 

  

mailto:dssrfp@fcdjfs.franklincountyohio.gov
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Narrative 
 

1. Please answer each narrative question completely. In the Primary Program Contact Information section phone 

numbers must be entered in the correct format (614-555-2222) for them to be saved.  

Please note- questions in the following screenshots are samples and may not reflect the exact questions on your 

funding application. 

 
2. The Program Information is labeled Page 1 of 3. After answering questions click Save & Continue at the bottom 

of the screen to move to Page 2 of 3.  
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3. On Page 2 of 3 you will be able to select Back to return to Page 1 of 3 or Save & Continue to go to Page 3 of 3.  

 

4. For numbers 16 and 17 on Page 3 of 3, please enter the requested information then select Add New to save. A 

list will be created of the information you entered.  

a. Subcontractors that have a fee in question 17 will appear in the budget 

b. Select the Edit link to the left of a position to make changes to an entry. Use the red trash can icon to 
the right of a position to delete the entire entry. 

 

 

5. For number 18, enter requested information about your staffing plan then click Add New after each staff person.  

 

6. Select the Edit link to the left of a position to make changes to an entry. Use the red trash can icon to the right of 

a position to delete the entire entry. 

 

7. Upload all required documents in the attachments section (immediately following question number 19).  

a. Click Browse to find the document you want to attach 
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8. Select the file you wish to attach then click Open 

 

a. Select the File Name from the dropdown list and enter a brief description. 

 

 

b. Click Upload. You will see a message that the File uploaded successfully 
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c. Repeat this process until all required documents have been uploaded then click Save 

 

d. After clicking Save, select the Questionnaire link at the top of the page 

 

e. Select Risk Assessment to begin the next section of the application 
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Risk Assessment 
 

1. There are three pages (screens) to the Risk Assessment. Please answer each question and click Save & Continue 

or Back at the bottom of each screen. On Page 3 of 3 Click Save and you will be taken back to the Submit 

Proposal page.  
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Budget 
 

The budget is broken out into six sections that you must complete: 

 Revenue for Budget Period 

 Admin Costs 

 Reimbursable Costs  

 Salaries and Payroll Related Costs 

 Occupancy Costs 

 Equipment Depreciation  

The Summary link displays the information you have entered into the budget.  

Revenue for the Budget Period 
 

1. Enter the requested information in each field then click Save  
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2. For date fields a date can be selected from the pop-up calendar or entered manually in the text box 

 
 

3. After Clicking Save scroll down to the Additional Funding for Proposed Program section 

 

4. Enter a brief description for each additional funding source for your program. Then enter the confirmed amount 

and any pending amounts. The Total Amount column will calculate when you click Save.  

 
 

5. Enter revenue amounts for your entire agency then click Save.  

 
 

6. After saving select the Questionnaire link on the menu bar to return to the Submit Proposal page. 
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Admin Costs 
1. Select Federal Approved Indirect Rate or 10% De Minimis 
2. Enter a percentage for the Indirect Rate 
3. Enter explanation of Administrative Costs 

 
Please note – See the Budget Instruction Guide for full details regarding Administrative (Indirect Costs). A 
percentage of less than 10% can be entered for de minimis. A percentage must be entered on this page in order 
for Administrative Costs to calculate on the Summary page. 
 

 

Reimbursable Costs 
 

1. Select the Reimbursable Costs link from the Submit Proposal page 

 

Please note- You will receive a message to remind you to enter all subcontractors that will be paid a fee in the 

narrative section. Subcontractors must be entered in the narrative in order for them to appear in the budget. If 

your program isn’t using subcontractors click OK and move to the next question. 

 

2. The budget From and To dates should reflect the timeframe of your program. Once dates have been entered 

click Save.  
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3. Direct Contracted Service Costs- There will be a dropdown list for Name of Contractor. The list is populated with 

contractors that were entered in the Narrative. Services provided will also be populated from the Narrative. 

Complete information for each contractor and click Save. You will see a list of all contractors that have been 

added.  

 

Please note- If you have a flat fee contract enter the total amount in fee per hour and enter 1 in number of 

hours. Enter Fee Per Hour and Number of Hours OR Total Amount of contract. Entering both will cause the 

amount to duplicate.  

 
 

4. Direct Travel and Training Costs- Enter the cost of each item in the first column and the number of items that 

will be purchased in the second column. The Total Cost will calculate for you. Click Save after completing the 

section.  
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5. Direct Consumable Supplies and Related Costs, Incentives and Stipends- Enter each item, an explanation and the 

Total Cost then click Add New. Repeat this process for each cost.  

 

 

 
 

6. Reimbursable Equipment Costs- Purchased and Leased Equipment Costs work the same way- enter the required 
information then click Add New. A list will be generated of all items that were entered.  
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7. Explanations- There is a section for each budget section to explain cost calculations or provide other information 

to FCDJFS.  
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Salaries and Payroll Related Costs  
 

1. Select the Salaries and Payroll Related Costs link from the Submit Proposal page 

 

Please note- You will receive a message to remind you to enter staff members in the Narrative. Staff must be 

entered in the narrative in order for them to appear in the budget. If you wish to add staff later click OK and 

move to the next question. 

 
 

2. Enter the percentage rates for each payroll related cost and click Save. 

 

 

 
 

Please note – Social Security/Medicare and Worker’s Comp are the only rates used to calculate payroll related costs in 

RIO.  
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3. Select a position from the dropdown box and enter all requested information for the position.  

 

Please note- this step must be completed for each staff person listed in the narrative.  

 
 

4. A list of staff and costs will be created 
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5. Positions can be edited by clicking Select, changing information above, and then selecting Update 

 

 
 

6. To delete a position select the red trash can icon 

Please note: If you accidentally delete a staff position you can add them again by repeating step 4 above   
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Occupancy Costs 
 
This section works in the same way as previous sections. Enter requested information then click Save. Screenshots have 

been provided for each section.  
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Equipment Depreciation 
 
This section works in the same way as previous sections. Enter requested information then click Save. Screenshots have 

been provided for each section.  
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Budget Summary 
 
The budget summary displays all of the information you’ve entered in each section of the budget. This is where you can 

view the amount of Administrative Costs based on your Indirect Rate percentage. You will not be able to enter/edit any 

of the information on this page.  

Internal Controls Questionnaire 
 

1. The Internal Controls Questionnaire functions in a similar way to the Risk Assessment. Provide the requested 

information then click Save. Screenshots have been provided for each section. 
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Submit Proposal 
 
When you have entered all of the requested information and are ready to submit Click Submit Proposal. You will receive 

a pop-up asking if you are sure you want to submit. If you are ready to submit to FCDJFS click OK. If you need to make 

revisions click Cancel.  

Please note- be sure your entire application is complete before clicking Submit Proposal. Once your proposal has been 

submitted there is no way for you to recall it. If submitted in error you must email dssrfp@fcdjfs.franklincountyohio.gov.  

 
 

mailto:dssrfp@fcdjfs.franklincountyohio.gov
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Once you have submitted the application the Status will update and you will no longer be able to revise your grant/bid 

application.  

 

Rescind Application 
 

1. If your agency no longer wishes to apply for funding you can select Rescind Application from the Submit 

Proposal page. When you click Rescind Application you will need to indicate that the decision has been 

discussed with executive management at your agency and give a reason why you wish to rescind. Once this is 

complete click Save.  
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2. Once you have clicked Save the status will update on the Submit Proposal screen. You will no longer have access 

to the View Proposal or the Rescind Application buttons.  

 

 


