How to add a new user to your
Organization Profile within the
Education Grants Management System
(EGMS)

This guide shows organization administrators how to add a new user to their profile. If
you are trying to associate an existing user with a record, please follow the How to
Associate Users guide.

1. Once you have logged in as the Organization Admin, click “Organization Profile” on the
left navigation panel.
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2. Scroll down to the All Contacts table and click the blue “New"” button on the right.
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1. Add Program of Interest: Click the View action on your Contact to Associate the Program of Interest. (The admin can add Program of interest for all Contacts)

2.0 Thels i column indicates the Organization Administrators. There can be upto 2 i atatime. The i can be changed by
current organization administrators or OSP! through the action within Contacts table

3. For more information or inquiries about licenses please contact egms suppor@k12.wa.us
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3. Add details to each required field (those with the asterisk).

New Contact

=+ Required lo Save A Required to Submit

a Information

Organization Prafix “First Name

Aubum School District ~None— |

*Last Name *Phone Motie Phone

Contact Type

~None—

School User Only (Optional) @

a Address Information

Address Line 1 Address Line 2

Zip Code

4. Under "Role,” select the roly type. Please note, only Primary users can submit records to
OSPI.
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4 Information
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Aubum School District --None— Test

*Last Name “Phone Mobile Phone
Test i 123456789

“Email *Role Contact Type

test@testguy.com Primary ~MNone—

Schoal User Only (Optional) @

 Address Information

Address Line 1 Address Line 2

Use the horizontal scrolling bar to reach the right side of the All Contacts table.

u Project Location 915 4TH STNE AUBURN WA 98002 @ &
Primary Address 915 4TH STNE AUBURN WA 98002 @ &
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1. Add Program of Interest: Click the View action an your Contact 1o Associate the Program of Interest. (The admin can add Program of Interest for all Contacts)

2.0 izati inie The | ini column indicates the Organization Administrators. There can be up to 2 izati ini at a time_ The ini can be changed by
current organization administrators or OSPI through the action within Contacts table

3. For more information or inquiries about licenses please contact egms support@k12 wa us

* Records are sorted by Created Date descending order
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N Goverants OSP! Home | Site Info | Non Disclosure Agreement | Confiict of Interest.

Click the purple paper airplane icon next to the new user you just added to send the
invitation.



u Project Location 915 4THST NE AUBURN WA 98002 @ &
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1. Add Program of Interest: Click the View action on your Contact to Associate the Program of Interest. (The admin can add Program of Interest for all Contacts)
2. Organization Administrator The Is Administrator column indicates the Organization Administrators. There can be up to 2 organization administrators at a time. The administrator can be changed by
current organization administrators or OSPI through the action within Conlacls table.
3. For more information or inquiries about licenses pleasa contact egms.support@k12.wa.us
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You can customize the invitation email text if you would like.

Upload Application Budget

Instructions:

Click the “Choose File” button to select the Excel (.xIsx or xis) file on your
computer from which you wish to upload data. Once you select the file, please
click the “Upload File” bution to begin uploading the data.

Choose File | No file chosen
Upload File
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test@testguy.com
Ce

Subject ~ Notification: Invitation ta be a User of EGMS

¥ Choose File | No file chosen

Helld,

You are invited to become an Education Grants Management System (EGMS) user.

Please click here to create your login account to register as a User in the EGMS.

You will be prompted to agree to a Legal Disclaimer upon registration.

For assi with i i process click Here.

Programs of Interest can be added in the Organization Profile. This will notify you when grz

Please do not reply to this system-generated email. You may contact the OSP1 Support Tearr
questions or need assistance with this task.

8. When you're ready to send the invitation, click the blue “Send” button at the bottom left

of the pop-up box.

You are invited to become an Education Grants Management System (EGMS) user.
Please click here to create your login account to register as a User m the EGMS.
You will be prompted to agree to a Legal Disclaimer upon registration.

For assi with f process click Here.

Programs of Interest can be added in the Organization Profile. This will notify you when pre

Please do not reply to this system-generated email. You may contact the OSPI Support Tean

questions or need assistance with this task.

Thank you,
OSPI EGMS Team

9. You will receive a confirmation message. Click "Ok.”
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Confirm

Email sent successfully

Select the user you would like to associate with this application.
10. Select the user you would like to associate with this application.

Associate Contacts

+ Contacts

Shawing 1 to 7 of 7 records
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11. Click the "Associate” button.
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« Contacts

Showng 1 1o 7 of 7 reconds
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Reclpieat
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Raclgisnt
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Total Records T

12. Click the "X" to close the pop-up window.

13. Click the blue pencil to edit.
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Peer Reviewers: To give ofher users edit access chick in the New bufion in the Peer Reviewers secion
Change Application Owner: Cick the Ed action in the Owner secfion and search the nams of the user you want to iranster ownership to. Nate: The New Owner will have edit access and recaive tasks and
notifications related ta this Application

= Appiication Contacts

Add Fiscal Contact: Click the Associate bulton and Indicale staff Flscal Contacts. these siaff memberis) will recelve tasks and notlfications for the payment reguests created for this grant

Project Role Name | Fmail B User Actions.
Fiscal Contact vy
Other - v
Other w| 0SPITest »x
Totel Recunds 3

= Peer Reviewers

Peer Review Process (Application Dwner): Click the New button. enfer required detalls and Save the window. Note: When the peer review Status Is Sent for Review, the peer review can edit the Application
Onece Pesr Review is completed. click the Complete Review button to Submit the Application Note All Peer reviewers will lose the abiity 1o adit once the review s completed
Poar Ruview Process (Peer Reviewer): Complets any edits to the sppiication. To notiy the Apghcation Owner of complsted sdits, cick the Submil Review action in the Pasr Raviewsrs table

* Records ar sovied by Responsibility ascending order
Showing 1 1o 2 of 2 recerds

& Ruviewsr Name Dascription Dua Dats Allow Record Editing Status Focus Area Actions
B 1 071272024 Yoa Crasted SO
@ 2 071122024 Yas Craated SO
Tokal Records 2

14. Select the Project Role from the drop dow menu and click save.




arch
= Tasks
My Tasks
Ponding Tasks
Completed Tasks

. Activities

ation

Organ

Organization Profile
204 Test

FP 672-Financial Literacy

FP 672-F mancial Literacy

Organizational Administrator

Contact Us

Education Grants Management System s Portal
®  Opportuniti Grants ¢
Peer Reviewers: To give other users edit access, dick in the New bufton in the Peer Reviewers seciion

Change Application Owner: Click the Edit action in the Owner section and search the name of the user you want to transfer ownership to. Note: The New Owner will have edit access and receive tasks and
notifications related to this Application

~ Application Contacts

Add Fiscal Contact: Click the Associate button and indicate staff Fiscal Contacts these slaff member(s) will receive tasks and notifications for the payment requests created for this grant

Praject Role Name 1 Email Is User Actions

Fiscal Contact v ® SR

Other v ® 4R
Fiscal Cantact 0OSPI Test x D

Totsl Records 3

a Peer Reviewers New

Peer Review Process (Application Owner): Click the New button, enter ired details and Save the window. Note: When the peer review Status is Sent for Review, the peer review can adit the Application
Once Peer Review is completed, click the Complete Review button to Submit the Application. Nots® All Peer reviewars wil lose the abilty to edit once the review is complsted
Pear Review Process (Paer Reviewsr): Complete any edils 1o the application. To notfy the Application Owner of completed adits, click the Submit Review action in the Peer Reviewsrs lable

* Records are sorfed by Responsibility ascending order
Showtng 110 2 of 2 racords

#  Reviewer Name Description Due Date Allow Record Editing Status Focus Area Actions
B 1 Jrinnon Admin 0711212024 Yes Crested
B 2  Brinnon Admin 0711272024 Yes Created

Total Recoras 2

Tip! If you see an orange dot next to a tab, it means there are required fields in that section which
have not been addressed.

15. Click through each tab to make sure you have completed all required fields. Be sure to
click save!
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16. Once you are done adding content, click the "Complete Form” button on the top right.
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17. Once you're ready, click the blue “Submit Application button.”

Apphcation

204 Test =
EGMSID Status Agplication Due Date

AP-OSPI-4141 Created 0711272024

*- 1 Complete Application view mere

Indicate the Fiscal Contact in the Staff Assignments tab
Complete all Mandatory forms and upload any files that OSP! has.

@,
Crealed Submitted Converted lo Awsrd

Woverview  $Budget W StaffAssignments @ FormsandFiles  DHistory W Collab

a Application Instructions

« Forms & =
a

Showing 110 1 of 1 records
Sequence Number T Form Name Is Form Completed? Mandatory? Last Modified By Last Modified Date Version Actions

1 Yes Yes Brinnon Admin 031182025537 PM Fy25 - #
Tolal Records 1

a Supporting Documents Checklist | =

a v

18. The system will ask you to confirm your application submission with a pop-up window.

Once you've submitted your application, the page will refresh and the status bar will update to
"Submitted."
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