How to submit application revisions
within the Education Grants
Management System (EGMS)

You can access Pending Tasks in multiple ways. You can click the hyperlinked numbers in the Task
Summary By Phase box on the Home tab or you can follow steps 1-2 below.

1. Begin on the home tab once you have logged in. If the left navigation panel is
minimized, click this arrow to make it expand.
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Create Application: Click the Opportunities module in the top menu

View Current/Past Applications: Click the Applicati module in the top menu

View Current/Past Grants: Click the Grants module in the top menu

View Current/Past Amendments: Click the Grants module in the top menu

View Current/Past Payments: Click the Monitoring module in the top menu

View Current/Past Progress Reports: Click the Monitoring module in the top menu
EGMS ID: To access a specific record in the system, Search the EGMS ID in the left menu

oML

Task Summary By Phase Task Summary By Due Date My Feed
Opportunities 0 Late 6t No feeds available
Applications 25 Due within 7 Days 0
Grants 1 Due within 30 Days 1
Monitoring 48 Due in more than 30 Days 4

2. Click "Pending Tasks” from the left navigation panel.
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Q Search Create Application: Click the Opportunities module in the top menu
View Current/Past Applications: Click the Applicati meadule in the top menu

View Current/Past Grants: Click the Grants module in the top menu

View Current/Past Amendments: Click the Grants module in the top menu

View Current/Past Payments: Click the Monitoring module in the top menu

View Current/Past Progress Reports: Click the Monitoring medule in the top menu
EGMS ID: To access a specific record in the system, Search the EGMS ID in the left menu
=S8 Tasks

Task Summary By Phase Task Summary By Due Date My Feed
My Tasks
Pending Tasks Opportunities 0 Late 67 No feeds available.
Corfipleted Tasks Applications 25 Due within 7 Days 0
I Activities
Grants 1 Due within 30 Days
QOrganization
Monitoring 46 Due in more than 30 Days 4
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3. Scroll to find the application revision request and click the green triangle to begin.
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My Tasks
Pending Tasks | 2
Completed Tasks Application
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R 01/12/2024
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4. The orange dot on the Revisions tab let's us know there are fields we need to complete
under that tab.
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Application
FP Example - Competitive
Announcement({Negotiate)#613086811

EGMS ID Status Application Due Date School (1
AP-OSPI-3065 Revision Initiated 02/01/2024 Almira Elementary School
= N
= Tasks -@- 1. Complete Application’ view more
My Tasks Indicate the Fiscal Contact in the Staff Assignments tab
Complete all Mandatory forms and upload any files that OSPI has.
Pending Tasks
Completed Tasks
O
e Activities @ O
Created omitted Converted fo Award
Organization
Organization Profile * Required to Save A\ Required to Subm
@ Recently Viewed W Overview  S$Budget  WrStaffAssignments  [BiRevisions® QS FormsandFiles  'DHistory 4
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FP 1111 - New User Trai ~ Request Revisions Details

FP 1111 - New User Trai. Due Date ‘4 Revision Request Status Applicant Name
Almira School District 1/12/2024 Sent to Subrecipient Admin Almira
SR Revision Requested Date Application Sections for Revision

1/2/2024 9:16 AM Budget: Budget Information; Budget:
RA-0312 Allocations and Indirect Costs; Budget:
FP 672-Financial Literac Budget Details; Budget: Budget Narrative

Pri School US Comp

5. Scroll down to enter a response in the “Applicant Response” box.



FP 876 - OSSI: Targeted 3+ Grant (State) - Budget Narrative

All il FP 219 - Transitional Bilingual Instructional Program - Program Demographics

— ) FP 219 - TBIP - Assurances
= Tasks -

FP 219 - TBIP - Professional Learning Plan

My Tasks
Pending Tasks

Completed Tasks

e Activities =

a Explanation of Revisions Needed

Details
Test Explanation
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a Applicant Response

*Details

FP Example - Competitiv
FP 1111 - New User Trai...
FP 1111 - New User Trai.
Almira School District
Almira School District
RA-0312

FP 872-Financial Literac.
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1221 Announcement

1221 Announcement

@ Technical Support

Cancel

Organizational Administr_..

ﬁGovGrants OSPI Home | Site Info | Non Disclosure Agreement | Conflict of Interest A

The Request Revisions Details section will tell you which sections and forms need adjustments,
such as the Forms and Files tab.

6. Click the Budget tab.
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EGMS ID Status Application Due Date School ‘A

AP-OSPI-3065 Revision Initiated 02/01/2024 Almira Elementary School
—
m Tasks @ 1. Complete Application view more

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

My Tasks
Pending Tasks
Completed Tasks

N Activities

0
L O O
Created Submitted Converted
Organization

Organization Profile

W Overview $ Budget * Staff Assignments E Revisions @ Forms and Files "D History +

@ Recently Viewed

FP Example - Competitiv... a Request Revisions Details
FP 1111 - New User Trai
FP 1111 - New User Trai 01/12/2024 Sent to Subrecipient Admin Almira

Almira School District
01/02/2024 9:16 AM

Budget: Budget Details
Budget: Budget Narrative
Budget: Allocations and Indirect
Costs

Budget: Budget Information

Almira School District

RA-0312

FP 872-Financial Literac

Pri School US Comp
1221 Announcement

a Available Forms for Revision

1221 Announcement

On certain tables you will need to scroll horizontally to reach the blue pencil used to edit.

7. You can adjust the indirect amount in the Budget Information table. All other budget
revisions are done in the Budget Details section.
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Please enter whole numbers only.
Enter Indirect Amount:

Multiple Focus Area Grant: Click Edit in the Allocations and Indirect Costs table
Other Grants: Click Edit in the Budget Information table

» Budget Information

* Records are sorfed by Last Modified Date ascending order
My Tasks

Allowed

Pending Tasks Allocati Ret!ueeted Bm:ineted B!Jdoeled Budg Total Unbude )
ATk bt Indirect Indirect Direct Direct Budgeted Arm:unls »d Actions
ompleted Tasks - o z

Amount Expenditures Expenditures Expenditu Expenditures

e Activities

$10,000.00 10,000.00 $10,000.00

Organization
Organization Profile

@ Recently Viewed

a Budget Details Download in E: Upload Excel =

1. Click the 'Download in Excel’ button to download the Excel template that you should use to enter the budget. After entering the budget in
Excel, save the Excel on your computer. Nex, click the "Upload Excel' button to upload the budget in the Budget Details section

Showing 1 to 1 of 1 records
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FP 1111 - New User Trai...

FP 1111 - New User Trai...

Almira School District

Almira School District " Records are sorted by Focus Area ascending order, Category Name ascending order
RA-0312

FP 872-Financial Literac_

Supplies

Benefits Inatr
EISENG LS LonE Debit Credit Salaries Salaries & Resources, | Purchasec
1221 Announcement Category Name Transfer Transfer Certificated Classified Payroll & Non- 2 Services
(0) i (2) (3) Taxes G m
1221 Announcement ) Capitalized
(8)

@ Technical Support

Organizational Administr.... ﬁGovGrants OSPI Home | Site Info | Non Disclosure Agreement | Conflict of Interest .

8. Once you've made your edits, click “Save.”
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Please enter whole numbers only.

Enter Indirect Amount:

Multiple Focus Area Grant: Click Edit in the Allocations and Indirect Costs table
Other Grants: Click Edit in the Budget Information table

Tasks
My Tasks
Pending Tasks
Completed Tasks
™ Activities
Organization
Organization Profile
@ Recently Viewed

Download in Excel Upload Excel =
E—— « Budget Details pioad Excol JIE=

FP 1111 - New User Trai... 1. Click the 'Download in Excel button to download the Excel template that you should use to enter the budget. After entering the budget in
FP 1111 - New User Trai. Excel, save the Excel on your computer. Next, click the "Upload Excel’ button to upload the budget in the Budget Details section

Almira School District Search E

Almira School District

* Records are sorted by Focus Area ascending order, Category Name ascending order
RA-0312 Showing 1 to 1 of 1 records

FP 872-Financ:

Rlamaneai. | SURRIjeS

9. To edit your budget, scroll down to the Budget Details table. Scroll horizontally to the right
to click the blue pencil icon and then make your edits.
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a Budget Details Download in Excel | Upload Excel

1. Click the ‘Download in Excel’ button to download the Excel template that you should use to enter the budget. After entering the budget in
Excel, save the Excel on your computer. Next, click the "Upload Excel' button to upload the budget in the Budget Details section

—
= Tasks * Records are sorted by Focus Area ascending order, Category Name ascending order
My Tasks
Pending Tasks Benefits ;L;;::Jlles
Completed Tasks Debit Credit Salaries Salaries & Rasc;urcas Purchaset
e Category Name Transfer Transfer Certificated Classified Payroll ' Services
™ Activities ) o P P S & Non- s
Capitalized
Organization ) (5)
tion Profil
St aredilin Focus Area : FP Example - Competitive Annot t(Negotiate)#613086811
@ Recently Viewed .
15 Human Resources 0 0 1] 0 0 0
FP Example - Competitiv -
EP 1111 - New User Trai.. Total - Focus Area : FP Exampl $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $
B New Userial Grand Total $0.00 $0.00 $0.00 $0.00 $0.00 50.00 s

Almira School District

Total Records:1

Almira School District

RA-0312

» Budget Narrative
FP 872-Financial Literac.

10. If you need to undo your changes, click the circular arrow.

€ @& Opportunities Applications Grants  Monitoring @

a Budget Details Download in E: Upload Excel =

1. Click the 'Download in Excel’ button o download the Excel template that you should use to enter the budget. After entering the budget in
Excel, save the Excel on your computer. Next, click the 'Upload Excel’ button to upload the budget in the Budget Details section
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11. Click the blue “save” button on that table.
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My Tasks
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™ Activities
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12. When you've made all your changes and are ready, click the “Submit to Grantor” button
at the top right of the page.

EA

EGMS ID Status Application Due Date School @
AP-OSPI-3065 Revision Initiated 02/01/2024 Almira Elementary School

-‘— 1. Complete Application: .. view more
Indicate the Fiscal Contact in the Staff Assignments tab
Complete all Mandatory forms and upload any files that OSPI has...
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Created Submitted Converted to Award

Woverview  $Budget W StaffAssignments  [Revisions S FormsandFiles  DHistory

4 Instructions

FP Example - Competitiv. .
FP 1111 - New User Trai...

Please enter whole numbers only.
Enter Indirect Amount:

Multiple Focus Area Grant: Click Edit in the Allocations and Indirect Costs table
Other Grants: Click Edit in the Budget Information table

FP 1111 - New User Trai...

Almira School District

Almira School District
RA-0312

FP 672-Financial Literac .

13. Respond to the confirmation by selecting “yes” or “no.”
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You can see the status of your revision in the green rectangle show in the image above.
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