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

You can find your application in multiple ways (steps 1-2 and steps 3-4).

1. Begin on the Home tab. Click the hyperlink number on the Application line.
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Create Application: Click the Opportunities module in the top menu
View Current/Past Applications: Click the Applications 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 moduls in the top menu
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: View Current/Past Progress Reports: Click the Monitoring module in the top menu
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2. Click the green triangle icon to open the record.
3. Alternatively, one the Home tab, click “Pending Tasks” from the left navigation panel.
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3. Find the record you would like to open and click the green triangle button to begin the
application.
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# Opportuniies  Applications  Grants  Monitoring  @%

= Pending Tasks (Assigned To Me) Click ‘Resel Table' under the menu icon to refresh the table's default values

1. Search: To find a task. search the EGMS ID provided in notifications from the system.
2. Program of Interest. To receive tasks and nofifications for a specific grant program, associate the Program of Interest in the Organization Profile
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 Pending Tasks (Assigned By Me)

1. Search: To find a task, search the EGMS ID provided in notifications from the system.

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

4. Click the budget tab.
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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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5. Scroll to the Budget Details table and click the blue pencil to edit the line items. EGMS
automatically calculates the maximum indirect amount in the Budget Information table



(above the Budget Details table) which can be edited by clicking the blue pencil in that
section.
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.  Budget Details Download in Excel | Upload Excal =

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 saction

* Records are sorted by Focus Area ascending order, Category Name ascending order
Showing 110 1 of 1 records
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If you prefer, you can download the budget details in Excel and upload your changes
(steps 6-8). Within the Budget Details table, click the "Download in Excel" button.
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 Budget Details wnipadin 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

* Records are sorted by Focus Area ascending order, Caregory Name ascending order
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Once you've made your changes to the Excel spreadsheet and saved the file, click the
“Upload Excel” button.
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= Budget Details

Download in Excel | |Upload Excel =

1. Click the "Download in Excer 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, ciickthe “Upload

Excel button to upload the budget in the Budget Details saction
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budget table.

Upload Application Budget

Instructions:

Click the “Choose File” button o select the Excel (.xisx or .xis) file on your

Click the "Choose File" field to upload the file. The page will refresh and update your

computer from which you wish o upload data. Once you select the file, please

click the “Upload File® button to begin uploading the data.

| Choose File | No file chasen

'Upload File




9. Click the blue “save” button on that table.
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10. You can add additional staff contacts to a specific application. If you would like to do
this, click the “Staff Assignments” tab.
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Q Search Application ElE
= Tasks 204 Test

My EGMS ID Status Appiication Due Date
AP-OSPI-4141 Created 071122024
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-@- 1. Complete Application view more

Indicate the Fiscal Contact in the Staff Assignments tab
Complete all Mandatary forms and upload any files that OSPI has.
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11. Within the Application Contacts table, click the “Associate” button.
£ #& |0 Grants L ]

= -@- 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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Peer Reviewers: To give other users edit access, click in the New button in the Peer Reviewers section.
Change Application Owner: Click the Edit action in the Qwner 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

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

Se

Showing 1 to 2 of 2 records

Projact Role Name T Email Is User Actions
Fiscal Contact Brinnon AAENSON v @ X
Other Brinnon Admin brinnonggg@yopmail.com v W&

Total Records2

 Peer Reviewers '

Peer Review Process (Application Owner): Click the New button, enter required details and Save the window. Note: When the peer review Status is Sent for Review, the peer review can edit the Application
Once Peer Raview is complated, click the Complete Review button to Submit the Application. Note: All Peer reviewers will lose the ability to edit once the review is completad
Peer Review Process (Peer Reviewer): Complete any edits to the lication. To notify the Application Owner of edits, click the Submit Review action in the Peer Reviewers lable

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

Associate Contacts.

« Contacts

Shawing 110 7 of 7 records
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OSPI Test Recipient
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13. Click the “Associate” button.

‘Associate Contacts

 Contacts

Full Name 4 Type

Shaweng 110 T af 7 reconds
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14. Click the "X" to close the pop-up window.
15. Click the blue pencil to edit.
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o give other users edt acoess. click in the New bution in the Peer Reviewers section,

Peer Revierwer
Change Application Owner: Cick the Edi action in tha Dwnar secion and search 1he name of the wser yau want to transfer ownarship to. Nate: The Naw Ownor will have sdit access and recevs fasks and
notifications related to this Application

=~ Application Contacts. EIED

Add Fiscal Comtact: Click he Associate button and indicate staff Fiscal Comacts. 1hese siaff member(s) wil receive tasks and notifications for the payment requests created for this grant
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Total Recoits 3
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Peer Review Process (Application Dwner): Click the New button, snfer required details and Save the window. Note: When the peer review Status Is Sent for Review, the peer review can edit the Appication
Once Peer Review is compiated click the Complite Review buston 1o Submit the Ap 1 Note All Peas reviewers will kuse the sbility 1o edit once the review s completed
Pear Review Process (Peer Reviswsr): Complels any sdits 1o the appiication. To natify the Appication Owner of complsted sdits. click the Submil Review action in the Pesr Reviswers table

* Records ar sortod by Responsibility ascending order
Showing 110 2 of 2 records
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16. Select the Project Role from the drop dow menu and click save.




s Portal »

Peer Reviewers: To give other users edit access, click in the New button i the Peer Reviewers section
Change Application Owner: Ciick the Edit action in the Owner section and search the name of the User you want to transfer ownership ta. Note: The New Owner will ave edit access and receive tasks and
notfications related to this Application

a Application Contacts

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

Orgarization Profile
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Peer Review Process {Application Ownerl: Click the New buton, enler required dlals and Save the window. Note: When the peer review Status is Sent for Review, the peer review can edit the Appication
Once Peer Review is completed, click ihe Complete Review bution to Submit the Application. Note: All Peer reviewers vil lose the sbilit fo edit once the review is completed.

Pear Review Process (Peer Reviewer): Completa any adits to the application. To notify the Application Owner of completed adits, click the Submit Review action in the Peer Raviewers tabla

]

* Recoras are sorted by Responsibillty ascending order
Showing 1o 2 of 2 records
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8 1 071272024 Yes Created /08
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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.
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17. Click through each tab to make sure you have completed all required fields. Be sure to
click save! Once you are done adding content, click the “Complete Form” button on the
top right.
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 Measuring Impact

18. Once you're ready, click the blue “Submit Application button.”

Appiication
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EGMS ID Status Aogéicaton Due Date
AP-OSPI-4141 Created 07/12/2024
1 complete Appication view more

Indicate the Fiscal Contact in the Staff Assignments tab
Complete all Mandatory forms and upload any files that OSP! has...
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‘Showing 1 to 1 of 1 records

Sequence Number [ Form Name Is Form Completed? Mandatory? Last Modified By Last Modified Date
1 Yes Yes Brinnon Admin 103/18/2025 5:37 PM
Total Records: 1
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19. 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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. Complete all Mandatory forms and upload any files that OSP1 has.
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