
 

   

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. 

 
2. Click the green triangle icon to open the record. 
3. Alternatively, one the Home tab, click “Pending Tasks” from the left navigation panel. 

  

 

 



  

3. Find the record you would like to open and click the green triangle button to begin the 
application.   
 

 

4. Click the budget tab. 
 

 

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.  

 

6. 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. 

 

7. Once you’ve made your changes to the Excel spreadsheet and saved the file, click the 
“Upload Excel” button.  



  

 
 

8. Click the “Choose File” field to upload the file. The page will refresh and update your 
budget table. 

 



  

9. Click the blue “save” button on that table. 

 
 

10. You can add additional staff contacts to a specific application. If you would like to do 
this, click the “Staff Assignments” tab. 

 



  

11. Within the Application Contacts table, click the “Associate” button. 

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

 



  

13. Click the “Associate” button.  

 
14. Click the “X” to close the pop-up window. 
15. Click the blue pencil to edit.  

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



  

 

 

 

 

 

 

 

 

 

 

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. 

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. 



  

 

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

 



  

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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