How to Change an Application Owner
within the Education Grants
Management System (EGMS)

1. Login and begin on the Home tab. Click the “Applications” tab.
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Create Application: Click the Opportunities module in the top menu
View Current/Past Applications: Glick the Applications modula 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 sysiem, Search the EGMS ID in the left menu
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2. Find the application you would like to open and click the green eye icon to open the
record.
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m 1. Search: To find applications, search for the Grant name or EGMS ID
2. School Applications: For School Applications, the School Name column shows the school which the application is created for
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3. Click the “Staff Assignments” tab.

FUBLIC WsTRUGTION  Education Grants Management System * Grants Portal () ~

£ # Opportunites Applications  Grants  Monitoring &%

Q, search Bl | oviceton —
Review Infiated 113012024
A v
{@) 1. Complete Application view more
Indicate the Fiscal Contoctinthe Staff Assignments tab

Appication Tas Complato all Mandatory forms and upload any fles that OSPI hs..

Pending Tasks

Completed Tasis = =

& < J
Crested Submitied 1

— W Overview  $Budget W StaffAssignments Q@ Formsand Files  DHistory & Collab

Apphcations
= Information

Applicant Orga

Em
NULL

el
12345

'~ Opportunity Over

Opport

iy 1D Cpportunity Tite

Washington State Office of Superintendentof  $1.00
Public Instruction

Subaward Ces Estimated Project Period Stan Date Estmated Project Period End Date
— §100,000.000.00 070112023 08/31/2025

Frogram Inc
No

~ Application Overview

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

4. Scroll down to the Owner table and click the blue pencil icon to edit.
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Peer Review Process (Application Owner): Click the New button, enier 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 Review is completed, click the Complete Review button to Submit the Application. Note: All
Peer reviewers will lose the ability to edit once the review is completed

Peer Review Process (Peer Reviewer): Complete any edits 1o the application. To notify the Application Owner of completed edits, click the Submit Review
action in the Peer Reviewers table

* Records are sorted by Responsibility ascending order
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5. Click the dropdown option and type in a name.



a Peer Reviewers

Peer Review Process (Application Owner): Click ihe New bution, 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 Review is completed, click the Complete Review bution to Submit the Application. Note- Al
Peer reviewers will lose the ability to edit once the review is completed

Peer Review Process (Peer Reviewer): Complete any edits to the application. To notify the Application Owner of completed edits, click the Submit Review
action in the Peer Reviewers table
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6. Once you have typed and selected the name within the drop down, click the blue save
button within the table.

a 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 Review is completed, click the Complete Review button to Submit the Application. Note- Al
Peer reviewers will lose the ability to edit once the review is completed

Peer Review Process (Peer Reviewer): Complete any edits to the application. To notify the Application Owner of completed edits, click the Submit Review
action in the Peer Reviewers table
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