
 

 

Completing the Pre-Application: 
Navigation, Staff Assignments, and 
Forms within the Education Grants 

Management System (EGMS) 
 

There are two ways to access the the pre-application once it has been created. You 
can access it by beginning at step 1 or step 4 below. 
 

1. Begin on the Home page and click the “Applications” tab.  

 

 
 

2. Click “Pre-Applications” from the left navigation panel. 
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3. Click the green eye icon to open the record. 

 
 
 

4. On the Home tab, under the Task Summary By Phase section, click the hyperlink number 
next to the “Applications” line. 



Page | 3  

 
 

5. Find the pre-application you would like to open and click the green triangle button to 
begin. 
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6. Click the Staff Assignments tab. 
 

 
7. Scroll to the Peer Reviewers table and click the blue “New” button.  
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8. Enter information into the required fields. Click the “Save” button. 

 
 
 

9. You will see a success message display and the status will update to “Sent for Review.” 
 

 
 

10. If you would like to change the Owner of the Pre-Application, scroll to the Owner table 
and click the blue pencil button to edit. 
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11. Once your changes have been made, click the blue “Save” button.  
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12. Navigate to the Forms and Files tab.  

 
 
 

13. Click the blue pencil icon next to the form you would like to edit. 
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14. Enter the necessary information and click “Save.” 

 
 
 

15. You will see a success message displayed at the top of the page. 
 

 
 

16. Click the “Complete Form” button. 



Page | 9  

 
 
 
 


	Completing the Pre-Application: Navigation, Staff Assignments, and Forms within the Education Grants Management System (EGMS)

