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Outgoing Grants

Welcome and Thank you!
For questions related to the specific 

Grant Program, refer to the department  
and/or OGM POCs identified in the 

NOFO.

For review portal questions, contact:

Office of Grants Management
grants@montgomerycountymd.gov

Ali Hoy at 240-773-3384

Or

Greg Weissman at 240-773-3344

• Log into the Euna (eCivis) Portal using your 
MCG email address. 
https://portal.ecivis.com/#/login

• Grant applications will appear in the “My 
Reviews” section of your grant portal account.

• All relevant Grant Prorgam information and 
instructions will be duplicated and available 
within the application platform.

• As an optional reference point, Reviewers may 
read the Notice of Funding Opportunity 
(NOFO). Most of this document will be 
irrelevant to the reviews. 

• OGM Homepage (Public): 
https://montgomerycountymd.gov/ogm/

https://portal.ecivis.com/#/login
https://montgomerycountymd.gov/ogm/


Outgoing Grants

Navigating Reviews within  

Euna Grants (eCivis)



Outgoing Grants

Step 1: Once logged into the portal (NOT the Grants Network Login), click on “My 
Reviews” in the left column to open the applications specifically assigned to you.



Outgoing Grants

Step 2: A list of assigned applications will appear along with their status.  
Click on one of the blue text line items to open a specific application. 
Please note you will only see those applications assigned to you.



Outgoing Grants

Navigating Applications
Step 3: Use the various tabs to 
access review materials.
• My Reviews – Click here to 

see all assigned reviews
• Application – Click here to 

see applicant instructions
• Review by … - Click here to 

open the Tasks and scoring 
module for this application

• Budget – Click here to open 
the applicant’s Budget and 
Budget Narrative for review

• Application Name/ ID # - If 
you have question/issue 
provide this to OGM.

• Goals – Ignore.



Outgoing Grants

Step 4: The full application, including any uploaded materials, is on the left-hand column.  
The scoring form is on the right-hand column.  The width of these columns can be adjusted 
by clicking and dragging in the space between the columns (below in green).  Click the “EDIT 
REVIEW” button to begin entering scores and comments. 

*Full application*

*Scoring form*



Outgoing Grants

Step 5: Once you complete your review OR if you need to pause and save 
progress, click the blue “SAVE” button at the top of the form.  Clicking “CANCEL” 
will wipe all entered text and scores. These options are only visible after you have 
clicked “EDIT REVIEW.”



Outgoing Grants

Step 6: Once a review is saved, you can open it up again for edits by clicking on 
the “EDIT REVIEW” button.  If you are done with the review and do not want to 
make any edits, click the blue “COMPLETE” button to save your review.  OGM 
recommends not clicking “COMPLETE” until you have entered draft scores for all 
applications.  You cannot re-open an application after marking it as “COMPLETE.” 
Repeat until all assigned applications are done.



Outgoing Grants

Budget: A major part of your review will be to closely examine the applicant’s 
proposed Budget. To access the applicant’s budget information, click on “Budget” 
in the applicant’s review panel. This will open a *new* window/tab.



Outgoing Grants

Budget: In the newly opened Budget window/tab, the applicant’s budget will 
appear.  

Total value must be 
within the grant 
program min./max 

award range OR 
should match the 
award amount for 
renewals.

Click on this box to 
opens the 
submitted budget 
as a detailed MS 
Excel file. 

*Other inputs are 
applicant-
dependent. 
Please let OGM 
know if you have 
questions.*



Outgoing Grants
FY21 Operating Budget Forum

Budget Categories: 
Click on the blue 
Budget Category 
header to open up 
the line-item detail 
submitted by the 
applicant. The header 
is hyperlinked to 
those categories’ 
details, as seen in the 
Personnel example. 
These details will also 
be included in the MS 
Excel attachment.
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FY21 Operating Budget Forum

Budget:
Example of how 
budget details 
with $0.00 for 
inputs appears.



Outgoing Grants
FY21 Operating Budget Forum

Budget Narrative: Below the “Budget Items” breakdown, you will find the 
“Budget Narrative”. The level of detail provided varies greatly depending on 
the application. 

Clicking on this icon will convert the Budget Narrative response into a PDF attachment of that may 
be easier to review. Reviewing the Narrative only in Excel may cause formatting/text errors.



Outgoing Grants
FY21 Operating Budget Forum

Step 6 Reminder: Your review will not be marked as completed until you select COMPLETE. 
If you do not see the green message pop up that says, “Form Saved Successfully!” it was 
NOT saved successfully!



Outgoing Grants

Step 7: Once your review is registered as Complete, your review section will turn 
green on the left tool bar. Repeat until all assigned applications are done.

*Before* *After*



Outgoing Grants

Completed reviews will appear in the “My Reviews” tab under 
“Inactive Reviews”. This is below the “Active Reviews” section.

FY21 Operating Budget Forum

Purple = Incomplete/In Progress Green = Complete/Submitted



Outgoing Grants

Common Euna Issues & Solutions
Issue Solution

Answers are not saving

Euna is a cloud-based platform so it can sometimes take time to sync.  
Wait a minute after clicking Save or Complete to allow the cloud to 
update.  Or go back to the My Reviews list to see if the inputted 
information stuck.

Timing out and losing entered 
responses

Hit the Save button often to ensure entered responses remain.  Euna 
times out after an hour of no action so leaving it open and coming back 
without saving could result in lost information.

Applicant uploads stop downloading
Hit refresh or log out and then log back in.  The browser cache might be 
full and need time to reset. Additionally, applicant attachments may 
show as corrupted, but you may just need to refresh the webpage.

Difficulty navigating between 
applications

Click the My Review button to go back to your overall list.  The “Back” 
arrow and button are not always reliable.

Lagging Responses from platform
If the website is utilized by many users simultaneously, it will run very 

slowly. Please be patient, save work where possible, and reload.
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Additional Resources from Euna (eCivis):

1.Logging into Your eCivis Portal 

Account

2.Application & Review Manager 

User Guide

3.Reviewer User Guide

FY21 Operating Budget Forum

https://ecivis-user-guide.s3.us-west-2.amazonaws.com/Pre-Award_Applicants/01_Pre-Award_Applicants_+Logging+into+Your+eCivis+Portal+Account.pdf
https://ecivis-user-guide.s3.us-west-2.amazonaws.com/Pre-Award_Applicants/01_Pre-Award_Applicants_+Logging+into+Your+eCivis+Portal+Account.pdf
https://ecivis-user-guide.s3.us-west-2.amazonaws.com/Pre-Award_Applicants/01_Pre-Award_Applicants_+Logging+into+Your+eCivis+Portal+Account.pdf
https://ecivis-user-guide.s3.us-west-2.amazonaws.com/Pre-Award_Grantor_SRS/Pre-Award_Grantors_Application+and+Review+Manager.pdf
https://ecivis-user-guide.s3.us-west-2.amazonaws.com/Pre-Award_Grantor_SRS/Pre-Award_Grantors_Application+and+Review+Manager.pdf
https://ecivis-user-guide.s3.us-west-2.amazonaws.com/Pre-Award_Grantor_SRS/Pre-Award_Grantors_Application+and+Review+Manager.pdf
https://ecivis-user-guide.s3.us-west-2.amazonaws.com/Pre-Award_Reviewers_SRS/Pre-Award_Reviewers_Portal+Reviewer+Guide.pdf
https://ecivis-user-guide.s3.us-west-2.amazonaws.com/Pre-Award_Reviewers_SRS/Pre-Award_Reviewers_Portal+Reviewer+Guide.pdf


Further Questions?

Office of Grants Management

grants@montgomerycountymd.gov

Outgoing Grants Program Managers

Ali Hoy (240-773-3384) &

Gregory Weissman (240-773-3344)

OGM Website 

https://montgomerycountymd.gov/ogm/ 

Contact Euna with account or technical issues, usually a 24-hour 

response time. Email support@ecivis.com with a CC 
to RaDenna.Funderbirk@eunasolutions.com

mailto:grants@montgomerycountymd.gov
https://montgomerycountymd.gov/ogm/
mailto:support@ecivis.com
mailto:RaDenna.Funderbirk@eunasolutions.com
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