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!ɳɳȺȡǪǍʌȡɐɅ Ἁ éǸʬȡǸʭ ¶ǍɅǍȓǸɶ ÃʬǸɶʬȡǸʭ 
îŃĨţɈƆƉĨƆāƉŇţľɈƘŪɈģŇƐƘƉŇĜƞƘĨɈľƉāţƘɈĽƞţģƐȠɈZƉāţƘŪƉƐɈƵŇŜŜɈƞƐĨɈƘŃĨɈ ƆƆŜŇĝāƘŇŪţɈʅɈÃĨƴŇĨƵɈ
{āţāľĨƉɈƘŪɈƐŪŜŇĝŇƘɈĽŪƉɈāƆƆŜŇĝāƘŇŪţƐȠɈĝŪŜŜĨĝƘɈƉĨƴŇĨƵĨƉɈĽĨĨģĜāĝřȠɈāţģɈƆƉŪĝĨƐƐɈāƵāƉģɈģĨĝŇƐŇŪţƐȟɈ
ÒŃĨɈāƵāƉģƐɈāƉĨɈƘŃĨţɈāƆƆƉŪƴĨģɈāţģɈŢāţāľĨģɈƵŇƘŃŇţɈƘŃĨɈƐāŢĨɈƐƻƐƘĨŢƐɈȰZƉāţƘŪƉƐɈƞƐŇţľɈ
ZƉāţƘƐɈ|ĨƘƵŪƉřɈāţģɈÊƞĜƉĨĝŇƆŇĨţƘƐɈƞƐŇţľɈĨ:ŇƴŇƐɈÀŪƉƘāŜȱȟɈ 

ÊŪŢĨɈŪĽɈƘŃĨɈřĨƻɈĽĨāƘƞƉĨƐɈŇţĝŜƞģĨȡɈ 

1. Workflow customization using Submission and Evaluation Stages  
2. Process and form  standardization using Templates  
3. Form design  and configuration  
4. A single online portal  for recipients to manage applications and awards via eCivis 

Portal  
5. A single online portal for Reviewers to submit and manage feedback on application s  
6. Dashboards  and dynamic tables for monitoring application and review data  

 
 

ƆƆŜŇĝāƘŇŪţɈʅɈÃĨƴŇĨƵɈ{āţāľĨƉɈÀƉĨȶÃĨƈƞŇƐŇƘĨƐɈ 
ZƉāţƘŪƉƐɈŢƞƐƘɈŪĜƘāŇţɈāĝĝĨƐƐɈƘŪɈƘŃĨɈĽŪŜŜŪƵŇţľɈĜĨĽŪƉĨɈāĝĝĨƐƐŇţľɈ ƆƆŜŇĝāƘŇŪţɈʅɈÃĨƴŇĨƵɈ
{āţāľĨƉȟɈ 

1. Access to eCivis Grants Network Account  ȴȾZƉāţƘƐɈ|ĨƘƵŪƉřȿȵ 
(e.g., username/password)  
 

2. Organization Master Account Holder (OMAH) must activate  Permissions to Access to 
Create/Manage Programs for Solicitation  for the designated account users . 
 

ƆƆŜŇĝāţƘƐɈāţģɈÃĨƴŇĨƵĨƉƐɈŢƞƐƘɈŪĜƘāŇţɈāĝĝĨƐƐɈƘŪɈƘŃĨɈĽŪŜŜŪƵŇţľȡɈ 

1. Access to eCivis Portal Account [ȾÀŪƉƘāŜȿȵ 
(e.g., username/password)  
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¬ȡȒǸǪʳǪȺǸ ɐȒ Ǎ gɶǍɅʌ  
YƞŜŜɈZƉāţƘƐɈuŇĽĨĝƻĝŜĨɈ 
ÒŃĨɈŜŇĽĨĝƻĝŜĨɈŪĽɈāɈľƉāţƘɈƆƉŪľƉāŢɈģĨƆŇĝƘĨģɈĜĨŜŪƵɈŪƞƘŜŇţĨƐɈƘŃĨɈƆƉŪĝĨƐƐɈŪĽɈāɈZƉāţƘɈÃĨĝŇƆŇĨţƘɈ
ȰZƉāţƘĨĨȱɈŢāţāľŇţľɈƘŃĨɈƉĨĝĨŇƴĨģɈĽƞţģƐɈāƐɈāɈÀāƐƐȶÒŃƉŪƞľŃɈEţƘŇƘƻɈȰZƉāţƘŪƉȱȟɈcţɈƘŃĨɈĨƺāŢƆŜĨɈŪĽɈ
āɈĝŪŢƆĨƘŇƘŇƴĨɈľƉāţƘɈƆƉŪľƉāŢȠɈƘŃĨɈƆƆŜŇĝāƘŇŪţɈʅɈÃĨƴŇĨƵɈ{āţāľĨŢĨţƘɈƆƉŪĝĨƐƐɈŇţƴŪŜƴĨƐɈ
ĝŪŪƉģŇţāƘŇţľɈĝŪŢŢƞţŇĝāƘŇŪţɈāŢŪţľɈŢƞŜƘŇƆŜĨɈƐƘāřĨŃŪŜģĨƉƐȟɈÒŃŇƐɈƵŇŜŜɈĜĨɈģĨƐĝƉŇĜĨģɈĽƞƉƘŃĨƉɈŇţɈ
ƘŃĨɈţĨƺƘɈƐĨĝƘŇŪţɈŪĽɈƘŃŇƐɈľƞŇģĨȟɈɈɈ 
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ÒŃĨɈ:ŪŢƆĨƘŇƘŇƴĨɈ ƵāƉģɈÀƉŪĝĨƐƐ 
ÒŃĨɈƆƆŜŇĝāƘŇŪţɈʅɈÃĨƴŇĨƵɈ{āţāľĨŢĨţƘɈƐƻƐƘĨŢɈƐƘƉĨāŢŜŇţĨƐɈƘŃĨɈŇţƘĨƉāĝƘŇŪţɈŪĽɈZƉāţƘŪƉƐȠɈ
ƆƆŜŇĝāţƘƐȠɈāţģɈÃĨƴŇĨƵĨƉƐɈāĝƉŪƐƐɈƘŃĨɈǓɈƐƘāľĨƐɈŪĽɈƘŃĨɈ:ŪŢƆĨƘŇƘŇƴĨɈƵāƉģɈÀƉŪĝĨƐƐȡ 

1. Solicitation Stage  ȹ  Creating and sharing  a Program Solicitation with prospective 
applicants  

2. Submission Stage  ȹ  Receiving application submissions from applicants  
3. Evaluation Stage  ȹ  Receiving Reviewer feedback on all applications submitted  
4. Award Stage  ȹ  Selecting applications to recommend or deny for award  
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ÃŪŜĨƐɈ 
ÒŃĨɈĽŪŜŜŪƵŇţľɈŇƐɈāɈĜƉŇĨĽɈĜƉĨāřģŪƵţɈŪĽɈƘŃĨɈģĨƐŇľţāƘĨģɈƉŪŜĨƐɈƞƐĨģɈŇţɈƘŃĨɈ ƆƆŜŇĝāƘŇŪţɈʅɈÃĨƴŇĨƵɈ
{āţāľĨŢĨţƘɈÀƉŪĝĨƐƐȟɈɈ 

 

Grantor  (Grantmaker)  
 

Applicant  (Grantseeker)  Reviewer 

¶ Utilize Grants Network to 
manage the  Application 
and Review Management 
Process from initial 
Application Intake to 
Awarded (Recommend 
Award)  
 

¶ Set UƆɈƘŃĨɈÀƉŪľƉāŢɁƐɈ
Application Forms 
 

¶ View All Program 
Applications, Overview 
Dashboard 
 

¶ Manage Applications, 
Reviews, and Reviewers 
 

¶ Manage Form/Process  
Templates                              

 

¶ Utilize eCivis Portal to 
submit Application  
 

¶ Invite other Applicant 
Team Members  

 
¶ View Status of current or 

previous Application s  
 

¶ Utilize eCivis Portal to 
access Review 
Assignments  
 

¶ Reviewer Evaluates 
Application and submits 
final feedback  
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>ɶǸǍʌǸ Ǎ >ɐɃɳǸʌȡʌȡʬǸ !ʭǍɶǱ ñɐȺȡǪȡʌǍʌȡɐɅ  
:ƉĨāƘŇţľɈāɈ|ĨƵɈÀƉŪľƉāŢɈ 
 
ZƉāţƘɈ{āţāľĨŢĨţƘɈÒāĜɈɮɈÊƞĜƉĨĝŇƆŇĨţƘɈ{āţāľĨŢĨţƘɈɮɈÀƉŪľƉāŢɈ@āƐŃĜŪāƉģɈɮɈ ģģɈ|ĨƵɈ
ÀƉŪľƉāŢɈ 

1. Log into Grants Network   
 

2. Once you are logged into Grants Network, click on the Grant Management  tab, 
scroll down, and click on Subrecipient Management .  

 

  
 

3. The Program Dashboard page will now appear on your screen. Scroll down and 
click on the Add New Program  button.  

 

    
 
4. ÒŪɈȾ:ƉĨāƘĨɈ|ĨƵɈÀƉŪľƉāŢȿɈĽŇŜŜɈŇţɈƘŃĨɈfollowing  details:  

a. Enter a name for your new program  
b. Select a Solicitation Type  (Select Application and Peer Review Process to 

proceed with the application and review functionality)  
c. Select a Department  
d. Listing   
e. Is this a Subprogram?  

 



   

Ǘ 

 

 

 

5. Once you have filled in information, click on Create Program .  
 

 



   

ǘ 

 

ÀƉŪľƉāŢɈ@ĨƘāŇŜɈÀāľĨɈ¤ƴĨƉƴŇĨƵɈ 
ÒŃĨɈÀƉŪľƉāŢɈ@ĨƘāŇŜɈƆƉŪƴŇģĨƐɈāĝĝĨƐƐɈƘŪɈāŜŜɈƆƉŪľƉāŢɈƐĨƘƘŇţľƐɈāţģɈāĝƘŇƴŇƘŇĨƐɈƉĨŜāƘĨģɈƘŪɈ
ƐŪŜŇĝŇƘāƘŇŪţɈāţģɈŢāţāľŇţľɈƐƞĜƉĨĝŇƆŇĨţƘɈāƵāƉģƐȟɈ9ĨŜŪƵɈŇƐɈāɈĜƉĨāřģŪƵţɈŪĽɈĨāĝŃɈƐĨĝƘŇŪţɈŪĽɈƘŃŇƐɈ
ƆāľĨȡ 

1. Program Detail  
a. Program Title  
b. Department  
c. Total Funding  
d. Application Period   

 
2. Program Buttons  

a. Subrecipient Reporting  
b. Edit Solicitation  
c. Application & Review Manager  
d. Delete  

 
3. Award Recommendation Approval  
4. Pending Awards  
5. Pending Tasks  
6. Subrecipient Awards    

 

 



   

ǐǏ 

 

MǱȡʌȡɅȓ ʌțǸ ñɐȺȡǪȡʌǍʌȡɐɅ 
ZƉāţƘɈ{āţāľĨŢĨţƘɈÒāĜɈɮɈÊƞĜƉĨĝŇƆŇĨţƘɈ{āţāľĨŢĨţƘɈɮɈÀƉŪľƉāŢɈ@āƐŃĜŪāƉģɈɮɈÀƉŪľƉāŢɈ
ÊŪŜŇĝŇƘāƘŇŪţƐɈɮɈEģŇƘɈÊŪŜŇĝŇƘāƘŇŪţɈ9ƞƘƘŪţ 

ØƐĨɈƘŃĨɈEģŇƘɈÊŪŜŇĝŇƘāƘŇŪţɈƆāľĨɈƘŪɈģĨƐŇľţɈƘŃĨɈƆƞĜŜŇĝȶĽāĝŇţľɈģĨƐĝƉŇƆƘŇŪţɈŪĽɈƻŪƞƉɈƆƉŪľƉāŢɈ
ƐŪŜŇĝŇƘāƘŇŪţɈāƐɈƵĨŜŜɈāƐɈƘŪɈĝŪţǊľƞƉĨɈŃŪƵɈƘŃĨɈƆƉŪľƉāŢɈƵŇŜŜɈŢāţāľĨɈāƆƆŜŇĝāƘŇŪţƐȠɈƉĨƴŇĨƵƐȠɈāţģɈ
ƐƞĜƉĨĝŇƆŇĨţƘɈāƵāƉģƐȟɈ 

cţɈŪƉģĨƉɈƘŪɈƆƞĜŜŇƐŃɈƻŪƞƉɈƐŪŜŇĝŇƘāƘŇŪţɈāţģɈĜĨľŇţɈĝŪŜŜĨĝƘŇţľɈāƆƆŜŇĝāƘŇŪţƐȠɈƻŪƞɈƵŇŜŜɈţĨĨģɈƘŪɈĨģŇƘɈ
ƘŃĨɈƉĨƈƞŇƉĨģɈģĨƘāŇŜƐɈŪĽɈƘŃĨɈEģŇƘɈÊŪŜŇĝŇƘāƘŇŪţɈƆāľĨȟɈÊŇŢƞŜƘāţĨŪƞƐŜƻȠɈƆƉĨƆāƉĨɈƻŪƞƉɈāƆƆŜŇĝāƘŇŪţɈ
ƆƉŪĝĨƐƐȠɈŇţĝŜƞģŇţľɈƐƘāľĨƐɈāţģɈĽŪƉŢƐȠɈŇţɈƘŃĨɈ ƆƆŜŇĝāƘŇŪţɈ{āţāľĨŢĨţƘɈƐĨĝƘŇŪţȟɈÒŃĨɈţĨƺƘɈ
ƐĨĝƘŇŪţɈƵŇŜŜɈľƞŇģĨɈƻŪƞɈƘŃƉŪƞľŃɈƘŃĨɈƐŪŜŇĝŇƘāƘŇŪţɈƆƉŪĝĨƐƐȟ 

1. Click on Edit Solicitation  button  
 

   
 

2. Click Yes, Continue to Edit Solicitation   
 

 
 
 

  



   

ǐǐ 

 

3. You will  save each tab until each  display s a green checkmark . Once this is done, and 
your application process is built, you can proceed to publishing your solicitation.  
 

 

Ȫ|ŪƘĨȡɈÒŃĨɈĽŪŜŜŪƵŇţľɈƘāĜƐɈƵŇŜŜɈĝƉĨāƘĨɈƘŃĨɈĽƉŪţƘɈĨţģɈŪĽɈƘŃĨɈÀƉŪľƉāŢɈÊŪŜŇĝŇƘāƘŇŪţȡɈ 

 

¶ Overview 
¶ Eligibility  
¶ Financial  
¶ Contact  
¶ Files 

ÒŃĨɈĨƺƘĨƉţāŜɈƐŪŜŇĝŇƘāƘŇŪţɈŜŇƐƘŇţľɈƆāľĨȠɈƵŃŇĝŃɈƻŪƞɈƐŃāƉĨɈƵŇƘŃɈƆŪƘĨţƘŇāŜɈāƆƆŜŇĝāţƘƐȠɈƵŇŜŜɈ
ģŇƐƆŜāƻɈŇţĽŪƉŢāƘŇŪţɈĽƉŪŢɈƘŃĨƐĨɈƘāĜƐɈāţģɈŇţĝŜƞģĨɈāţɈ ƆƆŜƻɈĜƞƘƘŪţɈƘŪɈƐƘāƉƘɈƘŃĨɈ
āƆƆŜŇĝāƘŇŪţɈƆƉŪĝĨƐƐȟɈÒŪɈƴŇĨƵɈƘŃĨɈƆƞĜŜŇƐŃĨģɈƐŪŜŇĝŇƘāƘŇŪţȠɈƻŪƞɈŢƞƐƘɈǊƉƐƘɈĝŪŢƆŜĨƘĨɈƘŃĨɈ
ƆƉŪľƉāŢɈƆƞĜŜŇƐŃŇţľɈƆƉŪĝĨƐƐɈȰƉĨĽĨƉɈƘŪɈƘŃĨɈɆÀƞĜŜŇƐŃŇţľɈāɈÀƉŪľƉāŢɈÊŪŜŇĝŇƘāƘŇŪţɆɈƐĨĝƘŇŪţɈ
ŪĽɈƘŃŇƐɈľƞŇģĨȱȟ 

 

  

 



   

ǐǑ 

 

ÒŃĨɈƉĨŢāŇţŇţľɈǒɈƘāĜƐɈƵŇŜŜɈĝŪţƘƉŪŜɈāģģŇƘŇŪţāŜɈƆƉŪľƉāŢɈƐĨƘƘŇţľƐɈāţģɈƵŪƉřǋŪƵƐȡ 

¶ Submission  
¶ Goals 
¶ Approval   

 

 

¤ƴĨƉƴŇĨƵɈÒāĜ 
ÒŃĨɈ¤ƴĨƉƴŇĨƵɈÒāĜɈĝŪţƘāŇţƐɈŇţƘƉŪģƞĝƘŪƉƻɈģĨƘāŇŜƐɈƘŪɈĨƺƆŜāŇţɈƻŪƞƉɈƆƉŪľƉāŢȟ 

 

1. Fill in the required information  (red asterisk) and any other necessary information.  
 
*Note:  Solicitation Start and End Date are set in the Application and Review 
Manager, which will be covered in the Application Process section below  
 
*Note:  YŪƉɈŢŪƉĨɈŇţĽŪƉŢāƘŇŪţɈŪţɈƘŃĨɈuŇƐƘŇţľɈ ƴāŇŜāĜŇŜŇƘƻɈƐĨƘƘŇţľȠɈƉĨĽĨƉɈƘŪɈƘŃĨɈȾSharing a 
Published Program Solicitation ȿɈƐĨĝƘŇŪţ 
 

2. Click Save.  



   

ǐǒ 

 

3. A green Success Message will appear once this section has been completed,  and a 
green checkmark will appear above the tab . 

 

EŜŇľŇĜŇŜŇƘƻɈÒāĜ 
ÒŃĨɈEŜŇľŇĜŇŜŇƘƻɈƘāĜɈŪƞƘŜŇţĨƐɈƵŃŇĝŃɈŪƉľāţŇǃāƘŇŪţƐɈāƉĨɈĨŜŇľŇĜŜĨɈƘŪɈāƆƆŜƻɈĽŪƉɈƘŃŇƐɈƆƉŪľƉāŢɈāţģɈ
ŇţĝŜƞģĨƐɈāģģŇƘŇŪţāŜɈţŪƘĨƐɈĽŪƉɈĝŜāƉŇǊĝāƘŇŪţȟ 

 

1. Fill in the required information  (red asterisk) and any other necessary information.  
2. Click Save.  
3. A Green Success Message will appear once this section has been completed,  and a 

green checkmark will appear above the tab.  
 
 

 

 
  



   

ǐǓ 

 

YŇţāţĝŇāŜɈÒāĜ 
ÒŃĨɈYŇţāţĝŇāŜɈƘāĜɈƆƉŪƴŇģĨƐɈģĨƘāŇŜƐɈāĜŪƞƘɈƘŃĨɈĽƞţģŇţľɈāƴāŇŜāĜŜĨɈĽŪƉɈƐƞĜƉĨĝŇƆŇĨţƘɈāƵāƉģƐȠɈ
ŇţĝŜƞģŇţľɈƘŃĨɈƐŪƞƉĝĨɈŪĽɈƘŃĨɈĽƞţģŇţľɈāţģɈƘŃĨɈƆāƉāŢĨƘĨƉƐɈĽŪƉɈŃŪƵɈƘŃĨɈĽƞţģƐɈāƉĨɈƘŪɈĜĨɈāƵāƉģĨģɈ
āţģɈƞƐĨģȟ 

 

1. Fill in the required information (red asterisk) and any other necessary information.  
a. Add a Funding Source: To track the funds  allocated to this program and its 

awards, add your funding sources. The dropdown will display a list of 
available funding sources and their remaining  amounts.   
 

 



   

ǐǔ 

 

 
i. Pass-Through Funding:  Grant awards you receive and track within 
ÀƉŪŖĨĝƘƐɈĝāţɈĜĨɈȾƆāƐƐĨģɈƘŃƉŪƞľŃȿɈƘŪɈƐƞƆƆŪƉƘɈƐƞĜāƵāƉģƐɈƻŪƞɈľƉāţƘɈ
from a Program. This function must be done using Project Dashboards, 
which are part of Grant Management functions.  
 
When a grant is marked as Awarded in the Project Dashboard, you'll 
see an option asking, "Are awarded funds to be available for use as 
pass-through funding?" Select Yes to make those funds available (all 
user roles can complete this step). Once selected, the available funds 
from that grant will appear in the dropdown list when assigning pass -
through funding.  
 

 
 

ii. Organization Funding Source:  An Organization Funding Source is 
typically a non -grant fund ȹsuch as a tax revenue fund or a special 
purpose fund. These are set up by system administrators in the 
Funding Sources section under Administration settings. Designated 
users are then given perm ission to allocate these funds to 
Subrecipient Management Programs.  
 
*Note : If you need an Organization Funding Source added to this drop -
down list, check with your administrator. They will either need to 
create this fund or give you permission to access the funds they have 
created.  
 

2. When finished, c lick Save.  
3. A Green Success Message will appear once this section has been completed,  and a 

green checkmark will appear above the tab.   

 

 

  



   

ǐǕ 

 

:ŪţƘāĝƘɈÒāĜ 
ÒŃĨɈ:ŪţƘāĝƘɈÒāĜɈģŇƐƆŜāƻƐɈāţɈĨŢāŇŜɈāģģƉĨƐƐɈĽŪƉɈƈƞĨƐƘŇŪţƐɈāţģɈƐƞƆƆŪƉƘȠɈāŜŪţľɈƵŇƘŃɈāţƻɈŪƘŃĨƉɈ
ƉĨŜĨƴāţƘɈĝŪţƘāĝƘɈŇţĽŪƉŢāƘŇŪţɈāţģɈŇţƐƘƉƞĝƘŇŪţƐɈĽŪƉɈāƆƆŜŇĝāţƘƐȟɈ 

 

1. Fill in the required information (red asterisk) and any other necessary information.  
2. Click Save.  
3. A Green Success Message will appear once this section has been completed,  and a 

green checkmark will appear above the tab.   
 
 

 
 
 

  



   

ǐǖ 

 

YŇŜĨƐɈÒāĜ 
ÒŃĨɈYŇŜĨƐɈÒāĜɈĝŪţƘāŇţƐɈāţƻɈǊŜĨƐɈƘŃāƘɈāƆƆŜŇĝāţƘƐɈŢāƻɈţĨĨģɈƘŪɈģŪƵţŜŪāģɈĽŪƉɈƉĨĽĨƉĨţĝĨɈŪƉɈĽŪƉɈ
ĝŪŢƆŜĨƘŇţľɈƘŃĨŇƉɈāƆƆŜŇĝāƘŇŪţȟɈ 

 

1. Fill in the required information (red asterisk) and any other necessary information.  
 
*Note: You may also attach files directly to the application form for applicants to 
download. (See ƘŃĨɈȾ ƆƆŜŇĝāƘŇŪţɈYŪƉŢȿɈƐĨĝƘŇŪţɈŪĽɈƘŃŇƐɈľƞŇģĨȱ 
 
*Note: You will NOT use the application submission notes box on this page.  
 

2. Click Save.  
3. A Green Success Message will appear once this section has been completed,  and a 

green checkmark will appear above the tab.  
 
 

 

 

  



   

ǐǗ 

 

ÃĨƴŇĨƵɈÒāĜ 
ÒŃĨɈÃĨƴŇĨƵɈƘāĜɈŜŇƐƘƐɈƘŃĨɈÃĨƴŇĨƵɈ:ŪŢŢŇƘƘĨĨɈ{ĨŢĜĨƉƐɈƵŃŪɈĝāţɈĜĨɈƐĨŜĨĝƘĨģɈŇţɈƘŃĨɈ ƆƆŜŇĝāƘŇŪţɈ
āţģɈÃĨƴŇĨƵɈ{āţāľĨƉɈƘŪɈĨƴāŜƞāƘĨɈāƆƆŜŇĝāƘŇŪţƐɈƵŇƘŃŇţɈƘŃŇƐɈƆƉŪľƉāŢȟɈ 

 

1. Fill in the required information (red asterisk) and any other necessary information.  
 
*Note:  Additional names can be added at any time during your application process if 
necessary . 
 
*Note: You will NOT use the review notes box on this page.  
 

2. Click Save.  
3. A Green Success Message will appear once this section has been completed,  and a 

green checkmark will appear above the tab.   
 

 
 

 

  



   

ǐǘ 

 

ÊƞĜŢŇƐƐŇŪţɈÒāĜ 
ÒŃĨɈÊƞĜŢŇƐƐŇŪţɈƘāĜɈģŇĝƘāƘĨƐɈŃŪƵɈƘŃĨɈƆƉŪľƉāŢɈƵŇŜŜɈāĝĝĨƆƘɈāƆƆŜŇĝāƘŇŪţɈģāƘāɈāţģɈĽŪƉŢāƘɈ
ƐƞĜƉĨĝŇƆŇĨţƘɈāƵāƉģƐɈāţģɈƘŃĨŇƉɈǊţāţĝŇāŜɈƉĨƆŪƉƘƐȟ 

ȟ  

1. Fill in the required information (red asterisk) and any other necessary settings on the 
left side of this page .  
 

a. Accept Multiple Applications Per User: Select whether you want to allow 
applicants to submit more than one application on this program for multiple 
projects.  

b. Budget Development: Activate the Budget Development tool to select from 
two pre -built Budget Template worksheets or a custom -built template. This 
ensures standardized financial tracking of subrecipient awards according to 
specific cost categories. Without activation, applican ts will only provide a 
total amount requested, making detailed budget tracking difficult.  

ÊĨŜĨĝƘɈôĨƐɈŇĽɈƻŪƞɈƵŇŜŜɈŇţĝŜƞģĨɈ9ƞģľĨƘɈ@ĨƴĨŜŪƆŢĨţƘ 

  



   

ǑǏ 

 

i. If you have selected Yes, you will need to select the desired budget 
templat e that applicants will use to submit their budget proposals:  

 
 

*Note: Once a solicitation has been published, th e Budget Development and 
Multiple Application settings will be locked from further editing.   
 

c. Contract Number: Grants Network  will  autogenerate a contract number when 
each new award is made . If left  with  No, then each new award will leave the 
award contract number field blank for a custom value  
 

d. Collect Detailed Financial Reports : This setting changes the financial report 
data collection method from category -specific spending reporting to itemized 
spending data based on prescribed ledger codes and descriptions that you 
provide  to subrecipients. If left unselected, subrecipients can still upload 
detailed documents when submitting their financial reports.  
 

e. Require Invoice Number on financial reports : Requires the  Grants Network 
user to populate the  invoice number field when approving an incoming 
financial report  

f. Require Receiver ID on financial reports : Requires the Grants Network user to 
populate the invoice number field when approving an incoming financial 
report  

g. Track program income with Finance Reports : This setting is not active for 
current implementations of the Grants Network system. Program income will 
be tracked as a separate item in the financial report.  
 

2. Click Save.  
3. A Green Success Message will appear once this section has been completed,  and a 

green checkmark will appear above the tab.  

  



   

Ǒǐ 

 

ZŪāŜƐɈÒāĜ 
ÒŃĨɈZŪāŜƐɈƘāĜɈŇƐɈāţɈŪƆƘŇŪţāŜɈĽĨāƘƞƉĨɈƘŃāƘɈŜĨƘƐɈƻŪƞɈƐĨƘɈƐƆĨĝŇǊĝɈŢĨƘƉŇĝƐɈĽŪƉɈƐƞĜƉĨĝŇƆŇĨţƘƐɈƘŪɈ
ƘƉāĝřȠɈāŜŇľţŇţľɈƘŃĨŢɈƵŇƘŃɈƻŪƞƉɈƆƉŪľƉāŢɈƆƉŇŪƉŇƘŇĨƐɈāţģɈĝŪŢŢƞţŇƘƻɈŇŢƆāĝƘɈľŪāŜƐȟɈ ƆƆŜŇĝāţƘƐɈ
ƵŇŜŜɈĨţƘĨƉɈƘŃĨŇƉɈƆƉŪŖĨĝƘĨģɈƘāƉľĨƘɈāŢŪƞţƘƐɈŇţɈƆƉŪƴŇģĨģɈǊĨŜģƐȟɈ 
 
cĽɈāƵāƉģĨģȠɈƘŃĨƐĨɈƆƉŪŖĨĝƘĨģɈāŢŪƞţƘƐɈƵŇŜŜɈāƆƆĨāƉɈŇţɈƘŃĨɈāĝƘŇƴŇƘƻɈƉĨƆŪƉƘɈĽƞţĝƘŇŪţȠɈāŜŜŪƵŇţľɈ
ƐƞĜƉĨĝŇƆŇĨţƘƐɈƘŪɈƉĨƆŪƉƘɈŇţĝƉĨŢĨţƘāŜɈāĝƘŇƴŇƘƻɈĨāĝŃɈƘŇŢĨɈƘŃĨƻɈƐƞĜŢŇƘɈāţɈāĝƘŇƴŇƘƻɈƉĨƆŪƉƘȟɈ 
 
ôŪƞɈĝāţɈƐĨƘɈƘŃĨɈĽƉĨƈƞĨţĝƻɈāţģɈŇţƐƘƉƞĝƘŇŪţƐɈĽŪƉɈ ĝƘŇƴŇƘƻɈÃĨƆŪƉƘƐɈŇţɈƘŃĨɈ ĝƘŇƴŇƘƻɈÃĨƆŪƉƘɈƐĨƘƘŇţľɈ
ƞţģĨƉɈƘŃĨɈ ƆƆƉŪƴāŜɈƘāĜɈȰĝŪƴĨƉĨģɈŇţɈƘŃĨɈţĨƺƘɈƐĨĝƘŇŪţȱȟ 
 

 
 
*Note:  To see how these reports are completed  by Subrecipients , visit the Submitting 
Reports to Your Grantor  guide  from the Grants Network Resource Center . (Location: 
Resource Center > Subrecipients : Post -Award Guides > Submitting Reports to Your Grantor ) 
 
*Note:  To see how the  goal data is collected and displayed from all submitted reports , visit 
the Subrecipient Report Builder guide from the Grants Network Resource Center. (Location: 
Resource Center > Grantor : Post -Award Guides > Subrecipient Report Builder)  
 

1. To create goals for this program,  f ill in the required informatio n (red asterisk) and 
any other necessary information  in the steps below . 

https://ecivis-user-guide.s3.us-west-2.amazonaws.com/Pre-Award_Subrecipients/04_Pre-Award_Subrecipients_Submitting+Reports+to+your+Grantor.pdf
https://ecivis-user-guide.s3.us-west-2.amazonaws.com/Pre-Award_Subrecipients/04_Pre-Award_Subrecipients_Submitting+Reports+to+your+Grantor.pdf
https://ecivis-user-guide.s3.us-west-2.amazonaws.com/Post-Award_Grantor/08_Post-Award_Grantors_Subrecipient+Report+Builder.pdf


   

ǑǑ 

 

  
a. Add New Goal: Create one or more goal titles for applicants and future 

subrecipients to track. Specify your internal target amount in the Target Units 
field , which you aim to achieve through subrecipients' project activities  (even 
if the value is zero) . The Target Units field will NOT be visible to applicants 
and subrecipients.  
 
*Note:  Applicants are not required to enter amounts in all goal fields; they will 
fill in those relevant to their planned project activities.  

 

 
 

i. Click Save Goal  
 

1. To create specific  goals that  add up to  a combined  goal, create 
Subgoals. After you click Save Subgoal  these will be listed 
below for you to edit as needed. Applicants and subrecipients 
will be able to fill in the relevant Subgoals, and the aggregate 
amounts will roll up into the main goal titles.  

 



   

Ǒǒ 

 

 
ii. Click Save Goal again to return to the Goals Tab  

 

 
 

iii. You may edit or remove goals until they are used by applicants and 
subrecipients  to store data:  

 
 

b. Goal Notes: Goal notes may be used to provide instructions to your applicants 
during the application process. All notes entered here will appear to 
applicants when entering their goals on their application or anytime the goals 
are viewed. 

 
 

2. Click Save button.  
 

3. A Green Success Message will appear once this section has been completed,  and a 
green checkmark will appear above the tab.  

 

  



   

ǑǓ 

 

ƆƆƉŪƴāŜɈÒāĜ 
ÒŃĨɈ ƆƆƉŪƴāŜɈÒāĜɈŇƐɈƵŃĨƉĨɈƻŪƞɈƵŇŜŜɈƐĨƘɈƵŪƉřǋŪƵƐɈĽŪƉɈāŜŜɈƘŃĨɈƉĨƈƞŇƉĨģɈāƆƆƉŪƴāŜɈƆƉŪĝĨƐƐĨƐɈ
āĽƘĨƉɈāţɈāƆƆŜŇĝāţƘɈŇƐɈƉĨĝŪŢŢĨţģĨģɈĽŪƉɈāţɈāƵāƉģɈŪƉɈāƵāƉģĨģȟɈcƘɈāŜƐŪɈŃāƐɈāɈƐĨĝƘŇŪţɈĽŪƉɈģĨĽāƞŜƘɈ
ǊŜĨƐɈŇţɈĨāĝŃɈāƵāƉģɈƆāĝřāľĨɈāţģɈāŜŜŪƵƐɈƘŪľľŜŇţľɈţŪƘŇǊĝāƘŇŪţƐɈƘŪɈƐƞĜƉĨĝŇƆŇĨţƘƐɈāĜŪƞƘɈƉĨƆŪƉƘƐɈ
ŪƉɈƘāƐřƐɈģƞĨȟ 

 

1. Fill in the required information (red asterisk) and any other necessary information.  
i. Approval Workflows: For each approval task type, you must  click the 

pencil icon and set an approver  or group of approv ers. Some Task 
Types (i.e. Activity Report  Approval , Financial Report  Approval , and 
Closeout Approval ) will include other settings  unique to that Task  
Type.  

 



   

Ǒǔ 

 

ii. Select Standard  or Sequential  for the Approval Type. Then, select the 
User or User Group that will approve this Task Type.  

1. Standard : Standard approvals require an approval by an 
assigned approver or member of an approval group. In a group, 
any member can approve.  

2. Sequential : Sequential approvals are those that require each 
approval group member to approve in a specific order, one after 
another.  

 

3. Click Save  
 
*Note:  Groups are created in the Administration > Group 
Manager settings by Organization Master Account Holders 
(OMAH) and Department Master Account Holders (DMAH)  

 



   

ǑǕ 

 

 

Click Add New Group  to create a new group or click on an 
existing group to edit its members .  
 

 
 

ÊĨƘɈƘŃĨɈľƉŪƞƆɁƐɈţāŢĨȠɈģĨƐĝƉŇƆƘŇŪţȠɈāƆƆƉŪƴāŜɈƘƻƆĨ, and then 
select & arrange its members.  

 

 
 

iii. Task Type explanations : 
1. Recommendation  Approval: This approval workflow is triggered 

when an award recommendation has been created. It occurs 
before the user is notified of their award offer.  
 



   

Ǒǖ 

 

2. Final Award Approval : This approval workflow is triggered 
when an award has been accepted by an applicant. This is the 
final approval before the award is considered awarded.  
 

3. Activity Report Approval : This approval workflow is triggered 
when an activity report has been submitted by a subrecipient.  

 
*Note:  Additional options included . You can set a default 
frequency for this task (e.g. every 3 months on the last day of 
the month). You can also write i nstructions for the subrecipient 
filling out this report.  
 

4. Financial Report Approval : This approval workflow is triggered 
when a financial report has been submitted by a subrecipient.  

 
*Note:  Additional options included. You can set a default 
frequency for this task (e.g. every 3 months on the last day of 
the month). Additionally, y ou can write instructions for the 
subrecipient to complete this report and include an 
acknowledgment statement to display as a warning message 
upon submission .  
 

5. Amendment Approval : This approval workflow is triggered 
when a user requests a grant amendment. If selected, this 
workflow can also be used for financial amendments without 
changes to the award amount.  
 
*Note:  Additional options included. cĽɈƘŃĨɈƐƞĜƉĨĝŇƆŇĨţƘɁƐɈ
amendment included financial changes that do NOT change the 
award amount  (e.g. re-allocating amounts between budget 
categories) , you will see a checkbox in this Task Type to route 
those amendment requests through  this approval workflow.  

 
6. Amendment Approval with Finance: This approval workflow is 

triggered when a user requests a grant amendment with 
Finance. 
 

7. Grantor Amendment Approval : This approval workflow is 
triggered when a grantor requests a grant amendment and 
needs internal approval.  
 

8. Grantor Amendment Approval with  Finance: This approval 
workflow is triggered when a grantor requests a grant 
amendment with financial and needs internal approval.  
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9. Grantor Amendment Final Approval : This approval workflow is 
triggered when final approval is needed by a subrecipient on a 
grantor -created grant amendment.  
 

10. Return of Funds Approval : This workflow is triggered when a 
Grantor records a return of funds for a subrecipient.  
 

11. Closeout Approval : This approval workflow is triggered when 
the closeout process is triggered by a subrecipient.  

 
*Note:  Additional options included. You can include an 
acknowledgment statement to display as a warning message 
upon submission .  
 
 

iv. Once you have filled out all Approval Workflows, you can save the 
Approval Tab. These can be updated at any time before or after 
publishing the program and managing awards.  
 

b. Award Files : The files included here will be included in the award task. You 
will also be able to add subrecipient specific files when creating the award.  
Examples include common program documents that the subrecipient needs 
to complete the award process.  
 

c. Task Notifications : Select which reminder emails to  send to  subrecipients for 
upcoming and past due tasks . 

 
 

2. Click Save.  
 

3. A Green Success Message will appear once this section has been completed,  and a 
green checkmark will appear above the tab.   
 

 

  



   

Ǒǘ 

 

!ɳɳȺȡǪǍʌȡɐɅ ñǸʌʔɳ 
ĝĝĨƐƐŇţľɈ ƆƆŜŇĝāƘŇŪţɈʅɈÃĨƴŇĨƵɈ{āţāľĨƉɈ 

ÒŃĨƉĨɈāƉĨɈƘƵŪɈƵāƻƐɈƻŪƞɈĝāţɈāĝĝĨƐƐɈƘŃĨɈ ƆƆŜŇĝāƘŇŪţɈʅɈÃĨƴŇĨƵɈ{āţāľĨƉɈāƐɈƐĨĨţɈĜĨŜŪƵȡ 

ZƉāţƘɈ{āţāľĨŢĨţƘɈÒāĜɈɮɈÊƞĜƉĨĝŇƆŇĨţƘɈ{āţāľĨŢĨţƘɈɮɈÀƉŪľƉāŢɈ@āƐŃĜŪāƉģɈɮɈÀƉŪľƉāŢɈ
ÊŪŜŇĝŇƘāƘŇŪţƐɈɮɈ ĝƘŇŪţƐɈɮɈ ƆƆŜŇĝāƘŇŪţɈāţģɈÃĨƴŇĨƵɈ{āţāľĨƉɈ 

1. The first way to access the Application and Review Manager is through the Program 
Dashboard Page (only if an application is in the Draft Status as seen below).  
 

 

 

ZƉāţƘɈ{āţāľĨŢĨţƘɈÒāĜɈɮɈÊƞĜƉĨĝŇƆŇĨţƘɈ{āţāľĨŢĨţƘɈɮɈÀƉŪľƉāŢɈ@āƐŃĜŪāƉģɈɮɈÀƉŪľƉāŢɈ
ÊŪŜŇĝŇƘāƘŇŪţƐɈɮɈÀƉŪľƉāŢɈ@ĨƘāŇŜɈÀāľĨɈɮɈ ƆƆŜŇĝāƘŇŪţɈʅɈÃĨƴŇĨƵɈ{āţāľĨƉɈ9ƞƘƘŪţɈ 

2. The second way is by clicking on the Application Management  button  from the 
Program Detail Page. You will then select Application and Review Manager . 
 

 

 

  



   

ǒǏ 

 

ÊĨŜĨĝƘŇţľɈƘŃĨɈƆƆŜŇĝāƘŇŪţɈÊĨƘƞƆɈ{ĨƘŃŪģ 
ôŪƞɈƵŇŜŜɈĜĨľŇţɈĜƻɈƐĨŜĨĝƘŇţľɈƵŃĨƘŃĨƉɈƻŪƞɈƵŇŜŜɈƞƐĨɈāţŪƘŃĨƉɈƆƆŜŇĝāƘŇŪţɈÀƉŪĝĨƐƐɈƐƘŪƉĨģɈŇţɈƻŪƞƉɈ
ƐƻƐƘĨŢɈŪƉɈÊƘāƉƘɈYƉŪŢɈÊĝƉāƘĝŃȟɈÒŃĨɈƘŃƉĨĨɈŪƆƘŇŪţƐɈƵŇŜŜɈĜĨŃāƴĨɈāƐɈĽŪŜŜŪƵƐȡɈ 

 
 

1. Use an Application Process Template  ȸ Select from any Application Process 
Templates that you have built within the Templates page [ See Appendix C for 
instructions on creating and managing  Templates ]. The stages, forms, and all other 
details from that template will copy into your program and allow you to continue 
editing for this specific program.  
 

 
 



   

ǒǐ 

 

i. Click Apply Template  
  

ii. A notice will appear to let you know that a Core Information Form will 
be automatically created and inserted into your earliest submission 
stage as the first form. It is recommended that you take into 
consideration any overlap between the questions created in your 
template forms and the questions in the Core Information Form . 

 
iii. Click Yes ȸ Use Template  to continue onto editing and refining the 

process  
 

 
 

iv. Click the name of the Application Process to access the edit options 
including its start and end date , instructions, etc.  (Continue to the next 
section for further instructions)  

 

 

 

2. Start From Scratch  - This will create  a blank  Application Process where you will 
begin filling the required elements.   

 
*Note:  [Continue to the Application Process section below to see how the  process is 
set up from scratch]  

 
3. Copy an Existing Application Process Master  ȸ Select a Program within your 
¤ƉľāţŇǃāƘŇŪţɁƐɈāĝĝŪƞţƘɈƘŪɈĝŪƆƻɈŇƘƐɈApplication Process . The entire structure will be 



   

ǒǑ 

 

copied (stages, forms, etc.). Once it is created, you can edit and customize it as 
needed. 
 

 

 

Ȫ|ŪƘĨȡɈÒŃĨɈĽŪŜŜŪƵŇţľɈŢĨƐƐāľĨɈƵŇŜŜɈāƆƆĨāƉɈāƘɈƘŃĨɈƘŪƆɈŪĽɈƘŃĨɈ ƆƆŜŇĝāƘŇŪţɈÊĨƘƞƆɈƆāľĨȟɈ
ÒŃŇƐɈŇţģŇĝāƘĨƐɈƘŃāƘɈāŜŜɈģāƘĨɈƉāţľĨƐɈāƉĨɈĨŢƆƘƻɈȰŜĨāƴŇţľɈƘŃĨɈƆĨƉŇŪģƐɈŪƆĨţɈŇţģĨǊţŇƘĨŜƻȱɈ
āţģɈĝāţɈĜĨɈĨģŇƘĨģɈƘŪɈƐƆĨĝŇǊĝɈģāƘĨƐȟɈ 

 

 
 

a. Click th e Application Process and/or Stage names to open the edit options for 
Start and End Dates as well  as Instruction Boxes , form fields, etc. 
 
*Note: When setting Application Process dates, ensure the date range 
includes all Submission and Evaluation Stages. The start date should precede 
the first Submission Stage, and the end date should follow the last Evaluation 
Stage. 



   

ǒǒ 

 

 
*Note: If you edit any application form content, remember to open each 
subsequent Evaluation stage and select the necessary application fields in 
the ȾSet Content to RĨƴŇĨƵȿ section  
 

 
 

b. Once finished with edits , and once the foundational stages have been set with 
their required elements, you click the Ready to Publish  button and continue to 
the Subrecipient Management dashboard or Program Detail page to Publish 
your program.  
 
*Note: If you do not see the below message , check that you have created one 
Evaluation Stage  for each Submission Stage and check the instructions , form 
ĽŇĨŜģƐȠɈāţģɈȾÊĨƘɈ:ŪţƘĨţƘɈÒŪɈÃĨƴŇĨƵȿɈƐĨĝƘŇŪţƐɈfor blank or incomplete 
information. The message ƉĨāģƐȡɈȾÒŃĨɈŢŇţŇŢāŜɈƐĨƘƞƆɈƉĨƈƞŇƉĨģɈƘŪɈƆƞĜŜŇƐŃɈƻŪƞƉɈ
ƐŪŜŇĝŇƘāƘŇŪţɈŃāƐɈĜĨĨţɈāĝŃŇĨƴĨģȿ 
  

 

  



   

ǒǓ 

 

ƆƆŜŇĝāƘŇŪţɈÀƉŪĝĨƐƐɈ 
1. Complete the required fi elds or edit if using a Template for the following:  

1. Application Process Overall Instructions  
2. Start Date  (The default setting is the current date ) 
3. End Date (The default setting is 90 days from the current date)  

 
*Note: When setting Application Process dates, ensure the date range 
includes all Submission and Evaluation Stages. The start date should precede 
the first Submission Stage, and the end date should follow the last Evaluation 
Stage. 
 
*Note: The time zone for time -of -day settings will automatically detect and 
display your local time.   
 

4. Click the Save button  on right hand top corner  

 
 

  



   

ǒǔ 

 

ÊƞĜŢŇƐƐŇŪţɈÊƘāľĨ 
1. Click Add Stage   
2. Add a Submission Stage and select From Scratch  or Using Template  

 

 
 

a. Clicking the Template option  will open a window to select from any 
Submission Stage Templates that you have built within the Templates page 
[See Appendix C for  further  instructions on creating and managing  
Templates].  

 

 

 

 

 

 
i. Click Apply Template   
ii. A notice will appear to let you know that a Core Information Form will be 

automatically created and inserted into your submission stage as the 
first form. It is recommended that you take into consideration any 



   

ǒǕ 

 

overlap between the questions created in your template forms and the 
questions in the Core Information Form.  
 
Click Yes ȸ Use Template  to continue onto editing and refining the 
Submission Stage  
 

 
 

iii. Click the name of the Submission Stage  or its Forms  to access the edit 
options including its Start and End Date, instructions, etc. (Continue to 
the next section for further instructions)  
 

 
 

b. If selecting the From Scratch  option, continue for edit instructions.  

 

3. Complete the following  fields : 
 

a. Stage Name  
b. Instructions ( Displayed  to Applicants when opening this Submission Stage .) 
c. Start Date  
d. End Date 

 
*Note: If left unspecified , Start and End Dates will default to the date range 
ŪĽɈƘŃĨɈÀƉŪľƉāŢɁƐɈĨţƘŇƉĨɈ ƆƆŜŇĝāƘŇŪţɈÀƉŪĝĨƐƐȟɈ 
 
*Note: The time zone for time -of -day settings will automatically detect and 
display your local time.   

 
e. Click Save on right hand top corner  



   

ǒǖ 

 

ƆƆŜŇĝāƘŇŪţɈYŪƉŢɈ 
1. A mandatory Application Form will appear with the title Core Information . This form 

contains  the mandatory Project Title and Organization Name fields that will populate 
the award details if selected for an Award Recommendation . It also contains  
standard organization and contact information fields .  
 
*Note: If using a Submission Stage Template , the standard Core Information Form 
will be inserted into your Submission Stage  automatically  as the first form. I f you 
have multiple  Submission Stages, it will appear on the first Submission  Stage . 
 

2. Click on the Core Information Form  to edit form fields.   

 

 

3. Click Edit .  
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4. Add new fields by dragging a Form Element from the Form Elements Toolbox  on the 
right -hand panel . (See Appendix A and B for more details .)   
 

 
 

5. Click Preview Form  to preview and test the form from the Applicant point of view.  
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a. Click Test Form to test the save action  and check for any warning messages 
that should  appear if required fields have been missed . 

b. Click Reset to empty the data you  have entered into these fields .  
c. Click Print Form PDF to export a PDF copy of this form  without any data . 

 
6. Click Save when done editing  the  form.  

 

 
 

7. If additional forms are needed in this Submission Stage, click Add Form, and select 
From Scratch  or Using Template  

 

a. Clicking the Template option will open a window to select from any 
Application Form Templates that you have built within the Templates page 
[See Appendix C for further instructions on creating and managing 
Templates].  
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i. Click Apply Template   
 

ii. Click the name of the Form to access the edit options (Continue to the 
next section for further instructions)  
 

 
 
*Note: If you would like to copy an application form from another 
program into this program , you may do so by copy ing the existing  form 
into the Templates section . That Application Form Template can then be 
used in this and other  new programs . (See the ȾCopying Existing Forms 
to Form Templates ȿɈƐĨĝƘŇŪţɈin Appendix C for more information.)  

 

  



   

Ǔǐ 

 

EƴāŜƞāƘŇŪţɈÊƘāľĨɈɈ 
1. Click Add Stage   
2. Add an Evaluation Stage and select From Scratch  or Using Template  

 

 
 

a. Clicking the Template option will open a window to select from any 
Evaluation Stage Templates that you have built within the Templates page 
[See Appendix C for instructions on creating and managing Templates].  

 
 

i. Click Apply Template  to continue onto editing and refining the 
Evaluation  Stage  

ii. Click the name of the Evaluation  Stage to access the edit options 
including its Start and End Date, instructions, etc. (Continue to the 
next section for further instructions)  
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b. If selecting the From Scratch  option, continue for edit instructions.  

 
3. Complete the following  fields : 

 
a. Stage Name  
b. Instructions (This will be displayed to the Reviewers when opening this 

Evaluation Stage)  
c. Start Date  
d. End Date  

 
*Note: If left unspecified , Start and End Dates will default to the date range 
ŪĽɈƘŃĨɈÀƉŪľƉāŢɁƐɈĨţƘŇƉĨɈ ƆƆŜŇĝāƘŇŪţɈÀƉŪĝĨƐƐȟɈ 
 
*Note: The time zone for time -of -day settings will automatically detect and 
display your local time.   
 

e. Click Save  
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ÊĨƘɈ:ŪţƘĨţƘɈƘŪɈÃĨƴŇĨƵɈ 
1. Before leaving the Evaluation Stage  settings , open the Set Content to Review  tab at 

the top of the page. This will  set the Application Content that will be visible to 
Reviewers.  

 

2. Click Edit   
 

 
 

3. Select the checkbox next to any Application Form fields that you wish to include for 
Reviewers during this Evaluation Stage.  
 
*Note: If you wish to select all fields within that Application Form, select the top 
checkbox beside the name of that form.  
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4. Click Save 

 

 

ÃĨƴŇĨƵɈYŪƉŢɈ 
1. Once you have set the Content to Review within your Evaluation Stage, add a Review 

Form. 
2. Click Add Form  and select From Scratch  or Using Template   

 

 
 

a. Clicking the Template option will open a window to select from any Review 
Form Templates that you have built within the Templates page [See Appendix 
C for further instructions on creating and managing Templates].  

 
 

iii. Click Apply Template   
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iv. Click the name of the Form to access the edit options (Continue to the 
next section for further instructions)  

 
 

*Note: If you would like to copy an application form from another program into 
this program, you may do so by copying the existing form into the Templates 
section. That Application Form Template can then be used in this and other 
ţĨƵɈƆƉŪľƉāŢƐȟɈȰÊĨĨɈƘŃĨɈȾCopying Existing Forms to Form Templates ȿɈƐĨĝƘŇŪţɈ
in Appendix C for more information.)  

 
3. Fill the Form Name, Form Description, and Add new fields by dragging a Form 

Element from the Form Elements Toolbox on the right -hand panel  (See Appendix A 
and B for more details) . 
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Ȫ|ŪƘĨȡɈÃĨƴŇĨƵɈYŪƉŢƐɈĝŪŢĨɈƵŇƘŃɈāɈĝāŜĝƞŜāƘĨģɈÒŪƘāŜɈÊĝŪƉĨɈģŇƐƆŜāƻɈāƘɈƘŃĨɈĜŪƘƘŪŢɈŪĽɈƘŃĨɈ
ĽŪƉŢȟɈîŃŇŜĨɈĜƞŇŜģŇţľɈāţģɈĨģŇƘŇţľɈǊĨŜģƐȠɈƻŪƞɈĝāţɈǋāľɈāţƻɈƐĝŪƉŇţľɈǊĨŜģƐɈȰŢƞƐƘɈĜĨɈ
ţƞŢĜĨƉƐȱɈāƐɈāɈƴāŜƞĨɈƘŪɈcţĝŜƞģĨɈŇţɈÒŪƘāŜɈÊĝŪƉĨȟɈȴÊĨĨɈ ƆƆĨţģŇƺɈ ɈĽŪƉɈŢŪƉĨɈŇţĽŪƉŢāƘŇŪţȵ 

 

 

 

4. Click Preview Form  to preview and test the form from the Reviewer point of view.  
 

a. Click Test Form to test the save action and check for any warning messages 
that should  appear if required fields have been missed . 

b. Click Reset to empty the data you have entered into these fields.  
c. Click Print Form PDF to export a PDF copy of this form without any data.  
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5. Click Save when finished editing.   

 

 

æʔǩȺȡɾțȡɅȓ Ǎ æɶɐȓɶǍɃ ñɐȺȡǪȡʌǍʌȡɐɅ 
 

ƆƆŜŇĝāƘŇŪţɈÊĨƘƞƆɈȸɈÃĨāģƻɈƘŪɈÀƞĜŜŇƐŃɈ 
1. Once the necessary components of the Application Process have been completed, 

you will click the  Ready to Publish  button to enable the Publish  command within 
Grants Network   

ÒŃĨɈŢŇţŇŢāŜɈƉĨƈƞŇƉĨŢĨţƘƐɈāƉĨȡ 

¶ The Application Process  contains  at least 1 Submission Stage,  and each 
Submission Stage is followed by  at least 1 Evaluation Stage  

¶ Each Stage  contain s at least 1 Form that is successfully saved  
¶ Each Evaluation Stage  has selections made in the Set Content to Review  

page 
 

 
 

  



   

ǓǗ 

 

2. Confirm your selection in the popup message.  

Ɉ  

 

ÀƞĜŜŇƐŃɈÊŪŜŇĝŇƘāƘŇŪţɈ 
1. When the Program is Ready to Publish  and the necessary Solicitation Edit page 

details have been confirmed, Grantors can Publ ish the Program Solicitation.  
 

2. Click Publish Solicitation  from the Actions  menu on the Program Da shboard.  
 
*Note: To prevent issues during your program cycle, publishing your program will 
lock certain components of your Program Solicitation settings and the Application 
Process with its Forms. The locked items include:  
¶ The Budget Development setting on the Edit Solicitation > Submission Tab  
¶ The Accept  Multiple Applications Per User setting from the Edit Solicitation > 

Submission Tab 
¶ The ability to mark  additional  form fields as Required  
¶ The ability to add or remove stages and forms  

 
*Note:  Only Organization Master Account Holders (OMAH) and/or Department 
Master Account Holders (DMAH) may publish programs, depending on the 
preferences set up for your system. OMAH users will configure this by toggling the 
Subrecipient Management Publishing  preference in the Organization Preferences.  
 

 



   

Ǔǘ 

 

ñțǍɶȡɅȓ Ǎ æʔǩȺȡɾțǸǱ æɶɐȓɶǍɃ ñɐȺȡǪȡʌǍʌȡɐɅ 
 
ÊŃāƉŇţľɈƘŃĨɈEƺƘĨƉţāŜɈÊŪŜŇĝŇƘāƘŇŪţɈÀāľĨɈ 
ZƉāţƘɈ{āţāľĨŢĨţƘɈÒāĜɈɮɈÊƞĜƉĨĝŇƆŇĨţƘɈ{āţāľĨŢĨţƘɈɮɈÀƉŪľƉāŢɈ@āƐŃĜŪāƉģɈɮɈÀƉŪľƉāŢɈ
ÊŪŜŇĝŇƘāƘŇŪţɈɮɈÀƉŪľƉāŢɈ@ĨƘāŇŜɈÀāľĨɈɮɈEƺƘȟɈÊŪŜŇĝŇƘāƘŇŪţɈuŇƐƘŇţľɈ 

1. Starting at the Program Detail Page, you will simply scroll down and click on the Ext. 
Solicitation Listing  button. This is simply another way to access the Public 
Solicitation Listing for your designated Program Solicitation.  
 

 
 
 

 
  

2. If corrections are needed, go back to the Solicitation  Edit page and make any 
necessary updates. This will ensure the correct information will be viewed by 
Applicants for the 5 public -facing tabs as seen on the Public Solicitation page.  

  



   

ǔǏ 

 

ÒŃĨɈÀƞĜŜŇĝɈÊŪŜŇĝŇƘāƘŇŪţƐɈuŇƐƘŇţľɈÀāľĨɈ 
ÒŃĨɈÀƞĜŜŇĝɈÊŪŜŇĝŇƘāƘŇŪţƐɈuŇƐƘŇţľɈÀāľĨɈŇƐɈāɈƐŃāƉĨāĜŜĨɈƆāľĨɈƘŃāƘɈŜŇƐƘƐɈƻŪƞƉɈƆƉŪľƉāŢƐɈĝƞƉƉĨţƘŜƻɈ
ŪƆĨţɈāĝƉŪƐƐɈāŜŜɈģĨƆāƉƘŢĨţƘƐɈŪƉɈƵŇƘŃŇţɈāɈƐƆĨĝŇǊĝɈģĨƆāƉƘŢĨţƘȟɈÒŃŇƐɈŜŇƐƘɈŇƐɈľĨţĨƉāƘĨģɈĽƉŪŢɈ
ZƉāţƘƐɈ|ĨƘƵŪƉřɈāţģɈĝāţɈĜĨɈƐŃāƉĨģɈƴŇāɈØÃuɈŪƉɈĨŢĜĨģģĨģɈŇţƘŪɈƻŪƞƉɈŪƉľāţŇǃāƘŇŪţɁƐɈƵĨĜƐŇƘĨɈ
ƞƐŇţľɈāţɈŇĽƉāŢĨɈĝŪģĨȟɈ ţƻɈƆƉŪľƉāŢƐɈƐĨƘɈƘŪɈÀƞĜŜŇĝɈƵŇƘŃŇţɈƘŃĨɈuŇƐƘŇţľɈ ƴāŇŜāĜŇŜŇƘƻɈƐĨƘƘŇţľɈȰƐĨĨɈ
ƘŃĨɈ¤ƴĨƉƴŇĨƵɈÒāĜɈƐĨĝƘŇŪţɈĨāƉŜŇĨƉɈŇţɈƘŃŇƐɈľƞŇģĨȱɈƵŇŜŜɈāƆƆĨāƉɈŪţɈƘŃŇƐɈƆāľĨȟɈ 

ȴZ|ȵɈZƉāţƘƐɈ{āţāľĨŢĨţƘɈɮɈÊƞĜƉĨĝŇƆŇĨţƘɈ{āţāľĨŢĨţƘɈɮɈÀƉŪľƉāŢɈ@āƐŃĜŪāƉģɈɮɈÀƞĜŜŇĝɈ
ÊŪŜŇĝŇƘāƘŇŪţƐɈuŇƐƘŇţľɈĜƞƘƘŪţɈɮɈÀƞĜŜŇĝɈÊŪŜŇĝŇƘāƘŇŪţƐɈuŇƐƘŇţľɈÀāľĨɈ 

1. Starting on the Grants Management Tab scroll down and click on Subrecipient 
Management .  
 

 
 

2. On the Program Dashboard click on the Public Solicitations Listings  button.  
 

 
 

3. On the Listings Page, select the appropriate Listings Page (e.g., All Departments or 
by individual department).   
 

  



   

ǔǐ 

 

 
4. Scrolling down you will see the Public Listings Page, click the button to see the 

Solicitations Listing Page.  
 

 
 

5. You will see currently open Program Solicitations and can access by clicking on the 
hyperlink.   
 

 
 

6. ¤ţĝĨɈƻŪƞɈĝŜŇĝřɈŪţɈāɈÀƉŪľƉāŢɈÊŪŜŇĝŇƘāƘŇŪţɁƐɈŃƻƆĨƉŜŇţřȠɈƻŪƞɈƵŇŜŜɈĜĨɈƘāřĨţɈƘŪɈƘŃĨɈÀƞĜŜŇĝɈ
Solicitation page for the designated Program Solicitation. An Apply  button will 
appear if application start date is current and you will see the 5 public -facing tabs 
(Edit Solicitation) .   

 

 
 



   

ǔǑ 

 

7. To return to the Public Solicitation Page, simply close the browser tab to return to 
the previous tab.  

8. Back on the Listings Page, you will see  the  Copy Listings  Page Link  button. Simply 
click this button to copy and paste the URL. You can share the copied link with 
Applicants, or you can simply open a new window and paste the URL to view.  
 

 

 

9. Scrolling down you can click on Public Listing iFrame  for embedding in your site.  
 

 
 

10. Once you are done with this window , click Close.  
 

 



   

ǔǒ 

 

!ɳɳȺȡǪǍɅʌ MʲɳǸɶȡǸɅǪǸ ȡɅ Ǹ>ȡʬȡɾ æɐɶʌǍȺ  
1. Applicants will need an eCivis Portal  account  to manage  their  applications and 

awards .  
https://portal.ecivis.com/#/login  
 
*Note:  Users who have a Grants Network user account can use those same 
credentials and click the Grants Network Login  button.  
 

 

 

2. If an applicant does not have access to eCivis Portal, they can simply click on the 
Create Account  button and follow the steps to create an account to get started.  
 

  
 

  

https://portal.ecivis.com/#/login


   

ǔǓ 

 

3. They will c heck their email and click the Confirm my account  link to  start using their 
eCivis Portal account.   
 

 

 

|āƴŇľāƘŇŪţɈ 
1. Once an applicant has logged into eCivis Portal, they will be taken to the home 

screen that includes the following:  
1) My Applic ations ȸ Lists applications you 

currently  
have in eCivis Portal  

2) My Awards ȸ Lists any awards that have been 
awarded  

3) My Profile ȸ Lists organization information  
 
 
 
 

 

  



   

ǔǔ 

 

2. On the My Applications  page you will see applications you currently have in the 
system, application status, and an Actions Column to view any information for the 
designated application.  
 

 
 

3. On the My Profiles  page you can add information to the Applicant Information and 
Organization Information. Items with a red asterisk are required fields. You can either 
click on Update Profile  to save profile or simply click on the Cancel button if you 
need to cancel.   
 

 
 

  



   

ǔǕ 

 

4. On the My Awards  page you will see information here for any Awards that have been 
awarded. At this time there are no awards listed as the process is to begin for an 
applicant to apply for a Program Solicitation.  
 

 
 
 

ÊƞĜŢŇƘɈāţɈ ƆƆŜŇĝāƘŇŪţɈ 
1. Click the Apply  button on the  PƉŪľƉāŢɁƐɈSolicitation  page to begin  the application 

process in eCivis Portal.  
 

 
 

  



   

ǔǖ 

 

2. Click  Create New Application   
 

   
 

3. The new application will appear on the Application Submissions table . 
*Note:  If the ProgramɈallows multiple application submissions from the same 
applicant , this table will list any other application submissions they  create toward 
this Program .   
 

 
 

  



   

ǔǗ 

 

4. Click on the newly added Project  Titl e (labeled with a unique code beginning with 
ȾāƆŇ-Ⱦ) 

 

 
5. Applicants will use the following components in the left -hand panel to manage and 

submit the ir application:  

 
 

a. Team Members : Add Team members to collaborate on this application.  
i. Click Add Team Member   
ii. Enter the iţƴŇƘĨĨɁƐɈEŢāŇŜɈ ģģƉĨƐƐɈāţģɈĝŜŇĝřɈSend  

 

 
 

iii. Project Team Members invitations will be sent and be listed in the 
status as Invitation Sent  
.  



   

ǔǘ 

 

*Note:  If the invitation needs to be deleted, you can click on the red 
envelope icon and if it needs to be resent you can click on the blue 
invitation  icon.  

 

 
 

iv. The invitee will receive an email to access eCivis Portal and accept the 
invitation.  
*Note:  The invitee must set up a Portal account if they have not 
already done so . 
 

 

 

v. In Portal, they will click My Invitations  from the navigation bar and 
click Accept  or Reject  on this invite.  

 
 

  



   

ǕǏ 

 

b. Submission Stage : The starred folder icon  indicates the current 
Submission Stage to be completed  

i. Open this section to view the  title and  instructions for this Submission 
Stage  

 

 

c. Application Forms : Open and edit  each form until complete  
i.  Select the form from the left -hand panel and click Edit  

 

ii. Expand the Instructions section to review important details provided 
by the Grantor before continuing to fill the form.   

 



   

Ǖǐ 

 

iii. Click the Save Draft  button to save all form details (either to  return to 
it later or in preparation to mark the form complete)  

 

 
 

iv. When all required fields are complete and all edits are finalized,  click 
Save As Complete .  

  

 
v. Any forms you save as complete will update to the green Completed  

status  
 
*Note:  All included application forms must be marked complete and, if 
it is included, the Budget Worksheet must have a requested total 
amount before you can click the Submit Application  button. Continue 
to the next section for those instructions.  

 

 

 

ÒŪɈĨƺƆŪƉƘɈāɈĝŪƆƻɈŪĽɈƘŃĨɈǊŜŜĨģɈāƆƆŜŇĝāƘŇŪţɈƘŪɈÀ@YɈĽŪƉŢāƘȠɈĝŜŇĝřɈEƺƆŪƉƘɈƘŪɈ
À@YɈĽƉŪŢɈƘŃĨɈƘŪƆȶƉŇľŃƘɈĝŪƉţĨƉɈŪĽɈƘŃĨɈƆāľĨ 

 

 

d. Budget : Fill the Budget Worksheet to  propose an  award amount and to 
itemize budgeted costs as needed.  This worksheet will be used later, if 
awarded, to document the final award and to track spending.  
 



   

ǕǑ 

 

i. Click Budget  from the left -hand bar . The Budget Worksheet  will open 
in a separate browser tab . 
ȴÃĨĽĨƉɈƘŪɈȾ ƆƆĨţģŇƺɈ@ȡɈ9ƞģľĨƘɈîŪƉřƐŃĨĨƘƐȿɈĽŪƉɈŢŪƉĨɈŇţĽŪƉŢāƘŇŪţɈŪţɈ
completing  the  worksheet ] 
 

 

 
 

 

ii. When finished editing  and saving the worksheet , close the browser tab  
containing the budget  and return  to the previous tab containing the 
application  

 

e. Goals: If included, f ill the Goals Worksheet to propose project goals . This 
worksheet will be used later, if awarded, to document the final goal target 
amounts  and to track activity against those goals . 
 

i. Click  Goals from the left -hand bar. The Goals Worksheet will open in a 
separate browser tab.  

 

  
 



   

Ǖǒ 

 

ii. Enter the target amounts for any applicable goal areas that your 
project will address  
 
*Note: The expenditure fields are not required during application but 
may be used when Awarded and submitting Activity Reports . 
 

 
 

iii. When finished editing, c lick Save Goals  
 

iv. Close the browser tab containing the goals and return to the previous 
tab containing the application . 
 

6. Once all forms and required worksheets have been completed, the application can 
be submitted. Click Submit Application  from the left -hand panel . 

 

  



   

ǕǓ 

 

7. If the submission is successful, the status label beside the Submission Stage name 
will change from In Progress  to Submitted .  
 

 
 

*Note:  If the program has multiple Submission Stages, pay attention to the 
Submission Stage titles (indicated by a folder icon) .  
 

 
 

  



   

Ǖǔ 

 

If you are caught up, you should see NO stages with  a yellow star over the folder 
icon and with a status of In Progress . 

 
 

8. The Grantor will then assign Review Committee members to  access and review  
select portions of the application  content . 

  
9. Applicants  can access current or prior application s by clicking My Applications  from 

the left -hand navigation bar . They can search or sort the headings of this table to 
find their application.  
 

 
 

10. Click any of the linked titles in this table (all of which should match the name of the 
program they selected in the prior step)  

 

 
 

11. This will bring them  to a table of all applications they  have submitted to this program 
(some programs allow multiple application submissions). Click the applicable Project 
Title  to review that application .   

 



   

ǕǕ 

 

¸ǍʬȡȓǍʌȡɅȓ !ɳɳȺȡǪǍʌȡɐɅ Ἁ éǸʬȡǸʭ EǍʌǍ   
ÒŃĨɈĜĨŜŪƵɈƐĨĝƘŇŪţƐɈƵŇŜŜɈƵāŜřɈƘŃƉŪƞľŃɈƘŃĨɈZƉāţƘŪƉɈƆĨƉƐƆĨĝƘŇƴĨɈŪĽɈāƆƆŜŇĝāƘŇŪţɈāţģɈƉĨƴŇĨƵɈģāƘāɈ
āĝƉŪƐƐɈŢƞŜƘŇƆŜĨɈƆƉŪľƉāŢƐȟɈ 

ŜŜɈÀƉŪľƉāŢƐɈÀāľĨɈ 
1. The Programs page will provide a list of all Programs to which the user has access 

within the Application & Review Manager System.  
 

Ɉ 

ÀƉŪľƉāŢƐɈÀāľĨɈsĨƻɈcĝŪţƐɈ 
1. Program Icon ȸ clicking on this icon will allow the user to land on the Programs 

Listings Page  
2. Expand/Collapse Arrow ȸ Expand the Left -Hand Navigation Bar  
3. Programs Listings Page ȸ this provides a dashboard of all Program Solicitations in 

the system.  
4. Breadcrumb Trail ȸ lists the program path to current page.  
5. Export ȸ user can export table data to .CSV or PDF File  
6. Filter  ȸ allows the user to filter data listed on Program Page (e.g., column header)  
7. Program List  Column Head ings  

 

 

 

ÒŃĨɈÀƉŪľƉāŢƐɈƆāľĨɈŇţĝŜƞģĨƐɈƘŃĨɈĽŪŜŜŪƵŇţľɈĝŪŜƞŢţɈŃĨāģĨƉƐȡ 

1. Program ȸ Name and unique identifier for Program Solicitation  
2. Status ȸ Status of the Program (e.g. Draft, Ready to Publish, Published, Closed, 

Archived)  
3. Start ȸ The start date of the Application Process set up for program  



   

Ǖǖ 

 

4. End ȸ The end date of the Application Process set up for this program  
5. App Setup ȸ Checkmark will display next to programs where the Application Process 

is set up with the minimal requirements achieved. A warning symbol indicates that 
this has not been completed  

6. Department ȸ The department name in which this Program was created  
7. Total Funding ȸ Total amount of funding allocated to this program  
8. Program Type ȸ Indicates whether the Program is a Subprogram, or tied to a 

Subprogram  

 

 

YŇŜƘĨƉɈcĝŪţ 
Users can utilize the Filter Icon for Order, Visibility, & Filters . A scroll bar is also available on 
the side of filters area so a user can scroll down to view additional column settings.  

 

  



   

ǕǗ 

 

ØƐĨɈƘŃĨɈĜĨŜŪƵɈĝŪŢŢāţģƐɈƘŪɈŢŪģŇĽƻɈƘŃĨɈƴŇĨƵɈŪĽɈƘāĜŜĨɈģāƘā 
 
1. Order ȸ allows user to drag up or down to change column header order.  

 

 
 

 

2. Visibility ȸ allows user to turn off column visibility  
 

 
 

 
3. Filter  

a. Allows  user to select an option to filter data.  
 

 



   

Ǖǘ 

 

 
b. Once Filter has been turned on you will see an orange background on Filter field.  

To turn off Filter simply click on  Filter  shown on Filter field.  
 

  
 
 

c. To clear all filters, click on Clear all filters  and default will be displayed.  
 

  



   

ǖǏ 

 

ÀƉŪľƉāŢɈ 
îŃŇŜĨɈāɈÀƉŪľƉāŢɈŇƐɈƉƞţţŇţľȠɈƞƐĨɈƘŃĨɈƘŪƆɈŃĨāģŇţľƐɈŪĽɈƘŃĨɈÀƉŪľƉāŢɈƆāľĨɈƘŪɈƴŇĨƵɈāţģɈŢāţāľĨɈ
ŇƘƐɈāƆƆŜŇĝāƘŇŪţƐɈāţģɈƉĨƴŇĨƵƐȟ 

Ɉ 

 

sĨƻɈYĨāƘƞƉĨƐɈ 
ÒŃĨɈÀƉŪľƉāŢɈ¤ƴĨƉƴŇĨƵɈƆāľĨɈģŇƐƆŜāƻƐɈŇŢƆŪƉƘāţƘɈŇţĽŪƉŢāƘŇŪţɈĽŪƉɈƘŃĨɈģĨƐŇľţāƘĨģɈ
ÀƉŪľƉāŢȟɈ 

1. Program Name : lists the program name and includes Program ID  
2. Bread Crumb Trail  ȸ shows the trail of links to arrive at the current page  
3. Navigation Tabs  

a. Overview Tab 
b. Applications  Tab 
c. Reviews Tab 
d. Application Setup Tab   

 

 
 

4. User Support Icons  
User Support Icons include the following:  

1. Help Desk Icon  
a. eCivis Help Center  
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2. User Settings  
a. Settings  
b. Profile  

 

    

 

¤ƴĨƉƴŇĨƵɈ 
1. The Overview Tab provides an overview of the Program as seen below in 

screenshot.  
 

Ɉ 

 

2. Scrolling down the page, you can view the Program Information and its 
Status.  
 

 



   

ǖǑ 

 

 
3. Status of Program ȸ the following are the different statuses that may be 

displayed next to the Program Name.  
 

a. Draft ȸ Indicates information can be edited  
b. Ready to Publish ȸ Indicates all information has been  

finalized and is ready to move to the next stage  
of Published  

c. Published ȸ The application has been published  
by the Grantor  

d. Closed ȸ The program has been closed by the Grantor  
e. Archived ȸ Inherited data from previous Application  

Management System  
 
 

4. Applications  Chart  
This section provides a pictograph of the Applications submitted, how much time 
is remaining in the Application Process, and lists the statuses of Applications 
(e.g., Not Started, In Progress, On Hold, Recommend Award, Denied)  

 

 
 

  



   

ǖǒ 

 

5. Total Reviews  Chart  
This section provides a pictograph of the Total Reviews submitted, how much 
time is remaining in the Application Process, and lists the statuses of 
Applications  (e.g., Not Assigned, Not Started, In Progress, Submitted).  

  

 

 

ƆƆŜŇĝāƘŇŪţƐ 
1. Applications will be listed here once applicants start the application process.  

 
 

 

 

  



   

ǖǓ 

 

ÃĨƴŇĨƵƐɈ 
1. A list of designated Reviewers will be seen if Grantor has already assigned 

while managing the Edit Solicitation  page in eCivis Grants Network. If a 
Grantor has not completed this step and simply started creating the 
Application, no data will be found as the process has not started for the 
Reviewers to be listed.  

 

 

ƆƆŜŇĝāƘŇŪţɈÊĨƘƞƆɈ 
1. The Application Setup page will display the details of the Application Process 

once it is built.  

 

 

  



   

ǖǔ 

 

¶ǍɅǍȓȡɅȓ !ɳɳȺȡǪǍʌȡɐɅ ñʔǩɃȡɾɾȡɐɅɾ  
ZƉāţƘɈ{āţāľĨŢĨţƘɈÒāĜɈɮɈÊƞĜƉĨĝŇƆŇĨţƘɈ{āţāľĨŢĨţƘɈɮɈÀƉŪľƉāŢɈ@āƐŃĜŪāƉģɈɮɈÀƉŪľƉāŢɈ
ÊŪŜŇĝŇƘāƘŇŪţɈɮɈÀƉŪľƉāŢɈ@ĨƘāŇŜɈÀāľĨɈɮɈƆƆŜŇĝāƘŇŪţɈ{āţāľĨŢĨţƘɈɈ 

{ŪţŇƘŪƉŇţľɈ ƆƆŜŇĝāƘŇŪţƐɈ 
1. The Grantor will log into Grants Network and continue the process by accessing the 

Application and Review Manager button on the Program Detail Page.    
 

 
  

2. This will open to the Application & Review Manager Dashboard:  
 

 
  

  



   

ǖǕ 

 

3. Use the donut charts, as shown here, to monitor the statuses of all applications and 
Time Remaining in the Application Process : 
 

 
 

4. You can access Applications by clicking on the following  on Program Page 
Dashboard 

1. Applications  Tab  
2. Applications Link on Chart  
3. Clicking on the hyperlink for each designated  status will access the 

Applications for that designated status.  
 

 



   

ǖǖ 

 

5. Use the Applications table to analyze  and export  all application data, or to access 
individual applications  

 

 

EƺƆŪƉƘŇţľɈ ƆƆŜŇĝāƘŇŪţɈ@āƘā 
 
EƺƆŪƉƘŇţľɈƘŃĨɈÒāĜŜĨ 
ÒŪɈĨƺƆŪƉƘɈģāƘāɈĽƉŪŢɈƘŃĨɈƘāĜŜĨɈŪĽɈƐƞĜŢŇƘƘĨģɈ ƆƆŜŇĝāƘŇŪţƐȠɈƐĨŜĨĝƘɈƘŃĨɈƆƆŜŇĝāƘŇŪţƐɈƐĨĝƘŇŪţɈŪĽɈ
ƻŪƞƉɈƆƉŪľƉāŢɈāţģɈĝŜŇĝřɈƘŃĨɈŢĨţƞɈĜƞƘƘŪţɈȰƘŃƉĨĨɈģŪƘƐȱɈŪţɈƘŃĨɈƘŪƆȶƉŇľŃƘɈĝŪƉţĨƉɈŪĽɈƘŃĨɈƘāĜŜĨȟɈ 

Ɉ 

ôŪƞɈŢāƻɈƞƐĨɈŪţĨɈŪĽɈƘŃƉĨĨɈĨƺƆŪƉƘɈŪƆƘŇŪţƐȡ 

1. Generate List of Application Emails : Copy all applicant emails to another location  

 



   

ǖǗ 

 

2. Export Table Data ( .csv): Exports all visible data from the Applications table to a .csv 
file.  

 

 
3. Export Table to PDF: Exports the application data to a PDF  file.  

 

 

 

 

EƺƆŪƉƘŇţľɈ ŜŜɈ@āƘāɈĽƉŪŢɈÊƞĜŢŇƐƐŇŪţƐɈāţģɈÃĨƴŇĨƵƐ 
1. Export All Submissions : Exports a .zip file containing all response  data  for each  

Application Form  field . You should see separate .csv files for each form across all 
submission stages.   
 

 
 

  










































































































