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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

D0SNgaKNUt 31 JAABNT 2dRaNBET EDI
Zhbat FUBKI UGKa RENI g TUSSITZNt I 36T LUDPT3Iaggl €eeNt I3 208
{atallph3

1. Access to eCivis Grants Network Account | FZDbat KE€J3 | T KZUDF s
(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 .

D0SNGaWYRAT YRNEKDOGCGKaAaKUIKNI DGO SESUZNL I

1. Access to eCivis Portal Account[F AUDKaSsn
(e.g., username/password)

D EUZWI\'a nts
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Closeout
Negotiate

Terms

Grantee ‘ Grantor

(Recipient) (Pass Through)

Application
& Review
Report Managemen
Grant Prep

Publish
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(Grants Network / ARM)

Grantor

(eCivis Portal)

Applicant

Reviewer
(eCivis Portal)

&)

UTOT KNKNyYT 3 abgIADPUgT €¢
20SNgakKNUt 31 3 AT yNT zs&a&au‘smﬁ K& e gReRaq TKB0WbLE N 3
SNgat KenI atgPIUETEINKINA 1338 RaT K RRABAPIHNT g€ g,

Solicitation Stage ¢ Creating and sharing a Program Solicitation with prospective
applicants

Submission Stage @ Receiving application submissions from applicants
Evaluation Stage o Receiving Reviewer feedback on all applications submitted
Award Stage o Selecting applications to recommend or deny for award

Solicitation Stage Submission Stage Evaluation Stage Award Stage

Grantor conﬁgures

solicitation &
process . B
Grantgr Ll L Grantor Decision
Submissions to (Denied, On Hold, Award
Grantor publishes Reviewers Recommendation)

and shares
program

Applicants

complete
submissions

¥
Reviewers
evaluate
submissions

EUNA
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Grantor (Grantmaker)

Applicant (Grantseeker)

Reviewer

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

SetUDJIKNT 3ADUTI

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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1. Log into Grants Network

N

b
b

cC

A

Qi

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

your License is provided by State of EUNA 1 Help/ Training  Logout

Home coviD-19 Grant Management Research Reports Administration

Project Dashboard

Research Tracking & Repol  pjec seacn

Find Grants Manage Grants - -es and More Data and Bl Intelligence
ly Projects

Project Calendar

Organization Activity Summary Create Project board » My Action Items View Task List»

Applications Applications Organization Documents Tasks (Next 7 Days)

Projects Due Submitted [Ty — No pending items in next 7 days

0 0 Past Due ltems

Mo past due items

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

your License is provided by State of EUNA1  Help / Training  Logout

Home COvID-19 Grant Management Research Reports Administration

Home / Program Dashboard

Program Dashboard

Add New Program Generate Task Report Generate Funding Source Report Public Solicitations Listing Subrecipient Monitoring

Search:

4. OU3T: BT akl 3| 1T 23 Addldwhd Fegadls’ NSSI Nt I KNT 3
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
Listing
e. Isthis a Subprogram?

o

U ELJ:N;‘a nts
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Create New Program

2 Please enter a name for your new program:
Flease select a solicitation type:
— Select Solicitation Type — b

Please select a department:

- Select Department - hd

Please select a template application: &

Program Setup Tip:

The information provided here assists applicants who are seeking out funding assistance. This
information will be visible publicly if the "Public” radio button is checked.

=

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

EUNA

Create New Program

2 Please enfter a name for your new program:

Economic Development FY2024 - ED

Please select a solicitation type:

Application and Peer Review Prn %

Please select a department:

Economic Development v

Please select a template application: ig)

Program Setup Tip:

The information provided here assists applicants who are seeking out funding assistance. This
nformation will be visible publicly if the "Public” radio button is checked.

Listing:

@ Public

() Private

5 this program a subprogram?:
) Yes

® Mo

=

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

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

Award Recommendation Approval
Pending Awards

Pending Tasks

Subrecipient Awards

Home | Program Dashéeard / Program Detail

Program Detail

Economic Development FY2024 - ED I

Department: Economic Development
Total Funding: 50.00
Application Period: N/A

NS/H DYy NT 23

aggleeaKUJaééaoDU

rpaTIel KKNY
T

red

I BNt § WZEINNGERST agINGEN T & 1 Kip R GIDIUEINT &K N

Subrecipient Reporling « Edit Solicitation Application Management =

Award Recommendation Approval

You currently have no pending recommendation approvals. Click the reload button to refresh.

Pending Awards

There are currently no award recommendations for this solicitation. Click the reload button to refresh

Pending Tasks

No tasks require your attention. Click the reload button to refresh.

Show| 29 ¥ entries

Subrecipient Awards

Award/

i
Project Organization Award Manager Contract Number Award Type Status

There are currently no subrecipient awards to display.

EUNA

Grants

Search

Contract Start

Contract End

Reload

Reload

Reload

Total Award



MDZLA g \NNe K4 OdAAAde A

Zhag&g3ariT TTtK3IOaGIRBIENGPT gNONT tKI{atalTTTtKIBIADUI

EUSNGNKaKNUt EIBIEgNKIEUSNGNKaKNUt 39nKKUt

BT IKNNKIEUSNGKRAENOND D aKAgINIt In3GINEgg DNOKNUt 30L320nD

EUSNGNKaAKNUt 3ac€32T1SS3ac3KUIgUIADQHINFG ARSI KN 3 DIDWN B2

ENGHT gRARAMPE

ct 3UDOT ®INKINI 2 U n EBIHEGIISAT§INNKAKPNIWS ST KWt I B DDBNIGTaK NG ET

KNT 3DPT cn NPT g EGERE NS R & & BEINEMhBSHaa t1T UnesS2NnN3 obT 2abl 32U0n

OPUGT €ENINt gSNngNtr3ekalrielatgdrLubpTenNd Nt 3KNT 3 D20SN.

ETHKNUt 3ZNSS3IInNgT320n3KNPUNI N3KNT 3EUSNgNKakKNUt 3 Of
1. Click on Edit Solicitation button

Home / Program Dashboard / Program Defail

Program Detail
Economic Development FY2024 - ED [ZZ1

Department: Economic Development
Total Funding: $0.00
Application Period: N/A

Subrecipient Reporfing = Edit Solicitation Application Management =

2. Click Yes, Continue to Edit Solicitation

Warning!
Are you sure you want to leave this page?

Yes, Continue

—_

U ELJ:N;‘a nts



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.

Solicitation Edit

¥ =Incomplete «# = Completed

sy %

ZNt I 3 KaB b rPuUSEIIHONTaXKABKIND AITIEUSNG N |

Solicitation Edit

Eligibility Financial » Contact Files ¥ Submission Goals » Approval

1 Overview
1 Eligibility
I Financial
1 Contact
1 Files
ONT 3T 3KT Pt aS3cUSNgGNKaKNUt 3SNEKNt T 32alriTn3zZNNgN3
gNEDSaz23Nt LUPTaAaKNUt ILPDUTIKNT €T IKaGerat g3INt gSng
a00S5SNgaKNEUBYINO ZIFKNA 3 On GSNENT [y SRIENINAKH ¢ KW 133
OPUI PaTIONGSNENNt T 3OoPUGT €3 O0OPT LT PIKUIKNT 3EANGS
ULIKNNEJIInNnNgT o6h
Economic Development FY2024 - EDO5S
B
ED-2345-6789 Summary:
Title: Economic Development FY2024 - EDO5
Economic Development FY2024 - ED04 will provide small businesses with funding to
support economic growth in Euna City through business coaching, training programs, and
Application Start Date: 04/01/2024 informational resources.
Application End Date: 06/30/2025
CFDA/ALN: 12.345
Reference URL: hitps://eunasolutions.com/

—_
—_

U ELJ:N;‘a nts



WESBTOEKBUEFlI €3at g3 ZUDPF NjUZE

ONT 3DPT TaNt Nt I 30 RKE)EKID

I Submission
T Goals
1 Approval

Solicitation Edit

Eligibility Financial X Contact » i Submission ¥ Goals » Approval »

syl Dyod & 3
ONT 3oyl DNt Kadiad &3 Nt KPUGn g KUD 29U TIKEeaNThe 3 KUJI T 30S8a Nt 3

Home | Program Dashboard / Solicitation Edit M

Solicitation Edit

¥ = Incomplete «” = Completed

Flabily Aoprovel

Step10f9 * = Required for Section Completion
J— 5 *
D Title™ | Economic Development FY2024 - EDOS ummary
Bsorce @ [F @ B I U= i=

Fiscal Year. 2024

Economic Development FY2024 - ED04 will provide small businesses
Salicitation Start Date with funding to support economic growth in Euna City through business
coaching, training programs, and informational resources

Solicitation End Date

IB: | ep-2345-6789

CFDA/ALN

| )

(@ use the tabs o complete the solicitation. Make sure to click Save when making changes.

Listing Availability®
- .
@ Public Save ) Done }

O Private

Reference URL hitps://eunasolutions.com/

1. Fillin 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: YUPJITUDT 3Nt LUDT 3 Ut IKNT 3 uNEKSRgriigh yaNSaCG
Published Program Solicitation s 3 €1

Z( Z‘
c C

t
t

aK
gK

2. Click Save.

—¢
O«

U ELJ:N;‘a nts



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

N e

&)

jome | Progrem Deshboard | Solicitation Edit

Solicitation Edit

Eligible Applicants: *
Local Government

O Academic Institutions

[J Consortia

[J Mative American Tribe

] Mon Profits

[] other
[] Private Sector
[0 Schools/School Districts

State Government

completed, and a

3¢ =Incomplete o = Completed

eonteet X Approte X

Step20f9 * = Required for Section Completion

Eligibility Notes™®

Bsoee | @ B @ B I U

“Eligible Applicants enly include Local Governments and State

Government within EUNA State

body p

@ Use the tabs o complete the solicitation. Make sure to click Save when making changes.

Fill in the required information (red asterisk) and any other necessary information.

Click Save.

A Green Success Message will appear once this section has been
green checkmark will appear above the tab.

EUNA

Grants

completed, and a

—_



1. Fillin the required information (red asterisk) and any other necessary information.

&)

jome ; Program Dashboard ; Solicitation Edit

Solicitation Edit

2M
w—t QY
Q- Z«
Z<Uy
M
oF G
o
o @)
&
o= S
& X

3¢ =Incomplete 4 = Completed

Elabiy oprorl

Total Funding $1,000,000.00:*

100% ORGO000 Small Business Development Center (SBDC)
Program (81,000,000.00)

Display the total funding amount on the external solicitation page:
@ Yes (O Mo

Permit Multi-Term Frojects: ~
O Yes @® No

Matching Required?*
) Yes
O No
@® Recommended

Matching Type® | Cash/inkind

<

Award Amount: {min)

Number of Awards:

Average Award Size:

(max)

Step3of9 * = Required for Section Completion
Financial Notes:*

Bsouce | (@ @ @ B I U= E|| =

MNote: Financial documentation is required with all financial reporting.

body p

{ )

@ Use the tabe to complate the salicitation. Make sure to click Save when making changes

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.

Choose Funding Type®
Pass-Through Funding

Please Select

| Organizational Funding Source|

Pass-Through Funding

Select Project®

Select Grant™®

Total Available™

Total Allocation*

Save Funding )

Add Funding Source X

Close )

EUNA

Grants

N Ga

BH. R

—_

=l 2

C«

@ «w

|l[_«
&S

g.w—r
—



i. Pass-Through Funding: Grant awards you receive and track within
APURT gKe€3Igat 3GT 37r2acel gIKNDPUNI Ns3IKU3IENDI:
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 Yesto 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.

Allocation Option

Are awarded funds to be available for No @ Yes
use as pass-through funding?*

’ ing™®:
Amount to earmark for pass-through funding*: 500,000,000.00

Are awarded funds to be available for @ No O Yes
Allocation to sub-projects?*

ii. Organization Funding Source: An Organization Funding Source is
typically a non -grant fund @ such 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.

G EUZN?a nts



Ut KDg K3
ONT 3: Ut KEARKIDaHEBFGaNOT €3 L UDPIcnT cpISULt € BZFRENEND DUDK
PT STyat K3gUt KagKINt LUPTaKNUt 3at g3 Nt EKPngKNUt €3LUD.
R
o+ B s B @ E B J U == L || -
A «.-::;:-.-:- T AI ] ing |: F-; LR !-'.":l!'-:'ml:I
(] m [ 5 are e 5
| )
-

Fill in the required information (red asterisk) and any other necessary information.

Click Save.
3. A Green Success Message will appear once this section has been

green checkmark will appear above the tab.

N

completed, and a

U ELJ:N;‘a nts



N 83 as&@
ONT 3YNPUg XKANGEIat 2INBT €3KNaKIaoOSNgatKedTaz23t11¢3
GUTOST KNt I 3KNBNDP3IaOOSNgakKNUt h
Home grem Dashboard | Solicitation Edi ,f___ﬁ

Solicitation Edit

3¢ =Incomplete o = Completed

Flabily - Aot X

Step 5of 9 = Required for Section Completion
File Notes:
Current Files
Blsouce @ @ @ B I U= := | =
NOFA: (W] NOFA (11.5Kb) @
FAQ: ®) FAOs (11.5Kb) M@ 1. NOFA: Application Information
2. FAQ's: Please refer for assistance. Updated as of 04/29/24.
Add File 'y
Application Submission Notes:
Wsouce @ @ @| B I Uiz :=
==
body p A
NIA L )
(@ s the tabs to complate the salicitation. Make sure to click Save when making changes.
s )
body p A
( )

1. Fillin 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 KNT 37 00SN§gaKNUt 3IYUPTs3IET §KNUt 3JULIKNNEJ

*Note: You will NOT use the application submission notes box on this page.

N

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

green checkmark will appear above the tab.

G EU]N?a nts



N

&)

R Z¢
—) —
& N
-
Z«—
©@ =
SN
R R
Z¢
C
G

KaG
{at

“ R
M
“ R
_lZ\

<, —
D G
U >

o m
ClCl-l
_@—l
o<
G
e
Q«C

D G
—_— m)
— Z(

NT 2
NT 2

gram Dashboard | Solicitation Edit

o
]
[F

Solicitation Edit

€ =Incomplete o = Completed

Elobii < oprotel X

Step6of 9 * = Required for Section Completion

Please enter review committee members:
Review notes may be used to provide instructions to your customer service representative
= that will help them in designing the application and submission process for your
Review Committee solicitation. Once you have marked your solicitation complete, your customer service
representative will follow up within one business day to confirm your program details
_ These notes will not appear to applicants.
John  Doe o]
Jane Doe euna.reviewer@gmail.com s Boouce | (@ @ @ B I U = 3= 4| e
8= .= =
Add Reviewer )
A

(@ Use the tabs to complete the salicitation. Make sure to click Save when making changes

Done )

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.

Click Save.

(¢ Kaal

A Green Success Message will appear once this section has been completed, and a

green checkmark will appear above the tab.
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lome | Program Dashboard / Solicitation Edit &

Solicitation Edit

Elabi

Accept multiple applications per user™

3 =Incomplete «# = Completed

Approral ¢

Step 7 of 9 * = Required for Section Completion

Submission notes may be used to provide instructions to your customer service

@ Yes O Mo representative that will help them in designing the application and submission process for
i " e emlat your solicitation. Once you have marked your solicitation complete, your customer service
Note: Once 2 sollcitation has been published, this selection may nat be changed representative will follow up within one business day to confirm your program details.

These notes will not appear te applicants.
Budget Development™
Note: All application submission deadlines default to 11:59 EST. If you would like your
application period to close at a different time, please indicate the time and time zone, in
the notes section below.

Would you like your applicants to create a budget within the eCivis Portal? This will also
be used to track spending during post award.

@® Yes (O MNo
ERLEEE 1= == 4| e
Nate: Once a solicitation has been published, the budget tempiate may not be changed. Bsouce B @ @ B I U £ = e
SF-424A Nor-Construction v

Contract Number:*
Would you like to have Grants Network autogenerate a contract number when an award is
made?
O Yes @ MNo
Prefix

body p 4
Note: Contract Number prefix must be unique for your Organization. A -XXXX will be ( )

appended to all contract numbers.

Collect Detailed Financial Reports @ (@) Use the tabs to complete the solicitation. Make sure to click Save when making changes

Reqguire Invoice Number on financial reports Save ) Done )

] Require Receiver ID on financial reports

Track program income with Finance Reports
® additive
O Subtractive
O Apply to match

f.
1. Fillin 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.

ET SOdREI2UNIZNSSINtEt§gSNngT3ongri K3@l yT SUDTT t K
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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:

® Yes No

Note: Once a solicitation has been pubi,

changed

v

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

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

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.

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

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

report

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.

O
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Step8of 9 * = Required for Section Completion

Please enter the goals you have for this program. These goals will be included in the application and post award process.

Search:
Add New Goal )
Goal “ | Target Actions

No goals currently exist for this solicitation

10 ~ Tecords per page

Goal notes may be used 1o provide instructions to your applicants during the application process. All notes entered here will appear 1o applicants when entering their goals on their
application or anytime the goals are viewed.

Blsouce | @ @ @|B I U

. = | s
= 3z

*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, fill in the required informatio n (red asterisk) and
any other necessary information in the steps below .

O«
—
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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

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.

Please enter the goals you have for

Add New Goal )

Add Solicitation Goal

Goal Title: | persons Served

Target Units™™ | 15.000.00

Save Goal ) Close )

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.

Edit Solicitation Goal

Goal Tle™  persans servec

Target Units™® 200,00

Subgoal Title™ | /15 e

Save Subgoal ) Cancel )
Subgoal Actions
Adults Served (Under 65) Edit | Delete
Youth Served Edit | Delete

e )

O
O
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2.

3.

&)

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

Edit |

Delete

Save Goal ) Close

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

Add New Goal )

Search:

Goal “ | Target Actions

Acres of Impacted Area 0.00 Edit Goal | Delete Goal

Locations Onboarded 50.00 Edit Goal | Delete Goal

Persons Served 12,000.00 Edit Goal | Delete Goal
10 ~ records per page

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.

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.

@Source [E] [ [ B I U i=

]

body p

( ) Save ) Done )

Click Save button.

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

O
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Solicitation Edit

Please define an approval workflow for each of the tasks below®

Task Type Approver

Recommendation Approval @ Program Admin

Approval

Final Award Approval @ Program Admin

Approval

Activity Report Approval @ Program Admin

Approval

Financial Report Approval @ Program Admin

Approval

Amendment Approval @ Program Admin

Approval

Amendment Approval with Finance @ Program Admin
Approval

Grantor Amendment Approval @ Program Admin

Approval
Grantor Amendment Approval With Finance Program Admin
@ Approval
Grantor Amendment Final Approval @ Program Admin
Approval

Return of Funds Approval @ Program Admin

Approval

Program Admin
Approval

Closeout Approval @

Workflow
Standard

Standard

Standard

Standard

Standard

Standard

Standard

Standard

Standard

Standard

Standard

T 3 20N NJUZSEBENIDRDS 8B g 3a 00D UY A
t KINEIDPT gUTTT t ngaLUDJa; azZa
DgaoagrarTJa;gaaééozsaKBiDé&

3 = Incomplete o = Completed

Step 9 of 9 * = Required for Section Completion
Award Files may be optionally added. These would include common program documents
that the subrecipient needs to complete the award process. 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.

Award Files
’;data available in table

Task Notifications

Add File )

Do you want to send reminder emails to subrecipients for upcoming and
pasi due tasks? @

None (@ Weekly
Financial Reports
Activity Reports
Miscellaneous Tasks
CAP Tasks

<J<J <N« N

@ Use the tabs to complate the solicitation. Make sure to click Save when making changes.

Save ) Done )

1. Fillin 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.

Task Type

Recommendation Approval @

U ELJ:N;‘a nts

Approver  Workflow

Undefined

O
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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.

Select Approval Workflow X

Define a workflow for the Award Recommendation Approval Task
Approval Type:*

® Swndardg) O Sequential &) ]
Designated for Approval.”
(O User
Choose a user that will be designated as approver

® User Group
Choose a user group that will be designated for apgoval. The group is based off Approval Type selected above.
Select User Group v

Select User Group

Program Admin Appraval

Save } Close )

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)

Reports Administration

My Account

My Preferences
Organization Preferences
Organization Library
Funding Sources

Account Manager

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

Group Manager

Groups can be created and managed so that tasks can be assigned to multiple people.

© Add New Group = el

10 ~ | ecords per page Search:

Showing 1to 1 of 1 records

Group Name Description Type Members

1 Program Admin Approval s

standard A Trainer

ETKIKNT 3IIrpPUnoO?e3taTinIganehpedNOKNUt NI &
select & arrange its members.

Manage Group X

Group Name *: Description: Type*: -
Standard
Frogram Admin Approval
Sequential
4
431 Characters Left
Select from Department, Users, and Groups
Select one or more departments on the left to narrow the list of users on the right, or select from the list of user groups.
Departments: Users: Broup Members:
a o
- TRAINING - A Trainer (anthony.torres@eunasolutions.com) " A Trainer (anthony.torres@eunasolutions.com) -
Administration

CS CS Rep (anthony.torres@eunasolutions.con Jane Smith (julia.malott@eunasolutions.com)

Community Development Jane Smith (julia.malott@eunasolutions.com)

Economic Development

1]

Education
«
Finance -

«“
r‘f?ﬁ[ind Human Services - < »

Save ) Cancel )

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.

O
Ca
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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 . Youcan 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. ¢ L' 3 KNT 3 €nGbT g NONT t K?
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.

O«
(]
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2.

3.

O

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 .

Click Save.

A Green Success Message will appear once this section has been completed, and a

green checkmark will appear above the tab.

EUNA
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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).
show 25 ™ entries Seorch: | edon
@ Hide Archived Programs
Department Title Program Type Status * | Total Funding Actions
[ Economic Development Economic Development FYZ024 - EDD1 N/A Draft $1,000,000.00 Actions I
Showing 11t 1 of 1 entries (filtered from 9 total entries) ) :;E:;i:rmun
Dalete
ZbatK3{atallTTItK3IOaGIRBIENGPT gNONTtK3I{atalTTltK3IRBJI:
EUSNgNKaKNUt €3 BJADUIDaTJ@TKaNS&AaIT B3 OO0SNgaKNUt .
2. The second way is by clicking on the Application Management button from the
Program Detail Page. Y ou will then select Application and Review Manager .
Home { Program Dashboard / Program Detail
Program Detail
Economic Development FY2024 - ED0O1 3
Department: Economic Development
Total Funding: $1,000,000.00
Application Period: N/A
"""""""
O
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@ Application & Review Management.

> A Home / Programs / Economic Develop... / Application Setup / Application

(. Program: Economic Development FY2024 - ED [p-4301]

@ OVERVIEW APPLICATIONS REVIEWS ¢ APPLICATION SETUP

s not setup

Application | /A The Application Pro

You can use one of the options listed below.

Program Details
Budget

Goals & Metrics

USE AN APPLICATION PROCESS TEMPLATE START FROM SCRATCH COPY AN EXISTING APPLICATION PROCESS MASTER

1. Use an Application Process Template dSelect 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.

Q Application Templates

Pick a Template to be used for setting up your entire Application.

By applying the template the entire structure will be pre-populated. Once applied you can edit and customize the way you need it.

Submitter Template ID Template Title Description Published Updated

01/17/2024 02/07/2024

@ [apt-000151) County Standard 2 Step Applicati This template does the follo.

CANCEL ‘ APPLY TEMPLATE ‘

U 3?3 nts
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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 dUse Template to continue onto editing and refining the
process

A Warning!

The system will automatically create a Mandatory Core Information
form. Since the template already contains an application form
which may include duplicated fields already found in the Core

Information form, we advise reviewing the forms in order to make
sure that they are correct!
Are you sure?

CLOSE YES - USE TEMPLATE

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)

Entity Type BL Instru

@ Economic Development FY2024 - EDO2 [apm-000345] | APPLICATION PROCESS - @

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]

Copy an Existing Application Process Master dSelect a Program within your
aPDl at N! aKNUt ? €3 aApdlicaton Rrackss JThekdtize BthiétBedwill be

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

needed.
N
(@ Copy an actual Application Process Master
Pick an actual Application Process from the list of programs below to be copied into your program. The
entire structure will be copied (stages, forms, etc.). Once it is created, you can edit and customize it as
needed.
Programs List
Q, community SEARCH
Program Department App Setup Status
O & Community Development FY2024 [p-36¢ Administration v
@ @ Economic Development - ED Test [p-493 Community Development v
1-20f2
CANCEL
O| UBNE 3 L USTS Uezen;Ikig S 3 aroamralamauoa oL 3 KNT J PDPSNgakKN
ONNEJI Nt g NgRKI gﬁaJF«II\LJaEKa}; Dssaﬁm BEROK2DT DNUgeEIUDT ¢ .
at g3 gatgN&IUHEOT gNNFIgaKki €hd

/\ Dates from the originally copied program have been cleared. The Application Process start date has been set to today
and the end date has been set to 90 days from today. Please be sure to modify the Application Process date range and
adjust any Submission Stage and Evaluation Stage dates as reguired.

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.

U aN?a nts



*Note: If you edit any application form content, remember to open each
subsequent Evaluation stage and select the necessary application fields in
the 7Set Contentto RI y N Tsettgon

Entity Type BL Instructions Start End Usage & Actions
V| @ Application Process for Pr. |apm7000656] APPLICATION PROCESS Q‘. @ 04/05/2025 07/04/2025 E
v [ssm-GOWEHO] Submission Stage @ - - T | ADDFORM ~
@ Core Information [afm-002400] Application Form 6] - - g
v 1]] Evaluation Stage @ - - T | ADDFORM ~
@ Review Form [rfm-002401] Review Form @ - - B8

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

LNT Sgendat g3ITET K3 : Ut Kiorbl&nk & debdplete NT Zs 3 €T §
information. The message B 1 €gITONT 3TNt NTaS3e€TKno3b

KNUt
ag T cn
EUSNGNKaKNUt INaeg3dIGTTt3IagNNT yT gs

P

( The minimal setup required to publish your solicitation has been achieved. %

+ Please continue to add more stages and forms, and set the business logic as needed. When done, click the Ready to Publish button in the settings to complete the process.
« After marking as Ready to Publish, you will be able to publish your solicitation in Grants Network.

Therefore verify twice if everything is setup correctly before you publish the settings

Last edited by: A Trainer, 04/05/2025 07:30AM

Entity Type BL Instructions Start End Usage & Actions <
v @ Application Process for Pr.. [apm-000656] ~ APPLICATION PROCESS Qf @ 04/05/2025 07/04/2025 E
00

G aN?a nts
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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

Application Process for Program: Economic Development FY2024 - ED /
/ You (EunaState1-OMAH1) editing now. CANCEL

APPLICATION PROCESS META SETTINGS & INFO ~

Application Process Name * Application Process ID
Application Process for Program: Economic Development FY2024 - ED [l
Program Name Program ID

Economic Development FY2024 - ED 4301

Application Process Overall Instructions *

Nemal ¢ B I Us = = @ L

Applicants will need to

Start Date End Date

04/05/2025 07:07 AM G 07/04/2025 07:07 AM G

U E&?a nts



EnNGTNEENUt 3EKATlT
1. Click Add Stage
2. Add a Submission Stage and select From Scratch or Using Template

< Program: Economic Development FY2024 - ED02 [p-4300]

A Home / Programs / Economic Deveiopment FY2024 - EDO2 [p-4300] / Application Setup / Application
@ Progams

O Tempiates

O - o Se G  CD
U e ch

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].

@ Submission Stage Templates
K @ Tempiate 10 be used for seft o

ure will be pre-populated. Once applied y

Template Title

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

U Eﬁ"a nts




b.

overlap between the questions created in your template forms and the
guestions in the Core Information Form.

Click Yes dUse Template to continue onto editing and refining the

Submission Stage

A Warning!

The system will automatically create a Mandatory Core Information
form. Since the template already contains an application form
which may include duplicated fields already found in the Core

Information form, we advise reviewing the forms in order to make

sure that they are correct!

Are you sure?

CLOSE YES - USE TEMPLATE

ii. 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)

Entity

Type BL Instruction;

~ () Economic Development FY2024 - EDOZ [2pm-000343]

APPLICATION PROCESS - 0]

v Project Information Submission [Is’r-DDDbo'\]

@ Core Information [afm-001102]

Submission Stage - -

Application Form - @

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

3. Complete the following fields :

&)

aoow

EUNA

Stage Name

Instructions ( Displayed to Applicants when opening this Submission Stage .)

Start Date
End Date

*Note: If left unspecified , Start and End Dates will default to the date range

ULJIKNT 3JAPUI PaT?€31Tt KNDT 3

*Note: The time zone for time -of-day settings will automatically detect and

display your local time.

Click Save on right hand top corner

Grants

OD0SNgakKNUt 3APUgT €¢

C
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1. A mandatory Application Form will appear with the title
contains the mandatory Project Title and Organization Name fields that will  populate
. It also contains

the award details if selected for an Award Recommendation

standard organization and contact information fields

Core Information . This form

*Note: If using a Submission Stage Template , the standard Core Information Form
will be inserted into your Submission Stage automatically as the first form. If you
have multiple Submission Stages, it will appear on the first Submission Stage.

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

©

]

>

Application & Review Mar (]
f Home / Programs / Economic Develop... / Application Setup / Application
Program: Economic Development FY2024 - EDO1 [p-4302]
OVERVIEW APPLICATIONS REVIEWS a APPLICATION SETUP
Application ‘ @ Stage Block: 1 an Eva 1 fer &
Program Details
Last edited by: A Trainer, 10/24/2024 05:48PM

Budget
Goals & Metrics

Entity Type BL Instructions Start End Usage & Actions <

v () application Frocess for Pr.. [spm-000354]  APPLICATION PROCESS - @ 10/24/2024 01/22/2025 <]

v (®) men 1o Apply [ssm-000677] Submission Stage - o) - - B | Ao rorm +
(=] core Information [m-001141 Application Form - @ - - <]

3. Click Edit.

&)

Application Form: Core Information [afm-000775]

SETUP FORM PREVIEW FORM

Last edited by:

2024 07:58AM

FORM META SETTINGS & INFO ~

Errm Mama &

EUNA

Grants

# EDIT

[e]



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 .)

Application Form: Intent to Apply [afm-001141] / unsaved

SETUP FORM PREVIEW FORM

Last edited by: A Trainer, 10/24/2024 05:48PM m ‘ CANCEL |

e

FORM META SETTINGS & INFO A~

Form Name * Form |D *

Intent o Apply afm-001141

Program Mame Submission Stage

Economic Development FY2024 - EDD1 ntent to Apply Submission I @ Instructions

T Header Text

Form Instructions *
Mormsl ¢ B I U S = E= % 5L = Paragraph

Fill out the below infermation 1o be reviewed for eligibility. B Label

Drag and drop form elements in this drop zone to build your form.

3] Application (ff-052257) |} 3] ProjectTite (iR0s2258) *

ORGANIZATION SUBMITTING APPLICATION

5. Click Preview Form to preview and test the form from the Applicant  point of view.

Application Form: Intent to Apply [afm-001141] ; unsavec

SETUP FORM PREVIEW FORM

ou can test your form, fill it with content, see if business logic works, etc. Anything you input will be not saved in reality, this is only for the master form testing. PRINT FORM PDF TEST FORM ‘ RESET ‘

() Instructions ~

Fill out the below information to be reviewed for eligibility.

Project Title *

Regional Business Support Project

ORGANIZATION SUBMITTING APPLICATION

Organization Name *

City of Euna
Employer Identification Number (EIN) Unigue Entity Identifier (UEI) DUNS Number
~
0
EUNA

Grants

C



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.

Application Form: Intent to Apply [afm-000775]

SETUP FORM  PREVIEW FORM

Last edited by: Antheny Torres, 05/11/2024 07.58AM

FORM META SETTINGS & INFO A
*

| Intant ta_Annh

Ferm 1D

7. If additional forms are needed in this Submission Stage, click

From Scratch or Using Template

Four Column Row

Add Form, and select

Entity Type BL Instructions Start End Usage & Actions <
~ @ Economic Development FY2024 - . [spm-000202]  APPLICATION PROCESS - @ 04/01/2024 01/01/2025 ﬁ
v (@) Imentto Apply [ssm-000395] Submission Stage - (6] 04/01/2024 08/01/2024 B
@ Iment to Apply Form [afm-000728 Application Form -~ @ - - Application Form - From Scratch

Application Form - 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

E\ Base Application Form Templates

Pick a Template 1o be used for setting up your Application Form

By applying the template the entire structure will be pre-populated. Once applied you can edit and customize the way you need it.

Templates].
Submitter Template ID
@] [batt-001002]
® . [baft-001094]
(@] Ibaft-001095]

U %N?a nts

Template Title Description

Project Information This form is meant to captur
Project Information Form This is the standard form for .
Project Information This is a standard form

cancer APPLY TEMPLATE |

Published

10/09/2024

10/09/2024

10/09/2024

Updated

10/09/2024

10/09/2024

10/09/2024

1-3013

(et



&)

EUNA

Click Apply Template

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

v Project Information Submission [ssm-000661] Submission Stage
@ Core Information [afm-001102] Application Form

Application Form

*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 new programs . (See the FCopying Existing Forms
to Form Templates s 3 €T gnkApperidi® C for more information.)

C«
—

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

BL Instructions Start End Usage & Actions <
(0] 04/01/2024 01/01/2025 B
(6] 04/20/2024 07/31/2024
@

Evaluation Stage - From Scratch

Evaluation Stage - Using Templat

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].

@] Evaluation Stage Templates

Pick a plate 1o be use: Up your Evaluation

Submitter Template ID Template Title Description Published Updated

® lest-000658] Review Period This is the standard evaluatio..  10/10/2024 10/10/2024

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)

v Project Information Submission [83m-000661] Submission Stage
@ Core Information [afm-001102 Application Form
@ Project Information [afm-001101] Application Form

Evaluation Stage

C«
—¢
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b.

If selecting the From Scratch option, continue for edit

3. Complete the following fields :

&)

EUNA

Stage Name
Instructions (This will be displayed to the Reviewers when opening this
Evaluation Stage)
Start Date
End Date

Click Save

SETUP STAGE SET CONTENT TO REVIEW

Last edited by: A Trainer, 12/20/2024 09:44AM / You (EunaState1-OMAHT1) editing now.

instructions.

*Note: If left unspecified , Start and End Dates will default to the date range
ULJIKNT 3JAPUI PaT?€31Tt KNDT 3

008NgaKNUt 3APUGT €¢

*Note: The time zone for time -of-day settings will automatically detect and
display your local time.

SAVE CANCEL

APPLICATION PROCESS META SETTINGS & INFO A~

Stage Mame * Stage ID
I Review Period esm-000408

Program Name Program ID
Economic Development FY2024 - EDO5 4299
Instructions *

Nomal 3 B I UEs =T == % K

Reviewers must submit a Project Information Review Form for each submission assigned
Start Date End Date

04/01/2025 12:00 AM o} 06/30/202502:59 PM

Grants

¢
O
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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.

3 Evaluation Stage: Eligibility Check [| / unsaved

SETUP STAGE SET CONTENT TO REVIEW |

You (EunaState1-OMAH1) editing now.

APPLICATION PROCESS META SETTINGS & INFO A

2. Click Edit

[n Evaluation Stage: Eval Stage [esm-ooomll

Application Forms 1o Review

Core Information - (afm00005%)

o
au

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.

€3 Evaluation Stage: Eligibility Check [esm-000414]

Application Forms 1o Review

Select what to review (only selected will be displayed in the Review,

‘‘‘‘‘‘‘‘ Aoply Form - (3km-000751) -

C«
Ox¢

G aN?a nts



4. Click Save

2 Evaluation Stage: Eligibility Check [esm-000414]

SETUP STAGE  SET CONTENT TO REVIEW

Last edited by: Anthony Torres, 05/02/2024 10:25PM / You (EunaState1-OMAH1) editing now. CANGEL

Application Forms to Review < N X

AT yNT 23YUDTI3
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

€ ve o o s e age & Action <
O: dcsmem Y224 [ — . [ wionases
o @ remon PrSp— - o owon2024 ver012024
@ e E— scplcanon Fom
(@) eloiiny Crack Evaluation Stage - 0] 0401972024 0800172024

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].

£ Base Review Form Templates
Pick a Template o be used for setting up your Review Form
By applying the template the entire structure will be pre-populated. Once applied you can edit and customize the way you need it
Template 1D Template Title Description Published

forft001093] Standard Review Form This is the standard review fo_.  10/09/2024

CANCE! APPLY TEMPLATE

iii. Click Apply Template

U Eﬁ"a nts



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

v @ Review Period [esm-000662] Evaluation Stage

Qb Standard Review Form [fm-001103] Review Form

*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

t T 230bUI ba T eCopyiddExistidgiedimsitolForm Templates s 3 €T § KN Ut 3
in Appendix C for more information.)

3. Fillthe 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) .

& Review Form: [Eligibility Review Form] /

SETUP FORM

Application Forms to Review o P4

FORM META SETTINGS & INFO A

' -
Intent to Apply Form ~ Eligibility Review Form
CONTROLS -

\

Application
Ll | 3] TextInput

Please fill the below form to evaluate the Intent to A

ORGANIZATION SUBMITTING APPLICATION

| %, Phons Number

# Number Input

ORGANIZATION ADDRESS

| @ Radio Button

M State Picker

tart/End Date

U EUZN?a nts
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“ngT 3Nt BEUKaISIEYUMINzZI ILUDPITUDIT

Rate this field on a scale of 1-10 with 10 being the highest.

Include in Total Score

Mininum Value *- Maximum Value *-

1 10

PRINT OPTIONS

[C1_Paane Rreak Refare Flement [C1_Disnlav on alternate/sianature Pace

e
Sustainability Plan Score

a '

Rate this field on a scale of 1-10 with 10 being the highest.

Phone Extension

Sustainability Plan Comments
The applicant provided strong evidence of their sustainability plan within their attached

spreadsheet model

Title | Total Score 17 /(out of 20)

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.

Review Form: Project Information Review Form [rfm-000741]

f business logic works, etc. Anything you input will be not saved in reslity, this is only for the master form testing. l PRINT FORM PDF TEST FORM RESET l

Application Forms 1o Review 2 = Reviewed by: test 0% completed

Intent to Apply Form
(D Instructions ~

* Please fill the below form to evaluate the Intent to Apply submission for eligibility.

Addresses Priority Area A
ORGANIZATION SUBMITTING APPLICATION 8

Rate this field on a scale of 1-10 with 10 being the highest

Priority Area A Comments

This explanation does an excellent job at drawing connections to priority area A

¢
Cs

U EU]N?a nts
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5. Click Save when finished editing.

& Review Form: [Eligibility Review Form] /

SETUP FORM

Application Forms to Review

T 105

FORM META SETTINGS & INFO A~

Intent to Apply Form Eligibility Review Form

CONTROLS ~

e AdO0dnaAnAndeA

N

@k Kdrt gAf A esecef €AB

OOSNgaKN#HTIaH2KINKIUI An GSNEN
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
ONT B8t NPadgNDTamft KE 3
9 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

=a =4

(i) The minimal setup required to publish your solicitation has been achieved.

= Please continue to add more stages and forms, and set the business logic as needed. When done, click the Ready to Publish button in the seftings to

complete the process
= after marking as Ready to Publish, you will be able to publish your solicitation in Grants Network.

I READY TO PUBLISH

Last edited by: Anthony Torres, 10/15/2024 10:30PM

Entity Type BL Instructions Start End L <
~ @ Economic Development F.. [apm-000345]  APPLICATION PROCESS - 0] 10/16/2024 01/14/2025
v (B Praiect Information 8§ [sem.nnnésal _Submissinn Stane. - —
uu

U ELJ:N;‘a nts



2. Confirm your selection in the popup message.

A Mark as Ready to Publish

Are you sure you want to continue? You will still be able to make
changes to the solicitation after publishing, but you will no longer
be able to mark fields as required.

READY TO PUBLISH m

AnGSNENIEUSNGNKaAaKNUL
1. When the Program is Ready to Publish and the necessary Solicitation Edit page
details have been confirmed, Grantors can Publish 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:

1 The Budget Development setting on the Edit Solicitation > Submission Tab

1 The Accept Multiple Applications Per User setting from the Edit Solicitation >

Submission Tab
1 The ability to mark additional form fields as Required
1 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.

Program Solicitations @ Hide Closed Programs
Department Title Program Type Status “  Total Funding Actions
Economic Development Economic Development FY2024 - EDO3 N/A Ready to Publish $1,000,000.00 Actions

View detail

Showing 11to 1 of 1 entries (filtered from 14 total entries) Edit Solicitation

Preview Application

Publish Solicitation

U ELJ:N;‘a nts
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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.

Home | Program Dashboard / Frogram Detai

Program Detail
Economic Development FY2024 - ED04

Department: Economic Development
Total Funding: $1,000,000.00
Application Period: N/A

Subrecipient Reporting « Subrecipient Monitoring Edit Solicitation Application Management = Ext. Solicitation Listing '

State of EUNA1

Economic Development FY2024 - I%Jd

Eligibility ‘ Financial Contact Files

1D: ED-2345-6789 Summary:
Title: Economic Development FY2024 - EDD4 ) _ ) .
Economic Development FY2024 - ED04 will provide small businesses with funding 1o
support economic growth in Euna City through business coaching, training programs, and
Application Start Date: 04/01/2024 informational respurces
Application End Date: 07/31/2024
CFDA/ALN: 12345
Reference URL: hitps://eunasolutions.com/
P le or liable f g i

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.

U ELJ:N;‘a nts
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ONT 3AnGSNGIEUSNGNKaKNUt €3 uNEKN 21030 IT BaNESI A rEDNERTDT ka3
UDTt3agbueedasSSigl 0abPKTT t KEIUPIZNKNNt IaIedT gNNBIG]
zaa;K83|TKZUD&&@@@@@ﬁ@JE@@@a@BN;Kuazunaauala;Nlam
nNENAWNEDPATT 3gU0gT h3eTt BOERNGEMNUEBEKRN 31 3 B1aRSMaIGINBHKI2T 3
KNT 3eyT PyNT 230aG3€lT §KNUt 37T abPSNT PINt IKNNEII nNgT 63 2Z
lZ| n3zbatKed{atal TTTtKIBIENGPT gNONTtK3I{atallTTtK3I
EUSNgNKaKN geauNeKN;rJGnKKU;JBJAnGSNgJEUSNgNKaKNm

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

Home CcoviD-19 Grant Management Research Reports Administration

Project Dashboard
Research Tracking & REpPO!  pigjec: search
Find Grants Manage Grants i zes and More Data and Bl Intelligence
ojects

Project Calendar

Organization Activity Summary Create Project oard » My Action Items View Task List»

Open Applications Applications Organization Documents: Tasks (Mext 7 Days)

Projects Due Submitted [T — No pending items in next 7 days.

1 i} ]

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

your License is provided by State of EUNA1  Help/ Training  Logout

Home COVID-19 Grant Management Research Reports Administration

Home / Program Dashboard

Program Dashboard

Add New Program Generate Task Report Generate Funding Source Report l Public Solicitations Listing ] Subrecipient Monitoring

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

IF‘ ease select the appropriate listings page: I

All Departments Al

All Departments
Economic Development

Solicitations Listing Page £ Copy Listings Page Link %

Public Listing iFrame (for embedding in your site):
Copy Hosted Listings Link (iFrame) %

U ELJ:N;‘a nts



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

Please select the appropriate listings page:

All Departments hd

Public Listing Page:
Solicitations Listing Page ' ‘Copy Lisfings Page Link %

Public Listing iFrame (for embedding in your site):
Copy Hosted Listings Link (iFrame) %

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

State of EUNAT

[ Programs available for Sohcnalluﬂl

Display Closed Solicitations: [_]

Economic Development

Solicitation Name Application Start Date Application End Date
Economic Development FY¥2024 - EDX
Economic Development FY2024 - ED0S

Economic Development FY2024 - EDO4

* eCivis Inc.is not responsible or liable for user-generated content

6. at g1 320Un3gSNgFIUtIalAPUI PATIEUSNGNKaKNUt ?2€3N2D
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) .

State of EUNAT

Economic Development FY2024 - EDDS

Eligibility Financial Contact

0 Summary: w
c
T
Titke: Development FY2024 - €005
o}
o
Application Start Date: 04017024 =
Application End Date: 07N
CFOW/ALN 2345
Reference URL:

U ELJ:N;‘a nts



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.

Flease zelect the appropriate listings page:

All Departments v
Public Listing Page:

Solicitations Listing Page ' | Copy Lisfings Page Link %
Public Listing iFrame (for embedding in your site):

Copy Hosted Listings Link (iFrame) %

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

Please select the appropriate listings page:

All Departments b
Public Listing Page:

Solicitations Listing Page & ‘Copy Listings Page Link %
Public Listing iFrame (for embedding in your site):

Copy Hosted Lislings Link (iFrame) %

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

Please select the appropriste listings page:

All Departments b
Public Listing Page:

Solicitaions Listing Page &' Copy Lisfings Page Link %
Public Listing iFrame (for embedding in your site):

Copy Hosled Lislings Link (iFrame) %

U ELJ:N;‘a nts
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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.

Welcome to the Portal Login

This service provided by eCivis makes it
possible for interested parties to save, -
' collaborate, and apply for solicitations. Password

Login, or create a free account to start. (Minimum 8 chars, alphanumeric with symbol(s))
rand

A Euna Solutions Bra

Portal Login

Grants Network® Login

Forgot Password?

Don't have an account?

Create an account

eCivis Grants Network user?
Use your existing login above and the Grants
Network® Login button.

© 2023 All rights reserved. eCivis, Inc. Privacy Policy and Terms of Service

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.

New Account Signup

Welcome to the grant application portal. This free service provided by eCivis allows
grant seeking applicants the ability to save, collaborate

First Name
Last Name
Email Address (Portal username)

Password

€ Back to Login

© 2023 All rights reserved. eCivis, Inc. Privacy Policy and Terms of Service

U aN;'a nts


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

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

[Portal] Verify your email address e »

Portal Support

@
9

Welcome to the Portal

This service provided by eCivis makes it possible for interested parties lo save,
coliaborate, and apply for sobCILatons.

Please verify your email!

| ayNlakKNUt 3
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 diLists applications you
currently
have in eCivis Portal
2) My Awards diLists any awards that have been
awarded

. . . . . . # My Applications 1
3) My Profile doLists organization information

¥ My Awards P

& My Profile

G aN?a nts



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.

# My Applications

® My Av My Applications

a My s Show 10 v entries search: ‘ |

& My Profile Program Solicitation Due Date status Actions
ATorres 2 - Economic Development FY2024 N/A In Progress =
EUNA City Community Initiative
State of EUNA 1, Economic Development
ATorres 3 - Economic Development FY2024 N/A under review =
ATorres 1 - Euna City Community Project
State of EUNA 1, Economic Development
ATorres 3 - Economic Development FY2024 N/A Draft =

State of EUNA 1, Economic Development

3. Onthe 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.

$ 1

U aN?a nts



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.

My Awards

* My Awards

& My Profil

Grant Project

Title Title Number

Award/Contract

Aoward
Type

EnNGTNKJIat 3 30OSNgakKNUt
1. Click the Apply button onthe PD Ul D &gliditatidn page to begin the application

&)

process in eCivis Portal.

State of EUNA1

Economic Development FY2024 - EDOS

‘ Eligibility Financial Contact
1D: ED-2345-6789
Title: Ecomomic Development FY2024 - EDOS
Application Start Date 04/01/2024
Application End Date: 0773172024
CFOA/ALN: 12.345
Reference URL: hipsil/eunasolutions com/

EUNA

Grants

Files ‘

I ™ Logout
Award Notification Performance Role Actions
Status Date Period

Economic Development FY2024 - EDD4 will provide sm
suppodt economic growth in Euna City theough bus!

nformational resources

usinesses with funding to
Ing. traindng programs, and




2. Click Create New Application

Economic Development FY2024 - EDOS

My Applications
Croste New Application |

Grant Application Create Date Status Actions

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

l ® Logout

fecivis  State of EUNA 1
Economic Development
Economic Development FY2024 - ED04

For any questions related to this program solicitation please contact

Application Submissions

¢«
Project Title Submitier Application Status | Start Date End Date Budget <
[ B lap-000163) [CE) 04/02/2024 08/01/2024 $0.00 ]

U aN?a nts



4. Click on the newly added Project Title (labeled with a unique code beginning with
T a-PN

a 1 * togow

g@eCys tat

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

Application Submissions

&+ Team Members | Te

I Application Submissi..

(

Core Information -
Project Information

B Budget [ Fi

o Goals [4

completed in order to
submit the application

() Allforms must be

a. Team Members : Add Team members to collaborate on this application.
i. Click Add Team Member
i. Entertheit YNKT T ?E€J3ETAaNS3 Saend DT €€3at g3

' ADD TEAM MEMBER '

There are no members added to this project

Team Member Email Status sent Accepted Action

[subrec\pwem at@gmail com| ] m CANCEL

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

U ELJ:N;‘a nts
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*Note: If the invitation needs to be deleted, you can click onthe red
envelope icon and if it needs to be resent you can click on the  blue
invitation icon.

Team Member Email Status Sent Accepted Action
subrecipient at@gmail.com Invitation Sent 05/03/2024 [ )

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.

eClivis - Application Project Team Invitation Inbox = a8 U
donotreply.arm@ecivis.com 500AM (2minutesago) ¢ @ €
tome =

has invited you to join their grant project team on the eCivis Portal
Project Name: Regional Business Support Project - R02

Please use the following link to respond. You may be required to create a free account if you do not already have an account
on the eCivis Portal

'httELs‘Eortal ecivis. com/#/index/ mx\ nvwlahons,

Sincerely,
The eCivis Support Team
support@ecivis.com (877) 232-4847

( « Reply ) f; ~ Forward \/ :@w

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

EUNA

Grants

| @ Vouare invted by 10 join the ‘Regional Business Support Project - RO REJECT
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*
b. Submission Stage : The starred folder icon 1=} indicates the current

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

Stage
& Team Members Application Submission
I Application Submissi...
() Instructions -~
B coreInformation
Please complete the Project Information form for consideration by the program review commitiee.
[ Project Information
B Budget [£

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

& Team Members Core Information
[:F Application Submissi..

(D) Instructions
& core Information

i ) Fill out Core Information
B Project Information

B sudget 3 Last edited by 06/18/2024 11:19AM /' eorr
© ocoals 3 Application Project Title *
[api-000554]

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

Project Information

(D Instructions

Please fill all fields applicable to your project, along with any other required fields.

Last edited by 11/22/2024 03:22PM SAVEASDRAFT | SAVE AS COMPLETE [EEVAI=E

General Information

Sustainability Plan

Our sustainability plan is to...

Ca
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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)

Last edited by: 02/19/2025 12:01PM SNE B A S Y E A COMPLETE |

Project Title *

u&) [api-002723] City of Euna Business Incubator

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

Last edited by: 02/19/2025 12:01PM SAVE ASDRARTS | [ SAVE AS COMBLETE N | IEEEE

tion Project Title *

[api-002723] City of Euna Business Incubator

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.

B Core Information
B Project Information

(o
cC

OU3O2UPKJI a
A@Y DPUTJI KD

SAVE AS COMPLETE CANCEL

& (O

R C
= O
© N
[(e)]

>t G

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.

Ca
—¢
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i. Click Budget from the left -hand bar. The Budget Worksheet will open

in a separate browser tab .
LATLTPIKUIT 20Tt ¢gN33@d39nglrTK3ITUDFENTT K
completing the worksheet ]

:.4 Team Members ’ Budget Stage: Pre-Award
e D &
» Application Submissi

Core Information

Budget Summary

. $0.00 Total Direct Costs $0.00 Match / Cost Share
Project Information

$0.00 Total Indirect Costs $0.00 Program Income
B Budget &3
$0.00 Total Amount (Direct
+ Indirect)
@ Goals &3

Budger Settings

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: Ifincluded, 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.

&+ Team Members

[5y Application Submissi..
@ B core Information

Project Information

a Budget [4

0 Goals [

Ca
O
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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

Goal / Objective Target Units Direct Cost Expenditure Matching Expenditure Program Income Expenditure

Provide SBDC Training

Subgoals

s

iii. When finished editing, ¢ 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.

Community Project ABCD Application [api-000554]

& Team Members Application Submission

[ Application Submissi...

(D Instructions
B Core Information
B Project Information

ﬁ Budget [

Please complete the Project Infori

0 Goals (4

| SUBMIT APPLICATION |

Ca
O«
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7.

&)

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

Community Project ABCD Apg

2 # Team Members ‘ T

I3 Application Submissi... ‘
5 Core Information -
5 Project Information

B Budget [

0 Goals [

SUBMIT APPLICATION

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

Community Project ABC Appli

2+ Team Members P

I [ Intent to Apply I

Completed B Intent to Apply Form

I [ Project Submission

Completed B Project Information

a Budget [
Ge

o Goals [

SUBMIT APPLICATION

Cn

EUNA
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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.

[: Intent to Apply

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.

# My Applications

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)

MESi D TOTe O oW
Economic Development

Economic Development FY2024 - EDO5

My Applications

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 .

-

decivis

A
TR
6000
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¢
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1. The Programs page will provide a list of all Programs to which the user has access
within the Application & Review Manager System.

@eCi\/lS Application & Review Management (7]
Progra s st End App S D Total Fund P Tw <
:La: Templates
E it Fy2 & oo 01/01/20 v Economic $0.00
& v 01/01/20 A Economic $100000.. -
=] 5 [p-429 04/01/20 01/01/20 v Economic $100000. -
D 04/01/20 01/01/20 A Economic $100000.. -
@ Finalized 04/01/20. 12/31/20 v Economic. $1,000,00 -
=] 04/01/20 01/01/20 v Economic $1,00000. -
3
APUI BATIT 3sT23cgUt e
1. Program Icon duclicking on this icon will allow the user to land on the Programs
Listings Page
2. Expand/Collapse Arrow dExpand the Left -Hand Navigation Bar
3. Programs Listings Page ddthis provides a dashboard of all Program Solicitations in
the system.
4. Breadcrumb Trail dlists the program path to current page.
5. Export douser can export table data to .CSV or PDF File
6. Filter doallows the user to filter data listed on Program Page (e.g., column header)
7. Program List Column Head ings
@ecivis Application & Review Management (7]
o e <oPrc:grams
(. Programs Oﬁ Home / Programs / g
G Templates e
o Program Status Start End App Setup Department Total Funding  Program Type <

ONT 3APUI PaTEI0arTINtgSngT €3 KNT 3L U0USS0UZNLTI3g0SNTt 3N

1. Program doName and unique identifier for Program Solicitation

2. Status dStatus of the Program (e.g. Draft, Ready to Publish, Published, Closed,
Archived)

3. Start doThe start date of the Application Process set up for program

Ca
(=]
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4. End doThe end date of the Application Process set up for this program

5. App Setup dCheckmark 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 doThe department name in which this Program was created

7. Total Funding doTotal amount of funding allocated to this program

8. Program Type ddindicates whether the Program is a Subprogram, or tied to a

Subprogram

[ Program Status Start End App Setup Department Total Funding Program Type]
Small Business Support ARM FY2023 [p-3647] D - - A Adminis... $0.00
Economic Development FY2024 - ED01 [p-3676 D oo 01/01/2. v Economi... $0.00

YNHRIc Ut
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.

> Order, Visibility & Filters

.
32 & Program

Operato

contains v

Value

s
3t & Status

Operatar

contains v

Value

see
see

&y Start

Operator

equals -

value ]

see
see

& End

Cn

G EU]N?a nts
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1. Order doallows user to drag up or down to change column header order.

e

Drag UP or DOWN to change column order
re =
&  Program

Operator

contains v

Value

2. Visibility doallows user to turn off column visibility

Turn Column Visibility OFF

EE Program

Operator

contains v

Value

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

b Order, Visibility & Filters
(L]
t: & Program

Operator

contains v

Select Option...

is empty
is not empty

G aN?a nts



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.

%  Order, Visibility & Filters

EE & Program A
Operator
IS not empty v

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

Clear all filters

%  Order, Visibility & Filters ¢
EE & Program 4
Operator
Is not empty v

G aN?a nts
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@eclvis Application & Review Management
Program: Economic Development FY2024 - EDO1 [p-4302]
(. FErETE A Home / Programs / Economic Development FY2024 - EDO1 [p-4302] / Overview

@ Templates OVERVIEW  APFLICATIONS  REVIEWS APPLICATION SETUP

Economic Development FY2024 - EDO1

Economic Development

$0.00 §1,000,000.00

4/1/2024 12/31/2024

hps:/fgn.ecivis.

com/GO/smmn. [m]

Applications (0)

No Applications

sT23Y1 @aKknbl €

n
Z

3
€

Nn€ET IKNT 3 KUOD3INT agNt I es
h

SF-424A Non-Construction
N/A

Small Business Development C >

Grants Network Emerprise Reports

Total Reviews (0}

No Reviews

ONT 3JAPUIPaTIeyl DYNT 230alT3IgNeEDSaz2e3INTOUPKaAat KIN

APUI PaTh3J

1. Program Name : lists the program name and includes Program ID
2. Bread Crumb Trail doshows 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

@ Application & Review Management

> oProgram: Economic Development FY2024 - EDO1 [p-4302]

(. eﬁ Home / Programs / Economic Development FY2024 - EDO1 [p-4302] / Overview

9 OVERVIEW

APPLICATIONS

(]

4. User Support Icons
User Support Icons include the following:
1. Help Desk Icon
a. eCivis Help Center

EUNA

Grants

&)

REVIEWS

APPLICATION SETUP

[a]



2. User Settings
a. Settings
b. Profile

@ Application & Review Management (7]
: Program: Economic Development FY2024 - EDO1 [p-4302]

(. A Home / Programs / Economic Development FY2024 - EDO1 / Overview

'@; OVERVIEW APPLICATIONS REVIEWS {:} APPLICATION SETUP

ay 1T DY NT 23
1. The Overview Tab provides an overview of the Program as seen below in
screenshot.

@ecivis Application & Review Management 2]

< Program: Economic Development FY2024 - EDO1 [p-4302]
A Home / Programs / Economic Development FY2024 - EDO1 [p-4302] / Overview
@ Frogams
@ Templates APPLICATIONS ~ REVIEWS ¥} APPLICATION SETUP

€D Economic Development FY2024 - EDO1

Department Economic Development Budget Template SF-424A Non-Construction
Requestedus avsilable  sopg [ 5100000000 ProgamType  N/A
Application Period 4/1/2024 12/31/2024 Funded by 1 Projects Small Business Development C. >
Solicitation Listing htps://gn. ecivis. com/GO/srmn (m] Access Reports Grants Network Enterprise Reports
Applications (0) Total Reviews (0)
No Applications No Reviews

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

OVERVIEW  APPLICATIONS REVIEWS L% APPLICATION SETUP

@ Economic Development FY2024 - EDO1

Department Economic Development Budget Template SF-424A Non-Construction
Requestedvs Avalssle  gopg [ $1.00000000 ProgiemType  N/A
Application Period 4/1/2024 12/31/2024 Funded by 1 Projects Small Business Development C..
Solicitation Listing https://gn ecivis.com/GO/srmn. ’—D Access Reports Grants Network Enterprise Reports

(]
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3. Status of Program dithe following are the different statuses that may be
displayed next to the Program Name.

a.
b.

Draft doindicates information can be edited

Ready to Publish ddndicates all information has been
finalized and is ready to move to the next stage

of Published

Published doThe application has been published

by the Grantor

Closed doThe program has been closed by the Grantor
Archived dilnherited 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)

EUNA

Applications (11)

21d 15h Om
Time Remaining

Denied (1) i
Rec. Award (5) ! In Progress (1)
On Hold (1)

_~—— Not Started (3)

Grants

(]
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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).

In Progress (reopened) (1) —— 12

008NgakNUt €

Total Reviews (22)

Time Remaining

Submitted (5)

Not Started (6)

92d 17h Om

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

@  Application & Review Management

>

Program: Economic Development FY2024 - ED [p-3776]

@ "

o overview | appucamions | Revi

Project Title

b (o

EUNA

Grants

EWs

0 e

ICATION SETUP

Submitter

ne / Programs / Economic Development FY2024 - ED [p-3776] / Applications

Application Status

Decision

Decision

[ Wot Started |
[ ot Started |
-

Start Date

11/01/2023

11/01/2023

11/01/2023

End Date

06/01/2024

06/01/2024

10/01/2024

Budget

Actions +

$0.00 | REVERT

$0.00

$0.00

$0.00

$0.00

$0.00

LR recommenn

(]

(@]
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1. Alist 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.

@  Application & Review Management (7]
4 Program: Economic Development FY2024 - EDO5 [p-4299]

o # Home /Programs / Economic Development FY2024 - EDOS [p-4299] / Reviews / Assian By Reviewer

e OVERVIEW  APPLICATIONS

Assign Reviewers to Applications ~

Name Total Assigned Not Started In Progress Submitted (since inception)
& JohnDoe 10 10 10 10
O & JaneDoe 12 12 12

OD00SNgaKNUt 3ET KnoJ3
1. The Application Setup page will display the details of the Application Process
once it is built.

@  Application & Review Management (2]

4 Program: Economic Development FY2024 - EDO5 [p-4299]

f Home / Programs / Economic Development FY2024 - EDOS [p-4299] / Application Setup / Application

o) OVERVIEW  APPLICATIONs  Reviews | £} APPLICATION SETUP

Entity Type BL Instructions Start End Usage & Actions

v () Economic Development F... [2pm-000205]  APPLICATION PROCESS - (6] 04/01/2024 01/01/2025 <]

v Inment 10 Apply [ssm-000403] Submission Stage - o) 04/01/2024 08/01/2024 B | Avororm +
@ Intent 1o Apply F... [afm-000738]  Application Ferm - o] - - <]

(@) Hligibility Check [esm-000406] Evalustion Stage - (6] 04/19/2024 08/01/2024 B | aborFoRM +
) Eligiilny Review . [1im000735]  Review Form - o) - - ]

« (@) Project Submission [ssm-000407] Submission Stage - o) 04/19/2024 08/01/2024 B | Aoororm +
@ Project Informati... [asfm-000720]  Application Ferm - o] - - <]

v (@) Review Period [esm-000408] Evalustion Stage - (6] 04/19/2024 01/01/2025 B | aborFoRM +
) Project Informati... [fim-000741]  Review Form - l6) - - ]

U aN?a nts
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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.

Home | Program Dashboard / Program Detail

Program Detail
Economic Development FY2024 - ED01 23

Department: Economic Development
Total Funding: $1,000,000.00
Application Period: N/A

Subrecipient Reporfing = Edit Solicitation Application Management «

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

@  Application & Review Management
# Home / Programs / Economic Development FY2024 - EDOS [p-4239] / Overview

£ seruicanonse
L)

Degartment  Econormic Development
asive ses000.00 il 5100000000
a A

wwwwwww

itos:fgn eciis comiG0/sma. I)

(]
[t
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3.

4.

&)

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

Applications (11)

Time Remaining

83d 14h 4m

/— Mot Started (1)

Completed (1)

In Progress (9)

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.

4 Program: Economic Development FY2024 - EDO5 [p-4299]

(' A Home / Programs / Economic Development FY2024 - EDOS / Overview

G overview | appucations | reviews R appLicaTION sETUP

& @@ Economic Development FY2024 - ED0S
Depariment Economic Development Budg]
Requestedvs avallable  4695000.00 - $1,000,000.00 Prg
Application Period 4/1/2024 12/31/2024 Funded by
Solicitation Listing https://gn.ecivis.com/GO/srmn ]
83d 14h 4m -
Time Remaining ime Rem|

Submitted (5) i ‘

in Frograss {reopenad) (2)

R

Mot Started (5)

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

individual applications

M Home / Programs / Economic Develop... / Appl

Program: Economic Development FY2024 - EDO5 [p-4299]

OVERVIEW APPLICATIONS REVIEWS ° APPLICATION SETUP

ications

Project Title

WB J.BumgamerTest-Community Park [api-000264]
ﬁa ATorres4 - Community Project ABC [api-000265]
& lapiooozee]

rﬁ eGonzalez - 7/8 Training Project [api-000263]

WB Grants Station Area Economic Plan [api-000171]

Submitter

Test Tester1

Test Tester1

Test Tester1

Eric G

Anthony To...

Application Status

D
=D

Start Date

04/19/2024

04/19/2024

04/01/2024

04/19/2024

04/19/2024

End Date

06/30/2025

06/30/2025

06/30/2025

06/30/2025

06/30/2025

Budget Actions

§50,000.00

$150,000.00

$0.00

$30,000.00

$0.00

EzOUDPKNt I 3KNT 30

OUJIT 3 0UPKXKJKRGSE B

Bl K
2Un b3 OobUIgESaNo¥RiItgnd GOKK

Program: Economic Development FY2024 - EDO5 [p-42

OVERVIEW API NS REVIEWS ° APPLICATION SETUP

Project Title Submitter
r]h Regional Business Support Project - RO2 [api-000164]
i}y Regional Business Support Project - RO3 [api-000165]

ITE Regional Business Support Project - R04 [api-000166]

99]

>

aGsi

T

Application Status ~ Start Date

04/19/2024
04/01/2024
D oo

End Date

06/30/2025

06/30/2025

06/30/2025

+ Budget

$125,000.00

$0.00

$125,000.00

Actions

60Nn3Taz23nelT30tT DOKKNKNDYT 3T 30UDPK 3

Generate List of Application Emails
Export Table Data (.csv)

Export Table to PDF

Export All Reviewer Responses (.zip)

Export All Submissions (.zip)

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

U %N?a nts

Collect Email Addresses

The following email addresses are associated with the

Application(s) currently filtered on the Application table. Copy

these emails to your email client to send a client notification

CLOSE CLICK TO COPY EMAILS

(]

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

file.
A B T D E [F
1 |ProjectTitle Submitter Application Status ~ Start Date End Date Budget
2 |n/a John Doe Not Started 2024-04-02704:00:00Z 2024-08-01T04:59:00Z 12500
3 In/a Jane Doe In Progress 2024-04-02704:00:00Z 2024-08-01T04:59:00Z 14500

3. Export Table to PDF: Exports the application data to a PDF file.
Applications for Program: Economic Development FY2024 - ED04

Filters Applied: None

Project Title Submitter Application Status Start Date End Date Budget

n/a Not Started 04/02/2024 08/01/2024 0

Ez OUPKNRAIKBR IEHB TN A NBIY NE Z
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.

G EU]N?a nts































































































































































