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Application & Review Manager Overview

When preparing to distribute grant funds, Grantors will use the Application & Review
Manager to solicit for applications, collect reviewer feedback, and process award decisions.
The awards are then approved and managed within the same systems (Grantors using
Grants Network and Subrecipients using eCivis Portal).

Some of the key features include:

Workflow customization using Submission and Evaluation Stages

Process and form standardization using Templates

Form design and configuration

A single online portal for recipients to manage applications and awards via eCivis
Portal

A single online portal for Reviewers to submit and manage feedback on applications
Dashboards and dynamic tables for monitoring application and review data

INNCENES

o o

Application & Review Manager Pre-Requisites

Grantors must obtain access to the following before accessing Application & Review
Manager.

1. Access to eCivis Grants Network Account [“Grants Network”]
(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.

Applicants and Reviewers must obtain access to the following:

1. Access to eCivis Portal Account [“Portal”]
(e.g., username/password)

G EUZN?a nts



Lifecycle of a Grant

Full Grants Lifecycle

The lifecycle of a grant program depicted below outlines the process of a Grant Recipient
(Grantee) managing the received funds as a Pass-Through Entity (Grantor). In the example of
a competitive grant program, the Application & Review Management process involves
coordinating communication among multiple stakeholders. This will be described further in

the next section of this guide.

Apply
Closeout
Negotiate

Grantee Grantor

Terms

(Recipient) (Pass Through)

Application
& Review
Report Management
Grant Prep

Publish
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The Competitive Award Process
The Application & Review Management system streamlines the interaction of Grantors,
Applicants, and Reviewers across the 4 stages of the Competitive Award Process:

1.

N

(Grants Network / ARM)

Grantor

(eCivis Portal)

Applicant

Reviewer
(eCivis Portal)

&)

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

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

Solicitation Stage Submission Stage Evaluation Stage Award Stage

Grantor configures
solicitation &
process

Grantor assigns -
9 Grantor Decision

(Denied, On Hold, Award

Submissions to

Reviewers Recommendation)

Grantor publishes
and shares
program

Applicants
complete
submissions

Reviewers
evaluate
submissions
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Roles
The following is a brief breakdown of the designated roles used in the Application & Review
Management Process.

Grantor (Grantmaker) Applicant (Grantseeker) Reviewer

e Utilize Grants Network to | ¢ Utilize eCivis Portal to e Utilize eCivis Portal to
manage the Application submit Application access Review
and Review Management Assignments
Process from initial e Invite other Applicant
Application Intake to Team Members e Reviewer Evaluates
Awarded (Recommend Application and submits
Award) e View Status of current or final feedback

previous Applications
e Set Up the Program’s
Application Forms

e View All Program
Applications, Overview
Dashboard

¢ Manage Applications,
Reviews, and Reviewers

e Manage Form/Process
Templates
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Create a Competitive Award Solicitation
Creating a New Program

Grant Management Tab > Subrecipient Management > Program Dashboard > Add New
Program

&)

1. Loginto Grants Network

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
My 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

‘Subrecipient Management 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. To “Create New Program” fill in the following details:
a. Enter a name for your new program
b. Select a Solicitation Type (Select Application and Peer Review Process to
proceed with the application and review functionality)
c. Select a Department
Listing
e. lIs this a Subprogram?

a
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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



Program Detail Page Overview
The Program Detail provides access to all program settings and activities related to
solicitation and managing subrecipient awards. Below is a breakdown of each section of this

page:

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

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

Award Recommendation Approval
Pending Awards

Pending Tasks

Subrecipient Awards

o0k W

Home | Program Dashboard | Program Detail

Program Detail

Economic Development FY2024 - ED I

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

Subrecipient Reporling « Edit Solicitation Application Management =

Award Recommendation Approval

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

Reload
Pending Awards
There are currently no award recommendations for this solicitation. Click the reload button 1o refresh

Reload
Pending Tasks
Mo tasks require your attention. Click the reload button to refresh.

Reload

Show 29 ¥ entries -
Search
Subrecipient Awards
. Award/
Project Organization Award Manager Contract Number Award Type Status Contract Start Contract End Total Award

There are currently no subrecipient awards to display.

U ELJ:N;‘a nts



Editing the Solicitation
Grant Management Tab > Subrecipient Management > Program Dashboard > Program
Solicitations > Edit Solicitation Button

Use the Edit Solicitation page to design the public-facing description of your program
solicitation as well as to configure how the program will manage applications, reviews, and
subrecipient awards.

In order to publish your solicitation and begin collecting applications, you will need to edit
the required details of the Edit Solicitation page. Simultaneously, prepare your application
process, including stages and forms, in the Application Management section. The next
section will guide you through the solicitation process.

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?

e coiowe [ BNGSES
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3. You will save each tab until each displays 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 %

*Note: The following tabs will create the front end of the Program Solicitation:

Solicitation Edit

Eligibility Financial » Contact » Files » Submission Goals » Approval >

Overview
Eligibility
Financial
Contact
Files

The external solicitation listing page, which you share with potential applicants, will
display information from these tabs and include an Apply button to start the
application process. To view the published solicitation, you must first complete the
program publishing process (refer to the "Publishing a Program Solicitation" section
of this guide).

Economic Development FY2024 - EDO5S

- Elity

ID: 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/

11
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The remaining 3 tabs will control additional program settings and workflows:

e Submission
e Goals
e Approval

Solicitation Edit

Eligibility > Financial » Contact » Files » Submission » Goals 3 Approval »

Overview Tab
The Overview Tab contains introductory details to explain your program.

Home | Program Dashboard / Solicitation Edit Lﬁ—ﬁ

Solicitation Edit

=Incomplete «” = Completed

X
Flahilly Approvel &

Step10f9 * = Required for Section Completion
J— 5 *
D Tle® | Econamic Development FY2024- EDOS ummary
Msource | @ @ @B I U= = % | e

Fiscal Year. 2024

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

Solicitation Start Date

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:
Savi =
@ Public ave ) 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: For more information on the Listing Availability setting, refer to the “Sharing a
Published Program Solicitation” section

2. Click Save.
12
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3. A green Success Message will appear once this section has been completed, and a
green checkmark will appear above the tab.

Eligibility Tab
The Eligibility tab outlines which organizations are eligible to apply for this program and
includes additional notes for clarification.

Home | Program Dashboard | Solicitation Edit IisJ

Solicitation Edit

3¢ =Incomplete o = Completed

- eonteet X Approte X

Step2of9 * = Required for Section Completion
Eligible Applicants: * Eligibility Notes®
Cd Local Government Other P
G o serenn - Bsoucs (B B B B I U i = |+ | e
O Academic Institutions [ Private Sector
[J Consortia [ Schools/School Districts

“Eligible Applicants enly include Local Governments and State
[ Mative American Tribe State Government Governmeant within EUNA State

[ Meon Profits

body p 4

( J

@ 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.

w N =

green checkmark will appear above the tab.

U EUZN?a nts
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Financial Tab

The Financial tab provides details about the funding available for subrecipient awards,
including the source of the funding and the parameters for how the funds are to be awarded

and used.

Home ; Program Dashboard ; Solicitation Edit

Solicitation Edit

3¢ =Incomplete 4 = Completed

Elabiy - oprorl

Total Funding $1,000,000.00:*

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

Financial Notes:*

£ o [@ Source

* = Required for Section Completion

E || e

Assign Default Payment Allocation Add Funding Source

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™® | gash/inkind
Award Amount: {min)

Number of Awards:

Average Award Size:

body p

MNote: Financial documentation is required with all financial reporting.

<

(max)

(@ Use the tabs to complate the salicitation. Make sure to cick Save

when making changes

-3

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

a. Add a Funding Source: To track the funds allocated to this program and its
awards, add your funding sources. The dropdown will display a list of

available funding sources and their remaining amounts.

U ELJ:N;‘a nts

Choose Funding Type®
Pass-Through Funding v
Please Select

| Organizational Funding Source|
Pass-Through Funding

Select Project®

Select Grant™®

Total Available™

Total Allocation*

Save Funding )

Add Funding Source X

Close )

14



Pass-Through Funding: Grant awards you receive and track within
Projects can be “passed through” to support subawards you grant
from a Program. This function must be done using Project Dashboards,
which are part of Grant Management functions.

When a grant is marked as Awarded in the Project Dashboard, you'll
see an option asking, "Are awarded funds to be available for use as
pass-through funding?" Select Yes to make those funds available (all
user roles can complete this step). Once selected, the available funds
from that grant will appear in the dropdown list when assigning pass-
through funding.

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?*

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 permission 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, click Save.
3. 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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Contact Tab
The Contact Tab displays an email address for questions and support, along with any other

relevant contact information and instructions for applicants.

Solicitation Edit

3 - ncompitie. o = Compitt
Eligibality —— s e m
Siepdod § ® o Baguired fof Section Complelion
e Erosomic Development 00
o* Eowos: @ B E B I W = i =
- 3 FAT s ¢
JLEIHES. LA &
hank ¥
-
T L& L1k £ Tame
] P e 5
. [ | ]
g~ -

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

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

green checkmark will appear above the tab.

—_

U ELJ:N;‘a nts
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Files Tab

The Files Tab contains any files that applicants may need to download for reference or for
completing their application.

Home ; Program Dashboard | Solicitation Edit

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:
Bsowce @ @ @ B I U|= = 4
==
body p A
NIA L )
(@ s the tabs to complate the salicitation. Make sure to click Save when making changes.
. )
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 the “Application Form” section of this guide)

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

Click Save.

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

w N

17
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Review Tab
The Review tab lists the Review Committee Members who can be selected in the Application

and Review Manager to evaluate applications within this program.

Home | Program Dashboard | Solicitation Edit ,t:g

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

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

*Note: Additional names can be added at any time during your application process if
necessary.

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

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

green checkmark will appear above the tab.

18

U EUZN?a nts



Submission Tab
The Submission tab dictates how the program will accept application data and format
subrecipient awards and their financial reports.

1.

&)

Home ; Program Dashboard ; Solicitation Edit

Solicitation Edit

3 =Incomplete «# = Completed

Elabi Approral ¢

Accept multiple applications per user™

@ Yes (O No
Note: Once a solicitation has been published, this selection may not be changed.

Budget Development*

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

Nate: Once a solicitation has been published, the budget tempiate may not be changed.

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

Note: Contract Number prefix must be unique for your Organization. A -XXXX will be
appended to all contract numbers.

[ Collect Detailed Financial Reports @

[ Require Invoice Number on financial reports

[C] Require Receiver D on financial reports

jnack program income with Finance Reports
® additive

O Ssubtractive
O Apply to match

Step 7 of 9 * = Required for Section Completion
Submission 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 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.

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.

[source @ @ @ B I Uk = E|| e
body p 4
(@) Use the tabs to complete the solicitation. Make sure to click Save when making changes
Save ) Dane )

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

left side of this page.

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

projects.

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

Select Yes if you will include Budget Development

EUNA

Grants
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i. If you have selected Yes, you will need to select the desired budget
template that applicants will use to submit their budget proposals:
® Yes No
Note: Once a solicitation has been pubi,

changed

ST T

*Note: Once a solicitation has been published, the 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.

&)

EUNA
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Goals Tab

The Goals tab is an optional feature that lets you set specific metrics for subrecipients to
track, aligning them with your program priorities and community impact goals. Applicants
will enter their projected target amounts in provided fields.

If awarded, these projected amounts will appear in the activity report function, allowing
subrecipients to report incremental activity each time they submit an activity report.

You can set the frequency and instructions for Activity Reports in the Activity Report setting
under the Approval tab (covered in the next section).

Elabiity o Approval

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.

Bisouce | @ @ @B I U = := ES

*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 information (red asterisk) and
any other necessary information in the steps below.
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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

EUNA

Grants

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

TargetUnits™ 1 000,00

Subgoal Title™ | aduis Served (Over 65

Save Subgoal ) Cancel )

Subgoal Actions
Adults Served (Under 65) Edit | Delete

Youth Served Edit | Delete

e )
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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:

Search:

Add New Goal )

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 =

]

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.
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Approval Tab

The Approval Tab is where you will set workflows for all the required approval processes
after an applicant is recommended for an award or awarded. It also has a section for default
files in each award package and allows toggling notifications to subrecipients about reports

or tasks due.

Solicitation Edit

3 = Incomplete o = Completed

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
Closeout Approval @ Program Admin
Approval

Workflow
Standard

Standard

Standard

Standard

Standard

Standard

Standard

Standard

Standard

Standard

Standard

SR BREDRNMEBRERERBERBG

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
past due tasks? @

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

[<J<J<J<H®

@ 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 approvers. 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 aN?a nts

Approver  Workflow

Undefined 7
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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 hd

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
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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

Active Groups

10 ~ | ecords per page Search:

Showing 1to 1 of 1 records

Group Name Description Type Members

1 Program Admin Approval s standard A Trainer

Set the group’s name, description, approval type, and then
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 a o]
- TRAINING - A Trainer (anthony.torres@eunasolutions.com) " A Trainer (anthony.torres@eunasolutions.com) o
Administration CS CS Rep (anthony.torres@eunasolutions.con Jane Smith (julia.malott@eunasolutions.com)
Community Development Jane Smith (julia.malott@eunasolutions.com) v
Economic Development L4
Education
Emergency Management 4
Finance -
«“
r‘f?ﬁ[ind Human Services - < »
Save ) Cancel )
v
4 > o
4 »

ii. 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.
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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.

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

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

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, you can write instructions for the
subrecipient to complete this report and include an
acknowledgment statement to display as a warning message
upon submission.

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. If the subrecipient’s
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.

Amendment Approval with Finance: This approval workflow is
triggered when a user requests a grant amendment with
Finance.

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

Grantor Amendment Approval with Finance: This approval

workflow is triggered when a grantor requests a grant
amendment with financial and needs internal approval.
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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.
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Application Setup

Accessing Application & Review Manager
There are two ways you can access the Application & Review Manager as seen below:

Grant Management Tab > Subrecipient Management > Program Dashboard > Program
Solicitations > Actions > Application and Review Manager

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
Search: | adm

Program Solicitations |@ 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

View detail

Showing 110 1 of 1 entries (filtered from 9 total entries) Edit Solicitation

Previous
Application and Review Manager

Delete

Grant Management Tab > Subrecipient Management > Program Dashboard > Program
Solicitations > Program Detail Page > Application & Review Manager Button

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

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

Subrecipient Reporting » | Edit Solicitation | Appiication Management » -m
Application and Review Manager [
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Selecting the Application Setup Method
You will begin by selecting whether you will use another Application Process stored in your
system or Start From Scratch. The three options will behave as follows:

@ Application & Review Management. (7]

®

&)

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

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

OVERVIEW APPLICATIONS REVIEWS ﬁ APPLICATION SETUP

Application | /A The Application Pro

You can use one of the options listed below

$5 Is not setup

Program Details

Budget

Goals & Metrics

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

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

O 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

® [apt-000151] County Standard 2 Step Applicati This template does the follo_.  01/17/2024 02/07/2024

CANCEL ‘ APPLY TEMPLATE ‘
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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 - Use 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 - ED02 [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 - Select a Program within your
Organization’s account to copy its Application Process. The entire structure will be

EUNA

Grants

31



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

(@ 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
O, 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 CoPY

*Note: The following message will appear at the top of the Application Setup page.
This indicates that all date ranges are empty (leaving the periods open indefinitely)
and can be edited to specific dates.

/\ Dates from the originally copied program have been cleared. The Application Process start date has been set to today X
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 the 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.
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*Note: If you edit any application form content, remember to open each
subsequent Evaluation stage and select the necessary application fields in
the “Set Content to Review” section

Entity Type BL Instructions Start End Usage & Actions
V| @ Application Process for Pr. |apm7000656] APPLICATION PROCESS c‘. @ 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
fields, and “Set Content To Review” sections for blank or incomplete
information. The message reads: “The minimal setup required to publish your
solicitation has been achieved”

( 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
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Application Process
1. Complete the required fields 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 *
Normal ¢ B I UsSs = = % Kk
Applicants will need to

Start Date End Date

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

34

U aN;'a nts



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

¢ Program: Economic Development FY2024 - ED02 [p-4300]
(. Programs

O Tempiates

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

Template Title

i. Click Apply Template

i. 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
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b.

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

Click Yes - Use 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'l]

@ Core Information [afm-001102]

Submission Stage - -

Application Form - @

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

3. Complete the following fields:

&)

a0 oo

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
of the Program’s entire Application Process.

*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
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Application Form

1. A mandatory Application Form will appear with the title Core Information. This form
contains the mandatory Project Title and Organization Name fields that will populate
the award details if selected for an Award Recommendation. It also contains
standard organization and contact information fields.

*Note: If using a Submission Stage Template, the standard Core Information Form
will be inserted into your Submission Stage automatically as the first form. 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
> & Home / Programs / Economic Develop... / Application Setup / Application
(. Program: Economic Development FY2024 - EDO1 [p-4302]
'@' OVERVIEW APPLICATIONS REVIEWS a APPLICATION SETUP
Application | @ Stage Blocks need to be closed with an Evalustion Stage in order to publish the Application Process:
Program Details
Last edited by: A Trainer, 10/24/2024 05:48PM
Budget
Goals & Metrics
Entity Type 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 6] - - <]

3. Click Edit.

Application Form: Core Information [afm-000775]

SETUP FORM PREVIEW FORM

Last edited by: 11/2024 07:58AM

FORM META SETTINGS & INFO ~

Errm Mama &

U 3?a nts

# EDIT
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4. Add new fields by dragging a Form Element from the Form Elements Toolbox on the

right-hand panel. (See Appendix A and B for more details.)

Application Form: Intent to Apply [afm-001141] + un

SETUP FORM PREVIEW FORM

Last edited by: A Trainer, 10/24/2024 05:48PM

FORM META SETTINGS & INFO A~

Form Name * Form |D *

Inent 10 Apply afm-001141

Program Mame Submission Stage

Economic Development FY2024 - EDO1 ntent to Apply Submission

Form Instructions *
Mormal ¢ B I U BS = E= % L

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

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

] Application (f-052257) 3] Project Title (fi-052258) *

m ‘ s |

Form Elements Toolbo:

Three Column Row

== Four Column Row

(@ Instructions

T Header Text

= Paragraph

B Label

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.

Application Project Title *

e

Regional Business Support Project

ORGANIZATION SUBMITTING APPLICATION

Organization Name *

City of Euna

Employer Identification Number (EIN) Unigue Entity Identifier (UEI)

EUNA

Grants

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

b. Click Reset to empty the data you have entered into these fields.

c. Click Print Form PDF to export a PDF copy of this form without any data.

6. Click Save when done editing the form.

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

* Femin i
| | F= Four Column Row

Intant ta_Annh

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

Entity Type BL Instructions Start End Usage & Actions <

v @ Economic Development FY2024 - . [spm-000202]  APPLICATION PROCESS - @ 04/01/2024 01/01/2025 ﬁ

v (@) Iment to Apply [ssm-000395] Submission Stage = ® 04/01/2024 08/01/2024 B

Application Form - From Scratch

g Intent 1o Apply Form [afm-000728] Application Form - @ - -
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

(3] 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.
Submitter Template ID Template Title Description Published Updated
@] [batt-001002] Project Information This form is meant to captur 10/09/2024 10/09/2024
@ 4 [baft-001094] Project Information Form This is the standard form for ... 10/09/2024 10/09/2024
O [baft-001095] Project information This is a standard form 10/09/2024 10/09/2024

1-3013

cancer APPLY TEMPLATE |
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i. Click Apply Template

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

i Project Information Submission [ssm-00066

_____ | 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 “Copying Existing Forms
to Form Templates” section in Appendix C for more information.)
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Evaluation Stage
1. Click Add Stage
2. Add an Evaluation Stage and select From Scratch or Using Template

BL Instructions Start End Usage & Actions <
® 04/01/2024 01/01/2025 8
® 04/20/2024 07/31/2024
0]

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

Submitter Template ID Template Title Description Published Updated

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

‘ CANCEL APPLY TEMPLATE

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
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b. If selecting the From Scratch option, continue for edit instructions.
3. Complete the following fields:
a. Stage Name
b. Instructions (This will be displayed to the Reviewers when opening this
Evaluation Stage)
c. Start Date
d. End Date

*Note: If left unspecified, Start and End Dates will default to the date range
of the Program’s entire Application Process.

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

e. Click Save

SETUP STAGE SET CONTENT TO REVIEW

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

APPLICATION PROCESS META SETTINGS & INFO A~

Stage Mame * Stage ID
I Review Period esm-000408

Program Name Program ID
Economic Development FY2024 - EDOS 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 o]

42

U aN;'a nts



Set Content to Review
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.

Settings
APPLICATION PROCESS META SETTINGS & INFO A

2. Click Edit

[n Evaluation Stage: Eval Stage [osm»ooomll

Applicaton Forms 10 Revien: 6‘ b3

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.

€2 Evaluation Stage: Eligibility Check [esm-000414]

Application Forms 1o Review

Intent o Apply Form - (afm-000751

e

‘E ©oau
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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.

Application Forms to Review

Review Form
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

Emi Troe [ wruction Star ] Usage & Actions <
O lopmen FY2024 APPLICATION PROCESS o4/01/20: 020z ]
o (@) imentro a S 00k 04101720 0801/20 B | sooroms ~
(@) ment o Appiy Form [ Aoplcation Eorm 8
(@) ey Crack Evaluation Stage 0] 041972024 08/01/2024 ]
Review Form - From Scralch
Review Form - Using Templat

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].

L:\ 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

Published

Template 1D Template Title Description

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

CANCE! APPLY TEMPLATE

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

v @ Review Period [esm-000662] Evaluation Stage

q Standard Review Form [ffm-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
new programs. (See the “Copying Existing Forms to Form Templates” section
in Appendix C for more information.)

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

Element from the Form Elements Toolbox on the right-hand panel (See Appendix A
and B for more details).

5 Review Form: [Eligibility Review Form]

SETUP FORM PREVIEW FORN
m CANCEL
Application Forms to Review 508 Form Layout Form Elements Toolbox(®
FORM META SETTINGS & INFO A
Intent to Apply Form ~ Eligibility Review Form
pplieztion
€D 1 u
Please fill the below form to evaluate the Intent to A
ORGANIZATION SUBMITTING APPLICATION

| Drag and drop form elements
| in this drop zone to build your [ [,
i form.

# Number Input
Employe entificati NuL Unique Entit; entifier (U DUNS Numbe

ORGANIZATION ADDRESS

| @ Radio Button

M State Picker

| M Start/End Date i
—_——/
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*Note: Review Forms come with a calculated Total Score display at the bottom of the
form. While building and editing fields, you can flag any scoring fields (must be
numbers) as a value to Include in Total Score. [See Appendix A for more information]

Inline help

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
. 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)

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]
SETUP FORM EW
Application Forms 1o Review = B 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

EUNA
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5. Click Save when finished editing.

& Review Form: [Eligibility Review Form] /

SETUPFORM  PREVIEW FOR

Application Forms to Review i >4

Intent to Apply Form

Publishing a Program Solicitation

Application Setup - Ready to Publish

Form Layout

FORM META SETTINGS & INFO A~

- | Eligibility Review Form

SAVE CANCEL

Form Elements Taolbox(®

CONTROLS ~

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

The minimal requirements are:

e The Application Process contains at least 1 Submission Stage, and each

Submission Stage is followed by at least 1 Evaluation Stage

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

page

(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.

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

Entity

I READY TO PUBLISH

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. - - - —
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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

Publish Solicitation
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 Dashboard.

*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:

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

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

Submission Tab
e The ability to mark additional form fields as Required
e 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 - ED0O3 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
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Sharing a Published Program Solicitation

Sharing the External Solicitation Page
Grant Management Tab > Subrecipient Management > Program Dashboard > Program
Solicitation > Program Detail Page > Ext. Solicitation Listing

1.

2.

&)

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-2345-6788 Summary:

Title: Economic Development FY2024 - EDO4
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 resources.
Application End Date: 07/31/2024

CFDA/ALN: 12.345

Reference URL: hitps://eunasolutions.com/

* etivis Inc. is not responsible o lisble for user-generated content

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.

EUNA
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The Public Solicitations Listing Page

The Public Solicitations Listing Page is a shareable page that lists your programs currently
open across all departments or within a specific department. This list is generated from
Grants Network and can be shared via URL or embedded into your organization’s website
using an iframe code. Any programs set to Public within the Listing Availability setting (see
the Overview Tab section earlier in this guide) will appear on this page.

[GN] Grants Management > Subrecipient Management > Program Dashboard > Public
Solicitations Listing button > Public Solicitations Listing Page

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 My Action Items View Task List»

Open Applications Applications Organization Documents: Tasks (Mext 7 Days)
Projects Due Submitted P — No pending items in next 7 days.
1 0 0

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

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

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) %
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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) %

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

Once you click on a Program Solicitation’s hyperlink, you will be taken to the Public
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
Ttk Development FY2024 - EDOS
o}
ps)
Application Start Date: 04017024 =
Application End Date: N
CFOW/ALN 2345
Reference URL.
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7. Toreturn 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 hd

Public Listing Page:
p————

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

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

Please select the appropriste listings page:

All Departments hd
Public Listing Page:
Coy st P
Public Listing iFrame (for embedding in your site):

Copy Hosled Lislings Link (iFrame) %
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Applicant Experience in eCivis Portal

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

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
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3. They will check 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!

Navigation
1. Once an applicant has logged into eCivis Portal, they will be taken to the home
screen that includes the following:
1) My Applications - Lists applications you
currently
have in eCivis Portal
2) My Awards - Lists any awards that have been
awarded

. . . . . . # My Applications 1
3) My Profile - Lists organization information

¥ My Awards P

& My Profile

54

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

$ 1
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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

Grant Project
Title Title Number

Submit an Application

Award/Contract

Aoward
Type

I ™ Logout

Award Notification Performance Role Actions
Status Date Period

Previous  Next

1. Click the Apply button on the Program’s Solicitation page to begin the application

process in eCivis Portal.

State of EUNA1

Economic Development FY2024 - EDOS

i Eligibility Financial Contact Files ‘
1D: ED-2345-6789
Title: Ecomomic Development FY2024 - EDOS
Application Start Date: 04/01/2024
Application End Date: 0773172024
CFOA/ALN: 12345
Reference URL: hipsi/eunasolutions com/

U aN?a nts

Economic Development FY2024 - ED04 will provide small businesses with funding to
support economic growth in Euna City theough bus Ing. training programs, and
nformational resources.
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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 allows 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 ]
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Click on the newly added Project Title (labeled with a unique code beginning with
api_u)

“

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

Application Submissions

&+ Team Members

Core Information
Project Information
B Budget [

o Goals [4

I Application Submissi..

Te

—~

() Allforms must be
completed in order to
submit the application

a. Team Members: Add Team members to collaborate on this application.
i. Click Add Team Member
ii. Enter the invitee’s Email Address and click Send

There are no members added to this project

Team Member Email Status sent Accepted

' ADD TEAM MEMBER '

Action

[ subrecipient at@gmail.com|

I [E=

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

EUNA

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

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 = & O
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

'httes /portal ecivis comtﬂ‘\ndexrmx\nwlahﬂns'

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

( « Reply 'H‘: > Forward ) \@)

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

| @ VYouareinvitedby 1o join the *Regional Business Suppart Project - ROZ REsECT

59

Grants



&)

*
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

Application Submission

&)+ Team Members

(TR gl Application Submissi..
CED o () 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

Core Information

°)
¢ Team Members

[:F Application Submissi..
~

(D) Instructions
B Core Information

Fill out Core Information

& Project Information
* EDIT

B Budget 3 Last edited by 06/18/2024 11:19AM 7/

© ocoals 3 Application Project Title *

[api-000554]

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 SAVE AS DRAFT SAVE AS COMPLETE CANCEL

General Information

Sustainability Plan

Our sustainability plan is to...

EUNA

Grants
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ii. 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 *

[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
Applic:

tion Project Title *

CEEZ) (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
itis 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

To export a copy of the filled application to PDF format, click Export to
PDF from the top-right corner of the page

SAVE AS COMPLETE CANCEL

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.

61

G aN?a nts



&)

i. Click Budget from the left-hand bar. The Budget Worksheet will open
in a separate browser tab.
[Refer to “Appendix D: Budget Worksheets” for more information on
completing the worksheet]

=)# Team Members ’ Budget Stage:  Pre-Award
etons @ m
) [ Application Submissi..

B Core Information

Budget Summary

2 . . . $0.00 Total Direct Costs $0.00 Match / Cost Share
B 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: If included, fill 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 openin a
separate browser tab.

&+ Team Members

I3y Application Submissi..
@ B core Information
B Project Information

a Budget [4

0 Goals [
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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.

Target Units Direct Cost Expenditure Matching Expenditure Program Income Expenditure

Goal / Objective

Provide SBDC Trainin, 8

SBOC Training Sessior

o

iii. When finished editing, click 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
Please complete the Project Infori

B Project Information

ﬁ Budget [

0 Goals (4

| SUBMIT APPLICATION |
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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

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 applications 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

T

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

Fﬂa_’nﬂ?
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Navigating Application & Review Data
The below sections will walk through the Grantor perspective of application and review data
across multiple programs.

All Programs Page
1. The Programs page will provide a list of all Programs to which the user has access
within the Application & Review Manager System.

t@]ec“lls Application & Review Management (7]
< o
(. Programs
Program Status Start + End AppSetup  Department  Total Funding ~ ProgamType <
'G' Templates
Economic Development FY2024 - EDOT [p-3678) & oo 01/01/20 v Economic $0.00
& v 01/01/20 A Economic $1,000,00
=] 04/01/20 01/01/20 v Economic $1,000,00
& womx 01/01/20 A Economic $1,000,00
=] 04/01/20 12/31/20 v Economic $1,00000
=] 04/01/20 01/01/20 v Economic $1,00000

Programs Page Key Icons
1. Program Icon - clicking on this icon will allow the user to land on the Programs
Listings Page

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

4. Breadcrumb Trail - lists the program path to current page.

5. Export - user can export table data to .CSV or PDF File

6. Filter - allows the user to filter data listed on Program Page (e.g., column header)

7. Program List Column Headings

@ecivis Application & Review Management (7]

o 9 (oPrograms

@ Progams Oﬁ Home / Programs / O

@ Templates e
o Program Status Start End App Setup Department Total Funding  Program Type <

The Programs page includes the following column headers:

—y

Program - Name and unique identifier for Program Solicitation

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

3. Start - The start date of the Application Process set up for program
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4. End - The end date of the Application Process set up for this program

5. App Setup - Checkmark will display next to programs where the Application Process
is set up with the minimal requirements achieved. A warning symbol indicates that
this has not been completed

6. Department - The department name in which this Program was created

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

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

[F‘rogram 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 - EDO1 [p-3676 D ovoe. 01/01/2.. v Economi... $0.00

Filter Icon
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

Operator

contains v

Value

s
3t & Status

Operatar

contains v

Value

.
s & Start

Operator
equals -
value ]

-
¥ on End
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Use the below commands to modify the view of table data

1.

e

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

Operator

contains v

Value

2. Visibility - allows 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.

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

Operator

contains v

Select Option...

is empty
is not empty

U éN?a nts

Order - allows user to drag up or down to change column header order.
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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. Toclear 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
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Program

While a Program is running, use the top headings of the Program page to view and manage
its applications and reviews.

'@l eCIVIS Application & Review Management (7]
Program: Economic Development FY2024 - EDO1 [p-4302]
A Home / Programs / Economic Development FY2024 - EDO1 [p-4302] / Overview
(. Programs
:o;: Templates OVERVIEW APPLICATIONS REVIEWS APPLICATION SETUP

Economic Development FY2024 - EDO1

Department Economic Development Budget Template SF-424A Non-Construction
Requestedvs Avallable g gp 1,000,000.00 ProgramType  N/A
4/1/2024 12/31/2024 Funded by 1P Small Business Development C. >
Itps:/fgn.ecivis.com/GO/smmin.. 0 Gramts Network Emerprise Reports
Applications (0) Total Reviews (0)
No Applications No Reviews

Key Features
The Program Overview page displays important information for the designated
Program.
1. Program Name: lists the program name and includes Program ID
2. Bread Crumb Trail - shows the trail of links to arrive at the current page
3. Navigation Tabs
a. Overview Tab
b. Applications Tab
c. Reviews Tab
d. Application Setup Tab

@ Application & Review Management

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

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

@ o OVERVIEW APPLICATIONS REVIEWS APPLICATION SETUP
4, User Support Icons
User Support Icons include the following:

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

@ Application & Review Management ()

: Program: Economic Development FY2024 - EDO1 [p-4302]

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

o

OVERVIEW APPLICATIONS REVIEWS I:j APPLICATION SETUP

Overview
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 OVERVIEW | APPLICATIONS  REVIEWS X 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 - the following are the different statuses that may be
displayed next to the Program Name.

a. Draft - Indicates information can be edited
b. Ready to Publish - Indicates all information has been
finalized and is ready to move to the next stage
of Published
c. Published - The application has been published
by the Grantor
d. Closed - The program has been closed by the Grantor
e. Archived - Inherited data from previous Application
Management System

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

Applications (11)

21d 15h Om
Time Remaining

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

_~—— Not Started (3)
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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).

Total Reviews (22)

Time Remaining

Submitted (5)

In Progress (reopened) (1) —— 12

Not Started (6)

Applications
1.

@  Application & Review Management
L4 Program: Economic Development FY2024 - ED [p-3776]

(. # Home / Programs / Economic Development FY2024 - ED [p-3776] / Applications

o overview | apeucamions | meviews g8 aeucanion seue

Project Title

Submitter Application Status ~ Start Date End Date

we

® o CED) novan 06/01/2024
B CER) 101202 06/01/2024
1 Communtty Econom ment Suf o) 11/01/2023 10/01/2024

EUNA

Grants

Budget

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

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

Actions +

LR recommenn
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Reviews

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

A Home / Programs / Economic Development FY2024 - EDOS [p-4299] / Reviews / Assign By Reviewer

°

a overview  appuicaTions | reviews | g appucaTion seTuP

Assign Reviewers to Applications ~

Name Total Assigned Not Started
& JohnDoe 10 10
O & JaneDoe 12 12

Application Setup

In Progress

Submitted (since inception)

10

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

once it is built.

@ Application & Review Management
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

Application

Entity Type BL Instructions Start End Usage & Actions
« () Economic Development F... [spm000205]  APPLICATION PROCESS 04/01/2024 01/01/2025 <]
~ (@) Iment 10 Apply [ssm-000205] Submission Stage 04/01/2024 08/01/2024 B | Avororm +
@ Intent 1o Apply F... [afm-000738]  Application Ferm - <]
(@) Hligibility Check [esm-000406] Evalustion Stage 04/19/2024 08/01/2024 B | aborFoRM +
@ElgmmFs ew . [fm-000735]  Review Form - ]
~ (§) Project Submission [ssm-000407] Submission Stage 04/19/2024 08/01/2024 B | Aoororm +
@ Project Informati... [asfm-000720]  Application Ferm - <]
v (@) Review Period [esm-000408] Evalustion Stage 04/19/2024 01/01/2025 B | aborFoRM +
) Project Informati... [fim-000741]  Review Form - <]
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Managing Application Submissions
Grant Management Tab > Subrecipient Management > Program Dashboard > Program
Solicitation > Program Detail Page > Application Management

Monitoring Applications
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-4299] / Overview

L]

wwwwww

H
g
g
3
CW
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3. 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)

4. You can access Applications by clicking on the following on Program Page
Dashboard
1. Applications Tab
2. Applications Link on Chart

3. Clicking on the hyperlink for each designated status will access the
Applications for that designated status.

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... / Applications

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

OVERVIEW APPLICATIONS REVIEWS ° APPLICATION SETUP

Project Title Submitter Application Status ~ Start Date End Date Budget Actions
WB J.BumgamerTest-Community Park [api-000264] Test Testerl 04/19/2024 06/30/2025 $50,000.00
fily ATorresa - Community Project ABC [api-000265] Test Testerl 04/19/2024  06/30/2025  §150,000.00
& lapi-0ooz66] Test Tester! 04/01/2024  06/30/2025 $0.00
& eGonzalez - 7/8 Training Project [api-000263] Eric G 04/19/2024  06/30/2025  $30,000.00
% rants Station Area Economic Plan [api-000171] Anthony To... 04/19/2024  06/30/2025 $0.00

Exporting Application Data

Exporting the Table
To export data from the table of submitted Applications, select the Applications section of
your program and click the menu button (three dots) on the top-right corner of the table.

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

OVERVIEW APPLICATIONS REVIEWS Q APPLICATION SETUP \

Project Title Submitter Application Status ~ Start Date End Date + Budget Actions Generate List of Application Emails
Export Table Data (.csv)
ity Regional Business Support Project - RO2 [api-000164] 04/19/2024  06/30/2025  $125,000.00

Export Table to PDF
i}y Regional Business Support Project - RO3 [api-000165] 04/01/2024  06/30/2025 50.00 Export All Reviewer Responses (.zip)

Export All Submissions (.zip)

ity Regional Business Support Project - R04 [api-000166] 04/19/2024  06/30/2025  $125000.00

You may use one of three export options:

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

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
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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

Exporting All Data from Submissions and Reviews
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.

Marmne Type C
Ii Economic Development FY2024 - EDO3-Intent to Apply Form-[afm-000738]... | Microsoft Exce..
Ii Economic Development FY2024 - EDO53-Project Information-[afm-000740]-... | Microsoft Exce..

A E C D E F

1 Program FProgram | Project Title Applicatic Org Name Master

2 Economic 4299 Regional Bus api-00016! City of EUNA  Intent @

3 |Economic 4299 Euna City Bu: api-00017 Town of EUNA Intent

4 |Economic 4299 Grants Static api-00017 Eunaville Intent

5 |Economic 4299 Community Eapi-00017. Township of E Intent

& Economic 4299 Business Inc api-00017 EUNA Commu Intent &

7 |Economic 4299 Economic Gr api-00017. Town of ELUNA Intent
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2. Export All Reviewer Responses: Exports a .zip file containing all response data for
each Review Form field. You should see separate .csv files for each form across all
submission stages.

Mame h Type
E:' Economic Development FY2024 - EDO53-Eligikil... §Microsoft Excel Comma Separa
E:' Economic Development FY2024 - EDO3-Projec...  |Microsoft Excel Comma Separa

F G H I J K L
1 ister ren Review for Reviewer Status Addresses Priority Ar Addresses
2 pjectInirfi-000434 John Doe Complete: 10 9
3 dject Inf rfi-000435 Jane Doe Complete: 10 8
4 bject Ini rfi-000458 Jane Doe Draft(regj 9 This proje 1
5 oject Inf rfi-000496 John Doe Mot Started

View Individual Application Submissions
Under the Applications heading, click any Submission title to open its contents

OVERVIEW APPLICATIONS REVIEWS Q APPLICATION SETUP

Project Title Submitter + Applicat
[[_'E Business Incubator Impact Plan [ap q
fl-"b Regional Business Support Pyflect - RO7 [api-000169] m
l[-'B Regional Business Sugyfort Project - RO3 [api-000165] q
|f'§ City of Euna Business Incubator [api-002723] q
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Navigating the Application Process
After opening a Submission, you will be taken to the expanded view of the entire Application
Process for that Submission. Click any hyperlinked stage or form name to open its contents.
Use the links in the left-hand bar to return back to this page or any other part within the

Application Process

OVERVIEW

APPLICATIONS

REVIEWS

Q APPLICATION SETUP

City of Euna Business Incubator Application [api-002723]

© [lApplication [api...

© [y Intent to Apply

B Intent 1o Apply ..
© [E)Eligibility Check
© N Eligibility Revi...
© [JProject Submissi...

B Project Informat

© [ Review Period

© ' Project Informat

Project Team
Budget [3

Goals 3

Project Team

(D) Instructions

~

Applicants must first complete the Intent to Apply form and submit for an eligibility check. If eligible, applicants will then be able to submit project inform
ation for consideration by the program review committee. You will receive notification of an award decision thereafter as to whether your application sub
mission is awarded or denied.

Entity

Type

v

v [y Application [spi-002723]

« Y Iment 1o Apply [ssi-006237]

B Intent to Apply Form [afi-012379]
Eligibility Check [ei-006238]

Eligibility Review Form [rfm-000739]

Application Instance

Submission Stage

Application Form

Evaluation Stage

Review Form(s)

Completion Status
o
o
100%
0% Unazsigned
0% Unassigned

Actions <

EDIT || COMPLETE

View and manage all Team Members that you or the Applicant have invited to the

Application.

OVERVIEW

APPLICATIONS

REVIEWS

Q APPLICATION SETUP

Euna City Business Incubator Project Application [api-000170]

© [gAoplication [api...

@ [y Intent 1o Apply
@ [Eligibility Check
@ [AProject Submissi
@® [E)Review Period

Budget [}

Goals (4

EUNA

&)

Grants

Team Member Email

euna.subrecipient+1@
gmail.com

euna.subrecipient+2@
gmail.com

Status Sent
Invitation Sent 04/10/2025

Accepted

04/10/2025

ADD TEAM MEMBER

Action
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Exporting a Completed Application Form

1. To export a PDF copy of a specific completed application form, select a Project Title
from the Applications table.

@  Application & Review Management "]

3

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

ment FY2024 - EDOS [p-4299)] / Applications

= Programs / Econom
@ :

Budget | Actions <
s000
$0.00
$000
s000
Type Completion Status
Application Instance 25% In Progress
Submission Stage 100%
Form [afi-000416 Application Form B% m
et [3 ~ Eligibility Check [esi-000334] Evaluation Stage 0% Unassigned
3. Click Export to PDF
() Instructions ~

Please complete all required fields below and any others that apply. Remember to request funds via the Budget section, entering your budgeted

costs per category.
EXPORT TO PDF /' EDIT APPLICATION FORM COMPLETE

Application Project Title *
[api-000766] ‘ Jefferson Business Incubator
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Re-Open an Application

1. If a Grantor needs to Re-Open an Application, they will need to select the Application
from the Applications Tab

@ Applicat

A nt o
> Program: Economic Development FY2024 - EDOS [p-4299]
® " Programs / Economic ent FY2024 - E00S [p-4299] / Applications
o o
Frovec Subenvrer Application Status St Budger <
] =D o
= | D -
® @D -
® o4 S0
@ Application & Review Management a
N © BApplication [api-000165]
3 intent to Apply
© Eaintentto Apo @ Instructions v
(] B inte y Form
el © [} Eligioi
- © & engivility Review Fo
© [Project Submission Entity Tyee Completion Status Actions <
B Project Information + iy Application [api-000163 Application instance: 25% I Progress
© [Review Period
© W Project Information | [ imtent o apply [ssi- Submission Stage 100% REOPEN ALL
Project Team [B Intent 1o Apply Form [5fi-000416 Application Form 6% [ compieted } REOFEN
Budget &3 ~ [2) igivility Check [e Evaluztion Stage 0 Unassigned
Goals &
Elig ew Form [rfm-000739 Review Formis) 0% Unassigned

3. The status of each re-opened form will update to Draft (reopened) and the

Submission Stage will update to In Progress (reopened). Applicants may then
continue editing.

@  Application & Review Management

o
2 Program: Economic Development FY2024 - EDOS [p-4299]
® 'y Programs / Economic Development FY2024 - EDOS [p-4299] / Applications / [api-000165]
o ERVIEW  APPLICATIONS  REVIEWS £ APPLICAT
Application [api-000165]
AR @ Instructions
-]
n Enti Y Completion stat Actions <
6 (9"
o T
&
gl Unassignea
. Unsssignea
" ey
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Managing Reviews

Assign Reviewers to Applications

The below instructions will walk through how to assign reviewers to all applications where

the Submission Stage has been completed and an Evaluation Stage has been opened.

Reviewers can be assigned one of two ways:

1. By Application Instance — while viewing a specific application and assigning one by

one

2. Bulk Assign — by clicking the Reviews tab above and using the Bulk Assign feature.

OVERVIEW  APPLICATIONS  REVIEWS &I APPLICATION SETUP

© gApplication [api-000165]

© [intentto Apply

(@ mnstructicns

Application [api-000165]

I} 2ct Submission Entity Type Completion Status Actions
Project Information v g Application [api-000165] Application Instance 25% [ in Progress ]
E]

) t Information F v [ Intentto Apply [ss-000333] Submission Stage 100% ‘Submitied REOPEN ALL
Project Team [ Intent to Apply Form [f-000416] Application Form 6% [ compierea ] REOREN
Budget 4 « [5) Eligibity Check [es: 000334] Evaluation Stage 0% Unsssigned
Goals 2

w Form [rfm-000739) Review Form(s) 0% Unassigned
« [ Project Submission [ss-000335] Submission Stage 0%

By Application Instance

1. On the Evaluation Stage, click on the Assignments button to assign reviewers.

© @Application [api-000165]

© [ntent to Apply
(@ Instructions

B Intent to Apply Form
© =] Eligibility
© [§Eligibility
© [AFroje: Entity
Pr 1 Information
v [§ Application [api-000165]
€] eview Period
© 5 Project Information F v [3 Intent to Apply [ssi000332]
Project Team [ Intent to Apply Form [3fi-000416
Budget [ - Eligibility Chet
Goals [
Eligibility Review Form [fm-000739)
v Project Submission Issi-00335]

U aN?a nts

Application [api-000165]

Type
Application Instance
Submissien Stage
Application Form
Evaluation Stage
Review Form(s)

Submission Stage

Completion

25%

100%

Status

a==
EE=
Unassigned

Unassigned

Actions

REOPEN ALL

REOPEN

ASSIGNMENTS
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2. The Assignments of Evaluation Stage: Evaluation Process page will now open. You
can see who is Assigned and who is listed on the Reviewers Pool.

53 Assignments of Evaluation Stage: Ezaluation Process [esi-000105]

Assigned

Reviewers Pool

=)

"~ 20

3. Click the Assign button next to each Reviewer that must complete Review Forms for
this Application.

Reviewers Pool

Name Total Assigned Not Started In Progress Submitted :smukepuum Actions

1 ] 0 1

4. Click Yes to confirm.

A Assign Reviewer

Are you sure?

YES CANCEL
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5. You can now see how the Reviewer was added to the Assigned section of the table
below:

[ Assignments of Evaluation Stage: Evaluation Process [esi-000105]

Reviewers Pool

6. You can also Manage Assignments for each Assigned Reviewer by simply clicking on
the Actions column under the Assigned section of the table. You will have 3 options
as listed below:

a. Reassigh & Keep Content: Move the assignments and review form content to
another Reviewer account.

b. Reassign & Delete Content: Move the assighnment to another Reviewer
account but delete the review form content.

c. Unassign & Delete Content: Remove the assignment from this Reviewer and
delete any review form content created by this Reviewer.

Assignments of Evaluation Stage: Eligibility Check [esi-000330]

Assigned
Assigned Reviewer Total Assigned Not Started InProgress Submitted (sinceinception) | Actions

Reassign & Keep Content

Reassign & Delete Content

a o P

Unassign & Delete Content

Reviewers Pool

Name Total Assigned Not Started In Progress Submitted (since inception) | Actions

Jane Doe 1" 1 n " ASSIGN. G3 @)
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Bulk Assign
1. Open the Reviews Tab and select an assighment method from the dropdown.

@ Application & Review Management [~]

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

(. A Home / Programs / Economic Development FY2024 - EDOS [p-4299] / Reviews / Assign By Reviewsr

U oV appLications [ Reviews ) &8 APPLICATION SETUP
Assign Reviewers to Applications ~

Assign Reviewers to Applications

Assign Applications to Reviewers

Total Assigned Not Started InProgress Submitted (since inception)
Manage Assigned Reviews
X JonnDoe 10 0 10 0
[ & JaneDoe 12 2 12 12

2. Bulk Assigning can be performed in one of three ways as described below:
a. Assign Reviewers to Applications:
i. Select the Reviewer names desired
ii. Click Bulk Assign
iii. Select from a list of Applications (provided they have Evaluation
stages ready for assignment)
iv. Click Assign

U OVERVIEW ~ APPLICATIONS ~ REVIEWS & APPLICATION SETUP
PR —
Name Total Assigned Not Started In Progress submitted (since inception)
& John Doe 10 10 10 10
2 Jane Doe 12 12 12 12
4 Bulk assign the selected reviewers:
John Doe, Jane Doe
(D If any of them are already assigned to any of the selected stages, they will remain in place.
Select stages from below
Assign to
B  submitter Application (Project Title) Evaluation Stage Name Stage Status Number of Reviewers  Assigned Reviewers B TGS
 Submine
gy na Review Period [esi-000328] Unassigned 0 =
- . contains -
(] g wea Review Period [esi-000495] Unassigned 0 -

containg -

Evalustion Sisge
Name

i e
1 row selected

CANCEL ASSIGN
-
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b. Assign Applications to Reviewers:
i. Select the Applications desired (provided they have Evaluation
stages ready for assignment)
ii. Click Bulk Assign
ii. Select the Reviewer names desired
iv. Click Assign

@ Users may take up to five minutes to appear in the list after they are added in Grants Network.

Assign Applications to Reviewers

B | submitter Application (Project Title) Evaluation Stage Name Stage Status Number of Reviewers Assigned Reviewers > Order, Visibility & Fitters
H ow swmine
iy wra Review Period [esi) | Unassigned o -
O My wa Review Period [esi-0 Unassigned 0 cemain: -
ue
4 Apglication
LI s
Operatcr
[2) Bulk assign the selected evaluation stage(s): [esi-000328]
Assigned to
Assigned Reviewer Total Assigned Not Started In Progress Submitted (since inception) = Actions
John Doe o 0 0 0 [
1-10of1

Reviewers Pool

Name Total Assigned Not Started In Progress Submitted (since inception) = Actions

John Doe 0 0 0 0 assion G )

Jenepos ‘ ¢ ° ’
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2. Manage Assigned Reviews: View all assignments made and reassign or unassign
using the Bulk Manage Assighments button.

@J Application & Review Management

> Program: Economic Development FY2024 - EDO5 [p-4299]
‘,. # Home / Programs / Economic Development FY2024 - EDOS [p-4299] / Reviews / Manage Assigned
'O' QOVERVIEW APPLICATIONS REVIEWS Q APPLICATION SETUP

Manage Assigned Reviews ~

Reviewer Project Title Application ID Submitter
* A JohnDoe

N B api-000166 Anthony Torres

. B api000167  Anthony Torres

Monitoring Reviews

=

O

Reassign & Keep Content  (2) §

Reassign & Delete Content [5)

Stage Name Stage ID Stage Status Form ID
Unassign & Delete Content <]

Eligibility Check [ esi-000338 Submitted
& rfm-000739 Eligibility Review.. 8§ rfi-000420

Eligibility Check  [B) esi-000342 Submitted
& rfm-000739 Eligibility Review.. % rfi-000424

1. Use the Total Reviews chart to track the statuses and time remaining for all Reviews.

@ Application & Review Management

A Home / Programs / Economic Development FY2024 - EDO5 [p-4299] / Overview

Economic Development FY2024 - ED05

>
QVERVIEW  APPLICATIONS  REVIEWS £ APPLICATION SETUP
Department  Economic Development
Requested vs Available $625,000.00 . $1,000,000.00
4/1/2024 12/31/2024
Solicitation Listing  nttps://gn.ecivis.com/GO/srmn. D
Applications (11)
94 18n 20m
Time Remairing
Not Stariad (1)
‘ Complatea (1)
In Fragress (8)
ma

U Eﬁ"a nts

Budgst Template

Program Type

SF-424A Non-Construction

N/A

Fundedby 1 Projects  Small Business Development C. >
Access Reports  Grants Network Enterprise Reports
Total Reviews (22)
89d 18h 29m

Time Remaining

Submited (5)

Not Started (8)
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2. Click the Applications tab up above and open a specific Application to monitor the
status of its Reviews.

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

A Home / Programs / Economic Development FY2024 - EDOS [p-4299] / Applications

REVIEWS €3 APPLICATION SETUP

Project Title + Submitter Application Status ~ Start Date End Date

i@ Business incubator Impact Prar

04/19/2024 08/01/2024
04/19/2024 08/01/2024
04/19/2024 08/01/2024
0171] [[in Progress JRLIPIFY] 08/01/2024
64 04/01/2024 08/01/2024

& Communiy

3. Click the Review Form in question using the navigation bar on the left. You will see
the Details & Statuses page with a breakdown of the status on all assigned
Reviewers for this Application.

Program: Economic Development FY2024 - EDOS5 [p-4299]

& Home / Programs / Economic Development FY2024 - EDO5 [p-4299] / Applications / [api-000166] / Eligibility Check [esi-000338] / Eligibility Review Form [rfm-000739] / Details

OVERVIEW  APPLICATIONS ~ REVIEWS £ APPLICATION SETUP

Application [api-000166]

Application [api-000166]
© e [ MASTERLAYOUT ~ COMPARE REVIEWS

© [Aintent to Apply

Intent to Apply Form
pply
© [ej Eligibility Check

Entity Type Completion Status Actions
view by Jane Doe v ];q Eligibility Review Form [rfm-00073 Review Form(s) 50% [inprogress 1
& Review by John Doe
3 y
© [AProject Submission oN Review by Jane Doe [f Review Content 100% REOPEN
B Project Information & Review by John Doe (-0 Review Content 0% [[rio startea ] E0IT

o Review Period

(=] Project Information Review Form

4. Select the Master Layout heading to view the form’s design.

Application [api-000166]

COMPARE REVIEWS

Application Forms to Review S Review Form Layout [layout]

FORM META SETTINGS & INFO A

Intent to Apply Form ~

© [ Project Information Review Form Applicaticn

[ s MO} *

ORGANIZATION SUBMITTING APPLICATION

89
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5. Select the Compare Reviews heading to view the status & details of reviews across
all submitted applications within this Evaluation Stage.

@ Application & Review Management

>

U OVERVIEW  APPLICATIONS

© RyApplication [api-000164]

© [ Intent to Apply

B Intent to Apply Form

© Beligibility Check

L
& Review by Jane Doe
© [Project Submission

B Project Information

@ [5)Review Period

@ I§ Project Information Reviev

Project Team

Re-Open a Review

1.  On the Applications tab, locate the Review marked Complete and click t

button.

OVERVIEW REVIEWS

© [gApplication [2pi-000166]
© [Antent to Apply
B Intent to Apply Form
© [E)eligibility Check

@ Weligibility Review Form

N Review
& Review by John Doe

y Jane Doe

© [ Project Submission
B Project infermation
© [)Review Period
@ & Project Information Review Form
Project Team
Budget [

Goals [4

EUNA

Grants

&)

REVIEWS

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

L3 APPLICATION SETUP

Application [api-000164]

DETAILS & STATUSES ~ MASTER LAYOUT

COMPARE REVIEWS

Reviewer Review
2 John Doe N Eirioo0420
2 Jane Doe N Elrfio00421
2 John Doe N Elrfi000424
2 Jane Doe N Elrfi000425

£ APPLICATION SETUP

Completion

100%

100%

Application [api-000166]

@ Instructions

Entity
« i@ Application [api-000166]

~ [2 intentto Apply [ssi-00

5 Intent to Apply Form |;

~ 5 Eligibility Check [e:
~ [ eiigivility Review Form [rfm-000739]

J§ Review by Jane Doe [

& Review by Jofin Doe [rf-00

I3 Proiect Submission

K

Type

Application Instance

Submission Stage

Application Form

Evaluation Stage

Review Form(s)

Review Content

Review Content

Submission Stane.

Score Overall Comments
N/A
N/A
N/A

N/A

Completion status
E8
100% [ submittc }

e
100% [ submittea }

100%
100%

75%

M Home / Programs / Economic Development FY2024 - EDOS [p-4299] / Applications / [api-000164] / Eligibility Check [esi-000330] / Eligibility Review Form [rfm-000739] / Compare Reviews

Specifics

Actions

REOPEN ALL

REOPEN

REQPEN ALL

REQPEN

he Review
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2. The status will update to Draft (Reopened), and the Reviewer will be able to make
further edits and Complete.

Application [api-000166]

© WgApplication [api-000166]

© EYintent to Apply

(@ Instructions ~
B Intent to Apply Form
© g Eligibility Check
© Reigibility Review Form
N Review by Jane Doe Entity Type Completion Actions <
& Review by John Doe
© [IProject Submission ~ [y Application [pi-000166] Application Instance 25%

B Project Information o [ intent o Aoy [ssi0

Submission Stage 100% cD REOPEN ALL

[S] Review Period

B Intent to Apply Form [afi Application Form 6% REOPEN

atus
© § Project Information Rev

st
Evaluation Stage 50% In Progress (reopened) ASSIGNMENTS || REOPEN ALL

Project Team [ Eligibiity Check
Budget [3 v gﬁ Eligibility Review Form [rfm-000739] Review Form(s) 50%
Goals 4
R Review by Jane Doe [[f-000421] Review Content 100% EDIT || COMPLETE
J§ Review by John Doe [r1i-000497] Review Content 75% REQPEN
0 it Cooeminion laci. 0BAZAN Cuibminnian Siaca na r—

U Eﬁ"a nts



Reviewer Experience

The sections below will discuss how a Reviewer will access and complete their Review
Forms. The access point depends on whether the Reviewer is external to the Program team
or part of the Program team (having access to the ARM dashboards).

Completing Review Forms within eCivis Portal
Third-party Reviewer committees or any Reviewers that are invited from outside of Grants
Network will complete their Review Forms via portal.ecivis.com.

See “Applicant Experience in eCivis Portal” above for instruction on how Portal users create
a new account and profile.

1. In Portal, locate the My Reviews selection from the left-hand navigation bar.

B My Reviews

& My Profile

Submitter Application (Project Title) A

City of Euna Frg Small Business Regional Support FY2023 [api-000003] q

2. Your Active Reviews will show all open Evaluation Stages that require your attention,
while the Inactive Reviews table beneath it will show your previously completed
reviews and/or closed Evaluation Stages.

Active Reviews

Submitter Application (Project Title) + Active Stage Review Form Review Form 5te
Eunaville Grants Station Area Economic Plan [api-000171] Eligibility Check [esi-000358] Eligibility Review Form [rfi-000449]
Township of EUNA Community Business Support Project [api-000172] =3 Eligibility Gheck [esi-000362] @9 Eligibility Review Ferm [rfi-000451]

Inactive Reviews

Submitter Application (Project Title) + Review Form Review Form Status Started Last Edited
City of Euna Small Business R... [api-000003] Revie.. [rfi-000010] Mot Started Mot Started
Gity of Euna Il small Business R... [spi-000008] My Revie.. [fi-000018] 11/09/2023 11/09/2023
I p— Comeuning Oeain_lonionnnsal WS pevie Iefi nonnosl  APTTRREY, A7r0c 002 PEFPPEr e
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3. Click on the Application ID you wish to review. The stage status will show Not

Submitter

Eunaville

Township of EUNA

Application (Project Title) +

[fggfGrerts station Area Economic Plan fpi-000171]

ity community Business Support Project [api-000172]

Active Stage

£ Eligibility Check [esi-000358]

i Eligibility Check [esi-000362]

Review Form

(ﬁ Eligibility Review Form [rfi-000449]

N Eligibility Review Form [rfi-000451]

Review Form Status

Not Started

61d 12h 44m

61d 12h 44m

4. Click Edit next to the Review Form you need to fill.

(D Instructions

Started unless you have saved your review for later, triggering the In Progress
status.

Remaining Time ~ Started

Not Started

04/26/2024

Last Edited

Not Started

04/25/2025

Applicants must first complete the Intent to Apply form and submit for an eligibility check. If eligible, applicants will then be able to submit proje
ctinformation for consideration by the program review committee. You will receive notification of an award decision thereafter as to whether yo

ur application submission is awarded or denied.

Entity

v [ra Application [api-000172]

v Eligibility Check [esi-000362]
v (rﬁ Eligibility Review Form [rfm-000739]
B Review by Jane Doe [rfi-000451]

@

v Review Period [esi-000364]

Type

Application Instance

Evaluation Stage

Review Form(s)

Review Content

Evaluation Stage

Completion Status

0% Not Started

Actions

EDIT

5. Viewing the Application Forms to Review on the left-hand side of the screen,
Reviewers will provide feedback using the field on the right.

&)

© Keigibility
& Review by
Project Team
Budget 4
Intent to Apply Form
Goals [
Application
L1

ORGANIZATION SUBMITTING APPLICATION

Organization Name *

City of EUNA

ORGANIZATION ADDRESS

EUNA

Grants

Application Forms to Review o (B

Project Title *

—
0% completed
Does the information provided present any material conflict of interest (per code 1.11)2 *
) ves
® o

Regional Business Suppor
tProject - R03

Fraject Narrative Seors *

Projsc: ve Comments

The application effectively explained the project and this seems
to be a great it!

Does the project serve within the approved geographical area?
@) ves
O o
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*Note: If the Review Form is built with scoring fields that add up to a total score, you

will see the Total Score value at the bottom of the form.

X Rate this field on a scale of 1-10 with 10 being the highest
Phone Extension
Sustainability Plan Gomments

The applicant provided strong evidence of their sustainability plan within their attached
spreadsheet model

Title

6. Click Save once edits are complete.

| Total Score 17 /loutof 20)

Application [api-000165]

© By2pplication [api-000165]
© 3 Eligibility Check | SAVE l CANCEL
© Eligibility Review For
Application Forms to Review z a 0% completed
Project Team
Budget [4
Intent to Apply Form ~ Does the information provided present any material canflict of interest {per cade 1.11)7 #
Goals (&
O Yes
Apliestion Froject Title *
No
@ [.] Regional Business Suppor ®

tProject - RO3

Project Narrative Scare *

9

ORGANIZATION SUBMITTING APPLICATION

Organization Name *
Project Narrative Comments
City of EUNA
i The application effectively explained the project and this seems

*Note: To export a copy of the filled Review Form to PDF format, click Export to PDF

from the top-right corner of the page

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

EXPORT TO PDF # EDIT REVIEW COMPLETE

Application Forms to Review 100% completed

<>
<

7. If no further edits are needed and you are ready to submit the completed Review
Form, Click Complete.

Application [api-000165]

© RApplication [api-000165]

© [} Eligibility Check PR | cOMPLETE

© Neigibil Fon
& Rev Application Forms to Review i 4 100% completed
Project Team
Budget [4
Intent to Apply Form ~ Does the information provided present any material conflict of interest (per code 1.11)2 *
Goals [
Application Project Title *
@ [ Regional Business Suppor

U aN?a nts
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8. The review will appear in your My Reviews list under the Inactive Reviews with a status of
Submitted.

Eunaville Wh Grants Staticn Area... [api-000171] (5 Eligibility Review Fo_. [rfi-000449] (i)

Completing Review Forms within the Application and Review Manager
1. Edit Review Form - As a Reviewer, if you are working in the organization and have
access to Grants Network you do not have to go into the Reviewer Portal in eCivis
Portal. Simply clicking on the Edit Button here will allow you access to the Reviewer
Form and you can fill out.

overview [ apeiicaTions | Reviews €3 appLicaTion sETUP

Application [api-000166]

© MyApplication [api-000166]
@ [intent to Apply

(D Instructions v
B inte ply Form
@ [ Eligibili
& Wi Form
N Revie Jane Doe Entity Type Completion Status Actions <
& Revie John Doe
@ [P v V'ra Application [api-000166] Application Instance 25% In Progress
B Project Information v [3) Intent to Apply [s5i-000337] Submission Stage 100% [ suomiea ) REOPEN ALL
® [2)Review Period
nt to Apply Form [afi-000418 REOPEN
© I Project Information Rev [ Intent to Apply Form [3 Application Form 6%
Project Team ~ [[8) Eligibility Check [esi-0 Evaluation Stage 50% ASSIGNMENTS || REOPEN ALL
Budget [ I bility Review 00739 " %
get & v Eigibiity Review 00739] Review Form(s) 50%
Goals 3
J§ Review by Jane Doe [fi-00042 Review Content 100% [ compierea ] REOPEN
X Review by John Doe [rfi-000497] Review Content 0%
. e

2. Click the Save button to save changes.

@&  Application & Review Management [>]

?  Pprogram: Economic Devels F¥2024 - EDOS [p-4299)
lopment FY2024-E008 1 | lopi Eligitlty Check lesi- Eigtilty Review Form b
APPISANONS  pooney 000330] 000739]

APPUCATIONS  REVIEWS B APPLICATION sE

Application lopi-000164]

_
n o
- supgor @~
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3. Click the Complete Button when ready to submit.

@  Application & Review Management

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

4.

&)

Economic Development FY2024 - EDOS [p- s Eigibity Review Form [ Review by Jobn Do
# Frogram: Applcations - g atent
» L o o o coa739] o008
Application [api-000164]
e - J
B e
o pieignim Applicatian Forms to Review 100% completed
© MEigniny n
R [
e Intent to Apply Form ——
O [YPrope
o sesieaien cies Tin
€D ivixoisy Regional Business Support
R Project -Roz
-
it
; PLICA
)
©B
123456769

Once you click on the Complete button a Reopen button will appear if you need to

make further edits.

EUNA

Grants

e the st e e tha apaeaved gecraphica mea’
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Decisions

Decision Options
1. When the stages of the Application Process have been completed on any given

Application (e.g. Reviewers finish submitting Reviews for the final Evaluation Stage),
a Submit For Decision button will appear next to that Application title when viewing

the Applications page.

@ Application & Review Management

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

# Home / Programs / Economic Development FY2024 - EDO5 [p-4299] / Applications
°
U L3 APPLICATION SETUP
Project Title + Submitter Application Status | Start Date End Date Budget | Actions
B [sp-000170] CEED ovoyze 08/01/2024 $0.00
iy Revona Busiess Sugor Pt 107 oo s00
e o o U . LT 111017000 1 ma e

2. Click Submit For Decision to access the decision options.

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

A Home / Programs / Economic Development FY2024 - EDO5 [p-4299] / Applications
ERVIEW  APPLICATIONS  REVIEWS £ APPLICATION SETUP
Project Title + Submitter Application Status | Start Date End Date Budget | Actions
B = 7 CEED) o402 08/01/2024 50.00
(jiy Regional Business Support Project - RO7 | 59] cD $0.00

3. The status of that Application will update to Pending Decision, and you will select
from one of the three below:

Program: Economic Development FY2024 - EDOS5 [p-4299]

# Home / Programs / Economic Development FY2024 - EDOS [p-4299) / Applications
APPLICATIONS  REVIEW £ APPLICATION SETUF
Project Title Submitter Application Status | Start Date End Date Budget | Actions <
iy [25-00017 CEED 0wz 08/01/2024 50.00
1@y Fegional Business Support Project - RO7 [ap s [ rever (RS
(@ Regionsl Business Support Project - RO 04/19/2024 01/01/2025 $0.00 ’
@ Repional Business Support Project - R0 [api-000167 CIETEDy 04/19/2024 08/01/2024 50.00
B Reaional 8 s Suooort Prosect - R04 — MO, 4/19/2024 08/01/2024 snon

U aN?a nts
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a. Recommend: The application will be recommended for award. See the next
section titled “Processing Awards” for further instruction on creating the
Award Package and having it approved.

*Note: This selection cannot be reverted. All decision options will disappear
from the Actions column. However, the recommendation can be rejected once
submitted for approval within the Program Detail Page.

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

A Home / Programs / Economic Development FY2024 - ED [p-3776] / Applications
CATIONS  REVIEWS €3 APPLICATION SETUP
Project Title + Submitter Application Status = Start Date End Date Budget  Actions
i Eco 3rowth Initiative m"‘j’ $0.00 | REverT | EEIZeVIVINIZILY

b. On Hold: A final decision (i.e. Denied or Recommended) will be selected at a
later time. From this status, you may select Recommend or, to deny, you must
click Revert to reveal the Denied option.

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

A Home / Programs / Economic Development FY2024 - EDOS [p-4299] / Applications
APPLICATIONS ~ REVIEWS {8 APPLICATION SETUP
Project Title + Submitter Application Status ~ Start Date End Date Budget  Actions
B [ CED o020 08/01/2024 $0.00
[,J;__, al Business Support Project - RO7 [ag < [occon TR s000 | revert ) ]
Regional Business Support Project - R06 [a 8 04/19/2024 01/01/2025 $0.00
o . " AR oo nnns

c. Denied: The application will be denied for award.

*Note: To undo this selection, click Revert.

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

4 Home / Programs / Economic Development FY2024 - EDOS5 [p-4299] / Applications
VERVIEW APPLICATIONS REVIEWS €3 APPLICATION SETUP
Project Title + Submitter Application Status ~ Start Date End Date Budget  Actions
B CEED o202 08/01/2024 $0.00
[TB Regional Business Support Project - RO7 $0.00 REVERT )
@ Reoional Business Support Project - R06 (3 04/19/2024 01/01/2025 $0.00
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Processing Awards

Selecting Recommend from the Decision options is the first step to processing an award for
an applicant. This section will walk through the remaining steps of this process:

1. Creating the Award Recommendation (aka “Award Package”) and sending it for
approval

2. Internal approval of the Award Recommendation

3. External (Applicant) approval of the Award Package

4. Internal approval of the Final Award Package

Below is a diagram of these steps:

Award Recommendation

Application Decision Creation & Approval Subrecipient Acceptance Final Award Approval
Create Award
= Recommendation +
=] Send for Approval
5 2
= D
(O]
jd Approver(s) Approver(s)
Q Approve the Award Give “Final Award
Recommendation Appraval”
N
£§
8a - Accept the
g2 i Award Package
<O
L)

*Note: Approvers for the Recommendation Approval and Final Award Approval are set in the
Edit Solicitation page (See the “Editing the Solicitation” section of this guide.)
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Award Recommendation: Create and Send for Approval
1. All applications marked for Award Recommendation will appear on the Pending Awards
table of the Program Detail page.

Click Actions > Create Recommendation.

Subrecipient Reporting ~ | Subrecipient Monitoring | Edit Solicitation | Application Management ~ | Ext Solicktation Listing '

Search:
Award Recommendation Approval
o Award/
Project 0Org Name Contract Number ~ Award Approved  Links Priority ~ Actions
Grants Station Area Economic Plan Eunaville $154,000.00 Award Package | Budget | Goals Actions O
showing 110 1 of 1 entries
W— =
Reload
oty S
o
0O
_ b
Initiate Direct Award —
Search:
Pending Awards Include Rejected Awards (]
Award/
Contract ~ *
Project 0rg Name Award Manager Number Recommendation Status Current Approver Priority = Actions
Regional Business Support Gity of EUNA Recommendation Pending N/A Actions
Project —
| Create Recommendation
CGommunity Business Support Township of Recommendation Pending N/A Actions

Project EUNA

2. Fill the details of the Recommendation:
Award Recommendation Approval Task Creation

Recipient: City of EUNA

Project:  Regional Business Support Project - R07

Subrecipient: @)

City of Anthony v

Payment Profile: City of Anthony Public Works v

Subrecipient Risk: Low v

Priority: Medium v

Award Manager: A Trainer v
External Note:*

100
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a. Subrecipient: If Subrecipients have been built into your Organization’s account,
choosing one here will associate this recommendation with that organization
(Organization Master Account Holders can manage this at Administration >
Organization Library > Subrecipients). Once a Subrecipient is selected, an
available payment profile can be chosen as well. If a Subrecipient needs to be
removed, select N/A from the Subrecipient list.

b. Payment Profiles: Some Subrecipient records contain payment profiles to specify
a department or office within the organization to receive funds.

c. Subrecipient Risk: Select a risk level to display on this award (displays internally
only.)

d. Priority: Select a priority level to display on this award (displays internally only.)

e. Award Manager: Select an Award Manager from the list of users to display on
this award (displays internally only.)

f. External Note [Required]: A note that will display to the potential subrecipient
once the award recommendation is approved and sent to them.

g. Internal Note [Required]: A note that will display to approvers and internal team
members as the award recommendation is approved and stored.

h. EIN: Employer Identification Number
i. Award/Contract Number: A unique number to identify this subrecipient award.
j. PO Number: Purchase Order Number

k. Project Type: Labels the awarded project as “Construction” or “Non-
Construction”

. Performance Period Start/End Date [Required]: Indicates the award contract’s
period of performance

m. To view or edit the Budget submitted by this applicant, click Award Budget.

Performance Period Start* i

View/Edit Award Budget: Award Budget (&

Total Budget Requested: $125,000.00 Refresh Award Total
Total Match Requested: $0.00

View/Edit Application goals: Application Goals (2
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i. The Budget worksheet will open in another browser tab.

ii. If edits are needed, click the lock icon and edit the worksheet. [Refer to
“Appendix D: Budget Worksheets” for more information on completing
this worksheet]

Application Budget for City of EUNA

Program: Economic Development FY2024 - EDO5
Project name: Regional Business Suppert Project - RO7

Budget Stage: Pre-Award

e B0 © O

Budget Summary

$125,000.00 Total Direct Costs $0.00 Match / Cost Share
$0.00 Total Indirect Costs $0.00 Program Income
$125,000.00 Total Amount (Direct +

Indirect)

Budget Settings

Budget ltems
iii. Be sure to click the Save icon when finished.
iv. Return to the previous browser tab when done

n. To view or edit the Goals submitted by this applicant, click Application Goals.

View/Edit Award Budget: Award Budget

Total Budget Requested: $125,000.00 Refresh Award Total
Total Match Requested: $0.00

View/Edit Application goals: Application Goals &

i. The Goals worksheet will open in another browser tab.
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ii. Edit the target unit values, if necessary.

Goal / Objective Target Units Direct Cost Matching Program Income
iture iture iture
Provide SBDC Training 0.00 $ 0.00 $ 0.00 $ 0.00
Subgoals
SBDC Training Session #1 Participants 0.00 $ 0.00 3 0.00 s 0.00
SBDC Training Session #2 Participants 0.00 5 0.00 $ 0.00 3 0.00

Return to Application

iii. Click Save Goals when finished.

o. Allocate the budgeted award amount from the available funds in your program’s
funding sources [Required]. For example, for an award budget of $125,000, you
will ensure that the amount allocated from all of the available funding sources
adds up to $125,000. Repeat this action for the Total Match Requested, if any.

View/Edit Award Budget: Award Budget CF

Total Budget Requested: 5125,000.00 Refresh Award Total
Total Match Requested: $2,500.00

View/Edit Application goals: Application Goals &'

Allocate Funding:
Total Funding Funding Available Subrecipient Award
ORGO0000 Small Business Development $§ 1,000,000.00 $ | 838,000.00 $  125000.00
Center (SBDC) Program
Award Total $  125,000.00
Match Type: Cash “ Total Match
Cash Match Total:* $ 2,500.00 In-Kind Match Total: $ 0.0 $ 25
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p. Confirm or redefine the Financial Report task schedule that you will assign to the
subrecipient:

Define an optional frequency for the Financial Report task @

Resetto program default

Frequency: Monthly B
Interval:”™ Every 3 months M
on:® @ Adayofthe month

@ The last day of the month

Starting:" | p3/21/2020 2

Untit: 4213172020 5}

g. Confirm or redefine the Activity Report task schedule that you will assign to the
subrecipient:

Define an optional frequency for the Activity Report task @
Resetto program default

Frequency: Monthly B
Interval:™ Every 3 months B
on® @ Adayofthe month

@ The last day of the month

starting:™ | 3/31/2020 =]

Untit: | 4213112020 )
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r.  Award Notification File: Use this field to enter a custom award notification file in
place of the default file, which will contain information specifically required in
the Uniform Guidance. You may replace the default file, but please ensure it
contains the necessary information as required by 2 CFR 200.331.

Award Notification File

The award notification file contains information specifically required in the Uniform Guidance. You
may replace the default file, but please ensure it contains the necessary information as required
by 2 CFR 200.331.

"

s. Award Files - External: Upload any files necessary to finalize your award
recommendation approval. This may include signed agreements, tax forms, and
other files provided by the grantor. These files will be provided to the
subrecipient.

Award Files - External:

Please upload any files necessary 1o finalize your award recommendation approval. This may
include signed agreements, tax forms, and other files provided by the grantor. These files will be
provided to the subrecipient.

Attach Files

Search

File Name 4 Uploaded Date File Size Actions

No files have been uploaded

Showing 0 to 0 of 0 entries

=
2

Previous

t. Award Files - Internal: Upload any files necessary to communicate internally
about your award recommendation. These files will NOT be provided to the
subrecipient, but will become a part of their award for internal display only.

Award Files - Internal:

Please upload any files necessary to communicate internally about your award recommendation.
These files will NOT be provided to the subrecipient, but will become a part of their award for
internal display only.

Attach Files

Show 10 ~ entries
Search

File Name “  Uploaded Date File Size Actions

No data available in table

Showing 0 to 0 of 0 entries

=
]

Previous
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3. Click Send For Approval

Showing 0 1o 0 of 0 entries

Save Recommendation Send for Approval Cancel

*Note: To save and return to this recommendation. Click Save Recommendation and use
the Pending Awards table as before to access this recommendation.

4. Click the hyperlinked Recommendation Status and view the Current Approver column in
the Pending Awards table to view the progress of the approval (especially in the case of
a sequential group approval).

Pending Awards In
Award/
Award Contract “ Current
Project Org Name Manager Number Recommendation Status Approver P
Regional Business Support Project City of A. Trainer GC-12-3456 Pending Recommendation A Trainer
- RO7 EUNA Approval
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Approving an Award Recommendation

After an award recommendation approval request is submitted within Grants Network, it
proceeds to the Award Recommendation workflow. The approvers in that workflow must
complete the following while the initiator awaits their response:

1.

Your Pending Tasks

If you are the current approver for the Award Recommendation Approval task, you
will receive an email notification and open Grants Network to access the task on your
Program Dashboard.

From the Grant Management tab, select Subrecipient Management:

i
COVID-19 Grant Management Research

Project Dashboard

TraCk“ Project Search

Manage )
My Projects

Project Calendar

Create Project board » My Action |

splications Organization Documents Tasks (Next 7

1bmitted
Subrecipient Management No pending it

Under Your Pending Tasks, find the task and click on Visit Program. You can also use
the search bar to search for the name of the program or filter the columns to find the
task:

Award/
Contract “ ' Invoice
Program Project Org Name Number Created Date Number Task Type Priority Actions
Economic Regional Business City of GC-12- 04/29/2025 Recommendation Medium Visit
Development FY2024 - Support Project - EUNA 3456 Approval Program

EDOS RO7

You will be taken to the Program Detail page where the task will appear in the Award
Recommendation Approval section. Use the links to view the details of the
recommendation:

Search

Award Recommendation Approval

Award/
4 Contract
Project Org Name Number Award Approved  Links Priority Actions
Regional Business Support Project - City of GC-12-3456 $125,000.00 Award Package | Budget | Medium Actions (]
RO7 EUNA Goals

Showing 1to 1 of 1 entries

Reload -
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a. Award Package: Opens a pop-up with the details entered in the Create
Recommendation step.

b. Budget: Opens the Budget worksheet in a separate tab.
c. Goals: Opens the Goals worksheet in a separate tab.

5. To approve, check the box to the right of any Recommendation and click the Approve
button below the table.

Award Recommendation Approval

Award/
4 Contract
Project Org Name Number Award Approved  Links Priority Actions

Regional Business Support Project - City of GC-12-3456 $125,000.00 Award Package | Budget | Medium Actions
R07 EUNA Goals

Showing 110 1 of 1 entries

6. Click Actions to enact one of the alternate responses shown below:

irity Actions %
)
edium U by,

Return For Changes

Decline Award

a. Return for Changes: Returns the award recommendation for program team
members to edit the recommendation and re-submit for approval.

b. Decline Award: Marks the award recommendation as rejected and archives it
within the Pending Awards table.

7. If the approver(s) have approved the Award Recommendation, the applicant will be
notified by email that their award has been submitted for their review and acceptance.
The Pending Awards section of the Program Detail Page will then display the Pending
Acceptance status.
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Subrecipient Acceptance

The awarded applicant will receive an email informing them of their Award Package. They
will log into Portal to accept or return the package for changes. For more information on this
process, see the Accepting an Award guide. (Location: Resource Center > Subrecipient: Post-
Award Guides > Accepting an Award)

Final Award Approval

Once your subrecipient has accepted the award package, this will trigger the Final Award
Approval. Approvers in this process can review the Approving an Award Response guide for
instructions on finding and responding to the task. (Location: Resource Center > Grantor:
Post-Award Guides > Approving an Award Response)

Post-Award

All other “Grantor: Post-Award Guides” in the Resource Center will detail the processes for
managing your subrecipient awards from start to closeout!

Resource Center

Grantee: Post-Award Guides 5
i
. Grantor: Pre-Award Guides N
a
(Ney
ndir Grantor: Post-Award Guides N

ue li

Applicants: Pre-Award Guides 5
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https://ecivis-user-guide.s3.us-west-2.amazonaws.com/Pre-Award_Subrecipients/01_Pre-Award_Subrecipients_+Accepting+an+Award.pdf
https://ecivis-user-guide.s3.us-west-2.amazonaws.com/Post-Award_Grantor/03_Post-Award_Grantors_Approving+an+Award+Response.pdf
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Appendix A: Form Field Editing

Once a form field is added to an Application or Review Form, you can edit, duplicate, delete,
or move this field using the options below:

1. To name and edit the options for this form field, click the pencil icon.

Text Area

5] Monitoring Plan (tmp-70)

a. A panel will open to the left of the page with options to edit three

categories of field settings:

LxFileUpload [ff-039552] X
Appl
ELEMENT PARTS
Label Element ID
Audit Findings Resolution [f-039552]
Required
Form Layout
Fields cannct be made required once & form has been finalized
Inline help
Upload any supporting documentation related to resolving the above mentioned au
PRINT OPTIONS
[0 Page Break Before Element O Dpisplay on alternate/signature Page | i
FORM BUSINESS LOGIC 0¥+
Applied Rules
SHOW IF
(@ Mo business logic has been applied to this form element. (P TISTELALSL LS SL SIS SLSTESIE SIS SIS,
Use the options below to add a rule.
Rules Options
Related Fi.. Condition Value
Doyouh « is v || Yes O PPUCRULE (SR W I SIS,
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i. Element Parts

1. Label: Enter the text that should display over this field

2. Element ID: The unique identifier for this field. Use this, for
example, when creating business logic where you will need
other fields to show based on an applicant/reviewer’s
response to this field.

3. Required: Makes this field required for form users to
successfully submit

4. Inline help: Appears to form users as small grey help text
beneath the field

5. Other settings specific to controlling this field

ii. Print Options
1. Page Break Before Element: Insert a page break before this
field
2. Display on alternate/signature page: Places this field on a
separate page, often coupled with a signature field element

iii. Form Business Logic
1. To create business logic and set rules for when a field
appears, select a field, condition and value

*Note: The list of fields from your form will include the unique
identifier to help differentiate between fields that have the

same label
Related Field Condition Value
Is this a capital pro. « is - unset «

Is this a capital project? (ff-052321)

Table Upload (ff-052244)

Related Field Condition Value

Is this a capital pro, « is - unset -
isn't
exists

does not exist
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Related Field Condition value

Is this a capital pro - is - unset -

Yes
No

When finished, click Apply Rule to add this line of logic

Rules Cptions

Related Fi... Condition Value

Doyouh = is - | Yes - & APPLY RULE

2. |If additional rules are needed, you must also select the
and/or logic between multiple rules

And/Or Related Fig

and - Table Up

b. Review Forms come with a calculated Total Score that displays to
Reviewers at the bottom of the form. This will also appear in your table of
submitted review responses.

i. When editing a Number field (or a Dropdown or Radio Button
element that has a numerical value as a response) that will be

included in the Total Score, check the box labeled Include in Total
Score.

ii. Include a minimum and maximum value for this field

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

nclude i Total Score

PRINT OPTIONS

M1 _Pane Areak Refnre Flement 1 _Nisniav on altermate/sionatice Pans
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ii. When reviewers fill the form, they will see the Total Score
displayed as a fraction of the total possible points. The total
possible points will be a sum of the maximum values of all included
numerical fields. You may test this in Preview mode while editing.

[ Tatal Soorw 17 o ]

To duplicate this form field, click the copy icon, and then click the grey paste icon (at
the top of the form), to add the copied field.

Text Area

3] Monitoring Plan (tmp-70)

Form Elements Toolbox (D
Program Name Submission Stage

LAYOUT v
Economic Development FY2024 - EDO1 Intent to Apply
TYPOGRAPHY -
Form Instructions *
CONTROLS -
Hormal % BIUSs = =E= % K
Fill out Core Information 8] single Line Input
--------------------------------------------------------------- i 5] Paragraph Input
+ Drag and drop form elements in this drop zone to build your form. I L I : @ Email Input
i R Phone Number
+ FF Number Input
5] Application (7.057257) 5] Project Title (f1.052238) * P
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3. To delete this field, click the trash can icon

Text Area p DE, :

3] Monitoring Plan (tmp-70)

4. To move this field, click the grid icon and drag the field to another location

Text Area 7 0 i

5 Monitoring Plan (tmp-70)

15
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Appendix B: Form Elements Toolbox

There are four categories of Form Elements for Application and Review Forms. See the
descriptions below for how to use each element.

1. Layout: Use these to create groupings of field rows or columns within a row.

a. Line Break: Creates a line break between sections
of the form

b. Grouping Start: Creates a grouping box around o leemem i
any fields below this element but above the next S ——
“Grouping End” P

c. Grouping End: Creates a grouping box around any ' 1 cewpimgens |
fields above this element but below the next
“Grouping End”

d. Two Column Row: Creates a split row for two form | = ree commm fow
elements to display side-by-side within a single
row

e. Three Columns Row: Creates a split row for three
form elements to display side-by-side within a single row

f.  Four Columns Row: Creates a split row for four form elements to display side-
by-side within a single row

LAYOUT ~
[ ] Grouping Start

sm Two Column Row

| @m Four Columns
i

2. Typography: Use these to display important information to Applicants within the
form.

a. Instructions: Provides a box of instructional text TYPOGRAPHY A
to be displayed

b. Header Text: Provides a text heading to place }
above sections of the form [T Header Toxt

c. Paragraph: Provides a piece of long-form text to s
be displayed above specific fields or sections of
the form

d. Label: Provides a piece of long-form text to be

| @ Instructions

"= Paragraph

Label

displayed above specific fields or sections of the :::::Tfii_::::::::::::::::::::::::1
form I @ Website I

e. Tags: Provides a prompt and a list of available .-
tags

from which the user can select as many as are applicable
f. Website: Provides a URL with the option to label the link
as needed
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3. Controls: Use these to create the content for Applicants CONTROLS

&)

]
n [ ]
mmmmd bmmmmed L d b

]
"
-dL-

]
]
[ Tp—

K] n
SR [ S | S ——

17

to fill.

a. Single Line Input: Allows for input of a short 5] single Line Input
amount of text, typically one line ::::::::::::::::::::.

b. Paragraph Input: Allows for input of a large { 2] Paragraph Input
amount of text, typically paragraphs of FoIIIIIIIIIIIIIIIIIIIIC:
information { (@ Email Input

c. Email Input: Formatted for email address input TTRETIIII

d. Phone Number: Formatted for phone number input | Y. Phone Number

e. Number Input: Allows for numerical values, A
. . . i+ FE Number Input
including formatting for currency

f. Dropdown: Allows a user to select from a pre-

) ) ) i () Dropdown
determined list of options presented as a S
dropdown. Users can select only one option. Checkboes

g. Checkboxes: Allows for a user to select one or bossosrossozssssnsasoomooes
more options from a pre-determined list of options | @) radio Button
presented as checkboxes 5;::::::::::::::::::::::: szzzzos

h. Radio Button: Allows for a user to select from a | gy State Picker
pre-determined list of options presented as radio S555EE00500005008
buttons. Users can select only one option. Caleulatar

i. State Picker: Pick from a pre-populated list of poSEiEIEEIIIIIII:

States Date Picker

j. Calculator: Configure to display a value that f':::::::::_:::f:
calculates from other numerical fields in the form ﬂ{“d‘ o
*Note: Review Forms also come with a calculated ! Y Rating
“Total Score” display at the bottom of the form, FzIIIzi
allowing users to simply flag any numerical fields | & bk ineut
to add into that total score while they are building 777
out the review form. [See Appendix A for more | [ mage
information].

k. Date Picker: Allows for a user to pick a date from a calendar view

. Start/End Date: Allows for a user to pick a start and end date while
viewing a calculation of total time and remaining time

m. Rating: Allows for a user to provide a rating against a provided
prompt using a five-star scale

n. Link Input: Allows for a user to provide an external link and a link label

o. Image: Places an image within the form to be viewed by the submitter

EUNA
Grants



4. Upload/Download: Use these to collect files and drawn signatures from applicants or
to post a file for applicants to download.

a. File Upload Dropbox: Allows for a user to upload UPLOAD/DOWNLOAD -
a file

b. File Attachment (Applicant Download): Places a | & Fils Upload Dropbos ’
downloadable file within the form to be
downloaded by the submitter

c. Signature: Creates a boxed area for the
applicant to draw a signature on the application

" File Attachment (Applicant
— Download]

e o e o

& Sionature i
R e
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Appendix C: Templates

Grantor Teams can better standardize programs, save time, and reduce human error by
creating Templates. You can create and save Templates for the following:

Application Processes
Submission Stages
Evaluation Stages
Application Forms
Review Forms

®Pap oo

Once created, you can copy that Template information into the Application Process for any
new programs you build. Then, you may continue editing and adding information to suit the
specific needs of the program.

To access the Templates page, expand the left-hand navigation bar and select the Templates
option.

‘@'ec“ns Application & Review Manageme

< A Home / Programs
Programs
(' Programs ‘ 9

[ ﬁ Templates ]

Program
@ ATorres 1 - Economic Development FY2

@ ATorres 2 - Economic Development FYZ)

Template Management
Below are the general instructions for managing any of the five Template types:

1. To archive, unarchive, or delete Templates, select the desired Templates from the
table and open the Bulk Action menu button to select the desired action.

Archive Selected
B  Template Type Desc Unarchive Selected Publis <
Delete Selected
v— . i
D Q Intent to Apply (Training 2) [baft-000677] Ap..  This wvur srarmuura mrermwowpply form... 01/31
'@ Project Detail Submission (Training 2) [baft-000678] Ap.. Thisis... 01/31
=~
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2. Click the Show dropdown to select which Templates will show in the table. Select
Active Only or Archived Only to narrow the results.

Show All Templates BULK ACTION ~ NEW APPLICATION FORM TEMPLATE

All Templates

Active Only Type = Description Publis €
Archived Only

aining 2) [baft-000677] Ap..  This is our standard intent to apply form... 01/31

r—y

@ Project Detail Submission (Training 2) [baft-000678]

"3‘ Project Information [baft-001092] Ap..  This form is meant to capture information about the appli.. 10/09
=

0O 0o 0o o o

E\memToApp\y aft-000563] Af This fi i be used to dey an intent to a of 01/17

3. For further sorting and filtering, click the three vertical dots above any column or
expand the right-hand filter bar by clicking the arrow on the top-right corner of the
table.

Show Active Only BULK ACTION + NEW APPLICATION FORM TEMPLATE
|:| Template Type ¢ Description
P

|:| '@ Intent to Apply (Training 2) [baft-000677] Appli This is our standard intent to apply form...
=
Sort by ASC
|:| '@ Project Information [baft-001092] Appli Sort by DESC This form is meant to capture information about t
=
Pin to left
Pin to right
 —

4. To copy, archive, or delete a Template, select from the buttons underneath the
Actions column (the right-most column)

BULK ACTION « NEW APPLICATION FORM TEMPLATE

Published Updated LinkedUp  Actions <

oly form 01/31/2024  01/31/2024 0

a)
©f
(=)8

‘ormation about the appli... 10/09/2024 10/09/2024 0
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5. You can remove a linked Template Form from a Template Stage by clicking the
Detach button from the Actions column.

BULK ACTION = NEW SUBMISSION STAGE TEMPLATE

e

Published Updated LinkedUp = Actions <
2 stage process as the..  10/09/2024  10/09/2024 0 B ©§ | ApDFoF
applicants to submit t... 01/17/2024  10/09/2024 2 ADD FOF

nintent to apply befor..  01/17/2024  01/17/2024

a a E 5]
a
ol

nintent to apply befor..  01/29/2024  01/29/2024

Form Templates

To manage Form Templates that can be copied into your programs, you will see two headings
titled Application Forms and Review Forms. Below are the steps to start creating and
managing Form Templates:

*Note: To standardize further and save time building Programs, Application Form Templates
can be linked into Submission Stage Templates and Review Form Templates can be linked
into Evaluation Stage Templates.

@ Application & Review Management.

> A Home / Templates / Applications

f. Systemwide Templates

'@‘ APPLICATIONS SUBMISSION STAGES EVALUATION STAGES [ APPLICATION FORMS REVIEW FORMS ]

1. After selecting the Application Forms or Review Forms header, you can create a new
form Template by clicking the blue button titled New Application Form Template or
New Review Form Template.

Systemwide Templates

APPLICATIONS ~ SUBMISSION STAGES ~ EVALUATION STAGES ~ APPLICATION FORMS  REVIEW FORMS
Show | All Templates ~ BULK ACTION = | NEW APPLICATION FORM TEMPLATE |

[  Template Type = Description <
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Systemwide Templates

APPLICATIONS SUBMISSION STAGES EVALUATION STAGES APPLICATION FORMS REVIEW FORMS

Show | All Templates ~ BULK ACTION + | | NEW REVIEW FORM TEMPLATE ]

|:| Template Type Description <

2. Then, fill the Form Name and Form Instructions that should appear to the
Applicant/Reviewer. Along with that, you will write a Template Description that gives
the internal need for this form. The Template Description will NOT appear to the
Applicant/Reviewer.

Application Form Template : Project Information ; unsaved

SETUP FORM PREVIEW FORM USAGE

ES

R

FORM META SETTINGS & INFO A~

LAYOUT w
Form Name * Form ID *
TYPOGRAPHY v
Project Information 1]
. CONTROLS ~
Template Description

This form is meant to capture information about the applicant’s project
Form Instructions *
Momal % B I Us = E=Z= % &L

Please fill all required fields and any other applicable fields. Mote that the budget information will be provided in the
budget worksheet.

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

Checkboxes

i (@) Radio Button
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3. Lastly, build the Form Elements needed [See Appendix A and B]. Use the Preview
Form section [at the top] to preview your work. Click Save when finished.

SETUF FORM FREVIEW FORM USAGE

FORM META SETTINGS & INFO ~ T -
Form Name * Form ID *
TYPOGRAPHY ~
Project Information I
- CONTROLS ~
Template Description

This form is meant to capture information about the applicant’s project

Form Instructions *

Normal 3 B I U & = E= & L E@Emal'llnput

Please fill all required fields and any other applicable fields. Note that the budget information will be provided in the

Ph Numbe:
budget worksheet. ¥ Phone Number

i F Number Input

Drag and drop form elements in this drop zone to build your L (5) Dropdown
form = :

B1Sustainability Plan (tmp-3)

4. To view where and how this Template is being used across your Programs, click the
Usage heading at the top. On top of displaying which user created it or made the last
edits, the page shows where this template is “linked” and “applied”:

a. Linked: Form Templates can be linked to a Stage Template. This allows both a
Stage Template and its Forms to be copied into a program all at once.

b. Applied: Users “apply” a Form Template to an individual Program when
building out its stages and forms

APPICauun ron TEMNpIaE o meEnt 10 Apply [Dan-uuuoud)

SETUP FORM PREVIEW FORM USAGE

Nr of Stage Templates linked t0: 2 Created by

Applied in setup directly: 2 times Last Edited By

LINKED TO APPLIED TO

Timestamp User Entity Description

01/17/2024 @ Intent to Apply t 289]  This template has fdsafdsaa sing.
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Copying Existing Forms to Form Templates
To copy content from existing Application and Review Forms, use the Copy to Template
option to create an Application Form Template or Review Form Template.

The newly created form templates can then be copied directly into any program. They can
also be linked as part of a Submission Stage Template or Evaluation Stage Template.
1. Find the program containing the form you wish to copy. Click the form name

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

OVERVIEW APPLICATIONS REVIEWS ¢ APPLICATION SETUP

Application ast edited by: A Trainer, 12/04/2024 10:144M

Program Details

Budget Type

Goals & Metrics
v () ApNjcation Process for Progra... [apm-000205]  APPLICATION PROCESS

v Intedg to Apply [ssm-000405] Submission Stage

@ Intent to Apply Form [afm-000738] Application Form

2. Click the three-dot menu icon beside the Edit button. Select Copy to Template

\ P
| Copy to template
Form Layout

Form ID *

afm-0007338
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3. A message will display, confirming that the new template was successfully created
and can be found in the Templates section.

(O The new template was successfully created!

The new template matches the original form's name and structure.

You can rename it and edit its element and structure as needed.

Can be found in the Application Form Templates section: Intent to Apply
Form [baft-002609].

4. Open the Templates section from the left-hand navigation bar and select the
Application Forms or Review Forms section to find the newly created template.

< A Home / Templates / Base Application...
Systemwide Templates
(. Programs
— APPLICATIONS ~ SUBMISSION STAGES ~ EVALUATION STAGES |  APPLICATION FORMS | REVIEW FORMS
O Templates
-7
[ Template Type  Description « Published  Updated LinkedUp ~ Actions <
O (D) mtentto Apply Form [baft-002609] Fr— 04/30/2025  04/30/2025 0 S

6. Open the template to edit as needed. Or begin using right away in your programs or
stage templates.
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Stage Templates

To manage Stage Templates that can be copied into your programs, you will see two
headings titled Submission Stages and Evaluation Stages. Below are the steps to start
creating and managing Stage Templates:

*Note: To standardize further and save time building Programs, Submission Stage Templates
and Evaluation Stage Templates can both be linked into Application Process Templates.

SYSLEMWIUE TEITIPIdIES

APPLICATIONS [ SUBMISSION STAGES EVALUATION STAGES ] APPLICATION FORMS REVIEW FORMS

Show ‘ Active Only ~ ‘ BULK ACTION
[0  Template Type = Description Published Updated <
vam?
E] v Project Information Submission [sst-000657] Su..  This template is used in a standard 2 stage process as the..  10/09/2024  10/09/2024
@ Project Information [baft-001095] Ap..  This is a standard form 10/09/2024  10/09/2024

1. After selecting the Submission Stages or Evaluation Stages header, you can create a
new Stage Template by clicking the blue button titled New Submission Stage
Template or New Evaluation Stage Template.

MS REVIEW FORMS

BULK ACTION « | NEW SUBMISSION STAGE TEMPLATE ‘

Description Published <

This template has fdsafdsaa single form for applicants to ... 01/17/20¢

MS REVIEW FORMS

BULK ACTION NEW EVALUATION STAGE TEMPLATE ‘

Description Published u <

“his is the standard evaluation stage for performing a revi..  10/10/2024 1

2. Then, fill the Template Name and Stage Instructions that should appear to the
Applicant/Reviewer. Along with that, you will write a Template Description that gives
the internal need for this form. This will NOT appear to the Applicant/Reviewer.
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@ Submission Stage Template : Project Information Submission [sst-000657] /

SETUF STAGE USAGE

Last edited by: A Trainer, 10/09/2024 12:38PM / You (EunaState1-OMAH1) editing now. | CANCEL |

REVIEW APPLICATION PROCESS META SETTINGS & INFO A~

Template Name * Template D
Project Information Submission sst-000657

Template Description

This template is used in a standard 2 stage process as the second stage

Stage Instructions *
Hormal E B I UGS = E= % T.

Please fill all forms within this stage. Once submitted, we will perform a final review before responding to applicants with an award or denial notification

&)

Click Save when finished.

To view where and how this Template is being used across your Programs, click the
Usage heading at the top. On top of displaying which user created it or made the last
edits, the page shows where this template is “linked” and “applied”:

a. Linked: Stage Templates can be linked to an Application Process Template.
This allows both an Application Process with its Stages to be copied into a
program all at once.

b. Applied: Users “apply” a Stage Template to an individual Program when
building out its stages and forms.

Submission Stage Template : Intent to Apply Submission [sst-000289]

SETUP STAGE

Last edited by: omah user, 02/06/2024 06:08PM

Nr of Application Process Templates linked to: 2 Created by:

Applied in setup directly: 4 times Last Edited By: omah user

LINKEDTO  APPLIED TO

Timestamp User Entity Description

01/17/2024 @ County Standard 2 St... [apt-000151]  This template does the following.
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Application Process Templates

To manage Application Process Templates that can be copied into your programs, you will
see a heading titled Applications. Below are the steps to start creating and managing
Application Process Templates:

A Home / Templates / Applications

Systemwide Templates

APPLICATIONS SUBMISSION STAGES EVALUTATION STAGES APPLICATION FORMS REVIEW FORMS

Show Active On\y - BULK ACTION NEW APPLICATION PROCESS TEMPLATE
Type Description Published Updated Actions <

lication... [apt-000151]  Ap..  This template does the following... 01/17/2024  02/07/2024 E ADD STAGE

sion [sst-000289] Su..  This template has a single form for applicants to submitt.. ~ 01/17/2024  10/09/2024 [S)

1. After selecting the Applications header, you can create a new Application Process
Template by clicking the blue button titled New Application Process Template.

VIEW FORMS

BULK ACTION NEW APPLICATION PROCESS TEMPLATE
d Updated Actions <
)24  02/07/2024 E ADD STAGE «

2. Then, fill the Template Name and Application Process Overall Instructions that
should appear to the Applicant. Along with that, you will write a Template
Description that gives the internal need for this form. This will NOT appear to the
Applicant.
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@ Application Process Template : County Standard 2 Step Application Process [apt-000151]

SETUP APPLICATION PROCESS USAGE

Last edited by: omah user, 02/07/2024 11:11AM / You (EunaState1-OMAHT1) editing now. | CANCEL |

———————————
REVIEW APPLICATION PROCESS META SETTINGS & INFO ~

Template Name * Template ID
County Standard 2 Step Application Process apt-000151

Template Description

This template does the following... ‘

Application Process Overall Instructions *
Mormal ¢ B I U s = E= % L

Applicants must do X then Y. Then reviewers will do Z.

Entity Type BL Instructions Usage & Actions € |
™ intent to Annly Submissinn f=st-nnn78a] Subhmissinn Stane - o %!

3. Click Save when finished.

4. To view where and how this Template is being used across your Programs, click the
Usage heading at the top. On top of displaying which user created it or made the last
edits, the page shows where this template is “applied”. Users can “apply” an
Application Process Template to an individual Program to apply stage and form
templates all at once.

SETUP APPLICATION PROCESS USAGE

Last edited by: omah user, 02/07/2024 11:11AM / You (EunaState1-OMAH1) editing now.

Created by:

Applied in Applications Process Master Setup: 3 times

Last Edited By: omah user

APPLIED TO
Timestamp User Entity
v
01/17/2024 Application Proces... [apm-000153]
~
v
01/20/2024 Test Tester-OMAH1 ™ Annlication Proces [anm-000158]
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Appendix D: Budget Worksheets

Grant Programs with Budget Development include a Budget Worksheet Template with
predefined categories and initial line items. Applicants can add additional cost lines as
needed. This ensures standardized financial tracking of awards according to specific cost
categories. Applicants are required to:

1. Include a categorized budget proposal in their application, which will automatically
calculate the total award amount requested.

2. If awarded, manage their award budget and spending reports according to the same
budget categories.

The below is an overview of how applicants can complete the Budget Worksheet when
applying:

1. In the worksheet, click on any applicable budget category (hyperlinked in blue) to
enter costs.

For budget worksheets with pre-configured tables and line items, simply enter
projected costs into the cost column.

4. Equipment
Ext Cost Direct Cost Ind Cost Cost Share
Equipment Totals: 50.00 $5,000.00 50.00 $0.00
Title Description Units Unit Cost Extended Cost| Cost GL Code Item Type

Equipment Please enter 0.00 $0.00 $0.0 SUOd [\B-CD- Direct Cost
equipment costs 234
here

Add Row

%

Alternatively, for budget worksheets with no prescribed line items, click the gear
icon and Add Table to enter the title, description, and cost for each line item.

4. Equipment -————

Ext Cost Direct Cost Ind Cost Cost share

Equipment Totals: $0.00 $0.00 $0.00 $0.00
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4. Equipment

Ext Cost Direct Cost Ind Cost Cost Share
B EER e $0.00 $7,580.00 $0.00 $0.00
Title Description Units Unit Cost Extended Cost Cost GL Code Item Type
Protective Gear This will include 0.00 $0.00 50.0 $7,580.00 Direct Cost
the purchase of a

Add Row

*Note: When needed, use the Units and Unit Cost fields to multiply those values into
the Extended Cost field, which will copy into the Cost field. Remember to clear all
four of these fields if you need to re-enter the calculation.

2. Toadd arow, click the +Add Row button below that table. To remove or insert rows
above/below, right-click anywhere on the desired row and select an option.

Title Description Units Unit Cost Extended
Protective Gear This will include 0.00 $0.00 ;
e THITT TIA52 T A

Insert row above
Add Row

Insert row below

Remove row

)

3. Budget Settings: Locate the Budget Settings at the top of the page to select a
different method of calculating Indirect Costs and Match/Cost Share. You will see
these cost types separated in the Budget Summary section at the top of the
worksheet.

Budget Stage:

(o I

Budget Summary

Total Direct Costs $0.00 Match / Cost Share

Total Indirect Costs $0.( Program Income

Total Amount

{Direct + Indirect)

Budget Settings

Indirect Costs Not A able v

Match / Cost Share Not Applicable v
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*Note: Since Financial Reports require Subrecipients to combine direct and
indirect spending into a single amount per category titled "spend”, some budget
worksheets may include a separate category titled "Indirect Costs" to facilitate

tracking these expenses separately.

10. Indirect Cost

Ext Cost
Indirect Cost Totals: $0.00
Title Description Units Unit Cost Extended Cost Cost
Indirect Cost Indirect Cost 0.00 $0.00 $0.00 $0.00

[ Add Row

Direct Cost

$0.00

GL Code

ltem Type

Direct Cost

Cost Share

Indirect Cost

a. Indirect Cost — Specific and limited costs allotted within an award that
indirectly relate to the awarded project or services. Methods for entering

Indirect Cost include:

Budget Settings

Indirect Costs Not Applicable  + 0.00 %

De Minimus Rate

Match / Cost Share Negotiated Rate 0.00 %

Itemized

Not Applicable

i. Not Applicable (Default Setting) — Use this to specify each indirect
cost as a line item and toggle the Item Type for that line from Direct

Cost to Indirect Cost.

Title Description Units Unit Cost Extended Cost
Equipment Please enter 0.00 30.00 $0.00
equipment costs
here
B Add Row

-3

EUNA

Grants

Cos GL Code ltem Type
£5,000.00 | AB-CD
1234 Direct Cost W

Direct Cost

Cost Share

Indirect Cost
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[temized — Use this to add a match/cost share value to the Direct Cost
within a specific line item. Thus, marking the line item as partially
indirect.

Ext Cost Direct Cost Ind Cost Cost Share
Personnel Totals: $41,000.00 $41,000.00 $12,000.00 $0.00
Title Description Units Unit Cost = Extended Cost Cost GL Code Indirect Cost Item Type
FTEs Full-time 1.00 $35,000.00 $35,000.00 $35,000.00 $12,000.00 Direct Cost
employees
PTEs Part-time 2.00 $3,000.00 $6,000.00 $6,000.00 $0.00 IDirect Cost
employees

@ Add Row

De Minimus Rate — Applies the federal De Minimus indirect cost rate
(15% per Uniform Guidance 2 CFR 200) to each budget line with the
Indirect Cost checkbox selected. All selected lines are thus presumed
to be direct, but with a 15% indirect allocation added on top. This
setting is ideal when you prefer not to detail indirect costs as separate
line items and instead award a default allocation for unspecified
indirect expenses.

ast Cost GL Code Indirect Cost Item Type
.00 £78.000.00 Direct Cost

Negotiated Rate — Functions the same as De Minimus, but with the
ability to edit the rate (in accordance with an agreed upon indirect cost
rate agreement [ICRA] negotiated with the cognizant funding agency).

Indirect Costs Negotiated Rate v 17.00 %
Direct Cost Ind Cost Cost Share
$78.000.00 $13,260.00 $0.00
Cost GL Code Indirect Cost Item Type
$78,000.00 Direct Cost
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b. Match/Cost Share — Funds the subrecipient will contribute, or costs they will
incur, from other resources to match against the award amount toward the
grant project or services. Methods for entering Match/Cost Share include:

Budget setings |:|

Indirect Costs Not Applicable v 0.00 %
Match / Cost Share Not Applicable v | ~ 0.00 % 5 000
Percentage

Itemized

Total Amount

Not Applicable
Budget Items 1

i. Not Applicable (Default Setting) — Use this to specify each
match/cost share item as a line item. Then, toggle the [tem Type for
that line from Direct Cost to Cost Share.

4. Equipment
Ext Cost Direct Cost Ind Cost Cost Share
Equipment Totals: $0.00 $0.00 $0.00 $14,000.00
Title Description Units Unit Cost Extended Cost Cost G Item Type
Match Cost for This contribution 0.00 $0.00 $0.00 $14,000.0
- Cost Share v
Equipment will include

@ Add Row Direct Cost
ii. Total Amount—Use this to enter a total match/cost share amount at
the top of the Budget Worksheet

Budget Settings

Indirect Costs Not Applicable v 0.00 %

Match / Cost Share Total Amount v 44.87 % $ 35,000.00
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share.

Direct Cost
$78,000.00
Cost

$0.00

Extended Cost

[temized — Use this to add a match/cost share value to the Direct Cost
Ext Cost

within a specific line item. Thus, marking the line item as partially cost
$0.00

Ind Cost
Cost
$0.00

$0.00
GL Code
$78.000.00

Cost Share
Cost Share

| 534_.998.6-C'|

$34,998.60
Item Type

Direct Cost
iv. Percentage — Enter a percentage value in the settings bar and select
the Cost Share checkbox next to any budget line. This adds the
that line item.

Indirect Costs

specified percentage of cost share on top of the direct cost value of

Not Applicable v 0.00 %
Match / Cost Share Percentage ~ | | 20.00 % | $ 0.00
Direct Cost

$78,000.00

ost

Ind Cost \Cost Share
$0.00
Cost GL Code
0,00 %78.000.00

$15,600.00
Cost Share Item Type
Direct Cost
4. Budget Narrative (Optional): Unless directed to provide this information elsewhere,
Budget Narrative

H1

Enter your budget narrative belaw.
>

H2 H3 B I
This budget r:lut\es‘

applicants may provide a detailed justification for the proposed budget here. This
can also be exported to PDF for the applicant’s internal records

U Gr

Grants

7979 characters remaining
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When finished editing the budget worksheet, click the Save Changes button (bottom
of the worksheet) or the floppy disk icon (top of the worksheet) and input any
relevant notes

Save Changes Discard Changes

Budget Narrative

Enter your budget narrative below.

ey L} (B (W] D T T1 = f=— = = [+

Budget Stage: Pre-Award

Actions

Budget Summary

~——m -l o mun

Any notes an applicant adds will be timestamped and logged in the Revisions history
to the left of this popup. This history is visible to both applicants and Grantor users
reviewing this budget.

Save Budget

Revisions: New Mote:

Pre-Award: Budget Created by A. I made edits to thEl

Trainer on 09-13-24 10:57 AM

981 characters remaining.

Cancel Save
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