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e-Grants Hours of Operation

The image shows the Hours of operation box. 

All e-Grants users have access to the e-Grants Web site during the following hours (Washington, DC time):

· Monday 6:00 a.m. - Wednesday 7:00 p.m. 

· Thursday 6:00 a.m. – Sunday 8:00 p.m. 

Any one-time exceptions to this regular schedule will be posted on the site under the Hours of Operation link.

Help Desk hours are: 8 a.m. - 6 p.m. Monday-Friday
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e-Grants Registration Process

· Go to http://e-grants.ed.gov and click the continue button.

· Click the appropriate tab to be directed to the desired section of e-Grants. 

· e-Application will be selected for the purpose of this example. This process would be similar for each e-Grants module. 

The first screenshot is displaying the first page at e-Grants with an arrow pointing to the continue button to begin.  
The second screenshot displays the e-Grants homepage with arrows pointing to the entry buttons to each component of e-Grants.
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e-Grants Registration Process
· New e-Grants users need to register for a username and receive a system generated password to use e-Grants. When registering for the first time, users should register from the appropriate e-Grants module.

· Once users have a password, it can be used to log into any e-Grants module in the future as well as log back into the module you registered in. they simply log into the desired e-Grants module with their existing username/password. 

The image shows the login page.
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e-Grants Registration Process

· After clicking the Register button to on the previous page, answer any question prompts.

· The user completes a user profile (which includes address, phone, fax, etc.). 

· On the Profile screen, the user also creates a User Name. After clicking the Submit button, a system generated password is e-mailed to the user.

The images display questions that you must answer after registration and the User Registration screen.
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E-Grants Registration

· Registration Tip for Existing Users:

· If you previously used e-Grants, you do not need to register again.

· Users who may have forgotten their username or password can simply click on the “I Forgot My Username/Password” link.

· Next enter your username if you know it or simply enter your e-mail address.

· The system will e-mail you your username and a temporary password.
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What is e-Application?

· Internet-based electronic grant application system

· Web-enabled the current paper-based ED Grant Application Process

· Applicants can prepare and submit applications to ED via the Internet

· Integrated with the GAPS Database

· Applicants must fax a signed copy of the ED 424 or the Application Cover Page to the Department within three days of submission
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Benefits to the Applicant

· Provides online help - User Guide and 9 Steps To Prepare an e-Application.
· Allows multiple users to work on the same application.

· Provides users with a status of the application. 

· Immediate confirmation of receipt is provided.

· E-mail message to all users identifying PR Award# of the submitted application.

· e-Application Demo feature available.
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e-Application Start Page 

· The Start Page lists all applications that you have initiated.  It is displayed once the registration process is complete or after logging into e-Application. 

· To apply, click the add button on the start page.

This image displays the start page after login before a package is added.
· The Packages Page is then displayed listing all applications that are available.

· To add the package, click on the package title.
This image displays the List of Application Packages Screen.
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e-Application Start Page
· This screen displays all e-Applications associated with this User Name.

· Click on the Application Title to enter the application package.

· This screen displays the status of the application (Blank, Draft, Submitted, Unsubmitted, Closed-Not Submitted).

Image displays the e-Application Start Page Screen after a package has been added.
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e-Application Package

· After clicking on the application title from your Start Page, the next screen lists all forms and narratives associated with an application package.

SLIDE 12

Completing Forms

· This image displays the beginning of the Standard Form 424 cover sheet.

· Form data is stored directly in the GAPS database.

The image displays the beginning of the ED 424. 

· The Form Completed box must be checked for a form to be listed in Completed status.

· Click Save to save the entered information

The image displays the Form Completed check box and the Save/Cancel Buttons at the bottom of the form page.
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Completing Narrative Sections

· Narrative sections are completed by uploading a .doc, .rtf, .pdf attachment; if you are using Word 2007, please save your document(s) in a lower version of Word.

· The Form Completed box must be checked for a narrative to be listed in Completed status.

· Click Save to save the entered information.

The image displays the Narrative Upload Screen and the Form Completed check box and the Save/Cancel Buttons at the bottom of the form page.
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Privileges

· Applicants can assign privileges so others can work on the application by clicking on the “user privileges” link on the e-Application Package page.
This image displays the user privileges link.

· The Application Manager controls view/print and edit access to an application by form.  Be default, the user that initiates the application is the Application Manager.

The image displays the Privileges Screen.
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Application Submission

· After the user clicks on the Ready to Submit button, the user will enter the Authorized Representative Information and click the Submit button.

The image displays the Application Submission Screen.
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Fax the Signed Application Cover Page

· The user is required to fax the signed SF-424 Cover Page or the program specific cover page to the Application Control Center at (202) ___-____. Do not forget to include the PR/Award Number in the upper right hand corner of the form.

· From this page, a user may also request a complete PDF package of their application by clicking on the “Request Complete Package in PDF” button.

The image displays the Application Submission Confirmation Message.
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Complete PDF Package

· A user may also request a complete PDF package of their submitted application from the package page.  If not requested, the system will automatically generate the PDF package.  The PDF symbol will be next to your package.

Image of submitted e-Application with request PDF package button.

· If you request a package, a message will then be displayed indicating an e-mail will be sent when the complete PDF package is available.  The time required for the PDF to generate can take a few minutes or up to 24 hours depending upon the volume of applications being received.

Image of the message displayed after the request PDF package button is clicked.

· The user would receive the e-mail, click on the link and then be directed to login.

· Complete PDF packages of the submitted applications are also available for Education competition managers through e-Application and GAPS.
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Unsubmit the Application

· The user may unsubmit the application at any point up until the closing date and time.

· Please note that an application that has been unsubmitted cannot be resubmitted AFTER the closing date and time and will not be considered for funding.

This is an image of a submitted application with an unsubmit button.
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Online Help

· Help Desk:  8:00 a.m. – 6:00 p.m. Monday-Friday

· Help Desk via e-mail at:  EDCAPS.USER@ed.gov 
· e-Application User Guide

· e-Application Demo

· 9 Steps to Prepare an e-Application

· Links to EDGAR, What Should I Know About ED Grants, Program Offices, etc.
The image displays the Application Support Box listing Technical Support information:

Help Desk:  1-888-336-8930 (TTY: 1-866-967-2696; Local 202-401-8363); Hours of Operation 8:00 a.m. – 6:00 p.m. Washington DC Time, Monday-Friday.
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