U.S. Department of Educations
Electronic Grant Initiatives;



e-Grants Hours of Operation

Hours of e-Grants Website Operation

Regular Weekly Schedule (Please seroll down to see a hst of exceptions to the regular schedule):

Hours of operation: (Washington DC tune)

All'e-Grants USers Nave aCeeSSItorthEre=GlantSAVEDSILENEUIREIIE
fiellowing oUrSHANVaSHINGLERMIDERIME)S
o Vonday 6:00am=\Veanesaays008m
o IUrsday600amEISUREaVASHIONIN
Any. one-time exceptionsitortiisieguiassehed HENIINENOSIEEMONRHEISILE
URGERHEN OUISIOROPERUORNINKS

HelpiDeskshoursiare:asSiam=o6pmmonday=Enday. 2



e-Grants Registration Process

m Go to http://e-grants.ed.gov: and click the continue button:
m Click the appropriate tab to be directed to the desired section offe-Grants:

m e-Application will be selected for the purpose ofi this example: ihisiprocessavoelid
be similar for each e-Grants module:

/3 e-Grants - Welcome - Microsoft Internet Explorer provided by US Department of Education #} e-Grants, the Department of Education's portal site for electronic grants - Microsoft Internet Explorer provided by US Departme
File  Edit

Privacy and Security Notice U.5. Department of Education Privacy and Security Notice U.S. Department of Education

e-GRANTS BNG-GRANTN

\ hY
'y ’-Apahca‘,mn\ ry L’-Feader\ ry L’-Fayme-ns\ A& ¢-Reports Y A& e-Administration A e-Apx n A& ¢-Reader £ (J-Payme-ﬂs\ A& e-Reports 3 A& ¢-Administration

Grant Application Paar Raview Paymenls Grant Performanca Rapors Administrative Action Grant Application Pear Raview Payments Grant Performance Reports. Administrative Action
Newsletter
Links Electronic Grants Online
. Helpdesk
Welcome to the U.S. Department of Education

You must read the statement helow, and click mtinue" to access the Department of Education's e-Grants
wehsite. Some users may need to scroll to the hottom of the screen to see the ntinue" hutton.



http://e-grants.ed.gov/
http://e-grants.ed.gov/
http://e-grants.ed.gov/

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 registersifon
the appropriate e-Grants module.

Once users have a password, it can be used to log interany e-GrantsimoduleNnrthe
future as well as log back into the module you registeredins ey simplyAogNRtorne!
desired e-Grants module with their existing username;/password:

ae—npplication Home page - Microsoft Internet Explorer

£ (-_‘-Apshca'.uon\ £ e-Reader ) £ (-.’-Paymewls\ A& €-Reports 3 A& e-Administration

Grant Application Pear Review Payments Grant Performance Reports Administrative Action
9 Steps to Submission

B —— B f. l < _:] = e
e-Application User Guide v ’ ] 4 L B G
pplication User Gui A : -— _ im \\

Appication Packages

Hours of Operation

Welcome to e-Application

register with our site. Please register only f you are

of out custotners in the fiuture, pleasze

Attention FIPSE (84.116A) Applicants:

Please note after subtnitting an application using e- Application, users are prompt:



e-Grants Registration Process

After clicking the Register button to on the previous page, answerany question
prompts.

The user completes a user: profile (Which includes address; PhoNeE faXy eLcy);

On the Profile screen, the user also creates a User Name: AfterClickingrthe
Submit button, a system-generated: password s e-mailed torthENSEr:

Cancel
Fa
*E-Mail Address:

Tmpact Aid #




E-Grants Registratio

m Registration Tip for Existing U

If you previously used e-Grants, you domotNEEHNO
register again.
Users who may: have forgettenithemtSEmameor:
password can Simply: Clickion tEISEORIO IV
Username/Password A links
OURUSERNaMENIROURKNOWNIROISSIITIPIY
enteryouremailfaddress:
e systemwill i emaiyouNeURUSEMaMERNEE
LEMPOlaRYAPaSSWorG?



&
ﬁ What is e-Applicatio

B [nternet-based electronic grant applicationisystenm

B \\/eb-enabled the current paper=based ED Erant
Application Process

B Applicants cani prepareanaistipmitiapplicatiOnNSHo!
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Benefits to the Applicant

Provides online help/- User Guide and Y:Stepsio.
Prepare an e-Application.

Allows multiple users torwoenkion thersamerapplicationy
Provides users withia statisiofftherapplicationy
Immediate confifmation O FECEIPIRISIPIOVIEEG?

E-maill message terallfusersHEEn tiinGERIAWG 72
the submitted application:

ication’ DEMeNEatirErayallanies



e-Application Start Page

The Start Page lists all applications that you have initiated. Itis displayedionce
the registration process Is complete or after logging intoe-Application:
To apply, click the add button on the start page:

You are logged in as Sample Username

Start Page

Below is a list of the application packages with which you are currently associated. To work on an Application
Package. click on the underlined Application Pa itle from the My Application Packages List below.

To add a new
Desc.rlpn\:e Tltl.e of *Due Date Statas Application Package
Applicant’s Project to your Start Page,

My ApplicEt;iun Packages

Fiscal | CFDA (click on igl to download

Year #

completed package) click on the Add

button below.
Clicking the Add
button will display a
list of application
From that
ist, you may choose

(You have not started any applications)

e-Application
package to add to
vour Start Page.

The Packages Page is then displayedilistingialliapplicationsithatiareravailal
0o add the package, clickion thepackagetitie

Develop methods, procedures, &

m Field Initiated Research 34.133G| 11/18/2004 0 5 somet' emplo}'ment-‘:mdepen\:ielnt .
Program living/family support/economic/social

self-sufficiency of mdividuals w/
disabilities and/or improve the
effectiveness of the Rehab Act more
Disability related-Development
project (not for service) use
knowledge and understanding gained

@ Field Initiated Program - 84.133G| 11/182004 01/18/2005 |[from research to create materials, Donna Nangle (202-

Development 430 PM  |devices, systems, or methods 245-7462)
beneficial to the target population,
including design & development of
prototypes & processes. more

Provides research training and
experience at an advanced level to
, |individuals with doctorates or similar
84 133P| 09/30/200 advanced degrees, who have clnical
or other relevant experience. Only
Institutions of Higher Education are
eligible to apply. more

Advanced Rehabilitation Research
Training Program



e-Application Start Page

M This screen displays all e-Applications associated with' thistUserName:
m Click on the Application Title to enter. the application package:

M This screen displays the status ofi the application (Blanks; Drafit Submitted;
Unsubmitted, Closed-Not Submitted).

You are logged in as Sample Username

Start Page

Below is a list of the application packages with which vou are currently associated. To work on an Application
Package, click on the underlined Application Package Title from the My Application Packages List below.

. My Application Packages To add a new
Fiscal =

AL . ] ) Descriptive Title of *Due Application Package
Year CFDA# (click on ig| to download completed Applicant's Project to your Start Page,

click on the Add

. " 0 button below.
Field Initiated Research Program _ B Clicking the Add

button will display a
list of application
packages. From that

package)

2 fow minu ) list, vou may choose
a currently available
e-Grants Sunvey. e-Application

package to add to
vour Start Page.

Add




e-Application Package

m After clicking on the application title from your Start Page, the nextscreenilists

all forms and narratives associated with an application: package:

] m‘@ M‘E Completed| @ PrntView| D Locked

Application Forms

You are logged in as Sample Username (Application Manager)

Application for Grants under Field Initiated Research Program

[0 & standard Face Sheet (ED 424) (011372008 12:37 PM
0

0 & Standard Budget Sheet (ED 524) (01/13/2008 12:37 PM)

Due Date: 01/1872005 4:30 PM

Last Updated: 01/13/2003 12:37 PM

Contact Person: |

) & SF 424B - Assurances Non-Construction Programs (01/13/2005 12:37 PM)

) & Disclosure of Lobbying Activities (01/13/2005 1237 PM)

1) & ED 80-0014 Certification (01/13/2005 1237 PAD)

0 & ED 80-0013 Certification (01/13/200% 12:37 PM)

) & Project Narrative - Abstract The ONE-PAGE abstract should be a comprehensive description of
what the whole (all 3 vears) project is, not a description of the competency of the institution or project
director. It 15 not an executnve summary. It can be smgle or dow...  (01/13/2005 12:37 PAL)

[ & Project Namative - Optional Cover Letter (01/13/2005 1237 PM)

Impertant Information: Develop methods, procedures,
& rehab technologyv to manmize inclusion &

mte gration mto society employment mdependent
living family support economic 'social self-sufficiency
of individuals w' disabibities and ‘or improve the
effectiveness of the Rehab Act

Doecuments & Insbructions

Dear Colleague Letter

Application Package

Standard Facesheet (ED 424) Instructions

Standard Budget Sheet (524) Instructions

Dhsclosure of Lobbying Actnaties Instructions




Completing Forims

B This image displays the beginning of the Standard Eorm 424 coversheet:
B Form data is stored directly in the GAPS database.

You are logged in as khriss

Asterisks(") indicate
mandatory fields_
Application for Federal Assistance SF-424
* 1 Type of Submission 2. Type of Application:™ If Revision. select appropriate letter(s):

=) Preapplication @ New
Application 7 Continmation * Other (Specify)
hanged/Corrected Application ) Rewvision |

* 3. Date Received: 4. Apphcant Identifier:

Completed upon submission

Sa. Federal Enttty Identifier: * 5b. Federal Award Identifier:

6. Date Recemved by State: 7. State Application Identifier:

8. APPLICANT INFORMATION:
e |

* b. Emplover/Taxpaver Identification Number (EIN/TIIN - * c. Organizational DUNS:

d. Address:

B [he Form Completed boximusbeIChECKEU NOTRaNONMOLENISLEUNINEOTPIELEH
Status.
B Click Saveitoesavertheenterediniormaton

< when you have completed the entire form {all parts)

I~ Form Completed SE“"E Cancel | 12




Completing Narrative Sections

Narrative sections are completed by uploading a .dogc, .rif;, -pdifattachmentiyou

are using Word 2007, please save your. document(s)iin a lowerversionro\Vords
The Form Completed box must be checked for a narrative torbellistedinieompleted
status.

Click Save to save the entered information.

You are logged in as Sample Username

Use "File:" boxes to attach files Project Narrative

"Save" button uploads all your attachments to
the server. Please be patient - it could take up Abstract
to 45 minutes depending on the size of an
attachment and your connection speed The ONE-PAGE abstract should be a comprehensive description of what the whole (all 3 years) project is
not a description of the competency of the institution or project director. It is not an executive summary. It can
be single or double-spaced

“ou can edit title or page count of an uploaded
attachment at any time

If you need to check an uploaded attachment - | Total maximum size of attachment(s) is 6 MB
use "Attachment” hyperlinks for download
Attachmentl:

Links Title :| | Pages: ICI

File :| |[ Browse... |

Education Federal Register Documents

Only the following file formats will be accepted: MS Word (.doc), Rich Text Format (.rtf) or Adobe Portable
Document Format (.pdf). Please do not upload any password protected files.

[] Form Completed



Privileges

Applicants can assign privileges so others can work on the application by clickingion
the “user privileges” link on the e-Application Package page:

Application Management

Delete the Application

Application History

The Application Manager: controls View/print and editiaceessitoianiapplication iy Aform:
Be default, the user that initiates the applicationisitherApplicationivanagers

You are logged in as Sample Username (Application Manager)

User Privileges - Field Initiated Research Program

Users assigned to this application:

[ use- 0
SGOODY
Application Manager: | SAMPLE USERNAME |

Authorized to Submit - | SAMPLE USERNAME |V

Forms:

Form View Privilege Edit Privilege
) N SAMPLE USERNAME SAMPLE USERNAME
A4
Standard Face Sheet (ED 424) ¥ SGOODY ¥ SGOODY

o SAMPLE USERNAME SAMPLE USERNAME
Standar: get Shee 524

Standard Budget Sheet (ED 524) SGOODY SGOODY

SAMPLE USERNAME SAMPLE USERNAME
SGOODY SGOODY

SF 424B - Assurances Non-Construction Programs




Application Submission

After the user clicks on the Ready to Submitbutton, the userwill’enterrthe
Authorized Representative Information and'click the Suomtbutton:

Warning! You are submitting this information on behalf of the Authorized
Representative.

You are required to fax the ED 424 or the program specific cover page (containing
the original signature) to the Application Control Center within (3) working days of
submitting this electronic application.

Authorized Representative Information:

To the best of my knowledge and belief, all data in this preapplication/application are true and correct. The document has been fully authorized by the governing
body of the applicant and the applicant will comply with the attached assurances if the assistance is awarded.

a Authorized Representative (First Name, Middle Initial. Last Name):

Sample Usermame

b. Title: | Sample

c. Tel# |(123)123-1234 Fax. #](123)123-1234

d E-Mail Address: |Sample@email.com

e Date: 1/13/2005 1:17:49 PM

is application is being submitted on behalf of:
est
est, DC 20006

A confirmation message will be sent to the authorized representative if an e-mail address is provided above.
Warning! All applicants must follow the internal administrative and clearance
procedures of their organization. BY SUBMITTING THIS APPLICATION, | CERTIFY

THAT THIS APPLICATION HAS BEEN APPROVED BY THE AUTHORIZING
REPRESENTATIVE OF THE INSTITUTION.



Fax the Signed Application Cover Page

B The user is required to fax the signed SE-424 Cover. Page: or the program SPeGIfic
cover page to the Application Control Center at (202) - Do MGG GrEGER O

include the PR/Award Number in the upper right hand corner o the onm:

From this page, a user may. also request a complete' PDEpackage 0 thelr;

application by clicking on the “Request Complete PackagelintPDESHULLON:

Done. Thank you!

Your application has been received and stored. The PR/Award number is H133G0350003. You should also receive a confirmation e-mail within two business days.

This PR/Award number is to be written in the upper right hand corner of your printed ED Form 424 or program specific cover page. After the form is signed by the
Authorized Representative and the PR/Award number is added. it should be faxed to the Application Control Center on (202) 245-6272.

PLEASE PRINT OF. SAVE THIS CONFIRMATION FOR. YOURE RECORDS

Printin HTML Request Complete Package in FDF

16



Complete PDF Package

A user may also request a complete PDE package of their submitted application
from the package page. If not requested, the system willlautematically,
generate the PDF package. The PDE symbol willtbe nexttoyourrpackage:

[l & Project Narrative - Letters of Commitment/S If yvou identified a partner, sub-contractor
il upport It y b

or consultant yvou should include a letter of commitment from them sf thev'll be doing on vour

project. We suggest that vou only include key letters of suppo... (0 3

= Project Natrative - Appendices (01/13/2

= Budget Narrative - Budget justification'narrative for each budget v

0O & Survey on Ensuring Equal Opportunity for Applicants (01/13/2003 12:37 PM)

Request Application in POF Format

If- you request a package; almessage willithentberdisplayedinadicatingianiemall

will'be sent when' the complete PDEpackagensiavallabl e EmeNequires Nor;
the PDE to generate canjtiake a few minuesiorauprior24 hoUrSidEPENUIRERIPGN
the volume of applications bengreceived:

| &1 Request App

Thank vou for requesting the submitted application in PDF format. Your request is being processed in the order it was received, and vou will be notified via e-mail
once it has been completed. The process can take from a couple of minutes to a few hours depending on the size of vour application and the number of applications
being processed.

Jihe userwouldreceverthelenmiall Nel CRIORItHEN ITKIa NG RIENENEI TECLEE RONOHINY

Completer PDEpackagestoistherstibmittes iapplicationsiareialsoiayalla b ENoY;
EdUCatioN COMpPELLoRNManagerSithiroUEhIEAPR I CatiDNIEHENEARS!



Unsubmit the Application

B The user may unsubmit the application at any: point upruntilfthe closing
date and time.
M Please note that an application that has been unstubmitiedicCannote

resubmitted AFTER the closing date and time and Wil nethEConSsIUEred
for funding.

BR= Project Narrative - Letters of Commitment/Support If you have identified a pariner, sub-contractor
or consultant you should include a letter of commitment from them stating what they'll be doing on your
project. We suggest that vou only include key letters of suppo._. (01/13/2003 12:37 PM)

O & Project Narrative - Appendices (01/13/2003 12:37 PM)

O & Budget Narrative - Budget justification/narrative for each budget vear (01/13/2005 12:37 EM)

O & Survey on Ensuring Equal Opportunity for Applicants (01/13/2005 12:37 P

B (e

Request Application in POF Format

18



Online Help

Help Desk: 8 a.m. - 6 p.m. Monday-Eriday.

Help Desk via e-mail at: EDCAPS.USER@ed:go

e-Application User Guide

e-Application Demo

O Steps to Prepare an e-Application

Links to EDGAR, What Should I'Know AbouEDNGrantSARIedai]
Offices, etc.

Helpdesk 1-888-336-8930 (TT

e-Application Support

Technical support: Helpdesk 1-888-336-8930 (TTY: 1-866-697-2696, local 202-401-8363) Hours of operation: Sam-Bpm

Wyashington DC time Monday-Friday.
Application content or program specific support: See Packages for contact information




	Cover Page
	Hours of Operation
	Registration Process
	What is e-Application?
	Benefits to the Applicant
	e-Application Start page
	e-Application Package
	Completing Forms
	Completing Narrative Sections
	Privileges
	Application Submission
	Fax Signed Cover Page
	Complete PDF Package
	Unsubmit
	Help

