Dear Colleagues,

We look forward to receiving your Teacher Incentive Fund (TIF) applications by Tuesday, July 6, 2010.  In anticipation of the approaching deadline, we would like to alert you to the following:

· Please submit your application through e-Grants using the e-Application function: http://e-grants.ed.gov/e-app/eaHome.asp. Please pay special attention to the Hours of Operation posted on the e-Application page.

· Please remember to begin uploading your application early. It takes time to upload. All uploading must be completed by 4:30:00 PM Washington, DC Time on Tuesday, July 6, 2010. Any information submitted after 4:30:00 PM Washington, DC Time on Tuesday, July 6, 2010 will not be accepted or reviewed.

· Please refer to the “9 Steps to Prepare an e-Application” and “e-Application User Guide” on http://e-grants.ed.gov/e-app/eaHome.asp for assistance with submitting an application. For your convenience, a PDF version of the “9 Steps to Prepare an e-Application” tool is attached to this e-mail.

· Frequently Asked Question (FAQ) are available on the TIF FAQ webpage:  http://www2.ed.gov/programs/teacherincentive/faq.html . 

· Technical Assistance resources are available on the TIF Applicant Info webpage: http://www2.ed.gov/programs/teacherincentive/applicant.html#tech. 

If you have any questions before the deadline, please e-mail: TIF@ed.gov. 

Good luck and please remember to begin the submission process early.  We appreciate your hard work on this program.

-The Teacher Incentive Fund team
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9 Steps to Prepare an e-Application
This document explains how to prepare an e-Application in 9 easy steps.

Step 1 - Determine if your program is accepting electronic applications. The Federal Register Notice
for each program will indicate whether the program is accepting e-Applications as part of the
Department of Education’s e-Application program. Here is a link to the Department’s Federal Register
notices: http://www.ed.gov/news/fedregister/announce/index.html. Additional information on the
Department of Education’s grant programs (not just e-Applications) can be found at
http://www.ed.gov/about/offices/list/ocfo/grants/grants.html.

Step 2 - Register/Login. If you are a new user, you will need to register to use e-Application. From the
e-Grants Portal Page http://e-grants.ed.gov/, click on the continue button and click the register button on
the right side of the next page. Select the e-Application module and click the next button. Please provide
the requested information. Your e-Grants password will be sent to the e-mail address you provide. Once
you recieve the e-mail, enter your username and password and click the login button.

If you already have a username and password for e-Grants, use them to login. If you have access to more
than one e-Grants module, you will be directed to select which module you wish to enter. Keep in mind
that this username and password will be used for all e-Grants modules. In order to update your
registration for additional e-Grants modules, click the the appropriate tab on the top of the screen and
provide the requested information.

Note the following browser compatibility problems. The site is viewed best in Internet Explorer 5. We
currently support IE 5 and Netscape 6.2 (along with later versions of both IE and Netscape). Please
make sure that you have Cookies and JavaScript enabled in your browser.

Step 3 - Add Application Package to your Start Page. From your Start Page, click on the "Add"
button to see the list of application packages. Click on a specific package link on the List of Application
Packages to apply. The package will now appear on your Start Page. From this point forward, you will
access your unique application from your Start Page (not the Packages Page).

Step 4 - Begin the Application. Click on the underlined Application Package Title on your Start Page.
This brings you to a page where you will see all of the application's forms and narratives listed as
underlined links.

Step S - Fill out Forms. Enter a form by clicking on the underlined form title in order to enter data.
Remember to click the "Save" button at the bottom of the form and check the "Form Completed" box for
each form as you complete it.

Step 6 - Upload File(s) for Narrative Responses. Click on an underlined narrative form title for the e-
Application. Enter the title of the document, and click on the "Browse" button to locate your file.
Remember to click the "Save" button after you upload the document and check the "Form Completed"
box when you finish uploading your file(s). Please note for file uploads, we accept .doc, .rtf, and .pdf
files only.

Step 7 - Verify Information/Print Application. Verify your information is complete and correct on all
required forms and narratives. You have the option to print each form at any time by clicking on the

print/view icon & next to the appropriate form. After submission of the forms and narratives, you have
the option to print a complete e-Application package in PDF by clicking on the “Request Complete

http://e-grants.ed.gov/e-app/help/eaSubmissionSteps.htm?rt=1277988205539 7/1/2010





9 Steps to Prepare an e-Application Page 2 of 2

Package in PDF” on the e-Application PR/Award page. A second window will open informing you that
your request has been received and that you will be notified via email once it is available. This process
can take anywhere from a few minutes to a few hours. Once you receive the email, click on the link in
the text of the message and enter your username and password in the new window. This will open the
PDF file from which you can view/print the entire package. In addition, a blank complete package in
PDF will be accessible from the package page in e-Application.

Step 8 - Submit your Application. Only authorized individuals for your organization can submit an
application. Please check with your certifying official or sponsored research office before submission.
Click on the "Ready to submit" button at the bottom of your application. Enter and verify the
Authorizing Representative information. Click the "Submit" button. You will receive an e-mail to
confirm that your application was received, and it will include a unique application number. Please print
and keep this e-mail for your records. [Reminder: applications must be submitted before 4:30 pm,
Washington, D.C. time, on the deadline date for applications.]

Step 9 - Fax the signed SF 424 Cover Page (or Program Specific Cover Page). Write your unique
application number (received in step 8) on the upper right corner of your printed SF 424 Cover Page (or
Program Specific Cover Page), and fax it to the Application Control Center (202) 245-6272 within 3
business days of submitting your e-Application.

NOTE: For more detailed information on submitting an e-Application, please see the User Guide. In

addition, please try practicing with our e-Application Demo site by clicking on the Demo button found
on the upper left corner of the e-Application Home Page.
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