EGRAMS: CDA’S GRANTS | Siepeorcoac

MANAGEMENT SYSTEM | submission

EGRAMS OVERVIEW

EGrAMS is a web based application
Easy to use with help features
No additional software required to run

Supports industry standard browsers (Internet
Explorer, Firefox, Chrome)

NOTE: Internet Explorer works best for
some CDA staff

7 Easy steps to submit your application
Accessing EGrAMS: www.cdagrants.com
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HARDWARE & SOFTWARE REQUIREMENTS

Workstation Pentium processor 1 GHz or higher
RAM Requirements |1 GB or higher

Operating System Windows 2000, XP, Vista

Browser Internet Explorer v8.0 above

Mozilla Firefox v21.0 and above
Chrome V30.0 and above

Safari v5.1.7 and above

Other Requirements | Internet access, Printer, Adobe Acrobat

Reader, Java Script enabled, Pop-ups
enabled

Screen Resolution Works best at 1024 x 768 pixels

EGrAMS does not require any additional software to be installed on computer
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HARDWARE & SOFTWARE REQUIREMENTS

TIP:

“*Check that your individual workstation meets the
requirements

“*Home -> Validate your workstation
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FROM REGISTRATION TO SUBMISSION:

1. Register Your Agency

2. Create User Profile

Start a New Application
Assign Agency Users
Enter / Edit Application

. Validate Grant Application
Print / Submit application

Noun s w
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STEP 1: REGISTER YOUR AGENCY

+* If your agency is not already registered in EGrAMS, you will need to
register prior to beginning the application

“ NOTE: You need to register your agency in EGrAMS only once. If
registered in 2015, no need to register again.

. q H
= To Reg|5ter your Agency’ click
v Home = Register your Agenc i A
X g Y 9 Y About EGrAMS The primary goal of the C¢
v System will display the agency EGrANS Login stabiization through the g
. t t Validate Workstation
registration screen What we Do:
v Check if your agency is registered ETs tarieve M
. Grant Opportunity Nofification City of 5t Louis ar
v If not registered, enter your Tralning Materials S
agency information CHTFSTE Goants community and ec
Community Development « Partner with local ¢
development, homs
preservation, and s
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STEP 1: REGISTER YOUR AGENCY

+* System will display the agency registration screen

T Granien Agency O W 7] - Rmapirnd fiedd  Timacust : 60 mams [FrE— Click icon to
| .
N Ay check if you
’[oaur-ﬂ_l Ay Name agency IS
registered

yenaee lhumte o Raterecn

Al | ComaciTae
Canract Apphcaity
Gontract Temptate
Amantmant Appacatit;

»
»
»
*
B

e L £ F 000l ) o a5 KX, B 1t v sl v et Ieshions mumiser

amencment Tempia
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STEP 1: REGISTER YOUR AGENCY

+ System will display the available agencies
+* Enter ‘Search’ criteria to search your agency

f v' Enter part of your agency name

Fesaraita « prefixed and suffixed with ‘%’
Desciiption | %courty™ -
= [ Lootup)| (B Assst | [(Eciss ] v Clickon ‘LOOkUp'
u Rscord Gavn: 188 Page 1otz m v’ If your agency name is displayed,
Description ] :
O | 3000000004 | Alameda County Shentfs Office | 27 you need not regISter your agency
O3 | X63000000( | Alpine Courty Sherffs OMice |01 profile again
O xe-mooouet | Amader County Shenffs Ofice |50
” O | xx00000 | Boating Counly Sherll |
O | %x000000% | Butte County Deparment of 5
Public Works
O 00000000 | Butts County Sheriffs Ofice. 7o
O socsoooo | Calaverss County Planning b
Dapartnent
O | 3000000 | Calaveras Gounty Shenlrs a3
Deparment
| IO 0620000000 | Calusa County Sharsfs Ofice |05 -
I
I #100%
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STEP 1: REGISTER YOUR AGENCY

v'Enter your agency information

=Make sure that you enter all information that has
II*II

=Select your agency type

=Select your county(ies) and mark primary county
v'Some information is system maintained
v'Click on "OK" to register
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STEP 2: CREATE USER PROFILE

+*1f you do not have a user profile in EGrAMS, you must create one
“*TIP: You need to create your user profile in EGrAMS only once

T

= To Create you User profile, click

Home ~
v"Home - Create User Profile sl The primary goal of the C
. . EGrAMS Login stabilization through the |

v System will display the ‘Create Validate Workstation
P fl o Register your Agency What we Do:

User Profile’ screen ain o
. . TR . minister federal
v Enter your information e R e City of St. Louis 2
Training Materials « Work with the St
Current Grants community and ec
Community Development « Partner with local
development. hom
preservation, and :

Copyright © 2004 HTC Global Services, Inc. 10




STEP 2: CREATE USER PROFILE

Enter your T e B Oy X |

Information e |

“Login Narre idos A
=Enter all P “Corm it reeres
information that —— Joom ~asthame Oon
has "*" “Display Maeme T
.Se-l ect ; ; = ;:{(::‘:::‘; 120 Any 5t Lows Sreet
designation/title cay StLous e U0 (=] g1 (8103 |ze2
mSelect your role Communty Cevalspmant [:'.W CEEE Rl :"::::"mﬂ .
as ‘Grantee’ “pliatadins.  abdemasgabman com
mSelect your “Designaen (Th = Tole Code

P =
parent agency e I;
v'Some Information Passworafiesal  ve| Mo Usar sy
Is system
maintained ‘ Select your parent agency ‘ ‘ Click to select security question(s) ‘ b4
¥ Click on "OK" to Lo =L
create your user Gommean Lings EPE8 1001 #1134 303951
profile

< Click on ‘OK’ to save the
created profile information
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STEP 2: CREATE USER PROFILE

= After Creation of Your User Profile

v~ Once your user profile has been activated, you will receive a
"Confirmation" email and can begin using EGrAMS

(2 EGrAMS : Email Information - Windows Internet Explorer = ®

Eile Edit View Favorites Tools Help
From:  EGrAMSSuppont@stiouis-mo.gov Sent: JUN-19-15 11:24:42 AM
To: john.doe@eligorg.com (=]
Subject: User Activation for John Doe in EGIAMS
Message
Dear John Doe,
' Any CDBG Eligible Organization l

Your user profile with user name jdoe has been activated for the CDA grants site. You may log into the EGrAMS
application to review your projects and access the various functions based on your role.

‘You may change your user information after logging in to EGrAMS. Please note that Role and Parent Agency can only be
changed by the CDA System Administrator

Technical assistance regarding your user profile should be directed to EGrAMSSupport@stiouis-mo gov.

EGraMS Administrator

&b Print S 5end Email | [X Close

#100% ~
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VERY IMPORTANT TIPS

= The person who will be responsible for entering

application in EGrAMS should put designation/title
as PROJECT DIRECTOR

" Write down username and password
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ACCESSING EGRAMS

“Usar Mama: osephn

Faspmocd  weswss -

B Changs Passwoed | [ 1) Forgot Password

Lrter Uner tame s Fasamord
ticte Prnmord  case sear

v The system will display the login screen as shown

v" Enter your user name and password

v Click on "OK" to login

v If your credentials are correct
¢ System displays EGrAMS Welcome page
¢ System will display menus as applicable to your role
¢ Select the desired option
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STEP 3: START A NEW APPLICATION

+ Log into EGrAMS: www.cdagrants.com
**Grant Application -> Start a New Application

[Project Director | [Start a New Application v [ ~ @ Home | Logout
» Start a New Application @) ag

[BAdd_| [# Change | [ Delete | [@ Review]
“Agency 311234321 Any CDBG Eligible Organization
*Grant Program = x

v/ System displays ‘Start a New Application’ screen
= FEIN # and Agency name displayed by default
= Make sure “Add” is clicked
= Select the Grant Program from lookup (CDBG-17)

Copyright © 2004 HTC Global Services, Inc. 15

STEP 3: START A NEW APPLICATION

[Project Director ~ [Start a New Application v [ ~ @ Home | Logout
» Start a New Application [i "] Timeout : 60 mins Date : Jun-19-15|

B Add_|| [# Change | [* Delete | [@ Review]

*Agency 31-1234321 Any CDBG Eligible Organization
*Grant Program CDBG-16 (=)' Community Development Block Grant 2016 x

T N
]| CDBG-16-1 Any CDBG Priority and Activity Eligible Project x

+»Type in Project Number and Description for each application that will be
submitted (determined by agency)

«»*Click on ‘OK’ to save information

«»TIP: By default the person starting the new application becomes the owner of
the application
+**He / She can assign additional users from their agency to work on the
application (if required)
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ASSIGNING AGENCY USERS

v Multiple users from an agency may work on one
application

v Agency users do not have access to an application unless
they are assigned to the specific application

v The ‘owner’ of the application (person who started the new
application) can designate various agency users if required
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ASSIGNING AGENCY USERS

+* Project Director -> Assign Agency Users

[Project Director - Assign Agency Users ~ [ ~ Home | Logo
Grant Program COEG-16 E; Community Development Block Grant 2016
Agency 31123431 Any COBG Eligible Organcabon

|Project Code  Project Tie Assign To Users

-ﬁr nd )| [@cancel]

Comment Lins:

v Click on ‘Find’
= System display application information for agency by code and title.
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Project Director v
* Assign Agency Users ) u

IAsslgn Agency Users

ASSIGNING AGENCY USERS

Project Code  Project Title

CDBG-16-1

Any CDBG Priority and Activity Eligible Project

v Click on *Assign’ icon

Copyright © 2004 HTC Global Services, Inc.

Assign To Users

| & Assign |

v e Home | Logout
Date : Jun-19-15
Grant Program CDBG-16 (=) community Development Block Grant 2018
Agency 31-1234321 Any CDBG Eligible Organization

19

ASSIGNING AGENCY USERS

* Assign Agency Users )

[Project Director

[Assign Agency Users

~I

v @ Home | Logout
GrantProgram:  CDBG-18 (=] Community Development Block Grant 2016
Ageney 311234321 Any CDBG Eligible Organization

Project Code  Project Title

[ coBeG-16-1

Any CDBG Prionity and Activity Eligible Project

¥ |ismith

[ Thoono Juservame L uaesows row—Jowmes |

Assign To Users

B Assign A
e pem:sams] ot
Jane Smith v GRANTE 2 mrantwmel ~
[ |idoe John Doe & GRANTE 1 (=] Project Director C =) x
v System displays available agency users
.

« Select ‘Perm Code’ using lookup to assign permission level
« Select ‘Perm. Status’ checkbox checked by system activate user for
application
v Restrict user access

24

« Select ‘Appl’ checkbox to restrict user access to application section
« Click on ‘Category’ icon to assign section level permissions

< Refer to next slide for details on assigning section-level permissions
v Click on ‘OK’ to save entered information

Copyright © 2004 HTC Global Services, Inc.
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ASSIGNING AGENCY USERS

[Project Director - [Assign Agency Users v [ ~ @ Home | Logout

Specify your search criteria below and Click Find..

GrantProgram:  CDBG-16 (=J Community Development Block Grant 2016
Agency 31-1234321 Any CDBG Eligible Organization
Project Code  Project Title Assign To Users
[] [CDBG-16-1  AnyCDBG Prionity and Acity Eligible Project [BEassion] |a
¥ |jsmm Jane Smith v orantE 2 [lerantwier 2
[ |idoe John Doe &l GRANTE 1 [=JProject Director ~ x

«»Appl’ unchecked gives user access to all application sections
«*'Category’ icon is disabled for respective user, if ‘Appl’ checkbox is not marked
“TIP: If you wish to assign users to specific sections, click “*Appl” then click “Category”
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v System displays all Application

. 5 EGrAMS < - . gl |
sections :_auas mc.nqnq Wandows Interret Explon - -
= Default setting is '‘NA’— No N I
| 3G Priodity and & o 1
ACCGSS 'I Projea .‘, [ and Actty Enginie Project IL
v Select Access permission GEN__ | pphcark Ovganizabon Prole Reat @ wite Onia '
. on Qrganabon Mamabves Resd '® Writg A |
= Read — No edits allowed | | loPe | Operatng Budgess Drusa O ONA
- 0 _ 0 ACT ACHay INBrMABon Read '® Write NA
erte Read /W"te Gl FIN Proposed Operabng Budget * Resd Witing HA
= NA - No Read or Write CERT  ACImowseagement and Cemficason | CiRoad Clvwwite @ MA bt
access (section disabled) M
v Click on *OK’ to save selected
permissions ~prsge

¢ The above selections will give the user — Jane Smith ‘Read’ access to Operating & Proposed Operating Budget sections,
‘Write’ access to the Applicant Organization, Organization Narratives & Activity Information section and ‘No Access’ to the
Acknowledgement and Certification section
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ENTER/EDIT GRANT APPLICATION

+ Grant Application -> Enter Grant Application

Grant Application W Entar / Edit Application w

¥ Enter [ Edit Application () a

"Stanus = Open A
Progam  CDBG-16 (= Community Development Biock Grant 2018 >
Agancy 1234301 (=) Any COBG Eliginle Organization >
Project =l x
Stages =l Status = - (.3
Program Duscriphon Subimit Date .
CDBG16 Community Development Block Grast 2016 RTI2015 4:00:00 P

Agpphcation Entry | Panding

COBG-16-1 Any CDBG Prionty and Actiity Eligibla Project

v’ System displays ‘Enter / Edit Application’ screen with agency name

= System displays a list of applications based of user access
= Select Grant Program from lookup (if required) to limit default displayed list and

v' Application details displayed are:
= Program Code and Description Submission date & time (if applicable)
= Project Code & Title
= Application State & Status
v Click on desired Project hyperlink to access application
Copyright © 2004 HTC Global Services, Inc.
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ENTER/EDIT GRANT APPLICATION

= On selection of the project hyperlink
= System displays ‘Submission Date & Time’

= Acknowledge Information message
= System displays first page of application with default agency information

= Screen comprises of 4 panes
= Application Information
= Section Tabs & Index, Section Navigation & Close

= Action Buttons, Show Tree & Page Navigation
= Section Content

Copyright © 2004 HTC Global Services, Inc.
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ENTER/EDIT GRANT APPLICATION

++Application Information — Static Information displayed on all pages of the application,
cannot be edited

Agency Any CDBG Eligible Organization Program:  Community Development Block Grant 2016
Application Any CDBG Priority and Activity Eligible Project Show Documents

Hyperlink to view available program documentation
Clicking on hyperlink, displays the document link window

Documents
|Application Form

Funding Timeline |}
Income Limits I
Target Areas

Quick Guide - Grant Registrations

Quick Guide - Updatjng or Renewing CCR SAM
|Registrations

Click on document hyperlink to view respective document
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ENTER/EDIT GRANT APPLICATION

*»Section Tabs — Displays available sections for an application |

Close Application — Return to main Application display page
Current Section

Apphcant I Narratives Operating Budgets Activity Proposed Budget cmmcmon index ) ) \X« lose ]

View of Section Tabs with restricted access |

Applicant Harratives Operating Budgets | Activity Proposed Budget | Certification Index (0 () [xclose

T

No Read or Write access to disabled sections
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ENTER/EDIT GRANT APPLICATION

“*Index Page — Table of Contents for the Application, providing a summarized view of
completion, errors

gmecy G Ebgioie Crganuason PFragram Cpmmugs Depvpispmant Bocs Grant 2018
Operating Budgets | Actoaty Fropased Buiget | Cortcaton ctes o ()
Click on desired Applicanti Ovganization Profile
g B
page to navigate 5 =
to the specific g -
Cwganication Martates
page :
o
(=]
Select filter to -
) iy . s spuiclnts chpachy o ok a
view specific ¢ Loanse bamation =
pages based on - - o
selected criteria S
Click on Find
(completed,
pending, errors |
only, comments
on I\/\ Copyright © 2004 HTC Global Services, Inc. 27

ENTER/EDIT GRANT APPLICATION

++Action Buttons — Static Information displayed OT all pages of the application, cannot be edited

Save & remain Validate Section

Copy section content from
a previous application | Previous Page | | Next Page |

on same page for Errors
[Bsave] [BSave ] [ validate ] [@ Errors | [E3PDF ] (B Copy | ©®

Save & continue | | View Section | Generate PDF | Vi T @ CEnisis (8 & S |
to next page Errors for section |

= s - Wit mat Lopterer > ———
[t ]
\ s |
| Select desired section, Click on OK to go to the specific page /
‘—l Only available for text sections < o

wam -

Copyright © 2004 HTC Global Services, Inc. 28




EXAMPLE OF SECTION DATA ENTRY

“*Applicant — information displayed by default, based from the applicant agency profile
+“*Change information if required, Click ‘Save’ or ‘Save->' as applicable
? Face Sheet Transaction () 4y 7] - Bequired ficld  Timeout : 60 mins. Dt : Jum- 19- 1

Agency Ay COBG Ebpizie Organization Program . Community Developement Block Grant 2016
APPUCISN - Asy CDBG Priorily anvd Actity Elgrble Project

Apphcant | Maratves Useratiog Dudgets Actity Proposed Budget | Canmfication Indan

[ Dona | [Evor | Mooy |

[ vansam |

3 “Apphcant Nafme Any COBG Eligitie Organizaion
b Doss Businegs a8
€ “Address 123 by ELLowis 5t
4 Address?
. THy S Louis sotate MO0 S ppt (83103 Doz
. “Federal LD fumber 1734371 DUNS Hamber (63103173 m h
. | ) no changes,
9 "Aawncy o fplssse check one) rcrcl’mh Corporaion * Nonprott click ‘Next’gicon
e

If changes on
page, click Save >

Copyright © 2004 HTC Global Services, Inc.
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EXAMPLE OF SECTION DATA ENTRY

* Face Sheet Transaction () ad (*) - Required ficld  Timeout : 60 mins Date : Jun-19- 15

Agency = EBgIblS Organcaion Program:®  Communiy Developmant Biock Grant 2018

Application | Any COBG Prionty and ACEy ERgibie Projec
appicant | warratives Opersting Budgets | Actwty Propoted Bedget | Cerphicaton Index
8 5ove| [BSare s | [ validats | [ | [ ene | (o | My copy |

Numbed of peMs i opsrabon 3 ~
Date o IRS Determination LeSer 05012015

EAM gow Regrstrabon Date 01022015

Communy Based Deveiopment W ves Mo

Organcason (COE0TH

Communsy Housng Ceicoment LA Mo

Organizaion (CHBO)?

Frioety Heed(s ) addressed By This Applicabon (Please select Priores Fom Ihe hist below]

Econsmic Development
# Housing

Fushc IMErovements

Pusic Sarace)

Copyright © 2004 HTC Global Services, Inc.
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EXAMPLE OF SECTION DATA ENTRY

¥ Face Sheet Transaction () (") - Gequired held  Timeout 1 60 mins.

Agency Any CDEG Ebgrole Orpanizaton Frogram . Communsty Developmant Block Grant 2016
ApplicaBon Any CDBG Priory and Acivity Ebgible Projed

Apphcart | Barvatiess O alineg Dudgetn Actreity Propased Budgel | Cerlibaation ndes .

b 15 impdementing Agency Same e Mo

© ¥ ot impiemeniing Agency Name L 2
o Project Star Dute (mmadysy vnzes [ EnaDats (memvadtyyyy) | 9302018

® Amourd of Funds Regueshed 3500000 Proped Cost 42000 x

 Applicant - Project information is displayed by default
= Project name based on the project title

/ Enter Implementation Agency Information, if ‘Implementation Agency Same’
marked as 'No’

 Enter Amount of Funds Requested
/ Enter the total Project Cost (cannot be less than Requested Amount)
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EXAMPLE OF SECTION DATA ENTRY

AEHCABON Ay CDIBG Pricelly and Acthly Ebgitle Project

Applecast | Maratven Oparsting Budgets Mgty Progosed Budget | Cortfication Indes 0

§ Show Trom |

a
-1 Sai

c “Address 129 Any St Louis B

d Address W S - -

e SLows ‘stae WD (=g [s3m 202 « Click on ‘Delete’ to

I Teghone 314 1234221 Ed Fis delete existing contact
9

h

 Select Contact Type from lookup

 Select ‘EGrAMS Login’, if user active in EGrAMS

/ If User not active in EGrAMS, leave EGrAMS Login field blank, enter Info.
/ Click on ‘Save’ or ‘Save->’ to save contact information

' When done entering all contacts, clickon  icc®
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EXAMPLE OF SECTION DATA ENTRY:

UPLOADING DOCUMENTS

* Section Application Entry € m Timeout : 60 mins Date : Jun-19-15,
Agency Any CDEG Eligible Organization Program:  Community Development Block Grant 2016
Application:  Any CDBG Priority and Activity Eligible Project Show Documents
Applicant | Warratives | Operating Budgets Activity Proposed Budget | Certification Index 9 () [Xclose
(@save| [Bsaves]| = validate | [ E | [« Done | [E2PDF | (B3 Copy | E Show Tree 5/ :3.
Organization Background: Show Instructions
Include the history and purpose of the organization, a description of the type of servces provided, the organization's capabiliies and license 1o operate (f %
appropriate).
Required Attachments

501 (c) IRS Determination Letter

Ceriificate of Good Standing from Missouri Secretary of State (issued on or after July 1, 2015)

i 3
t

Copy of City of St. Louis Business License, if applicable

“"Use Up Arrow - to invoke the attachment window (as shown in the
above example)
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EXAMPLE OF SECTION DATA ENTRY:

UPLOADING DOCUMENTS

¥ To Upload an Attachment
v Click on “UP ARROW”
v System displays the attachment window, as applicable (shown above)

v Click on '‘Browse’ icon to select file from the respective local drive or network
location

v Select the desired file
v Click on ‘Open’
v File is returned to the Attachment window
v Enter Attachment Title, if applicable
/ Click on ‘Save’ to save the attachment
 Click on ‘Close’ to return to the main screen
/ Click on ‘Save’ or ‘Save->’ as applicable on main screen to complete action
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EXAMPLE OF SECTION DATA ENTRY:

ADDING NARRATIVE

¥ Section Application Entry () a8 Timeaut : 12 mins Dt : B~ 13-15

ugisle Organization Progrwm Communy Deveiopment Slock Grant 2016

Procety and Ackaty Ebgiole Project

Apptcant | Wevwsees | Opersoeg Busgets | Astwy Proposed Susiges | Cerstoaton s 0 () [xches ]

ructions Pane
L

1] | [ Boos | [FF0r ]| (acowr

¥
b L wn programs and fundng

= Principaity benett siow- and moderateecome persons

v Text may be copied from ‘MS Word’

+ System displays a character count

“ EGrAMS uses a third-part editor control for editing text entered in the text area
 Click on the ‘Spell” icon to run a spell check on the respective section (text area)
 Click on ‘Save’ or ‘Save->' to save text information
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EXAMPLE OF SECTION DATA ENTRY:

FILLING OUT TABLES

* Section Application Eniry ) &8 Timeout : 60 mans Date : Jun-19-15|

Btk Organcabon Program:  Commundy Deveicpment Block Gract 2078

Agancy Ay X
Appcation Any CDBG Priorty and Actily Eligible Projed

Apptcant Narratves Operateg Budgets | Aciviy | Proposed Bedgel | Ceviificaton e O

& Validate | ] [+ Done | [EFor | (B Copy

Piama of Attty Fireel and Tudewalt Improvements "

Aadresses | Locabon of Provoa#d Achvty

Locaton ame Asdress Tip Code (a
5 Charles 2212 Fairfleld Way £1201

Click on ‘x’ to delete a row

Geographic Target Area (¥ apobcabie) w

Comment Line:

/ Repetitive information may be represented as a table in the application
 Enter the required information in the applicable cells for the respective row
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EXAMPLE OF SECTION DATA ENTRY:

‘READ ONLY” FIELDS

* Section Application Entry () a8 Tineout - &0 mims Date : Jun-1%-15
Agency Any CDEG Evpitie Trgancanen Frogram:  Comenunity Deveiopment Block Grant 2015
ApChCaBon . Any CDBG Priorty and Aty Ebgible Projec

i i G ——— e e e s DO =)

i Vaiats) [ 7500 ) (o Bone ] (E575F) (MECowy )

54 Special Everts

InvesITEnt InCome
Inkerest income 4—{ ‘Read Only’ fields are shaded grey
0K INCOM

Fee Rverus
Ot
Ot
=

Comment Line

/*Read Only’ fields are maintained by the system and are shaded grey
“ Information is displayed in ‘Read Only’ fields on click of ‘Save’ or ‘Save->’
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EXAMPLE OF SECTION DATA ENTRY:

BUDGET

sl
:
s s =
20 00 #2000 o @ —
o000 o oo @
a0a 2 @
200 oo o @
(T o @
120000 o @
1 o @
- 800 o0 o, B v

" Enter required information — CDBG Amount, Other Funding as applicable
v System computes the total and displays in the ‘Total’ column

" Click on ‘Narrative’ icon to add any remarks / justification as applicable

v Click on'Save’, ‘Save->' as applicable

Copyright © 2004 HTC Global Services, Inc. 38




STEP 6: VALIDATING GRANT APPLICATION

 Application should be error free prior to
submission

=S Errors found during Validations.

 System validates the application against &P ciick (0K to view Erors now

configured business rules

 Click on ‘Validate’ to validate the specific section

“If no errors are found, system displays ‘No errors’ ... i e =y )
message

/If errors are found, system displays error
Confirmation message | -

' To view errors
v Click on*OK’
v System displays Error window

v Click on Checkbox icon to go to the
erroneous page and correct error

< Errors can also be viewed from the Index page
< After correcting error, click on ‘Validate' again e
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STEP 6: VALIDATING GRANT APPLICATION

IMPORTANT!!!!

‘Validate each section upon completion
Allow sufficient time for final validation
(TIP: days not hours)
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STEP 7: PRINT/SUBMIT APPLICATION

¢ Grant Application -> Print / Submit Application

¥ Graml Apphcaton | Pt [ Subemit Application w - = Home | Legout
*Blahas = Open L1 AN
Program =) ¥
Agancy 31123431 =] Any COBG Eligible Organization »
Projct =k *
Seages [= Status [=] * @&

DasCiplion Subimit Date

CDBG.18 Community Developmont Block Grant 2018 LTR015 40000 PM
| CDBG-15-1 Any COBG Pronty and Actmty Elgible Project Apphcation Entry | Work in Progress

" To Print and Submit your grant application
' Grant Applicant -> Grant Application -> Grant Application Preview
= System displays user agency name
= System displays a list of applications based of user access
= Select Grant Program from lookup (if required) to limit default displayed list
" Click on desired Project hyperlink to access application
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STEP 7: PRINT/SUBMIT APPLICATION

|Printicon | | Next / Previous |

 Application Index is displayed as a
Tree View

v Click on the Next / Previous icons to
navigate sequentially

 Click on the Tree nodes to go to the
specific page

 Click on the ‘Print’ icon to generate
application PDF

 Click on the ‘Submit’ action button to ‘ >
Submit application S

«*Submit icon is visible only to personnel authorized to submit an application

++On click of ‘Submit’, the system validates the application to ensure that there are no errors

+*Application can be viewed and printed by Grantees after submission
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STEP 7: PRINT/SUBMIT APPLICATION

[RRESSE )

Tools | Fill & Sign (ommem]

Facesheet for Community Development Biock Geant 2016 &IOS
Agency mg-.gac- Evjade Deganziesn
Applicaon. Anvy COBG Pricey Bnd Actty Elgtie Project |

Any CDBG Priority and Activity Eligible Project

[ i - ]

Ary CDBG Elptie Crganizaton
123 Arvy 52 Lonin 58

Stlous
STREET -] OUNS Mambor 63100120

f
B Agency Ty [Plasse chack orm
~ For Pross  Coperstien &

T

Pamter of ymars in operton

SAM gov Riegairation Dabe DLOLZ0IS
®Ye oM

Corveunty Bursad Dorvebopsmmnt Onparataton [CDB0)) (Plassn sotect o o Mo
Commurity Houing Developenant Orgarezation (CHBO)? (Plasse select Yescebs] @ Yo+ Mo
Prity bews) addrwssed By This Acpheation (Plaate seiect Prirties bom T int beiow] (Pieate select o bom
i

& Loonome: Ceosiopment
r
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STEP 7: PRINT/SUBMIT APPLICATION

v On click of *Submit’, |
the system displays/
a warning

 Click on ‘OK’ to
Submit application

¥ On confirmation,
system displays an

application conse
promotion message s St b e P 2
\‘rw_.,um Ll
R —
=
Y
44
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CHECKING APPLICATION STATUS

+“*Project Director -> Application Status

[Fropect Drwenor - [Appiacation Seatus
Apphcation

= Communy Dessioemen fece Gran 2018

Gt Program
ageney 331 [ iy COBG Edpibie Organzaton *
Pragect SOBG- 11 () Ary SO0 Priorty s achty Ditis Pragecl *

Sage Fe1 g tor Compietenaa s Foedrw £ Fenang

Wind | [BCannl
T
v Select Grant Program from lookup
 Click on ‘Find’
v System displays, Requested Amount, Project Amount, Last Status
Update Date & Time, Application Reference #, Current Application
Stage & Status
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Application Entry Questions

EGRAMS

Questions?
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EDITING USER PROFILE

~ [Select Lovel 2 Menu ~ [Seloct Leved 3 Mann ~ Hame |

ing the applcation by welecting options from the meew bar. ¥ you wish 10 view or change your User Profle

For any techrical questions, please contact the CDA Helpdesk 3t EGAAMS Suppori@istiouls.mo.gov. Pleass includs your &
mame and complete telephone number {with area cods] when you contact the CTUA Helpdesk

Thank you!

" To update / edit user profile information, click ‘click here’ link on Welcome page
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EDITING USER PROFILE

“Bassword “Cgnirm Password
“Eirst Hame: Joben “Last Nams ook
“Dnspiay Mane JDos
*Address Line 1 123 Any StLouis St
Agdress Lne I
“cay S Lous fate MO = P 41103 (Dol
“Ercne E1 123432 Prone Egension
Em ru Tl Dynamic w
“gellail Address john doeGelgong com
"Designaben /T8 DOR (=] Daputy Dirsctor "Bete Code GRANTE (=] Grantes
“Barent hgppecy 314234321 (=] Any COBG Eligible Organizaion
“County 510 =) santLous Gty
Password Rese] You ® My User Stius ~
v
¥ Ok_| [@Cancel
Comment Line:

v Edit required information
v Click on 'OK’ to save information
«* You cannot change Password, Role & Parent Agency

Copyright © 2004 HTC Global Services, Inc. 48




EDITING AGENCY PROFILE

< Administration -> Agency Information

v’ System displays the
agency information
screen

v Select ‘Change’ mode, " e
Click on ‘Find’
v’ Edit the desired
information
= You cannot change
Federal
Identification
Number (FEIN)

v Click on ‘OK’ to save [red] (@e==i]
your changed —
information
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Accessing EGrAMS

FORGOT PASSWORD

= To change your EGrAMS password

= Home > EGrAMS Login, Click on “Forgot
Password” *User Name
" The system will display the Forgot *Password
Password screen [ ox
v
é;;ser%ovldlﬁr:jtgrp aC;IUI' SRS the |Wchange Password || 71 Forgot Password ||
= Your security questions that you
registered with your user profile R
= Enter the answer to your security
questions
= Enter your new passwprd and retype [Pemtemd i — ke eonnn)

new password to confirm

= Click on ‘OK' to reset and save your
new password

¥ If your user name or password are
incorrect, the system will display

= An error information message
= Acknowledge the message

o again OR call your System = =
Administrator to reset your password
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CHANGING EGRAMS PASSWORD

“* You may change your password, if

v Your password has expired

v The system warns you that your password will expire in ‘5’ number of days
v Your choice, passwords cannot be changed again for a minimum of '3’ days
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CHANGING EGRAMS PASSWORD

= To change your EGrAMS password

.

= Home -> EGrAMS Login, Click on e

i N:

“Change Password” L
v The system will display the change [V oK ]
password screen | 57 Change Password § ) Forgot Password |
= Enter your user name and old
assword Enter User Name and Password.
P Note: Password is case sensive

= Enter your new password and
retype new password to confirm

= Click on ‘OK’ to save your new
password

v If your user name or password are
incorrect, the system will display

= An error information message
= Acknowledge the message

= Try again OR you may use the
“Forgot Password’ option
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