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EGrAMS

 EGrAMS is a web based application
 Easy to use with help features
 Automates the program life cycle
 No additional software required to run
 Supports industry standard browsers 

(Internet Explorer, Firefox, Chrome)
 6 Easy steps to submit your application

Overview
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EGrAMS

1. Register your Agency
2. Create User Profile
3. Start a New Application
4. Assign Agency Users
5. Enter / Edit Application
6. Print / Submit application

Overview – 6 Easy Steps
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EGrAMS

 EGrAMS uses a consistent user interface
 Before using the application, it is 

important to:
Understand Notations and Controls
How to Access Menus & Options

Overview
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EGrAMS

 EGrAMS does not require any additional software to be installed on individual workstations. 
 Check that your individual workstation meets the requirements 

 Home  Validate your workstation

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
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EGrAMS

 How to start EGrAMS? 
 Open your browser window
 Type in the URL (http://www.cdagrants.com)

Understanding the Application

Header – Browser  
controls, Application 
logo; constant for all 
screens

Footer – Links; 
constant for all 
screens

Body – Based on 
the option selected
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EGrAMS Understanding the Application

 Comments and Help
 All screens have a comment line at the bottom of the screen, when 

applicable
 Most fields display a brief description of what data is to be entered 

in the respective field
 All screen have a Information icon and yellow book screen help 

and/or documentation, when applicable 
 All fields support field lookups, calendar lookups or dropdowns, if 

applicable (where applicable)
 Field Lookups support

• User defined Search criteria on code and description
• Wild cards – prefix, suffix & in between
• Sorting by Code or Description in Ascending & Descending order
• Wild card character is ‘%’

 Error Reporting
 All screen validations are done online and errors displayed as

• Information Messages
• Confirmation Messages 

 Optional & Mandatory Input
 All fields prefixed by ‘*’ are mandatory and cannot be left blank
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EGrAMS Understanding the Application

‘*’ Mandatory field

Field Lookup Action buttonsComment line
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Enterprise EGrAMS

• Invoking a Lookup
 Click on the field lookup icon
 Based on the field, the system 

displays all values
 The displayed set is sorted in 

Ascending order of description, by 
default

 Click on Field Headers to change 
Sort order of respective field

• Selecting the desired value
 Moving the mouse over the displayed 

rows, highlights the respective row
 Click on         to select the desired 

record

Understanding the Application

Field headers

 Field Lookups enable users to select the appropriate value from a list 
of available choices
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Enterprise EGrAMS

• Entering Search Criteria
 Enter desired criteria in the ‘Search 

Fields’
 Click on ‘Lookup’ to search the 

records based on entered criteria
 Click on ‘Reset’ to blank out entered 

search criteria
 Click on ‘Close’ to return to parent 

screen without selecting a value

• Selecting the desired value
 Moving the mouse over the displayed 

rows, highlights the respective row
 Click on         to select the desired 

record

Understanding the Application

Search Fields

 The above search criteria specifies that the name should have the characters with ‘trust’ in the 
description
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Enterprise EGrAMS

• Invoking the lookup
 Same as described in previous slides

• Search Criteria
 Same as described in previous slides

• Selecting the desired value
 Click on the       checkbox to mark 

the required value(s) 
 Click on             to select the desired 

record(s)

Understanding the Application

 Multi Value Lookups enable users to select the appropriate value(s) 
from a list of available choices. This option is extremely useful when a 
user has to select multiple values. Eg. County information



Copyright © 2004 HTC Global Services, Inc.

12

Enterprise EGrAMS

• Invoking a Calendar Lookup
 Click on the calendar lookup icon
 The system displays the calendar for 

the current date (day, month, year)
 Navigate to the desired month, year 

based on the <<   <   >   >> controls

• Selecting the desired date
 Click on the date to select the 

respective date

Understanding the Application

Click to view same month, next year

 Calendar Lookups enable users to select the appropriate date value 
across month, year, etc. as required

Click to view next month

Click to view previous month

Click to view same 
month, previous year
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Enterprise EGrAMS

• Invoking a Dropdown
 Click on the dropdown icon                          to view a list of available values
 The system displays a list of available values 

• Selecting the desired value
 Click on the displayed value to select the respective choice
 In addition, the user may use the up and down arrow keys to view the 

available choice of values

Understanding the Application

 Dropdowns are used when the choice of values available is limited
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Enterprise EGrAMS

• Information Message
 Displays a popup window with the 

appropriate error or warning 
message

 Click on ‘OK’ to acknowledge the 
message

• Confirmation Message
 Displays a popup window with the 

appropriate error or warning 
message

 Provides the user a choice to 
confirm or cancel a certain action

 Click on ‘OK’ to confirm
 Click on ‘Cancel’ to cancel the 

action

Understanding the Application

 All field level validations are done online and appropriate errors are 
displayed by the system.
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Enterprise EGrAMS

• Dynamic
 Place your mouse over the 

desired module at Level 1
 Place your mouse over the 

desired sub module at Level 2 
 Click on option at Level 3

• Dropdown
 Select the desired module at 

Level 1
 Select the desired sub module 

at Level 2 or 3
 Click on the icon        to display 

the respective screen

Understanding the Application

 Menus allow the user to select the desired options within EGrAMS
 A user role determines the access options available to a user
 EGrAMS supports three type of menus – Dynamic, Dropdown & List

Level 1 Level 2 Level 3

Level 1 Level 2 Level 3 ‘GO’
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Enterprise EGrAMS

• List
 Click on ‘OLGA Menu’ in the 

footer section
 The system displays all the 

available modules, sub 
modules and options 

 Click on the desired option at 
Level 2  or 3 to display / 
access the respective screen

Understanding the Application

Level 1 Level 2

Link to display the EGrAMS Menu List Notations used in the User Manual to denote the 
option selection in the screen example

 Grantor -> Grant Application -> Print / Submit Application

Level 3
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Enterprise EGrAMS

• A word of Caution
 Never use the               button
 Pay attention to the timeout counter                            
 display. Save your work if it gets to 4 minutes 

• The system gives you a warning message 2 
minutes prior to timeout

 Use the ‘TAB’ key or the mouse to navigate 
across fields

 Always           after you complete your work

Understanding the Application

Back button Logout buttonTimeout Warning
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EGrAMS Register your Agency

 If your agency is not already registered in EGrAMS, you need to register 
your agency in EGrAMS
 You need to register your agency in EGrAMS only once

• To Register your Agency, click
 Home  Register your Agency
 System will display the agency 

registration screen
 Check if your agency is registered
 If not registered, enter your agency 

information
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EGrAMS Check if your Agency is Registered

 System will display the agency registration screen

Click icon to 
check if you 
agency is 
registered
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EGrAMS Enter Search criteria to check if your agency is registered

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

 Enter part of your agency name prefixed 
and suffixed with ‘%’

 Click on ‘Lookup’
 If your agency name is displayed, you 

need not register your agency profile 
again
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EGrAMS

 Enter your  agency information
• Make sure that you enter all information that has "*"
• Select your agency type
• Select your county(ies) and mark primary county

 Some information is system maintained
 Click on "OK" to register

Enter your Agency details

System 
maintained 
information

County 
information
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EGrAMS Register your Agency

If you do not have a user profile in EGrAMS, you need to create your user profile
You need to create your user profile in EGrAMS only once

• To Create you User profile, click
 Home  Create User Profile
 System will display the ‘Create 

User Profile’ screen
 Enter your information
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EGrAMS

Enter your information
• Enter all information that has "*"
• Select designation/title
• Select your role as ‘Grantee’
• Select your parent agency

Some information is system maintained
Click on "OK" to create your user profile 

Create User Profile

 Click on ‘OK’ to save the 
created profile information

 Your user account is created 
with an ‘Inactive’ status

Select your parent agency Click to select security question(s)
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EGrAMS

• After Creation of Your User Profile 
 Your user account is created in EGrAMS with an "Inactive" status
Once your user profile has been activated, you will receive a 

"Confirmation" email and can begin using EGrAMS

Activation of User Profile
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EGrAMS

 The system will display the login screen as shown
 Enter your user name and password 
 Click on "OK" to login
 If your credentials are correct

• System displays EGrAMS Welcome page
• System will display menus as applicable to your role
• Select the desired option 

Accessing EGrAMS

 To login into EGrAMS, select Home ->EGrAMS Login

 If your credentials are incorrect
• System displays error message
• Acknowledge the message
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EGrAMS

• After successful Login
 EGrAMS Welcome Page is 

displayed
 You are greeted by EGrAMS

using your "Display Name“
• System will display menus 

as applicable to your role
• Select the desired option

 In the footer section, system 
displays

• User  Name
• Parent Agency

Welcome Page
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EGrAMS

 Overview of EGrAMS
 Hardware & Software Requirements
 How to Invoke EGrAMS
 Comments & Help

• Comment line, screen information, screen documentation
• Field Lookups, Calendar Lookups, Dropdowns
• Information & Confirmation Messages

 Menus & Options
 Accessing EGrAMS and User Profile

• Create Agency Profile
• Create User Profile

 Logging into the System

Summary



Copyright © 2004 HTC Global Services, Inc.

28

EGrAMS

Questions?

EGrAMS Overview Questions
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EGrAMS

 Application Entry & Submission
Start a New Grant Application
Assigning Users to Application
Grant Application Entry
Validate Application for errors
Printing of Grant Application
Submit Application
Application Status

Overview
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EGrAMS

 System displays ‘Start a New Application’ screen
• FEIN # and Agency name displayed by default
• Select the Grant Program from lookup

 System displays program code and program name as project code and 
project title respectively (only if agency restricted to 1 application, else 
blank)

 Change / Enter Project Code and Title as applicable (to give it a more 
meaningful description)

 Click on ‘OK’ to save information

Start a New Grant Application

 Grant Application -> Start a New Application
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EGrAMS

 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)

Start a New Grant Application

 Grant Application -> Start a New Application
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EGrAMS

 Multiple users from an agency may work on one application
 Agency users do not have access to an application unless they are assigned to 

the specific application
 The ‘owner’ of the application (person who started the new application) can

designate various agency users if required

Assign Agency Users
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EGrAMS Assign Agency Users

 Project Director -> Assign Agency Users

 Click on ‘Find’
• System display agency application information for agency and program
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EGrAMS

 Click on ‘Assign’ icon
 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

 Restrict user access
• 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

 Click on ‘OK’ to save entered information

Assign Users to Application
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EGrAMS Assign Users to Application

 ‘Appl’ unchecked gives user access to all application sections
 ‘Category’ icon is disabled for respective user, if ‘Appl’ checkbox is not marked
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EGrAMS

 System displays all 
Application sections

• Default setting is ‘NA’ – No 
Access

 Select Access permission
• Read – No edits allowed
• Write – Read / Write access
• NA – No Read or Write access 

(section disabled)
 Click on ‘OK’ to save selected 

permissions

Assign Section-Level Permissions for an Application

 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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EGrAMS

 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 

 Application details displayed are:
• Program Code and Description Submission date & time (if applicable)
• Project Code & Title
• Application State & Status

 Click on desired Project hyperlink to access application

Enter / Edit Grant Application - 1

 System displays an error message, if a user attempts to access an application that is not assigned to an ‘Edit’ stage

 Grant Application -> Enter Grant Application
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EGrAMS

• 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 

Enter / Edit Grant Application - 2
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EGrAMS Enter / Edit Grant Application – 3 (Controls)

Application Information – Static Information displayed on all pages of the application, cannot be 
edited

Project Title

Program NameAgency Name

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

Click on document hyperlink to view respective document
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EGrAMS Enter / Edit Grant Application – 4 (Controls)

 Section Tabs – Displays available sections for an application

View of Section Tabs with restricted access

Previous

Current Section
Close Application – Return to main Application display page

Next

No Read or Write access to disabled sections
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EGrAMS Enter / Edit Grant Application – 5 (Controls)

 Index Page – Table of Contents for the Application, providing a summarized view of completion, errors

Click on desired page 
to navigate to the 
specific page

Select filter to view 
specific pages based 
on selected criteria
Click on Find
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EGrAMS Enter / Edit Grant Application – 6 (Controls)

 Action Buttons – Static Information displayed on all pages of the application, cannot be edited

Copy section content from 
a previous application

Save & remain 
on same page

View Table of Contents for a Section

Select desired section, Click on OK to go to the specific page

Save & continue 
to next page

Previous Page Next Page
Validate Section 
for Errors

View Section 
Errors

Generate PDF 
for section

Only available for text sections
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EGrAMS Enter / Edit Grant Application – 7 (Controls)

Navigation Summary – EGrAMS Supports 4 basic navigations with the application

Sequential
• Save & Continue
• Using the Page Level Previous and Next buttons

Section Level
• Clicking on the section tab takes you to the first page of the 

respective section
Dynamic

• Using the Index Page
Dynamic – Section Level

• Using ‘Show Tree’
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EGrAMS Enter / Edit Grant Application – 8 (Application Sections)

A Grant Application may be looked as a collection of sections
The number and content of the sections depends on the 

nature and focus of the program
EGrAMS supports 5 basic section types

• Facesheet or Cover Page – Applicant & Project page is static
• Narrative
• Attachments
• Work Plan
• Budget
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EGrAMS Enter / Edit Grant Application – 9 (Applicant- Organization)

Applicant – information displayed by default, based from the applicant agency profile
Chage information if required, Click ‘Save’ or ‘Save->’ as applicable

If no changes, 
click ‘Next’ icon
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EGrAMS Enter / Edit Grant Application – 10 (Applicant- Organization – contd.)
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EGrAMS

Applicant – Project information is displayed by default 
• Project name based on the project title
• Start / End Dates – based on Start / End dates of program, change if required

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

Enter Amount of Funds Requested
Enter the total Project Cost, (including match) cannot be LT Requested Amount

Enter / Edit Grant Application – 11 (Applicant- Project)
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EGrAMS

Select Contact Type from lookup
Select ‘EGrAMS Login’, if user active in EGrAMS

• System displays corresponding information
 If User not active in EGrAMS, leave EGrAMS Login field blank, enter Name
System displays default address & other information, change if reqd
Click on ‘Save’ or ‘Save->’ to save contact information
When done entering all contacts, click on         icon

Enter / Edit Grant Application – 12 (Applicant- Contacts)

 Click on ‘Delete’ to 
delete existing contact
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EGrAMS

 EGrAMS uses multiple notations to denote upload of an attachment
• Up Arrow – to invoke the attachment window (as shown in the above example)
• ‘+’ icon – to invoke the attachment window
• Browse icon

Enter / Edit Grant Application – 13 (Attachments)
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EGrAMS

 To Upload an Attachment
 Click on applicable icon 
 System displays the attachment window, as applicable (shown above)
 Click on ‘Browse’ icon to select file from the respective local drive or network location
 Select the desired file
 Click on ‘Open’
 File is returned to the Attachment window
 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

Enter / Edit Grant Application – 14 (Attachments)
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EGrAMS

Enter Narrative text directly in the text area
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

Enter / Edit Grant Application – 15 (Narrative)

Instructions Pane
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EGrAMS

Repetitive information may be represented as a table in the application
Enter the required information in the applicable cells for the respective row

Enter / Edit Grant Application – 16 (Tables)

Click on ‘x’ to delete a row

 Click on ‘x’ icon to mark a row for deletion
 Click on ‘Save’ or ‘Save->’ to complete action (delete)
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EGrAMS

 ‘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->’

Enter / Edit Grant Application – 17 (Read Only Fields)

‘Read Only’ fields are shaded grey
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EGrAMS Enter / Edit Grant Application – 18 (Budget)

Narrative icon

Budget allows for entry of expenses and revenues
To enter budget information
 Enter required information – CDBG Amount, Other Funding as applicable
 System computes the total and displays in the ‘Total’ column
 Click on ‘Narrative’ icon to add any remarks / justification as applicable

Click on ‘Save’, ‘Save->’ as applicable
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EGrAMS Enter / Edit Grant Application – 19 (Budget - 2)

Enter 
Narratives

Clicking on the ‘Narr.’ icon brings up the ‘Narrative’ window
Enter Narrative information, as applicable
Click on ‘OK’ to return to main budget page
Click on ‘Save’, ‘Save->’ as applicable on main budget page

 Click on ‘x’ icon on the left to mark budget category for deletion
 Click on ‘Save’, ‘Save->’ to complete action
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EGrAMS

Application should be error free prior to 
submission
System validates the application against 

configured business rules
Click on ‘Validate’ to validate the specific 

section
If no errors are found, system displays ‘No 

errors’ message
If errors are found, system displays error 

Confirmation message
To view errors
 Click on ‘OK’
 System displays Error window 
 Click on Checkbox icon to go to the 

erroneous page and correct error

Validating Grant Application

 Errors can also be viewed from the Index page
 After correcting error, click on ‘Validate’ again
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EGrAMS

• 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

 Application details displayed are
• Program Code and Description,  Submission date & time (if applicable)
• Project Code & Title
• Application State & Status

 Click on desired Project hyperlink to access application

Print and Submit Application – 1 (Main Page)

 Grant Application -> Print / Submit Application
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EGrAMS

Application Index is displayed as a 
Tree View 
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

Print and Submit Application – 2 (Application Tree View)

 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

Print icon Next / Previous

Submit icon
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EGrAMS Print and Submit Application – 3 (Application Section)
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EGrAMS Print and Submit Application – 4 (Application PDF)
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EGrAMS

On click of ‘Submit’, 
the system displays 
a warning 
Click on ‘OK’ to 

Submit application 
On confirmation, 

system displays an 
application 
promotion message

Print and Submit Application – 5 (Submit Confirmation)
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EGrAMS Print and Submit Application – 6 (Submit Confirmation Email)

Communication -> Email Log 

Click on message link to view message

Click on ‘Find’ to display email message list
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EGrAMS Print and Submit Application – 7 (Submit Confirmation Email)
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EGrAMS

 Select Grant Program from lookup
 Click on ‘Find’
 System displays

• Requested Amount
• Project Amount
• Last Status Update Date & Time
• Application Reference #
• Current Application Stage & Status

Application Status

Project Director -> Application Status
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EGrAMS

 Application Entry & Submission
Start a New Grant Application
Assigning Users to Application
Grant Application Entry
Validate Application for errors
Printing of Grant Application
Submit Application
Email Confirmation
Application Status

Grant Entry & Submission - Summary
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EGrAMS

Questions?

Application Entry Questions



Copyright © 2004 HTC Global Services, Inc.

67

EGrAMS

 To update / edit user profile information, click ‘click here’ link on Welcome 
page

Editing your User Profile - 1
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EGrAMS

 System displays your user profile information
 Edit required information
 Click on ‘OK’ to save information

Editing your User Profile - 2

 You cannot change Password, Role & Parent Agency
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EGrAMS

 System displays the agency information screen
 Select ‘Change’ mode, Click on ‘Find’
 Edit the desired information

• You cannot change Federal Identification Number (FEIN)
 Click on ‘OK’ to save your changed information 

Editing information in your Agency Profile

 Administration -> Agency Information
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EGrAMS

• To change your EGrAMS password
• Home  EGrAMS Login, Click on 

“Forgot Password”
 The system will display the Forgot Password 

screen
 After you enter your user name, the system 

will display
• Your security questions that you registered 

with your user profile
• Enter the answer to your security questions
• Enter your new password and retype 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
• Try again OR call your System 

Administrator to reset your password

Accessing EGrAMS

 You may use the Forgot Password option, if
 Your password has expired
 The system warns you that your password will expire in ‘x’ number of days
 You want to change your password but cannot remember your old password 
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EGrAMS

• To change your EGrAMS
password

• Home  EGrAMS Login, Click on 
“Change Password”
 The system will display the change 

password screen 
• Enter your user name and old 

password
• Enter your new password and 

retype  new password to confirm
• Click on ‘OK’ to save your new 

password 
 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

Changing your Password

 You may change your password, if 
 Your password has expired
 The system warns you that your password will expire in ‘5’ number of days
 Your choice, passwords cannot be changed  again for a minimum of ‘3’ days
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Questions?

Application Entry Questions


