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1. Setting Up Your New eCivis Account

1.1. My Account Information page

When you initially log into eCivis Grants Network, you will be taken to the “My Account
Information” page. Here, you can change your Account Email Address, Password, User
Profile Selections, and Contact Information:

My Account Information

Please review each item below and modify or enter any appropriate information

Bold * items are required

User Account Identification User Profile 3

My grant related responsibilities include (check all
User Name:  mopsal@ecivis com

that apply):
Email :  mopsal@ecivis.com Management
Click to change password. @ Managing Grant [ Coordinating Grant
= Activity
User Role:  Organization MAH
Pre-Award Activities
User Groups:  Activity Report Approval Team, Award Acceptance Team, Award Team,
Final Award Approval Team, Grant Approval Group, Grant Ofice [ Defining Projects  [¢] Researching Granls
. . . [ Writing Grant [ Preparing Budgets
# I have reviewed and accept the terms of the License Agreement’ S -
[ Managing Grant [ Preparing
Funded Projects ProjectiActivity Reports

User Contact Information 4 Post-Award Activities

[[] PreparingBudgels [y Managi nt
Funded Projects

First Name *: | Marc Address *: | 418 N. Fair Oaks
[[] Managing Financial ~ [1] Preparing
. Transactions Project/Activity Reports
Last Name *: ' Opsal Address:
(] Preparing Financial 7] Providing Single Audit
X Reports Support
Title | csss City ™ | Pasadena
Other
state™ | oA | zipCode™ | 91103 Please describe your funding needs:
Phone " | 626-578-6206 Ext.:
2
Department *: Community D Economic D Fire, Grants istration Office, Health and 150 Characters Left

Human Services, Housing, IT, Library, Parks and Recreation, Police/Snerifi, Pubc Works

You can also see to which user groups you are assigned, and which departments you are
assigned on this page:
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User Account Identification

User Name:  mopsal@ecivis.com

Email ™ mopsal@ecivis.com

Click to change password.

or\e: Organization MAH

User Groups:  Activity Report Approval Team, Award Team, Award Team,
Final Award Approval Team, Grant Approval Group, Grant Office

¥ Ihave reviewed and accept the terms of the License Agreement”.

User Contact Information

FirstName *: | Marc Address *: | 413N Fair Oaks
Last Name ™: | Opsal Address:
Title ™: | cssS City™: | pasadena
State ":  CA Y ZipCode™: | 91103

6"9 *: | 626-578-6206 Ext.:

Department “: Community Development, Economic Development, Fire, Grants Administration Office, Health and
Human Services, Housing, IT, Library, Parks and Recreation, Police/Sheriff, Pubic Works

After you have confirmed that information on the My Account Information page, and edited
any fields you wish to edit, click the checkbox that reads “I have verified my contact
information to be current and accurate.” You may also check or uncheck the “I do not wish to
receive promotional materials” box at this time:

Fleasze verify your account information, make any changes, and check here before saving your settings:
|#/ 1have verified my contact information to be current and accurate.”

On occasion, eCivis sends out special promotions, discounts or other information on eCivis products and services. If you do not wish to receive
these items, please click below. This does not affect your daily or weekly grants notices from Grants Network.

|#| | do not wish to receive promotional materials.

Save ) Cancel }

1.2. My Preferences Page

When you click “Save” on the My Account Information section, you will automatically be
taken to the My Preference page. This page allows you to personalize the way your Grants
Network account appears, and how you receive information.

The Display Preferences section determines how many grants you will see listed when you
perform a Grant search in the Grants Database within Grants Network. Use the drop-down
menu to make your preference selection:
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My Preferences

Take full advantage of Grants Network by setting your preferences below.

Display Preferences

Grant Lisfings per Page:

Email Preferences

The Email Preferences section allows you to determine how often you wish to receive various
types of email messages from your eCivis Grants Network account. Click the radio buttons
beside each email type to determine if you want to receive the emails daily, weekly, or not at
all:

Email Preferences

New Grants [ Updates Email: ) MNone = Weeldy

Samd Grants Ema || .................................... Non& ............................................. \Neemy .........
Searm p.gem Ema” .............................. o Da ||y ........................................................
TaSkS Ema” ................................................... Non& .................................. \Neemy .........

- New Grants / Updates Email: This email will inform you of any new grants or grant
updates that enter the eCivis Grants Database.

- Saved Grants Email: This email alerts you if an update has been made to a grant you
have saved (eg: a due date has changed, or the contact information has been updated).

- Search Agent Email: This email informs you if any new grants have been added to the
eCivis Grants Database that match your saved search agent filters.

- Tasks Email: This email sends you an email if you are assigned a task in Grants Network,
and/or if you have any overdue tasks that have yet to be completed.

- Routed Grant Updates Email: This email informed you if a grant has been sent to you by
another users for review. When this occurs, a review task is created for you to ensure
that you see a grant that another user thinks may be relevant to the project(s) you are
currently trying to  fund.
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Once you have selected your preferences above, click “Save.” This will take you back to the
eCivis Grants Network Homepage, which will be the first page you see going forward
whenever you log into Grants Network.
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2. Setting Up Your Funds for Solicitation

The purpose of this first step is to locate or create the source of funding for the solicitation and not
the solicitation itself. For instance the source of funding could be a Federal grant where you are
acting as the pass-through agency (read Setting up a Grant Fund below). Or it could be General Fund
dollars from a special tax, etc (see Setting Up Your Non-Grant Fund below). It can even be a mix of
funds that include each of fund type. In which case, these sources and can be blended and braided
yet delineated to the dollar in your Subrecipient Management tool. That is why the first step of any
program solicitation is to create and enable your funding in eCivis for solicitation.

2.1. Setting up a Grant Fund
Grant funds that are to be solicited for application must first be set up as an award in eCivis

from the position of being a grantee. This begins with setting up your grant funding source in
a project.

NOTE: If the source of funds is a Grant program that has not yet been saved to a project,
continue to Locating Your Grant in the Research Database. If the Grant has already been
saved to a project and advanced to the Grant Awarded stage, continue to Creating a New
Program.

2.2.1. Locating Your Grant in the Research Database

1) Select the Research button on the top left side of the home page and locate
your grant using keywords or a CFDA number for Federal grants

ello Ryan Baird, \ License is provided by /
i n: tools for grants su :a Home Grant Management Grant Research Kno

Research ) Tracking & Reporting
Find Grants Manage Grants

Organization Activity Summary View Organization Dashboard »

Open Applications Applications Funding Post Award
Projecis Due Submitted Awarded Reporis Due

3 0 1 13 2
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Search For Grants

Search by Keyword Search Agent My Search Agents »

See help popup for advanced search syntax. &) Run an existing search agent. &)

‘ ‘ & Existing Search Agents M

AND/OR

Additional Search Criteria + open

\ Find Grants Now! }

2) Your grant results will appear as a list with the following headers:

Search Results
Res! 25 of 64 (0.006 second 4123 |»
GN e Actual
Cod.

Score e Grant Title Agency Funds Due Date
100.00 US15913  Comprehensive Opioid Recovery Centers US DHHS 51,900,000  03M17/2020 @ @
{CORC) - FY 2020
99.06 US15686  Improving Management of Opioids and Opioid US DHHS Unspecified  02/20/2020 Q %
Use Disorder (OUD) in Older Adulis (R18) - FY
2020

1. Score: A score eCivis gives grants based on how well they match your
search criteria.

N

Grant Title: Title of the grant

NOTE: If you hover over the grant title, you will see a preview of the grant
information that will help you make a decision about whether the
program details match your grant that you are trying to enter:

Score . Code Grant Title Agency

100,00 US16131B  Opioid Affected Youth Initiative (Part B): Opioid  US DoJ
Affected Youth Initiative Technical Assistance -
FY 2018

y N
Opioid Affected Youth Initiative (Part B): Opioid Affected Youth

Initiative Technical Assistance - FY 2018

Agency:  U.S. Department of Justice

Office: Office of Justice Programs (OJP) Office of Juvenile Justice and
Delinguency Prevention (OJJDP)

Due Date:  08/02/2018 (Application)

95.0¢  Engible Consortia; Non Profits; Private Sector; Tribal
Applicants: Organizations/Institutions

Max Award 51,010,253

95.0¢

9502 size:
Match Recommended
95 03 Required:

Match Type: Unspecified

Summary:

93. ﬁd _.to support the development and implementation of an effective, data-driven,
coordinated response that addresses the abuse of opioids and provides
services to improve public safety and outcomes for children, youth, and their
families impacted by the opioid crisis. Funding will be provided for the following
program compoenents: (Part A): Implementing Data-Driven Sirategies and
Programs...

e oo

Customer Success | 418 N. Fair Oaks Ave., Ste. 301| Pasadena, CA | (877) 232-4847 | support@ecivis.com



Page |

3. GN Code: A unique code given to each grant in the eCivis Grants
Database by eCivis. The following prefixes indicate different types of
grants:

- US: Federal grant
- FD: Foundation
- State Abbreviation (eg: CA, WA, NY, etc): State grant

4. Agency: What agency created the grant solicitation.
5. Actual Funds: The amount of funds available from the grant.
6. Due Date: Grant application due date
3) If you wish to edit any of the search criteria and perform another search, you

can do so by clicking into the fields to the left of your grant search results,
and clicking “Apply Filter":

Categories »
GN

Grant Type and | Score «  Code Grant Tit
Agency 10000 US16131B  Opioid Af
o Affected®
Other Criteria » FY 2018
9791 US16636G Compreh
Apply Filter Program_
Respons

9510 FD18917 Institute f

4) The following search criteria will appear:

Additional Search Griteria

categories (|

o

Justice, Victims

[l

velopment
Preparedness

ic Prep./Homeland Securi

Z

ooEoo®

onomic Development

oooooDOoODOO®

o
®
o

Justice,
revention/Correction/Rehab

E

Leave unchecked to search all categories, of refine your search by checking up to fve. &

Grant Type and Agency

) Al ® SpecityType ) Include Organizational Funding [ Include Archived Grants

Due Date: e Matching: e

A v Include All

Geo-Filter: ¥ &
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1. Categories: All grants that are in the eCivis Grants Database are
categorized for easy search.

2. Grant Type: Select any or all types of grants that you want to search (eg:
If you are looking specifically for Federal grants, select “Federal” in the
available menu).

3. Agency: When you select the grant type, the Agency menu will show you
additional agencies within each grant type (eg: You can search for only
grants offered by the U.S. Department of Health and Human Services
within Federal grants).

NOTE: If you click the “Include Organizational Funding” box...

If you click the “Include Archived Grants” box, your grant results will
include grants that have not been updated in recent years, and grants that
have newer versions available (eg: 2019 vs. 2020).

4. Eligibility: Select the types of grants for which you are eligible.

NOTE: you are a local government organization, but you are working with
a Native American Tribe, you are eligible for Native American Tribe
grants. This is the case with all multi-organization projects; they are
eligible for all grant types of all organization parties.

5. Due Date: Designates the due date of the grants you want to appear in
your search results. You can click “Geo Filter” to filter out grants that you
are not eligible based on state/organization location.

6. Matching: Allows you to filter for grants that include matching funds,
don't have matching fund requirements, grants where matching funds are
recommended.

5) After you have set all of your search filters, click “Find Grants Now" again to
view your results:

Consortia
Mative American Tribe

Find Grants Now! }
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2.2.2. Entering a Grant Not Found in Research
If you ever wish to add funding from a grant that cannot be found in the eCivis Grants
Database, you can do so using the following steps:

1. From the Grant Research Tab, select “Organization Funding.”

Home Grant Management Grant Research Repo!

Searcl for Grants
My Se: rch Agents
My Sav :d Grants

My Grar | Review Tasks

My Rece it Updates

MNew Grar ts/Updates
Search PF A Library
Organization Funding

Allocation Sources

2. Using the Search bar above the table, if you can find a previous fiscal year of
the grant you wish to set up, then click the “Duplicate” icon under the Actions
column to save time on set up. Skip to Saving/Assigning Grant Fund to a
Project if so. If you do not find a previous year, continue with the following

E ‘ = Minimize

c Organization Funding List View: All Funding Sources R

v records per page Search: cancer socief]

ving 1to 1 of 1 records « Previous 1 Next —
Funding
de” Funding Title Fiscal Year  Type Total Funds App Due  Actions
T
)07 Regional Cancer Society Grant Program 2016 Competitive $1,000,000 Unknown [ 2 @D

a. Confirm that you wish to duplicate this grant:

Confirmation Required X

Are you sure you want to duplicate grant: Regional Cancer Society
Grant Program?

Yes ) No )
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b. Update the fiscal year, title, and any other outdated details:

Duplicate Organizat "
2013
2014
Select Funding Process [PY¥S _
2016
@ Competitive Funding | 2017
2018
2019
2020
Funding Identification 2021 - n
2022
Funding Title *: @ 2023 D
2024
2025 T
2026
v
Fiscal Year *: El | M
2016 v
Funding Type i Foundation A7
. [ ",
c. Click “Save™
Attach Files: gl
Save ) Cancel )

d. You will now see the duplicate grant in your Public Organization
Funding list:
Public Organization Funding List View. < Minmc=

10 v |recerds per page Search;
Showing 1 to 10 of 11 records + Previous 1 2 Next —
Funding
GN Code”  Funding Title Fiscal Year  Type Total Funds. App Due Actions
‘ORGO013 | Tri-State Opioid Defense Grant 2021 2021 Competitive §1,250,000 = Unknown @ & Q Q B |
‘ORGO012  Tri-State Opioid Defense Grant 2020 Competitive §1,000,000 Unknown @ & Q Q B

3. To start your grant from a blank template, click the “Add Org Funding” button:

Home | My Saved Granis | Crganization Funding

Organization Funging

This feature allows you j# add, track, and manage funding opportunities that may not be in eCivis' database.

@ Add Org Funding | | Show Archived Org Funding
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4. Select whether the funding type you are adding is Competitive or Non-
Competitive:

Add Organization Funding

Select Funding Process

() Competitive Funding () Non-Competitive Funding

5. If you select “Competitive Funding,” the following Funding Identification and
Application/Financial fields will appear. Be sure to fill out all required fields:

Funding Identification

Application/Financial

Funding Title *: i ‘ Due Date Type ™: Verifed
4 Application Due ™ =
130 Characters Left
Fiscal Year ™ 2020 . Total Funds ™
Funding Type *: . Matching Required *:
Grantor * Match Type =
FAIN

CFDA Number:

Organization 1D:

Grant Contact

5000 Characters Left

NOTE: If you select “Non-Competitive Funding,” the Application/Financial
section above will look like this:

Application/Financial

Total Funds *:

This is the only difference in the fields that appear after you select
“Competitive Funding” or “Non-Competitive Funding.”

6. After you fill out the Funding Identification and Application/Financial fields,
continue to the Summary section. This section is not required, but
recommended. This way, you can be certain where the funds come from, and
their intended purpose:

Customer Success | 418 N. Fair Oaks Ave., Ste. 301| Pasadena, CA | (877) 232-4847 | support@ecivis.com



Page |

Summary

Give a brief overview of the aciivities supported by the funding opportunity as described in the funding announcement

5000 Characters Left

7. Select the Categories and Eligible recipients of your funding.

NOTE: This process of creating funding in your eCivis Grants Network
account is very similar to the process eCivis uses to add grants into the Grant
Database:

Categories

[ Agricuture [J  Health, Prevention/Treatment [ Rurallssues

[ Animal Welfare [ Health, Research [ SciencelTechnology

[ Arts & Culture. O Housing O senior Citizens

[ Community Development [ Human Services [ Social Justice

[ Disaster Preparedness [ ITiTelecommunications O Solid Waste

[J  Domestic Prep /Homeland Security [  Justice, Prevention/Correction/Rehab [J  Tourism and Hospitality
[ Economic Development [ Justice, Victims [ Training & Vocational Services
[ Education [ Justice, Youth [J Transportation

O Energy [ Law Enforcement [ wastewater

[ Environment/Natural Resources [ Libraries [0 water Supply/Guality
O FireiEMs ) Parks & Recreation

[ Hazardous Waste/Brownfields [ Recycling & Reuse

Eligibility

O Local Government O Non Profits [ state Government

O Academic Institutions O Other [ Tribal Organizations/Institutions
O Consortia O Private Sector

] Native American Tribe [ Schools/School Districts

8. If the funding you are adding has a website, you can add that URL in the
‘Reference URL" field. Immediately under the Reference URL field is a place
where you can add any accompanying documents to your funding (eg:
NOFAs, news articles, etc).

Reference URL:

Enter the granting agency’s website for future reference. For example, hitp//..

Aftach Files: il

9. When you have added all of the information for your funding, click “Save.”

10. You will be taken to the Organization Funding page, where your new funding
source will be listed under "Public Organization Funding.”

Note: Your funding source will automatically be given a GN code beginning

with the prefix “ORG” (or a custom prefix) + a number corresponding with how
many funds have been set up in Organization Funding to date:
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Organization Funding

This feature allows you to add, track, and manage funding opportunities that may not be in eCivis' database.

@ Ada Org Funding | Show Archived Org Funding

Public Organization Funding List View All Funding Sources v

10 ¥ records perpage Search

Showing 1 to 10 of 10 recol « Previous 1 Next —

Funding
GN Code™  Funding Title Fiscal Year  Type Total Funds App Due Actions

ORG0012 | Tri-State Opioid Defense Grant 2020 Competifive $1,000,000 = Unknown @B & B @

11. To the far right of your newly-added funding source, you will see five icons:

Funding
GN Code ¥ Funding Title Fiscal Year Type Total Funds Al \ \

ORG0012 Tri-State Opioid Defense Grant 2020 Competitive §1,008 Mm_'@ yﬁ Q ﬁ

1. Save/Assign Grant: Save the grant to a specific project, or to the
unassigned saved grants section of Grants Network. For more detailed
information about the Save/Assign Grant process, see section 5.7.1 of
this user guide.

2. Edit Grant Information: Change fundamental information about the grant
such as Title, Fiscal Year, and more.

3. Delete Grant: Delete the grant.

4. Archive Grant: Archive the grant for later use. This is helpful if the grant is
not yet ready to be used, but will be in the future.

5. Duplicate Grant: Make a copy of an existing grant.

2.2. Saving/Assigning a Grant Fund to a Project

Whether in the Research tool or Organization Funding page, the grant fund is then assigned
to a department and project using the “Save/Assign” button. The project dashboard allows
you to manage all aspects of your grant agreement with your Funding Agency and the
solicitation you create will draw funds from this project.

1) Click on the Floppy Disk “Save/Assign” icon to save the grant to a project:
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a. Example from “Grant Research”:

Search Results

Results 1 - 25 of 1569 (0.014 seconds) 4/1234567..6263|»

GN Actual
Score «  Code Grant Title Agency, Funds Due Date
100.00 ORO0228 Manuiactured Dwelling Parks - FY 2018 OR HCS Unspecified Rolling B
98.14 US6329 Federal Lands to Parks Program - FY 2019 US Interior Unspecified Unknown Q Iy
96.15  NCD047 Parks and Recreation Trust Fund (FARTF)-FY  NC Other Unspecified  04/01/2019 Q @
2019 (Multiple)
OR 17 arnidd Parkc and Rarrastinn Navalanmant Fund ar NeRT I Inenacifiad 1inknnum =

b. Example from the “Organization Funding” page:

Public Organization Funding List View: All Funding Sources v ‘

10 v | records per page Search: libra

Showing 1 to 2 of 2 records « Previous 1
Funding
iN Code ” Funding Title Fiscal Year  Type Total Funds App Due  Actions
)RG0010  Library Technology Grant 2019 Competitive $10,000,000  Unknown &
YRG0009 Library Technology Grant 2018 Competitive $10,000,000  Unknown @ b}

2) Select “Assign grant to a new project”:
Save/Assign Grant

() Assign grant to an existing project

I ) Assign grant to a new project

) Save as unassignad

Cancel }

3) On the "Assign Grant to New Project” form, complete the fields (fields with red
asterisks are required), beginning with the project dashboard details:

Assign Grant to New Project x
A
Department Community Development v ‘
Project *: ‘ Community Development Block Grant - FY2020 ]
Project Lead *: Aaron Burr ™
Project Type *: (@ Non-Construction  (T) Construction
Internal Project ID: A123-45
Internal Project Name: CDBG
Project Summary *: ‘
1500 Characters Left
2. Select Funding Status v

Customer Success | 418 N. Fair Oaks Ave., Ste. 301| Pasadena, CA | (877) 232-4847 | support@ecivis.com



Page |

1. Department: Select the project department from the drop-down menu.

2. Project: Name the project after the grant title and add any important
naming conventions like the program fiscal year.

3. Project Lead: Select a program manager or other departmental authority
from the drop-down list of department members.

4. Project Type: Indicate if the project is a Construction or Non-Construction
project.

5. Internal Project ID: This field is not required and not typically filled on
pass-through funds. If your financial system is integrated with eCivis, this
field helps route expenditures made against this grant account to display
in this project for reporting purposes.

6. Internal Project Name: This field accompanies the Internal Project ID to
provide the account name or nomenclature used to name this grant

4) Select “No” for your answer to “Is an application required for this grant?” And Select
the Grant Status:

2. Select Funding Status

Is an application required for this grant? *: O Yes @ No

3. Select Grant Status

Grant Status *: Grant Awarded v

Select Grant Status

Under Consideration

Award Projected
Grant Awarded

4. Complete Status F¢

5) Fill'in the required details of your grant award marked with red asterisks.
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6) If there is a match required, enter the Cash and/or In-Kind Amounts:

4. Complete Status Form

© Projected Award $ *: 850,000.00 2=]

Have you received your @ Yes O No
grant award notification?*

Internal Grant ID:
Internal Grant Name:

Do you consider this a @ Yes O No
competitive grant? *:

Award Notification *: 11/02/2020 =

) Awarded $ *: 851,500.00

7) Select any Grant Tags that apply to your grant:

Grant Tags:

All Organization Tags Selected Organization Tags
Cross-Departmental Collaboration »
Domestic Violence Grants
Match Required
Threshold Below 250k »
4
4«
2 Notes:

500 Characters Left

8) Be sure to mark the grant as “Pass-Through Funding” and NOT as “available for
allocation to sub-projects”:

5. Allocation Option

Are awarded funds to be No Yes
available for use as pass- O @
through funding? *

Amount to earmark for 851,500.00
pass-through funding *:

Are awarded funds to be No O Yes
available for Allocation to
sub-projects? *

9) Upload any award notice or award agreement files by clicking the folder button:

Upload Files

D Attach Files: |
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10) Click “Save.”

11) You will now have a Project Dashboard devoted to this grant and can proceed to
build your program to draw from these funds.

NOTE: For more information on managing your grant as a grantee with project
dashboard tools, refer to the Grantee Pre-Award and Grantee Post-Award User

Manuals.
Project Dashboard: Community Development Block Grant (CDBG) - FY2020

Department: Community Development

Data Integration Options Project Options
Overview Grant Lifecycle Goals & Metrics Budgets Contracts & Accounts Spending
Active Grants |, &) Project Team o7 (@
ORG0016 Community D¢ 1t Block Grant U. Grant (Department ... Department Dir...
Lead
Stage: Grant Awarded Awarded: $851,500.00 * Match: $0.00 (Lead)
G. Washington CSR

Available Actions

O 1 would like to access details of this grant

O 1 would like to request an account setup

O | am ready to schedule my report

O This grant does not require a report

O | have received a grant adjustment notice and need to amend my grant agreement
| am ready to close this grant

O 1 would like to view/manage my contract & account details

O | would like to create/manage goals and metrics for this grant

O | would like to create/manage a budget for this grant

*These funds have been made available for pass-through funding.

Pending Tasks Completed Tasks Approval Histol

2.3. Setting Up Your Non-Grant Fund

Non-grant funds such as tax-based, general funds, or donations are entered into and
managed within the Funding Sources page, an Organization-wide funding list that serves as
an alternative to setting up a project.

NOTE: This page is only manageable by Organization Master Account Holders (OMAH). If you
are a Department Master Account Holder (DMAH) or Departmental (Dept) Staff, you may
communicate with an OMAH to set up your fund and add your name to the users who can
use this fund in solicitations.
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1) Under the Administration menu, select Funding Sources:

Reports Administration

My Account

My Preferences
Organization Preferences
Organization Library
Funding Sources
Account Manager

Group Manager

2) Search and review previous entries to ensure you will not create a duplicative entry.
You can expand the number of listings per page as needed:

Organization Funding Sources

@ Add Funding Source

Organization Funding Sources

7 8

10 v | records per page Search:
Showing 1 to 7 of 7 records «— Previous 1 Next —

Title o Total Fundinp Funding Remainirp Solicitations Fundeﬂ Allocation Permmeg Ac!ion@
Planning and Community Development $1,200,000.00 $1,200,000.00 0 Yes & o]
General Fund FY2020
Homeland Security Formula Grant $930,000.00 $0.00 1 Yes &
Revolving Loan Fund $1,000,000.00 $700,000.00 4 Yes y

St.lahne HHS Proaram Funds 1 500 000 00 000 1 Yas -

The sections of the page are as follows:
1. Title of Funding Source.
2. Total initial amount of the funding source.

3. Funding remaining after deducting pass-through amounts used in
solicitations.

4. Number of solicitations that utilize funds from this source.

5. Allocation Permission: Whether funds are allowed to be used for program
solicitations.

6. Take an action on the fund and edit it's details and permissions.

7. Expand the number of records shown on one page to reduce the need for
page flipping.

8. Search existing funding sources by keyword to view/edit.
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. Add a new Funding Source.

3) If you have not already created your fund, click “Add Funding Source” in the upper left

corner.

4) Enter the

following fields pictured below:

Organization Funding Source Add

Organization Funding Source

1.

2
3
4

5.

Account Title *: y Development General Fund FY2020 o

Internal Reference ID: GF-12-34-567

Account Total *: $1,200,000.00

Permit Program AIIocatione

Title of account to display system-wide.
. Anidentification number used internal to refer to this fund.
. Total amount to be available in this account.

. Enable or Restrict this fund from allocation to program solicitations.

e Selected Users:
=

»» | [Kailee Adams (twolters@gmail.com) 2

pmen
Gommunity Development_Capital Projects (ajtorres25@hotmail.com) <
Economic Development Ulysses Grant (Department Director)

Education (atorres@ecivis.com) «
Fire Department

Notes: G

8000 Characters Left

Save ? Cancel )

Select users who will be allowed to manage this fund and use it within
program solicitations. When editing a solicitation, the approved users will
see this fund as an option to fund their solicitations.

Leave any important notes with regards to this fund.

Click “Save.”
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3. Creating a New Program

Once you have your grant fund set up in a project or, if another type of fund, in your Organization’s
Funding Sources page, you may proceed to create your public solicitation.

1) Under the Grants Management menu, select Subrecipient Management

Grant Management

Project Dashboard
Project Search

My Projects

Project Calendar

Create Project
Organization Documents

Subrecipient Management

2) You will be taken to the Subrecipient Management Program Dashboard where all
solicitations are managed from conception to publishing, awarding, and closing. You can
search and review previous entries to ensure you will not create a duplicative entry. The

Program Dashboard contains the following elements:
Program Dashboard

Add New Program Public Solicitations Listing Page

Search:
Your Pending Approval Tasks
Program Project Org Name Created Date * Task Type Action

Electric Bus Fleet Implementation Clean Bus, Clean City 08/05/2019 Activity Report Approval Visit Program

1. Add New Program: This button will launch a new solicitation draft.

2. Public Solicitations Listing Page: This will take you to view your organization-wide
listing of public programs which are stored in a single webpage. This webpage
can then be shared or embedded in an existing webpage such as your
organization’'s website. With each new solicitation, you will set a preference for
that solicitation to be excluded from this page or not.

3. Your Pending Approval Tasks: A table of your personal pending tasks on all
programs.

Show 25 ’t‘ entries
Search:

Program Solicitations e

Department Title Status 4 Total Funding Actions

Economic Development Rural Business Development Draft $1,800,000.00 Actions
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4. Program Solicitations: A table of all program solicitations where you can perform
any necessary actions from the actions column. You can search existing
programs before creating a new one.

3) Click "“Add New Program” and fill the required details:

Create New Program

) Please enter a name for your new program:

Community Development Block Grant

PP case select a department:

Community Development A

Program Setup Tip:

The information provided here assists applicants who are seeking out funding assistance. This
information will be visible publicly if the "Public" radio button is checked.

isting:
@® Public
O Private

4
Create Program

1. The name of your new program which will display both internally within eCivis and
externally to applicants.

2. Set the solicitation to Public or Private:

Public will place your program on the Public Solicitations page. This page
is a linked listings webpage created by eCivis that you can promote for
potential applicants to view your available programs.

Private will not place your program on the Public Solicitations page and will
restrain your solicitation sharing to just individual program links

3. Click “Create Program.”
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4. Editing Your Solicitation Details

Editing your solicitation begins with the Program Detail Page. The Program Detail Page is where all
information pertaining to a publicly or privately solicited program is stored, including specific
program solicitation information, award amounts, sub-award information, pending and completed
tasks as well as reports.

To access (or create) your solicitations in eCivis Grants Network:

1) hover over the Grant Management tab, and click on “Subrecipient Management”:

Home Grant Management

Project Dashboard
Project Search

My Projects

Project Calendar

Creale Project
Organization Docu nenis

Subrecipient Management

2) From this page, you can Add a New Program (Program Solicitation), or view your Public
Solicitations Listing Page:

Home [ Program Dashboard

Program Dashboard

Add New Program Public Sclicitations Listing Page

3) You can also view any Pending Approval Tasks, such as Financial Report approvals, on this
page. This is a function of the Grantor Post-Award phase, but it is viewable here:

Your Pending Approval Tasks

Program Project Org Name Award 1D Created Date® Task Type Action
Electric Bus Fleet Clean Bus, Clean City 08/05/2019 Activity Report Visit
Implementation Approval Program
Cyber Terrorism Prevention Cyber Terrorism DEMO Proj Org 123 ABC123 08192019 Financial Report Visit
Program Approval Program
Cyber Terrorism Prevention Cyber Terrorism DEMO Proj Org 123 ABC123 10/21.2019 Financial Report Visit
Program Approval Program
Cyber Terrorism Prevention Cyber Terrorism DEMO Proj Org 123 ABC123 117142019 Amendment Visit
Program Approval Program
Community Development Downtown Housing Rehabilitation City of A123- 02132020 Financial Report Visit
Block Grant Project Springfield 45 Approval Program

Showing 1 to 5 of 5 entries
Previous Hext
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4) You can also view your existing Program Solicitations at the bottom of this page:

v

Show| 25 entries

Search:

Program Solicitations e e 6
Department 0 Title 9 Status 4 Total Funding Actions

Economic Development Rural Business Development Draft 51,800,000.00 Actions

1. Department: The department from where your solicitation funds originate.

2. Title: The title of your program solicitation. You can click on this to access more
program solicitation details.

3. Status: The status of your program solicitation (Draft, Published, etc.).
4. Total Funding: The amount of funds available for your program solicitation.

5. Actions: Opens up a menu of available actions with the program solicitation:

Actions

Actions
View detail
Edit Salicitation
Create App Workspace

Delete

The options in the Actions drop-down menu include:

- View detail: This option will bring you to the Program Details page above to
manage all aspects of this program.

- Edit Solicitation: This option will bring you to the Edit Solicitation page to view/edit
the details which are informational and instructive to prospective applicants.

- Create App Workspace: This option is used to submit your solicitation draft when
finished editing it. This will result in the creation of a Zengine workspace which is the
system used to customize application forms and review scoring forms as well as to
manage your reviewer process and award recommendations.

- Delete: This will remove this program permanently from eCivis.
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4.1. Program Detail Page
1) To view the details of a program solicitation you have created, scroll down to the

bottom of the Program Dashboard page, locate the program you wish to view, and
click on the Title:

v

Show| 25 entries

Search
Program Solicitations

Department Title Status 4 Total Funding Actions

Economic Development Rural Business Development Draft £1,300,000.00 Actions
Police Department Test Draft 50.00 Actions
Human Services Childheod Development - Social & Ecol ic Development Siralegies Published $3,000,000.00 Actions
Community Development Community Development Block Grant Published £951,500.00 Actions

2) This will take you to the Program Detail page.

3) The top section provides specific information about the funding department, amount
of available funds, and application period:

Program Detail
Community Development Block Grant

Department: Community Development
Total Funding: $951,500.00
Application Period: 01/01/2020 - 03/15/2020

4) The Award Recommendation Approvals section shows pending approvals for
applicants who have been recommended to receive funds by the reviewer team, but
have not yet received final approval to be granted funds:

Award Recommendation Approval
Project Org Name A Award Approved Links Action

Housing Praject for Altadena City of Altadena $39,000.00 Award Package | Application | Budget Retum For Changes (=]

Showing 1 to 1 of 1 entries

Reload | Approve Reject

5) The Pending Awards section shows the status of all pending award
recommendations:

Pending Awards
Project Org Name Recommendation Status & Current Approver Action

Project B City of A Recommendation Pending MiA Create
Recommendation

Housing Project for City of Pending Recommendation Ulysses Grant {Department Director). George
Altadena Altadena Approval ‘Washington
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4.2. Edit Solicitation

Editing the details of your solicitation program in eCivis Grants Network is simple.

1) Click the "Edit Solicitation” button on the Program Detail page of the program

solicitation you wish to edit:
Program Detail
Community Development Block Grant

Department: Community Development
Total Funding: $951,500.00
Application Period: 01/01/202(L88M5/2020

Edit Solicitation “§ Preview Application & | Bt Solicitation Listing &' | Application Workspace &'

2) Complete each section which will provide details and instruction for prospective
applicants and will manage the system features used in your solicitation. Each
section heading is marked with a red “X" indicating that it is incomplete. The icon will

change into a green checkmark when completed and saved:
Solicitation Edit

XK =Incomplete ¢ = Completed

B Sy PR

NOTE: You can also access this page from the Actions menu on the Program
Dashboard page by selecting “Edit Solicitation”:

Program Solicitations

Department Title Status 4 Total Funding Actions
Economic D Rural Business D: Draft 51,800,000.00 Actions
Palice Depariment Test Draft 50.00 Actions
Human Services Childhood D: - Social & Economic D Strategies Published £3,000.000.00 Actions
Communit ity D Communit ify D Block Grant Published 5951,500.00 Actions
iew detai
Police Department Cyber Terrorism Prevention Program Published s
it Solicitation
Education Distance Education - Insular Areas FY 2021 Published 51,289,183.31 | Preview Applicati

4.2.1. Edit Solicitation — Overview Tab
The first step in editing a solicitation is editing the Overview Tab. If this tab is
missing required information, it will have a red X on it:

e S QLR
Si i

Step10f8  *=Required for Section Completion

© Title™ | Community Development Block Grant m 0 ummary.
2} Bsouce @ @ @ B I U = := <E
Application Start & —
Date:
Application end® =
Date:
0@
CFDA:
Reference URL:
4
Listing Avaitabilty- @
@ Public @ Use the tabs to complete the solicitaton. Make sure fo cick Save when making changes,
O Private
Save ) Done )
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Title: The program name that was set up initially and which will be visible to
applicants.

Application Start Date: This date indicates when applications can be
accessed in eCivis portal to begin drafting a submission. There will be no
“‘Apply” button on the solicitation announcement page until this date.

Application End Date: This date indicates the end the application period and
the “Apply” button will disappear applications can be accessed in eCivis
portal to begin drafting a submission.

ID: Indicate any alphanumerical identifier used to identify this program
externally and internally.

CFDA: Indicate the Code of Federal Domestic Assistance (CFDA) number for
your federal funding source.

Reference URL: Provide viewers a link to another informational webpage.

Listing Availability: Manage your initial preference for setting this program to
public or private. (Remember: selecting public will place this program on your
Public Solicitation Listings page).

Summary: Build your detailed summary about this program and its purpose
using the text formatting tools as needed. A blue status bar below the
summary box will measure how close you are to reaching the maximum
character limit.

Click “Save” to mark this section complete. Then click the “Eligibility” or any
other section heading you wish to edit next.
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4.2.2. Edit Solicitation — Eligibility Tab

o Step20of 8 * = Required for Section Completion
Eligible Applicants: * eEligibMity Notes:™
Local Government Other r P S _
0 |Bsouce | @ @ @ B I U= := g” ‘
[] Academic Institutions [ Private Sector
[] Consortia [[] schoolsischool Districts - _ ) 3 A
Eligible applicants are entitlement communities that are:
[[] Native American Tribe [] state Government
D Non Profits  Principal cities of Metropolitan Statistical Areas
(MSAs)
« Other metropolitan cities with a population of at least
50,000

« Qualified urban counties with a population of at least
200,000 (excluding the population of entitlement
cities) v
body p 4

a )

(@ Use the tabs to complete the solicitation. Make sure to click Save when making changes.

save ) Done )

1) Select who is eligible to apply for your program solicitation by checking the
applicable box(s).

2) Add any notes about eligibility of applicants in the Eligibility Notes sections.
You can use the buttons on top to format this text however you like. This
includes adding HTML formatting.

Step20f8  * = Reguired for Section Completion
Eligibility Mofes:*

[ Source | (& B I U = = '|!||- |

Eligible applicants are entitlement communities that are:

» Principal cities of Metropolitan Statistical Areas (MSAs)
» Other metropolitan cities with a population of at least

4.2.3. Edit Solicitation — Financial Tab

of oF Step30of8  * = Required for Section Completion
otal Funding $0.00:* inancial Notes:*

No data available in table ‘ IBSouroe @@ @ B I U|iE =& ‘EH@ . 1

Assign Default Payment Allocation Add Funding Source |

eDisplay the total funding amount on the external solicitation page:
@ Ys O No

aAalching Required?:*

QO Yes

O No

(O Recommended

q body p 4
ward Amount: (min) (max) ( )

(@ Use the tabs to complete the solicitation. Make sure to click Save when making changes.
e Number of Awards:

Save ) Done )
eAverage Award Size:
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1) Start by making a selection in the Total Funding section.

Click “Add Funding Source” to add funds from a grant or grants to fund this

program solicitation:
Total Funding $0.00:*

No data available in table

N\

Assign Default Payment Allocation \Add Funding Source

Select either Organizational Funding Source or Pass-Through Funding
Source:

Choose Funding Type:™

Please Select ¥

Flease Select
Organizational Funding Source
Pass-Through Fundin
a 8 Close }

Based on your selection, click the drop-down menu beneath Select Funding
Source, and choose a fund or grant from which to allocate funds:

Choose Funding Type:™

Organizational Funding ¥

Select Funding Source:™
Select Funding Source v

Selzct Funding Source '
EPA Research Fund

Green Initiatives Fund

Homeland Security Formula Grant

Human Services General Fund

Planning and Community Development General Fund FY2020
Revolving Loan Fund

5t Johns HHS Program Funds

Based on the fund or grant that you choose, you will see the Total Available

funds. Type in the amount of the available funds you wish to allocate to this

program solicitation in the Total Allocation field, and click “Save Funding”:
Total Available:™

Total Allocation:™
F80,000.00

Save Funding ) Close )

Once you have added all of your funding sources, you can click “Assign
Default Payment Allocation.” This button will open a menu that lets you
define the default payment for each program funding source:
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[
Assign Default Payment Allocation Add Funding Source

Funding Source Default Payment Spread x

Pleass enter a percentage for default payment from each program funding source. This information is used to default payment amounts
from each fund on the payment screen when paying against a reimbursement request on a financial report.

10 | % ORG0016 Community Development Block Grant {$851,500.00) Federal

Planning and Community Development General Fund FY2020

© % ($100,000.00) Non-Federal

* Note - You do not have to default 100% of your program funding sources.

Save ) Cancel }

Select the Yes or No buttons to indicate if the Total Funding Amount will
display on the final solicitation page:

Display the total funding amount on the exiernal solicitation page:
® Yes (O No

Select the Yes, No, or Recommended button to indicate whether there is a
match required from Subrecipients to qualify for your program funds:

Enter the range of the available award amount (optional) that will display to
prospective applicants. This includes a minimum and maximum amount:

Award Amount | g5 500 g {(min} | 250.000.00 (max)

Indicate the Number of Awards available:

Mumber of Awards: 10

Indicate the Average Award Size that will be displayed on your solicitation:

Average Award Size: 100.000.00 &

In the Financial Notes section, include details about the financial aspect and
requirements upon subrecipients using the text formatting tools as needed. A
blue status bar below the summary box will measure how close you are to
reaching the maximum character limit:
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RO — ¢ gt e e e s e g

Financial Notes:*

Bsowce| @ @ @ B I U

=« %= a]

Applicants seeking grants must establish a revolving loan fund, and
provide an amount equal to at least 20 percent of the grant amount. This
contribution may not be provided using other federal grants unless
permitted by law. Applicants seeking loans, or the ultimate recipient of
the loan, must provide at least 20 percent of the loan amount.

The provision of supplemental funds beyond 50 percent of the award
amount will result in additional points being added during the evaluation.

NOTE: You may use the buttons above the text field to format your text.

4.2 4. Edit Solicitation — Contact Tab

Step4of8  *=Required for Section Completion

Agency/Department:  Community Development @ Contact Notes:*
ofree: @ [Bsowce | @ & @B 7 U= =)+ |[® =
Program Contact:*

[J Program Contact & Application Address are the

same.
Application Address:* 4

(@ Use the tabs to complete the solicitation. Make sure to dlick Save when making changes.
Save ) Done )

1) Office: Include the name of the office issuing the solicitation.

2) Program Contact: Include contact details for the person applicants should
contact with questions about the solicitation.

3) Application Address: Include the address of the office receiving applications
digitally or physically (in cases where physical supplemental materials are
required from applicants).

NOTE: Check the checkbox between the Program Contact and Application
Address fields if the address and contact info are the same:

[ Program Contact & Application Address are the
same.

4) Contact Notes: Include details about the use of the given contacts using the
text formatting tools as needed. A blue status bar below the summary box
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will measure how close you are to reaching the maximum character limit.

5) Click “Save” to mark this section complete.

4.2.5. Edit Solicitation — Files Tab

Sty Flles % Approvel

oCurrent Files
’;FA: /-] NOFA

(79.9Kb) @
Add File )
Application Submission Notes:
Bsource | @ @ @ B I U= := = iE
S
To receive funding through this program, applicants must A

have a current and approved Consolidated Plan. A
complete Consolidated Plan must be submitted every
three to five years, and certain components must be
submitted annually. The plan or required components

e Step50f8  * = Required for Section Completion
File Notes:

Rsouce | @ @ @ B I U | = =

,‘

The NOFA file contains general program information. The Guide file
contains additional program information. Portions of the code of federal
regulations (CER) pertaining to this program are included as the
ProgramRule file. Additional program-related resources are available

online at www.hudexchange.info/cdbg-entitlement.

body p 4

- )

(@ Use the tabs to complete the solicitation. Make sure to click Save when making changes.

should be submitted at least 45 days before the start of the
applicant's program year, but not before November 15, or Save ) Done )
later than August 15, of the federal fiscal year for which the
grant funds are appropriated. For FY 2019, the deadline

for submission is v
body p 4

1) Current Files: Where you will add all supplementary documents that
applicants may need to understand and apply for your solicitation.

Click “Add File” to add documents:

Current Files

(343.0 Kb) [

MNOFA: /=] US0106 NOFA FY2020

=== Add File }

Click the drop-down menu below File Label to select the type of file you are
adding:

File Label : *

MOFA
Application

Budget
Guide
FAC
Other
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Click “Choose File" to select the file you wish to add. After you have selected
your file, click “Upload File" to save.

NOTE: If you added a file by mistake, you can remove it by clicking the trash
can icon beside the file in the Current Files section:

Current Filas

NOFA: -] US0106 NOFA FY2020 (343.0 T

2) Application Submission Notes: Include details about how to apply, what to
include, and anything else you need to communicate to applicants. Use the
text formatting tools as needed and a blue status bar below the summary box
will measure how close you are to reaching the maximum character limit.

3) File Notes: Include details about the use of the included files using the text
formatting tools as needed. A blue status bar below the summary box will
measure how close you are to reaching the maximum character limit.

NOTE: You may use the buttons above the text field to format your text.

4) Click "Save” to mark this section complete. Then, click the next section or any
other section heading you wish to edit next.

4.2.6. Edit Solicitation — Review Tab

Step6of 8  * = Required for Section Completion

2ase enter review committee members:
eReview notes may be used to provide instructions to your customer service
o X . representative that will help them in igning the ication and submissi
Review Committee process for your solicitation. Once you have marked your solicitation
complete, your customer service representative will follow up within one
business day to confirm your program details. These notes will not appear to
Ulysses Grant  donotreply@ecivis.com jof applicants.
. B @ @ 1= e= JE ‘
Add Reviewer ) ‘ Souce @ @ @ B I U |J= = 4E ‘ ‘
| would like reviewers to receive an email alert when a new application is
submitted.
body p 4
(@) Use the tabs to complete the solicitation. Make sure to click Save when making changes.
Save ) Done )
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1)

3)

Add your Review Committee members by clicking “Add Reviewer":

Please enter review committee members:

Review Committee N\
|;hn Smith I-:wulterstorﬁ@eciu% jm|

Add Reviewer )

This will open a pop-up where you can add the First Name, Last Name, and
Email Address of the reviewer:

Add Reviewer x
First Name:*
0
Last Name:*
Email-*
Add Reviewer } Close )

Click “Add Reviewer” to continue.

NOTE: You can remove a reviewer by clicking the trash can icon beside their
name in the Review Committee section:

Review Committes “'-\

|;hn Smith  kwolterstorff@ecivis.com jm|

Review Notes: Notes in this section will alert eCivis service and support of
any special requests you have for your application review process.

For example: You may request that certain listed reviewers be alerted
whenever a new application is submitted.

NOTE: You may use the buttons above the text field to format your text.

Click “Save" to mark this section complete.
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4.2.7. Edit Solicitation — Submission Tab
In the Submission Tab, you will manage important settings for your submission and
subrecipient portal. This section is NOT visible in your external solicitation page.

Halbly Submission % s

Step 7 of 8 * = Required for Section Completion
G’rimary Workspace Email:* e
Submission notes may be used to provide instructions to your customer
service representative that will help them in designing the application and
submission process for your solicitation. Once you have marked your
solicitation complete, your customer service representative will follow up within
one business day to confirm your program details. These notes will not appear

The primary workspace email will receive an invitation to the administration
workspace to manage the solicitation process. Additional emails may be
added within the administration workspace.

email@ecivis.com to applicants.
eAccept multiple applications per user:* Psouce | @ @ G| B I U= =& | = |
® Yes O No
Note: Once a solicitation has been published, this selection may not be I would like the solicitation draft to be published on January 1. The
changed. application deadline should end at 11:59 pm PST on March 15th/
eiudget Development:*

Would you like your applicants to create a budget within the eCivis Portal?
This will also be used to track spending during post award.

® Yes O No

Note: Once a solicitation has been published, the budget may not be
changed. body p A

| )

() Use the tabs to complete the solicitation. Make sure to click Save when making changes.

SF-424A Non-Construction A4

Track program income with Finance Reports
O Additive Save ) Done )
@ Subtractive
O Apply to match

5
Permit allowable 10% budget adj 1t without award modi

Send me notification when an allowable budget modification has been performed

1) Primary Workspace Email: Enter an email for the primary program
administrator to be the first one set up in your Zengine workspace where
application forms are built and submissions managed.

2) Accept Multiple Applications Per User: Select whether you want to allow
applicants to submit more than one application on this program for multiple
projects.

3) Budget Development: It is recommended that you use the budget tool in your
application rather than leaving applicants to upload a budget spreadsheet.
Doing so will allow you to include the applicant’s final budget details in their
award acceptance packet and to track spending against this budget.

Select “Yes," if you will include Budget Development

If you have selected “Yes,” you will need to select the desired budget template
that applicants will use to submit their budget proposals:
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@ Yes (O No

Note: Once a solicitation has been pubi
changed.

SF-4244 Simplified ¥

SF-4244 Simplified

Training Demo Standardized
SF-4244 Mon-Censtruction
SF-424C Construction

=

4) Track program income with Finance Reports: Selecting this checkbox will add

a program income field to the financial reports that subrecipients submit.
Select whether their program income should be tracked as additive to their
award, subtractive to their award, or applied to their match.

Permit allowable 10% budget adjustment without award modification: When
checked, you can check the second box to enable a notification when a
budget adjustment is made below the 10% threshold. If this option is left
unchecked, then subrecipients will not be permitted to adjust their budget by
even the smallest amount without submitting an accompanying grant
amendment request.

Submission Notes: Notes in this section will alert eCivis support of any
special requests you have for your submission process. You will at least want
to leave notes indicating:

- At what exact time you wish the application deadline to take effect and no
longer receive applications. (Be sure you have indicated any such time in your
Application Submission Notes section of the Files tab.

- If your program Listing Availability is set to Private, you may indicate if you
would like your program to be published and ready to share as soon as it is
set up by eCivis support. Otherwise, you will be responsible for alerting eCivis
support by email when you have finished making any edits to your application
form and are ready for the solicitation to be published.

- Any other team member (names and emails) to include on your Zengine
program workspace for managing this application process.

NOTE: You may use the buttons above the text field to format your text.

7) Click "Save” to mark this section complete.
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4.2.8. Edit Solicitation — Goals Tab
In the Goals tab you can enter the goals you have for your program. These goals will
be included in the application and post-award process:

by Goals

Step80of9  “ = Required for Section Completion

Please enter the goals you have for this program. These goals will be included in the application and post award process

Search:
Add New Goal }
Goal 4 Target Actions
Add new business downtown 500 Edit Geal | Delete Goal
10 v records per page «— Previous 1 Next —

(@) Use the taos to compite the solicitztan. Make sure 1o click Save when making changas.

Save } Done }

1) Click “Add New Goal" button to add a goal.
2) Add Goal Title.

3) Add Target Amount.

4) Click “Save.”

5) Under Actions, you can Edit Goal or Delete Goal.
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4.2.9. Edit Solicitation — Approval Tab

In the Approval tab, you will define an approval workflow for crucial task events in
your program lifecycle including any documents the subrecipient will need to
complete the award acceptance process. Click the pencil icon next to each Task
Type to define a workflow.

Step§of8  * = Required for Section Completion

Please define an approval workflow for each of the tasks below™
Award Files may be optionally added. These would include common program
documents that the subrecipient needs to complete the award process. The
Task Type Workflow files included here will be included in the award task. You will also be able to
#ward Recommendation Approval @ Sequential : add subrecipient specific files when creating the award.
5
Final Award Approval @ Standard y Award Files
Grant Amendment roval Standard S
Aoo © & ’;data available in table
Grant Amendment Approval with Finance @ Standard &
Financial Report Approval @ Standard & Add File )
Activity Report Approval @ Standard &

@ IUze the 1abs to complets the solicitation. Make sure to click Save when making changes.

Save ) Done }

1) Click the pencil icon beside the Task Type you wish to configure. This will
open a pop-up:

Define a workflow for the Award Recommendation Approval Task
Approval Type:™

0 Standard @ @ Sequential @
Designated for Approval:*

User
Choose a user that will be designated as approver

@ User Group
Choose a user group that will be designated for approval. The group is based off Approval Type selected above.

Awsrd Accapiance Approval Group ¥

Save ) Close )

2) Select your Approval Type by clicking the corresponding button.
Standard is used for individual approvers and for Standard groups which

notify all group members simultaneously and require that any one of the
members respond to the approval request.
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Sequential is used only for groups, and specifically for Sequential groups
which move from one approver to the next in a sequence that is indicated in
the Group Manager settings.

If you selected “Standard,” you will need to designate an approver. This can
be either a specific User, or a User Group.

For a single User approver, click the button beside “User,” and select the

Department and the User Name:
Designated for Approval:™

®  User
Choose a user that will be designated as approver

Budget & Finance ¥

Candy Panera ¥

For a User Group, click the button beside “User Group,” and select the User
Group:
®  User Group

Choose a user group that will be designated for approval. The group is based off Approval Type selected above.

Approval to Apply - GMO ¥

Click Save to continue.

Proceed through each Task Type by clicking each pencil icon, and repeating
the steps above. Each Task Type is described in detail below:

- Award Recommendation Approval: Triggers when an award
recommendation is created in Zengine and then award details are requested
for internal approval within your Subrecipient Management dashboard. The
applicant is not notified of their award offer until the final approval is given on
this request.

- Final Award Approval: Triggers when an award has been accepted by an
applicant. This is the final approval before the award is considered awarded.

- Grant Amendment Approval: Triggers when a subrecipient requests a grant
amendment.

- Grant Amendment Approval with Finance: Triggers when a subrecipient
requests a grant amendment containing a financial change.

- Financial Report Approval: Triggers when a Financial Report has been
submitted by the subrecipient. When defining the workflow for a submitted
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report, additional options are available to indicate:

Instructions on how the subrecipient should complete their report and what
to include in the way of notes, attachments, etc:

Instructions:

I@Source [-E‘ [ [@ B I ! =

3=

The Frequency of assigned Financial Report Tasks. Select the intervals, due
dates, and the reporting period start and end:

Define an optional frequency for the Financial Report Task @

Frequency: Monthly v
Interval:* Every 3 months v
on* (O Aday of the month

Select Day 2

@ The last day of the month

Starting:* 03/31/2020 =

Until: 12/31/2020 =

Save )

- Activity Report Approval: Triggers when an Activity Report has been
submitted by the subrecipient.

6) To add documents for subrecipients to complete during the award process,
click “Add File” in the Award Files section and upload a file:

Award Files
’;data available in table

Add File )

NOTE: You can delete files you have added by clicking the red trash can icon:
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Award Files \
’; Grant Awarded 11.1 Kb T

Add File )

7) Click “Done” to complete the Solicitation edits:

Make sure to click Save when wnges.

Save ) Done )

4.3. Create Your Application Workspace

Once your solicitation editing is complete, you are ready to create an application workspace
within Zengine. This begins by submitting your solicitation to eCivis and awaiting an invite to
your new workspace.

1) On the Program Dashboard, locate your program title and click the Actions button to
the right of your program.

2) Select “Create App Workspace™:

Is 4 Total Funding Actions

ift $951,500.00 Actions

View detail

ift $1,800,000.08

Edit Solicitation

ift $0.00 Create App Workspace

slished $3,000,000.00

3) Select “Yes” if you are ready to submit and confirm the budget setting and template
you have selected:

Attention!
Are you sure you want to create an application workspace for this program? Once this action has
completed, the budget template may not be changed

| No, Cancel |

4) Your program will be marked as “Under Review” until it is configured in Zengine by
eCivis Support, and until the date/time you have requested that your solicitation
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officially publish:

3rant $951,5(
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5. Finalizing Your Application and Review Forms

5.1. Accessing the Workspace

1) Once you have selected to Create an Application Workspace, the Primary Workspace
Owner indicated in the solicitation will receive a confirmation email of the solicitation

details:
eCivis Support <support@ecivis.com>

|So|icitation Under Reviewl

orres

sroblems with how this message is displayed, click here to view it in a web browser.

Py
@eClVls

George,

Thank you for completing the details of your solicitation and moving it to “Under Review” status. Here is a

brief summary of your submitted information:

Title: Community Development Block Grant

Description:

The purpose of this program is to support the development of viable urban

communities by funding entitled cities and counties to provide decent housing,

a suitahle livina envirnnment and exnanded economic onnortunities which aive

2) When the Primary Workspace Owner receives their invitation to the workspace, they
will click to accept the invitation. Once they have accepted the invitation to the
application workspace, they can review and edit the application form, review form,
and add additional users to the workspace:

Wed 10/9/2019 5:50 PM

se+1@ecivis.com <web@zenginehq.com>

You have been invited to join the workspace "Children's Justice Act Program" on Zengine
To Training

@ |f there are problems with how this message is displayed, click here to view it in a web browser.

& zengine

se+1@ecivis.com has invited you to join the workspace Children's Justice
Act Program on Zengine.

Hey Zengine user, ready to expand your horizons?
By accefing this invitation you will be brought directly to the Zengine home

screen after signing in to the application, and can then access this new
workspace.

Accept Invitation to Join Zengine Workspace

Learn more about Zengine or contact us with any questions at 1-215-600-1729
or support@zenginehg.com and we can assist you. Thank you.

3) Log into Zengine if you have an account. If you do not, then enter your email and click
continue to create a new account:
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Welcome!

Sign in to accept your invitation to join the
workspace Community Development Block
Grant.

Email

OR

G Sign in with Google

OR

You've been invited to a
workspace, but need to create an
account first.

Provide us with some information below and you'll have access
to the workspace a Zengine member has shared.

Email
test@ecivis.com

Password

© Must contain at least one lowercase letter
© Must contain at least one uppercase letter
Must contain one number
Must be between 8-32 characters
© Must not be an email address

Confirm Password

New Workspace

Community Development Block Grant

5) You will be taken into the workspace Data page where you can edit your forms and
view submitted applications, budgets, and reviews among other submission data.
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These forms include:

Community Development Block Grant v [l wm € ¢ 0O B =8 W B Market

Appliacations Reviews Revieewers Denials E
+Add Application v n View: Submissions By Folder ~ | profileLink v Search

Sorry, but there are currently no

Search Forms ’

Profile

To add an application, click on the 4 Add Application ~ APplicants
@ Budget

If you need to modify your forms, click on the 4 |

_

Application form

>

Review form
3. Reviewers Assigned

4. Budget Submissions

5.2. Adding Additional Users to the Workspace
1) Click the Settings gear icon:

Settings & Tools

y 2w}

2) Click on the “Members” tile:

i\L\

issions Members
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3) Click the “+Invite Members” button:

£« Settings & 100Is Workspace Members

+ Invite Members

This workspace has 2 members. You can have a maximum of 50 members per workspace.

atarres@erivic com

4) Fill out the Invite New Members to this Workspace form:

2 Invite New Members to this Workspace

Email

test@ecivis.com

Separate each person you would like to invite by a comma or a new line.
You can invite 47 more members to this workspace.

Message

If you'd like, you can add a personal message to your invitation.

Pick the Role for the Person(s) being Invited

You can choose from a variety of standard roles for invitees that give them different permissions to view, edit,
or delete workspace data. Once members accept your invitation, you can customize their roles.

Choose one...| | v

Choose one...

Administrator

Full Member e

Editor

1. Enter the email of the invitee(s).

2. Assign the level of view/edit permissions you wish to assign to this individual.

3. Click Send Invite and they will receive an invite to join the workspace and to
create a Zengine account if they have not already done so.

5) When finished, return to the workspace Data page by clicking the Data icon:

rkspace Members
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5.3. Editing Your Application Form Content

1) From the Data page, ensure that you are viewing the Applications tab:

y Development Block Grant » =
ausev ) Applications Rev
htion v n View: Submissior

On the top-right corner of the Applications table, click the Form Tools button and
select “Edit Form”:

] 1

Viarketplace

LS

sh Q = # Form Tools

Import
Export All
Export Current View

ntly no records in this workspace.

ation button in the top left corner or import a .csv file.

thn € Eawvnma Taale hiittAn in tha tAn richt ~fArnAr

Prior to publishing your solicitation you can add custom help text and optional or
mandatory file uploads. Help text will appear to the applicant directly above the field
and can be used to general describe the purpose of the field.

NOTE: Do not edit any of the fields with the “Linked from” (chain link icon) label such
as the “Profile” field.

NOTE: Do not delete any of the required fields displaying a red asterisk (*) that are
part of the default fields in your application.
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3) Select the “Edit" button for the desired field:

Fields Settings

i * Profile
¢ Linked Form RENGt 2 &

Short Name: profileLink

= Text® * Application/Project Title Wt ® &
= * - A

] Text Box Project Goals and Objectives —., FEdt = 8
=1 Text Box * Scone of Work P Erit v &

4) Select “See advanced options” and enter desired text in the “Help text” box:
5] Textpox * Project Goals and Objectives = &

Paragraph Input fields allow a user to enter text on multiple lines.

[ Required

E. See advanced options

5) Enter text in the "Help text” box:

Advanced Options

Short Name

If you have 3 long label you can create a short version for enfumn headings; dropdown fields and repors

Default Value

new record. I field rules are set for this field,

This will automatically be set it iis fiald when creating &
the default value will be setwhen a hidden field is shown for the first time.

Help Text

Desailed instructions for this field

6) Use the "Validation Options” to set character or word count limitations:

Validation Options

Maximum Length

Mamumamount ot characters user is allowed to input when filling in this field

KAnimum Amount of Words

Minimum amount of words user is allowed to input when filling in this field

Iaxirmum Amount of Words

Maximum amount of words user is allowed to input when filling in this fisld
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7) New fields can be added through the panel on the right-hand side called "Drag and
Drop Fields." As the name implies, fields are adding through dragging the chosen
field over to the form builder on the left and dropping it in the spot you would like this
field to appear on the form.

The following is an explanation of each form field type:

Drag and Drop Fields

Input Felds
] Text

[E5] Text Box

= Dropdown
E,f Checkbox
:= Radio Button
#£ Number

I File Upload

¢ Linked Form

1 Members

Display Fields
H Heading

& Presentational Text

Specialty Fields
! Calculation

BB Summary

- Text: Allows for input of a short amount of text, typically one line, such as name,
email address, or phone number.

- Text Box: Allows for input of a longer amount of text, such as an address or a short
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essay.

- Dropdown: Allows for a user to select from a pre-determined list of options
presented as a dropdown. Settings can allow users to be able to select just one or
multiple options.

- Checkbox: Allows for a user to select from a pre-determined list of options
presented as checkboxes. Users can select multiple options.

- Radio Button: Allows for a user to select from a pre-determined list of options
presented as radio buttons. Users can select only one option.

- Number: This field type can be configured to allow for a number with a
predetermined amount of decimal places (such as a GPA) and/or a currency.

- File Upload: Allows for a user to upload documents and media. File types and sizes
can be restricted.

8) For file uploads drag and drop the “File Upload” icon into the desired location on the
application form and rename the field appropriately:

E] TextBox * Sustainabili @Edt x @ = Dickdowy
M checkbox
B Summary Average Sc. @Edt x 8 = Radio Button

4§ Number

@Edt X _-.»n File Upload

I3 File Upload

B Summary # of Awards

B Summary # of Reviews @Edt X &

[ Drag and drop thisfield on to the form to add it

9) To make the file upload required for applications, select the “Edit” button, and check
the “Required” box:

ﬁ File Upload Sustainability Documetation

File upload fields allow a user to upload one file to the form.

= [ recuied

See advanced options

10) You can create rules and conditions for each field using the “Edit Field Rules” button.

For example, you can create a condition where this field only appears if the prior
question was answered with the value “Yes.”

@Edt @& ® &

Edit Field Rules

Click the Add a Rule button, and rule logic options will appear:
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Adding conditional rules allows you to show or hide this field based on another field's response. New fields that are added to a form will not appear in these rules until the form is saved.
Learn more about rules.

Only show this field if this filter matches.

Alv  Of the criteria below @

Field: Condition: Value:
Chooseone... v s v ]

And

11) Help text, file uploads and/or character limitations can be added in the same way as
the Applications tab. Refer to this section for instructions:

Fields  Settings

* Applicati B

@ Linked Form pplication @ Edit E Inp
hort Name: applicationLink —1

=

. Please use the following link to view the application budget. This link will openina ... E
= Texto @Eit @ x 8 ]
¥

- Budget Status ©
= Tex® @Et @ x 8 =
Short Name: budgetstatu Ey

5.4. Creating the Review Form

This form will be used by your assigned reviewers to view and score applications. The form

will typically consist of long-form responses and scoring questions that prompt the reviewer
to enter a numerical value

1) From the Data page, select the Review tab:

.»\Dp!icatio-’l—,. Reviews Reviewers o More -

ion w Search Q &= # Form Tools

ry, but there are currently no records in this workspace.

the 4 Add Review button in the top left corner or import a .csv

F-T

2) Select “Forms Tools” and “Edit Form” to edit the Review form:

Victim Assistance Grant » o P Marketplace : A & © & zengine
Forms we use ) Profile Application Reviews Reviewers Qrore~
Add Review T W | Justification «~ Search Q = —. F Form Tools
—p ETTEE
Sorry, but there are currently no records in this workspace. Import
Export All

Export Current View

NOTE: See section 5.3 for help with adding fields using the drag-and-drop tools as
well as instructions for adding help-text.
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3) To set the weight of a specific numerical field, first indicate clearly in your question
or help text what is the acceptable value range. Then set a minimum and maximum
in the Validation Options section.

4) Click the Edit button on the field:

# Number * Programmatic Narrative _. = Edit E 8

] TextBox Comments @ Edit E &

5) Click “See Advanced Options”:

# Number % Programmatic Narrative

Number fields allow a user to add numbers or currencies to a form. Negative numbers are allowed by default. If you want to prevent
negative numbers, set your minimum value to zero in advanced options.

[ Required

Decimal Places:
! El
Set de | places:
[ set number to currency

#See advanced options

6) Enter minimum and maximum values:

Validation Options

Minimum Value

0

Minimum number value a user is allowed toinpuywhen filling out this fizld.

Maximum Value

10

M=aimiem number value 3 user is allowed to inpuwhen filling owt this fisld.
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6. Publishing Your Solicitation
After you have finalized your Application and Review forms, email support@ecivis.com in the
following format:

Subject: Solicitation Ready to Publish
Body:

- Program Name
- Primary Workspace owner email
- Agency/Department name
- Desired publish date/time*
*by default programs will be published within 3 hours of the request. Only include a

desired published date if it is more than 3 hours

NOTE: You will need to notify eCivis support also if you make any updates to your forms at any time.
Any new form fields will need to be activated to appear on applications.

The eCivis support team will notify you when the solicitation has been published and will provide the
external solicitation link and reviewer portal link. You will also receive a system email notification:
eCivis Support <support@ecivis.com>

Your eCivis program solicitation has been published

Anthony Torres

\ere are problems with how this message is displayed, click here to view it in a web browser.

T
1 eCIVIS

George,

Congratulations, your solicitation has been moved to “Published” status. On your application start

date you can begin receiving applications. Here is a brief summary of your published information:

Title: Community Development Block Grant

Description:

Tha niirnAca Af thie nranram ie ta cilinnart tha Aauvalanmant Af viahla 1irhan

You can always check the status of your program on the Program Dashboard in eCivis. The
solicitation will move the “Published” status in the program list when this is ready:

e e unuTi mevicw ENIVITRTSIVRVY) AL

Childhood Development - Social & Economic Development Strategies Published $3,000,000.00 Actions
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7. Sharing Your Solicitation
7.1. Sharing Your Public Solicitations Listings Page

The Public Solicitations Listings page contains any open programs that are marked “Public”
and can be shared as a department-specific listing or organization-wide listing.

1)

2)

In the Program Dashboard located under the Grant Management menu, return to
Subrecipient Management.

At the top of your page, click the Public Solicitations Listings Page button:
Program Dasq::rd
Add New Program ublic Solicitations Listing Page

Select either a department-wide listings page or organization-wide listings page:

Listing Page

Please select the appropriate listings page:

All Departments -

All Departments

Administration N ]
istings Page Link %
Community Development

Education
Fire Department
Housing

Human Semices

Police Department

Close

Click the Solicitations Listing Page button to visit the page, or click the Copy Listings
Page Link button to copy a link to share:

Please select the appropriate listings page:

Copy Listings Page Link %

All Departments

Public Listing Page:

Solicitations Listing Page &

Public Listing iFrame (for embedding in vour site):

The page will display only open programs. Each program name is a hyperlink to the
specific external solicitation page:
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Programs available for Solicitation

Administration

Solicitation Name: Application Start Date Application End Date
Historic Preservation Trust 1211172016 12/30/2020
Electric Bus Flest Implementation 0115/2019 037152020
Transportation (TEST KW) 01/01/2020 02/07/2020

Community Development

Solicitation Name: Application Start Date Application End Date
Community Development Block Grant 01/01/2020 03/15/2020

Education

6) Toembed the listings page in an existing webpage, typically for your organization's
website, use the iFrame link provided. You can access this by clicking the Copy
Hosted Listings Link (iFrame) button:

. - - |

Public Listing iFrame (for embedding in your site):

Copy Hosted Listings Link (iFrame) %

7.2. Reviewing and Sharing an External Solicitation Page
You should receive the link to your solicitation by email from eCivis but you can follow the
steps below to access this page at any time

1) Inthe Program Solicitations table, find the name of your program, and click the
Actions button:

uuuuuuuuuu =1 unuT! REvIcw NIV PRVVVEVY ALuun

Human Services Childhood Development - Social & Economic Development Sirategies Published $3.000,000.00

2) Click “View Detail":

Actions

Edit Solicitation

Preview Application

Artinng
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3) Inthe Program Detail Page, click the Ext. Solicitation Listing button:

Program Detail
Community Development Block Grant

Department: Community Development
Total Funding: $951,500.00
Application Period: 01/01/2020 - 03/15/2020

Edit Solicitation | Preview Application & | Ext. Solicitation Listing 2 | Application Workspace &'

4) Review your solicitation by clicking through all tabs to ensure all details are correct:

1D: ABC-123 Summary:

Title: Community Development Block Grant

The purpose

5) Copy and paste the URL that displays in your browser. This is the same link that is
shared with you when eCivis support completes publishing your solicitation:

H & eCivis - Grants Network X

s hitps://gn.ecvis.com/GO/gn_redir/T/1y0jckdezviemf W E|

6) Applicants will click the Apply button to open Portal and begin their entry. When your
application end date arrives, this button will disappear:

Community Development Block Grant

«Applv/
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8. Monitoring the Application Process

Once you are logged into your application workspace, click on the Data tab to see the status of all of
your applications. The Data tab contains dynamic feedback of each application from the early stages

of draft, under review, awarded, etc. It also provides you will relevant data captured in each of those
stages:

o ¥ M F @ 4 B B 4 OB

Appiications Reviews Feviewers Deniais O rior=-

T W VewSubmssonsByFoicer - | profielink v Sesrch a

Grouped by:

I. Ll
& [Dran steoastre st
ail cogt
&
rester] @ecivis com & | Single Family Home Refabi... Ryan Baird tester] @ecivis com
sales@ecivis com & |Ventura Hillside Rehabilitat... Harvey Wilso sales@ecivis com

8.1. Re-Opening an Application to Draft Status

1) From the Data tab you will see the status of all of your applications. You can change
the view of your table by selecting “View: Submissions by Folder.”

Select the submitted application that you want to move back into a draft status:
BrFor - Applications Reviews Reviewers Danials O ticre~ [

View: Submissions By Folder » [ | profilelink a =
Foider profileLink projectTitie
4 Draft
- @
<
@
4_Under Review
Under Review tester] @ecivis com & | Single Family Home Rehabi... Ryan Baird tester] @ecivis.com
4 Recommend Award
# | Recommend Award sales@ecivis com & Ventura Hillside Rehabilitat._ Harvey Wilson sales@ecivis.com

2) The current status of the application will be in the upper right corner of the
application form. Click on the status button and select “Draft” from the dropdown
menu, and click the Save button at bottom left of the application form:

Single Family Home Rehabilit

rem—

Customer Success | 418 N. Fair Oaks Ave., Ste. 301| Pasadena, CA | (877) 232-4847 | support@ecivis.com



Page |
59

8.2. Running Ad Hoc Reports on Application Data

1) From the Data tab you will see the status of all of you applications. You can filter
what applications and applications data will be displayed in the table through two

filters:

profileLink projectTitle aft Profile - fname Profile - Iname Profile - email

4 Under Review
# Under Review tester] @ecivis.com & | Single Family Home Rehabi... Ryan Baird tester] @ecivis.com

4 Recommend Award

#  Recommend Award sales@ecivis.com & Ventura Hillside Rehabilitat._. Harvey Wilson sales@ecivis. com

2) The firstis the Filter icon:

‘ [} Forms we use v\> Applicatic

+Add Application T Il

This tool allows you to use conditional rules to filter data captured in the application
form as well as the application status and some profile information:

x

Y Filter for select records matching..

Al v ofthe criteria below @

Freld: Condition: value:

Choose one... v is vl (]

3) The second is the Show/Hide Columns icon:

| I} Forms we use v\) Applications
+Add Application T I

This tool allows you to select any data points captured during the application process
which include data fields from the profile form and subsequent scoring data once the
application has been reviewed. Columns can be moved and data sorted even as

| View: Submis:
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6. Collaborative Elements and

‘ Proflle - company Profile - fname projectTitle Program Specific Criteria #4 4.Scope of Work 5. Project Timeline

Draft Jay County of Jay Youth Employ...  Have youth shadow the cou... The youth will meet two tim... We will have three cohorts ... We will work with the Fire, 5... Wel

4 Under Review
4 Under Review Subrecipient Inc. Jason Youth Employment Education  Employ youth to combat rec... Contract staffto teach dlasse... 24 week program ta hire, re... School district, local municip... The

Under Review Government Crganization  David Community Disaster Releif Test Test Test Test

4) You can then select to export your current table view or all available data points
available in the Show/Tool. Data will export to a .CSV file format:

oBG-Competitve CM < & M F @ ¢ B B L & M - Marketplace & zengine
[ Forms we use ~ Applications Reviews
o

View: Submissions By Folder = | profilelink v Search Q = F FormTaols

Edit Form

Import
----------------------------------------------------------------- Export All

4 Draft

& 7 == 2

@
“ g @
A | E | c | o | E | F | G

1 |Folder - Name Project Title Program Specific Crite 4 - Scope Of Waork 5- Project Timeline 6 - Collaborative Elem 7 - Sustainability Plan
2 \Awarded Citywide Educate Yout The County will seek f The County Training ScThe return to the comiln pursuit of better tre Funding will support &
3 |\Aawarded Pazadena FTHE First time home buyer averything! til next year first credit union We will plan with the
1 \Aawarded Mew Treatrment and RiThe County will seek The Rhode |sland Funding will suppart aln pursuit of better  Table 1 shows project:
3 |awarded Pathway to Peace Goal is toidentify the Cops have identified r1 year Sacramento City Coun General Funds have b
5 |\awarded Building Stronger Fam Eliminate Bullying Identify and prevent & months School Staff TED
7 Awarded Jason Portt - Re-Entry 'Test Test Test Test Test
3 Awarded Community Wide Youth Outreach Hawe youth shadow thThe youth will meet tv\We will have three col We will work with the
3 \Awarded County Youth Program The County will seek  Funding will support aln pursuit of better tre Table 1 shows project
0 |Draft
1 Draft County of Jay Youth Er Have youth shadow thThe youth will meet  We will have three colWe will work with the We launched the pilot
2 |Under Review Youth Employment Ed Employ youth to comk Contract staff to teach 24 week program to hi School district, local mThe local municipality
3 |Under Review Community Disaster Releif Test Test Test Test
4 |Under Review Cammunity Disaster R Test Test Test Test Test

8.3. Printing Applications and Associated Documents
You have a print option available for every application form and any associated documents
linked to the application.

1) From the Data tab you will see all of you applications. Select the application that you
want to print. In the upper right corner of the application form select the printer icon:

Community Disaster Releif = underren. m [
Profile
- 2
reguired
1. Application/Project Title
Community Disaster Releif recuired
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2) You will see a print preview. Click the Print button to continue:

Community Wide Youth Outreach

Profile : gdavid.shea@gmail com

1. Application/Project Title : Community Wide Youth Outreach
2. Program/Project Congressional District (check all that apply) :
5

3. Program/Project Legislative District (check all that apply) :

9

4. Scope of Work : Have youth shadow the county fire department and sheriff's
departmert to learn on-the-job ekille and employment ekille within the county structure

5. Project Timeline : The youth will meet two times per week for 8 houre per day urder
the direction of the Fire department and Sheriff Department. They will learn eoft ekills,
how the county worke, and youth empowermant, too. They will aleo go on field trips to
get real-life expsrience of each department

6. Collaborative Elements and Partners : Wa will have thres cohorts within a year for
the spring, summer and fall. We will take the winter off to reconvene and evaluate the
program. Eaoh cohort will conist of up to 35 youth

7. Sustainability Plan : We wil work with the Fire, Sherif, Probation, Board of
Supervieors, Parks and Rec, and Worklorce Development departments to get this
completed

8. Evaluation Plan : Wa launched the pilct program and it worked. We will madal eur

Hide unanswered fislds Closs

8.4. Contacting Your Applicants in Zengine

1) From the Data tool in your workspace click the Email icon:

) Forms we ) spplications  First Round of Reviews Reviewers wards Qe [+
PRl | v@  Clearfilers m | View: Submissions By Folder »  The view has changed. Save view or v Search Q # Form Tools

Grouped by:

Program Specific Criterla #4 4. Scope of Work

Draft County of Jay Youth Employ... | Have youth shadow the cou... The youth will meet two tim... We will have three cohorts .. We will work with the Fire, S... We launched the pilot prog..

4 Under Review

€ Under Review Youth Emplayment Education  Emplay youth to combat rec... Contract staffto teach classe... 24 week ire, re... istrct, local municip...| The local municipality wants...
4 Awarded
Awarded Pasadena FTHE Firsttime home buyers everything! il next year first credit union We will plan with the credit ..
@ Awrded New Treatment and Resocial... The County will seek future .. The Rhode Island Training Sc... Funding wil support approx... In pursuit of better treatmen... Table 1 shows projected ad...
Awarded Pathwizy to Peace Goal is to identify the main ... Cops have identified main o... 1 year Sacramento City Council, Pa... General Funds have been m.

2) This form will allow you to select and filter recipients and also allow you to pull data
fields in from their profile and application form:

Who should receive this email?
© comrar

e  Filter Recipients

From Name Y
Reply To
Send To Recipients @

subject Hlnsert Field + e

goy B T

+Insert Field = e
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9. Assigning Reviewers to Submissions
9.1. Reviewer Portal URL

When you email support@ecivis.com to publish your grant program, you will be notified when
it is available and also sent the link to access the reviewer portal.

Example: https.//webportalapp.com/portal/applications_example

Once you have added your reviewers and assigned applications appropriately, this link can be
distributed to the reviewers to begin the review process.

9.2. Adding/Editing Application Reviewers
1) Reviewers will automatically be transferred from the Review tab in Grants Network:
Solicitation Edit

Step 6 of7 * = Require

Flease enter review committee members:

Review notes may be used to provide instructions t
. ) representative that will help them in designing the a
Review Committee process for your solicitation. Once you have markec
your customer service representative will follow up

confirm your program details. These notes will not a
David Shea dshea@ecivis.com |
Anthony Torres atorres@ecivis.com g | [ Source @ B I U=
Kelly Young kyoung@ecivis.com i
Add Peter to the workspace. He will be editing t
Add Reviewer } reviewing its appearance to applicants.

2) You can remove a user by selecting the red trash can icon in Grants Network:
Solicitation Edit

StepGof 7 * = Require
Please enfter review committee members:

Raview notes may be used to provide instructions t
i ) reprezentative that will help them in designing the a
Review Committee

process for your solicitation. Once you have market
your customer service representative will follow up v
confirm your program details. These notes will not a
David Shea dshea@ecivis.com E
Anthony Torres  atormes(@ecivis.com i | B Source @/ B I U=
Kelly Young kyoung@ecivis.com o
Add Peter to the workspace. He will be editing ti
Add Reviewer }) reviewing its appearance to applicants.
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9.3. Assigning Applications to Reviewers
1) Log into your Zengine account.

2) Select the workspace title that matches the program title you wish to access:

ces lost Recent N4

o

New Workspace

Community Development Block Grant

3) Select the Reviewers tab:

P Marketplace O' A

ews Reviewers Budg

Q =

4) To assign applications to reviewers, click the Program Manager (flag icon) at the top
of the page:

Environmental Restoration Program = =

1

D formswe use » Applications Profile Applicants Reviewers

=+Agd Application T n View = | profilelink w Search Q =]

Dragat

. profileLink Application/Project Title Project Goals and Objectives Scope of Work

On the following page, click Edit Assignments:

B8 Review

< Reviews m—p = Edit Assignments

5) Assignments can be made by submission, group, or member. Select the method of
assignment in the top left corner:
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[3 Assign by Submission ~ <fm—

[ Assign by Submission

A Assign by Submission Group il
& Assign by Member #ASSIGNMENTS ~  # COMPLETED ~ % COMPLETED ~
W Batch Assign (] o N/A
Standley Creek Sediment Reduction Project 1 1 100%
Underground Storage Tank Program o o N/A
Water Purification 1 o 0%

6) After selecting your assignment method, choose the submission, group, or member
on the left side and the submission, group, or member it will be assigned to on the
right:

& Assign by Member ~

Q Search Members TAl-

MEMBER + )
Baird , Ryan

Baird , Ryan 0 0 NIA

Baird, Ryan 1 1 100% i :

! Brayer , Jason 0 0 N/A Underground Storage Tank Prog]|

Riverside Park Rer  Water Purification

Del Rosario , Edgar 0 0 N/A

9.4. Re-Opening a Review
If a reviewer needs to edit a review that has already been submitted, you can re-open it for
them.

1) Toreopen a review that has already been submitted, go to the Review tab. Select the
review you need to change:
" I - -
01 Forms we use '\ Applications Budgets Reviews WE’S o More =

: m View: Group by Reviewer = Justification ~ Search Q = Please Show ID Column |

Grouped by:  |ESUEVEAR=r ]

Application - 1. 2 e el Have you uploaded your Uplead
Application/Project Title conflict of interest form?

Folder

4_rbaird@ecivis.com

+  Uncategorized Test Project rbaird@ecivis.com Yes |

2) Next, on the top right hand side of the page select Revert to Draft:
5776786 ﬂ Rewert to Draft

& & Uncategori.. mw ﬂ

Have you uploaded your conflict of interest form?

Yes E! required

Is there a conflict of interest on this review?

No EI required
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10. Reviewing Feedback/Scores
There are two primary forms where you can begin reviewing each reviewer's application feedback and
scores.

1) First, select the Review form. This form contains the feedback and category scoring
submitted by the reviewer for each application they were assigned to review.

q@mﬁ o m R K e W

Applications Budgets Reviewers Qo
T n View = | Justification ~ Search Q =

Drag a column header here and drop it to group by that column.
Have you uploaded your Upload conflict of interest | Is there a conflict of interest Can you still objectively Justificatio
conflict of interest form? form on this review? perform this review?

2) The default view is to group reviews by status (not started, in progress, or submitted).

However, you can regroup by application and by reviewer. To change your view click on the
“View" drop-down menu and select the desired view:

+Add Review T m View: By Status = WD w Search Q =

By Application
Total | Programmatic
Score Narrative

Gronpeiby Byt

- R GE I Manage Views submissionLink

.

4 Not Started
« 2
4 |n Progress
) &
4 Submitted
4 Submitted Howard Basin Cleanup & 53 10
+  Submitted Standley Creek Sediment Reduction Project & 31 6

3) The applicant’s total score can be seen in the Total Score column. Use the bar at the bottom
to scroll left and right:

10. Program Specific Criteria
I #3 (Organization Capability) Comments Total Score submissionLink

no previous projects listed, ... 76 Mountain Club Hazardous & Hu

6 No previous project specifi.. 79 Mountain Club Hazardous & | Elli

o on A T s T L e ) e S | a2

The second form to review is the Application form. On the Application form, each applicant’s

average score is included at the bottom of each record. Use the bar at the bottom to scroll
left and right:
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I ForAeres Forpens e

2018 WFHF Sprt Ltrs-OFD.p...  74.14 0 7 0 0.00
PNF Letter of Support.pdf 76.00 (1] 7 0 0.00
69.86 Q 7 0 0.00
Letters of support.pdf 77.86 0 7 0 0.00
58.17 o 3 0 0.00
Letters of Support.pdf 78.00 1] 7 0 0.00

10.1. How to run ad hoc reports on review data

From the Data tab you will see the status of all of you reviewer evaluations. You can filter
What evalua’uon and evaluation data will be displayed in the table through two filters.

Q@ 8 @ 0D @ O B B 8 &

First Round of Reviews Revewers Avards @ iore > [+

m | Theview has changed. You may save as newview. | | | reviewertink v Search a = #Form Tool

typesindividual 0172412019

@
@
o
o
o
o
o
o
o
@

1) Click on the Filter button:

typeindividual 07/02/2019
typesindivid

‘ [} Forms we use v\> Applicatic

+Add Application T Il

This tool allows you to use conditional rules to filter data captured in the evaluation
form as well as the evaluation status and some proflle information.

Y Filter for select records matching...

Al v  ofthe criteria below @
Fielg Condion: vae

Choose one... v is v |l o

And

B3 o

2) Click on the Show/Hide Columns button:

| ) Forms we use v\> Applications

+Add Application T I

View: Submis:
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This tool allows you to select any data points captured during the application and
review/evaluation process which include data fields from the profile form and
subsequent scoring data once the application has been reviewed. Columns can be
moved and data sorted even as needed.

D1 Forms we use v ) Applications First Round of Reviews Reviewers Avards Qwoe~ [+
PURETIETEE] | v | [w | Theviewhas changed. voumay save sz newsiew. | | rviwertink v S al | g #FormTocl

Drag a column header here and drop itto group by that column.

2 3
I o lies &
o o
I o o
o o
T o 3 ]
Shea, Dave o 10 5 75 New Treatment and Resocialz. typesindividual 017242019
o employe fdual
Shea, Dave o 4 0 2 Pesadena FTHE & typeindividual 0710212019
o i @ icual

You can then select to export your current table view or all available data points
available in the Show/Tool. Data will be exported in a .CSV file format, which you can
then report on in whatever format you need to.

< N I (S = T

Ell o v @ D @ o

Applications. First Round of Reviews Reviewers. Awards. Onore~

T m | Theview has changed. You may save as new view. reviewertick v Search Q = # Form Tools

submissionLink

Shea , Dave News Treatment ar 0172472019
A | ] | C | o | E | F | [

1 |Folder - Mame Project Title Program Specific Crite 4 - Scope Of wWork 5- Project Timeline 6 - Collaborative Elem 7 - Sustainahility Plan
2 | Awearded Citywide Educate Yout The County will seek f The County Training St The return to the comiin pursuit of better tre Funding will support =
3 |Awarded Fasadena FTHE First time home buyer everything! til next year first credit union we will plan with the
4 |swarded New Treatment and RiThe County will seek  The Rhode Island Funding will support aln pursuit of better  Tahle 1 shows project
5 |Awarded Pathway to Peace Goal is toidentify the Cops have identified r 1 year Sacramento City Coun General Funds have b
§ | Awarded Building Stronger Fam Eliminate Bullying Identify and prevent k6 months School staff TBD

7 |Awearded Jason Portt - Re-Entry Test Test Test Test Test

3 |Awarded Cormrmunity Wide Youth Outreach Have youth shadow th The youth will meet tvWe will have three colWe will work with the
3 |swarded County Youth Program The County will seek  Funding will support aln pursuit of better tre Table 1 shows project
@ |Draft

1 |Draft County of Jay Youth Er Have youth shadow th The youth will meet  We will have three col We will work with the we launched the pilat
2 |Under Review Youth Employment Ed Employ youth to comk Contract staff to teach 24 week program to hi School district, local mThe local municipality
3 |Under Review Comrmunity Disaster Releif Test Test Test Test

4 |Under Review Community Disaster R Test Test Test Test Test

Contacting Reviewers
From the Data tool in your workspace select the Email icon:

@ @ 0 O 2 B W

[0y Forms we use v) Applications Reviews rofile Revi O ore~
+Add Application > ¢ 1} View: Submissions By Folder = | Award Number ~ Search Q (=]

This form allows you to select and filter recipients, and also allows you to pull data
fields in from their profile and application form:
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Who should receive this emall?

Recipients Form Applications v
Email Field ¥ | This is the field you're using for the email sddress.

¥ Filter Recipients

From Name B
Reply To

SendTo  Recpienis@

Subject +insert Fied -

Body (B I A HEl-EE S EE3F = — &

+Insert Field =

3) You can send an email to all Reviewers by clicking the drop-down menu for
‘Recipients Form," and selecting “Reviewers”:

Recipients Form Applications v

Applications
Emnail Fizld e
Reviewers

Denials

Email Tracker Stats
Applicants

Reviews OLD
Budget

Email Tracker Stats
Email Tracker Stats

From Name

4) Select the email address field for recipients in the “Email Field” drop-down. This is
from where you are taking the email address for your Reviewers:

Ermnail Fizld v
Profile: Email
Profile: 2 Email

NOTE: In most cases, “Profile: Email” will be the correct choice.

5) Add a “From Name,” “Reply To" email address, “Subject,” and “Body” of your email:

From Name Marc Opsal @
Reply To mopsal@ecivis.com

Send To Recipients @

Subject Thank you for your reviews! e R o
Body B I A .A.EEF EEFZEF — &
Hello Reviewers, + Insert Field «

Thank you for your attention in rating and reviewing the applications for this year's grant.

6) If you wish to send your email immediately, click the Send Now button in the lower
right corner:
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@ Schedule Email

However, if you wish to schedule the email to automatically send at a later date
and/or time, click the Schedule Email button.

This will open a pop-up that lets you select a date and time for the email to be sent:

Schedule Email

Scheduled emails are sent within a 2-hour window starting at the date + time set
below. Depending on the volume of emails being sent, their delivery will occur at
some point within that windew. When would you like to send this email?

A~ A
03/0412020 &= LER
v v

Al tmes are in Eastern Time (ET)

Once you have set a date and time, your email will appear in the Scheduled tab until
the date specified arrives. It will then move to the Sent tab while the emails are being
transmitted. This scheduled email will not be sent if the filter results exceed 25,000
emails. Are you sure you want to continue?

“You will ot De @ble to sawe untl you enter = date tme in ihe future.

Save + Continue [EeEGTE]

Fill out the desired send date and time, and click the Save + Continue button.
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11. Making Award Recommendations and Denials
11.1. Making an Award

The subrecipient will not be notified of their award until the Award Recommendation
Approval task has been completed. They will see their application as Under Review in their
Portal.

1) After you have completed the review/scoring process and have determined who
receive an award, select the application to be awarded:

+Add Application T 1] View: Submissions By Felder - | profileLink ~ Search Q =
Grouped by

4 Under Review

4 | Under Review kyoung@ecivis.com ¢ | Workforce Development - ... | The County of Jay Health D... | 12 M«

| 4 | Under Review kyoung@ecivis.com & | REGION 5 WORKFORCE DE... | 1 ‘I:u rther work to mere ful... | 3 yea
4 | Under Review jdelarorsa@ecivis.com & | leston Kelly's Account Test Test

Under Review atorres@ecivis.com & | Job Incubator The grant will only fund a p... | It will

4  Under Review epistemehayes@gmail.com?  Brewery Schocl Creating a brewery school £.. 5 Mol

Under Review jorayer@cox.net & | Youth Employment Educati... | Contract staff to teach clas... | 24we

2) Select the folder drop down and change Under Review to Recommend Award:

& B =Dt FEI Link

el
r'gOV - @ Uncategorized
Draft
Under Review
Denied
Recommend Award ia
El required

3) At the bottom left of this window, click the Save [Application Name] button:

B IR o R I Y ol el Bt ] e sl b b am e B s

5. Project Timeline

3 years - see attached

Save REGION 5 WORKFORCE.. +

4) Log into Grants Network and from the Grant Management tab, select “Subrecipient
Management”:
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Grant Management

Project Dashboard
Project Search

My Projects

Project Calendar

Create Project
Organization Docurn ents

Subrecipient Management

5) From the list of programs, click “Actions,” and select "View detail”:

Community De Community. Block Grant Published $951,500.00 Actions

) ) View detai
Police Department Cyber Terrorism Prevention Program Published 51,730,000.00

: Edit Solicitation

Education Distance Education - Insular Areas FY 20/21 Published 51,259.183.31 | Preview Application

6) The applicant that was moved into the Recommend Award folder in Zengine will now
appear under Pending Awards Awaiting Recommendation:

Program Detail
Workforce Development Program (WDP) Grant - FY 2019

Department: Workforce Development
Total Funding: $1,250,000.00
Application Period: 01/14/2019 - 08/31/2019

E Preview Application @ | Ext. Solicitation Listing @ | Application Workspace

Award Recommendation Approval

YYou currently have na pending recommendation approvals. Click the reload button to refresh

Reload
Search
Pending Awards Awaiting Recommendation
Project Recipient Name Action 4
Brewery School Jeff Winger Create Recommendation
Job Incubator Ulysses Grant Create Recommendation
Government Organi W Dy Program David Shea Create Recommendation

7) From the row of the appropriate applicant, select “Create Recommendation”:

Search
Pending Awards Awaiting Recommendation
Project Recipient Name Action =
Brewery School Jeff Winger Create Recommendation
Job Incubator Ulysses Grant
Government O ion Workforce D Program David Shea Create Recommendation
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8) Complete all available information on the following page:

Award Recommendation Approval Task Creaticn

Recipient:  City of Springfield

Project:  Downtown Housing Rehabilitation Project

External Note:™ ‘ ‘

1000 characters remaining.

Internal Note:* ‘ ‘

1000 characters remaining.

EIN: o] Award Number:
Project Type: | Hon.constructon B MatchType:  cagn -l
‘Cash Match Total: * % 0.00 ‘ In-Kind Match Total: $ 000
Performance Period Start:* =] Performance Period End:* =]

NOTE: The External Note will be viewable by the Subrecipient. The Internal note will
be for Approver use only.

9) Attach any applicable files.

Award notification files will be sent to the applicant as detailed notifications of their
award details.

Award Files will be included as part of the files that the applicant will have to
reference or fill in order to accept their award.

Award Notification File

The award nofification file contains information specifically required in the Uniform
Guidance. You may replace the default file, but please ensure it contains the necessary
information as required by 2 CFR 200.331

File Input .!‘.

Award Files

Please upload any files necessary to finalize your award recommendation approval. This
may include signed agreements, tax forms, and other files provided by the grantor.

Attach Files

Search:

File Name “  Uploaded Date File Size Actions

No files have been uploaded

Showing 0 to 0 of 0 entries
Previous  Next

10) To review or revise the applicant’s budget, select Award Budget.

11) Edit the Award Recommendation Total by identifying each distribution per funding
source:
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View/Edit Award Budget: Award Budget (2

Allocate Funding:
program.unallocatedProgramFunds[$index]

Total Funding Funding Available Subrecipient Award
ORG0016 Community Development Block § 851,500.00 $ 851.500.00 $ 000 ‘

Grant

Planning and Community Development $ | 100,000.00 $ | 100,000.00 s |0.00 ‘

General Fund FY2020

Award Total $ 000

12) Confirm or redefine the Financial Report task schedule that you will assign to the
subrecipient:

Define an optional frequency for the Financial Report task ﬁ
Resetto program default

Frequency: | yyonthy
Interval:™ | eyery 3 months

on™ @ Adayofthe month E|
@ Thelast day of the month

Starting™ | 933112020 [

Untit: | 4273112020 =]

13) Confirm or redefine the Activity Report task schedule that you will assign to the
subrecipient:

Define an optional frequency for the Activity Report task @
Reset to program default

Frequency: Wonthly
interval”™ | Every 3 months
on:* @ Adayofthe month E‘

@ The lastday of the month

starting:* | pa31/2020 =]

Until: | 4513112020 =]
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14) Once you have completed all fields, click the Send for Approval button:

File Name “  Uploaded Date File Size Actions

Mo files have been uploaded

Showing 0 to 0 of 0 enfries

Previous  Next

Send for Approval Cancel

15) Once the recommendation has been created, the applicant will have been moved
from the Pending section. It will now display on the Award Recommendation

Approval task list for the first (if not only) individual in the Award Recommendation
approval workflow set up from the Edit Solicitation page:

Frogram petail

Workforce Development Program (WDP) Grant - FY 2019
Depariment: Workforce Development

Total Funding: $1,250,000.00

Application Period: 01/14/2019 - 08/31/2019

H Preview Application @' | Ext. Solicitation Listing & | Application Workspace 2

Search
Award Recommendation Approval
Project Recipient Name Award Approved Links

Job Incubator Ulysses Grant 3$40,000.00 Aviard Package | Application

Showing 110 1 of 1 entries

Reload Approve Reject

Search

Pending Awards Awaiting Recommendation

Project Recipient Name Action =

11.2. Making a Denial

1) After you have completed the review/scoring process and have determined who will
NOT be awarded, open the Denials form.

FOrms we use « ) Applications Budgsts Reviews Reviewers 0 Mare - %
+Add Application T 1 View = | profileLink ~ Search Q

Drag a column header here and drop it to group by that column.

Awards
2. Program/Project
profileLink 1. Application/Project Title | Congressional District (checy Denials ‘—
all that apply)

ly) )
& | cath berger@helenshg Profile

# | contact@faithsolutions2mez. Mental Health Ministry Vol... '8 Applicants

2) Select the Add Denial button on the top left side of the page to begin entering a
denial:
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Forms we use » b Applications Budgets Reviews Reviewers Denials =
A £
+Add Denial e! m submissionLink ~ Search Q = # Form Tools

Sorry. but there are currently no records in this workspace.

3) 0On the Denial form, complete the following fields:
Submission: Select the application you want to deny.
External Message: Enter a message for the denied applicant.
4) After all applicable fields have been updated, click “Save New Denial” at the bottom of

the form.

External Message

Save Mew Denial +

5) After saving the new denial, an email will be sent to the applicant notifying them of
the denial including the External Message.
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12. Initiating a Direct Award

In some circumstances, you will not require applications in order to award grant funds. In these
cases, you can initiate a direct award. This is also referred to as the “Simplified Award Process.”

12.1. Creating a Simplified Subaward Solicitation

To award funds directly, you must create a solicitation that can support direct funds. This is
called a Simplified Subaward Solicitation.

1) Hover over the Grant Management Tab in Grants Network, and click on Subrecipient
Management:

Home CoviD-19 Grant Management Resl

Home / Program Dashboard Project Dashboa d
Project Search
Program Dashboard My Projects
Add New Program Generate Task Report Public Soli
Create Project

Organization Decuments

Subreciplent Management

Your Pending Approval Tasks

2) Click on the “Add New Program” button:
Program Dashboard

Add New Program | Generate Task Report | Public Solicitations Listing Page

3) A pop-up will appear. Enter the name of your program, select Simplified Subaward
Process, select the department under which this solicitation falls, and choose
whether the solicitation will be Public or Private:
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Create New Program

7 Please enter a name for your new program:
Covid-19 Emergency Healthcare Fund
Please select a solicitation fype:

Simplified Subaward Process A

Please zelect a depariment:

Health and Human Services v

Program Setup Tip:

The information provided here assists applicants who are seeking out funding assistance. This
information will be visible publicly if the "Public” radio button is checked.

Listing:
® Public
() Private

Create Program

NOTE: You must select “Simplified Subaward Process” to initiate direct funds.
4) Click “Create Program.”

5) Fill in the necessary solicitation details. For more information on how to complete
this, see section 4.2. in this guide.

6) Click "Publish Solicitation.”

12.2. Initiating a Direct Award
Once your solicitation has been completed, you are ready to award funds directly to
organizations.

1) Go to your solicitation page, and click “Initiate Direct Award":
Program Detail
Covid-19 Emergency Healthcare Fund

Department: Health and Human Services
Total Funding: $10,000,000.00
Application Period: N/A

Add Misc Task Edit Solicitation Preview Application ' Ext. Solicitation Listing &'

Award Recommendation Approval

You currently have no pending recommendation approvals. Click the reload button to refresh.

—

Iniliate Direct Award
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2) A pop-up will appear. Fill in the subrecipient’'s email address, the Project title, and add
a note that explains the email they will receive.

This will allow you to initiate an award recommendation that is not tied to an application.

Subrecipient emall™* | mopcai@ecivis.com

*
Project title: Covid-19 Emergency Healthcare Funds

External note*

.
Il
Il

HI1 H2 H3 B I U = & S

Congratulations! You have been awarded funds from the Covid-19 Emergency Healthcare Grant.
This award can be accepted by following the link below.

4854 characters remaining.

NOTE: The award can be sent to any email address because the recipient will need to
sign into his or her Portal account to accept the award. This means you can send
emails directly to recipients, even if their email is different from the email address
connected to their Portal account.

You do not need to use the email address that the subrecipient uses for their Portal
account.

In the external note, you can enter dynamic text, so you can resize, bold, italicize, and
edit the text to look how you wish.
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3) The subrecipient will receive an email like this:

@:
s e
eCivis
‘We are pleased to inform you that a direct award has been initiated for the following program:

Grantor: Opsal Municipality - Demo
Program Mame: Covid-18 Emergency Healthcare Fund
Project Title: Covid-19 Emergency Healthcare Funds

Note from grantor:

Congratulations! You have been awarded funds from the Covid-19 Emergency
Healthcare Grant. This award can be accepted by following the link below.

To complete the award initiation please use the following link. If you already have a eCivis Portal account
you may use that to sign in, or you will be able fo create a free account to manage this award:
Initiate Direct Award

Sincerely,
su ivis com

(877) 232-4847, option 2, 8am-5pm PT

4) When the subrecipient clicks on the “Inititate Direct Award” link in the email, he or she
will be taken to Portal. Once they sign-in, they will enter basic information, and click

Opsal Municipality - Demo
Covid-19 Emergency Healthcare Fund
Before Opsal Municipality - Demo can set up your award package, we need some basic information from you. If necessary, please contact the program coordinator directly for more information.

Direct Award Initiation

Organization Details

Organization Name: * Holy Family Hospital o]
o
ProjTide® | Comd19 Emergency Heakthears Funds
Authorized Representative
Full name: * Marcus Opsal
Email Address: * mopsal@ecivis.com
Address: * 5633 N. Lidgerwood Street
Address 2
City: * Spokane
State:* Washington >
Zip:* 92204
Phone:® [ so55sssss
Phone Ext:

Decline Award
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5) The subrecipient will be asked if they are sure they entered the correct information.
They will confirm by clicking OK.

6) After the confirmation above, the subrecipient will be taken to a Portal dashboard and
see the following confirmation message, and will see the award listed in their "My
Awards” section.

You have successfully initiated this
direct award. You will receive an email
from the grantor when this award is ready

to finalize.
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