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How to Edit your Project Team

A Project Team in eCivis is a user or a group of users assigned to a specific project. While Department
Master Account Holders (DMAH) can see every project workspace in their agency, Department users can
only see/access the project workspaces for which they are part of the Project Team. Project Team
members can perform grant related functions, such as creating tasks, editing the grant budget, adding
documents, updating goals & metrics, and creating spending reports. The Project Team is located on the
right side of the screen of a project workspace.
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To add members to a project team, click on the green plus icon. This will allow you to choose from a list
of active eCivis users in your agency to add to your Project Team. Once you select a team member to
add, select “Save” or “Save & Add Another” to add more team members.
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Once you hit Save, you can now see the users you added to your Project Team.
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To change who the Project Lead is, click on “(Lead)” and you will be given the option to move that role
to another current Project Team member. Select “Change Project Lead” to finalize this.

Change Project Lead

Current Project Lead: Katje Benoit

MWew Froject Lead: Brianna Murphy
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To edit the email preferences of each Project Team member, select the yellow pencil icon. Here you are
given options to allow Project Team members to be view only or have edit access to the project
workspace. Grant Status Alert emails can also be set here based on the preferences of each user on how
often and for what they wish to receive emails pertaining to this specific project workspace. You can also
remove team members from this screen. Select “Save” to finalize all changes.
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