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1. Setting Up Your New eCivis Account

|.I. 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

Click to change password.

User Role:  Organization MAH

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

@ 1 have reviewed and accept the terms of the License Agreement”.

User Contact Information 4

Management

@ Managing Grant
Professionals

Pre-Award Activities

| Defining Projects 7]

] Witing Grant
Applications

(] Managing Grant
Funded Projects
Post-Award Activities

] Preparing Budgets (@)

7] Coordinating Grant
Activity

Researching Grants

7] Preparing Budgets

[ Preparing

Project/Activity Reports

Managing Grant

First Name *: | Marc Address *: | 418 N_ Fair Oaks Funded Projects
(] Managing Financial [] Preparing
= Transactions ProjectiActivity Reports
LastName *: | Opsal Address:
7] Preparing Financial (7] Providing Single Audit
Reports Support
Title™: | csss City *: | pasadena
Other
state™; | ca v | ZipCode™: | 91103 Please describe your funding needs:
Phone *: | §26-578-6206 Ext
|
2
D *: Community D Economic D Fire, Grants Office, Health and 150 Characters Left

Human Services, Housing, IT, Library, Parks and Recreation, Police/Sherif, Pubic 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.

le:  Organization MAH

User Groups:  Aclivity Report Approval Team, Award Team, Award 1dation Team,
Final Award Approval Team, Grant Approval Group, Grant Office

@ 1 have reviewed and accept the terms of the License Agreemem“

User Contact Information

FirstName ™ Marc Address ™ | 413 N_ Fair Oaks
Last Name ;| Opsal Address:
Title *:  cs55 City ™: | Pasadena
State *: | CA v | ZipCode™: 91103
6“ *: | 626-578-6206 Ext:
Department *; C Dy Economic D Fire, Grants Administration Office, Health and

Human Services, Housing, IT, Library, Parks and R‘ecrealion, 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 “l 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 zettings:
¥ 1 have 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 doss not affect your daily or weekly grants notices from Grants Network.

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

Save ) Cancel }

|.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 setling 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

® Weekly

Mew Grants / Updates Email:

Search Agent Email:

Tasks Email:

- 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
our grant using keywords or a CFDA number for Federal grants:

jello Ryan Baird, your License is |

! I
; S
@y eCIVI S
W vour toos for grants success. Grant Management Grant Research

Research ) Tracking & Reporting )
Find Grants Manage Grants

Organization Activity Summary View Organization Dashboard »
Open Applications Applications Funding Post Award

Projects Due Submitted Awarded Reports Due

23 0 1 13 27
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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. @

‘ ‘ 4 Existing Search Agents v‘

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 250764 (0.006 second: /123>
GN e o Actol G
Code Grant Title A n

Score a Gra Agency Funds  Due Date
100.00 US15913  Comprehensive Opioid Recovery Centers US DHHS $1,900,000  03/17/2020 [3 @
(CORC) - FY 2020
99.06 US15686 Improving Management of Opioids and Opioid US DHHS Unspecified  02/20/2020 Q @
Use Disorder (OUD)_in Older Adults (R18) - FY
2020

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

2. 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): Opisid  US DoJ
Affected Youth Initiative Technical Assistance -
Fy 2018

.
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)

9500 Eligible Consortia; Non Profits; Private Sector; Tribal
Applicants: Organizations/Institutions

Max Award 31,010,253
95.00  size:

95.0¢

Match Recommended

95.01 Required:

Match Type: Unspecified

Summary:

93.6¢ __tosupport 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 components: (Part A): Implementing Data-Driven Strategies and
Programs...
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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 3
GN
Grant Type and | Score a  Caode Grant Tit
Agenc
gency 100.00 US16131B  Opioid Af
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 Criteria = Minimize

categories (i}

® Al O Specily Categories
O Agicuture [ EnvironmentiNatural Resources O Justice, Victims O Socil Justice
] Animal Welfare O FireEms O Justice, Youtn Solig Waste
O Ats &Culture [ Hazardous Waste/Brownfieids O Law Enforcement © Tourism and Hospitalty
© Community Development [ Health, PreventionTreatment O Libraries [ Training & Vocational Services
[ Disaster Preparedness [ Health, Research C) Parks & Recreation © Transportation
© Domestic Prep Homeland Securty [ Housing O Recycing & Reuse O Wastewater
Economic Development ) Human Services O Rurallssues Water Supply/Quaity
) Education © 1Mielecommunications [ SciencerTechnology
O Energy O Justice, O senior Citizens
Prevention/Correction/Rehab
Leave unchecked to search all categories, of fefine your search by checking up to five. &
Grant Type and Agency
Al ® SpecfyType [ Include Organizational Funding (] Inciude Archived Grants
Agency:
an
U.S. Department o Agricuture
rmed Forces Americas U.S. Depariment of Commer
~CountyRegional US, Department o Defense:
“Federal U'S: Department of Educaion
Organization - Foundation U S, Department o Energy
Other - US. Department of Health and Human Services =
Other Criteria
Eligibility: o Due Dm:e Matching: e
A = a v nclude Al M

Local Govemment
‘Academic Institutions

Geo-Filter: ¥ @
Native American Tribe o2
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I. 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
Malive 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:

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

Grant Management Grant Research Repo

Searc! for Grants

My Se: rch Agents

My Sav :d Grants

My Grar ! Review Tasks
My Rece 1t Updates
New Grai ts/Updates

Search PFA 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

Frasart " = Minimize
c Organization Funding List View All Funding Sources v i

v records per page Search: cancer socief|

ving 1 to 1 of 1 records Previous 1 Next —

Funding
de” Funding Title Fiscal Year  Type Total Funds App Due  Actions
Tuphcale rant
107  Regional Cancer Society Grant Program 2016 Competitive $1,000,000  Unknown (1174 Ed =

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 iﬁli

2014
Select Funding Process PR

2016
@® Competitive Funding | 2017
| 2018
| 2019

2020
Funding Identification 2021

- 9 I

2022
Funding Title *: & 2023
2024
2025 T
2026
Fiscal Year *: 2016 E; | M
Funding Type *: Foundation v
c. Click “Save™:
Attach Files: aiaf
Save ) Cancel )

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

10 v records per page Search
Showing 1 o 10 of 11 records —Previous | 1 | 2 Next—
Funding
GNCode” Funding Title Fiscal Year  Type Total Funds AppDue  Actions
|0RGDO13 Tri-Stale Opioid Defense Grant 2021 2021 Competilive 51,250,000 | Unknown BleBEB |
ORG00M2  Tri-State Opioid Defense Grant 2020 Competitive: 1,000,000 | Unknown 2lsBD =

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

Home | My Saved Granis | Organization Funding

Organization Funding

This feature allows you @ 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-Compefitive 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 * @ ‘ Due Date Type ™ Verified v
4 Application Due *: [
130 Characters Left
Fiscal Year ™ 2020 - Total Funds
Funding Type *: . Matching Required ™ v
Grantor *: Match Type * v

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:
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7.

Summary

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

5000 Characters Left

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

Agriculture Health, Prevention/Treatment Rural lssues

Animal Welfare
Arts & Culture
Community Development

Health, Research Science/Technology

Housing Senior Citizens

Human Services Social Justice

Solid Waste

Disaster Preparedness ITiTelecommunications

Domestic Prep./Homeland Security Justice, Prevention/Correction/Rehab Tourism and Hospitality

Economic Development Justice, Victims Training & Vocational Services

O Education O Justice, Youth [ Transportation
[ Energy [J  Law Enforcement [ Wastewater
O Environment/Natural Resources O Libraries O Water Supply/Quality

Fire/EMS

Hazardous Waste/Brownfields

Parks & Recreation

Recycling & Reuse

Eligibility
£ Local Government [ Non Profits [ state Government
L] Academic Institutions [ other ] Tribal Grganizations/Institutions

Consortia Private Sector

Native American Tribe Schools/School Districts

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, hitpay...

Attach Files:

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

. 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.

@ Add Org Funding | | Show Archived Org Funding

Public Organization Funding List View = Minimize

10 v | records perjpage Search:

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

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

ORG0012 Tri-State Opioid Defense Grant 2020 Competitive $1,000,000 Unknown @ 6; Q Q Q

I'1. 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 MH@ & Q b

I. 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.

I) 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 Resuits

Results 1 -25 of 1569 (0.014 seconds) 41234567 ..6263 »

GN Actual
Score a  Code Grant Title Agency. Funds Due Date
100.00 ORO0228 Manufactured Dwelling Parks - FY 2018 ORHCS Unspecified Rolling Q E
93.14 US6329 Federal Lands to Parks Program - FY 2019 US Interior Unspecified Unknown [
96.15  NCO0047 Parks and Recreation Trust Fund (PARTF)-FY  NC Other Unspecified  04/01/2019 @ @
2019 (Multiple)
OR 17 Qarn111 Darke and Darrastinn Naualanmant Cund oM NeRT linenacifiad Tinknaum [ RN

b. Example from the “Organization Funding” page:

Public Organization Funding List View: All Funding Sources

10 | records per page Search libra
Showing 1 1o 2 of 2 records « Previous | 4
Funding
iN Code * Funding Title Fiscal Year  Type Total Funds App Due  Actions
JRG0010  Library Technology Grant 2019 Competitive $10,000,000  Unknown &
YRGO009  Library Technology Grant 2018 Competitive $10,000,000 Unknown ua &

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

Grant: EDR0024 CDBG grant

() Assign grant to an existing project

I () Assign grant to a new project I

) Save as unassigned

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

I.Jepanmenl Community Development N
Project ™: Community Development Block Grant - FY2020

Project Lead *: Aaron Burr Y

Project Type *: @ Non-Construction O Construction

Internal Project ID: A12345

Internal Project Name: CDBG

Project Summary *:

1500 Characters Left

2. Select Funding Status v
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I. 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

4. Complete Status Fc - /==

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 No
grant award notification?* @ O

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
i Cross-Departmental Collaboration
Domestic Violence Grants

|Match Required

Threshold Below 250k »

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 Yes
available for Allocation to @ O
sub-projects? *

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

Upload Files

D Attach Files: wd
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10) Click “Save.”

I'1) 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 .7 ()
ORG0016 C« ity D Block Grant U. Grant (Dej Dy 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 | 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
O | 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 1 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 History

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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I)  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

&2 Add Funding Source

Organization Funding Sources
7 8

10 | records per page Search:

Showing 1 to 7 of 7 records

Title o Total Flmdlnp Funding Remalnlrp Solicitations Fundcﬂ Allocation Permlnee N:ﬁone

Planning and Community Development $1,200,000.00 $1,200,000.00 0 Yes & ]
General Fund FY2020

Homeland Security Formula Grant $930,000.00 $0.00 1 Yes

Revolving Loan Fund $1,000,000.00 $700,000.00 E Yes P

St lohne HHS Praaram Funde 1 500 000 OO 000 1 Yae -

The sections of the page are as follows:
|. 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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9. 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

Account Title *: y Development General Fund FY20206

Internal Reference ID: GF-12-34-567

Account Total *: $1,200,000.00

Permit Program Allocatione

|. Title of account to display system-wide.
2. An identification number used internal to refer to this fund.
3. Total amount to be available in this account.

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

Departments: Users: e Selected Users:

Administration ~  |Aaron Burr (atorres@ecivis.com) & »p  Kallee Adams (tkwolters@gmail.com) i

Budget & Finance CSR eCivis (sjtorres25@hotmail.com)

CBO - Homeless Shelter Kailea Wolterstorff (kwolterstorfi@ecivis.com) » -
ommunity Development Thomas Jefferson (Accountant)

(ajtorres25@hotmail.com) <
Ulysses Grant (Department Director)

(atorres@ecivis.com) “

Community Development_Capital Projects
Economic Development

Education

Fire Decartment

Notes: @

8000 Characters Left

Save? Cancel )

5. 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.

6. Leave any important notes with regards to this fund.

7. 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.

[) 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

I. 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 ¥ entries
Search:

Program Solicitations o
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

Please select a department:

Community Development M

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

|. 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:

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

Grant Management

Project Dashboard
Project Search
My Projects

Project Calendar

Create Project

Organization Docu nents

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 Solicitations 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 08/19/2019 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 11/14/2019 Amendment Visit
Program Approval Program
Community Development Downtown Housing Rehabilitation City of A123- 02/13/2020 Financial Report Visit
Block Grant Project Springfield 45 Approval Program

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

Show 25 Y entries
Search

Program Solicitations e e e
Department o Title 9 Status “  Total Funding Actions

Economic Development Rural Business Development Draft $1,800,000.00 Actions

|. 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

I) 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:

Show 25 Y entries
Search
Program Solicitations
Department Title Status 4 Total Funding Actions

Economic Development Rural Business Development Draft $1,800,000.00 Actions
Police Department Test Draft $0.00 Actions
Human Services Childhood Development - Social & Ecol ic Development Strategies 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 “  Award Approved Links Action

Housing Project for Altadena City of Altadena $39,000.00 Award Package | Application | Budget Retumn 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 Creals
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.

I) 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: 01/01/2020 8852020

Edit Solicitation “| Preview Application & | Ext 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

X =Incomplete ” = Completed

SRR % SIS SEPTEES

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. *  Total Funding Actions
Economic D Rural Business D: Draft $1,800,000.00 Actions
Police Department Test Draft 50.00 Actions
Human Services Childhood D - Social & Economic D Strategies Published 53,000,000.00 Actions
Community D Community De Block Grant Published $951,500.00 Actions
View detail
Police Department Cyber Terrorism Prevention Program Published 730N
Edit Solicitation
Education Distance Education - Insular Areas FY 2021 Published 51,289,183.31 | Preview Application

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:

ekt il s bbbzl

Step10f8  * = Required for Section Completion

. = Summary:*
O Tite* ¢ Block Grant 3=) Q

2] Bsouwce @ @ @ B I U = &= E

Application Start
Date:

Applcation End®)
Date:
1D o

CFDA:

Reference URL:

4
Listing Avmlubmtyo
@ Public D) Use the tabs to complete the sokctation. Make sure 0 clck Save when making changas
Q Frivate
Save ) Done )
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6)

7)

8)

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 Step20of8  * = Required for Section Completion
Eligible Applicants: * e Eligibility Notes:*
Oth o i =
[ Local Govemment [ other Bsouce | @ @ @ B I U|i= = #/|/e
D Academic Institutions D Private Sector — - - o B o - o
E] Consortia D Schools/School Districts s 3 " o &
Eligible are 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 the of
cities) v
body p 4
(== )
(@ Use the tabs to complete the solicitation. Make sure to click Save when making changes.
Save ) Done )

I) 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.

Step20of&  * = Required for Section Completion
Eligibility Motes:™

[ source | [@ | T L O .. -|!||- |

Eligible applicants are entittement communities that are:

» Principal cities of Metropolitan Stafistical Areas (M3As)
» Other metropolitan cities with a population of at least

4.2.3. Edit Solicitation — Financial Tab

Enatdal 3 ARPICHS
a Step3of8  *=Required for Section Completion
fotal Funding $0.00:* oFinanclal Notes:*

No data available in table ‘ Bsouce @ (@ @/ B I U = 3= £ e

Assign Default Payment Allocation Add Funding Source |

euispmy the total funding amount on the extemal solicitation page:

Yes No
aﬂalcning Required?:*

O Yes
Q e
(O Recommended
q body p A
\ward Amount: (min) (max) ( )
() Use the tabs 10 complete the sofcitation. Make sure to cick Save when making changes.
e Number of Awards:

Save ) Done )

exverage Award Size:

@
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I) 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:™

Plzase Select v

Please Select
Organizational Funding Source
Pass-Through Funding
Ch 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 b

Select 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:™
$680,000.C0

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

Please enter 3 parcentsge for default payment from each pregram funding source. This information is used to default payment amounts
from =3ch fund on the payment screen when paying 303inst 3 reimbursement request on 3 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 )

2) 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 external solicitation page:
® Yes (O Mo

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

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

Award Amount: 50,000.00 (min) | 2s0.000.00 (max)

5) Indicate the Number of Awards available:

Mumber of Awards: 10

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

Average Award Size: 100.000.00 &

7) 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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e — e = U S

Financial Motes™

|BsSowee | @ @ @|B I U= 3

*|l= =]

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

R o8

Step 4 of 8 = Required for Section Completion
Agency/ /D @ Contact Notes:*
omu:° Bsouce @ @ @ B I U|= 3= | e
Program Contact:*
[0 Program Contact & Application Address are the
same.
Application Address:* 4
( )
(@ Use the tabs to complete the solicitation. Make sure to click Save when making changes

Save ) Done )

[) 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:

-1 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

Sl Flloe 2% ERPIOYE

e Step 50f 8 * = Required for Section Completion
& File Notes:
Current Files
Psouce @ @ @ B I U ;= := k| o
NOFA: -] NOFA (79.9Kb) @
The NOFA file contains general program information. The Guide file
Add File ) contains additional program information. Portions of the code of federal
regulations (CFR) pertaining to this program are included as the
Application Submission Notes: ProgramRule file. Additional prog lated are ilabl

online at www.hudexchange.info/cdbg-entitlement.
Psouce | @ @ @ B I U | = := E3

To receive funding through this program, applicants must A
have a current and approved Consolidated Plan. A body p
complete Consolidated Plan must be submitted every . )
three to five years, and certain components must be

submitted annually. The plan or required components @ 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 ol
=] )

I) 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 Filas

NOFA: A=) US0106 NOFA FY2020 (343.0Kb) IT

=== Add File }

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

File Label - *

NOFA
Application

Budgst
Guide
FAQ
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 Files

NOFA: J=| US0106 MNOFA 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

i) Roviewas PRITY

Step6of 8 * = Required for Section Completion

2ase enter review committee members:
eReview notes may be used to provide instructions to your customer service
o representative that will help them in igning the ication and issi
Review C process for your solicitation. Once you have marked your solicitation
your service ive will follow up within one
business day to confirm your program details. These notes will not appear to
Ulysses Grant  donotreply@ecivis.com a8 applicants.
) — - am e = =)
Add Reviewer ) Psouce @ @ @ B I U = ¢ e
| 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 1o click Save when making changes.
Save ) Done )
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)

3)

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

Please enter review committee members:

Review Committee N

John  Smith  kwelterstorffi@ecivis.co g

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:*
8]
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 “'-\

John  Smith  kwolterstorf@ecivis.com mf

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.

i A% i

Step70f8  * = Required for Section Ci !l

a’rimary Workspace Email:*
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.
Qccep( multiple applications per user:* [@ Source [ [E] @ B I U ;= &= 4 e
@ Yes O No
Note: Once a solicitation has been published, this ion may not be | 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
Qndget 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 solicit has been published, the budget may not be
changed. body p 4

| )

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

SF-424A Non-Construction &4

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

5
Permit allowable 10% budget adjustment without award modification

Send me notification when an allowable budget modification has been performed

I) 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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4)

6)

® Yes () HNo

Naote: Once a8 solicitation has been publ
changed.

SF-424A Simplified A

SF-4244 Simplified

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

L

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: VWhen
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:

SRRV Gk

Step8of9  * = 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 A Target Actions

Add new business downtown 5.00 Edit Goal | Delete Goal

10 v records per page —Previous | 1 | Next—

@ Use the t20s to compiete the sofctaton. Make surs to cick Save when making changes.

save ) Done )

I) 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.

Step8of8  * =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

Award Recommendation Approval @ Sequential add subrecipient specific files when creating the award
&

Final Award Approval @ Standard & Award Files

Grant Amendment roval Standard

App o W |;data available in table

Grant Amendment Approval with Finance @ Standard
&

Financial Report Approval @ Standard Add File )
&

Activity Report Approval @ Standard

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

Save ) Done )

I) 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:*

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.

Award Acceptance 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.

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


mailto:support@ecivis.com

40

Page |

3)

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:

Rsouce @ @ @ B I U = := ||

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 o

Interval:* Every 3 months v

QO Aday of the month

on:*
Select Day il
@ 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 |

Add File )

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

Make sure to click Save when wnges.

Save ) Done )

4.2. Complete Intake Form

Once your solicitation is complete, please be sure to check all information is correct and
accurate. After your solicitation has been reviewed, the next step is to complete the Intake
Form. This form is a required step in the process for those creating a standard competitive
application using the Rl Standard Template. (This is not required if you selected a custom
template.) The Intake Form allows you to begin to customize your application workspace
based on the Rl Standard Application. eCivis will use the information in your Intake Form

to create your application workspace.

I) Click this link https://webportalapp.com/sp/login/dgféwmu0Oaa

2) If you have not completed an Intake Form before, click Sign Up. If you have

completed an Intake Form before, Log In. It is recommended that you use the same

username and login as eCivis.

3) If this is your first time using the Intake Form, click the Profile box and

complete the profile until it shows “Complete”.

sweet o ISlay,
i \

HopE

Homepage Wekcome, brtany mutaugh@doa i gov

Welcome to the Rhode Isiend Standard Application Inteke Form site. This website was builllo capture State agencies apphcation configuration requests for therr grant
programs. Before beginning his intake form, please ensure you have crealed your grant program and solicitation in eCivis Grants Network

Pleasa click "+Create a Profile to Get Started" to begin You can always edit your Profila by clicking "Edit

You cannot move forward unti you have completed your Profile

Profile Complete. Edi

4) Then click the + Add Another” box below the Profile to start your Intake Form

for this program

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


mailto:support@ecivis.com
https://webportalapp.com/sp/login/dqf6wmu0aa

43

Page |

5) Comeplete all questions of the Intake Form, Program Setup section. The form will
ask you what optional questions you want included in your application, and if there
are any files you want included in your application. It will also ask you how you want
to score some of the required questions in the application.

6) Once complete, click “Mark as Complete” at the bottom of the page and move
onto the next step.

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.

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

8) Select “Create App Workspace™:

EN

Is 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

9) 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

10) 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 $951,5C
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5. Finalizing Your Application and Review Forms

5.1. Accessing the Workspace

I) 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>

ISoIicitation Under Reviewl

orres

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

A
@(»CIVIS

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 economin annortinitias 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

@ I 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 acce}
screen &

ing this invitation you will be brought directly to the Zengine home
{fer signing in to the application, and can then access this new
workspace.

Accept Invitation to Join Zengine Workspa

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!

pace Community B

I
Sign in to accept your invitation to join the
lock
Grant.

Email

OR

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
EYTTTTTTrTr TS o)

© 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

®

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

ces | R

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:

0 O 0O B B8 W P Markety

Reviews Reviewers Denials e More v 'V+J

+Add Application A é 1] View: Submissions By Folder ~ profileLink v Search r 1

Sorry, but there are currently no

Profile

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

If you need to modify your forms, click on the &1
|. Application form
2. Review form
3. Reviewers Assigned

4. Budget Submissions

5.2. Adding Additional Users to the Workspace

I) Click the Settings gear icon:

Settings & Tools

e,

2) Click on the “Members” tile:

i\L'.

issions Members
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3) Click the “+Invite Members” button:
T Sellings & 100Is Vorkspace vembers

+ Invite Members

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

atarre<@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
Editor

Cancel Send Invite

|. 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 Y 1] View: Submissior

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

% - Viarketplace W . s 5= <CNgINC
ils © vore v
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 £ Eavm Taale hiittAan in tha tAan ricdht ~FArnAre

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

~
. * Profile
@ Linked Form @Edt x 8
Short Name: profileLink
= Text® * Application/Project Title ®Edt X @&
e * . - .
E] TextBox Project Goals and Objectives E., ZEdit X< ®
[=] TextBox * Scone of Work P CAE v A

4) Select “See advanced options” and enter desired text in the “Help text” box:

E] TextBox * Project Goals and Objectives x Close [EIE]

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

Required

=. See advanced options

5) Enter text in the “Help text” box:

Advanced Options

Short Name

If you have a long label you can create a short version for column headings. dropdown fields and reports

Default Value

This will automatically be set as the initial value for this field when creating a new record. If field rules are set for this field,
the default value will be set when a hidden field is shown for the first time.

Help Text

Detailed instructions for this field

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

Validation Options

Maximum Length

Maximumamount of characters user is allowed to input when filling in this field

[Minimum Amount of Words

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

IMaximum Amount of Words

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

(] Text Box

= Dropdown
[ Checkbox
:= Radio Button

#£ Number

K3 File Upload

¢ Linked Form

1 Members

Display Fields
H Heading

& Presentational Text

Spedcialty Felds
! Calculation

B 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:

=) 1extsox
EJ TextBox * Sustainabili.... ZEdt x @ = Dropdown
[ Checkbox
B Summary Average Sc... ®Edt x @ := Radio Button
## Number
L —-.n File Upload

& File Upload:

B Summary # of Awards @Edt x

B Summary # of Reviews @Edt x @

| Drag and drop this field 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:

Kl e Upioad Sustainability Documetation x| ¥

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

—p ] recies

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 @& |8 @

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.

Al v Of the criteria below @

Fleld: Condition: Value:
Choose one... >l i v (]

I 1) Help text, file uploads and/or character limitations can be added
the Applications tab. Refer to this section for instructions:

Fields  Settings

in the same way as

* Applicati
ication

@ unkedForm PP! e = B Inp
(=]

Please use the following link to view the application budget. This link will openina ... =

) Text® @fdt | = . ]
o

p—— Budget Status E

b il

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

Applicati i —— Mor +
pplicatior Reviews eviewers viore »

ion ~ Search Q =2 # 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

v

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

Victim Assistance Grant s Q [C4 |0} e [ Marketplace ‘ & (2] & zengine

DyForms weuse v ) Profile Application Reviews Reviewers O viore~ E

Add Review ¥ W | Justification +~ Search Q = —. F Form Tools
— T

Sorry, but there are currently no records in this workspace. Imporz:
Export All

Export Current View
-~ o . o i . . v CE .

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 —_— a e

[E] TextBox Comments @ Edit H 8

5) Click “See Advanced Options”:
# Number ¥ Programmatic Narrative a &

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.

[A Required

Decimal Places:

o [V
[l

[ Set number to currency

=. See advanced options

6) Enter minimum and maximum values:

Validation Options

Minimum Value
0

Minimum number value 3 user is allowed to inpugWhen filling out this field.

Maximum Value

10

Maximum number value 3 user is allowed to inpupWwhen filling out this field.
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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.

P

ﬁeClVls

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 niirnnca Af thic nranram ic ta ciinnart tha daualanmant 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:

IS e VIS ISVITw EYIVVAVVIVEVIV] ALuuns

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.

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

2) At the top of your page, click the Public Solicitations Listings Page button:

Program Dasq:ard
Add New Program ublic Solicitations Listing Page

3) Select either a deiartment-wide Iistinis iaie or orianization-wide listings page:
Please select the appropriate listings page:
All Departments -
All Departments
Administration N i
istings Page Link %
Community Development
Education n your site)
Fire Department
Housing
Human Services
Palice Department
Close
A
4) 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:
All Departments E

Public Listing Page:
Solicitations Listing Page (3" Copy Listings Page Link %

Public Listing iFrame (for embeddina in vour site):

5) 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 12/11/2016 12/30/2020
Electric Bus Fleet Implementation 01/15/2019 03/15/2020
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

6) To embed 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:

A AR

Public Listing iFrame (for embedding in your site):

Copy Hosted Listings Link (iFrame) L

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

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

uuuuuuuuuu =1 unue! RevIcw ENIVPRVVVEVY

[aeIry
Human Services Childhood Development - Social & Economic Development Strategies Published $3,000,000.00

2) Click “View Detail:

Actions

Edit Solicitation

Preview Application

Artinng
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3) In the 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 ' | Application Workspace &'

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

1D: ABC-123 Summary:

Title: Community Development Elock 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:

& eCivis - Grants Metwork X

& hittps://gn.ecvis.com/GO/gn_redir/T/1y0jckdezvkmf w E|

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

Community Development Block Grant
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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

Applications Reviews Reviewers D

Gy

ByFolder » | profilelink v Search a =

4 Dralt
@
# | Under Review tester]@ecivis.com 4 Single Family Home Rehabi. Ryan Baird tester1@ecivis.com
4 Recommend Award
+ Recommend Award sales@ecivis.com & Ventura Hillside Rehabilitat.. Harvey Wilson sales@ecivis.com

8.1. Re-Opening an Application to Draft Status

I) 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:

: eniais More~
Grouped by:
T T T

+Add Application

Folder profileLink ’ projectTitle

4 Draft
@
@
s @
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 Wwilson 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:

(ome Rehabilit e 1

-le

Rehsbitation Program
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8.2. Running Ad Hoc Reports on Application Data

I) 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:

BG-Competitive MCHl © & M @ @ 4 B B N & |lu

Applications Reviews Reviewers Denials O riore~

projectTitle Profile - fname Profile - Iname Profile - email

profileLink

£ e

4 Under Review
# | Under Review tester1@ecivis.com & | Single Family Home Rehabi... Ryan Baird tester] @ecivis.com

4 Recommend Award

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

2) The first is the Filter icon:

‘ [} Forms we use v\) Applicatic

+Add Application T n

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 criteriabelow @

Freld Condirion: value

) Close

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

‘ Profile - company. Profile - fame projectTitle Specific Criteria #4. 4. 5cope of Work 5. Project Timeline sl

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

4 Under Review

0 Under Review Subrecipient Inc. Jason i ploy ye combatrec... C classe.. 24 wieek program tohire, re... School district local municip..

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:

BG-Compericive MEM © & M 2 @ 4 B B L & Bemarepicce T B & @ & zengine
Applications Reviewers Denisis O o=~ [ﬂ
v 1 \View: Submissions By Folder » | profileLink v S Q = # Form Tools

4 Draft
m @
@
- @
A | B | C | D | E | F | [
1 |Folder - Mame Project Title Prograrm Specific Crite 4 - Scope Of Wark 5- Project Timeline € - Collaborative Elem 7 - Sustainability Plan
2 |Awarded Citywide Educate Yout The County will seek f The County Training St The return to the comiin pursuit of better tre Funding will support s
3 |Awarded Pasadena FTHE First time home buyer everything! til next year first credit union We will plan with the
4 | Awarded Mew 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 to identify the Cops have identified r 1 year Sacramento City Coun General Funds have b
5 |Awarded Building Stronger Fam Eliminate Bullying Identify and prevent £ & manths School staff TBD
7 |Awarded Jason Portt - Re-Entry Test Test Test Test Test
3 |Awarded Comrnunity Wide Youth Outreach Have youth shadow thThe youth will mest tyWe will have three colWe will work with the
3 |Awarded County Youth Program The County will seek  Funding will support aln pursuit of bettertre Table 1 shows project
0| 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 pilot
2 |Under Review Youth Employment Ed Employ youth to comk Contract staff to teach 24 week program to hi School district, local m The local municipality
3 |Under Review Community Disaster Releif Test Test Test Test
4 |Under Review Community Dizaster 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.

I) 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 w uncerfev.. [
Profile
- 2
required
1. Application/Project Title
Community Disaster Releif required
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2) You will see a print preview. Click the Print button to continue:

Community Wide Youth Outreach

Profile : gdavid.chea@gmail som

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

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

L]

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

5. Project Timeline : The youth will mest two times per week for 8 hours per day urder
the direstion of the Fire department and Sheriff Department. They will learn soft skills,
how the county worke, and youth empowerment, too. They will aleo go on field trips to
get real-life experience of each department

6. Collaborative Elements and Partners : Wa will have three cohorts within a year for
the epring, summer and fall. We will take the winter off to recorvene and evaluate the
program. Eaoh ohort will songiet of Up to 35 youth

7. Sustainability Plan : We will work with the Fire, Sherif, Prebation, Board of
Supervieors, Parke and Rec, and Workloree Development departments to get this
completed

8. Evaluation Plan : We launched the pilst program and it worked. We will madel our

Hide unanswered fields Close

8.4. Contacting Your Applicants in Zengine

)

hefriry Youth Progam - [l <
T
Y@ i B | | Vew Subisions By Folder = | Theview hes changed
Grouped by

applications Fist Roun of Review Fevewers A

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

PR

#Form Tocks

Draft County of Jay Youth Emplay... Have youth shadow the cou...  The youth vill meet two tim..

4 Unclr Review

# Unchr Review Youth Emplayment Exhucation  Emplay youlh to combat rec., Contract staf o teach dasse...
4 mwiarted
Anaeeled Paseciena FIHE Fist tine home buyers everytiing!
@ mvarded Wew Treatment and Resocial.. The County wil sesk future .. The Fvede Island Training St
Aarcled Pathizy 1o Pesce Goal it ey the main ... Cops have identified main o...

We will work wilth the Fire, 5.,

. Sahool district, bacal muricip.

first creciit union

e I st of et treatmen...

Sacramento Ciy Council Pa...

e Launched the pilot progr.

The local municipality viants...

e vl phar with the crecit..

Table 1 shaws prejected ad...

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?

o Recipients Form | Applications v

e  Filter Recipients

From Name
Reply To
SendTo  Recipients @
Subject

Boy B { A vHElv E = =

+ Insert Field ~ e
+nsertField + e
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9. Assignhing 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/portallapplications 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

I) Reviewers will automatically be transferred from the Review tab in Grants Network:

Solicitation Edit

Step6of7  *=Require
Please 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 3
David Shea dshea@ecivis.com o

Anthony Torres  atorres@ecivis.com o ‘ source | [@ @ @ B I U=

Kelly Young kyoung@ecivis.com o

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

Step6of7  *=Require
Please enter review committee members:
Review notes may be used to provide instructions t
representative that will help them in designing the a
process for your solicitation. Once you have markec
your customer service representative will follow up \

Review Committee

g Sia dihioagocii:com confirm your program details. These notes will not 3
Anthony Torres atorres@ecivis.com u 1 Source | (@ @ @B I U | =
Kelly Young kyoung@ecivis.com o
Add Peter to the workspace. He will be editing t!
Add Reviewer ) reviewing its appearance to applicants.
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9.3. Assigning Applications to Reviewers
I) Log into your Zengine account.

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

ces [REEES Sl A-2

o

New Workspace

Community Development Block Grant

3) Select the Reviewers tab:

P Marketplace O'

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 = =

[0y Forms we use ) Applications Profile Applicants Rev e.‘.e's

2.6 n View ~ | profileLink v Search Q =2

Dragat

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

On the following page, click Edit Assignments:

[E8 Review

< Reviews —. @ 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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D) Assign by Submission v

3@ Assign by Submission v

€1 Assign by Submission Group Al
& Assign by Member #ASSIGNMENTS ~  #COMPLETED ~ % COMPLETED ~
W Batch Assign 0 0 N/A
Standley Creek Sediment Reduction Project 1 1 100%
Underground Storage Tank Program 0 0 N/A
Water Purification 1 0 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 Membes YA~

MEMBER ~ - - * )
Baird , Ryan As

Baird, Ryan [ [ N/A

Baird, Ryan 1 1 100% Enter the name of a's

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.

I) To reopen a review that has already been submitted, go to the Review tab. Select the
review you need to change:
‘B s

Forms we s_se'.."' Applications Budgets Reviews WE’S o More v

+Add Review - ¢ mn View: Group by Reviewer ~ Justification ~ Search Q = Please Show ID Column 1

crouped iy

Application - 1. % < 2 5 Have you uploaded your Upload ¢
‘ Application/Project Title Reviewerceniil conflict of interest form?
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 Drdft:
5776786 —. Revert to Draft

8 S Uncategori.. m E

Have you uploaded your conflict of interest form?

Yes \ g

Is there a conflict of interest on this review?

No Vi 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.

I) 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@mﬁzaﬁw.ugm

Applications Budgets Reviews Reviewers O ioe-

n View = | Justification ~ Search Q =

Drag a column header here and drop it to group by that column.
Upload conflict of interest | Is there a conflict of interest . .

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 h g 1 View: By Status = Wn v Search Q =

By Application
Grouped by:
Total | Programmatic
Score Narrative

4 Not Started

) i ors F - @

Can you still objectively
perform this review?

Have you uploaded your
conflict of interest form?

By Reviewer
By Status

submissionLink

Manage Views

4 |n Progress

« er | -atic e

4 Submitted
+ 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) CEUTIETE Total Score submissionLink

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

6 Mo previous project specifi.. 79 Mountain Club Hazardous & | Elli

= e an [ PERSHEEFIRE S [ S S e

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 SOt ForbenEE e
a 7 o] 0.00

2018 WFHF Sprt Ltrs-OFD.p... | 74.14

PNF Letter of Support.pdf 76.00 0 7 0 0.00
69.86 Q 7 Q 0.00
Letters of support.pdf 77.86 0 7 0 0.00
58.17 Q 6 Q 0.00
Letters of Support.pdf 78.00 0 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 evaluation and evaluation data will be displayed in the table through two filters.

s Frst Round of Review | v | |m  TrEviewnas changed. You may se a new view s o all @ 2 Fe Tael

Drag a column heasier here and drop it o group by that cokun,

- reviewerLink

7 Z
& P
@ @
@ &
@ Pl
o &

shea, Dave o 1w s 75 Newi Treatment and Resoialz. typedindividual ozaizng
3 )

shea, Dave @4 ] 8 Pasadena FTHE & typedndiidual o729
o &

[) Click on the Filter button:

!

+Add Application T n

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

Y Filter for select records matching... x

‘ [} Forms we use - Applicatic

Al v Ofthe criteriabelow @

Freld Condirion: value
Choose ore. v s v o
And + add a Filter v

Y cClose

2) Click on the Show/Hide Columns button:

[0} Forms we use =) Applications

+Add Application T n View: Submis:
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10.2.
)

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.

Ell > % ® D NN - B T = T

edewer sanrts Qe e +

PR R | v | m e viewhas changed, vau mey s o no . v ol B #Foem Tonl

- reviewerlink

Shea, Dave 2 10 5 7 Hew Treatment and Resaclaks,  typedindividual 0172472019

@
Shes, Dave s o 2 Pesadena FTHE & typeindividus o728

@ E

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.

m =@ & @ B I B W

a #Form Taols

shea, Dinve @ 10 s = New Treatment and Resodiake. typesnamidusl 012472018
A | ] | C | o | E | F | [

1 |Folder - Mame Project Title Program Specific Crite 4 - Scope OF Work 5- Project Timeline 6&- Collaborative Elem 7 - Sustainability Flan
2 |Awarded Citywide Educate Yout The County will seek f The County Training SiThe return tothe comiIn pursuit of better tre Funding will support 2
3 |Awarded Pasadena FTHB First time home buyer everything! til next year first credit union we will plan with the
4 |Awarced Mew Treatment and RiThe County will seek  The Rhode [sland Funding will support aln pursuit of better  Table 1 shows project:
5 |Awarded Pathway to Peace Goal istoidentify the Cops have identified r 1 year Sacramento City Coun General Funds have b
§ |Awarded Building Stronger Fam Eliminate Bullying Identify and prevent £ 6 months School Staff TBD

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

3 |Awarded Community Wide Youth Outreach Have youth shadow thThe youth will meet tywe 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 col We 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
2 |Under Review Community 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:

Applications Re

T 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 email?

Recipients Form Applications v
Email Field ¥ | Thisis the field you're using for the emeil address.

¥ Filter Recipients

+InseiFiEd v

From Nam
Reply To
SendTo R °
Subject
By, B I A.A-ESE EEZSSZ — &

+insertFET -

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

Recipients Form Applications

A

Applications
Email Field e
Reviewers

Denials

Email Tracker Stats
Applicants

Reviews QLD
Budget

Email Tracker Stats

From Name Email Tracker Stats

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:

Email Field v

Profile: Email
Profile: 2 Email

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

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

Marc Opsal

Reply To mopsal@ecivis.com

Send To Recipients @

B}

Shgjgf[ Thank you for your reviews!

+Insert Field

Body |B I A~ B+ E E S

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 window. When would you like to send this email?

S A
0310412020 = 03 a0
v v

All fimes 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 arives. 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 nat be able io save untl you enter 3 date time in the future.

Save + Continue [EReEllEl

Fill out the desired send date and time, and click the Save + Continue button.
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11. Making Award Recommendations and Denials
I'1.1. 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.

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

+Add Application T mn View: Submissions By Folder - profileLink ~ Search Q =
Grouped by:

I.“ PIOISEETES  Seopection .

4 Under Review

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

| +  Under Review kyoung@ecivis.com & REGION 5 WORKFORCE DE... |1 .I:u rther work to more ful...  3yea
4 | Under Review jdelarorsa@ecivis.com & Teston 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.comp  Brewery School Creating a brewery school t.. 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:

8 B Dt FEI Link

e
r.gov T C’ Uncategorized
Draft
Under Review
Denied
Recommend Award ia

3) At the bottom left of this window, click the Save [Appllcatlon Name] butto

B IR A PR A I P R B A N L e Y STy L.z,

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
Organizafion Docun enis

Subrecipient Management

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

Ct ity D Ci ity D Block Grant Published $951.500.00 Actions

View detai

Police Dx Cyber Terrorism Program Published $1,730,000.00
Edit Solicitation

Education Distance Education - Insular Areas FY 20/21 Published $1,289,183.31 | 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

Preview Application (2 | Ext. Solicitation Listing @' | Application Workspace ('

Award Recommendation Approval

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

Reload
Search
Pending Awards Awaiting Recommendation
Project Recipient Name Action -
Brewery School Jeff Winger Create Recommendation
Job Incubator Ulysses Grant Create Recommendation
o] D 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 4
Brewery School Jeff Winger Create Recommendation
Job Incubator Ulysses Grant
Government Crganization Workforce Development Program David Shea Create Recommendation
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8) Complete all available information on the following page:

Award Recommendation Approval Task Creation

Recipient:  City of Springfield

Project:  Downtown Housing Rehabilitation Project

External Note:* ‘ ‘

1000 characters remaining.

Internal Note:* ‘ ‘

1000 characters remaining.

EIN: @ Award Number:
Project TyDe: | on.Construction [] Match Type: | casn []
‘Cash Match Total: * % 000 | 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 notification file contains information specifically required in the Uniform
Guidance. You may replace the default file, but please ensure it contains the necessary
ion 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 ather files provided by the grantor.

Altach Files

Search

File Name 4 Uploaded Date File Size Actions

No files have been uploaded

Showing 0o 0 of 0 entries

=

Previous  Me

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

I'1) Edit the Award Recommendation Total by identifying each distribution per funding
source:
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Viewi/Edit Award Budget: Award Budget(&

Allocate Funding:
program.unallocatedProgramFunds[$index]

Total Funding

ORG0016 Community Development Block $ | 851,500.00
Grant

Planning and Community Development $ | 100.000.00
General Fund FY2020

Award Total

$

]

Funding Available

851,500.00

100,000.00

Subrecipient Award

5 [0.00 ]
5 000 \

$ |0.00

[2) Confirm or redefine the Financial Report task schedule that you will assign to the

subrecipient:
Define an optional frequency for the Financial Report task @
Resetto program default
Frequency: Monthty
Interval™ | Eyvery 3 months
on’* @ Adayofthe month E‘
@ The last day of the month
Starting:™ | 033172020 [
Until: | 4573112020 [

I3) Confirm or redefine the Activity Report task schedule that you will assign to the

subrecipient:

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

Frequency: Monthly
Interval:™* Every 3 months
on* @ Adayofthe month E|

@ Thelast day of the month

starting:™™ 33112020 8

untit | 4313112020 i
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[4) Once you have completed all fields, click the Send for Approval button:

File Name “  Uploaded Date File Size Actions

Ho files have been uploaded

Showing 0 to 0 of 0 entries

Previous  Mext

Send for Approval | Gancel

I5) 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 petall

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

Total Funding: $1.250,000.00

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

Preview Application &' | Ext. Solicitation Listing (2 | Application Workspace (1

Search:
Award Recommendation Approval
Project Recipient Name: Award Approved Links

Job Incubator Ulysses Grant 540,000.00 Award Packagg | Application

Showing 11o 1 of 1 entries

Reload Approve Reject

Search:

Pending Awards Awaiting Recommendation

Project Recipient Name Action =

| 1.2. Making a Denial

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

Forms we use v ) Applications Budgets Reviews Reviewers O vore~ ‘—E-

+Add Application T 1 View ~ | profileLink v Search Q " S ‘

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

Awards
2. Program/Project
profileLink 1. Application/Project Title | Congressional District (chec Denials h
all that apply)

7 she Profile

# | contact@faithsolutions2me2. 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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[CjFormswe use~ ) Applications Budgets Reviews Reviewers Denials =

el ¥ Nl | submissionlink v Search Q = # Form Tools

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

3) On 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 New Denial + B

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.

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

Hello Marc Opsal, your Licens|

COVID-19 Grant Management Rest

Home / Program Dashboard Project Dashboa d

Project Search
Program Dashboard My Projects
Add New Program | Generate Task Report  Public SoliRERAatt

Create Project

Organization D¢cuments

Subrecipient 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

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

Simplified Subaward Process A

Flease select a department:

Health and Human Services w

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.

I) 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 2 | Ext Solicitation Listing &'

Award Recommendation Approval

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

Initiate 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.

* i,
Subrecipient email: mopsal@ecivis.com

*
Project title: Covid-19 Emergency Healthcare Funds

External note:*

H1 H2 H3Z B I U = =

il
Tl
e

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.

e avera. | S

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:

@
eClivis
We are pleased to inform you that a direct award has been initiated for the following program

Grantor. Opsal Municipality - Demo
Program Name: Covid-19 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 to create a free account to manage this award

Initiate Direct Award
Sincerely,
Suppor [@gms 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

Continue:

Opsal Municipality - Demo
Covid-19 Emergency Healthcare Fund

Before Dpsal Municipaity - DEMO can Set Up your award PaCkage, we need some basic nformation from you. f necessary, please Contact the program coordinatoe darecty for mare information.

Direct Award Initiation
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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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