
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Grants 

Management 

Office 

HOW TO SUBMIT A NON-

COMPETITIVE SUBAWARD 

JUSTIFICATION WAIVER  

This guide will demonstrate how state agencies can submit a 

Direct to Award waiver request through eCivis Portal  



Part One: Find the Solicitation and Initiate Submission 

1) The Non-Competitive Subaward Justification Waiver (Direct to Award/DTA) form can be 

accessed via private solicitation link here: https://gn.ecivis.com/GO/gn_redir/T/519s6oeb6fbx 
 

2) Review the “Overview” tab of the solicitation for details on the waiver submission process. 

 

3) When ready, select the “Apply” button to begin submission.  

 

1) The eCivis Portal webpage will open. Login using the Grants Network button and the same 

username/password as your Euan Grants Network account.  

 
 

https://gn.ecivis.com/GO/gn_redir/T/519s6oeb6fbx


2) Once the Apply button has been selected, the main application page for the program will open. 

Select the green Create New Application button to move forward. 

 

3) The new application will appear in the “Application Submissions” table along with any past 

submissions. Select the newly added Project in the “Project Title” column (labeled with a unique 

code beginning with “api-“).  

NOTE: A submission is created every time the ‘Create New Application” button is selected.  

 

 

Part Two: Completing Submission  

There are two components to the submission: The Core Information form and the Non-Competitive (Direct 

to Award) Subaward Justification Waiver Request form. Both must be completed as part of the submission 

process. NOTE: See Appendix A for how to add team members to this submission. 

1) Select the Submission Stage tab (identified with an orange star) and read the instructions. 

 

 



2) Select the Core Information form to open and then select Edit. Read any instructions before 

moving forward. 

 

3) Enter the required information in the form. See below for recommendations on required questions. Once 

all required fields in the Core Information form are complete, select one of two save options: 

a. Save as Draft: If you need to come back and make changes or finish form later. 

NOTE: If you make changes, always select Save as Draft. 

b. Save as Complete: If you have fully completed the form and no other changes are 

needed. NOTE: Save as Complete does not submit the application and changes can still be 

made later. NOTE: You will need to select Save as Complete on all forms before an 

application can be submitted. 

 

4) Once a form is complete, the status will update to “Completed” on the left-hand menu. 

 

5) Once the Core Information form is complete, select the Non-Competitive (Direct to Award) Subaward 

Justification Waiver Request form from the left-hand menu and complete steps 3-4 again until the form is 

“complete”.  

6) Once both forms have been completed and the “Save as Complete” button has been selected for both, the 

“Submit Application” button will appear in the left-hand menu. Click the “Submit Application” button 

when ready to submit.  



 

7) The status of your submission will show was “Submitted” in the left-hand menu and as “In Progress” in the 

“My Applications section.  

 

 

8) You will receive an email from the Grants Management Office with the status of your submission. Please 

email steve.thompson@doa.ri.gov with any content questions and submit a User Support Form for any 

technical questions. 

https://controller.admin.ri.gov/grants-management/user-support


Appendix A: How to Add Team Members  

1) In the left-hand menu, select the Team Members option,  

 

 

2) Select Add Team Member to invite other individuals to collaborate on this submission. This step 

is highly recommended to allow collaboration and prevent loss of access to materials for the 

agency. 

 

3) Enter the invitee’s email address and select Send. 

 

4) Once sent, Project Team Member invitations will be listed as “Invitation Sent” in the table below. 

If the invitation needs to be deleted, select the red envelope icon. If the invitation needs to be 

resent select the blue invitation icon. 

 

 

 

 

 

 

 

 



5) The invitee will receive an email to access iCivics Portal and accept the invitation. Invitee should 

click the link to respond to the invitation. 
 

 

 

 

6) In eCivis Portal, the invitee will select the My Invitations tab from the navigation bar and select Accept 

or Reject for this invite. 

 

7) If accepted, the invitee will then be a member of the Project Team and can access the submission 

via the “My Applications” tab in their eCivis Portal account. 


