
Instructional Guide for 

Creating an eGrants Account

Overview:

eGrants is the Corporation for National and Community Service’s (CNCS) web-based system for:

· Submission and tracking grant applications and concept papers; 

· On-line grant application peer review; 

· Negotiating and awarding grants and cooperative agreements; 

· Managing grants and cooperative agreements including processing amendments, continuations; and 

· Financial Status and Progress Reporting. 

In short, eGrants is an online system designed to automate the entire grants and project management process from application to closeout. It allows applicants to find funding opportunities, apply for grants or projects, and manage grant reporting online. The system also allows the Corporation to review applications, award grants, and manage those grants and projects efficiently and effectively.

Individuals who are expected to access the eGrants system on behalf of their program or organization need to create an individual eGrants user account.  Should multiple people from a program or organization need to access the eGrants system, each person would have to create his/her own account.  An eGrants account is only for single user access, and therefore, account holders should not share their login information with others.  An eGrants user would only need to have a single account to apply for any of the CNCS program areas (AmeriCorps, Senior Corps, Learn and Serve, etc.) associated with that organization.  
This instructional guide will provide you with the directions to create an eGrants account.  (This guide is not meant to be a policy manual for eGrants use.  If you have any policy related questions, please contact your CNCS program staff or consult the application instructions).
Please have the following information before you begin the process of creating an eGrants account.

· The EIN (Employer Identification Number) for your organization.

· Legal Applicant Name of your organization.

DUNS Number for your Organization (applies to organization profile creation only, i.e. first person to create the profile and account for your organization)
(Although this is not a required piece of information for eGrants account creation, you are strongly encouraged to input this data.  Please check with your Program Officer or CNCS State Program Staff to see if this piece of information is required.  If you do not enter it during the profile creation process, you can request to add it with contact the Help Desk at a later time.  DUNS number is a unique nine-character identification number provided by the commercial company Dun & Bradstreet).  Organizations can request a DUNS number by calling 1-866-705-5711 or visiting http://fedgov.dnb.com/webform/displayHomePage.do.)

To begin the eGrants account creation process:

Go to the CNCS main website at www.cns.gov.
Once you are at the CNCS home page click on the eGrants link listed in the middle of the page under the blue subject heading For Organizations
This will open up the eGrants Welcome Page.  To create an account or to login to your account, click on “Please click here to Use eGrants” link listed under login at the bottom of the page.

This will open up the login page:
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Note:

There are picture slides built into the eGrants templates which may slow down the screen refreshing process depending on the speed of your computer processor and internet connection.  You can disable those picture slides by checking the box next to “Click here to disable the pictures.”
Click Don’t have an eGrants account? Create an account.

*********************
This will open up the account type selection page:
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Click Create a Grantee account.
*********************

This will open up the Become a Grantee Applicant page (new account creation confirmation page):
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Click This is my first time. I want to create a new account with eGrants.
*********************

Doing so will open up the Login Information page (first account data input template).  There are six data input templates you need to complete to create a new account.  Those six template headings are listed on the left column:
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Note:  Clicking the question mark icon 

 listed next to each text field will open up a pop-up window that contains the help text for that particular item.  In order to open these pop-up text windows, you need to switch off your web browser’s pop-up blocker.

Enter First Name.

Enter Last Name. 
Enter Title (Optional).

Enter User Name.

Enter New Password.

Note:  Your password must comply with the following rules:
· Passwords must be at least eight characters in length.
· Passwords must include at least one (1) number but may not begin with number.

· Passwords cannot contain any part of your user name.

· Passwords cannot contain any word in the English language.

· The passwords cannot contain any non-alphanumeric character (such as, @,! $, #,%,&).

Retype New Password.

Choose Password Question from the drop down list.

Enter Password Answer.

Note:  Please write down the password question and answer you provide here.  If you forget your password in the future, you can reset your password by clicking Forgot your password? Get help link on the login page.  In order to reset your password, you will be asked to provide your password question and answer.

Enter Email address.

Retype Email address.

Click save.
Click next.

*********************

This will open up the Enter EIN# page:
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Enter Your EIN# (Your organization’s Employer Identification Number; this is also known as the taxpayer’s ID number).

Click next.

Note:  Based on the EIN # you input, one of the following screens will appear (Screen A or Screen B).
*********************

Screen A:
If your organization with the input EIN # has not done business with CNCS through eGrants before (the organizational profile will not be in the CNCS eGrants system) then the following page will open and you will need to create a new organizational profile in the system including entering the DUNS number:
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Click next.

*********************
Screen B:

If your organization’s EIN # is already in the CNCS eGrants system, the following page will open:
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Note:  This page will list all organizations currently in the CNCS eGrants system that has the EIN # you entered.  

If your organization is listed, choose your organization from the list and click next.
Note:  If you organization is listed more than once with slight variations and if you are not sure which organization profile to select, please contact your CNCS program staff for clarification.  

If your organization is not listed, choose Create a new organizational profile and click next.
*********************

If you choose an existing organization from the list, the following page will appear with the organization information already populated:
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If the data is correct for your organization, click save and click next.  This will open up the “Grantee Phone Numbers” page.
Please note that only the person who has been assigned the Grantee Administrator role in your organization can change this information.  There may be multiple people sharing this role.
*********************

If you click “next” on screen A or choose create a new organizational profile on Screen B, the following page will appear with the chosen organization data:
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Enter DUNS # (please check with your CNCS State Staff to see if this is required).

Note: Although this is optional you are strongly encouraged to enter the DUNS # (a unique nine-character identification number provided by the commercial company Dun & Bradstreet).  If you decide to enter the DUNS number at a later time, you must contact the eGrants Help Desk and request for them to enter the number for you.  Organizations can request a DUNS number by calling 1-866-705-5711 or visiting http://fedgov.dnb.com/webform/displayHomePage.do.
Enter Organization’s Name.
Choose Organization Type from drop down list.

Click add characteristic.  This will open up a drop down list to choose an organizational characteristic.  You can repeat this process to add more organizational characteristics.
Enter Street Address 1.

Enter Street Address 2 (optional).

Enter City.

Choose State.

Enter Zip code.

Enter Phone number.

Enter Fax number (optional).

Enter Organization’s Email (optional).

Click save.

Click next.

*********************

This will open up the Grantee Phone Numbers page:
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Enter Daytime Phone number.
Enter Evening Phone number (optional).

Enter Fax number (optional).

Enter Cell number (optional).

Click save.

Click next.

*********************

This will open up Review and Submit page:
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Review your account information.  You can change or edit your information using change or edit links.  Please note that clicking change will take you back to the EIN page for you to enter a different EIN in case you have entered an incorrect EIN/organization.  If your information is correct click submit.
*********************

If you are the first person to create an eGrants user account from your organization, you will automatically be assigned the Grantee Administrator role and have immediate access to the eGrants system.

*********************

If you are not the first person from you organization to create a profile and an eGrants user account, you will receive a Thank you confirmation page.  It will let you know that the Grantee Administrator of your organization has been notified.  There may be more than one name listed if the role is shared by multiple people.  One of the listed users will have to login to their eGrants account and assign to you a user role.  After they have assigned you a user role, you will be able to access the eGrants system using your user name and password. In addition to the following message, you and the listed eGrants users in this message will receive automated emails notifying that you have a created an account request.
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eGrants user roles and the steps to assign user roles will be covered in the Instructional guide to Managing eGrants Accounts.
*********************


Please send your comments, suggestions and feedback about this Instructional Guide for Creating an eGrants Account to Kapila Wewegama at kwewegama@jbsinternational.com.  Thank you. 11/6/06






For technical help with creating your account, please contact the eGrants Help Desk at 


1-888-677-7849 (Ext.533) or email them at � HYPERLINK "mailto:egrantshelp@cns.gov" ��egrantshelp@cns.gov�.











Aguirre Division, JBS, International, Inc.


