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Overview

This guide is intended for new eGrants users to learn how to set up their computer to access eGrants,
access eGrants to fill out grant applications, report on program progress, view grant information, and
perform other grant-related activities.

Relevant Links

TEA Office for Planning, Grants & Evaluation web site at http://www.tea.state.tx.us/
index2.aspx?id=7775

Grant Opportunities page at http://burleson.tea.state.tx.us/GrantOpportunities/
forms/

Organization

This guide is organized into the following chapters:

Obtaining Access to eGrants explains how to request access for the web site.

Setting Up Your Computer explains how to set up your browser, Acrobat Reader, and
other computer properties to best access information from eGrants.

Viewing Grant Opportunities explains how to use the Grant Opportunities web page to
view information about all TEA grants, including ones in eGrants.

Working in eGrants explains how to use the computer interface to view grant information
for your organization and to access grant-related materials.

Applying for a Grant explains how to access and fill out grant applications.

Managing the Application explains how to amend or revise an application, complete
progress or compliance reports, view the document library, or exit eGrants.

eGrants Capabilities

eGrants is the online grants management application for the Texas Education Agency (TEA). eGrants
has the following capabilities:

Allowing the public or targeted audiences to view postings of available formula and
discretionary grant monies

Viewing complete information about grants in eGrants

Initiating, preparing, and submitting completed grant application packages on the web
Completing compliance, progress, and evaluation reports

Processing amendments

Viewing approved applications and amendments
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B Viewing a Notice of Grant Award (NOGA)
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Obtaining Access to
eGrants

This chapter outlines the security roles and privileges set up for eGrants and explains how to request
TEA secure environment (TEASE) access and a Vendor ID. All external users must have TEA SE access
and a Vendor ID to access the system.

Relevant Links

Request form for TEA SE access:

B Online form for employees of school districts, education service centers (ESCs),
and open-enrollment charter schools at https://seguin.tea.state.tx.us/appsng/
um/apply.aspx

B Paper form for all others at http://ritter.tea.state.tx.us/forms/tease/
egrants_ext.htm

Texas Application for Payee Identification Number at http://
www.window.state.tx.us/taxinfo/taxforms/ap-152.pdf

TEASE logon screen at https://seguin.tea.state.tx.us/apps/logon.asp
eGrants TEASE information center at http://www.tea.state.tx.us/opge/egrant/

Requesting a Vendor ID

Before requesting that a Vendor ID be assigned by the Office of the Texas State Comptroller, consult
with your business office to ascertain whether your organization has previously been issued a Vendor
ID. If your organization has not been issued a Vendor ID, you can obtain one by completing the Texas
Application for Payee Identification Number. A link to the form is included in the Relevant
Links.

1. Complete the entire Texas Application for Payee Identification Number form lines 1-15. Be
sure to provide an individual work email address. Do not use a group email address.

2. Sign the Texas Application for Payee Identification Number form on line 14.

3. Fax the form to eGrants Support at the number listed in Requesting TEASE Access.

Requesting TEASE Access

To access eGrants, all external users of the eGrants system must complete a TEASE Request for
Access form to be approved by TEA. TEASE access will provide you with a username and password to
access eGrants.

On the Request for Access form, you must provide the Vendor ID number assigned to your
organization by the Texas Comptroller’s Office. Links to the TEASE Request for Access form and the

TEXAS EDUCATION AGENCY PAGES
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Texas Application for Payee Identification Number are included in the Relevant Links. For
instructions on completing the Texas Application for Payee Identification Number, see Requesting a
Vendor ID.

If you are an employee of a school district, an ESC, or an open-enrollment charter school whose
superintendent has User Admin+ to perform online approval, you must fill out the form online. The
paper form will not be accepted. All others can fill out the paper form. This section includes
instructions for both forms.

Applying Online
If you are an employee of a school district, an ESC, or an open-enrollment charter school whose
supervisor has User Admin+ to perform online approval, you must apply for eGrants access using the
online form. To apply online, do the following:

1. Go to the online form at https://seguin.tea.state.tx.us/appsng/um/apply.aspx.

2. Under Select Application, select eGrants Production.

3. Complete the form. Information about the roles and permissions is available from within the
application.

4. Click Submit. The form is forwarded to your superintendent for submission before being
forwarded to TEA. Once the request is approved and processed, you will receive an email with
your username and password.

Completing the Paper Form

If your organization is nonprofit, Communities in Schools, college, or university or your school
supervisor does not have User Admin+ to perform online approval, you must apply for eGrants access
using the paper form. To apply using the paper form, do the following:

1. Click on Apply for eGrants Logon on the eGrants Toolbox web page or select the paper
form at http://www.tea.state.tx.us/forms/tease/egrants_ext.htm.

2. Complete the form. See Understanding TEASE Roles and Privileges for information about the
TEASE roles.

3. Print the form.
4. Obtain a signature from your superintendent or chief executive officer.
5. Fax or mail your TEA SE Request for Access form to the following:

eGrants Support

Texas Education Agency

Office for Planning, Grants, and Evaluation
1701 N. Congress Ave

Austin TX 78701-1494

Fax (512) 463-9564
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Understanding TEASE Roles and Privileges

If you are a user of the eGrants system, you will request and will be assigned a role when you complete
a TEA SE Request for Access form. Functionality that is not included in the assigned role will not be
visible or will be visibly disabled. Each role has been assigned specific privileges to perform specific
tasks in the eGrants system. The table below illustrates the roles that can be assigned.

Role Name Role Privileges Listed by System

Grantee Official

Requestor/Grantee authorized official with
authority to submit (i.e., sign) the grant
applications and bind the applicant in a
contractual agreement (usually the district
superintendent or executive director); has all
privileges: can write, certify, and submit
applications, compliance reports, and
expenditure reports

eGrants

M View program summary, guidelines, and
instructions

M View, create, save, and print grant applications
(including designation forms and supporting
forms)

M Certify and submit grant applications and
amendments (including designation forms and
supporting forms)

HView NOGA
Reporting

M View, edit, save, and print compliance, prog-
ress, and evaluation reports
M Certify and submit compliance, progress, and

evaluation reports, and special collections
reports

Grantee Manager

Requestor/Grantee manager (local project
manager or business manager; this is usually
the primary and the secondary program contact
as well as the business manager)

eGrants

M View program summary, guidelines, and
instructions

M View, create, save, and print grant applications
(including designation forms and supporting
forms)

M Certify and submit grant applications during
negotiation

HView NOGA
Reporting

B View, edit, save, and print compliance, prog-
ress, and evaluation reports
M Certify and submit compliance, progress, and

evaluation reports and special collections
reports

TEXAS EDUCATION AGENCY
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Role Name Role Privileges Listed by System

Grantee Staff eGrants
Requestor/Grantee staff (includes program staff
employees or contract personnel and business

office staff who only need to view the application

M View program summary, guidelines, and
instructions

but need to write or edit the compliance, M View and print grant applications (including
progress, or evaluation reports) designation forms and supporting forms)
HView NOGA
Reporting

View, edit, create, save, and print compliance,
progress, and evaluation reports, and special
collections reports

Grantee Writer/Editor eGrants
Grantee Writer/Editor—Requestor/Grantee
writer/editor (employee or contracted personnel)
assigned to write and edit the application

M View program summary, guidelines, and
instructions

M View, create, edit, save, and print grant appli-
cations (including designation forms and sup-
porting forms)

HView NOGA

Grantee Viewer eGrants
Requestor/Grantee viewer (staff with read-only
access to grant applications and compliance,
progress, and evaluation reports); cannot take
any action on behalf of the applicant B View and print grant applications (including
designation forms and supporting forms)

HView NOGA

Reporting
View and print compliance, progress, and
evaluation reports and special collections reports

B View program summary, guidelines, and
instructions

ESC Viewer eGrants
ESC staff with view rights to grant applications

mvi N
and reports except for competitive grants View program summary, guidelines, and

instructions except for competitive grants

M View and print grant applications (including
designation forms and supporting forms)
except for competitive grants

Reporting

View and print compliance, progress, and
evaluation reports, and special collections
reports except for competitive grants
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Setting Up Your Computer

This chapter shows you how to set up your computer defaults to ensure clear navigation and proper
functionality of the eGrants system. This chapter also provides information about supported hardware
and software and about eGrants availability.

Relevant Links

Grant Opportunities at http://burleson.tea.state.tx.us/GrantOpportunities/forms/
GrantProgramSearch.aspx

Acrobat download at http://get.adobe.com/reader/

Introduction

Supported Platforms

The required browser is Internet Explorer. Using Netscape may cause eGrants not to perform
properly. If Internet Explorer is not on your computer, we recommend that you have your network
administrator install it. However, you can download it free of charge at http://
windows.microsoft.com/en-US/internet-explorer/downloads/ie.

eGrants supports only the systems and browsers listed below.

Supported Operating Systems

Windows 7

Supported Browsers

Internet Explorer 7.0 or 8.0.

Availability of eGrants

TEA runs full back-ups twice nightly starting at approximately 8:45 p.m. and ending at approximately
9:30 p.m. In addition, transaction logs are backed up during the day at 5:45 a.m., 12:45 a.m., and 7:45
p.m. During these periods, eGrants may not be available, or performance may be slow.

Note: eGrants will time out after 20 minutes if no activity has taken place. You
will need to log on again. Please note that any information entered into schedule
forms after the system has timed out will not be saved when you exit the system.
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Setting Up Internet Explorer

To increase efficiency while working within eGrants, TEA has a recommended set of Internet Explorer
settings. The following sections will assist you in setting up Internet Explorer with the recommended

configuration.

Checking the Browser Version

eGrants will work best if you use the correct browser version. Follow these instructions to check the
version:

1. Open your Internet Explorer browser.

2. Select Help> About Internet Explorer.

N TEA Intranet - Microsoft Internet Explorer

Fia Edé View Favorites Tools RSN
Contents and Index
) L ﬂ ﬂ L Tipofthe Day

o, X For Netscoaps Lkers
Addeess | ] hetpsffies] Crilne Suppart

Abeut Entermet Exploner

L 'T Texas Education
I. Agency Intranet

The following window appears:

:-ra_j.hnul Internel Explorar

€ Internet Explorer7

version: 7.0.5730.13

Lipdate Veraons i

Warreng: Thes compuber program is proteched by copyright lasw
and intemnational treaties. Uinasuthoriped reproducton or
tributon af thes program, of sy poran of it, may reslt n
sayers chvll and crisanal penaliies, and will be prossouted o the
AU exienE possiDee Under The aw

b .
’

3. Make sure that the version of Internet Explorer is 7.0 or later.
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+ If the computer has an earlier version, have your local computer support personnel
upgrade your Internet Explorer version.

+ If the computer has the correct version, click the OK button.

Setting Intermnet Options

Use these steps to set the Internet Options so that eGrants will operate correctly:

1. From Internet Explorer, select Tools> Internet Options.

X iTEA Intranct - Microsoft Internet Explorer

- Texas Edul
I Agency Inil

The following window appears:

igllrull Options

General Securiy | Privacy | Contert | Connections | Programs | Advanced |

Hiome pags
| % ‘o can changs whach page 1o wie for yous bome pags
A btk ffrea)

| UseCumert | [ UseDetaut | [ UseBlark |

Temporary |nbeart e

7y Pages ol view on the Irtemet ste stored in 4 special foldes
i lce cuaick viewsng lales,

[Detots Cookies...| [ DeleteFins. | [ Settings.. |

Hetlaey

Thee: Hiztony foider contains fnks bo pages you've visted, foe
£ quack access b recantly wiswad pagss

Draers 1o keep pages n histany: A 2 | Cles History

| Codons... ]l Forks... Ilml[m:ﬁﬁy]

[ ok ][ cConel |

2. Inthe Temporary Internet files pane, click the Delete Cookies button.

3. Click the OK button to confirm that you want to delete the cookies.
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4. Click the Delete Files button to delete the temporary internet files.
5. Click the OK button to confirm that you want to delete the files.

6. Inthe Temporary Internet files pane, click the Settings button.

¥ Check. for riewer versions of stored pages:
1 (%) Every visk to the page
() Every time you start [nternet Explorer
) Pustomatically
) Marver

Temporary Interrest fles Foldar
Currert location:  Ci\Documents and

Settings|krobartLocal
Settings|Temporary Inbernat Files)
Amount of disk space to use:
9 4768 | MB
Lok J[ concel |

7. Select the setting Every visit to the page.
8. Click the OK button.
9. Inthe History pane, reduce the Days to keep pages in history to 1.

10. Click the Advanced tab.

PAGE 12 TEXAS EDUCATION AGENCY
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Internet Optlions El@
Geneisl | Secuity | Privacy | Conbert | Conrmchions | Programs | Advanced
Setlings:
2ccessibdly | A
[L] Abwmys upand ALT bed for images
[7] Move system canst sith focus/selection changs:
[H] Erowezing

[«] Abeays sond UALs az UTF-8 fieguines imstait]

[[] Antomatically check for [riesmest Exploer updates

[«] Close unused folders in History and Favoribes (iequines nestar]
[«] Dizable 5enpt Debungng [Intemel Exploer]

[#] Disatés 5 coipt Detapging (ke

[ Dizplay & relification abouk every soript smor

[%] Enable folder visw for FTP sites

[ Erwsble Irsstal Oin Dremsand [Intemest Explores)

[#] Enabie Inztal On Demand [Dther)

[%] Enable offire dems o be sunchionized on a schedule
[+] Enable page transiion:

[[] Enable Personalzed Favortes Menu v
£ »
Restone Defadts
I Ok |' l Cancel |

11. Check the setting Reuse windows for launching shortcuts.

12. Click the OK button again, and the setup is complete.
Setting Up Adobe Acrobat Reader

Adobe Acrobat Reader is an essential support program for the eGrants system. Reader allows you to
access and view important support documents, including the Application Guidelines, Schedule
Instructions, and combined schedule sets that will assist you in navigating through the eGrant
application process. The eGrants system also requires the use of Reader to view the grant application
forms and compliance/evaluation reports via eGrants once they have been submitted using the
document library. The following steps will assist you in setting up the Reader on your computer.

Verifying the Most Recent Version

Acrobat Reader is used to view the grant applications and their associated attachments in the
document library.

Click Start > Programs > Acrobat Reader on your desktop
® If Adobe Acrobat Reader is on your computer, do the following;:
From the Acrobat Reader menu, select Help> About Acrobat Reader.

The following window appears:
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4

ADOBE READER' 9

Wer s 3.0.0

F-.,‘l 0t

Version 6.0 or later is required to view PDFs from the document library.

B If Acrobat Reader is not on your computer, you can download it for free at http://
get.adobe.com/reader/.

Setting Up Acrobat Reader

eGrants document library performs best using Acrobat Reader 6.0. Please upgrade your software to
6.0 to increase performance. In addition, there is a setting in the Acrobat Reader that will speed up the
process of opening large PDF forms.

1. Click on Edit > Preferences in your menu bar.

2. Select Preferences > Accessibility.

3. Clear the checkbox in the Tab Order pane. Doing so will increase the speed in which PDF
forms open.
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Tash Order

[+] Use document structurs For tab ordar when no explot tab order i specified,

4. Click OK.

Tuming Off the Acrobat Caching Feature

If you have Reader 6, you must turn off the caching feature as follows:
1. Select the appropriate one of the following menus:

+ Ifyou have Acrobat Reader 6 or 9, choose Edit>Preferences>Forms.
« Ifyou have Acrobat 6, choose Edit>Preferences>General>Forms.
+ Ifyou have Acrobat 7, choose Edit>Preferences>Forms.

2. Clear Keep forms data temporarily available on disk. (Acrobat 5 does not have this
feature.)

Turning Off Third-Party Popup Blockers

For the eGrants document library to work properly, disable all third-party pop-up blockers. A pop-up
blocker is a browser add-in that prevents pop-up advertisements from appearing. It also prevents
documents from being viewed from Content Services.
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Userdnstalled Popup Blockers

Different pop-up blockers are disabled differently. There is one on the default TEA web site, but it is
turned off by default. Any others are user-installed, so you are responsible for knowing what they are
and how to turn them off.

The Google Toolbar Popup Blocker

From the Personal Work Manager, find the Google toolbar. Click the # blocked button and turn off
Disallow pop-ups. Pop-ups will then be allowed whenever you are accessing sites on the same
server.

Q%Q Bockmarks = | G4 Find -

Disalow poprups from Rea
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Viewing Grant
rtunit
Although not actually part of eGrants, the Grant Opportunities page provides useful information
about grant opportunities, grants management, or grant application processes, including deadlines,
links to instructions and guidelines, and so on. It is a page that anyone can view without a login. This

page will be an important source of information about grant opportunities. Since you are responsible

for keeping up to date on grant information affecting your organization, you may want to bookmark
the site.

The page provides a centralized location for all TEA grant opportunities, whether the grant is available
through eGrants or by paper application. The page is designed to provide more complete information
about grant programs and to make it easier to find information about TEA grant processes than the
previous pages.

Opening the Grant Opportunities Page

Select the Grant Opportunities page at http://burleson.tea.state.tx.us/GrantOpportunities/forms/
GrantProgramSearch.aspx.

Help?®
Welcome to ...

TEA Grant Opportunities

This site is & cantral resource for and link to all State and Faderal grant opportunities admanistered by TEA. Grant management, administrative guidance, and other
resources can be found at TEA Grant Ressurces.

Search Options (Select options below to search for the available grant opportunities)

Apgplication Name : | Select One
Program/Subject Area : | All Scheol Year : | Salect One
Pasting Status @ All ] Between Dates
Funding Type & | All Availability Date |

Application Type : | Al Cue Date : | m |

**Please note** - This information is provided for planning purposes only. All dates are subject to change. Please monitor this website for
current grant opportunities and specific grant announcements,

Search Results — Available Grant Opportunities % Click to view grant opportunity details.

No Grants Opportunities Found. Please modify your search criteria.

Status - “Tentative® indicates that the dates displayed are the projected dates of availabidlity enly. The deadline date is subject to change until the Grant Application is
finalized and available for distribution/publicatron. Frospective applicants are responsible for cbtaining the most current information on this website.

The page is organized into panes that provide useful information about different types of TEA grants,
including those that are in eGrants and those that are still in paper form.
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Getting Assistance

You can see Help files for this page by clicking Help? at the top of the page.

You can find general grant resources by clicking the TEA Grant Resources link at the top of the
page.

Welcome to ... ;
TEA Grant Opportunities i
This site is a central resource for and link to all State and Faden
resources can be found at TEA Grapt Resources.

Search Options (Select options below to search for the avaik

Application Name : | Select Gne

«.“*L“-.m_ﬂr -.q-ﬁn..\_",._-.i‘;.ﬂ' i

Searching for a Grant Opportunity

To find information on grant opportunities for previous years, use the Search Options pane.

Search Options (Select options below to search for the available grant opportunities)

Application Name : | Sslect One
Program/Subgect Area : | All School Year @ | Select One
Posting Status 1 | All Between Dates

Funding Type : All [ Avadlabidity Date : 3

Apglication Type : | All Due Date : 3

To search for a grant opportunity, do the following:
1. Select one or more of the following criteria:

« Name of the application

+  Program or subject area

 Status of the grant posting

+ State, Federal, or Other for type of funding

+ Application type (discretionary competitive, discretionary noncompetitive, discretionary
continuation, or formula)

+ School year
 Availability or due dates

If you want to limit the search by dates, type in the dates of inclusion or select them by
clicking on the calendar icon for either Availability Date (the date the application will be
available to fill out) or Due Date (the date the completed application is due to TEA).
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2. Click Search.

3. Ifyou get no results or do not get the results you anticipated, broaden or change your search
criteria and try again.

To clear your selections and start again, click Clear.

Understanding the Search Results pane

Note: Dates are subject to change until the grant application is finalized. Check
back periodically to get up-to-date information.

Search Results — Available Grant Opportunities o Chick to view grant opportunity details,
Availability Drue Application
N
View ame of Grant Application Date Daka T Availability Status
&, 2011-2012 Adult Education/TANF Grant Application 03/01/2011 04/15/2011 g'“""““"""" eGrants Confirmed
antinuation
] 2011-2012 Adult Literacy Statewide Clearinghause 04/15/2011 05/20/2011 E:::::ﬁ?:: [ e
&y 2011-2012 Project GREAT - Gatting Resultz Educating Ty P i3 Discrationary £ £
2 Adults in Texas Grant Application OS/Z/2011  OFIHA0IL o ation e Confimes

Status - “Tentativa® indicates that the dates displayed are the projected dates of availability only. The deadline date i@ subject to change untd the Grant
Application is finalized and available for distribution/publication. Prospective applicants are responsible for obtaining the mast current information on this
website.

If your search results return more than one grant, the Search Results pane provides information in
the following columns:

View: the magnifying glass icon, which you click to open the program details

Name of Grant Application: the grant school year and program name

Availability Date: the date the grant application is available for completion

Due Date: the date the completed application is due to TEA

Application Type: discretionary competitive, discretionary noncompetitive, discretionary
continuation, or formula

B Availability: application available through eGrants (identified by the eGrants logo) or paper
RFA

B Status: status of the grant dates (tentative, confirmed, or revised)
Viewing Grant Details

To view the details of a grant program, click on the magnifying glass icon next to the grant name in the
Search Results pane. The Grant Details page appears.

Note: If you pick a specific grant name from the Application Name field in the
Search Options pane, the Grant Details page appears immediately.
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HElEe —
2011-2012 Adult Education/TANF Grant Application st Ersee e D Bowary

Continnation
SASH: ABEDABI2
RFA#: N/A

The 2011-2012 Adult Education/TANF Grant Application Program will be administared through the TEA aGrants system. All eGrants users must have an
individual TEA 5E username and password. For more information on how to apply for a grant through eGrants, please visit the eGrants Toolbox on the
TEA Grant Opportunities web page. For your convenience, TEA will post supporting infarmation on this page upon release of the grant for viewing

purpases anly.
—R:urn to Search

Program Information

Program Description
NOTE: Funding far this program will be contingant upon continead availability of appropriabions for fiscal year 2011.

The purpose of this program is to assist adults to become literate and cbtain the knowledge and skills necessary for employment and self-
sufficiency; assist adults who are parents to obtain the educational skills necessary to become full partners in the educational development of their
children; assist adults in the completion of 8 secondary school education; and prowde Iteracy, English language proficiency for hmited English
proficient adults, basic scadamic and functional context skills for incarcersted in & correctional facilty and other institutionalized corractions adults
wha function at less than a secondary comnpletion level, Under Section 225 of the federal AEFLA Act, up to 10% of the grant award may be set
aside for educaticnal pregrams for corrections education.

Eligibility

Eligible applicants are entities previously funded in 2010-2011which indude local sducaton agencies (LEAs); community-based crganizations of -~
demonstrated effectiveness; velunteer literacy crganizations of demonstrated effectiveness; institutions of higher education; public or private
nonproft agencies; libranes; public housing authonties; and nonprofit institutions that are described previcusly and have the ability to prowide

ltarscy services to adults and familes. b
Statutory Authority

The Adult Education and Famaly Literacy Act of the Workforce Investment Act of 19%8, P. L. 105-220, PRWORA (PL 104-193) and TEC Sec. 25.252,

Funding Information

Expectad Number of Awards: 55 Mimimum Allowable par Award: NS &
Cost Sharing or Match Requirament: None Maximum Allowable per Award: NfA
Grant ID Grant Description Grant Start  Grant End o, pone CFDA & Percent Amount

Date Date

,Eﬂj{ W‘*T%*Mﬂh sfodemal E‘;‘Ej‘uﬁ-ﬁﬁwﬂn 2 E-tn,w:saw

This page provides most of the information you need to apply for the grant, including links to the grant
application documentation.

The Grant Details page provides the following information, posted as it becomes available:

B Header: the name, year, and cycle of the grant program, its RFA number (for competitive
grants), its SAS number, and a brief description of how to apply for the grant

B Program Information: a brief description of the program, a list of eligible applicants, and
the authority under which the program was created

B Funding Information: the expected number of awards; the minimum and maximum allow-
able awards, if applicable; the cost sharing or matching requirement, if applicable; the amount
of funds available for the project from each source; and the sources of the funds, and the grant
start and end date

B Application and Support Information: pertinent information about the application,
including the guidelines, instructions for completing the application, provisions, and selection
criteria

To open any of these documents, click on the links.
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B Critical Events: a list of important dates, such as application and report due dates

B Contact Information: the names and contact information for program, funding, program
evaluation, and electronic access issues.
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Working in eGrants

This chapter explains how to log on to eGrants and provides a tour of the eGrants user interface. It also
provides instructions for basic tasks that you will need to perform in eGrants.

Relevant Links

Planning, Grants, and Evaluation at http://www.tea.state.tx.us/
index2.aspx?id=7775

TEASE Logon at https://seguin.tea.state.tx.us/apps/logon.asp

Logging On to eGrants

1. Log on through TEASE at https://seguin.tea.state.tx.us/apps/logon.asp.

The TEASE log on page appears:

Q- ©- 8 (@G| P trrers @ 2-5 51~ LUE B
] hitps: ffeeguan. tea stabe. t el apges flogon. * B b ® Geet B & -
Google | 8 - o Sewcho @0 e B e fF dmatsr BLFrd - O check + T mutord - [ Motebock &, = g s -

Welcome! Please Log On.

HOTICE: TEA Webk Applications will not be svailable sach Sunday morning fram S:00AM 15 200 PM dus to récting maintenascs, Plasie do sot
acced your apphication dunng thes teme penod: pou could lode data.

IMPORTANT KOTICE: Kaop your email address up-to-datae
Username

Password

([ Sentinue ] [ Cancol

ﬂidmiinmu_unwmﬂnﬂi

Ploase nate the folloming terms of uiage:
1. Unatthonzed uie i prohibibed;
2. Ussge may be sulilect to security teiteg 4nd monitenng;
3. Mesuse is fubpect bo oreminal proseciton; snd
4. Noexpectation of privacy except a5 otherwise provided by applicable privacy laws
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2. Type your username.
3. Type your password.

4. Click Continue.

Note: If you try to log in and our system does not have your organization in the
database, an error message appears: The system cannot find your organization
information. Contact TEA by emailing eGrants @tea.state.tx.us. Please provide your
complete contact information.

Check your login information again, and if it does not work, contact TEA.

If your login is successful, an application list opens. This list contains different items depending upon
the programs for which you have requested TEASE access.

ﬂ Application List - Micresall Internel [xplorer
Fie E& veow Frenbss Toolh Hslp

Que - O BN EAG Powodrroee @ 3-5 w0 - JH 3
] bitps: {fseguin.tea, stabe. b urslappsfepn_kst.sep B e
= v Search o @~ e B+ (Y Bookmaise [ Fed - 3 ches - ] uors - (5] Hoteiook €, - iisnin -

[ ChangePeesword | [ Changeinio | [CASa/Modiy Appication Access_|

Application List

Your Applications

elrants - alrants Produchen ~ | Lawnch

r eGrants - eGrants Production
e * Hew procaiung o founs
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You can open eGrants one of three ways:

B By selecting it from the drop-down menu

The default in the pull-down menu is the first application that appears on the page under the
pull-down menu box. Select eGrants from the list, then click the Launch button.

By clicking on it from the list of applications below the menu

By clicking on the eGrants logo.
The first time each day that you log on, a security page appears.

From this page, you can access other applications, change your password, change the verification
information for your password, or log off. Press the Help button for more information.

Review the security assurances and click I Agree to continue.
Introducing eGrants

eGrants provides easy access to the grant applications for which your organization is eligible and to a
great deal more useful information about grant programs in eGrants.

'_;*f‘rl‘ix A% EDUCATION AGENCY TEA Home | Dhatrict Locatod | Tndax A to £ | Divinieas AskTID

Organization Mame: Thomdale ISD Vendor 10:2: 1746002399
éGru nl's Dstrict Number: 166905 Region Code: 13

User Mame: itadminl Bole: itadmin

irantes Profile Helg

Search by Counby District #: | HBE905 Search by Vendor 1D | Seaich i

Avaitalle Gramt Programs in eGrmnts

Grantes
Frafila

Competifive
Scoring

Hanage
eGrants Lists all grants for which yoo aro eligible b eGrants:

BEkauries | Satact Cna

Beports
Emil

- v Wl to the eGrants System for the
B & eGrants Critical Evenis Within Next 30 Days Texas Fdecation Agency

Crmet Puogam Ewant Date | The elrasis Production systens will be Laken
g H0-100% Investssant Capital Fosd Cyihe 18 Coant Applcatian :::Twr-lh-m—uumhdn;lmn
Apphcaties dvidable Cate 1000
EHZ3 3009-1010 Test Grank Applicatios 3 Tor approusmately one hur
Apphicaticn Dus Dute /2009

Lapt Smardmans Dua Dete EITRIT06%

Bl & eGrant Application Suoemany
Erant Brogram Ohrgararation Mama And Vermon SEabuy
B tralt Applicatisss
E-'_'I 2067 -2008 lavaspnart Capitsl Posd, Ovela 1F Grint Appls sbian
B sulemitted Applaations
Wi @0 B B By BURTIIEED QranT eEglicatiens,
R 3 N
Vou do mat have smy grant spplicasican in negetatizn.
BN _H Awarded Applicatioas
You da nat Bave any searded srant apphs stion.

E-) Archived Applacations

TO0R Tesas Flecation Agenoy, AN rights ressrved Costct: wGranm Bt pistecouy = Page Lavt Updetesd: W27 3009

TEA Home | District Locates | Index & to 2 | Divisons | AskTID 4.1.0.222
Thiid #iee ba badt vidwid uabag i=teret Bopiorer virilon 5.5 &f highet. with & 1<rean rasslution oF it leaat 1O24x7 68 gixela.
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The main menu at the left of the interface allows you to select either the Resources page or to exit
eGrants.

B The main page of the new eGrants application is called the Grantee Profile. It provides a
centralized view of all your eGrants activities, links to grants you have in process, and access to
initiate new grant applications for which you are eligible.

B The Resources page returns you to the TEA Grant Resources page.

The Grant Menu page appears after you select a grant program from the Grantee Profile. It
provides links to the forms and applications available under that program, as well as information
about that particular program.

Although all new eGrants appear in the new interface, older grants still have their original appearance.
So, your views as you view grants will be different depending upon whether the grant is an older one
However, the Grantee Profile and Grant Menu pages are the same for both types of grants.
Eventually, all new grants will be converted to the new interface.

Getting Assistance

Besides this guide, eGrants provides several ways that you can get assistance in working with or
completing an application:

B Look at the Help files: Click on the Help? button at the top of the page to see the complete
Help files for eGrants. These Help files include a table of contents, index, and search facility for
finding topics.

B Look at the Resources: Click on Resources on the main menu to view general grant
resources.

B View the Legend: Look at the Legend on each page to understand the symbols used on that
page.
B Click on the iicon: Click on the i icon to get information for a particular pane.

Available Grant Programs Help Info

This list will display all grant applications for which you are eligible. Select
the grant program froms the list and dick the Select button. Onos you have
saved & draft application, it will be display in the Grant Application
Summary section of this screen,

2] Done ] B Interret

Click the X on the top border of the box to close it.
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B Click on the Help button: Click on the Help button for some panes where you might need
additional instructions and guidance about statutes.

B View complete instructions or other program documents: Check the Program
Information pane on the Grant Menu page (or on the Grant Opportunities page) for
documents that may answer your questions. Click on a document to open it.

B View schedule instructions: Once you have selected a schedule in a grant application, click
the Instructions button to view the instructions for that schedule.

B Ask the program contact: You can call or email the person listed under Contact
Information to get answers to your questions.

Exploring the Grantee Profile

The Grantee Profile page provides access to the grant applications for which your organization is
eligible and a great deal more useful information about grant programs than the old main page did.

After you log on to TEASE and select eGrants, you will see one of two Grantee Profile pages,
depending upon your privileges:

B Ifyou are an education service center (ESC) or a TEA employee, you will see the following
page:

W Trexas EDUCATION AGENCY TEA Mems | Districk Locator | Indem A ke Z | Divisions | AskTED

éGrant User Name: eegrantDlol

Grantee Profile

Role: escviewer

Grantes

Profile Search for Grantee
Profile:

Resources

Exit o

jlj Section information
F Dusinnecs days

Welcome to the eGrants System
for the

Texas Education Agency!

# The eGrants sysbem will be
down for maintensnce Sunday,
July # from ¥ p.m to 4 pam..

@ 2008 Tesas Educanon Agency. All rights regerved. - - Contacn aGrancs@oe s soate.0e,us -- Page Last Updared: D61 1/08

TEA Home | District Locator | Indem & to 2 | Divisiens | AskTED

|Thls fite |5 best viewed wEbng lrase « yereion 5.5 or higher, with & scresn resolution of 4t lesst 1024xTER pinels.

Z2.L.0.577

Type in either the county-district number or the Vendor ID for the district whose applications
you would like to view, and then click Search. The Grantee Profile page for the district
appears:
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| # Texas EDucanon Acescy Distsiot L Ledan A ks £ | Diwisions | AskTED

Drganization Mame: Therndale 15D
District Number: 166905 Region Cade: 13
User Mame: eegrantil 101 Role: escvinmer

Begrch for Grandee Search by County ﬁirbi:tl'm
Prodife; 5

Resnurces

Available Grant Programs o otrants

Emit

Lists all gramts for which you are sligible in eGranks: 4 Becvion infarmamen
T G i st S s
Salact Tira

Wiehoivee b thee @ Gemnbs System For
L
Taxas Cdut ation Agancyl

# Tha alrants sys tern will e dowm
for maintenance Sunday, July 8§
Forcarrs B pamn b A g

B & etrent Apphication Sumimery

Caat Proqrass (g ania absan Mame Al Verniem Stabe
E1-_H Ewa bt Apglic stians
E-_] 2007-2008 Tids L Part © Casl O Parkins Gt Applicanan
B3 Submitted Applic atioss
Yaoou o Bk han afp dabiigied geant spplic stiead
14 Applic atin Baquiving Megetistan
Wow ol re ik i gt R b N AT A8 AR RDR R

B Avvarded Application
Woes o ml hibuw afvp bvaefed grant spplcemeni.

Tisai Edecitlon Aguicy. All Aghts rvienied oo Sintact abientifte i stabn i = Bida Laik Upditad: 041 1,100

TEA Himse | Distritt Lacahor | Dvdes & be £ | Divisioas | AshTED
Thii dita i badt veiwed uaing toeoe oo wariian 5.5 o higha with @ dcrana redsletion of o2 boait 1029u T plaati,

B Ifyouare any other kind of viewer, the Grantee Profile page for your organization or district
appears immediately:

PAGE 28 TEXAS EDUCATION AGENCY



EGRANTS USER GUIDE REVISION 3.0

'_ﬁ'Th!-: AS EDUCATION AGEMNCY TEA Hosms | Diatriel Locates | fadax A be F | Bivisiess | AskVTLO

Grganization Mame: Thomdale ISD vendor I0:#: 1746003399
éGrunl's District Number: 165905 Region Code: 13

Wsor Mama;: ladmind Ralo: itadmin
irantes Froflile Helg

Granten
Frafila

=
Search by County District #: | bBE905 Search by Vendor 1D 1 Seaich i

Competilive

Scoring Avioiladie Grant Programs in eGrants o @ begend
Hanage
whrants Lists all grants for which you are eligible b eGrants: -b' Sectize infarmatian
- . I ‘witkin the st 5 duys
s Select One
Heports
A - " el to the eGrients Syst fer the
Ewit B @& eGrants Critical Events Within Next 30 Days L Texas Fducation Agency!
Crmat Puograe Evanit Date | The eGrants Produttion systen will be aken
1 2059-100% Tnvestrment Capital Fusd Cyibe 18 Grant Applecation :ﬂ:_-'v"“'hl_h-!mh-ﬂwalm
dpphcaties dyifable Dot & 103008
. Tor approssmately one hour
B3 20091010 Test Grank Applicatios 3
Spglicatics Dus Dute E29T00%
Last Amandmant Due Die EITRTO0S

B & eGrant Application Surmmany

Grant Program Digararation Mame Amd Werusn status
B4 Dealt Applications

m'ﬂ 2067 -2008 lavasnant Capital Posd, Cyela 1F Grant Applssban
B sulemitted Applaations

Wi @0 BEE BEvE BRy BUBTITEET QRN REglicaTIEAS,

E"'_ﬂ‘ "-

¥ou do nat have any grant spplicasicas in negetistizn.

EH_ Awarded Applicatican

Wou d nat hive by awarded grant spplicstions.

-] mrchived Applications

TEA Mosms | Digkrict Logates | Tndex A bo 2 | Divigeay | AkTED 2-1.0.223
Thiid #iew bd badit wisvibd uihag letwee? B virilon 5.9 of hisher. with & 1¢rein raselution oF it laaar 1O28xT 68 gioela.

The page contains the following panes:

B Available Grant Programs in eGrants: provides a list of and access to the grant programs
for which your organization is eligible.

Each available program appears in this list until the date the application closes.

Available Grant Programs in eGrants

Lists all grants for which you are eligible in eGrants:

.Slllﬂ.ﬁ_ﬁ.pll

B Legend: provides the key to the icons that appear on the page.

Eom Legend ﬂ

.!g Section infarmstion
T Cuwe bn nest S days
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B eGrants Critical Events Due in Next 30 Days: shows events that are coming up within
the next 30 days for all grants for which your organization is eligible.

E-& eGrants Critical Events Within Next 30 Days L
Grant Program Event Dake

[E-{ 2008-2009 Even Start Family Literacy Grant Application

#pplication Due Date 8172005
[E-_3 2008-2009 Investment Capital Fund Cycle 18 Grant Application

Application Avallable Date 6102009
E|-c_-i 2008-1009 Life Skills Program for Student Parents Grant Application

Last Amendmant Due Date 6292009

E- 4 2009-7010 Even Start Family Literacy Grant Application

Application Dua Date & 1E 2005
Bl 2009-2010 IHE Texas Reading First - Profesnional Develop t Grant Application
Application Duea Doate SS2E 2005

By 2009-2010 THE Texas Reading First - Technical Assistance Grant Application

Applicatien Dua Data &/26/2009

Many of these events require action on your organization’s part. The events are organized in
folders by grant program and show the name of the event and the due date.

B Messages: provides messages about down times and other system information.

B eGrant Application Summary: contains the applications that your organization has in
process, sorted by status.

Bl @& etGrant Appitcebron Sumassry B

Grant Program Orgariration Semn Amd Ferrean Stabe
B pralr Applications

-] Submitted Applic atians

-] Applic stion Bequiriag Magotistisn

o] .:JM-“ Applic stians

E1- ] rchised Agplesations

Opening and Closing Folders

By default, the folders in some panes are open and some are closed. For example, most of the folders in
the Grant Application Summary pane are closed. You have to open a folder to view its contents. To
open a folder, click on the plus sign next to it.

E-& Grant Application Summary

Grant Progrsm Organiration Nanae

The plus sign changes to a minus sign. To close the folder, click on the minus sign next to it.

Folders throughout the eGrants interface work the same way.
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Understanding Status Information

Once you open a folder under eGrant Application Summary, you can see the organization name,
the amendment version, and the status of the grant, as follows:

Status Description

Adjusting The application was unlocked by TEA to allow TEA staff to make changes to
it.

Available A blank application is available.

Awarded A grant was awarded and a NOGA issued.

Change Designation The application was unlocked by TEA to allow changes to the GS2200-
Shared Services Arrangement schedule. The Applicant Designation and
Certification (ADC) form must be negotiated to make changes to the form
before changing the application.

Delete Designation The application was unlocked by TEA to allow changes to the GS2200-
Shared Services Arrangement schedule to Not Apply at All. The Applicant
Designation and Certification (ADC) form must be negotiated to make
changes to the form before changing the application.

Draft The draft application is saved.

In Process The application is in review.

Negotiating The application was unlocked by TEA for you to make specific changes at
the request of TEA.

NOGA Approved The application was approved by TEA.

Not Funded The competitive application was not approved for funding.

On Hold The application was placed on hold by TEA.

Received The application was received by TEA.

Rejected The application was rejected by TEA.

Submitted The application was submitted to TEA. You may not make changes once it is
submitted.

Voided The amendment you submitted was not necessary and has been voided.
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Accessing a Grant

To access a new grant or a program that is still open, do the following:

1. Onthe Grantee Profile page, click the click the arrow under Available Grant Programs
in eGrants and select the grant program from the list.

T Timias EDUCATION AGImoy
Organization Name; Howston 150

eGrunts District Mumber:

User Hame: leasd10191 2

TEA Heme | Biatrick Lodater | Index & s 2 | Bisksinns | AakTUD

¥endor 1047
Region Code; 04
Role: granteeofficisl

Grantee Profile

Grantee

Prafile Avaifable Grant Programs by eGrants

Fesources Lists all grants for mhich you sre eligible in eGrants; J‘.- Sectan infarmaricn

Exit T Cos i nast S days
Gty

g 20092010 HCLB Coasslidstad Federsl Grant Applicstics ‘ol s b the o Grants System Por the Texas
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Z008-7002 Spacial Edwcasien DHEA-B Discrasanary Grass Applicanin ]
Z0053-3009 Gpacisl Edwtatian [DHEM-B Distramsanary - Cthed 4 Grasn Apphicatean
B 20083009 Spacial Edecatisn IHEA-B Diseramonary - Othar I Grasn Applicaman
2008-300% Spacial Education IHEA-E Diacrationary = Othar 2 Grask Applicatian
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2. Click Initiate. This action opens the Grant Menu page for that grant.

You can also open it by clicking on the grant application name in the Grant Application Summary
table and then clicking on an underlying file.

To view a document for a grant that is already retired, scroll down to the bottom of the Grantee
Profile page, open the Archived Applications folder, and select it from the list.
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Touring the Grant Menu Page
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Depending upon whether you are accessing a grant that is converted to the new eGrants interface or
that is in the legacy interface, the Grant Menu page looks slightly different. The difference is that for
legacy grants, the eGrants Application Table of Contents is replaced by an eGrants Application
pane, which does not include the links to the schedules for completing the grant. If you want to
complete the schedules, you must select the grant application name from the eGrants Application
pane. This takes you to the Schedule Index page of the legacy eGrants. For more about that page, see

Comparing the New and Legacy eGrants.

The Grant Menu page displays all the related forms and information for the grant program selected
from the Grantee Profile main page.

Forms are grouped in the following categories, some of which are only visible if a form is available:

B eGrant Special Collections: lists and provides access to forms used to collect data related
to the grant program. For example, if a report is required, it appears in this pane.
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B & eGrant Bpecial Collections L]

Farm Description States Due Date 1D

2007-2006 MCLE Dats Requist Form far  Diraft &1f2007 0003 T6-02TEI8-
Fadural Funding 00-04
2007-2008 SCH000 Annusl Survey of Salect 1Z2/8/2007 OOD2S0-027638-
Childram in Local Facilities far Campus Oitk- 04

Haglecrad/Dalimguant

B eGrants Designation Forms: lists and provides access to the Application Designation
Certification (ADC) form and the Campus/Site Designation and Grant Writer Assignment
(GWA) form for your grant, if applicable.

The grant application will not appear on this page until you have filled out and submitted the

ADC form.
E-& eGrant Designation Forms f,"
Form Descriphion States Due Dats in
200T-2008 EL Civics Grant Wiiter | ; P
Desighation Submimed 2f30/Z007 000417-02846%-00-01

B eGrant Application: provides a summary of important information about the grant,
including the date and time it is due to TEA.

B & eGrant Appiication H Refresh .':.‘
Ilmm QODZ7&-0Z7E3E-D0-01 Status: Draft
EDve
TEA Dus Saturday, Septermnbar 01, Application
Dty 2007 12:00:00 AW Cantral Typa:

Timia Formmula
Drganizaticn:Houston [SD

Carmpus [ Site M/ A SAS #3 HELBAADE

The second portion of the eGrant Application pane provides access to and status for each

application schedule.
Farni Dascription Raguired Last Updabed
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o PE3400 - Equitable Access and Partidpation o 10/ 28/ 2008 5:30 PM
B4 Program Budget

o BEE004 - Program Budget Summary and Support i 11/11/2008 3:5% PM
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s View and print most

sy View mnd prt | vEaTime | viewemors | [JAtschFie | contity ana Submit
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The rest of the page is organized in the following panes:

B Legend: provides a key to the icons used on this page

B e fegend

.\_iy Sacrien dinform amon
[T Dusinneer S days
@ Maw farm

ik Required to complets application
v Completed with no errors
& Incomplets or with errars

(& Farm not spplicable

& Form iz in use = Click to view user name

B Contact Information: provides program contact information for the grant.

You can begin an e-mail message for the program contact by clicking on the e-mail address.

B Program Information: provides links to the application guidelines, the schedule
instructions, announcements, and other pertinent information for the grant program.

B & pProgram Information

Part 1! Genaral and Fiscal Guidalines

Part 21 Program Guidelines

Schedule Instructions

Program-Specfic Provisions and AZfurances

General Frovisions and Assurances

Debarment and Suspension Certification

Lobbying Cartification

BS6003 Required Uses of Fund: Addendurn--Updated

82508

Data Definttions for Perkins Peformanos Measures

Process for Determining Acceptable Pedformance Targats

B Calendar of Events: shows all the events, the reporting period if the event is a report, and

the due date.

B & Ccalendar of Events

Event
Applicstion Avsilable Date
Application Dus Darte

Last Amendment Dus
Crata

Final Expendinsre Report

Raviged Finsl Expanditurs
Rapart

Reperting Period

O5/0472003-

083072009

05042003

083072003

=

Dwe Date
Q904 2008

1142572008

05f0L 2009

08f15/200%

097152009

B Document Library: shows all of the documents associated with a grant that have been
submitted and archived in Content Services. Documents are all those submitted as part of a
grant application as well as reports and other forms. Clicking on the link opens the

Document Library.
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et colicton
| Crant Application | BOGA § ROGA a-mall Amd  Verilon Dats ~
l:- Ed IDEA-B Disc (Deaf) Grank o1 o1 TI2S/2008 3:23:25 P
kol Darpcmption o1 01 52273008 11:48:30 AM
0GA Ema for 20072008 Speaal Education [DEA-B Descreétonary (Deaf) Grant &p ob 571972008 11:27:40 AM
O_SP ED IDEA-B Disc Deal NOGA. pdf oo 51972008 11:27:16 AM
NOGA Emad for 2007-2008 Specasl Education [IDEA-B Didcretbanary (Deafl) Grant Ap i} 5772008 1:42:33 PM
oo
on
oo

5/7/2008 1:38:01 PM
5772008 10718 PM
5772008 10330 PN 2
pecial Colfection Amd  Yemion Bate

08-09 Discretionary Deaf Released Funds Repot oo 01 S/a/2008 11:37:45 AM
08-09 Discretionary Deaf Released Funds Report oo 01 3/25/2008 3:26:39 PM

Note: It can take up to 24 hours for a submitted document to appear in the
Document Library.

Checking the Calendar of Events

The Calendar of Events pane provides information about deadlines for the particular grant program.
By default, the calendar is closed when you first open the page.

Click the plus sign next to the name to open the calendar:

FL M Caferndar of Events

The calendar opens to show all the upcoming events:
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B & Calendar of Evends i

Event Reparting Feried Dae Date

Application Available Date Qg4 2008

Application Dus Date 11425/ 2008

Last Amendrment Dus o501 2009

Crate

Final Expendinsre Repore 09042003~ o&f15/2009
0&/30/2009

Ravised Finsl Expendivure 090472008~ 0915 2009

Rapart DES30/2009

B Event: the name of the event
B Reporting Period: the inclusive period for reports

B Due Date: the deadline for the activity or report

Completing Designation Forms

If the menu of schedules does not appear in the eGrants Application table of contents when you
select a grant program, you must complete a designation form before you can have access to the
application itself. The designation form may be an ADC form, which indicates your organization’s
relationship to a shared service arrangement (SSA), or it may be a campus/site designation and grant
writer assignment (GWA) form, which designates the campus or site and the author of the grant.

In any case, if a designation form is required, it appears under eGrants Designation Forms at the
top of the Grant Menu page.

Click on the form to open it. You must complete it and save it before you can open any schedule for the
application.

Accessing Instructions or Other Documents

The Program Information pane on the Grant Menu page provides links to guidelines and
instructions as well as other information related to the particular grant program. A copy of the eGrants
Application Guidelines—Part 1: General and Fiscal Guidelines, which is applicable to all eGrants, is
also available in the Program Information pane.

To open the instructions, guidelines, or other supporting documentation for the grant, click on the
name of the document in the Program Information pane.

B & Program Information L

Part 11 Ganaral and Figrsl Suldslines
Part 21 Program Guldt{h

Schedule Instructions

Program-Spacific Provigions and AIfurances

General Provisions and Assurances

Debarrment and Suspension Certification

Lobbying Certification

BSE003 Requirad Uses of Funds &ddendurn--Updated 8/25/08
Data Dafinttions for Perking Paformanoe Measures

Process for Determining Acceptable Pedormance Targets
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Read all the application and program guidelines before starting the application. A good
understanding of the rules and requirements of the grant and the eligible applicants will be crucial to
the preparation of a grant application.

The instructions available from these links are the full instructions for the grant. You can also print
instructions for a single schedule. The procedure for opening individual schedule instructions is
different depending upon whether you are working with a grant in the new eGrants or one in legacy
eGrants. See Comparing the New and Legacy eGrants.

Comparing the New and Legacy eGrants

Some grants have been converted to the new eGrants system. When you select a converted grant, the

Grant Menu page looks like the one shown in New Interface. When you select a grant for a program
that has not yet been converted, the Grant Menu page does not contain the list of schedules for the

grant application. You must select the link to the application, and the Schedule Index page appears,
like the one shown in Legacy Interface.

New Interface

Here is a sample Grant Menu page for the new eGrants interface. If you are working with a legacy
application, the page looks the same except that the eGrants Application Table of Contents pane is
replaced by the eGrant Application pane and does not show the list of schedules. Instead, the name of
the grant application appears. See the chapter entitled Applying for a Grant.
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If you are working with a grant that is still in the legacy eGrants interface, the Grant Menu page does
not contain the list of schedules. Instead, only the grant application name appears. You must click on
the name of the grant and then a page such as the following appears.
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Applying for a Grant

Depending upon the grant, you may be using the new or legacy eGrants interface when you are
working on a grant.

Reviewing Grant Materials

The Program Information pane on the Grant Menu page provides links to information and
instructions related to the particular grant program. The application is for informational purposes
only. If the grant requires electronic submission, this application cannot be filled out and submitted to
TEA. A copy of the Application Guidelines—Part 1: General and Fiscal Guidelines, which is applicable
to all eGrants, is also available in the Program Information pane.

Click on the link to open a document or view a web site. Read all the application and program
guidelines before starting the application. A good understanding of the rules and requirements of the
grant and the eligible applicants will be crucial to the preparation of a grant application.

Remember that the instructions provided in eGrants are often general to many grants. Specific

instructions for a step may be listed in Application Guidelines—Part 2: Program Guidelines and Use of
Funds.

Selecting a Grant Program

Follow these steps to select a grant program.
1. Ifyou have not already done so, open the Grantee Profile.

2. Select the grant program from the Available Grant Programs in eGrants list. This list
shows all the grant programs for which your organization may be eligible.

Note: Before applying for a grant, always check the program guidelines for
more details on eligibility and other information.

3. Click Initiate. The Grant Menu page opens:
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Once you have begun to fill out an application, you can also select it from the proper folder in the
Grant Application Summary:

The folders are as follows:

Draft Applications: The application is partially completed but has not yet been submitted.

Submitted Applications: The application is complete and has been submitted to TEA. TEA
staff members are in the process of reviewing the application.

B Application Requiring Negotiation: TEA has placed the application in a negotiation
status and asked for changes. The application remains in this folder until you have
resubmitted it.

Awarded Applications: A grant was awarded and a Notice of Grant Award (NOGA) issued.

Archived Applications: The grant period is past, and the grant is archived for future
reference. The application remains in this folder for five years.

If the grant program you selected is competitive or allows SSAs, TEA requires you to complete
an ADC or GWA form before you have access to the grant application. In this case, you will not
see the list of application schedules in the eGrant Application table of contents pane.
Instead, you will only see a link for the ADC or GWA form under eGrants Designation
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Forms. Before you have access to the application, you must fill out the ADC form and submit
it to TEA. The application schedules will appear in the list some time after you submit the ADC
form.

Note: The response to this application is binding for the entire project period.
You are advised to complete the process of obtaining local board approval, as
appropriate, before submitting this form.

Working with eGrants Schedules

Opening a Schedule

To work on an application, you must first have searched for and selected a grant program from the
Grantee Profile.

The eGrants application consists of a set of schedules, or forms, that you must complete. These
schedules are listed in the eGrant Application Table of Contents pane, divided by schedule type.

To begin working on the application, click on the name of Schedule GS2100—Applicant
Information in the eGrant Application Table of Contents pane to open it. Until you complete
Schedule GS2100, the other schedules are not available.

When you open a schedule, it locks to your use, so that no one can edit your copy of the form while you
are using it. Once you close a schedule, the lock releases so that someone else in your organization can
edit the same schedule.

Form Description Rarquired Laxt Updated
B General Information
' 952100 - Applicant Infermation . 1572008 12112 PM
o 952300 - MHegotiation Commants and Confirmation i 242008 10033 AM

B4 Program Description
¢ P53012 - '-“{'bi"" . B/L5/2008 2:54 PM

o PS33T0 - oo ability 5 /152008 12:08 PM

of P53400 - Equitable Access and Participation . 1512008 11:53 AM
E-_d Program Budgst

o BSE003 - Pregram Budget Surmmary and Support . SFTAS 2008 9178 AM

B4 Provisions Assurances and Certific aticns
o <ET000 - Provisions, Assurances and Certffications » 8/14/2008 10:22 pM

o Viewand prist mast | (T TEA Time | View Errors | [iattach File | Certity and Submit |

Once the schedule opens, you can begin completing it. Click on the Instructions button at the top of
the schedule page to see instructions for that schedule.
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Note: You must enter and save some information in Schedule GS2100 to start
the application process. By saving this basic information, you will be creating a
working file for your application for this grant, which you are under no
obligation to complete or submit. You may log on to eGrants as many times as
you wish before the due date to work on your application. Once you submit an
application, it is no longer available unless it requires revision by TEA.

To submit an application, you must complete all required schedules. Required schedules are
marked with an asterisk in the Required column.

Viewing Schedule Information

At the top of each application schedule is the schedule header showing information about the
schedule. The header contains the following information:

Apgellel st LEatus k bis FORMULA Arpdien atereny 100 02TE -
©Grants ﬁppllcﬂ'hﬂﬂ Organasations HOU$8A 1S Coumiby ~ Diwtricts 00008
E50 Rasgiory 04 Vendor 10y X000 tchasl Year JO00- 2005

consolldated Application for Federal Funding E

B Schedule Status: the status of the schedule, as follows:
+ Available or New: The schedule has not been saved.
« Incomplete: The schedule has been saved but some required fields are not complete.
« Complete: The schedule has been saved, and all required fields have text.

+ Not Applicable: You have marked this schedule as not applicable to your application. If a
form is not applicable to your application, you must open the schedule and check Not
Applicable.

Type of program: discretionary or formula

Application ID: the number assigned to the application

Organization: the name of your organization

Campus/Site: the name of your campus or site, if applicable to the type of grant
Vendor ID: your organization’s vendor ID number

County-District: your organization’s county/district number

ESC Region: the ESC region number for your organization

School Year: the school year for the grant program

PAGE 44 TEXAS EDUCATION AGENCY



EGRANTS USER GUIDE REVISION 3.0

Filling

Out the Schedule

Click Instructions to read the instructions for filling out the schedule. Some sections of schedules
have a Help button for detailed information related to a particular field, and all of them have
mouseovers that show explanatory text when your mouse hovers over a field.

'2

IHuFﬁh-‘r of Studerts Who Tranaferrad J iz
Fis2 Students remained at horme school, did not transfaer T
diffar, 4 Titls [ Pat &

wxplain Expilain the difference betwesn the rumber of students
whiyt whose parents requested a trarsher under the School B

Hurnbar of In-Digtrict Campures te Which Studants (from & Z) Trnmﬁ-rr-dhm;p:ed and the of ks ity Sectioly

Hurnbaer of Out-of-District Campuses to Whidh Students (from & 2] Transferred | n} !‘}U'l" Funds

The foll

owing are some tips for filling out the schedule form:

Use the Tab key on your keyboard to move from field to field.
Do not use all caps. Type all text in upper- and lowercase.

Make sure all text fits in the allotted space. Many fields have a text count feature at the top of
the pane. This feature tells you how many letters (including spaces) are permitted and how
many you have left. Do not type more characters than are allowed.

ok —
The program will not save text that goes beyond the text count.

Save each page as you enter data. Saving will prevent loss of data if you select the Cancel
button or if system availability is temporarily interrupted.

Note: The eGrants system will log you off if there is no activity for 20 minutes.
As with most software programs, remember to save your documents at regular
intervals as you work on them. You will need to log back onto the system if you
are logged off.

Tab out of a field to see any calculations on budget forms.

Areas shaded in a light gray are fields populated automatically by the eGrants system, when
applicable. Some of these fields are calculation totals-data pulled from sources outside the
application-and some of these fields are populated with information entered elsewhere in the
application.

Areas shaded in a dark gray are fields that are not required to be answered for that particular
grant.
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Printing a Schedule

To print an individual schedule, click Printable Version. Doing so opens the page in a browser
window that uses the standard controls found in Portable Document Format (PDF) documents. Use
the PDF print capabilities to print the schedule.

1. Click on the printer icon.

2. Choose the printer.

3. Choose the pages you would like to print.

4. Type the number of copies you would like.

5. Define how you would like to scale the page to fit on the selected paper.

6. Make any other adjustments as needed.

7. Click Print.

Moving Around within a Schedule

Once you have opened an application or report, the following tips will help you work in eGrants:

B To select another schedule, click on the Select Schedule menu at the top of the page and
select another schedule.

PEIA0 - Rewds and Obfaclvan

i g e
il abd Coafirmabon

« Program Requbamant
+ Hynde ared Cibja e
- Haadn ared Ok s iovar
« Hiiibea: Progiih Drafviom

el P o g b o i B
mative Cumcubim ard Ingdugban
uativs Prefemeanal Deeslopmant
riatien: Pasand and Conmaniy
e Vi ratiolinn i Gupgen

» Wangtive Reosgiimast sad Babesbisn
TO - Wamative: Cosndia san saith inet & Dng
- Eammanite Based Organtzabicas

« Haiitive: Paform ason Sasast o4 Evil

+ Complutinn of Prigd Vo dd Ralivilion

+ Eqetsdle Arcamn sad Padiog san

« Prvwaée Moapsafid S<hosl P adsicipation

- Pregran Budget Summary ind Ssppan

: Ganial, MOLB. Progam, Dibdrmest, Lokl

B Do not use the Back button on the browser. Use the navigation buttons provided on the form.
Using the browser Back button can cause problems in processing the eGrants form.
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B Do not use the X button on the browser to exit a form or to exit Grantee Profile. Instead,
return to the Grant Menu page by clicking on Application Menu and clicking Exit on the
left margin.

B eGrants security disables the system connection to TEA if no activity is detected for 20
minutes. This disconnection may not be evident until you attempt to save data. Any data
entered after an automatic disconnection is lost. Save data often, and always save data when
an interruption to your work may keep you from entering data for more than 20 minutes.
Unless you want to discard data, always save it before returning to the table of contents.

Saving the Schedule

You should save each schedule frequently to avoid losing data. To save the schedule, click Save at the
top or bottom of the page.

Returning to the Grant Menu Page

To return to the Grant Menu page from any schedule, click Table of Contents at the top of the
page.

Managing Your eGrants Application

Other activities you may want to perform regarding your application take place on the Grant Menu
page. To return to the Grant Menu page from any schedule, click Application Menu.

Viewing Official TEA Time

It is important to pay attention to TEA time, because TEA will not accept applications or reports after
5:00 p.m. TEA time on the day they are due. Use this time to ensure that any reports and applications
are submitted by the official time. The due date for your application appears in the top of the Grant
Application pane:

B eGrant Application B pafresh i

|Applicatian  0002746-027638-00-01 Shtatise: Ciraft
I
TEA Drum Saturday, Septarnbar 0L, Application
| Dty 2007 12:00:00 AM Cantral Typa:

Time Formula
| Drganiz atien: Hougtan 15D

| Emrmpass St M A SAS #: HCLBAADE

To view official TEA time, click on the TEA Time button at the bottom of the page:

TS | Oteptme| Vewemws| Qumonre| oty sotsum |
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A window opens showing the official date and time:

3 hitp:Thrown.tea.state. ix.us - TEA Time - Microsofit Internal Explorer

Official TEA Date and Time

The Official TEA Date and Time is: Thursday, November 06, 2008 1:41:14 PM

2] Dene 0 Intermet

Viewing Errors in Your Application

The Grantee Profile provides an easy way to view application errors. Click the View Errors button
at the bottom of the page. A window opens listing the errors and providing the ability to print the page.

X hitp:flbrown. lea.state. (. us: BOBD - View Errors - Micrasoltl Internal Explarer

Errors and Warnings Print Emor | Close |

Below is the list of errors and warnings found in your application. All errors must
be corrected before you can submit your application.

Program Budget
BS6003

Perkins Title 1, Part C Budgeted Costs (Part 2)
Funds must be budgeted for each required use of funds with ether Perking or State and Local
funds (Part 10)

Certify and Submit
Authorized Dfficial
Authorized Official: Title |

Authorized Official: Telephone |
Authorized Official: Email |

| Print Error || Close |

2] Done & Intemet
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Attaching Files

The grant program to which you are applying may require specific forms or other information to be
attached to your application. Use this procedure to attach the files.

Note: The size of each attachment cannot exceed 10MB. If you have a larger
file, use a different scanning setting or zip the file to make it take up less space.

Naming Attachments

Name the files you are going to attach with no spaces (for example, 501C3letter.doc or
5013C_letter.doc). Use a meaningful name that identifies the specific document.

Make sure that each attachment has a file extension (.pdf, .doc, .rtf, .xls, .bmp, .zip, .txt).
Scanning Documents

If a document must be scanned to create an electronic copy, use the following hints to ensure that the
document size is as small as possible:

B Use an OCR or DPI setting of 200 DPI.
B Try to avoid creating .jpg files. If possible, create PDF documents with the scanner.

Zipping Files

If your files are too large, add them to a zip file to save space. To download a free version of WinZip
and find instructions on creating zip files, go to http://www.winzip.com/downwz.htm.

Adding Attachments

1. Click Attach File. The following attachment screen appears:
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X hitp:ifbrown. tea.slale. bx.us:B0B0 - Required Atlachments - Microsofi Internet Explorer

Table of Contents

Lobbying Certific ation
Completed Disdosure of Lobbying Activitias form (if disdosing lebbying activities)

D Orthar
Salect to indicats that an attachrment that iz not lisked above will naed to be sttachad,

Add AMachments

Instructions:

Lirnit tha gize of aach sttachrmant to LOMB.

Make sure that all attached filez hove & file extansion,

attachrments are limited to the 'Fullnulnq file sxtansions: .pdf, .doc, .if, x5, Jbmp, .zip, Jtxt
If documants are scanned, scan them using & POF format.

OO HOT attach documents that have not been requestad. Thay vill ba deleted.

If your attachment it not vievable in the list below, selec the Refreth butkon,

1. Salect the Title for the required attachment:
[Lebbying Cartfication ()
2. Clid:l.__ﬂr_uwl_l Il'll.ﬂ s_ll_-ll:t H‘,i_ﬁli_?uu want ko .ﬁ.q-.:
Browse...

3,Click Attach,

4. Repaat staps 1-3 to add more attachmants. To remove an attachmaent, select the chackbox balew and dick
Dribintas.

Documents Submitted in this Version (List Viewable fn Document Library)

The required attachments are listed and described at the top of the dialog box. If you are
attaching a document that is not listed, check Other.

2. Inthe Add Attachments pane, select the title of the attachment from the list, or if you
selected Other above, type in the title.

3. Click the Browse button. A standard Windows browser appears. Find the file.
4. Click Attach.

5. Click Refresh to see the name of the document in the Documents Submitted in this
Version pane.

6. Repeat this process to attach the rest of your documents.
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Viewing and Printing the Application

You can view and print the most recently saved version of the application, as follows:
1. Click View and print most recent saved version. The application opens as a PDF.
2. Print the application by selecting File > Print or by selecting the Print icon.

3. Print as you normally would.

Submitting the Application

Once you have completed the application and corrected all the errors, save it. Keep in mind the
following when submitting an eGrants application:

An application cannot be submitted if it contains errors.

An application can only be submitted once.

A submitted application cannot be changed without filing an amendment.

Only the organization’s authorized official can submit a grant application online via eGrants.
If you are the author of the grant but not the authorized official, do the following:

1. Exit the application by clicking on Exit.

2. Contact your authorized official (Grantee Official) to advise that the application is complete

and ready for submission. Be sure to let the Grantee Official know which applications are
ready to review and approve.

Note: The login ID of the person pressing the Certify and Submit button
must be that of the Organization Authorized Official that was submitted using
the ADC form. This person must be the authorized official of the organization
with authority to bind the organization in an agreement.

The authorized official then must do the following:
1. Logon to eGrants.
2. Search for and open the application.
3. Verify that the content of the application is correct.
4. Click the Certify and Submit button. The successful submittal will be confirmed.

5. Exit the application by clicking on Exit.
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Amending an Application

You cannot make changes to a submitted application without filing an amendment. Before you do so,
however, make sure that an amendment is required or allowed for the change you want to make. To do
so, consult the Schedule Instructions to see the conditions under which you may request an
amendment. If you have any question about whether you should request an amendment, call or email
the program contact.

Exiting the Application
Any time the application is open, if you wish to exit the application do the following:

1. Save the information if you would like the system to retain it.

2. Return to the Grantee Profile main page or the Grant Menu page if you have a schedule
open.

3. Click on Exit.
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Managing the Application

This chapter covers the following application management activities:

Amending an Application
Revising an Application
Accessing Progress or Compliance Reports

Viewing Documents in the Document Library

Exiting eGrants
Amending an Application

You cannot make changes to a submitted application without filing an amendment. Before you do so,
however, make sure that an amendment is required or allowed for the change you want to make. To do
so, consult the schedule instructions for Schedule GS2900—Purpose of Amendment to see the
conditions under which you may request an amendment. If you have any question about whether you
should request an amendment, call or email the program contact.

Revising an Application

The program area may request you to revise your application before it is accepted. In this case, your
application will appear on the Grantee Profile page under Application Requiring Negotiation
in the Grant Application Summary. Notes explaining the requested change will appear in form
GS2300—Negotiation Comments and Confirmation.

Accessing Progress or Compliance Reports

If your grant requires a progress or compliance report, it appears some time before the deadline in the
Grant Progress/Compliance Reports pane of the Grant Menu page. The Grant Menu page
appears after you have selected a grant program from the Grantee Profile page and clicked
Initiate.

The pane shows the following details:

Form Description: the name of the report

Status: the status of the report
B Due Date: the date the report is due
B ID: the identifying number for the report

To open the form, click on its name. Instructions for the form are available from the Instructions
button. Some forms may also contain Help buttons for additional information.
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When you are finished completing the report, make sure that the official authorized to submit it, does

so. Save it and submit it by clicking the Submit button.

Viewing Documents in the Document Library

The Document Library contains any grant-related documents that have been submitted in eGrants,
including grant applications, their attachments and related documents such as applicant designation

forms or grant writer assignment forms; NOGAs and related documents; reports; and special data
collections. It can take up to 24 hours for these documents to appear in the list.

1. Login to eGrants.
2. Select Grantee Profile from the main menu.

3. Select the grant program.

4. Open the Document Library dialog box by clicking on the link. If no documents are
available yet, the following pane appears:

 Wttpdibrawn. lea stale. te us: BOBOY - Docwnent Library - Windows [nfernet Explorer
Document Library

Eubmitied forme cen take wp 10 24 hours to dieplay an the librery,
Mo Doosments Faund,

If at least one document is available, the following pane appears. The check boxes at the top of
the box vary depending upon which documents are available in the library.

/7 Wttpdibrewn. lea. state. b us: BOBOY - Docuwnent Library - Windows [nternet Explorer

Document Library

Submitiad forms oen taks wup te 24 hours o display an thae library,

] Grant asphication Elnogamnoca s-mas

&l seacinl Cotlaction

Nt Application [ BOGA § NOGA o-mail Amd  Yersion Dats -
5p Ed IDEA-B Disc (Deaf) Grank o1 o1 TI25/2008 3:23:25 PM

ab Description o1 01 5/23/3008 11:48:30 AM
G4 Emanl for 2007-2008 Speaal Educatkon [DEA-B Descrebonary (Deaf) Grant Ap 0] EN9/3008 11:27:40 AM

O _5SP ED IDEA-B Disc Deal NOGA. pdf oo S/19y2008 11:27:16 AM
0GA Emad for 2007 -2008 Speaal Educatson [DEA-B Detcrebanary (Deal) Grant Ap oo 5/7/2008 1:42:33 PM
HLO_SP ED IDEA-B Disc Daal NOGA. pdf o0 54772008 1:3E:01 PM
OGA Emad for 2007-2008 Specal Educabion [IDEA-B Discrebionary (Deaf) Grant &p ] 5772008 1:07:18 PM

O_SP ED IDEA-B Disc Deaf NOGA. pdf oo 5/7/2008 LOFILPM o
Collecticn Amd  Varsion Dats
3-09 Discretionary Deaf Released Funds Report oo 01 5782008 11:37:45 AM
08-09 Discretionary Deal Released Funds Report 00 01 3/25/2008 3:26:3% PM
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5. If there is a grant application available, Grant Application is checked and the grant
applications appear when the list appears. If you would like to view another type of document,
check at least one box from the possible document types.

6. Click Search.

The pane shows the following information about the documents:

List of selected documents: header changes to show selections—title of documents

Amd: the amendment version (00 means there has been no amendment.)
B Version: the version number of the document

B Date: the date the document was submitted
Exiting eGrants

To exit eGrants, do the following;:
1. Save the information if you would like the system to retain it.

2. Return to the Grant Menu, Grant Application, or the Grantee Profile page if you are
working in one of the schedules.

3. Click on Exit on the main menu.
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T
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shaded areas 45 version

text field limit 45 of Acrobat Reader 13
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