APPENDIX K -~ INSTRUCTIONS FOR EGRANTS

Below are step-by-step instructions for using eGrants: (1) to access the applications assigned to
your panel, and (2) to enter your Individual Reviewer Worksheet as you complete your review of

each application,

The following graphic will help you understand the different ways that you will be using eGrants,
on the one hand, and the website, on the other:

. Enter eGrants to register as a reviewer
Go to the Website to access the Review Guide,
Orientation slides, and review forms.

Enter eGrants to access all of your
applications and find out who is on your panel

When to use ' Email your IRWs to your Panel Coordinator and

incorporate any feedback into your IRWs
eGrants and

when to access
the Website ' Discuss Application with your panel on a
conference call.

Make adjustments to your scores and comments
based on any new insights from the discussion.
. Paste your final scores and comments into eGrants

Notify your Panel Coordinator that you have completed the
review process.




1. PROCEDURES
Step 1 — Enter eGrants

You should have an eGrants account and password prior to the start of the review. Go to
CNCS'’s Web site, www.nationalservice.gov, click on the blue eGrants button, scroll down to the
bottom of the page and click on “Please click here to use eGrants”. Type in your User Name,
Password, and click on the ‘Login to eGrants’ link. If you are unable to enter eGrants, contact
the National Service Hotline at http://www.nationalservice.gov/questions/app/ask or call 1-800-
942-2677.

Check the “Click here to disable the pictures” box, to help open up your screens faster.

User Mames

Paszsword

|:| Remember me

The Corporation for Mational and Community Service actively monitors this systerm and software
activity to maintain system security, availability, and to ensure appropriate and legitimate usage.,
any indiwidual whao intentionally accesses a Federal computer or system without authorization, and
who alters, damages, makes unauthorized modifications to, or destroys information in any Federal
interest computer, or exceeds authorized access, s in violation of the Computer Fraud and Abuse
act of 1986 (Public Law 99-474%, any evidence of passible wialations of proper use or applicable
lavws found as a result of this monitoring may be turned over to Corporation Management and law
enforcement. Any individual found to be in wiolation of the systemn proper use rules or law could be
punished with loss of systermn access, fines and imprisonment. By proceeding, you hereby
acknowledge your agreement with these terms and the system®s rules of behavior and consent
to such monitoring and informational retriewv al for law enforcement and other official purposes,

Login to eGrants

Forgot your password? Get help B
Don't have an eGrants account? Create an account B
Yiew system rules of behavior B

Click here to disable the picture


http://www.nationalservice.gov/
http://www.nationalservice.gov/questions/app/ask

Click on ‘Current NOFA Review Panel’ to find your assigned competition. Click on the “review
individual” link when working on your Individual Reviewer Worksheets. You will only be entering
“Review Individual” screens; you will not be using the “Consensus” screens.

Current NOFA Review Panel ‘

E3Social Innovation Fund FY 2014 (stg P1 pnl #1) review individual ‘

Previous NOFA Review Panel ‘
EXSocial Innovation Fund FY 2010 (Panel #8) |

Step 2 — Obtain Applications

Click on the ‘view/edit’ link for the application you want to review (see screen shot on next
page). Contact your GARP Liaison if this is a challenge.

An entire application consists of the following reports when compiled:
424 Face Sheet — PDF File

Budget Narrative — HTML File
Budget — PDF File

To print each complete application, or to save each one to your computer, select one of
the 3 reports in the list above, and click on the GO button beneath the report name. This will
bring up a separate window using Acrobat Reader. You may save the application to your hard
drive (if you have Acrobat Reader) or you may print it. To print, click on the Printer Icon on the
Adobe screen toolbar. To save, click on the gray disk on the Adobe screen toolbar. Follow this
procedure for each one of the three reports that compose a Social Innovation Fund application.


https://egrants2test.cns.gov/espan/pr_users/applicants.jsp?nofa=300&sid=0280d736f6474f798148b4d699a2279c
https://egrants2test.cns.gov/espan/pr_users/applicants.jsp?nofa=334&sid=0280d736f6474f798148b4d699a2279c

VIEW/ENTER REVIEWER COMMENTS AND SCORES

Welcome Jane Social Innovation Fund FY 2014: Due Date - 03/27/2014
4/13/2014, 12:04 PM, EST
You are currently viewing Ms. Jane Doe’s comments and
Current NOFA B ores.
Social Innovation Fund Pl lect lication to vi to edit
FY 2014 ease select an application to view or to edit.
Current Reviewer EThe Portsmouth Community Foundation_- ID #11KC090000 none view/edit
Ms. Jane Doe \
Run Reports
I Select a Report ;I

Click on the ‘Select a Report’ box found on the

bottom left of your screen.

You will need to run all three of the reports to review the application in its entirety.
If you are having difficulty running reports:

+ Close out completely from eGrants

+ Open up Adobe Acrobat Reader from your programs (there will be a blank screen)
+ Leave Adobe Acrobat open

+ Log into eGrants

¢+ Run areport


https://egrants2.cns.gov/espan/pr_users/applicants.jsp?nofa=281&sid=1c9abd7b576b4e2b937fa5a115da76d3##
https://egrants2.cns.gov/espan/pr_users/reviewscores.jsp?nofa=281&app=05ES048210&sid=1c9abd7b576b4e2b937fa5a115da76d3
https://egrants2.cns.gov/espan/pr_users/reviewscores.jsp?nofa=281&app=05ES048210&sid=1c9abd7b576b4e2b937fa5a115da76d3
https://egrants2.cns.gov/espan/pr_users/applicants.jsp?nofa=281&sid=1c9abd7b576b4e2b937fa5a115da76d3
https://egrants2.cns.gov/espan/pr_users/applicants.jsp?nofa=281&sid=1c9abd7b576b4e2b937fa5a115da76d3
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