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Introduction

Welcome to the eGrants, Pennsylvania Department of Education’s online system for submitting and managing grant

applications.

The eGrants systemis designed forstreamlined creation of grant applications. After you have completed yourgrant

application, you willsign and submitit.

Signing and Submitting an Original Grant

Application

You are ready to signand submitagrant application when the application statusis In Process, workflow stepis

Signoff and Submit.

1. Afteryouhave created a grant application, completed the questionsin the contentarea, and marked the
sections Complete, click Contract Document Signoff in the Authorized Signoff section.

Grant Project Detail

Consolidated Application Total Allocation Amount: $0.00
West York Area SD Award Amount: $0.00

FA-999-19 0477 Awarded Date:
Original Application Awarded Status:

Actions...

Status: In Process

Workflow Step:  Signoff and Submit

Instructions

LEA Signoff

+ LEA Plan Assurances

+ Uniform Grants Guidance Assurances

+ Program and Fiscal Changes

Authorized Signoff

Contract Document Signoff

Reporting/Document

Reporting

Administrative Functions

Contact Information
Grant Funding Worksheet
Routing/Workflow

Related Grant Applications

signing and submitting June 2018 1
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The Grant Contract Signoff screen appears.

Grant Contract Signoff

IMaintain the signatures required to complete the contract signoff

Z - Consolidated Application Total Allocation Amount: $0.00
Frazier SD Award Amount: $0.00

FA-999-19 0157 Awarded Date: Status: In Process
Original Awarded Status:

Workflow Step:  Signoff and Submit

Contract Document Sign off

Sign-off Status

Waiting for signature Pending

2. ClickSign.

The Sign Off Form screen appears.

Sign off Form

Grant Agreement Contents (For Review)
To preview the grant agreement documents click the Preview Document icon next to each document

Contract Documents

Report Title Download
Grant Agreement R
Appendix A R
Appendix C =

Agreement Acknowledgement

©|

checking this box, | understand that | am acknowledging that | have reviewed each of the documents listed herein under the heading "Grant Agreement Contents", which

collectively constitute the Grant Agreement that | am about to sign on behalf of my organization, intending to be legally bound thereby, and attest that | am authorized to do
50.

Sign by Print and Mail

Sign by Electronic Signature

Enter the name and fitle of the Person signing the grant Agreement. After Enter the name and titie of the Person signing the grant Agreement. After
Completing sign-off print the Grant Agreement document to sign and mail Completing sign-off print the Grant Agreement document to sign and mail

To sign electronically, you must have the eSignature role. If you are not approved for electronicsignoff, only the
Print, Sign & Mail button will be displayed.

signing and submitting June 2018 2
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Electronic Sign-off
eSignature sign-offs requirethe Superintendent/CEO to login and sign-off.

1. Clickthe checkboxforthe Agreement Acknowledgement.

Agreement Acknowledgement

’checking this box, | understand that | am acknowledging that | have reviewed each of the documents listed herein under the heading "Grant Agreement Contents", which
oiectively constitute the Grant Agreement that | am about to sign on behalf of my organization, intending to be legally bound thereby, and attest that | am authorized to do

50.

2. Click Sign by ElectronicSignature.

Sign by Electronic Signature

Enter the name and title of the Person signing the grant Agreement. After
Completing sign-off print the Grant Agreement document to sign and mail

D

signing and submitting June 2018 3
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3. Whenthe verification pop-up windowappears, click the Agree button to complete the electronicsign-
off for the grant application afteryou have placed checkmarksin both boxes.

Electronic Signature Verification

Review the Information below. This is the name and title that will printed on the grant agreement for the
electronic sign-off. Change to the name or title must be made in the user's profile

Agency/LEA Name Bentworth SD

Grant Consolidated Application

Name Scott

Title Superintendent

@ verify that | have reviewed each of the documents listed herein under the heading "Grant Agreement
ntents”, which collectively constitute the Grant Agreement.
@y Checking this box, | understand that | have signed and electronically delivered the Grant Agreement on
behalf of my organization, intending to be legally bound thereby, and attest that | am authorized to do so.

signing and submitting June 2018 4
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Print, Sign, and Mail Sign-off

Papersign-off requires the Superintendent/CEO’s name to be entered as the signatory in the authorized
sign-off box. Anyonewiththe authorized sign off role can complete this sign-off.

1. Clickthe checkboxforthe Agreement Acknowledgement.

Agreement Acknowledgement

50.

@ checking this box, | understand that | am acknowledging that | have reviewed each of the documents listed herein under the heading "Grant Agreement Contents", which
rollectively constitute the Grant Agreement that | am about to sign on behalf of my organization, intending to be legally bound thereby, and attest that | am authorized to do

Sign by Print and Mail

Enter the name and title of the Person signing the grant Agreement. After
Completing sign-off print the Grant Agreement document to sign and mail

Sign by Electronic Signature

Enter the name and title of the Person signing the grant Agreement. After
Completing sign-off print the Grant Agreement document to sign and mail

2. Click Print, Sign & Mail.

Sign by Print and Mail

Enter the name and title of the Person signing the grant Agreement. After
Completing sign-off print the Grant Agreement document to sign and mail

signing and submitting
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3. Whenthe verification pop-up window appears, make sure that the name and title are correct. The name
must be the Agency’s approved signatory. If everythingis correct, puta checkin the checkbox.

Sign off by Print, Sign & Mail

The information below will print on the grant agreement. Confirm the name and title for the person signing the
grant agreement is correct

Agency/LEA Name

Bentworth SD
Grant Consolidated Application
Name Scott
Title Superintendent

ave reviewed and confirmed that the name and title of the person signing the grant agreement is correct

4. Clickthe Agree button to complete the print, sign, and mail sign-off for the grant application. The
applicationis printed with the signatory information and can be signed and mailed.

Sign off by Print, Sign & Mail

The information below will print on the grant agreement. Confirm the name and title for the person signing the
grant agreement is correct

Agency/LEA Name

Bentworth SD
Grant Consolidated Application
Name Scott
Title Superintendent

i1 have reviewed and confirmed that the name and title of the person signing the grant agreement is correct

signing and submitting June 2018 6
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Submitting the Application

Afteryou have clicked the Agree button, the Authorized Sign off screen appears.

1. Confirmthe correctname isdisplayedinthe Completed Authorized Sign-off list.

Contract Document Sign off

Sign-off Status

Kelly Lombard

Superintendent Signed
06-28-2018

2. Returnto the Grant Application Detail screen.

3. Whenthe Grant Application Detail screen appears, click the Submit button.

Instructions

LEA Signoff

+ LEA Flan Assurances

+ Uniform Grants Guidance Assurances

+ Program and Fiscal Changes

Sub Grant Applications

Authorized Signoff

Contract Document Signoff

Reporting/Document

Contract Documents

Reporting

Administrative Functions

Contact Information

Grant Funding Worksheet
Routing\Workflow

Related Grant Applications

Grant Title Project No. Status Workflow Step Allocation

Z-Title |, Part A - Improving Basic Programs FA-013-19 0109 sdf In Process Original Data Entry $980,330.00 3

Z-Title |, Part A - Improving Basic Programs FA-013-19 0109 sdf In Process Original Data Entry $563,096.00 =

Z-Title |, Part A - Improving Basic Programs FA-013-19 0109 2134 In Process Original Data Entry $563,096.00 24
signing and submitting June 2018 7
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Resubmitted Grant Application Sign-off

You are ready to signand resubmitagrant application when the statusis In Process, and the workflow step s

Sign and Resubmit

Grant Title:  Consolidated Application
Agency: Cumberland Valley SD

Project No:  FA-999-19 0109
Type: Criginal Testing

Total Allocation Amount: $0.00
Award Amount: $0.00
Awarded Date:

Awarded Status: Workflow Step:  Sign and Resubmit

Status: In Process

1. Click Contract Document Signoff on the Grant Application Details screen.

Resubmit Corrected Projects

Authorized Signoff

Contract Document Signoff

2. Click Sign Off on the Authorized Sign-off screen.

Grant Title: 7 - Consolidated Application
Agency: Austin Area SD

Project No:  FA-999-19 0015

Type: Original

Contract Document Sign off

Total Allocation Amount: $6.465.00
Award Amount: $6,465.00
Awarded Date:

Awarded Status: Workflow Step:  Sign and Resubmit

Status: In Process

Sign-off

Status

Waiting for signature

<)

signing and submitting
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3. Whenthe Authorized Sign off Detail screen appears, click the Preview Contract Document icon to review the
grant agreement documents. Carefully read the documents, then check the acknowledgement box, verifying
that you have reviewed all the documents.

Sign off Form

Grant Agreement Contents (For Review)
To preview the grant agreement documents click the Preview Document icon next to each document

Contract Documents

Report Title Download
Grant Agreement
Appendix A

Appendix C

Agreement Acknowledgement

@ necking this box, | understand that | am acknowledging that | have reviewed each of the documents listed herein under the heading "Grant Agreement Contents”, which
dCtively constitute the Grant Agreement that | am about to sign on behalf of my organization, intending to be legally bound thereby, and attest that | am authorized to do

Sign by Print and Mail Sign by Electronic Signature
Enter the name and title of the Person signing the grant Agreement. After Enter the name and title of the Person signing the grant Agreement. After
Completing sign-off print the Grant Agreement document to sign and mail Completing sign-off print the Grant Agreement document to sign and mail

Sign Sign

If you are approved forelectronicsign-offyou can choose ElectronicSign-off or Print, Sign & Mail. Both buttons
will be active.

If you are notapproved forelectronicsignoff, only the Print, Sign & Mail button will be displayed.
4. Aftersigning, returntothe Grant Application Details screen.

5. Onthe Grant Application Details screen, click the Re-Submit buttoninthe lowerright corner.

signing and submitting June 2018 9
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Resubmit Corrected Projects

Contract Document Signoff

Content :
Reporting/Document

+ LEA Plan Assurances Contract Documents

+ Uniform Grants Guidance Assurances Reporting

Administrative Functions

Contact Information

« Program and Fiscal Changes

Grant Funding Worksheet
Routing/\Workflow

Related Grant Applications

Sub Grant Applications

| Grant Title Project No. Status Workflow Step Allocation | |

signing and submitting June 2018 10
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Electronic Sign-off
eSignature sign-offs requirethe Superintendent/CEO to login and sign-off.

1. Click ElectronicSignature.

Sign by Electronic Signature

Enter the name and title of the Person signing the grant Agreement. After
Completing sign-off print the Grant Agreement document to sign and mail

2. Whenthe verification pop-up window appears, click the statements verifyingthat you have read the
documents, and thatyou are authorized to sign the grant agreement. The Agree buttonisactivated.

Electronic Signature Verification

Review the Information below. This is the name and title that will printed on the grant agreement for the
electronic sign-off. Change to the name or title must be made in the user's profile

Agency/LEA Name

Austin Area SD

Grant Z - Consolidated Application
Name Dan Eskesen

Title

Acting Superintendent

ehalf of my organization, intending to be legally bound thereby, and aftest that | am authorized to do so.

3. Clickthe Agree buttonto complete the electronicsign-off forthe grantapplication.

signing and submitting June 2018 11
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Print, Sign, and Mail Sign-off:

Papersign-off requires the Superintendent/CEO’s name to be entered as the signatory in the authorized
sign-off box. Anyonewiththe authorized sign off role can complete this sign-off.

1. ClickPrint, Sign & Mail.

Sign by Print and Mail

Enter the name and title of the Person signing the grant Agreement. After
Completing sign-off print the Grant Agreement document to sign and mail

2. Whenthe Authorized Sign off verification pop-up window appears, click the checkboxverifying that the
name and title is correctfor the agency’s approved signatory and should be printed on the Grant
Agreement. The Agree buttonis activated.

Sign off by Print, Sign & Mail

The information below will print on the grant agreement. Confirm the name and title for the person signing the
grant agreement is correct

Agency/LEA Name Austin Area SD

Grant

Z - Consolidated Application

Name Dan Eskesen

Title Acting Superintendent

11 have reviewed and confirmed that the name and title of the person signing the grant agreement is correct

3. Clickthe Agree buttonto complete the print, sign, and mail sign-off forthe grant application.

signing and submitting June 2018 12
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Resubmitting the Application
Afteryou have clicked the Agree button, the Authorized Sign off screen appears.

1. Confirmthe correctname isshowinginthe Completed Authorized Sign-offs list.

Contract Document Sign off

Sign-off Status

Dan Eskesen

Acting Superintendent Signed
06-22-2018

2. Returnto the Grant Application Detail screen, then click the Re-Submit button.

Resubmit Corrected Projects

Contract Document Signoff

Content !
Reporting/Document

+ LEA Plan Assurances Contract Documents

+ Uniform Grants Guidance Assurances Reporting

«" Program and Fiscal Changes

Administrative Functions

Contact Information
Grant Funding Worksheet
Routing\Workflow

Related Grant Applications

Sub Grant Applications

Grant Title Project No. Status Workflow Step Allocation | |

A successfully resubmitted message appears in green, the application status is Resubmitted, and the
Workflow Stepis Receipt/Verification.

Z- Title 1I, Part A - Supporting Effective Instruction Total Allocation Amount: $6.465.00
Austin Area 5D Award Amount: $6,465.00

FA-020-19 0015 Awarded Date: Status: Resubmiited
Original Awarded Status: Workflow Step:  Receipt / Verification

signing and submitting June 2018 13
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