
Applying for a Grant 

Registered users can apply for grants using open funding announcements.   Users will use their assigned 
username and password to log in to the Egrants website. 

An application is created in response to an open Funding Announcement and is the way an agency 
applies for a grant from ICJI. 

Creating an Application 

Log in to Egrants using the username and password that is has been provided to all registered users. 

On the Welcome page there are two way to create a new application 

 Funding Announcement link in the menu at the top of the page. 

 The 2nd Click Here link 

 

 Enter data in the space provided to search for the funding announcement that an 

application will be created for, and click Search. 

 Choose from the list of open funding announcement provided. 

 

  



Click the Create New Application button. 

 If a person is registered under more than one agency that person will need to select what agency 

is applying for the grant by choosing the appropriate agency from the Applicant Agency drop 

down menu. 

 

 If an application has already been started and/or submitted for this agency a message will 

appear to ask for confirmation that an additional application should be created.  

 Click Ok to move on. 

 

 A grant number will be assigned to the application.  It is important that this number be 

remembered as it will follow this application through the entire process and will be the grant ID 

if the application is awarded.  

 



 Application Summary:   Lists all the sections that are required to complete to submit an 

application for a funding announcement.  

 There are 4 sections that are required for all applications.   

 Main Summary Information:  Collects all the general information needed for the 

application 

 This section must be completed before the other sections will be available for 

the applicant.  

 Click the Main Summary Information link. 

 

 The Short Title and Brief Project Description must be complete first. 

 

 Once the title and summary have been entered the remainder of the main 

summary page can be completed. 

 



 Recipient Agency:  The agency that receives the funds from a project. 

o Local Government Agencies:  Clerk, Treasurer, Auditor 

o State Government Agencies:  Same as the Applicant Agency 

o Not for Profit:  Same as the Applicant Agency. 

NOTE:  If the Recipient Agency has not registered in the Egrants system 

they must do so before they can be added as a Recipient Agency.  

 Project Director:  Person responsible for the project. 

 Financial Officer:  Person responsible for the fiscal reporting for the project.  

 Primary Contact:  Person who should be contacted for questions about the 

project.  

NOTE:  The Project Director and the Financial Officer cannot be the same person. 

 Listing of Signatories:  Only needed if a signature page is required for the 

application. 

 Start Date and End Date:  The dates the project will begin and end.  

 Keyword:  Must be selected for all applications.   

 House, senate districts, and school district can be added as instructed.  

 Change the “Completion Status” to “Complete” and Save. 

 

 



 When the Main Summary Information section is complete the other sections of 

the application become available. 

 

 

 Budget Detail:  Collects the line item budget information for the application.  

 Click the Budget Detail link in the Application Summary. 

 

 
 

 

 

 

 

 

 

 

 

 



 Budgets are completed by Category and by Source. 

 Category:  These are the budget categories available in each application that line 

items can be created in to request funds.  

 The categories with blue links are the categories selected in the funding 

announcement as available for the applicants.  

 Source:  These are the type of funds available to use receive for the line item 

request.  

 Click the blue links in the Category section to begin entering line items. 

 

 
 

 Personnel:  Line items for personnel expenses.  

 Click Add New Line. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Example of Personnel budget category. 

 
 Enter the Position and Title. 

 Select the Funding Type from the drop down. 

 Enter a computation. 

 The computation is the equation used to determine the amount of funds 

requested.  

 Enter the Cost.  

 Click Save And Add Another to add additional lines, or click Save to go back out to 

the summary.  

 

 
 

 Confidential:  Funds used for undercover operations. 

 For Task Force use only. 



 Employee Benefits:  Fringe benefits for employees including insurance, FICA, 

Retirement, ect.  

 Travel (including Training):  Funds used for any travel and or attendance of trainings. 

 Equipment:  Purchases of equipment with a unit cost of $500.00 or more.  This 

amount can be split between grant funds and match funds.  

 This is the only category that does the computation for the applicant.  

 Enter the Item. 

 Select the Fund Type from the drop down menu. 

 Enter the unit cost. 

 Enter the quantity. 

 If the cost of a piece of equipment is being split between grant 

funds and match funds the quantity should be the percentage paid 

by each type of fund. 

 Example:  If the line item is for a $2000.00 copier and 50% is grant 

funded and 50% is match funded then the quantity is .5 for each line 

item.  

 

 
 

 Supplies and Operating Expenses:  Line items for office supplies and other goods or 

services that are needed to operate the program. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 Consultants:  Line items that are paid by contract.  

 Consultants have 3 categories. 

 Consultants, Consultant Travel, Products and Services 

 

 
 

 A line item must be added to Consultants to be able to use the other 2 

categories.  

 The Name of the consultant will populate in the drop down menus. 

 Enter all the needed information as in the other budget categories. 

 The total of all 3 consultant categories will be found at the bottom of the 

summary page.  

 Construction:  Line items for allowable construction cost.  

 Other:  Any other line items that do not fit into other categories available. 

 

 

 

 

 

 

 

 

 

 

 

 



 Enter the amounts for each Source. 

 Click the box next to the appropriate source.  If there are multiple sources it is up to 

the applicant to keep track of how much funds were requested in each source.  

 

 
 

 When the Budget Detail section is finished change the completion status to 

“Complete” and click Save.  

 

 



 Performance Indicators:  Measures that are set up to collect data to show the performance 

of a project. 

 Click the Performance Indicator link.  

 
 

 There are 2 type of performance indicators those Established by ICJI and Established 

by Subgrantee. 

 Established by ICJI performance indicators will already be in the section. 

 Established by Subgrantee performance indictors needs to be added to the 

section by search the Performance Indicator Library. 

 Click the Add New Performance Indicator to search. 

 

 
 

 

 

 



 Enter the necessary search parameters and click Search. 

 Select the Performance Indicator(s) needed. 

 Click Assign Selected Indicators. 

 
 

 Applicants can create their own performance indicators. 

 They are created the same way that a performance indicator is created in the 

library. 

 They must be approved by the research division director before they can be 

used.  

 Enter the Project Phase Target in the boxes provided (if applicable for the 

performance indicator). 

 Change the Completion Status to “Complete” and click Save.  

 

 
 

 

 

 

 

 



 Recipient Agency Budget:  This section collects the information on other types funds that are 

used to support the project including other grant fundd, state, and local funds.  

 Click the Recipient Agency Budget link. 

 

 
 

 Revenue 

 Federal Funds:  All other federal funds used to support the project.  Do not 

include the funds requested in the application. 

 State Funds:  All other state funds used to support the project.  Do not include 

the funds requested in the application. 

 Local Funds:  All other local funds used to support the project.  

 Add Row:  Click the Add Row button to add a line for funds that are not found in 

the other 3 categories.  

 

 
 

 Expenditures 

 General Fund:  All expenditures out of the general fund for the project. 

 Capital Budget:  All expenditures out of the capital budget fund for the project.  

 Community Development:  All expenditures for community development for the 

project.  

 Other:  All other expenditures for this project.  



 This section is not used for anything other than FYI, and is not necessary to 

complete.  

 There are 5 questions that must be answered in this section about sustainability.   

 

 
 

 When finished change the Completion Status to “Complete” and Save. 

 

 
 

 
 

 



 Complete all other added sections of the application as instructed by the division managing the 

funding announcement. 

 All section status must be “Complete” to for the Submit Application button to be available. 

 Click the Submit Application button to submit. 

 Click the View Application button to view a PDF of the application. 

 

 

 A text box will appear to confirm that the application is ready to be submitted.  

 Click “Ok” to finalize the submission of the application. 

 

 Once an application has been submitted it can be withdrawn if the applicants no longer need the 

grant funds.  

 Click the Withdraw Application button to withdrawal an application. 

 


