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Definitions 
Agency eCivis User – A user of eCivis Grants Network. This is a State of Indiana staff 
person using the system as a Grantee or Grantor. See Grantee and Grantor.  

Application Workspace – An Application Workspace is created for authorized Agency 
eCivis users to view and create their application and evaluation forms outside of any State of 
Indiana required fields for competitive solicitations It will also include the budget selected at 
solicitation, but it is not editable. The Application Workspace allows Agency eCivis users to 
identify application review team members, make application review assignments, and 
tabulate review results and scores. See also Solicitation and Zengine. 

Default Application – Provided grant application fields for Indiana State Agency grant 
programs. These fields can be edited, hidden, and/or deleted. Additionally, grant 
application fields can be added (if needed) by the Agency eCivis user under the Default 
Application.   

eCivis – The software vendor that created eCivis Grants Network (Indiana State Agencies 
as Grantees/Grantors) and eCivis Grants Portal (Applicants/Subrecipients to Indiana State 
Agencies’ grant programs). 

Grantee – Persons or organizations who receive funding from another party. Indiana State 
Agencies operate in the role of a Grantee when they receive funding from external parties 
like the Federal government. A Grantee is also referred to as a Subrecipient.  

Grantor – Persons or organizations that provide grant funding to another party. Indiana 
State Agencies operate as Grantors when they distribute grant funds to Subrecipients 
(Grantees). Also, referred to as a Funder.  

Notice of Funding Opportunity (NOFO) – A formal announcement of the availability of 
funding through a financial assistance program from an awarding agency. 

Portal (eCivis Grants Portal) – The public-facing portal for Applicants of all Indiana State 
Agency grant programs released in eCivis Grants Network. URL: 
https://portal.ecivis.com/#/login. 

Program – The release of funds to Subrecipients. Programs are also referred to as “grant 
programs.” For example, The Office of Community and Rural Affairs releases a grant 
program to accept applications for the Community Development Block Grant (CDBG) 
application.  

Scorecard – A scorecard is a form a reviewer will use to numerically score an application. 
A scorecard will consist of multiple fields to evaluate an application and an accompanying 
numerical value to measure the strength of that field. 

Solicitation – The public-facing notification of available grant funding. The solicitation 
setup in eCivis Grants Network creates either public-facing or internal content, dependent 
upon program-specific settings. See Notice of Funding Opportunity (NOFO). 

Statewide Application – The grant application fields established by the State Budget 
Agency (SBA) that are included as part of all Indiana State Agency grant programs. These 

https://portal.ecivis.com/#/login
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fields are to remain intact for all grant programs and should not be edited and/or deleted. 
Only one field is required, Project Narrative, which Indiana State Agencies will need to 
direct their Applicants on the specific use of that field e.g., Executive Summary, Project 
Narrative, etc.   

Workspace – See Application Workspace and Zengine. 

Zengine – The third-party tool used for the configuration of online applications, application 
review forms, assignment of reviewers to applications, and online review and scoring of 
submitted grant applications. This is also referred to as the Application Workspace. 
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Purpose 
The purpose of this user guide is to provide instructions to Applicants in navigating and 
applying to solicitations on the eCivis Grants Network. Some programs may have different 
fields than what appears in this guide. For those fields, please refer to specific program 
guidance. New and returning Applicants will complete these steps to submit applications.  
 
Step 1: Review the Solicitation 
Interested Applicants will navigate to the State of Indiana Programs Solicitation page, 
hosted at State Agency Grant Opportunities.  
 
Clicking on a Solicitation Name link will bring the Applicant to that solicitation’s homepage.  
 

 
 
On the solicitation’s homepage, five tabs display relevant information: 
1) Overview 
2) Eligibility 
3) Financial 
4) Contact 
5) Files 
 
In the Overview, Eligibility, and Financial tabs, the potential Applicant can review the 
program requirements to determine the eligibility of its project/program.  
 

In the Contact tab, a grant program Contact/Help email address and Program Contact are 
listed for additional program-related questions.  
In the Files tab, the potential Applicant will find program and application submittal guidance 
files and documents required to complete and submit with their application.  
 

https://www.in.gov/sba/grants/resources-for-subrecipients/#tab-717686-Grant_Opportunities
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If the need for technical questions on the submission portal arises, please contact eCivis 
staff at support@ecivis.com. 
 

 
 
 

Step 2: Begin the Application 
After reviewing the solicitation and deciding to apply, the Applicant will download the 
required documents from the Files tab mentioned in the previous section. To download the 
file, click on the file’s text. 
 

 
 
1) To begin the application process, the Applicant will click the Apply button  

located above the Overview tab. This will bring the Applicant to the eCivis Grants 
Portal. Here the Applicant will fill out the application and upload all required documents. 

 

 
 
  

mailto:support@ecivis.com
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2) To proceed, the Applicant will log onto the eCivis Grants Portal. 
 

a. If the Applicant created a eCivis Grants Portal account, then click Portal Login. 

 
 

b. If this is the Applicant’s first time using the Portal, click Create an Account. 
 

 
 

• The Applicant will be prompted to: First Name, Last Name, Email Address, and 
Password. 

 
• Click Sign Up. The Applicant will now be sent a confirmation email to complete 

the process. 
 

 
 

 
 

  

https://portal.ecivis.com/#/login
https://portal.ecivis.com/#/login
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• In the email verification sent by eCivis, click Confirm my Account.  
This route brings the Applicant back to the Portal Login page. 
 

 
• The Applicant will enter their credentials to log in. 

 
3) Once successfully logged into the Portal, the Applicant will now be viewing the landing 

page of the application. Click the Create New Application button . 
 

 
 

4) The Applicant will now be prompted to complete the secondary verification in the Portal. 
To proceed, click the “Log in with your credentials again to access your application’s 
account” button .  

 
5) Click Portal Login and enter the previously used login information.  

Once this verification is complete, the Applicant may begin their application. 
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Step 3: Application Components 
This step guides the user through eCivis-prompted application components. Please 
thoroughly review the specific application’s materials for program-specific information. 
 
There are four primary sections to the application: 
1) Profile 
2) Application Submission 
3) Applications Budget 
4) Application Goals 
 
PROFILE 
1) To begin the Profile section of the application, the Applicant will click the Open button 

 to unlock editing in this section. 
 

 
 

2) The Applicant will complete the Profile section. Profile details may be used across 
multiple applications to the same program. Required fields are marked with an asterisk (*). 
 

a. Applicant Information 
• Name and contact information (email, applicant type, address, phone number) 

b. Organization Information 
• Organization Name, DBA, & Type 
• Taxpayer Identification Number (TIN)* (text with number validation) 

- For individuals or individuals owning the business, enter an EIN instead. 
• If applicable, SAM.gov Unique Entity Identifier (UEI), &/or Federal or State ID 

c. Organization Address and phone number 
d. Authorized Representative Contact Information 
e. Business/Finance Contact Information 
f. Lead Organizational Grant Administrator 

 
3) If the Applicant plans to complete the profile later, click the Save Draft button . 

Once all fields are entered, click the Create Profile button . 

 
 

4) The Profile must be completed before starting Application Submission and Applications 
Budget. 
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APPLICATION SUBMISSION 
1) In the Application Submission box click the Application Review button .     

On the next screen, click the Open button  under Application Review to begin. 
Please refer to specific program guidance found in the solicitation for further 
instructions regarding the application. 

 

 

 
 
2) The first section of the Application Submission are the Statewide application questions. 

This section is required for all State applications. Required fields are marked with an 
asterisk (*). 
 

3) The second section of the Application Submission are the Default Application 
questions which can be tailored by Agencies for program-specific needs.  
a. Project Information 

• State Bidder & Supplier/Vendor IDs, Project Narrative & Timeline 
b. Organization Demographics 

• Race & Gender 
c. Targeted Populations Served Demographics 

• Race & Gender 
d. Program-Specific Information 

• Project Goals and Objectives 
• Collaborative Elements and Partners 
• Sustainability Plan  
• Evaluation Plan 
• Monitoring Plan  
• Program-Specific Criteria, #s 1-5 
• Other Program-Specific Upload (6 file uploads) 

 
4) Click on the Pencil icon  to begin completing the fields in the application. Complete 

all required fields. If the Applicant needs to complete the application later, click the 
Save Draft button . 

 
5) Once the application is fully completed, click the Mark Complete button . 

The application will now have a green checkmark  and the status will be Complete. 
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APPLICATIONS BUDGET 
 
1) To navigate to this section, click on the Application Title and scroll to the Applications 

Budget section. Please refer to specific program guidance from the solicitation for 
further instructions regarding the budget. 

 

 
 

2) Click the Horizontal Lines icon  and Edit Budget to access the budget worksheet. 
 

 
 

3) In Budget Settings, the Applicant can change how the indirect cost rate (if selecting 
Negotiated) and cost share (if selecting Percentage or Total Amount) are calculated. 

 

 
 
4) In the Indirect Costs dropdown menu, there are options to calculate indirect costs. 

a. De Minimis Rate - the standard indirect cost rate that can be used for a Federal or 
Pass-through grant in the absence of a negotiated rate. 

b. Negotiated Rate - should be used if the Applicant has a negotiated indirect cost rate 
(NICRA) with the Federal or Pass-through agency to which the Applicant is applying. 

c. Itemized - changes indirect cost calculation to a manual entry amount. 
d. Not Applicable - will remove indirect costs from the overall calculation and allow it to 

be entered as a line-item entry. If this is selected, an option will be made available in 
each line item to indicate the type of item (Direct Cost, Indirect Cost, or Cost Share). 
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5) In the Match/Cost Share dropdown menu, there are options to calculate this field. 
a. Percentage - will calculate the Applicant’s Match/Cost Share as a percentage of the 

budget items included. 
b. Itemized - will change the Match/Cost Share calculation from a percentage to a 

manual entry amount. 
c. Total Amount - allows the Applicant to enter a single total number for the 

Match/Cost Share. 
d. Not Applicable - will remove the Match/Cost Share from the overall calculation and 

allow the Applicant to enter it as a line-item entry. If this is selected, an option will be 
made available in each line item to indicate the type of item (“Direct Cost,” “Indirect 
Cost,” or “Cost Share).  

 

 
 
6) As the budget line items are entered, the total Direct Cost, Indirect Cost, Total 

Proposed, Match/Cost Share, and Program Income are calculated in the Budget 
Summary.  
a. Total Direct Costs is the sum of all Direct Costs across all budget categories. 
b. Total Indirect Costs is the sum of Indirect Costs across all budget categories. 
c. Match/Cost Share is the sum of all Match/Cost Shares across all budget 

categories. 
d. Program Income is the sum of program income line items listed in the Program 

Income section. 
e. Total Amount (Direct + Indirect) 
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7) In the Budget Items section, the Applicant can add or adjust the budget item, add sub-
categories, and enter line-item budget entries. Click on the corresponding Budget Item 
to add budget entries. 

 

 
 

8) Beneath each budget item there will be a table to begin entering specific line items. 
Using this table, the Applicant can include the specific budget line items.  
 

a. Title - desired name of the budgeted item. 
b. Description - an explanation or detail of the budgeted item. 
c. Units - quantity of this budgeted item. If there is more than one, the Applicant can 

enter multiple units. 
d. Unit Cost - cost per unit for this budgeted item. If both Unit and Unit Cost are utilized, 

the Cost field will automatically populate with the product of Unit and Unit Cost. 
e. Extended Cost - identified to represent the total item cost, which could differ from 

the budgeted amount. 
f. Cost - total amount budgeted for this item. 
g. GL (General Ledger) Code - only required if the Grant Program is collecting 

detailed financial reports. 
h. Indirect Cost - field that can be calculated in different ways based on the 

Applicant’s budget settings. If included as a percentage, the Applicant can check or 
uncheck this field to include it in their total indirect costs. If included as “Itemized”, 
the Applicant can put any amount desired for this item in the Indirect Costs field.  
If included as “Not Applicable,” the Applicant can mark this budget item as “Indirect 
Cost” and the amount in the “Cost” field will be included in their total indirect costs. 

 
 



 
  

13 
 

i. Cost Share can be calculated in different ways based on the applicant’s budget 
settings. If included as a percentage, the Applicant can uncheck this field to include 
it in their total Cost Share. If included as “Itemized,” the Applicant can put any 
amount desired for this item in the Cost Share field. If included as “Not Applicable,” 
the Applicant can mark this budget item as Cost Share and any amount entered in 
the Cost field will be included in their total Cost Share. 

 

 
 

9) Add or remove rows by right-clicking while in the table and selecting from the available 
options: Insert row above, Insert row below, or Remove row. 

 

 
 

10) Here the Title, Description, Units, and Unit Cost can be entered. “Check Indirect 
Cost,” “Item Type,” and add “Indirect” and “Cost Share” amount if not using “Not 
Applicable” budget settings. 

 
11) The Budget Narrative section will allow the Applicant to provide additional detail, 

explanation, and/or justification. This section is also fully compatible with Microsoft Word, 
so an already developed narrative may be cut and pasted. Click the Save Narrative 
button . Export this section to PDF by clicking the document icon . 

 

 

 
 
12) Once all required budget steps are completed, the budget can be saved by clicking the 

Save icon . This can also be exported to Excel by clicking the Excel logo icon . 
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APPLICATIONS GOALS 
 

1) If applicable, the application may have a goal for the Applicant to fill out at the bottom of 
the screen. To access the goals, scroll down to the bottom of the screen, and the 
Application Goals section will appear. Under the Actions column, click the Horizontal 
Lines icon  and select Edit Goals. 

 

 
2) In the Application Goals screen, the Grantor Indiana State Agency will have created a 

goal for this solicitation. The Applicant can enter the following fields and click the Save 
Goals button : 
a. Target Units 
b. Direct Cost Expenditure 
c. Matching Expenditure 
d. Program Income Expenditure 
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Step 4: Submit the Application(s) 
1) Once the Application Submission and Applications Budget (and Application 

Goals [If applicable]) sections are finalized, click the Submit button . 
 

 
 
2) Once an application’s been submitted, a “This has been submitted” confirmation appears. 

 
 
3) After submitting the application, its status will be shown on the My Applications page. 
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4) The Applicant will click the Horizontal Lines icon  under the Actions column to view 
the application from the solicitation. Once the application has been reviewed, a 
notification will be made of an award or denial to the Applicant. 

 
 

 
 

 
 

5) Visit Appendix A – Add Another Application if the program allows multiple 
applications from the same Applicant. 

 
 
Conclusion 
When receiving an email notification of award or denial, Applicants should view the SOI 
User Guide: Subrecipient 2. Award & Management for instructions to accept or decline, 
view the award, add additional team members, and submit reports or amendments. 
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Appendix A – Add Another Application  
For programs that allow multiple applications from the same Applicant, the Applicant will 
see a Create New Application button  on the homepage. To submit an 
additional application, follow the guidance below. 
 
1) Click the Create New Application button . 
 

 
 
2) Repeat the steps for Application Submission, Applications Budget, and 

Application Goals (if applicable). 
3) This can be repeated until the desired number of applications have been submitted.  
4) If the Applicant needs to complete an application that was previously left in draft status, 

click on the applicable Program Box, and view the application to finish. 
 

 
 
5) Proceed to Step 4: Submit the Application(s). 
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