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Agenda

• Funding Applications Main 

Page

• Sections

• Allocations

• Navigation

• Budget

• Program Details

• Plan Relationships

• Related Documents

• Title I: Schools Served and 

Set-Asides

• Validation

• Submission and Review 

Workflow

• History Log, Comments, 

and Checklist
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Funding Applications Main Page

• Launching point to all of a local education agency’s 

(LEA’s) funding applications

• View filters
 Fiscal year

 Application status filter
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Funding Applications Main Page

• Entitlement versus competitive

• Revision

• Status

• Status date
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Sections

• Section – a grouping of 
related pages in a Funding 
Application

• Contains one to many pages

• Each grant in Funding 
Application has its own 
section

• May be grant-specific or 
general to overall application

• Sections for unallocated 
grants will not display

• Collapse/expand individual or 
all Sections to simplify view
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Sections

• Overview of a selected funding application revision

• Launching point to pages within the application
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Sections – Status

• Displays current status and next possible status(es)

• Only displays next status for current/active application

• Link always active—if user lacks permission, it is 

indicated in the status change confirmation screen

• Status applies to all grants in the Funding Application

• Tip: Funding Application must be moved into Draft 

Started status before edits can be made
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Allocations Page

• Only programs for which the LEA is eligible to receive 

funds will be listed

• Allocation type refers to the funding status
 Original is the initial amount

 Reallocated is an additional amount

 Additional is a subsequent additional amount

 Forfeited is any amount declined by the LEA

eGrants Training Module 3 7



Funding Application Page Navigation

• Go To menu allows navigation between any pages in 

the funding application
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Go To Menu

• Using Go To refreshes session timeout

• Go To Current Page – saves changes to the page and 

keeps user on that page

• Go To Next Page – saves changes to the page and 

moves user to next page in that section

• Go To Previous Page – saves changes to the page 

and moves user to previous page in that section

 If no previous or next page exist, user is returned to the 

Sections page
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Budget Page

• Displays budget total for each Account Code for this grant

• Entry point to budgeting for each Account Code
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Budget Detail

• Line item entry of budget data and narrative by 

Account Code and Funding Description

• Offers LEAs flexibility in the level of detail that they 

provide

• May select Location Code (= ESPES Target) to tie 

budget funds to district or a particular building

• Allows rollover or copying forward in subsequent years
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Budgeting Salaries and OECs

• LEAs can budget Salaries and Benefits for employees 

spanning multiple grants from a single page
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Indirect Cost

• DDOE loads Indirect Cost rates for each LEA

• System calculates and displays maximum allowable 

Indirect Cost that can be budgeted

• LEAs can opt to budget up to this amount as Indirect 

Cost

• System validation prevents Indirect Cost budget in 

excess of specified amount
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Budget Overview

• Summary view of budget detail

• Filter view by Location Code

• Toggle between all budget categories and only those 

being used
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Program Details Page

• Additional information about an LEA’s use of grant 

funding beyond what is captured in budget

• Some grants have multiple Program Details pages with 

a different page title for each

• Entered directly into eGrants by LEA users
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Title I: Schools Served
(Only LEAs With > 1 School)

• System prepopulates School Name, School Number, 

Grade Span, Public Enrollment, and Public Low 

Income

• LEA can override Public Enrollment and Public Low 

Income—enter NonPublic Low Income

• System calculates eligibility based on above data

• LEA selects Service Type for eligible schools

• Use Sort Order to override Low Income Percentage for 

grade-span grouping
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Title I: Set-Asides
(Only LEAs With > 1 School)

• LEA enters Set-Asides

• System calculates total 

and amount remaining for 

School Allocations

• System uses amount 

remaining, number of low-

income students in served 

schools, and 100% or 

125% factor to arrive at 

average per pupil amount 

(PPA)
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Assurances

• There is an individual, specific assurance page for the 

following grants
 Title I Assurances

 Title II Assurances

 Title III Assurances

 IDEA Assurances

 Perkins Assurances

• An assurance page is available to review federal 

expectations
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Page Locking

• Pages are locked down when application is in approval 

process
 Application must be returned unapproved if changes are 

desired to an application that has been moved into Draft 

Completed or Revision Completed

 Revision must be started to modify an application that is 

approved
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Page Locking

• eGrants prevents multiple users from editing the same 

page simultaneously
 User will see message indicating that another user is editing 

the page

 Lock is released after current user leaves the page or the 

session times out
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Plan Relationships

• A read only, targeted view of data from Planning Tool 

that is linked to this grant

• Appears when the LEA Plan or School Plan has an 

Action Step/Funding Source Relationship created
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Related Documents

• Additional documents may be requested by DDOE for 

the Funding Application—e.g, Perkins Improvement 

Plan or Title II Equitable Services Calculation

 DDOE can provide document template

 Documents may be required or optional

 Documents may be attached or hyperlink inserted

 Links will open in a new browser window
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Adding a Related Document

• Browse for the file to upload or enter a URL to 

hyperlink
 Make sure URL is for a publicly accessible web page

• Optionally, enter a Document Name
 If left blank, name of required document is used

 Displays on Related Documents page under “Document/Link” 

column

eGrants Training Module 3 23



Validation

• Business rule checks are 

put in place to ensure 

quality of data being 

submitted by the LEA

• System automatically runs 

validation as application is 

completed

• Presence of validation 

issues are indicated on the 

Sections page under the 

Validation column
 Messages do not appear on 

the page as user completes 

data

 System does not prevent 

saving of “invalid” data—

prevents submission of 

invalid data

 Validation checks can span 

pages

 “Invalid” data can become 

valid based on subsequent 

input
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Validation

• Two types of validation 

messages

 Errors – prevent submission 

of application

 Warnings – point out 

potential issues but allow 

submission

• Filtering Messages

 All – show every message

 Section – show all messages 

for pages in that section

 Page – show all messages 

for that page
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Validation

• Each message is a clickable link

• Clicking link will take user to the screen on which the 

issue occurred
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Submission and Review Workflow
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Submission and Review Workflow

• Prerequisite checks
 Does user have permission?

 Does time frame allow for this status change?

 Is application valid? (may not run depending on status)

 Certain approval steps require that an “Agree To” box be 

checked, which adds a comment to the History Log
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Status Change Outcomes

• Entry added to History Log documenting the change

• Next person in submission workflow notified by email 

that application now requires their attention

• Application may be locked down or unlocked

• Application may become publicly accessible

• Application revision may be created
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History Log, Comments, and

Checklist

• History Log displays all status changes and comments 

related to a funding application

• Comments are ongoing notes and discussion between 

DDOE and the LEA related to a Funding Application

• Checklist is a tool that DDOE uses to conduct a 

qualitative review of the application and communicate 

identified issues back to the LEA 
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History Log

• The History Log displays all status changes and 

Comments related to a Funding Application
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Comments

• Ongoing notes and discussion between DDOE and the 

LEA related to a Funding Application
 Cannot be deleted

• Can be emailed to intended recipients to ensure that 

users see them without having to access their History 

Log in eGrants

• Preferable to email discussions outside of the system 

because they are saved with the Funding Application 

to which they pertain

• Not visible to public users
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Adding a Comment
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Checklist

• Goes above and beyond system validation to identify 

qualitative issues with a submitted application

• Helps to enhance and simplify communication between 

DDOE and LEA

 Allows LEA to better understand, from the start, what is 

expected from a quality application

 Allows DDOE reviewers to provide feedback on common 

issues without entering extensive narrative to describe them

 Allows LEA to easily identify what portions of a returned 

application require attention
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Checklist

• DDOE reviewers use Checklist as basis for assessing 

submitted application

• By default, Checklist sections are marked as Not 

Reviewed

• DDOE reviewer must mark relevant sections as either 

OK or Not Applicable to approve the funding 

application
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Checklist

• If DDOE finds issues with the funding application, they 

will:

 Mark one or more sections “Attention Needed”

 Check one or more box(es) in that section indicating the 

item(s) that need attention

 Possibly add notes to that checklist section further elaborating 

on the issue(s)

 Return the application “Not Approved” to LEA
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Checklist

• If DDOE returns application Not Approved, LEA 

should:

 Go to Checklist to see what issues have been identified

 Address just those issues by modifying the pages where 

those issues occurred

 Resubmit to DDOE
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Workflow Review
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Consolidated Grant Application  and 

Technical Assistance Resources

• Performance Management
 PM@doe.k12.de.us

 735-4090

• Eulinda Gallagher
 Eulinda.Gallagher@doe.k12.de.us

 735-4016

• Lindsay Lewis
 Lindsay.Lewis@doe.k12.de.us

 735-4246
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