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Egrant Link 

Getting to the eGrant login page 

http://doe.sd.gov/ofm/LEAapp.aspx 

You can also go to: 

1. http:// doe.sd.gov 

2. Click on Finance, Grants Data 

Management 

3. Go to Consolidated Application 

4. Click on eGrant Login. 

http://doe.sd.gov/ofm/LEAapp.aspx


Login Message 



Login screen 
• Toolbar 

– Some not available until you 
log in 

– DOE Home opens new window 
– Tech. Assistance – will send 

email to DOE staff 

 

• Requesting a username 
– Click the red word “here 

• Other tools 
– Change password 
– Remember username 
– Password reminder 



Request username 
• Starred items are required 

– First name 
– Last name 
– Email 
– Agency 

• Drop down box 
• Choose your district 

– Requested login name 
• Something you will remember as you 

can’t change this 

– Login question 
• Drop down box 
• Incase you forget your password 

– Login answer 
• This is the answer to the login 

question to be used when you forget 
your password 

• A temporary password will be 
emailed to the address you 
provide 

• When you login the first time you 
will be instructed to change your 
password 

 



Egrant Home Screen 

• Egrant home button 
– Always use this instead of 

back button 
– Will take you to this screen 

• Library button 
– Gives information about 

consolidate app. & egrant 
system 

• Correspondence 
– Give info about previous 

emails 

• Logout 
• DOE Home 

– Opens new window to DOE 
homepage 



Egrant Home (cont.) 
• How to 

– Questions and answers 
• Will change with each new 

webpage 

– LEA Links 
• Will change depending on who is 

logged in and what permissions 
have been assigned to them 

• Add/View Grant Contacts 
– Available to Supers, BM, 

AR, FR 

– Add school personnel who 
will be working on the grant 

• Permissions/Authorizations 
– Available to Supers, BM, SR, 

FR 

– Assign permissions to those 
working on grants 

• Reimbursements/PCR 



Egrant Home (cont.) 
• Name of District on each page 

• Select Grant 

• Plus and Minus buttons  
– Expand and contract the list 

– Expand the last button to see 
narrative or budget sections 

• Grant 
– List of documents available for your 

school 

– TA, SW & Private TA will 
automatically load once the School 
Selection page is completed 

• Status buttons 
– Will change as each section is 

started, submitted, and approved 

• Due date 

• Print button 
– Not available yet (coming soon) 

• Submit buttons 
– Available to those with contact 

permission 



Expanding and Contracting 

• Whenever you see a + or a – sign this means you can expand to 
see more or contract to show less 

• Click on the Budget link to get to the budget & Narrative Q&A to 
get to the narrative questions 
 

contracted 

expanded 



Egrant Home 
(cont.) 

• Announcements at 
bottom of page 
– These will change as 

information is available 
for districts. 

• Reminder/Information 
– Below the 

Announcements 

– A history of when 
sections are submitted 
and by whom. 



View/Add Grant Contacts 
• Bottom of each page 

– Last login 
– Name & district for 

who is logged in 

• Add Contact Button 
– To add a new contact 

• Go button 
– To load contacts 

already added 
– Drop down arrow to 

see school contacts 
– Select one to 

see/change their 
information 



Add Contact 
• Add information 

– Starred items are required 
– Enter names and email 

carefully as this is what 
system looks as when 
assigning the first 
password 

– Position  
• drop down only when super 

or BM are made inactive or 
deleted 

• Can type a position in 

– Save button to save the 
information 

– Inactive button 
• To make a contact inactive 

(maybe reassignment of 
staff, or staff has moved 
away) 

• May not want to delete as it 
will delete anything that 
person has entered into the 
system 

Should be the inactive button 



Add/Edit Contact 

• To edit a contact, select 
the contact from the drop 
down box 

• The screen will 
automatically refresh 

• Change the information 
and click the save button 

• NOTE: Each person only 
needs to be entered once! 
If a person is entered 
more than once, this may 
cause a problem with the 
permissions/authorization
s section 



Permissions/Authorizations 

• Select the grant 
from the drop 
down for the 
permissions 
needing to be 
changed 

• Click the ‘Go’ 
button 



Permissions/Authorizations (Cont.) 
• Select grant – grant can be 

changed from this view 
• Grant Representatives 

automatically load from ‘add 
contact’ section 

• Grant Application 
Representatives – can be 
changed by using the drop 
down boxes and clicking the 
save changes button 

• Required Contact – are 
selected by using the drop 
down boxes (if these are not 
filled in there will be a red 
box and a pop up reminder 
will appear 
– McKinney-Vento Homeless 

person can be anyone 
– Title I Contact cannot be the 

Authorized Rep 
– Title III (LEP) – can be anyone 
– Title I Part A (School 

Improvement) – can be 
anyone 

Pop up reminder to select 

the required contacts 

Red box indicating a 

required contact has not 

been selected. 



Permissions/Authorizations (Cont.) 
• Grant Section and Contacts 

automatically puts in the 
authorized rep – this can be 
changed by going to the select 
contact and roll 
 

• Select Contact and Roll – use 
drop down to select the 
person, use the role to select 
(read only, edit, or contact) 
– Read Only is just that 
– Edit – person can edit grant 
– Contact – person can edit and submit 

that section for district approval 
 

• All Sections Operation – adds 
the selected contact person to 
all section or removes from all 
sections 
 

• Select A Specific Section – 
allows you to select a specific 
section to add a contact 

NOTE: If the person you want to add to a section is 

not included in the drop down, you may need to go 

back to the add/edit contacts section and add the person  



Status and Submit Buttons 

• Draft – means the application or section has been 
started 
 

• Blank – means the section has not been started 
 

• Completed –  means the person authorized to 
submit that section has hit the submit button 
– This only means the section has been completed – let’s 

the district know this section is done 
– DOE (state) cannot see this status (it still says draft on the 

state side) 
 

• Submit Grant button – only 

the authorized representative 

can click this button (a pop 

up window with the 

assurances should appear – 

if it doesn’t you may have a 

pop up blocker enabled) 

 

• Submit button – by each 

section can be clicked by 

either the authorized 

representative or anyone 

with the necessary 

permissions enabled 

 

• No submit button visible 
• May not have the 

necessary permissions 

• May be a budget linked to 

the section in which the 

business manager or fiscal 

representative needs to 

approve those budgets first 



Submitting the Grant 

• For the authorized representative to submit the grant, 
the computer’s pop up blocker must be disabled 

• To disable the pop-up blocker 
– Click on tools in the very top toolbar 
– Slide down to pop-up blocker 
– Slide over to “Turn off pop-up blocker” and click  

 



Submitting the Grant 

• Each section must be 
completed 

• Authorized Representative 
must click the submit button 

• The assurance page must 
come up 

• The authorized 
representative must fill in 
First Name, Last Name and 
Date of Board meeting 
designative the person 
authorized to sign grants 

• The authorized 
representative must check 
the ‘I agree’ box, then click 
the ‘continue’ button 

PLEASE NOTE THAT SEVERAL OF THE ASSURANCES HAVE CHANGED. BE SURE 

TO READ THEM SO YOU KNOW WHAT YOUR DISTRICT IS AGREEING TO. 



Submitting the Grant 

• Each section will 
be locked 

• A red notice will 
appear that 
indicates the 
date, time and 
person who has 
submitted the 
application. 



Printing 

• Two formats for printing the application 
– PDF 
– Word 

• Print whole application or just sections of the 
application 

Print entire 

application 

Print 

sections of 

the 

application 



Printing as a Word Document 

• Click on Word 

• An empty IE window will open (it 
may be behind other open windows 
– check your task bar if you don’t see 
it. 

• It may take a few minutes for the 
document to load. This window will 
show when it’s ready. 

• Choose Open. The document will 
open as an .rtf file 

• If you have Word 2007 or 2010, the 
document may open in “Protected 
View”. 

• Click on Enable Editing to print or to 
save the file as a normal Word 
document. 



• Click on PDF 

• An empty IE 
window will open 
(it may be behind 
other open 
windows – check 
your task bar if 
you don’t see it. 

• It may take a few 
minutes for the 
document to 
load. 

• Print as you 
would any other 
PDF document. 

Printing as an Adobe PDF 



Types of Questions 

• Narrative Questions 

• Check Box 

• Radio Box 

• Option Narrative 

• Prioritized Needs & Goals and Objectives 

• School Selection (Question 3, 4 & 5) 

• Budget Details 



Narrative Questions 

• Has the question in black 
• Has the help information for 

question in blue 
• Has the tool bar for editing the 

answer 
• Has the box for inserting the 

answer 

• Other features on page 
– Questions on left hand side 
– Arrows and save button at top 
– Number of questions 



Check Box 

• Question in black 

• If it’s an “other” 
box, there will be 
a narrative box for 
you to add 
information (this 
one is at the 
bottom of the 
page which isn’t 
visible on this 
screen shot 



Radio Box (Circle) Answers 

• These types 
of 
questions 
only allow 
one answer 
per 
question. 



Option Narrative 

• For option 
narrative 
questions you 
must click on one 
of the boxes and 
then provide an 
answer with the 
narrative box that 
opens up.  

• More than one 
option narrative 
box may be 
selected 
depending on the 
program and 
answers required 



Title I, Part A (School Selection) – 
question 3 

• To select the type of Title I program, 
click in the box (it may be white) under 
program type. A drop down will show 
your options 

• Fill in the number of students and the 
number of low income student for 
each attendance area  -- the percent of 
low income will automatically be 
entered 

To select a private school that 

serves Title I student, check the 

box by the private school 

If no private school is shown, 

click the add new private school 

button and select the correct 

private school from the list. 

Don’t’ for get to click the save 

button 



School Selection – question 4 

• District set-aside 
amounts go here 

• Click in the white 
box to enter 
amount of district 
Title I set asides. 

• Smaller districts 
may not have any 
set asides. 

• These are NEW 
set-asides. 



School Selection – Question 5 

• Distribution of funds 
to each Title I 
attendance center 

• Enter per student 
amount (can vary 
from attendance 
area to attendance 
area) 

• If you have a private 
school, you will need 
to enter the number 
of students in that 
private school by 
attendance area 



Budget Summary page 
• To get to budget 

detail page, click 
add budget 
detail button 

• Information 
from budget 
detail page 
populates this 
summary page 

• For budget 
approval, 
business 
manager or 
fiscal 
representative 
must click the 
approve all 
budget items 
button 

Funds available to budget 



Budget Details page • Click the New Item 
button under each 
category to add a 
budget item 

• Click in the first box to 
engage the drop down 
– select the 
appropriate program 
activity 

• In the next column, 
type in the activity 
description 

• In the amount column, 
enter the budgeted 
amount for the item – 
numbers only (no 
commas or dollar signs 
(don’t forget to save.) 

• Click save and view 
budget summary at 
bottom to get back to 
budget summary page 



Questions 



Contact Information 
• Betsy Chapman(program) 

– 605-773-4712 
– Betsy.Chapman@state.sd.us 

 

• Jordan Dueis (program) 
– 605-773-4716 
– Jordan.Dueis@state.sd.us 

 

• Cody Stoeser(fiscal) 
– 605-773-7108 
– Cody.Stoeser@state.sd.us 

 

• Or any of the Title I program personnel 
– DawnL.Smith@state.sd.us 
– Jenifer.Palmer@state.sd.us 
– Betsy.Chapman@state.sd.us 
– Laura.Johnson-Frame@state.sd.us 
– Shawna.Poitra@state.sd.us 
– Ben. Morrison@state.sd.us 

Shannon Malone, Title 

Administrator 

605-773-6509 

Shannon.Malone@state.sd.us 

 

 

Rob Huffman, Grants 

Management 

605-773-4600 

Robyn.Huffman@state.sd.us 
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