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Objective: Grantor Agencies create and edit an application for a program solicitation.

Summary: Providing instructions to agencies to help create and edit an application for a program solicitation.
The solicitation budget is created during solicitation creation and cannot be edited in this section.

The Agency eCivis user serving as the Program Lead will select “Subrecipient Management” from the
dropdown menu in the Grant Management tab.

In the Subrecipient Management page, navigate to the Program Solicitations table at the bottom of the screen.
In this table, click on the appropriate title of the program solicitation to be edited.

Home COVID-19 Grant Management Research

Subreciplent Management

Department Title Program Type ~ Status 4 Total Funding Actions

Department 1 I test - Community Substance Misuse Prevention Services I N/A Published $6,000,000.00 Actions

On the Program Detail page, click on the “Application Workspace” button to open the Application Workspace.

Program Detail

test - Community Substance Misuse Prevention Services

Department: Department 1
Total Funding: $6,000,000.00
Application Period: 01/01/2024 - 01/10/2024

Subrecipient Reporting Subrecipient Monitoring Edit Solicitation Ext. Solicitation Listing &' Application Workspace (' Close Program

The Statewide application fields should not be edited while the Default Application fields can be tailored to best
fit the program’s needs. Users can customize help text and optional or mandatory file uploads.

To add help text, field restrictions, file uploads, and other fields, click “Applications”.
On the right side of the page, click the “Form Tools” button and then the “Edit Form” button.
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Click the “Edit” button for the desired field. Agency eCivis users cannot edit or remove linked Forms.
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Scroll to the bottom of the selected Fields windows to click the “See Advanced Options” link.
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In this screen, help text can be entered in the “Help Text” box. Help text can provide additional text assistance
to clarify fields in an application and will be viewable to the applicant after the question in a smaller font.

In the Fields following the Profile, under Validation Options, “Text” boxes allow the Agency eCivis user to set
the “Maximum Length”, along with “Maximum” and “Minimum Amount of Words”.
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If new fields are needed, they can be added through the “Drag and Drop” fields pane to the left.
The following fields can be added to an application:

Field Types Field Rules

a. Text - allows for the input of a short amount of text.
b. Text Box - allows for the input of a longer amount of text.

c. Dropdown - allows for an Applicant to select from a pre-determined

a. = Text list of options presented as a dropdown.
b. [ Text Box d. Checkbox - Allows for an Applicant to select from a pre-determined
. list of options presented as a checkbox.
C. = Dropdown ) )
- e. Radio Button - Allows for an Applicant to select from a pre-
d. [ Checkbox determined list of options presented as radio buttons.
e. ‘= Radio Button f. Number - Allows for the input of a number with decimal places.
f Nirher g. File Upload - Allows for an Applicant to upload documents or

| %

media. To make this field required, click the required box.

g.El File Upload Also allows for the input of a short amount of text.

To check whether fields are not hidden, the Agency eCivis user will click the “Settings & Tools” icon.
In “Settings & Tools”, navigate to the “Submission Portal”. At the right of the screen, click the Edit Submission
Portal icon, and select “Applications” on the tab selection to the left of the screen.
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Step Description Form Pages Details Profile Mapping

Applications View step details and configure description.
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Click "Open” to complete the next step.
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Within the Applications review screen, click on the “Details” tab. In this screen, each application entry will have
a corresponding row, and the second column allows the view setting to be updated. For fields Applicants need
to fill out, change this setting to “Input + View”. When finished, click the “Save all settings” button.

NOTE: For application content, do not delete fields, rather select “Hide” for those that shouldn’t be shown.

Step Description Form Pages Details Profile Mapping

HI-KINU Tdnes.,

@ Hide v Commitment Letter 2 Upload

(%] Hide b Commitment Letter 3 Upload.
Input + View )
(% View Only Dropdowr

The default application due time is set to 11:59 PM (EST) on the Agency user’s selected due date.
SBA recommends agencies set the application due no later than 4:00 PM on a workday.

To access this feature, the Agency eCivis user can click the Settings & Tools icon. In the Settings & Tools
page, navigate to the Submission Portal. At the right of the screen, click the Edit Submission button.

- Marketplace 9' & & © & zengine
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Under Portal Sessions on the left side of the screen, click on “Application Review”, and
A) Uncheck the Stage Deadline checkbox to adjust to the preferred time.

B) This deadline is not displayed in the solicitation or application. Therefore, at a minimum, Agency eCivis
users must provide the time in the original program solicitation under the Overview tab.
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In the Edit Submission Portal screen, click on the “Test Submission Portal” button at the top right. This will
allow an Agency eCivis user to view the application as if they were applying for the grant.

Subrission Portal: Ordjl3wiow & PorLel Selling: wiew All Submission Porlals

Homepage _ i .

General Settings Users Style Help Page Translations

Profile

Submissions
Application Review Give your submission portal a unique URL. Access the URL by opening a new browser tab, or copy the URL or iframe code.

Applications L hitpsiiwebportalapp.com/sps orajiawiow @ @ o

Peer Review T

Completed Process

See SOl User Guide - Grantor 1. Creating a Solicitation for more information about editing a solicitation.

NOTE: To publish the solicitation and accompanying application, the Agency eCivis user will need to reply to
the original “Under Review” email sent by eCivis Support with “Please publish by (DATE).”
The application will then be live on the requested date.

Once the solicitation and application are published, and the specified Application Start Date has passed,
Applicants can begin submitting applications to the program.

Indiana State Budget Agency



https://ingov.sharepoint.com/:b:/r/sites/IOTSBAEnterpriseGrantsManagementRFP/Shared%20Documents/OCM/Grantor%20User%20Guides/SOI%20User%20Guide%20-%20Grantor%201.%20Creating%20a%20Solicitation.pdf?csf=1&web=1&e=2XJvXO

