Logging Into e-grants and Requesting a Username & Password

If you are a current e-grants user, log into the e-grants system using your username and
password. The e-grants website: https://app.dps.mn.gov/egrants

If you need help, contact the Help Desk at 1-800-820-1890 or helpdesk@agatesoftware.com

R ———
eAgrants

DPS > OFFICE OF JUSTICE PROGRAMS

InteIIiGrants Home  Grant Portal Home

Username

Welcome to e-grants Password

LOGIN

New User?
Forgot Password?

The grants management system for the Minnesota Department of Public Safety (DPS)

e-grants Help Desk:
1-800-820-1890 | helpdesk@agatesoftware.com

Log in to manage a current grant or select an option below: ‘
-

Go to the DPS home page o

=
Downloads ¥ f
. ar - ¢
Internet Explorer ‘

Adobe Acrobat Reader

New Users will need to apply for a username and password for the e-grants system by clicking
the New User link? Fill out the required contact information and click the Save.

@ Back
Registration

Please complete all the required fields below Required fields are marked with an *_

Contact Information

Prefix First Middle Last Suffix

Name - * * -

Organizaticn

Title

Address

City * State Minnesota - * Zipcode

County -
Phone #1 *  Phone #2
Fax Cell Phone
Email

Website

Username F

®

Password Confirm Password

Please select the division that you are applying for a grant from or
currently have a grant with. If you have grants with more than one —-Select- -
division, please select either division.

What grant program do you want
access to? If you are unsure, please
write "Unknown’.

Your information will be stored in e-grants and your username and password will be activated
once it is reviewed and approved state staff member

Once the request for a username and password has been reviewed and approved, you will
receive a notification email. You may then log into e-grants
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Managing Organization Members

This step can only be completed by the Authorized Representative for the organization. If you do not
have an Authorized Representative in e-grants, please contact the division’s e-grants administrator.

Adding a Member
Step 1: Navigate to the Organization Link on the upper right corner of your e-grants home screen

-
esgrants
o
DEPARTMENT OF PUBLIC SAFETY
Home  Search Applications (2)  Search Progress Reports  Search Financial Status Reports
Training Materials | Organization(s) | Profile | Logout
Cshowseir |
Instructions:
Select the SHOW HELP button above for detailed instructions on the following.
Authorized Representative > Applying for an Opportunity
Change Picture > Using System Messages

> Understanding your Tasks
> Managing your awarded grant

Hello John, please choose an option below.

@ View Available Opportunities

You have 15 Opportunities available.
Select the View Opportunities button below to see what is available to your organization.

VIEW OPPORTUNITIES

© View My Inbox

You have 0 new messages.
Select the Open Inbox button below to open your system message inbox.

OPEN INBOX

Step 2: Click on “Organization Members”

DEPARTMENT OF PUBLIC SAFETY

Home  Search Applications (2)  Search Progress Reports  Search Financial Status Reports

Training Materials | Organization(s) | Profile | Logout

SAVE SHOW HELP

Q Back
Organization - St Louis Park Police Department

Please complete all the required fields below Required fields are marked with an *_

Organization Information | Organization Members | Organization Documents | Organization Details

Organization Information ?

Name St Louis Park Police Department

Short Name STLOUIPD *

Legal Name City of St Louis Park, Police Department
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Step 3: Click Add Members link

Training Materials | Organiz Profile | Logout

SAVE SHOW HELP

Q Back
Organization - St Louis Park Police Department

Follow the instructions listed below to add/remove/modify organization members.

Organization Information | Organization Members | Organization Documents | Organization Details

Organization Members

Administrators with the authority to add members to your organization can follow these steps:

1. To add a member to your organization, select the Add Members link below.

2. If a member has already added his/her information in the system, you can search for the member.
3. If you need to add a member's information into the system, select New Member.

For more detailed instructions, select the Show Help button above.

| Add Members —<—

Sort By: [ —— SELECT—— W [—— SELECT—— | Results Per Page
Il Person Role Active Dates Active Documents Assigned By Modified By
v Luse, Chief John Authorized Representative | 22
7/29/2010
Dil orenzo, Kirk
v Program Admin V1172010 -
[Prog | | H | & 712012010
7 Dreier, Lt Lori Viewer 112010 L
| ‘ | | | | 7/29/2010
Luse, Chief John |Authonzed Representative V‘ |1N2010 |,|1W201U |
8/20/2010

Step 4: Enter the name of the person you want to add to the organization, click Search

SAVE SHOW HELP

Q Back
Organization - St Louis Park Police Department

Follow the instructions listed below to add/remove/modify organization members.

Organization Information | Organization Members | Organization Documents | Organization Details

Organization Members

Administrators with the authority to add members to your organization can follow these steps:

1. To add a member to your organization, select the Add Members link below.

2. If a member has already added his/her information in the system, you can search for the member.
3. If you need to add a member's information into the system, select New Member.

For more detailed instructions, select the Show Help button above.

Current Members | Add Members

Person Search |anderson m

. Active Assigned  Modified
M Person Role ERD it Documents By By
[] Anderson - inactive, Judy | - Select - V‘ 11/10/2015 -
| Anderson - inactive, Sand| | — Select — V‘ ‘11,’10!2015 ‘.

Step 5: Check the box and select the appropriate user role (see below for User Role Permissions), Click
Save
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User Role Permissions

- Authorized Representative:

« Edits and inactivates their own user account information and user account management

for the organization

«  Writes and submits grant applications

o Accepts grant agreements

o Accepts grant amendments

o  Writes and submits progress reports

« Initiates and submits financial status reports (requests for payment)
- Program Administrator:

« May perform all the tasks an Authorized Representative does, except user management
- Financial Officer:

o Edits their own user account information

« Initiates and submits financial status reports (requests for payment)

« View grant documents
- Writer:

o Edits their own account information

« Write grant applications

« View grant documents
- Viewer:

« Edits their own account information

« View the grant documents

Inactivating a User from an Organization

Every current and past user associated with your organization will be shown in the Organization
Members. You cannot remove a member from an organization because that will remove the audit trail
of that user. Instead of removing, you can inactive the user. Inactivating a user prevents that user from
having any access to current and past organization documents.

Step 1: Add an Inactive Date and click Save

SAVE SHOW HELP A
Organization - St Louis Park Police Department
Follow the instructions listed below to add/remove/modify organization members.
Organization Information | Organization Members | Organization Documents | Organization Details
Organization Members
Administrators with the authority to add members to your organization can follow these steps:
1. To add a member to your organization, select the Add Members link below.
2. If a member has already added his/her information in the system, you can search for the member.
3. If you need to add a member's information into the system, select New Member.
For more detailed instructions, select the Show Help button above.
| Add Members
Sort By: [ —— SELECT—— v [—— SELECT—— | Results Per Page
Il Person Role Active Dates Active Documents Assigned By Modified By
v Luse, Chief John Authorized Representative | 22
7/29/2010
DiLorenzo, Kirk | Program Admin v‘ |1mgg10 ||1 1/4/2015 | 4_31
7/29/2010
Dreier, Lt Lori [Viewer ~| [1172010 H |

712972010
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