
Create and Manage an eGrants Account

This presentation will focus on how to create and 
manage an individual eGrants account.  The goal of 
this presentation is to show you how to establish an 
account in eGrants, the online grant application 
system for the Corporation for National and 
Community Service. It will also include an 
explanation of user roles.
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To begin your eGrants account creation process, 
logon to CNCS homepage at www.cns.gov

Please click on “eGrants” link to open the eGrants 
Welcome Page.



Turn off Pop-up Blocker



Please click here to begin creating an 
eGrants account.  If you already have 
an eGrants account, you will also use 
this link to log on to your eGrants 
account.



In order to create a new eGrants account, 
please click on this link.
If you already have an eGrants account for 
any other CNCS programs (AmeriCorps, 
Senior Corps, etc.), please don’t create a 
new account.  You will use that same 
eGrants account to create a concept 
paper/application for your VISTA project.



Please click on this link to continue to create a new eGrants 
account.

Before your begin this process, please have your 
organization’s EIN number and Legal applicant name with you.  
You will be asked for this information during this process.



Please click on this link to continue to 
create a new eGrants account.



If you click on “?” icon, it will 
open up a pop-up window 
with additional information in 
regard to that particular text 
filed.  In order to use this 
function, you must turn off 
“pop-up blocker” which is 
located under “Tools” on 
your web browser.

You will see the pop-up 
window for the “New 
Password” text filed in the 
next slide.



In addition, your password must begin with 
an alphabetical character.

Please write down your password question and 
password answer.  If you forget your password, you 
need this information to reset your password.  

In the future, if you forget your password, you can 
reset your password by going to Login page and 
clicking on “Forgot your password? Get help” link.





If you see any organizations listed, 
please make sure you choose the 
correct organization that matches 
your organization’s legal applicant 
name.  If there are few listed and 
you are not sure which one to 
choose, please stop the process 
here and contact your state office to 
clarify which organization to 
choose.

If you see your organization is listed 
with the correct legal applicant 
name, please choose that 
organization and proceed.  It will 
take you to the “Organization Info”
screen (slide # 12). 

If no organizations 
are listed or the listed 
organizations do not 
represent your 
organization legal 
applicant name, 
choose “create a new 
organization profile”
and proceed.  It will 
take you to the next 
screen (slide # 11)

When you enter your organization’s EIN 
number, the system will list any organizations 
under that EIN number currently in eGrants 
system.





Enter organization’s data.  To add 
organizational characteristics, please 
click on “add characteristics” link.  You 
will be able to choose org. 
characteristics from a drop down 
menu.



If the listed information doesn’t match 
your legal application organization, 
please go back and choose the correct 
organization.  If you are not sure what 
to choose or whether to create a new 
organization profile, please contact 
your state office.





Before you submit your request for a new 
eGrants account, please review the 
information here.

Once you submit, a message will appear 
notifying that you have created an eGrants 
account and that your “Grantee Admin” is 
notified – slide # 15.  

You will find more info about Grantee Admin 
role on slide #18.

You will also receive a automated email from 
eGrants about the creation of your account –
slide # 16.

Your Grantee Admin will also receive an 
automated email notifying that you have 
created a new account and to give you 
eGrants access privileges – slide # 17.

If you are the first person to create 
an eGrants account for your 
organization, you will be assigned 
the “Grantee Admin” role 
automatically and you will be able 
to access the eGrants system.



Your Grantee Administrator's 
name/s will be listed at the 
bottom of this message.

Until your Grantee Admin 
assign you an eGrants user role 
which gives access privileges, 
you will not be able to access 
your organizations eGrants 
system.



You will receive an automated email 
from eGrants system notifying the 
creation of a new account.



Your Grantee Admin will receive an 
automated email from eGrants system 
notifying the creation of a new 
account.



Account Home



View My Account



My Account Page



Edit Password/Q&A, Update Email

Click View All in Update My Login Info…



Edit User Role/Permissions



User Role Assigned



User Roles

• Grantee without access to budget
– Have limited application information; no budget access.
– Cannot update organizational information or assign user role.
– Can authorize, assure, and certify.

• Grantee with access to budget
– Have access to entire application information, including budget information.
– Cannot update organizational information or assign user role.
– Can authorize, assure, and certify. 

• Grantee Administrator
– Have access to entire application, including budget information.
– Can update organizational information, and can assign user role.
– Can authorize, assure, and certify.  (*The Grantee Admin role is not synonymous with 

Authorized Representative.) 
– If you are the first person to create an account for your organization, by default, you will 

be the Grantee Admin.



View All to Update Organization Info.

Update the Org. Info. and click Submit.



End of Presentation

After you have created the account request, the Grantee 
Administrator will be notified by the eGrants system via 
email.  Once you have been assigned a user role from the 
Grantee Administrator, you will be ready to logon at:
https://egrants.cns.gov/espan/main/login.jsp.
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