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Applying for a Grant  
An Application is created in response to an open Funding Announcement and is the way an agency 
applies for a grant from LCLE.  

  

You will need to register as a user prior to entering an application for the first time.  A separate 
Quick Start Guide entitled “LCLE Egrants User Registration Request Quick Start Guide” is available on 
LCLE’s website to assist you with the registration process.   

  

Note: The procedure below assumes that the Organization and User are already registered.  

  
Go to the LCLE Egrants website at http://egrants.lcle.la.gov/Egrants/Login.aspx.  The following 
screen will appear.   

   

Enter the user ID and password obtained through registration and click the “Login” button.    

  

http://lcle.la.gov/programs/uploads/egrants/Egrants_User_Registration_Request_Quick_Start%20Guide_1_28_2013.pdf
http://egrants.lcle.la.gov/Egrants/Login.aspx


Applying for Grants  

  

   

  

An application is created in response to an open funding announcement, and is how you apply for a grant.  
  
If you are creating a new application, in response to a funding announcement, click on the second 
“CLICK HERE” hyperlink, or select “Funding Announcement” in the menu at the top of the screen.  
  
 If you are accessing an application already created for editing and completion prior to submission, or an 
application that has been submitted to check on the status, click on the first “CLICK HERE” hyperlink, or 
select “Project Management“ in the menu. Proceed to the section titled “Finding an Existing Grant 
Application” on page 9 of this quick start guide.  
  

  



Finding the Funding Announcement  

  

  

 

 

  

The Funding Announcement Search screen will default to display all of the open funding announcements 
available for applications to be submitted.  
  
Additionally, you can search for a specific funding announcement based upon the search criteria selected.  
  
Clicking on a specific hyperlink in the Funding Announcement Title, will allow you to view the funding 
announcement details and determine if your agency is eligible to apply.  You may click on the Fund 
Announcement Document link.  It will specify all of the agencies that may apply to this funding 
announcement.  The document will provide the federal and match (if applicable) allocations to enter in 
the budget detail.    
  

  



Creating A New Application  

  

   

  

The Funding Announcement Summary displays the funding announcement details and allows you to 
determine if you want to create an application.  
  

Any applications already created by your agency within the funding announcement will display below the 
“Agency/Project responses for this Funding Announcement” line and above the “Create New 
Application” button.  

  

If you decide to create an application, click on the “Create New Application” button.  

  

  

  

  

  

  



Grant Application Number  

  

   

All grant applications are assigned a “grant id”.  You will need to remember and note this number 
because it will be used to reference this application throughout its life cycle in the Egrants System.  

  

Only the Main Summary Information section can be accessed first.  No other section can be completed 
until the Main Summary Information is completed.  Later in this guide, beginning on page 11, more 
instructions are available for completing the Main Summary Information, but it is important to 
understand a few facts from pages 9 and 10 about the application sections before getting started.  

  

  

  

  



Finding An Existing Grant Application   
  

  

 

 

  

If you cannot complete the grant application and need to return to work on it, or if you are checking the 
status of an existing application, click on the first “CLICK HERE” hyperlink, or select “Project 
Management“ in the menu as can be seen on page 5 Applying for Grants. Egrants will take you to the 
Project Management Search screen.  
  
If you are still completing the grant application, click on the “Applications In Process” link and a list of 
applications which have not been awarded will display. The list of grants will display with the most recent 
grant application listed at the top of the results list.  You can click on the column headers to change the 
order of the sort results.   
   
Click on the Grant ID number to go to the Project Summary screen associated with the application.  
  
OR  

  

If you know the Grant Id, you want to work on, enter the number in the Grant ID field and click on the 
“Search” button.  Only this grant application will display in the search results list.  

  

  



Accessing an Existing Grant Application  

  

   

  

The “Project Summary” screen displays the current status of the grant application.  

  

Click on the “Application” hyperlink to direct you to the Application Summary screen.    

  

  

  



Starting the Application Entry  
  

  

 

 

  

The Application Summary shows the various sections which need to be completed for the application to 
be submitted.  

  

Note: Only the Main Summary Information section is available at this point.  When this section 
is completed and saved, the other sections will become available.  

  

Each of the sections displayed needs to be reviewed, questions answered and the status changed to a 
value of “Completed”.  

  

The status of the application is “Open – Draft” until it is submitted to LCLE.  

  

  



Updating An Application Section’s Completion Status  
  

   

  

The Main Summary, like all sections, has a “Completion Status” which opens with a value of “In Process”.  
Once you have entered all the information requested in a section, change the status value to “Complete” 
and click “Save”.  

  

  

  



Entering the Main Summary Information Section  
  

   

Enter the “Short Project Title” for your project.   
  
Enter the “Brief Project Description” for your project.  

HINT: It may be easier to copy this from a Word document into the text box.  
  

Click on the “Add Applicant as Recipient Agency” button and the system will automatically add your 
information as the Recipient Agency. NOTE: LCLE requires the applicant to receive the funding so this 
button will be clicked for each application submitted. Do NOT click on Add Recipient and add a new 
agency. 
  
You will need to assign a Project Director, Financial Officer and Primary Contact for this agency.  Click on 
the dropdown arrow for each field to view the names of individual users who are registered in Egrants 
and have security access to this grant.  The Project Director and Financial Officer cannot be the same 
person.  
  

By clicking on “Details,” (see illustration above) you will be able to check specific information associated 
with the name you have selected in the dropdown box, such as the individual’s address, agency address, 
email, and phone number to confirm that you are selecting the correct individual.  
  



By clicking on the “?” you will find information as to why the individual you are looking for in the 
dropdown box may not be there and how you can have them added to the list.  
If the individual you wish to select does not appear in the dropdown list, and is not a registered user, the 
individual must register with Egrants to obtain a user id and password and then obtain appropriate 
security to the grant.   
  
If an individual is already a registered user but does not appear in the list, they only need to obtain 
security access to the grant to appear in the list. They do not need to re-register.   



Assigning the Signatories  

   

The Signatory is the person expected to sign the submitted application.  The Signatory is typically the 
Mayor, Sheriff, District Attorney, Executive Director or Chief Judge.  Click on the “Add New Signatory” 
button.    

  

LCLE requires that the head of the applicant organization be selected as the signatory.    

You will be transferred to the Signatory Search screen.   

 

 

  
Enter the last name of the person or other search criteria for the person you want to add and click on the 
“Search” button.  
  



A list of names, which are your search results, will appear at the bottom of the screen. Select the last 
name hyperlink for the name of the person you want to add as a signatory.  
The signatory need not be a registered Egrants user and may be entered manually by selecting the “Add 
New Signatory” button after the signatory search did not return any results.   

  

 

 
  
You will be transferred to the Individuals Details screen (screen shot above).   
Review the information displayed and confirm this is the correct person and click on the “Save” button.   
  

   



  
You will be transferred back to the Main Summary screen.  The person you selected will now be listed in 
a grid as a signatory.   



Completing the Main Summary Section  

   

  
To complete the rest of the Main Summary, enter the start and end dates associated with the proposed 
project.  
  
Select the Law Enforcement District that allocated the funding associated with the project from the 
dropdown, and click on the “Law Enforcement Districts” button. If LCLE allocated funding for the 
associated project, choose District 8 – State.  
  
Select a Keyword associated with the project from the dropdown and click on the “Add Keyword” button 
to add it.  Continue to add all appropriate keywords per instructions included with the funding 
announcement.  
  
Select a State Senate District associated with the project from the dropdown and click on the “Add State 
Senate Districts” button to add it.  Select all districts that are applicable to the project.  
  
Select a State House District associated with the project from the dropdown and click on the “Add State 
House Districts” button to add it.  Select all districts that are applicable to the project.  

  



Changing the Main Summary Section Status  

  

   

  

  
Once you have entered all the information requested in the section, scroll to the top of the screen and 
change the Completion Status value for the section to “Complete”.  
  
Click the “Save” button.  You will return to the Application Summary page.  The remaining sections are 
now available for update.  
  

   
The section names displayed for completion vary based upon the type of program in the funding 
announcement and the kind of information required by the funding source.  After completing each 
section, change the Completion Status from “In-Process” to “Complete” and click “Save” button. Egrants 
will return to the Application Summary page.    



On-line Help is Available to Complete the Sections  

  

   

  

  
Clicking on the section name within the “Application Summary” page opens the section for update.  

A question which has specific rules defined for the response will display a gavel     .  You can hover over 
the gavel icon to see the rules display.  

 

  
 

 

  

  
Or you can click on the gavel icon to see a pop-up display of the rules.  



   

  
Click “Close” to close the pop-up and return to the section questions.  
  
A question which has help text defined to further assist with the information needed in the question 
response will display a blue question mark.    

   

Clicking the blue question mark icon will display a pop-up containing the help text information.  

   
  
Click “Close” to close the pop-up and return to the section questions.  



Completing the Budget Detail Section  
  

After the Main Summary Information section has been made “Complete”, you will be able to click on 
Budget Detail.  

   

The Budget Setup screen will appear.  YOU MUST ALWAYS MAKE SURE THAT THE AGENCY BUDGET IS 
SELECTED.  Click Save.   

  

   

  

  

     

  



  

Once you click on “Save”, the following screen will pop up:  

  

   

  

Click on the Agency budget hyperlink.  This screen will popup with the available budget categories.  

  

   

  

Click on a specific category to view and complete further details required for budgeting line items within 
the category.   

  

For example, click on the Personnel category.  You must enter a Justification for a personnel budget.  You 
will not be able to save without a Justification.    

  



Click the “Add New Line” to add project-funded personnel details  

   

   

Enter the requested information for the position such as the position title, employee’s name and the 
complete calculation determining the cost  being billed to the project.   Egrants was updated in August 
2020 and the computation input looks different from what you may have seen before.  You must enter 
all fields highlighted.  Enter the hourly pay rate.  If the person is a “salaried” position, you will need to 
convert their salary to an hourly rate.  For example…Joe Smith makes an annual salary of $50,000 and 
works 40 hours per week.  To get to Joe’s hourly rate, you would take $50,000 divided by 2,080 hours (52 
x 40) which equals $24.04 per hour.  You will then enter the number of weeks for this project.  Enter the 
standard number of working hours per week (i.e. 35, 40, etc).    

  

Depending on the percentage of time that an employee devotes to the project will dictate the “# 
Budgeted Hours/Week”.  If a person works 100% of their time to this project and the standard working 
hours per week is 40, then you would enter 40.  If this person works 50% of their time to this project, 
then you would enter 20, etc.   

  



Each individual or TBD will have their own individual line item/computation.  If you choose to factor in a 
merit increase, you will need to enter two separate lines.  For example Joe Smith may make $24.04/hour 
for January – June then he is supposed to get a 4% increase on July 1st.  You would enter his name “Joe 
Smith Jan 22 – June 22” using the $24.04/hour for 26 weeks, then enter a new line item “Joe Smith July 
22 – Dec 22” at $25.01 for 26 weeks.  

  

With this method of data entry, it may be necessary to make minor adjustments for rounding.  In the 
example below, entering $24.04 per hour for 52 weeks, the computation came out to be $50,003; 
however, you know that you were only allocated $50,000.  To correct this, use calculator to back into the 
# Budgeted Hours/Week and/or the # of weeks.    

  

   

  

   

  

Upon completion of the information entry, click “Save” to exit and return to the budget category list or 
click “Save And Add Another” to add another personnel line.   

  



 

If you have finished entering all the project personnel billing to the project, click the “Cancel” button.  

A summary of each individual’s personnel cost is accumulated under the Personnel screen that becomes 
the total of the Personnel category on the Budget Summary screen.  

   

Each position and cost for the position is then automatically included in the Personnel category.  

  

Employee Benefits, Travel, Supplies and Operating Expenses, Construction, and Other categories are 
similar to the Personnel entry, but with a Computation line and a cost entry, which is then rolled into the 
category’s total becoming a part of the overall budget on the budget summary screen.  Refer to the 
Applicant’s Manual for the format in which LCLE requires Personnel costs to be entered.  

  

   



  

The Equipment category entry is a little different with a Cost and Quantity per piece of equipment. Each 
line item calculates automatically and totaled then rolled up for a total cost included on the Budget 
Summary screen. This breakdown is used in the inventory reporting module. All items budgeted in this 
category shall be placed into an inventory system.  

  

  

  

  

   

All expenses associated with consultants are entered under the Consultant category.  The “Add New 
Consultant” button entry is just like Personnel entry.  

Once consultants have been entered, travel expenses or products/services for that consultant can be 
entered by selecting the consultant from the dropdown list and clicking the “Add New Travel Item” or 
“Add New Product Item” button.  

  

The costs accumulate and will total at the bottom of the Consultant entry screen and appear in the 
Consultant category of the Budget Summary screen.  



   

   

The monetary income needed to complete the project should be entered in the By Source section, 
located on the bottom part of the budget.  The funding sources that are allowed will have open fields for 
the dollar amount entry.  The total amount of the sources should match the total of the cost categories 
for the project.  



Adding/Completing an Attachment  

   
A section may request that an attachment be included for additional information.  If the information 
must be supplied in a certain format, a template may be attached which can be accessed by clicking on 
the “Preview Attachment” or eyeglass over the paper icon.  

  

   

A pop-up will appear asking if you want to open or save the document attached.  Save the document to 
your PC and update it with the requested information.  

Click on the “Add Attachment” button to add the completed attachment to the application section.  

 



Finalizing the Application  

   

A complete copy of your application can be viewed or printed by clicking on the “View Contract” 
button at the bottom of the Application Summary screen.  You can view the contract document at 
any time.  

  

   



A message will appear asking if you like to include attachments in the PDF document being created.  
Once you click on the “Yes” or “No” button, the report will be created and displayed.  

  

   

When you have completed all the sections and have marked the status of each complete, you can select 
the “Submit Application” button at the bottom of the Application Summary screen. Applicants must 
upload a signature page.  You may either click on Preview Signature Page button or you can download 
the signature page below, have it signed by the authorized official and then upload using the green 
arrow below. 
 

 
 
 
 
 

 

 
  

  

 

 

  
   



   

  

 

 

 



Submitted Application  

  

   

Once you have submitted the application, the status of the application will change to “Open-Received”.   
LCLE staff will be notified about the application upon submission.    

You will receive an email and a pop-up notifying you the application has been submitted to LCLE that is 
worded such as this:  

  

“Thank you for submitting your response to Fund Announcement: "Funding Announcement Title". 
LCLE has received your submission and will begin processing. You can check the status of your 
submission at any time by returning to https://egrants.lcle.la.gov and opening your project through 
the Project Management Search screen.”  

  

https://egrants.lcle.la.gov/

