
In this segment we will review how to sign your Grant Application, Grant Award letter,
and Project Modification Request. Lastly, we will review how you can view your signed
documents.

How to sign your Grant Application

How to sign your Grant Award Letter

How to sign your Project Modification Request

How to view your Signature Page
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How to sign and view your grant documents
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How to sign your Grant Application

How to sign your grant application
After PCCD has reviewed your grant application, the final

step is to electronically sign it. To proceed, you must have

the E-signature role in E-grants. Without this role, you will



be unable to sign the application. For more information on

how to request this role, please click here.

After completing your grant application, navigate to the

application summary screen. Once all sections are marked

as complete, you will have the option to select your

Authorized Signatory. Your organization may have multiple

authorized signatories, or you may have just one. Please

check the box next to the signatory you wish to notify via

email for signing the application. Then, click on "Submit

Application."

**Note that you can still submit your

application without an agency signatory.

https://rise.articulate.com/share/u3EVN7r6qibuvwtSg1UxvKsZfwqzQCyM


TO ENLARGE THIS IMAGE, CLICK ON THE IMAGE.



After your grant has been reviewed by fiscal and program

staff and all necessary changes or corrections have been

made, the designated signatory for your organization will

receive an email notification along with a task in their e-

grants work manager noting the application is ready for

signature.

To sign the grant application through the email, click on

the "View Signature Request" button. If the button is not

visible, please follow the provided link as demonstrated in

the example below.



TO ENLARGE THIS IMAGE, CLICK ON THE IMAGE

You will be directed to the Signing Request Detail page.

Please read the legal disclaimer carefully and check the "I

agree" box. Once you have completed this step, click

"Sign" to add your signature to the application.

Once you have signed the grant application you will be

directed back to your work manager.



CONTINUE

Help, I didn't receive an email!!
No worries, you can access the signature request in two

ways.

By clicking on the Work Manager hyperlink1

By clicking on the E-Signing hyperlink2

Viewing from the Work Manager
To access the signature request, click on the Work

Manager hyperlink. You will find the request listed under



TO ENLARGE IMAGE, CLICK ON THE IMAGE

the Tasks tab. Simply click on the gear icon to view the

details of the signature request.

You will be directed to the Signing Request Detail page.

Please read the legal disclaimer carefully and check the "I

agree" box. Once you have completed this step, click

"Sign" to add your signature to the application.

Once you have signed the grant application you will be

directed back to your work manager.



TO ENLARGE IMAGE, CLICK ON THE IMAGE

CONTINUE

Viewing from the E-signing Hyperlink
To begin, navigate to the main menu and click on the E-

signing hyperlink. This action will direct you to the

Signing/Approval Request Search Page. From there, click

on the pen icon to access and view your signature

request.



TO ENLARGE IMAGE, CLICK ON THE IMAGE

You will be directed to the Signing Request Detail page.

Please read the legal disclaimer carefully and check the "I

agree" box. Once you have completed this step, click

"Sign" to add your signature to the application.

Once you have signed the grant application you will be

directed back to the Signing/Approval Request Search

Page.



TO ENLARGE IMAGE, CLICK ON THE IMAGE

CONTINUE

For additional information on how to sign your grant application:

E-mail:  RA-eGrantsSupport@pa.gov

Telephone: (717) 787-5887 or toll-free within Pennsylvania (800)

692-7292

mailto:RA-eGrantsSupport@pa.gov
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How to sign your Grant Award Letter

How to sign your grant award letter
Congratulations on being awarded your PCCD Grant! You

are now required to sign the final document, the Award



Letter. You should have received an email similar to the

one shown below.

To proceed, click on the "View Signature Request" button.

If you do not see the button, please follow the provided

link. Remember, only the signatory listed on the grant

application will receive this email.



To begin, navigate to the main menu of E-grants and click

on the E-signing hyperlink. This action will take you to the

Signing/Approval Request Search page. In the Action

category, select the pen icon to access the Signing

Request Detail page. Please note that the document you

are signing is the Subgrantee Award Notice.

To sign the award notice, carefully read through the legal

disclaimer then click on the box next to "I Agree", then

click sign.

Once you have electronically signed the document, you

will be redirected to the Signing/Approval Request Page.



CONTINUE

For additional resources, please contact the help desk.

E-Mail:  RA-eGrantsSupport@pa.gov

mailto:RA-eGrantsSupport@pa.gov


Telephone: (717) 787-5887 or toll-free within Pennsylvania (800)

692-7292
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How to sign your Project Modification Request

Signing your Project Modification
Request (PMR)
To sign your Project Modification Request (PMR) that

requires a signature page, you must electronically sign it



using E-grants.

After submitting the Project Modification Request (PMR),

the designated signatory for your organization will receive

an email notification confirming the submission and

indicating that their signature is required.

In the email, you can click on the "View Signature

Request" button. If the button is not visible, please copy

and paste the provided link into your browser.



CONTINUE

Upon clicking the link, you will be directed to the Signing

Request Detail page. It is important to carefully read the

legal disclaimer provided. After reviewing it, please check

the box next to "I Agree" and then click the sign button to

proceed. After signing, you will be directed to the

Signing/Approval Request Search page.



For additional information please contact the help desk.

E-mail: RA-eGrantsSupport@pa.gov

Telephone: (717) 787-5887 or toll-free within Pennsylvania (800)

692-7292

mailto:RA-eGrantsSupport@pa.gov
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How to view your Signature Page

How to view your signed documents
After your application or project modification request has

been awarded, you can easily view and print the contract,

award letter, and signature page for your records.



To access an existing project, begin by clicking the first

option in the Main menu.

To view your awarded projects, navigate to the Project

Management screen and select the link labeled "Awarded

Projects - Active."



To view the signature documents for your application or

PMR, please click on the grant ID number associated with

it.

Viewing the application signature
documents
On the Project Summary screen, you can choose to view

either the application or any project modifications. Let's

begin by examining the application.



On the application summary screen, locate the box at the

bottom of the page labeled "Signature Documents." In this

section, you will find copies of your Grant Contract,

Application Contract with Attachments, and the Executed

Award Notice. Click on any of these links to view or print

the documents.



CONTINUE

Viewing the project modification
signature documents
To access the modification signature documents, simply

click on the specific modification you wish to view.



On the modification summary screen, locate the box at

the bottom of the page labeled "Signature Documents." In

this section, you will find copies of your Modified Grant

Contract, and Modified Grant Contract with Attachments.

Click on either of these links to view or print the

documents.



CONTINUE

For additional information please contact the help desk.

E-Mail:  RA-eGrantsSupport@pa.gov

Telephone: (717) 787-5887 or toll-free within Pennsylvania (800)

692-7292

mailto:RA-eGrantsSupport@pa.gov

