School Mental Health & Safety and Security

Creating Two Recipient Budgets within a Single Application

Successful applicants must create two separate budgets: one for Physical Security enhancements and one for Mental Health

supports. This walkthrough provides step by step guidance on how to create these budgets correctly in the Egrants system.

Click on a step listed below to be taken directly to that section of this guide.

Create an Application in Egrants.....
Access an Existing Application........
Complete the Main Summary Page

Set Up the Budget .......ccccvvvveeeennne.



Create an Application in Egrants

If an application has already been created, please go to the Access an Existing Application segment of this guide.

Log into Egrants at https://www.pccdegrants.pa.gov/Egrants/Login.aspx.

If you do not have login credentials, you must register an account with Keystone Login. The PCCD Egrants Keystone Login

Guide can guide you through the registration process.

On the Main Menu, click the top menu item link which reads “To create a new Application (or Concept Paper) in
response to a Funding Announcement (Funding Announcement tab).”



https://www.pccdegrants.pa.gov/Egrants/Login.aspx
https://www.pccd.pa.gov/schoolsafety/Documents/Technical%20Assistance/Egrants%20Keystone%20Login%20User%20Registration%20Guide.pdf
https://www.pccd.pa.gov/schoolsafety/Documents/Technical%20Assistance/Egrants%20Keystone%20Login%20User%20Registration%20Guide.pdf

Click on the Funding Announcement Title that corresponds with the grant application being created.

On the Funding Announcement Summary page, click the Create New Application button.

On the Application Summary page, a dialog box will appear that provides your Grant ID. Please write that Grant ID down
for future reference as you will use the Grant ID to access your application from now on. Once the Grant ID has been

written down, click OK.



Access an Existing Application

If the application is already accessed, please go to the Complete the Main Summary Page segment of this guide.

On the Main Menu, click the top menu item link which reads “To access an existing project (Grant Application,
Continuation Application, Modification) or create/update reports such as the Program Report, Fiscal Report, or
Inventory Report (Project Management Tab.”

On the Project Management Search page, all in-process application drafts will be displayed in the table located below the
search fields. Click on the Grant ID of the corresponding School Mental Health & Safety and Security application.

Example School Entity

On the Project Summary page, click the Application link.



Complete the Main Summary Page

Successful applicants must create two separate budgets: one for Physical Security enhancements and one for Mental Health
supports. Please follow these next steps closely to set up two budgets in the application with the correct recipient agencies.
If any assistance is needed in completing this portion of the application, please contact RA-CD-SSSC@pa.gov with “Recipient

Agencies” in the subject line for assistance.

On the Main Summary page:
Enter a Short Project Title. The title should capture the intention of the proposed project.

Enter a Brief Project Description. The project description should be a concise summary of the grant project.

Once the Short Project Title and Brief Project Description have been entered, return to the top of the Main Summary

Page. Highlight and copy the Applicant Agency name then click Add Recipient.

Example School Entity

DO NOT click Add Applicant as Recipient Agency

On the Recipient Search page, paste the Applicant Agency name or manually enter the school entity name exactly how it is

listed in Egrants in the Recipient Agency Name field then click Search.


mailto:RA-CD-SSSC@pa.gov

In the search results table, click the Applicant Name that says “[Applicant School Entity] — PS”

Example School Entity
Example School Entity — PS

Example School Entity — MH

If you do not see a recipient agency that matches this naming scheme in the search results, please contact
RA-CD-SSSC@pa.gov with “Recipient Agencies” in the subject line for assistance.

On the Recipient Agency Details page, click Save.

On Main Summary Page click Add Recipient again.

Example School Entity

DO NOT click Add Applicant as Recipient Agency


mailto:RA-CD-SSSC@pa.gov

On the Recipient Search page, paste the Applicant Agency name or manually enter the school entity name exactly how it is
listed in Egrants in the Recipient Agency Name field then click Search.

In the search results table, click the Applicant Name that says “[Applicant School Entity] — MH”

Example School Entity
Example School Entity — PS

Example School Entity - MH

If you do not see a recipient agency that matches this naming scheme in the search results, please contact
RA-CD-SSSC@pa.gov with “Recipient Agencies” in the subject line for assistance.

On the Recipient Agency Details page, click Save.


mailto:RA-CD-SSSC@pa.gov

On the Main Summary click the Add New Signatory button. The signatory is generally the Chief School Administrator but

can be any school administrator with the ability to sign contracts on behalf of the school entity.

On the Signatory Search page, enter the Signatory’s information in the Search Criteria Section then click the Search
button. Search results will be populated in the table below the Search Criteria area. Click on the Last Name of the correct

Signatory.

If you cannot find your Signatory in the search results, click Add New Signatory and enter their information.



On the Main Summary page, using the drop-down menus, select the Project Director, Financial Officer, and Primary
Contact for the grant. Please Note:

e The Project Director and Financial Officer cannot be the same person

e The Primary Contact will be the first person the agency contacts regarding the grant

e Additional Contacts may be added as needed

e If a Contact is not listed in the drop-down menu, they will need to create an Egrants account.

On the Main Summary page enter the Start and End date for the grant. Applications will have a general start date of
August 1, 2022 and an end date of July 31, 2024. Actual project dates may vary dependent upon timeliness of the
application submitted, the length of PCCD staff review, and the responsiveness of the applicant to staff inquiries; however,
all projects will be for a period of 24 months.

A minimum of one (1) School District, Senate District, State House District, and Keyword must be added. If the project
covers multiple School Districts, Senate Districts or State House Districts, each district must be added.

Keywords may be preselected for you. If the Keywords have not been preselected, please refer to the Funding

Announcement to determine which Keywords are appropriate for your grant application.


https://www.pccd.pa.gov/Funding/Documents/Egrants%20Quick%20Start%20Guides/Quick%20Start%20New%20User%20Guide.pdf

Once all fields of the Main Summary page are complete, change the Completion Status field from In Process to Complete
then click the Save button.



Set Up the Budget

On the Budget Setup page select Agency Budget for both the “[Applicant School Entity] — PS” and “[Applicant School
Entity] — MH” budgets then click Save.

Example School Entity — PS
Example School Entity — MH Supports

On the Budget Summary page there will be links to both “[Applicant School Entity] — PS” and “[Applicant School Entity] —
MH” budgets.

Now that the budget is set up with two recipient agencies, you can begin to enter the appropriate expenses into each of

the corresponding budgets. Please see our Budget Detail Walkthrough for additional guidance on entering budget details.
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https://www.pccd.pa.gov/schoolsafety/Documents/Technical%20Assistance/Budget%20Detail%20Walkthrough.pdf
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