
New User Role Request Form

IMPORTANT:  If your organization has an individual with the Agency User Manager role, please follow the
instructions in the Egrants Role Request Walkthrough to request your roles. The Agency User Manager can then
approve your role request (see the User Manager Help Guide for details).

If your organization does not have an individual with the Agency User Manager role, this form must be completed
and sent to PCCD before appropriate user roles to access the PCCD Egrants system can be assigned. The
primary user roles are Program Creator, Financial Creator and Submission. Please refer to page two of this
document for descriptions of the various Egrants user roles. These roles may be assumed by one person or
multiple individuals. There is no limit to how many individuals can have user roles.

Please type or print:

Select desired roles:

*Creator role includes Reader role.

Instructions:
1. Complete form.
2. Have head administrator (Executive Director, President, CEO, Superintendent, etc.) sign and date form.
3. Email completed form to RA-eGrantsSupport@pa.gov.

I hereby authorize the above-named individual to be granted access permissions as identified on this request
for the agency/organization listed hereon.

Printed Name of Authorized Official   Signature

Title of Authorized Official   Date
Revised September 2025

Individual Name:
Applicant Agency Name (appearing on the Grant):
Keystone Login User Name:
Telephone Number (with area code):
Email Address:

User Role All Grants Specific Grant # Specific Grant # Specific Grant # Specific Grant #
Program Creator q

Financial Creator q

Submission q

Program Reader* q

Financial Reader* q

User Manager q

https://www.pa.gov/content/dam/copapwp-pagov/en/pccd/documents/schoolsafety/documents/technical-assistance/egrants%20role%20request%20walkthrough.pdf
https://360.articulate.com/review/content/0f5d693d-1c3c-4b11-8bf9-63af06e780b4/review
mailto:RA-eGrantsSupport@pa.gov


USER ROLE DESCRIPTIONS

1. PROGRAM CREATOR: This role allows a user READ/WRITE access to all programmatic data within a
project. This includes all summary project data (the kind of information that would, in the past, have
appeared on the first page of a printed application); all narrative sections not specifically associated to
the budget; and all sections devoted to performance measurement. Examples include but are not limited
to: Problem Description; Project Description; and Performance Measures. This role can also submit
program reports.

2. FINANCIAL CREATOR: This role allows a user READ/WRITE access to all financial data within a project.
This includes all summary project data (the kind of information that would, in the past, have appeared on
the first page of a printed application); all budget sections and line items; and some contractual sections
such as Recipient Agency Budget. This role can also submit fiscal reports.

3. SUBMISSION: This role allows a user to SUBMIT applications, modifications, and continuations. A user
without this role may work on a project but will not be able to submit it to PCCD. Similarly, if a project is
returned to the applicant for revisions, only users with this role is able to resubmit the revised project.
This role can allow agencies (particularly larger ones) to enforce some level of review over what is
submitted to PCCD.

4. PROGRAM READER: This role allows a user READ-ONLY access to all programmatic data within a
project. This includes all summary project data (the kind of information that would, in the past, have
appeared on the first page of a printed application); all narrative sections not specifically associated to
the budget; and all sections devoted to performance measurement. Examples include but are not limited
to: Problem Description; Project Description; and Performance Measures.

5. FINANCIAL READER: This role allows a user READ-ONLY access to all financial data within a project.
This includes all summary project data (the kind of information that would, in the past, have appeared on
the first page of a printed application); all budget sections and line items; and some contractual sections
such as Recipient Agency Budget.

6. USER MANAGER: Though the title can be somewhat confusing, this role allows a user to MANAGE
SECURITY ROLES (access) for an agency’s projects. Agencies can have as many User Managers as
they need to accommodate their business processes. We strongly recommend that the agency have
more than one User Manager to cover in case of illness/accident, but it would be the initial User
Manager’s responsibility to assign this role to second and subsequent individuals. Managers (see the
User Manager Help Guide for details).

NOTE: A NEW user must FIRST request roles before a User Manager can grant system access. The
User Manager cannot simply assign roles or Egrants access to a new individual. The User Manager CAN
add or modify role access for EXISTING users without a request.

Revised September 2025
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