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PCCD Egrants Concept Papers 
Quick Start Guide  

 

A concept paper is created in response to an open, competitive Funding Announcement 
and is a way an agency can propose a project for consideration. 

 

You will need to register as a user prior to entering a concept paper for the first time. A 
separate Quick Start Guide entitled “PCCD Egrants Online Registration Quick Start 
Guide” is available to assist you with the registration process.  Note:  The procedure 
below assumes you are already registered. 

 

Where to start:   

 

If you have not yet begun to create a concept paper for the Funding Announcement that 
you are responding to, follow steps #1 through #4 on pages 3 through 5 of this Quick 
Start Guide, skip step #5 on pages 5 and 6 and then continue, beginning with step #6 on  
page 6. 
 
If you previously began a concept paper for this Funding Announcement, logged out and 
are now returning to work on the concept paper again and you have your Grant ID 
number, follow steps #1 through #5 on pages 3 through 6, skip steps #6 through #9 on 
pages 6 and 7 and begin again at step #10 or greater on page 8 or greater, depending on 
where you were when you previously logged out of Egrants.   

 
1. Go to the Egrants website at www.pccdegrants.state.pa.us.  A screen entitled 

“Welcome to PCCD Egrants” appears.   

 
 

2. Click on “Egrants Production Log In” link in the middle of your screen.  
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3. A screen entitled “Site Access” appears. Enter your “User ID” and “Password” 
that you selected when you “registered” and click on the “Login” button. 
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4. A “Welcome” screen appears.  

 
 
 
 
 
 

5. You will be transferred to the “Project Management Search” screen.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 

4. a.  If you are accessing an existing 
grant project (application, 
continuation, concept paper or 
modification) or creating or updating 
reports such as a periodic program 
report or a quarterly financial report, 
select and click on the first hyperlink 
(or Project Management tab), as 

instructed and go on to step # 5. 

4. b.  If you are creating a new 
concept paper, in response to a 
funding announcement, select and 
click on the second hyperlink (or 
Funding Announcement tab), skip 
step #5 and begin again at step #6. 

 

6.a. The “Project Management 
Search” screen appears.     
6.b.  Enter the “Grant ID” 
number and click on “Search.” 
6.c.  Select your “Grant ID” 
hyperlink at the bottom of the 
screen to take you to the 
“Project Summary” screen.   
 
 
Note “Quick Searches” links 
are available in top right corner 
and can be clicked on to access 
applications/concept papers in 
process as well as awarded 
projects.   
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6. The “Funding Announcement Search” screen appears. 
 
7. Select from one of the categories provided under “Search Criteria” by entering a 

small amount of data in a field and click on the “Search” button. 
 

 

 

5.d.  In order to better identify which 
phase and/or project are current, symbols 
are used.   An “*” appears next to the 
current phase and a “P” appears next to the 
current project.   
  
 

5.e.  Click on the “Concept Paper” 
hyperlink.  You will be redirected to the 
“Concept Paper Summary” screen.  (See 
step #9 and beyond.) 
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8. Select the “Funding Announcement Title” hyperlink that appears at the bottom of 
the screen.   

 
 

 
 

9. A “Funding Announcement Summary” screen appears.  Click on the “Create New 
Concept Paper” button.   

 

 
 
 
 
 
 
 
 

If you have 
security access 
to create grants 
for more than 
one agency, 
select an 
“Applicant 
Agency” from 
the dropdown 

menu.   
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10. The “Concept Paper Summary” screen appears. 
 

 
 

11. Select the “Main Summary Information” section link.   

Note:  This screen 
provides all the sections 
required for the 
completion of the concept 
paper.  Only the “Main 
Summary Information” 
section is available at this 
point.  When the key 
information is entered 
and saved for this section, 
the other sections will 

become enabled. 
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Main Summary Information:   
1. The “Main Summary” screen appears.   

            This is similar to page one of the current paper applications.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note that the “Applicant 
Agency” is automatically 
added when you clicked 
on the “Submit 
Response” button.  

If you only have access to one agency, 
the “Change Applicant” button will not 
be enabled.  If you have access to more 
than one agency, if necessary, click 
onto the enabled “Change Applicant” 
button.  The “Agency Search” page 
appears.  
 
Follow the instructions below for 

adding a Recipient Agency.  Unlike 

an Application, you can only identify 

one Recipient Agency with a Concept 

Paper.  Note: Screen shots are not 
given for adding a recipient agency.    
 
Note:  If you as Applicant are the 
Recipient Agency, click on the Add 
Applicant as Recipient Agency button 
and the system will automatically add 
your information as Recipient Agency.   
 
Otherwise:   
1. Click on the “Add Recipient” button.   
The “Recipient Search” screen appears. 
 
2.  Enter a portion of the recipient’s 
name in the box marked “Recipient 
Agency Name.” 
   
 3.  Click on the “Search” button.  A list 
of previously entered recipients’ names 
will appear.  Carefully read the entire 
name to be certain the correct name is 
selected.   
 
4.  If the recipient was previously 
entered, select the recipient by clicking 
on the hyperlink.  “Recipient Agency 
Details” are displayed. 
 
5.  Scroll to the bottom of the screen 
and click on the “Save” button.   
 
6.  If the appropriate recipient is not 
found, click on the “Add New 
Recipient Agency” button at the bottom 
of the screen.  The “Agencies Details” 
screen appears. Be certain to follow the 
“Standards for Data Entry.”   
 
7.  Enter “Agency Details.”   At a 
minimum, fields with asterisks must be 
completed. 
 
8.  Click on “Add New Address,” 
complete information, and select 
“Update” button.  
 
9.  Click on “Add Phone Number,” 
complete information, and select a 
“Location” that matches the “Location” 
selected in the “Preferred Contact 
Method” in “Agency Details” and 
select “Update” button.   
 

Note:  It is necessary to match the 

location of the phone number with 

the preferred contact method if the 

preferred contact method is set to 

one of the telephone contacts.   

 

10.  Scroll to the bottom of the page 
and click on the “Save” button.  You 
will be directed back to the “Main 
Summary” screen.     

Note the system has 
assigned a Grant ID 
number to your concept 
paper.  It is important that 
you record this number so 
that if you log out of the 
system and return later to 
add more to the concept 
paper you will pull up the 
concept paper you 
previously began.  Failure 
to enter the Grant ID 
number will result in 
another concept paper 
being started for you with 
a new Grant ID number.  

Review, edit or add the 
“Short Project Title” and 
the “Brief Project 
Description” found 
toward the bottom of the 
screen. NOTE:  There is a 
320-character limit.   
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Main Summary Screen continued: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

Enter the “Start Date.”  This is the 

beginning of the project period.    

Enter the “End Date.”  This is 

project completion date.  

Scroll to the top of the screen and 
change the “Completion Status” of 
this section from “In Process” to 
“Complete.” 

Click on the “Save” button.  You 
will return to the “Concept Paper 

Summary Screen.” 
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Concept Paper Summary Screen: 

 
 

Note:  Additional sections are enabled based on the Funding Announcement attached to your 
concept paper.  Select each hyperlink, complete the requested information, and change the 
status to “Complete” and click on the “Save” button, which takes you back to the “Concept 

Paper Summary” screen.   Examples are noted below: 

 
1. Payment Terms – click on the hyperlink and read the information.  Respond 

appropriately by entering either “Applicant accepts these terms” or “Applicant 
does not accept these terms” in the response block. 
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2. Proposed Approach (example section; this section may or may not appear on your 
Concept Paper) – click on the hyperlink and your will be transferred to a screen 
where you will be asked to respond by providing text to specified requests.   

3. EEOP Certification – click on the hyperlink and complete the requested 
information (This section will only appear on your Concept Paper if Federal 
Funds are available for this grant request.)   

4. Problem Description (example section to demonstrate attachments; this section 
may or may not appear on your Concept Paper) – click on the hyperlink and 
respond with the requested information.  
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Section Attachments: 

In general, attachments are not to be inserted as a response to a section in Egrants.  
Instead, the response to sections such as Problem Statement, Project Narrative and 
Evaluation should be created in WORD and copied and pasted into Egrants.   

 

Attachments may only be used if specified as allowable in the Funding 

Announcement.  If allowable, attachments should be used only if there is no 

other way to submit the information.  Examples may include job descriptions 

and copies of newspaper articles.  When absolutely necessary use the 

following instructions: 

 
 

1. Select the “Section” that you wish to add an attachment by clicking on the 
hyperlink. 

2. Click on the “Add Attachment” button, you will be transferred to the 
“<Section Name> Attachment” page. 
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3. Type a name for this attachment into the “Attachment File Description” block 

and click on the “Browse” button to locate the file from your PC or Network 
Folder that you want to attach to this section. 

 

 
 

4. When you have found the file and given the attachment a name click the 
“Save” button, you will transferred back to the “Section Detail” page and the 
attachment you just added will be displayed in the grid. 

 
5. To view that actual attachment you have attached to the Section click the “File 

Name” of the attachment to view. 

 
 

6. To view the details of the section attachment, click the description link 
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Please note the Fund Announcement guidelines may specify that you use a 
template for attachments that are required to accompany your Concept Paper. 
 
If the Fund Announcement you are responding to specifies this, you can find the 
attachment templates at the following location 
http://www.pccdegrants.state.pa.us/pccdegmis/cwp/view.asp?a=3&Q=150293&p
ccdegmisNav=|. 
 
If you cannot find the appropriate attachment templates at this location, please 
contact the Program representative specified on the Fund Announcement. 

 
7. Performance Measures – click on the hyperlink and you will be transferred to 

a screen where all the performance measures assigned to this funding 
announcement are displayed.  You can add additional performance measures 
by clicking on the “Add New” button, which takes you to a “Performance 
Measure Library” where you can select additional performance measures.  
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a. Select from the “Program Area” and “Measure Type” dropdown menus 

and then click on “Search.”  

 
b. Select from available performance measures by clicking on the boxes in 

front of preferred measurements.  When finished, click on the “Assign 
Selected Measures” located above the list of approved measures.  
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c. If there is no performance measure that meets your need, click on the 
“Create Performance Measure” button.  You will be taken to the 
“Performance Measure Details” screen where you can create a 
performance measure. 

d. When you are finish creating performance measures, click on the “Save” 
button.  

 
 

Budget Setup: 
1. Select “Budget Detail” hyperlink.   
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2. You will be transferred to the “Budget Summary” screen.   The screen is divided 
into two sections (Budget Category details and Budget Source information). 

 
a. For each category, click on the hyperlink and you will be transferred to a 

screen to begin entering details for that category.  Enter text for the 
justification.  

 
b. Click on the “Add New line” button.   

Note:  Cents can be entered 
into the Egrants system; 
however, budget entries are 
rounded at the Line Item 
level to the next whole 
dollar amount.  Only whole 
dollars are displayed.   
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c. You will be transferred to a screen where you will enter the 
“Computation” for the line item, as well as the total “Cost” of the 
computation.   Example of a computation would be:  40 hours x $10.  
Example of total cost would be:  $400. 

 

 
d. Click on the “Save” button or the “Save and Add Another.” 

 

 
e. In the second section called “By Source,” enter the various sources that 

you will utilize to support the project identified in the grant application. 
f. Change the “Completion Status” of this section to “Complete.” 
g. Click on “Save” button at bottom of the screen to go back to the “Concept 

Paper” screen to select additional sections to complete.  
 

Note:  Both the 
Category and Source 
section must total to 

the same amount.  

Note:  a 
minimum of 
$5000 of 
equipment can 
be entered; 
otherwise, it 
should be 
recorded as 

supplies.   

Note: in most 
instances you 
will need to 
compute the 
total cost and 

insert it.   
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Note:  When you have completed all the sections and have marked the status of each 
complete, you can select the “Submit Concept Paper” button at the bottom of the 
“Concept Paper Summary” screen.  (See Note below before submitting your Concept 
Paper.) 

 
Once you have submitted the concept paper you cannot make any further changes.  
 

Faith Based Organization Question 

Note:  PCCD now asks every Applicant, Recipient and Allocation Agency to provide 
information for reporting purposes only regarding Faith Based Agencies.  If you as an 
Applicant Agency have not previously supplied responded either “Yes” or “No” to the 
question displayed on the Confirmation Screen below, you will be required to select one 
of the three values before submitting your Concept Paper.   
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A complete copy of your concept paper can be viewed or printed by clicking on the 
“View Contract” button at the bottom of the “Concept Paper Summary” screen.   
 
Note:  This screenshot will eventually change to replace the “View Contract” button 
with a “View Concept Paper” button.  In the meantime, you can preview your concept 
paper by clicking on the “View Contract” button.    
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Sample Concept Paper: 

 
 
 
 
Applications 

1. If you are invited to submit a formal application by PCCD, in response to your 
concept paper submission, the Project Contact will be notified in “Work 
Manager” under “alerts” with a description of  “Invited to apply.”  
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2. In order to apply, once invited, follow the directions beginning on page five of 
the Application Processing Quick Start Guide, entering only the information 
necessary to update your proposal.   


