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ezFedGrants External Portal

Overview & Navigation for External Users
Job Aid

This job aid provides details on the content of and navigation within the ezFedGrants External Portal as
cooperator or member of a recipient organization.

The sections of this job aid are as follows:

e Logging in to the ezFedGrants External Portal — p. 3
e Navigating the ezFedGrants External Portal — p. 4
e Searching in the ezFedGrants External Portal — p. 12
e Checking Application Status in the ezFedGrants External Portal — p. 15
o Reviewers in the ezFedGrants External Portal — p. 20
Trigger

Review this information once you, a cooperator or member of a recipient organization, have or will have
access to the ezFedGrants External Portal.

Prerequisites
e You must have Level 2 eAuthorization.
e You have requested and been granted access to the ezFedGrants External Portal (as outlined in
the ezFedGrants External Portal Access Requests Job Aid).

Menu Path

Use the following menu path to begin this procedure:
e eAuthentication > ezFedGrants External Portal Home Screen

USDA united States Department ot Agricutture
= VUSDA eAuthentication

Find an LRA

~ Home : About eAuthentication | Help | ContactUs |

You ¢ here: eAuthentication Home > eAuthentication Loger

eAuthentication Login

Quick Links
» What is an account?
¢ Croate an account

* Update your account LincPass (PIV) ? User ID & Password ¥
Administrator Links

b Local Registration CLICK HERE TO —
Authority Login v~ Password:
-
LOG I N n 1 forgot my User ID | Password

LincPass (PIV)

Change my Password

User ID:
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Helpful Hints

This job aid applies to both general ezFedGrants External Portal users (who are cooperators or
members of recipient organizations who complete and of various functions within the grants
application, awarding, and reporting processes, with roles such as Grants Administrative Official,
Application Processor, or Signatory Official) and Reviewers (who participate in panel reviews of
grants-related documents).

You may have the Reviewer role in addition to another role in the ezFedGrants External Portal.
The display on the Home screen varies depending on user role. If you have both a Reviewer role
and another role, you will be able to switch between the two views using the procedure outlined in
the Reviewer section of this job aid.

The ezFedGrants External Portal opens new windows in tabs, similar to many web browsers.
However, no more than seven tabs may be open at once.

On certain screens you may need to scroll to view additional data fields.

Certain screenshots may display only a portion of the screen. Note that when working within a
system, only the center body of the screen will change. The navigation options along the left side
of the screen and the header bar across the top of the screen will remain the same.

Note: Data used in this procedure is a representative sample for the purpose of training. Actual data in
the system may vary based on agency and scenario.

External Portal
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Procedure

Logging into the ezFedGrants External Portal:

Once provisioned in the ezFedGrants External Portal and provided the link, enter the link in your Internet
browser and log in through the eAuthentication screen using your eAuthentication user ID and
password.

Unded States Department of Agrcuure

UsS
Sl USDA eAuthentication

Home - About eAuthentication  Help Contact Us Find an LRA

A

Quick Links Y P S R R T ST
eAuthentication Login

LincPass (PIV) ? User ID & Password ?

Administrator Links
User ID:

W Password:
LOG IN E 1 forgot my User 1D | Password
LincPass (PIV) LOGIN

Change my Password
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Navigating in the ezFedGrants External Portal:

This section details the various sections, tiles, and links visible when navigating in the ezFedGrants
External Portal. Note that if you are viewing the ezFedGrants External Portal as a Reviewer, your options
will differ from the other ezFedGrants External Portal user role options.

I. Action Tiles

The action tiles are a series of tiles displayed from left to right across the top of the body of the
ezFedGrants External Portal Home screen.

e The Notifications tile provides read-only status updates on relevant reviews. When clicked, the
Notifications for Past 90 Days popup window will appear, which displays replicas of any email
messages sent to you through the ezFedGrants system in the past 90 days. The emails are system
generated and relate to status updates for ezFedGrants processes, such as applications.

% ezFedGrants

Home

L OSEC OSEC-ST-GL-MD-Maint

Notifications Actionable Items Applications under Amendments under Claims under Review
Review Review
News and Notes
1234 Mext

Title Last Updated

Test 873716 2:11 PM

Test Both F25/16 1112 PM

Test Extérna HISN6 112 PM
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e To view notifications older than 90 days, click the View All Notifications link at the bottom of the
Notifications for Past 90 Days popup window.
You cannot take action on the referenced items in your Notifications list.
Filter and sort the columns in the Notifications for Past 90 Days popup window by clicking the small
arrows in the top right corner of each column header.

e View a notification message by clicking the View Message link. Once a message is viewed, the View
column will display a green checkmark.

e If you are viewing the ezFedGrants External Portal as a Reviewer, only panel review-relevant
messages will appear here.

Natifications for Past 90 Days X

Transacti..: Transaction = Status 7 sent View

Application |APP-3027 Considered | 9/2/16  View Message "

Application |FAS-APP-54 Approved 8/25/16 View Message 4
Application |FAS-APP-54 Grant Review 8/25/16 View Message 4
Application |FAS-APP-54 Grant Review 8/25/16 View Message 4
Application |[FAS-APP-86  Considered |8/16/16 View Message &4
Application |FAS-APP-34  Considered |8/1/16 View Message 4

View All Notifications

e The Actionable Items tile provides quick links to work items pending approval by the user. When
clicked, the Actionable Items for Past 90 Days popup window will appear, displaying any items sent
to you for action in the past 90 days.

X OSEC OSEC-ST-GL-MD-Maint

Notifications Actionable Items Applications under Amendments under Claims under Review
Review Review

News and Notes

1234 Next

Title Last Updated
Test 8/3162:11 PM
Test Both Fi25/M61:12 PM
Test Externa 25161112 PM
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e View the Actionable Items for Past 90 Days popup window often to ensure work items (such as
grants applications) are not missed or delayed.

e The work items sent to you will depend on your user role, the type of item (application, report, claim,
etc.), and the stage of the workflow the item has reached.

e Click the View all Actionable Items link at the bottom of the Actionable Items for Past 90 Days

popup window to view actionable items older than 90 days.

e For Reviewers, the actionable items will only include panel review items.

[Actionable leemns for Past 90 Days
Transaction Transaction ID FAIN
Performance Report TA-CA-16-089-PE-Annual-16 TA-CA-16-089
Performance Report AP16PPQFLDOPCOO1-PE-Q3-16 AP16PPQFLDOPCOOT
Financial Report NIT6AHDRXXXXG024-FI-Annual-18 | NI16AHDRIOOX G024
| View All Actionable ltems |

Status
Draft Pending Signature
Draft Pending Signature

Draft Pending Signature

Due Date

ETA Al

9/22/16

1172116

Last Updated

8/24/16

8/24/16

2/24116

The Actionable Items for Past 90 Days popup window does not provide filter and sort functions for

the table. However, the table provided on the Actionable Items screen (accessible through the View
All Actionable Items link) does include filter and sort functions. Click the small arrows in the top right
corner of applicable columns to access the filter and sort functions.

Actionable Iterns =
£
T : [[:] [FRIN Status Due Date : Last I.Ipdﬂtﬁ_
Perfarmance Repart TA-CA-16-029-PE-Annual-16 Th-CA-16-089 Draft Pending Signature 51118 Bi24né
Perfarmance Repart AP1EPPQFLDOPCO0T-PE-Q3-16 APVEPPOFLDOPCO0T | Drafe Pending Signature 922116 Br24186
Financial Repors NIEAHDRXOONG024-Fl-Annual-16 NITEAHDRIOOCGIZS Draft Pending Signature 11121716 E24M6
Claim CLM-617 TA-CR-16-111 Draft Pending Signature 236
Applicatian APP-8TY Draft L2716
Application APP-TT2 Draft 41916
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The Applications under Review, Amendments under Review, and Claims under Review tiles
contain status updates on your applications, amendments, and claims, respectively.

These tiles provides read-only versions of applications, amendments and claims.

The popup windows associated with each tile list all applications, amendments, or claims that you are
associated with, and the status of each.

Note that, at this time, amendments are not submitted through the ezFedGrants External Portal. Until
this functionality is incorporated into the system, the Amendments under Review tile will remain at
zero. Any amendment work items pending your will be available through the Actionable Items tile.

@ ezFedGrants & OSEC OSEC-ST-GL-MD-Maint

Home

Notifications Actionable Items Applications under Amendments under Claims under Review
Review Review

News and Notes

1234 Next
Title Last Updated
Test 8/3/16 2:11 PM

Test Both 7/25/16 1112 PM

The below screenshot displays the ezFedGrants External Portal Home screen for a Reviewer. The

Notifications and Actionable Items tiles are covered above.

The Pending Consensus Review tile displays applications currently in the Consensus Review stage
of the Application Review Process (ARP). For more information on ARP-relevant applications and the
review process itself, please refer to the ezFedGrants agency-specific reference guides and the ARP
job aids.

A
2 ezFedGrants 4. OSEC OSEC-5T-GL-MD-Maint

Home

0 0 0

Notifications Actionable ltems Pending Consensus
Review

News and Notes
1234 MNext

Title Last Updated
Test B/316 211 PM

External Portal
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II. Navigation Bar

The navigation bar appears along the left side of the screen, regardless of where you are in the
ezFedGrants External Portal. It contains a series of links for accessing areas of the external portal.

e Clicking the My Agreements link in the navigation bar (along the left side of the screen) allows you to
access your current agreements. Depending on your user role, the visible agreements may be for
your entire recipient organization. Clicking this link will display the Search Agreements screen,
where you may use the available search criteria fields to search for any or all relevant agreements.
Once you have located an agreement you wish to view from the search results, click the link in the
FAIN column to access the agreement.

JM ezFedGrants

=1

Home

Opportunites 299

45

My Applications Notifications Actionable ltems
My Agreements
My Amendments
News and Notes
My Claims
My Reports Title
- Test
Contact USDA ot Both
Test External

External Portal
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e Depending on your user role (Grant Processor or GAO), the My Applications and My Claims links in
the navigation bar will display dropdown menu options when clicked. These options are: Create
Application, Search Applications, Create Claim, and Search Claims.

o If your user role does not provide the ability to create applications or claims, clicking the My
Applications or My Claims links will display the Search screen for that item.

e Only USDA staff may create opportunities, agreements, or amendments. Therefore, all cooperators
or members of recipient organizations, regardless of user role, will be directed to the relelvant Search
screen when clicking the Opportunities, My Amendments, and My Agreements links.

m ezFedGrants

i ]

299 45

Notifications Actionable Items

News and Notes

Title
Test

Test 8oth

e The My Reports link in the navigation bar allows you to search for and view relevant reports and
report statuses.

?..—“ ezFedGrants

299 45

Notifications Actionable Items

News and Notes

Title
Test

Test Both

External Portal
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e The Contact USDA link in the navigation bar allows you to contact the ezFedGrants Helpdesk.

ezFedGrants

Home

T 209

45

My Applications Notifications Actionable Items
My Agreements
My Amendments
My Clai News and Notes
ms
My Reports Title

Test

Contact USDA Test Both

e When viewing the ezFedGrants External Portal as a Reviewer, your navigation bar will contain only
the Panels link. This link will allow you to take action on panel-related items, depending on your panel
role for the various panel to which you are assigned. For example, Panel Managers can edit roles for
panels through this link.

USDA

—

ezFedGrants & OSEC OSEC-ST-GL-MD-Maint

Home

= 0 0 0

Natifications Actionable Items Pending Consensus
Review

1234 Next
Title Last Updated
Test 8/3/16 2:11 PM
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Ill. News and Notes

The News and Notes section of the ezFedGrants External Portal Home screen allows the user to view
news and update about the ezFedGrants system. The information within the News and Notes section is
maintained by an agency-specified user. Upon clicking a link within the Title column of the News and
Notes section, a popup window will appear displaying the full text of the news item.

USDA

= ezFedGrants 4L OSEC OSEC-ST-GL-MD-Maint

Home
Opportunies 299 45 46 0 0
My Applications Notifications Actionable Items Applications under Amendments under Claims under Review
Review Review

My Agreements
My Amendments

News and Notes
My Claims

1234 Next

My Reports Title Last Updated

Test B/3M16 211 PM
Contact USDA Test Both 7/25/16 1:12 PM

Test External 7/25/16 112 PM

News and Notes Post - NO3 ht TN4M16 5:36 PM

Mews and Notes Post - NO2 TM416 513 PM

[ 1
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Searching in the ezFedGrants External Portal:

1. Access the Search screen for a type of item by clicking the link in the navigation bar. If your user role
allows you to create applications or claims, you will have an additional step of clicking the link in the
navigation bar and then clicking the Search option from the dropdown menu.

299

News and Notes

Title

45

Actionable items

46

Applications under

Revi

Last Updated
8/3/16 2:11 PM
72516 112 PM

72516 1:12 PM

2. When the Search screen appears, enter your search information into the available Search Criteria

fields.

Note: The Search screen will retain search information during a single session, and will display those

search results any time you view the Search screen during that session. If there are no retained

searches for this session, you must enter criteria in order to view any results.

Search Applications m
Search Criteria
created b V]

External Portal
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3. After entering your search criteria, click the Search button to view your search results.

Note: The total number of results found is displayed above the Search Result table.

Job Aid

[l

Search Result

m 280 Resurs Found
Application 10
* Graoas gov Tracking 10
GRANTO0S412480
GRANTODE41705
GRANTODSS 11D

GRANTOOS4 1IN

fundng
Opportunity

Tithe

Fusding Opportunity
Number

Mook Test « 064

FA

Retest 2248

Test

Tent

Descriptne

Descripnm .,

Status

Submitted

Consdered

Submitted

Submitted

&4ane

Created by

AerR{USDA-FW.Grantor

ARD AG MO

4. You may filter and sort the Search Result table by clicking the header of any applicable columns.

Search Result

m 46 Results Found

Application ID

* | Grants.gov Tracking ID

Clear Filter

Funding
Funding O i
Onportunity unding Opportunity
Number
Title

APP-3848 E : A
APP-3847 L_ A
Nl
APP-3846 ‘ 0
DP-3845 t V)
(|
APP-384.
APP-3843 "
APP-3842
APP-3841 GRANT00653244

us
Norman E. Borl s
10.-

5-10960-0700

us
iroducts an

USDA-FAS-10960-0700-

iroductsan
| 10.-1

us
roductsan _ _

duct USDA-FAS-1
irogucts an 10.-16-0

usD.
inergyand.,
U 10960-0700
inergy and ,
‘ 10.
inergy and,

USDA

jovern-Dole
10.-1

-10950-0700-

Status

Submitted
Submitted
Submitted
Submitted
Submitted
Submitted
Approved

Approved

Approved

Last Updated

8/12/16
8/12/16
8/12/16
8/12/16
8/11/16
8/11/16
8/11/16
8/11/16

8/11/16

Created by

ARP Program Mang
ARP Program Mang
ARP Program Mang
ARP Program Mang
ARP Program Man3
ARP Program Mang
ARP Program Mang

ARP Program Man{

ARP Program Mang

External Portal
Overview & Navigation
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5. When you have located the object for which you were searching, click the link in the far left column to
open the associated screen for that item.

Search Result

m 290 Resuns Found

Applcation 10

GRANTOO0S21240

A ' GRANTOOS41705

CRANTOOS2119%

GRANTOOSST 182

GRANTOOSST11 Y

: 634 GRANTOOS41134

GRANTOOSS IS

ATINIOVITETY

* Grants gov Tracking 10

funding
o ] Funding Opportunity
Titke Number

HOOk Test - 064 :

Retest 2248

Test Descrign

Tost Descrigtie ‘ o KB
Yest Descrignie

Test Descripti :

ADD Sy tent

Ans G spse

Status

Submitted

Conudered

Submitted

Submitted

Submitted

Submitted

Created by

Agern{USDA.-FW.Grant
ARD AG MO
ARP AG MO
ARD AG MO
ARD AG MO
ARP AG MO
ARD AG MO

ASD A san

External Portal
Overview & Navigation
for External Users Job Aid
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Checking Application Status in the ezFedGrants External Portal:

1. Navigate to the ezFedGrants External Portal Home screen.

USDA!

ezFedGrants 4L OSEC OSEC-ST-GL-MD-Maint

Home
Opportunies 299 45 46 0 0
My Applications Notifications Actionable Items App_Hcations under Ame_zndments under Claims under Review
Review Review
My Agreements
My Amendments
News and Notes
My Claims
1234 Next
My Reports Title. Last Updated
Test 8/3/16 2:11 PM
oz a0 Test Both 7/25/16 1:12 PM
Test External 7/25/16 1112 PM

2. Click on the My Applications link in the navigation bar to view read-only versions of applications.

Note: Depending on your user role, you may need to take an additional step of clicking the Search
Applications option from the My Applications dropdown menu.

ezFedGrants

299 45

Notifications Actionable Items

News and Notes

Title
Test

Test 8oth

Test External

External Portal
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3. Depending on your user role, you may need to take an additional step of clicking the Search
Applications link in the My Applications dropdown menu.

USDA

=

ezFedGrants

Home

45

Actionable Items

Opportunities

My Applications

My Agreements

My Amendments

My Claims
My Reports Title
Test

Contact USDA Test Both

Test External

4. Alternately, click the Applications under Review tile to view read-only versions of applications. If
you need to edit an application, you must use the Actionable Items tile.

Note: Depending on your user role, you may be able to view applications for your entire recipient
organization.

‘:!,_b_'j_,-!.g ezFedGrants

OSEC OSEC-5T-GL-MD-Maint

Home

299

Matifications

45

Actionable ltems

46

Applications under
Review

0

Amendments under
Review

Opportunities

Claims under Review

My Applications

My Agreements

My Amendments

My Claims

My Reports Title Last Updated
Test BIME 211 PM

Contact USDA Test Bath TG 112 PM
Test External FIISM6 112 PM

External Portal

Overview & Navigation
for External Users Job Aid
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5. Once on the Search Applications screen, enter relevant search criteria in the available search
criteria fields. You do not need to enter information in every field to execute a search. Some
examples of field options are:

e The Grants.gov Tracking ID field can be used to search for applications from
Grants.gov.

e The Funding Opportunity Number field can be used to search for applications using the
associated opportunity number.

e Search for applications with a specific status by selecting the relevant status option from
the Status dropdown menu.

Search Applications

o

Search Criteria

 Sea .;'i.] I:,_

6. Once you have entered your search criteria, click the Search button to display your search results.

Search Applications

Search Criteria

8/1/2016 @& - 3

External Portal
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7. Click the header of any applicable columns to sort and filter your search results.

Note: In general, the applications you are able to view may be limited by your user role and the
method of application submission.

Search Result

46 Results Found

Application ID

~ | Grants.gov Tracking ID

Funding
Opportunity
Title

Funding Opportunity
Number

froductsan -
woducts an |
froducts an _
froducts an
inergyand.

J
inergy and. |
inergy and.

jovern-Dole _

3841 GRANT00653244

Norman E. Borl | ‘

Status

Submitted

Submitted

Submitted

Submitted

Submitted

Submitted

Approved

Approved

Approved

Last Updated

81216
8/12/16
812186
8M12/16
8/11/16
8/11116
B/11N16
8n1/16

87211716

Created by

ARP Program Mar|
ARP Program Mar|
ARP Program May
ARP Program Ma:
ARP Program Mar]
ARP Program Ma¢|
ARP Program Mar

ARP Program Mar|

ARP Program Mar]

8. Once you have located the desired application ID in the search filter list,

of the relevant Application ID.

click the checkbox to the left

Search Result

45 Results Found

Application 1D

* Grants.gov Tracking 1D

Funding
Opportunity
Title

Funding Opportunity
Number

jroductsan
D,

roductsan __
10,-1¢

froducts an

froducts an
inergy and,
inergy and .T
inergyand, -

fovern-Dole

APP-3841 GRANT00653244

Norman E. Borl __ 3

Status

Submitted

Submitted

Submitted

Submitted

Submitted

Submitted

Approved

Approved

Approved

Last Updated

8/12/16
8/12/16
8/12/16
8/12/16
8/11/16
8M1/16
8/11/16
8M11/16

8/11118

Created by

ARP Program Man{
ARP Program Man
ARP Program Man)
ARP Program Man)
ARP Program Man
ARP Program Man
ARP Program Many
ARP Program Man

ARP Program Man)

External Portal
Overview & Navigation
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9. Click the Apply button to apply your filter to the Search Result table. The degree of specificity of
your filter with determine by how much the Search Result table is reduced.

Search Result
46 Results Found
ication ID i
i ~ Grants.gov Tracking ID ;:n:::ntq Fusding Oppostamnity Status Last Updated Created by
Title Number

Jroducts an 2% Submitted 8112/16 ARP Program Many
43 A yroducts an ‘; ;: : Submitted 812/16 ARP Program Mana
AP yroducts an Submitted 8/12/16 ARP Program Mana
APP-3846 yroducts an If‘ Submitted anane ARP Program Mang
i v nergy and. Submitted 8/11/16 ARP Program Mangy
APP-3844 inergy and . Submitted 8/11/16 ARP Program Mang
APP-3843 “ inergy and. _ ' % Approved 8711716 ARP Program Mangy
P wovern-Dole Approved 811/16 ARP Program Mana
GRANTO00653244 Norman E. Borl - rx o 107770708 Approved 8/11/16 ARP Program Mang

10. Once you have located the relevant application in the Search Result table, check the applications
status by viewing the Status column information for that application. To view the Application screen
and review the full application, click the ling in the Application ID column.

46 Results Found
Application ID Funding
. . Funding Opportunity
-~ Grants.gov Tracking ID Oppertunity m Last Updated Created by
y Number
Title
APP-3810 GRANTO0650095 TEST COLON As D0 P Submitted 8116 Janice Long
USDrA-h
APP-3801 GRANTODS42854 NIFADEMO 0P} , oo e nan Approved 2/4/16 Betty Boop
AR MM v

External Portal
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Reviewers in the ezFedGrants External Portal:
The Reviewer role is intended for users who participate in panel review exercises.

If you have requested access to the ezFedGrants External Portal as a Reviewer only, steps 4-6 of this
section will not apply to you.

If you have a role other than Reviewer in the ezFedGrants External Portal, and you would like to be a
Reviewer as well, please refer to the ezFedGrants External Portal Access Requests Job Aid to request
the additional Reviewer role. If you have already obtained the Reviewer role, in addition to your regular
role, please refer to steps 4-6 of this section to access the “Reviewer view” of the ezFedGrants External
Portal.

In order to join a panel, all users must complete steps 1-3 of this section.
1. Click the User Name button on the ezFedGrants External Portal Home screen.

Note: The User Name button can be accessed from anywhere in the ezFedGrants External Portal,
you do not have to be on the ezFedGrants External Portal Home screen to access this button.

DA
st

ezFedGrants A OSEC OSEC-ST-GL-MD-Maint

Home

306 47 48 0 11

Motifications Actionable ltems Applications under Amendments under Claims under Review
Review Review

News and Notes

1234 Next
Title Last Updated
Test 2AMNG 11 PM
FIZEME 112 PM

FIZEMN6 112 PM

Mes Post - NO3 ht FM4M6 5:36 PM

External Portal
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2. From the User Name dropdown menu, click the Profile link to navigate to and edit your ezFedGrants

External Portal profile.

0

Amendments under

o
Keview

A OSEC OSEC-ST-GL-MD-Maint

11

Claims under Review

3. Click the I want to be considered a Reviewer for future Panels checkbox to indicate interest in
becoming a Reviewer on future panels. The first time you click this box, a popup window will appear
requesting additional reviewer information. This information is used when you are assigned to panels.

Note: Please refer to the ezFedGrants External Portal User Profile Management Job Aid for more
information on the other areas of the User Profile screen.

OSEC OSEC-ST-GL-MD-Maint
[ -'-.‘a’\'. o :e_cc'_‘s :e‘e": asa 7 |
Reviewer *or future Paneis
¥ General Details
1800001888
Mr.
OSEC
t Name OSEC-ST-GL-MD-Maint

(111) 234-5678
RurCoaGAO1@gmail.com

External Portal
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4. To access Reviewer functionalities and the Reviewer view of the ezFedGrants External Portal, you
will need to switch from your normal role to your Reviewer role. To switch roles, first click the User
Name button.
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5. Click the Switch Roles option in the User Name dropdown menu to view the Switch Roles
dropdown menu and select the role you would like to switch to.
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6. Click the Reviewer option on the Switch Roles dropdown menu to switch to the Reviewer view of the
ezFedGrants External Portal and access Reviewer functionalities. As soon as you click the desired
role option the system will load the ezFedGrants External Portal view for that role.

Note: Users that are only Reviewers, who do not possess any other ezFedGrants External Portal role
(such as GAO, Grant Processor, or Recipient Signatory Official), will only see the Reviewer option as
they do not have any other role in the system. These users will always view the ezFedGrants External
Portal from the Reviewer view.

User with any other role besides Reviewer will only see the Reviewer option if steps 1-3 of this
section have been completed successfully.
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Comments

Refer to the following additional materials:

ezFedGrants Application Creation Job Aid

ezFedGrants External Portal Access Requests Job Aid
ezFedGrants External Portal User Profile Management Job Aid
ezFedGrants External Portal User Role Management Job Aid
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	Purpose  

	This job aid provides details on the content of and navigation within the ezFedGrants External Portal as cooperator or member of a recipient organization. 
	The sections of this job aid are as follows: 
	 Logging in to the ezFedGrants External Portal – p. 3 
	 Logging in to the ezFedGrants External Portal – p. 3 
	 Logging in to the ezFedGrants External Portal – p. 3 

	 Navigating the ezFedGrants External Portal – p. 4 
	 Navigating the ezFedGrants External Portal – p. 4 

	 Searching in the ezFedGrants External Portal – p. 12 
	 Searching in the ezFedGrants External Portal – p. 12 

	 Checking Application Status in the ezFedGrants External Portal – p. 15 
	 Checking Application Status in the ezFedGrants External Portal – p. 15 

	 Reviewers in the ezFedGrants External Portal – p. 20 
	 Reviewers in the ezFedGrants External Portal – p. 20 


	Trigger 
	Review this information once you, a cooperator or member of a recipient organization, have or will have access to the ezFedGrants External Portal. 
	Prerequisites 
	 You must have Level 2 eAuthorization. 
	 You must have Level 2 eAuthorization. 
	 You must have Level 2 eAuthorization. 

	 You have requested and been granted access to the ezFedGrants External Portal (as outlined in the ezFedGrants External Portal Access Requests Job Aid). 
	 You have requested and been granted access to the ezFedGrants External Portal (as outlined in the ezFedGrants External Portal Access Requests Job Aid). 


	Menu Path 
	Use the following menu path to begin this procedure: 
	 eAuthentication > ezFedGrants External Portal Home Screen 
	 eAuthentication > ezFedGrants External Portal Home Screen 
	 eAuthentication > ezFedGrants External Portal Home Screen 


	 
	Figure
	Helpful Hints 
	 This job aid applies to both general ezFedGrants External Portal users (who are cooperators or members of recipient organizations who complete and of various functions within the grants application, awarding, and reporting processes, with roles such as Grants Administrative Official, Application Processor, or Signatory Official) and Reviewers (who participate in panel reviews of grants-related documents). 
	 This job aid applies to both general ezFedGrants External Portal users (who are cooperators or members of recipient organizations who complete and of various functions within the grants application, awarding, and reporting processes, with roles such as Grants Administrative Official, Application Processor, or Signatory Official) and Reviewers (who participate in panel reviews of grants-related documents). 
	 This job aid applies to both general ezFedGrants External Portal users (who are cooperators or members of recipient organizations who complete and of various functions within the grants application, awarding, and reporting processes, with roles such as Grants Administrative Official, Application Processor, or Signatory Official) and Reviewers (who participate in panel reviews of grants-related documents). 

	 You may have the Reviewer role in addition to another role in the ezFedGrants External Portal. 
	 You may have the Reviewer role in addition to another role in the ezFedGrants External Portal. 

	 The display on the Home screen varies depending on user role. If you have both a Reviewer role and another role, you will be able to switch between the two views using the procedure outlined in the Reviewer section of this job aid. 
	 The display on the Home screen varies depending on user role. If you have both a Reviewer role and another role, you will be able to switch between the two views using the procedure outlined in the Reviewer section of this job aid. 

	 The ezFedGrants External Portal opens new windows in tabs, similar to many web browsers. However, no more than seven tabs may be open at once. 
	 The ezFedGrants External Portal opens new windows in tabs, similar to many web browsers. However, no more than seven tabs may be open at once. 

	 On certain screens you may need to scroll to view additional data fields. 
	 On certain screens you may need to scroll to view additional data fields. 

	 Certain screenshots may display only a portion of the screen. Note that when working within a system, only the center body of the screen will change. The navigation options along the left side of the screen and the header bar across the top of the screen will remain the same. 
	 Certain screenshots may display only a portion of the screen. Note that when working within a system, only the center body of the screen will change. The navigation options along the left side of the screen and the header bar across the top of the screen will remain the same. 


	Note: Data used in this procedure is a representative sample for the purpose of training. Actual data in the system may vary based on agency and scenario. 
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	Procedure 
	Figure

	Logging into the ezFedGrants External Portal:  
	Once provisioned in the ezFedGrants External Portal and provided the link, enter the link in your Internet browser and log in through the eAuthentication screen using your eAuthentication user ID and password. 
	 
	Figure
	 
	  
	Navigating in the ezFedGrants External Portal: 
	This section details the various sections, tiles, and links visible when navigating in the ezFedGrants External Portal. Note that if you are viewing the ezFedGrants External Portal as a Reviewer, your options will differ from the other ezFedGrants External Portal user role options. 
	I. Action Tiles 
	I. Action Tiles 
	I. Action Tiles 


	The action tiles are a series of tiles displayed from left to right across the top of the body of the ezFedGrants External Portal Home screen. 
	 The Notifications tile provides read-only status updates on relevant reviews. When clicked, the Notifications for Past 90 Days popup window will appear, which displays replicas of any email messages sent to you through the ezFedGrants system in the past 90 days. The emails are system generated and relate to status updates for ezFedGrants processes, such as applications.  
	 The Notifications tile provides read-only status updates on relevant reviews. When clicked, the Notifications for Past 90 Days popup window will appear, which displays replicas of any email messages sent to you through the ezFedGrants system in the past 90 days. The emails are system generated and relate to status updates for ezFedGrants processes, such as applications.  
	 The Notifications tile provides read-only status updates on relevant reviews. When clicked, the Notifications for Past 90 Days popup window will appear, which displays replicas of any email messages sent to you through the ezFedGrants system in the past 90 days. The emails are system generated and relate to status updates for ezFedGrants processes, such as applications.  


	 
	 
	Figure
	  
	 To view notifications older than 90 days, click the View All Notifications link at the bottom of the Notifications for Past 90 Days popup window.  
	 To view notifications older than 90 days, click the View All Notifications link at the bottom of the Notifications for Past 90 Days popup window.  
	 To view notifications older than 90 days, click the View All Notifications link at the bottom of the Notifications for Past 90 Days popup window.  

	 You cannot take action on the referenced items in your Notifications list. 
	 You cannot take action on the referenced items in your Notifications list. 

	 Filter and sort the columns in the Notifications for Past 90 Days popup window by clicking the small arrows in the top right corner of each column header. 
	 Filter and sort the columns in the Notifications for Past 90 Days popup window by clicking the small arrows in the top right corner of each column header. 

	 View a notification message by clicking the View Message link. Once a message is viewed, the View column will display a green checkmark. 
	 View a notification message by clicking the View Message link. Once a message is viewed, the View column will display a green checkmark. 

	 If you are viewing the ezFedGrants External Portal as a Reviewer, only panel review-relevant messages will appear here. 
	 If you are viewing the ezFedGrants External Portal as a Reviewer, only panel review-relevant messages will appear here. 
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	 The Actionable Items tile provides quick links to work items pending approval by the user. When clicked, the Actionable Items for Past 90 Days popup window will appear, displaying any items sent to you for action in the past 90 days. 
	 The Actionable Items tile provides quick links to work items pending approval by the user. When clicked, the Actionable Items for Past 90 Days popup window will appear, displaying any items sent to you for action in the past 90 days. 
	 The Actionable Items tile provides quick links to work items pending approval by the user. When clicked, the Actionable Items for Past 90 Days popup window will appear, displaying any items sent to you for action in the past 90 days. 
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	 View the Actionable Items for Past 90 Days popup window often to ensure work items (such as grants applications) are not missed or delayed. 
	 View the Actionable Items for Past 90 Days popup window often to ensure work items (such as grants applications) are not missed or delayed. 
	 View the Actionable Items for Past 90 Days popup window often to ensure work items (such as grants applications) are not missed or delayed. 

	 The work items sent to you will depend on your user role, the type of item (application, report, claim, etc.), and the stage of the workflow the item has reached. 
	 The work items sent to you will depend on your user role, the type of item (application, report, claim, etc.), and the stage of the workflow the item has reached. 

	 Click the View all Actionable Items link at the bottom of the Actionable Items for Past 90 Days popup window to view actionable items older than 90 days. 
	 Click the View all Actionable Items link at the bottom of the Actionable Items for Past 90 Days popup window to view actionable items older than 90 days. 

	 For Reviewers, the actionable items will only include panel review items. 
	 For Reviewers, the actionable items will only include panel review items. 
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	 The Actionable Items for Past 90 Days popup window does not provide filter and sort functions for the table. However, the table provided on the Actionable Items screen (accessible through the View All Actionable Items link) does include filter and sort functions. Click the small arrows in the top right corner of applicable columns to access the filter and sort functions. 
	 The Actionable Items for Past 90 Days popup window does not provide filter and sort functions for the table. However, the table provided on the Actionable Items screen (accessible through the View All Actionable Items link) does include filter and sort functions. Click the small arrows in the top right corner of applicable columns to access the filter and sort functions. 
	 The Actionable Items for Past 90 Days popup window does not provide filter and sort functions for the table. However, the table provided on the Actionable Items screen (accessible through the View All Actionable Items link) does include filter and sort functions. Click the small arrows in the top right corner of applicable columns to access the filter and sort functions. 


	 
	Figure
	 The Applications under Review, Amendments under Review, and Claims under Review tiles contain status updates on your applications, amendments, and claims, respectively. 
	 The Applications under Review, Amendments under Review, and Claims under Review tiles contain status updates on your applications, amendments, and claims, respectively. 
	 The Applications under Review, Amendments under Review, and Claims under Review tiles contain status updates on your applications, amendments, and claims, respectively. 

	 These tiles provides read-only versions of applications, amendments and claims.  
	 These tiles provides read-only versions of applications, amendments and claims.  

	 The popup windows associated with each tile list all applications, amendments, or claims that you are associated with, and the status of each.  
	 The popup windows associated with each tile list all applications, amendments, or claims that you are associated with, and the status of each.  

	 Note that, at this time, amendments are not submitted through the ezFedGrants External Portal. Until this functionality is incorporated into the system, the Amendments under Review tile will remain at zero. Any amendment work items pending your will be available through the Actionable Items tile. 
	 Note that, at this time, amendments are not submitted through the ezFedGrants External Portal. Until this functionality is incorporated into the system, the Amendments under Review tile will remain at zero. Any amendment work items pending your will be available through the Actionable Items tile. 
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	 The below screenshot displays the ezFedGrants External Portal Home screen for a Reviewer. The Notifications and Actionable Items tiles are covered above. 
	 The below screenshot displays the ezFedGrants External Portal Home screen for a Reviewer. The Notifications and Actionable Items tiles are covered above. 
	 The below screenshot displays the ezFedGrants External Portal Home screen for a Reviewer. The Notifications and Actionable Items tiles are covered above. 

	 The Pending Consensus Review tile displays applications currently in the Consensus Review stage of the Application Review Process (ARP). For more information on ARP-relevant applications and the review process itself, please refer to the ezFedGrants agency-specific reference guides and the ARP job aids. 
	 The Pending Consensus Review tile displays applications currently in the Consensus Review stage of the Application Review Process (ARP). For more information on ARP-relevant applications and the review process itself, please refer to the ezFedGrants agency-specific reference guides and the ARP job aids. 
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	II. Navigation Bar 
	II. Navigation Bar 
	II. Navigation Bar 


	The navigation bar appears along the left side of the screen, regardless of where you are in the ezFedGrants External Portal. It contains a series of links for accessing areas of the external portal. 
	 Clicking the My Agreements link in the navigation bar (along the left side of the screen) allows you to access your current agreements. Depending on your user role, the visible agreements may be for your entire recipient organization. Clicking this link will display the Search Agreements screen, where you may use the available search criteria fields to search for any or all relevant agreements. Once you have located an agreement you wish to view from the search results, click the link in the FAIN column t
	 Clicking the My Agreements link in the navigation bar (along the left side of the screen) allows you to access your current agreements. Depending on your user role, the visible agreements may be for your entire recipient organization. Clicking this link will display the Search Agreements screen, where you may use the available search criteria fields to search for any or all relevant agreements. Once you have located an agreement you wish to view from the search results, click the link in the FAIN column t
	 Clicking the My Agreements link in the navigation bar (along the left side of the screen) allows you to access your current agreements. Depending on your user role, the visible agreements may be for your entire recipient organization. Clicking this link will display the Search Agreements screen, where you may use the available search criteria fields to search for any or all relevant agreements. Once you have located an agreement you wish to view from the search results, click the link in the FAIN column t
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	 Depending on your user role (Grant Processor or GAO), the My Applications and My Claims links in the navigation bar will display dropdown menu options when clicked. These options are: Create Application, Search Applications, Create Claim, and Search Claims. 
	 Depending on your user role (Grant Processor or GAO), the My Applications and My Claims links in the navigation bar will display dropdown menu options when clicked. These options are: Create Application, Search Applications, Create Claim, and Search Claims. 
	 Depending on your user role (Grant Processor or GAO), the My Applications and My Claims links in the navigation bar will display dropdown menu options when clicked. These options are: Create Application, Search Applications, Create Claim, and Search Claims. 

	 If your user role does not provide the ability to create applications or claims, clicking the My Applications or My Claims links will display the Search screen for that item. 
	 If your user role does not provide the ability to create applications or claims, clicking the My Applications or My Claims links will display the Search screen for that item. 

	 Only USDA staff may create opportunities, agreements, or amendments. Therefore, all cooperators or members of recipient organizations, regardless of user role, will be directed to the relelvant Search screen when clicking the Opportunities, My Amendments, and My Agreements links. 
	 Only USDA staff may create opportunities, agreements, or amendments. Therefore, all cooperators or members of recipient organizations, regardless of user role, will be directed to the relelvant Search screen when clicking the Opportunities, My Amendments, and My Agreements links. 
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	 The My Reports link in the navigation bar allows you to search for and view relevant reports and report statuses. 
	 The My Reports link in the navigation bar allows you to search for and view relevant reports and report statuses. 
	 The My Reports link in the navigation bar allows you to search for and view relevant reports and report statuses. 


	  
	Figure
	 The Contact USDA link in the navigation bar allows you to contact the ezFedGrants Helpdesk. 
	 The Contact USDA link in the navigation bar allows you to contact the ezFedGrants Helpdesk. 
	 The Contact USDA link in the navigation bar allows you to contact the ezFedGrants Helpdesk. 
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	 When viewing the ezFedGrants External Portal as a Reviewer, your navigation bar will contain only the Panels link. This link will allow you to take action on panel-related items, depending on your panel role for the various panel to which you are assigned. For example, Panel Managers can edit roles for panels through this link. 
	 When viewing the ezFedGrants External Portal as a Reviewer, your navigation bar will contain only the Panels link. This link will allow you to take action on panel-related items, depending on your panel role for the various panel to which you are assigned. For example, Panel Managers can edit roles for panels through this link. 
	 When viewing the ezFedGrants External Portal as a Reviewer, your navigation bar will contain only the Panels link. This link will allow you to take action on panel-related items, depending on your panel role for the various panel to which you are assigned. For example, Panel Managers can edit roles for panels through this link. 
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	III. News and Notes 
	III. News and Notes 
	III. News and Notes 


	The News and Notes section of the ezFedGrants External Portal Home screen allows the user to view news and update about the ezFedGrants system. The information within the News and Notes section is maintained by an agency-specified user. Upon clicking a link within the Title column of the News and Notes section, a popup window will appear displaying the full text of the news item. 
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	Searching in the ezFedGrants External Portal: 
	 
	1.  Access the Search screen for a type of item by clicking the link in the navigation bar. If your user role allows you to create applications or claims, you will have an additional step of clicking the link in the navigation bar and then clicking the Search option from the dropdown menu. 
	1.  Access the Search screen for a type of item by clicking the link in the navigation bar. If your user role allows you to create applications or claims, you will have an additional step of clicking the link in the navigation bar and then clicking the Search option from the dropdown menu. 
	1.  Access the Search screen for a type of item by clicking the link in the navigation bar. If your user role allows you to create applications or claims, you will have an additional step of clicking the link in the navigation bar and then clicking the Search option from the dropdown menu. 


	 
	Figure
	 
	2. When the Search screen appears, enter your search information into the available Search Criteria fields. 
	2. When the Search screen appears, enter your search information into the available Search Criteria fields. 
	2. When the Search screen appears, enter your search information into the available Search Criteria fields. 


	 
	Note: The Search screen will retain search information during a single session, and will display those search results any time you view the Search screen during that session. If there are no retained searches for this session, you must enter criteria in order to view any results.  
	 
	Figure
	  
	3. After entering your search criteria, click the Search button to view your search results. 
	3. After entering your search criteria, click the Search button to view your search results. 
	3. After entering your search criteria, click the Search button to view your search results. 


	Note: The total number of results found is displayed above the Search Result table. 
	 
	Figure
	 
	4. You may filter and sort the Search Result table by clicking the header of any applicable columns. 
	4. You may filter and sort the Search Result table by clicking the header of any applicable columns. 
	4. You may filter and sort the Search Result table by clicking the header of any applicable columns. 
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	5. When you have located the object for which you were searching, click the link in the far left column to open the associated screen for that item. 
	5. When you have located the object for which you were searching, click the link in the far left column to open the associated screen for that item. 
	5. When you have located the object for which you were searching, click the link in the far left column to open the associated screen for that item. 
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	Checking Application Status in the ezFedGrants External Portal: 
	1. Navigate to the ezFedGrants External Portal Home screen. 
	1. Navigate to the ezFedGrants External Portal Home screen. 
	1. Navigate to the ezFedGrants External Portal Home screen. 
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	2. Click on the My Applications link in the navigation bar to view read-only versions of applications.  
	2. Click on the My Applications link in the navigation bar to view read-only versions of applications.  
	2. Click on the My Applications link in the navigation bar to view read-only versions of applications.  


	Note: Depending on your user role, you may need to take an additional step of clicking the Search Applications option from the My Applications dropdown menu. 
	 
	Figure
	  
	3. Depending on your user role, you may need to take an additional step of clicking the Search Applications link in the My Applications dropdown menu. 
	3. Depending on your user role, you may need to take an additional step of clicking the Search Applications link in the My Applications dropdown menu. 
	3. Depending on your user role, you may need to take an additional step of clicking the Search Applications link in the My Applications dropdown menu. 
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	4. Alternately, click the Applications under Review tile to view read-only versions of applications. If you need to edit an application, you must use the Actionable Items tile. 
	4. Alternately, click the Applications under Review tile to view read-only versions of applications. If you need to edit an application, you must use the Actionable Items tile. 
	4. Alternately, click the Applications under Review tile to view read-only versions of applications. If you need to edit an application, you must use the Actionable Items tile. 


	Note: Depending on your user role, you may be able to view applications for your entire recipient organization. 
	 
	Figure
	  
	5. Once on the Search Applications screen, enter relevant search criteria in the available search criteria fields. You do not need to enter information in every field to execute a search. Some examples of field options are: 
	5. Once on the Search Applications screen, enter relevant search criteria in the available search criteria fields. You do not need to enter information in every field to execute a search. Some examples of field options are: 
	5. Once on the Search Applications screen, enter relevant search criteria in the available search criteria fields. You do not need to enter information in every field to execute a search. Some examples of field options are: 

	 The Grants.gov Tracking ID field can be used to search for applications from Grants.gov. 
	 The Grants.gov Tracking ID field can be used to search for applications from Grants.gov. 
	 The Grants.gov Tracking ID field can be used to search for applications from Grants.gov. 

	 The Funding Opportunity Number field can be used to search for applications using the associated opportunity number.  
	 The Funding Opportunity Number field can be used to search for applications using the associated opportunity number.  

	 Search for applications with a specific status by selecting the relevant status option from the Status dropdown menu. 
	 Search for applications with a specific status by selecting the relevant status option from the Status dropdown menu. 



	 
	Figure
	6. Once you have entered your search criteria, click the Search button to display your search results. 
	6. Once you have entered your search criteria, click the Search button to display your search results. 
	6. Once you have entered your search criteria, click the Search button to display your search results. 


	 
	Figure
	  
	7. Click the header of any applicable columns to sort and filter your search results. 
	7. Click the header of any applicable columns to sort and filter your search results. 
	7. Click the header of any applicable columns to sort and filter your search results. 


	Note: In general, the applications you are able to view may be limited by your user role and the method of application submission. 
	 
	Figure
	8. Once you have located the desired application ID in the search filter list, click the checkbox to the left of the relevant Application ID. 
	8. Once you have located the desired application ID in the search filter list, click the checkbox to the left of the relevant Application ID. 
	8. Once you have located the desired application ID in the search filter list, click the checkbox to the left of the relevant Application ID. 


	 
	  
	Figure
	 
	9. Click the Apply button to apply your filter to the Search Result table. The degree of specificity of your filter with determine by how much the Search Result table is reduced.  
	9. Click the Apply button to apply your filter to the Search Result table. The degree of specificity of your filter with determine by how much the Search Result table is reduced.  
	9. Click the Apply button to apply your filter to the Search Result table. The degree of specificity of your filter with determine by how much the Search Result table is reduced.  
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	10. Once you have located the relevant application in the Search Result table, check the applications status by viewing the Status column information for that application. To view the Application screen and review the full application, click the ling in the Application ID column. 
	10. Once you have located the relevant application in the Search Result table, check the applications status by viewing the Status column information for that application. To view the Application screen and review the full application, click the ling in the Application ID column. 
	10. Once you have located the relevant application in the Search Result table, check the applications status by viewing the Status column information for that application. To view the Application screen and review the full application, click the ling in the Application ID column. 


	 
	Figure
	 
	 
	  
	Reviewers in the ezFedGrants External Portal: 
	The Reviewer role is intended for users who participate in panel review exercises. 
	If you have requested access to the ezFedGrants External Portal as a Reviewer only, steps 4-6 of this section will not apply to you.  
	If you have a role other than Reviewer in the ezFedGrants External Portal, and you would like to be a Reviewer as well, please refer to the ezFedGrants External Portal Access Requests Job Aid to request the additional Reviewer role. If you have already obtained the Reviewer role, in addition to your regular role, please refer to steps 4-6 of this section to access the “Reviewer view” of the ezFedGrants External Portal. 
	In order to join a panel, all users must complete steps 1-3 of this section.  
	1. Click the User Name button on the ezFedGrants External Portal Home screen. 
	1. Click the User Name button on the ezFedGrants External Portal Home screen. 
	1. Click the User Name button on the ezFedGrants External Portal Home screen. 


	Note: The User Name button can be accessed from anywhere in the ezFedGrants External Portal, you do not have to be on the ezFedGrants External Portal Home screen to access this button. 
	 
	Figure
	  
	2. From the User Name dropdown menu, click the Profile link to navigate to and edit your ezFedGrants External Portal profile. 
	2. From the User Name dropdown menu, click the Profile link to navigate to and edit your ezFedGrants External Portal profile. 
	2. From the User Name dropdown menu, click the Profile link to navigate to and edit your ezFedGrants External Portal profile. 


	 
	Figure
	3. Click the I want to be considered a Reviewer for future Panels checkbox to indicate interest in becoming a Reviewer on future panels. The first time you click this box, a popup window will appear requesting additional reviewer information. This information is used when you are assigned to panels. 
	3. Click the I want to be considered a Reviewer for future Panels checkbox to indicate interest in becoming a Reviewer on future panels. The first time you click this box, a popup window will appear requesting additional reviewer information. This information is used when you are assigned to panels. 
	3. Click the I want to be considered a Reviewer for future Panels checkbox to indicate interest in becoming a Reviewer on future panels. The first time you click this box, a popup window will appear requesting additional reviewer information. This information is used when you are assigned to panels. 


	Note: Please refer to the ezFedGrants External Portal User Profile Management Job Aid for more information on the other areas of the User Profile screen. 
	  
	Figure
	4. To access Reviewer functionalities and the Reviewer view of the ezFedGrants External Portal, you will need to switch from your normal role to your Reviewer role. To switch roles, first click the User Name button. 
	4. To access Reviewer functionalities and the Reviewer view of the ezFedGrants External Portal, you will need to switch from your normal role to your Reviewer role. To switch roles, first click the User Name button. 
	4. To access Reviewer functionalities and the Reviewer view of the ezFedGrants External Portal, you will need to switch from your normal role to your Reviewer role. To switch roles, first click the User Name button. 


	 
	Figure
	5. Click the Switch Roles option in the User Name dropdown menu to view the Switch Roles dropdown menu and select the role you would like to switch to. 
	5. Click the Switch Roles option in the User Name dropdown menu to view the Switch Roles dropdown menu and select the role you would like to switch to. 
	5. Click the Switch Roles option in the User Name dropdown menu to view the Switch Roles dropdown menu and select the role you would like to switch to. 
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	6. Click the Reviewer option on the Switch Roles dropdown menu to switch to the Reviewer view of the ezFedGrants External Portal and access Reviewer functionalities. As soon as you click the desired role option the system will load the ezFedGrants External Portal view for that role. 
	6. Click the Reviewer option on the Switch Roles dropdown menu to switch to the Reviewer view of the ezFedGrants External Portal and access Reviewer functionalities. As soon as you click the desired role option the system will load the ezFedGrants External Portal view for that role. 
	6. Click the Reviewer option on the Switch Roles dropdown menu to switch to the Reviewer view of the ezFedGrants External Portal and access Reviewer functionalities. As soon as you click the desired role option the system will load the ezFedGrants External Portal view for that role. 


	Note: Users that are only Reviewers, who do not possess any other ezFedGrants External Portal role (such as GAO, Grant Processor, or Recipient Signatory Official), will only see the Reviewer option as they do not have any other role in the system. These users will always view the ezFedGrants External Portal from the Reviewer view. 
	User with any other role besides Reviewer will only see the Reviewer option if steps 1-3 of this section have been completed successfully.  
	 
	Figure
	  
	 
	Comments 
	Comments 
	Figure

	Refer to the following additional materials: 
	 ezFedGrants Application Creation Job Aid 
	 ezFedGrants Application Creation Job Aid 
	 ezFedGrants Application Creation Job Aid 

	 ezFedGrants External Portal Access Requests Job Aid 
	 ezFedGrants External Portal Access Requests Job Aid 

	 ezFedGrants External Portal User Profile Management Job Aid 
	 ezFedGrants External Portal User Profile Management Job Aid 

	 ezFedGrants External Portal User Role Management Job Aid 
	 ezFedGrants External Portal User Role Management Job Aid 





