Enrolling Members in eGrants
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Signing in to eGrants 2
3. You should now see a screen similar to the one
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Welcome Delia /' Portal Home

Click on the links below to access common
account functions.
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eGrants Home Page
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(Pending Invitations, Pending Enroliments, Status Change Requests, Pending Exits)
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across the top. These are tabs in your
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5. Enter the required data (all boxes with
an * in front of them). You have two
options for the email box. If you know
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you can enter that. If you do not know
it, or if the member does not have an
e-mail address, you can enter your
address. Anytime you see a box with a
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usually choose the latest year in the list ¢ currently 2009. Once you enter the program
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have one option to choose from, the name of your program site. Two new buttons will
appear to the right of the cancel button ¢ & { I @ S &dd Angtkeré.dnce you have
completed entering data for all potential members click & dve€. If you used the
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respond, this takes you to the next step in the enrollment process. If you used your
email address, then you will receive the invitation and once you respond your reply will
be sent back to you via eGrants. Regardless of who responds
to the invitation, the acceptance appears under the
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6. The next step in the enrollment process involves
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menu. You will see a list of names of those who have
responded positively to an invitation. Click on the name of

...............

Portal Home Pag@ending
Enrollments 2



the person you want to enroll, and this opens the actual enrollment form.

7. The enrollment form page

I looks like this. There are two
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when done. If you complete this

= section and need additional
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to choose the right Program Year

and your Program Title in the drop

down menus. You do not need to
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working at a location away from

yours. Also, be sure to check the
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Member Enrollment Form Screen
8. If the member completed
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This brings up a window with a list of the names of all '\
pending enrollments for your site. Click on the one(s) you
need to complete, add any additional information, and
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CGonfirming aMember's Enroliment

If you have any questions, contact either Megan Curran de Nieto or Chris Johnson.

Megan: megan@clearcorps.org 651-603-8000
Chris: chrisjoh@clearcorps.org 503-297-3993



mailto:megan@clearcorps.org
mailto:chrisjoh@clearcorps.org

