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1. Upload a Signature Page in Egrants

2. Upload an Award Letter in EgrantsThis guide follows each step that a Sample 

Grantee takes to submit a Signature Page 

and Award Letter in Egrants. The 

enhancement to the current procedures will 

simplify the process of submitting signature 

documents. 

You may follow this walkthrough page by 

page, or view the Signature Page and Award 

Letter instructions individually by clicking on 

the hyperlinks listed to the right.



Log into Egrants with your User ID and Password

1.  Upload a Signature Page in Egrants



On the Main Menu, click the top menu item link to access an existing project.



On the right side of the Project Management Search page, you’ll see a menu titled Quick Searches.  Click on the 
linked titled Applications in Process or enter the Grant ID in the box provided.



Information about your active grants will appear below the Search Criteria section. Click on the Grant ID link for the grant you 
are working on.

SSample Agency



Click on the Application link.



On the bottom of the page, there is a box for Signature Documents:
1) Next to Contract Signature Page, click on the icon      to download to the signature page.  
2) Save it to your computer.  
3) Obtain required signatures (see next page for details).



Signature Page Guide

Applicants are required to provide two signatures, one in each field as 
highlighted in the example on the left side of this page.  

Please note: The exception to the above is County applicants - two County 
Commissioners or County Executive signatures are required on the top right.

■ Signature Requirements (top right side of Signature Page)

1) County – At least two County Commissioners or County Executive 

2) 1st Class City (Philadelphia) – Mayor or Managing Director 

3) 2nd Class/Class A City – Mayor 

4) 3rd Class City – Mayor or Manager 

5) Borough – President of Borough Council 

6) 1st Class Township – President of Board of Commissioners 

7) 2nd Class Township – Chairperson of Board of Supervisors 

8) Home Rule Municipality – As provided by Home Rule Charter or 

other state law 

9) State Agency – As provided by state agency’s regulations and 

internal procedures 

10) Private Organization – Chairperson/President or Vice-

Chairperson/Vice-President of the Board of Directors or as otherwise 

provided by organization’s by-laws 

11) School Districts – Chief School Administrator (Superintendent or 

Board Chairperson)

■ Attesting Officer’s Signature (top left side of the Signature Page) 

1) Chief Clerk of the governmental applicant or other proper official. 

2) For a private organization, the attesting officer is the Board Secretary or 
Treasurer or another proper official of the applicant.

3) For a School District, the attesting officer can be any school official such 
as a Board member or Business Manager.

Applicants are not required to provide signatures for Solicitor or Controller.

3

3
34507



Once all signatures are obtained, you are ready to upload the Signature Page: 

1) Click Browse to find your saved signature page.  
2) Once your signature page file is chosen, click on the green arrow     to upload it. 
3) This will upload the signature page to the grant, and PCCD will be able to view it.



Once the Signature Page is successfully uploaded: 
1) You will be able to view the uploaded file by clicking on the document icon     

You can also remove it, if you need to, by clicking on the
2) If the signature page is not accepted for any reason, PCCD staff will remove it and notify you.   

The second screenshot below shows the signature page was removed.



2. Upload an Award Letter in Egrants

Once the grant is awarded, the award letter will be approved and signed by PCCD.  You will receive 

Egrants notification in your work manager when the award letter is uploaded and ready to be 

signed by the Authorized Recipient Authority for your agency.  

To view your Work Manager, go to the Main Menu.  Click the link shown below to view alerts 

and/or tasks assigned to you.  This will open your work manager.



In the Work Manager, a Task is created for the award letter once it is approved and released by PCCD.

1) Click the link for this task in your work manager and it will take you to the Application Summary.  

2) The section at the bottom of the Application Summary is for the Signature Documents.  Click the Award Letter

Signature Page icon        to open/save the award letter.  

3) The award letter should be signed by the Authorized Recipient Authority designated on the bottom right.
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Once the award letter is signed by the Authorized Recipient Authority for your agency, it should be 

uploaded to PCCD:

1) Click Browse to find the signed Award Letter.  

2) Once the file is chosen, click on the green arrow      to upload it to PCCD.



Once successfully uploaded: 

1) You will be able to view the uploaded file by clicking on the document icon     

You can also remove it by clicking on the 

2) If the award letter is not accepted for any reason, PCCD staff will remove it and notify you.   

The second screenshot below reflects the removal of the Award Letter.

3) The third screenshot below reflects receipt and acceptance of the award letter by PCCD.


