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Introduce training instructor and panelists
Training Topics
Training format

Welcome & Introduction
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Introductions

Training Instructor

• Ivan Sacoto, REI 
Systems, 
Functional Lead

Training Moderator

• Vishal Agarwal, 
REI Systems, 
EGMS Project 
Manager

Panelists

• Eric Thornburgh, 
OSPI EGMS 
Project Manager

• Jason Miller, OSPI 
EGMS Product 
Owner/Co-
sponsor

• Amy Harris, OSPI 
EGMS Product 
Owner/Co-
sponsor
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Things to Note
• LEA EGMS Administrators are the key audience for today’s training.

• Today’s training is the first of multiple training opportunities for LEAs on the new EGMS to be used by OSPI.  

• EGMS Admin for OSPI: Indumathi (Indu) Kandasamy

• For any assistance with the system, please send email to EGMS Support (EGMS.Support@k12.wa.us) 

• OSPI has scheduled office hours on May 4th and May 5th to provide dedicated support (answer questions, 
discuss reported issues, etc.). 

• For upcoming office hours and trainings for district administrators or assistance with the pre-application 
(SAS), please visit: 

https://www.k12.wa.us/policy-funding/grants-grant-management/education-grant-management-system-egms

mailto:EGMS.Support@k12.wa.us
https://www.k12.wa.us/policy-funding/grants-grant-management/education-grant-management-system-egms
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Training Topics

Topic What’s Covered?

EGMS Registration and Login • LEA admin registration
• Logging into the system
• Password resets

System Basic Overview • Basic navigation concepts 
• General features

Manage LEA Organization and 
Users

• Registering additional LEA users
• Adding and deactivating users
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Training Format

• All attendees will be muted during the training.

• Questions are welcome!

• Please use the Q&A feature for questions.

• The training moderator will monitor questions and request the training instructor or the 
panelists to answer them at the end of each topic.

• Answers will also be posted in OSPI website after session is completed.

• This training is being recorded and the recording will be made available by OSPI 
within few days. 
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LEA admin registration
Logging into the system
Password resets

EGMS Registration and Login
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LEA User Profiles in EGMS
Profile Description

LEA/District 
Administrator 

• EGMS admins will be users who are current iGrant District Admin users. 

• Admins can invite additional users to register as an EGMS user for their organization. 

• Admins can view and work on business records (e.g., applications, amendment requests, 
progress reports) within the EGMS. 

Primary User • Primary users can view and work on business records (e.g., applications, amendment requests, 
progress reports) within the EGMS. 

• Primary users have minimum restrictions in the system.

• We recommend designating your Fiscal Contact as a ‘Primary User’.

Secondary User • Secondary users can view and work on business records (e.g., applications, amendment requests, 
progress reports) within the EGMS. 

• Secondary users cannot submit post-award amendments and progress reports in the system.

Non-User • When creating a contact who need not access the system as a user but may need to be 
referenced in the application, award, etc., use the “Non-User” option in the ‘Contact Type’ field.

Refer to ‘LEA User Profiles and Permissions’ document for complete details.
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LEA Admin Registration Email
• By now you (LEA Admin) should have already received the following email from 

EGMS. 

• Please check your spam or junk folder in your email system if you are yet to receive 
this email. 

• If you can’t find the email, please contact EGMS support.
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EGMS Login
EGMS link: https://ospiegms.force.com/

https://ospiegms.force.com/
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Forgot Password?
Use Forgot Password link
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Forgot Password?
User clicks on the link received in the email to set up a new password. 
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Forgot Password?
Provide the new password
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Locked Out of EGMS?
• The system will lockout a user after five successive invalid login 

attempts. The user must wait at least 15 minutes before trying to login 
again.

• Still not able to login? Send email to EGMS.Support@k12.wa.us with a 
request to unlock the account.

• You must provide your EGMS username to EGMS Support to request 
account unlocking.

mailto:EGMS.Support@k12.wa.us
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Session Timeout
• The system will automatically logout a user in the absence of any activity (e.g., typing, clicking) from 

the user continuously for 2 hrs. 
• The system does not save any unsaved data automatically.
• Users must save data in the EGMS every few minutes to avoid loss of data.

• The system will show a warning message to the user an hour before terminating the session. 
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Updating User Profile
Go to ‘My Profile’ to update phone and address. To update name, email, and role 
(Primary or Secondary), contact EGMS Support at: EGMS.Support@k12.wa.us

mailto:EGMS.Support@k12.wa.us
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Updating Programs of Interest
Under Organization Profile  Contacts: 

For any user, LEA admin can select one or more grant programs in the “Programs of Interest” 
section to receive notifications from EGMS for the formula opportunities that OSPI has published 
in the system for the selected grant  programs.
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Basic navigation concepts and general features in 
EGMS

EGMS Basic Overview
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Basic Navigation Concepts and General Features

• Attendees are welcome to login to the EGMS at this point and follow along with 
the trainer on the system navigation concepts – to be covered next.

• Reminder – OSPI will schedule office hours to review navigation concepts and 
system features at a slower pace for users who require additional assistance.
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Basic Navigation Concepts and General Features
• Navigating the EGMS menu (context-driven menus, expanding/collapsing menus and more)

• Home tab (Task Summary, My Feed, Calendar, Messages, Notes, Files)

• Accessing system records

• Tasks

• Global Search

• Recently Viewed

• Data Refresh (page-level, section-level)

• Download data in Excel (.xls) and PDF format

• Basic components of a record in EGMS (Overview, Collab, Files, History, etc.)

Refer to Chapter 3 of the user guide for additional 
details on the common features in EGMS.
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Basic Navigation Concepts and General Features
• Adding data in grids

• Scrolling to the right to view available actions

• Sorting

• Filtering

• Saving data

• Hamburger menu

• In-line edits Vs modal (or pop-up) windows

• Saving data and closing modal windows

• Taking page-level actions

• Actions buttons in the upper right corner.

• Switching between View and Edit modes.

• Forms Vs. regular pages

• Editing and Validating a form

• Hamburger menu
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Registering additional LEA users
Adding and deactivating users

Manage LEA Organization and Users
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Inviting Additional Users to Register
• No limits on the number of LEA contacts that an LEA admin can add in EGMS

• Only an LEA administrator can invite contacts added in EGMS to register as EGMS users. 

Refer to Chapter-6 of the EGMS User Guide for detailed steps.

Password Setup Email

Registration Invitation Email
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Helping Users Access EGMS
Before you contact EGMS administrator for help:

• Double-check the email ID you used to invite users for registration.

• Ask users to check their spam or junk mail.
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User Limits
• OSPI has established the maximum number of users your organization can register in EGMS. This 

limit includes LEA administrator and LEA business users (program and fiscal staff).

• To request additional user limit for your organization, please contact EGMS Support. 
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Deactivating a User Account
• Deactivating a user account frees up the user limit for your organization 

in the EGMS!

• Contact EGMS Support to deactivate an LEA user account.

• Consider deactivating user accounts in the following scenarios before 
registering the replacement staff in EGMS:

• User is not working with the LEA.
• User is on extended leave, and you need to register the backup user.
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Changing LEA Administrator
• The LEA administrator can select another LEA user registered in EGMS 

as the new administrator. 

• If the LEA administrator is out of office, please contact EGMS Support to 
update the administrator. 

• Send the organization name, new LEA administrator’s first name, last name, and 
email.

• Only one LEA user registered in EGMS can be assigned as the LEA 
administrator at any given time.
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Changing LEA Administrator
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Reminders
• Office Hours: May 4th and May 5th

• Next Training is on May 10th for LEA staff who will work in the new EGMS on 
consolidated grants and consortiums. Attendees will receive an overview of 
the EGMS and learn how to navigate the system.

• Next Step for LEA Admins – Please invite your LEA staff to register in EGMS 
before the May 10th training. 

• Registration Link for May 10th Training:
https://us02web.zoom.us/webinar/register/WN_VlsssY-BSEmEI8YUbceykg

https://us02web.zoom.us/webinar/register/WN_VlsssY-BSEmEI8YUbceykg
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