
1. Your First Log In with Grants Network
1.1. My Account Information page
When you initially log into eCivis Grants Network, you will be taken to the “My Account
Information” page. Here, you can change your Account Email Address, Password, User Profile
Selections, and Contact Information:



You can also see to which user groups you are assigned, and which departments you are
assigned on this page:



After you have confirmed that information on the My Account Information page, and edited
any fields you wish to edit, click the checkbox that reads “I have verified my contact
information to be current and accurate.” You may also check or uncheck the “I do not wish to
receive promotional materials” box at this time:

1.2. My Preferences Page
When you click “Save” on the My Account Information section, you will automatically be

taken to the My Preference page. This page allows you to personalize the way your Grants
Network account appears, and how you receive information.



The Display Preferences section determines how many grants you will see listed when you
perform a Grant search in the Grants Database within Grants Network. Use the drop-down menu
to make your preference selection:

The Email Preferences section allows you to determine how often you wish to receive various
types of email messages from your eCivis Grants Network account. Click the radio buttons

beside each email type to determine if you want to receive the emails daily, weekly, or not at all:

New Grants / Updates Email: This email will inform you of any new grants or grant updates
that enter the eCivis Grants Database.



Saved Grants Email: This email alerts you if an update has been made to a grant you have
saved (eg: a due date has changed, or the contact information has been updated)

Search Agent Email: This email informs you if any new grants have been added to the eCivis
Grants Database that match your saved search agent filters.

Tasks Email: This email sends you an email if you are assigned a task in Grants Network,
and/or if you have any overdue tasks that have yet to be completed.

Routed Grant Updates Email: This email informed you if a grant has been sent to you by
another users for review. When this occurs, a review task is created for you to ensure that you see
a grant that another user thinks may be relevant to the project(s) you are currently trying to
fund.

Once you have selected your preferences above, click “Save.” This will take you back to the
eCivis Grants Network Homepage, which will be the first page you see going forward whenever you
log into Grants Network.


