
Mississippi Arts Commission 
eGRANT Grant Application Tutorial for  

Project Grant Application 
 

1. Review the Grant Guidelines and prepare the required materials before logging in: 
 (http://www.arts.state.ms.us/grants/project-grants.php). 
 
2. Log in at http://mac.egrant.org: 
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http://www.arts.state.ms.us/grants/project-grants.php
http://mac.egrant.org/


 
3. If you have an existing account on the system, enter your login and password here. If you can’t remember your password, 
click on the link below the login boxes to have your password sent to you. 
 
If you don’t have an account on the system, click on the “create an account” link, which will take you to this page: 
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Once you have finished this page and clicked submit, you should see this confirmation page: 

 
 
 
4. Click “Proceed,” which will take you back to the login page. Once you log in, you will be taken to the main page. Choose 
“Project Grants” from the pull-down box at the top of the page: 
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“Project Grant” will be added under the “Applications” section of the page. Click on “edit” next to the grant name to enter the 
application. The first screen of the application focuses on your organization’s contact information. At the top, choose which grant 
program under which you want your application to be reviewed. If you are a first-time applicant, review the Project Grant page on 
the MAC website to determine which program you should choose. 
 
Fill out all of the information on the page. Choose Click “Save and Next Page” at the bottom of the page before continuing: 
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Attendance Page:  This is where you estimate the number of people who will be involved in your project. The attendance 
itemization on the bottom half of the page provides information for the grant review panel on your past activities as well as how 
many people you expect will participate this year. Make sure to click “Save” (if logging out) or “Save and Next Page” if you are 
continuing to the next part of the application. 
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Participation: Fill in the required information about the facility where your activities will take place and the information on your 
board, staff and audience. Make sure to click “Save” (if logging out) or “Save and Next Page” if you are continuing to the next 
part of the application. 
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Budget Expenses: Enter your estimate expenses for your project here. The “Cash Match” column will include all of your 
expenses not paid by the grant. In the “MAC Grant” column you’ll show where you intend to spend the grant funds. The system 
adds your columns automatically for the “Total” column. Click “Save” at the bottom before logging out or proceeding. 
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Budget Income:  Enter the sources of income for your project on this page. Remember that all MAC grants are matching grants, 
meaning you need to match your grant request with cash (either on-hand or expected income) income.  
 
Note: Your Project Income MUST be equal to or greater than your Project Expenses.  
 
Please include any expected in-kind contributions. In-Kind does not count towards your match, but it shows community support 
of your project. Click one of the “Save” options at the bottom before logging out or continuing. 
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Budget Itemization: Provide details on your expenses and income on this page. For each major item under the main budget 
categories, you will type in a description and an amount. If you need to add an additional item under a category, click “Next ____ 
Item” and the system will create another blank entry.  
 
Provide as much detail for your expenses, income, and in-kind as you can. Review the sample itemization included with the 
Project Grant application PDF form on the MAC website to see a sample.  Click one of the “Save” options at the bottom before 
logging out or continuing. 
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Narrative: This is where you describe your organization and project in detail. Following the description on this page, write a 
narrative (up to three pages in length) in a word processing program.  Save the file as a PDF document (if you don’t have a PDF 
conversion program on your computer (like Adobe Acrobat), there is a link to a page that lists a number of free or low-cost 
alternatives.  
 Once you have your narrative completed, upload it at the bottom of the page. Click on the “Browse” button at the bottom 
of the page. A box will open up showing the files on your computer. Navigate to the folder where you have your narrative saved. 
Highlight the file and click “Open.” You will see the file information in the gray box. Click “upload.”  
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Narrative (continued):  If the file is in the correct format, it will upload and you will see the file name listed in blue at the bottom 
(see below).  Click one of the “Save” options at the bottom before logging out or continuing. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Miss. Arts Commission - eGRANT Project Grant Tutorial - 11



Board & Staff: Add the requested information about each of your organization’s board and staff members. If you are a volunteer 
organization, provide information on the main people who will manage your project in the staff section. Click one of the “Save” 
options at the bottom before logging out or continuing.  
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Attachment: Attach the items required on this page. All attachments must be in PDF format. The attachment process works the 
same way as on the narrative page (click “Browse”, find your file on your computer, click “OK”, then click “Upload”). Click “Save” 
at the bottom before logging out or continuing. 
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Checklist: Review the checklist to make sure you have included all of the required items for your application. When you’re 
finished, click on the checkbox at the bottom to signify that you have completed the review. Click “Save” at the bottom before 
logging out or continuing. 
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.Summary: View a draft version of your application on this page. Click on “View/Print” and a draft version of your application will 
open. Check to make sure it is accurate and complete.  
 
Next, check one of the “Attachments/Application Materials” button. If you need to submit part of your application by postal mail 
(such as a supplemental binder), click “I am sending additional materials” and list the item(s) in the box that opens below it. 
 
Finally, type your name in the box below. This is for the electronic signature component of the application. Click one of the 
“Save” options at the bottom before logging out or continuing. 
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Authorization: eGRANT applications from organizations now require authorization by the organization’s listed Authorizing 
Official before they can be submitted. Click “Send Request” below your Authorizer’s email address. The system will send the 
draft PDF of your application to their email address. The authorizer will review the application, then click the “approve” link in the 
message. Once they have done this, you will be able to make the final submission. 
 
Important: When preparing your application, make sure to budget time for your authorizing official to review the application. You 
will not be able to submit your application until they have approved it. 
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Submit: If there is missing information in your application, the system will prompt you to add it before you are able to submit. 
Follow the links back to the missing information and add it. Make sure to click “Save” at the bottom of each page with missing 
information in order for it to be registered by eGRANT. Once you have added all required information, the application will allow 
you to click submit: 
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If your application was successfully submitted, you will see the following screen. You will also receive a confirmation email from 
the eGRANT system. 

 
 
 
If there are items that you need to submit through the mail (such as a supplemental binder or an artist work sample), please print 
out the cover page (link at bottom of the above message) and include it as your cover page for your submitted package. Please 
note that all items to be mailed in must be postmarked no later than March 1st. 
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REMEMBER: eGRANT applications must be submitted no later than March 1, 
2011 (the system is open until 11:59pm on March 1st, but your Authorizing 
Official must approve your application before it can be submitted).  
 
If you have to submit a part of your application through the mail, it must be 
postmarked and in the mail no later than Tuesday, March 1.  
 
If you have questions or problems with eGRANT, please call MAC at 601-359-
6030 or contact your program director by email. 
 
 
 

 
 
 
 


