
 

Getting Started 

1. After clicking the Escambia Children’s Trust (ECT) application link, the following SAMIS 

webpage will load.   

2. Check the grant title and description to make sure you are applying for the correct grant.  

3. Click the “Apply” button to begin the application process. 

Helpful Hint 

User’s can download a PDF version of the application by clicking the “Download Application” 

button.  This is especially helpful if the user wishes to answer the questions in a word 

processing program and paste answers into the application. 

4. New SAMIS users will need to provide their first name, last name, and email address.  

Existing user’s will need to proceed with the sign-in information on the left.   

5. New users will receive an email from ECT: Account Activation.  The email will provide a 

temporary SAMIS password. 

* Existing users please proceed to the pre-qualification section of this guide 
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Getting Started (cont.) 

6. New users will then be required to reset their password before entering the SAMIS portal. 

*  Existing database users, please proceed to the SAMIS homepage section of this guide.  

* The qualification section in this guide mainly focuses on existing or new agencies.  Other 

applications may have different questions or agreements.  If this is the case please 

continue with the Prequalification Section instructions.   

6. Once in SAMIS new users will need to read over and agree to the Terms of Use before 

proceeding.  

Prequalification Section  

1. Before beginning the application, users will need to fill out the prequalification section.  Please 

note the prequalification section in this example may be different from the current 

application.  The example shown is for training purposes only. 

2. Existing users should check the drop down list to determine if their agency is already in the 

SAMIS database. 



Prequalification Section (cont.) 

3. New users will select “I will add my Agency Info”. 

4. New users will then be prompted to register their agency. 

5. New users application status will remain as pending.  An ECT SAMIS representative will 

review the prequalification information to determine application entry. 

6. An email will be sent after review.  If user is qualified they can proceed with the application by 

following the link provided in the email (shown below). 



SAMIS Homepage Navigation  

1. The SAMIS homepage can be found using the following link: 

https://escambia.samis.io/ 

2. Users will then be asked to enter their email and SAMIS password. 

3. To get back into an application, users will select open grants by clicking on the dropdown 

category and selecting “Open Grants” or selecting the “Open Grants’ tab. 

Dropdown Category Open Grants Tab 

3. Users will then be taken to the view grants screen.  Click apply and then select the row with 

the latest date.   

Application  Instructions 

1. The “Applications” section is the first section in the 

grant application.  This section must be completed 

before proceeding to the other sections.  The * 

indicates the field is required.   

2. When the user is ready to move on to the next 

section, be sure to check the red box marking the 

section as completed. 

3. Click the “Next” button at the bottom of the screen.    



Application Instructions (cont.) 

4. If the section is missing information in the required fields, the user will receive an error 

message indicating which fields are missing information.  The fields will need to be completed 

before moving to the next section. 

5. Once complete, a green check mark will appear next to the 

completed section (located on right side of screen). 

6. Users have the option of completing the sections in the 

order that best suits them.  Click on the section name to 

move to that section 

Helpful Hints 

Before submitting the application, users have the option at any 

time to edit sections that have already been completed (green 

check mark).  Click on the section title to edit that section. 

 

Users also have the option to start/stop working on a section at 

a later time or date.  This will be covered later in the application 

instructions.   



Application Instructions (cont.) 

7. Some sections will require the user to read a statement or paragraph and check a box or 

provide an e-signature.  Double check  to make sure the box is checked or signed before 

moving to the next section. 

9. Table fields will require the user to either click the “Add More” or “New Entry” buttons to begin 

entering information.  If another row of information needs to be added to the table, click on the 

“Add More” or “New Entry” buttons again.   

8. If a field requires a text answer, users have the option of pasting text from other documents in 

these fields.  Right click the text area and select “Paste”. 

10. Some table fields will have an “After Saving, Go To” dropdown field.  If the user leaves the 

default “Modify Page” option they will be taken their current section after saving.  This will be 

the case in most situations.       



Application Instructions (cont.) 

11. Clicking “Cancel” when entering table information will allow the user to exit data entry and 

move to another section.  If user clicks “Cancel”, information will not be saved. 

12. To upload a file click on the “Choose File” button and select the file from your computer.  The     

button provides additional features that do not relate to a file upload.  

13. Some sections may not require the user to provide further information.  This depends upon 

the user’s answer to a previous question.  The example below deals with subcontractors.  If 

the applicant is not subcontracting, no additional information is required.  Simply mark the 

section as completed and click next.  If applicant answered “Yes” to subcontracting, they will 

need to provide the required information.   

Subcontracting 

Not 

Subcontracting 



Application Instructions (cont.) 

14. By clicking the “Save & Continue Later” button, users have the ability to save the application 

and continue working on it at a later date and/or time.  If this button is hit by accident during 

the application process, select “Modify” to be taken back to the application.  The SAMIS 

application section below will have more detail about returning to the application.    

12. The application is ready to be submitted when all the sections 

have a green check mark and the status bar is 100%.  The 

completed application will then be reviewed by ECT.  An email 

will be sent to the contact if there is any missing/incomplete 

information.   

2. Select the application you wish to view or edit in the next screen. 

3. The next screen has a lot of important information related to the grant. 

SAMIS Applications Section  

1. Clicking the “Applications” button will allow the user to access their grant applications 

Grant deadline and  
countdown timer 

Sections status 

Applicants answers 
to grant questions 

Ability to expand or 
collapse sections 



SAMIS Application Section (cont.) 

4. Other important features in this section. 

 
Modify application  

Download a PDF of your 
completed application 

Important  

I Clicked “Save & Continue Later” instead of “Next” 

If you clicked “Save & Continue Later” instead of “Next”, you will be sent to the 

“Applications” Section.  To get back to your application, click the “Modify 

Application” button as seen above. 

Additional Hints 

• If you are working on a long section and want to move to another section, clicking “Next” will 

save your answers and move you to the next section (make sure the “Mark this Section 

Completed” box is not checked).   

• You can also click the Save and Continue Later” if you want to save your progress at any 

point in the application. 

 

If you run into any problems do not hesitate to reach out to ECT: 

info@escambiachildrenstrust.org 

850-475-4982 


