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Welcome to Grants.gov Training!

We appreciate your participation as a representative of your agency. We
know you have an important task in front of you as you help spread the word
and teach others about Grants.gov. We are here to help.

We are counting on you to spread the word and help others get up to speed
on this efficient, customer-centric way of finding, applying for and managing
grants. We’re here to help.

Let’s see what we can accomplish together!

Welcome!!
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Goals of this Course

Goals of This Course

Introduce Grants.gov.
Practice using various functions of Grants.gov.

Understand the user support tools available and how to use each.
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| .
o

e

GRANTS.GOV™ Grants.gov Grantor Training

Background

The Background of Grants.gov includes:

e eGovernment named as one of five government-wide imperatives included in the President’s
Management Agenda.

e 24 high priority ‘Quicksilver’ programs named by OMB.

Focus on delivering significant productivity and performance gains across Federal

Government (rather than for just an individual agency).

Grants.gov identified as a Quicksilver initiative, with HHS named as ‘managing partner’.

26 participating Federal grant-making agencies.

900 grant programs.

$350B in grants awarded annually.

The Grants.gov is focused primarily on the Grant Community “front office” view and is being
implemented in two phases:

Phase 1 Feb 2004 Phase 2
“Front Office” — Grant Community View

Find ID  Apply Report  Closeout

Funds
Progress

Intent Auth  Review/Award Oversight

“‘Back Office” — Internal Grantor Business Processes
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The Grants.gov will:

e Produce a simple, unified “storefront” for all customers of Federal grants to electronically
find opportunities, apply, and manage grants.

e Facilitate the quality, coordination, effectiveness, and efficiency of operations for grant
makers and grant recipients.
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The goals of Grants.gov are to:

¢ Eliminate the burden of redundant or disparate electronic and paper-based data collection
requirements.

¢ Define and implement simplified standard processes and standard data definitions for
federal grant customer interactions.

e Protect the confidentiality, availability, and integrity of data.

e Standardize the collection of financial and progress report data in support of audit and
performance measurement activities.
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Introduction

I Grantor Agency Benefits

Grants.gov is a benefit to Grantor agencies because it:

¢ Unifies the “face” of Agency grant opportunity announcements.

e Allows agencies to continue with existing business processes while being compatible with
the Grants.gov services.

e Avoids cost of having to build separate agency-specific grant application systems.

e Provides agencies opportunity to use more off-the-shelf grant management software as
legacy systems get replaced.

e Provides opportunities for consolidation and use of best practices within agencies.
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Introduction

I Grant Community Benefits

Grants.gov is a benefit to Grant Community members because it:

Provides a single source to find Federal government-wide competitive grant opportunities
Teaches about available opportunities in a standardized manner, saving time and money
Provides a secure and reliable source for applying for Federal grants

Simplifies the grant application process

Reduces paperwork

Prevents the need to learn multiple agency or program-specific application
processes/systems
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Introduction

Toic I System Overview

e Look and Feel
e Workflow-based Navigation
e Security
e Ease of Use
provided by The Edcomm Group
Elle Edit ¥ew Favorites Tools Help h
T 2 = :
H @ Back 1 |ﬂ Ig] A P | Search 5 7 Favorites w Media &_—‘7 T - ‘f
i Address j}j ktp: v, arants, gov) bl ' Go Links
-~
’ Tutorial Resources Search For Grantors Applicants EBiz Privacy About Us "E;',
(- a
™ GRANTS.GOV* ot Fing Grant Customer
2 Started Opportunities Support
The Find Grant Opparunities 4
feature provides the ability to M E !
search for Federal government-
witde grant oppattunities and to
receive notification of future
grant opportunities.
WWelcome to Grants.gov!
The Apply for Grants feature
allows organizations to apply This site allows organizations to electronically find and apply for competitive grant opportunities from all Federal grant-making
far Federal grants online agencies. Navigation afthe site is simple. Use the colored tahs and links atthe top ofthe screen to access primary sections
thraugh a unified process ofthe site and links on the left side of the screen to access content within each section.
Grants.goy Besources enahles Itis recommended that you begin by completing five Get Started steps. The Get Started section of the site provides all the
arganizations to access useful infarmation you need to understand and execute these steps, and walks you through the process, step by step
grants-related inforration and
links For assistance, click the Helo button in the upper right corner of any screen to access additional guidance specific to the
content or functionality an that gcreen. There are also @ number of other customer support features, simply click on the
The new Grants.gov ook and Customer Suppaor tah to leamn maore and access these useful tools.
feelwas developed based on
userinput. Check out our new Ifyou are a member of a Federal grant-making agency, hegin by clicking For Grantors at the top of the screen. This will take
Market Research Results you to the Grantar section ofthe site
section to read about what
g?:;isarzvsaylng bt Ifyou are an individual looking for information on govemment benefits, refer to GovBenefits aay, the official government
g henefits website, a free, confidential tool that helps individuals find govermment benedfits they rmay be eligible to receive
The fall edition of the
Grants ooy SURCEED { i
&  Internet
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Introduction

Grant Community

e Get Started
°  Find a grant opportunity for which you want to apply.
o Download the grant application package and instructions.
o Register with Central Contractor Registry.
o Register with Credential Provider.
o Register with Grants.gov.
° Log on to Grants.gov.

e Find Grant Opportunities
o Searching Grant Synopses
o Receiving Grant Notifications

e Apply for Grants
o Downloading Application Packages
o Completing Application Packages
o Submitting Application Packages

nts.gov - Microsoft Internet Explorer provided by The Edcomm Group

File Edit Wew Favotites Tools  Help

: Qﬁa(k > | ﬂ @ N /-:Saar(h :\, Favorites @ vedia 4] -k W o- |, 3

{ fddress ] http: e, arants. gov v B0 ks
~
) Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs HELE)
-:. GRANTS Govw Get Find Gralim‘\ Apply | Customer i
. Started Opportunities |,  Gra Support

The Find Grant Opporunities
feature provides the ability to
search for Federal government-
wide grant opportunities and to
receive notification of future
grant opporunities.

ME!

Welcome to Grants.gov!
The Apply Tor Grants feature

allows organizations to apply This site allows organizations 1o electronically find and apply for competitive grant opportunities from all Federal grant-making

for Federal grants anline agencies. MNavigation of the site is simple. Use the colored tahs and links at the top of the screen to access primary sections

through a unified process. ofthe site and links on the left side of the screen to access contentwithin each section.

Grants.gov Resources enables Itis recormmended that you begin by completing five Get Started steps. The Get Started section ofthe site provides all the

organizations to access useful infarmation you need to understand and execute these steps, and walks you through the process, step by step

grants-related infarmation and

links For assistance, click the Help button in the upper right corner of any screen to access additional guidance specific to the
cantent or functionality on that screen. There are also a numhber of other customer support features, simply click on the

The new Grants.gov look and Customer Support tab ta learn more and access these useful tools

feelwas developed hased on

user input. Gheck out our new Ifyou are & mermber of 3 Federal grant-making agency, begin by clicking Eor Grantors at the top of the screen. This will take

Markel Research Results you to the Grantar section afthe site.

section o read ahout what
users are saying about

Grants.gov Ifyou are an individual looking for information on government benefits, refer to GovBenefits gov, the official government

benefits wehsite, a free, confidential toal that helps individuals find government benefits they may be eligible to receive

The fall edition of the
Grants oo SUCCEEN Gt | X

&) ® Internet
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e Manage Agencies
o Creating Agencies
° Modifying Agencies
o Deleting Agencies
° Setting Agency Levels
e Manage Users
o Creating Users
°  Modifying Users
o Reassigning User Roles
o Deleting Users
e Work with Application Packages

o Publishing Application Packages (Create, Modify and Delete)

o Managing Application Package Templates (Create, Modify and Delete)
o Retrieving Submitted Application Packages

o Assigning Agency Tracking Numbers

Viewing Applications

| Grants.gov - Grantors Login - Microsoft Internet Explorer provided by The Edcomm Group

i File Edit  Wiew Favotites  Tools  Help ¥
: Q Back ~ ﬂ @ ;‘J /.- ) Search :\, Favories @ Media <) = " 3
{ fddress ] hittps:/fapply.grants.goviGrantorGet D v By ks 7
~
’ Tutorial Resources Search For Grantors Applicants EBiz Privacy About Us HEL:,
g A ‘
= M Get Find Grant Apply | Customer
GRANTS.GOV sl opporinti oA P
Home > For Grantors
/ /
For Grantors
This section ofthe site is designed to provide Federal grant-making agency employees with infarmation that you need o
know to support the grant community in finding and applyving for grants through Grants.goy.
Youwill need to enter your username and password and then click on the "Login® bution 1o gain access to the site.
Ifyou don't have a username and password, butwould like to sign up to use Grants.gov, click on the "Sign Up Now” button
helow. Your reguestwill be routed to the Grants.gov administrator for your agency.
Please enter your Username and Password
to login to the Grants.gov system.
Username
E‘asswurd
Sign Up Now
v
&] Dane S @ nternet
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Toic "4 Customer Support

Context-Sensitive Help
Frequent Questions
Tutorial

User Guide

Quick Reference
Glossary

Contact Us

omer Support - rosoft Internet Explorer provided by The Edcomm

File  Edit Yew Favorites Tools  Help
2 N ~
H @ Back ~ ) |ﬂ lg] gl - search 7 Favortes w Media 4F<) T E - &
i Address ] hitp:ffwew, grants, gov/CustomerSupport v ' Go Links **
-~
) Tutorial Resources Search For Grantors Applicants EBiz Privacy About Us (HELE
(- _ 4
B s Get Find ur'umm Apply Customer
GRANTS.GOV siarl Opportuniisl  Gram oy
Home > Customer Support
Context Sensitive Help =
Frequent Questions
Tutorial o g
User Guide P ;
Quick Reference . - M E I R Supp Ort
Glossary
Contact Us
Grants. gov customer support resources will help you find answers to your questions. Click the links below ar an the |eft
navigation bar to get the help vou need. All customer suppart resources launch in pop-up windows so that you don'tlose
your place on Grants.gov. Just access the help you need and close the pop-up window to return to where you are on the site
Context Sensitive Help
Infarmation for the specific page that you are on. Context-sensitive help can be accessed at any time hy clicking
the Help button in the upper right corner of your screen
Frequent Questions
Alistof commonly asked guestions and answers
Tutorial
A computer-hased training lesson, designed to teach you eventhing you need to know about using Grants. gov.
User Guide
A comprehensive guide to reference information about Grants.gov, with an index. You can use this online or print
what you need
¥
&] Dore  Internet
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The Apply For
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The Apply for Grants Process

Module 1
The Grantor Process
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The Apply for Grants Process

Manage Agencies

Managing Agencies enables you to create and modify agency profiles, manage users registered with
your agency or sub-agencies, delete agencies and set agency levels.

-
o

Create Agencies

Modify Agencies

Modify Sub-Agencies
Delete Agencies

Set Agency Levels

Manage Sub-Agency Users

| Grants.gov - Grantors - Microsoft Internet Explorer provided by The Edcomm Group

i File Edit  Wiew Favotites  Tools  Help ,','
o " = & =
: QBa(k > | ‘ﬂ @ ol | ) sserch 5 FFavorites @ vedia ) A=W 3
{ fddress ] hitps:fapply.grants.goviAgencyLoginSer st v B0 iunks
' Tutorial Resources Search For Grantors Applicants EBiz Privacy Aboutls HELE)
[ - = 2
B M Get Find Grant \,  Apply| Customer
GRANTS.GOV Stafted Opporinkii o Sear

Home > For Grantors > Manage Agencies
Welcome,

GrantsSupportAdmini
of GrantsGovAdmin

Manage Agencies
Publish Applications

Manage Application
Package Templates

Retrieve Submitted

Modify My Agency ] [ Create Agency ] [ Modify Sub-Agency ] [ Delete Agency ] [ SetAgency Level ] [

Department of Commerce

Applications

B * Department of Health and Human Semwices
Assign Agency Tracking
Number Department of Interior

Manage Agency Users Environmental Protection Agency

Manage Agencies

View All Submitted
Applications

Logout of Grants.aov

Grants.gov System Integrator
Japan-United States Friendship Commission
U.5. Department of Education
U8 Department of Transportation
United States Department of Agriculture
United States Deparment of Justice
US Agency for International Dewvelopment
US Depattment of Energy
U5 Department of Housing and Urhan Development

o)

heck Al

| Clear Al

|l
~

&] pone é ) Internet
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Agency Tiers

Agency Tier s

The Grants.gov tiers are linear in that the Tier 1 agency is referred to as the “parent agency”. Tiers 2-
6 are “sub-agencies” within the “parent agency”.
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The Apply for Grants Process

“Agencies” and “Sub-Agencies”

Sanpl e Agency
Structure

Tier 1

| | = =

The above graphic is a sample of how the agency and sub-agency structure might look. You
may have numerous sub-agencies registered with the parent agency.
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How Agency Enroliment Codes Work

-
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When you sign up as a new user, you are required to enter an Agency Enrollment Code. This code
designates to which agency you are assigned. The Agency Enrollment Code is created from the Agency
Code entered when creating an agency. The code combines the Agency Codes of your agency and
those of your “parent” agencies, separating them by hyphens.

For example, if Tier 1’s agency code is T1, Tier 2’s agency code is T2, Tier 3’s agency code is T3, etc...
and you wanted to register with the Tier 3 “sub-agency”, your Agency Enrollment Code would be T1-
T2-T3

What You Can See When You Login

When you login to the “For Grantors” section of the site, you are logging into a specific agency in a
specific tier.

You will be able to view the following (depending on your assigned roles):

e The application packages created by the current agency you are logged into
e The application package templates created by the current agency you are logged into

e The applications packages which your agency created that have been downloaded,
completed and submitted by grant applicants. You will be able to retrieve and assign
agency tracking numbers to these applications.

e The users registered with your agency and the agencies which are one tier below your
agency.*

*To view the users of the agencies registered one tier below your agency, you will need to first select
the agency from the Manage Agencies screen and then click the Manage Users button. These users
will not appear on the Manage Agency Users screen if you simply click the link on the left of your
screen.

« The agencies which are registered one tier directly below your agency.

For example, a user registered with a Tier 2 Agency, will be able to see:

e All the application packages and package templates that his/her Tier 2 Agency created

e All the applications packages that his/her Tier 2 Agency created which have been
downloaded, completed and submitted by grant applicants

e The users registered with his/her Tier 2 Agency

e The users registered with the Tier 3 agencies that are directly below his/her Tier 2
Agency.

« The Tier 3 agencies that are registered directly below his/her Tier 2 Agency.
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Manage Users and Roles

Managing Agency Users enables you to modify and delete agency users as well as reassign agency
user roles.

Create Users
Modify Users
Reassign User Roles
Delete Users

| Grants.gov - Grantors - Microsoft Internet Explorer provided by The Edcomm Group

i File Edit  Wiew Favotites  Tools  Help ;','
R ¢ A ) <f> ) S
: QBa(k > ) ‘ﬂ @ ol | ) sserch 5 ZFavorites @ Media ) A=W 3
{ fddress ] hitps:fapply.grants.goviAgencyLoginSer st v B0 iunks
' Tutorial Resources Search For Grantors Applicants EBiz Privacy Aboutls HELE)
| - B 1
B M Get Find Grant Apply Customer
GRANTS.GOV Stafted Opporinkii o Sraan

Home > For Grantors > Manage Agency Users
Welcome,

GrantsSupportAdmini
of GrantsGovAdmin

Manage Agency Users
Publish Applications

Manage Application [ Fieassign Roles ] l Modity User ] [ Delete User ] [Relresh]
Package Templates

Retrieve Submitted
Applications

Organization Users
Grants GowAdrmin

GrantsSupportAdminl
Assign Agency Tracking e

[ ]
| = |
[ = |
Number u Joe Grady
(= |
[ = |

Manage Agency Users Michelle Franklin

Manage Agencies
View All Submitted Check All Clear All

Applications

Rehecea Spizgo

Logout of Grants.aov

&] Dane S @ nternet

Role Definitions

¢ A Role Manager is the person who is set as the agency point of contact on the Agency
Profile screen.

e A Super User is someone who is assigned all user roles.

¢ The Agency Grant Creator role allows a user to publish application packages.

e The Agency Grant Retriever role allows a user to retrieve applications that were
submitted to your agency.

e The Agency Tracking Number Assigner role allows a user to assign tracking numbers to
submitted applications.

¢ The Agency Template Creator role allows a user to manage application package
templates.

e The Manage Agencies role allows a user to manage agencies.

e The View Applications role allows a user to view the applications submitted to your
agency.

Page 24



p

GRANTS.GOV™ Grants.gov Grantor Training

The Apply for Grants Process

Manage Application Package Templates
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Managing Application Package Templates enables you to create, edit and delete application package
templates that can be reused for multiple opportunity-specific application packages. Once a template is
created, you can then add instructions specific to a particular funding opportunity and publish the
application package to Grants.gov through the Publish Application Packages section.

Creating, modifying and deleting application package templates has no effect on application packages
already published on Grants.gov.

e Create Application Package Templates
e Modify Application Package Templates
e Delete Application Package Templates

| Grants.gov - Grantors - Microsoft Internet Explorer provided by The Edcomm Group

i File Edit  Wiew Favotites  Tools  Help j',l
] @Ba(k > | ‘ﬂ @ N /.-'Saar(h *:";- Favorites @Y Media £} - I=1" 3
{ fddress ] hitps:fapply.grants.goviAgencyLoginSer st v By ks 7
' Tutorial Resources Search For Grantors Applicants EBiz Privacy About Us (HELP)
g,_t-‘ ’ N l.
GRANTS.GOV™ SO i T o
e Home > For Grantors > Manage Application Package Templates 25

GrantsSupportAdmini
of GrantsGovAdmin

Manage Application Package Templates
Publish Applications

Manage Application
Package Templates

Create Template ] [ Modify Template ] [ Delete Template ]

Template Name Included Forms
Retrieve Submitted
T R N Mandatory: SF4244 SF424B, SFLLL, 5F424, FaithBased_SurveyOnEEQ
Applications DHUD - Housing Counseling Training Optional: Nane
Assign Agency Tracking Mandatory: Other, SF424
Number PR Capatb it Optional: FaithBased SurveyOnEEQ

Mandatory: Other, FaithBased_SurveyOnEED, SFLLL, SF424, SF4244, SF4248

Manage Agency Users DHUD SuperhOFA General Section

Optional: Hone
Manage Agencies =
Manage Agencies DOE-GFO-Geothermal Mandatory: Sgﬁiiia?:]uzgéomer‘ Project
View All Submitied Mandat SF424A SF424 El-d t, SF424B, Project, Oth
Applications DOFOGM Regulatons AGE AneRony: ! el il

Optional: SFLLL
Logout of Grants.aov Development, Forestry, and Communities Mandatory: Project, SF4248, SF424, SF4244
Project Grants & Cooperative Agreements Optional: Mone
EPA ORD STAR Package Mandatory: EPA_Kendntau?ts, E_thsz‘ Froject, Budoet, SF434
Optional: Other

Mandatory: ED_SF424 Supplement, ED_80_0013, ED_524 Hudget, ED_GEPA42T,

Education Generic Package ED_CerificationDebarment, SFLLL, Budaet, SF424, SF4248, Project
Optional: ED_Ahstract, Other, FaithBased_SurveyOnEEO
Food and Mutrition Service Discretionary Mandatory: 5F4248, Budget, SF424, SF4244
Grants Package Optional: FaithBased_SurveyOnEECQ
Forest Senvice Conservation Resenve
Proaram. Project Grants & Coonerative A, Prn'J‘ectSFUnlA EE R =
&] Dane S @ nternet
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Publish Application Packages

-
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Publishing Application Packages enables you to create, modify and delete application packages
published on Grants.gov. In publishing an application package, you will utilize the templates created in
the Manage Application Package Templates section. As part of this, you will also be able to add
instructions specific to each opportunity and review your compiled application package before
publishing it to Grants.gov for public view.

e Create Application Packages
e Modify Application Packages
e Delete Application Packages

| Grants.gov - Grantors - Microsoft Internet Explorer provided by The Edcomm Group

i File Edit  Wiew Favotites  Tools  Help ,','
s . ~ = =
: QBa(k > | ﬂ @ ol | ) sserch 5 FFavorites @ vedia ) A= 3
{ fddress ] hitps:fapply.grants.goviAgencyLoginSer st v B0 iunks
' Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs (HELP)
— ]
= sM Get Find nram A|:||:|lgI Customer
GRANTS.GOV Stafted OpporunEE Sear

Home > For Grantors > Publish Applications
Welcome,

GrantsSupportAdmini
of GrantsGovAdmin

Publish Applications
Publish Applications
Manage Application Create Oppartunity Madify Oppartunity Delete Dpportunity Refresh

Package Templates

Ma\n Content Frame
: : Opportumtv
Retrieve Submitted CFDA  |Num. Open Date Close Date |Forms

Applications There is no data to display

Assign Agency Tracking
Number

Manadge Agency Users
Manage Agencies

View All Submitted
Applications

Logout of Grants.aov

&] Dane ] - S @ nternet
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Toic s} Retrieve Applications

Retrieving Submitted Applications enables you to download an application and its contents that has
been submitted to your agency.

e Retrieve Submitted Applications

rantors - Microsoft Internet Explorer provided by The Edcomm Group

Elle Edit ¥ew Favorites Tools Help :.'
GBack - |ﬂ |g] ] P ! Search 5 7 Favorites Qy‘Media {}—‘_? f‘
: Address ‘.'g}:} http:ftestapphy. row, com/AgencyLoginservist v ' Go Links
' Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs HELE
SN - X E B
A £ Get Find Grant Apply Customer
GRANTS.GOV St opportimit o Sinpon
Home > For Grantors > Retrieve Submitted Applications
Welcome,
Grants GovAdmi
of GrantsGovAdi

Retrieve Submitted Applications

Date/Time

Publish Applications

Manage Application Continue Downloac

Package Templates

Retrieve Submitted CFDA # |Opportunity

Applications T
n 11.006  WIM-2003-10-31-1 GRANTOD000250 Personal Census Search NGMS =
Assign Agency Tracking 04:53:48 PM
Number, n 11006 VJM-2003-10-21-1 GRANTOOD00256 Personal Census Search NGMS D?Z'E:‘fgm
Manage Agency Users 21.0ct02
11.006  WJM-2003-10-21-1 GRANTODOO0258 Personal Census Search MNGMS G
Manadge Agencies n 05:30:46 PM
Published Opportunities n 11.006  4IM-2003-10-21-1 GRANTOO000259 Personal Census Search MGME U?SIﬂO:ZUPBM
pp i p s -1
Applicant Report n 11.008  WJm-2003-10-21-1 GRANTO0DO0028T Personal Census Search MNGMS 032235160}:‘3!\4
View All Submitted ”
Aplications Check All Clear All
Logout of Grants.gov
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I Assign Tracking Numbers
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Assigning Agency Tracking Numbers enables you to assign agency specific tracking numbers that can
be used internally to track submitted applications. This functionality is optional.

e Assign Agency Tracking Numbers

| Grants.gov - Grantors - Microsoft Internet Explorer provided by The Edcomm Group

i File Edit  Wiew Favotites  Tools  Help ;','
A ¢ A @ Y 3
: QBa(k > | ﬂ @ ol | ) sserch 5 FFavorites @ vedia ) = ; 3
¢ fiddress 4] http:ftestapply.row comAgencyLoginSar et v B0 iunks
' Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs (HELE)
L-- - \ -
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LEeJol[oWAE View Applications

Viewing Applications enables you to view all applications submitted to your agency and their status as
well as re-retrieve submitted applications.

e View Applications

rantors - Microsoft Internet Explorer provided by The Edcomm Group

Elle Edit ¥ew Favorites Tools Help jn','
0 Back ~ |ﬂ |g] A / D) search .7 Favarites w Media f‘? - i“
i Address ’j}:} http:fftestapply. row.com/AgencyLoginservist v Go Links
' Tutorial Resources Search For Grantors Applicants EBiz Privacy About Us HEL[,'
b a, : 1
I M Get Find Grant .  Apply Customer
GRANTS. GOV staren Opportunities . Gra Sinpon
Home > For Grantors > View All Submitted Applications s
Welcome,
Grants GovAdmil
of GrantsGovAd = - - ™
View All Submitted Applications
Publish Applications
Manage Application | Download Application(s) |
Package Templates - -
5 - Opportunity Date/Time Agency
Retrieve Submitted CFDA |[Num. Grants.gov # Received Tracking #
Applications e
u 11001 123 GRANTODDDNZED | 2 DCHUS 024814, Agency Trackind NUMber 453, 667000
Assign Agency Tracking Assigned
Number u 47.060 3123 GReNTODDODZ7E | 22OCHD3 022850 Agency Tracking NUMBEr oo qeaiie ymber
Assigned
Manage Agency Users
: 93576 oPP-0003 oRaNTOODODD32 | |OURO3 1IZEST AoencyTracking Number oo e gys Number
Manage Agencies Assigned
Published Opportunities u 47.060 ™ GRANTO0000401 29_0EI'D£M02'47 02 Rejected with Errors
Applicant Report u 47.060 ™ GRANTO0000403 28-0ct D‘SMUQ 48:24 Rejected with Errors
View All Submitted =
Applications u 47.040 01 oRanTOO0D404  ZHOCHIRIZAIIL  piaciod wit Errors
Logout of Grants.qov 0ok -
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Summar { Grantor Process

-

In summary, as Grantors we:

Manage agencies

Manage users and roles

View applications

Manage application package templates
Publish application packages

Retrieve applications

Assign tracking numbers

View Applications
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Ike]e ][N Get Started

If an applicant wants to find and apply for Federal grants, they must first complete these 6 Get Started
steps. Get Started steps only need to be completed once.

Find a grant opportunity for which you want to apply.
Download the grant application package and instructions.
Register with Central Contractor Registry.*

Register with Credential Provider.*

Register with Grants.gov.*

Log on to Grants.gov.*

*These steps do not need to be completed if the applicant will not be applying for the grant through
Grants.gov.

rants.gov - Get Started - Microsoft Internet Explorer provided by The Edcomm Group

: File Edit Yew Favorites Tools  Help o
0 Back * |ﬂ |g] ] P ) search ‘:\; Favarites Qy‘ Media {E‘? T g ™ e f‘
i Address ‘-’j}:} hktp: v, grants. gov/GetStarted v ' Go Links
~
' Tutorial Resources Search For Grantors Applicants EBiz Privacy About Us "E%",
— A = 1
5 &M Get Find Grant Apply F Customer
GRANTS.GOV Rhca. . ohporunel. o oy

Home > Get Started

Find Grant Opportunities

Download an Application
Packaae

Register with CCR

Register with the
Credential Provider

Register with Grants.qov
Log on to Grants.qov

Gefting started with Grants gov is easyl There are two key features on the site: Find Grant Opportunities and Apply for
Grants. Everything else on the site is designed to support these twa features and your use of them. While yau can begin
searching far grant oppartunities farwhich you would like to apply immediately, it is recommended that you complete the
remaining Get Started steps sooner rather than later, 5o thatwhen you find an apportunity for which you waould like to apply,
you are ready to ga. Click on any ofthe steps listed below ar on the left navigation bar to access more detailed information

Get Started Step 1 —Find Grant Opportunity for Which You Would Like to Apply
Start your search for Federal government-wide grant opportunities and register to receive automatic email notifications of
new grant opportunities as they are posted to the site by clicking the Find Grant Opportunities tab at the top of the page.

Get Started Step 2 — Download an Application Package

Once you have located a grant oppartunity far which you wish to apply, check to see ifitis available to apply online through
Grants.gov. You will need to enter the Funding Oppartunity andior CFDA number to access the application package and
instructions. Click on Grants.gov Prograrn Listto access GFDA nurmbers for programs with applications currently available
an Grantz.gov. In order to viess application packages and instructions, you will also need to download and install the
PureEdue Yiewsr. This small, free prograrm will allow you to access, complete, and submit applications electronically and
securely.

Get Started Step 3 — Register with Central Contractor Registry (CCR) b
&]  Internet
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I Find Grant Opportunities

Any applicant can use Grants.gov to search for grants as well as to sign up to receive grant
opportunity notifications:

e Search Grant Synopses
Receive Grant Opportunity Notification

“z8 Grants.gov - Find Grant Opportunities - Microsoft Internet Explorer provided by The Edcomm Group

: File Edit Yew Favorites Tools  Help :,'
H Q Back ~ |ﬂ |g] ] P ! Search .{ Favorites w Media {E‘_? T g - ‘i“
i Address c_i};'} hktp: v, grants, gow/Find v ' Go Links
-~
' Tutorial Resources Search For Grantors Applicants EBiz Privacy About Us "EE",
— A = i
5 sM Get Find Grant Apply F Customer
GRANTS.GOV stat ohporunel. o oy
Home > Find Grant Opportunities
Search Grant Synopses 7 =
Receive Grant Opportunity f \
Notification ‘
D t oppor tunities
Grants. gov provides organizations with the ability to search for Federal government-wide grant opportunities. The Office of
Federal Financial Management recently issued a palicy directive (pdfy reguiring that all Federal agencies post grant
opportunities online as of November 7. Click the Search Grant Svnopses link ta begin your search
Do wou want to register to receive email notifications of new grant postings from FedGrants. gow? Click Beceive Grant
Opporiunity Motification
Ifyou are an individual looking for information on government benefits, refer to GovBenefts gov, the official government
henefits website, a free, confidential tool that helps individuals find government benefits they may be eligible to receive
e
&] Dore  Internet
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LEeJol[eRE Apply for Grants

Once an applicant finds a grant for which they want to apply, they can download the application and its
instructions, complete the application and submit it on Grants.gov.

e Download Application Packages
e Complete Application Packages
e Submit Application Packages

nts.gov - Apply for Grants - Microsoft Internet Explorer provided by The Edcomm Group

File Edit Wew Favotites Tools  Help

@Ba(k > | ﬂ @ N /.-:Saar(h 5.¢ Favortes @ vedis 4} ~dg M - L 3

{ fddress ] http: e arants. gov/Apply v B0 ks
&
' Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs HELE)
b:'-" GRANTS.GOV™ Get Find uram?\ Apply Customer |
. Started Opportunities Gra; Support

Home > Apply for Grants

Download
Application Package
Complete
Application Package
Submit

Application Package

Do wou have the Funding Opportunity and/or CFDA number of the grant for which you want to apply? You need it to download
a grant application and apply for a grant.

Ifyou have the Funding opportunity andior CFDA number, you are ready to download the application package and begin the
process to apply far grants through Grants.gov. Itis a 3-step process:

.1 Step 1 —Download a Grant Application Package and Application Instructions

You will need to enter the Funding Opportunity andfor CFDA number to access the application package and instructions
Click Grants.gov Programs List to access CFDA numbers for programs with applications currently available on Grants.gow.
In order to view application packages and instructions, you will also need to download and install the PureEdge Viewer. This
small, free program will allow you to access, complete, and submit applications electronically and securely.

Apply Step 2 — Complete the Selected Grant Application Package

You can complete the application offiine. Everything you need ta know is included in the application package and
instructions

Apply Step 3 — Submit a Completed Grant Application Package
Youwill submit the application online. Ywhen you are ready to submitthe completed application, you will also need to have
_already completed the Get Started Steps. You will then need ta log inta Grants.qov using the usermname and passwardyoy %

&] Dane ® Internet
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HeEeCHE Modify Your Agency

To modify your agency profile, click the Manage Agencies link on the left of your screen.

This will take you to the Manage Agencies screen.

EEE

Ele Edt Mew Favortes Tods Hep @

Qo - IENER P g Fates @Pmeda €8 (- 1L 3

2 Grants.gov - Grantors - Microsoft Internet Explorer. provided by The Edcomm Group

Search

e @] hitps:ffapply.rants.goviAgencylognserviet

Lnks >

8«

Manage
Agencies
screen

This screen displays the registered agencies that you

)

¢

GRANTS.GOV™

Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs HELP)

Apply Gustomer |
Grar Support

Find Grant |

Got
Started Opportunities.

Welcor
GrantsSupportAdmint
of GrantsGovAdmin

Publish Applications

Manage Application
Package Templates

Retri
A

Assian Agency Tracking
Number

Manage Agency Users
Manage Agencies

View All Submitted
Applications

Logout of Grants.gov

&ore

Home > For Grantors > Manage Agencies

Manage Agencies

Modify My Agency Create Agency Modify Sub-Agency Delete Agency SetAgencyLevel [

Department of Commerce

Department ofHealth and Human Services
Department of Interior
Environmental Protection Agency
Grants gov Systern Integrator
Japan-United States Friendship Comrmission
U8 Department of Education
U 8. Department of Transporiation
United States Department of Agriculture
United States Department of Justice
US Agency for Intermational Develaprment

US Department of Eneray

US Department of Housing and Urban Development

o]

heck Al Clear Al

B

5 @ e

represent.

Click the Modify My Agency button above the listed agencies.

This will take you to the Agency Profile screen for the agency with which you are registered.

4 Grants.gov - Grantors - Microsoft Internet Explorer provided by The Edcomm Group
e Edt Yew Favortes Ioos Help r

Q@ ark ~ ENEE AP Sz Favortes @ edn £Z) - & 3

Search

Adhess | ] hitps/jtestapply row.comjAgencyLoginServet

Links

Agency
Profile
screen

EE

/)

—

Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs (HELE)

™ Get Find Grant ), Apply. Gustomer |
GRANTS.GOV oo Onporndel o rord
el Home > For Grantors > Manage Agencies > Agency Profile - |
Grants GovAdmin
of GrantsGovAdmin

Publish Applications

Manage Application
Package Templates

Retrieve Submitted
Applications

Assian Agency Tracking
Number

Manage Agency Users
Manage Agencies
Published Opportunities
Applicant Report

View All Submitted
Applications

Logout of Grants.gov.

Agency Profile

Agency Information:

Agency Name: Grants Gow
Agency Code: Gy
CFDA Prefix: 00

Agency Point of Contact Information:
Name: Joe Grady
Address Line 1: 1150 Fielding Drive

Address Line 2:

City: West Chester

State: PA

Zip Code: 19383

Tel: 610513.3683

Email: joseph.grady@usibm.com

Agency enroliment code:

Grants.aov Preferences: it
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Make any necessary revisions.

If you do not want to save the changes you made to your agency profile, click the Cancel button at
the bottom of the screen. You will be returned to the Manage Agencies screen and the changes will
not be saved.

OR

If you want to save the changes you made to your agency profile, click the Submit button at the
bottom of the screen to save the changes. You will be returned to the Manage Agencies screen and
the changes will be saved.
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Key Points

¢ Use "Modify My Agency" to change your agency profile.
@ Click "Submit" to save your changes.

@ Utilize customer support resources.
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To create a new agency, click the Manage Agencies link on the left of your screen.

This will take you to the Manage Agencies screen.

4 Grants.gov - Grantors - Microsoft Internet Explorer provided by The Edcomm Group []=E3)
Fle Edt Wew Favortes Tooks Help "
Q@ sack - [%] @ €0 POseach Sloravertes @meda ) (- L [ 3

Address | 48] https:/lapply.rants.gov/Agencyloginserviet v Go i Links »

) Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs (MELP
e - Get Fndorant), A Gustomer |
GRANTS.GOV sty P g il

Home > For Grantors > Manage Agencies

Manage Agencies

Publish Applications

Manage Application

Mal‘lage Package Templates.

Retrieve Submitted

A g enc i es Applications

Assian Agency Tracking

Modify My Agency ][ Create Agency | [ Modity Sub-Agercy ][ Delete Agency | [ SetAgency Level ][

Department of Commerce
Department of Health and Human Services
Number

screen Wanane Aseney Users

Manage Agencies

Department of Interior
Environmental Frotection Agency
Grants.gov Systern Integrator
View All Submitted

Applications

Japan-United States Friendshin Comrmission
U 8. Department of Education
Logout of Grants.gov U.8. Department of Transportation
United States Depariment of Agriculture
United States Department of Justice
US Ageniey for Intemational Develaprmant
US Department of Energy

US Department of Housing and Urban Developrent

o
5
g
=
]
=

&l oo & @ ineemer

This screen displays the registered agencies that you represent.
Click the Create Agency button above the listed agencies.

This will take you to the Agency Profile screen.

ols  Help

2 Grants.goy - Grant icrosoft Internet Explorer provided by The Edcomm Group. (=]
o
e Edr n

[ [B] @b Pseuen Fipranres @mean ) 3- 2 5 3

Address | ] hitpsijapply grants.govjAgencyLoginServiet Y B inks >
y ] Tutorial Resources Search For Grantors Applicants EGiz Privacy AboutUs (HELP)
| - n .

2 £ Get Find Grant | Apply Customer

= GRANTS.GOV R Gma -
Home > For Grantors > Manage Agencies > Agency Profile - |

Agency Profile

Publish Applications

Manage Appiication -
Ag e n cy Package Templates Agency Information:

Retrieve Submitted Agency Name:

P rOfi Ie Applications Agency Code:

Assian Agency Tracking

Number CFDA Prefix:

SC I"e e |1 Manage Agency Users Agency Point of Contact Information:
Manage Agencies Name:

View All Submitted Address Line 1:

Applications
Logout of Grants.gov. Address Line 2:
City:
State:
Zip Code:
Tel:
Email:
Agency enroliment code: -
LB S @ mntemet

Enter the agency’s name in the Agency Name field. You only need to enter the name for the specific
agency that you are registering.
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Enter a code for the agency in the Agency Code field. This is typically the agency’s acronym and
should be unique.

Enter the agency’s CFDA prefix in the CFDA Prefix field.

Enter a point of contact name for the agency in the Name field.

Enter the street address at which the agency contact works in the Address field.
Enter the city in which the agency contact works in the City field.

Enter the state in which the agency contact works in the State field.

Enter the zip code in which the agency contact works in the Zip Code field.
Enter the business phone number for the agency contact in the Tel field.

Enter the business email address for the agency contact in the Email field.

You do NOT need to enter anything in the Agency Enrollment Code field. The system will
automatically generate this code. This code will be required when signing up new users for the agency.

Select the format for which applications will be able to be downloaded by clicking the arrow next to the
Application Download Format drop down box.

Select the e-mail notification to the agency’s super-user by clicking the arrow next to the E-Mail
Notification to Super-User drop down box.

If you do not want to save the new agency, click the Cancel button. You will be returned to the
Manage Agencies screen where the new agency will not appear.

OR

If you want to save the new agency, click the Submit button. You will be returned to the Manage
Agencies screen where the new agency will be listed.
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Key Points

© The Agency Code is unique to your agency.
C Do NOT enter the Agency Enroliment Code.

@ Users need the Agency Enrollment Code to enroll.
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Modify a Sub-Agency

To modify a sub-agency that is registered for your agency, click the Manage Agencies link on the left
of your screen.

This will take you to the Manage Agencies screen.

4 Grants.gov - Grantors - Microsoft Internet Explorer provided by The Edcomm Group []=E3)
Fle Edt Wew Favortes Tooks Help "
Q@ sack - [%] @ €0 POseach Sloravertes @meda ) (- L [ 3

Address | @] hetps:/japply.grants.gov/ager erviet v Go i Links »

) Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs (MELP

(- - .
b ™M Get Find Grant Al Gustomer
GRANTS.GOV sty Pbidi: g’,:’a il

Home > For Grantors > Manage Agencies

Manage Agencies
Publish Applications

Manage Application

Mal‘lage Package Templates.

Retrieve Submitted

A g enc i es Applications

Assian Agency Tracking
Number

screen Manogs Agoncy Users
Manage Agencies
View All Submitted
Applications

Logout of Grants.qov

Modify My Agency ][ Create Agency | [ Modity Sub-Agercy ][ Delete Agency | [ SetAgency Level ][

Department of Commerce
Department of Health and Human Services
Department of Interior
Environmental Frotection Agency
Grants.gov Systern Integrator
Japan-United States Friendshin Comrmission
U 8. Department of Education
U8, Department of Transportation
United States Depariment of Agriculture
United States Department of Justice
US Ageniey for Intemational Develaprmant
US Department of Energy

US Department of Housing and Urban Developrent

(s}
B
2
=
©
23

B

&l oo & @ ineemer

This screen displays the registered agencies that you represent.

Select the sub-agency profile that you want to modify by clicking in the checkbox in the first column of
that sub-agency’s row.

Click the Modify Agency button above the listed agencies.

This will take you to the Agency Profile screen.

2 Grants.gov - Microsoft Internet Explorer provided by The Edcomm Group (=]
o
n

Bl Edt ey ook Help

Qo - © (¥ [F] b Prach Jirrownes @rean £) 2 L [ 3

Address | ] hitpsijapply grants.govjAgencyLoginServiet Y B inks >
y ] Tutorial Resources Search For Grantors Applicants EGiz Privacy AboutUs (HELP)
| - n .
2 £ Get Find Grant | Apply Customer
= GRANTS.GOV R Gma =
Home > For Grantors > Manage Agencies > Agency Profile - |
Welcome, Lk aeney

ntsSupportAdmint
of GrantsGovAdmin Agency Profile
Publish Applications

Manage Application

Ag en Cy Package Templates Agency Information:

Retrieve Submitted Agency Name: Departmert of Commerce

H Applicati
P rofl Ie e Agency Code: Doc
Assign Agency Tracking
Number CFDA Prefix: T

SC re e n Manage Agency Users Agency Point of Contact Information:
Manage Agencies Name: Greg Coss
View All Submitted Address Line 1: Office of Acquisition Manageme
Applications
T A Address Line 2: 14th and Constituion Ave
City: Washingtan
State: DC
Zip Code: 20230
Tel: 2024823134
Email: geoss1@doc gov
Agency enroliment code: DoC v
| &] Done 8 © nteret
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Make any necessary revisions.

If you do not want to save the changes you made to the sub-agency profile, click the Cancel button at

the bottom of the screen. You will be returned to the Manage Agency Users screen and the changes
will not be saved.

OR

If you want to save the changes you made to the sub-agency profile, click the Submit button at the
bottom of the screen to save the changes. You will be returned to the Manage Agency Users screen
and the changes will be saved.
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Key Points

@ Check the agency you want to modify.
@ Click "Submit" to save your changes.

@ Utilize customer support resources.
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To delete an agency, click the Manage Agencies link on the left of your screen.

This will take you to the Manage Agencies screen.

oft Internet Explorer provided by The Edcomm Group.

i

search .7 Favortes @ Media £4) == 3
iddress | 4] https:fapply.arants gov/Agencylognserviet v B itnks
y ] Tutorial Resources Search For Gramtors Applicants EBiz Privacy AboutUs (HELD
e - Get Find Grant Apply Gustomer |
GRANTS.GOV s P g el

Home > For Grantors > Manage Agencies

Publish Applications

Manage Application [ Modify My Agency ][ Create Agency ] [ Modity Sub-Agency ][ Delete Agency ] [ SetAgencylevel | [_|
M a n a g e Package Templates
- o Depariment of Cormmerce
Agencies

Department of Interior

screen

Environmental Frotection Agency

Manage Agencies

[ w |
[ w |
[ = |
[ = |
[ = |
View A Submited [ = | S
Applications KR U5, Department of Education
Logout of Grants.gov | = | U 8. Department of Trans portation
| m | United States Depariment of Agriculture
| = | United States Department of Justice
| m | US Agency for Intemational Development
| = | US Department of Energy
[ = | US Depariment of Housing and Urban Development

& pone 5 mntermet

This screen displays the registered agencies that you represent.

Select the agency profile(s) that you want to delete by clicking in the checkbox in the first column of
that agency’s row. You can select more than one agency to delete at a time.

To select all of the agencies, click the Check All link at the bottom of the agency list. To de-
select all of the agencies, click the Clear All link at the bottom of the agency list.

Click the Delete Agency button above the listed agencies.

This will take you to the Delete Agency Confirmation screen.
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File
Q- O MG = 3
Address | ] hitps:/Japply .orants.gov/AgencyLoginServiet ¥ B itnks
’ Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs (HELP
C !
GRANTS .GOV™ S o S
Delete Agency Confirmation
|are yrou sure you want to delete the following agencies?
Publish Appl
Delete —
Package Templates Department of Commerce
Ag e n cy Delete Cancel
Confirmation
screen
& pone 2 @ intemer

Click the Cancel button to return to the previous screen without deleting the listed agencies.
OR
Click the Delete button to permanently remove the listed agencies. You will be returned to the

Manage Agencies screen where you will need to click the Refresh button to update the Manage
Agencies screen so that the agencies you deleted no longer appear.
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Key Points

@ You can delete more than one agency at a time.
C Refresh the "Manage Agencies" screen to view deletions.

@ Utilize customer support resources.
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To set a new agency level, click the Manage Agencies link on the left of your screen.

HEWiEN Set Agency Levels

This will take you to the Manage Agencies screen.

4 Grants.gov - Grantors - Microsoft Internet Explorer provided by The Edcomm Group. []=E3)
o
7

Ele Edt Vew Favortes Tools Hep
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) Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs HELE)
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e - Get Find Grant A Gustomer |
GRANTS.GOV sty P g il

i Home > For Grantors > Manage Agencies
GrantsSupportAdmint
of GrantsGovAdmin

Manage Agencies
Publish Applications

Manage Application

Mal‘lage Package Templates.

Retrieve Submitted

A g enc i es Applications

Assian Agency Tracking

Modify My Agency ][ Create Agency | [ Modity Sub-Agercy ][ Delete Agency | [ SetAgency Level ][

Department of Commerce
Department of Health and Human Services

Number Department of Interior

screen Manage Agoncy sers
Manage Agencies
View All Submitted
Applications

Logout of Grants.qov

Environmental Frotection Agency
Grants.gov Systern Integrator
Japan-United States Friendshin Comrmission
U 8. Department of Education
U8, Department of Transportation
United States Depariment of Agriculture
United States Department of Justice
US Ageniey for Intemational Develaprmant
US Department of Energy

US Department of Housing and Urban Developrent

o]

heck Al Clear Al

B
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This screen displays the registered agencies that you represent.
Click the Set Agency Level button above the listed agencies.

This will take you to the Set Agency Level screen.

2 Grants.goy - Privacy - Microsoft Internet Explorer provided by The Edcomm Group A=
Ele Edt Vew Favoites Iods belp ar
Qo - O [x] [F] (D PO seach Fiprovories @ e 2 3
éddress | €] hitpsifjapply grants.gov/SetAgency Y B inks >

Py ot Resources Search ForGrrtors. Aplcants iz prvacy Abou Us HELH
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Home > Set Agency

Select your new agency level: | Select Your Agency Level v

Set i ’

Department of Health and Human Services
|Adrministralion for Chidren and Fariles

Agen cy it on i
er for Disease Cantrol
enters for Medicare & Medicaid S ervices
‘ood & Drug Administration
eve Healh ResoLrces & Services Admirnistiation
:

indian Healh Service

Nafianal Intitutes of Health
screen Dffice of Pubic Health & Sciences

Substance Abuse & Mental Health Services Adriris
AMHSA
AMHSA
epatment of Interior

Envitonmental Protection Agency
(Grants. gov Systen Integrator
Department of Echication
U5 Department of Transportation
DEPARTHENT OF TRANSPORTATION
DOT/Federal Raioad Admirisialion
DOT/Federal Transi Adminisialion
United States Department of Agiiculure
|Agrcutiral Marketing Service
[animal ]

| &] Done 8 © nteret

Select the agency for which you want to be assigned from the Select Your New Agency Level drop
down box.
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If you do not want to save your new agency level, click the Cancel button. You will be returned to the
Manage Agencies screen and the changes will not be saved.

OR

If you want to save your new agency level, click the Submit button. You will be returned to the
Manage Agencies screen and your new agency level will be set.
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Key Points

@ You can change the agency to which you are set.
C Remember to change your level back to what you need.

@ Utilize customer support resources.
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HEWSEN Sign Up

To sign up as a new user, click the Sign Up Now link under the login box.

This will take you to the New Agency User Enrollment screen.

3 New Agency User Enrollment - Microsoft Internet Explorer provided by The Edcomm Group

N D seach ¥ B
Address | &] hitpsilfapply grants.gov/AgencyliserRegistrationPactivitySubType=Create ¥ Bl itk
py TR S Search For Grantors. Appicants EBiz Privacy Aboutvs (HELD
(- . .
e £ Get Find Grant A F¢ Customer
GRANTS.GOV stned )\ Opportuniedh  Oranes Support
Home » For Grantors > Hew Agency Uscr Enroliment
N ew New Agency User Enroliment
Agency User Info:
First: Last:
User Tel: Email:
Title:
Enroliment i
Agency enroliment code:
screen
&) Done S Internet

Enter your first name in the First field.

Enter your last name in the Last field.

Enter your business telephone number in the Tel field.
Enter your business email address in the Email field.
Enter your title in the Title field.

Choose a user name and enter it in the User ID field. Your user name can include any combination of
letters and numbers up to 10 characters long.

Choose a password and enter a password in the Password field. Your password can include any
combination of letters and numbers up to 10 characters long.

Enter your agency enrollment code in the Agency Enrollment Code field. If you enter an invalid
enrollment code, you will not be able to register.

Click the Cancel button to return to the previous screen.

Click the Submit button to register.
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You will be taken to a Registration Successful screen confirming your registration.

-
o

i

Q@ sack - D Oseach §lzFavoies @ meda €8 (- 1l [ 3
Ackivess | 4] hitps:/lapply.orants .govAddnewagency UserServiet v B itk
y ] Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs HELP
- . bl
| ™ Get Find Grant |, A Customer
amanTs GOV o e AR

Registration Successful

‘ou have been successfully registered. Click the Home' bution to return to Grants.gov.

Registration
Successful
screen
] bore 5 4 ntermet

Click the Home button to return to the Welcome screen.

You will now be able to log into the For Grantors section.
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Key Points

@ Access "Sign Up Now" from the "Login" screen.
@ Agency Enrollment Codes assign users to an agency.

@ Utilize customer support resources.
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To modify an existing agency user profile, click the Manage Agency Users link on the left of your
screen.

-
o

This will take you to the Manage Agency Users screen.

A Grants.gov - Grantors - Microsoft Internet Explorer provided by The Edcomm Group

Ele Edt Vew Favortes Tools Hep

Q@ ek - [%] @] €0 Oseach g Favortes @ rieda ) - &3 3
iddress | 4] https:fapply.arants gov/Agencylognserviet v B itnks
) Tutorial Resources Search For Gramtors Applicants EBiz Privacy AboutUs HELP
—

GRANTS.GOV™

Get Find Grant \  Apply Gustomer
Started Opportunities ), Gra Support

Home > For Grantors > Manage Agency Users

Manage Agency Users

Publish Appl ions
M a nage Manage Application [ PReassignRoles | [ ModityUser ] [ Delete User ]
Package Templates
| lorganization Users
Agency ]
| m | GrantsSupparAdmint
Users [ ]
anage Agency Users [ m | Michslle Frankdin
screen Wanane Asencies [ m | Retiesca spizgo

View AllSt

e Check Al Clear Al
s

& pone 5 mntermet

This screen displays the users currently registered with the agency or agencies that you represent.

Select the user profile that you want to modify by clicking in the checkbox in the first column of that
user’s row.

Note - if you make revisions to a user's profile, you will need to re-enter a password for the
user.

Click the Modify User button above the listed users.

This will take you to the Agency User Profile screen.
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Agency
User
Profile
screen

Make any necessary revisions.

A New Agency User Ei
Fie  Edt Ve

Qe - €

.

address | &] hitps:/apply grants

|
o

)

GRANTS.GOV™

Microsoft Internet Explorer provided by The Edcomm Group

B s ”

Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs (HELP)

a -
Get Find Grant \  Apply F Customer
Started Opportunities ), Grants Support

[&Eowe

Home > For Grantors > Hew Agency User Enroliment

New Agency User Enroliment

User Info:
First: Grants
Tel:
Title:
User ID:

Agency enrollment code:

GG-GrantsGovAdmint

Last: GavAdmin

Email:  |suppon@grants.gov

|Password:

Cancel

2 © interet

If you do not want to save the changes you made to the user profile, click the Cancel button at the
bottom of the screen. You will be returned to the Manage Agency Users screen and the changes will

not be saved.

OR

If you want to save the changes you made to the user profile, click the Submit button at the bottom

of the screen.

Note - if you make revisions to a user's profile, you will need to re-enter a password for the

user.

You will be returned to the Manage Agency Users screen and the changes will be saved.
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Key Points

¢ Re-enter a password when you modify a profile.
@ Check off the users you want to modify.

@ Utilize customer support resources.
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Reassigning User Roles

To reassign user roles, click the Manage Agency Users link on the left of your screen.

-
o

This will take you to the Manage Agency Users screen.

ernet Explorer provided by The Edcomm Grouj

telp i

Q@ sack - [%] @ €0 POseatn Slpraveries @meda €8 (- i 5 ) B
Address | 4] https:japply.arants.gov/AgencyLognServiet v Go i Links »
' Tutorial Resources Search For Gramtors Applicants EBiz Privacy AboutUs HELP
— A i
™M Get Find Grant Al Gustomer
GRANTS.GOV s onponuiis 5’,:’“ el

Home > For Grantors > Manage Agency Users.

Manage Agency Users

Reaseign Foles | [ ModityUser ] [ Delete User ]

[Organization Users

Publish Applications

Manage
Package Templates

Agency

Users

screen

T Check All Clear All

Applications

Grants GovAdmin
GrantsSupportAdmin

[ |
[ = |
(= |
= | Joo rady
(= |
| = |

Michelle Franklin
Rebecea Spitzgo

Logout of Grants.qov

&l oo & 9 intemer

This screen displays the users currently registered with the agency or agencies that you represent.
Select the user you want to modify by clicking in the checkbox in the first column of that user’s row.
Click the Reassign Roles button above the listed users.

This will take you to the Reassign User Roles screen.

ernet Explorer provided by The Edcomm Group

"
Qe - € DD seach g Favortes @) veda 62 = 3
#déress | ] https:Japply.arants.gov AgencyLoginervlet ¥ B itnks
y Tutorial Resources Scarch For Grantors Applicants EBiz Privacy AboutUs (HELP
»‘ GRANTS.GOV™ Get Find Grant Anwya customer |
- Started Opportunities ), Gra Support

e Home > Grantors > Manage Agency Users > Reassign User Roles
Grants
of Gran

Reassign User Roles
Publish Applications

Reassign

Package Templates User Name: Grants GovAdmin
U Se r ekrioe S brritted User ID: GG-GrantsGovAdmin1

Applications

Ro I es Assian Agency Tracking
Number
Manage Agency Users

screen Mannae Asensies

View All Submitted
Appiications

Current Roles: Remaining Roles:

Logout of Grants.gov

Cacel Rosesian

&loone 8 @ ineret

The Current Roles table lists the roles which are currently assigned to the user.
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To add a role to the user, select the role that you want to assign to the user in the Remaining Roles
table by clicking it. Then click the double arrow pointing to the left <<. The role will move from the
Remaining Roles table to the Current Roles table.

To remove a role from the Current Roles table, select the role by clicking it and then click the double

arrow pointing to the right >>. The role will move from the Current Roles table to the Remaining
Roles table.

If you do not want to save the changes to the user roles, click the Cancel Reassign button at the
bottom of the screen. You will be returned to the Manage Agency Users screen and the changes will
not be saved.

OR

If you want to save the changes to the user roles, click the Continue button at the bottom of the
screen. You will be returned to the Manage Agency Users screen and the changes will be saved.

Role Definitions

The Agency Grant Creator role allows a user to publish application packages.

The Agency Grant Retriever role allows a user to retrieve applications that were submitted to
your agency.

The Agency Tracking Number Assigner role allows a user to assign tracking numbers to
submitted applications.

The Agency Template Creator role allows a user to manage application package templates.
The Manage Agencies role allows a user to manage agencies.

The View Applications role allows a user to view the applications submitted to your agency.
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Key Points

@ Know the definition of each role.
@ Onlyroles in the “Current Roles” box will be assigned.

@ Utilize customer support resources.
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To delete an existing agency user profile, click the Manage Agency Users link on the left of your
screen.

-
o

This will take you to the Manage Agency Users screen.

A Grants.gov - Grantors - Microsoft Internet Explorer provided by The Edcomm Grou

Ble Edt Vew Favortes Toos Hep i
@ O BREG 5 3
Address | 4] https:japply.arants.goviAgencyls v Go i Links »
) Tutorial Resources Search For Gramtors Applicants EBiz Privacy AboutUs HELD
(- n .
b ™M Get Find Grant Al Gustomer
GRANTS.GOV sty Pbidi: gv,;!a il
Home > For Grantors > Manage Agency Users
Manage Agency Users
ublis! s
M a n a g e Manage Application [ ReassignRoles ] [ Madifty User ] [ Delete User |
Package Templates
A | lorganization Users
gency o sinaes | R
Applications
| m | GrantsSupporAdrmint
Users [ |
Manage Agency Users | m | Michelle Frankiin
screen Manage Apencies [ | Rebesca Spiego
Gy hiat = Check All Clear All
& ore 8 @ merner

This screen lists the users currently registered for your agency.

Select the user profile that you want to delete by clicking in the check box in the first column of that
user’s row.

Click the Delete User button above the listed users.

This will take you to the Delete User Confirmation screen.

2 Grants.goy - Grantors - Wicrosoft Internet Explorer provided by The Edcomm Group A=
"

Ele Edt Uew Favorkes Tocks Help

Qo - © (¥ B B PO seuch Firrowies @rese £) (- I )3

fddress | €] hitpfjtestapply row.comjAgencyLoginServiet Y B inks >

y ] Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs HELP)

s N "
= s Get Find Grant | Apply Customer
GRANTS. GOV stad Opprtintiil | Gre Pl

Delete User Confirmation

re sou sure you want to delete the following users?

Organization Users
user 11

Cancel

Delete User
C o n fi r m ati o n Assign Agency Tracking
screen i

Manage Agencies
Published Opportunities

Logout of Grants. qov
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Click the Delete button to permanently remove the listed user.
OR

Click the Cancel button to return to the previous screen without deleting the listed user.
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Key Points

@ Check off the user to delete.
@ Deleting users is permanent.

@ Utilize customer support resources.
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Practice Il Create a New Application Package Template

To create a new application package template that can be used to create multiple opportunity specific

application packages, click the Manage Application Package Templates link on the left of your
screen.

-
o

Creating application package templates has no effect on application packages already published
on Grants.gov.

This will take you to the Manage Application Package Templates screen.

Bl Ede U o
Qe - @ - [¥] 2] € O search g Fovories @ redin )

iddhess | ] hitps:/japply grants.goviAgencyLoginservlet ¥ B itnks
y Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs (HELS
= \ |
£ Get Find Grant Apply Gustomer
GRANTS.GOV o= P Nyt o
Home > For Grantors > Manage Application Package Templates |

Manage Application Package Templates

- - Manage Application [ Creste Template__| [ Modity Template | [__Delete Template |
Package Templates
App I |Cat|°n RO | [Template Name Included Forms

Retrieve Submitted

Pa c ka g e Applications DHUD - Housing g Counsel ling Training g Mandatory: SF4244, SHNE(‘);:;&;-SN?:: FaithBased_SurveyOnEEO
sson Avency Tracki Waniatory: Oer, 57424
= DHUD Capacity Building Grant Optional: F: |_SurveyOnEEQ
Templates OHUD SupenioFh Goneralsoston | AN O e S SuneyonEED, SFLLL, G742, 8 244, 84248
Ovtonat Nons
Manage Agencies g
Manage Agencies el Mandatory: 574244, 5F434, Other, Project

screen view a1 Submted

Optional: Mone
Applications et

DOK0SH Regulatory ASE
evelopment, Foresry, and Communities
roject Grants & Cooperative Agresments

lone
£PAORD STAR Package Mandatory: EPA_KKeyContacts, SF 4244, Project, Budget, 5F424
Optional: Other

Mandatory: ED_SF424_Supplement, ED_80_0013, ED_24_Budoet, ED_GEPA43T,

Education Generic Package ED_CertficationDebarment, SFLLL, Budget, GF 424, 54248, Project
Optional: ED_Abstract, Other, FaithBased_SUneyOnEEQ
Food and Nut Mandatory: Budget, SF424, 5F 4244
I Option: ased_SurveyOnEEQ

,_
o
B
53
Do

48, SF424B, SF424
roaram. Pro rative e
&) Done S Internet

This screen displays the available application package templates.
Click the Create Template button above the listed application package templates.

This will take you to the Create New Application Package Template screen.
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ch = 3
iddhess | ] hitps:/japply grants.goviAgencyLoginservlet v B itk *
y Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs (HELS
s £ Get Find Grant Apply Gustomer
GRANTS.GOV i o 2 o
Home > Grantors > Manage Application Package Templates > Create New Application Package Template |
c reate [Create New Application Package Template
ubls!
N ew Manage Application [This screen allows you to create new application package templates that can be used ta create an application package for a specific funding
Package Templates jonportunity hased on the template,
App I lcatlon Rofrievs Sutimitied ihen you have made the nec essary revisions, elickthe “Save button to save the modifications.
Applications
Packa ge Cickthe *Gancer buton to return o the Manage Application Package Templates sereen withaut saving any reviions
Manage no effect on
Template
View All Submitted
Appi
screen hndatoyForms
ogout of Grants. Agplication for Federal Assistance (SF-424) (Required)

Optional Forms

&) Done S Internet

Enter a name for the application package template in the Package Name field. This field must be
completed in order to create the new application package template.

The Available Forms box lists the documents and forms that can be included in the template.

To assign the forms required for the application, select the form name by clicking on it and click the
double arrows pointing toward the right >> next to the Mandatory Forms box.

Note - the SF-424 is a required form for all applications.

To assign the forms that are not required but may be used to provide additional support for the
application, select the form name by clicking on it. Then click the double arrows pointing toward the
right >> next to the Optional Forms box.

To remove a form from the Mandatory Forms or Optional Forms box, select the form name by
clicking on it. Then click the double arrows pointing toward the left << next to the appropriate box.

If you do not want to save the new the application package template, click the Cancel button at the
bottom of the screen. You will be returned to the Manage Application Package Templates screen
where the new application package template will not appear.

OR
If you want to save the new the application package template, click the Save button at the bottom of

the screen. You will be returned to the Manage Application Package Templates screen where the
new application package template will appear.
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Key Points

O The SF-424 is a mandatory form.
¢ Optional forms are used to provide application support.

@ Utilize customer support resources.
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Practice I8 Modify an Application Package Template

To modify an existing application package template, click the Manage Application Package
Templates link on the left of your screen.

Modifying application package templates has no effect on application packages already
published on Grants.gov.

This will take you to the Manage Application Package Templates screen.

net Explorer provided by The Edcomm Grou

res @ veds ) = 3
o > »
address &) https:)/apply arants.gov/AgencyLoginserviet Y| Bl ks
y Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs (HELS
= \ |
£ Get Find Grant Al Gustomer
GRANTS.GOV i P g’,:’a o
Home > For Grantors > Manage Application Package Templates: |
Manage Application Package Templates
anage i i
= - Manage Application [ Creste Template__| [ Modity Template | [__Delete Template |
A lication Package Templates
| [Template Name Included Forms
rieve Submitted
Package MoGiCHnE DHUD - Housing g Counsel ling Training g Mandatory: SF4244, SHZ@E(‘);FI\;LL‘SF:NZ:‘Fa\thEaSEd,EuNEvOnEEO

DHUD Capactty Building Grant

Templates
screen

DHUD SuperOFA General Gection Mandatory: Other, FaithSased_S

D Mandatory: SF4244, SF424, Other, Prajet
Optionak: None

Mandatory: SF4244, 6

o

DOFOSH Regulatory ASE get, SF424B, Praject, Other
L

Development, Forestry, and Communities Mandatory: Froj
Project Grants & Cooper: ments Optional: None

EPAORD STAR Package Mandatory: EPA_KeyContacts, SF4244, Project, Budget, SF424
ptional: Other
Mandatory: ED_SF424_Supplement, ED_80_0013, ED_524_Budoet, ED_GEPA427,
Education Generic Package ED_CertificationDebarment, SFLLL, Budget, SF424, SF424B, Praject
Optional: ED_Abstract, Other, FaithBased_SurveyOnEEO
Food and Nuion Senvice Discretionary Mandatory: SF 4248, Budget, 5F424, SF4244
Optional: FaithBased_SuneyOnEEO
el Mandatory: Prajett, SF4244, SF424B, SF 424 &
Proaram. Pro e
&) Done S Internet

This screen displays the available application package templates.

Select the application package template that you want to modify by clicking in the checkbox in the first
column of that template’s row.

Click the Modify Template button above the listed application package templates.

This will take you to the Modify Existing Application Package Template screen.
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#déress | ] https:Japply.arants.gov AgencyLoginervlet ¥ B itnks
y Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs (HELS
B N .
o £ Get Find Grant Apply Gustomer
GRANTS.GOV i P ma o
Home > Grantors > M: Templates > lif dsting Template [ |
I IOd Ify IModify Existing Application Package Template
- - Publish A s
Existin g B by i coeen llows yauta modty an extstng package tempiate
Package Templates
Ap p I i cati o n fhen you have made the neces sary revisions, elick the "Save” button to save the modifications.
Cick the Cancer buton o retum ta the Manage Application Package Templaes sereen without saving any revisions.
Package

(5F-424) (Required)

&loone 8 @ ineret

Make any necessary revisions.

If you do not want to save the changes you made to the application package template, click the
Cancel button at the bottom of the screen. You will be returned to the Manage Application Package
Templates screen and the revisions will not be saved.

OR

If you want to save the changes you made to the application package template, click the Save button
at the bottom of the screen. You will be returned to the Manage Application Package Templates
screen and the revisions will be saved.

Note - the changes you made to the template will not be reflected in application packages that
have already been published using the template. You will need to modify the application
package and reselect the template in order for those changes to be reflected.
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Key Points

¢ Modifying templates does not affect published packages.
@ You can only modify templates you created.

@ Utilize customer support resources.
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Practice i3 Delete an Application Package Template

To delete an existing application package template, click the Manage Application Package
Templates link on the left of your screen.

Deleting application package templates has no effect on application packages already published
on Grants.gov.

This will take you to the Manage Application Package Templates screen.

2 Grants.gov - Grs

e Edt ew

Qs -

soft Internet Explorer provided by The Edcomm Group

@@

éddress | &] hitpsij{apply grants.gov jAgencyLoginServiet

B«

Links >

)

Tutorial Resource:

s Search For Grantors Applicants EBiz Privacy AboutUs (HELP)

Manage
Application

GRANTS.GOV™

Find Grant | ApplyFOFSl  Customer.

Get
Started Opportunities |, Grants-

Package
Templates
screen

Welcome,
Grants SupportAdmint
of GrantsGovAdmin

Publish Applications

Manage Agency Users
Manage Agencies

View All Submitted
Applications

Logout of Grants.gov

] one

Home > For Grantors > Manage Application Package Templates

Manage Application Package Templates

Create Template Modify Template
| [Template Name Included Forms

Delete Template

Assian Agency Tracking
Number

DHUD - Housing Counseling Training
DHUD Capatity Building Grant
DHUD SuperNOFA General Section
DOE-GF0-Geathermal

DOI-0SH Regulatory ASE

Development, Forestry, and Communities
Project Grants & Cooperative Agreernents

EPAORD STAR Package

Education Generic Package

Food and Nutrtion Service Discretionary

ForestSenice Canservation Resewe
Prooram. Proiect Grants & Coooerative

Mandatory: SF 4244, SF4248, SFLLL, 5F424, FailhBased_SuneyOnEEQ

Mandatory: Other, 5F424
Optional: FaithBased_SunveyOnEEQ
Mandatory: Other, FaithBased_SurveyOnEED, SFLLL, GF424, SF4244, SF4248
Optional: None

Mandatory: §F4244, SF424, Other, Project
Optional: None
Mandatory: SF 4244, 5F424, Budget, SF4248, Project, Other

Optional: SFLLL
Mandatory: Froject, SF4248, SF424, SF4244

_524_Budget, ED_GEPA4Z7,
, SFLLL, Budiget, SF 424, SF424B, Praject
Optional: ED_Abstract, Other, FaithBased_SunveyOnEEO.
Mandatory: SF 4248, Budgel, 5424, 5F4 244
Optional: FaithBased_SunveyOnEEQ
Mandatory: Project, SF424A, SF424B, SF 424 =

S @ intemet

This screen displays the available application package templates.

Select the application package template that you want to delete by clicking in the checkbox in the first
column of that template’s row.

Note - You will not be able to delete application package templates that your agency did not
create.

Click the Delete Template button above the listed application package templates.

This will take you to the Delete Application Package Template Verification screen.
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A Grants.gov - Grantors - Microsoft Internet Explorer provided by The Edcomm Group. | =]E3)

Ele Edt Yew Favoites Toos Help i

Qe - ) [¥] [F] @0 O seach 57 Favortes @ veda ) = 3

#déress | ] https:Japply.arants.gov AgencyLoginervlet ¥ B itnks

’ Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs MELP)

B n .
— Y Get Find Grant , A Gustomer
GRANTS.GOV s Opparin g’,:’a rord

i Home > For Grantors > Publish Applications > Delete Application Package Template Verfication

Grants SupportAdmint
elete of GrantsGavadmin
Publish Applications

ApPPlication | uuewmom [ oo et s Packege Temoie fom e Grams o tabose Aease e detas of e cpoorunty
Package Templates Ibelow and make absolutely sure that you wish to delete it, before pushing the "Delete” button below.

Package S

noplalons Please note that creating and ediing templates has no effect on apportunities already publishied in Grants. gov

Tem I ate Assian Agency Tracking | rempiate Hames _testest
Number

[Mandatory Forms: ppication for Federal Assistance (SF-424)
Manage Agency Users

Verification | wmm. [™™ ™
screen view a1 Sumate

Appiications

[Delete Application Package Template Verification

Logout of Grants.gov

&loone 8 @ ineret

Click the Delete button to permanently remove the listed template.
OR

Click the Cancel button to return to the previous screen without deleting the listed template.
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Key Points

O Deleting templates does not affect published packages.
@ You can only delete templates you created.

@ Utilize customer support resources.
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MY Publish a New Application Package

To create new application packages to be posted at Grants.gov, click the Publish Applications link on
the left of your screen.

This will take you to the Publish Applications screen.

sosoft Internet Explorer provided by The Edcomm Grouj

Qek v ()  [¥] [B] () Oseatr 5zravoites @ veda €2 = 3
Address | @] hetps:/japply.grants.gov/ager rilet v Go i Links »
' Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs HELP
e C |
GRANTS.GOV* o ol w
Home > For Grantors > Publish Applications
Publish Applications
P bl - h [ Create Opportunity ][ Modity Opportunity | [ Delets Oppottunity | [ Refresh |
uplis Opportunity
- - Num. Open Date _[Close Date
Appllcatlons There s no data to displa.
screen
@ vore 8 @ et

This screen displays the current application packages for the agency/agencies that you represent.
Click the Create Opportunity button above the listed application packages.

This will take you to the New Grant Opportunities Properties screen where you can enter
information about the new application package.

Bl Edt W i
Qe - 5 3
Address | 48] https:/lapply.rants.gov/Agencyloginserviet v Go i Links »
' Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs HELP
(- - .
b ™M Get Find Grant Al Gustomer
GRANTS.GOV s onponuiis gv,;!a el
Home > Granors > Publish Applications > New Grant
[New Grant Opportunity Properties
u s
New Grant
P Package Templates
Opportunities | mwesme i
Applications Opportunity Title:*
Properties
[Open Date: Cformat: MMDDAY YY)
screen ciose bae: ot T
Retention period: s
Grancs Supporchdmint
itle
ne: 8005184726
Form Pa jert Select 4 Package Template v
[Appiication nstructions:*
Publish
€] bore 3 @ intemet

Enter your agency’s CFDA number in the CFDA Number field. This must be a valid CFDA number.
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Enter an opportunity number in the Opportunity Number field. This field must be completed in order
to publish the application package.

Enter a title for the application package in the Opportunity Title field. This field must be completed in
order to publish the application package.

Enter a competition ID in the Competition ID field.

Enter the date by which the opportunity should be made available in the Open Date field.

Enter the date by which the opportunity should no longer be available in the Close Date field.
Enter the number of days for which the package should be retained in the Retention Period field.
The Agency Contact field lists the first and last name, title, email address and phone number that
was entered in your user profile. This information will be listed on the cover page of the application
package as the agency contact information. You can edit any of the information listed simply by

selecting the text and typing any revisions.

Select the application package template for the application by clicking the arrow next to the Form
Package drop down box. This field must be completed in order to publish the application package.

You can upload application instructions from your computer by clicking the Browse button next to the
Application Instructions field. This field must be completed in order to publish the application
package.

This will open a Choose File window where you can browse on your computer to the file which
contains the application instructions.

Choose file
Laok in: | 15 Program Files j ] EF E2-
: C ) Microsoft ActiveSync o) Winde
r I d IZymicrosoft frontpage Windc
My Recent |25 Common Files [CMicrosoft OFfice Cwingip
Docurfents |2 ComPlus Applications 1) Movie Maker )Ws_F
B corel M [CIERO
- | Creative |ZIMSM Gaming Zone
Desktop el | MetMesting
Choose [CIIDEAS [DCfficelpdate
- J Installshield Installation Information |23 Online Services
FI I e 'J I_inkel I 0Outlook Express
- My Documents | — o
win d ow |3 Internet Explorer |[Z)PureEdge
Y | ZiMacromedia |20 QuickTime
;95 [Mcafee I[C)Roxia
My Computer -.;_:]Mcnfee WirusScan 6.02 Retail Uninstall Information
[ ZiMessenger i Windows Media Player
@ ! :
My N;Exork File name: | ﬂ Open |
Flaces
Files of type: | &1l Files (%) j Cancel

Once you have selected the correct file, click the Open button.
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You will be returned to the New Grant Opportunities screen where the path to the file will
now appear in the Application Instructions field.

-
o

If you want to select a new file, simply click the Browse button again, select the correct file,
and click the Open button.

If you do not want to save the new the application package, click the Cancel button at the bottom of
the screen. You will be returned to the Publish Applications screen where the new application
package will not appear.

OR

If you want to save the new the application package, click the Publish button at the bottom of the
screen.

This will take you to the Opportunity Publication Verification screen.

2 Grants.gov - Grantol

osoft Internet Explorer provided by The Edcomm Group [S[EES]
Ele Edt wew Fav i

Qe -

Address | ] httpssjapply.arants,govjAgencylognServiet % G |ilnks ™

) Tioril Resources Search For Grantore. Applicants Bz Prvacy Aboutls (155D
2 s Get Find Grant | Apply Customer
= GRANTS.GOV I W ﬁ,.a o

Home > For Grantors > Py Verification &

=

o p pO rtun Ity “You are about to make the following application available o the public. Please verify the details and click "Publish’ to
. . make this opportunity available on Grants gov.
Publication
.

Verification | e e

Number Toe

Manage Agency Users None
screen Wnage Ageocies e

View All Submitted
Applications

Logout of Grants.gov

Grarts e Emai: Phone: 5005184726

f Lobbying Activiies (SF-LLL)

s (SF-4248)
rograms (SF-4248)
Application for Federal A
Optionsl Forms: ~ one.

Application Instructions: view

Publish Review || Cancel ~
€] Dore 5 intermet

Review the information listed.

To view the application instructions that you uploaded, click the View link in the Application
Instructions field.

If the information listed is not correct, click the Review button to return to the previous screen so that
you can make any necessary revisions, or click the Cancel button to return to the Publish
Applications screen without creating the new application package.

OR
If the information is correct, click the Publish button. This will make the new application package

available to the public. You will be taken to an Opportunity Publication screen which will confirm
that the new application package is now available for public download.

Page 74



)

GRANTS.GOV™

-
o

Grants.g

ov Grantor Training

The Apply for Grants Process

Opportunity
Publication
screen

A BL e

4

-
[

[T Sy

GRANTS. GOV

[= 5%
&

[roe @i €

Bl =

Tutorid Resewces Seach For Cramtors Applcads Bz Privacy Aboults HELE

\ "sﬁfam’

ot

Garl
Staned Oppartunilies

Hmane Apphcoon
Packag Tamplaras
Fefrieys Submined
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[0 pportunity Publication
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Click the Continue button to return to the Publish Applications screen. Your new application
package will be listed with the other packages published for your agency.

Opportunity
Publication
Verification
screen

2 Grants.gov - Grantors - Microsoft Internet Explorer provided by The Edcomm Group FEx
Fle Edit Yiew Favortes Tosks Help o
Qrk - © - [¥] B € POsench e ravaries @rissa &) > 3

Address [48) htp:/Restapply.row. com/lLogiSer et v Be
' Tutorial Resources SiteSearch For Grantors Privacy AboutUs HELP)
=S o .
et s Get Find Grant |, A Cust
GRANTS.GOV stoned ) Opporuniiesl  Grans Sunport
Home > For Grantors > Publish > New Grant pertics > Verffieation ]
Welcome,
test test
of TAG . . . - v
3 Opportunity Publication Verification
Publish Applications
Manage Application Package | oy are ahout to make the following application available to the public. Please verify the details and click 'Publish” to
Templates make this opportunity available on Grants gov.
Retrieve Submitted
Applications CFDA Number: MNane
Assign Agency Tracking CFDA Title: None
Number Opportunity Number: 2468
T —_— Opportunity Title: testz
Open Date: None
Manage Agencies Close Date: None
‘View Applications Retention Period: null days
— Agency Contact: testtest Title E-mall test Phone: 1234567869
Application Package: 10.17 Template
Mandatory Forms: Disclosure of Labbying Activities (SF-LLL)
EPA Key Contacts Form 5700-84
Application for Federal Assistance (SF-424)
Optional Forms:  Program Marrative Attachment Form
Application Instructions: View
——— o
&) Done @ Internet

Review the information listed.

To view the application instructions that you uploaded, click the View link in the Application

Instructions field.

If the information listed is not correct, click the Review button to return to the previous screen so that
you can make any necessary revisions, or click the Cancel button to return to the Publish
Applications screen without creating the new application package.

OR
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If the information is correct, click the Publish button. This will make the new application package
available to the public. You will be taken to an Opportunity Publication screen which will confirm
that the new application package is now available for public download.

-
o

2 Grants.gov - Grantors - Microsoft Internet Explorer. provided by The Edcomm Group FEx
Ele Edt Wew Favortes Tooks Help L
Q- O BRG] O ferore @ @ Q- BB LB
#ddress | @) httpssjapply.grants.gov/Agencyloginervist 5 Go ilnks *
) Tioril Resources Search For Grantore. Applicants Bz Prvacy Aboutls (155D
= a .
< £y Get Find Grant | Apply Customer
= GRANTS.GOV e o ) s
Home > For Grantors > Publish Applications > Opporunity Publication Success
[Opportunity Publication
o t .t Congratulations, your epportunity is now avalable for public download
PP \4
Publication
Number
screen Manage Agency sers
Manage Agencies
View All Submitted
Applications
Logout of Grants.gov
€] Dore 5 intermet

Click the Continue button to return to the Publish Applications screen. Your new application
package will be listed with the other packages published for your agency.
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Key Points

C Complete all the required fields.
@ You can update the Agency Contact information.

@ Utilize customer support resources.
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MeEcHEN Modify an Application Package

To modify an application package that is published at Grants.gov, click the Publish Applications link
on the left of your screen.

-
o

This will take you to the Publish Applications screen.

sosoft Internet Explorer provided by The Edcomm Grouj

Q@ sack - [%] @ €0 POseach Sloravertes @meda ) (- L [ 3
Address | @] hetps:/japply.grants.gov/ager rilet v Go i Links »
) Tutorial Resources Search For Gramtors Applicants EBiz Privacy AboutUs HELP
(- - .
™M Get Find Grant Al Gustomer
< GRANTS.GOV sty Pbidi: g’,:’a il
Home > Grantors > Publish Applications > Existing Grant Opportunity Properties |
[Existing Grant Opportunity Properties
Publish e
Applications
screen e —
Cformat MDDV VYY)
doys
nts Supportidmint
005184726
Mandatary Forms: Di f Lobhying Activi (BF-LLLY
Programs (SF-4248)
ourert F
nnnnnnnn n Programs (SF-4244)
& ore ) 8 @ merner

This screen displays the current application packages for the agency/agencies that you represent.

Select the application package that you want to modify by clicking in the checkbox in the first column
of that application’s row.

Click the Modify Opportunity button above the listed application packages.

This will take you to the Existing Grant Opportunities Properties screen.

= [E1%|
o

e B st s o0 F B en i

' Tutarial Reavices Seoch For Gramors Applcacs EBiz Privacy Aboulth HELE
Iu.--_ . A |
GRANTS.GOV* sived | O ‘S’.?a S
Home + Gesmrlars = Putiiah Spglicad =
R e e
Existing [—
G Emen:_!?ﬂulﬂw s Huembsar:
rant i SN e
. e — [ —— Caporant: Tile
o p po rtu n It I es omyiggs Aemcy Tngihing Campettion B
P ro pe I‘tl es oy Datac: e rel BRED )
RSN PR | e e
T it s ;i
screen T
Agulkaibns
Lot of Gramsacy
e comtat
ko cptonsl famns
Eudsl bamal s dhachmae | Fam
2] Loe B 2 8 1
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Make any necessary revisions.

Note - If you change the template associated with a published application package and an
applicant submits an application which has the old template in it, Grants.gov will reject the
application.

If you do not want to save the changes you made to the opportunity, click the Cancel button at the
bottom of the screen. You will be returned to the Publish Applications screen and the changes will
not be saved.

OR

If you want to save the changes you made to the opportunity, click the Publish button at the bottom
of the screen to save the changes.

This will take you to the Opportunity Publication Verification screen.

2 Grants.gov - Grantors - Microsoft Internet Explorer. provided by The Edcomm Group FEx
7

Ble Edt Wew Favorkes Toos Heb *

@ sack - €] [B] @b Pseren Fproonss @mea @) 2- 1k [H B
Adiress | ] hitps:/japply.grants govAgencyLoginServist B ok
y ] Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs (HELP)
| £y Get Find Grant | Apply Customer
GRANTS.GOV Started Opportunities ﬁma Support

Home > For Grantors > Py Verification &

=

o p pO rtun Ity ou are sbout tx:lmat\ie fne fllwing splicaton sailble o th publc. Please veryte deals and clck ‘Pubish o
N . make this opporturity available on Grants gov.
Publication Rt Sub
v er ifi ca ti on Assian Agency Tracking i o :‘Z;:,ES,
Number e
Manage Agency Users None
screen Manage Agencies

View All Submitted
Applications

Logout of Grants.gov

s (SF-4248)
rograms (SF-4248)
Application for Federal A
Optionsl Forms: ~ one.
Application Instructions: Visw

Publish Review || Cancel ~
€] pone S @ e

Review the information listed.
To view the application instructions, click the View link in the Application Instructions field.
If the information is not correct, click the Review button to return to the previous screen so that you
can make any necessary revisions, or click the Cancel button to return to the Publish Applications
screen.

OR
If the information is correct, click the Publish button. This will make the updated application package

available to the public. You will be taken to an Opportunity Publication screen which will confirm
that the modified application package is now available for public download.
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4 Grants.gov - Grantors - Microsoft Internet Explorer provided by The Edcomm Group []=E3)
Fle Edt Wew Favortes Tooks Help "
Q@ sack - [%] @ €0 POseach Sloravertes @meda ) (- L [ 3

Address | 48] https:/lapply.rants.gov/Agencyloginserviet v Go i Links »
) Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs HELE)
- n .
b ™M Get Find Grant Apply Gustomer
GRANTS.GOV sty Pbidi: m:a il
i Home > For Grantors > Publish Applications > Opportunity Publication Success
Grants SupportAdmint
of GrantsGovAdmin 4 e
[Opportunity Publication
Publish Applications
Manage Application [Congratulations, your opportunity is now available for public download

o (o] rt un ity Package Templates
p p Retrieve Submitted

Publication vtcaions

Assian Agency Tracking
Number

screen Manage AgencyUsers
Manage Agencies

View All Submitted
Applications

Logout of Grants.qov

&l oo & 9 intemer

Click the Continue button to return to the Publish Applications screen.
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Key Points

C Check off the package you want to modify.
¢ Review package details before publishing.

@ Utilize customer support resources.
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Practice B} Delete an Application Package

To delete an existing application package, click the Publish Applications link on the left of your
screen.

-
o

Note - Once an application package is deleted, Grants.gov will no longer accept or process any
applications which use the deleted package.

This will take you to the Publish Applications screen.

iddress | 4] https:fapply.arants gov/Agencylognserviet v B itnks

) Tutorial Resources Search For Gramtors Applicants EBiz Privacy AboutUs HELP

(- " "
e - Get Find Grant A Gustomer
GRANTS.GOV sty P g il

Home > For Grantors > Publish Applications

Publish Applications

Publish Applications

P u bl iS h Manage Application [_Create Opportunity | [ Modity Opportunity | [ Delete Oppottunity | [ Refresh |

Package Templates

lOpportunity
R s | [ T O
Appllcatlons Applications. Theteis ho data o display.

ssian Agency Trackin

screen

Manage Agencies

View All Submitted
Applicati

Logout of Grants.qov

& pone 5 mntermet

This screen displays the current application packages for the agency/agencies that you represent.

Select the application package that you want to delete by clicking in the checkbox in the first column
of that package’s row.

Click the Delete Opportunity button above the listed application packages.

This will take you to the Delete Opportunity Verification screen.
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A Grants.go - Grantors - Microsoft Internet Explorer, provided by The Edcomm Group | =]E3)
Fle Edt Vew Favortes Toos Help i
Q@ ark ~ [x] (@] @0 Oseach §lzravoies @reda &) - i F [ B
Address | &] hitpsilJapply grants.gov/AgencyLoginservlet ¥ B itnks

y Tutorial Resources Scarch For Grantors Applicants EBiz Privacy AboutUs (HELB)

_— A 1
£ Get Find Grant Al Gustomer
GRANTS.GOV i P gv,;’a o

i Home > For Grantors > Publish Applications > Delete Opportunity Verifization

Grants SupportAdmint

of Grants Gawdmin . —
Delete Opportunity Verification
e e e Publish Applications
- Manage Appication Youare aboutto delete this oppartunity from the Grants gov database. Please review the details of the opportunity belaw
o p po rtun |ty Package Templates and make absolutely sure that you wish o delete i, before pushing the “Delete” button below:
Retrieve submitted )
Verification e WARNING: Once tis spportuity has bes deleted Grants gov will o longer aceept or process any applicatons fr this opportuniy
BssinAtencyTiacking | Groamurmbers o~
Number CFDA Title: MNaone.
screen Manage Tstesr
e Opportunity Tite: | THe
Hanage Agencies Competiion D: None
View Al Subitteq Open Dater i
Applications Close Date: null
Logout of Grantsqov Applcation Package:  hiandelory Foms: Disclsure of Lobbying Activies (SF-LLLY

Assurances for Non-Canstruction Programs (SF-4248)
Budget Narrative Aftachment Form
Burdget Information for Non-Construction Programs (SF-4242)
Applcation for Federal Assistance (SF-424)
Optional Farms: Mo
Application Instructions: Visw

&loone 8 @ ineret

Click the Cancel button to return to the previous screen without deleting the listed template(s).
OR
Click the Delete button to permanently remove the listed application package.

This will take you to the Opportunity Deleted screen.

2 Grants.goy - Grantors - Wicrosoft Internet Explorer provided by The Edcomm Group A=
m
@

Ele Edt Uew Favorkes Tocks Help

Q- O B R G 0w Frroes @t @2 BB LS

#ddress | ] httpsifjapply . ants,gov [AgencyLoginserviet Y B inks >
) Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs (HELP)
e O
2 £ Get Find Grant Apply. ‘Customer
GRANTS.GOV s onmainde "o o

i Home > For Grantors > Publish Applications > Delete Opportunity Success

Grants SupportAdmint
of GrantsGovAdmin

[Opportunity Deleted
Publish Applications
- Manage Applcation our opportunity has been successfully deleted Please nots that any applications subssguently submitted for the
o P po rtun |ty Package Templates ermaved opportunity wil be rejected by Grants gav.
Retrieve Submitted
Deleted it o applicants have registerd to be notfied of changes to this opportunty so no removal notifications were sent

e
screen Manase Agoncy Users

Manage Agencies

View All Submitted
Applications

Logout of Grants.gov

| &] Done 8 © nteret

Click the Continue button to return to the Publish Applications screen.

Click the Refresh button to update the Publish Applications screen so that the application package
you deleted no longer appears.

Page 83



p

GRANTS.GOV™ Grants.gov Grantor Training

The Apply for Grants Process
(¢ 2

-
o

Key Points

C Applications will not be accepted for deleted packages.
¢ Review the package information before deleting.

@ Utilize customer support resources.
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Practice I} Downloading Application Viewer

In order to access, complete and submit applications, you will need to download and install the
PureEdge Viewer, a small, free program.

-

PureEdge Viewer: Minimum System Requirements

For PureEdge Viewer to function properly, your computer must meet the following system
requirements:

Windows 98, ME, NT 4.0, 2000, XP*
500 Mhz processor

128 MB of RAM

40 MB disk space

Web browser: Internet Explorer 5.01 or higher, Netscape Communicator 4.5 - 4.8, Netscape
6.1,6.2,7

*If you do not have a Windows operating system, you can still use PureEdge by using a Windows
Emulation Program.

MAC users: Please review the MAC white paper below published by PureEdge for additional
information:

Mac Support for PureEdge (http://www.grants.edcomm.com/files/Mac Support11.pdf)

If you have problems setting-up the software, you may not have security permissions to install new
programs on your system. If that is the case, you should contact your system administrator.

Downloading PureEdge Viewer

Click the Get Started tab at the top of any screen.

This will take you to the Get Started screen.
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Grants gov - Get Started - Microsoft Internet Explorer provided by The Edcomm Group.

Ele Edt Vew Favortes Toos Hep

Qe » @ - [¥] B (0 Oseath 5lzravoes @ meda £ G

Address | 4] http:fwww.grants. gov/Getstarted v Go i Links »
) Tttt Resources Search For Grantors. Applcans Ebiz Prvacy Aboua s (LD
¢ Get Facam. A Gust |
. - =
GRANTS.GOV o, o sz:'a ysome

Home > Get Started

Find Grant Opportunities
Download an Application
Packag

Redister with CCR

G et Register with the
Credential Provider
St t d Reaister with Grants.ov
arte Log onto Grants.gov
Getiing started with Grants.gov s easyl There are two key features on the sie: Find Grant Opportuniies and Apaly for
Grants. Eventhing else on the site s desianed to support ihese two features andyour uss ofthem. Whie you can bein

screen searching for grant opportuniies for which you would ike ta apply immediately, s recommended that you complete the
remaining Get Started steps Sooner rather than later, 0 thatwhen you ind an opPOTUNTty Tor which you would like o apply,
you are ready to go. Click on any of the steps listed helow ar on the left navigation harto access mare defailed infarmation

Get Started Stey ortunity for Which You Would Like to Ay
Startyour search for Federal government-wide grant opportunities and register to receive autamatic email notifications of
new grant opportunities as they are posted to the site by clicking the Find Grant Opuortunities tab at the top of the page.

Once you have located a grant opportdnity for which you wish to apply, checkto see ifitis available o apply online through
‘Grants. gov. You will need to enter the Funding Opportunity andior CFDA number to access the application packags and
instructions. Click on Grants.ciov Program Listto access CFDA numbers for programs with anplications cumenily availale
on Grants.gov. In order to view application packages and instructions, you will also need to download and install the
PureEdae Wiewer This small ffiee program will allow you to access, complete, and submit applications electronically and
securely.

3 ~Register with Central C Registry (CCR) v

€1 B Internet

Click the Download Application Viewer link on the left side of the screen.

Grants,goy - Get Started - Download Application Viewer - Microsoft Internet Explorer provided by The Edcomm Group

Ele Edt Yew Favokes Iock belp i

Qo - © (¥ [F] (D P seuch Flrrovnes @rede ) (2~

#ddress | ] httpsfwww.grants gov/Dovnloadyiswer ~ Links >
Py Tutoral Resources Search For Grators. Appicants [5iz Prvacy AboutUs (HELH
- "'r\ & |
£y Get Find Grant. Apply | ‘Customer
= GRANTS.GOV S e u,.a —

Home > Get Started > Download Application Viewer

Download Application Viewer

Download

submit applications electronically and securely

Application S——
vl ewer For PureEdge Viewer o fnctian praperly, your computer must meet the following system reguirements

“Windows 98, ME, NT 4.0, 2000, XP
Screen 500 Mhz processor
128 MB of RAM
40 MB disk space
“Web browser: Internet Explorer 5.01 or higher, Netscape Communicator 4.5- 4.8, Netscape 6.1, 6.2, 0r 7

Ifyou da nothave a Windows operating system, you will need to use a Windows Ernulation prograr. Cliek Customet
Suppor for more infam ation.

Downloading and Installation
To download and instal the PureEdge Viewer, click the link below:

hitp arant: 602 orants.exe

~Youwill be prompted ta save a file to your computer. Save it It will download to your computer. Then locate the saved file and

v

o © et

Click the http://www.grants.gov/PEViewer/ICSViewer602 grants.exe link.

This will open the File Download window.
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File Download @

] Some files can harm your computer. If the file information below
*-J'/ looks suzpicious, or you do not fully trust the zource, do not open or
zave thiz file.

File name: IZSYieweralZ_grants.exe
. File type:  Application

File
Download

window & Thiz tpe of file could harm your computer if it contains
malicious code.

From: Wi, grants, goy

“Would vou like to open the file or zave it to your computer?

l Dpen ] [ Save | l Cancel ] [ More Infa

Click the Save button.

This will open the Save As window where you can designate where the program should save on your
computer.

Save As
Save in: Iﬁ';instal\s v: B -
iy I;:'"_‘.lbatch
g) dreamweaver

My Recent \_iProjects 2000 5R-1
Documents |C5)PureEdge Viewer 5.1

Eﬂ% gpdfmaker.axe

Desktop

Save As
window =

My Documents

-
')

3
My Computer

‘_-1] File name: 2 grants. exel b
My Metwark, Save as lype: Application v

Browse to where you would like the program to save on your computer.

Once you have browsed to where you want PureEdge Viewer to save on your computer, click the Save
button.

This will download the program. While the program is downloading, the Download complete window
will show its progress.
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Download complete

%
=] Download Complete

Saved;

IiCSVieweralZ _grants.exe from wens, grants, goy
Download | (REssssssssENSEEEENN NN NN AENEN AN RE RS ]
complete Downloaded: 8.58 ME in 1 sec
window Daownload ko Chinskalls\ICSYiewer60Z_grants.exe

Transfer rate: 3.58 MBS 3ec

[ liClose this dialog box when download completes

[ Open ] [ Open Folder I [ Cloze

Make sure that the box next to Close this dialog bow when download completes is NOT checked
on the Download Complete window.

Installing PureEdge Viewer

When the download has completed, click the Open button on the Download complete window.

If the Download Window closes when the download completes, you will need to locate the file
that downloaded on your computer and open it.

When the installation file opens, it will prompt you with: This will install PureEdge’s ICS Viewer
6.0.2. Do you wish to continue?

This will install PureEdge's ICS Yiewer 6.0.2, Do vou wish to continue?

Prompt
screen

Click the Yes button.

This will open the ICS Viewer 6.0 KeySign program setup.
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ICS Viewer 6.0 Setup [EJ

Welcome to the InstallShield Wizard for ICS
: Viewer 6.0

welcome to the [CS Viewer Setup program. Thig program
will ingtall the 1C5 Viewer 6.0

Welcome
screen

Cancel

Click the Next button to continue.

This will take you to the License Agreement.

ICS Viewer 6.0 Setup

Licenze Agreement ’

- T
Fleaze read the following license agreement carsfully. -~ o

Press the PAGE DOWHM key to see the rest of the agreement.

EMND-USER LICEMSE AGREEMENT

[

i Thiz PureE dge Solutions Inc. ["PureEdge") end-uzer licenze
Li cense agreement ["ELLA"] accompanies the PursEdge software pragram
Ag reement [the ""Software'] and related explanatory materials [the
"Diocumentation'’] provided or made accessible to you. Thiz
screen EULA iz a legal agreement between you and PureEdge that sets
aut your right to uze the Software and Documentation (each a
"Product'’).

W

Do you accept all the terms of the preceding License Agreement™ If you choose Mo, Setup will
cloze. Tainstall the IC5 \iewer, you must accept this agreement.

< Back Yes Mo

Read the License Agreement and click the Yes button to accept the agreement and continue with the
installation.

This will take you to the Customer Information screen.
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ICS Viewer 6.0 Setup
Customer Information

Fleaze enter vour information, I -

Fleaze enter vour name and the name of the company for which pou work.

Uzer Mame:
Customer I
Information Company Name:
screen |

< Back | Cancel

Enter a user name in the User Name field.
Enter your company’s name in the Company Name field.
Click the Next button.

Note - the Next button will not become active until both fields are completed.

This will take you to Choose Destination Location screen.

ICS Viewer 6.0 Setup
Choose Destination Location

Select folder where Setup will install files, I'\ -

Setup will install the |C5 Yiewer in the following falder.
Toinstallin a different folder, click Browse and select anather folder.

‘f'ou can choose not to install the ICS Yiewer by clicking Cancel to exit Setup

Choose
Destination
Location
screen

Destination Folder

C:\Program FilesPureE dge'Wiewer £.0 Browse...

< Back Cancel |

We recommend that you save the program at the default location displayed in the Destination Folder
box.
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Click the Next button to continue.

This will take you to Select Program Folder screen.

ICS Viewer 6.0 Setup

Select Program Folder

Flease select a program folder. %

Setup will add program icons ta the Program Folder listed below. You may type a new folder
name, of select one from the existing folders list. Chick Next to continue.

Program Folders:
5 r [}

SeIeCt Ezxisting Folders:
Program
Administrative Toolz
Folder Adobe
Ahead Mero
screen Centura Compliance
CorelDRasl 10
Creative
Dell Applications
Games

< Back Mext » | Cancel

We recommend that you name the program folder the default name listed in the Program Folder
field.

Click the Next button to continue.

This will install the program. The installation progress will be displayed in the Install window.

Inztaling: Copying ICS Yiewer files...

window

When the installation has completed, the InstallShield Wizard Complete screen will appear.
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ICS Viewer 6.0 Setup

Install5 hield Wizard Complete

Inztallation complete.

Setup hag successfully ingtalled the IC5 Viewer B.0.

InstallShield
Wizard
Complete
screen

W Launch the application

Bacl Finizh |

Click the Finish button.

This will launch the program and open the ICS Viewer Help Information window.

ICS Viewer Help
2| &= @ o

IcS

PureEdge

VIEWER 6.0 for Windows

Help Information

This page contains information that may be helpful while using ICS Yiewer. If the information on
this page does not answer your question, please refer fo the ICS Viewer User's Manual. You can
get a PDF version of this manual from our documentation web site at: http://docs. PureEdge. com

HKeyboard Commands

ICS Viewer

The Viewer features a number of keyboard commands. ¥ou can use these keystrokes instead of

Hel p the mouse to accomplish a number of tasks
I nfo rmation Filling Out 2 Form
Wil‘ldOW TAB Maove forward fram item to item in the form
SHIFT + TAB Move backward from item ta item in the form.
ENTER Press ENTER to activate a button
SPACE Press SPACE to select a check bax ar radia buttan, or tao view the list far

a popup item. YWhen in an open popup or combobox item, press SPACE to
select the current choice and close the list.

ARROW KEYE  Use the LEFT and RIGHT ARRCYW to move between letters in a field, Use
the DOWYN ARROYY to view the list of choices for a popup or combobox
Use the UP and DOWM ARROWY to move through the list of choices in a
popup or combobox.

CTRL + TAB Inserts a tab within a field
Controlling the Viewer

Mote that some of the “iewer contrals may be unavailable, depending on the design of the form w
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Key Points

¢ Make sure system requirements are met.
@ Use Windows Emulation on non-Windows systems.

@ Utilize customer support resources.
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Practice i¥§ Requesting a DUNS Number

A Data Universal Numbering System (DUNS) number is required as part of the CCR registration
process.

-

The DUNS number is a unique nine-character identification number provided by the commercial
company Dun & Bradstreet (D&B).

Call 1-866-705-5711 to request a DUNS number. This will take about 10 minutes. There is no charge.
Have following information ready when you call:

Name of business

Business address

Local phone number

Name of the CEO/business owner

Legal structure of the business (corporation, partnership, proprietorship)
Year business started

Primary line of business

Total number of employees (full and part time)

Once you have completed the registration, your DUNS number should be available the next business
day.

As a result of obtaining a DUNS number you have the option to be included on D&B's marketing list
that is sold to other companies. If you do not want your name/organization included on this marketing
list, request not to be listed or deleted from D&B's marketing file when you are speaking with a D&B
representative during your DUNS number telephone application.

You can request a DUNS number online, but the process can take up to 30 business days to complete.
If your business is located in the United States, you can request and register for a DUNS number by
calling 1-866-705-5711. If your business is located outside of the United States, call your local Dun &
Bradstreet office. To find your local office, please consult Dun & Bradstreet's International Dialing List
(http://www.grants.gov/assets/D&B International CRC Phone Numbers.doc).
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Key Points

@ Call 1-866-705-5711 to request a DUNS number.
@ Have all information ready before calling.

@ Utilize customer support resources.
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i Registering with CCR

In order to help centralize information about grant recipients and provide a central location for grant
recipients to change organizational information, the government will be using the Central Contractor
Registry (CCR) for grant applicants and recipients.

CCR is a government-wide registry for vendors doing business with the federal government.
Grants.gov is specifically leveraging using CCR as a procedural mechanism to establish roles and IDs
for those electronically applying for grants. In the future, the government anticipates requiring all
grant applicants to use CCR whether applying for grant electronically or otherwise.

General Information

Organizations should register on how they want to do business.

A separate registration in the CCR may be required if an organization wants to have a single unit
conduct business and it has a direct payment flow to that organization, it would require a separate
DUNS number specified for that unit (if a different address from the parent organization). If the same
address, the organization could use the DUNS + 4 found in the CCR.

For example, a university that wants to have its payment information flow through one central
point for grants should register as the entity doing business with the government. This
registration would require a specific DUNS number for that business.

If you have the necessary information ready, online registration will take about 30 minutes
to complete, depending upon the size and complexity of your organization. You should
receive your CCR registration within 5 business days.

Instructions for Registering

Information for registering in the CCR and online documents can be found at www.ccr.gov.

Before registering applicants and recipients should review the Central Contractor Registration
Handbook (March 2003). In the handbook is a Registration Worksheet. You can also access this
worksheet by browsing to http://www.ccr.gov/CCRRegTemplate.pdf. You will need Adobe Reader to
view this worksheet.

It is recommended that registrants print the registration worksheet and gather the needed information
prior to starting the online registration process.

The fastest and easiest method to register is by computer.
Click the Get Started tab at the top of any screen.

This will take you to the Get Started screen.
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Started - Microsoft Internet Explorer provided by The Edcomm Group []=E3)
e Edt Yew Favorites Tools Help

Qe » @ - [¥] B () Oseartr §lzravmites @ meda €8 (- ¢ - [J 4

Address | 4] http:fwww.grants. gov/Getstarted v Go i Links »
) Tutoral Resources Search For Gramtors Applcants EBiz Privacy AboutUs (1ELD
— A
M Get Find Grant Al ‘Gustomer
GRANTS.GOV oSty e sz:'a ysome

Home > Get Started

Find Grant Opportunities
Download an Application
Packag

Redister with CCR

G et Register with the
Credential Provider

St t d Register with Grants.qov
arte Lononts Gramtsov
Geting started with Grants.gov s easyl Thers are two key features on the site: Find Grant Opportunities and Apply for

Grants. Eventhing else on the site Is designed to support these two features and your use of them. While you can begin
screen searching for grant opportuniies for which you would ike ta apply immediately, s recommended that you complete the
remaining Get Started steps Sooner rather than later, 0 thatwhen you ind an opPOTUNTty Tor which you would like o apply,
you are ready to go. Click on any of the steps listed helow ar on the left navigation harto access mare defailed infarmation

Get Started Step 1 ortunity for Which You Would Like to Ay
Startyour search for Federal government-wide grant opportunities and register to receive autamatic email notifications of
new grant opportunities as they are posted to the site by clicking the Find Grant Opuortunities tab at the top of the page.

Once you have located a grant opportdnity for which you wish to apply, checkto see ifitis available o apply online through
‘Grants. gov. You will need to enter the Funding Opportunity andior CFDA number to access the application packags and
instructions. Click on Grants.ciov Program Listto access CFDA numbers for programs with anplications cumenily availale
on Grants.gov. In order to view application packages and instructions, you will also need to download and install the
PureEdae Wiewer This small ffiee program will allow you to access, complete, and submit applications electronically and
securely.

3 ~Register with Central C Registry (CCR) v

€1 B Internet

Click the Register with CCR link on the left side of the screen.

This will take you to the Register with CCR screen.

Started - Register with Central Contractor Registry - Microsoft Internet Explorer provided by The Edcomm Group.

Fle Edt Vew Favortes Toos Help i
Q@ ark ~ (%] [Z] @0 Oseach 5z Favortes @ veda &) (- o B - B3
Address | ] hitp:ffumw.grants.gov/CCRRegister ¥ B ks
Py Tutorisl Resources Search For Grantors. Aplicants 5z Prvacy About Us (G
— ™ Get Find Grant . A customer |
GRANTS.GOV o Pl e

Home > Get Started > Register with Central Contractor Registry (CCR)

Register with Central
Contractor Registry

Doy
Package
Reaister with CCR

Re g i ste r Reister with the “Your organization will need to be registered with Central Cantractor Registry (CCR) before you can subrmit & arant
Credential Provider anplication through Grants.gov. When your organization registers with the COR, you will e required to designate an -
- » Business Poin of Contact. This individual will Deome the Sole authoriy ofthe organization with the capagilty of
Wlth CC R Becister with Grants.aov designating, or tevoking, an individual's abilityto submit grant applications on behalf oftheir organization through
Lo onto Grants.qov Grafits.gov.
screen i CCR validates appic and the secure and encrypted data with
the Federal agencies' finance offces to faciliate paperless payments through Eleciranic Funds Transfer (EFT) The CCR

will house your organizational information, allowing Grants.gov to use that information to verify your identity and to pre-fil
organizational information on your grant appications.

What is the process? You may register for the CCR by calling the CCR Assistance Center at 1-888-227-2423 oryou may
register online at hitp Jwww cor aov.

To make the process easier, we suggest that you download GCR's Redistration Worksheet and complete it prior to
registering. You will need Adabe Reader to view this registration warksheet

Ifyou have the necessary infarmation ready, online registration wil take about 30 minutes to complste, depending upon the
size and complexity of your organization. You should receive your CCR registration within § business days.

“PLEASE NOTE: The designated E-Business Paint of Contactwill e nofified via email when indiiduals from their

organization Register with Grants.gov (Getting Started Step 5). This registration constitutes a request to be granted

Authorized Organization Representative (AOR) rights. AOR have the abilty o submit grant applications through Grants.gov.

To assign AR rights, E-Business Paint of Contacts should click the EBiz ink atthe top of the page for further direction and
€] Done @ Internst

Click the link to CCR:

http://www.ccr.gov

This will take you to the CCR website.

Page 97


http://www.ccr.gov

)

-

—

GRANTS.GOV™ Grants.gov Grantor Training

The Apply for Grants Process

A Central Contractor Registration (CCR) - Microsoft Internet Explorer provided by The Edcomm Group EEX
Fle Edt View Favortes Tools Help T

Qo - ©  [x] B @ Psoaen Frrooies @rese &) (- L2 - 3

ackress | €] htpfwow ccr.govl

Proposed Rule for CCR in FAR out
for public comment(]

Register ¢ s
with CCR » S
screen

Security Notice »

CCR %if5ina®

CCR *%er b
be part of these it
programs details. et bt o

&loone © e

Click the Start New Registration link on the left of the screen.

This will pop-up a reminder that you will need a DUNS number to register with CCR.

-2} Start New CCR Regjstration - Microsoft Internet Expl... E]|F J

Start New Regisfration

MNote to Registrants:

A DUNS number, provided by Dun & Bradstreet (D&E],
i= reguired for registration in Central Caontractar
Registration (CCR). As a result, D&E may include your
DUNS basic infarmation (i.e. company name, address) in some
af their products, such as mailing lists. If at anytime yau
Pop-Up to not wish to be included in these D&B products or
have guestions please contact them at 800-333-05205.

Continue

Exit

If you have your DUNS number, click Continue. If you do not, follow the directions to register for a
DUNS number. Detailed instructions can be found in the Requesting a DUNS topic.

This will take you to the CCR Registration screen.
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2 CCR Web Update - Microsoft Internet Explorer provided by The Edcomm Group [BEE
Fle Edt ew Favoites Tools Help i
Q- © 2 A € Prver Frroons @t @ -5 B -1 B
s ) htpsfom e i da g SBe s

‘ ‘ Ce, 1W@Rnitccim Regisfration

m New Registration
i) Welcometo CCR
)
CCR
Registration &&=
screen
Regis
Return to Previous Page Note to all Users: This is a Department of Defense Information System. Use of =
&l Done S © nenet

Once you have completed the online registration, it will take approximately 6 business days before
your CCR registration becomes active. Once your CCR registration becomes active, you will be able to
register with the Credential Provider.

Registration Worksheet for Grant Applicants/Recipients

General Information:

Enter all information that has an M placed next to the line meaning Mandatory or Required.
The registration is pretty self-explanatory.

Identified below are some items with which you may not be familiar:

Cage Code:
For U.S. applicants, do not enter a Cage Code, one will be assigned.

For foreign applicants, follow the instructions in the CCR.

Legal Business Name:
Enter the name of the business or entity as it appears on legal documents.

Business Name:
Enter the name of the organization/entity which is applying for a grant.

Annual Revenue:
For some organizations/entities this can be an annual budget.

Type of Organization:
In this section, indicate whether the organization/entity is Tax Exempt or Not. Indicate what
type or how the organization is recognized. Use “Other” if the organization does not fit in the
designated categories.

Owner Information:
Fill-in if a sole proprietorship.
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Business Types:
As indicated, check all that apply. Check the ones that are the closest description to your
organization. Most grant applicants can use “Nonprofit Institution” plus any other type that
may fit the description. (The listing is being revised to include grant applicants business types.)

-
o

Party Performing Certification:
Enter information only if the organization has a certification from SBA. Most grant recipients
and applicants do not fall into this category.

Goods and Services:
This section is required. It will require the grant applicant/recipient to look up a code and enter
the ones that best fit the type of services the organization provides. It is not required to fill-in
all the spaces provided for the codes.

NAICS Code:
Is required. Follow the instructions.

SIC Code:
Is required. Follow the instructions.

Financial Information:
Follow the instructions found in the CCR Handbook on page 14;
http://www.ccr.gov/handbook.pdf

Registration Acknowledgement and Point of Contact Information

This section is very important and needs to have names and telephone numbers put in for specific
purposes. For grant applicants and recipients the M fields are required.

CCR Point of Contact:
Mandatory. Enter the name of the person that knows and acknowledges that the information in
the CCR is current, accurate and complete. The person named here will be the only person
within the registering organization to receive the Trading Partner Identification Number (TPIN)
via e-mail or U.S. mail services. The registrant and the alternate are the only people
authorized to share the information with the CCR Assistance Center personnel. An email
address is required. An alternate is also required for registration.

The person listed as the CCR Point of Contact will also be designated as the Grants.gov CCR E-
Business Point of Contact. This person will have the responsibility of assigning the "Authorized
Applicant" role to all who register to submit applications for their organization. The E-Business
Point of Contact will receive an email each time someone registers with the Credential Provider
in order to be able to submit applications on behalf of their organization. The E-Business Point
of Contact will need to login to the E-Business Point of Contact section of Grants.gov and
manually assign the "Authorized Applicant" role to designate someone as an Authorized
Organization Representative (AOR).

Government Business Point of Contact:
Not mandatory; review CCR Handbook on page 16; http://www.ccr.gov/handbook.pdf.

Electronic Business Point of Contact:
Mandatory. Grant applicants/recipients must provide a name of an individual who will be
responsible for approving the Role Manager for the organization. The Role Manager will be
required to approve individuals who are authorized to submit grant applications on behalf of the
organization. Email and telephone number are required. An alternate is required.
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Past Performance Point of Contact:
Not required.

Marketing Partner ID (MPIN):

Mandatory for Grants.gov submission. This is a self-defined access code that will be shared
with authorized electronic partner applications. The MPIN will act as your password in other

systems. The MPIN must be nine positions and contain at least one alpha character, one
number and no spaces or special characters.

Registration Notification:

Once the registration is completed, a TPIN will be emailed or sent via the U.S. Postal Service to

the organization’s point of contact. If registration is done electronically, notification will be sent
via email within five days of registration.
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Key Points

¢ DUNS are required to register with CCR.
@ Gather all information before registering.

@ Utilize customer support resources.
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Practice 19: Registering with a Credential Provider

Note - your CCR registration must be complete and active before you can register with the
Credential Provider. This process takes approximately six business days after completing the
online registration.

In order to safeguard the security of your electronic information, Grants.gov utilizes E-Authentication -
the Federal program that ensures secure transactions.

E-Authentication defines the level of trust or trustworthiness of the parties involved in a transaction
through the use of Credential Providers. It is the process of determining with certainty that someone
really is who he/she claims to be.

Grants.gov is using Operational Research Consultants (ORC) as its Credential Provider.

Once you are registered with ORC, you will receive an ID and password to have your grant application
forwarded to the appropriate government agency safely and securely.

Registering with the Credential Provider

Registering with a Credential Provider is a simple process:
Click the Get Started tab at the top of any screen.

This will take you to the Get Started screen.

iddress | 4] http:fwawy.oranks. gov/Getstarted v B ks

) Voot s pierwnat. ssinees e phisrs sk s gD

Get Find Grant Apply. Gustomer
Started Opportunities. Grants. Support

-
™ GRANTS.GOV*

nnnnn

G et Register with the started

Credential Provider

St t d Register with Grants.qov
arte Losonto Grants.aov
Geting started with Grants.gov s easyl Thers are two key features on the site: Find Grant Opportunities and Apply for

Grants. Eventhing else on the site Is designed to support these two features and your use of them. While you can begin
screen searching for grant opportuniies for which you would ike ta apply immediately, s recommended that you complete the
remaining Get Started steps Sooner rather than later, 0 thatwhen you ind an opPOTUNTty Tor which you would like o apply,
you are ready to go. Click on any of the steps listed helow ar on the left navigation harto access mare defailed infarmation

Get Started Step 1 —Fi

atic email notifc ations

feations of
tab atthe top of the page

Once you have located a grant opportdnity for which you wish to apply, checkto see ifitis available o apply online through
‘Grants. gov. You will need to enter the Funding Opportunity andior CFDA number to access the application packags and
instructions. Click on Grants.ciov Program Listto access CFDA numbers for programs with anplications cumenily availale
on Grants.gov. In order to view application packages and instructions, you will also need to download and install the
PureEdae Wiewer This small ffiee program will allow you to access, complete, and submit applications electronically and
securely.

3 ~Register with Central C Registry (CCR) v

€1 B Internet

Click the Register with Credential Provider link on the left side of the screen.

This will take you to the Register with the Credential Provider screen.

Page 103



p

GRANTS.GOV™

-
o

Grants.gov Grantor Training

The Apply for Grants Process

the Credential Provider - Microsoft Internet Explorer provided by The Edcomm Group.
Fle Edt Vew Favortes Toos Help i
Q@ ark ~ (%] (@] @0 Oseach 57 Favortes @ veda &) (- i )3
idehess | ] httpfjum arants.goviCredentialProvider v B ks *
) Tutoral Resources Search For Grantors Applicants EBiz Privacy About Us (HELD
= -\ B
£ Get Find Grant Apply | Gustomer
GRANTS.GOV Pl oppartin Gma oo
Home > Get Started > Register with the Credential Provider
- t Register with the
Reg's er Credential Provider
Register with CCR
Wlth th e Reister with the In order to safeguard the sscurity ofyour elsctronic information, Grants ov uiiizes E-Authenication — the Federal program
Credential Provider thatensures secure transactions.
- Register with Grants.gov
redentia E-Autheriication defines th level oftrust or rustworiiness afthe parties invalved ina ransaction thraush the use of
Log on to Grants.qov

Credential Providers. Itis the process of determining, with certainty, that someons really is who they claim to be.

P rovi d er “The Credential Provider for Grants.gov is Operational Resarch Consultants (ORG). When you registerwith ORE, you wil

eceive a usemanme and password which you will ieed 1o Register with Grants.gov as an Autharized Organization
Representative (AOR). As an AOR, youwill he authorized to submit arant applicalions through Grants.gov on kenalfof your
screen arganization. Note that the eBusiness P oint of Gontact for your organization will need to assign these rights ta you once you
have registered with Grants. ao.

Registering with a Credential Provider is a simple process. Click Credential Provider to register. fyou have any questions
about obtaining credentials, please contactus at supnort@urants qov

Guidance on this process is included n the Tutorial, User Guide and Help sections ofthis site. Just click the Tutarial link,
the Custormer Supporttah or the Help link above for assistance.

[&Eowe

@ Internst

Click the Credential Provider link in the middle of the screen.

This will take you to the Register with the Credential Provider screen where you will need to enter
your DUNS number.

ter with Credential Provider - Microsoft Internet Explorer provided by The Edcomm Group. A=
Ble Edt Vew Favoitss Tooks Help L
Qo - O [x] [F] (D PO seach Fiprovories @ e - & B 3
fddress | €] hitpsi/japply grants.gov/OrcRegister Y B inks >
p) Tutorial Resources Search For Grantors Appiicants EBiz Privacy AboutUs (MELE)
— h )
2 o Got Find Grant },  Apply| Gustomer
GRANTS.GOV Started | Opportunities), Gra Support
Home > Get Started > Register with Cre dential Provider
R - t Download an Application Register with the
egister Backage Credential Provider
- Register with CCR

with th e I In ordrto safe guard the securlly ofyour electronic information, Grants gov fizes E-Authentication- the Federal program

a0l Praviger: that ensures secure ransactions.
‘ red e nt 1a I Bedister with Grants.ov E-Authentication defines the level of trust or trustworthiness of the parties involved in a transaction through the use of

Lo onto Grants.qov Gredential Providers. It is the proces s of determining with ceainty that someone realy s who they claim 1o be.
P rovl d e r Onee you are registered, you will have receive an ID and password to have your grant application forwarded to the

appropriate government agency safely and securely.
screen Registering with a Credential Provider s a simple pracess. Guidance on this process is Included n the tutorial, user guide
and help section of this site. Just click on the tutorial, customer SUpPOTE o queStian mark links ahove for assistance.
Please enter your DUNS Number
to Register with the Credential Provider.
DUNS or DUNS+4
v
| &] Done 8 © nteret

Enter your DUNS number in the DUNS or DUNS + 4 field.

Note - If you have a nine digit DUNS number, you will need to add four zeros to the end of the
DUNS number.

Click the Register button.

You may be prompted that you are entering a secure site. Click OK to continue.
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sosoft Internet Explorer provided by The Edcomm Group

File Edt Yiew Favorites Tools Help
Qo - © - (%] [F] €D O seach Figravonss @meda £ (2 ¢ ] 3
idéress | ] httpsje-auth.orc.com/ Y| B ks
~
Home
Instructions
Policies Welcome to the
rem———s ORC eAuthentication Credential Service
- - Agency Applications Operational Research Consultants, Incorporated is a GSA
eAuthentication Unor dmstation | APDroved Credential Service Provider to the eAuthentication
Service.
Help Desk
screen 2 This service is authorized to issue authentication credentials far
Privacy Palicy use by the FirstGov and participating Government agencie:
The purpose of efuthentication is to facilitate public access to the
Home services offered by Government agencies through use of
information technolagies, including an-iine access to computers for
purposes of reviewing, retrieving, providing, and exchanging
infarmation. These Credentials can be used to:
* Authenticate to govermnment websites
« Contract for the purchase of goods or services of modest
valu
« Verily the identity of electronic mail corespandents (digital
certificate only)
« Verify the identity of web servers (digital certificate only)
« Verify the identity of individuals accessing data servers
(digital certificate only)
= Verify the integrity of software and documents posted on
data servers (digital certificate only)
€] Done 4 Intermet

Click the UserID button.

This will take you to the User Information screen.

23 ORC eAuthentication User Registrati

icrosoft Internet Explorer provided by The Edcomm Group

Fie Edt View Favorites Tooks Help
Qe - © - ¥ [F] €D O seach Frovonss @rese &) (- A3
dhess ] htpslje-auth s ore comiegtbifererea] ~ 8
Uinks @] Support EMAIL  &] Grants.gov- Log €] grants.edcomm.com €] Grants.gov &Lz &]LL dev &]RentalReator &] Stagngt &] Frojects &] Intranet  &] Google =]
&
User Registration
Instructions
ORC eAuthentication User Information
Policies
User
button at the bottom when finished
f - Agency Applications
Information Vst AT |+« Flewdis reuired
Help Desk First Name; * M. Last Name: *
screen Frivaey oty \ w \ |
Home
Date of Birth:
Wonthe* [Belect. %] paye| | vears| |
ssn: | | 30b Titte: | ]
Business Address and Phone Number
Address1:* | |
Address2: [ |
G I ]
stae [~ or redion*| v
€] one & @ intermet

Enter all of the required information in the appropriate fields. Required fields are noted by an asterisk
b3

Click the Submit button.

This will take you to the User Password screen.
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User
Password
screen

Secret question: |same as usual

Secret answer: |samo aououal

8y clicking tho submit button you are agrocing to the torms and
conditions posted on this website.

Submit

Elowe B @ mteme:

Complete all of the necessary fields and click the Submit button.

This will take you a Confirmation screen.

3 ORC eAuhentication set Reglsiration - Micrasoft Inernet Explorer provided by The Edcomm Group

Qus- © - 0B O Dsae Foris @ @3- 5 3
Addess | ] https:/f=-auth.user.orc. .comjcgi-bnjorcreg.

Y8

50 ) Fape @) ook @]NAVESAY &]N1Slaws ] Overtire @] PA GoS-Corpratons

Confirmation
screen

e: 21 kenn bisza
Hew York, ¥ 10001
us

212:631-U05Y

& 5 @ mere:

Note: You should record the User ID and password that you entered because you will need this
information to Register with Grants.gov.

Once you have registered with ORC, Grants.gov's Credential Provider and receive your username and
password, you will need to register with Grants.gov. After you have registered with Grants.gov, the E-
Business Point of Contact listed on your organization's CCR registration will receive a notification
stating that you have registered. The E-Business Point of Contact will then need to log into the Ebiz
section of Grants.gov and assign the "Authorized Applicant" role to you. You will then be able to submit
grants through Grants.gov.
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If you forget your password

In the event that you forget your password, you can obtain a new password from the Credential
Provider:

If you have forgotten your password, complete the following steps:

1) Browse to www.grants.gov.

2) Click the Get Started tab.

3) Click the Register with the Credential Provider link.

4) Click the Credential Provider link in the middle of the screen.

5) Enter your DUNS number. If you have a nine digit DUNS number, add four zeros to the end of it.
6) Click the Register button.

7) On the left of the screen, mouse over User Administration.

8) Select Forgotten Password.

9) Enter the username that you received from the Credential Provider

10) Click the Login button.

11) You will receive the question that you entered as your password reminder.
12) Enter the answer to the question in the Answer field.

13) Click the Submit button.

14) You will be prompted to enter a new password.

Once you enter a new password, Grants.gov's system will automatically be updated with the new
password.

If you forget your username

please contact ORC, Grants.gov's Credential Provider at 800-386-6820 or via email at
eauthhelp@orc.com. You may be required to re-register. If you are required to re-register with the
Credential Provider, you will need to re-register your username and password with Grants.gov.
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Key Points

C Remember your username and password.
@ Credential providers are necessary for security.

@ Utilize customer support resources.
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Practice 20: Registering with Grants.gov

Once you have registered with ORC, Grants.gov's Credential Provider and receive your username and
password, you will need to register with Grants.gov. You should wait approximately 20 minutes after
completing the Credential Provider registration before registering with Grants.gov.

After you have registered with Grants.gov, the E-Business Point of Contact listed on your
organization's CCR registration will receive a notification stating that you have registered.

The E-Business Point of Contact will then need to log into the E-Biz section of Grants.gov and assign
the "Authorized Applicant" role to you. Once E-Business Point of Contact completes this process, you
will receive an email confirming that you can submit grants on behalf of your organization. You will
then be able to submit grants through Grants.gov.

Registering with Grants.gov

To register, click the Get Started tab at the top of any screen.

This will take you to the Get Started screen.

A Grants.gov - Get Started - Microsoft Internet Explorer provided by The Edcomm Grouj

fle i Wew Favortes el 7
Qe » © - [¥] B () Oseah §lzravoes @veda £ (- i - B
Aciress | 4] hitpsfjwwm grants.govGetstarted VB ok *
y Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs (HEL
= GRANTS.GOV™ Get Find Grant Anm‘ customar Ml
- Started Opportunities ), Grants. Support

nnnnn

Register with the d
G et Credential Provider starte
St t d Register with Grants.gov
arte Lononto Grants.aov
Geting started with Granis.gov is sasyl There are two key features on the sile: Find Grant Opportunities and Applyfor

Grants Eventhing slse on the sits is designsd to support thess two features and your uss of them. While you can begin
screen Searching for grant oppartunities for which you would like to apply immediately, itis recormended thatyau complete the

remaining Get Started steps sooner rather than later, so that when you find an opportunity for which you wo uld like to apply,
vou are ready to go. Click on any of the steps listed below or on the left navigation bar to access more detailed infarmation,

Whi ke to A
rant nd register to receive autamatic email notifcations of
they are posted to the site by clicking the Find Grant Opportunities tab at the top of the page,

Once you have located a grant opportdnity for which you wish to apply, checkto see ifitis available o apply online through
‘Grants. gov. You will need to enter the Funding Opportunity andior CFDA number to access the application packags and
instructions. Click on Grants.ciov Program Listto access CFDA numbers for programs with anplications cumenily availale
on Grants.gov. In order to view application packages and instructions, you will also need to download and install the
PureEdae Wiewer This small ffiee program will allow you to access, complete, and submit applications electronically and
securely.

3 ~Register with Central C Registry (CCR) v

€1 B Internet

Click the Register with Grants.gov link on the left of your screen.

This will take you to the Register with Grants.gov screen.
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A Grants.gov - Register with Grants.gov - Microsoft Internet Explorer provided by The Edcomm Group.

Ble Edt Yew Favortes Ioos Hep i
Q@ sack - [%] @ €0 POseach Sloravertes @meda ) (- L [ 3
Acliress | 4] hitps:/laply.orants gov/GrantsgovRegister v B ks
p S — Search For Grantors. Applicants Ebiz Privacy AboutUs (HELD
— A |
- Get FindGrant Apply Gustomer
GRANTS.GOV st P P

Home > Get Started > Register with Grants.gov

Eind

Download an Application Register with Grants.gov
Package

Register with CCR
Reg 1 Ste r Beqister with CCR nce you have registersd with a Credential Provider, you will nead 10 registerwith Grarts.gov as an Authorized Organization
Register with the Representatve (A0R). Az an AOR, you will be authofized to suamit grant apalications thraugh Grants. gov on behalf fyour

wi t h Credential Provider organization.

Register with Grants.gov
Bedister with Grants.gov Guidance on this process is included inthe tutorial, user guide and help section ofthis site. Just click on the Customer

Grants.gov

Enterthe username and password from registering with the Credential Provider. You will then be asked to provide

sc ree n identifying information and your organization's DUNS number. After you have completed the registration process, Grants.gow
will notify the E-Business Paint of Contact (FOC) for assignment of user privile ges.

Please enter your Username and Password
to Register with Grants.gov.

Username

Password

&l oo & @ ineerer

Enter the username you entered to register with a Credential Provider in the Username field.
Enter the password you entered to register with a Credential Provider in the Password field.

Remember - the password you received from the Credential Provider may contain both upper
and lowercase letters. Be sure that you enter the exact password you received.

Click the Register button.

This will take you to the Authorized Organization Representative User Profile screen.

/3 Grants.gov - AOR User Profile - Microsoft Internet Explorer provided by The Edcomm Group | =]E3)
Fle Edt Vew Favorites Tooks Help i
Qe v © - [¥] [B] Th PO seach iz ravortes @reda &) (- L2 [ 3
Addess | €] https:japply.arants.gov/UserRegistration i ¥ Bl itk
) Tutorial Resources Scarch For Grantors. Applcants EBiz Privacy About Us. (HELD
= N i
GRANTS.GOV™ ) i S
Home > Get Started > Register with Grants.gou > AOR User Profile
i
t h - d Download an Application Authorized Organization
Authorize Package Representative User Profile

Register with CCR

o rgan Izat ion e AS an Authorized Organization Representative (AOR), you will be able fo submit grant applications through Grants.gov on
pene LML, behalf of your organization.
Credential Provider

Representative Register with Grants.qov To redister as an AOR, complete allfields below and press the "Subrmi button,

Log onto Grants.gov

User Profile AR
screen o

Tel: Email:

Title: | DUNS#:

Eoone 8 © ineret

Enter your first name in the First field.
Enter your last name in the Last field.

Enter your business telephone number in the Tel field.
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Enter your business email address in the Email field.

Enter your title in the Title field.

Enter your DUNS number in the DUNS# field.

Click the Cancel button to return to the previous screen.

OR

Click the Submit button to register with Grants.gov.

After you have registered with Grants.gov, the E-Business Point of Contact listed on your
organization's CCR registration will receive a notification stating that you have registered. The E-
Business Point of Contact will then need to log into the Ebiz section of Grants.gov and assign the
"Authorized Applicant" role to you.

Once the E-Business Point of Contact assigns the "Authorized Applicant” role to you, you will receive

an email stating that you have been designated as an AOR and will be able to submit grants through
Grants.gov.

If you forget your password

In the event that you forget your password, you can obtain a new password from the Credential
Provider:

If you have forgotten your password, complete the following steps:

1) Browse to www.grants.gov.

2) Click the Get Started tab.

3) Click the Register with the Credential Provider link.

4) Click the Credential Provider link in the middle of the screen.

5) Enter your DUNS number. If you have a nine digit DUNS number, add four zeros to the end of it.
6) Click the Register button.

7) On the left of the screen, mouse over User Administration.

8) Select Forgotten Password.

9) Enter the username that you received from the Credential Provider

10) Click the Login button.

11) You will receive the question that you entered as your password reminder.
12) Enter the answer to the question in the Answer field.

13) Click the Submit button.

14) You will be prompted to enter a new password.

Once you enter a new password, Grants.gov's system will automatically be updated with the new
password.
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If you forget your username

If you forget your username, please contact ORC, Grants.gov's Credential Provider at 800-386-6820 or
via email at eauthhelp@orc.com. You may be required to re-register. If you are required to re-register
with the Credential Provider, you will need to re-register your new username and password with
Grants.gov.
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Key Points

¢ Only AORs can submit applications.
@ Anyone can find, download and complete applications.

@ Utilize customer support resources.
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MEECPAN L og on to Grants.gov
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The For Applicants section of the site allows applicants to verify that they have registered with
Grants.gov, to update their applicant profile, and to check a submitted application's status.

Log on to Grants.gov

To log into the For Applicants section of the site, click the Applicants link at the top of the screen.

You can also access this section of the site by clicking the Get Started tab and then clicking
the Log on to Grants.gov link at the left of the Get Started screen.

This will take you to the For Applicants Login screen.

2 Grants.goy - Applicant Login - Microsoft Internet Explorer provided by, The Edcomm Group

Ele Edt Vew Favortes Took Help ar

Q- © W R Q] Powcr foroons @rea @ 2-5 B -1 B

Address | ] hitpefftestapply row.comjAppicantLognGetIn: Y B inks >
y ) Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs (HELP
[ >
= o Get Find Grant ,  Apply Customer
GRANTS.GOV Strod | Opportunites)  Grants Support

Home > For Applicants

For Applicants

Applicants
sc re e n Inthe future, this section of the site will also allow a user to verify if they have been granted Authorized Organization

Representaive stalus, which is a person autnorized to suamit applications through Grants gav on behalf of their organization.
In addition, a user will be able o track the status of their grant application package submissions

To gain access 1o your applicant profils, enter the Usematne and password that you abtained when Reaistering with the
Credential Provider and then click an the "Lagir button.

Ifyou da nothave a username and password, please refer to Get Started for information on how to register with the Credential
Providerto obtain & usemame and password.

Please enter your Username and Password
to login to the Grants.gov system.

Username

Password

Enter the username you registered with Grants.gov in the Username field.
Enter the password you registered with Grants.gov in the Password field.

Click the Login button.

If you can successfully log into this section of the site, you have successfully registered with
Grants.gov. This does NOT, however, indicate that you are an Authorized Organization
Representative (AOR) for your organization and can submit applications on your organization's
behalf. Once you have completed the Grants.gov registration, your organization's Ebiz Point of
Contact will need to log into the Ebiz section of Grants.gov and designate you as an Authorized
Applicant. You will receive an email stating that you have been designated as an AOR for your
organization when your Ebiz Point of Contact assigns this role to you.

This will take you to the For Applicants Welcome screen.
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Adéress | ] hitps/frestapply row.comjapplicantioginserviet

EE

- -
I £ Get rnaomml. A Customer
GRANTS.GOV! o2, ) Apply custome
Home > For Applicants [ |
i
Fo B For Applicants
r Manage Profile
[ Cortet Frae|
Loqout of Grants gov [ Cortert Fame]

Applicants
Welcome
screen

Welcome to the Applicants section!

site you can update information in your applicant profile, such as your name,

After you complsted your registration with Grants gov, the E-Business Point of Contact listed on your organization's CCR
regisiration (as indicated in the CCR, hito:itwwrw.cor cov) received notification stating that you have registered o submit grant

applications through Grants gov on behalf of your organization

From this screen you can check a submitted application's status and update your applicant profile.

Checking a Submitted Application's Status

To check an application's status once you log into the For Applicants section of Grants.gov, click the
Application Status link on the left of the screen.

This will take you to the Application Status screen.

2 Grants.goy - Grantors - Wicrosoft Internet Explorer provided by The Edcomm Group

FEX

Application
Status
screen

e Edt ew

Q- €

Favorites  Tools belp

[ [B] @b Pseuen Fiprawries @mean &) (3~ & )3

Address ] htpijrestapply row.com/Appiicartioginerviet

n

B«

Links >

)

Tutorial Resource:

s Search For Grantors Applicants EBiz Privacy AboutUs (HELP)

D test
of DUNS_0000000000000
Application Status
Manage Profile
Logout of Grants. qov

- -
= s Get Find Grantl  ApoW) Gustomer
GRANTS.GOV Stated | Opportunities ) Gra Support
i Home > For Grantors > Application Status
ORCtest

Application Status

Opportunity [Competition| Date/Time
INum. id Grants.gov # |Received

47050 TDIA oRANTOODDDE24  OSTEUO4

o577 py  Relectedwih Erors

Agency Tracking
4

06:Fe-04
1257 43PM

The Application Status screen displays all the grant applications that you have submitted using the
username and password you entered when you logged into the For Applicants section of Grants.gov.

The CFDA column displays the CFDA Number for the grant opportunities to which you have
submitted an application.

The Opportunity Number column displays the Funding Opportunity Number for the grant
opportunities to which you have submitted an application.
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The Competition ID column displays the Funding Opportunity Competition ID Number for the
grant opportunities to which you have submitted an application.

-
o

The Grants.gov # column displays the Grants.gov Tracking Number assigned to each
application.

The Date/Time Received column displays the dates and times that you submitted each
application.

The Status column displays the status of the applications you have submitted.

e A status of Received indicates that Grants.gov has received the application, but the application is awaiting
validation.

e A status of Validated indicates that Grants.gov validated the application and it is available for the agency to
download.

e A status of Received by Agency indicates that the agency has confirmed receipt of the application package.

e A status of Agency Tracking Number Assigned indicates that the agency has assigned an internal tracking
number to your application. This is the last status that Grants.gov tracks. Updates beyond this must be
checked with the agency directly. Note: All agencies do not assign tracking numbers. If you do not see an
agency tracking number, this does not infer that the agency did not receive or process your application. The
assignment of tracking numbers is based on the policy of a particular agency.

e A status of Rejected with Errors indicates that Grants.gov was unable to process your application because of
an error(s) and cannot accept the application until you correct the errors and successfully resubmit the
application. You will receive email notification with information on how to address the error(s).

The Status Date column displays the date that the status was updated.

The Agency Tracking # field displays the tracking number that the grantor agency assigned
for its internal tracking purposes to your submitted application. Note: All agencies do not assign
tracking numbers. If you do not see an agency tracking number, this does not infer that the
agency did not receive or process your application. The assignment of tracking numbers is
based on the policy of a particular agency.

Managing Your Applicant Profile

To manage your applicant profile once you log into the For Applicants section of Grants.gov, click the
Manage Profile link on the left of the screen.

This will take you to the Manage Profile screen.
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ft Internet Explorer provided by The Edcomm Grou

Fle  Edi Vi "
Q= O N2 5 3
Address | @8] hetp:frestapply.row com/applcar v Go i links
' Tutorial Resources Search For Gramtors Applicants EBiz Privacy AboutUs (HELP
e o |
M Get Find Grant Al ‘Gustomer
GRANTS.GOV o2y et ss:'a o
wwwwwww o ————————
ORC-te ,nust
Application Status Applicant Profile
Manage Profile
Manage Lottt ot
P f' I First: | ORC-est10 Last: test
ro I e Tel: [555-1212 Email: |applytest@hhs.gov
screen Title: | Training User 10 DUNS#: 0000000000000

You can update any of the fields on this screen, excluding your DUNS number.

To save your revisions, click the Submit button. You will be taken to a Registration Successful
screen.

OR

To return to the For Applicants Welcome screen without saving your revisions, click the Cancel
button.
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Logaging Out of the For Applicants Section
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You can logout of the For Applicants section of Grants.gov at anytime by clicking the Logout of
Grants.gov link on the left side of your screen.

This will take you to the Logout screen.

i
Qe - Lm-08
Address | ] bttp:f ftestapply.row.com/Logout v Go | Links ™
y ] Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs HELP
— N i
™ Got Find Grant ,  Apply. Customer.
GRANTS.GOV Staned  Opportunites')  Grants Suppont
Home > For Grantors > Logout
Logout
*You have successfully logged out of the “For Grantars” section of Grants.gov.
Lo out To returm e "For Grantors" section, click the "For Grantars" link atthe top of your screen. You will need to re-enter your usermame and

screen

To log back in, simply click the Applicants link at the top of your screen.

Page 118



p

GRANTS.GOV™ Grants.gov Grantor Training

The Apply for Grants Process
(¢ 2

-
o

Key Points

© AORs can update their applicant profile.
@ Applicants can check the status of their applications.

@ Utilize customer support resources.
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Practice g#¥ Designating AORs

Grants.gov has two essential roles for Authorized Applicants:

1) E-Business Point of Contact - this person is listed as the point of contact on the
organization's CCR registration and is responsible for designating their organization's
Authorized Organization Representatives (AORs). Organizations may have only one E-Business
Point of Contact.

2) Authorized Organization Representative (AOR) - AORs are designated by the E-
Business Point of Contact as someone who is authorized to submit applications to Grants.gov on
behalf of their organization. AORs must register with Grants.gov's Credential Provider,
Operational Research Consultants (ORC) so that Grants.gov can verify that they are who they
claim to be and with Grants.gov. AORs must log into Grants.gov in order to submit an
application. Organizations may have numerous AORs.

Once a potential Authorized Organization Representative (AOR) registers with a Credential Provider
and Grants.gov, the E-Business Point of Contact will receive an email stating that someone has signed
up to become an AOR for their organization.

The E-Business Point of Contact will then need to assign the Authorized Applicant privilege to the
registrant before that person can submit an application.

Logging into the Ebiz Section

To assign the Authorized Applicant role, click the Ebiz link at the top of your screen.

This will take you to the Ebiz Login screen.

Group

idress | 4] hitpsifjapply.grants gov/AorMarGetiD v B ks

) Niisiots s pierwnat ssines e phisrsnsie s gD

= GRANTS.GOV® o2y oneod) *a‘::’a mer

Home > For E-Buginess Point of Contact

For E-Business
Point of Contact

This section of the site is designed to provide the desionated E-Business Point of Gontact (POC) from an applicant

organization the capabiliy of designating, or revoking, the privileges of the Authorized Organization Representative (AOR)
screen The AR is the organizations authorized submitier of a Federal grant application

You will need to enteryour DUNS or DUNS + 4 number and your designated MPIN from the Central Contractor Registry
(CCR)

Iyou do not have an MPIN, pleas e visit wyw.CCR.gov far further infarmation on obtaining an MPIN for your arganization.

Please enter your DUNS Number and MPIN
to login to the Grants.gov system.

DUNS or DUNS +4

MPIN

€] 5 Incermet
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NOTE - If this is your first time logging into the Ebiz section of Grants.gov, make sure that
someone has already registered to become an AOR for your organization.

You will not be able to log into the Ebiz section of Grants.gov until one AOR has completed the
Credential Provider and Grants.gov registration.

Enter your DUNS number that was entered in the CCR registration in the DUNS field.

Note - if you have a nine digit DUNS number, add four zeros to the end of it.
Enter the MPIN selected during the CCR registration in the MPIN field.

Remember - your MPIN is the nine character code that you chose when registering with CCR.

Click the Login button.

Assigning the Authorized Applicant Role

Log into the Ebiz section of Grants.gov.

This will take you to the Ebiz Welcome screen.

A Grants.gov - Grantors - Microsoft Internet Explorer provided by The Edcomm Grou

Fie Edt ‘Wew Favortes Tools Help
Q@ sack - [%] @ €0 POseach Sloravertes @meda ) (- L [ 3
Adiress | 4] hitps:/japply.grants.gov JAortigrLoginSer vl et v B ks
- - .
M Get Find Grant Al ‘Gustomer
™ GRANTS.GOV! o2, M\ rndomely gv,;fa ustome
[T ———
For E-Business
Ebiz Point of Contact
We I come Welcom to the E-Business Points of Contact sectiont
The functionality in this section allows use, as an E-Business Point of Contact, to add and revoke Organizational
screen Representative privileges.
& pone 5 mntermet

Click the Manage Applicants link on the left of the screen.

This will take you to the Manage Applicants screen.
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Address | €] hitps:Japply.arants.gov/AorarLoginserviet Y| Bl ks
) Tutorial Resources Scarch For Grantors Applicants EBiz Privacy AboutUs (HELE)
[
— Y Get Find orant.  Apply customarBl
GRANTS.GOV i P W o
e Home > For Grantors > Manage Applicants.

GG-0693910050000
of DUNS_0693910050000

Manage Applicants

Reassign Roles

| [AoR Applicants

fianage Applicanis

Logout of Grants. gov

David Shapn

Manage
Applicants
screen

Check All Clear All

& pone (R

2 © intermet

Select the name of the person for which you want to assign the Authorized Applicant role by
clicking in the checkbox next to that person’s name.

Click the Reassign Roles button.

This will take you to the Reassign Roles screen.

2 Grants.gov - Grantors - Microsoft Internet Explorer. provided by The Edcomm Group

Ele Edt Mew Favortes Tods Hep

Q- O RRA G| Owe

Address &) hitps:/{apply.grants.govfAorMarLoginser viet

EEE

»

ormone: @resa £

B ok

y ] Tutorial Resources Search For Gramtors Applicants EBiz Privacy AboutUs (HELP)

e n
GRANTS.GOV™

Get FindGrant ), Appl Customer
Started Opportunities Grar Support

Home > Grantors > Manage Agency Users > Reassign User Roles
eeeeeeee itk o

GG-0698910050000

Reassign
Roles
screen

of DUNS_0698910050000
Manage Applicants

Lodout of Grants.qov

Reassign User Roles

User Mame: David Shapp

User ID: ORC-dshapp0d2

Current Roles:

@

Remaining Roles:

S @ e

Select the Authorized Applicant role in the Remaining Roles box by clicking it.

Click the double arrow pointing toward the Current Roles box.
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To save your changes, click the Continue button. The AOR will now be able to submit an
application.

OR
To cancel your changes, click the Cancel Reassign button.
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Key Points

@ AORs must be assigned the "Agency Applicant" role.
@ The eBiz POC is the POC on the CCR registration.

@ Utilize customer support resources.
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I Search Grant Synopses

Grants.gov provides you with the ability to search for Federal government-wide grant opportunities. Click the "Search
Grant Synopses" link on the left of the screen to begin your search.

-
o

Once you find an opportunity for which you wish to apply, you will need to record the Funding
Opportunity Number or CFDA number and enter it manually on the Download Application Packages
screen in the Apply for Grants section of this site.

To find grant opportunities, click the Find Grant Opportunities tab at the top of any screen.

This will take you to the Find Grant Opportunities screen.

A Grants.gov - Find Grant Opportunities - Microsoft Internet Explorer provided by The Edcomm Group.

Q@ sack - [%] @] €0 Oseath lgravenies @ meda €8 (- i - B

iddress | 4] http: . orants.gov [Find v B ks

) Vi oot s riermnst stineies e phiisrs sk s gD

— 1 Get Find Grant A Gustomer
GRANTS.GOV sioned )\ Opporinitesl)  crants Soopon

Home > Find Grant Opportunities

Search Grant Snopses =

P—— \

Notification 4

.
Find Grant D grant oppor tunities
Opportunities
Grants gov provides organizations with the ability to search for Federal govemnment-wide grant oppartunities. The Office of

Federal Financial Management recently issued a policy dire clive £odi requiring that all Federal agencies post grant
screen opportunities online as of November 7. Click the Search Grant Synopses linkto begin your search

Do youwant o registerto receive email notifications of new grant pastings from FedGrants gov? Click Receive Grant
OQpportuniy Notifieation

Ifyou are an individual looking for informatian on government benefits, refer to GovBenefts.qov, the oficial government
benefits wehsite, a free, confidential tool that helps individuals find govemment benefits they may be eligible to receive

&Eoore © interet

Click the Search Grant Synopses link on the left of the screen.

This will take you to the Search Grant Synopses screen.

Page 125



p

GRANTS.GOV™ Grants.gov Grantor Training

The Apply for Grants Process

yvided by The Edcomm Grou

-
o

P

Address | 4] http:fwww.granks. gov/FindGrantOpportunities v Go | Links ™
y Tutorial Resources Search For Grantors Applicants E6iz Privacy Aoutus (HELD
o a .
3 £l Get Find Grant Apply ‘Gustomer
GRANTS.GOV B opparunkielh ol pocc
Home >
Search Grant Synopses
Becete Staut ppartany Search Grants Synopses
Tcation
Sea rc h To perform a full text search for a grant, complete the "Full Text Search® field and clickthe "Search” button.
“You can also perform a search by completing one or more of the additional fields and clicking the "Start Search” button at
the hattom ofthe screen. Once you find an oppartunity Tor which you wish to apply, you will need to recard the Funding
ra n Opportunity number or CFDA number and enter it manually on the Download Aplication Packages screen in the Apply for
Grants section of this site.
Synopses o g g i S g i g
helpwith this screen.
screen Ful Text Searcts

Searchin:
@ Active Documents
© Archived Documents

Search by Funding Opportunity Number:

&Eoore © interet

Complete as many of the fields as you can on this screen:

To search the full text of the posted grant opportunities, enter a word or phrase in the Full
Text Search field. Click the Search button next to the Full Text Search field. Only use this
Search button if you have entered something in the Full Text Search field.

You can also perform a search by completing one or more of the additional fields and clicking
the Start Search button at the bottom of the screen.

Select whether you want to search Active Documents or Archived Documents by clicking the radio
button next to corresponding field. Active Documents are grant opportunities that are still available for
applicants to submit applications. Archived Documents are opportunities that are no longer active for
applicants to submit applications.

If you know the funding opportunity number, enter it in the Search by Funding Opportunity Number
field. If you are not sure of the entire Funding Opportunity Number:

Use an asterisk * to replace one or more characters.
Use a question mark ? to replace one character.
Select the time period for which you want to search in the Dates to Search field.

If you know the offering agency’s Catalog of Federal Domestic Assistance (CFDA) number, enter it in the
Search by CFDA Number field. If you are not sure of the entire CFDA number:

Use an asterisk * to replace one or more characters.
Use a question mark ? to replace one character.

Select the funding activity category from the Search by Funding Activity Category field. If
you want to select multiple items in this list, hold down the CONTROL or SHIFT keys. Mac
users should hold the APPLE key.

Select the funding instrument type from the Search by Funding Instrument Type field. If
you want to select multiple items in this list, hold down the CONTROL or SHIFT keys. Mac
users should hold the APPLE key.
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Select the offering agency from the Search by Agency field. If you want to select multiple
items in this list, hold down the CONTROL or SHIFT keys. Mac users should hold the APPLE
key.

-
o

You can also select the Offices for the grantor agency by clicking the Show Offices for Selected
Agencies button. When you click this button, the screen will refresh and the agency offices will be listed
at the bottom of the screen. If you want to select multiple items in this list, hold down the CONTROL or
SHIFT keys. Mac users should hold the APPLE key.

You can further select locations for the agency offices by clicking the Show Locations for Selected
Offices button AFTER you have already clicked on the Show Offices for Selected Agencies button.
When you click this button, the screen will refresh and the agency office locations will be listed at the
bottom of the screen. If you want to select multiple items in this list, hold down the CONTROL or SHIFT
keys. Mac users should hold the APPLE key.

To clear the Grant Synopsis Search form, click the Clear Form button.

Once you have entered in the necessary search criteria, click the Start Search button to begin
the search.

Your search results will display on a Search Results screen at FedGrants.gov.

4 Search Results - Microsoft Internet Explorer provided by The Edcomm Grou)

FedGrants

Federal Funding Opportunities

Search Results

Mew Search page (19 S Results 1-20 of 76
Search
Results 02/06/2004
Agency: Agency for International Development
screen Office: Overseas Missions

Location: Guinea USAID-Conakry

Type: Grant Title: Cammunity Reintegration in Sierra Leone Funding Number: 6750401

02/06/2004
Agency: Department of Defense
Office: Defense Advanced Research Projects Agency
Location: Contracts Management Office
Type: ificati Title: Defense Sciences Research and Technology Funding Number: BAAD4-12

& oere © et

Once you find an opportunity you wish to apply for, you will need to record the Funding Opportunity
Number or CFDA Number and then enter it manually when you apply for the grant.

The Funding Opportunity Number is located in the description on the Search Results screen.

The CFDA Number can be found by clicking the Grant link next to the Type field for a specific
opportunity no the Search Results screen.

You can also click the Apply for Grant Electronically button in the Grant Announcement to
automatically search for the application package for that specific grant. Simply click the Grant
link on the Search Results screen. Then click the Apply for Grant Electronically button at
the bottom of the screen. When you click this button, you will be taken to the Selected Grant

Applications for Download screen which will list any available application packages for the
grant.
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Search Tips

On some browsers, it may be necessary to hold down the CONTROL or SHIFT key to select multiple
items.

MAC users should use the APPLE key to mark multiple items.

The following wildcard characters, symbols that stand for one or more unspecified characters, may be
used to search by Full Text, Funding Opportunity or CFDA number:
use "*' to replace 1 or more characters at the end of the term

use '?' to replace any 1 character

When searching by Full Text, the following boolean operators (OR, AND, and NOT) may be used:

Operator OR (space is also considered as OR). Results a match if term1 OR term2 appears in
the document.

Usage: Using OR: "term1 OR term2", Using space: "term1l term2"

Operator AND (+ is also considered as AND). Results a match if both term1 AND term2 appears
in the document

Usage: Using AND: "term1 AND term2", Using + sign: "+terml +term?2"

Operator NOT (- is also considered as NOT). Results a match if term1 appears in the document
AND term2 dose NOT appears in the document.

Usage: Using NOT: "term1 NOT term2", Using - sign: "term1 -term2"
Notice: All boolean operators have to be in UPPER CASE letters
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Key Points

O Complete as many fields as possible to get best results.
¢ Record Funding Opportunity Number or CFDA.

@ Utilize customer support resources.
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Practice iy Receive Grant Notifications

You can sign-up to receive grant notifications through FedGrants.gov.
To sign-up for grant notifications, click the Find Grant Opportunities tab at the top of any screen.

This will take you to the Find Grant Opportunities screen.

ind Grant Opportunities - icrosoft Internet Explorer provided by The Edcomm Group

Fle Edt Wew Favortes Tooks Help "
Q@ sack - [%] @] €0 Oseath lgravenies @ meda €8 (- i - B
iddress | 4] http: . orants.gov [Find v B ks
) Tutoral Resources Search For Grantors Applicants EBiz Privacy AboutUs (HELD
— GRANTS.GOV* Get Find Grant ), Apply Gustomer |
] Started Opportunities ), ~ Grants Support

Home > Find Grant Opportunities

\

B
D grant oppor tunities

Search Grant Synopses

Receive Grant Opportunity
Notification

Find Grant
Opportunities
Grants gov provides organizations with the ability to search for Federal govemnment-wide grant oppartunities. The Office of

Federal Financial Management recently issued a policy dire clive £odi requiring that all Federal agencies post grant
screen opnortunities online as of Novemher 7. Click the Search Grant Synonses linkta begin your search,

Do youwant o registerto receive email notifications of new grant pastings from FedGrants gov? Click Receive Grant
OQpportuniy Notifieation

Ifyou are an individual looking for informatian on government benefits, refer to GovBenefts.qov, the oficial government
benefits wehsite, a free, confidential tool that helps individuals find govemment benefits they may be eligible to receive

€1 B Internet

Click the Receive Grant Opportunity Notification link on the left of the screen.

This will take you to the Receive Grant Opportunity Notification screen.

Ble Edt Yew Favortes Ioos Hebp i
Qe v - [¥] B () Oseah §izravones @veda £ (- i B
Advoss @l z B e
) Tutoril Mesoutces Search For Grantors Aplicants E8iz Privacy Aboutus (G
-——.. GRANTS.GOV* Get Find Grant ), Apply Gustomer |
- Started Opportunities ), Grants. Support

Home > Find Grant Opportunities > Receive Grant Opportunity Notification
Search Grant Synopses

- Receive Grant Opportunity Receive Grant
Receive HelKlcation O pportunity Notification

G ran t Federal Grants Notification Service

Disclaimer: This senics is provided for convenience only and does not sewve as a guarantes of nofification. Subscribers to

o (o] rtu n |t s list senvice are Utimately responsible for reviswing the Eederal Grants Opportunitiss e for allinformation relevant to
desired funding opportunities

Sign up to receive grants announ cements from the Federal Grants Opportunities (FGO) site. Afer subscribing, you wil
screen receive annauncements of hoth new grants and modifications of existing grant announcements.

Four options are available:

1. Registerta receive all notices for selected nofices based on funding opporunity number,
2. Registerta receive all notices from selected agencles and caleqories of funding activies.

3. Registerta receive all notices from selected interest and eliqibility aroups.
4. Registerto receive all qrants nofices

Usars of this service may add new subscriptions of unsubscribe from all subscriptions at any fime.

Taremove one or more subscriptions, first unsubiscribe from all subseriptions, then re-subscribe to the subscriptions you
weantto keep.

€1 B Internet

Page 130



p

-

[

GRANTS.GOV™

Grants.gov Grantor Training

The Apply for Grants Process

Determine which notification option you would like to use and click the corresponding link:

e Register to receive all notices for selected notices based on funding opportunity number.

e Register to receive all notices from selected agencies and categories of funding activities.

e Register to receive all notices from selected interest and eligibility groups.

e Register to receive all grants notices.

Reqister to receive all notices for selected notices based on funding opportunity

number

Click the link at the end of option 1.

This will take you to the Federal Grants Notification Service Subscription Form screen.

)

-
L.

earch

g Favorkes @ media ) - & - 3

GRANTS.GOV™

YBw e

Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs HELR

Got Find Grant |
Started Opportunities

>Receive

> Federal

search

Federal Racsivs Grant Opportunity Federal Grants Notification
ST Service Subscription Form
G ra nts ience only and does not serve as a guarantee of notification. Subscribers
- gmm - e ortunities site for all information relevant
Notification
Service
S u b sC ri pti on Funding Opportunity Number:

Form screen

& ooe © e

Enter you email address in the Email Address field.

Enter the funding opportunity number for which you would like to receive notifications in the Funding
Opportunity Number field.

Click the Subscribe to Mailing List button.

Regqister to receive all notices from selected agencies and categories of funding
activities

Click the link at the end of option 2.

This will take you to the Federal Grants Notification Service Subscription Form screen.
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Ele Edt Vew Favortes Tools Hep

Q- O [ B 6/

diress | &) httpsflumww arants. gov FedGrantsiiotificationz

)

Search

[ .
e

5.7 Favortes @ edia %)

GRANTS.GOV™

VB s ?

Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs HELP

Get Find Grant
Started rtunities

Home > Find Grant Opportunities > Receive Grant Opportunity Notification > Federal Grants Notificati

Apply Gustomer
Grants. Support
ion Form

F d I Search Grant Synopses
edera Rocetve Grant Opportn Federal Grants Notification
Tcation < by
Grants Service Subscription Form
Disclaimer: This service is provided for convenience only and does not serve as @ guarantee of nofification. Subscribers

LY - H 1o this list service are ulimately responsible for reviewing the Federal Grants Opportunities site for all information relevant
Notification {0 desied aning opportnee
Se rvi ce Your E-mail address:* (U'se in  ex:
Su bscri tio n Notes On some browsers, it may be necessaryto hold down the CONTROL, APPLE, or SHIFT Keyto select muliple iterms

p (Please choose ail that apply)

Form screen

& oore

B Internet

Enter you email address in the Email Address field.

Select the categories for which you would like to receive notification by clicking them from the Select
Category of Funding Activity box. If you want to select multiple items in this list, hold down the
CONTROL or SHIFT keys. Mac users should hold the APPLE key.

Enter a CFDA number for which you would like to receive notification in the CFDA Number field.

Select the agencies for which you would like to receive notification by clicking them from the Select
Agency box. If you want to select multiple items in this list, hold down the CONTROL or SHIFT keys.
Mac users should hold the APPLE key.

You can also select the Offices for the grantor agency by clicking the Show Offices for Selected
Agencies button. When you click this button, the screen will refresh and the agency offices will be listed
at the bottom of the screen. If you want to select multiple items in this list, hold down the CONTROL or
SHIFT keys. Mac users should hold the APPLE key.

You can further select locations for the agency offices by clicking the Show Locations for Selected
Offices button AFTER you have already clicked on the Show Offices for Selected Agencies button.
When you click this button, the screen will refresh and the agency office locations will be listed at the
bottom of the screen. If you want to select multiple items in this list, hold down the CONTROL or SHIFT
keys. Mac users should hold the APPLE key.

Click the Subscribe to Mailing List button.

To clear the form, click the Clear Form button.
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Register to receive all notices from selected interest and eligibility groups

-
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Click the link at the end of option 3.

This will take you to the Federal Grants Notification Service Subscription Form screen.

Eile v Favorites  Tools  Help
Qo - @ [x] B @b Pseoren Flprovonss @reds &) -2 - S
ddress | ] httpffwmw qrants.gov FedGrantshiotifications B ok
y Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs (HELD
e " 5
GRANTS.GOV™ stood ' Onportuntislh  Greidl Sampont
,,,,,,,,,,,,,,,,,,,,,, "
Search
Federal Racsivs Grant Opportunity Federal Grants Notification
Saileion Service Subscription Form
Grants
Notification
Service
Subscription
Form screen
& bone © ntemet

Enter you email address in the Email Address field.

Select the categories for which you would like to receive notification by clicking them from the Select
Category of Funding Activity box. If you want to select multiple items in this list, hold down the
CONTROL or SHIFT keys. Mac users should hold the APPLE key.

Select the funding instrument types for which you would like to receive notification by clicking them
from the Select Funding Instrument Type box. If you want to select multiple items in this list, hold
down the CONTROL or SHIFT keys. Mac users should hold the APPLE key.

Select the eligible applicants for which you would like to receive notification by clicking them from the
Select Eligible Applicants box. If you want to select multiple items in this list, hold down the
CONTROL or SHIFT keys. Mac users should hold the APPLE key.

Enter a CFDA number for which you would like to receive notification in the CFDA Number field.
Click the Subscribe to Mailing List button.

To clear the form, click the Clear Form button.
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Register to receive all grants notices.
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Click the link at the end of option 4.

This will take you to the Federal Grants Notification Service Subscription Form screen.

Federal
Grants
Notification
Service
Subscription
Form screen

Ele Edt Wew Favortes Tooks Help L
Q@ - (0 [¥] B (D Pseun Gigracies @reda €2 -8 - 3
Adiress (] htepsjwm grants.gov SubscribeAll v|Eso ok >
V' Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs ELB
(- a
| = £y Get Find Grant Apply. Customer
GRANTS.GOV s, Opperumitiglh  Grantll <
Home > Receive > Federal
Search
Hocetve rant Opportuny Federal Grants Notification
ication 2 il
Service Subscription Form
Warning: You are about to register to receive ALL grants notifications. Be advised that this will result in the transmission
of over 500 e-mail messages per month. Ifthis is notwhat you intended, please register for specific nofifications rather
than ALL notifcations
Disclaimer: This senice is provided for canuenisnce only and does not serve as a guarantee of natifiation, Subseribers
1o this list service are ultimately responsikle for reviewing the Federal Grants Cpportunities site for all information relevant
1o desired funding opportunities.
Your E-mail address:* (U'se in r; ex:
‘Subscribe to Mailing List
*Required
€] ore B Incermet

Enter you email address in the Email Address field.

Click the Subscribe to Mailing List button.
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Unsubscribing from Notifications
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To unsubscribe from notifications, click the Unsubscribe link on the Receive Grant Opportunities
screen.

This will take you to the Federal Grants Service Unsubscription Form

jes - Receive Grant Opportunity Notification -Federal Grants. - Microsoft Internet Explorer p

i
(%] @] €0 POseath lgravenies @ meda €8 (- L - B
Ackivess | 4] hitpsfjwwm grants.gov jUnsubscribe v B itk
y ] Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs HEL
= GRANTS.GOV* Get Find Grant . Apply Gustomer |
] Started Opportunities ), ~ Grants Support

Home > Find Grant Opportunities > Receive Grant Opportunity Notifieation > Federal Grants Service Unsubseription Form
Search Grant Synopses

Receive Grant Opportunity Federal Grants Service
Holiation Unsubscription Form

Disclaimer: This senice is provided for convenience only and does net serve as a guarantee of nofification. Subscribers

H to this list service are ulimately responsible for reviewing the Federal Grants Opportunities site for all information relevant
Service EetalCrane Qonrtntes

U n s u bsc ri pti o n Your E-mail address:* ({U'se in ex:
Form screen

&Eoore © interet

Enter you email address in the Email Address field.
Click the Unsubscribe from Mailing Lists button.

Note - To remove 1 or more subscriptions, first unsubscribe from all subscriptions, then re-
subscribe to the subscriptions you want to keep.

Page 135



p

GRANTS.GOV™ Grants.gov Grantor Training

The Apply for Grants Process

-
o

Key Points

@ Sign up to receive grant notifications.
@ Choose the option that meets your preferences.

@ Utilize customer support resources.
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MeEecPY Downloading Application Packages

Before applying for a grant, make sure that you have already completed the “Get Started” steps:
Download the Application Viewer, Request a DUNS and then Register with CCR, a Credential Provider
and Grants.gov. You will not be able to submit an application if you have not completed all of these
steps.

When you have completed all of the necessary steps prior to beginning the application process, click
the Apply for Grants tab at the top of your screen.

This will take you to the Apply for Grants screen.

3 Grants.goy - Apply for Grants - Microsoft Internet Explorer provided by The Edcomm Group FEx
7

Ele Edt Mew Favortes Tods Hep

Qi - [ R POt Porwrs @t @ 3-8 B - B

Adress | ] httpif o, grants.gov [Apply B ok
' Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs HELP
| .-
= Get Find Grant |, Ay
™ pply Gustomer
GRANTS.GOV Staned . Opportuniies ) Grants Support

Home > Apply for Grants

\
y

Y for grants

omplete
Application Package

Apply for S i

Do you have the Funding Opportunity andfor CFDA number of the grant forwhich you want ta apply? You need itta downlaad

screen & orant application and apply or a grant

Ifyou have the Funding opportunity andior GFDA number, you are ready to download the application package and begin the
process to apply for grants through Grants gov. It s a 3-step process

o

Apply Step 1 —Download a Grant.
Ya

small, free pi allowyo et submit applic ally ly.
Apply Step 2 — Complete the Selected Grant Application Packagie

You can complete the application offine. Everyhing you need to know is included in the application package and
instructions.

Appiy Step 3— Submit 2 € i
You will submitthe application online. When you are ready to submitthe complated application, you will also need to have
already completed the Get Started Steps. You will then need to log into Grants.gov using the username sword you
& © et

Click the Download Application Package link on the left of your screen.

This will take you to the Download Application Package screen.
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A Grants.gov - Download Application Package - Microsoft Internet Explorer provided by The Edcomm Group

Ele Edt Yew Favoites Toos Help

Q@ ark ~ (%] [Z] 0 O seach 57 Favortes @ veda ) = - 3
idehess | ] hitps:japply grants.gov/forms_spps_idchiml v B itk *
y Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs (HELS
s £ Get Find Grant Apply Gustomer
GRANTS.GOV i P ma o
Home > Apply for Grants > Download Application Package
Download
Application Package - s
Download Application Package
Complete
Download e
- - Abpicotion Paciie: Ta download an application package, enter the appropriate CFDA Number andfor Funding Opportunity Nurmber and click
Application Package
Appllcatlon the "Download Package” button
P a c k a e CFDA Number:
g Funding Opportunity Number:
Sc re e n Funding Opportunity Competition ID:
Download Package
Ifyou do not remernber the Funding Opportunity Number for the grant apporunity for which you want to apply, return to the
“Find Grant Opportunities” section ta locate the grant oppartunity and then retum ta this screen to enter the number ta find
the appropriate application package.
&) Done S Internet

Enter the CFDA number of the agency which is offering the opportunity for which you want to apply in
the CFDA Number field.

OR

Enter the Funding Opportunity Number of the opportunity for which you want to apply in the Funding
Opportunity Number field.

OR

Enter the Funding Opportunity Competition ID Number of the opportunity for which you want to apply
in the Funding Opportunity Competition ID Opportunity Number field.

If you do not know the Funding Opportunity Number, CFDA Number or Funding Opportunity
Competition ID Number for the grant for which you want to apply, you will need to search for
the grant opportunity using the Search Grant Synopses screen. Refer to the Search Grant
Synopses topic for details on completing this search. You can also refer to the Grants.gov
Programs List which provides information on CFDA numbers for programs with applications
currently available on Grants.gov.

You must complete at least one of these fields to download an application.
Click the Download Package button to download the application package.

This will take you to the Selected Grant Applications for Download screen.
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/3 Grants.gov - Download Application Package - Microsoft Internet Explorer. provided by The Edcomm Group []=E3)
Ble Edt Vew Favortes Toos Hep i
Q@ sack - (%] @] €0 POseath lgravenies @ meda €8 (- L - B
Address | 48] https:/lapply.grants.gov/forms _apps_ide.html v Go i Links »
) Tttt Resoures Search For Grantors. Applicant Eiz Prvacy About s (455D
- . .
b ™M Get Find Grant Al Gustomer
GRANTS.GOV! ;. onponuiis g’,:’a el
Home > Apply for Grants > Forms & Applications > Selected Grant Appiications for Download
Download
Selected Applcation Packas sel dG
electe rant
Comulete Applications for Download
G ran t Application Package
Submit Dawnload the application and its instructions by selecting the corresponding download link. Save these files to your

computer for future reference and use. You do notneed Intemet access to read the instiuctions orto complete the

=- - Application Package
pplications
fo r Below is a list of the application(s) currently available for the CFDA andior Funding Opportunity Number that you entered.

To download the application instructions or package, click the carmespanding download link. You will then be able to save

Download e B e e
oron  RER2e™ lcampsstion D lagency linstrucsons hopication
screen Namber | |competiion 1D rootcation

USDA-GRANTS-
10.200 Ferinll CSREES domload dowmioad

& oo & 9 ineemer

To download an application package and its instructions, click the corresponding download link. Be
sure to download both.

When you download an application package or instructions, you will first be taken to the Download
Opportunity Application Package or the Download Opportunity Application Instructions
screen.

2 Download Opportunity Application Package - Microsoft Internet Explorer. provided by The Edcomm Group

Ele Edt Wew Favortes Tooks Help L
€] [B] @b Psewen Fprovones @mede @) (2 L - ) BB
fdress | ] hitp:ffapply.arants.gov/{UpdateOffer7action=packagesid=22 B ok
OpF y ApF g

‘ou have chosen to download the application package for the following opportunity

ICFDA Number: 10.200: Grants for Agricultural Research, Special Research Grants
lOpportunity Number: USDA-GRANTS-012204-001: Special Research Grants Program - Gitrus tristeza Research (GTV) program for fiscal vear (FY)
004

Agency: CSREES
(Opening Date: 01/22/2004

Down Ioad Closing Date: 03/04/2004

If you would like to be notified of any changes to this oppartunity please enter yaur e-mail address below, and you will be e-mailed in the event this

o p po rtu n ity lopportunity is changed and republished on Grants gov before ts closing date
Application T

Download the application package by selecting the download link below. VWhile the package file may open directly, you may save the file to your cormputer

Packa ge or future reference and Lse. You do not need Intermet access to cornplete the application once you save it to your computer
screen Download Application Package
@ © et

Confirm that you are downloading the correct application/instructions for the grant for which you want
to apply.

If you would like to be notified of any changes to this opportunity, enter your email address in
the field and then click the Submit button.

If you do not enter your email address and the application package is deleted or modified,
Grants.gov may reject the application.

Click the Download Application Package link.
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The application package will open in the PureEdge Viewer.

s n
E e S e [ T

» B
TS — Grant Application Package
Opportunity Title; d [This electronic grants application is intended to
Offering Agency: Training Day 1 be used to apply for the below referenced fundingl
CFDA Number: ji7.050
CFDA Description: [Geosciences I this s not the correct funding opportunity,
i A T S— cancel this application, determine which funding
Opportuntfy Number: e ity you are interested in, and download
Opportunity Open Date: he appropriate application package.
Opportunity Close Date:
= = Agency Contact: [Kristina Rosenbaum
Application conten development
E-mail: kristina.rosenbaum@edcomm.com

Required documents that you must fully complete hefore you can submit this application are listed in the Required Documents box. To open a
ick the Open Form button. More detailed instructions are provi cuments.

screen form, highlight it and clicl ded below the list of do

Please note that required fields are designated with an asterisk ().

* Application Filing Name: [Training Day 1

The Open Form Button will open the individual Forms. However, to complete and submit this Grant Application Package, you must
sels the completed form to the i mpleted for ission” List.

Mandatory Documents Mandatory Completed Documents for Submission
[Budget Information for Canstruction Programs (SF-424C)
ssurances for Non-Ganstruction Programs (SF-4245)
[Budget Infarmation for Nan-Canstruction Programs (SF-4244)
pplication for Federal Assistance (SF-424)

[Open Forr] v

Click the Save button to save the application to your computer. Note: A warning message appears
informing you that one or more of the items in this form contains an invalid value and asks if you want
to proceed anyway. Click Yes.

This will open the Save Form window.

SAVE FORM: Specify Filename
Save in: |'_'| My Documents j = BB

Iy Adobe
|3 Corel User Files
I My Daka Sources
Save =
;\ﬂMy Music
FO rm _3 Iy Pictures

window

Save as type: |IntemetF0rms Documert ﬂ Cancel

Browse to where you want to save the application on your computer.

Enter the name that you want the application to be saved as in the File name field.
Click the Save button.

The application will save to your computer.

You will not need to be online to complete the application.
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Key Points

¢ Funding Opportunity Number or CFDA required.
¢ Download package and instructions.

@ Utilize customer support resources.
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meEecPsy Completing Application Packages

When the application downloads, it will automatically open in PureEdge Viewer. You should save the

application to your computer. Once the application is saved, you will not need to be online to complete
the application.

L submission FEX
= @ ofwon -] 6| M0 ©-duais
Submil| Save| Prini|  [Cancel
7 . B
(e S — [Grant Application Package
Opportunity Title: di [This electronic granis application is infended to
Offering Agency: [Teaining Day 1 be used to apply for the below referenced funding
CFDA Number: 47.050
CFDA Description: [Geosciences i this is not the correct funding opportunity,
g B T — cancel this application, determine which funding
Opportunity Number: T8 ity you are interested in, and download
Opportunity Open Date: the appropriate application package.

Opportunity Close Date:
Agency Contact: [Kristina Rosenbaum
Sample contentdevelopment
E-mail: kristina.rosenbaum@edcomm.com
Required documents that you must fully complete before you can submit this application are listed in the Required Documents box. To open a

Pa C ka g e form, highlight it and click the Open Form button. More detailed instructions are provided below the list of documents.
Please note that required fields are designated with an asterisk ().

+ Application Filing Name: [Training Day 1

The Open Form Button will open the individual Forms. However, to complete and submit this Grant Application Package, you must
select and move the completed form to the iate "Completed for ission” List.

Mandatory Documents

Mandatory Completed Documents for Submission
[Budget Infarmation far Construction Programs (SF-424C)
IAssurances for Non-Construction Programs (SF-4248)
[Budget Information far Nan-Construction Programs (SF-4242)
pplication for Federal Assistance (SF-424)

Move Form to
List

v

Verify that the pre-entered information is for the grant opportunity for which you want to apply.

If the Federal funding opportunity listed is not the opportunity for which you want to apply,
close this application package by clicking the Cancel button at the top of the screen. You will
then need to locate the correct Federal funding opportunity, download its application and then
apply.

If the Federal funding opportunity listed is the opportunity for which you want to apply, you will
need to complete the application in its entirety before submitting it.

Applications can be completed in their entirety offline; however, you will need to login to the

Grants.gov website during the submission process. The Submit button at the top of the screen will not
be functional until the application is properly completed and saved.

If you have any application specific questions, you can contact the offering agency directly using the
contact information provided on the application's cover page.

Completing the Cover Page

Enter a name for the application in the Application Filing Name field.

e This application can be completed in its entirety offline; however, you will need to login to the Grants.gov
website during the submission process.

e You can save your application at any time by clicking the “Save” button at the top of your screen.

e  The “Submit” button will not be functional until the application is complete and saved.
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Open and complete all of the documents listed in the Mandatory Documents box and Optional
Documents box.

The documents listed in the Mandatory Documents box and Optional Documents may be predefined
forms, such as SF-424, or documents that need to be attached, such as a program background statement.
Mandatory Documents are required for this application. Optional Documents can be used to provide
additional support for this application or may be required for specific types of grant activity. Reference the
application package instructions for more information regarding Optional Documents.

To open an item, simply click on it to select the item and then click on the Open button. When you have
completed a form or document, click the form/document name to select it, and then click the =>> button.
This will move the form/document to the Mandatory Completed Documents or Optional Completed
Documents box for submission. To remove a form/document from the Completed Documents box, click the
form/document name to select it, and then click the <<= button. This will return the form/document to the
Mandatory Documents or Optional Documents box.

When you open a required form, the fields which must be completed are noted by a *, and on some computers
(depending on your settings) highlighted in yellow. Optional fields and completed fields are displayed in white.

If you enter invalid or incomplete information in a field, you will receive an error message once you have the

field.

e To exit a form, click on the Close button at the top of the screen. Then, click the Save button to resave your

entire application.

Forms

Forms, such as SF-424, are predefined and will require you to enter information into fields.

NOTE - the DUNS number that is entered on the SF-424 must be the same DUNS number
registered with the AOR who logins to submit the application will be submitting the application.

You should complete the SF-424 first, as it will automatically complete additional fields on

other forms with the information you enter.

To open a form in the Mandatory or Optional Documents box, simply click on the form name to
select it and click the Open Form button which appears below the appropriate box. When you have
completed a form, you will need to move it to the appropriate Completed Documents for

Submission box.

Fle Edt View Favortes Help

s
X B @ O searh

Qe - € 7 Favories @) Media {G7) 3
ndivess [@) 47,050 1 B i
2lu] S0 @] A5 2@ ofw o] xid)
Close Form
Ve 8i03 =
APELICATION FOR 2. DATE SUBMITTED e
; icant dentifier
FEDERAL ASSISTANCE = =
1. TYPE OF SUBMISSION: 3. DATE RECEIVED BY STATE State Application Identifier
Application Preapplication 7T
Sa m p I e Q Comtiuction £ Corstivction 4. DATE RECEIVED BY FEDERAL AGENCY | Federal dertifier
& Non-Construction 2 Non-Construction 77
Appllcatlon 5. APPLICANT INFORMATION
Fo * Legal Name: |

* Organizational DUNS:

Address:

* Streett: |

streetz. |

* ity [ county |

* Last Name
* State ¥ *Zip Code *Country [ USA [v

6.* EMPLOYER IDENTIFICATION NUMBER (£

—

* Phane Nurber (give area code)

[¥ Emait |

Fax Number (give area code)

8. TYPE OF APPLICATION:

5 New  Revision

) Continuation

7. *TYPE OF APPLICANT: [Select Applicant Type Code| ¥

Other (specify)
[
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When you open a required form, all required fields are noted by an * and sometimes (depending on
your computer settings) highlighted in yellow.

Optional fields and completed fields are displayed in white.
You can click any field to enter the necessary information.
You can also use the TAB button on your keyboard to move from field to field.

If you enter invalid or incomplete information in a field, you will receive an error message upon leaving
the field.

To exit a form, click the Close button at the top of the screen. Then click the Save button to save your
application.

Documents

In addition to forms, application packages may also require that you submit specific documentation,
such as a program background statement.

These documents may be submitted as a PDF, Text Document or Word Document.

To open a form that requires you to attach a document, simply click on the form name to select it and
click the Open Form button which appears below the appropriate box. When you have completed a
form, you will need to move it to the appropriate Completed Documents for Submission box.

When you open a form, you will be able to attach documents from your computer to it. You can only
attach PDFs, Text Documents and Word Documents.

2 program EEX
e sl=] wf 20] )

Program Narrative File(s)

Attachment?. [ Add Program Narrative Delete Program Narrative iew Program Narrative

Preferred attachment file types are:

PDF

Sample TERT
Application WORD Ducument
Document

Attaching a Document
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To upload a document, simply click the Add button.

[ —
—

This will open an Attachment window.

~ Form

77" Attachments Attach
Present Folder:  Program MNarrative
At_taChment Folders: Attachments:
win d ow Program Hatrative

Click the Attach button.

This will open a Browse window which will allow you to select the document on your computer which you
want to upload.

ATTACH: Choose File or Files

Lok ir: |_? Temp j & BB
) {48E309E6-FA13-1 1D5-8CCI-00A0CIE1 9266} [CSyHistary
;Ej{EDDDDSID-DSID-DSID-DSID-DDDDDDDDDSID} IZymsohtmlt
|2 ~rnsetup CIMT2UFL
Browse |04RK7e [ 0Hatfix
- =3 Acrobat Distiler 5 |5 Temporary Internet File
win d ow I Cockies IZ)vEE
E: >
Files of type: |AII Files %) ﬂ Cancel

When you have selected the document you want to attach, click the Open button.
You will return to the Attach window.
Repeat this process until you have attached all of the necessary documents.

When you have selected all of the documents you want to include for this requirement, click the Done
button.

The box next to Attachment will be checked on the Sample Application Document screen.
Deleting a Document

To delete a document which you have uploaded, to the form, open the form, click the Delete button.

This will open the Delete Attachment window if multiple documents have been attached.
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Attachments @

__ Form
07" Attachments Remare
Delete Present Folder:  Program Narrative
Attachment Foldets: Attachments:
= Program Hatrative Application instructions.doc
wi ndow application package submissio:

Select the document which you want to delete and click the Remove button.

Click the Done button when you are finished deleting the documents. If only one attachment, press delete
button. Remove attachment box appears. Click “Yes” to delete or “No” to return back to the form. Once all
the attached documents have been removed, the check mark after the attachment will be removed.

Viewing a Document

To view a document which you have uploaded, simply click the View button.

If only one document was attached the document will open. If multiple documents are attached, the View
Attachment window will open.

Attachments @

___ Form
07" Attachments Display
View Present Folder:  Program MNarrative
Attachment Folders: Attachments:
- Program Hatrative Application instructions.doc
wi ndow application package submissio:

If you have uploaded more than one document you will need to select the document which you want to
view and click the Display button.

Click the Done button to return back to the form without displaying the attachment. Closing the open
document, returns you back to the form.

To exit the mandatory documents page, click the Close button.

Saving Your Application

To save your application, simply click the Save button at the top of your screen.

Printing Your Application

To print your application, simply click the Print button at the top of your screen.
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Finalizing Your Application

-

You can save your application at any time by clicking the Save button at the top of your screen.

Once you have properly completed and saved the application, the Submit button will become active
and you will be able to submit your application to Grants.gov.
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Key Points

¢ All mandatory (yellow) fields must be completed.
@ Applications can be completed offline.

@ Utilize customer support resources.
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HeEio=PaE Submitting Applications

Once you have completed an application, you will need to upload and submit the application. Although

you can complete an application without being online, you will need to log into the Grants.gov website
in order to submit the application.

The Submit button will become active after you have completed all required forms, attached all
required documents, and saved your application package.

Slul 5] @) |5 Il ofuws -] o wIT) & fukts

roweREd
Submi]  Save| Pint|  Cancel

3 =
(= e [Grant Application Package
Opportunity Title: d1 [This electronic grants application is inte
Offering Agency: fTraining Day 1 lbe used to apply for the below referenced funding|
) B lopportunity.
CFDA Number: #7.050
CFDA Description: [Geosciences If this is not the correct funding opportunity,
- . ma [cancel this application, determine which funding
Opportunity Number: — lopportunity you are interested in, and download
Opportunity Open Date: he i ication package.
Opportunity Close Date:
Agency Contact: [Kristina Rosenbaum
Sample Comen development
E-mail: kristina.rosenbaum@edcomm.com

Required documents that you must fully complete before you can submit this application are listed in the Required Documents box. To open a

Pa cka g e form, highlight it and click the Open Form button. More detailed instructions are provided below the list of documents.
Please note that required fields are designated with an asterisk (4.

* Application Filing Name Training Day 1

The Open Form Button will open the individual Forms. However, to complete and submit this Grant Application Package, you must
select and move the completed form to the iate “Completed for ission” List.

Mandatory Documents

Mandatory Completed Documents for Submission
[Budget Information for Canstruction Programs (SF-424C)
lAssurances for Non-Construction Programs (SF-4248)
[Budget Information for Non-Construction Programs (SF-4244)
Wnplication for Federal Assistance (SF-424)

i

o

e F ol v

To upload and submit your application, click the Submit button at the top of the application package.

Note - All required information must be entered, validated and saved to enable the Submit
button.

This will take you to the Summary screen.

Page 149



p

GRANTS.GOV™ Grants.gov Grantor Training

The Apply for Grants Process

Sla| 2] @l 2|5 V@ ofiww -] o] xI)] &-duki
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Grant Application Package a8

>
= GRANTS GOV
Application Submission Verification
Opportunity Title: d1
Offering Agency: Training Day 1
CFDA Number: 47.050
CFDA Description: Geosciences
Opportunity Number. TD1A

Opportunity Open Date:

SU m m a ry Opportunity Close Date:
Application Name of this Submission: ~ Training Day 1
screen

Do you wish to submit this Application?

Please review the summary provided to ensure that the information listed is correct and that you are submitting
an application te the opportunity for which you want to apply.

If you want to submit the application package for the listed funding opportunity, click the "Yes' button. After
clicking the 'Yes" button, you will need to access the intermet to finish the sulmission process and log into the

Erants.gov website.

If you do want to submit the application at this time, click the "No" button. You will be returned to the
previous page where you can make changes to the required forms and documents. If this is not the application for

Yes b

Review the application summary.

Click the No button if you do not want to submit the application. You will be returned to the application
package where you can make changes to the forms.

OR

To submit the application, click the Yes button. At this point, your browser will open to the Grants.gov
login page.

On the Login screen, you will need to enter the username and password that you used to register with
a Credential Provider and with Grants.gov.

& Grants.gov - Applicant Login - Microsoft Internet Explorer provided by The Edcomm Group.

Fle Edt Vew Favortes Took Help i

Doack - () - [x] [ @ Oseach g rovoies @reda & (3~ 12 - 3

o T i — = ok L
Py G R R S R s ()
— Got FincGrant . Apply Cust \
a ind Grant ) ustomer
GRANTS.GOV Started Opportunities ), Grants Support

Welcome to the section of the site that is dedicated to Federal Government grant
applicants.

To submit your application, please enter your Username and Password in the box below and
then press the Login button.

To log out of the system, simply close your browser window from the Receipt Confirmation

Login screen page.

Please enter your Username and Password
to login to the Grants.gov system.

Username

Password

Enter your username in the Username field.

Enter your password in the Password field.
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Once you have been authenticated, the application will be submitted. The Confirmation screen will
then appear.

Y8

y ] Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs (HELP

Get Find Grant | Apply. Customer
Started Opportunities ), Grants ‘Support

-
= GRANTS.GOV*

Home > Apply for Grants > Confirmation

Confirmation

Your application has been received by Grants.gov. The following information was generated by the systern

= = Grants.gov Tracking Number : GRANTOOD00B26
Confirmation  couinse: s

CFDA Description : Geasciences
screen Funding Opportunity Number : TDIA

Funding Opporunity Description : i

Application Name of this Submission : Training Day 1

Date/Time of Receipt : 2004.02.06 6:32 PM, EST

It is suggested you Save andlior Print this respanse for your recards

We recommend that you print this Confirmation screen.

You will receive an application submission confirmation email after the application has been properly
uploaded.

This email will give you a Grants.gov tracking number which you will need to check the application’s
status.

Click the Close button.
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If you forget your password

In the event that you forget your password, you can obtain a new password from the Credential
Provider:

If you have forgotten your password, complete the following steps:

1) Browse to www.grants.gov.

2) Click the Get Started tab.

3) Click the Register with the Credential Provider link.

4) Click the Credential Provider link in the middle of the screen.

5) Enter your DUNS number. If you have a nine digit DUNS number, add four zeros to the end of it.
6) Click the Register button.

7) On the left of the screen, mouse over User Administration.

8) Select Forgotten Password.

9) Enter the username that you received from the Credential Provider

10) Click the Login button.

11) You will receive the question that you entered as your password reminder.
12) Enter the answer to the question in the Answer field.

13) Click the Submit button.

14) You will be prompted to enter a new password.

Once you enter a new password, Grants.gov's system will automatically be updated with the new
password.

If you forget your username

If you forget your username, please contact ORC, Grants.gov's Credential Provider at 800-386-6820 or
via email at eauthhelp@orc.com. You may be required to re-register. If you are required to re-register
with the Credential Provider, you will need to re-register with Grants.gov using your new username
and password.
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Key Points

© Login to submit application.
@ Record Grants.gov Tracking number.

@ Utilize customer support resources.
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HEWPE Retrieve a Submitted Application

To retrieve and download the applications submitted to your agency, simply click the Retrieve
Submitted Applications link on the left of your screen.

This will take you to the Retrieve Submitted Applications screen.

4 Grants.gov - Grantors - Microsoft Internet Explorer provided by The Edcomm Group []=E3)
Fle Edt Wew Favortes Tooks Help "
Q@ sack - (%] @] €0 POseath lgravenies @ meda €8 (- L B

Adiress | 4] hitpjtestapply row comAgencylognserviet v B itnks

) Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs (MELP

(- - .
b ™M Get Find Grant Al Gustomer
GRANTS.GOV sty Pbidi: g’,:’a il

Home > For Grantors > Retriewe Submitted Applications

Publish Applications

Retrieve Hane Amican

Package Templates

- Date/Time
Submitted [ERSPYIII |--o . oooorin compaton ooraesgov s rcgramvams _lunmiadiecanes
Aoplications 21-06t-03
. . B e weamsioan GRANTOO0025D  Personal Census Seareh Nows

A I ic atl ons Assin Agency Tracking 153400
p p Number n 11,006 VIM-2003-10-21-1 GRANTO0000256 Personal Census Search NoWs | 2Lt
Manage Agency Users 210603

screen 1008 VUM-200310-21-1 CGRANTO0000258 Personal Census Search NMS 4
Manage Agencies

05:30:48 PM

21-0ct03
11.008 VUM-2003-10-21-1 GRANT0000025 Personal Census Search NaMs Nt ey

11006 VUM-200310-21-1 GRANTOD0D0Z67 Personal Census Search Nows  220CH03

Published Opportunities
Applicant Report

View All Submitted 05:24:08 P

Applications Check All Clear All

Logout of Grants.qov.

[Fain Content Frame

&l oo [C— © et

Select the applications that you want to download by clicking the checkbox in the corresponding
application’s row.

Click the Continue Download button to download the applications.

This will begin the retrieval process.

4 Grants.gov - Grantors - Microsoft Internet Explorer provided by The Edcomm Group. []=E3)
Fie Edt ‘Wew Favortes Tools Help I

Qe v - [¥] B () Oseah §izravones @veda £ (- i B

Adiress | 4] hitpjtestapply row comAgencylognserviet v B itnks

' Tutorial Resources Search For Grantors Applicants EBiz Privacy AboutUs HELP

L N .
e ™ Get Find Grant A Gustomer
GRANTS.GOV s onponuiis g’,:la el

Home > For Grantors > Retrieve Submitted Applieations

Publish Applications

Retrieve P —

Package Templates

= Competition Date/Time|
Su b m |tted Reltieve Submitted Opportunity # |id Grants.gov # |Program Name Received

Applications 1-0cL03
A I I tl o n Assign Agency Tracking 04:53:48 PM
pplica s | i

Manage Agency Users
screen
Applicant Report

View All Submitted
Applications

Logout of Grants.qov.

&l oo © et
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To return to the previous screen without downloading the applications, click the Back button.
OR
To download the listed applications, click the Download Applications button.

This will open the File Download screen and you will be prompted to save the application to your

computer.
File Download @

] Some filez can harm your computer. IF the file information below
\-._"’,of lookz suzpicious, or pou do not fully truzt the zource, do not open or
zave thiz file.

File name: TAGZ0030307175445,2ip

. File type:  WinZip File
File
Download
screen

From: egrantsdb., row, com

“Wwhould pou like to open the file or zave it bo pour computer’?

[ Open ]| Save |[ Cancel ][ Mare Info

Alwayz ask before opening this type of file

Click the Save button.

Note - if you click the Open button, the zip file will appear empty. You must save the
application before opening it.

This will open the Save As window.

Save in: _; ibrm » & s i
iy I:,""_‘lcal\ centker @TAGZDMDSDE‘ISZSZS.HD
2} [C)content ETlTAG20030806193224 . 2ip

My Recent |Z)Grantee IDEAS update routine @TAGZD%DSD?I&SSID.Zip
Documents :;":jGrantor IDEAS update routine @TAGZDDSDBD?I?S%S.zip

?_EI % |CS)Grants_edcomm_com_backup

) araphics
Desktop i.-jlngs
[LIRSVP
Save AS |C)screenshots
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Select the location where you want to save the application and click the Save button.

This will return you to the Retrieve Submitted Applications screen where the Acknowledge
Completion of Download button will be active.

Microsoft Internet Explorer provided by The Edcomm Grouy

Fle Edt Wew Favortes Tooks Help "
Q@ sack - (%] @] €0 POseath lgravenies @ meda €8 (- L B
Adiress | 4] hitpjtestapply row comAgencylognserviet v B itnks
) Tutorial Resources Search For Gramtors Applicants EBiz Privacy AboutUs HELP
(- " .
L ™M Get Find Grant Apply Gustomer
GRANTS.GOV sty Pbidi: ma il
e Home > For Grantors > Retrieve Submitted Applications
Grs >
o itted A
- Publish Appli ns
Retl‘l eve Manage Application [Back] Download Applications [ ‘Acknowledge Completion of Download
Package Templates
= Competition Date/Time
Su m |tte opportunity # |id Grants.gov # |Program Name Receweu
pplications 11008 VIM-200310-21-1 GRANTO0000250 Persanal Census Search Nows [ AL0le
a
screen Manage Apencies
Published Opportunities
Applicant Report
\View All Submitted
Applications
Logout of Grants.gov
€] 4D Internet

Verify that the application downloaded properly to your computer and then click the Acknowledge
Completion of Download button. This will complete the download process and return you to the
Retrieve Submitted Applications screen where the application will no longer appear.

Re-retrieving Applications

If you need to "re-retrieve" an application, simply click the View Applications link on the left of the
screen.

This will take you to the View Applications screen where all applications submitted to your agency
will be listed.

Page 156



p

GRANTS.GOV™

Grants.gov Grantor Training

The Apply for Grants Process

4 Grants.gov - Grantors - Microsoft Internet Explorer provided by The Edcomm Group []=E3)
Fle Edt Wew Favortes Tooks Help "
Q@ sack - (%] @] €0 POseath lgravenies @ meda €8 (- L B
Adiress | 4] hitpjtestapply row comAgencylognserviet v Go i Links »
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Select the applications that you want to download by clicking the checkbox in the corresponding
application’s row.

Click the Download Applications button to download the applications.

This will begin the retrieval process.

2 Grants.gov - Grantors - Microsoft Internet Explorer. provided by The Edcomm Group FEx

Ele Edt Mew Favortes Tods Hep

Q- O BRG] Do Forams @ @3- i
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S = !
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e Home > For Grantors > View All Submitted Applications

Grants GovAdmin
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View All Submitted Applications
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View All e spton | T

Package Templates

Submitted - : oo i o oo

Applications Applications" on e left navigation bar and proceed accardingly.

H H Assign Agency Tracking
Applications | e
screen e M_ : ——

02:8:14  Ageney Tracking Number B
W Assigned

Published Opportunities 11001 123 GRANTO0000360
Applicant Report

View All Submitted
Applications

Louout of Grants.qov

&ore © et

To return to the previous screen without downloading the applications, click the Back button.
OR
To download the listed applications, click the Begin Download button.

This will open the File Download screen and you will be prompted to save the application to your
computer.
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] Some files can harm your computer. If the file information below
\-;."d,} looks suzpicious, or you do not fully trust the zource, do not open or
zave thiz file.

[ —
—

File name: TAGZ00Z08071 75445, zip

. File type:  WinZip File
File

Download
screen

From: egrantsdb, row, com

“Would vou like to open the file or zave it to your computer?

l Dpen ] [ Save | l Cancel ] [ More Infa

Always azk before opening thiz twpe of file

Click the Save button.

This will open the Save As window.

Save As
Save in: Iﬁ';ibm v: s i
iy I:,""_‘jcal\ centker @TAGZDMDSDE‘ISZSZS.HD
2} [C)content ETlTAG20030806193224 . 2ip
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Desktop i:llngs
[LIRSVP
Save AS |C)screenshots
H / (Ctraining
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| Z)workaround
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_’jjj B TAG200307051 50133 2ip

. @TAGZDDSDSDSIZDSZ?.ZD
My Computer

‘;-1] File name: iE E4E.z b Save
. , =
MyNetwork | Saveasbpe:  |wirZip Fil v

Select the location where you want to save the application and click the Save button.
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Key Points

C Remember where you save the package.
@ You can re-retrieve an application package.

@ Utilize customer support resources.
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Practice A% Assign a Tracking Number

Assigning agency tracking numbers allows you to assign a unique number to a submitted application
that your agency can use internally for application identification.

Before you can assign a tracking number, you will need to retrieve the submitted applications. This
procedure can be found in the “Retrieving Submitted Applications” topic.

To view the submitted applications which need a tracking number assigned, click Assign Agency
Tracking Number on the left of the screen.

This will open the Assign Agency Tracking Number screen.

ft Internet Explorer provided by The Edcomm Grou

i

Q@ ek - SO seath 5z Favortes @ meda €2 = 2
Address | 4] http:fftestapply.row comjigencylogserviet v B itnks
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Retrieve Submitted
Tracki n e 47050 o1 GRANTOOD00450 28-0¢-03 122342 P

Manage Agencies
screen Publishes Oportuntios

Applicant Report

\View All Submitted

Applications

Logout of Grants.gov

& ore © internet

This screen displays a list of the submitted applications which have not been assigned an agency
tracking number.

To assign a tracking number to an application, simply enter a number in the Agency Tracking # field
of that application’s row.

Click the Apply button. The application will no longer appear on the list. You can view the change by
clicking the View Applications link on the left of the screen.
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Key Points

@ You can assign any agency tracking number.
@ Click "Apply" to set an agency tracking number.

@ Utilize customer support resources.
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View Submitted Applications

To view the applications submitted to the agency or agencies that you represent, click the View All
Applications link on the left of your screen.

This will take you to the View All Applications screen.

Ble Edt Vew

HEo6

sosoft Internet Explorer provided by The Edcomm Grouj

p
,:’;
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You can also re-retrieve submitted applications from this screen. For more information, refer to the
"Retrieving Submitted Applications" topic.

The CFDA column displays the CFDA Number for the grant opportunities to which applicants
have submitted an application to your agency.

The Opportunity Number column displays the Funding Opportunity Number for the grant
opportunities to which applicants have submitted an application to your agency.

The Competition ID column displays the Funding Opportunity Competition ID Number for the
grant opportunities to which applicants have submitted an application to your agency.

The Grants.gov # column displays the Grants.gov Tracking Number assigned to each
submitted application.

The Date/Time Received column displays the dates and times that each application was
submitted.
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The Status column displays the status of the all applications submitted to your agency.

e A status of Received indicates that Grants.gov has received the application, but the application is awaiting
validation.

e A status of Validated indicates that Grants.gov validated the application and it is available for the agency to
download.

e A status of Received by Agency indicates you have confirmed receipt of the application package.

e A status of Agency Tracking Number Assigned indicates that you have assigned an internal tracking
number to the submitted applications.

e A status of Rejected with Errors indicates that Grants.gov was unable to process your application because of
an error(s) and cannot accept the application until you correct the errors and successfully resubmit the
application. You will receive email notification with information on how to address the error(s).

The Status Date column displays the date that the status was updated.

The Agency Tracking # field displays the tracking number that you have assigned for its
internal tracking purposes to the submitted applications.
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Key Points

@ You can re-retrieve applications from View Applications.
@ All applications are listed on View Applications.

@ Utilize customer support resources.
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Wrap-Up
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| Feedback and Discussion

[ .

Do you feel prepared to use Grants.gov?

What questions to you have?

1)
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Evaluation

In order to help us best address your needs in future training sessions, we ask that you answer the following
questions.

-

1. Did this training session improve your understanding of Grants.gov? If yes, in what aspects?

2. What, if anything, would you change about this session?

3. What did you enjoy/not enjoy about this session?

4. Who else do you think would benefit from a session like this?

5. Additional comments about the session:

6. Additional comments about Grants.gov:

(Optional)

Name: Agency:
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Grants.gov Glossary

This glossary can also be found by clicking the "Customer Support" tab and then the "Glossary" link.

Agency Specific Data
Sets

Application Package

Application Package
Template

Authorized
Organization
Representative (AOR)

Cage Code

Catalog of Federal
Domestic Assistance
(CFDA)

Central Contractor
Registry (CCR)

Competition ID

Context-Sensitive
Help

Credential Provider

Data Universal
Numbering System
(DUNS)

E-Authentication

Data that an agency collects in addition to data on any of the SF-424 series forms.

A group of specific forms and documents for a specific funding opportunity which are
used to apply for a grant.

One or more forms and documents which can be reused for multiple opportunity-
specific application packages.

A person with assigned privileges who is authorized to submit grant applications
through Grants.gov on behalf of an organization.

A five character code which identifies companies doing, or wishing to do, business
with the Federal Government assigned through the CCR.

An online database of all Federal programs available to state and local governments,
federally-recognized Indian tribal governments, territories and possessions of the
United States, domestic public, quasi-public, and private profit and nonprofit
organizations and institutions, specialized groups, and individuals.

The primary database of vendors for the Department of Defense (DoD), NASA,
Department of Transportation (DoT), and Department of Treasury which collects,
validates, stores and disseminates data in support of agency missions.

A grantor selected ID that allows further distinction of the funding opportunity
number which allows applications with the same funding opportunity number to be
assigned unique identifiers.

Online help which provides detailed information and instruction on a specific topic.

The organization that validates the electronic identity of an individual through
electronic credentials, PINS, passwords and PKI certificates for Grants.gov.

A unique nine-character identification number provided by the commercial company
Dun & Bradstreet (D&B).

A gateway which provides access to numerous Credential Providers.
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E-Business Point of
Contact

Fedgrants.gov

Frequent Questions

Grants.gov

Grants.gov Tracking
Number

Inter-Agency
Electronic Grants
Committee (IAEGC)

Marketing Partner ID
(MPIN)

North American
Industry Classification
System (NAICS) Code

Operational Research
Consultants (ORC)

Password

Point of Contact (POC)

PureEdge Viewer

Quick Reference

Role Manager

An individual who is designated as the Point of Contact in the CCR registration. This
person is responsible for assigning the "Agency Applicant" role to all AORs.

The current website at which you can search for grant opportunities.

A list of commonly asked questions and their answers.

A “storefront” web portal for use in electronic collection of data (forms and reports)
for Federal grant-making agencies through the Grants.gov site. (www.grants.gov).

A number set used by Grants.gov which is used to identify each application it
receives.

An organization which encourages and assists federal agencies in developing
electronic grants systems and standardizing electronic commerce methodologies
throughout the federal government. The IAEGC is chartered to Grants.Gov Program
Management Office.

A personal code that allows you to access other government applications such as the
Past Performance Automated System, DoDBusOpps and TeDS. The MPIN may act as
your password in these other systems. You make up the code and register it in CCR.
The MPIN must have 9 digits containing at least one alpha character (must be in
capital letters) and one number (no spaces or special characters permitted).

A code with a maximum of six digits used to classify business establishments. This
code will be replacing the Standard Industrial Classification (SIC) code.

The organization that Grants.gov has selected to validate the electronic identity of an
individual through electronic credentials, PINS, passwords and PKI certificates.

A secret code made up of user-selected numbers and letters used along with a
username to log into Grants.gov.

An individual who is designated as the person responsible for authorization and
maintenance of information on behalf of a CCR registrant, coordinating
communication among organizations.

A small, free program will allow you to access, complete and submit all application
packages electronically and securely through Grants.gov.

A job aid that will provide the information you likely will use most often.

The person listed as the Point of Contact for a specific grantor agency or sub-agency.
This person will receive any email notifications about application submissions,
depending on the option selected in the agency's profile.
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SIC Code

Standard Form 424
(SF-424) series forms

System Requirements

Trading Partner
Identification Number
(TPIN)

Tutorial

User Guide

User Name

Being replaced by the NAIC code, a code that was used to classify business
establishments.

Standard government-wide grant application forms including:
SF-424 (Application for Federal Assistance cover page);
SF-424A (Budget Information — Non-construction Programs);
SF-424B (Assurances — Non-construction Programs;
SF-424C (Budget Information — Construction Programs); and
SF-424D (Assurances — Construction Programs).

Plus named attachments including Project Narrative and Budget Narrative.

Computer functionality and programming which is required in order for a specific
program to operate.

The restricted access humber assigned by CCR to the main CCR Point of Contact who
manages information for the CCR registrant.

A computer-based training lesson, designed to teach you everything you need to
know about using Grants.gov.

A well indexed, comprehensive guide to reference information about Grants.gov.

The ID which allows access into specific sections of Grants.gov.
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