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Introduction

Grants.gov has been designed to make it easier for organizations to find and
apply for more than $400 billion in federal grants. With electronic access to
more than 1,000 grant programs offered by all federal grant-making agencies,
Grants.gov leverages the power of the Web to streamline your grant
acquisition process.

This user guide has been developed to help you navigate the Grants.gov
environment more easily. In it, you'll find an overview of every step of the
process.

From getting started and registration to viewing and tracking completed
applications, this user guide offers clarification where and when you need it.
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Finding Information about Grants.gov

Grants.gov provides information for federal grant-making agencies in the For
Grantors section of the website. To access specific information about
Grants.gov, simply click For Grantors in the left side navigation on any
Grants.gov page. This will take you to the For Grantors page.

Once on the For Grantors page, you may post grant opportunities, publish and
retrieve grant applications and access resources specifically for grant-making
agencies. Inform co-workers and constituents about Grants.gov, and receive
help to make using Grants.gov easier.

o
——

FOR APPLICANTS

APPLICANT SYSTEM-TO-
SYSTEM

Agency User Registration
Agency System-to-System
Forms Repository
Grantor Resources

ABOUT GRANTS.GOV

HELP
CONTAGTLS

SITE MAP

GRANTS.GOV

r g

GRANTS.GOV®

Search  ContactUs  Site Map  Help

Horne »

FOR GRANTORS

EiRss

|»

Click here to
receive our
Quarterly

"Succeed” e-

Addke System Transition in Progress: The PureEdge System is set to terminate on December 31, 2008. Grants.gov
will noNgnger process PureEdge submissions after December 31, 2008, June 30, 2008 is the last day for Agencies to
post nely PureEdge opportunities unless they have previously requested an exemption to post. Grants.gov is working
with aggncy points of contact on their specific transition dates. To view the schedule of Agency transition dates to
adobe glick here. For more information please contact your Grants. gov Prograrm advisor ™. click here ™ to read
imporidnt information on the transition to Adobe.

newsletter

Quick Links

CANTS
h

If you are responsible for posting grant opportunities for your organization, this is where you begin, Established agency
uszers please click the button below to login,

Login Here

Agency Enhancements System Build 2008-02

Leamn about the new functionality and system enhancements effective August 9, 200875

Release Notes

Wiew the Latest Release Notes on the adobe System, Effective August 9 2008

828 2006 and 2007 Endpoint Instructions
The following instructions have been provided to help you manage 2006 and 2007 525 Endpoints through
the Transition to Adobe Reader:

525 2006 and 2007 Endpaint Instructions 22

Agency Archive
2008
2007

O anenrir lser Renistratinn
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Posting Grant Opportunities

To post grant opportunities , simply click on For Grantors in the left side
navigation on any Grants.gov page. For established agency users, click the
login link at the top of the page, or in the Quick Links right navigation menu.

-—

FOR APPLICANTS

s

/)

GRANTS.GOV® Search  Contact Us

Home »

APPLICANT SYSTEM-TO-

FOR GRANTORS

FOR GRANTORS

Aaancy llser Reaickr=t,,

Agency System-to-System
Forms Repository
Grantor Resources

ABOUT GRANTS.GOY

Site Map  Help  Fj RSS

Adobe System Transition in Progress: The PureEdge System is set to terminate on December 31, 2008, Grants.gov
will no longer process PureEdge submissions after December 31, 2008, June 30, 2008 is the last day for Agencies to
post new PureEdge opportunities unless they have previously reguested an exemption to post. Grants,gov is waorking
with Agency points of contact on their specific transition dates. To view the schedule of Agency transition dates to
adabe click here. Far more information please cantact your Grants.gow Program Advisor 22, Click here™ to rear

HELP

important information on the trans\t}/ﬁn Adobe.

CONTACT US

If you are respansible for pospAG grant opportunities for your organization, this is where you begin, Established agency

SITE MAP

users please click the butif below to login.

Agency Enhancements System Build 2008-02

Learn ahout the new functionality and system enhancements effsctive August 9, 20087

Release Notes

vigw the Latest Relaass Notas on the Adohe System. Effective August 9. 2008 %

§28 2006 and 2007 Endpoint Instructions
The follawing instructions have been provided to help you manage 2006 and 2007 S25 Endpaints through
the Transition to Adobe Reader:

525 2006 and 2007 Endpoint Instructions e

Agency Archive
2008
2007

O dnancu |lzar Banistratinn

Home

ick here to
v

nevssletter

Quick Links

APPLICANTS

The E-Authentication login page will appear, you will need to login with your
username and password to continue.

2 E-Authenticatio

File Edit  View

<) =>} \ﬂ IEL‘ _l\J /I.]Search ‘::._‘\}’Favur\tas f;t

Favorites

Find a Credential Issuer - Windows Internet Explorer provided by TMP Worldwide

Tools  Help

- BB R38

Address :@ http://asc, gsa.gov/portalftemplateFindCredentialServices, vin?aaid=33558TID=20061 1 29-INnIKMEUCYI %30

v!Go

" Authentication

SECURE GOVERNMENT ACCESS | ONLINE

Home
Links

Find a Gowernment Service
Find an Identity Provider
Frequently Asked Questions
E-Authentication Glossary
Session Preferences

Contact
E-Mail

*E-GOV

GRANTS.GOV

About E-Authentication

Help

Horme > Find a Credential Issuar

Select an identity credential issuer

The government agencies and companies listed below issue log-in IDs, or identity
credentials, that are trusted by E-Authentication. That means that the identity
credentials they issue can be used to gain access to many different online
government services.

If you have an identity credential from one of the entities listed below, click on the
entity's logo and you will be redirected to that web site. After successfully logging-
in at that Wweh site, you will be redirected to the government service that you wish
to access.

> (1.

Opwrational Research Consultasis, Tnc

D> ()31

Operatianal Research Consultasts, Tnc
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Grantor Resources

To view resources specifically for grantors, click on For Grantors in the left
side navigation on any Grants.gov page. Then, select Grantor Resources,

the Grantor Resources page will appear. On this page you will have access to
FAQs, training material, animated tutorials, key contacts and other important
information.

) =

-
» GRANTS.GOV* Search ContactUs SiteMap  Help FEJRSS  Home

Home » For Grantars »
FOR APPLICANTS

APPLICANT SYSTEM-TO- GRANTOR RESOURCES
SYSTEM

FOR GRANTORS

“Succeed” e-
There are several tools and documents available here to help you with Grants.gov, newsletter

Agency User Registration

FAQs Glossary o fafl
e Quick Links
LEE7 R R ) Resources Stakeholder Webcast

Forms Repository Contacts Password Reset [EXIT Disclaimer] FOR APPLICANTS

| » Grantor Resources Training Materials Related Links
Grantor FAQSs Animated Tutorials Exit Disclaimer
Agency System-to-System Download Software
antar 11
ABOUT GRANTS.COY Frequently Asked Questions - The mast frequently asked questions about Grants.gow for Grantors,
AEL s Grantor FAQs
CONTACT US * General FAQs
T s Agency System-to-System FAQs
+ adobe and PureEdge Fa0s T
¢ Public Law 106-107 FADS
« Reference FAQs for spplicants

Resources - Helpful step-by-step guides for agencies and other training material.

o Grantor User Guide 7 - Learn haw ta navigate with step-by-step instructions in the Grants.gov environment.
+ E-Authentication User Guide 70 - 4 step-by-step guide to E-Authentication credentials to access Grants.gow,

Outreach Request Farm L]
Fill aut this form if you would like to request Grants.gov brochures or if you have an upcoming event you would like
Grants.gov to attend, Email the completed form to support@grants.gov and a representative will contact you,

Grants.gov Quarterly "Succeed" E-Newsletter
Subscribe to the Grants.gov mailing list and receive Succeed in your email inbox each quarter, Yiew past issues of
"Succeed".

Link to Grants.gay
Interested in adding a Grants.gov link to your website? Please refer to the Grants.gov External Linking Policy, prior to
submitting a request at support@grants.gov.

Manage Opportunities
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To post a synopsis and/or a grant application, you must first create a grant
opportunity.

The first step you must accomplish is logging into the system. On the
homepage of Grants.gov click on Agency Login on the right side of the
screen in the Quick Links menu. You will need to have an agency profile set-
up and be authorized by your main agency point of contact in order to be able
to create grant opportunities.

After you have logged into Grants.gov, you will see a listing of the different
roles that have been authorized to you, including Manage Opportunities.

You will be able to create a new opportunity, modify or delete an existing
opportunity within the Manage Opportunities section. When creating a new
opportunity, you will establish the groundwork information that will be used for
the creation of your grant opportunity synopses and grant application
packages.

)
-
= GRANTS.GOV® Contact Us  SiteMap Help Home

For Applicants About Grants.gov Resources For Agencies

welcome, Home = For Agencies
thna Gundulpet

of RG12072005

Manage Agency User FOR AGENCIES

Profile

Set Agency Level welcome to the "For Agencies” section of Grants.gov!

Create Agency

Modify Agency
Published Opportunities First time users are encouraged to learn about the process by clicking here.

The functionality available to you is listed on the left side of the screen and is based on the role(s) defined for you by your Grants.gav Role Manager.

\‘ Applicant Report For assistance, dlick the Help button in the upper right hand corner of the screen,

Oryanization Report
. you are unable to access the information you need due to Section S08 accessihility issues, please contact the Grants.gov helpdesk.
Manage Opportunities

Assign Agency Tracking
Number

Manage Application
Package Templates

Manage Agency Users
View All Submitted
Applications
Applicant Audit Report
Retrieve Submitted
Applications

Loyout of Grants.qov

Creating New Grant Opportunities

To post either a synopsis and/or a grant application, you must first create a
grant opportunity.

The first step you must accomplish is logging into the system; on the
homepage of Grants.gov click on Agency Login in the Quick Links menu in

GRANTS.GOV Page 9 of 74



the blue box. After you have logged into Grants.gov and selected Manage
Opportunities from the left-hand side, you will be given a listing of all
opportunities currently posted for your agency.

To create a new opportunity, select the Create Opportunity button.

‘ For Applicants About Grants.gov Resources For Agencies
[
— GRANTS.GOV® Contact Us SiteMap Help Home
Welcome, Home > For Agencies > Manage Opportunities
Rathna Gundulpet
of RG12072005
MANA QPPORTUNITIES
Manage Agency User
Profile Create Opporunity Modity Opporunity Delete Opportunity
Set Agency Level | |opportunity Num. Opportunity Title CFDA Numbers
a Synopsis
Create Agency B4 .
reate Agen ] 7 title-00-01-20-a8a1 11.001 e
Modify Agency i
11 11 16.202 s
Published Opportunities ackage(s)
N 1311 13 Synopsis
Applicant Report 1Packaga(s)
2 iz BAADE-028 BAADG-028-Title o Symopeis
< 1Packaga(s)
RG-01-SPECIAL-CHARACTERS- ) Synopsis
- | |- )
CHANGED RG-01_Special-Characters_Are+Accepted_Test %50 ~@#s% 16.202 0 Packags(s)
Nurnber n F-D82005-FON-TESTING  FUBIISNING apportunity using Rathna's oranization - Agenty Coge = RG1 2072005 1620212910 Synopsis
Manaue Anplication Modified 2Packane(s)
Manate Application
RG-D1162008-8F 424-SHORT- No Syropsis
Package Templates n R RG-01152008-5F 424-Short-NEA-SUPP 93223 e e
i n RG-01172008-MANDATOR Y RG-01172006-Mandatory-Form-Tiie 16.202,12.810 ;a";f:i?s)
View All Submitted g
Applications n RG-01202006-TEST-SCRS RG-01202005-Title Modified 16.202 :JSEEE‘I’(”EZT(S
Applicant Audit Report .
RG-D1232005-8F 424-50R RG-01232005-5F424-5CR Retest 16202 Py
Retrieve Submited 93265, 93.938,16.565, 14,406 o
Applications g g I "
RG-01242008-8CR-5301 RG-01242008-8CR-5301 Truncate CFDAitle if more than 120 characters! 14142, 66.438, 81117, 93 501, Eag‘;ﬁzs';(s)
Lonout of Grants.gov 66.813, 84,326 g
RG-01262006-SCR4878 RG-01262006-5CR4878 Large Package Submission LIS
1Package(s)
RG-01262006-5CR5055-RETEST RG-01262006-5CR5055-Retest Snapsis
0 Package(s)
RG-01262006-SCRA291-RETEST RG-01262006-SCR5291-Retest this SCR and close is passes. Synopsis
0 Package(s)
RG-01262005-5CR5291-RETEST- g L Synopsis
2 0 Package(s)
RG-01272008-RR-KEYPERSON- . e . Ho Synopsis
n e RG-01272006-RR-KeyPerson-GCR-5226 e
u RG-01272006-5CR-5084 RG-01272006-5CR-5084 16202 S
0 Package(s)

The Grant Opportunity Property screen will provide the basic properties that
you will need to enter for the new Grant Opportunity. These elements include
the following: (* Mandatory fields)

GRANTS.GOV Page 10 of 74



4 For Applicants About Grants.gov Resources For Agencies

h:'b: GRANTS.GOVY Contact Us SiteMap Help Home

Welcome, Home = For Agencies > Manage Opportunities = Grant Qpportunity Properties
Rathna Gundulpet
of RG12072005
GRANT OPPORTUNITY PROPERTIES
Manate Ayency User
Profile

Opportunity Number:* I

Set Anency Level

Create fgency Opportunity Title:* I

Modify Agency Opportunity Cateqory:* | Select the Catagory of this Opporturity ;I
Published Quporturities CFDA Numbers: [

Applicant Report Synopsis: ﬂl

Oruanizalon Report Application Packages:ﬂl

Manage Opportunities
Assinn Anency Tracking

Opportunity Number*: The Opportunity Number is a number that you choose
to identify your grant opportunity within the Grants.gov system. You must enter
a number into this section — the system will not self-generate a number for
you.

Opportunity Title*:  This is the title of your grant opportunity. Your Opportunity
Title should accurately reflect the nature of your funding opportunity.

Opportunity Category*: You need to select a category for this particular
opportunity. The choices are Discretionary, Continuation, Mandatory or
Earmark. If the opportunity falls in between one or more of these choices,
please select the option that is closest to the description of the opportunity.

Category Explanation (*if opportunity category is o ther): In this field
please indicate the category and a brief explanation.

CFDA Number: You can enter numerous CFDA Numbers if your opportunity
falls under different CFDA programs. This is an optional field. Also, if it is a
new program number, you may need to wait for 24 hours after you have
entered in this information at the CFDA Catalog before you will be able to post
this new CFDA program.

After you have entered this information, you must add either a synopsis or
application package in order to have the grant opportunity properties saved.

*For Mandatory Grants do not post a synopsis, instead only post the
application package. Then email the applicant the Opportunity Number of the
grant so they can apply.

Modifying Grant Opportunities

Manage Opportunities
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After creating a grant opportunity, it will be listed as one of the available
opportunities that you can modify and delete within your agency’s Manage
Opportunities listing.

Modify Opportunity
To modify a grant opportunity, select the opportunity you wish to modify by
clicking on the white circle next to the opportunity and then selecting the

Modify Opportunity button.

)
-
= GRANTS.GOV*®

For Applicants About Grants.gov Resources For Agencies
ContactUs SiteMap Help Home

welcome, Home > For Agensies > Manage Opportunities
Rathna Gundulpet
of RG12072005

MANAGE OPPORTUNITIES

Manage Anency User

Profile Create OppoHunity hadity Oppartunity Delete Oppartunity
Set Agency Level [Opportunity Num. Opportunity Title CFDA Numbers
Synopsis
gency - 00-01-20-
Create Agent Tlle-00-01-20-aaa1 11.001 0 Packaga(s)
Modify Agency nopsis

Sy
" " 16202
Published Opportunities 0 Package(s)

Synopsis
Applicant Report 1819 8 1Package(sh
ermmizatiorriten Bracs-028 BAADG-DZE-Tille P GErED
1Package(s)
aepp 1AL CHARACTERS- Synopsis
RG-01_Spacial-Chararters_Are +Actepted_Test%8E0-I@#5% 16202
Assian Auency Tracking HANGED =5 - pre St 0 Package(s)
Number n RO-01092005-FON-TESTING | PUBlishing opportunity using Rathna's organization - Agency Code = RG12072005- A, 12500 Synopsis
Manate Abplcation Modified Package(s)
Manage Application
RG-01152008-5F 424-SHORT- Mo Synopsis
Package Templates u e RG-01152008-8F 424-Shart NEA- SUPP 03223 e
e Adency H Y .
Manae Agency Uisers n RO-DT1T200B IANDATORY: RG-01172008-Mandalor-Form-Title 16.202,12.910 Zf;/:famg‘fg)
View All Submitted — g
Applications n RG-01202005-TEST-8CRE RG-01202005-Title Modified 16.202 -t
‘Anplicant Audit Report ETCEE
RG-01232008-5F 424-50R RG-01232005-5F 424-5CR Retest 16202
Retrieve Submittec LRACKAE()
Applications 93.266,93.938, 16,565, 14.406,
RG-01242006-50R-5301 RG-01242006-8CR-5301 Truneate GFDA itle if mare than 120 eharacters! 14142, 66,436, 1,117, 93.591, 33?;11’;5‘;5)
Logout of Grants.qov 66.813,84.326 o
I T, S — o Snopsis

The next screen will allow you to modify the properties of the Grant
Opportunity, the Synopsis, the Application Package(s) and Full Announcement
Attachments. Just click on the Modify button that is under the section you

wish to modify.
)

,.,‘.'.:- GRANTS. GOV Contact Us SiteMap Help Haorne

For Applicants About Grants.gov Resources For Agencies

~
welcome, Home = For Agencies = Manage Opportunities = Grant Opportunity Properties
Cynthia Nguyen

of GrantsGovAdmin

GRANT OPPORTUNITY PROPERTIES

Manage Agenc:
Puofile

Opportunity Number:* IT-006-003
Opportunity Title:* Fellowships for Warking Wogef in the Humanities
DOpportunity Cateqory:* Discretionary

CFDA Numbers:

Set Agency Level
Create Auency
Wodify Ayency
Published Opportunities
Applicamt Report
Organization Report

Set Closing Date Limits
Submission Report

Synopsis: [ MDdif‘yD[ Delete ][ Attachments ]

Manage Opportunities 7 "
. . Application Packages:
Assign Agency Tracking
Number " -
Cumutmnn Titte Open Date K
Manage Application Mandatory: SF424_Shoart,
Package lemplales -006- i '
Package Templates JT-006- Fellowships 01-0un-2006  O1-Aug-2006 SupplementaryCover SheetforNEHGrantPrograms,
003 Attachments
Manage Auency Users Optional: None:
View All Submitted Mandatory: SF424_Individual,
Applications 0T Fellrasshins AohinoinR o sneoonng | SupplementaryCoverSheetforhlEHGrantPrograms,

Also, you will be able to add, for the first time, a synopsis, application
package(s) and Full Announcement Attachments if you had not added this
previously. The screen below shows you an example of a Grant Opportunity
without a Synopsis or Application Package. To add a Synopsis or Application
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Packages simply click the Add button next to the section you would like to add
to.

»

._‘:t_ GRANTS.GOVY Contact Us SiteMap Help Home

For Applicants About Grants.gov Resources For Agencies

~
welcome, Home = For Agencies = Manage Opportunities = Grant Opportunity Properties
Cynthia Nguyen

of GrantsGovAdmin

GRANT OPPORTUNITY PROPERTIES
Manage Agency User

Profile
Opportunity Number:* 456456456456
Set Agency Level Opportunity Title:* Cindy Grants
Create Agenc Opportunity Category:* Mandatary
CFDA Numbers: 00.000

Modify Agency
Tilodify Agenc

Published Opportunities

Applicant Report
Organization Report .
! Synopsis:
Set Closing Date Limits /
-

Submission Report
Manage Opportunities

Assian Agency Tracking
Humber

Add
Application Package:

You can also delete the synopsis, application package(s) and Full
Announcement Attachments. To add or delete attachments for a synopsis click
on the Attachments button. You can only add or delete.

’ For Applicants About Grants.gov Resources For Agencies
[
o GRANTS.GOV® Contact Us SiteMap Help Home
-

welcome, Home = For Agencies = Manage Opportunities = Grant Oppartunity Prapertiss
Cynthia Nguyen
of GrantsGovadmin

GRANT OPPORTUNITY PROPERTIES
Manage Agency User
Profile

Opportunity Number:* 1T-006-003
Set Agency Level Opportunity Title:* Fellowships for Working Women in the Humanities
Create Agenc Opportunity Category:* Discretionary

CFDA Numbers:

Modify Agency
Modify Agene

Published Opportunities
Applicant Report
Organizati

ruanization Report Synopsis: [ Madify ][ Dele(e ][ Attachments ]
Set Closing Date Limits
Submission Report

i i Application Packages:

Assian Ayency Tracking

Manage Application Mandatory: SF424_Shart,
acka ki -008- 3
Package Templates JT-00E Felowships 12006 1-Aug-200s  SUPPEmentaryCoverSheettorNEHGrantPrograms
003 Aftachments
Manage Agency Users Optional: None

Please note that if you MODIFY or DELETE any of the  existing
information, it could impact an applicant’s ability to submit an
application that was previously downloaded before t he modification.

An email can be sent to those applicants regarding these modifications. If you
choose to send an email please make sure to select the option under Select
to send email then click Publish .

GRANTS.GOV Page 13 of 74
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Welcome,
Raj Sabharwal
of 099

Manage Agency User
Profile

Set Agency Level
Create Agency

Modify Agency
Published Opportunities
Applicant Report
Organization Report
Manade Opportunities

Assian Agency Tracking
Number

Manage Application
Package Templates

Manage Agency Users

View All Subinitted
Applications

Applicant Audit Report

Retrieve Subimitted
Applications

Logout of Grants.qov

\

s

Contact Us  SiteMap Help

GRANTS.GOV®

Home = For Agencies > Manage Opportunities > Existing Package

EXISTIMNG PACKAGE

Opportunity Number:*
Opportunity Title:*
CFDA Number:
Competition ID:

Competition Title:

Electronic Required:*

Expected Number of
Applications:

Expected Application Size:

Open Date:
Close Date:*

Grace Period:

Agency Contact:

Current Forms:

Change Form Package:*

Application Instructions:*

R2-03292007
Testing

16.z202
COMP-ID-062407-1

test
@ves ONo
1

1 (MB)
06/24/2007
06/24/2008

(format: MM/DD )
tformat: MM/DDA ) [E
1 days

Faj Ssbharwal ~
IVeV

E-mail: rsabharwallsiloswashers.com

Phone: IVeV Testing

: en &
Unchanged ~
Current Instructions {Supplying a new file over-writes the current instructions file)

Browse...

Both,Organizations and [ndividuals 4

Remember you are about to make changes to your application package this
could potentially invalidate any applications that have already been

downloaded.

GRANTS.GOV

Page 14 of 74



Once you click Publish you will be directed to the Package Publication
Verification screen. To customize the email sent to those applicants who
signed up for updates for the grant opportunity, type your message in the
comments field. Once you have completed your message in the comments
field, click the Publish button.

kS

(- Contact Us  SiteMap Help
» GRANTS.GOV"®

welcome, Home = For Agencies = Manage Opportunities = Existing Grant Opportunity Properties = Package Publication Werification

Raj Sabharwal
of 099

PACKAGE PUBLICATION YERIFICATION
Manage Agency User

brafile You are about to make changes to the following application package. Flease note that thiz could potentially in

Set Agency Level

Create Agenc CFDA Number: 16.202
CFDA Title: Offender Reentry Program
Modify Agency Opportunity Number: R5-03292007
Published Opportunities Opportunity Title: Testing
Competition ID: COMP-ID-062407-1
Applicait Report Competition Title: test
Organization Report Electronic Required: Y
- - Expe_ctel_:l Number of 1
Manage Opportunities Applications:
- N Expected Application Size: 1
?ﬁﬁwﬂ Open Date: 06/24/2007
— Close Date: 06/24/2008
Manage Application Grace Period: 1 days
Packadge Templates Agency Contact: Raj Sabharwal 1V&N E-mail: rsabharwal@silosmashers.com Phone: Iv&ay Testing
Application Package: Mandatory Forms: Application for Federal Assistance (SF-424)

Manage Agency Users

w Application Instructions: Vi
Applications .

IRREANINS Available to: Both Organizations and Individual Applicants
Applicant Audit Report il Notification :  YES

Retrieve Submitted
Applications

Logout of Grants.gov

©ptional Forms:  NEH Budget

Cancel

The email will be sent automatically to the applicants who have signed up for
the updates.

Fram: OS Support@Grants, gay

To Gundulpst, Rathna (HHS/ASRT)

ce:

Subject; Federal Grant Opportunity with RG-03312008-AD0BE-OPP1 has been modified
Attachments:

A grant opportunity you have prewiously subscribed to from Grants.gov has been modified by the Grantor Agency:

The grant cpportunity for Rathna-Agency-12072005 with RG-03312008-ADOBE-CPP1l has been modified. It now has the following:
Opportunity Number: RG-03312008-ADOBE-QFFLl
Opportunity Title: RG-03312008-Adobe-Oppl-Today's posting date!
CFDA Number: 93.223
CFDA Title: Development and Coordination of Rural Health Services
Competition ID : TEST-COMP-ID
Opening Date: 03/31/2008
Closing Date: 05/31/2009

Please note a description of the modifications:
Test data for package modification comments.

You can download the new application package from http://at07apply.grants. gow/apply/opportunities/packages/oppRG-03312008-AD0O
ID.pdf

Thank you,

Grants.gov

If you have questions please contact the Grants.gov Contact Center:
suppertBgrants. gow

1-800-518-4726 (M-F 7:00 AM - %:00 PM ET)

PLEASE NOTE: Thi= email is for notification purposes only. Please do not reply to this email for any purpose.

GRANTS.GOV Page 15 of 74



Deleting Grant Opportunities

Manage Opportunities

After creating a grant opportunity, it will be listed as one of the available
opportunities that you can modify and delete within your agency’s Manage
Opportunities listing.

Delete Opportunities

To delete a grant opportunity, select the opportunity you wish to delete by
clicking on the box next to the opportunity and selecting the Delete
Opportunity button.

’ For Applicants About Grants.gov Resources For Agencies

.:5' GRANTS.GOV® Contact Us SiteMap Help Home

Welcome, Home > For Agencies > Manage Opportunities
Cynthia Nguyen
of GrantsGovAdmin

MANAGE OPPORTUNITIES
Create Opportunity ] [ Modify Oppartunity I l Delete Opportunity )

Legacy
Opportunity Num.  |Opportunity Title CFD2 Wumbers Record|

R v Synapsis
0413-Kv-9 0413-Kv-9 00.000 0 Packaga(s)

Synopsis
0 Package(s)
Mo Synopsis
0 Package(s)
Synopsis
0 Package(s)

Humber
n 123-123123 Laura_arwan 00.000 SHTED true

Manage Agency User
Profile

Published Opportunities
Applicant Report

false

Organization Report
Set Closing Date Limits

123 128) 00.000 false

123123123 Laura_Marwan 00.000 false

Manage Opportunities

EXR-01 GDIT-Test99 00.000 false

Manage Application 0 Package(s)
Package Templates Synopsis

) ] 0 Package(s)
View All Sulunitted Synapsis
Applications g

ica i s
Applicant Audi Bebort 2007-ABC-123-HYZ Grantar training test package 16710
- - 0 Package(s)
Get Version e
Retrieve Submitted LB e A 0 Package(s) e
p— A4RAL RAnat Siaias tria

You will receive a confirmation screen when you request to delete an

opportunity. This will delete the ENTIRE opportunity and everything that is

attached will be deleted. If you just need to delete a portion of an opportunity,

refer to the Modifying an Opportunity section.
)

For Applicants About Grants.go¥ Resources For Agencies

123-987 Mary's test true

2006-COMNT-FEMA 2006 FEMA Continuation 97.083 true

0 Package(s)

Synopsis e

h::- GRANTS.GOWV® Contact Us SiteMap Help Home

Welcome, Home > For Agencies > Manage Opportunities = Delete Opportunity

Cynthia Nguyen
of GrantsGovAdmin

EJ_J_V;M'I::' & Agency User DELETE OPPORTUNITY VERIFICATION
Tofile
Published Opportunities Please verify that you want to delete this opportunity.

Applicant Report
Opportunity Number: 2545454

Organization Report Opportunity Title: Eoat
Set Closing Date Limits Opportunity Category: Discretionary

o CEDA Numbers: 20.502
Submission Report

Manage Opportunities m

Assian Agency Tracking
Number

If you do want to delete the entire opportunity, select Delete and the
opportunity will be deleted. An applicant will no longer be able to find the
opportunity on the website nor will they be able to submit an application for
this opportunity.

GRANTS.GOV Page 16 of 74



Publishing New Synopses

In order to post a synopsis, you must first create a new grant opportunity. To
create a new opportunity click on the Manage Opportunities link. On the
Manage Opportunities page, click the Create Opportunity button at the top of
the page. Once you have entered the required information of a new Grant
Opportunity, click on Add next to Synopsis .

You will be directed to the following page.

) For Applicants About Grants.gov Resources For Agencies

hh_.._.b_- GRANTS.GOV® Contact Us  ZikeMap Help Home

Welcome, Home = For Agencies = Manage Cpportunities = Grant Opportunity Properties
Cynthia Nguyen
of GrantsGovadmin

GRANT OPPORTUNITY PROPERTIES

Manage Agency User
Praofile

; -
Published Opportunities Opportunity Number:
Applicant Report Opportunity Title:*

Organization Report Opportunity Category:* | Select the Category of this Oppartunity ha

CFDA Numh

Application Packages: Adrd

Set Closing Date Limits
Submission Report
Manage Opportunities

Assign Agency Tracking
Number

Manage Application
Package Templates

View All Submitted

When you are on the Opportunity Synopsis Propexties page you will need
to fill out the following forms under Funding Properties :

Instrument Type*: Select the particular type of funding that represents the
grant opportunity. You can highlight more than one option by using either the
SHIFT or CTRL key.

Activity Category*: These are the high-level categories found in the Catalog
of federal Domestic Assistance. You can highlight as many categories as you
see fit. If you select Other, you will need to add additional information within
the Category Explanation regarding your opportunity.

Category Explanation: This box becomes mandatory if you have selected

Other in the Activity Category section. If you have not, then this box
becomes optional and you may input additional information if needed.

GRANTS.GOV Page 17 of 74



’ For Applicants About Grants.gov Resources For Agencies

,_‘:: GRANTS.GOV® Contact Us SitsMap Help Home

welcome, Home = For Agencies = Manags Opportunities = Grant Opportunity Propertiss > Opportunity Synopsis Propsrties
Cynthia Nguyen
of GrantsGovAdmin

OPPORTUNITY SYNOPSIS PROPERTIES
Manage Agency User

Profile
Opportunity Properties

Published Opportunities
: Opportunity Number: 5555555

Applicant Report Opportunity Title: Cynthia Test
B e Opportunity :
Qrganization Report Fatenniy" Discretionary
Set Closing Date Limits CFDA Numbers: 00.000

Submission Report

Manage Opportunities

— Cooperative Agreement
Assian Agency Tracking Grant

Number Instrument Type: * Other
Procurement Contract

Funding Properties

Manage Application
Package Templates Agriculture ~
its [ses "Cultural Affairs” in CFDA]

View All Submirted e o Cores

Applications Cornmunity Development

- . Consumer Pratection

Applicant Audit Report Activity Category: * Disaster Prevention and Felisf

Education

Employment, Labor and Training

Energy

Ervviranment bt

Get Version

Retrieve Submitted
Applications

Lodgout of Grants.gov

&) Dons 2 @ Internet

When you continue to scroll down the page you will need to fill out the
following:

Posting Date *: This is the date that the opportunity will be posted to the
Grants.gov website. If you set the date in the future, the opportunity will not get
posted until that date. If you set it for today’s date, then the opportunity will be
automatically posted today after you publish the opportunity. If you set the post
date for the future, any changes and modifications you perform on the
synopsis will not be made public. It is only AFTER the synopsis has been
posted to the website that all future modifications will be made public.

Close Date: This is an optional field, but if you do not enter in a Close Date,
you will need to enter information into the Close Date Explanation box.

Close Date Explanation: This is a mandatory field if you do not enter
anything into the above Close Date box. Also, you can use this as an optional
box if you need to include any other information pertaining to the Close Date.

Agency Contact*: This information is prepopulated by the system and is the
user information for whoever is currently logged into the system.

Email Address*: This is also prepopulated by the system and can be
overwritten.

Email Description*: Enter text which will be presented as a hyperlink to the
email address provided. For example, if you entered “Help Desk”, then when
the synopsis is published and someone clicks on “Help Desk” it will open up
an email with the email address already prepopulated in the “To” field.
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‘, For Applicants About Grants.gov Resources For Agencies

;..'_"h: a GRANTS.GOWV® Contact Us SiteMap Help Home

welcome,
Cynthia Nguyen

. Synopsis Dates
of GrantsGovAdmin

Posting Date: * (format: MMADDAYYY)

Manage Agency User
Profile

Published Opportunities
Applicant Report

Orgal ion Report
Set Closing Date Limits
Submission Report
Manage Opportunities

Assign Agency Trackine
Humber

Close Date:

(farmat: MM/DD/YYYY)

Close Date
Explanation:

* if no Close Date is
prowided

Manage Application
Package Templates

View All Submitted
Applications

Applicant Audit Report
Get Version

Agency Contact For Electronic Access Problems

.Cyn.tixia Nouyen A
THP Test acct |
Phone 1345678590 ~|

Agency Contact: *

E-Mail Address: * | Cynthia Nguyen@tmp.com

E-Mail Description: *
Retrieve Submitted
Applications

Logout of Grants.gov

Opportunity Eligibility Information

City or tawnship govemments ~
Cournty governments

Far profit organizations other than small businesses

Independent schoal districts

&] Done 2 @ Intemst

As you continue to scroll down the page you will need to fill out the following in
the Opportunity Eligibility Information Section:

Eligible Applicants*:  Select the eligible groups for this synopsis. Again, you
can select more than one group by using the SHIFT or CTRL option.

Eligibility Explanation: If you select “Other” as your eligible group, you will
need to enter text into this field. Also, if you need to include additional
information on the eligibility, you can use this text field to provide that further
explanation.

) For Applicants About Grants.gov Resources For Agencies
- y
L__,- GRANTS.GOV® Contact Us  SiteMap Help Home
= ~
Welcome, E-Mail Description: *
Cynthia Nguyen
of GrantsGovAdmin
Manage Agency User Opportunity Eligibility Information
Profile City or township governments -~
- h . County govemments
Published Opportunities For profit organizations other than small businesses
. Independent school districts
Applicant Report Individuals
= P Eligible Applicants: * Native American tribal govemments [Federally recognized)
e Naive American tibal organizations [other than Federaly recogrized tibal goverments]
- - Maonprofits having a 5071(c)[3] status with the IRS, other than institutions of higher education
Set Closing Date Limits
Manprafits that do not have a 501 [c)(3] status with the IRS, other than institutions of higher education
Submission Report Others [see text field entitled "Additional Infarmation on Eligibiliy” for elarificatian) o)
Manaae Opportunities
Assign Agency Tracking
Number
Manage Application Eligibility Explanation:
Package Templates * if Eligible Applicants is
-~ B Others
View All Submitted
Applications
Applicant Audit Report
Get Version
Retrieve Submitted Award Information
Applications Cost Sharing or
Logout of Grants.gov Matching Requirement: Oves @no
Expected Number of
Awards:
Eoticaatnd Tosal bt

@'] Daone

2 @ Internst

GRANTS.GOV
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As you continue to scroll down the page you will need to fill out the following in
the Award Information Section:

Cost-Sharing or Matching Requirement*:  This defaults to No; please select
Yes if the applicant will need to match some of the provided federal funds.

Expected Number of Awards: This is an optional field. If you know this
information, please enter a numerical amount into the box. It will only accept
numbers.

Estimated Total Program Funding:  This is an optional field. If you know this
information, please enter the total program funding. It will only accept numbers
— do not enter a dollar sign, it will be automatically inserted.

Award Ceiling*: Either enter the dollar amount in numbers or write the word
“none” into the field. The dollar amount will be automatically formatted,
therefore, you will not need to enter a dollar sign or format the number with
commas.

Award Floor*: Either enter the dollar amount in numbers or write the word
“none” into the field. The dollar amount will be automatically formatted,
therefore, you will not need to enter a dollar sign or format the number with
commas.

As you continue to scroll down the page you will need to fill out the following in
the Funding Opportunity Description  Section:

Funding Opportunity Description*: Enter a short description (two to three
paragraphs) about the funding opportunity. Do not use any special characters
or HTML encoding. If you copy and paste text into this box, please review to
ensure that the paragraphs have been formatted correctly and any special
characters have been removed.
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, For Applicants About Grants.gov Resources For Agencies

B :
— GRANTS.GOV® Contact Us SiteMap Help Home
Award Ceiling: * ~
welcome,
Cynthia Nguyen award Floor: *
of GrantsGovAdmin
Manage Agency User - - —
Profile Funding Opportunity Description
Published Opportunities
Applicant Report
Organization Report
Funding Opportunity
Set Closing Date Limits Text Description: *
Submission Report
Manage Opportunities
Assign Auency Tracking
Number
Manage Application Full Announcement Link
Package Templates ement URL:
View All Submitted URL Description:
Applications
Applicant Audit Report i -
Archiving Policy
Get Version Synapsis and associated documents may be scheduled for archiving 30 days after the application's close
et e e date, or upan a User-specified date after the |ater than the posting date, or may be left unscheduled and
e manually archived later. The latest archiving date chosen for a synopsis or any associated documnent will
Applications become the effective archiving date for the entire document set,
Logout of Grants.gov Archiving Policy:
@ automatic, 30 days after the close date
O autornatic, on specified dats: (Farmat: MM/DOAYYY) 2
&] Done S @ meemet

As you continue to scroll down the page you will need to fill out the following in
the Full Announcement Link & Archiving Policy sections:

Announcement URL: This is an optional field. Enter the full URL where the
full announcement for this opportunity is located. If you do not enter the URL,
then you will need to upload the Full Announcement. Refer to the Attaching
Full Announcement/Other Documents  section (Pg 36) for more information.
You must enter the full URL, including the “http://” (example:
http://www.grants.gov)

URL Description: If you enter an Announcement URL, you will need to enter
text into this field. The text will appear hyperlinked on Grants.gov and the
applicant can click on the text to be linked to wherever you have the Full
Announcement hosted.

Archiving Policy: The Archive Policy is defaulted to be archived 30 days after
the close date. There are three options to select from:
Automatic, 30 days after the close date
Automatic, on the date that you specify
Manual Archive — you will need to return back to Grants.gov and
manually archive by modifying the synopsis and selecting the option
to automatically archive on a specified date — you will need to enter
in the date for the archive to occur.
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e

Welcome,
Cynthia Nguyen
of GrantsGovAdmin

Manage Agency User
Profil

Published Opportunities
Applicant Report
Organization Report

Set Closing Date Limits
Submission Report
WManage Opportunities

’ For Applicants About Grants.gov Resources For Agencies

GRANTS.GOV™ Contact Us  SiteMap Help

Haorme

FURAING UppoITUNITY Lescrption =

Funding Opportunity
Text Description: *

Full Anhouncement Link

Assign Auency Tracking
Number

WManage Application
Package Templates

View Al binitted
Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Grams.gov

A ement URL:

URL Description:

Archiving Policy

Synopsis and associsted documents may be scheduled for archiving 30 days after the application's close
date, or upon a user-specified date after the later than the posting date, or may be left unscheduled and
manually archived later. The latest archiving date chosen for a synopsis or any associated docurment will
become the effective archiving date for the entire document set.

Archiving Policy:

(O] Automatic, 30 days after the close date

© Automatic, on specified date: | (Farmat: MM/DD A

© Manual archive

;

&] Done

S @ Internet

Publish: After you have entered in all the information necessary for your
synopsis, select Publish . You will be given a confirmation screen that will
include all of the information you have previously entered. Review this
information and select Publish again at the bottom of the screen.

Welcome,
Cynthia Nguyen
of GrantsGovAdmin

Manage Agency User
Profile

Published Opportunities
Applicant Report
Organization Report
Set Closing Date Limits
Submission Report
Manage Opportunities

Assign Agency Tracking
Number

Manaae Application
Package Templates

View All Submitted

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Grants.gov

[ -
h_h'.

’ For Applicants About Grants.gov Resources For Agencies

GRANTS.GOWV™ Contact Us SiteMap Help Home

-
Home = For Agencies = Manage Opportunities * Grant Opportunity Properties = Confirm Oppartunity Synopsis Properties
CONFIRM OPPORTUHNITY SYNOPSIS PROPERTIES

Please confirm the opportunity synopsis information before publishing.

Opportunity Properties

Opportunity 5555555

Number:

Opportunity Title: Cynthia Test

Opportunity . .

Category: Discretionary

CFDA Numbers: 00,000

Funding Properties

Instrument Type:

Grant

Other

Activity Category:

Agriculture

Category Explanation:

Synopsis Dates

Posting Date: 06/02/2007

Close Date: 09/02/2007

Close Date Explanation:

Agency Contact For Electronic Access Problems v

@'] Done

2 @ Internst

If you need to correct any information, select Edit to return to the previous
screen to allow you to edit. If you select Cancel, you will return to the Manage
Grant Properties screen and none of your work will be saved.

GRANTS.GOV
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If you select Publish , you will receive a confirmation screen regarding the
successful publishing of the opportunity.

’ For Applicants About Grants.gov Resources For Agencies
L
| GRANTS.GOV" Contact Us  SiteMap Help Home
welcome, Home = For Agencies > Manage Opportunities > Grant Opportunity Properties = Synopsis Publish Success

Cynthia Nguyen
of GrantsGovAdmin

Manage Adency User SYNOPSIS PUBLISH SUCCESS

Puofile . X X
Published Obportunities Your opportunity synopsis has been successfully published.
Applicant Report This opportunity synopsis will be available in the Find Grant Opportunities area of Grants.gow within 30
Organization Report minutes.
Set Closing Date Limits
Cantinue
ion Report

Manage Opportunities

Assian Agency Tracking
Number

Manage Application
Package Templates

View All Submitted
Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Gramts.gov

&l pone 2 & Internst

If the post date you have entered is today’s date, then the synopsis will appear
on the site within 30 minutes.

If the post date is in the future, then you will also receive a confirmation screen
regarding a successful publishing of the opportunity, but it will not be present
on the screen until the actual post date you entered. You will be able to edit
and modify this synopsis until the post date without any of those edits being
visible to the applicant.

Please be aware that Grants.gov will be updating the content on this

confirmation screen to more accurately explain that synopsis with a future post
date will not automatically appear on the site until that future date.
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Modifying Synopses with a Future Post Date

This section is in reference to modifying synopses that have been published,
but have a post date that is in the future. These synopses can be modified
without the applicants being notified and without the record of these
modifications being made public.

In order to modify a synopsis, you must select the grant opportunity from the
Manage Opportunities section and click on Modify Opportunity . Once you
enter the Grant Opportunity Properties  screen, click on Modify next to
Synopsis .

) For Applicants About Grants.gov Resources For Agencies
[ — GRANTS.GOWV® Contact Us SiteMap Help Home
welcome, Home = For Anencies = Manage Opportunities = Grant Oppaortunity Properties

Cynthia Nguyen
of GrantsGovaAdmin

" GRANT OPPORTUNITY PROPERTIES
Manage Agency User

Profile

) h . Opportunity Number:* 5555555
Published Opportunities Opportunity Title:* Cynthia Test
Applicant Repaort Opportunity Category:* Discretionary

CFDA Numbers: 00,000

\ Set Closing Date Limits

Submission Report

anage Opportunii |
——— Synopsig; [ hodify ][ Iyalete ][ Attachments
Assign Agency Tracking

Humber

Manage Application
Backade Templates Application Packages:

View All Submitted
Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Grants.qov

&) 2 & meermet
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In the next screen, you will be provided the original synopsis. Make the
necessary modifications and select Publish at the bottom of the screen.

-
h,h'.

Welcome,
Cynthia Nguyen
of GrantsGovAdmin

Manage Agency User
Profile

Published Opportunities
Applicant Report
Organization Report

Set Closing Date Limits
Submission Report
Manage Opportunities

Assign Agency Tracking
Number

Manaae Application
Package Templates

View All Submitted
Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Grants.gov

/)

GRANTS.GOV®

Contact Us  SiteMap Help

Ho
1
Estimated Total Program 101
Funding:
Award Ceiling: 102
Award Floor: 101

Funding Opportunity Description

Funding Opportunity Text Description:
THIS I8 A TEST

Full Announcement Link
Announcement
URL:

URL Description:

www test.com

Testing

Synopsis Modification Comments
Synopsis Modification Comments:*

For Applicants About Grants.gov Resources For Agencies

Horne

|

Publish

E3]

(Ej Daone

2 @ Internst

You will be taken to the Confirm Opportunity Synopsis Properties

s

screen.

For Applicants About Grants.gov Resources For Agencies

o
:__— GRANTS . GOV® Contact Us SiteMap Help Home
~ »~
Welcome, — Home = For Agencies > Mansge Opportunities > Grant Opportunity Properties = Confirm Cpportunity Synopsis Properties =
Cynthia Nguyen
of GrantsGovAdmin
Wanage Agency User CONFIRM OPPORTUNITY SYNOPSIS PROPERTIES
Profile
Set Agency Level Flease confirm the cpportunity synopsis information before publishing.
Create Agency . }
- Opportunity Properties
Modify Agency Opportunit
] - el 0413-KN -9
Published Opportunities )
Opportunity Title: 0413-Kv-9
Applicant Report i
Applicant Report I]ppnrtun.lty Mandstary B
Onganization Report catedony:
0 &
CFDA Numbers: 00.000
Set Closing Date Limits
Submission Report Funding Properties
Instrument Type:
Manage Opportunities Grant
Assign Agency Tracking Activity Category:
Number Agriculture
Manage Application a
Cat Exnpl tion:
Package Templates ategery Explanation
Manage Agency Users Synopsis Dates
View All Submitted — Posting Date: 04/13/2007
Applications Close Date: 04/13/2008
Close Date Explanation:
Applicant Audit Report
Get Version i Agency Contact For Electronic Access Problems
b3 | & Marwan Abu-Fadel e
&) Dore S B neernet

GRANTS.GOV
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At the bottom of the screen, you will be asked to enter the details pertaining to
what you have modified in the Synopsis Modification Comments  box.

Create Agency Funding Opportunity Text Description:
Modlify Auency test

- 3 . .
Published Oppartunities Full Announcement Link
Applicant Report Announcement

URL:

QOrganization Report i
Set Closing Date Limits
Submission Report
Manage Opportunities

Assian Agency Tracking
Number

URL De

Synopsis Modification Comments
Synopsis Modification Comments:*

Manage Application
Package Templates

Manage Agency Users
View All Submitted
Applications

A|l|)|iCc'IIIT Audit Report

Get Version
é e Internet

< >
@;’] Done

Enter what you have modified. If the post date is in the future, these comments
will not be made public, but will serve as a record of what you have previously
modified. After this synopsis is posted, any future modification comments will
be made public so that the applicant knows what has been modified with the
post date that the synopsis was originally posted on the site.

Once you have reviewed the modifications and completed the comments box,
select Publish . If you need to make additional changes, select Edit and
perform those revisions. If you select Cancel you will be taken back to the
Grant Opportunity Properties  screen.

You will receive a Synopsis Publish Success screen. Please be aware that
though the text states that the opportunity will be available within 30 minutes,
since your post date is not until the future, the synopsis will not be published
until that post date. All modifications made before the post date will not be
seen by the public.

’ For Applicants About Grants.gov Resources For Agencies
[ - .
! ‘—-' GRANTS.GOWV®™ Contact Us  SiteMap Help Home
Welcome, Home = For Agencies > Manage Opportunities > Srant Opportunity Properties = Synopsis Publish Success

Cynthia Nguyen
of GrantsGovAdmin
SYNOPSIS PUBLISH SUCCESS
Manaae Agency User
rofle has b fully published
Published OpporuNities YWour opportunity synopsis has been successfully published.

Applicant Report Thiz opportunity synopsis will be available in the Find Grant Cpportunities area of Grants.gov within 30
Organization Report minutes.

Set Closing Date Limits "
—

Submission Report

Manaage Opportunities

Click Continue and you will be directed to the Grant Opportunity Properties
Screen.
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Modifying Posted Synopses

This section is in reference to modifying synopses that have been published
and posted to the website. These synopses can still be modified, but any
modification will require the agency to document what has been modified and
this documentation will be made available for the public.

In order to modify a synopsis, you must select the grant opportunity from the
Manage Opportunities section and click on Modify Opportunity . Once you
have enter the Grant Opportunity Properties  screen, click on Modify next to
Synopsis .

’ For Applicants About Grants.gov Resources For Agencies

[_—
» GRANTS.GOV*

Caontact Us  SiteMap Help Home

)

Welcome,
Cynthia Nguyen
of GrantsGovAdmin

Manage Agency User
Profile

Published Opportunities
Applicant Report
Oryganization Report
Set Closing Date Limits

Submission Report

flanage Opportunities .
ynopsis:

Assign Agency Tracking
Humber

Manage Application
Packaye Templates

View All Submitted
Anblications

Home = For Agencies = Manage Opportunities > Grant Opportunity Properties

GRANT OPPORTUNITY PROPERTIES

Opportunity Number:* 5555555
Dpportunity Title:* Cynthia Test
Dpportunity Category:* Discretionary
CFDA Numbers: 00.000

Modify H D}IEIE H Aftachments

Application Packages:

In the next screen, you will be provided the original synopsis. Make the
necessary modifications and select Publish at the bottom of the screen.

C

o

Welcome,
Cynthia Nguyen
of GrantsGovAdmin

Manage Agency User
Profile

Published Opportunities
Applicant Report
Organization Report
Set Closing Date Limits
Submission Report
Manadge Opportunities

Assign Agency Tracking
Number

Manage Application
Package Templates

View All Submitted
Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Grants.qov

Announcement URL:

} For Applicants About Grants.gov Resources For Agencies

GRANTS. GOV

Contact Us  SiteMap Help Home

FUnaing UPPOITUNITY DescripTion A
THIZ IZ AL TEZT

Funding Opportunity
Text Description: *

Full Announcement Link

wne test com

URL Description: Testing

Archiving Policy

Synopsis and associated documents may be scheduled for archiving 30 days after the application's close
date, or upon a user-specified date after the later than the paosting date, or may be left unscheduled and
manually archived later, The latest archiving date chosen for a synopsis or any associated document will
become the effective archiving date for the entire document set.

Archiving Policy:
(9] Automatic, 30 days after the close date

@Automatic, on specified date: 10/02/2007 | (farmat: MM/DDAYTTY)
© Manual archive

N
!

@_1 Done

& & Internet

GRANTS.GOV
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You will be taken to the Confirm Opportunity Synopsis Properties screen.

, For Applicants About Grants.gov Resources For Agencies
.
— GRANTS.GOV® Contact Us  SiteMap Help Home
~ . . . . . ~

welcome, Home = For Agencies = Mansge Opportunities = Grant Opportunity Properties = Confirm Opportunity Synopsis Properties
Cynthia Nguyen
of GrantsGovAdmin
Menage RaencyHisel CONFIRM OPPORTUNITY SYNOPSIS PROPERTIES
Profile
Set Agency Level Fleaze confirm the opportunity synopsis information before publishing.
Create Agency . ;
T Opportunity Properties
Modify Agency i

ﬂ""“h"t“_'"t" 5555555
Published Opportunities umber:

Opportunity Title: Cynthia Test
Applicant Report Opportunity Disoretionary
Organization Report Lategary;
- CFDA Numbers: 00.000

Set Closing Date Limits

Submission Report Funding Properties

Instrument Type:

Manage Opportunities Grant

i i Other
Assign Agency Tracking
HNumber Activity Category:

SRR Agriculture

Manadge Application g
Package Templates Category Explanation:

Manage Agency Users

View All Submitted SynapsisDates

Posting Date: 06/02/2007

e
Ll s Close Date: 09/02/z007
Applicant Audit Report Close Date Explanation:
Get Version vl .
< 5| Agency Contact For Electronic Access Problems v
& Done 2 @ mntermet

At the bottom of the screen, you will be asked to enter the details pertaining to
what you have modified in the Synopsis Modification Comments  box. Enter
what you have modified. This information will be included within the synopsis
and will allow the public to know what has been modified.

Modify Auency THIS IS A TEST

Published Opportunities Full Anhouncement Link

Applicant Report sgz:uuncement www test.com /
Organization Report URL Descriptinn: esting

Set Closing Date Limits
Submission Report

Manage Opportunities

Assian Agency Tracking
Humber

Synopsis Modification Comments
Synopsis Modification Comments:*

Manage Application
Package Templates

Manage Agency Users

View All Submitted
Applications
Applicant Audit Report
>

< Get Version Ublish E =
@Duns \ / é e Internet

Once you have reviewed the modifications and completed the comments box,
select Publish . If you need to make additional changes, select Edit and
perform those revisions. If you select Cancel you will be taken back to the
Grant Opportunity Properties  screen.
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You will receive a Synopsis Publish Success screen. Please be aware that it
could take up to 30 minutes for the modified synopsis to be made public.

Click Continue and you will be directed to the Grant Opportunity Properties

For Applicants About Grants.gov Resources For Agencies
- -
hh_'_—" GRANTS.GOWV® Contact Us  SiteMap Help Home
welcome, Home = For Agencies > Manage Opportunities = Grant Opportunity Properties = Synopsis Publish Success

Cynthia Nguyen
Manage Agency User

Profile

Applicant Report
Organization Report

Submission Report

Number

Manage Application
Package Templates

View All Submitted
Applications

Get Version

Retrieve Submitted
Applications

Logout of Grants.aov

of GrantsGovAdmin

SYNOPSIS PUBLISH SUCCESS

published Opportunitios Your opportunity synopsis has been successfully published.

Set Closing Date Limits

Manage Opportunities
Assign Agency Tracking

Applicant Audit Report

This opportunity synopsis will be available in the Find Grant Opportunities area of Grants.gov within 30

@ Done

2 @ mntermet
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Deleting Synopses

You will only be able to delete a synopsis if there is already an application
package posted as part of the grant opportunity properties. If there is not, then
you will need to refer to the Delete Grant Opportunity section in order to
discard the synopsis and recreate the opportunity.

If you want to delete a synopsis and the opportunity does have an application
package, select the grant opportunity from the Manage Opportunities section
and click on Modify Opportunity button. Once you enter the Grant
Opportunity Properties screen, click on Delete next to Synopsis .

, For Applicants About Grants.gov Resources For Agencies
L "
.h_—' GRANTS.GOV® Contact Us SiteMap Help Haome
Welcome, Home = For Agencies > Manage Opportunities = Grant Opportunity Properties

Cynthia Nguyen
of GrantsGovAdmin

GRANT OPPORTUNITY PROPERTIES
Manage Agency User

Profile

Opportunity Number:* S555555
Published Opportunities Opportunity Title:* Cynthia Test
Applicant Report Opportunity Category:* Discretionary
o CFDA Numbers: 00,000
Organization Report

Set Closing Date Limits
Subinission Report
Manage Opportunities

Assign Ayency Tracking
Number

Synopsis: [ MUde H Delete ]D Aftachments

Manage Application

Package Templates Application Packages:
View All Submitted

Applications

Annlicant Audit Ranart

You will be taken to the Confirm Synopsis Deletion screen. Confirm that you
want to delete the synopsis for the opportunity by clicking on Continue and
the grant opportunity synopsis will be deleted. It could take up to 30 minutes
for this deletion to occur on the website. If you do not want to delete the
synopsis for the opportunity you selected simply click the on the Cancel button
and you will be returned to the Grant Opportunities Properties screen.

, For Applicants About Grants.gov Resources For Agencies
.
_— GRANTS . GOV® Contact Us  SiteMap Help Home
A
Welcome, Home = For Agencies > Manage Opportunities > Grant ©pportunity Properties > Confirm Synopsis Deletion

Cynthia Nguyen

of GrantsGovAdmin
CONFIRM SYNOPSIS DELETION

Manaue Agency User

Profile X

Please confirm that yvou want to delete the synopsis for the following opportunity:

Set Agency Level

Create Agency Opportunity Properties
Modify Agency Opportunity IT-006-00%

Number:

Published Opportunities Opportunity Title:  Fellowships for Working Women in the Humanities
Applicant Report

Orpanization Report
Set Closing Date Limits
Submission Report

Manana Onnarfunities
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Attaching Full Announcements/Other Documents

This is an optional functionality on Grants.gov. Please be aware that you must
either provide a direct Internet link to a discretionary/competitive grant
opportunity’s Full Announcement or attach the Full Announcement as a
document. The following directions provide information on how to attach the
Full Announcement as a document.

In order to attach a Full Announcement or other supporting documents, you
must have first created a Grant Opportunity and a Synopsis for that Grant
Opportunity . Once you have completed those items, then you can select the
grant opportunity from the Manage Opportunities section and click on Modify
Opportunity . Once you enter the Grant Opportunity Properties  screen, click
on Attachments next to Synopsis .

’ For Applicants About Grants.gov Resources For Agencies
[
B [ — GRANTS.GOWV® Contact Us SiteMap Help Home
welcome, Home = For nencies = Manage Opportunities = Grant Opportunity Properties

Cynthia Nguyen
of GrantsGovAdmin

" GRANT OPPORTUNITY PROPERTIES
Manadge Agency User

Profile
DOpportunity Number:* 5555555
Published Opportunities Opportunity Title:* Cynthia Test
Applicant Report Dpportunity Cateqgory:™ Discretionary
CFDA Numbers: 00,000
Organization Report
-Madliy
Set Closing Date Limits
Submission Report
Manage Opportunities -
Manag Synopsis: [ hodify ][ Deleteqi Aﬂachm@
Assian Age A
Number
Manage Application
Package Templates Application Packages:
View All Submitted
Applications

Applicant Awdit Report

Get Version

Select the Add button on the next screen.

' For Applicants About Grants.gov Resources For Agencies

L_h:: GRANTS.GOV® Contact Us  SiteMap Help Home

welcome, Home = For Agencies = Manage Opportunities = Manage Synopsis Attachments
Cynthia Nguyen
of GrantsGovadmin

MANAGE SYNOPSIS ATTACHMENTS
Manage Agency User

Profile
Funding Opportunity Title: Cynthia Test
urhing Opportunity Number: 5555555

()]

Upload Type, File Names

Published Opportunities
Applicant Report
Organization Report
Set Closing Date Limits
Submission Report

Deseription ________________|MIMEType Sizg
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On the next screen, select the number of files you wish to upload and click the
Continue button.

’ For Applicants About Grants.gov Resources For Agencies

h__-'_"h - GRANTS.GOV® Contact Us  SiteMap Help Home

Home = For Agencies = Manage Cpportunities = Grant @pportunity Properties = Mew Synopsis Attachment Upload

l‘:vygr:ifl?irg illgu Yen

of GrantsGovAdmin

" NEW SYNOPSIS ATTACHMENT UPLOAD
anage Agency User

Profile

) ) . Opportunity Title: Cynthia Test
ublished Opportunities Opportunity Number:
Applicant Report TOmber oTfiles to uplof
Organizati I
rqganization Report
Set Closing Date Limits
Submission Report
Manage Opportunities
Assign Agency Tracking

Number

At the next screen, first select the type of document you wish to attach at
Document Upload Type . There are three options:

1. Full Announcement
2. Revised Full Announcement
3. Other Supporting Documents

, For Applicants About Grants.gov Resources For Agencies

h__h'_"hh ) GRANTS.GOWV™ Contact Us  SiteMap Help Home

Home = For Agencies = Manage Opportunities > Grant Opportunity Properties = New Synopsis Attachment Upload

Welcome,

Cynthia Nguyen

of GrantsGovAdmin
NEW SYNOPSIS ATTACHMENT UPLOAD

Manage Agency User

Profile
) _ . Dpportunity Title: Cynthia Test
Oy i .
Published Opportunities Opportunity Number: 5555555

Applicant Report
Qrganization Report
Set Closing Date Limits
Submission Report
Manage Opportunities

Assign Agency Tracking
Humber

oad Type:* | Full Announcement
Full Announcement
Revised Full Announcement
Other Supporting Documents

Browse...

Manage Application
Package Templates Upload Files ] [ Cancel ]

View All Submitted
Applications

Applicant Audit Report
Get Version

Retrieve Submnitted
Applications

Logout of Grants.qov

&) \ S Ineermet

Next, select the Browse button; your file directory will open. Find the file you
wish to attach and double click on the icon. The name of the file will appear in
the File Name box. Enter a brief descriptive title for the attachment in the Brief
Description box. Repeat this process for each file that you are attaching.
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Next, select the Upload Files button. Or, select Cancel to return back to the
Grant Opportunity Properties  screen.

You will receive a confirmation screen. Review the information and if it is
correct, select Upload Files . If not, select Cancel, and this will return you to
the Grant Opportunity Properties  screen.

’ For Applicants About Grants.gov Resources For Agencies
L N
! h-' GRANTS.GOV® Contact Us  SiteMap Help Home
welcome, Hormne = For Agencies = Manage Opportunities » Grant Opportunity Properties = Confirmn Synopsis ttachrent Upload

Cynthia Nguyen
of GrantsGovAdmin

Manage Aqency User CONFIRM SYNOPSIS ATTACHMENT UPLOAD

Profile
Published Opportunities Opportunity Title Cynthi= Test
Dpportunity Number 5555555
Applicant Report
Applicant Report Document Upload Type Full Announcemnent
Organization Report File Name File Type Size  Description

Set Closing Date Limits
Submission Report
Manage Opportunities\

Assign Agency Tracking
Humber

BrGT_grants 07.doc  applicatiomimesword 54272:V
Upload Files

Manage Application
Packaae Templates

After confirming the upload, you will get a Synopsis Attachment Upload
Success screen. Click Continue and you will be directed to the Grant
Opportunity Properties Screen.

' For Applicants About Grants.gov Resources For Agencies
L !
3 h-’ GRANTS.GOV™ Contact Us  SiteMap Help Home
welcome, Horne = For Agencies > Manage Opportunities = Grant Opportunity Properties = Synopsis Attachrment Upload Success

Cynthia Nguyen
of GrantsGovAdmin

SYNOPSIS ATTACHMENT UPLOAD SUCCESS
Manaae Agency User

Profile
i ) » Your synopsis attachments have been successfully uploaded.
Published Opportunities
Applicant Report These synopsis attachments will be available in the Find Grant Opportunities area of Grants, gow within 30
Organization Report LS

Set Closing Date Limits
T —

Submission Report
Manage Opportunities

Assian Agency Tracking

Please be aware that the attachments will be available on the website within
30 minutes of publishing. If you have a post date that is in the future for the
synopsis, the attachments will appear at the same time as the future date.

Grants.gov will be updating the content on this confirmation screen to more

accurately explain that synopsis attachments with a future post date will not
automatically appear on the site until that future date.
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Deleting Full Announcements/Other Documents

In order to delete a full announcement or other supporting documents, select
the grant opportunity from the Manage Opportunities section and click on
Modify Opportunity . Once you enter the Grant Opportunity Properties
screen, click on Attachments next to Synopsis .

At the next screen, the listing of attachments will be provided. Select the
attachments you wish to delete and select Delete.

, For Applicants About Grants.gov Resources For Agencie
| -
h-_-—— GRANTS.GOV® Contact Us  SiteMap Help Home
Welcome, Home = For Agencies > Manage Opportunities = Manage Synopsis Attachrments

Cynthia Nguyen
of GrantsGovAdmin

MANAGE SYNOPSIS ATTACHMENTS

Manage Agency User
Profile

) a . Funding Opportunity Title: Cynthia Test
Published Opportunities Funding .I unity Number: 5555555
Applicant Report

Organization Report

Submission Report BGC-grants 07.dos Pioneer Award applicationfmsward
Manage Opportunities A555555-FuUll Annoulgement-1.zip  Zip of All Atachments applicationfe-zip-compressed

Set Closing Date Limits (&) Full AnnounceiNent 1

Assign Agency Tracking
Humber

Manann Ranlication

You will not be able to modify these attachments. If you have attached the
wrong document, you will need to delete the attachment and then add the
correct one by following the directions in Attaching Full
Announcements/Other Documents

On the next screen, you will receive a confirmation screen. Select either
Continue or Cancel. Selecting Cancel will return you to the Grant Opportunity
Properties screen. If you select Continue , you will get the Delete Synopsis
Attachments Success screen.

’ For Applicants About Grants.gov Resources For Agencies
(-
» i--’ GRANTS.GOV® Contact Us SiteMap Help Home
Welcome, Home = For Agencies > Manage Opportunities = Grant Opportunity Properties = Confirm Delste Synopsis Attachments

Cynthia Nguyen
of GrantsGovAdmin

CONFIRM DELETE SYNOPSIS ATTACHMENTS
Manage Agency User

Profile
Funding Opportunity Title:  Cynthia Test

Funding Opportunity Number: 5555555
Applicant Report Attachment Document Type: Full Announcement 1
Oraanization Report
Set Closing Date Limits Please confirm that vou want to delete the following files:

Published Opportunities

Submission Report

File Name Brief Description Document Upload Type  Size (bytes)
Manage Opportunities
BGC-grants 07.doe Pioneer Award application/msword 54272
Assign Agency Tracking g PR
Number 5555555-Full Announcement-1zip  Zip of All Atachments  applicationf-zip-cormpressed 13298

Manage Application

Package Templates

View All Submitted
Applications
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The attachments will be deleted from the website within 30 minutes of
reaching this screen. Click Continue and you will be directed to the Grant
Opportunity Properties Screen.

’ For Applicants About Grants.gov Resources For Agencies
- .
! B GRANTS.GOWV® Contact Us  SiteMap Help Home
Welcome, Home = For Agencies = Manage Opportunities = Grant Opportunity Properties = Delete Synopsis attachments Success

Cynthia Nguyen
of GrantsGovAdmin

" DELETE SYNOPSIS ATTACHMENTS SUCCESS
anage Agency User

Profile
] i » The selected synopsis attachments have been successfully deleted.
Published Opportunities
Applicant Report These synopsis attachments will be removed from the Find Grant Opportunities area of Grants.gow withir
Organization Report 30 minutes,

Set Closing Date Limits
Submission Report
Manage Opportunities

Assign Agency Tracking
Number

Manaage Application
Package Templates
View All Submitted
Applications
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Publishing Applications

This section of the site enables you to create, modify and delete application
packages published on Grants.gov. In publishing an application package, you
will need to already have created a new grant opportunity and then 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.

This screen displays the current grant opportunities for the agency/agencies
that you represent. Each opportunity either has a synopsis, a grant application
package or both.

(-
— GRANTS.GOV™
~
welcome, Home = For Agencies > Manage Opportunities
Cynthia Nguyen
of GrantsGovAdmin
OPPORTUNITIES
Manage Agency User
Profile Create Opportunity ] I Madity Opportunity ] [ Delete Opportunity ]
L _ M st
Applicant Report Opportunity Num. Opportunity Title s i Record
WNopsis
Organization Report n RPN 00.000 e false
Set Closing Date Limits n 123 123 00,000 . EymEpSii : false
ackagels
Submission Report
n 123123123 Laura_Marwan 00.000 amons B o
Manage Opportunities e
Synopsis
Assion Agency Tracking n 5555655 Cynthia Test 00.000 i chkgge(s) false
Number
n EXR-01 GDIT-Test89 00.000 SHlonsts false
Manage Application 0 Packageds)
Backage Templates n 123123123 Laura_Marwan 00.000 : EZ:ES;'ES(S) true
View All Submitted SRS
Applications n 123-887 Mary's test 0 PZERSQE(S) true
S n 2006-CONT-FEMA 2006 FEMA Continuation 97.083 . E;!ﬁgs';(s) true
Get Version : ik
whopsis
Retrieve Submitted n 2007-ABC-123-XYZ Grantor training test package 16.710 0 Package(s) true
Applications il
. n 2545454 Boat 20,502 i EV”EpS'S true
Logout of Grants.gov el EDE(S)
Synopsis
u 54554 Boat P e true
PV. -. - recro ~ea  Gtants For Policy-Oriented Rural Health Senices R Synopsis e
& S B neemet

To create a new application package for a new opportunity, click the Create
Opportunity button above the listed opportunities.

To create a new application package for an existing opportunity select the
opportunity and click the Modify Opportunity  button above the listed
opportunities. At the next screen you will be able to create a new package.

To modify an existing application package, select the opportunity that you
want to modify by clicking in the checkbox in the package's row and then click
the Modify Opportunity button. At the next screen you will be able to select and
modify the application package.

To delete an existing application package, select the opportunity you wish to
modify by clicking in the checkbox in the package’s row and then click the
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Modify Opportunity —button. At the next screen, you will be able to delete the
application package. Note: You will only be able to delete an application
package from the Modify screen if-and only i—more than one application
package exists. Otherwise, you will need to delete the entire grant opportunity
in order to remove the application package from the system.

If there is only one application package that needs to be deleted, then select
the grant opportunity that needs to be deleted by clicking in the checkbox in
the package’s row and then click the Delete Opportunity button.

Note: Once an application package is deleted, either through the modification
or the deletion, Grants.gov will no longer accept or process any applications
which use the deleted package. A notice will be sent to the applicants who
registered to receive information pertaining to that opportunity to let them know
that the package has been deleted as well.
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Creating Applications

Creating a New Application Package to Existing Oppo  rtunity:

To create a new package to an existing opportunity, on the Manage
Opportunities screen select the opportunity you would like to create a new
package for by clicking on the circle next to the opportunity.

Then click the Modify Opportunity  button above the listed application
packages. This will take you to the Grant Opportunity Properties screen.

Click on the Add button next to Application Packages.

Creating a New Application Package:

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

This will take you to the Manage Opportunities screen.

This screen below displays the current opportunities for the agency/agencies
that you represent.

’ For Applicants About Grants.gov Resources For Agencies
Lh::' GRANTS.GOV® Contact Us SiteMap Help Home
- ~
welcome, Home = For Agencies = Manage Qpportunities
Cynthia Nguyen
of GrantsGovAdmin
TANAGE OPPOR
Manage Agency User
Profile l Create Opportunity [ Modify Opportunity ] l Delete Opportunity ]
= I:)IiSI.e‘I S _M
: 2 S
A icaniianoi Opportunity Nur Opportunity Title CFDA Numbers & Record
YNORSis
QOrganization Report n B UHEARD uniy 0 Package(s) e
Set Closing Date Limits 123 123 00.000 ST false
0 Package(s)
Submission Report
123123123 Laura_Marwan 00.000 SR | e
q anage Opportunities ARG
i Synopsis
ffﬁi', ' Agency Tracking n 5555555 Cynthia Test 00.000 . chksge(s) false
umber 8
o GOIT-Test 98 100.000 i false
Manage Application 0 Package(s)
Package Templates, 123123123 Laura_Marwan 00.000 SIonsl true
2 . 0 Package(s)
View All Submitted Eym—
Applications 123-987 Mary's test 0 Package(s) true
Sl e IN0B-CONT-FEMA 2008 FEMA Gantinuation 97.083 Sl true
i 3 0 Packageis)
Get Version
2007-ABC-123-K¢Z Grantar training test package 16.710 Snagelts true
Retrieve Submitted 0 Package(s)
Applications
n 3545454 Boat 30,502 i FS"”E"S'S true
Logout of Grants.gov i)
Synopsis
n 54554 Boat 0 Packaga(s) true
-a at rARE TEaT? mra  Orants For Policy-Oriented Rural Health Services aa1es N Synopsis ot v
&] (T 2 @ 1nternet

Click the create Opportunity button above the listed application packages.
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This will take you to the Grant Opportunities Properties ~ screen where you can
begin to enter information about the new opportunity.

, For Applicants About Grants.gov Resources For Agencies
-
e GRANTS.GOV® Contact Us SiteMap Help Homs

-~
welcome, — | Home = For Agencies = Manage Opportunities = Grant Opportunity Properties
Cynthia Nguyen

of GrantsGovAdmin

GRANT OPPORTUNITY PROPERTIES

Manage Agency User
Profile

; "
Set Agency Level Opportunity Number: ‘ |

Create Agency Opportunity Title:* ‘ |

Modify Agency Opportunity Cateqory:* | Select the Category of this Opportunity v|

Published Opportunities CFDA Numbers: ‘ |
Applicant Report Synopsis:  |Add

Qruanization Reput Application Packages:

Set Closing Date Limits

Submission Report

Manage Opportunities

Assion Avency Tracking
Number

Manage Application
Package Templates

Manage Agency Users

View All Submitted

Applications

Applicant Audit Report

Get Version b
| =

é . Internet

e
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After you entered in the initial grant opportunity’s properties, you will select
Add next to Application Packages. From here you will receive the New
Package Creation screen. An asterisk marks mandatory fields.

, For Applicants About Grants.gov Resources For Agencies
- y
[ S GRANTS.GOV® Caontact Us  SiteMap Help Home
. . . fad
Welcome, Horne = For Agencies = Manade Opportunities = Mew Package Creation
Cynthia Nguyen
of GrantsGovAdmin .
NEW PACKAGE CREATION
Manage Agency User
Profile
- ) . Opportunity Number:* 99999999999
Published Opportunities Dpportunity Title:* Cindy Test 2
Applicant Report CFDA Number: Nane e
Organization Report Competition ID:
Set Closing Date Limits Competition Title:
Submission Report Electronic Required:* Oves Ono
Manage Opportunities Expected Number of
Applications:
Assign Agency Tracking E ted Application Size:
Numbet Hpecte pplication Size: (MB)
Manage Application Open Date: (farmat: MMADDAYYY)
Package Templates
Close Date:* tformat: MM/DD vy (B
View All Submitted R
Applications Grace Period: days
Applicant Audit Report Cynthia Nguyen ~
. R THF Test acct
Get Version Agency Contact: E-wail: Cynthia.Nguyen@tiup.com
Retrieve Submitted Phone: 134567850
Applications hd|
Loqout of Grants.gov Form Package:* Select 4 Package Template v
Application Instructions:*
Applicant Type:* w v

@_‘]Dona 2 @ nkernet

Select your agency’s CFDA number in the drop down menu CFDA Number field.
This must be a valid CFDA number.

Entering a Competition ID is necessary if there are multiple packages for an
opportunity.

Enter a title for the application package in the Competition Title field.

Select Yes or No for the Electronic Required* field. This will notify the
applicant whether they will be required to submit electronically or by mail.
Enter the Expected Number of Applications  field. This is the number of
applicants you are expecting to apply.

Enter Expected Application Size
the grant application to be.

field. This is the size of the file you expect
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.
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Enter the number of days for which the package will have a Grace Period field.
This period reflects the number of days after the closing date that Grants.gov
will continue to accept applications for a grant opportunity. It also represents
the day (Closing Date + Grace Period) that applicants will no longer be able to
download the application package. This value is entered by an agency when
creating a grant opportunity and is not visible to grant applicants.

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 by attaching a file from your computer
by clicking the Browse button next to the Application Instructions*  field. You
CANNOT enter a URL to a website in this field.This field must be completed in
order to publish the application package.

) For Applicants About Grants.gov Resources For Agencies
-
— GRANTS.GOV® Contact Us SiteMap Help Home
Welcome, Home = For Agencies » Manage Gpportunities = New Package Creation
TMP Creative
f GrantsGovAdm

NEW PACKAGE CREATION
Manage Ayency User
Profile

Opportunity Number:* 00-000
Set Agency Level Opportunity Title:* Hydrogen Fuel Technology Development
Create Agency CFDA Number: [Wone 3|
Modify Agency Competition ID:
Published O i c ition Title:
Applicant Report Electronic Required:* Cves C o
Organization Report Expected Numb.

Applical
Set Closing Date Limits )

Exnpecte : )
Submission Report

Open Date: '
Manage Opportunities (format: MM/DDATIT)
Assign Agency Tracking Close Date: format; tm/oDArrry) B
Number Grace Period: [ days
Manage Application THP Creative d
Package Templates cmin
Manage Avency Users Agency Contact: E-mail:

Phone:

View All Submitted L
applications -

Form Package: K "
Apnlicant Audit Report ) Form Package. Hate |

Application Instruct i\
Get Version Aonlication Insteucti "

Applicant Type:* . >
Retrieve Submitted pplication Instructons, Browse,..
Applications

Publish Cancel -
Logout of Grants.qov —I — . |
Logout of Grants.qov Appllcant TYDE-* I .
Puhlish | Cancel |
£ [T T e

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

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.

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

Select the Applicant Type by clicking the arrow next to the Applicant Type drop
down box. This will appear to the applicants who are eligible to apply for the
opportunity you are publishing.

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 Grant Opportunity
Properties 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 Package Publication Verification — screen.
Review the information listed.

, For Applicants About Grants.gov Resources For Agencies
Lo !
! o GRANTS. GOV Contact Us SiteMap Help Home
welcome, Home = For Agencies » Manage Opportunities = New Grant Opportunity Properties = Package Publication Werification

Cynthia Nguyen
of GrantsGovAdmin

" PACKAGE PUBLICATION VERIFICATION
Manage Agency User
Profile

Published Opportunities

Applicant Report

You are about to make the following application package available to the public, Please verify the details
and click "Publish" to make this application package awvailable on Grants.gov.

Organization Report CFDA Number: Mone

i . CFDA Title: Mone
Set Closing Date Limits Opportunity Number: 29999939959
Submission Report Dpportunity Title: Cindy Test 2

Competition 1D: 123456
Manage Opportunities Competition Title: Test
Assian Agency Tracking Electronic Required: i
Number Expected Number of 300000
— Applications:
Manage Application Expected Application Size: 20
Package Templates Open Date: 0443042007
View All Submitted Close Date: oe/a0/2007
Applications Grace Period: 5 days
I} . .
< Agency Contact: Cynthia Mguyen TMP Test acct E-mail: C ila.Mauyen@tmp.com Phone! 134567890
Applicant Audit Report Application Package: 00ABCD3-DEMO
- R Mandatory Forms: SF424 Ing
Get Version
Bu Narrative Attachment Form

Retrieve Submitted Optional Forms:
Applications Application Instructions:  View

Av. Both O izations and Individual Applicants

Logout of Grants.gov

@;’]Done é e Internet

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 Edit button to return to the
previous screen so that you can make any necessary revisions, or click the
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Cancel button to return to the Grant Opportunity Properties  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 a Package
Publication Success screen which will confirm that the new application package
is now available for public download.

Click the continue button to return to the Grant Opportunity Properties ~ screen.

Your new application package will be listed with the other packages published
for your agency.
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Modifying Application Package

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

This will take you to the Manage Opportunities  screen. This screen displays the
current opportunities for the agency/agencies that you represent.

Select the application package that you want to modify by clicking in the circle
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 Grant Opportunities Properties ~ screen.

Select the appropriate application package by checking the box next to the
package and click Modify .
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On the next screen, 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 Manage
Opportunities  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 Package Publication Verification  screen. 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 Edit button to return
to the previous screen so that you can make any necessary revisions, or click
the Cancel button to return to the Manage Opportunities 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 a
Package Publication Success screen which will confirm that the modified
application package is now available for the public to download.

Click the Continue button to return to the Manage Opportunities screen.
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Deleting Application Packages

To delete an application package that is published at Grants.gov, click the
Manage Opportunities link in the For Grantors section, on the left of your
screen.

This will take you to the Manage Opportunities screen.

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

Select the application package that you want to modify by clicking in the circle
radio button 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 Grant Opportunity Properties ~ screen.

GRANTS.GOV Page 46 of 74



Select the appropriate application package by checking the box next to the
package and clicking Delete.

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 Confirm Package Deletion screen.

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 Delete Package Success screen. Click the Continue
button to return to the Manage Opportunities  screen.

Click the Refresh button to update the Manage Opportunities screen so that the
application package you deleted no longer appears.
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Managing Package Templates

This section of the site 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.

To get to the Manage Application Package Templates page, go to Agency
Login from Grants.gov. Once you have logged in click on Manage
Application Package Templates in the left menu.

Creating Application Package Templates
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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.

This will take you to the Manage Application Package Templates  screen.
This screen displays the available application package templates.

>

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

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

This will take you to the first step to creating a template. You will need to select which
form family you will use. To select a form family click on the drop down menu, choose the form
and then hit the Continue button.

On the Create New Application Package Template screen, start to enter the
information for the template. You will only see the forms that have been
developed to be used with your selected forms family.
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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. 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 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. 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 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 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.

Modifying Application Package Templates

To modify an existing application package template, click the Manage
Application Package Templates  link on the left of your screen.
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Note: 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. 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 mModify Template button at the top of the page.

This will take you to the Modify Existing Application Package Template  Screen.

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.
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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.

Also, you will only be able to modify templates that belong to your agency. You

may give it a different name and save the template to your organization as the
screen shot example above displays.

Deleting Application Package Templates

To delete an existing application package template, click the Manage Application
Package Templates link on the left of your screen. Note: Deleting application
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package templates has no effect on application packages already published
on Grants.gov.

This will take you to the Manage Application Package Templates — screen.
This screen displays the available application package templates.

D

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 at the top of the page. This will take you to the
Delete Application Package Template Verification screen.

O

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.

Retrieving Submitted Applications

To retrieve and download the applications submitted to your agency, simply
click the Retrieve Submitted Applications  link on the left of your screen.
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This will take you to the Retrieve Submitted Applications  screen.
Select the applications that you want to download by clicking the checkbox in
the corresponding application’s row.

>

O

Click the continue Download button to download the applications. This will begin
the retrieval process.

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.

Click the Save button. This will
open the Save As window.
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Note: If you click the open button, the zip file will appear empty. You must
save the application before opening it.

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.

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.

If you need to “re-retrieve” an application, simply click the View All Submitted
Applications link on the left of the screen.

This will take you to the View All Submitted Applications  screen where all
applications submitted to your agency will be listed.

Select the applications that you want to download by clicking the checkbox in
the corresponding application’s row.
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Click the Download Applications  button to download the applications.

This will begin the retrieval process.

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.

Click the save button. This will open the save As window.

Select the location where you want to save the application and click the save
button.

Assigning Agency Tracking Numbers
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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. 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 Vview All Submitted Applications  link on the
left of the screen.

Managing Agency Users
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This section of the site enables you to create, modify and delete agency users
as well as reassign agency user roles.

To create a new user click on the Manage Agency Users link on the left menu.

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

— I

To reassign user roles, select the user that you want to modify by clicking in
the checkbox in the user’s row and then click the Reassign Roles button.

To modify an existing user’s profile, select the user that you want to modify by
clicking in the checkbox in the user’s row and then click the Modify User button.

To delete an existing user, select the user that you want to delete by clicking in
the checkbox in the user’s row and then click the Delete User button.

Reassigning Roles
a.

To reassign user roles, click the Manage Agency Users link on the left of your
screen.
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This will take you to the Manage Agency Users screen.

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.

GRANTS.GOV Page 59 of 74



The current Roles table lists the roles which are currently assigned to the user.

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 right >>. 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 left <<. 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, check the box on the screen
stating that you have verified the users and their authority to be assigned the
roles you have assigned. Then 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 Manage Packages role allows a user to publish application packages.
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The Agency Grant Retriever role allows a user to retrieve applications that are
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.

The Manage Synopses role allows a user to set-up grant synopses within
your agency’s grant opportunities.

The Agency Report Viewer allows a user to view applicant and organization
reports regarding their registration statuses.
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Modifying Agency User Profiles
b.

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

This will take you to the Manage Agency Users screen.

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

ol

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

Click the modify User button above the listed users.

Note: If you make revisions to a user’s profile, you will need to re-enter a
password for the user.

This will take you to the Modify Agency User Profile  screen.
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Make any necessary revisions.

If you do not want to save the changes you made to the user profile, click the
Ccancel button at the bottom of the screen. You will be returned to the mManage
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.

You will be returned to the Manage Agency Users screen and the changes will be
saved.
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Deleting Agency User Profiles
C.

To delete an existing agency user profile, click the Manage Agency Users link on
the left of your screen. This will take you to the Manage Agency Users screen. 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. 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.

If a user has the Manage Agencies role, they cannot be deleted until that role is
removed. If you try to delete a user with the Manage Agencies role you will get a
message that you need to “reassign roles” before deleting the user, and you will
get a Return button on the Delete User Confirmation screen rather than a Cancel
or Delete button.

Managing Agencies

64 of 74



This section shows you how to create and modify agency/sub-agency profiles,
and set agency levels.

Note: If an agency or sub-agency needs to delete an agency or sub-agency you
will need to contact Grants.gov PMO to do so.

To modify your agency profile, click the Modify Agency link in the left menu.
To create an agency, click the Create Agency link in the left menu.
To set your agency level, click the set Agency Level link in the left menu.

To modify an existing sub-agency, select the sub-agency that you want to modify
by clicking on the sub-agency’s name and then click the Set Agency Level button
above the list. Once you have set the agency level you can modify the agency
profile by clicking on the Modify Agency link in the left menu.

To modify the users of an existing agency, select the agency for which you want
to modify at the Set Agency Level screen. Then once you have set the agency
level, click on Manage Agency Users on the left menu. This will take you to the
Manage Agency Users screen where you can reassign user roles and modify user
profiles as well as delete users. For more detailed information about these
procedures, refer to the “Reassigning Roles”, “Modifying User Profiles” and
"Delete Users Profiles" topics.

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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Sanpl e Agency
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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.

How Agency Enroliment Codes Work

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 and so on, and you wanted to register with the Tier 3 “sub-
agency,” your Agency Enroliment 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.
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You will be able to view the following (depending on your assigned roles):
- The application packages created by the current agency you are logged
into

The application package templates created by the current agency you are
logged into (you can copy but you cannot edit the templates from this
screen)

The application 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.

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 change the Set Agency Level to the tier below the parent agency.
And then to view the users you will need to click on Manage Agency Users link
in the left menu.

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:

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

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

The users registered with his/her Tier 2 Agency

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

Creating Agencies
To create a new agency, click the Create Agency link on the left of your screen.

This will take you to the Agency Profile screen.
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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.

Enter a code for the agency which you are creating in the Agency Code field.
When the new agency is completed, it will have the prefix of the Parent Agency
and the newly created sub-agency. Example: HHS-NIH or DOD-AFOSR-DURIP
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.

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.
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Select the email notification to the agency’s role manager by clicking the arrow
next to the Email Notification to Role Manager — drop down box.

If you do not want to save the new agency, click the Cancel button.

OR

If you want to save the new agency, click the submit button.

Modifying Agencies/Sub-Agencies

To modify an agency or sub-agency click the set Agency Level link on the left of
your screen.
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This will take you to the Set Agency Level screen. This screen displays the
registered agencies that you represent. Select the agency or sub-agency profile
that you want to modify by clicking in the name of the agency or sub-agency in
the list.

Once you have selected the agency or sub-agency click Set Agency Level

button at the top of the screen. Then on the left menu click the Modify Agency link.
This will take you to the Agency Profile  screen. Make any necessary revisions.

If you do not want to save the changes you made to the agency or sub-agency
profile, click the cancel button at the bottom of the screen.

OR

If you want to save the changes you made to the agency or sub-agency profile,
click the submit button at the bottom of the screen to save the changes.

Set Agency Levels

To set a new agency level, click the set Agency Level link on the left of your
screen.
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This will take you to the Set Agency Level screen. This screen displays the
registered agencies that you represent.

o

Select the agency level by clicking on the name of the agency you wish to be set
to and then select the Set Agency Level button at the top of the list.

You will now be in the level that you selected. Reference your name with the

agency you selected in the left-hand top side of the screen. It should now say
your name with the level you are currently in underneath your name.

Viewing Applications

To view the applications submitted to the agency or agencies that you represent,
click the Vview All Submitted Applications  link on the left of your screen.

This will take you to the View All Submitted Applications ~ screen.
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You can also re-retrieve submitted applications from this screen. For more
information, refer to the Retrieving Submitted Applications  topic.

Applications can be viewed in increments of 50. You can search for applications
by CFDA, Opportunity Number, Competition ID, Grants.gov Number and Agency
Tracking Number and then sort the search results by column header. The Equals
field allows you to enter more specific search criteria such as a specific CFDA
number (example below shows CFDA 16.202).

Once you have selected the application(s) that you wish to download, click the
Begin Download button.
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>

Click the Open button to open the zip file, or you can save the file on your
computer or storage device.

To obtain the manifest double click on the file name and the manifest text file will
be included in the zip.
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