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Introduction

Grants.gov has been designed to make it easier for organizations to find and
apply for more than $500 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 register with Grants.gov.
Registration is a one-time process and is required for any grantor agency
representative who wishes to post opportunity synopses, application packages or
use the grantor system on Grants.gov. In it, you'll find an overview of every step
of the process.
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Grantor Registration Process Overview:

e You will need your agency's enrollment code to complete the
registration process. If you do not know this information, contact the
Super User designated as your Agency Point of Contact™.

e Complete your profile page.

e Create a secret question/secret answer.

e And create a username/password.

Once you have successfully completed these registration steps you will be able
to login to Grants.gov and utilize the system. View the Grantor User Guide™ for
more information about grantor functionality within the system.

If you need further assistance with the registration process, please contact your
Grants.gov Program Advisor?. These Program Advisors are assigned to specific
federal agencies and are available to help you with any questions you may have.

4 0of 14



Register as a Grantor

To begin registration, select New Agency Users in the Quick Links right
navigation bar or choose the For Grantors link on the left navigation menu.
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Grants.gov is your source to FIND and APPLY for federal government grants. The U.S. Department of Health and H
Services is proud to be the managing partner for Grants.gov, an initiative that is having an unparalleled impact on thy grant
community. Learn more about Grants.gov and determine if you are eligible for grant opportunities offered on this site.
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On the For Grantors screen, you will need to choose Agency Registration in the
left hand navigation menu.
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On the Agency Registration page, click the Get Registered button.

[
pa—— GRANTS . GOWV™ Search  ConlatlUs  Sile Map  Help  EJ RSS  Hume
tome
FOR APPLICANTS ek here e
APPLICANT SYSTEM-TO-
Svstem toxh
e e Registration is 2 one-time process andfis required for any grantor agency representative who wishes to post opportunity e leins

synopses. application packages or use|the grantor system on Grants.gov.

» Agency Registration
Agency System-to-System T T TRy TTEEPT
Forms Ruopository

Quick Links

= You will need your agency's code to Pl the regis process. If you do not know this information,
contact tha Super User designatad as your Agency Point of Contact 20

Grantor Resources

ABOUT GRANJS.GOV

o Gk e "Gul Rigislored” button Detow,
= Next complate your prafle nage
e e Credle a secrel gueslion/seciel danswer.
ContacT s - Bnd frente a nseraame/passwarn:
Stre MAP
CrE AT e aa R s o T
Fha ayatem. View the Grantor User Gride T4 for more information ahatt granter fineHenality within fhe sysfem
T T Vil VSl 5 S U i iy, DI 0. S O S i P i A vt "I s
i s i S e et al Do In Ch Al —ot e e ST § 23, i sroia SaiEFS oo e fambian i1 Py Foosi

Completing the Registration Profile
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In order to safeguard the security of your electronic information, Grants.gov
requires all agency users to create an account in the Grants.gov system. In order
to access the account the user must verify that they are able to obtain a
username and password. This process determines that someone really is who
they claim to be.

After clicking on the Get Registered button, you will need to complete the online
profile.

Profile Field Requirements

e First Name: (REQUIRED) Last Name: (REQUIRED) Middle initial: (NOT
Required)

e DOB: mm/dd/yyyy — you must include the slash”/” do not use a dash or
hyphen (REQUIRED)

e Address 1: (REQUIRED) Address2: (NOT Required) City: (REQUIRED)
State: (REQUIRED) Country: (REQUIRED)

e Telephone: include your area code “000-000-0000” — must be a 10 digit
number for U.S. for all other countries free form is accepted (NOT Required)

e Zip Code: zip code needs to be at least five digits — “12345” (REQUIRED)

e Email: if the email you enter already exists in the system, you should go to
the grantor login page and use the Forgot My Password functionality to
retrieve a temporary password (REQUIRED)

e Secret Question: is not case sensitive and can be up to 100 characters
(REQUIRED)

e Secret Answer: is not case sensitive and can be up to 100 characters
(REQUIRED)

e Username: is not case sensitive and can be up to 25 characters in length
(REQUIRED)

e Password: IS CASE SENSITIVE and can be up to 25 characters; the
password field must match the confirm password field (REQUIRED)

e Confirm Password: IS CASE SENSITIVE and must match the password
entered in the preceding Password field
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FOR APPLICANTS
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Get Registered
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Track Your Application
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Search FAQs, User Guides and
Site Information
Address1: ‘ ‘
APPLICANT SYSTEM-TO-
SYSTEM
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ABOUT GRANTS.GOV City: | |
HELP
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SITE MAP
Country: [ Unted States v Zip Code: |
Email:
Secret Question: | |

Secret Answer: | |

User Name: Password: Confirm Password:

Once you have clicked the Continue button a confirmation screen will appear, if
you have changes you would like to make choose the Edit button and the form
will return to a screen where you can make changes. If you have no changes
click on the Submit button.
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Home> For Agencie s
FOR APPLICANTS
Find Grant Opportunities FOR AGENCIES
Get Registered
Apply for Grants First Name: | | Mz Last Name: | - |
Track Your Application
Applicant Resources DOB: | | 30b Title: e | AgencyCode:
Search FAQs, User Guides and
Site Information
Address1: |22 |
APPLICANT SYSTEM-TO- - .
SYSTEM
Address2: | |
FOR GRANTORS
ABOUT GRANTS.GOV City: 1 a ‘
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CONTACT US State: | i Telephone: \77777
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Country: Zip Code:l 345
Email:
Secret Question: | a |

Secret Answer: |Ci=iis |

User Name: | | Password: [+ Confirm Password: [+«

You will see a message at the top of the screen that will read “You are
successfully registered.” To continue to the Grantor login page click the
Continue button on the bottom left. If you don’t receive the successful message
another message will appear stating what issue needs to be addressed with the
form. Simply correct the error and click Submit until you receive the successful
message.
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FOR APPLICANTS

Find Grant Opportun FOR AGENCIES
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Apply for Grants ~ I | MI: l:l Last Name:
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DOB: | | 30bTitte: |- z | Agencycode: |
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FOR GRANTORS Address2: | |

ABOUT GRANTS.GOV

HELP

CONTACT Us
State: rone Telephone: l:l
SITE MAP
Zip Code: | 17717

Country: =

Email: |cynihia

Secret Question: |

ora |

Secret Answer:

:|eee Confirm Password: |+++

Login as a Grantor

To login as a grantor click on the Agency Login link under For Grantors in the
Quick Links navigation on the right.

'

-
_— GRANTS.GOWV® Search ContactUs Site Map Help [EJ RSS

FOR APPLICANTS =
Sign-up for our
"Succeed”

Find Grant Opportunities

2 uarter!
Get Registered - Nevesiatte
Apply for Grants
Track Your Apj

e Find. Apply. Succeed.

Search FAQs, User Guides and
Site Information

Quick Links
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R BL AN S ST eSO Grants.gov is your source to FIND and APPLY for federal government grants. The U.S. Department
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community. Learn more about Grants.gov and determine if you are eligible for grant opportunities offere
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Click the Continue to Login button.
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Quick Links
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APPLICANT SYSTEM-TO-
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Enter the username and password you created, click on the Login button to
enter into the grantor system. This is where you can now manage your profile
and access all other grantor functionality on the Grants.gov system.
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Home = For Agencies

APPLICANTS

ABOUT GRANTS.GOV FOR AGENCIES

FOR GRANTORS

Post Opportunities The grantor system is where agency users publish grant opportunities, create new grants, synopses, modify and delete application packages and retrieve
Publish Applications grant applications packages and much more.

Community Outreach

Grants.gov has developed a Grantor Resources page to help you use the grantor system.

Agency Help

Technical Development Library If you don't have a username and password, please visit the new arantor sign-up page to begin registration.

HELP

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

SITE MAP

Password
| |

Forgot My Username
Forgot My Password

Register with Grants.gov

Forgot My Password

In the event that you forget your password, you can obtain a new password from
the Grantor login page.

Go to the Grantor login page and click on the link Forgot My Password.
r
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Home = For Agencies
APPLICANTS

ABOUT GRANTS.GOV

FOR AGENCIES

FOR GRANTORS
Post Opportunities

The grantor system is where agency users publish grant opportunities, create new grants, synopses, modify and delete application packages and retrieve

Publish Applications grant applications packages and much more.
Comenmity) OuLipach Grants.gov has developed a Grantor Resources page to help vou use the grantor system.
Agency Help
Technical Development Library If you don't have a username and password, please visit the new grantor sign-up page to begin registration.
HELP
CONTACT US Please enter your Username and Password
to login to the Grants.gov system.
SITE MAP
Username
T
[
Password

\ I

Forgot My Username
Forgot My Password

_

Then enter your username and click the Get Secret Question button.
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FOR APPLICANTS
d Grant Opportunitie FOR GRAN

Registered = enter your usemame below and follow prompts to reset your passwoTth

Reset My Password

Applicant Resources Enter your username: | | [__GetSecret Quastion

: i Back to Login
APPLICANT SYSTEM-TO- Forget My Username

SYSTEM u don't have a username and password, please visit the new arantor si 3ge to begin registration.
Grantss eveloped a Grantor Resources page to help yo Tantor system.

FOR GRANTORS

ABOUT GRANTS.GOV

You will be directed to the reset my password page. Simply enter the answer to
your secret question and then click the Submit Answer button to reset your
password.
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Hi =For Gran
FOR APPLICANTS

Find Grant Opportunities FOR GRANTORS
Get Registered Please enter your username below and follow prompts to reset your passwaord.
Apply for Ceants

Track ¥ our Application

Reset My Password

Applicant Resources Enter your username: n ‘

Searh FAQs, User Guides and

Site Information Secret Q i iwheve do you post grants? |
APPLICAY

SYSTEM Secret Answer: |

FOR GRANTORS

ABOUT GRANTS.GOV Submit Answer

SIELE Back to Loain
CONTACT US Forget My Username

If you don't have a username and password, please visit the new grantor sign-up page to begin registration.

SITE MAP Grants.gov has developed a Grantor Resources page to help you Use the grantor system.

Once your answer is validated you will be directed to enter a new password.
Enter a password and then enter it again into the confirm password field and click
on the Reset My Password button.
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FOR APPLICANTS
Find Grant Opportunities FOR GRANTORS

Get Registered Please enter your username below and follow prompts to reset vour password.
Apply for Grants

Reset My Password

Track Your Application
Applicant Resources Enter your username: | |

Search FAQs, User Guides and
Site Information

APPLICANT SYSTEM-TO-
SYSTEM Secret Answer: | |
FOR GRANTORS

el W’T; Confirm Password: |
HELP
CONTACT US Reset My Password

SITE MAP Back to Login

rget My Username
2 username and Dasswurd please visit the new grantur sign-up page to b Tation.
Grar‘\ts gov has devel [ces page to help vou y

Secret Question: |where do you post grants? |

Once you have reset your password a message will appear that your password
was reset successfully.
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Find Grant Opportunities
Get Registered

Apply for Grants

Track Your Application

Applicant Resources

Search FAQs, User Guides and
Site Information

APPLICANT SY! M-TO-
SYSTEM

FOR GRANTORS

ABOUT GRANTS.GOV
HELP
CONTACT US

Y

SITE MAP Password reset successfully
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Home=For Grantors

FOR GRANTORS

Please enter your username below and follow prompts to reset your password.

Reset My Password

Enter your username: } \

Secret Q Ewheve do you post grants? ‘

Secret Answer: |

Confirm Password:

Enter new Password: ||u

Forget My Username

If you don't have a username and password, please visit the new grantor sign-up page to begin registration.
Grants.gov has developed a Grantor Resources page to help you use the grantor system.

Forgot My Username

In the event that you forget your username, you can obtain a new username from
the Grantor login page.

Go to the Grantor login page and click on the link Forgot My Username.
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ABOUT GRANTS.GOV

FOR GRANTORS
Post Opportunities
Publish Applications

Community Outreach

Agency Help

Technical Development Library
HELP

CONTACT US

SITE MAP

Contact Us SiteMap Help FJ RSS Home

GRANTS.GOV™

Home = For Agencies

FOR AGENCIES

The grantor system is where agency users publish grant opportunities, create new grants, synopses, modify and delete application packages and retrieve
grant applications packages and much more.

Grants.gov has developed a Grantor Resources page to help you use the grantor system.

If you don't have a username and password, please visit the new grantor sign-up page to begin registration.

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

Username

Password

Forgot My Username
Forgot My Password

Enter the email and Agency Code you used when you registered with
Grants.gov, then click on the Submit button.
»
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FOR APPLICANIS
Find Grant Opporh

Get Registered

Apply for Grants
Track Your Application

Applicant Resources

Search FAQs, User Guidas and
Sile Informalion

APPLICANT SYSTEM-TO-
SYSTEM

FOR GRANTORS

ABOUT GRANTS.GOV
HELD

CONTACT US

SLIE MAR

Conlact Us SiteMap  Help [ RSS Home

GRANTS. GOV

Home>For Grantors

FOR GRANTORS

Please enter your email and agency code below and follow the prompts you will receive an email with your username.

Send me my Username

Email: [cynthia nguyen@tmp com

Agencycoda: [l ]

An email was send to your maMegx

Back to Loain
Eorget My Password
T you don't have a username and password, NISASE Trantor sian-un page to begin registration.

Grants.gov has davaloped a Grantor Resources pags to help you use the grantor system.
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After clicking Submit you will see a message stating “An email was sent to your
mailbox”. After you have clicked the Submit button, an email will appear in your
inbox with your username.

B Grants.gov login notification - Message (Plain Text)

i Fle Edit View Insert Format Tools  Actions  Help  Adobe PDF
iy Reply | (=§Reply to All | 5 Forward | (5§ =R AT - - A’\w@!

From: support@grants.gov Sent:  Tue 3/24/2009 3:37 AM
To: Nguyen, Cynthia
5=

Subject: Grants.gov login notification

Your email address, cynthia.nguyen@tmp.com, is associated with the following login name:
¢
To sign in, wvisit the link below.

https://at07apply.grants.gov/apply/logincontrol.jsp?
goto=./secured/Agencylogin.jsp&loginpage=/jsp/GrantorGetID.jap

If clicking the link above does not work, copy and paste the URL in a new browser window
instead.

If further assistance is required feel free to search grants.gov help tips and FAQ or contact
Qgrants.gov Support Center.

Thank you for using Grants.gov
Contact Center:

support@grancs.gov

1-800-518-4726 (M-F 7:00 AM - 9:00 BEM ET)

Agency Super User Permission Settings

After an agency user has created an account with Grants.gov, the Agency Super
User will receive a notification by email stating that a new agency user has
registered with Grants.gov. The Agency Super User will provide the user access
level by using the Reassign Roles functionality in the Grantor section of
Grants.gov. First login to the grantor system and click on Manage Agency
Users.

To reassign roles, choose the user you wish to modify by clicking in the white box
on the left of their name and then click the Reassign Roles button.
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’ For Applicants About Grants.gov Resources For Agencies

B h'—” GRANTS.GOWV® Contact Us  SiteMap Help Home
Manaide Adency user ~ s
Profile Home > For Agencies > Manage Agency Users

Set Auency Level
Create Agency

Maodify Agency
Published Opportunities
Applicant Report
Oryanization Report
Set Closing Date Limits
Submission Report
Manage Opportunities

Assian Agency Tracking
Number

Manage Application
Package Templates

Manage Agency Users

Feassign Roles [ Modify User ] [ Delete User ] [Refresh

Organization Uszrs
Abu-Fadel, Marwan
Baird, Christopher
Bridges, Anisa
Colling, Aaron
Creative, TMP
Daniels, Sarah
Deatan, Melissa
DeCharmbeau, Lisa
GovAdmin, Grants

Hamilton, Angela

v

View All Submitted Hamilton, Angela
Applications
Applicant Audit Report

Get Version

Hedlin, Dawn
Hilsbard, victoria

James, Keenah

Retrieve Submitted Johngon, Jack

On the reassign roles page, choose which functionality is appropriate and use
the arrows to move the roles into the current roles box on the right, click inside
the white box to certify the change and then click the Continue button to
complete the step.

THP Creative
of GrantsGovAdmin

REASSIGHN USER ROLES
Manage Agency User

Profile
Set Agency Level User Name: Wallace, Mya
Create Agency User ID: GG-SDaniels

Modify Agency
Published Opportunities
Applicant Report

ufrent Roles:

Remaining Roles:

Organization Report
Set Closing Date Limits .
<<

Submission Report
Manage Oppertunities

Assign Agency Tracking
Humber

[ 1have werified the identity of this user and their autharity ta be assigned the above roles. I understand that users assigned the Agency Grant Retriever and
Manage Application view spplications rales will have the ability ta access praprietary information in grant applications, and that users assigned the Manage Agencies role will have the
Package Templates ability o assign roles to ather users an my behalf. T will periadically review the list of users in my agency and revoke these roles when they are no langer needed.

Manage Agency Users
Continue Cancel Reassign

View All Submitted

Agency Super User Account Profile Lookup

In some cases agency users may need their Agency Super User to lookup their
profile information to enter the grantor system.

To lookup an agency user’s profile, simply login to the grantor system, click on

Manage Agency Users. Then choose the user you wish to modify by clicking in
the white box on the left of their name and click the Modify User button.
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manage Agency user
Profile

Set Agency Level
Create Agency

Maodify Agency
Published Opportunities
Applicant Report
Organization Report
Set Cl 10 Date Limits
Submission Report
Manage Opportunities

Assian Agency Tracking
HNumber

Manage Application
Package Templates

Manage Agency Users

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Grants.gqov

<

<
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Home = For Agencies = Manage Agency Users

MANAGE AGENCY USER

For Applicants About Grants.gov Resources For Agencies

Contact Us  SiteMap Help Home

[ Reassign Roles

[ Maodify User ]

Delets User ]

I Retfresh

Organization Users

Abu-Fadel, Marwan
Baird, Christopher
Bridges, Anisa
Colling, Aaron
Creative, TMP
Danigls, Sarah
Deaton, Melissa
DeChambeau, Lisa
GovAdmin, Grants
Hamilton, Angela
Hamilton, Angela
Heflin, Dawn
Hibbard, Victoria
James, Keenan
Johnson, Jack
Liford, Jahn
Lopez-Buitragn, Anne

@'] Daone

2 & Inkemst

On the Modify User Profile screen you can view their email and user ID. Giving
this information to the agency user will allow them to use the Forgot My
Password/Username functionality to update/reset their profile information and
enter the grantor system.

/
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welcome,
TMP Creative
of GrantsGovAdmin

Manage Agency User
Profile

Set Agency Level
Create Agency

Modify Agency
Published Opportunities
Applicant Report
Organization Report
Set Closing Date Limits
Submission Report
WManage Opportunities
Assian Agency Tracking

GRANTS.GOV®™

Home = For Agencies > Mansge Agency Users = Modify Agency User Profilz

MODIFY AGENCY USER PROFILE

Contact Us SiteMap Help [J RSS Home

User Info:

First: Cynthia

Tel: 134567640

Title: TP Test acct
User ID: Ch

Agency enrollment code: |Gt in

Last: MNguyen
Email: Cynthia Nguyen@tmp.com
Password:
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