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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 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.

FOR APPLICANTS

APPLICANT SYSTEM-TO-
SYSTEM

Agency User Registration

Agency System-to-System
Forms Repository
Granter Resources
ABOUT GRANTS.GOY
HELP

CORNTAGTLS

SITE MAP

GRANTS.GOV

/

-
= GRANTS.GOV® Search ContactUs SiteMap  Help Y RSS

Horme »

FOR GRANTORS

|»

Click here to
receive our
Quarterly
"Succeed” e-
newsletter

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 agghcy 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 Program advisor®. click hers ™ ta read
imporiént infarmation on the transition to Adobe.

Quick Links

CANTS
h

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

Login Here

Agency Enhancements System Build 2008-02

Leam sbout the new functionality and system enhancements effective August 9, 200872

Release Notes

View the Latest Release Notes on the adabe System, Effective sugust 9, 20087

8§28 2006 and 2007 Endpoint Instructions
The following instructions have been provided to help you manage 2006 and 2007 S25 Endpoints through
the Transition to Adobe Reader:

525 2006 and 2007 Endpaint Instructions 2

Agency archive
2008
2007

O dnencw llzar 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

-

/

GRANTS.GOV"™ Search  Contact Us  Site Map  Help

Home »

APPLICANT SYSTEM-TO-

FOR GRANTORS

FOR GRANTORS
Agancy liser Re

Agency System-to-System

Forms Repository

Grantor Resources

ABOUT GRANTS.GOV

Bl rss

Adobe System Transition in Progress: The PursEdge System is set to terminate on December 31, 2008, Grants.gov
will no longer process PureEdge submissions after December 31, 2008, June 30, 2008 iz the last day for Agencies to
post new PureEdge opportunities unless they have previously requested an exemption to post. Grants.gov is working
with Agency points of contact on their specific transition dates. To view the schedule of Agency transition dates to
adobe click here, For more information please contact your Grants.goyv Program advisor®, Click hers ™ to read
important information on the trans\tyfm Adobe.

HELP

CONTACT US

If you are responsible for posgefg grant opportunities for your organization, this is where you begin, Established agency

SITE MAP

please click the butiefl below to login.

The login page will appear,

Agency Enhancements System Build 2008-02

Learn about the new functionality and system enhancements effective August 9 20087

Release Notes

Wiew the Latest Release Notes on the adobe System, Effective August 9 20087

§28 2006 and 2007 Endpoint Instructions
The following instructions have been provided to help you manage 2006 and 2007 525 Endpoints through
the Transition to 4dobe Reader:

525 2006 and 2007 Endpoint Instructions 2

Agency Archive
2008
2007

O anency |iser Banistration

password to continue.

GRANTS.GOV

Home

Click here to
receive our
Quarterly
"Succeed” e-
newsletter

Quick Links

APPLICANTS

I«

you will need to login with your username and
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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

Click here to

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

FOR GRANTORS

Agency User Registration

EAQs Glossary o Fafle
i Quick Links
LETIE S LA D Resources Stakeholder Webcast

Forms Repository Cantacts Password Reset [EXIT Disclimer] FOR APPLICANTS

|» Grantor Resources Training Materials Related Links h
Grantor FAQSs Animated Tutorials Exit Disclaimer
Agency System-to-System Download Software
FAQs
antnr llears
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
o Reference FAQs for spplicants

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

o Grantor User Guide T - Learn haw ta navigate with step-by-step instructions in the Grants.gov enviranment.
o E-Authentication User Guide 2 - A step-by-step guide to E-Authentication credentials to access Grants.gov,

Outreach Request Farm |
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 vou,

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

Link to Grants.goy
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.
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Manage Opportunities

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.

) For Applicants About Grants.gov Resources For Agencies
e

h:—- GRANTS.GOV® Contact Us  SiteMap Help Hame
Welcome, Home > For Agencies
Rathna Gundulpet
of RG12072005
Manage Ayency User FOR AGENCIES
Profile
Set Agency Level Welcome to the "Far Agencies” section of Grants.gov!
Create Agency

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

Modify Agency
Published Opportunities First time users are encouraged to learn about the process by clicking here,
Applicant Report For assistance, dlick the Help buttan in the upper right hand corner of the screen
Oryanization Renort

— yaou are unable to access the information you need due to Section 508 accessibility 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

Logout of Grants.qov
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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
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
5 GRANTS.GOV® Contact Us SiteMap Help Home
Welcome, Home = For Agencies = Manage Opportunities
Rathna Gundulpet
of RG12072005
Manage Agency User RTUNITIES
Profile Create Oppotunity Modify Opportunity Delata Opportunity
Set Agency | evel Opportunltv Num. Opportunity Title CFDA Numbers M
o o Bynopsis
Create Auen . 7 title-00-01-20-aa31 11.004 VPR
Modify Agency
1 1 16202 D
Published Opportunities ackage(s)
p— - Synopsis
Applicant Report 1Package(s)
= i BAADE-028 BAADB-028-Tile Mo Symopsis
1Package(s)
RG-D1-SPECIAL-CHARACTERS- ) ) . Synopsis
. ANGED RG-D1_Spatia-Charactars_AresAccapted_Tesr%5a0~@ts% 16202 I
Nurnber n FG-01082005-FONTESTING  FUblishing apportunity using Rathna's organization - Agency Code = RG12072005- 16202,12910 Synopsis
Mononte Anlication Modified 2Package(s)
Manage Application
RG-01152008-5F 424-5HORT- Mo Synapsis
Packae Templates n o e RG-D1152008-8F 424-Short-NEA-SUPF 83.223 Cesenae
Manage Agency Uisers n RG-01172008-MANDATORY- RG-01172008-Mandatory: Form-Title 16.202,12.810 z,favggse‘fs)
View All Submitted = SWDDSIS
Applicati - TEST- - g
ications n RG-01202005-TEST-5CRS RG-01202005-Title Madified 16202 s
Applicant Audit Report Synapsis
RG-D1232005-8F424-5CR RG-01232005-5F 424-5CR Relest 16202
Retriewe Submitted 93,286, 92.038, 15,565, 14,406 PRnEEe
Applications 266, 83.938, b )
RG-01242006-5CR-5301 RG-01242008-5GR-5301 Truncate GFDA1tle If mare than 120 characters! 14.142, 56,436, 81,117, 93.501, aaﬁl"iﬁsf@
Logout of Grants.qov. B6.813, 84.326 9
RG-01262006-5CR4878 RG-01262006-5CR4678 Large Package Submission Sl
1Package(s)
Synopeis
RG-01262006-SCR5055-RETEST RG-01262006-5CR5055-Retest
0 Package(s)
RG-01262006-5CR5291-RETEST RG-01262005-5CR5291-Retestthis SCR and tlose is passes Syl
0 Package(s)
RG-01262006-5CR5291-RETEST- 601 A B e Synopsis
2 0 Package(s)
RG-01272006-RR-KEYPERSON- : . een Mo Synapsis
n s RG-01272008-RR-KeyPerson-SCR-5225 P
n RG-01272006-5CR-5084 RG-01272006-5CR-5084 16202 Epai
0 Package(s)
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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)

p
L .
ht"" GRANTS.GOVY Contact Us SiteMap Help Horne

For Applicants About Grants.gov Resources For Agencies

Welcome, Home = For Agencies = Manage Opportunities » Grant Opportunity Properties
Rathna Gundulpet
of RG12072005

GRANT OPPORTUNITY PROPERTIES

Manage Auency 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 other): 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.
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Modifying 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.

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.GOwV™

For Applicants About Grants.gov Resources For Agencies

Symapais
O Packsels)

Em0psis
0 Package(s)
Bmopsis

Patkage(s)

Dot 02 BAADS 028 Title :‘Puimilﬁi
DAL CHARAC TER 5 & " . 7 2 Smops

T RO-01_SpeciabCharaclers_ArerAccepted_Tesh50-/E85% 16202 OPackagas)

RG-01002005FON-TESTING T - el b 18.202. 12910 2 xunwl‘;n"c‘q
RO-01157000-5F 474-SHORT- = = Mo Symopaia
S RG-01152008-SF 4 24- 570 NEA-GUPP w2 1Patkagols)
RG-0117 2006 MANDATOR - Fmopsis
FoRM RO=01 1 7 I006-Mandatory Form-Tie 1620312910 IPackagels)
R 01 702005 TET-B0RS .01 202005 Tito Modred 18202 Sl
- = Fe ; SiropsH
RG-01 232006 BFAZ8ECR RG-01232005 8F 424 5CR Rigte st 16202 \Pachige(s)
O3 366, 03538, 16868, 14 408, Synopses
RO-01742006-SCR-5301 RO-01 247006 SCR-5301 Truneata CFDA Blie Hmess than 170 chametars! 14142, 66 436, 01.117, 02581, nrlm&‘n{np
Lt 8 Git e e B613.94.326 2
= Bvnonais

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.

’ For Applicants About Grants.gov Resources For Agencies
[
w— GRANTS.GOV® Contact Us SitsMap Help Homne
~
Welcome, Home = For Agencies > Manage Opportunities = Grant Opportunity Properties

Cynthia Nguyen
of GrantsGovAdmin

GRANT OPPORTUNITY PROPERTIES

Manage AgencwIser
Profile

Opportunity Number:*  JT-006-003
Opportunity Title:* Fellowships for Warking Wops€h in the Humanities
Opportunity Categqory:* Discretionary

CFDA Numbers:

Set Agency Level
Create Agency
Modify Agency
Published Opportunities
Applicant Report
Organization Report

Set C i Date Limits
Submission Report

Manage Opportunities T
Application Packages: |\Celste

Assign Agency Tracking
Number ElnEs
Competition Titlz Open Date|Date

Manage Application Mandatory: SF424_Short,
Package Templates JT-D06- Supplementary Cover SheetforMEHGrantPrograms

N3 Fellowships 01-Jun-2008  01-Aug-2006 attachments
Manage Agency Users

View All Submitted I
Avplications

Synopsis: [ Modify D[ Delete ” Aftachments ]

Optional: None
Mandatory: SF424_ndividusl,

JT-006- Supplementary Cover ShestforMEHGrantPrograms,

Eallranshins AW 00RO 0a 00R
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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
Packages simply click the Add button next to the section you would like to add
to.

, For Applicants About Grants.gov Resources For Agencies
b
— GRANTS.GOV® Contact Us SiteMap Help Home
~ . . .
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 Auency Opportunity Cateqory:* Mandatory

CFDA Numbers: og.o00

Modify Agency
Modify Agenc

Published Opportunities

Applicant Report
Organization Report .
! Synopsis:
Sel Closing Date Limits
Submission Report
Application Packages|

Manage Opportunities

Assiun Agency Tracking
Humber

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
[
i GRANTS.GOV® Contact Us SiteMap Help Home
~
Welcome, Home > For Agencies > Manage Opportunities » Grant Opportunity Properties

Cynthia Nguyen
of GrantsGovAdmin
GRANT OPPORTUNITY PROPERTIES
Manage Agency User
Profile
Opportunity Number:* 1T-006-003
Set Aency Level Opportunity Title:* Fellowships for Working Women in the Humanities

Create Agenc Opportunity Category:* Discretionary
CFDA Numbers:

_ -
Wodify Adency

Published Opportunities
Applicant Report

Organization Report Synopsis: [ Madity | [Delee | | Aﬁanh@

Set Closing Date Limits
Submission Report

Application Packages:

Assian Agency Tracking
Huimber lmm Competition Title Open Date K

Wanage Application Mandatory: SF424_Shart,

Package Templates JTOOE- o SupplementaryCoverShestforE H
5 Fellowships 01-un-2006  01-Aug-2006 it

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 the 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.
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i

S

Welcome,
Raj Sabharwal
of 099

Manage Avency User
Profile

Set Agency Level
Create Agency

Modify Agency
Published Opportunities
Applicant Report
COrganization Report
Manage Opportunities

Assian Agency Tracking
Number

Manage Application
Packaae Templates

Manage Agency Users

View All nitted
Applications

Applicant Audit Report

Retrieve Submitted
Applications

Logout of Grants.qov

\

/

Contact Us  SiteMap Help

GRANTS.GOV®

Home = For Agencies = Manage Opportunities > Existing Package

EXISTING PACKAGE

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

Competition Title:

Electronic Required:*

Expected Number of
Applications:

Expected Application Size:

Dpen Date:
Close Date:*

Grace Period:

Agency Contact:

Current Forms:

Change Form Package:*

aApplication Instructions:*

Applicant Type:*

Select to send email:

RS-0325z007
Testing

16.202
COMP-ID-062407-1

|test

@®ves Ono
i

1 iy
|0g7242007
[0g/242008

(farmat: MM/DDACOC)
| {format: MM/DD/YYY) E.
1 days

|Raj Sabharwal o]
pRTATE

E-mail: resbharwalflsiloswashers.com

|Phone: IVEV Testing

|
1
a -
| Unchanged - -
Current Instructions (Supplying a new file over-writes the current instructions file)
|| Browse
| Both,Organizations and | ndividuals |

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

downloaded.

GRANTS.GOV
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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.

p

(- 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. Please note that thiz could potentially in

Set Agency Level

Create Agenc CFDA Number: 16.202
- CFDA Title: Offender Reentry Program
Modify Agenc Opportunity Number: RS-03292007
Published Opportunities Opportunity Title: Testing
> Competition ID: COMP-ID-062407-1
Applicant Report Competition Title: test
Organization Report Elsctranic Raquirad: e
Expected Number of 1
Manage Opportunities Applications:
i = Expected Application Size: 1
ASSHM Agency lracking
ﬁfs:hlelf' ency Trackin Open Date: 06/24/2007
C— ! close Date: 06/24/2008
Manage Application ! Grace Period: 1 days
Package Templates Agency Contact: Raj Sabharwal 1¥&\ E-mail: rsabharwal@silosmashers.com Phone: Iv&y Testing
Application Package: Mandatory Forms: Application for Federal Assistance (SF-424)

Manage Agency Users

:Ie':‘, A:, e Application Instructions: Y|
Applications E

PRREAtions Available to: Both Grganizations and Individual Applicants
Applicat Awdit Report il Notification: YES

Optional Forms:  NEH Budget

Retrieve Submitted
Applications

Logout of Grants.qov

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

From; 05 Suppeor WG anta. ooy

To Gundupet, Rathna (HHS/AERT)

et

Subjct: Foderal Grant Cpportunity with RG-IE12008-ADCEE-OFFT has boen modfied
Attachmerns!

s.gov has been modified by the Granter A

A grant oppertunit u have previcusly subscribed te frem Gra

The grant opporty 3312008-ADO odified. It now has the
OppeETUR.
Oppertun 03312008-Adobe-0Oppl-Today's posting date!
CEDA Numbe
CFDA Titla: t and Cosrdination of Rural Health Sarvicem
Comperition ID : TEST-COMP-1D

Opening Date: 03 2008

Closing Date: 0f

following:

Please note a description
Test data for package modific

You can download the new application package from http://ar0Tapply.qrants.qev/apply/oppertunitics/packaqes/oppRG=03312008-A0C
ID. o

questions plesse contact the Grants.gov Contact Center:
L
[M=F T:00 AM - 9:00 PM ET)

PLEASE MOTE: This email is for netificatien purposes only. Please do not reply te this email £or any purpese.

Deleting Grant Opportunities

Manage Opportunities

GRANTS.GOV Page 13 of 72



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
[
= GRANTS.GOWV® Contact Us SiteMap Help Home
~
welcome, Home = For Agencies = Manage Opportunities

Cynthia Nguyen
of GrantsGovadmin

MANAGE OPPORTUNITIES
Create Oppaortunity ] [ todity Opparunity ] [ Dielete Opparunity )

Legacy
Opportunity Num.  (Opportunity Title CFDA Wumbers Record

IO O Synopsis
0413-Kv-9 0413-Kv-9 00.000 0 Packaga(s)

Synopsis

Manage Agency User
Profile

Published Opportunities
Applicant Report
Organization Report
Sel Closing Date Limits

false

123 123 00.000 false

0 Package(s)

Mo Synopsis

0 Package(s)
Synopsis

123123123 Laura_Marwan 00.000 false

Manage Opportunities

ExR-01 GOIT-Test33 00.000 false

0 Package(s)

Humber
n 123123123 Laura_Warwan 00.000 SIS true

Manage Application 0 Package(s)
Package Templates Synopsis

- l 0 Package(s)
View All Submitted Synopsis
Bpplications i

Applicant Audit Report

123-987 Mary's test true

2006-CONT-FEMA 2006 FEMA Gontinuation 47.083 true

0 Package(s)

_RBC-123- Synapsis
2007-ABC-123-RYZ Grantar training test package 16.710 0 Package(s) true

Get Version B
YNopsis
Retrieve Submitted 2545454 Hoat A& 0 Packagel(s) D
— A4RA4 Rnat EHEES trie

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.gov Resources For Agencies

.'_: GRANTS.GOV™ Contact Us SiteMap Help Home

welcome, Home > For Agencies > Manage Opportunities = Delete Oppartunity

Cynthia Nguyen
of GrantsGovadmin

%JLA'MVM DELETE OPPORTUNITY VERIFICATION
Profile
Bublished Opportunities Please verify that you want to delete this opportunity.

Applicant Report
Opportunity Number: 2545454

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

CFDA Numbers: z0.502
Submission Report

Manage Opportunities m

Assign Agency Tracking
Humber

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.

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
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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.

A

..‘_: GRANTS.GOV® Contact Us SiteMap Help Home

For Applicants About Grants.gov Resources For Agencies

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

GRANT OPPORTUNITY PROPERTIES

Manage Agency User
Profile

; B
Published Opportunities Opportunity Humber:

Applicant Report Opportunity Title:*
Organization Report Opportunity Category:* | Select the Category of this Opportunity v

CFDA

Set Closing Date Limits mhers:
Submission Report Synopsis:

Manage Opportunities P
e Application Packages:

Assign Agency Tracking
Number

Manage Application
Package Templates

View All Submitted

When you are on the Opportunity Synopsis Properties 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 15 of 72



, For Applicants About Grants.gov Resources For Agencies

,_‘:: GRANTS.GOV® Contact Us SiteMap Help Hame

welcome, Home > For Agencies > Manage Opportunitiss > Grant Opportunity Properties = Opportunity Synopsis Propertiss
Cynthia Nguyen
of GrantsGovadmin

OPPORTUNITY SYNOPSIS PROPERTIES
Manage Agency User

Profile
Opportunity Properties

I ] i ,
Published Opportunities Opportunity Number: 5555555

Applicant Report Opportunity Title: Cynthia Test
- P Opportunity :
Qrganization Report Cateqory: Discretionary
Set Closing Date Limits CFDA Numbers: 00.000

Submission Report

Manage Opportunities

— Cooperalive Agieement
Assign Agency Tracking Girant

Number Instrument Type: * Otker
Procurement Contract

Funding Properties

Manage Application
Packaye Templates Agriculture ~
ks [see "Cultural Affairs” in CFDA]

Visws A1l Submited usivees s G

Applications Community Development

N _ Consumer Protection

Applicant Audit Report Activity Category: * Disaster Prevention and Relist

Education

Emplayment, Labar and Training

Erergy

Enviranment b

Get Version

Retrieve Submitted
Applications

Loaout of Grants.aov

&) bons S & 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 pre-populated by the system and is the
user information for whoever is currently logged into the system.

Email Address*: This is also pre-populated 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 pre-populated in the “To” field.
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& pone

) For Applicants About Grants.gov Resources For Agencies
- 3
— GRANTS.GOV® Contact Us SiteMap Help Home
_ ~
Welcome,
Cynthia Nguyen Synhopsis Dates
of GrantsGovAdmin
Posting Date: * .
Manadge Agency User _(fwmat PIMZEIDA LR,
Profile Close Date: (format: MM/DDAYYY)
Published Opportunities
Applicant Report
Organizati 2
Organization Report _—
Set Closing Date Limits Explanation:
*if no Close Date is
Subinission Report provided
Manage Opportunities
Assign Agency Tracking
Manage Application Agency Contact For Electronic Access Problems
Package Templates —
Cynthia Nguyen Al
View All Submitted Agency Contact: * TMF Test acct |
Applications Phone 134567830 v
Applicant Audit Report E-Mail Address: * |Cynthia. Nguyeﬂ@tmp.cum
Gt Version E-Mail Description: *
Retrieve Submitted
Applications
Opportunity Eligibility Information
Logout of Grants.gov 1
City or township gavernments ~
Caounty govermments
For profit organizations other than small businesses
1 v

2 Internet

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.

/

-
= GRANTS.GOV"

B

For Applicants About Grants.gov Resources For Agencies

Contact Us SiteMap Help Home

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
Humber

Manage Application
Package Templates

View All Submitted
Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Grants.qov

E-Mail Description: *

Opportunity Eligibility Information

Cily or lawnship governments
County gavernments

For profit organizations other than small businesses

Independent school districts

Individuals

Mative American tibal governments (Federally recognized)

Mative American tibal arganizations [ather than Federally recognized tribal governments|

MNanprafits having a 501(c)(3] status with the IRS, other than institutions of higher education
MNonprafits that do not have a 507(c)(3) status with the IRS, other than institutions of higher education
Others [see text field entited “Additional Information on Eligibility" for clarification]

Eligible Applicants: *

Eligibility Explanation:
* if Eligible Applicants is
Others

Award Information

Cost Sharing or
Matching Requirement: Oves @ No
*

Expected Number of
Awards:
Ebimnabad Trsal

v

g‘] Daone

S @ ntemet

GRANTS.GOV

Page 17 of 72



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 } } o
Profile Funding Opportunity Description
Published Opportunities
Applicant Report
Organization Report
Funding Opportunity
Set Closing Date Limits Text Description: *
Submission Report
Manage Opportunities
Assign Agency Tracking
Number
Manage Application Full Announcement Link
Package Templates ement URL:
\new_ AII_Squnme\I URL Description:
Applications
Applicant Audit Report . -
Archiving Policy
Get Version Synapsis and associated documents may be scheduled for archiving 30 days after the application's close
Retrieve Submitted date, or upan & user-specified date after the |ater than the posting date, ar may be left unscheduled and
RELEVE SIDINTES 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 autarnatic, on specified date: (Farmat: MMDDAYYY) @
&] Done S @ Inkermet

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:
e Automatic, 30 days after the close date
e Automatic, on the date that you specify
e 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.

GRANTS.GOV Page 19 of 72



| =

Welcome,
Cynthia Nguyen
of GrantsGovAdmin

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

-
= GRANTS.GOV®"

’ For Applicants About Grants.gov Resources For Agencies

Contact Us  SiteMap Help Home

FURAIRG UPPOITUNITY Uescrption 7

Funding Opportunity
Text Description: *

Full Anhouncement Link

Assign Auency Tracking
Number

Manage Application
Package Templates

View All Subinitted
Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Grams.gov

A ement URL:

URL Description:

Archiving Policy

Synopsis and associsted docurnents 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 |atest archiving date chosen for a synopsis or any associated docurnent will
become the effective archiving date for the entire documnent set.

Archiving Policy:

® Autornatic, 30 days after the close date
© automatic, on specified date: {format: MM/DD/ATYY)

© 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
Manaqe Opportunities

Assiun Agency Tracking
HNumber

Manage Application
Package Templates

View All Submitted
Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Grants.qov

[ —-—
h_h'.

’ For Applicants About Grants.gov Resources For Agencies

GRANTS.GOV™ Contact Us  SiteMap Help Home

A
Home » For Agencies » Manage Opportunities = Grant Opportunity Properties = Confirm Opportunity Synopsis Properties
CONFIRM OPPORTUHNITY SYNOPSIS PROPERTIES
Please confirm the opportunity synopsis information before publishing.
Opportunity Properties
Opportunity 5555555
Number:
Opportunity Title: Cwnthia 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

S B Intemet

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.
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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
.
» | GRANTS.GOV® Contact s SiteMap Help Home
Welcome, Home > For Agencies = Manage Oppartunities > Grant Opportunity Properties = Synopsis Publish Success

Cynthia Nguyen
of GrantsGovAdmin
SYNOPSIS PUBLISH SUCCESS
Manage Agency User
— has b flly published
Published Opportuities four 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 Lumits

Submission Report
Manage Opportunities

Assign Agency Tracking
HNumber

Manage Application
Package Templates

View All Subinitted
Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Grants.gov

&) Done &) @ Internet

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 Haome
welcome, Home = For Anencies = Manage Opportunities = Grant Opportunity 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; I hodify H gblete ][ 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.

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

welcome, Expected Number of Awards: 1

Cynthia Nguyen N

of GrantsGovAdmin Estimated Total Program 101
Funding:

Manage Agency User Award Ceiling: 10z

Profile Award Floor: 101

Published Opportunities
Funding Oppertunity Description

Applicant Report Funding Opportunity Text Description:
Organization Report THIS IS 4 TEST
Set Closing Date Limits Full Ahnouncement Link
Submission Report Announcement W test.com
URL: : :
Manage Opportunities URL Description: Testing
Assian Agency Tracking |
Number Synopsis Modification Comments
Manage Application Synopsis Modification Comments:*

Package Templates

View All Submitted
Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Grants.qov &~

Fublish | [Edi
&] bore 2 @ Internet

|E3]

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

’ For Applicants About Grants.gov Resources For Agencies
[—_
hh_._f— GHANTS.G ovsu Contact Us SiteMap Help Home
-~ -~
welcome, — Home = For Agencies > Manage Opportunities > Grant Opportunity Properties = Confirm Oppartunity Synopsis Properties =
Cynthia Nguyen
of GrantsGovAdmin
Manage Agency User CONFIRM OPPORTUNITY SYNOPSIS PROPERTIES
Profile
Set Avency Level Please confirm the opportunity synopsis information before publishing.
Create Agency . .
i Opportunity Properties

Modify Agency Opportunit

N"" rer: ¥ 0413-K-3
Published Opportunities umber:

Opportunity Title: 0413-Kv-9
Applicant Report i
Applicam Report gpfurtun.lty Mandatary )
Organization Report aregory:
= CFDA Numbers: 00.000

Set Closing Date Limits

Subm n Report Funding Properties

Instrument Type:

Manage Opportunities Grant
Assign Agency Tracking Activity Category:
Number Agriculture

Manage Application

Category Explanation:
Package Templates gory Eup

Manage Agency Users Synopsis Dates

View All Submitted — Posting Date: 0471372007

Applications Close Date: 04/13/2008

Close Date Explanation:

Applicant Audit Report

Get Version *| Agency Contact For Electronic Access Problems
AS | & Marwan Abu-Fadel bs
@ Done é ‘ Internet
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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
Published Opportunities Full Ahnouncement Link
Applicant Report Announcement

URL:
Organization Report i
Set Closing Date Limits
Submission Report
Manage Opportunities

Assion Avency Tracking
Number

URL De

Synopsis Modification Comments
Synopsis Modification Comments:*

Manaae Application
Package Templates

Manage Agency Users
View All Submitted
Applications

Applicant Audit Report

Get Version
é e Internet

< >
E:I 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.GOV®™ Caontact 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 OppoHUNities Wour opportunity synopsis has been successfully published.

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

Set Closing Date Limits "
—

Submission Report

Manaae 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"

Contact Us  SiteMap Help Home

Home = For Agencies = Manage Opportunities > Grant Opportunity Properties

Welcome,
Cynthia Nguyen
of GrantsGovAdmin

GRANT OPPORTUNITY PROPERTIES

Manage Agency User
Profile
Opportunity Number:* 5555555

Dpportunity Title:* Cynthia Test
Dpportunity Category:* Discretionary
CFDA Numbers: 00.000

@Iete H Attachments

Application Packages:

Published Opportunities

Applicant Report

Organization Report

Set Closing Date Limits
\ Submission Report

Manade Opportunities .
ynopsis:

Assign Agency Tracking
Number

Manage Application
Package Templates

View All Submitted
Anplications

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

’ For Applicants About Grants.gov Resources For Agencies

[ —
= GRANTS.GOV®

Contact Us  SiteMap Help Home

Funding Opportunity vescription ~

Welcome, THIS I3 A TEST

Cynthia Nguyen
of GrantsGovAdmin
Manage Agency User

Profile Funding Opportunity

Published Opportunities Text Description:

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

Assign Agency Tracking
Number

Full Announcement Link
Announcement URL: weney T2 5t.COm

URL Description: Testing

Manaae Application

Package Templates

View All Submitted
Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Grants.qov

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 |ater than the posting date, or may be left unscheduled and
manually archived later, The latest archiving date chosen for a synopsis or any associated document will
became the effective archiving date for the entire document set.

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

& automatic, on specified date: |10/02/2007 iformat: MM/DDATYTT)
© Manual archive

N
.

@1 Done

N— S & mmkernet
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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
Wanase Agency User CONFIRM OPPORTUNITY SYNOPSIS PROPERTIES
Profile
Set Agency Level Fleaze confirm the opportunity synopsis information before publishing.
Create Agency 3 ;
Wodify A Opportunity Properties
WModify Agency :
ﬂ""“h"t“_'“t" 5555555
Published Opportunities umber:
Opportunity Title: Cynthia Test
Applicant Report i
Applicant Report Opportunity Discrationary
Organization Report Category:
Organiza
CFDA Numbers: 00,000
Set Closing Date Limits
Submission Report Funding Properties
Instrument Type:
Manaqe Opportunities Grant
Other
Assign Agency Tracking
Humber Activity Category:
Agriculture
WManave Application g
Package Templates Category Explanation:

Manage Agency Users

View All Submitted Synopsis Dates

—— Posting Date: 06/02/2007
Applications
S Close Date: 09/02/2007
Applicant Audit Report Close Date Explanation:
Get Version ud i
< > Agency Contact For Electronic Access Problems v
&] Done S @ mntemet

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 Announcement wiw test.com

Organization Report 3gtlbescri ption: esting /
Set Closing Date Limits
Submission Report

Manage Opportunities

Assion Avency Tracking
Number

Synopsis Modification Comments
Synopsis Modification Comments:*

Manage Application
Package Templates

Manage Agency Users

View All Submitted
Applications
Applicant Audit Report
S

< Get Version Lblish E =
&] Done \ / S @ 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 pubilic.

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

’ For Applicants About Grants.gov Resources For Agencies
o
It h-——’ GRANTS.GOV® Zontact Us  SiteMap Help Home
welcome, Home = For Agencies > Manage Opportunities > Srant Opportunity Properties > Synopsis Publish Success

Cynthia Nguyen
of GrantsGovAdmin

SYNOPSIS PUBLISH SUCCESS
Manage Agency User

Profile

Published Opportunities Your opportunity synopsis has been successfully published.

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

Set Closing Date Limits e
()

Submission Report
Manaae Opportunities

Assiun Agency Tracking
Number

Manage Application
Package Templates

View All Submitted
Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logourt of Grants.gov

@ Done 2 8 Internet
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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.GOWV™ Cantact Us SiteMap Help Hame
Welcome, Home = For Agencies > Mansge Opportunities > Grant Opportunity Froperties

Cynthia Nguyen
of GrantsGovAdmin

GRANT OPPORTUNITY PROPERTIES

Manage Agency User

Profile

Opportunity Number:* 5555555
Published Opportunities Opportunity Title:* Cynithia Test
Applicant Report Opportunity Cateqory:* Discretionary
_ - CFDA Numbers: 00.000
Organization Report

Set Closing Date Limits
Subinission Report

Manaqe Cpporhinities Synopsis: [ MUde ][ Delete ]D Attachments

Assign Agency Tracking
Number

Manage Application

Package Templates Application Packages:
View All Submitted

Applications

Annlicant Mudit Rannart

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
-~

Welcome, Home > For Agencies > Manage Opportunities = Grant Opportunity Properties > Confirm Synopsis Deletion
Cynthia Nguyen
of GrantsGovAdmin

COMNFIRM SYNOPSIS DELETION
Manage Agency User
Profile X
et Level Please confirm that you want to delete the synopsis for the following opportunity:

et Agency Level

Create Agency Opportunity Properties

. Opportunity e
Modify Agency N ber IT-006-003

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

Organization Report
Set Closing Date Limits
Submission Report

Manana Onnarhnitiac
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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.

r

[ -
» GRANTS.GOV*

For Applicants About Grants.gov Resources For Agencies
Contact Us SiteMap Help Home

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

of GrantsGovAdmin

Manage Agency User
Profile

Applicant Report
Organization Report
Set Closing Date Limits
‘ Submission Report

Manage Opportunities

Number

Manage Application
Packaqge Templates

Wiew All Submitted
Applications

Applicant Audit Report

Get Version

Published Opportunities

GRANT OPPORTUNITY PROPERTIES

Opportunity Number:* 5555555
Opportunity Title:* Cynthia Test
Dpportunity Category:* Discretionary
CFDA Numbers: 00,000

Synopsis: [ Modify ][ Deleteﬂ Aﬂachm@

Application Packages:

Select the Add button on the next screen.

Welcome,
Cynthia Nguyen
of GrantsGovAdmin

Manaae Agency User
Profile

Applicant Report
Organization Report

Submission Report

GRANTS.GOV

-
—

Published Opportunities

Set Closing Date Limits

kS

GRANTS.GOV™

For Applicants About Grants.gov Resources For Agencies

Contact Us  SiteMap Help Home

Home = For Aoencies > Manage Qpportunities = Manage Synopsis Attachments

MAMAGE SYNOPSIS ATTACHMENTS

Funding Opportunity Title: Cynthia Test
umding Opportunity Number: 5555555

(A Joelete

Upload Type, File Names

Description __________________[MIMEType Size
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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

| —_—
» GRANTS.GOV®

Contact Us  SiteMap Help Home

Home = For Agencies = Manage Qpportunities = 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: ToE
Applicant Report Tmber oTfiles to uplofid:*
Organizati L
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

hh_"_'h: ; GRANTS. GOV Contact Us  SiteMap Help Home

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

:‘yar:gl?i': ?\l’g uyen

of GrantsGovAdmin

- NEW SYNOPSIS ATTACHMENT UPLOAD
anage Agency User

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

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

Assian Agency Tracking
Number

oad Type:* | Full Announcement

[Full Announcement
Revised Full Announcement
Other Supparting D ocuments

H Browse .|

Manage Application
Package Templates Upload Files ] [ Cancel ]

View All Submitted
Applications

Applicant Audit Report

Get Version

Retrieve Submitted
Applications

Logout of Grants.gqov

@I] \ é o Internet

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.

)

S GRANTS. GOV® Contact Us SiteMap Help Home

For Applicants About Grants.gov Resources For Agencies

welcome, Horne = For Agencies = Manage Opportunities > Grant Opportunity Properties = Confirmn Synopsis Attachrment Upload

Cynthia Nguyen
of GrantsGovAdmin

Maage Aqency User CONFIRM SYNOPSIS ATTACHMENT UPLOAD

Profile

Published Opportunities Opportunity Title Cynthia Test
- Dpportunity Number 5555555
Applicant keport
Applicant Report Document Upload Type Full Announcement
Qrganization Report File Name File Type Size  Description

Set Closing Date Limits
Submission Report
Manage Opportunities

Assign Agency Tracking
Humber

EreT—grants 07.doc  apphcatmieaword 54272;V
Upload Files

Manadge 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.

#

S GRANTS. GOV® Contact Us SiteMap Help Home

For Applicants About Grants.gov Resources For Agencies

welcome, Home = For Agencies = Manage Opportunities = Grant Opportunity Propetties = Synopsis Attachment Upload Success

Cynthia Nguyen
of GrantsGovadmin

SYNOPSIS ATTACHMENT UPLOAD SUCCESS
Manage Agency User
Profile
Published Opportunities
Applicant Report These synopsis attachments will be available in the Find Grant Opportunities area of Grants.gov within 30

Organization Report Hatts

Set Closing Date Limits
S

Submission Report
Manage Opportunities
Assign Agency Tracking

Your synopsis attachments have been successfully uploaded.

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
-
[

e GRANTS. GOWV™ Contact Us  SiteMap Help Home

Home = For Agencies > Manage Opportunities = Manage Synopsis Attachments

Welcome,
Cynthia Nguyen
of GrantsGovAdmin

MANAGE SYNOPSIS ATTACHMENTS
Manage Agency User

Profile
Funding Opportunity Title: Cynthia Test

i i iti .
Published Opportunities Pxtunity Number: 5555555

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

Assign Agency Tracking
Humber

Pioneer Award
Zip of All Attachments

BGC-grants 07.dos
£555555-Full Annoudgement-1.zip

applicationimsword
applicationf:-zip-campressed

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.

I

For Applicants About Grants.gov Resources For Agencies

-
» GRANTS.GOV®

Welcome,
Cynthia Nguyen
of GrantsGovaAdmin

Manage Agency User
Profile

Published Opportunities
Applicant Report
Organization Report

Set Closing Date Limits
Submission Report
Manage Opportunities

Assign Agency Tracking
Number

Manade Application
Package Templates
View All Submitted
Applications

GRANTS.GOV

Contact Us  SiteMap Help Home

Home > For Agencies > Manage Opportunities = Grant Opportunity Properties > Confirm Delete Synopsis Attachments

CONFIRM DELETE SYNOPSIS ATTACHMENTS

Funding Opportunity Title: Cynthia Test
Funding Opportunity Number: 5555555
Attachment Document Type: Full Announcernent 1

Flease confirm that vou want to delete the following files:

File Name Brief Description Document Upload Type  Size (bytes)

BGC-grants 07.dot Pioneer Award application/msword 54272

5555555-Full Ahnouncement-1.zip  Zip of All Atachments  applicationf-zip-cormpressed 13298
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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
Oraanization 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.

[ .
h— GRANTS.GOV"™
. . Ll
Welcome, Home = For Agencies > Manage Opportunities
Cynthia Nguyen
of GrantsGovAdmin
M PORTUNITIES
Manaae Agency User
Profile [ Create Opportunity ] [ Modify Opportunity Delete Opportunity ]
p"I’IiSI.e‘I ‘:' ’ ’OI"I"i‘ies _ M
Applicant Report Opportunity Num.  |Opportunity Title : . Record
YNopsis
Oqanization Report u nats: no.onn DPackagets | ToF
Set Closing Date Limits 173 123 00,000 Synapsis false
0 Package(s)
Submission Report i
123123123 Laura_Marwan 00.000 UNS BVK”E'”S'S false
Manage Opportunities S
Synopsis
Assign Agency Tracking n il Cynthia Test 00.000 0 Package(s) false
Humber :
n EXR-01 GDIT-Test-69 00.000 Syl false
Manage Application 0 Package(s)
Package Templates 123123123 Laura_Marwan 00,000 Syl true
- . 0 Package(s)
View All Submitted Synopsis
Applications n 123-987 hiany's test 0 Package(s) frue
Applicant Audit Report 2006-CONT-FEMA 2006 FEMA Continuation 97.083 SRS true
- . 0 Packageds)
Get Version
] ; 2007-ABC-123-KYZ Grantor training test package 16.710 SRS true
Retrieve Submitted } 0 Package(s)
Applications
. n 2545454 Boat 20.502 0 E"”Eps's true
Logout of Grants.qov EERRED
Synopsis
n 54554 Boat 0 Package(s) true
PU. .. ~oc rcorn nes  Grants ForPolicy-Oriented Rural Health Services o en Synopsis e ¥
@;‘] é 0 Internet

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 if-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.

GRANTS.GOV Page 35 of 72



Creating Applications

Creating a New Application Package to Existing Opportunity:

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
[
ht—- GRANTS.GOV® Contact Us  SiteMap Help Home
welcome, Home = For Agencies = Manage Opportunities a
Cynthia Nguyen
of GrantsGovAdmin
TANAGE OPPOR
Manage Agency User
Profile Create Opportunity l Modify Opportunity ] [ Delete Opportunity ]
Applicant Report Opportunity Nur. Opportunity Title . Record
oy ey YNopsis
Organization Report u W S IS H D 0 Package(s) il
Set Closing Date Limits 123 121 00.000 Synapsis false
0 Package(s)
Submission Report j
n 123123123 Laura_Marwan 00.000 NoSmopsis g0
q Manage Opportunities 0 Package(s)
) Synopsis
‘Asslan Agency Trackint n 5565555 Cynthia Test 00.000 q F‘;ck:’ge(s) false
Number n
01 GDIT-Test-99 00.000 el false
Manage Application 0 Package(s)
Packade Templates 123123123 Laura_Marwan 00.000 0 FSE'SES;";(S) true
View All Submitted Synansis
Applications 123-987 Mary's test 0 F:ckgge(s) true
i i "
Auplicant Audin Report 2006-CONT-FEMA 2006 FEMA Continuation 87.083 Synopsis true
- N 0 Package(s)
Get Version
2007-ABC-123-KYZ Grantor training test package 16,710 Synopsis true
Retrieve Submitted 0 Package(s)
Applications i
. n 2545454 Boat 20,502 q g"”ﬁps's true
Logout of Grants.gov ackaga(s)
Synopsis
n 54554 Boat 0 Package(s) true
PV, -. - oot ana  Grants For Policy-Oriented Rural Health Services o2 1ee Synapsis @
&) 2 @ Internst

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

> GRANTS.GOV* o .

A
Welcome, — Home = For Agencies > Manage Opportunities = Grant Gpportunity Properties
Cynthia Nguyen

of GrantsGovAdmin

GRANT OPPORTUNITY PROPERTIES
Manaqge Agency User

Profile

; "
Set Agency Level Dpportunity Number: ‘ |

Create Agency Opportunity Title:* ‘ |

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

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

Organization Report Application Packages:

Set Closing Date Limits

Submission Report

Manage Opportunities

Assign Agency Tracking
HNumber

Manage Application
Package Templates

Manage Agency Users

View All Submitted
Applications

Applicant Audit Report

Get Version uAl
| 3

S @ Intermet

]~
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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 > Manage Opportunities = Mew Package Creation
Cynthia Nguyen
of GrantsGovAdmin .
NEW PACKAGE CREATION
Manage Adgency User
Profile
_ ) . Opportunity Number:* 99999999999
Published Opportunities Opportunity Title:* Cindy Test 2
Applicant Report CFDA Number: Naone v
Organization Report Competition ID:
Set Closing Date Limits Competition Title:
Submission Report Electronic Required:* Oves One
Manage Opportunities Expected Number of
Applications:
Assiun Agency Tracking E ted Application Size:
Numbet Hpecte pplication Size: (MB)
Manage Application Open Date: (format; MM/DDAYYY )
Package Templates
e = Close Date:* (format: MM/DDA YY) (B
View All Submitted R
Applications Grace Period: days
Applicant Audit Report Cynthia Nguyen A
. R THMF Test acct
Get Version Agency Contact: E-wail: Cynthia.Nguyenltmp.com
Retrieve Submitted Phone: 134567850
Applications ]
Logout of Grants.gov Form Package:* Select A Package Template v
Application Instructions:*
Applicant Type:* w =2

@Duns é e Internet

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 field. This is the size of the file you expect
the grant application to be.

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

S GRANTS.GOV™ Contact Us SiteMap Help Home

Welcome, Home > For Agencies > Manage Gpportunities = New Package Creation
TMP Creative
of GrantsGovAdmin

NEW PACKAGE CREATION
Manage Agency User
Profile
Opportunity Number:*  00-000
Set Agency Level Opportunity Title:* Hydrogen Fuel Technology Develaprnent

Create Agency CFDA Number: [Nane =1

Modify Agency Competition ID:
Published Opportunities Competition Title:

Applicant Report Electronic Required:* Cves Cuo

Organization Report Expected Number of I
Applications:

Set Closing Date Limits .
Expected Application Size: )

Submission Report

Open Date: ,

Manage Opportunities (format: MM/DDAMYY)
-
Assign Avency Trackin Close Date: (format: MM/DDAY) B
Number Grace Period; [ days
Manage Application FoTrge—— B
Package Templates pin
Manage Agency Users Agency Contact: E-mail:
FPhone:

View All Submitted L
Applications

Form Package:" S -
Applicant Audit Report ) Form Package: fate |

Application Instrucy] i\
Get Version

Applicant Type:* icati ions:*
R o o Application Instructions: I Bmwse)l,>
Applications
Logout of Grants. oy RUED |§ Ganeel| Applicant Type:* I . |

Publish | Cancel |
€] DT T R et

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
[
| GRANTS.GOV® iContackt Us  SiteMap Help Home
Welcome, Home = For Agencies = Manage Opportunities = MNew Grant Opportunity Properties = Package Publication Verification

Cynthia Nguyen
of GrantsGovAdmin

PACKAGE PUBLICATION VERIFICATION
Manage Adgency User
Profile
) ) » You are about to make the following application package available to the public, Flease verify the details
el i and click "Publish" to make this application package awvailable on Grants.gow.

Applicant Report

Organization Report CFDA Number: Mone

- . CFDA Title: MNone
Set Closing Date Linits Opportunity Number: 99999339999
Submission Report Opportunity Title: Cindy Test 2

Competition 1D: 123456
Manaae Opportunities Competition Title: Test
Assign Agency Tracking Electronic Required: *
Number Expected Number of 300000
aApplications:
Manage Application Expected Application Size: 20
Packadae Templates Open Date: 04/30/2007
View All Submitted Close Date: 0a/30/2007
Applications Grace Period: S days
11} X .
- Agency Contact: Cynthia Mguyen TMP Test acck E-mail: C ia.Mguyen@tmp.com Phone: 134567890
Applicant Audit Report aApplication Package: ODABCD3-DEMO
Get Version Mandatory Forms: SF424 Ingi
G
- [=11] Narrative Attachrent Form
Retrieve Submitted Optional Forms:
Applications Application Instructions: View
Logout of Grants.gov Avail Both O izations and Individual Applicants
2_']Dona 2 @ nkernet

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.

s

L¢ GRANTS.GOV® Contact Us SiteMap Help Home

Welcome, Home = For Agencies = Manage Opportunities &
Cynthia Nguye
of GrantsGovAdmin
MANAGE OPPORTUNIRES
[ hodify Opparunity ]

For Applicants About Grants.gov Resources For Agencies

Manage Agency User
L\ Create Oppaorunity ] [ Delete Opportunity ]

Profile
Legacy
Record

Published Opportunities
Applicant Report

Opportunity Num. Oppe:tunity Title

Synopsis
Organization Report Wi S uany 0 Package(s) (S
Set Closing Date Limits 123 123 00.000 YT false
0 Package(s)
Submission Report
123123123 Laura_Marwan 00.000 Mo SMOpsis g
0 Package(s)
< : Mo Synopsis
Rocion Adency Tiacking 456456456456 Cindy Grants 00.000 S Pasanei | e
Humber "
o 5556555 Cynthia Test 00.000 Sinopsis false
Manage Application 0 Package(s)
Package Templates 59939939959 Cindy Test 2 00.000 Ho Smopsis - gye

0 Packane(s)

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.

4 For aApplicants About Grants.gov Resources For Agencies

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

Welcome, Home » For Agencies * Manane ©pportunities » Grant Opportunity Properties
Cynthia Nguyen
of GrantsGovAdmin

" GRANT OPPORTUNITY PROPERTIES
Manage Agency User

Profile

) . . Opportunity Number:* IT-008-003
Published Opportunities Opportunity Title:* Fellowships for Warking Women in the Hunanities
Applicant Report Opportunity Category:* Discretionary

CFDA Numbers:

Organization Report

Set Closing Date Limits
Submission Report
Manage Opportunities

Assian Agency Tracking
Number

Synopsis: [ tadify H Delete ” Attachments ]

Manage Application
Package Templates

View All Submitted
Applications

Applicant Audit Report

Wandatory: SF424_Short,

ication Packages: m‘u

Competition Title

JT-006- SupplementaryCoversheetforMEHGrantPrograms,
Get Version 003 Fellowships 01 -Jun-2006 01 -Aug-2006 Attachments
o Optional: None
A |' - himitted Mandatory: SF424 _Individual,
pplications -006-
JT-00E- Fellowships (o 2006 01-Aug.2008 SupplementaryCoverShestforNEHGrantPrograms,
03 Aftachments

Logout of Grams.qov

Optional: hone
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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.

I

..tb GRANTS.GOV™ Contact Us SiteMap Help Home

For Applicants About Grants.gov Resources For Agencies

Home = For Agencies > Manage Opportunities = Mew Grant Opportunity Praperties = Package Publication Verification

Welcome,
Cynthia Nguyen
of GrantsGovAdmin
W PACKAGE PUBLICATION VERIFICATION
Manade Agency User
Profile
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 available on Grants.gov,

Applicant Report

Organization Report CFDA Number: Hone
. CFDA Title: Hone
Set Closing Date Limits Opportunity Number: 99999999999
ioh Report Opportunity Title: Cindy Test 2
C ition 1D: 123456
Manage 0 iti c ition Title: Test
Assian Agency Tracking Electronic Required: v
Number Expected Number of 300000
Applications:
Manage Application Expected Application Size: 20
Package Templates Open Date: 04/30/2007
View All Submitted Close Date: 08/30/2007
W Grace Period: S days
i
Agency Contact: Cynthia Nguyen TMP Test accb B mail: Cynthia.Nguyen@tmp.com Phone: 134567830
Applicant Audit Report Application Package: D0ABCD3-DEMO
Giet Version Mandatary Forms: #424 Individual Form

Budget Narrative Attachment Farm
Retrieve Submitted : Mone

Applications

Application Instructions:
Available to: Both OMNanizations and Individual Applicants

S & Internet

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.

' For Applicants About Grants.gov Resources For Agencies

h':: GRANTS.GOV® ContactUs SiteMap Help Home

welcome, Home = For fgencies = Manage Opportunities
Cynthia Nguyen
of GrantsGovAdmin

MANAGE OPPORTUIII‘I’IEC
Manage Agency User
Profile [ Create Opportunity ] Modify Opportunity Delete Opparunity

Published Opportunities Legac
Opportunity Num.  |Opportunity Title CFDA Numbers Recor]|

Applicant Report
Synopsis

Organization Report OB BB B 0 Packane(s) ElEe
Set Closing Date Limits 123 123 00,000 Synopsis false
0 Package(s)
Submission Report
123123-123 Laura_Marwan 00.000 Ho Synopsis gy
. 0 i 0 Package(s)
Mo Synopsis
:ssinl n Agency Tracking 456456456456 Cindy Grants 00.000 0 Package(s) Talse
umber
5555455 Cyithia Test 00.000 Smopsis false
Manage Application 0 Package(s)
Backane Templates 99339999399 Cindy Test 2 00.000 Mo Synopsis - pgjeq
~ . 0 Package(s)
View All Submitted .
Applications EXR-01 GDIT-Test-89 00.000 0 Package(s) falze
Applicant Audit Report [EERETREES Lanea Manwan nnnnn Synopsis e

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.

y
.
W GRANTS.GOV* Contact Us SiteMap Help Home

For Applicants About Grants.gov Resources For Agencies

welcome, Home > For Agencies > Mansge Opportunities = Grant Opportunity Properties

Cynthia Nguyen
of GrantsGovadmin

" GRANT OPPORTUNITY PROPERTIES
Manage Agency User

Profile

- i B Opportunity Number:*  JT-006-003
Eublished Quportunities Opportunity Title:*  Fellowships for Warking Women in the Humanities
Applicant Report Opportunity Cateqory:* Discretionary

CFDA Numbers:

Organization Report

Sel Closing Date Limits
Submission Report
Manage Opportunities

Assiun Agency Tracking
Humber

Synopsis: [ hodify ] [ Delete ][ Attachments ]

Manage Application

View All Submitted DA
Applications Number| Competition Title Open Date
, , Mandatory: SFe24_Short
. _Short,
S JT-006- PO Deun2008 | D1puganos  SupplEmentaryCoverShestiorNEHGrantPrograms,
Get Version 003 i ek AR Attachments
i . Optional: None
ﬁi"’"l{e Submitted WMandatory: SF424_Indivicual,
pplications i -
Applications JT UD:?B el P | Gnumes SuppIEmEnlﬂryCuv:;!ﬂar;ﬁ;%:EHGrﬂumgrﬂms‘
Logout of Grants.gov ,
Ontional: None
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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.

-

Welcome,
Cynthia Nguyen
of GrantsGovAdmin

Manage Agency User

[ -
~ GRANTS.GOV*

) For Applicants About Grants.gov Resources For Agencies

Contact Us SiteMap Help Home

Horne = For Agencies > Manage Application Package Templates

MANAGE APPLICATION PACKAGE TEMPLATES

Profile

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

Assign Agency Tracking
Humber

Manage Application
Package Templates

View All Submitted
Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Grants.qov

@_‘] Dong

Create Template ] [ Modify Template ] [ Delete Template ]

| [Template Name Owning Agency Included Forms
DOD00-NEH-Shothst  National Endowment for the Humanitiss DI VIR Rk i
Optional: Mone
DODOONEH-INDY Natianal Endawment for the Hurmanities LA I 7B R LI TR
Optional: MHone
Mandatory: SupplernentaryCoverSheetforNEHGrantPrograrms,
00000MEH-ShortAtt Mational Endowment for the Humanities Attachments, SF424_Short
Optional: Mone
Mandatory: SupplementaryCoverSheetforhEHGrantPrograms,
00000MEH-ShartSupp Mational Endaowment for the Humanities SF424_Shart
Optional: Mone
g Mandatory: Budget, SF424_Individual
n 00ABC-Dema V&Y Agency i
L Mandatory: Budget, SF424_Individual
n O0ABCD3-DEMO IVEW Agency ‘Optional: Nane
Q0ABCOE-DEMOH Iy Agency Mandatory: Bu_dgel, SF424_Individual
Optional: Mone
L Mandatory: Budget, SF424_Individual
n 00AGEB-Dermo V&Y Agency Optional: None
03292007 Ky-RandRiamily V&YV Agency Mandatory: RR_SF424, F\'_R75ubawardEludgel, RR_Budget
Optional: Mone
0331-KV-BUD V&V Agency Mandatory: RRiﬁu_baWardEludget‘ RR_SF424
Optional: Mone
0331-KV-RR V&V Agency Mandatory: RRiE‘,F_Ud, RR_SubawardBudget
Optional: MHone o
S @ rkermet
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Creating Application Package Templates

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.

s

-
= GRANTS.GOV®

For Applicants About Grants.gov Resources For Agencies
Contact Us SiteMap Help Home

Welcome, Home > For Agencies = Manage lication Package Templates

of GrantsGovadmin

MANAGE APPLIGRTION PACKAGE TEMPLATES

Create Template [ Modify Template ] [ Delete Template ]
| [Template Name Owning Agency Included Forms
[ Q00004 hortinst Mational Endowment for the Humanities Mandatory: 5F424_ghort

Manage Agency User
Profile

Published Opportunities

Applicant Report
Organization Report

Optional: None
Mandatory: SF424_Individual
Optional: None
Mandatory: SupplementaryCoverSheetforNEHGrantPrograms,
00000MEH-ShoriAtt Mational Endowment for the Humanities Aftachments, SF424_Short
Optional: None
Mandatory: SupplementaryCoverSheetforNEHGrantPrograms,
00000NEH-ShortSupp Mational Endowment for the Humanities SF424_Short
Optional: None
Mandatory: Budget, SF424_Individual
Optional: None

O0DO00MEH-INDY Mational Endowment for the Humanities

Set Closing Date Limits
Submission Report
Manage Opportunities

Assign Agency Tracking
Number

Manage Application

View All Submitted n 00ABCD3-DEMO ety gy Optional: None

00ABC-Cemo IVEN Agency

Package Templates
Mandatory: Budget, SF424_Individual
Applications
00ABCDE-DEMO1 V&Y Agancy Mandatory: Equet,?mz«i_\ndwmua\
Applicant Audit Report Optional: None

Mandatory: Budget, SF424_Individual
Optional: None
Mandatory: RR_5SF424 RR_SubawardBudget, RR_Budget

Optional: None

Mandatory: RR_SubawardBudget, RR_SF424
Optional: None

Mandatory: RR_SF424 RR_SubawardBudget
Optional: None v

& Done D @ ternet

Get Version 00AGEB-Demo V&Y Agency

Retrieve Submitted
Applications

ogout of Grants.gov

03232007kV-RandRfamiky VBV Agency

—

0331-kKM-BUD V&Y Agency

0331-KV-RR VBV Agency

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.

) For Applicants About Grants.gov Resources For Agencies
[ .
h_—' GRANTS . GOWV® Contact Us SiteMap Help Home
welcome, Home = For dgencies = Manage Application Package Templates = Mew Application Package Template

Cynthia Nguyen
of GrantsGovAdmin

Manage Agency User
Profile

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

CREATE PTATE : STEP 1

Epfm Families:*

o

Select a farrn Family

n family

i family
R And A Family
SF-424 Short Organizational Family
SF424 Family
SF424 Individual Family
SFA424 Mandatory Family
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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.

’ For Applicants About Grants.gov Resources For Agencies

;.E:_ GRANTS.GOV* Contact Us SiteMap Help Home

welcome, ckage Templates > Create New Application Package Template
Cynthia Nguyen
of GrantsGovAdmin .
CREATE NEW APPLICATION PACKAGE TEMPLATE
Manage Agency User
Puofile . . -
This screen allows you to create new application package templates that can be used to create an application package for a
Published Opportunities specific funding opportunity based on the template.
Applicant Report .
wWhen you have made the necessary revisions, click the "Save" button to save the modifications.
Organization Report

Set Closing Date Limits Click the "Cancel” button to return to the Manage Application Package Templates screen without saving any revisions

Submission Report Please note that creating and editing templates has no effect on opportunities already published in Grants.gov.
Wanage Opportunities
) Form Family: SF-424 Short Organizational Family
Assign Agency Tracking N
Number Package Name:
Manage Application .
Package Available Forms Mandatory Forms
Attachments Application for Federal Domestic Assistance-Short O
View All Submitted Budget Irfoimation for Non-Construction Programs [SF-4244) (Requirad)
Applications Buduet Narative Atiachment Fom A et
Avplications CSREES Supplemental Information
Applicant Audit Report DOI Project Datals
ED FIPSE Budget Summary
Get Version ED FIPSE Consortium Partners Identification Fom
- i ED FIPSE Praject Tile
Retrieve Submitted Key Contacts
Applications NEA Organization And Project Profile
NEA Supplemental Information
Logowut of Grants.gov MEH Budget "
Other Attachments Form Optional Forms
Piniect Ahstiant (Mo lipn o inpipene ¥

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.
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Modifying Application Package Templates

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

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.

’ For Applicants About Grants.gov Resources For Agencies
GRANTS.GOV® iContackt Us  SiteMap Help Home
bl
Home = For Agencies > Manage Application Package Templates
[ Delete Template ]
Owning Agency Included Forms
Natianal Endawment for e Hurnanities LR G i
Optional: Mone
Mational Endowment for the Humanities Mam‘latory_: i e
Optional: Mone
- Mandatory: SupplementaryCoverSheetforhEHGrantPrograms,
Submission Report 00000MEH-Shartat Mational Endowment for the Humanities Attachments, SF424_Shaort
Manage Opportunities (EpELAE (D
. i Mandatory: SupplernentaryCoverSheetforNEHGrantPrograrms,
Assian Auency Tracking 00000MEH-ShartSupp Mational Endowment for the Humanities SF424_Shart
Humber Optional: Mone
Manage Application e W&V Agency Mandatory: Budget, SF424_Individual
Package Templates Optional: None
Mandatory: Budget, SF424_Individual
View All Submitted D0ABCD3-DEMO V& Agency Optional: Mone
Applications :
- e Agency Mandatory: Burget, SF424_Individual
Applicant Audit Report Optional: Mone
. R L Mandatory: Budget, SF424_Individual
Get Version 00AGEB-Demo IVEV Agency Optienal: More
Relli_eve_SuI)ln'rrled 3282007 Ky-RandRfamily ey Agency Mandatory: RR_SF424, RH_BubawardBudgel, RR_Budget
Applications Optional: MNohe
Logout of Grants.qov 0331-KV-BUD V&Y Agency Lzt 2 RR_Su_bawardEludget‘ RSt
Optional: Hone
0331-KV-RR V&YV Agency Mandatory: RR75F_424, RR_SubawardBudget
Optional: Mone 3
& S @ Intermet

\ 4

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

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

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

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.
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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 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.

’ For Applicants About Grants.gov Resources For Agencies

L—h:- GRANTS. GOV Contact Us  SiteMap Help Home

Home = For Agencies = Manage Application Package Templates

MANAGE APPLICATION PACKAGE TEMPLATES
[ todify Template ] [
Owning Agency

[ Create Template ]

Delete Template

Template Name

ndatory: SF424_Short

Applicant Report 00000-MEH-Shortinst Mational Endowment for the HumaTitie

Optional: None
O ganization Report i
‘ DO00ONEH-INDY Natianal Endawment far the Humantlies T B AL
Set Closing Date Limits G e
e Mandatory: SupplementaryCoverSheetforlEHGrantPrograms,
Submission Report 00000MEH-Shartat Mationhal Endawment for the Humanities Aftachments, SF424_Short
Manage Opportunities DptionalANons
. i Mandatory: SupplementaryCoverSheetforNEHGrantPrograms,
Assign Agency Tracking 0000OMNEH-ShortSupp National Endowment for the Humanities SF424_Short
Humber Optional: Monge
Manage Application 00ABC-Demo IEV Agency Mandatory: Elu!jget‘ SF424_Individual
Package Templates Optional: Mane
Mandatory: Budget, SF424_Individual
View All Submitted 00ABCD3-DEMO V& Agency Y it -

‘mtinnal* hnne

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.
/]

For Applicants About Grants.gov Resources For Agencies

h.t: GRANTS. GOV Contact Us  SiteMap Help Home

Manage Agency User =

Prafile Home = For Agencies > Manage Application Package Templates = Delete Application Package Template Verification

Set Agency Level
Create Agency

DELETE APPLICATION PACKAGE TEMPLATE VERIFICATION

Madify Auency ou are about to delete this Package Template from the Grants.gow database. Flease review the details of
Published Opportunities the template below and make absolutely sure that vou wish to delete it, before pushing the "Delete"

button below.
Applicant Report

Organization Report Please note that creating and editing templates has no effect on opportunities already published in Grants.gov
Manage Opportunities
Template Name: JKeyes Test1
S—J—J—V—M"‘"A' ency Tracking Mandatory Forms: pudget Information for Non-Construction Programs (SF-4244)
umber .

Mone

Manage Application
Package Templates

Manage Agency Users

Vnser AN Corhanittadd

Delete Cancel

Click the Delete button to permanently remove the Tisted template. OR Click
the Cancel button to return to the previous screen without deleting the listed
template.
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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.

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.

) For Applicants About Grants.gov Resources For Agencies

h: GRANTS. GOV Contact Us SiteMap Help Home

Manage Agency User X . . o
|;|‘0"‘|:3 ‘ Home = For Agencies = Retrieve Submitted Applications

St Agency Level
Set Agency Level Flease note that grant applications submitted by the applicants to Grants.gov may take up to 48 hours to process before

they are available to the agencies for download. Onee a subrmission is received, Grants.goy sends two email messages to
the applicants. The first email confirms receipt of the application by Grants.gov. The second email indicates that the
application has either been successfully validated by Grants.gov or has been rejected due to errors,

1f the application is successfully validated and subsequently retrieved by your agency from Grants.gow, the applicant
receives an additional email. This email may be delivered to the applicant several days or weeks from the original date of
their submission, depending on when your agency retrieves the application from Grants.gov.

L RIFY HBMITTED APPLICATIONS
Date/Time
cnmpetltlun Id |Grants.gov # Received

ZHARP-0427-001 GRANTOOO72784  Grants.govAgplicant 528 Testing SO DONE FEALDT

GOIT-DUNG  28-Apt-07
00-Test  11:59:44 A

Number

Manage Application
Package Templates

Manage Agency Users
View All Submitted f.oon ZHARP-0427-001 o001 GRAMTOO07 2792 Grants.gov Applicant 525 Testing
Applications

Applicant Audit Report

Logout of Grams.qov

€bore TS e

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

File Download ﬁl
9 Some files can harm pour computer. [f the file information below
x_"/ looks suspicious, or pou do not fully trust the source, do not open or
zave this file.
File name: TAGZ0030807 175445, zip
File type:  WinZip File
From: egrantsdb, row,com

wiould pou like to open the file or save it to your computer?

)|

Always ask before opening thig tpe of file

’ Open Save |[ Cancel ] ’ More Info

Note: If you click the Open button, the zip file will appear empty. You must
save the application before opening it.

Savein: | ) ibm v D F -
Y |hcall center @TAGZDMDSDE‘ISZSZS.HD
F ) (25 cantert B3 TA520030806193224.2ip
My Recent | D) Grantes IDEAS update routing @TAGZDMDSD?IGSSID.HD
Documents |J)Grantar IDEAS update routine @TAGZDMDSD?I?S%S.HD
= |2)Grants_edcamm_com_backup
L% | J)graphics
Desktop Dlogs
CIRsWR
|[J)screenshats
I J)training
karound
My Documents Dyworkaroun
|Sworkplans
; @TAGZDDSDBDSIZ‘?DQ.HD
__‘j g @TAG20030?08180133.zip
2 @TnGZDDSDBDﬁIZDE\Z?.Zip
My Computer
by Metwark. Save as lype: Wwirip File v

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

Click the Download Applications button to download the applications.

This will begin the retrieval process.

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.

File Download

‘? %
2

zave this file.

File type:

Frarm:

Some files can harm your computer. I the file information below
look.s suspicious, or wou do not fully tust the source, do not open o

File name: TAGZ0030807175445, zip

WinZip File

eqgrantsdb, raw,com

Ywould vou like to open the file or save it to your computer?

X

|

o=

Save

Cancel

|

] [ Maore Info

Always ask before opening this type of file

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

Savein |2 ibm

Y ICcall center

;) [E)content
My Recent

Documents
I Grants_edcommm_com_backup
ICaraphics

Clogs

ICIRSYP

I)screenshots

ke aining

Iworkaround

Iworkplans
@TAGZDU3080612409.2iD
@TAGZDDSD?DEIEDISS.Z\D
@TAGZDDSDSDE]ZDE\Z?.Z\F

)

=
59
My Computer

File name

My Netwark

&

Save as hupe:

Wirip File

vl QX

@TAGZDU3DSDE 132623.2ip
@TAGZDDSDEDE 193224.zip

5 Grantes IDEAS update routine Bl TAGZ0030807165610.2ip
[E5)Grantor IDEAS update routine Bl TAG200308071 75445 2ip

v [m-

.
R Cancel

Select the location where you want to save the application and click the Save

button.
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Assigning Agency Tracking Numbers

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.

) For Applicants About Grants.gov Resources For Agencies

h__h:—h GRANTS.GOWVY Contact Us SiteMap Help Home

-
welcome, Horme > For Agencies > Assign Agency Tracking Number
Cynthia Nguye)
of GrantsGovAdm)
Agency level:

XHARP - XHarp Agency,

N AGENCY TRACKING NUMBER

Manage Agency User

Puofile Opportunity Num. |comp. ID [Grants.gov #

COS"U:"D' GRAMTOODTITIE  DG-Apr07 03:44:35 FM

Date/Time Received |Agency Tracking #
Set Agency | evel 23001 TEST-ISAAC-001

Create Agency

Modify Auenc

Published Opportunities
Applicant Report
Organization Report

Set Closing Date Limits
Subiission Report

Humber
[liflin feath
Package Templates

Manadge Agency Users

View All Submitied
Applications

Annlicant Audit Renort
P |

ébona o r 2 8 Inkernet

.

To assign a tracking number to an application, simply enter a number in the
Agency Tracking # field of that application’s row.

Click the Apply button. The application will no longer appear on the list. You

can view the change by clicking the View All Submitted Applications link on
the left of the screen.

GRANTS.GOV Page 55 of 72



Managing Agency Users

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.

’ For Applicants About Grants.gov Resources For Agencies
e
LE_' GRANTS . GOWV® Contact Us SiteMap Help Home
Manage AYency user A
Profile Home = For Agencies > Manage Agency Users
Set Agency Level
= N S
Create Agency 2 T USERS
Maodify Agenc Reassign Roles I { bodify User ] Delete User ] { Retftesh
Published Opportunities U
< u Abu-Fadel, Marwan
Applicamt Report
R u Baird, Christapher
Organization Report
) s | m | Bridges, Anisa
Set Closing Date Limits
u Callins, Aaron
Submission Report
| m | Creative, TMP
Manage Opportunities n T
aniels, Saral
Assion Agency Tracking u Deaton. Mal
Number oatoniidliced
Ng, Mauase pmication | m | Letharisaytise
Pa n Gowadmin, Grants
Manage Agency Users u Hamilton, Angela
T s - u Hamilton, Angela
Applications u Heflin, Dawn
Applicant Audit Report u Hibbard, victaria
Get Version u James, Keenon
Retrieve Submitted u Johngon, Jack
Applications n Lifard, Jahn
Logout of Grams.qov b
. l Lopez-Buitraga, Anne
a * E— d ge. -
’B:E Done l S é a Internst

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.
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Reassigning Roles

To reassign user roles, 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.

’ For Applicants About Grants.gov Resources For Agencies

[ -
» GRANTS.GOV®

Contact Us SiteMap Help Home

Manage Aqgenc
rofile

-~
Home = For Agencies > Manage Agency Users

Set Agency Level
Create Agency
Maodify Agency
Published Opportunities
Applicant Report
Oraganization Report
Set Closing Date Limits
Submission Report
Manage Opportunities

Assign Agency Tracking
HNumber

USERS
[ Madify User_|

TANAGE AGEN

Reassign Roles ]

Delete User ] [Refresh

Organization Users

Abu-Fadel, Marwan
Baird, Christopher
Bridaes, Anisa
Colling, Aaran
Creative, TMP
Daniels, Sarah

Deaton, Melissa

lanage Application DeChambeau, Lisa

Daciie Tenplate Govadmin, Grants
Manace Agency Users

Hamilton, Angela

View All Submitted Hamilton, Angela

Applications Heflin, Diawn

Applicant Audit Report Hibbard, Wictoria

Get Version James, Keenon

Retrieve Submitted Johnson, Jack

Applications Liford, John
. Logout of Grants.qov s ¥4 Lopez-Buitrago, Anne =
E:l Dope L ENEER é 0 Internet

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.
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This will take you to the Reassign User Roles screen.

, For Applicants About Grants.gov Resources For Agencies
-
T GRANTS. GOV Contact Us SiteMap Help Home
Manage Agency user A
Profile Home = For Agencies = Manage Agency Users = Reassign User Roles

Set Agency Level
Create Auency
Madify Auency

Published Opportunities Uszer Name: Daniels, Sarah
User 1D: GG-SDaniels

REASSIGN USER ROLES

Applicant Report
Organization Report ..

e Remaining Roles: Current Roles:
Set Closing Date Limits . -
SetLlosing Dhate Limits, Mana
Submission Report
Manaae Opportunities

Assion Agency Tracking
Number

ies

A~
L

Manage Application
Package Templates
Manage Agency Users - . . . -
[ I have verified the identity of this user and their authority to be assigned the above roles. 1 understand that users
View All Submitted assigned the Agency Grant Retriever and view Applications roles will have the ahility to access proprietary information in
Applications grant applications, and that users assigned the Manage Agencies role will have the ability to assign roles to other users

) 3 on my behalf. T will periodically review the list of users in my agency and revoke these roles when they are no longer
Applicant Audit Report needed.

Get Version

Retrieve Submitted Cancel Reassign

Applications

Logout of Grants.qov b
< >

@I] Done é 0 Internet

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.
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Role Definitions:
The Manage Packages role allows a user to publish application packages.

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

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.
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Manade Agency user
Profile

Set Agency Level
Create Agency
Modify Auency
Published Opportunities
Applicant Report
Organization Report

et Closing Date Limits
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Manage Opportunities
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Manage Application
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Home = For Agencies = Manage Agency Users

For Applicants About Grants.gov Resources For Agencies

Contack Us  SiteMap Help Horme

[ Delete User ]

[ Refresh I

Organization Users

MANAGE AGENCY USER
[ Reassign Roles ]
~

Abu-Fadel, Warwan

Baird, Christopher
Bridges, Anisa
Colling, Aaran
Creative, TMP
Daniels, Sarah

Deaton, Melissa

DeChambeau, Lisa

GovAdmin, Grants

Harmilton, Angela

Hamiltan, Angela

Heflin, Dawn
Hibbard, victoria
James, Keenan
Johnson, Jack

Litard, John

Lopez-Buitrago, Anne

é e Internet

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

e

j—-

Manaije Agency user
Profile

Set Agency Level
Create Agency

Moddify Auenc

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

Assign Agency Tracking
Number

Manaie Application
Packadge Templates

Manage Agency Users

View All Submitted
Applications

Applicant Awdit Report
Get Version

Retrieve Submitted
Applications

Logout of Grants.qov
£

For Applicants About Grants.gov Resources For Agencies

GRANTS. GOWV® Contact Us  SiteMap Help Home

A
— Home > For Agencies = Manage Agency Users = Modify Agency User Profile

MODIFY AGENCY USER. PROFILE

User Info:

First: [Sarah Last  [Daniels

Tel: |123455?EED Email: SarahDameIs@TMPcDm
Title: [TMP

User ID: SDaniels Password: |

Agency enrollment code: |GrantsGowvAdrmin

-'g] Dane

é O Internet

Make any necessary revisions.

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

Agency Users screen and the changes will not be saved.

OR

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

button at the bottom of the screen.

You will be returned to the Manage Agency Users screen and the changes

will be saved.
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Deleting Agency User Profiles

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.

r

[ -
= GRANTS.GOV*

For Applicants About Grants.gov Resources For Agencies

Contact Us SiteMap Help Home

~
Home » For Agencies = Manage Agancy Users

MANAGE AGENCY USERS
I/NeasswgnRUles I [ hodify User ] [ Delete User ]

Ahu-Fadel, Marya

Baird, Christopher

Refresh

Create Agency
Madify Agency
Published Opportunitie:
Applicant Report
Organization Report
Set Closing Date Limits
Submission Report
Manage Opportunities

Assian Agency Tracking
Humber

Bridges, Anisa
Colling, Aaron
Creative, TMP
Daniels, Sarah
Deaton, Melissa
DeChamheau, Lisa
GovAdmin, Grants

Hamilton, Angela

Manage Application Harmilton, Angela

| = |

| = |

| = |
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| - |

| - |

| - |

| - |

| - |
Pac lates u Heflin, Diawn
Manage Agency Users u Hibbard, victoria

| - |

| - |

e James, Keenon
Applications

Applicant Audit Report
Get Version L2

Johnson, Jack
Lifatd, John

Lopez-Buitraga, Anne

€] Done S B Ineemet

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.
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Managing Agencies

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
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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”.

Sanmpl e Agency
Structure

Tier 1

=D

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 Enrollment Codes Work

When you sign up as a new user, you are required to enter an Agency
Enroliment 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 Enrollment Code would be T1-T2-T3
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What You Can See When You Login

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

You will be able to view the following (depending on your assigned roles):
e The application packages created by the current agency you are logged
into

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

e 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.

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

*To view the users of the agencies registered one tier below your agency, you
will need to 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.

e The agencies which are registered one tier directly below your agency.
For example, a user registered with a Tier 2 Agency will be able to see:

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

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

e The users registered with his/her Tier 2 Agency

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

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

’ For Applicants About Grants.gov Resources For Agencies
B
:— GRANTS.GOV® Contact Us  SiteMap Help Home
A s A
welcome, Hore > For Agencies = Create Agency = Agency Profile

Cynthia Nguyen

of GrantsGovAdmin
Agency level: AGENCY PROFILE
HUD - US Department of
Housing and Urban
Development

Manage Agency User

Agency Information:

Profile Agency Level: HUD
Agency Name: [
< Create Agency Agency Code:
Modity Agency CFDA Prefix:
Butlished Opportunities Agency Point of Contact Information:

Applicant Report
Organization Report
Set Closing Date Limits
Submission Report

Name:
Address Line 1;

Address Line 2:

Manage Opportunities City:

Assian Agency Tracking State:

Number

5 s Zip Code:

Manane Application

Packaie Templates Tel:

Manage Agency Users Email:

View Al Subiiited 2 Grants.gov Preferences:
£l & Anplication Download Format: [ Select Your Download Farmat v &
a 1T 5 4 Internet

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.
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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.

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.
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Modifying Agencies/Sub-Agencies

To modify an agency or sub-agency click the Set Agency Level link on the left of
your screen.

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.

’ For Applicants About Grants.gov Resources For Agencies

5 GRANTS.GOWV® Contact Us  SiteMap Help Home

-~
wWelcome, Horne = For Agencies = Modify Agency = Agency Profile
Cynthia Nguyen
of GrantsGovAdmin
agency level: AGENCY PROFILE
HUD - US Department of
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Manage Agency User

Agency Information:

(- Modify Agency
Published Opportunities

View All Subimitted

Agency Point of Contact Information:

Name:
Applicant Report
Orqanization Report Address Line 1; 451 7th Street S
Set Closing Date Limits Address Line 2: Foom 3156
Submission Report City: Washington
Manage Opportunities State: oc
Assign Agency Tracking . i
Number Zip Code: 20410
Manage Application Tel:
Package Templates .

Email:
M. je A y LK
fanage Adency lsers Agency enrollment code: HUD

Grants.gov Preferences:

<

Annliratinne

Apnlication Download Format:

=ML, Form POF, and Attached Files

Profile Agency Name: US Department of Housing and Urban Development
Set Agency L evel Agency Code: )
Create A '

— CFDA Prefix: 1

v

@pone . [WekEN 2 Incernet

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.
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Set Agency Levels

To set a new agency level, click the Set Agency Level link on the left of your
screen.

This will take you to the Set Agency Level screen. This screen displays the
registered agencies that you represent.

’ For Applicants About Grants.gov Resources For Agencies
-
hh_.__—v GRANTS. GOV® Contact Us  SiteMap Help Home
~ ~
Welcome, Home = For Agencies = Set Agency Level
Cynthia Nguyen
of GrantsGovAdmin
Agency level:
HHS-ACF - Administration 3
for Children and Familie AGENCY LEVEL
Profile SetAgency Level
Set Agency Level
c ppema 23
< Modify Agency D 4 Agencies
Published Opportunities B GrantsGovadmin - Grants.gav
Applicant Report FE-{] 0001 - General Dynamics Information Technology
‘u—'__ o E-] 05152006 - Testl Agency
Organization Report ~{) DB222006 - Kama's Main Agency
Set Closing Date Limits F-{7] 06232006 - Gaithersburg-1
Submission Report #7099 - Raj's Agency
-] 123 - Casper
Manage Opportunities ~[) 1231 - Casper
Assign Agency Tracking -] 2001 - NiveD2
Number ) 4BCD - Testing 123
Manage Application - ACF - administration for Children and Families
Package Templates ~{) AFOSR1 - &ir Force Office of Scientific Research
Manage Agency Users D At - a1
- - ~{) CDFI - DOT CDFI
Viewi All Submitted ~{) CNCS - Corporation for National and Cammunity Service
Applications v ~{) DL& - Defense Logistics sgency
< > - DL&1 - Defense Logistics Agency hd
@'] ----- é 0 Internet

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.
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Viewing Applications

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

This will take you to the View All Submitted Applications screen.

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).
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[— Caontact Us SiteMap Help
B
| =

Welcome, H For Agsncies>Wiew All Submitted To view All
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— | Mogvagency )

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

A Grants.gov - Grantors - Microsoft Internet Explorer

File Edit wiew Favorites Tools Help

eBack v \ﬂ @ h /:\‘ Search \‘:":(Favor\tes e} [_\:v ; _J @ ﬁ ‘:’3
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» GRANTS.GOV®

Contact Us  SiteMap Help
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Welcome, — |Home=For Agencies=View All Submitted Applications
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|>

VIEW ALL SUBMITTED APPLICATIONS
Manage Agency User

Prafile NOTE:

Set Anency Level This view allows the user to download the application(s). However, this view does not complete the Work Flow

Create Auen Process. To complete the Work Flow Process, you must navigate to "Retrieve Submitted Applications” on the left
gency P gy

peaceed accordingly.

Begin Download =< FIRST = PREYW MEXT = LAST ==
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Assign Agency TracKin
Humber

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

= - - I
T 1
@ Back - <] \1‘] |E‘] _h /F‘ Search \;\’r Favarites {:‘;( \ /al ; _J @ ﬂ [:'j
Address i@j https:ffat07apply. arants.qov/applyfAgencyLoginServiet V‘ Go Links 6 Snaglt &'
_ Contact Us  SiteMap  Help
= GRANTS.GOV*®
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Manage Agency User .
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Type: WinZip File, 107 KB
Set Agency | evel This view alloy From: at07apply.grants.goy does not complete the Work Flow
Create Auen Process. To co e Submitted Applications” on the left
Create Auency

igation b.
navigation bar ([ open ][ Save ][ Cocel ]

Modify Agency
5 - Begin Dowi E'Y MNEXT = LAST =>
Publishod Opportimitios Always ask before opening this type of file

Organization Report ‘While files from the Intemet can be useful, some files can potentially N
. §3.323 RG-04D0 @ harm pour computer. I pau do not tust the source, do not open o 7 FM Walidated
Manage Opportunities save this file. What's the risk?

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

&1 WinZip - RG1207200520080409144919[1].zip

SIS

File Actions Options  Help

MNew Qpen Favarites Add Extract Encrypt Wiew Checkout Wizard
Type Modified Size  Ratio Packed  Path
WinZip File 4192005 2:49 PM 110,371 0% 110,070
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