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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.

Version Information

The grantor interface provides version information for when the system was updated.
The system build version number and date the system is updated is presented on the
page. This new feature will help grantors update internal communication and will
facilitate interagency training and education on using the system (i.e. User
Guides/New Grantor instruction.)

7

(-
W GRANTS.GOV®

Welcome, Home = For Agencies = Get Version
Jane G Doe
of KV -
Version: R12.1.0
Manage My Profile Date: 11/08/2012 €<

View Closings Calendar
Submission Report

Set Agency Level
Create Agency

Modify Agenc
Published Opportunities
Applicant Report
Oraanization Report
Rejection Report

Audit Report

Change My Password
Manage Opportunities

Retrieve Submitted
Applications

Assign Agency Tracking

Number and/or Agency
Notes

Manage Application
Package Templates

Manage Agency Users
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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.

/)

[
..,._'_"' GRANTS.GOV® Search ContactUs  Site Map FJRrss  Home

Home *» For Grantors

Grants.gov Status Quick Links
All systems are available. FOR GRANTORS
Latest News!
FOR APPLICANTS Grants.gov Blog ¢
T ——— Grants.gov Recovery Act Opportunity "Tagging” Guidance FPE,;I:?;I,gANTS
SYSHN The following guidance serves as instruction for posting new Recovery .
FOR GRANTORS Act Opportunities under the search category "Recovery Act".
Initial Implementing Guidance for the American Recovery and
Age Reg atio Reinvestment Act of 2009
0 0
0 Repo 0 . . L FO
Instructions to modify Recovery Act opportunities already posted under a .
D 0 E o search category other than "Recovery Act".
ABOUT GRANTS.GOV Opportunity Modification Guidance for the Recovery and Reinvestment
Act of 2009
P
CONTACT US *Following the Recovery "Tagging" guidance ensures all Recovery Act
grants posted will be searchable under the new search category
SITE MAP "Recovery Act.”

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

GRANTS.GOV 6



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, and 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 [JRSS Home

Home » For Grantors »

FOR APPLICANTS N
Click here to
APPLICANT SYSTEM-TO- GRANTOR RESOURCES receive our
SYSTEM uartarly)
"Succeed” e~
FOR GRANTORS There are several tools and documents available here to help you with Grants.gov. newsletter
Agency Registration FADS Clossar
—to- Lossary Quick Links
Apency System-to-Systess Resources Stakeholder Webcast
FZrms Repository Contacts Password Reset [EXIT Disclaimer] Latest News!

» Grantor Resources Training Materials Related Links Grants.gov Bl
Grantor FAQs Animated Tutorials Exit Disclaimer FOR APPLICANTS
Agency System-to-System Download Software Grant Search
FA

s nt Email Alerts
ABOUT-GRANTS.Ge" Get Registered
HELP Frequently Asked Questions - The most frequently asked questions about Grants.gov for Grantors.

CONTACT US
SITE MAP

E-Biz POC Login
Track My Application

» Grantor FAQs

* General FAOs

» Agency System-to-System FAOS
.

.

.
.
.
« Applicant Login
.
.

Public Law 106-107 FAQs FDI} GI}A[ITORS
Reference FAQs for Applicants ® Grantor Lagin
& New Agency Users
Resources - Helpful step-by-step guides for agencies and other training material. ® Resources

= Grantor User Guide 75 - Learn how to navigate with step-by-step instructions in the Grants.gov environment.
+ Grantor Registration User Guide T - A step-by-step guide to register with Grants.gov.

Qutreach Request Form 2|
Fill out this form if you would like to request Grants.gov brochures or if you have an upcoming event you would like
Grants.gov to attend. Email the completed form to support@grants.gov and a representative will contact you.

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

Link to Grants.gow
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.

Grants.gov Logo
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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
center of the page, or in the Quick Links right navigation menu.

/)

[
h.,._'_'." GRANTS.GOV® Search ContactUs  Site Map FrRss  Home

Home » For Grantors
Grants.gov Status Quick Links
All systems are available.

FOR GRANTORS Latest News!
FOR APPLICANTS Grants.gov Blog «
Grants.gov Recovery Act O rtunity "Tagging" Guidance FOR APPLICANTS
APPLICANT SYSTEM-TO- < ~ - ity ST 5

SYSTEM The following guidance serves as instruction for posting new Recovery

FOR GRANTORS Act Opportunities under the search category "Recovery Act".
Initial Implementing Guidance for the American Recovery and

Agency Registration Reinvestment Act of 2009 F

Agency System to System

(PO T o Instructions to modify Recovery Act opportunities already posted under a F.OIR g—.?ANT'ORS

Grantor Resources search category other than "Recovery Act".

ABOUT GRANTS.GOV Opportunity Modification Guidance for the Recovery and Reinvestment
Act of 2009 X

HELP

CONTACT US *Following the Recovery "Tagging" guidance ensures all Recovery Act
grants posted will be searchable under the new search category

SITE MAP "Recovery Act.”

Mg grant opportunities for your organization, this is
agency users please click the button below to login.

© Agency User Registration

The login page will appear and you will need to log in with your username and
password to continue.
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Creating New Grant Opportunities

The first step in posting a synopsis and/or a grant application is to create a grant
opportunity. When creating an opportunity, you are establishing the groundwork for
your grant synopses and grant application packages. To create an opportunity, you
must have an agency profile setup and the proper authorization by your main agency
point of contact.

From the left navigation, click on the Manage Opportunities link. You will be
directed to the Manage Opportunities screen.

P

[ -
» GRANTS.GOV®

Contact Us  SiteMap Help "‘RSS Home

Welcome,
Jane G Doe
of Kv Home = Grantor Center

Manage My Profile
View Closings Calendar GRANTOR CENTER
Submission Report
Set Agency Level Welcome to the Grantor Center.
Create Agency
Depending on the level of access granted by your Agency Super User, this is where you can manage your profile, run
Modify Agenc reports, view and retrieve submitted applications. For Grantor information please visit the Grantor section of Grants.gov.
Published Opportunities If you have any issues or questions please contact your agency representative on the PMO staff.
Applicant Report
Organization Report
Rejection Report
Get Version

Audit Report
Chanoe My Password

Manage Opportunities (—

Retrieve Submitted
Applications
Assign Agency Tracking

Number and/or Agency
Notes

Manage Application
Package Templates

Manage Agency Users

View All Submitted
Applications

Logout of Grants.qov

Within the Manage Opportunities section, you will be able to create, modify, or
delete an opportunity. To create a new opportunity, select the Create Opportunity
button.

GRANTS.GOV 9
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[ —
» GRANTS.GOV®

-

Contact Us SiteMap Help J RSS Home

Export

Welcome A -

Agengies s

Welcome, Home= For Agencies>Manage Opportunitie Data Search By

of kv W Al -

Manage My Profile UNITIES b ]
View Closings Calendar Create Opportunity | Sort By o
Opportunity Number -

Submission Report Ascending Descending

Set Agency Level
Set Agency Level Search

Create Agency

Modify Agency
Published Opportunities
Applicant Report
Oraanization Report

Opportunity Num. Opportunity Title CFDA Synopsis | Package(s)

Rejection Report

Get Version

Audit Report

Change My Password
Manage Opportunities

Retrieve Submitted
Applications

Assign Agency Tracking
Humber and/or Agency
Hotes

Manage Application
Package Templates

Manage Agency Users

View All Submitted
Applications

Logout of Grants.gov

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

/)

GRANTS.GOWV®

r

Contact Us  SiteMap Help J RSS Home

Home = For Agencies = Manage Opportunities = Grant Opportunity Properties

GRANT OPPORTUNITY PROPERTIES

Opportunity Number:*
Opportunity Title:*

Opportunity Category:™ Select the Category of this Opportunity ~

Category Explanation: -
*1f Opportunity Category is
Other -

CFDA Numbers:
Synopsis: Add
Single-Project Application Packages: Add

Multi-Project Application Packages: Add

GRANTS.GOV 10



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 automatically 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, Earmark or Other. 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. Choose Other if the opportunity is
not related to either of the category options and provide a category explanation.

* Opportunity Category is not used during the query for American Reinvestment and
Recovery Act (ARRA) opportunities. Select Other as the opportunity Category and
enter ARRA, American Reinvestment and Recovery Act or RA within the Category
Explanation field in order for applicants to search for the opportunity under Recovery
Act on the site. Recovery Act and related tags should also be included within the
Opportunity Title. View specific Recovery Act guidance:

http://www.grants.gov/assets/AgenciesPostedRA.pdf .

Category Explanation (*if opportunity category is other): In this field please
indicate the category and a brief explanation. This field is required if Other is
selected as the Opportunity Category.

CFDA Number: You can enter numerous CFDA numbers if your opportunity falls
under different CFDA programs. This is an optional field. If it is a new program
number, you will need to wait for your program to be published to CFDA.gov before
you will be able use the CFDA number.

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 Single-Project

Application Packages or the Multi-Project application package. Then email the
applicant the Opportunity Number of the grant so they can apply.

GRANTS.GOV 11
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Modifying Grant Opportunities

An opportunity can be modified from the Manage Opportunities link. The opportunity

can be modified by adding a synopsis or application package, making updates to an
existing synopsis or application package, as well as deleting an existing synopsis or

application package.

To view the opportunity, use the search box on the right to select the criteria. Then
select the Search button to view the results.

r

GRANTS.GOV™

Home=For Agencies=Manage Opportunities

MANAGE OPPORTUNITIES
[ Create Opportunity ][ Maodify Opportunity ][ Delete Opportunity ]

Search returned 4 results

Opportunity Num. Opportunity Title | CFDA | Synopsis
CAL-A-TEST TestFunding Opportunity 1Synopsis
CAL-A-TEST-5P1 CAL-A-TEST-5P1 00.000 Mo Synopsis
CAL-A-TESTH CAL-A-TEST1 00.000 1Synopsis
COPS-05252010 cops-05252010 Mo Synopsis

Export
Data

[ W

f"‘

Package(s)

6Packages(s)

1Packages(s)
JPackages(s)
1Packages(s)

Contact Us SiteMap Help rJRSS Home

Search By
Opportunity Number

-

Sort By

Opportunity Number
ppo be

Opportunity Title

Equals
=

@ Ascending © Descending

CFDA

1

From the results table, click on the row of opportunity you wish to modify and then

select the Modify Opportunity button.

/)

. GRANTS.GOV®

Home=For Agencies>Manage Opportunities

MANAGE OPPORTUNITIES

Modify Opportunity

Create Opportunity _Delete Opportunity

Search returned 4 results

Pl ekt Kl | e s et Tikla |

CAL-A-TEST

Export Data

i}};

~ERA

Contact Us

SiteMap Help

FJRrss

\ ] Home

Search By
All

Sort By

O}

| Opportunity Number

) Ascending D-escending

Search

T | Dimnlemmainl |

CDFI-FATA-UAT
CDFI-FATA-UAT2

Test Funding Opportunity

CDFI FATA User Acceplance Testing
CDFI FATA User Acceplance Testing

00.000

15ynopsis

No Synopsis

No Synopsis

1Packagesis)
1Packages(s)

OPackages(s) I _

GRANTS.GOV
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You will be directed to the Grant Opportunity Properties scree. You can select to
modify the properties of the Grant Opportunity, the Synopsis, the Application
Package(s) and Full Announcement Attachments. Just click on the Modify button or
Modify link that is under the section you wish to modify.

Home = For Agencies = Manage Opportunities = Grant Opportunity Properties
GRANT OPPORTUNITY PROPERTIES

Opportunity Number:* CAL-A-TEST1
Opportunity Title: * CAL-A-TEST1
Opportunity Category™® Discretionary
CFDA Numbers: 00.000

Synopsis: Add

Single-Project Application Packages: Add
1
CFDA Number | Competition ID | Competition Title | Open Date | Close Date Actions
00.000 CAL-A-TEST-SP-1 CAL-A-TEST-SP-1 Apr18, 2012 Apr18, 2016 MODIFY | DELETE | VIEW DETAILS
1
Multi-Project Application Packages: Add
1
CFDA Number | Competition ID | Competition Title | Open Date | Close Date Actions
00.000 CAL-A-TEST-MP-1 CAL-A-TEST-MP-1 Apr18, 2012 Apr18, 2016 MODIFY | DELETE | VIEW DETAILS

1

Also, you will be able to add a synopsis, Single-Project application package(s), Multi-
Project application package(s), and Full Announcement attachments. To add a

Synopsis or Application Package, click the Add button next to the section you would
like to create.

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

GRANTS.GOV 13



Home = For Agencies = Manage Opportunities = Grant Opportunity Properties

IGRANT OPPORTUNITY PROPERTIES

Opportunity Number:* CAL-A-TEST1
Opportunity Title:* CAL-A-TEST1
Opportunity Category® Discretionary
CFDA Numbers: 00.000

Svnopsis:’ Modify ” Delete Attachments] b

Single-Project Application Packages: Add

CFDA Number | Competition ID | Competition Title | Open Date | Close Date Actions
00.000 CAL-A-TEST-5P-1 CAL-A-TEST-5P-1 Apr 18, 2012 Apr 18, 2016 MODIFY | DELETE | VIEW DETAILS
1
Multi-Project Application Packages: Add
1
CFDA Number | Competition ID | Competition Title | Open Date | Close Date Actions
00.000 CAL-A-TEST-MP-1 CAL-A-TEST-MP-1 Apr18, 2012 Apr 18, 2016 MODIFY | DELETE | VIEW DETAILS

Please remember that the changes to your application package may potentially
invalidate any applications that have already been downloaded.

GRANTS.GOV
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On the Existing Package screen, an email can be sent to applicants who have
subscribed to be notified regarding these modifications. The Send Change

Notification via Email checkbox is automatically selected. You are required to enter

a description of the change in the Package Modification Comments box below.
Then click the Publish button.

Home = For Agencies > Manage Opporfunities > Existing

EXISTING PACKAGE

Opportunity Number: * CAL-A-TEST
Opportunity Title: ¥ Test Funding Opportunity
CFDA Number: 00,000

Competition ID: CAL-A-TEST-5P-1
Competition Title: CAL-A-TEST-5P
Electronic Required:* @ ves D) ome

Expected Number of

Applications:

*If you are unsure of the expected
number of applications, provide 1234
your best estimate.

Expected Application Size: (MB)
Open Date: 04/11/2012 (MM/DDfYY YY) T
Close Date:* 04/11/2018 (MM/DDfvYyY) B
Grace Period: ¥ days
Jjane doe 5
te=t
E-mail: jane.doefwork.com
Agency Contact: Fhone: 70382223333

Current Instructions [(Supplying a new file over-writes the current instructions file)

Browse...

Application Instructions:*

Applicant Type:* Baoth, Organizeticns and Individuals b

FORM PACKAGE:

Mandatory Forms:Application for Federal Assistance [SF-424)

c nt Forms: Optional Forms:MNaone

Form Package:* Unchanged -

MODIFICATION COMMENTS:

Sand Change Motifications via email: [

Package Modification Comments: *
Please enter a brief description of the changes in the below text box. The text you enter will be included in the notification email

to the subscribers (if you select the Send Change Notifications checkbox above)

e

Fublish ] Cancel ]

GRANTS.GOV
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You will be directed to the Package Publication Verification screen. This is a read-
only screen to verify your changes. If you are satisfied with the Package
modifications, select the Publish button. If you need to make additional changes,
select the Edit button. You will be returned to the Existing Package screen. If you
do not want to modify the Synopsis, select the Cancel button and you will be
returned to the Grant Opportunity Properties screen.

Home = For Agencies = Manage Opportunities = Existing Grant Opportunity Properties = Package Publication Verification

PACKAGE PUBLICATION VERIFICATION

You are about to make changes to the following application package. Please note that this could potentially
invalidate any applications that have already been downloaded. Grants.gov will however notify registered
applicants of your change.

CFDA Number: 00.000

CFDA Title: Not Elsewhere Classified

Opportunity Number: CAL-A-TEST

Opportunity Title: Test Funding Opportunity

Competition ID: CAL-A-TEST-S5P-1

Competition Title: CAL-A-TEST-SP

Electronic Required: Yes

Expe_cte1_:| Number of 1734

Applications:

Expected Application Size: MNone

Open Date: 04/11/2012

Close Date: 06/11/2016

Grace Period: 7days

Agency Contact: jane doe test E-mail: jane.doe@work.com Phone: 70382223333
Application Instructions: View

Available to: Both Organizations and Individual Applicants

Form Package: CAL-UGEX-NF-5P1

Forms: Mandatory Forms:Application for Federal Assistance (SF-424)

Optional Forms-MNones

MODIFICATION COMMENTS:

Send Change Notifications via email: Yes

Package Modification Comments:
Updated the Close Date

| Publish || Edit || Cancel |

If your modified package is successfully published, you will be directed to the
Package Publication Success screen. This screen notifies you of the number of
applicants that have subscribed to be notified of modifications to this package.
Select the Continue button to be returned to the Managed Opportunities screen.

GRANTS.GOV 16



Home = For Agencies > Manage Opportunities = Package Publication Success

PACKAGE PUBLICATION SUCCESS

Congratulations, your application package has been edited, and is now available for public download.
One user has been sent notification of your change.

An email will be automatically sent to the applicants who have subscribed to be
notified of the updates.

From: DoMotReply@grants.gov [DoMNotReply@grants.gov]

Sent: Tuesday, December 11, 2012 3:27 PM

To: Jane Doe

Subject: Federal Grant Oppaortunity with CAL-A-TEST-1 has been modified

& grant opportunity you have previously subscribed to from Grants.gov has been modified by the Grantor Agency:
The grant opportunity for K\ with CAL-A-TEST-1 has been modified. It now has the following:

Cpportunity Number: CAL-A-TEST-1
Cppaortunity Title: CAL-A-TEST-1

CFDA Mumber: 00.000

CFDA Title: Grants.gov Applicant 525 Testing
Competition ID : CAL-A-TEST-SP1

Cpening Date:

Closing Date: 10/14/2015

The following are the comments entered by the Grantor Agency for the application package change:
" Updated the Close Date "

Some of the changes made for this package require that you redownload the new application package from the following:
http://at0Tapply.grants.gov/apply/opportunities/packages/opp CAL-A-TEST-1-cfda00.000-cid CAL-A-TEST-SP1.pdf

Thank You.

Grants.gov

If you have questions please contact the Grants.gov Contact Center:
support@grants.gov

1-800-518-4726

24 hours a day, 7 days a week, Closed on federal holidays.

PLEASE MOTE: This email is for notification purposes only. Please do not reply to this email for any purpose.|

GRANTS.GOV
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Deleting Grant Opportunities

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

To view the listing of the opportunities, use the search box on the right. In the search
box use the dropdowns to select the criteria and then select the Search button to
view the results.

Home=For Agencies>Manage Opportunities E’;I::rt Search By Equa|5
o Opportunity Number -
MANAGE OPPORTUNITIES 2 pRortunty
Sort B : _
Create Opportunity id - @ Ascending © Descending
Opportunity Number v]
ppo
Opportunity Aitle Search
Oppor [ Search |
Fearch returned 3 results 1
Opportunity Num. Opportunity Title Synopsis Package(s)
CAL-A-TEST TestFunding Opportunity  00.000 15ynopsis 5Packages(s)
CAL-ATESTH CAL-A-TEST1 00.000 15ynopsis 2Packages(s)
COPS-05252010 cops-05252010 No Synopsis  1Packages(s)
1

To delete the grant opportunity (e.g. the synopsis, application packages and all
attachments), select the opportunity you wish to delete by clicking on the opportunity
listed and then select the Delete Opportunity button.

Home=For Agencies=Manage Opportunities Export Data
. Search By
MANAGE OPPORTUNITIES W Al
Create Opportunity Modify Opportunity Delete Opportunity
Sort By ~
- L=
Oppartunity Number *| Ascending Descending
Search

Search returned 4 results 1

Opportunity Num. Opportunity Title CFDA Package(s)

CDFI-FATA-UAT2 CDFIFATA User Acceptance Testing No Synopsis  1Packagesis)

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
Grant Opportunities section.
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Home = For Agencies = Manage Opportunities = Delete Opportunity

DELETE OPPORTUNITY VERIFICATION

Please verify that you want to delete this opportunity.

Opportunity Number: CAL-COPS-ATTM-03072011

Opportunity Title: Cal COPS Attachment
Opportunity Category: Discretionary
CFDA NMumbers: 0o0.000

Delete Cancel

If you do want to delete the entire opportunity, select the Delete button 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.
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Publishing New Synopses

In order to post a synopsis, you must first create a new grant opportunity. Once
you have entered the required information of a new Grant Opportunity, click on the
Add button next to Synopsis.

Home = For Agencies > Manage Opportunities = Grant Opportunity Froperties

GRANT OPPORTUNITY PROPERTIES

Opportunity Number:* CAL-A-TEST1
Opportunity Title:* CAL-A-TEST1
Opportunity Category® Discretionary
CFDA Numbers: 00.000

Synopsi Add D

Single-Project Application Packages: Add
1
CFDA Number | Competition ID | Competition Title | Open Date | Close Date Actions
00.000 CAL-A-TEST-SP-1 CAL-A-TEST-SP-1 Apr18,2012  Apr18, 2016 MODIFY | DELETE | VIEW DETAILS
1
Multi-Project Application Packages: Add
1
CFDA Number | Competition ID | Competition Title | Open Date | Close Date Actions
00.000 CAL-A-TEST-MP-1 CAL-A-TEST-MP-1 Apr18, 2012 Apr 18, 2016 MODIFY | DELETE | VIEW DETAILS

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
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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.

Opportunity Properties
Opportunity Number: CAL-A-TEST

Opportunity Title: Test Funding Opportunity
Opportunity Category:* Discretionary
CFDA Numbers: 00.000

Funding Properties

Cooperative Agreement
Grant

Instrument Type: * Other
Pracurement Contract

Agriculture
Arts (see "Cultural Affairs® in CFDA)
Business and Commerce
Community Developmeant
Consumer Protection

Activity Category: * Disaster Prevention and Relief
Education
Employment, Labor and Training
Energy
Environmeant

Category Explanation:
* if Activity Category is
Other

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.
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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.

Synopsis Dates
Posting Date: * (MM/DD/YYYY) 3

Close Date: (MM DO YY) e

Close Date
Explanation:

*if no Close Date is
provided

Agency Contact For Electronic Access Problems

Jane Doe
Agency Contact: * Grantor
Fhone 111-222-3333

4 (1M »

E-Mail Address: * Jane.Doe@ABC.gov

E-Mail Description: *

As you continue to scroll down the page you will need to fill out the following in the
Opportunity Eligibility Information and the Award 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.
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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.

Opportunity Eligibility Information

City ar township governments

County governments

For profit organizations other than small businasses
Independent school districts

Individuals

Mative American tribal governments (Federally recognized)
Mative American tribal organizations (other than Federally reco
Monprofits having a 501(c)(3) status with the IRS, other than in:
MWonprofits that do not have a 501{ch3) status with the [R5, oth
Others {see text field entitled "Additional Information an Eligibi

Eligible Applicants: *

Eligibility Explanation:
* if Eligible Applicants is
Others

Award Information

Cost Sharing or

Matching Requirement: |_'Yes ':E:'Nn
*

Expected Number of
Awards:

Estimated Total
Program Funding:

Award Ceiling: *

Award Floor: *
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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 description 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.

Funding Opportunity Description

Funding Opportunity
Text Description: *

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

Additional Information 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 URL Description:
section (Pg 36) for more information. You must enter the full URL, including the
“http:/I” (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: By default, the Archive Policy is set for 30 days from 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 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.

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.
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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.

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

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.

Link to Additional Information

Additional Information
URL:

URL Description:

Archiving Policy

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

Archiving Policy:
@ Automatic, 30 days after the close date
Automatic, on specified date: (MM/DD/YYYY) _’]

Manual archive

\ Publish H Cancel |

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 has
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. To view the listing of the opportunities, use the search box on
the right. In the search box use the dropdowns to select the criteria and then click the

Search button.

Export

. ties
Home=For Agencies>Manage Opportunities Data Search By HQquals

[ Opportunity Number -
MANAGE OPPORTUNITIES b e [=]
Create Opportunity ppo L L .
Opportunity Title [@ Ascending © Descending

CFDA

1‘
| t

Opportunity Num. Opportunity Title CFDA Synopsis | Package(s)

The Search results are displayed in the table below. In order to modify a synopsis,
select the row of the specific opportunity and then click on the Modify Opportunity
button. You will be directed to the Grants Opportunity Properties screen.

Home=For Agencies=Manage Opportunities / E’:;;’rt Search By Equals
s Opportunity Number -
MANAGE OPPQRILINITIES 3 preeny
[ Create Opportunit [ Modi Sort By 5 : - :
ppartunity ify Opportunity Delete Opportunity @ Ascending © Descending
Opportunity Mumber -

r:m. Do mﬂ!ﬂ”
Opportunity Title

CFDA

Search returned 3 results 1

Opportunity Num. Oppurtunity Title Synup5|s Package(s]
-
T Ccmz)ﬂ) coﬂ%zom P

From the Grant Opportunity Properties screen, click on the Modify button next to
Synopsis. You will be directed to the Opportunity Synopsis Properties screen.
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Home = For Agencies = Manage Opportunities = Grant Opportunity Properties

GRANT OPPORTUNITY PROPERTIES

Opportunity Number:* CAL-A-TEST1
Opportunity Title:* CAL-A-TEST1
Opportunity Category® Discretionary

CFDA Numbers: 00.000
Svnopsis:’ Modify ] Delete H Attachments

Single-Project Application Packages: Add

CFDA Number | Competition ID | Competition Title | Open Date | Close Date Actions
00.000 CAL-A-TEST-SP-1  CAL-A-TEST-SP-1 Apr18,2012  Apr18, 2016 MODIFY | DELETE | VIEW DETAILS

Multi-Project Application Packages: Add

CFDA Number | Competition ID | Competition Title | Open Date | Close Date Actions
00.000 CAL-A-TEST-MP-1  CAL-A-TEST-MP-1 Apr18,2012  Apr 18,2016 MODIFY | DELETE | VIEW DETAILS

1

From the Opportunity Synopsis Properties screen, you will make the necessary
modifications to the Synopsis. At the bottom of the screen, the Send Change
Notification via Email checkbox will be selected. You are required to enter a
description of your changes in the Synopsis Modification Comments box. Then
select the Publish button.

Since the post date is in the future, an email will not be sent and the comments will
not be made public, rather it will serve as a record of what you have modified. After
this synopsis is posted, any future modification comments will be emailed and made
public so the applicant knows what has been modified based on the original posted
Synopsis.
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Link to Additional Information
Additional Information
URL:

URL Description:

Archiving Policy

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

Archiving Policy:
Automatic, 30 days after the close date

@ Automatic, on g

end Change MNotifications via email: [V

Synopsis Modification Comments:*

Please enter a brief description of the changes in the below text box. The text you enter will be displayed
on the Synopsis Modification page as part of search results.

«

| Publish || Cancel |

You will be directed to the Confirm Opportunity Synopsis Properties screen. This

is a read-only screen to verify your changes to the Synopsis.

If you are satisfied with the Synopsis modifications, select the Publish button. If you
need to make additional changes, select the Edit button. You will be returned to the

Opportunity Synopsis Properties screen. If you do not want to modify the
Synopsis, select the Cancel button and you will be returned to the Grant

Opportunity Properties screen.

Opportunity Properties
Opportunity aL :
Number: CAL-A-TEST-1
Opportunity Title: CAL-A-TEST-1
Opportunity

Category: Mandatory
CFDA Numbers: 00.000

Funding Properties

Instrument Type:
Grant

CONFIRM OPPORTUNITY SYNOPSIS PROPERTIES

Please confirm the opportunity synopsis information before publishing.
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Activity Category:

Agriculture

Arts (zee "Cultural Affairs" in CFDA)
Busineszs and Commerce
Community Development
Consumer Protection

Disaster Prevention and Relief
Education

Employment, Labor and Training
Energy

Environment

Category Explanation:
test

Synopsis Dates

Posting Date: 12/06/2012
Close Date: 10/14/2016
Close Date Explanation:

Agency Contact For Electronic Access Problems
Jane Doe

Agency Contact: tester
Phone 111-222-3333

E-Mail Address: jane.doe@jdoe.com

E-Mail Description: Test

Opportunity Eligibility Information

Eligible Applicants:

City or township governments

County governments

For profit organizations other than small businesses

Independent school districts

Individuals

Mative American tribal governments (Federally recognized)

Mative American tribal organizations (other than Federally recognized tribal governments)
Monprofits having a 501(c){3) status with the [R5, other than institutions of higher education

Eligibility Explanation:

Award Information

Cost Sharing or Matching
Requirement:

Expected Number of Awards: 2
Estimated Total Program

No

Funding:
Award Ceiling: 5
Award Floor: 1

Funding Opportunity Description

Funding Opportunity Text Description:
test

Link to Additional Information

Additional
Information URL:

URL Description:
Send Change Notifications via email: Yes

Synopsis Modification Comments:
Updated Eligibility Information

Publish Edit Cancel
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When you have successfully published the modified Synopsis, you will be directed to
the Synopsis Publish Success screen. Please note that though the text states that
the opportunity will be available within 30 minutes, since your post date is in the
future, the synopsis will not be published until the specified post date. All
modifications made before the post date will not be seen by the public.

Home = For Agencies > Manage Opportunities > Grant Opportunity Properties = Synopsis Publish Success

SYNOPSIS PUBLISH SUCCESS
Your opportunity synopsis has been successfully published.

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

Click Continue and you will be returned 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 and the modifications

will be made available for the public.

To modify a posted synopsis, select the grant opportunity from the Manage
Opportunities screen. To find the opportunity, use the Search box on the right.
Click on the dropdown boxes to choose the criteria and then select the Search

button to view the results.

Search By
Opportunity Number

Equals

-~ 7

Sort By

Opportunity Number

Opportunity Number
Opportunity Title
CFDA

Home=For Agencies=>Manage Opportunities E’;‘:Qﬂ
W
MANAGE OPPORTUNITIES 1S
Create Opportunity

Search returned 3 results
Opportunity Num. Opportunity Title CFDA Synopsis Package(s)
CAL-A-TEST TestFunding Opportunity ~ 00.000 1Synopsis 5Packages(s)
CAL-A-TEST1 CAL-A-TESTH 00.000 1Synopsis 2Packages(s)
COPS-05252010 cops-05252010 Mo Synopsis 1Packages(s)

@ Ascending © Descending

-

1

To modify a posted synopsis, you must click on the row of the specific opportunity
and then click on the Modify Opportunity button.

Home=For Agencies=Manage Opportunities Export Data

MANAGE OPP / | €}
Create Opportunity Modify Opportunity |:Delete Opportunity

Search returned 3 results

CDFI-FATA-UAT2

CDFI FATA User Acceptance Testing

Search By
All

Sort By
Opportunity Number

® ]
Ascending Descending

Search

Mo Synopsis

1Packagesi(s)
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You will be directed to the Grant Opportunity Properties screen. Next to Synopsis,
click on the Modify button.

Home = For Agencies = Manage Opportunities = Grant Opportunity
Froperties

GRANT OPPORTUNITY PROPERTIES

Opportunity Number:* CAL-A-TEST
Opportunity Title:* Test Funding Opportunity

Opportunity Category® Discretionary

CFDA Numbers: 00.000
Synopsis | Modify || Dekete || Attachments

Single-Project Application Packages:

CFDA Number | Competition ID | Competition Title | Open Date | Close Date Actions
CAL-A-TEST-5P-2  CAL-A-TEST-SP Apr11,2012  Apr11,2016  MODIFY | DELETE | VIEW DETAILS
00.000 CAL-A-TEST-5F-1  CAL-A-TEST-SP Apri1,2012  Apri1, 2016  MODIFY | DELETE | VIEW DETAILS

1

Multi-Project Application Packages:

CFDA Number | Competition 1D Competition Title | Open Date | Close Date Actions

00.000 CAL-A-TEST-MP-2  CAL-A-TEST-MP Apr18,2012  Apr18, 2018 MODIFY | DELETE | VIEW DETAILS
00.000 CAL-A-TEST-MP1  CAL-A-TEST-MP1 Apr20,2012 Apr20, 2016 MODIFY | DELETE | VIEW DETAILS
00.000 CAL-ATEST-MP4 CALATEST-MF Apr18,2012  Apr18, 2018  MOCDIFY | CELETE | VIEW DETAILS

You will be directed to the Opportunity Synopsis Properties screen. This screen will
display the original synopsis content. Make the necessary modifications.

The Send Change Notifications via email checkbox is automatically selected.
Users who subscribe to be notified of new or modified opportunities via email will be
advised of this Synopsis modification. If you do not want to send a change
notification, deselect the checkbox. You are required to enter a description of your
changes in the Synopsis Modification Comments box. Then select the Publish
button.
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Award Floor: * 123

Funding Opportunity Description

Elementary Education

Funding Opportunity
Text Description: *

Link to Additional Information
Additional Information
URL:

URL Description:

Archiving Policy

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

Archiving Policy:
Automatic, 30 days after the close date

@ Automatic, on specified d

Send Change Notifications via email: |V

Synopsis Modification Comments:*

Flease enter a brief description of the changes in the below text box. The text vou enter will be displayed
on the Synopsis Modification page as part of search results.

Updated Eligikbility

Y |

| Publish |[ Cancel |

You will be directed to the Confirm Opportunity Synopsis Properties screen. This
is a read-only screen to verify your changes to the Synopsis.

If you are satisfied with the Synopsis modifications, select the Publish button. If you
need to make additional changes, select the Edit button. You will be returned to the
Opportunity Synopsis Properties screen. If you do not want to modify the
Synopsis, select the Cancel button and you will be returned to the Grant
Opportunity Properties screen.
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Agency Ceontact For Electrenic Access Problems

jane doe
Agency Contact: test

Phone 7032223333
E-Mail Address: jane.doe@gmail.com
E-Mail Description: test

Opportunity Eligibility Information

Eligible Applicants:

City or township governments

County governments

Independent school districts

Individuals

Nonprofits having a 501(c)(3) status with the IRS, other than institutions of higher education
Nonprofits that do not have a 501(c)(3) status with the IRS, other than institutions of higher education

Eligibility Explanation:

Award Information
Cost Sharing or Matching

Requirement: Yes
Expected Number of Awards:
Estimated Total Program

Funding:

Award Ceiling: 937654
Award Floor: 123

Funding Opportunity Description

Funding Opportunity Text Description:
Elementary Education

Link to Additional Information

Additional
Information URL:

URL Description:

Send Change Notifications via email: Yes

Synopsis Modification Comments:
Updated Eligibility

| Publish || Edit || Cancel |

Once you have successfully published your modified Synopsis, you will be directed to
the Synopsis Publish Success screen. The modification will be posted on the
Synopsis page. Please note that it may take up to 30 minutes for it to be made
public.

Home = For Agencies > Manage Opportunities = Grant Opportunity Properties = Synopsis Publish Success

SYNOPSIS PUBLISH SUCCESS
Your opportunity synopsis has been successfully published.

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

Continue

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

You can only delete a synopsis if there is an existing package within the grant
opportunity. If there is not, you will need to delete the entire in order to discard the
synopsis. For steps to delete an opportunity, refer to the Delete Grant Opportunity
section.

To delete a synopsis as part of an opportunity with an existing applicant package,
click on the Manage Opportunities link. You will be directed to the Managed
Opportunities screen. From this screen, use the search function to find the specific
opportunity. Select the row of the grant opportunity and click on the Modify
Opportunity button.

Home=For Agencies=Manage Opportunities Export Data

Search By
MANAGE OPP | ¥ Al
Create Opportunity f§ | Modify Opportunity [_Delete Opportunity
| Sort By =
. () D]
Opportunity Number *| Ascending Descending
Search

Search returned 3 results 1

A m e b TAL= A el
soostomieeTi 0 OEDRA Semsmeis r
Test Funding Opportunity

CDFI-FATA-UAT2 CDFI FATA User Acceptance Testing Mo Synopsis ~ 1Packages(s)

You will be directed to the Grant Opportunity Properties screen, click on Delete
button next to Synopsis.

GRANT OPPORTUNITY PROPERTIES

Opportunity Number:* CAL-A-TEST
Opportunity Title: * Test Funding Opportunity
Opportunity Category® Discretionary

CFDA Numbers: 00,000
Synopsis: | Modify ||| Delete || Attachments |

Single-Project Application Packages:

CFDA Number | Competition ID | Competition Title | Open Date | Close Date Actions
CAL-A-TEST-SP-2  CAL-A-TEST-SP Apr11,2012  Apr11,2018 MODIFY | DELETE | VIEW DETAILS
00.000 CAL-A-TEST-SP-1  CAL-A-TEST-SP Apr11,2012  Apr11, 2016 MODIFY | DELETE | VIEW DETAILS
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You will be taken to the Confirm Synopsis Deletion screen. To confirm that you
want to delete the synopsis for the opportunity by clicking on Continue and the
opportunity synopsis will be deleted. It may 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.

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

CONFIRM SYNOPSIS DELETION

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

Opportunity Properties
Opportunity
Number:

CAL-A-TEST

Test Funding Opportunity

Continue Cancel h
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Attaching Full Announcements/Other Documents

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

To attach a Full Announcement or other supporting documents, you must create a
Grant Opportunity and a Synopsis for that Opportunity. Then you can select the
opportunity from the Manage Opportunities screen (use the search box to view a list
of your opportunities) and click on the Modify Opportunity button.

Home =For Agencies>Manage Opportunities Export Data

; Search By
MANAGE OPP W Al
Create Opportunity | Modify Opportunity l—_Dele(e Opportunity
Sort By =
- (] J
Oppartunity Number *| Ascending Descending
Search

Search returned 3 results 1

CDFI-FATA-UAT2 CDFI FATA User Acceptance Testing No Synopsis ~ 1Packages(s)

You will be directed to the Grant Opportunity Properties screen, click on
Attachments button next to Synopsis.

Home = For Agencies = Manage Opportunities > Grant Opportunity Properties
GRANT OPPORTUNITY PROPERTIES
Opportunity Number:* CAL-A-TEST-SP1
Opportunity Title:* CAL-A-TEST-SP1
Opportunity Category® Discretionary
CFDA Numbers: 00.000
Synopsis: ’ Madify ] ’ Delete Attachments ]
Single-Project Application Packages: Add
1
CFDA Number | Competition ID | Competition Title | Open Date | Close Date Actions
00.000 CAL-A-TEST-SP1 CAL-A-TEST-SP1 Apr23, 2012 Apr23, 2016 MODIFY | DELETE | VIEW DETAILS
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Select the Add button on the next screen.

Home > For Agencies > Manage Opportunities > Grant Opportunity Properties > Manage Synopsis Attachments

MANAGE SYNOPSIS ATTACHMENTS

Funding Opportunity Title: Test Funding Opportunity
y Opportunity Number: CAL-A-TEST

Delete Cancel

Description _____________________MIMEType _________[Size

|Upload Type, File Names

On the next screen, select the number of files you wish to upload and click the
Continue button.

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

NEW SYNOPSIS ATTACHMENT UPLOAD

Opportunity Title: Test Funding Opportunity

T

Number of files to upload:* 1

Continue Cancel

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

e Full Announcement

e Revised Full Announcement

e Other Supporting Documents

GRANTS.GOV 38



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

NEW SYNOPSIS ATTACHMENT UPLOAD

Opportunity Title: Test Funding Opportunity /

Opportunity Number: CAL-A-TEST

Document Upload Type:* Ful Announcement -

Click Browse to select a file/document to upload.
File Name:* Browse.

Brief Description:*

—
| Upload Files ]![ orree——

Next, select the Choose File 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.

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.

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

CONFIRM SYNOPSIS ATTACHMENT UPLOAD

Opportunity Title Test Funding Opportunity
Opportunity Number CAL-A-TEST
Document Upload Type Full Announcement

Passed
File Name File Type Size Description Virus
Scan
) N Full
generic application/vnd.openxmliformats-
document.docx  officedocument.wordprocessingml.document HASE0 gzggﬁgtcig;nent YES

|[ Upload Files Cancel F
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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.

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

SYNOPSIS ATTACHMENT UPLOAD SUCCESS
Your synopsis attachments have been successfully uploaded.

These synopsis attachments will be available in the Find Grant Opportunities area of Grants.gov within 30 minutes.

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.
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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 (use the search box to
view a list of your opportunities) 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.

Horme = For Agencies = Manage Opportunities = Grant Opportunity Properties = Manage Synopsis Attachments

MANAGE SYNOPSIS ATTACHMENTS

Funding Opportunity Title: Test Funding Opportunity

| Add Delete Cancel

CAL-A-TEST-Full Announcement-1.zip Zip of All Attachments application/x-zip-compressed

Upload Type, File Names Descripton ________________________[MIMEType Size |
(=) Full Announcement 1
generic document.docx Full Announcement Description application/vnd openxmliormas- B9550

officedocumentwordprocessingml.document

75936

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.

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

CONFIRM DELETE SYNOPSIS ATTACHMENTS

Funding Opportunity Title: Test Funding Opportunity
Funding Opportunity Mumber: CAL-A-TEST
Attachment Document Type: Full Announcement 1

Please confirm that you want to delete the following files:

File Name Brief Description Document Upload Type
. Full Announcement applicationfvnd.openxmlformats-
generic document.docx Description officedocument.wordprocessingml.document

CAL-A-TEST-Full ) _— )
Announcement-1 zip Zip of All Attachments application/x-zip-compressed

I Continue Cancel Ih

Size
(bytes)

89550

75938
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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.

Publishing Application Packages

This section of the site enables you to create, modify, and delete Single-Project and
Multi-Project 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.

The Manage Opportunities screen displays the current grant opportunities for the
agency/agencies that you represent. Each opportunity either has a synopsis, a grant
Single-Project or Multi-Project application package or both.

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

7

Contact Us SiteMap Help [ R
GRANTS.GOWV™
Home=For Agencies=Manage Opportunities Exptf):tlData Search By
b All v
MANAGE OPPORTUNITIES
Create Opportunity Sort By ® o)
Oppartunity Number ¥| Ascending Descending

Search returned 35 results

< Opportunity Num. Opportunity Title mm Package(s)

0215-KV-6 0215-KV-6 10.001 18ynopsis 0Fackages

030720707 = 03072010-KV-EMAIL-1 93.226 Repat OPackages(s)
0413-Kv-9 0413-Kv-8 00.000 15ynopsis OPackages(s)
0730YU-3YM1 0730YU-3YNA 1Synopsis 0OFackagesis)
123 123 00.000 15ynopsis OFackages(s)
123456789 Test Grant Opportunity 00.000 18ynopsis 0Fackagesi(s)
2006-CONT-FEMA 2006 FEMA Continuation 97.083 15ynopsis OPackages(s)
2007-ABC-123-XYZ Grantor training test package 16.710 15ynopsis OPackages(s)
2007-TCE-3 TCEE 00.000 1Synopsis 0OFackagesis)
2008-NTG-01 2008 Mothing Program 00.000 18ynopsis OPackages(s)
2008-MNTG-01 2008 Mothing Program 00.000 18ynopsis 0OFackages(s)
2008-NTG-01 2008 Mothing Program 00.000 15ynopsis OPackages(s)
2545454 Boat 20.502 15ynopsis 0Packagesis)
54554 Boat 1Synopsis 0OFackagesis)
5555555 Cynthia Test 00.000 18ynopsis OPackages(s)
DE-PS01-08MIN12345 description: test punctation@#§% 00,000 1Svnopsi OPackagesis)

To create a new application package for an existing opportunity use the search box
to view a list of your opportunities, then select the opportunity and click the Modify
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Opportunity button above the listed opportunities. At the next screen you will be able
to create a new package.

Home=For Agencies=Manage Opportunities Export Data

Search By

MANAGE OPP / | ¥ -
Create Opportunity Modify Opportunity LDeIete Opportunity
Sort By ®

Opportunity Number *] Ascending Descending

Search

Search returned 3 results 1

T

[ Y N R P R

P YRS PR N P P TS, P
S b

CAL-A-TEST Test Funding Opportunity 18ynopsis

CDF-FATA-UAT2 CDFI FATA User Acceptance Testing No Synopsis ~ 1Packagesi(s)

1

To modify an existing application package, select the opportunity that you want to
modify 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
and then click the 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 and then click the Delete Opportunity
button.

Note: Once an application package is modified or deleted, Grants.gov will no longer
accept or process any applications that use the previous version of the package. A
notice will be sent to the applicants who registered to receive information pertaining
to that opportunity to let them know that the package has been deleted as well.
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Creating Application Packages

To create a new package to an existing opportunity on the Manage Opportunities
screen, (use the search box to view a list of your opportunities) select the opportunity
you would like to create a new package for.

Home=For Agencies=Manage Opportunities Export Data
. Search By
MANAGE OPP W Al
Create Oppununitv_ | Medify Opportunity ':Delete Opportunity
Sort By @ -
Opportunity Number *| Ascending Descending
Search
Search returned 3 results 1

[ YOI PR P,

[ TR PR P A [ S

CAL-A-TEST Test Funding Opportunity

FACKS

1Packagesi(s)

CDFI-FATA-UATZ CDFI FATA User Acceptance Testing No Synopsis

Then click the Modify Opportunity button, this will take you to the Grant Opportunity

Properties screen.

Home > For Agencies > Manage Opportunities > Grant Opportunity
Properties

GRANT OPPORTUNITY PROPERTIES

Opportunity Number:* CAL-A-TEST
Opportunity Title:* Test Funding Opportunity

Opportunity Category®  Discretionary
CFDA Numbers: 00.000

Synopsis: [ Modify ] [ Delete ] [ Aftachments

Single-Project Application Packages:

Multi-Project Application Packages:
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Single-Project Application Package

To create a Single-Project Application Package from an existing opportunity, click on
the Add button next to Single-Project Application Packages.

Home = For Agencies = Manage Opportunities = Grant Opportunity Properties
GRANT OPPORTUNITY PROPERTIES

Opportunity Number:* CAL-A-TEST

Opportunity Title:* Test Funding Opportunity
Opportunity Category® Discretionary

CFDA Numbers: 00.000

Synopsis: I Modify J [ Delete J [ Attachments

Single-Project Application Packages: |Add —

Multi-Project Application Packages: | Add
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You will be directed to the New Package Creation screen. An asterisk marks
mandatory fields.

Home = For Agencies = Manage Opportunities = New Package Creation

NEW PACKAGE CREATION

Opportunity Number:* CAL-A-TEST-1
Opportunity Title:* CAL-A-TEST-1
CFDA Number: MNone -

Competition ID:
Competition Title:

Electronic Required: * @ ves @ no

Expected Number of
Applications:

=If you are unsure of the expected
number of applications, provide
your best estimate.

Expected Application Size: (MB)
Open Date: (MM/DDAYYYY) [TF]
Close Date:* (MM/DD/YYYY) B
Grace Period: days
Jane Doe =
Grantor

E-mail: Jane.Doe@ABC.com

Agency Contact: Phone: 111-222-3333

Application Instructions:*
Applicant Type:* hd
Form Package:* Select a Package Template -

X

Publish | Cancel | \

In the drop-down menu CFDA Number field, select your agency’s CFDA number. This
must be a valid CFDA number and published in CFDA.gov.

In the Competition ID field, enter a Competition ID.
In the Competition Title field, enter a title for the application package.

In the Electronic Required* field, select Yes or No. This will notify the applicant
whether they will be required to submit electronically or by mail.

In the Expected Number of Applications field, enter the number of applicants you are
expecting to apply.
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In the Expected Application Size field, enter the size of the file you expect the grant
application to be.

In the Open Date field, enter the date by which the opportunity should be made
available.

In the Close Date* field, enter the date by which the opportunity should no longer be
available.

In the Grace Period field, enter the number of days for which the package will have.
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.

In the Application Instructions* field, you can upload application instructions by
attaching a file from your computer by clicking the Browse button or you can enter a
URL to a website in this field. This field must be completed in order to publish the
application package.

In the Applicant Type drop-down box, select the Applicant. This will appear to the
applicants who are eligible to apply for the opportunity you are publishing.

In the Form Package* drop-down box, select the application package template for the
application. This field must be completed in order to publish the application package.

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.

You will be directed to the Package Publication Verification screen. This is a read-
only screen to verify your new package before publication.
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Home = For Agencies = Manage Opportunities > Existing Grant Opportunity Properties > Package Publication Verification

PACKAGE PUBLICATION VERIFICATION

Wou 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.gow.

CFDA Number: 00.000

CFDA Title: Grants.gov Applicant 525 Testing
Opportunity Number: CAL-A-TEST-1

Opportunity Title: CAL-A-TEST-1

Competition ID: CAL-A-TEST-4

Competition Title: CAL-A-TEST-4

Electronic Required: No

Expected Number of 5

Applications:

Expected Application Size: None

Open Date: None

Close Date: 10/14/2013

Grace Period: None

Agency Contact: Jane Doe Grantor E-mail: Jane.Doe@ABC.com Phone: 111-222-3333
Application Instructions: D

Available to: Both Organizations and Individual Applicants

Form Package: CAL-A-TEST-SHORG
Mandatory Forms:Application for Federal Domestic Assistance-Short Organizational

Forms: Optional Forms:None
Publish | Edit | Cancel || e

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 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.

When you successfully publish your package, you will be directed to the Package

Publication Success screen. You will confirm that the new application package is now
available for public download.
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Home = For Agencies > Manage Opportunities = Package Publication Success

PACKAGE PUBLICATION SUCCESS

Congratulations, your application package is now available for public download.

Click the Continue button and you will be returned 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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Multi-Project Application Package

To create a Multi-Project Application Package from an existing opportunity, click on the
Add button next to Multi-Project Application Packages.

Home = For Agencies = Manage Opportunities = Grant Opportunity Properties

GRANT OPPORTUNITY PROPERTIES

Opportunity Number:* CAL-A-TEST

Opportunity Title: * Test Funding Opportunity
Opportunity Category® Discretionary

CFDA Numbers: 00.000

sSynopsis: I Maodify I [ Delete I [ Attachments

Single-Project Application Packages: |Add

Multi-Project Application Packages: |Add —
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This will take you to the New Multi-Project Package Creation screen. An asterisk

marks mandatory fields.

Home = For Agences > Manage Opporfunities = New Package Creation

NEW MULTI-PROJECT PACKAGE CREATION

Opportunity Number:* CAL-A-TEST-1
Opportunity Title:* CAL-A-TEST-1
CFDA Number: Mone  w

Competition ID:

Competition Title:

Electronic Required: * LS i
Expected Number of

Applications:

*If you are unsure of the expected

number of applications, provide
your best estimate,

Expected Application Size: (MB}
Open Date: (Mmoo ey T
Close Date:® (Mmyooiyyyy) B
Grace Period: days
Jane Doe -
Erantor
..l..gem:yr Contack: E-mail: Jame DoefABRC.com

Fhome: 111-222-3333

Application Instructions: ®
Applicant Type:* -

Link to Agency Multi-Project System:*

OVERALL FORM PACKAGE:

Form Package:* Sslect a Fackage Template -
Label:*
Add Sub-Application Group _ |

Form Sub-Package Label Template Min lteration Max Iteration Actions |

Select your agency’s CFDA number in the drop-down menu CFDA Number field. This

must be a valid CFDA number and published in CFDA.gov.

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

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.

You can upload application instructions by attaching a file from your computer by
clicking the Browse button next to the Application Instructions* field or you can enter
a URL to a website in this field. This field must be completed in order to publish the
application package.

Application Instructions:* C:\Users\Habu\DocumentsiTest for G |_Browse... |

Applicant Type:® Both, Organizations and Individusls \

Link to Agency Multi-Project System:* waw.HHE.gov

Click the Browse button to 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.

You will be returned to the New Grant Opportunities screen where the path to the file
will now appear in the Application Instructions field.
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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.

Enter the URL to the Agency’s Multi-Project system in the Link to Agency Multi-
Project System* field.

When you scroll down the page you will need to fill out the following under the Overall
Form Package section:

OVERALL FORM PACKAGE:
Form Package:* CAL-A-TEST-SF424-MP

Label:* djg3zs

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.

Enter the Form Package label in the Label* field. The label has a maximum of 30
alphanumeric characters. Spaces and underscores can be used but no other special
characters are allowed.

The next section is the Sub-Application Group(s). It is an optional section but there is
no limit to the number of form sub-packages created in it.

SUB-APPLICATION GROUP({S){Optional):

Add Sub-Application Group |

Form Sub-Package Label | Template | Min lteration | Max [teration | Actions

To create a Sub-Application Package, click on the Add Sub-Application Group button.
The Add/Edit Sub-Application Group box will be displayed.
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Add/Edit Sub-Application Group

Form Sub-Package:* CAL-MP-RRFAM-MF1 -

Label:* EXS5UB1_Z 3 45

Min Iteration: ¢ Max Iteration: +| Max Unlimited
Save Close |

Select the Sub-Application Package template for the application by clicking the arrow
next to the Form Sub-Package drop-down box.

Enter the Sub-Application Package label in the Label field. The label has a maximum
of 30 alphanumeric characters. Spaces and underscores can be used but no other
special characters are allowed.

Enter the minimum iteration in the Min Iteration field. The field defaults to zero.

The maximum iteration defaults to unlimited. If you want to enter a specific maximum
iteration, unselect the Max Unlimited checkbox and enter the maximum iteration in the
Max Iteration field.

If you do not want to save the new the Sub-Application package, click the Close button.
You will be returned to the New Multi-Project Package Creation screen where this
Sub-Application package will not display.

Or
Then click the Save button. The Sub-Application package will be saved. A message

will display that the Sub-Application group has been saved successfully and that you
can save an additional Sub-Application group or close the window.

Add/Edit Sub-Application Group *

# Sub-Application Group, EXSURL_2 3_45, has been saved successfully, ¥ou can save an additional sub-application
group or close the window,

Forma Sub-Package:* Select a Package Template -
Label:*
Min Iteration: O Max Iteraton: 4| Max Unlimited

| Save | | Cloze |

There is no limit to the number of Sub-Application packages you can create. When you
have finished creating the Sub-Application packages, click the Close button. You will
be returned to the New Multi-Project Package Creation page. The new Sub-Application
package(s) will display in the Sub-Application Group table.
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SUB-APPLICATION GROUP({S)(Optional):

Add Sub-Application Group

Form Sub-Package Label |
DDiz34
EXSUB1_2 3 45

Template
CAL-MP-RRFAM-NF1
CAL-A-TEST-SF424-MF

| Min Iteration | Max Iteration | Actions

<]
1]

unbounded MODIFY | DELETE
unbownded MODIFY | DELETE

If you do not want to save the new Multi-Project application package, click the Cancel
button. 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 Multi-Project application package, click the Publish button.
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You will be directed to the Package Publication Verification screen. This is a read-
only screen to verify the package you are about to publish.

PACKAGE PUBLICATION VERIFICATION

ou are about to make the following application package available to the public. Please verify the details and click "Publish” to
ake this application package available on Grants.gov.

FDA Number: 00.000

FDA Title: Grants.gov Applicant 525 Testing
Opportunity Number: CAL-A-TEST-1

Dpportunity Title: CAL-A-TEST-1

ompetition ID: CAL-A-TEST-SF424-MP
ompetition Title: CAL-A-TEST-S5F424-MP
lectronic Required: No

pected Number of

S 2

Applications:

pected Application Size: MNaone
Dpen Date: Mone

lose Date: 10/14/20132

race Period: Naone
Agency Contact: _;a3n3r=3Dor= Grantor E-mail: Jane.Doe@ABC,com Phone: 111-222-
Application Instructions: D ]
Available to: Both Organizations and Individual Applicants

ink to Agency Multi-Project Current Link to Agency Multi-Project System

Eystem:

OVERALL FORM PACKAGE:

Label: djd325

Form Package: CAL-A-TEST-5F424-MP
Eorms: Mandatory Forms:SF424_2 1

Optional Forms:Nene

FORM SUB-PACKAGES:

Form Sub-Package Label Template Min lteration Max Iteration Forms
DDi234 CALMP-REEAM-NF1 & T Ilan_datury FD@;:RR_3F424_1_2
Optional Forms:Nons
EXSUB1 23 45 CAL-A-TEST-SF424MP 0 unbounded Ilan_datury Forms:5F424_2 1
- = Optional Forms:MNons
W .
Pupish ] _ Edit | GCancal | G \

~N

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

To view the web address to the Agency’s Multi-Project system that you entered, click
the Current Link to the Agency Multi-Project System link in the Link to the Agency
Multi-Project System 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 Cancel button to
return to the Grant Opportunity Properties screen without creating the new application
package.

OR
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If the information is correct, click the Publish button.

When you successfully published the multi-project package, you will be directed to the
Package Publication Success screen that will confirm that the new application
package is now available for public download.

Home = For Agencies > Manage Opportunities = Package Publication Success

PACKAGE PUBLICATION SUCCESS

Congratulations, your 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 Packages

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 (use the search box to
view a list of your opportunities).

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.

Home=For Agencies=Manage Opportunities Export Data
. Search By
MANAGE OPP W Al
Create Opportunity Modify Opportunity |:Delete Opportunity
Sort By =
- L= _
Opportunity Number *| Ascending Descending
Search

Search returned 3 results 1

P YRS PR Y T P TSRS PR SPU A Coimmmmin | Paclamaian
——— —— = meas =

CAL-A-TEST

Test Funding Opportunity

CDFI-FATA-UAT2

CDFIFATA User Acceptance Testing No Synopsis ~ 1Packagesis)

You will be directed to the Grant Opportunity Properties screen. Select the Single-
Project or Multi-Project application package by clicking on the Modify link in the specific
package row.

GRANTS.GOV 58



Home = For Agencies > Manage Opportunities > Grant Opportunity
Properties

GRANT OPPORTUNITY PROPERTIES

Opportunity Number:* CAL-A-TEST
Opportunity Title: * Test Funding Opportunity

Cpportunity Category* Discretionary
CFDA Numbers: 00.000

Synopsis: | Modify || Delete || Attachments

Single-Project Application Packages:

CFDA Number | Competition ID | Competition Title | Open Date | Close Date Actions
CAL-A-TEST-5P-2  CAL-A-TEST-SP Apri1, 2012 Apri1, 2016] MODIFY |JDELETE | VIEW DETAILS
00.000 CAL-A-TEST-SP-1  CAL-A-TEST-SP Aprii, 2012 April, 2016 MO | DELETE | WIEW DETAILS

1

Multi-Project Application Packages:

CFDA Number | Competition ID | Competition Title | Open Date | Close Date Actions

00.000 CAL-A-TEST-MP-2  CAL-A-TEST-MP Apr18, 2012  Apr18, 2016 MODIFY | DELETE | VIEW DETAILS
00.000 CAL-A-TEST-MP1  CAL-A-TEST-MP1 Apr20, 2012  Apr20, 2016 | MODIFY | !'.IELETE | VIEW DETAILS
00.000 CAL-A-TEST-MP-4  CAL-A-TEST-MP Apr 18,2012 Apr 18,2018  MODIFYWQELETE | VIEW DETAILS
00.000 CAL-A-TEST-MP-1  CAL-A-TEST-MP Aprg, 2012 Apr9, 2018 MODIFY | DELBME | VIEW DETAILS
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Modifying Single-Project Application Packages

On the Existing Package screen, make any necessary changes to the package.
Please note, if you change the template associated with a published application
package and an applicant submits an application that has the old template in it, then the
application will be rejected.

The Send Change Notifications via email checkbox is automatically selected.
Applicants who have subscribed to be notified of modifications for this package will
receive an email. If you do not want to send a change notification, deselect the
checkbox. You are required to enter a description of your changes in the Package
Modification Comments box. Then select the Publish button.

EXISTING PACKAGE

Opportunity Number:* CAL-A-TEST
Opportunity Title:* Test Funding Opportunity
CFDA Number: 00.000

Competition ID: CAL-A-TEST-SP-1
Competition Title: CAL-A-TEST-5P
Electronic Required:* B oves T m

Expected Number of

Applications:

*Ifyou are unsure of the expected
number of applications, provide 1234
your best estimate.

Expected Application Size: [(MB)

Open Date: 04/11/2012 (Mm/DDvYYY)

Close Date:* 10/11/2016 {Mm/DDvvyvy) B

Grace Period: T days
jan= do= s
test
E-mail: jane_ doe@work._com

Agency Contact: Phone: 70382223233

Current Instructions (Supplying a new file owver-writes the current instructions file)

Applicant Type: * Both, Organizations and Individuals -

FORM PACKAGE:

Mandatory Forms:2pplication for Federal Assistance [SF-424)
Optional Forms:MNone

Application Instructions:*

Current Forms:

Form Package:* Unchanged hd

MODIFICATION COMMENTS:

Send Change Motifications via email:

Package Modification Comments:*

Please enter a brief description of the changes in the below text box The text vou enter will be included in the netification email
to the subscribers [if you select the Send Change Motifications checkbox above)

-

[ Fublish ][ Cancel ]
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This will take you to the Package Publication Verification screen. This is a read-only

screen to verify your modifications.

To view the application instructions, click the View link in the Application Instructions
field. Enter an explanation for updates in the Comments field.

If you do not want to save the changes you made to the opportunity, click the Cancel

button. You will be returned to the Manage Opportunities screen and the changes will
not be saved. If you need to made more changes, click the Edit button and you will be

returned to the Existing Package screen. If you are satisfied with the changes you

made to the opportunity, click the Publish button.

/)

GRANTS.GOV*™

Contact Us

PACKAGE PUBLICATION VERIFICATION

registered applicants of your change.

Application Instructions: View
Available to: Both Organizations and Individual Applicants
Form Package: CAL-UGEX-NF-5P1

Mandatory Forms:Application for Federal Assistance (SF-424)

Forms: Optional Forms:None

Send Change MNotifications via email: Yes

Package Modification Comments:
Updated the Close Date

| Publish || Edit || Cancel |

Home = For Agencies = Manage Opportunities = Existing Grant Opportunity Properties = Package Publication Vverification

You are about to make changes to the following application package. Please note that this could
potentially invalidate any applications that have already been downloaded. Grants.gov will however notify

CFDA Number: 00.000

CFDA Title: Not Elsewhere Classified
Opportunity Number: CAL-A-TEST

Opportunity Title: Test Funding Opportunity
Competition ID: CAL-A-TEST-SP-1
Competition Title: CAL-A-TEST-SP
Electronic Required: Yes

Expe_c:teq_j Number of 1234

Applications:

Expected Application Size: None

Open Date: 04/11/2012

Close Date: 12/11/2016

Grace Period: Odays

Agency Contact: jane doe test E-mail: jane.doe@work.com Phone: 70382223333

MODIFICATION COMMENTS:

When you have successfully modified your Single-Project package you will be directed

to the Package Publication Success screen.
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PACKAGE PUBLICATION SUCCESS
Congratulations, your application package has been edited, and is now available for public download.

Mo applicants have registered to be notified of changes to this application package so no change notifications were sent.

Continue

Click the Continue button to return to the Manage Opportunities screen.
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Modifying Multi-Project Application Packages

On the Existing Package screen, make any necessary changes to the package or

subpackage(s). Please note, if you change the template(s) associated with a published
application package and an applicant submits an application that has the old template in

it, then the application will be rejected.

EXISTING PACKAGE

Opportunity Number:* CAL-A-TEST
Dpportunity Title:* Test Funding Opportunity
CFDA Number: LR E i)

Competition ID: CAL-A-TEST-MP-3
Competition Title: CAL-A-TEST-MP
Electronic Required:= oz Do

Expected Number of

Applications:

5T you are unsure of the expected
rnumber of applications, provide 123
your best estimate.

Expected Application Size: {ME)
Open Date: 041872012 {MM/DDyYYYY) 78]
Close Date:* 06/18/2016 (MMDyYYY) B
Grace Period: T day=
jane do= E
test 123
Agency Contact: E-mail: jane doefwork com

Phone: TO3ZZZ3333

-
Currenit Instructions {Supplying a new Tile over-wiites e cumsnt instnections Tile)

Applicant Types= Both, Organizations and Individuals hd

Applicstion Instructions:®

Curr=nt Link to Ag=ncy Multi-Proj=ct Syst=m

Link to Agency Multi-Project System:® L o

Form Paclkage:* Unchanged -

Label:* EX12345

[ Add Sub-Application Group |

Form Sub-Package Label | Template ‘ Min Iteration | Max lteration | Actions
EXP3 Q17201 2-4c-sp-sH2d 3 o555 MODIFY | DELETE
EXMPZ3ES TN 2 EV-RA-MP-3 32 o550 MODIFY | DELETE

Send Change Motifications via emuail: il

Packsge Modification Comments;*

Plzaze =nter a Briaf description of the changes in the below text Box. The text you snter will be included in the notification =mail
to the subscribers (il you z=lact the Send Change Notifications checkbox abowe)

Updated close date -

(s | (G |

I OVERALL FORM PACKAGE:

|SUB-APPLICATION GROUP(S)(Optional):

I MODIFICATION COMMENTS:
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To modify a Sub-Application package, click on the Modify link on the specific row in the
Form Sub-Package table. The Add/Edit Sub-Application Group box is displayed.

Add/Edit Sub-Application Group

Form Sub-Package:* Unchanged -
Label:* ExmP12_ 245
Min Iteration: 34 Max Iteration: G638 Max Unlimited

[ Save ]| Close

Make the necessary updates to the Sub-Application package. If you do not want to
save the changes you made to the Sub-Application package, click the Close button.
You will be returned to the Existing Package screen and the changes will not be saved.
If you want to save the changes you made to the Sub-Application package, click the
Save button. You will be returned to the Existing Package screen and the changes will
be displayed in the Sub-Application Group table.

If you want to delete a Sub-Application package, click the Delete link on the specific row
in the Sub-Application Group table. The Delete Sub-Application Group box is
displayed.

Delete Sub-Application Group

Delete Sub-Application Group: EXMP3

[ Delete || Closs |

If you do not want to delete the Sub-Application package, click the Close button. You
will be returned to the Existing Package screen and the Sub-Application package will
still be displayed in the Sub-Application Group table. If you want to delete the Sub-
Application package, click the Delete button. You will be returned to the Existing
Package screen and the Sub-Application package row will no longer appear in the Sub-
Application Group table.

On the Existing Package screen, the Send Change Notifications via email checkbox
is automatically selected. Applicants who have subscribed to be notified of
modifications for this package will receive an email. If you do not want to send a
change notification, deselect the checkbox. You are required to enter a description of
your changes in the Package Modification Comments box. Then select the Publish
button.

You will be directed to the Package Publication Verification screen. This is a read-

only screen to verify your modifications. To view the application instructions, click the
View link in the Application Instructions field.
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If you do not want to save the changes you made to the opportunity, click the Cancel

button. You will be returned to the Manage Opportunities screen and the changes will
not be saved. If you need to made more changes, click the Edit button and you will be

returned to the Existing Package screen. If you are satisfied with the changes you
made to the opportunity, click the Publish button.

PACKAGE PUBLICATION VERIFICATION

downloaded. Grants.gov will however notify registered applicants of your change.

CFDA Number: 00.000

CFDA Title: Mot Elsewhere Classified
Opportunity Number: CAL-A-TEST
Opportunity Title: Test Funding Oppertunity
Competition ID: CAL-A-TEST-MP-2
Competition Title: CAL-A-TEST-MP
Electronic Requirad: Ves

Expected Number of

Applications: 123

Expected Application Size: Mane

Open Date: 04/18/2012

Close Date: 06/18/2016

Grace Period: 7days

Agency Contact: jane doe test 123 E-mail: jane.doe@wark.com Phone: 7032223333
Application Instructions: View

Available to: Both Organizations and Individual Applicants
Link to Agency Multi-Project System: Current Link to Agency Multi-Project System
Label: EX12345

Form Package: CAL-UGEX-NF-MP1

) Mandatory Forms:SF424_2_ 1
Forms: Optional Forms:None

FORM SUB-PACKAGES:

Form Sub-Package Label | Template | Min Iteration | Max Iteration |

Mandatory Forms:SF424_Mandatory

Optional Forms:None

Mandatory Forms:RR_SF424_Multi_Project_Cover_1_0, RR_SF424_1_2
Optional Forms:RR_KeyPersonExpanded_2_0

EXMP3 01172012 4g-=p-s 424 3 8888

EXMP123455 OMT2ZHV-RR-MP-3 32 8888

MODIFICATION COMMENTS:

Send Change Notifications via email: Yes

Package Modification Comments:
Updated close date

[ Pubiish | [ Edit | [ Gancel |

You are about to make changes to the following application package. Flease note that this could potentially invalidate any applications that have already beer

When you have successfully modified your Single-Project package you will be directed

to the Package Publication Success screen. The screen will list the number of
applicant who will be notified via email of the package modification.

Home = For Agencies > Manage Opportunities > Package Publish Success

PACKAGE PUBLICATION SUCCESS
Congratulations, your application package has been edited, and is now available for public download.

No applicants have registered to be notified of changes to this application package so no change notifications were sent.

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

You can delete an application package that is published at Grants.gov. From the left

navigation list, click the Manage Opportunities link. You will be directed to the Manage
Opportunities screen.

Contact Us SiteMap Help rJRSS Home
GRANTS.GOV®
Home=For Agencies>Manage Cpportunities E:I::rt Search By
1] All -
MANAGE OPPORTUNITIES ™ e
Create Opportunity | | ppo @ ®
Oppaortunity Title - . y -
CFDA Ascending Descending
Search
Opportunity Num. Opportunity Title ‘ CFDA | Synopsis | Package(s)

From this screen, use the search box to search and view a specific or list of
opportunities for your Agency. Select the row of opportunity that contains the
application package you want to delete. Then click the Modify Opportunity button.

Home=For Agencies=Manage Opportunities

Export Data
Search By
1]
MANAGE OPP / | ¥ i
| Modify Opportunity |
—

| Create Opportunity Delete Opportunity |

Sort By @

| Opportunity Number :] Ascending Descending

| Search |

Search returned 3 results

o YOS PR Y P

P TSRS, PR T

[ S

CAL-A-TEST Test Funding Opportunity

CDFI-FATA-UAT2

CDFI FATA User Acceptance Testing

No Synopsis ~ 1Packagesis)
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You will be directed to the Grant Opportunity Properties screen.

Home = For &gencies > Manage Opportunities > Grant Opportunity
Properties

GRANT OPPORTUNITY PROPERTIES

Opportunity Number:* CAL-A-TEST

Opportunity Title:* Test Funding Opportunity
Cpportunity Category® Discretionary

CFDA Numbers: 00.000

Synopsis: | Modify || Delete | [ Attachments

Single-Project Application Packages:

CFDA Number | Competition ID | Competition Title | Open Date

CAL-A-TEST-5P-2 CAL-A-TEST-SP Apr 11, 2012

00.000 CAL-A-TEST-S5P-1 CAL-A-TEST-SP Apr 11, 2012

Multi-Project Application Packages:

CFDA Number | Competition ID | Competition Title | Open Date

00.000 CAL-A-TEST-MP-2  CAL-A-TEST-MP Apr 18, 2012
00.000 CAL-A-TEST-MP1 CAL-A-TEST-MP1 Apr 20, 2012
00.000 CAL-A-TEST-MP-4  CAL-A-TEST-MP Apr 18, 2012
00.000 CAL-A-TEST-MP-1 CAL-A-TEST-MP Aprd, 2012

Close Date

Apr 11, 2016

Apr 11, 2016

Close Date
Apr 18, 2016
Apr 20, 2016
Apr 18, 2016

Apr9, 2018

Actions

MODIFY | DELETE | | e
e—

MODIFY | DELETE | WVIEW DETAILS

1

Actions

MODIFY | DELETE | W38 —

MODIFY |DELETE [ WIEW DETAILS

MODIFY | DELETE | VIEW DETAILS

MODIFY | DELETE | VIEW DETAILS

1

Click on the Delete link for the specific application package row. You will be directed to

the Confirm Package Deletion screen.
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Below is an example of the Confirm Package Deletion screen for the Single-Project
application package.

CONFIRM PACKAGE DELETION

You are about to delete this application package from the Grants.gov database. Please review the details of the
package below and make absolutely sure that you wish to delete it, before pushing the "Delete" button below.

WARNING: Once this application package has been deleted Grants.gov will no longer accept or process submissions for this application

package.

CFDA Number: 00,000

CFDA Title: Mot Elsewhere Classified

Opportunity Number: CAL-A-TEST

Opportunity Title: Test Funding Opportunity

Competition ID: CAL-A-TEST-5P-1

Open Date: 04/10/2012

Close Date: 04/10/2016

Application Package: Mandatary Forms: Budget Information for Mon-Construction Programs [SF-4244)

Budget Marrative Attachment Form
BUDGET INFORMATIOMN - Construction Programs
SF424 Mandatory Form

Optional Forms:  Project Abstract
Project Marrative Attachment Form
Project/Performance Site Location(s)

Application Instructions: \Visw

Below is an example of the Confirm Package Deletion screen for the Multi-Project
application package.

CONFIRM PACKAGE DELETION

You are about to delete this application package from the Grants.gov database. Please review the details of the package below and make absolutely
sure that you wish to delete it, before pushing the "Delete" button below.

WARNING: Once this application package has been deleted Grants.gov will no longer accept or process submissions for this application package.

CFDA Number: 00.000

CFDA Title: Mot Elsewheare Classified

Opportunity Number: CAL-A-TEST

Opportunity Title: Test Funding Opportunity

‘Competition ID: CAL-A-TEST-MP-1

Competition Title: CAL-A-TEST-MP

Electronic Required: YES

Expacted Number of 1234

Applications:

Expected Application Size: None

Open Date: 04/08/2012

Close Date: 04/09/2016

Grace Period: 7days

Agency Contact: jane doe test E-mail: jane.doe@work.com Phone: 7032223333
Application Instructions: View

Available to: Both Organizations and Individual Applicants
Link to Agency Multi-Project System: Current Link to Agency Multi-Project System
OVERALL FORM PACKAGE:

Label: EX123 45

Form Package: CAL-UGEX-NF-MP1

Forms: Mandatory Forms:SF424_2_1

Optional Forms:None

FORM SUB-PACKAGES:

Form Sub-Package Label | Template | Min Iteration | Max Iteration | Forms

Mandatory Forms:SFa24_2_1

Ex33gkdotf__ CAL-UGEX-NF-MP1 0 4567 Optional Forms:None
S Mandatory Forms:RR_KeyPerson
ExSub_f34854 01182012-KV-RR-MP-1 1 unbounded Optional Forms:None
m— ., @ Mandatory Forms:RR_SF424_1_2.RR_SF424 Multi_Project Cover_1_0

Optional Forms:RA_KeyPersonExpanded_2_0
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If you do not want to delete the application package, click the Cancel button to return to
the Grant Opportunity Properties screen.

OR

Click the Delete button to permanently remove the listed application package. This will
take you to the Delete Package Success screen.

Home = For Agencies » Manage Opportunities > Delete Package Success

DELETE PACKAGE SUCCESS

Your application package has been successfully deleted. Please note that any applications
subsequently submitted for the removed application package will be rejected by Grants.gov.

No applicants have registered to be notified of changes to this application package so0 no removal
notifications were sent.

Continue

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

To view the details of an application package that is published at Grants.gov. From the

left navigation list, click the Manage Opportunities link. You will be directed to the
Manage Opportunities screen.

Contact Us SiteMap Help rJRSS Home
GRANTS.GOV®
Home=For Agencies>Manage Cpportunities E:I::rt Search By
[ All -
MANAGE OPPORTUNITIES 3 e
Create Opportunity | | ppo @ ®
Opportunity Title Ascending Descendin
CFDA 9 9
Search
Opportunity Num. Opportunity Title ‘ CFDA | Synopsis | Package(s)

From this screen, use the search box to search and view a specific or list of
opportunities for your Agency. Select the row of opportunity that contains the
application package you want to view. Then click the Modify Opportunity button.

Home=For Agencies=Manage Opportunities

Export Data
Search By
MANAGE oppfamms_ / ™ Gai
| Modify Opportunity |
—

| Create Opportunity Delete Opportunity |

Sort By ®

| Opportunity Number *| Ascending Descending

| Search |
Search returned 3 results

P Y Y

P

[ SR T D

CAL-A-TEST

Test Funding Opportunity

CDFI-FATA-UAT2

CDFI FATA User Acceptance Testing

Mo Synopsis  1Packages(s)
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This will direct you to the Grant Opportunity Properties screen.

Home = For Agencies > Manage Opportunities > Grant Opportunity
Properties

GRANT OPPORTUNITY PROPERTIES

Opportunity Number:* CAL-A-TEST

Opportunity Tithe: * Test Funding Opportunity
Opportunity Category® Discretionary

CFDA Numbers: 00.000

Synopsis: | Modify || Delete || Attachments

Single-Project Application Packages:

CFDA Number | Competition ID | Competition Title | Open Date | Close Date Actions
CAL-A-TEST-5P-2 CAL-A-TEST-S5P Apr 11, 2012 Apr 11, 2016 MCDIFY | DELETE | VIEW DETAILS /,
00.000 CAL-A-TEST-5P-1 CAL-A-TEST-SP Apr 11, 2012 Apr 11, 2018 MODIFY | DELETH | VIEW DETAILS
1
Multi-Project Application Packages:
1
CFDA Number | Competition ID | Competition Title | Open Date | Close Date Actions
00.000 CAL-A-TEST-MP-2  CAL-A-TEST-MF Apr 18, 2012 Apr 18, 2016 MODIFY | DELETE
00.000 CAL-A-TEST-MP1 CAL-A-TEST-MP1 Apr 20, 2012 Apr 20, 2018 MODIFY | DELETH | VIEW DETAILS
00.000 CAL-A-TEST-MP-4  CAL-A-TEST-MP Apr 18, 2012 Apr 18, 2018 MODIFY | DELETE
00.000 CAL-A-TEST-MP-1 CAL-A-TEST-MP Aprd, 2012 Apr D, 2016 MODIFY | DELETE | VIEW DETAILS
Click the View Details link on the specific application package row. The Package
Detail pop-up screen will display.
Below is an example of a Single-Project Application Package View Details screen.
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Single-Project Package Details *

SINGLE-PROJECT APPLICATION DETAILS i

Opportunity Number: CAL-A-TEST

CFDA Number: 00.000
Competition ID: CAL-A-TEST-5P-1
Competition Title: CAL-A-TEST-SP
Open Date: Apr 11, 2012
Close Date: QOct 11, 2016

FORMS:

Mandatory Forms: SF424_2_1
Optional Forms: None

Close

Below is an example of the Multi-Package Application Package View Details screen.

WView Mulli-Project Package Delails x

MULTI-PROJECT APPLICATION DETAILS
Opportunity Number: CAL-A-TEST

CFDA Number: ao0,000

Competition ID: CAL-A-TEST-MP-1

Competition Titde: CAL-A-TEST-MP

Open Date: fpr 9, 2012

Close Date: Apr9, 2016

OVERALL FORM PACKAGE:

Label: EX123_4 5

Form Package: ChAL-USEX-MF-MP1

Forms: Mandatory Forms: SF424_2_ 1

Dptional Forms: Mone

FORM SUB-PACKAGES:

1

Form Sub-Package Label | Template | Min Heration | Max Hteration |

CAL- UGE: Mandatory Forms: SF424 2 1

kg ot MNF-MP1 C e Optional Formns: Mone
0118z012- .

ExSub_f24654 KWRRAMP- unbounded Mandatary Farms: RR_KeyPersen

- 1 Optional Forms: Mone

0172012- Mandatary Forms:

Ex3z4bghfdirf kMt R R-hiP- 1] 4345 RR_5F424_1_2 RR_5F424_hiuki_Project_Cower_1_0
3 Optional Forms: RR_KeyPersonBExpanded_2_0

i

Clase

When finished viewing, click the Close button. You will be returned to the Grants
Opportunity Properties screen.
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Managing Package Templates

This section of the site enables you to create, edit and delete Single-Project and Multi-
Project 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 have no effect on
application packages already published on Grants.gov.

To get to the Manage Application Package Templates page, go to the Agency Login
from Grants.gov. Once you have logged in click on Manage Application Package
Templates in the left menu (use the search box to view a list of your opportunities).

- Contact Us SiteMap Help [J RSS Home
M= GRANTS.GOV®
Welcome, Home=>For Agencies>Manage Application Package Templates Export Data
Jane G Doe W Search By Equals
of KV 2
@ - -
Manage My Profile MANAGE APPLICATION PACKAGE TEMPLATES Template Name CAL
Manage My
View Closings Calendar | Create Template ‘ Sort By ® Ascending Descending
Submission Report Template Name
Set Agency Level [Search |
Create Agency
Modify Agency Search returned 49 results 1
Published Opportunities
Applicant Report Template Name Owning Agency Included Forms
Organization Report E#A%ﬂ?n%i?om GALI TEST AGENCY Mandatory Forms:SF424_2_1, COPS_Sh_ApplicationAttachment Optional Forms:None
Rejection Report CAL EPATEST CALI TEST AGENCY Mandatory Forms:SF424 2 1, EPA_KeyContacts, EPA4700_4_2_0 Optional Forms:None
e CAL EPA4700 TEST CALI TEST AGENCY Mandatory Forms:EPA4700_4_2_1, SF424_2_1 Optional Forms:None
Audit Report CAL HHS Checklist CALI TEST AGENCY Mandatory Forms:HHS_Cerlifications, HHS_CheckList_2_1, SF424_2_1 Optional Forms:None
Change My Password .
- CAL Multiproject CALI TEST AGENCY Mandatory Fonﬂs.Ps_rfurmanceS.nsjgl, RR_KeyPersonExpanded_1_2, RR_Budget10, RR_SubawardBudget10_30,
Manage Opportunities RR_SF424_1_2 Optional Forms:None
Retrieve Submitted CAL NEA OPPF CALI TEST AGENCY Mandatory Forms:SF424_2_1, NEAOrganization_2_1 Optional Forms:MNaone
Applications EH SUPP CALI TEST AGENCY Forms:F nental_1_1, SF424_Individual_1_1 Optional Forms:None
Assian Agency Trackin SF424 REGULAR CALI TEST AGENCY Mandatory Forms:SF424_2_1 Optional Forms:None
Humber and/or Agency
Notes CAL Standard Generic CALI TEST AGENCY Mandatory Forms:SF424 2 1, SF424A SF424B Optional Forms:Other
Manage Application CAL TEST SF424 AB GALI TEST AGENCY Mandatory Forms:SF424_2_1 Optional Forms:SF4244, SF424B
Package Templates CAL-A-TEST-RR2 KV Mandatory Forms:RR_SF424_2_0 Optional Forms:NSF_Project_Data, Attachments
—

Manage Agency Users CAL-A-TEST-NDV Kv Mandatory Forms:SF424_Individual_1_1 Optional Forms:MNone
View All Submitted CAL-ATESTMAND Ky Mandatory Forms:SF424_Wandatory_1_2 Optional Forms:Attachments
Applications

CAL-A-TEST-RR KV Mandatory Forms:RR_SF424_2_0 Optional Forms:None
Logout of Grants.qov

CAL-A-TEST-SF424 KV Mandatory Forms:5F424_2 1 Optional Forms:None

CAL-A-TEST-SHORG KV Mandatory Forms:SF424_Short_1_1 Optional Forms:None

CAL-ACF-OWP-2012 GALI TEST AGENCY Mandatory Forms:SF424_2_1 Optional Forms:ObjectiveWorkPlan_2_0

CAL-CDFI-2012 CALITEST AGENCY Mandatory Forms:5F424_Mandatory, COF1_2_0 Optional Forms:None

CAL-CDFI-2013 CALITEST AGENCY Mandatory Forms:Other, COFI_2_0, SF424_Mandatory_1_2 Optional Forms:None

P Mandatory Forms:PerformanceSite_1_4, Attachments, RR_KeyPersonExpanded_1_2, RR_Budget, RR_SF424_1_2

CAL-DOD SBASY30Att CALITEST AGENCY Optional Forms:RR_SubawardBudget30

CAL-DOD-SBAS30- CALI TEST AGENCY Mandatory Forms:RR_KeyPersonExpanded_1_2, RR_OtherProjectinfo_1_3, Attachments, PerformanceSite_1_4,

OTHERPROJ RR_Budget, RR_SF424_1_2 Optional Forms:RR_SubawardBudget30
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Creating Application Package Templates

You can create an application package template that will be used for multiple

opportunity packages. Newly created application package templates have no effect on
existing application packages in Grants.gov.

To create application packages, from the left navigation list click the Manage
Application Package Templates link. You will be directed to the Manage Application

Package Templates screen. Click the Create Template button at the top of the
screen.

)
Contact Us SiteMap Help E J RSS Home
GRANTS.GOV®
Home=For Agencies=Manage Application Package Templates Export Data
(| W Search By
MANAGE APPLICATION PACKAGE TEMPLATES “ Al M

_Create Template Sort B
[: Y @ Ascending © Descending

Template Name -
\ Search

Template Name Owning Agency | Included Forms

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 and
choose the form. Select if the template is for a Single-Project or Multi-Project
Application Package. Then press the Continue button.

r

Contact Us SiteMap Help
GRANTS.GOV®

-

nss

Home » For Agencies >

= > New Application Package Template

CREATE TEMPLATE : STEP 1

Bt Famites:* [ty /
@ Single-Project ) Multi-Project

Continue Cancel
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Creating Single-Project Application Package Templates

On the Single-Project :: 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.

Home = For Agencies = Manage Application Package Templates = Create New Application Package Template

SINGLE-PROJECT :: CREATE NEW APPLICATION PACKAGE TEMPLATE

This screen allows you to create new application package templates that can be used to create an application package for a specific funding
opportunity based on the template.

When you have made the necessary revisions, click the "Save” button to save the modifications.
Click the "Cancel” button to return to the Manage Application Package Templates screen without saving any revisions.
Please note that creating and editing templates has no effect on opportunities already published in Grants.gov.

Form Family: SF424 Family
Package Name: * CAL-UGEX-NF-SP1

Available Forms Mandatory Forms
NARA Project Summary Attachment ~ Application for Federal Assistance (SF-424) (Reguired
NARA Subvention Form MNo Additional Forms/Attachments

Mational Highway Transportation Safety Administration State Certifications and Assurar
Mational Scenic Byways Program Form

NEA Organization & Project Profile

NEA Supplemental Information

MEH Budget

NEH Coverpage Supplemental

Objective Woark Plan

(Other Attachments Form

Project Abstract

A v
Ll v

Project Abstract Summary .
Project Namative Attachment Form Optional Forms
Project/Peformance Ste Location(s) MNo Additional Forms/Attachments

Protection of Human Subjects

Public Telecommunications Facilities Program Hligible Equipment
Public Telecommunications Facilties Program Inventony

S5A Additional Assurances Certifications
S5A SF424 Section G =

Tax Counseling for the Elderdy Program Application Flan

U.5. DEPARTMENT OF EDUCATION BUDGET INFORMATION NON-CONSTRUCT
WEATHERIZATION ANNUAL FILE WORKSHEET

Weatherization Assistance Program Subgrantee Information i

Save Cancel

Enter a name for the Single-Project 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.
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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 Single-Project 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 Single-Project application package template will
appear.

Creating Multi-Project Application Package Templates

On the Multi-Project :: 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.

Home = For Agencies > Manage Application Package Templates = Create New Application Package Template

MULTI-PROJECT :: CREATE NEW APPLICATION PACKAGE TEMPLATE

This screen allows you to create new application package templates for multi-project funding opportunities. Although the template used for
Overall section of the opportunity must include the appropriate SF-424 Cover Page, the cover page form can be removed for the multi-project
sub-package templates by selecting the default form under the Mandatory Forms section and maving it to the Available Forms section on the
left-hand side.

When you have made the necessary revisions, click the "Save” button to save the modifications.
Click the "Cancel” button to return to the Manage Application Package Templates screen without saving any revisions.
Please note that creating and editing templates has no effect on opportunities already published in Grants.gov.

Form Family: SF424 Family
Package Name: * CAL-UGEX-NF-MP1

Available Forms Mandatory Forms

ACH Vendor/Miscellaneous Payment Enrollment Form - Application for Federal Assistance (SF-424)
ANA Application Information

Assurances for Construction Programs (SF-424D)

Assurances for Mon-Construction Programs (SF-424B)
Attachments =
Basic Budget Form

Basic Work Plan

BUDGET INFORMATION - Construction Programs

Budget Information for Non-Construction Programs (SF-4244)
Budget Namative Attachment Form

CD511 Form

Certification of Compliance

COPS Application Attachment to SF-424 Optional Forms
COPS Budget Mo Additional Forms/Attachments

COPS Short Application Attachment to SF-424

CSREES Application Modification

CSREES MRI Proposal Type Form
CSREES Supplemental Information
Dept of Education Combined Assurances (ED-80-0013)

Disclosure of Lobbying Activities (SF-LLL)

DOE SEP Namative Information Waorkshest

DOL BudgetinformationForm LMIBase Programs

DOL_Budget Information FormLMIAAMC i

Save Cancel
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Enter a name for the Multi-Project 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 Multi-Project 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 Multi-Project 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, but it is suggested that you rename the application
package template to a name to differentiate it from your existing agency application
package templates.

>
Contact Us SiteMap Help F J RSS Home
GRANTS. GOV
Home=For Agencies=Manage Application Package Templates ED);I:;)H
Search By Equals
o - *
MANAGE APPLICATION PACKAGE . Template Name ¢
TEMPLATES Sort By _ M- -
@ Ascending © Descending
I Create Template [ Madify Template ] [ Delete Template Template Name -
\ Sear
Search returned 40 results 1
Template Name Owning Agency Included Forms
CACFF FY2010 Food and Nutrition Service gtz;l;dratory Forms:SFLLL, SF424A Mandatory_SF424B, SF424_Mandatory Optional Forms:Attachments,
General Dynamics Information _
SR W ERLST- ] o e e =) S MR T = N i il T
i P
CAL-UGEX-NF-MP General Dynamics Information | o0 iatory Forms:SF424_2_1 Optional Forms:None
Technology
" = = it g e s g -
CAL-UGEX-NF-SP1 TErTTa g Mandatory Forms:SF424_2_1 Optional Forms:None
Dept. ofthe Army — Space & Handzi.tow Forms:RR_OtherProjectinfo, RR_KeyPerson, RR_Budget, RR_SF424 Optional
CBMS BAA Forms " Forms:RR_FedNonFed_SubawardBudget, Attachments, SFLLL, RR_PerormanceSite,
Missle Defense Comman
RR_SubawardBudget
CDC Non-Research (5161) Centers for I_:]isease Control Han_datory Forms:Other, SF424, SFLLL, Budget, HHS_CheckList, Project_Abstract, Project, SF424A
and Prevention Optional Forms:MNone
CDFI Standard Package C_omm_unity D_evglopmem Mandatory Forms:SF424, Attachments Optional Forms:MNone
Financial Institutions
CDFI-201103B-001 V&Y Test Agency Mandatory Forms:SF424_Short_1_1 Optional Forms:None
CDLPI 2010 SLANEE A CEE Mandatory Forms:SF424, SF424B, Atachments, GG_LobbyingForm, SF424A Optional Forms:SFLLL
Safety Administration

This will take you to the Manage Application Package Templates screen. This screen
displays the available application package templates. To view all templates please click
the Search button in the upper right of the page.

Select the application package template that you want to modify by clicking on the row
of the specific template.

Click the Modify Template button at the top of the page. You will be directed to the

Edit Template : Step 1 screen. Select if you are editing a Single-Project or a Multi-
Project template. Click the Continue button.
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Home > For Agencies > Manage Application Package Templates = Edit Application Package Template

EDIT TEMPLATE : STEP 1/

@ Single-Project ) Multi-Project

’ Continue ][ Cancel]

Modifying Single-Project Application Package Templates

If you selected to edit a Single-Project application package template, this will take you to
the Single-Project :: Modify Existing Application Package Template screen.

Home > For Agencies > Manage Application Package Templates > Modify Existing Application Package Template

SINGLE-PROJECT :: MODIFY EXISTING APPLICATION PACKAGE TEMPLATE
This screen allows you to modify an existing package template.

When you have made the necessary revisions, click the "Save" button to save the modifications.

Click the "Cancel” button to return to the Manage Application Package Templates screen without saving any revisions.
Please note that creating and editing templates has no effect on opportunities already published in Grants.gov.

Form Family: SF424 Family
Package Name: * CAL-UGEX-MF-SP1

Available Forms Mandatory Forms

ACH Vendor/Miscellaneous Payment Enrollment Form ~ Application for Federal Assistance (SF-424) (Required
ANA Application Information Mo Additional Forms/Attachments

Assurances for Construction Programs (SF-4240)

Assurances for Non-Construction Programs (SF-424B)
Attachments =
Basic Budget Form

Basic Work Plan

BUDGET INFORMATION - Construction Programs —
Budget Information for Non-Construction Programs (SF-4244)

Budget Namative Attachment Form

CD511 Form

Certification of Compliance

COPS Application Attachment to SF-424 Optional Forms
COPS Budget Mo Additional Forms/Attachments

COPS Short Application Attachment to SF-424

CSREES Application Modification
CSREES NRI Proposal Type Form

CSREES Supplemental Information
Dept of Education Combined Assurances (ED-80-0013)

Disclosure of Lobbying Activities (SF-LLL)

DOE SEF Mamative Information Worksheet

DOL BudgetInformationForm LMIBase Programs

DOL_BudgetinformationFormLMIAAMC 2

Save Cancel

Make any necessary revisions.

If you do not want to save the changes you made to the Single-Project 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 Single-Project 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.

Modifying Multi-Project Application Package Templates

If you selected to edit a Multi-Project application package template, this will take you to
the Multi-Project :: Modify Existing Application Package Template screen.

Home = For Agencies = Manage Application Package Templates = Modify Existing Application Package Template

MULTI-PROJECT :: MODIFY EXISTING APPLICATION PACKAGE TEMPLATE

This screen allows you to modify existing application package templates for multi-project funding opportunities. Although the template used
for Overall section of the opportunity must include the appropriate SF-424 Cover Page, the cover page form can be removed for the multi-

project sub-package templates by selecting the default form under the Mandatory Forms section and moving it to the Available Forms section
on the left-hand side.

When you have made the necessary revisions, click the "Save" button to save the modifications.
Click the "Cancel” button to return to the Manage Application Package Templates screen without saving any revisions.
Please note that creating and editing templates has no effect on opportunities already published in Grants.gov.

Form Family: SF424 Family
Package Name: * CAL-UGEX-NF-MP1

Available Forms Mandatory Forms

ACH Vendor/Miscellaneous Payment Enrollment Form - Application for Federal Assistance (SF-424)
ANA Application Information

Assurances for Construction Programs (SF-4240)
Assurances for Non-Construction Programs (SF-424E)
Attachments

Basic Budget Form

Basic Work Plan

BUDGET INFORMATION - Construction Programs

Budget Information for Non-Construction Programs (SF-424A)
Budget Namative Attachment Form

CD511 Form

Certification of Compliance .
COPS Application Attachment to SF-424 ’thlorliﬂﬁlrms—
COPS Budget
COPS Short Application Attachment to SF-424

CSREES Application Modffication

CSREES NRI Proposal Type Form

CSREES Supplemental Information

Dept of Education Combined Assurances (ED-80-0013)

Disclosure of Lobbying Activities (SF-LLL)

DOE SEP Namative Information Worksheet

DOL BudgetinformationForm LMIBase Programs

DOL_Budget InformationFormLMIAAMC i

m

ALY

ALY

Save Cancel

Make any necessary revisions. If you do not want to save the changes you made to the
Multi-Project application package template, click the Cancel button at the bottom of the

screen. You will be returned to the Manage Application Package Templates screen
and the revisions will not be saved.

OR

If you want to save the changes you made to the Multi-Project 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.

GRANTS.GOV 80



Note: The changes you made to the template will not be reflected in Single-Project or

Multi-Project 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.
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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.

You will be directed to the Manage Application Package Templates screen.

Use the Search By box to search and view templates. The templates will display on the
table below. Select the row of the application package template that you want to delete.
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.

Home=For Agencies>Manage Application Package Export
Templates
Data Search By Equals
MANAGE APPLICATION PACKAGE ‘}_‘, Owning Agency +| [CAL
TEMPLATES
Sort By -
Create Template Modify Template | Delete Template (O] _
Template Name *| Ascending Descending
Search
Search returned 14 results 1
Template Name Owning Agency I".cluded Forms
CAL COPS SHORT N .
ATTAGHMENT Test Agency Mandatory Forms:COPS_Sh_Applicationdtachment, SF424_2_1 Optional Forms:None
CAL EPATEST Test Agency Mandatory Forms:SF424_2 1, EPA#00_4 2 0, EPA_KeyContacts Optional Forms:None
CAL NEH SUPP Test Agency Mandatory Forms:Fellowshipsg#ipplemental_1_1, SF424_Individual_1_1 Optional Forms:None
(AL A Test Agen Mandatory Forms:SF424 ™  SF424B, SF4244 Optional Forms:Other

el Mandatory Forms:SF424_2_1 Optional Forms:SF424B, SF424A

You will be directed to the Delete Application Package Template Verification screen.
Click the Delete button to permanently remove the listed template. You will be returned
to the Manage Application Package Templates screen

OR

To cancel without deleting, click the Cancel button to return to the previous screen and
the template will be displayed in the table list.

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

DELETE APPLICATION PACKAGE TEMPLATE VERIFICATION

You are about to delete this Package Template from the Grants.gov database. Please review the details of the template
below and make absolutely sure that you wish to delete it, before pushing the "Delete” button below.

Please note that creating and editing templates has no effect on opportunities already published in Grants.gov

Template Name: CAL-TEST- SF424 AB
Mandatory Forms: application for Federal Assistance (SF-424)

Optional Forms:  pgpe

Delete . E—
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Retrieving Submitted Applications

From Retrieve Submitted Applications Link

To retrieve and download the applications submitted to your agency, click the Retrieve

Submitted Applications link from the left navigation list. You will be directed to the
Retrieve Submitted Applications screen.

/

h_ -
» GRANTS.GOV*

-

Contact Us SiteMap Help J RSS Home

Welcome, Home=For Agencies=>Retrieve Submitted E);g:rt

J?':{‘;G Doe Applications Search By

° } ¥ Al -

Manage My Profile ®

Manage Wy Profle RETRIEVE SUBMITTED

View Closings Calendar APPLICATIONS Sort By

Submission Report CFDA v @ Ascending © Descending
Set Agency Level

SetAency Level Please note that grant applications ...
Create Agency (more]

Modify Agency

Published Opportunities
Applicant Report
Oraanization Report
Rejection Report

Get Version

CFDA Funding Opportunity # Competition Id Grants.gov # Program Name Submitter Date/Time Received

Audit Report
Change My Password

Retrieve Submitted
Applications

Humber andlor Agency
Hotes

Manage Application
Package Templates

Manage Agency Users

View All Submitted
Applications

Logout of Grants.qgov

Use the Search By box to search and view the applications available for download. The

search results will display in the table below. Select the row(s) of the application you

want to download.
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Export Data

“ Search By
RETRIEVE SUBMITTED APPLICATIONS Al b

l Download Application(s) < Sort By

Home>For Agencies>Retrieve Submitted Applications

Please note that grant applications ...(more) CFDA e ® Ascending 0 Descending
| Search |
Search returned 513 results 1 2 3 4/5 67 89 10 next> last>>

Funding Opportunity # Competition Id Submitter Date/Time Received

VISH120312-SF424FAM-
OPTNL-SP-CID

Grants.gov # Program Name

Agricultural Research_Basic
and Applied Research

Grants.gov
Testers

VISH120312-SF424FAM-OPTNL-SP GRANT00561227 2012-12-03 15:15:06

10001  07212009-KV-1 S GRANT00556832 Submitter123  2012-07-0518:47:38
10001 07212009-KV-1 S GRANT00556864 Submitter123 20120706 18:22:54
10001 TESTTIMEOUTO3 191919 GRANT00556457 Submitter123  2012-06-27 1202:06
10001  07212008KV-1 LN aln GRANT00556862 Submitteri23  2012-07-06 18:2253
10001 07212009-KV-1 S GRANT00556863 Submitter123  2012-07-06 18:2253

07212009-KV-SH- .
07212009-KV-1 R ehPEcOEn GRANT00556867 _ Submitteri23 | 2012-07-06 18:24:27

TESTTIMEOUT03 191999 Joemawtoossez2s [ | submitter12a

2012-07-02 18:45:42

10.001 TESTTIMEOUTO03 191919 GRANT00556727 Submitter123 2012-07-02 19:50:09
07212009-KV-SH- . 40
10.001 07212009-KVv-1 NEHSUPPCOVER GRANT00556861 Submitter123 2012-07-06 18:19:57
07212009-KV-SH- 2 Y
10.001 TESTTIMEOUT03 191919 GRANT00556742 Submitter123 2012-07-03 13:24:41
10.001 TESTTIMEOUT03 191919 GRANT00556803 Submitteri23 2012-07-05 13:37:57
10.001 TESTTIMEOUT03 191919 GRANT00556821 Submitteri23 2012-07-05 16:30:24
07212009-KV-SH- > P
10.001 07212009-KV-1 NEHSUPPCOVER GRANT00556860 Submitteri23 2012-07-06 18:19:05

Once you have selected the application, the Download Application(s) button will be
enabled. Click the Download Application(s) button. You will be directed to a second
Retrieve Submitted Applications screen that displays the applications you selected to
download.

Home=For Agencies>Retrieve Submitted Applications

RETRIEVE SUBMITTED APPLICATIONS
[ Download Applications ] i

CFDA | Funding Opportunity # | Competition Id Grants.gov # Program Name Submitter Date/Time Received
07252012-KJ-NEF-OPT 07252012-KJ-NSF-OPT GRANTO0557280 Grants.gov Testers  2012-07-25 11:54:37
06222012-NF-FORM29 FORM29-NF-SHORTORG-OPT ~ GRANT00556362 Grants.gov Testers  2012-06-25 16:09:58
07242012-KJ-NSF 07242012-KJ-NSF-OPT GRANT00557248 Grants.gov Testers  2012-07-24 15:16:42
07252012-KJ-NSF-OPT 07252012-KJ-NSF-OPT GRANTO0557278 Grants.gov Testers  2012-07-25 11:37:12
07242012-KJ-NSF 07242012-KJ-NSF-OPT GRANTO0557245 Grants.gov Testers  2012-07-24 15:03:52
06222012-NF-FORM29 FORM29-NF-SHORTORG-OPT ~ GRANTO0556741 Grants.gov Testers  2012-07-03 12:44:45

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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File Download (X

b Siomrn e can haim yous cormputer |F the fle il ommstion below
Yt looks suspicious, of pou do rol ully et the sounce., do not open of
2l this e,

File name:  TAG20030807T 1 75445, zip
File typec. 'Windip File
Firom: agrantsdh. oW com

Sl yonn Bom b open the b or save i b pour computen?

[ open | |_Save || Cocel | [ Moelrio |

[] oo merk: bofioees oprang this type of e

To return to the previous screen without downloading the applications, click the Back

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

the application before opening it.

From the File Download screen, click the Save button. This will open the Save As
window.

Save As @@
Savein | (3 bm ¥ O & e @
L) call center TAGZ20030806132623.2p
! E, LJcontent TAGZ0030606193224.2p
My Recent ) Grartee IDEAS update routine TAG20030807165810.2p
Documents JGrantor IDEAS update routine TAG20030807175445.2p

- I ) Grants_edcommn_com_backup

J oraphics
Desktop ogs
CARSW
L) scresnshots
Latranng
L workaround
My Document:
L 2 ‘;_]wasm
; £ TAG2003080612409.2p
- TAG20030708180133.2p
TAG20030806120627.2p
My Computer
- File pame: TAG 200308071 75546.20) v
MyNewok  Saveashipe:  WinZpFie v

Select the location where you want to save the application and click the Save button.
You will be returned to the Retrieve Submitted Applications screen where the
Acknowledge Completion of Download button will become enabled.
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Home=>For Agencies>Retrieve Submitted Applications
RETRIEVE SUBMITTED APPLICATIONS
p— —
{ Download Applications ” Acknowledge Completion of Download ] [ —
1
CFDA Funding Opportunity # Competition Id Grants.gov # Program Name Submitter Date/Time Received
07252012-KJ-MSF-0PT 07252012-KJ-MNSF-0PT GRANTO0557279 Grants.govTesters  2012-07-25 11:39:06
06222012-NF-FORM29 FORM29-MF-SHORTORG-OPT  GRANTO0556363 Grants.govTesters  2012-06-25 16:13:10
07242012-K1-NSF 07242012-KJ-MNSF-0PT GRANT00557245 Grants.gov Testers  2012-07-24 15:03:52
07252012-KJ-MSF-OPT 07252012-KJ-MNSF-0PT GRANT00557273 Granis_gov Testers  2012-07-25 10:00:36
07242012-KJ-N3F 07242012-K-MNSF-OPT GRANT00557250 Grants.gov Testers  2012-07-24 15:29:04
06222012-NF-FORM29 FORMZ29-NF-SHORTORG-OPT ~ GRANT00556362 Grants.gov Testers ~ 2012-06-25 16:09:58
1

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.

From View All Submitted Applications Link

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. Use the Search By box to search and view a list of
the applications submitted to your agency.

Home>For Agencies>View All Submitted Applications Export Data
(X Search B

VIEW ALL SUBMITTED APPLICATIONS e il

Al

on(
Sort By

Download selected items _

Grants.gov # : (® Ascending Descending

Search

Search returned 653 results

10001 0627KV-2 0627-KV-RR-3 GRANTO0074127  2008-03-01 00:0000 Individual User 000000000INDV.

00000 IRENE-ATO7-EPFORM-0618 FGHDFHGDFH GRANTO0556181  2012-06-18 113158 Individual User 000000000INDV. B
00000 FRENEATOZEREORMMMDATORY. |l raanrq GRANTO0S56183  2012-06-18 11:49:17 Individual User 000000000INDV. soros smin
00000  IRENE-ATO7-EPFORM-0618 FGHDFHGDFH GRANTO0S56190  2012-06-18 14:04:43 Individual User 000000000INDV. Jans Doe
00000  IRENE-ATO7-EPFORM-0618 FGHDFHGDFH GRANTO0556192  2012-06-18 14:23.05 Grants.gov Testers 0000000000000 sans Dos
00000  IRENE-ATO7-EPFORM-0618 FGHDFHGDFH GRANTO0S56193  2012-06-18 142645 Grants.gov Testers 0000000000000 Jans Doe
00000  IRENE-ATO7-EPFORM-0618 FGHDFHGDFH GRANTO0556194  2012-06-18 14:28:49 Grants.gov Testers 0000000000000 soros omin
00,0001 | [ ENGATOCECRORMMANDATORY. | |l rGspra GRANTO0556198  2012-06-18 14:56:47 Grants.gov Testers 0000000000000 Jana Dos
00000 || MENEATCTEFECRBMMANDATORYS | | raspra GRANT00556199  2012-06-18 14:58:16 Grants.gov Testers 0000000000000 e ow
00000  RENEATOT-EPFORMMANDATORY: pasprg GRANT00556201  2012-06-18 15:07:03 Grants.gov Testers 0000000000000 e i
00007 | [IRENEATOZEREONMMANDATORY: ) | aspeg GRANT00556202  2012-06-18 15:13:33 Grants gov Testers 0000000000000 e Dow
00000 | FHENEATOZEREORMMANDATORYE | Fasnrq GRANT00556203  2012-06-18 15:15:55 Grants.gov Testers 0000000000000 i o

Select the applications that you want to download by selecting the application row.
Click the Download Application(s) button to download the applications. This will begin
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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 Denaniload

b ] Soma ez can haim pou computer, I the e nbamation beiow
\qf; ook susgaciou of pou do not fully i the comce, do not open o
oy Heis (e

Fila name:  TAGI00GIE0T] 75445, 2ip
Flalype  Windip Pie
[Fuipei egrant s, Fow.Com

Woudd wou Bos bo open the Fle or zave # 1o your compuber?

[ Gpen || _Sove || Concel | [ Moeinio |
[] Absrays ek before opering this bwpe of il

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

S ) ke = Q0 Ry
Ol caErtes T 2 V0T
Ei Cjeertert TR 0GB
My Recent | yeartes DEAS igdste routing [ TACHONMOTIESET0 20
Doummarie i 0 S a8 FomitTe TN TE FEHE 1

dipaphes
T
LR
) Sy ety
=]
e e

: a L DGrarty_sckomm_com _badup

My ficcumenin
|_Jyweiw beRael

= Wida NG 8 20 2D
TSRO B0 10U
TrelrE0a MedT o

My Comngaied
prr——r——y
Ay Matemt. S 0 i wWiride Fie o |

Select the location where you want to save the application and click the Save button.
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Assigning Agency Tracking Numbers and Agency Notes

Assigning agency tracking numbers allows you to assign a unique number to a
submitted application that your agency can use internally for application identification.
Agencies can also assign notes to submitted applications to be viewed by their
applicants. Agency notes can be added/updated to application submissions that are in
“‘Received by Agency” state or “Agency Tracking Number Assigned” state.

Before you can assign a tracking number or applicant notes, 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 or agency notes
assigned, click on the Assign Agency Tracking Number and/or Agency Notes on the
left navigation list.

)

-
= GRANTS.GOWV*

Contact Us SiteMap Help [[J RSS Home

Export Data
Welcome, Home=For Agencies>Agency Tracking Number/Notes Assigner P

_[l;l:;G Doe W Search By
Default -

Manage My Profile AGENCY TRACKING NUMBER/NOTES ASSIGNER o
View Closings Calendar
Submission Report

Set Agency Level
Create Agency

Modify Agency
Published Opportunities
Applicant Report
Organization Report
Rejection Report

Get Version

@ Ascending © Descending

Search

Date Received

Opportunity Number Comp. ID Grants.gov # Date/Time Received Agency Tracking # and Notes

Audit Report
Change My Password
Manage Opportunities

Retrieve Submitted
Applications

Assign Agency Tracking
Number andior Agency
Notes

J

Manage Application
Package Templates

Manaqge Agency Users
View All Submitted
Applications

Logout of Grants.gov

This link will open up the Agency Tracking Number/Notes Assigner screen. This
screen displays a list of the submitted applications which have not been assigned an
agency tracking number and/or agency notes.
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Search returned 3 results

Home>For Agencies=Agency Tracking Mumber/Notes Export
Assigner Data

Search By
AGENCY TRACKING s Default
NUMBER/NOTES ASSIGNER

Sort By

Grants.gowv #

Y

®
Ascending Descending

| Search |

N

Date/Time Received

GG-TRAIN-CAL GRANTO0542918  2011-05-20 07:13:20
GG-TRAIN-CAL GRANT00542928  2011-05-20 11:09:17
GG-TRAIN-CAL GRANT00542938  2011-05-20 14:52:40

AssignTrackingMumberAndNotes

To assign both Agency Tracking Number and/or Agency Notes, simply click on the
AssignTrackingNumberAndNotes link within the Agency Tracking # and Notes field of
the specific application submission you need to assign a tracking number and/or agency

notes to.

A pop-up screen will appear with fields to enter the Agency Tracking Number and
Notes. Both of these fields are optional. You may assign Notes without assigning an
Agency Tracking Number. You may assign an Agency Tracking Number without

assigning Notes.

Click the Submit button in order to complete the assignment or Click the box at the right-

hand corner in order to cancel.

Home>For Agencies=Agency Tracking Number/MNotes
Assigner

AGENCY TRACKING
NUMBER/NOTES ASSIGNER

Search returned 3 results

Export
Daes Search By
“ [ Default = ]
Sort By
[ Grants.gov #

Agency Tracking Number and Agency Notes

i @ ©]

Ascending Descending

| Search |

<<first <prev 1 next> last>>

GEaatsao e GEANTOO o0 2
I Agency Tracking Number: CAL456 I
Lorem ipsum dolor sit amet, consectetur adipisicing last ==
elit, sed do eiusmod tempor incididunt ut labore et
dolore magna aliqua. Ut enim ad minim veniam, quis
Agency Notes: nostrud exercitation ullamco laboris nisi ut aliquip ex
ea commedo consequat. Duis aute irure dolor in
reprehenderit in voluptate velit esse cillum dolore eu
— - _ _ "
| Submit



You can view the change by clicking the View All Submitted Applications link on the
left of the screen. Additionally, Notes may be further edited by clicking the View All
Submitted Applications link on the left of the screen. (Agency Tracking Number cannot
be edited.)

Note: Every time notes are added or edited, AOR’s will receive email notification
including the actual notes added/edited to the application submission.

To narrow your search, you can search by several categories. Categories include the
following: Default; All; CFDA; Opportunity Number; Comp ID; Grants.gov #; and Date
Received.

The Default search result provides all applications in "Received by Agency” status” (i.e.,
applications that have been acknowledged by the agency).

The All search result provides all applications in “Received by Agency” status and
"Agency Tracking Number Assigned" status.

Home=>For Agencies=>View All Submitted Applications Export
Data Search By
VIEW ALL SUBMITTED v
APPLICATIONS b Al
Download Application(s) Sort By
Grants.gov # . @® Ascending Descending

Download selected items

Search

Search returned 7 results
S.tus

CFDA Opportunity Number m Grants.gov # Date/Time Received
Agency

GG-TRAIN-CAL GRANT00542918  2011-05-20 07:13:20 L’f;'gg?

Assigned

Agency

GG-TRAIN-CAL GRANT00542928  2011-05-20 11:09:17 L’j;'gg? CAL567

Assigned

1
Agency Tracking # and Notes

GG-TRAIN-CAL GRANT00542932  2011-05-20 13:26:08 Aeleciedwith

Agency

GG-TRAIN-CAL GRANTO0542938  2011-05-20 14:52:40 L’S;'gg? CAL678

Assigned

GG-TRAIN-CAL GRANT00542952  2011-05-20 16:50:30 g;ﬁl‘;f“ by ViewTrackingNumberAndNotes

Note: Grantors can only assign Agency Tracking Numbers one time. There is no
limit to the number of times Agency Notes can be assigned/edited.
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Managing Agency Users

This section of the site enables you to reassign roles, view a user profile and deactivate

agency users.

To reassign roles, view a user profile, and/or deactivate an agency user, select the

Manage Agency Users link from the left navigation list. Use the Search By box to

search and view a list of your agency users. This screen displays the users currently
registered with the agency that you represent. Click on the row of the specific user and

this will enable the Reassign Roles, View Profile and Deactivate User buttons.

welcome,
Jane G Doe

of Kv

Manage My Profile
View Closings Calendar

Submission Report

| —-_—
A=

7
GRANTS.GOV*

Contact Us SiteMap Help [JRSS Home

Home=>Far Agencies>Manage Agency Users E’;‘::ﬂ Search By Equals

MANAGE AGENCY USERS W UserD My

Set Agency Level
Create Agency
Modify Agency

Applicant Report
Oraanization Report
Rejection Report
Get Version

Audit Report
Change My Password
Manage Opportunities

Retrieve Submitted
Applications

Number andlor Agency
Notes

Manage Application

I Reassign Roles H View Profile H Deactivate User I | ——

Published Opportunities

Assign Agency Tracking

ToCaTcn Terumed 2 e

User ID Last Name First Name Account Status
idg doe jane INACTIVE

Applications
Logout of Grants.qov

Package Templates
[ Manage Agency Users <
I <«
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Reassigning Roles

To reassign user roles, select the row of the specific user. Then click the Reassign
Roles button. You will be directed to the Reassign User Roles screen.

Home=For Agencies>Manage Agency Users>Reassign User Roles

REASSIGN USER ROLES

User Name: "doe, jane”
User ID: GG-jdg

Remaining Roles: Current Roles:

Agency Template Creator
Manage Synopses

Agency Tracking Number/Motes Assigner
Manage Packages <
View Applications

Manage Agencies
Agency Report Viewer
Agency Grant Retriever

(]

I have verified the identity of this user and their authority to be assigned the above
roles. I understand that users assigned the Agency Grant Retriever and View
Applications roles will have the ability to access proprietary information in grant
applications, and that users assigned the Manage Agencies role will have the ability to
assign roles to other users on my behalf. I will periodically review the list of users in
my agency and revoke these roles when they are no longer needed.

Continue ][ Cancel Reassign ]

The Remaining Roles field lists the roles that have not been assigned to the user.
The Current Roles field lists the roles which are currently assigned to the user.

To add a role, select one or more roles from the Remaining Roles field. Then click the
single arrow (>) pointing to the right. To add all roles, click the double arrow (>>). The
role(s) will move from the Remaining Roles field to the Current Roles field.

To remove a role, select one or more roles from the Remaining Roles field. Then click
the single arrow (<) pointing to the left. To remove all roles, click the double arrow (<<).
The role(s) will move from the Current Roles field to the Remaining Roles field.

When complete, check the verification box and select the Continue. To cancel the

reassign, select the Cancel Reassign button. You will be redirected back to the
Manage Agency Users screen.

GRANTS.GOV 92



Home=For Agencies>Manage Agency Users=Reassign User Roles

REASSIGN USER ROLES

User Name: "Doe, Jane”
User ID: GG-JDoe_grantor

Remaining Roles: Current Roles:
Manage Packages Agency Template Creator
View Applications Manage Synopses

Manage Agencies Agency Tracking Mumber/Motes Assigner
Agency Grant Retriever

Agency Report Viewer

M W

I have verified the identity of this user and their authority to be assigned the above
roles. I understand that users assigned the Agency Grant Retriever and View
Applications roles will have the ability to access proprietary information in grant
applications, and that users assigned the Manage Agencies role will have the ability to
assign roles to other users on my behalf. I will periodically review the list of users in
my agency and revoke these roles when they are no longer needed.

Continue ” Cancel Reassign ]

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

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

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

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

e Manage Agencies role allows a user to manage agencies.

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

e Manage Synopses role allows a user to setup grant synopses within your
agency’s grant opportunities.

e Agency Report Viewer allows a user to view applicant and organization reports
regarding their registration statuses.
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Viewing Agency User Profile

To view an existing user’s profile, from the Manage Agency Users screen, select the
row of the specific user. Then click on the View Profile button. You will be directed to
the View Agency User Profile screen.

Home > For Agencies > Manage Agency Users > View Agency User Profile

VIEW AGENCY USER PROFILE

First Name: jane

MI:
Last Name: doe
Job Title: tester

Agency Code: KV

Telephone: 7032223344

Email: jane.doe@work.com
User Name: jdg

You will be able to view the agency user profile and provide the user with their
username, email, and other profile information on file with Grants.gov. If necessary, the
user can use this information to reactivate or unlock their account using the | Forgot My
Password/Unlock My Account functionality. To return back to the Manage Agency
Users screen, click your web browser’s back button or click on the Manage Agency
Users link.
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Deactivate Agency User

To deactivate a user, from the Manage Agency Users screen, select the row of the
specific user. Then click on the Deactivate User button. You will be directed to the
Deactivate User Confirmation screen.

Home:For Agencies=_Manage Agency Users =Deactivate User Confirmation

DEACTIVATE USER CONFIRMATION

Are you sure you want to deactivate the following users?

User ID Last Name First Name
idg doe jane

[ Deactivate User l I Cancel J

To confirm that you want to deactivate the user, click the Deactivate User button. If
you do not want to deactivate the listed user, click the Cancel button. You will be
directed back to the Manage Agency Users screen.
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Managing Agencies

This section describes how to create and modify agency profiles, and set agency levels.
Grants.gov Agencies are organized in tiers. The tiers are linear where the Tier 1
agency is “parent agency” and Tiers 2-6 are “sub-agencies” within the “parent agency.”
Note: To delete an agency or sub-agency you must contact Grants.gov PMO.

AGENCY TIERS

You may have numerous sub-agencies registered with the parent agency.

SAMPLE AGENCY
STRUCTURE

TIER 1

IER

TIER 3

TED
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How Agency Enrollment Codes Work

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

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

What You Can See When You Log In

When you log in to the For Grantors section, you are logging into a specific agency in a
specific tier. What you are able to view depends on your assigned roles, including.

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 see all templates but you can only modify your agency’s template).

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. You can view the
subagency users from Manage Agency Users link.
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Creating Agencies

To create a new agency, click the Create Agency link on the left of your screen. You
will be directed to the Agency Profile screen.

Home = For Agencies = Create Agency = Agency Frofile

AGENCY PROFILE

Agency Information:

Agency Level: G
Agency Name:

Agency Code:

CFDA Prefix:

Agency Point of Contact Information:
Name:

Address Line 1:

Address Line 2:

City:

State:

Zip Code:

Tel:

Email:

Grants.gov Preferences:
Application Download Format: Select Your Download Format

E-mail Notification to Role Manager: | Select Your Notffication Type

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 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 an agency or sub-agency click the Set Agency Level link on the left of your
screen. You will be directed 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.

Home = For Agencies > Modify Agency = Agency Profile
AGENCY PROFILE

Required fields are denoted with an asterisk (*).
Agency Information:
Agency Name:* KV
Agency Code:* (Can contain only upper case letters and numbers.)
CFDA Prefix:* 10
Agency Point of Contact Information:
Name:* KV
Address Line 1:* 123 Main 5t
Address Line 2: Suite 200
City:* Fairfax
State:* VA
Zip Code:* 22030
Tel:* 111-222-111
Email:* K. Vname@gmail.com
Agency enrollment code: Kv
Grants.gov Preferences:
Application Download Format: XML, Form PDF, and Attached Files -
E-mail Notification to Role Manager:* When fist vabidated application is submitted to each opportunity ™

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.

Home>For Agencies>Set Agency Level

SET AGENCY LEVEL

[ Set Agency Level l

open all | close all
SV
----- 00 - Sub agency with submissions

----- 07242010 - 07242010
----- 08 - 08092011 -kj
----- 081 - 08102011-kj
~/09082009 - 09082009-5UB
1111111 - kilak

----- 100 - agent

=100 - lakshmipdcm
2010 - 02022010
22 - Bala
--999 - bala

----- 1001 - ara

----- 10011 - KJ

----- 10292010 - 10292010

----- 111 - XML

----- 01292010 - agency created on 01292010
----- 05212009 - 05212009-KV-Subagency

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.

GRANTS.GOV

101



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 navigation list. You will be
directed to the View All Submitted Applications screen.

To view a listing of applications use the Search By box. 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 using the drop-down menu. You
can also re-retrieve submitted applications from this screen.

’

[ —-—
= GRANTS.GOV*

Contact Us SiteMap Help I'J RSS Home

Welcome, Home:For Agencies=View All Submitted Applications Export Data
jane doe o Search By Equals
of kv !H

\anage iy Profile VIEW ALL SUBMITTED APPLICATIONS AOR Name Mg

[ Dovwnload Applications) | | <@
View Closings Calendar Download < Sort By

Report I Grants. gov # ¥  ® Ascending O Descending

selscted items

Set Agency Level
Create Agency
Modify Agency

— Search returned 222 results

Published Opportunities
Applicant Report CFDA Opportunity Number Comp. ID Grants.gov # Date/Time Received Legal Business Name DUNS | AOR Name ‘ Status

Organization Report
Rejection Report

Get Version

Received by

00.000 52012-K1-FORMS29 | GRanToOSSE774 | 2012-07- G 0000000000000 | K104032011 | o

Audit Report %052012'

Change My Password 00.C00RN 070220420 LORM S 23R oyt 5998

SHORT

07052012-
Retrieve Submitted K-
Applications 00.000 07052012-KJ-FORM329 GRANTO00556811 2012-07-05 14:47:00 Grants. gov Testers 0000000000000  KJ 04032011 Validated

GRANTO0556789 2012-07-05 11.58:40 Grants.gov Testers 0000000000000  KJ 04032011 Validated

Manage Opportunities

Assiqn Agency Tracking
Number and/or Agency
MNotes

07052012-KJ-FORMS29 G 556 -07-05 1503 0000000000000 | KJ 04032011 ff“s“’,mby
Manage Application gency
Package Templates
Manage Agency Users e
7052012-KJ-FORMS G 556 2012-07-05 15:37:57 Grants ) 04032 -
TR 07052012-K-FORMS29 GRANTO0556 2012-07-05 15:37:57 g 0000000000000 | KJ04032011 |
Applications
0qout of Grants.qov

07062012-
00000  07062012-KI-FORMS29 EgRMSZQ- GRANTO0556850  2012-07-06 13:13:44 Grants gov Testers 0000000000000 KJ 04032011 Validated
SHORT-OPT
07062012-
00000  07062012-KJ-FORMS29 £ GRANTO00556851  2012-07-06 13:37:32 Grants gov Testers 0000000000000 KJ 04032011 Receled oy
K
FORMS28- g Agency
SHORT-OPT
07062012-
00000  07062012-KJ-FORMS29 K- GRANTO0S56853  2012-07-06 14:2252 Grants.gov Test 0000000000000  KJ04032011  Roceledoy
K
FORMS29- rants.gov Testers Fepene
SHORT-OPT

To download or re-retrieve a submitted application, select the row of the application(s)
that you wish to download, click the Download Application(s) button. You will be
directed to a second View All Submitted Applications screen. Click on the Begin
Download button.
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Home=For Agencies=>View All Submitted Applications

VIEW ALL SUBMITTED APPLICATIONS

NOTE:

This view allows the user to download the application(s). However, this view does not complete the Work Flow
Process. To complete the Work Flow Process, you must navigate to "Retrieve Submitted Applications™ on the left
navigation bar and proceed accordingly.

Begin Download

‘ Opportunity Number Comp. ID Grants.gov # Date/Time Received Status Agency TrackKing #
07052012-KJ-FORMS29 07052012-KJ-FORMS29-SHORT  GRANTO00556816 2012-07-05 15:37:57 Received by Agency
00.000 07052012-KJ-FORMS29 07052012-KJ-FORMS29-SHORT  GRANT00556812 2012-07-05 15:03:10 Received by Agency
00.000 07052012-KJ-FORMS29 07052012-KJ-FORMS29-SHORT ~ GRANTO00556774 2012-07-05 08:39:15 Received by Agency

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

storage device.

To obtain the manifest double click on the file name and the manifest text file will be

included in the zip.

&) WinZip - RG1207200520080409144519[1].zip

File Actions Options Help

CHASTO@ED

e Cpen Favorites Add Extract Encrypt

Type
WinZip File

b X e : i
W &
Wigw Checkout  Wizard

Modified Size | Ratin | Packed  Path
4/9/2008 2:43 PM 110,371 0% 110,070
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Reporting

Grants.gov provides a variety of reporting features for Grantors to review and verify
Grants.gov user and Submission data.

Applicant Report

To view information on a registered Applicant, enter their username in the Applicant
Username field and click the Verify button.

Home = For Agencies = Applicant Report

APPLICANT REPORT

Applicant Username: jdoe_org

Verify

The Applicant Report Results page will display the Applicant Username, DUNS, if it
is a Valid DUNS, whether an E-Business Point of Contact (POC) Exists, an E-
Business MPIN Exists, and if the applicant is an Authorized Organization
Representative (AOR).

Home = For Agencies > Applicant Report = Applicant Report Results

APPLICANT REPORT RESULTS

Applicant Username: jdoe_org
DUNS: 0000000000000
Results:
Valid DUNS: Yes
E-Business Point of Contact (POC) Exists: Yes
E-Business MPIN Exists: Yes
Authorized Organization Representative (AQR): Yes

Cancel
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Audit Report
To view information on a registered Applicant, E-Biz user, or Grantor, select the User

Type radio button (Applicant, E-Biz, or Grantor) and enter their username in the
Username field and click the Search button.

Home = For Agencies >

Audit Report

AUDIT REPORT

User Type:

Username:

@ Applicant

E-Biz

Please select the type of user and enter the username below.

Grantor

The Audit Report List page will provide the following audit data; Performed By,

Performed On, Audit Category, Action, Source, Timestamp, and Audit Details.

The following is an example of an Audit report for an Applicant.

AOR-kj0000
ADR-kj0000
AOR-Kj0000D
AOR-Kj00D0D
AOR-kj0000
ADR-kj0000
AOR-kj000O0D
AOR-Kj000D0D
ADR-K]0000D
ADR-kj0000
AOR-kjOOOO
AOR-Kj0000D
AOR-Kj0000D
ADR-kj0000
AOR-kj0000
AOR-kj000D0D
AOR-KjOOOD
ADR-Kj0000D
AOR-kj0000
AOR-kj0DDO
AOR-Kj0000D
AOR-KJ000D0D
AOR-kj0000
ADR-kj0000
AOR-kj000D0D
AOR-Kj000D0D
AOR-kj0000
ADR-kj0000
AOR-kj0OOO

k0000
Ki0000
k0000
Kj0000
Kj0000
Ki0000
k0000
Kj0000
Kj0000
Kj0000
k0000
Kj0000
Kj0000
Ki0000
Ki0000
Kj0000
Kj0000
Kj0000
Kj0000
k0000
k0000
Kj0000
Kj0000
Ki0000
Kj0000
Kj0000
Kj0000
Kj0000
Ki0000

Home = For Agencies = Audit Report List

AUDIT REPORT LIST

Audit

User
User
User
User
User
User
User
User
Role
User
User
Profile
User
User
User
User
User
Role
User
User
User
User
User
Profile
User
User
User
User
User

Authorize HTML
Login HTML
Authorize HTML
Login HTML
Authorize HTML
Login HTML
Authorize HTML
Login HTML
Grant HTML
Authorize HTML
Login HTML

Password Reset HTML
Login Failed HTML

Authorize HTML
Authorize HTML
Authorize HTML
Authorize HTML
Revoke HTML
Login HTML
Authorize HTML
Login HTML

Login Failed HTML
Login Failed HTML
Password Reset HTML

Locked HTML
Locked HTML
Locked HTML
Locked HTML
Locked HTML

13-Dec-12 10:11:45 AM
13-Dec-12 10:11:39 AM
13-Dec-12 08:37:04 AM
13-Dec-12 08:36:54 AM
11-Dec-12 12:55:38 PM
11-Dec-12 12:55:31 PM
10-Dec-12 03:03:29 PM
10-Dec-12 03:03:158 PM
03-Dec-12 11:45:14 AM
03-Dec-12 11:45:14 AM
03-Dec-12 11:45:04 AM
28-Mov-12 10:18:52 AM
28-Mov-12 10:18:18 AM
21-MNov-12 12:18:42 PM
21-Mov-1212:18:40 PM
21-Mov-12 12:18:38 PM
21-Mov-12 12:18:35 PM
21-Mov-12 12:18:35 PM
21-Mov-1212:18:29 PM
21-Mov-12 12:17:36 PM
21-Mov-1212:17:29 PM
21-Mov-12 12:16:09 PM
21-Nov-12 12:16:05 PM
21-Nov-12 12:12:47 PM
21-Mov-12 12:11:37 PM
21-Mov-12 12:09:53 PM
21-MNov-12 12:09:46 PM
21-Mov-12 12:09:41 PM
21-Mov-12 11:58:45 AM

Correct MPIN entered

Successfully logged into Grants.gov
Correct MPIN entered

Successfully logged into Grants.gov
Correct MPIN entered
Successfully logged into Grants.gov
Correct MPIN entered

Successfully logged into Grants.gov
EBIZ Role Granted

Correct MPIN entered

Successfully logged into Grants_gov
Password reset

Invalid login attempt

Incorrect MPIN entered

Incorrect MPIN entered

Incorrect MPIN entered

Incorrect MPIM entered

EBIZ Role Revoked

Successfully logged into Grants.gov
Correct MPIN entered

Successfully logged into Grants.gov
Invalid login attempt

Invalid login attempt

Password reset

Account locked

Account locked

Account locked

Account locked

Account locked
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The following is an example of an Audit report for an E-Biz.

Home = For Agencies = Audit Report List

AUDIT REPORT LIST

bartormeasy __|sertomed on iestegory ction lsourcenmestamp __uatpetsis |
Performed By Performed On Category Timestamp Audit Details
DUMNS-0000000000000 0000000000000 User Login HTML  04-Dec-12 03:23.06 PM  Successfully logged into Grants.gov
DUMNS-0000000000000 0000000000000 User Login HTML  30-Mov-12 10:44:07 AM Successfully logged into Grants.gov
DUMNS-0000000000000 0000000000000 User Login HTML  29-Mov-12 10:02:24 AM Successfully logged into Grants.gov
DUMNS-0000000000000 0000000000000 User Login HTML  29-Mov-12 09:34:22 AM Successfully logged into Grants.gov
DUMNS-0000000000000 0000000000000 User Login HTML  21-Mov-12 12:19:32 PM Successfully logged into Grants.gov
DUMNS-0000000000000 0000000000000 User Login HTML  20-Mov-12 12:37:08 PM Successfully logged into Grants.gov
DUNS-0000000000000 0000000000000 Profile Eiii‘g":m HTML  20-Nov-12 12:3654 PM Password changed

grants_gov system 0000000000000 Profile Password Reset HTML ~ 20-Nov-12 12:36:03 PM Password reset

grants.gov system 0000000000000 Profile Password Reset HTML ~ 20-Mov-12 12:35:52 PM Password reset

grants.gov system 0000000000000 Profile Password Reset HTML — 20-Mov-12 12:35:43 PM Password reset

grants.gov system 0000000000000 Profile Password Reset HTML ~ 20-Mov-12 12:35:34 PM Password reset
DUNS-0000000000000 0000000000000 User Login Failed HTML  20-Mov-12 12:35:24 PM Invalid login attempt
DUNS-0000000000000 0000000000000 User Login Failed HTML  20-Mov-12 12:35:15 PM  Invalid login attempt
DUNS-0000000000000 0000000000000 User Login Failed HTML  20-Mov-12 11:41:39 AM Invalid login attempt
DUNS-0000000000000 0000000000000 User Login Failed HTHKL 20-Mov-12 11:39:55 AM Invalid login attempt
DUNS-0000000000000 0000000000000 User Login Failed HTML  16-MNov-12 06:21:41 AM Invalid login attempt
DUMNS-0000000000000 0000000000000 User Login Failed HTHL 16-Mov-12 06:21:27 AM Invalid login attempt
DUMNS-0000000000000 0000000000000 User Login HTML  15-Mov-12 04:14:18 PM Successfully logged into Grants.gov
DUNS-0000000000000 0000000000000 Profile Eiii‘g"grd HTML  15-Nov-1204:14.09 PM  Password changed

grants.gov system 0000000000000 Profile Password Reset HTML  15-MNow-12 04:12:38 PM Password reset
DUNS-0000000000000 0000000000000 User Login Failed HTML  15-MNov-12 04:12:30 PM Invalid login attempt

grants.gov system 0000000000000 Profile Password Reset HTML ~ 15-MNov-12 03:57:19 PM Password reset
DUNS-0000000000000 0000000000000 User Login Failed HTHL 15-Mov-12 03:57:07 PM Invalid login attempt

The following is an example of an Audit report for a Grantor.

Home = For Agencies = Audit Report List
AUDIT REPORT LIST

Audit
arormeay psrtomes on tegons acton lsourcemesianp __uuatpeis |
AGENCY-Kj User Login HTML  12-Dec-12 11:57:49 AM Successfully logged into Grants.gov
AGENCY-kj kj User Login HTML  11-Dec-12 02:30:46 PM Successfully logged into Grants.gov
AGENCY-K] Kj User Login HTML  11-Dec-12 02:11:25 PM  Successfully logged into Grants.gov
AGENCY-K] Kj User Login HTML  11-Dec-12 01:27:12 PM Successfully logged into Grants.gov
AGENCY-K] Kj User Login HTML  11-Dec-12 01:10:56 PM  Successfully logged into Grants.gov
AGENCY-K] Kj User Login HTML  11-Dec-12 12:57:47 PM Successfully logged into Grants.gov
AGENCY-Kj Kj User Login HTML  11-Dec-12 12:22:27 PM Successfully logged into Grants.gov
AGENCY-Kj Kj User Login HTML  11-Dec-12 11:10:46 AM  Successfully logged into Grants.gov
AGENCY-Kj Kj User Login HTML  11-Dec-12 10:43:16 AM Successfully logged into Grants.gov
AGENCY-kj kj User Login HTML  11-Dec-12 10:37:44 AM Successfully logged into Grants.gov
AGENCY-K] Kj User Login HTML  11-Dec-12 10:33:17 AM  Successfully logged into Grants.gov
AGENCY-K] Kj User Login HTML  11-Dec-12 10:27:14 AM  Successfully logged into Grants.gov
AGENCY-K] Kj User Login Failed HTML  11-Dec-12 10:27:02 AM Invalid login attempt
AGENCY-K] Kj User Login HTML  11-Dec-12 10:24:48 AM Successfully logged into Grants.gov
AGENCY-Kj Kj User Login HTML  11-Dec-12 10:22:09 AM  Successfully logged into Grants.gov
AGENCY-Kj Kj User Login HTML  11-Dec-12 10:08:06 AM Successfully logged into Grants.gov
AGENCY-Kj Kj User Login HTML  11-Dec-12 10:04:58 AM Successfully logged into Grants.gov
AGENCY-kj kj User Login HTML  11-Dec-12 10:01:30 AM  Successfully logged into Grants.gov
AGENCY-Kj Kj User Login HTML  11-Dec-12 09:20:40 AM  Successfully logged into Grants.gov
AGENCY-K] Kj User Login HTML  11-Dec-12 08:49:16 AM Successfully logged into Grants.gov
AGENCY-K] Kj User Login HTML  11-Dec-12 08:38:27 AM  Successfully logged into Grants.gov
AGENCY-K] Kj User Login HTML  11-Dec-12 08:34:05 AM  Successfully logged into Grants.gov
AGENCY-Kj Kj User Login HTML  11-Dec-12 08:29:56 AM  Successfully logged into Grants.gov
AGENCY-Kj Kj User Login HTML  11-Dec-12 08:22:34 AM Successfully logged into Grants.gov
AGENCY-k] ki User Login HTML  10-Dec-12 03:31:24 PM_Successfully logged into Grants.gov

GRANTS.GOV 106



Submission Report

To view information on a specific submitted application, select the Submission Report
link. The Submission Report screen will display. In the Grant Tracking Number
field, enter the specific Grant Tracking number and then select the Continue button.

Home = For Agencies = Submission Report

SUBMISSION REPORT

Grant Tracking Number: GRANTO00561511

Continue

You will be directed to the Submission Report Results screen. The screen will display
the following information for the application; Grants Tracking Number, Funding
Opportunity Number, Date/Time Received, Agency, Status, Submitter’s User ID,
Applicant Name, DUNS in Application, and Submitter’s DUNS.

Home = For Agencies > Submission Report = Submission Report Results

SUBMISSION REPORT RESULTS

Grant Tracking No: GRANT00561511

Results:

Funding Opportunity Number: CAL-A-TEST-1

Date/Time Received: 10-Dec-12 01:48:17 PM

Agency: KV

Status: Validated

Submitter's User ID: jdoe_org

Applicant Name: jane doe

DUNS in Application: 0000000000000

Submitter's DUNS: 0000000000000
Cancel
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The following reports can be downloaded to Excel:
e Published Opportunities
e Organization Report
e Submission Report
e Manage Opportunities
Retrieve Submitted Applications
Manage Opportunities
Retrieve Submitted Applications
Manage Agency Users
View All Submitted
Rejection Report.

A green “X” icon representing the Microsoft Excel logo has been added to the report
screens to provide a visual cue so grantors know which reports will generate an Excel
spreadsheet. All data pertaining to a particular report will be included within an easily
managed Excel spreadsheet format, which can be modified according to your agency’s
needs. To download any of the reports in the areas the report is available, select the
Export Data icon and save the file to your storage device (e.g., desktop, hard drive or
CD).

Published Opportunities

View Information pertaining to your grant opportunities such as the CFDA Number,
Funding Opportunity Number (FON), Competition ID, Opening Date, Grace Period,
and Number of Applications.

encies=>Published Opportunities Export Data

W Search By
PUBLISHED OPPORTUNITIES “ Al 4

Sort By

® Ascending O Descending
CFDA

Funding Opportunity Number of

Number Competition Id Opening Date Closing Date Grace Period Applications
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Organization Report

View Information pertaining to your grant opportunities such as the organization
representative’s Grantor can view information about organization such as Last Name,
First Name, User ID, Email Address, Telephone Number, Registered with
Grants.gov (status), Authorized Organization Representative (AOR) status and
SAM Expiration Date.

Export Data
— a DUNS (*) 0000000000000
ORGANIZATION REPORT v Search By Equals

Business Name : “+ Email * e

Business Duns : 0 Ga=nij

E.-Biz POC Email : =

Password Expiration Date : !

SAM Expiration Date :

h retured 53 resu
‘ Telephone Registered with | Authorized Organization

Last Name First name User ID Email Address Number Grants.Gov Representative (AOR)
Lastnamel Firstname0 USERID1230 test.addressO@email.com 301-451-1312 Yes Yes
Lastnamel Firstname1 USERID1231 test.address1@email.com 123-456-7890 Yes No
Lastname2 Firstname2 USERID1232 test.address2@email.com 123-456-7890 Yes Yes
Lastname3 Firstname3 USERID1233 test.address3@email.com 123-456-7890 Yes Yes
Lastnamed Firstname4 USERID1234 test.address4@email.com 123-456-7890 Yes Yes
LastnameS Firstnames USERID1235 test.addressS@email.com 12341231234 Yes Yes
Lastnameb Firstnames. USERID1236 test.address6@email.com 123-123-1234 Yes Yes
Lastname?7 Firstname7 USERID1237 tast.address7@email.com 123-123-1234 Yes Yes
Lastname8 Firstname8 USERID1238 tast.address8@email.com 123-456-7890 Yes Yes
Lastname9 Firstname9 USERID1239 test.addresso@email.com 123-123-1234 Yes Yes
LastnameA FirstnameA USERID123A tast.addressA@email.com 123-123-1234 Yes Yes
LastnameB FirstnameB USERID123B tost. sddressB@email.com 123-123-1234 Yes Yes
LastnameC FirstnameC USERID123C tast.addressC@email.com 123-123-1234 Yes Yes
LastnameD FirstnameD USERID123D tast.addressD@email.com 123-123-1234 Yes Yes
LastnameE Firstname USERID123F test.addressE@email.com 123-123-1234 Yes Yes
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Manage Opportunities

View Information pertaining to your grant opportunities such as the Opportunity
Number, Opportunity Title, CFDA Number, Synopsis and related application

Packages for the Manage Opportunities report.

Export Data
Ao
b

Home=For Agencies>Manage Opportunities

MANAGE OPPORTUNITIES

Opportunity Num. Opportunity Title CFDA Synopsis | Package(s)

Search By
All 4
Sort B
i @ o]
Opportunity Number ¥| Ascending Descending
-Search

Retrieve Submitted Applications

View Information pertaining to your grant opportunities such as the Opportunity
Number, Opportunity Title, CFDA Number, Synopsis and related application
Packages for the Retrieve Submitted Applications report.

Home=For Agencies=Retrieve Submitted Applications Export Data
‘l o Search By
RETRIEVE SUBMITTED APPLICATIONS “ Al b
Sort By
Please note that grant applications ...(more) CFDA v

@® Ascending © Descending

Funding Opportunity #

Competition Id Grants.gov #

Program Name

Submitter Date/Time Received

Manage Application Package Templates

View Information pertaining to your grant opportunities such as the Template Name,

Owning Agency and Included Forms.

Export Data
(t %
MANAGE APPLICATION PACKAGE TEMPLATES e

Home=For Agencies=Manage Application Package Templates

Search By
All b

Sort By

@& Ascending O Descending
Template Name

Template Name Owning Agency Included Forms
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Manage Agency Users

View Information pertaining to your grant opportunities such as the agency users User
ID, Last Name and First Name.

Export Data
Ao
A

=| A =Man Agency Users
Home=For Agencies=Manage Agency Users Search By

MANAGE AGENCY USERS Al b

User ID Last Name First Name Account Status

View All Submitted Applications

View Information pertaining to your grant opportunities such as the CFDA Number,
Opportunity Number, Comp. ID, and Grants.gov Tracking #, Submission
Date/Time Received, Status, Agency Tracking and Agency Notes to submitted
applications.

Home =For Agencies=View All Submitted Applications Export Data
) Search B
VIEW ALL SUBMITTED APPLICATIONS \,\ R Y
o All
Download Applicationis)
Sort By
Do -
Grants.gov # *| (@ Ascending ( Descending
Search

Search returned 7 results

1
CFDA | Opportunity Number m Grants.gov # Date/Time Received m Agency Tracking # and Notes

Agency

Tracking
Number -

Assigned

Agency

Tracking
Number CALS67

Assigned

GG-TRAIN-CAL GRANT00542818  2011-05-20 07:13:20

GG-TRAIN-CAL GRANT00542828  2011-05-20 11:08:17

GG-TRAIN-CAL GRANT00542932  2011-05-20 13:28:08 Aelocied wih
Agency

Tracking
Number CALGTE

Assigned

GG-TRAIN-CAL GRANT00542838  2011-05-20 14:52:40

Received by

Agenoy
GG-TRAIN-CAL GRANTO00542953  2011-05-20 17:46:08 Validated

00.000 CDFI-FATA-UAT GRANT00544228  2011-06-21 13:23:26 Validated

GG-TRAIN-CAL GRANT00542852  2011-05-20 16:50:30 ViewTrackingNumberAndNotes
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Rejection Report

The Rejection Report feature allows grantor users to identify the exact cause of an application rejection. Agency Rejection report
provides a detailed explanation as to why a submission was rejected, it also gives information on every aspect of the submission and
allows you to search and sort all information associated with the submission including: Grants.gov Tracking Number, Received
Date/Time, Rejection Message, Status Date, DUNS, Owner (AOR’s User ID), Legal Business Name, AOR Name, AOR Email
Address, Legal Name, Project Name (CFDA Title), CFDA, Opportunity Number, Comp. ID, Opening Date and Closing Date Use
the scroll bar (at the bottom of the Rejection Report screen) to view all the information in this report.

Home>For Agencies>Rejection Report Export Data

Search By

|
REJECTION REPORT ) G— 79
Sort By

@ Ascending () Descending

Search

Search returned 72 results

GG Tracking Number | Received Date/Time Rejection Message Rejection/Email Date DUNS |  Userd | AORName | AOREmall Address | Logal Business Name | Logal Name ||

You are not [ by your ization to be an

O D ive and your lication cannot be
validated. You either have not successfully completed the
registration process or your E-Business Point of Contact has not
authorized you to submit on behalf of your organization. To verify
whether you have been successfully registered with Grants.gov,
click https://atD7apply.grants.gov/apply/login.faces?

userTy i ion=1. For i on how to
register with Grants.gov and for information on being designated
as an AOR, click

http: grants i izati i ion. jsp.
The DUNS number entered in your package is invalid or does not
match the DUNS number that is registered with the Central

GRANT00556192 2012-06-18 14:23:05 2012-06-18 14:23:14 000000000INDV 1269436847 Johne Gmitn Jonnesmith@testemall.com ABO BIZ ABO Name

Contractor Registry (CCR). Please verify that the DUNS number
is entered correctly, and is the same as in your Central

C Registry (CCR) registration. For i ions on how
to register with the CCR, click
http:/Awww.grants.gov/CCRRegister.

Exception caught during S2SReceiving process:Grant Application

GRANT00556193 2012-06-18 14:26:45 XML hash is incorrect

2012-06-18 14:26:48 000000000 1268436847 Jane Dos JansDoe@testemail.com ABO BIZ ABO Name

lion caught during iving process:Grant Application

.06~ 56 Smith X ABC BIZ ABO Name
XML hash is incorrect 2012-06-18 14:56:48 000000000 1269436847 Jonne JohneSmithGteatemal.oom

GRANTO00556188 2012-06-18 14:56:47

You are not i by your ization to be an

o] izatk ive and your lication cannot be
validated. You either have not successfully completed the
registration process or your E-Business Point of Contact has not
authorized you to submit on behalf of your organization. To verify
whether you have been successfully registered with Grants.gov,
click https://at07apply.grants.gov/apply/login.faces?

userTy i ion=1. For i ions on how to

GRANTO0556202 2012-06-18 15:13:33 Iogpelor Wil CraTie 0oy and bkarelion of DR des G | 2012:06-18 18:1 9341 000000000INDV 1269436847 Jans Dos dansDosGtsstemai.oom A0 BZ ABO Name

hitp: grant i izatk g ion.jsp.
The DUNS number entered in your package is invalid or does not
match the DUNS number that is registered with the Central
Contractor Registry (CCR). Please verify that the DUNS number
is entered correctly, and is the same as in your Central

Registry (CCR) registration. For i ions on how
to register with the CCR, click
http:/Awww.grants.gov/CCRRegister.

ion caught during g proce i
GRANTO00556218 2012-06-19 15:34:56 caught retrieving submission xml hash value: 2012-06-19 15:34:58 8782507730000 127651211527420792798281494923634825527 Jans Dos JansDoe@testemall.com ABO BIZ ABO Name
issionHeader element is missing.
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