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Introduction

Grants.gov has been designed to make it easier for organizations to find and
apply for more than $500 billion in federal grants. With electronic access to more
than 1,000 grant programs offered by all federal grant-making agencies,
Grants.gov leverages the power of the Web to streamline your grant acquisition
process.

This user guide has been developed to help you register with Grants.gov.
Registration is a one-time process and is required for any grantor agency
representative who wishes to post opportunity synopses, application packages or
use the grantor system on Grants.gov. In it, you'll find an overview of every step
of the process.
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Grantor Registration Process Overview:

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

e Complete your profile page.

e Create a secret question/secret answer.

e And create a username/password.

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

If you need further assistance with the registration process, please contact your
Grants.gov Program Advisor?. These Program Advisors are assigned to specific
federal agencies and are available to help you with any questions you may have.
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http://www.grants.gov/assets/AgencyPointsofContacts.pdf�
http://www.grants.gov/assets/GrantorUserGuide.pdf�
http://www.grants.gov/assets/GrantsgovAgencyContactList.pdf�
http://www.grants.gov/assets/AgencyPointsofContacts.pdf
http://www.grants.gov/assets/GrantorUserGuide.pdf
http://www.grants.gov/assets/GrantsgovAgencyContactList.pdf

Register as a Grantor

To begin registration, select New Agency Users in the Quick Links right
navigation bar or choose the For Grantors link on the left navigation menu.

>

D

On the For Grantors screen, you will need to choose Agency Registration in the
left hand navigation menu.

>

On the Agency Registration page, click the Get Registered button.

>
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Completing the Registration Profile

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

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

I

Once you have clicked the Continue button a confirmation screen will appear, if
you have changes you would like to make choose the Edit button and the form
will return to a screen where you can make changes. If you have no changes
click on the Submit button.

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

form. Simply correct the error and click Submit until you receive the successful
message.

>

Login as a Grantor

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

>

Enter the username and password you created, click on the Login button to
enter into the grantor system. This is where you can now manage your profile
and access all other grantor functionality on the Grants.gov system.
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Forgot My Password
In the event that you forget your password, you can obtain a new password from
the Grantor login page.

Go to the Grantor login page and click on the link Forgot My Password.

e

Then enter your username and click the Get Secret Question button.
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You will be directed to the reset my password page. Simply enter the answer to
your secret question and then click the Submit Answer button to reset your
password.

T

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

/

Once you have reset your password a message will appear that your password
was reset successfully.
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Forgot My Username

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

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

Enter the email and Agency Code you used when you registered with
Grants.gov, then click on the Submit button.

—— o
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After clicking Submit you will see a message stating “An email was sent to your
mailbox”. After you have clicked the Submit button, an email will appear in your
inbox with your username.

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

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

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

Subject: Grants.gov login notification

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

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

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

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

Thank you for using Grants.gov
Contact Center:

support@grancs.gov

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

Agency Super User Permission Settings

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

To reassign roles, choose the user you wish to modify by clicking in the white box
on the left of their name and then click the Reassign Roles button.
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On the reassign roles page, choose which functionality is appropriate and use
the arrows to move the roles into the current roles box on the right, click inside
the white box to certify the change and then click the Continue button to
complete the step.

THP Creative
of GrantsGovAdmin

REASSIGHN USER ROLES
Manage Agency User

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

Modify Agency
Published Opportunities
Applicant Report

ufrent Roles:

Remaining Roles:

Organization Report
Set Closing Date Limits .
<<

Submission Report
Manage Oppertunities
Assign Agency Tracking

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

Manage Agency Users
Continue Cancel Reassign

View All Submitted

Agency Super User Account Profile Lookup

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

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

Manage Agency Users. Then choose the user you wish to modify by clicking in
the white box on the left of their name and click the Modify User button.
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On the Modify User Profile screen you can view their email and user ID. Giving
this information to the agency user will allow them to use the Forgot My
Password/Username functionality to update/reset their profile information and
enter the grantor system.
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