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Introduction

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

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

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

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

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

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

—

The login page will appear, you will need to login with your username and
password to continue.
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Grantor Resources

To view resources specifically for grantors, click on For Grantors in the left
side navigation on any Grants.gov page. Then, select Grantor Resources,
the Grantor Resources page will appear. On this page you will have access to
FAQs, training material, animated tutorials, key contacts and other important
information.

D
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Manage Opportunities

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

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

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

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

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

The first step you must accomplish is logging into the system; on the
homepage of Grants.gov click on Agency Login in the Quick Links menu in
the blue box. After you have logged into Grants.gov and selected Manage
Opportunities from the left-hand side, you will be given a listing of all
opportunities currently posted for your agency.

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

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

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

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

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

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

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

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

*For Mandatory Grants do not post a synopsis, instead only post the

application package. Then email the applicant the Opportunity Number of the
grant so they can apply.
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Modifying Grant Opportunities

Manage Opportunities

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

Modify Opportunity
To modify a grant opportunity, select the opportunity you wish to modify by

clicking on the white circle next to the opportunity and then selecting the
Modify Opportunity button.

©©

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

O~

S5+
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Also, you will be able to add, for the first time, a synopsis, application
package(s) and Full Announcement Attachments if you had not added this
previously. The screen below shows you an example of a Grant Opportunity
without a Synopsis or Application Package. To add a Synopsis or Application
Packages simply click the Add button next to the section you would like to add
to.

N\

O
—

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

/

O

Please note that if you MODIFY or DELETE any of the existing
information, it could impact an applicant’s ability to submit an
application that was previously downloaded before the modification.

GRANTS.GOV Page 11 of 67



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

i

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

GRANTS.GOV Page 12 of 67



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

/

-
= GRANTS.GOV*

Contact Us SiteMap Help [[J RSS Home

Home > For Agencies > Manage Opportunities > Existing Grant Opportunity Froperties > Package Publication Verification

PACKAGE PUBLICATION VERIFICATION
Manage Agency User

Profile
You are about to make changes to the following application package. Please note that this could potentially invalidate any applications that hay
View Closings Calendar

Set Agency Level CFDA Number: None

Create Agenc CFDA Title: None

lealeAgency Opportunity Number: 20030803TEST2

Modify Agency Opportunity Title: 20090803TEST2

published Opportunities Competition ID: 20090803TEST2

Fublished Qoportuniies Competition Title: 20090803TEST2

Applicant Report Electronic Required: ¥

Orqanization Report e mber of 5

Manage Opportunities Expected Application Size: 1
Open Date: 08/03/2009

Assian Agency Tracking Close Date: 08/02/2011

Number Grace Period: 2 days

Manage i Agency Contact: Rathna Gundulpet IV&Y - DO NOT Change! E-mail: rathna.gundulpet@hhs.gov Phone: 202-205-4112!

Package Templates Application Package: Mandatory Forms: SF424.

Manage Agency Users STForms:  Budget Narrative Attachment Form
Applicati

V\ewAH_ to: Both Organizations and Individual Applicants

Applications Send Email Notification :  YES

Comments:

Cancel

Done & Internet H A% v

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

From: 05 SupportdhGrants.gov

To: Gurdulpet, Rasira (HHE/ASRT)

o |

Subjact: Fedaral Grant Opportunity with RG-0E312008-AD0BE-0OPPL hat been moddied
Atachments:

A grant cppertunity you have previcusly subscribed te from Grants.goev has been meodified by the Grantor Agency:

The grant opportunity for Rathna-Agency-12072005 with RG-03312000-ADOBE-OPPLl has been modified. It now has the following:
Opportunity Number: RE-03312008-ADORE-OPD]
RO-03312008-Adobe-0ppl-Today s posting datel

3

apment. and Coordination of Rural Health Services
Competition TD TEET-COMP=TID

a7 1y Date: 033172000

Closing Date: U05/31/2004

Plegze note & description of the modifications:
Tezt data for package modification comments.

You can dewnload the new application package from http://atDFapply. grants. gov/apely/epportunities/packages/oppRG-033130028-A00
ID. pdf

Thank ou,

Grante.gov

If you have gquestions please contact the Grants.geov Contact Center:
supportRgrants.gov

1-000-510-4726 (M-F 7:00 AM - 2:00 PM ET)

PLEASE MNOTE: Th

i email is for notification purp

only. Please do not reply to t email far any purpose.
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Deleting Grant Opportunities

Manage Opportunities

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

Delete Opportunities

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

- ntact Us SiteMap Help [[J RSS Home
= GRANTS.GOV®
“
Home encies > Manage Opportunities
P MANAGE OPPORTUNITIES
Profile [ Create Opportunity ] [ Maodify Opportunity ] Delete Opportunity
View Closings Caldydar | |opportunity Num. Opportunity Title CFDA Numbers lcontents |
Set Agency Level 07-560 NSF Adobe Test.JanZ0D8 16.202 No Synopsis
1Package(s)
Create Agency
121 123 93.223 1”;' S‘l‘:‘”"s‘s‘
Modify Agency ;‘: age(s)
ynopsis
Published Opportunities 123456789 Delete Example 00.000 Ve sal
Appl 20090803TESTA 20090803TESTA 00.000 Synapsis
Org; Rep: 1Package(s)
rganization Report
X 20090803TEST2 20090803TEST2 00.000 ST
Manage Opportunities 1Package(s)
BUILD-2009-04-RATHNARR BUILD-2009-04-Rathna-RR 12910 Mo Synopsis
Assian Agency Trackin et
L . Synopsis
Manage Application - CREATESYNOPSISTESTERIC CreateSynopsisTestEric 93.226 0 Package(s)
Package Templates )
Package Templates CREATESYNOPSISTESTERICO5 CreateSynopsisTestEric05 93.226 BuTIES
0 Package(s)
Manage Agency Users e
View All Submitted n CREATESYNOPSISTESTERIC123 CreateSynopsisTestEric123 93226 .
Applications
n IVV-PE-ADOBE-COMPARE IVV-PE-ADOBE-COMPARE fitle! 93223 ENF’O 5{(’“’95‘5
Applicant Audit Report TEEIEE)
OPPORTUNITYWITHSYNOPSIS06- Synopsis
Retriove Submitted - ol OpportunitywithSynopsis06-10-2009 12910 Weoserr)
Applications -PHA.108.
- HER Db ieer sty RG-01022008-PHS-398-Supplement 93223 MRS
Logout of Grants.qev SUPPLEMENT 1Package(s)
“ RG-01062009-RR-ED-0-0013 RG-01062009-RR-ED-80-0013-ttle! 16.202 (TS

You will receive a confirmation screen when you request to delete an
opportunity. This will delete the ENTIRE opportunity and everything that is
attached will be deleted. If you just need to delete a portion of an opportunity,
refer to the Modifying an Opportunity section.

DR

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

GRANTS.GOV Page 14 of 67



Publishing New Synopses

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

You will be directed to the following page.

=

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

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

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

Category Explanation: This box becomes mandatory if you have selected

Other in the Activity Category section. If you have not, then this box
becomes optional and you may input additional information if needed.
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When you continue to scroll down the page you will need to fill out the
following:

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

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

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

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

Email Address*: This is also pre-populated by the system and can be
overwritten.

Email Description*: Enter text which will be presented as a hyperlink to the
email address provided. For example, if you entered “Help Desk”, then when
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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.

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

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

Eligibility Explanation: If you select “Other” as your eligible group, you will
need to enter text into this field. Also, if you need to include additional
information on the eligibility, you can use this text field to provide that further
explanation.
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As you continue to scroll down the page you will need to fill out the following in
the Award Information Section:

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

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

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

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

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

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

GRANTS.GOV Page 18 of 67



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

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

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

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

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

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.

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

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

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

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

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

Assign Agency Trackim
Humber

Funding Opportunity
Text Description: *

Manage Application
Package Templates

Manage Agency Users
View All Submitted
Applications
Applicant Audit Report

Retrigve Submitted
Applications URL Description:

Full Announcement Link
Announcement URL:

Logout of Grants.qov

Archiving Policy
P s duled and
manually archived later. The latest archiving date chosen synopsis or any associated document will
become the effective archiving date for the entire dogue@nt set.

Synopsis and asseciated documents may be scheduled for archiving 30 days after the application's close
date, or upen ccified date after the later than t ting may be left unscheduled an

o @
B

(format: MM/DD/YYYY)

(Putien ) enee :

Dane @ Internet H100% -
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You will be taken to the Confirm Opportunity Synopsis Properties screen.

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

_—
T

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

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

You will receive a Synopsis Publish Success screen. Please be aware that

though the text states that the opportunity will be available within 30 minutes,
since your post date is not until the future, the synopsis will not be published
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until that post date. All modifications made before the post date will not be
seen by the public.

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

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

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

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

Assign Agency Trackim
Humber

Funding Opportunity
Text Description: *

Manage Application
Package Templates

Manage Agency Users
View All Submitted
Applications
Applicant Audit Report

Retrigve Submitted
Applications URL Description:

Full Announcement Link
Announcement URL:

Logout of Grants.qov

Archiving Policy
P s duled and
manually archived later. The latest archiving date chosen synopsis or any associated document will
become the effective archiving date for the entire dogue@nt set.

Synopsis and asseciated documents may be scheduled for archiving 30 days after the application's close
date, or upen ccified date after the later than t ting may be left unscheduled an

o @
B

(format: MM/DD/YYYY)

(Putien ) enee :

Dane @ Internet H100% -

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

GRANTS.GOV Page 24 of 67



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

Once you have reviewed the modifications and completed the comments box,
select Publish. If you need to make additional changes, select Edit and

perform those revisions. If you select Cancel you will be taken back to the
Grant Opportunity Properties screen.

You will receive a Synopsis Publish Success screen. Please be aware that it
could take up to 30 minutes for the modified synopsis to be made public.

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

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

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

/

-

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

S e—
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Attaching Full Announcements/Other Documents

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

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

/

-

Select the Add button on the next screen.

2
™~

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

\

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

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

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

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.

>
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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.

C O~

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

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

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

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

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

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.

SR

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.
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Publishing Applications

This section of the site enables you to create, modify and delete application
packages published on Grants.gov. In publishing an application package, you
will need to already have created a new grant opportunity and then utilize the
templates created in the Manage Application Package Templates section. As
part of this, you will also be able to add instructions specific to each
opportunity and review your compiled application package before publishing it
to Grants.gov for public view.

This screen displays the current grant opportunities for the agency/agencies
that you represent. Each opportunity either has a synopsis, a grant application
package or both.
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To create a new application package for a new opportunity, click the Create
Opportunity button above the listed opportunities.

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

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

To delete an existing application package, select the opportunity you wish to
modify by clicking in the checkbox in the package’s row and then click the
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
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package exists. Otherwise, you will need to delete the entire grant opportunity
in order to remove the application package from the system.

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

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

Creating a New Application Package to Existing Opportunity:

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

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

Click on the Add button next to Application Packages.

Creating a New Application Package:

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

This will take you to the Manage Opportunities screen.

This screen below displays the current opportunities for the agency/agencies
that you represent.
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Click the Create Opportunity button above the listed application packages.
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This will take you to the Grant Opportunities Properties screen where you
can begin to enter information about the new opportunity.

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

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

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

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

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

Select the application package template for the application by clicking the
arrow next to the Form Package* drop down box. This field must be
completed in order to publish the application package.

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

— Phone: 202-205-4112!

Retrieve Submitted =

Applications Form Package:* 004 obeTest

e ication Instructions:* ocuments 3 b i Browsa..
Organizations Only -

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

Once you have selected the correct file, click the Open button.

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.

If you do not want to save the new the application package, click the Cancel
button at the bottom of the screen. You will be returned to the Grant
Opportunity Properties screen where the new application package will not
appear.

OR

If you want to save the new the application package, click the Publish button
at the bottom of the screen.

This will take you to the Package Publication Verification screen.
Review the information listed.

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
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If the information is correct, click the Publish button. This will make the new
application package available to the public. You will be taken to a Package
Publication Success screen which will confirm that the new application
package is now available for public download.

Click the Continue button to return to the Grant Opportunity Properties
screen. Your new application package will be listed with the other packages
published for your agency.
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Modifying Application Package

To modify an application package that is published at Grants.gov, click the

Manage Opportunities link on the left of your screen.

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

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

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

Select the appropriate application package by checking the box next to the
package and click Modify.
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On the next screen, make any necessary revisions. Note: If you change the
template associated with a published application package and an applicant
submits an application which has the old template in it, Grants.gov will reject
the application.

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

OR

If you want to save the changes you made to the opportunity, click the Publish
button at the bottom of the screen to save the changes. This will take you to
the Package Publication Verification screen. Review the information listed.

/

To view the application instructions, click the View link in the Application
Instructions field. If the information is not correct, click the Edit button to return
to the previous screen so that you can make any necessary revisions, or click
the Cancel button to return to the Manage Opportunities screen.

OR

If the information is correct, click the Publish button. This will make the
updated application package available to the public. You will be taken to a
Package Publication Success screen which will confirm that the modified
application package is now available for the public to download.

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

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

screen.

This will take you to the Manage Opportunities screen.

This screen displays the current opportunities for the agency/agencies that

you represent.
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Select the application package that you want to modify by clicking in the circle

radio button in the first column of that application’s row.

Click the Modify Opportunity button above the listed application packages.

This will take you to the Grant Opportunity Properties screen.
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Select the appropriate application package by checking the box next to the
package and clicking Delete.

Click the Cancel button to return to the previous screen without deleting the
listed template(s).

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

Click the Cancel button to return to the previous screen without deleting the
listed template(s).

OR
Click the Delete button to permanently remove the listed application package.

This will take you to the Delete Package Success screen. Click the Continue
button to return to the Manage Opportunities screen.

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

This section of the site enables you to create, edit and delete application
package templates that can be reused for multiple opportunity-specific
application packages. Once a template is created, you can then add
instructions specific to a particular funding opportunity and publish the
application package to Grants.gov through the Publish Application Packages
section.

Creating, modifying and deleting application package templates has no effect
on application packages already published on Grants.gov.

To get to the Manage Application Package Templates page, go to Agency

Login from Grants.gov. Once you have logged in click on Manage
Application Package Templates in the left menu.
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Creating Application Package Templates

To create a new application package template that can be used to create
multiple opportunity specific application packages, click the Manage
Application Package Templates link on the left of your screen.

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

>

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

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

This will take you to the first step to creating a template. You will need to

select which form family you will use. To select a form family click on the drop
down menu, choose the form and then hit the Continue button.

o

On the Create New Application Package Template screen, start to enter the
information for the template. You will only see the forms that have been
developed to be used with your selected forms family.
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Enter a name for the application package template in the Package Name field.
This field must be completed in order to create the new application package
template.

The Available Forms box lists the documents and forms that can be included
in the template. Note: The SF-424 is a required form for all applications. To
assign the forms that are not required but may be used to provide additional
support for the application, select the form name by clicking on it. Then click
the double arrows pointing toward the right >> next to the Optional Forms
box.

To assign the forms required for the application, select the form name by
clicking on it and click the double arrows pointing toward the right >> next to
the Mandatory Forms box. To remove a form from the Mandatory Forms or
Optional Forms box, select the form name by clicking on it. Then click the
double arrows pointing toward the left << next to the appropriate box.

If you do not want to save new the application package template, click the
Cancel button at the bottom of the screen. You will be returned to the Manage
Application Package Templates screen where the new application package
template will not appear.

OR
If you want to save the new application package template, click the Save
button at the bottom of the screen. You will be returned to the Manage

Application Package Templates screen where the new application package
template will appear.
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Modifying Application Package Templates

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

Note: Modifying application package templates has no effect on application
packages already published on Grants.gov.

This will take you to the Manage Application Package Templates screen.
This screen displays the available application package templates. To view all
templates please click the Search button in the upper right of the page.
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Select the application package template that you want to modify by clicking in
the checkbox in the first column of that template’s row.

Click the Modify Template button at the top of the page.

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

Make any necessary revisions.

If you do not want to save the changes you made to the application package
template, click the Cancel button at the bottom of the screen. You will be

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

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

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

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

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

GRANTS.GOV Page 46 of 67



Deleting Application Package Templates

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

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

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

r
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Select the application package template that you want to delete by clicking in
the checkbox in the first column of that template’s row. Note: You will not be
able to delete application package templates that your agency did not create.

Click the Delete Template button at the top of the page. This will take you to
the Delete Application Package Template Verification screen.
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Click the Delete button to permanently remove the listed template. OR Click

the Cancel button to return to the previous screen without deleting the listed
template.
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Retrieving Submitted Applications

To retrieve and download the applications submitted to your agency, simply
click the Retrieve Submitted Applications link on the left of your screen.

This will take you to the Retrieve Submitted Applications screen.
Select the applications that you want to download by clicking the checkbox in
the corresponding application’s row.
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Please note that grant applications submitted by the applicants to Grants.gov may take up to 48 hours to process before they are available to the agencies for

Manage Agency User download. Once a submission is received, Grants.gov sends two email messages to the applicants. The first email confirms receipt of the application by Grants.gov.
Profile The second email indicates that the application has either been successfully validated by Grants.gov or has been rejected due to errors.

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

Date/Time|
Competition Id Grants.gov # Program Name Received

Individual 01-Apr-07
Applicant  06:44:22 PM
Individual 30-War-07
Applicant  10:04:26 AM
Individual 12-Apr-07
Applicant 02:57:58 PM
GDIT-DUNS 02-  13-Apr-07

Test 11:57:21 AM
GDIT-DUNS 02- 09-Apr-07
Test 09:55:45 AW

Individual 11-Apr-07
Applicant  11:42:26 AM
GDIT-DUNS 02- 11-Apr-07
Test 11:49:51 AM
Grants.gov 19-Apr-07
Testers 08:02:04 AM
Granls.gov  19-Apr-07
Testers 08:05:36 AM
Granls.gov  19-Apr-07
Testers 09:03:35 AM
Individual 15-Apr-07
Applicant  07.52:35PM
GDIT-DUNS 02-  19-Apr-07
Test 10:09:57 AM
Grants.gov  18-Apr-07
Testers 11:41:30 AM
GDIT-DUNS 02- 20-Apr-07
Test 03:27:06 PM
GDIT-DUNS 02- 24-Apr-07 ¥
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Click the Continue Download button to download the applications. This will
begin the retrieval process.

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

the Back button.

OR

To download the listed applications, click the Download Applications button.
This will open the File Download screen and you will be prompted to save the
application to your computer.

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

GRANTS.GOV

Page 48 of 67



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

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

This will return you to the Retrieve Submitted Applications screen where the
Acknowledge Completion of Download button will be active.

Verify that the application downloaded properly to your computer and then
click the Acknowledge Completion of Download button. This will complete
the download process and return you to the Retrieve Submitted
Applications screen where the application will no longer appear.

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

This will take you to the View All Submitted Applications screen where all
applications submitted to your agency will be listed.
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Select the applications that you want to download by clicking the checkbox in
the corresponding application’s row.

Click the Download Applications button to download the applications.

This will begin the retrieval process.

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

OR
To download the listed applications, click the Begin Download button.

This will open the File Download screen and you will be prompted to save the
application to your computer.

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

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

Assigning agency tracking numbers allows you to assign a unique number to a
submitted application that your agency can use internally for application
identification.

Before you can assign a tracking number, you will need to retrieve the
submitted applications. This procedure can be found in the Retrieving
Submitted Applications topic.

To view the submitted applications which need a tracking number assigned,
click Assign Agency Tracking Number on the left of the screen.

This will open the Assign Agency Tracking Number screen. This screen
displays a list of the submitted applications which have not been assigned an
agency tracking number.

\
-

Manage Application RG-05302006-MANDATORY-SF424-B-
T ——— 16202 5 GRANT00078190 10-Jan-08 10:33:39 AN
Manage Agency Users 23.001 RG-04012007-5F 424-INDV-OPFA COMPHD-1  GRANTO0D71595 01-Apr-07 04:44:11 PH
View All Submitted 93.223 RG-01292009-RR-CD511 GRANT00504058 29-Jan-09 06:11:21 PM
Applications
93.223 RG-02042009-ED-80-0013 ED-80-0013 GRANTO0506088 23-Mar-09 01:14:27 PM
Applicant Audit Report
93.223 RG-04092009-NIH-PAKG GRANT00507062 10-Apr-03 11:16:31 AM
Retrieve Submitted
Applications 93.223 RG-04162009-WITHOUT-SYNOPSIS RR-FORM GRANT00507384 16-Apr-09 03:39:12 PM
Logout of Grants.qov ¥ ¥ T 2
Logout of Grants.gov 93.223 RG-05152009-5F424-MULTIPLE: GRANT00512839 22-1ay-08 03:49:30 P
FORMS
93223 RG-05222009-RR-FAMILY-FORMS GRANT00513717 22-Jun-09 03:08:28 Pl
93.223 RG-06222009-RR-FAMILY-FORMS GRANT00513738 23-Jun-09 12:03:13 PM
93.223 RG-06222009-RR-FAMILY-FORMS GRANT00513754 23-Jun-09 01:59:08 PM
93223 RG-06232009-RR-FIF FIFFORM  GRANTO0513744 23-Jun-08 01:00:44 Pl
93.223 RG-06232009-RR-FIF FIF-FORM GRANT00513761 23-Jun-09 02:21:59 PM
93.223 RG-06292009-BYWAYS MANDATORY GRANT00514141 30-Jun-09 10:03:34 AM
DOI-PRO-
93223 RE-07I02006-SFAa4-FAMLI-ONE-  perasaND-  GRANTO0DE2983 10-Jul-08 02:58:47 PM

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

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

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

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

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

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

I
— i

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

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

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

To reassign user roles, click the Manage Agency Users link on the left of your
screen.

This will take you to the Manage Agency Users screen.

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

>

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

Click the Reassign Roles button above the listed users.
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This will take you to the Reassign User Roles screen.

)

GRANTS.GOV®

Contact Us SiteMap Help [j RSS Home

r(r

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

REASSIGN USER ROLES
Manage Agency User
Profile
View Closings Calendar User Name: Login-010, Rathna
Set Agency Level User ID: GG-Rathna-020

Create Agency .
Remaining Roles: Current Roles:

Modify Agency
Published Opportunities
Applicant Report
Organization Report
Manage Opportunities
Assian Agency Tracking
Humber
Manage Application
Package Templat [ 1 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
Package Templates
L 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
Manage Agency Users ability to assign roles to other users on my behalf. T will periodically review the list of users in my agency and revoke these roles when they are no longer needed.
View All Submitted

Applicant Audit Report

Retrieve Submitted
Applications

Logout of Grants.gov

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

To add a role to the user, select the role that you want to assign to the user in
the Remaining Roles table by clicking it. Then click the double arrow pointing
to the right >>. The role will move from the Remaining Roles table to the
Current Roles table.

To remove a role from the Current Roles table, select the role by clicking it
and then click the double arrow pointing to the left <<. The role will move from
the Current Roles table to the Remaining Roles table.

If you do not want to save the changes to the user roles, click the Cancel
Reassign button at the bottom of the screen. You will be returned to the
Manage Agency Users screen and the changes will not be saved.

OR

If you want to save the changes to the user roles, check the box on the screen
stating that you have verified the users and their authority to be assigned the
roles you have assigned. Then click the Continue button at the bottom of the
screen. You will be returned to the Manage Agency Users screen and the
changes will be saved.

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

The Agency Grant Retriever role allows a user to retrieve applications that
are submitted to your agency.
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The Agency Tracking Number Assigner role allows a user to assign tracking
numbers to submitted applications.

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

The Manage Agencies role allows a user to manage agencies.

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

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

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

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

This will take you to the Manage Agency Users screen.

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

s

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

Click the Modify User button above the listed users.

Note: If you make revisions to a user’s profile, you will need to re-enter a
password for the user.
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This will take you to the Modify Agency User Profile screen.

Make any necessary revisions.
If you do not want to save the changes you made to the user profile, click the

Cancel button at the bottom of the screen. You will be returned to the Manage
Agency Users screen and the changes will not be saved.

OR

If you want to save the changes you made to the user profile, click the Submit
button at the bottom of the screen.

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

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

>

Select the user profile that you want to delete by clicking in the check box in the
first column of that user’s row. Click the Delete User button above the listed
users.

This will take you to the Delete User Confirmation screen. Click the Delete
button to permanently remove the listed user.

OR

Click the Cancel button to return to the previous screen without deleting the
listed user.

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

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

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

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

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

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

Agency Tier s
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The Grants.gov tiers are linear in that the Tier 1 agency is referred to as the
“parent agency”. Tiers 2-6 are “sub-agencies” within the “parent agency”.

Sanmpl e Agency
Structure

Tier 1

=D

The above graphic is a sample of how the agency and sub-agency structure
might look. You may have numerous sub-agencies registered with the parent
agency.

How Agency Enrollment Codes Work

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

For example, if Tier 1's agency code is T1, Tier 2’s agency code is T2, Tier 3's

agency code is T3 and so on, and you wanted to register with the Tier 3 “sub-
agency,” your Agency Enrollment Code would be T1-T2-T3
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What You Can See When You Login

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

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

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

e The application packages which your agency created that have been
downloaded, completed and submitted by grant applicants. You will be
able to retrieve and assign agency tracking numbers to these applications.

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

*To view the users of the agencies registered one tier below your agency, you
will need to change the Set Agency Level to the tier below the parent agency.
And then to view the users you will need to click on Manage Agency Users link
in the left menu.

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

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

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

e The users registered with his/her Tier 2 Agency

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

e The Tier 3 agencies that are registered directly below his/her Tier 2
Agency
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Creating Agencies
To create a new agency, click the Create Agency link on the left of your screen.

This will take you to the Agency Profile screen.

Enter the agency’s name in the Agency Name field. You only need to enter the
name for the specific agency that you are registering.

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

Enter a point of contact name for the agency in the Name field.

Enter the street address at which the agency contact works in the Address field.
Enter the city in which the agency contact works in the City field.

Enter the state in which the agency contact works in the State field.

Enter the zip code in which the agency contact works in the Zip Code field.

Enter the business phone number for the agency contact in the Tel field.
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Enter the business email address for the agency contact in the Email field.

Select the format for which applications will be able to be downloaded by clicking
the arrow next to the Application Download Format drop down box.

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

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

OR

If you want to save the new agency, click the Submit button.
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Modifying Agencies/Sub-Agencies

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

This will take you to the Set Agency Level screen. This screen displays the
registered agencies that you represent. Select the agency or sub-agency profile
that you want to modify by clicking in the name of the agency or sub-agency in
the list.

Once you have selected the agency or sub-agency click Set Agency Level
button at the top of the screen. Then on the left menu click the Modify Agency

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

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.

Manace Application 1) L1C3 - Rathna's Subagency - L1-C3
Package Templates +[) rRG0D2242009 - RG-Sub Agency - no eauth!
+{) RG03262009 - Rathna-SubAgency-03262009
Manage Agency Users :
+[) RG03312009 - Rathna's agency 03-31-2009 - No XML download!

View All Submitted ) RG04162009 - RG04162009-Agency
Applications ) RGDB042006 - eauth-08042006--new-agency
Applicant Audit Report () RGN1 - Rathna's SubAgency-N1!

Retrieve Submitted 2] SUB1208 - Rathna's Sub Agency for RG12072005

Applications
Logout of Grants.qov

@ Internet F100% -

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

You will now be in the level that you selected. Reference your name with the
agency you selected in the left-hand top side of the screen. It should now say
your name with the level you are currently in underneath your name.
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Viewing Applications

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

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

You can also re-retrieve submitted applications from this screen. For more
information, refer to the Retrieving Submitted Applications topic.

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

Manage Application
Package Templates

Manage Agency Users

View All Submitted
Applications

Applicant Audit Report

Retrieve Submitted
Applications

Logout of Grants.gov

u 16,202 RG-0401200/-4NDV-0OFPZ

n 16.202 RG-04022007-0PP1-RR-FIF

n23 001 RG-04012007-5F424-INDV-OPP1
n 16.202 RG-04032007-0PP1

n 23.001 gg;ufutuUUT*MANDATORTY*FAMH_Vf

n 16.202 RG-04042007-RR-OFP1

n 16.202 RG-04062007-5F424-INDV-OPP
n 16.202 RG-04062007-5F424-INDV-OPP
n 16.202 RG-04062007-5F424-INDV-OPP
n 16.202 RG-04062007-5F424-INDV-OPP
n 16.202 RG-04072007-RR-CORE-FORM

CHECK ALL CLEAR ALL

CUOMP-ID-1

COMP-ID-1

COMP-ID-1
COMP-ID-1

COMP-ID-1

COMP-ID-1

RR-CORE-FORM

GRANTUUU/199Y U1-APr-U7 UG:44222 FM
GRANTO0071600 02-Apr-07 07:11:09 AM
GRANTO0071603 02-Apr-07 11:37:35 AM
GRANTO0071618 03-Apr-07 09:32:44 AM
GRANTO0071650 04-Apr-07 12:35:37 PM
GRANTO0071660 05-Apr-07 08:35:05 AM
GRANT00071692 06-Apr-07 11:02:38 AM
GRANTO0071693 06-Apr-07 11:22:36 AM
GRANT00071702 06-Apr-07 01:30:46 PM

GRANT00071712 06-Apr-07 02:39:14 PM

GRANT00071732 07-Apr-07 10:39:56 AM

Validated
Processed

IN PROCESS
REJECTION
REJECTION
REJECTION
REJECTION
Received by Agency

Agency Tracking Number

e Firefox browser!

Received by Agency
IN PROCESS

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

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.

67 of 67



