ND GRANTS QUICK REFERENCE GUIDE

Applying Through the Grants.gov Workspace

Quick Reference Guides (QRGs) provide step-by-step instructions to assist you in using the
Non-Disaster Grants (ND Grants) system. This QRG describes how to initiate an application
in Grants.gov.

Introduction

To apply for a Federal Emergency Management Agency (FEMA) preparedness or mitigation grant, you must begin the
application process through Grants.gov. Once the initial application for Federal Assistance (SF-424) is complete in
Grants.gov, the application will be automatically migrated for initial review in ND Grants. Once the initial review is
complete, the application will be released to be completed in ND Grants.

Note

= If you complete the SF-424 in Grants.gov, you will be the Authorized Official for the application—only the
Authorized Official can submit an application in ND Grants

Prerequisites

To apply for a non-disaster grant:

= Your organization must have an Employee Identification Number (EIN) and a Data Universal Numbering System
(DUNS) number and/or a Unique Entity ID (UEI) number

*  You must have an account with Grants.gov

Step 1
Open the Applicants dropdown and click the Apply Now link.

HELF | MY ACCOUNT | LOGCUT

SEARCH: [elEu OppununiﬁesM Enter Keyword... GO

b= GRANTS.GOV™

FIND. APPLY. BUGGEED"

HOME LEARN GRANTS » SEARCH GRANTS APPLICANTS i GRANTORS~  SYSTEM-TO-SYSTEM~¥ FORMS v  CONNECT v  SUPPCRT »

GRANTS.GOV ) Applieant Center GRANT APPLICATIONS APPLICANT MANAGEMENT
APPLICANT CENTER " £ or Granis » Manage Applicants e
» Manage OCrganization Profile
» Manage Tolkepaces » Manage Organization Roles
; » Check Application Status
WELCOME: APPLICANT RESOURCES
NDgrants Test _
» Workspace Overview
» Applicant Eligibility s 1o tailor their application workflow to provide the best fit
» Applicant Training
GRANT APPLICATIONS » Applicant FAGs
» How to Apply for Grants » Adobe Software Compatibility
» Apply Now » Submitting UTF-8 Special Characlers
» Manage Workspaces » Encountering Emor Messages
» Check Application Stalus

Figure 1. Click the Apply Now link under the Applicants dropdown
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APPLYING THROUGH THE GRANTS.GOV WORKSPACE

Step 2

Enter the Funding Opportunity number or the Opportunity Package ID into the text boxes and click the Create
Workspace button.

GRANTS.GOV » Applicants )  Apply Now Using Workspace

APPLY NOW USING WORKSPACE 2]

If you know the Funding Opportunity Number or the Opportunity Package 1D for which you would like to create a Workspace, please enter it below. Otherwise, go 1o Search Grants to search open Opportunities.

—Please enter Opportunity infar

Funding Opportunity Number: | DHS-22-NPD-005-02-01 |

Opportunity Package ID: ‘ |

—Please enter required information for new Workspace:

*Application Filing Name: |Te5t

ICreate Waorkspace I| Cancel ‘

Figure 2. Enter the Funding Opportunity Number or Opportunity Package ID and click the Create Workspace button
Step 3

To begin the application, click the Webform link in the Actions column.

GRANTS.GOV % Applicants ) Manage Workspace

MANAGE WORKSPACE

@ created (@ FiloutForms (@) Complete and Notify AR (@) Submit () Agency Received ©

FY 2022 Emergency Management

DH3-22-NPD-005-02-01 - PKGO0077790

Application Filing Name: Test [Edit Name]

Performance Grants (EMPG) - Region 2 Workspace 1D: WS00034070 Workspace Status: Mew Opening Date: Oct 25, 2021
(TEST) ) AOR Status: Workspace has AOR Last Submitted Date: — Closing Date: Dec 01, 2022
Department of Homeland Security - FEMA

Department of Homeland Security - FEMA Workspace Owner: NGrants Test SAM Expiration Date: Jan 31, 2025 UEL: GGTESTUEIODD

| FORMS || VIEW APFLICATION ” ATTACHMENTS || PARTICIPANTS H ACTIVITY || DETAILS |

—Workspace Actions:

Check Application Sign and Submit Delete

Application Package Forms - Users are encouraged to follow antivirus best practices when Downloading Instructions and Forms:

Download Instructions »

Include

in Form Mame (Click to Edit) Requirement Form Status LaDsi quated Locked By Actions
atefTime
Package
Application for Federal Assistance (3F-424) [V3.0] Mandatory — — Lock | Download | Upload | Reuse'Webform I
Grants.gov Lobbying Form [V1.1] GEEEED Mandatory — — Lock | Downlead | Upload | F.e.:;eIWebform I

Figure 3. Click the Webform link
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APPLYING THROUGH THE GRANTS.GOV WORKSPACE

Step 4

Complete the application using the Grants.gov instructions as a guide.
Step 5

To submit the application, click the Sign and Submit button.

GRANTS.GOV % Applicants ) Manage Workspace

MANAGE WORKSPACE ° Created ° Forms Passed . Complete and Notify AOR . Submit . Agency Received &Back e

DHS-22-NPD-005-02-01 - PKG00077790 Application Filing Name: Test [Edit Name]

FY 2022 Emergency Management .

Performance Grants (EMPG) - Region 2 Workspace ID: W300034070 Workspace Status: In Progress Opening Date: Oct 25, 2021
(TEST) _ AOR Status: Workspace has AOR Last Submitted Date: — Closing Date: Dec 01, 2022
Department of Homeland Security - FEMA

Department of Homeland Security - FEMA Workspace Owner: NGrants Test SAM Expiration Date: Jan 31, 2025 UEl: GGTESTUEIOND

FORMS || VIEW APPLICATION || ATTACHMENTS || PARTICIPANTS ” ACTIVITY H DETAILS ‘

‘Workspace Actions:

| Check Application || Delete |

Application Package Forms - Users are encouraged to follow antivirus best practices when Downloading Instructions and Forms: Download Instructions »
Include
in Form Name (Click to Edit) Reguirement Form Status Last Upc_lated Locked By Actions
Date/Time
Package
Application for Federal Assistance (SF-424) [V3.0] Mandatory Passed Oct 25, 2021 03:14:05 FM EDT — Lock | Download | Upload | Reuse | Webform
Grants.gov Lobbying Form [V1. 1SRN Mandatory Paszed — — Lock | Download | U 1| Reusze | Webform

Figure 4. Click the Sign and Submit button
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APPLYING THROUGH THE GRANTS.GOV WORKSPACE

Step 6

When the application is submitted, the Confirmation pop-up will appear. Note the Grants.gov Tracking Number and
use the tracking number to verify that the application is downloaded into ND Grants.

If you have questions please contact the Grants gov Contact Center:

’ 1-800-518-4726 24 hours a day, 7 days a week. Closed on federal holidays.

b_ —
= GRANTS.GOW*

Confirmation

Thank you for submitting your grant application package via Grants gov. Your application is
currently being processed by the Grants.gov system. Once your submission has been processed,
Grants_gov will send email messages to advise you of the progress of your application through the
system. Over the next 24 to 48 hours, you should receive two emails. The first will confirm receipt
of your application by the Grants.gov system, and the second will indicate that the application has
either been successiully validated by the system prior o transmission to the grantor agency or has
been rejected due to errors.

Please do not hit the back button on your browser.

If your application is successfully validated and subsequently retrieved by the grantor agency from
the Grants.gov system, you will receive an additional email. This email may be delivered several
days or weeks from the date of submission, depending on when the grantor agency retrieves it.

The following application tracking information was generated by the system:

Grants.gov Tracking
Number:

UEL
Submitter's Name:
CFDA Number:

CFDA Description:

Funding Opportunity
Number:

Funding Opportunity
Description:

Agency Name:

Application Name of
this Submission:

Date/Time of Receipt:

GETESTUE,

NGrants Tess

§7.005

State and Local Eomeland Security National Training Program

DHS-Z1-NPD-005-04-04

FY 2021 Regional MoMulci S

Department of Homeland Sscurity — FEMR

ional NoMulsi AMUAT

AM EDT

‘You may alse menitor the processing status of your submission within the Grants.gov system by
clicking on the “Track My Application” link listed at the end of this form.
TRACK MY APPLICATION — To check the status of this application, please click the link below:

hifp grant 1 ligation um=GRANTONTE2SSE

Note: Once the grantor agency has retrieved your application from Grants.gov, you will need to
contact them directly for any subsequent status updates. Grants.gov does not participate in making

any award decisions. Itis suggested you Save and/or Print this response for your records.

IMPORTANT NOTICE: If you do not receive a receipt confirmation and either a validation
confimation or a rejection email message within 48 hours, please contact us. The Grants.gov
Contact Center can be reached by email at suppori@grants gov, or by telephone at
1-800-518-4726. Always include your Grants.gov tracking number in all correspondence. The
tracking numbers issued by Grants gov look like GRANTXCOCKKXXK .

Figure 5. Note the Grants.gov Tracking Number on the Confirmation pop-up

Note

= The Confirmation pop-up indicates that the application has been submitted. It does not confirm that the
application has been accepted
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APPLYING THROUGH THE GRANTS.GOV WORKSPACE

Step 7

To verify that the Grants.gov application was downloaded into ND Grants, select the Check Application Status link on
the Applicant Center page.

HELP | MY ACCOUNT | LOGOUT

C RO o o a8
o GRANTS.GOWV™

FIND. APPLY. SUCCEED!

HOME LEARN GRANTS~  SEARCH GRANTS AFPLICANTS = GRANTORS~  SYSTEM-TC-SYSTEM~ FORMS ~ CONNECT ~ SUPPORT ~

GRANTS.GOV % Applicant Center

APPLICANT CENTER o

s ~
WELCOME:
NDgrants Test APPLY USI NG WO RKS PACE
\
- “ Are you new fo Grants.gov Workspace? Granis gov Workspace allows applicants and organizations to tailor their application workflow to provide the best fit
GRANT APPLICATIONS for your team. Each of the approaches contains links to help articles and video tutorials.
» How to Apply for Granis
» Apply Now Browse the Approaches to Workspaces

= [an

APPLICANT MANAGEMENT

~ Manags Orearisation Profis GRANTS.GOV TRAINING RESOURCES AND VIDEOS

»Manage Organization Roles

Learn how to find funding opportunities and apply for a grant in Grants.gov using our training resources and videos. Resources are available in the online

APPLICANT RESOURCES user guide and Grants gov YouTube channel

» Workspace Overview

» Applicant Eligibility

» Applicant Training

» Applicant FAQs

» Adobe Software Compatibility

» Submitting UTF-& Special Characters
» Encountering Error Messages

\ GRANTS.GOV COMMUNITY BLOG

Stay up to date with the latest updates and resources on the Grants.gov system on the Community Blog. Get previews of release updates, grant process
and writing basics, eligibility insights, and #FundingFriday.

Browse the Applicant Training Resourcess

Visit the Grants.gov Community Blog »

Figure 6. Click the Check Application Status link
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APPLYING THROUGH THE GRANTS.GOV WORKSPACE

Step 8
Enter the Funding Opportunity Number or Grant Tracking Number and click the Search button.

HELP | MY ACCOUNT | SWITCH PROFILE » | LOGOUT

L= e oam ey seec T R -

FIND. APPLY. SBUCCEED.

HOME LEARN GRANTS SEARCH GRANTS APPLICANTS = GRANTORS SYSTEM-TO-SYSTEM FORMS CONNECT SUPPORT

Please enter SAM's new UEI in the UEI field. You may also continue to enter DUNS.

—Please enter criteria and click Search:
Funding Opportunity Number: | DHS-22-NPD-005-02-01 | Grant Tracking Number: | |
UEL: | | Application Filing Name: | |
Date Received: From: [07/25/2021 i To:[10/25/2021 &
Results: Export Detailed Data
1-1 of 1 Records (1)
Grant Tracking UEl % DFugﬂﬂw | Opportunity ‘ Application Filing | Date/Time Status = Status | Submission | Actions (Click Details to Download)
Number ~ v Ngﬁmer ~ Package ID & Name & Received & v Date/Time & Method 2
Oct 25, 2021 . Oct 25, 2021 .
GRANT00764198 | GGTESTUEIO0D | DHS-22-NPD-005-02-01 PKGO00T7790 | Test 02-16:32 PM EDT I \Validated I0321E:27 PM EDT Workspace | Details
1-1 of 1 Records |_T_|

Figure 7. Enter the funding opportunity number into the Funding Opportunity Number field
Note

= Once the application is downloaded to ND Grants, the Status column will read Agency Tracking Number
Assigned

Questions?

For additional assistance, please contact the ND Grants Service Desk. For programmatic or grants management
questions, please contact your FEMA Program Manager or Grants Specialist.
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