FEMA's Electronic Grants
(e-Grants) System



Presenter
Presentation Notes
Time allotted for Introduction:  15 minutes



Be sure to update this slide before each presentation.

Ask at the beginning if there are locals and states present in the training


. -
Development and Use of FEMA's Electronic
Grants (e-Grants) System
* Developed as a part of e-Government Initiative to

streamline the Grant application process

* Provides the ability to electronically create, review,
and submit sub-applications and Grant applications
via the Internet

* Facllitates FEMA'’s review and award process



Presenter
Presentation Notes
Remember, A “Subgrant-application” becomes a “Subgrant” once it is approved and funded.


This Information Session Will Provide:

* An overview of what the Web-based e-Grants
system can do for you;

* How to gain access to e-Grants;

* How to create sub-applications and Grant
applications to apply for Flood Mitigation Assistance
(FMA) and Pre-Disaster Mitigation Competitive
(PDM-C) Programs; and

* Tips for using e-Grants.

 FEMA ;



Information Session Will Not Cover:

* Questions about the outcome of applications
submitted to FEMA for consideration;

* Specifics about the current or upcoming program
guidance or timelines;

* Development of a quality application; or




-
Agenda

* Qverview of the Mitigation e-Grants System

* Logging on to e-Grants

* Grantees and the e-Grants Application

* The e-Grants System Administration Function




Agenda (continued)

* Reviewing Subgrant Applications

* Creating a Grant as Subgrant Application
* Creating a Grant Application

* Working with Submitted Applications
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Quick Reference Guides for the Grant Applicant and Subgrant Applicant are available for download from the FEMA website.




e-Grants Technical
Support

* Helpdesk:
= Telephone: 1-866-476-0544
= E-mail: MteGrants@dhs.gov




Overview of the
Mitigation e-Grants
System




Understanding the e-Grants System




What is e-Grants?

* An Intuitive, user-friendly, Web-based application
that follows the current paper-based application
process

* Allows users to apply for and manage their Grant
applications over the Internet




s
Using a Web-based Application

* With a Web-based application:

= The program Is installed on an application server; there is
no software to install on your machine.

= Files are also stored on the application server, not on
your machine.

* Like many Web-based applications, e-Grants will
time-out your session (disconnect you from the
application) if you go too long without any activity.
= Currently 30 minutes

" FEMA :



What Can e-Grants Do?

* Allows users to:

= Create and submit a Subgrant pre-application to the
Grant applicant;

= Create and submit a Subgrant application to the Grant
applicant;
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Note: A “pre-application” allows you to activate the subgrant pre-application module, which requires subgrant applicants to complete a pre-application for projects.


Who Uses e-Grants?

* State/territory agencies that implement FEMA's FMA
and PDM programs

* Indian Tribal governments
* Local communities
* FEMA FMA and PDM Program Coordinators anc
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FMA – Flood Mitigation Assistance

PDM – Non-competitive Pre-Disaster Mitigation Programs

PDM-C – Competitive Pre-Disaster Mitigation Programs

Note:  Tribal governments may apply as either a Grant applicant directly to FEMA or as a Subgrant applicant applying through a Tribal Grant applicant or State agency.




How Applications are Processed

Subgrant applicant
submits Subgrant
application to
State or Tribal
Grant applicant

Revisions as needed

Subgrant applicant Grant applicant
reviews Subgrant

applications

creates Subgrant
application

Grantee creates
the Grant
application to
include the
approved Subgrant
applications

Grant applicant
approves
Subgrants

Grant applicant
submits Grant

application to
FEMA
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Subgrant and Grant applications are processed the same way in e-Grants as they were when they were paper-based.

The main difference between the paper process and the Web-based process is that applications are created online (over the Internet) and submitted electronically.

A Subgrant applicant creates a Subgrant application using e-Grants.  When the Subgrant application is complete, the Subgrant applicant submits the application, which is forwarded to the appropriate Grant applicant for review.

The Grant applicant reviews the Subgrant application for eligibility.  The Grant applicant may request revisions to the Subgrant application.  If changes are requested, the Subgrant applicant may revise the Subgrant application and re-submit it to the Grant applicant.

Once the Subgrant application is approved, the Grant applicant may include these Subgrants in a Grant application to FEMA.  Subgrants that are not selected are stockpiled for future consideration.




Using e-Grants




rant Applicant Home Page

|® FEMA.gov
\ / Faderal Emergency Management Agency = ——

1| L 0 | = Logout | Edit Profile
Grant Applicant Home Page

L fema heme e-grants home contaet us frequently asked questions glessary help -

\ /
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The Home Page allows you to access the different tasks and functions performed in e-Grants.

From this screen you can:

Perform Administrative Functions;

Enter, work on, and review a Subgrant application;

Create and work on a Grant as Subgrant Application;

Create, work on, and review a Grant application;

Edit your User Profile;

Change your password;

Link to the FEMA or e-Grants home pages;

Contact e-Grants;

Access Frequently Asked Questions (FAQs);

Access the e-Grants glossary; and

Access the e-Grants help function.




Getting Help—e-Grants Frequently Asked
Questions (FAQs)

fema home e-grants home contact us frequently asked questions glossary help =
Frequently Asked Questions (FAQs)

ving 15 a st of answers to frequently asked questions (FAS sout the FERA Mitgation e-Grants Ianagement

ering my applcat
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e-Grant’s Frequently Asked Questions section lists and responds to questions that are frequently asked about e-Grants.

You can access e-Grants FAQs by clicking on the frequently asked questions link at the bottom of a screen.

Click on a question to view the response.

Always click on the Save or the Save and Continue button if you have entered data before selecting the frequently asked questions function.  If you don’t, your data will be lost.






Getting Help—e-Grants Glossary

= fama home e-grants home contact us frequently asked guestions @ help =

Glossary

Administrative regqulations

Applicant

Application infarmation

Application notice

they can obtain applications, and cites thl-' i l-'-u_ﬂlru-' date for a particular competition.
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The glossary allows you to access the definition of a term as it is used in e-Grants.

You can access the e-Grants glossary by clicking on the glossary link at the bottom of a screen.

Always click on the Save or the Save and Continue button if you have entered data before selecting the e-Grants glossary function.  If you don’t, your data will be lost.




Getting Help—e-Grants Help

= fema home e-grants home contact us frequently asked questions glossary @ =

P FEMA.gov E-Grants Help
f Federal Emergency Managemenl Agency - 'ﬁ:— =

First Time Users | Tech Talk

About Us
Information about FEMA's E-Grant initiative and its purpose may be found here.
Funding Opportunities

: i of Federal
Domestic . an : . ay el

Registration

Register to complete an E-Grant application today!

i
|
i
|
First Time Users
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You can receive general e-Grants Help by clicking on the help link at the bottom of a screen.

Always click on the Save or the Save and Continue button if you have entered data before selecting the e-Grants Help function.  If you don’t, your data will be lost.


e-Grants Task Menus

FEMA.gov
Fedaral Emergency Management Agency -= =

in: Tk

|
Grant Applicant Home

= fema home &-grants home contact us frequently asked questions glossary help =
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e-Grant’s task menus allow you to easily access a task.

Click on the task you want to perform.




e-Grants Sidebar Menus

P L p e Project Application
Sores) Federal Dqergency Management Agency = s -

in: |
Preferences

button b
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Sidebar menus allow you to access specific tasks or pages within a given task.
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e-Grants works the same as most Web-based applications.

Click on a button to perform a function.

Click on a blue link to move to a specific place in the application.

Use the [TAB] key (on the keyboard) to move from field to field.

Enter text into text boxes in the format described next to the field.

Use drop-down menus to make selections where applicable.

Use the scroll bars to move up and down through the screens.

Click on underlined help links to access help screens.

Caution:  Do not use the Back and Forward buttons on the browser toolbar to move through the application. 

Instead use the application buttons—Go Back, Save, and Save and Continue—located at the bottom of the screens.  Using these application buttons ensures that the information you enter is saved and stored in �e-Grants.

Failure to use these application buttons could result in the loss of your data.




Getting Help—Field Help

Applicant information

Please provide the foll

Note: Fields marked with an * are required.

Applicant
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The field Help link allows you to access an explanation of the information that is being requested for a specific field.

Many fields have a field Help function.


Entering Data

* Click on a field to enter data or use the drop-down
menu to select data.

* Data must be entered into all required fields before
the application can be submitted, but you can save
a section without entering data in all of the required
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Remember to do these things regardless of the type of application or the screen.




Entering Data In e-Grants

Contact Information

Flease provide the following infarmation. When you are finished, click the Save and Continue button below.

Note: Fields marked with an * are required. The address of the Point of Contact should be the Agency/Organization address applying far FEMA, funds.

Application 25% complete

Point of Contact Information

Title

* First Mame

iddle Initial

+Last Mame

Title

= Agency/Organization

+ Address 1

Address 2

* City

|
|
—| [ Find Organization
|
|
|

+ State

South Carolina Vl

+ZIP

|| | (e 703544456 Meed help for ZIP+47

* Phane

’—|
| (0. TO3-456-7800) Ext.

Fax

| (.0, TO5-457-7E90)

]

| (2.0, USSHEyZ org)
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To enter data into a field, click on the field and enter the data.

If a specific format is required for the data, the format is shown by the field.

Sometimes a button or a link is available to help you locate the appropriate information


Required Fields

Py FEMA . gov
v/ Federal Emergency Management Agency = =

utton to

2 fema home e-grants home contact us frequently asked questions alossary help 5
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Required fields are designated with a red asterisk (*).

VERY IMPORTANT:  You must click on the Save or Save and Continue button before moving to the next page or making a different selection (for example, from a sidebar menu) or your data will be lost.




Active versus Inactive Buttons

* Bright * Grayed-out

* Active * Not active

* Clicking on the button will ~ * Must enter information in
cause the action to occur. particular field or click on

the Save bhutton to activate.



=
-

The Importance of Saving Data

* Save your data:
= As you are entering data in a section;

= |f you have entered some data in a section and need to
break from entering to locate the remaining information
needed;

= Before leaving a section: and
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Data is not saved in e-Grants until you click on the Save or the Save and Continue button, which causes the data to be sent from your PC to the e-Grants server.

Session timeout:

Timeout occurs after 30 minutes of inactivity.

You must Save or Save and Continue or you will be timed out for inactivity and lose your data.


Save versus Save and Continue

—awve and Continue

* Saves the data you have * Saves the data you have

entered. entered.
* Does not move to the next  * Automatically moves you to
section of the application. the next section of the

» Use for intermediate saves.  @pplication.

30



Logging on to e-Grants




To Use e-Grants

* You must have a personal computer (PC) and
Internet access.

= Microsoft® Internet Explorer®, version 5.0 or later, with
128-bit encryption

= Netscape®, version 4.7 or later, with 128-bit encryption




To Become a Registered User

* Access to e-Grants Is authenticated via a User ID
and password.

* Submitting a request to become a registered user:

= The first time you access e-Grants, you:
« Complete an online form to request access;
* Create your own User ID and password; and
e Submit the request.
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Note:  To request a User ID, it is necessary to get an “access code” first.

Subgrant applicants get the access code from the State/Tribal.

State/Tribal gets the access code from the FEMA Regional office.


Management of Your User ID and Password

* You must secure and protect your User ID and

password from easy detection and unauthorized
use:

= Anyone with your User ID and password can log into
e-Grants as you;

= Consider changing your password every 30 to 60 days.

* |f you think your User ID and password have been
compromised, immediately notify your FEMA
Regional Office.

" FEMA »
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Note:  Subgrant applicants notify their State/Tribal office.


Accessing e-Grants

* Contact your FEMA Regional Office and request
aCCess.

* You will be provided the e-Grants Website address
and a special Access ID.

* Open your browser (Internet Explorer or Netscape).

* Enter the e-Grants \Websiie address In the Address
Field and press [ENTER].

* The Integrated Security and Access Control System
screen Is displayed.

" FEMA .
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You must be a registered user to access e-Grants.

Gaining access to e-Grants is a two-part process.

First you enter an access code that is provided to you by the FEMA Regional Office and create your User ID.

Creating a User ID sends a request for access to e-Grants.

You request is reviewed and either approved or denied.

An email message is sent to you when your request for access is approved.

Once your request is approved, you use the User ID and password you created in the registration process to log on to e-Grants.




The Integrated Security and Access
Control System

) i ) o e = N oF 6 "
f DHS Integrated Security and Access Control System . .
FEMA - Version: 2 g 2206 Server: Y ¥ * & EEMA Home
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Enter the address for e-Grants in the address field of your Internet browser.  The Integrated Security and Access Control System screen is displayed.

Enter your User ID and Password and select Login.  


The Integrated Security and Access
Control System

g - -4 P ‘\
o * P 4 FEMA Home
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Type the characters that appear in the picture in the text box provided and click the Submit Button.  

This is an added security measure to ensure that your personal data is protected.  


Creating Your User ID

A . DHS Integrated Security and Access Control System 3 g -
y c , > o FEMA Home

* denotes required field

PERSONAL INFORMATION
Title * [y v
First Hame *

Last Hame * | |

LOGIN INFORMATION
You will need to save your user 1D it will be reguired each time you logon to the system.
Please note that user ID iz converted to all lowercase characters.

P —
Haert | | minimum lencth is 7, maximum length is 14, cannot contsin *, space character, ', #
Street *
cwys [

State * I-_select one - \Ti

ADDRESS

Zip Cade: * | |tormat is 01234, 01234-5675

ADDITIONAL ADDRESS
Street | |
cy
State Abbreviation | _ zelect one - VJ

Zip Code formet is 01234, 01 234-5678

CONTACT(S)
Click the "Search” button to okbtain a list of Organizations. Please do not enter duplicate names,
Organization | |SEARCH

/ il & X o
CentactBusiness Phone (| I - |Busmess phone extension |

Home phone (| | |

Mobile Phone Pager (| |

Email * !must contain @@, .

Confirm Email * | |

IDENTITY CONFIRMATION INFORMATION
Date of Birth * idan \j

Lz

Mother's Maiden Hame * |
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Create your User ID:

Enter the requested information.

Enter information in all required fields.

All letters for the User ID and password (only) are converted to lower case.

Click on the Submit button at the bottom of the screen.


Creating Your Password

: " ’ T " e S
"™ZWI A _ DHS Integrated Security and Access Control System : ’
F]:l\l‘\ ~ Version: 2 g 06  Erve Y TWH y f - "*. FEMA Home

CREATE PASSWORD

Password: |

mirimum |
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Create Password.

Confirm Password.

Click the Submit Button.  


Creation of Account

FEM A - DHS Integrated Security and Access Control System

i

h\railahléhppliiiatiull Authorized Application . Inbox  Profile

Logouk
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You will receive a confirmation screen, acknowledging the creation of your account.

Request access to the Mitigation eGrants Application by selecting the link provided.  


Reqguesting Access

N V] A _ DHS Integrated Security and Access Control System
i i{‘? F]:l\l‘\ .0. 6 Ser _ __FEMH Home | Logout

Authorized Application Inbox  Profile

In order to request access, click onthe button next to the systerm name below.
Community Information System

Request Access
i
Request Access
| Request Access
Mitigation eGrants Application
Request Access
Request Access

Recuest Access

Request Access

Espafiol | Accessibiliey | Siks Help | Sike Indesx | FEMA Contact | FEMA Home | Logout
FEMA 500 C Street SW YWashington, D.C. 20472 Phone; (202) S66-1600
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Click on the Request Access Button for Mitigation eGrants Application.  


Access ID

GRS e | - RN
__EEMH Home | Logout

Authorized Application Inbox  Profile

in order to i il L . Th i icded by the pr

Logout
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Provide the Access ID obtained from the FEMA Regional Office.  

Click the Submit Button


Confirmation of Your Request

FENTA- QP8 s et i dseem Gttt et

d y 2 ‘F_EM.*\ Home | Logout

Authotized Application Inbox  Profile

Your Request is Being Processed.
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You will receive a confirmation screen, acknowledging your request for access to e-Grants.

Your request will be reviewed.

You will receive an email message at the email address you gave when your request has been approved or denied.

 Once your request is approved,  you will be able to access e-Grants using the User ID and password you created in this process.  


Logging On to e-Grants

) i ) i - -t N
f DHS Integrated Security and Access Control System . .
FEMA - Sty M y N, FEMA Home
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Enter your User ID and Password, and click on the Login button.

If you have forgotten your password, click on the Forgot Pwd? Link, and follow the instructions.  Your password is emailed to the email address you gave when you created your User ID.

The Quick Reference Guides are currently available at www.fema.gov/government/grant/egrants.shtm (this location is temporary) 




rant Applicant Home Page

|® FEMA.gov
A / Fedaral Emergency Management Agency = ‘ié“ =

Logout | Edit P

ubmitted in |

fema home €-grants home contact us frequently asked guestions glossary
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The home page is the primary screen used for navigating and accessing the different tasks you perform in e-Grants.


anging Your User Profile

|® FEMA.gov
3 / Fedaral Emergency Management Agency ‘ié— =

ubmitted in |

into th

fema home €-grants home contact us frequently asked guestions glossary
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Change your User Profile – the information you provided when you created your User ID – to keep your user information up-to-date.

Click on the Edit Profile link.  The Edit Profile screen is displayed.


Changing Your User Profile (continued)

Integrated Security And Access Control System g

Inbox Edit Profile

en required field

PERSOHAL INFORMATIOHN

First Hame *

Last Hame *

LOGIN INFORMATION

User Hame * ‘i
Expiration Date .Jun/

ADDRESS

Address *
City *
State *

Zip Code *

Shipping Address same as Address

Address ['HI 1

City
State

Zip Code

Organization

Business Phone*

Home Phone

=

I?\"

Home | Logout
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Click on the field to change

Enter the new information

Click on the Save button at the bottom of the screen




anging Your Password

[ @55 FEMA . gov
Z J Fadaral Emergency Management Agency

Logout | Edit P

ubmitted in |

tered into th

into th

fema home €-grants home contact us frequently asked guestions glossary
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To change your password, click on the Change Password link at the top of the screen.

Change your Password every 30 to 60 days for security.


Changing Your Password (continued)

g ¢ = wF FE
Integrated Security And Access Control System g -

Home | Logout

Authorized Applications Inbox Edit Profile

Change Password

Username
Old Password
Hew Password minimum
Confirm Hew Password

F w5t the
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Enter the requested information and then click on the Save button at the bottom of the screen.




Logging Out of e-Grants

|® FEMA.gov
3 / Fedaral Emergency Management Agency ‘ = ‘ié— =

ubmitted in |

into th

fema home €-grants home contact us frequently asked guestions glossary
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You can log out of e-Grants by clicking on the Logout button or the Logout link at the top of the screen.




Grantees and the
e-Grants Application




What Do Grantees Do In e-Grants?

* A Grantee Is an Individual from a State, Federally-
recognized Indian Tribal Government, or Territory
authorized to recelve financial assistance under one
of FEMA’s mitigation Grant programs.

* Grantees:
= Manage user registration for their Subgrantees;
= Review Subgrant applications from Subgrantees; and

= Create and submit Grant as Subgrant and Grant
applications.
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What Do Grantees Do In e-Grants?

* Manage user registration for their Subgrantees:

= Review and approve/deny user requests for access to e-
Grants;

= Set preferences for their Subgrantees; and
- Manage user access privileges.

°* Y0 ISt reqistet aS € Geeeoe / 0l o
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What Do Grantees Do In e-Grants?

* Review submitted Subgrant applications:
= Review and approve Subgrant applications;
= Request revisions to Subgrant applications.

* Create and submit Subgrant and Grant applications:

= Enter paper Subgrant applications on behalf of
Subgrantees, If needed,

= Create Grant as Subgrant applications and Grant
applications; and

= Select approved Subgrant applications and Grant as
Subgrant applications for inclusion in a Grant application.

" FEMA »



The e-Grants System
Administration Function




The System Administration Function

* When you register as a Grantee, you may be
assigned a user role that requires you to:

= Manage the user registrations of your Subgrantees who
request access to e-Grants.

* You must approve or deny access before a Subgrantee can
aCccess e-Grants.

= Set preferences within e-Grants that control what your
Subgrantees can see and do.
* You must set these preferences before you submit applications.



The System Administration Function

FEMA.gov
Faderal Emergency Management Agency = =

ntered into the

fema home e-grants home contact us frequently asked questions qglossary help E
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Access the System Administration Function from the Grant Applicant Home page by clicking on the Administration hyperlink.

The Preferences screen is displayed.


e System Administration Function

FEMA.gov

Federal Emergency Management Agency

;[ |

Preferences
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All system administration functions are performed from this screen, using the sidebar menu.

Let’s look specifically at Preferences first.

The preferences you select apply to all of your Subgrant users; preferences are not set for individual users.

To set preferences, click on the Set Preferences button.

The Set Preferences screen is displayed.


The System Administration Function

» FEMA.gov
w1 Federal Emergency Management Agency = =

mins

umn. To d
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Set each preference to Yes or No by clicking on the applicable radio button.

Click on the Help hyperlink to receive an explanation of the preference.

Be sure to click on the Save and Continue button to save your settings.




e System Administration Function

- FEMA.gov
Federal Emergency Management Agency = =

buttan
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User Registration is the process by which information is collected from users about their identities, the organization with which they are associated, and how they can be contacted.

All users who want access to e-Grants must register and be approved.

Grantees approve/deny access to Subgrant applicants.

The Regional FEMA Office approves/denies access to Grant applicants.

Access request forms that are completed and submitted by a new user but that have not yet been approved are called “Pending Registrations.”

To view the Pending Registrations, click on the Pending User Registrations hyperlink on the sidebar menu.

The Pending User Registrations screen is displayed.

Remember:

Subgrantees cannot apply for a User ID until you (the Grantee) are registered as a user.

Subgrantees cannot apply for a user ID until they receive an access code from either the State/Tribal government (for locals) or  from the FEMA Regional Office (for State/Tribal).


The System Administration Function

FEMA.gov
Federal Emergency Managemenl Agency - =

button

uth.net

todd kr
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Click on the View hyperlink to view the user registration information.

Click on the Review hyperlink to approve or deny the access request.

When you click on the Review hyperlink, the Review Registration screen is displayed.




The System Administration Function

@ FEMA.gov
4 Federal Emergency Management Agency = = 5\- = =

n Morton |
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On the Review Registration screen, select the types of actions the user may perform or select deny/revoke if you are denying access to this user.

Enter comments, especially if the registration was denied.

Click on the Save and Continue button.

Once you have approved the user registration, the user will be able to log in to e-Grants.




The System Administration Function

ok
B

if:\" - FEMA.gov

1 Federal Emergency Management Agency =
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Each of the other registration options on the sidebar menu display a similar screen, which allows you to View or Review the user registration information, and change the actions for which the user is approved, or deny or revoke access all together.


Reviewing Subgrant
Applications




Reviewing a Subgrant Application

* As a Grantee, for each Subgrant application you
receive, you will either:

= Approve the Subgrant application;
= Request revisions to the Subgrant application; or
= Disapprove the Subgrant application.
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Grantees must review and approve applications from their Subgrantees before the subgrant applications can be attached to a grant application.

Grantees do NOT need to review their own Grant as Subgrant applications.

Subgrant applications can only be viewed by the Subgrant applicant’s State/Indian tribe/Territory.

Subgrantees from other States may not view a Subgrantee’s application.

Once subgrant applications are attached to a Grant application and submitted to FEMA, FEMA can view them.


eviewing a Subgrant Application

| 5% FEMA gov

Federal Emergency Manag ement Agency

| L in: |

Grant Applicant Home Pa-lge

fema home

€-grants home

‘eontact us

frequently asked guestions

glossary

help

Logout | Edit Profile |
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Click on the Review Submitted Subgrant Application hyperlink on the Grant Applicant Home Page.

The Overview screen is displayed.




eviewing a Subgrant Application

% FEMA.gov
Federal Emergency Management Agency = =

of current
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Click on the View Subgrant Application hyperlink to list the Subgrants.

The View Subgrant Applications screen is displayed, displaying a list of the submitted Subgrant applications from which you can select.




eviewing a Subgrant Application

| FEMA.gov
Federal Emergency Management Agency = =
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Presentation Notes
The Review Status column shows the current status of each Subgrant application.




. -
Checking Out and Checking In Applications

* To work on (review) a Subgrant application, you
must first Check Out the Subgrant application.

= Checking Out a Subgrant application allows you to review
the application (access, add comments, request
revisions, approve).

= While an application is checked out to you:
* No other users can work on the application except for you; and

« Other users may view (read only) the application, but may not
review or check out the application.

" FEMA .
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Presentation Notes
The next step to reviewing a Subgrant application, is to Check Out the Subgrant application.


Checking Out and Checking In Applications

* When you are finished working with a Subgrant
application, you must Check In the Subgrant
application.

= Checking In a Subgrant application allows other users to
ACCesS It.

= You should check in a Subgrant application when you are

alalr Al on It
11O \./\./u..\...& Ol IL.


Presenter
Presentation Notes
You must Check In a subgrant application before a Subgrantee can access it to make revisions or you can attach it to a Grant application.


ecking Out a Subgrant Application

. FEMA.gov
Federal Emergency Management Agency = =

on number.
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To Check Out a Subgrant application, either click on the Continue button or click on the Check Out Subgrant Application hyperlink.

The Check Out Subgrant Applications screen is displayed.






ecking Out a Subgrant Application
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Select the check box for the Subgrant application you want to Check Out.

Click on the Check Out Applications button.




ecking Out a Subgrant Application
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Confirm your selection.

The Overview screen is displayed




eviewing the Subgrant Application
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The Review Subgrant Application screen allows you to access each section of the Subgrant application to review its content.

Click on the Status link for a section to move to that section.

You can also click on the View Details hyperlink to select the specific sections you want to review.

Sections that must be completed by the Grantee are noted in the Sections to be Completed column.


Reviewing the Subgrant Application

Add/Modify Comments

enter comments ; an the ; e button below on

wm 4000 ch
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Presentation Notes
As you review each section of the Subgrant application, you may enter Comments by clicking the Add Comments button at the bottom of the page, which will  open up text boxes for comments addressed to the grantee, the subgrantee, or to FEMA.

If you enter comments, be sure to click on the Save or Save and Continue button to save your comment.




eviewing the Subgrant Application
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After you have completed your review of the Subgrant application, you approve, request revisions, release to stockpile, or disapprove it at the bottom of the Review Subgrant Application screen.

To Release the Subgrant application to Stockpile, select the Release to Stockpile radio button.

The “Stockpile” is simply a collection of the applications that have neither been approved nor disapproved.   It’s like putting the Subgrant application in a file drawer.

These applications may be revisited at a later date for approval an inclusion in a Grant application – or it may not—but it is kept on file.

To Disapprove the Subgrant application, select the disapprove radio button.

To approve a Subgrant application, click on the Approve radio button, and add Comments, if appropriate.

Click on the Save and Continue button.

The Review Subgrant Application Results screen is displayed.




Reviewing the Subgrant Application

» FEMA.gov
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The Review Subgrant Application Results screen shows you the current status of the application.

It also generates an email message that is sent by the system to the Subgrant applicant, advising him or her of the status of the application.

Enter any additional information you want sent in the email message in the Body field.

Click on the Send Email button to send the email.






Requesting Revisions to a Subgrant Application
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If you select the Revision Request radio button at the bottom of the Review Subgrant Application screen, you must:

Enter a date by which the revisions are to be completed;

Enter Comments; and

Click on the Save and Continue button.

This action returns the Subgrant application to the Subgrant applicant for amendment or revision.








Requesting Revisions to a Subgrant Application

- FEMA.gov
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Enter any information you want sent in the email from e-Grants, advising the Subgrant applicant of the requested revisions.

Click on the Send Email button to send the email








Requesting Revisions to a Subgrant Application
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A confirmation screen is displayed.

Click on the Return to Review Applications button.

Next, you must Check In the Subgrant application.












eck-In the Subgrant Application

link under the
' button
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It is very important to check-in the Subgrant Application.

Unless the Subgrant Application has been checked-in, the Subgrant applicant is not able to access the Subgrant application and make the changes you’ve requested.

When an application has been checked out, the only person who can “work on it” is the user who checked it out; all others can only view the application.

Click on the Check In Subgrant Application hyperlink in the sidebar menu.








eck-In the Subgrant Application

f\,, . FEMA.gov

¥ Federal Emergency Management Agency
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Select the Subgrant application to be checked in.

Click on the Check In Applications button.

A check in confirmation screen is displayed.












eck-In the Subgrant Application
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Confirm your selection.

The Overview screen is displayed








eviewing the Subgrant Application
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Click on the Return to Home Page to return to the Grant Applicant Home Page.










Creating a Grant as
Subgrant Application




reating a Grant as Subgrant Application
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To create a Grant as a Subgrant application, select the Create New Subgrant Application hyperlink on the e-Grants Home Page.

Click on the hyperlink.  The Create New Grant as Subgrant Application screen is displayed.




reating a Gran
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Enter a title for this application.

The application title is the name by which the application is identified.

Make the application title descriptive of the application to help you better recognize it.

Select the Application Type from the drop down menu.

Selecting the type of application allows e-Grants to identify the application pages it needs to present to you for completion.

The screens associated with the other types of applications are a subset of the screens required for a project application, and you complete them in the same way as you will see demonstrated.

You can click on the Application Type hyperlink to receive an explanation of the different types of applications you can complete in e-Grants.

Click on the Save and Continue button to proceed.  The Start New Subgrant Application screen is displayed.




Copying an Existing Application

5% FEMA.gov
By Federal Emergency Management Agency =
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The Start New Subgrant Application screen allows you take advantage of information you have previously entered into e-Grants for a different application that is the same for the new application you are entering.

The Start New Subgrant Application screen lists all of the applications you have previously entered and allows you to copy certain sections so that you do not have to re-key that information into e-Grants.

When you are starting a new application, you may use the copy function to copy sections from other applications that you have entered that are the same or very similar to an application you previously entered.

Saves time

More convenient

More accurate

Click on the radio button associated with the application to select it.

You may view the application from which you are copying by clicking on the View Application hyperlink.

To copy, select the application from the list and click on the Copy Existing Application button.

When you copy sections from an existing application into a new application, be sure to look at each data element in the new application to make sure that the information is correct for this new application.

Be sure to only copy from the same type of application you are creating.

Your new application will be set up as the same type as the application you are copying from.

If you copy from a project application, e-Grants will set up the new application as a project application.

Tip:

The application form contains a number of fields for information that is not likely to change across applications.

This lends itself well to creating a “template” application.

Create a new application

Name the application something like “Planning Template” or “Project Template.”

Fill in the information on the application that stays the same across applications.

Save the application.

When you need to start a new application, select the create a new application, and then copy from the “template” into the new application you are creating.

Using this “tip” can save you keystrokes and reduce errors.


Copying an Existing Application

&, FEMA.gov
A=)

Federal Emergency Management Agency = ==

eturn to Hor

89



Presenter
Presentation Notes
Select the sections you want to copy.

To view the section before copying, click on the name of the section.




Copying an Existing Application

FEMA.gov Project Application

| Federal Emergency Manageiment Agency 3
Oregon Iniet Restoration

|
Application Status
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The new application is created, pre-populated with the information from the application sections you selected for copying.

Access each section of the new application and enter or change the remaining information.

Be sure to access the Application Sections with a status of Complete as well as those with a status of Incomplete to make sure that the information you copied into this new application is correct for this new application.

Be sure to click on Save or Save and Continue as you move through the application to ensure that your data is saved.


art New Subgrant Application Screen

% FEMA.gov
Federal Emergency Management Agency = =

on | |

Start New Subgra:_rt Application
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Here we want to start a new application without copying any part of an existing application, so we’ll select the Start New Application button.

The Start New Application button presents you with a blank application with none of the fields completed.

We will go through the process for creating an application by copying sections of an existing application later today.

To start with a blank application, click on the Start New Application button.  The Application Status screen is displayed.




' @ FEMA.gov Project Application
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The Application Status screen shows the sections to be completed for the application type you selected.

The sections to be completed are the same sections you would have completed had you been creating a paper application.

If a different type of application had been selected, the sections listed for completion would have been different

Refer to the table on page 14 of the QRG for a list of the sections that are included in each type of Subgrant application.

The Status column shows the current status of each section of the subapplication.

To enter data into a section, select the section name in the Application Status menu (left side of the screen) or click on the status associated with the section.

The section selected is displayed.


Applicant Information Screen

Applicant Information

Application 23% complete
Please provide the following information. When you are finished, click the Save and Continue button below,

Note: Fields marked with an * are required.

* Name of Applicant | _||__Find Organization

* State SC

Caongressional District l:l Look up congressional district

*Type of Applicant |Se|ec‘.1Type

If Eligible Private Man-Profit,

Describe the legal status, function, and facilities owned:

State Tax Number: (e.g.11-1111111

Federal Tax Mumber: (eg. 11-111111)

If Other, please specify:

+ Enter Federal Employer Identification Murmber (EIN) If Indian Tribe, this is your Tribal |
ldentification Mumber. (9. 12-1343678)

What is your DUNS MNumber? || |

Is this & small, impoverished community? O Yes @ Mo

+ Are you the application preparer? O Yes ® Mo

* |z the application preparer the Paint of Contact? O ¥es @ No

Is application subject to review by Executive Order 12372 Process?

Wore Info Help
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The Applicant Information screen captures information about who is applying for the Subgrant – your organization.

Required fields must be completed prior to submission of the application.

Click on the field to enter text or use the drop down menu to select an option.

Throughout e-Grants, you will find fields that have a search feature associated with them, such as the Name of Applicant field on this screen.

Rather than type the Name of the Applicant, you may choose to search for the name of the applicant’s organization.  This feature helps you to be consistent with how you refer to organizations in exact wording, capitalization, and so forth.

To search for an organization name, click on the Find Organization button.  The Find Organization screen is displayed.


Find Organization Screen

- FEMA.gov Project Application
Federal Emergency Management Agency T PF’O_,'E'C? = _;!:r

94


Presenter
Presentation Notes
Enter a portion of the name of the organization in the Organization Name field, and click on the Search button.

The Search Results screen is displayed.


Search Results Screen

@ FEMA.gov Project Application
) Fedaral Emergency Mansgsment Agency Cavaah Do Tres P it =

on |

Applicant Information
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Click on the radio button next to the correct organization name and click on the Select Organization button.


Applicant Information Screen

FEMA.gov Project Application
e ey e ST AN A Y Savannah Palm Tree Rescue Projact = =
| 4 |

Applicant Information App"cant Information

fema home &-grants home contact us frequently asked questions glossary
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The Applicant Information screen is displayed, showing the organization name you selected in the field.

All of the search fields work this same way.

Click on a hyperlink to display an explanation of a field.

If a field requires a specific format for the data, the required format is shown next to the field.
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When you have entered all of the information on this screen – or as much as you have at this point – click on the Save and Continue button.

If you want to save the data you have entered, but not move on to the next screen, click on the Save button.

Some users like to click on the Save button after they have entered information into some of the fields, particularly if they get interrupted, to preserve their data in case the link goes down.

You MUST click on Save or Save and Continue before you leave the page – even click on Go Back or make a selection on the sidebar menu.

If you don’t, all of the information you entered (since your last save) is discarded (lost).




Contact Information Screen

@ . FEMA.gov Project Application

Federal Emergency Management Agency

Oregon Inlet Restoration — =

button b
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Presentation Notes
The Contact Information screen collects information about who to contact if there are questions about the application.

The address of the Point of Contact should be the Agency/Organization address applying for FEMA funds. 

Both the Point of Contact and Alternate Point of Contact will receive automatic e-mail messages regarding the status of the application once submitted to FEMA.




!" - FEMA .gov
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The Community Information screen identifies the community that will benefit from the mitigation activity.

Use the search function to find the correct information for the community.

In sub-applications for mitigation activities that will benefit the Grantee, such as a State Hazard Mitigation Plan, States/Indian Tribes/Territories should select “Statewide” as the community.


Community Search Results Screen

@ FEMA.gov Project Application
RLB ORI CRLRE  b et Savannah Falm Tree Rescue Project = -~ =
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Click on the radio button next to the appropriate community, and then click on the Select Community button.  The Community Information screen is displayed, showing the community information fields completed.


Community Information Screen

FEMA.gov Project Application

Federal E M tA = = =
e City of Faidax Multihazard Mitigation Project = ==
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If a community is selected that is mapped by the National Flood Insurance Program (NFIP) but is not participating in the NFIP, or is withdrawn or suspended, an error message will alert the user that the community is ineligible.

Sub-applications with ineligible communities will not be able to be submitted.

The Grantee should notify their FEMA Regional Office if they believe there is an error in the community information.

Click on the Save and Continue button, and the next screen in the application – the Mitigation Information screen – is displayed.


Attachments and Comments

* Additional comments and/or documents may be
required and are helpful to support your application.

* e-Grants allows you to attach electronic files from
your computer containing these additional
documents, maps, and studies to the application.

* The files you attach are stored In e-Grants and can
be viewed with the application.

* eGrants also allows you to Indicate that you have
mailed paper attachments to be considered as part
of the application.
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At the bottom of various sections, there is a place to enter additional comments regarding the information provided in the section.

In addition, there is an Attachments button.


Attaching a Document, Map, or Study

To attach documents, click the Attachrments button below.
Attachment:
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Attachment buttons exist on a variety of screens throughout e-Grants.

To attach a document, click on the Attachments button.


Attaching a Document, Map, or Study

Attach Document

fou have two attachment options, regular mail or electronic. If you are sending your attachment through the mail please check the regular mail button and enter the information asked
below. If you would like to attach your docurnent electronically, check electronic file. Enter the information asked below and click the Browse button to find your file. When you find
your file click Open. When you are finished, click the Save and Continue button below.

O Regular Mail

*Select Option
" O Electronic File

If you selected Regular Mail, above, please specify the following:

Mail Date:
I:I (MM-DD-Y'y7Y .. 02-05-2003)

Mail Description (documents sent):

If you selected Electronic File, above, please specify the following:

Operating System:

If other, please specify: |

*File Format:

[ M word

If other, please specify: |

*Compression Format:

If other, please specify:

*Upload File:

[ Go Back ] ’ Sawve and Continue
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If the document is not in electronic form, you may indicate that you will send the document to be “attached” to the application via regular mail.

Indicate the date on which the document was or is to be mailed and a list of the documents you are including.

If the document to be attached is in electronic form, complete the fields associated with the electronic file to be attached.

When you are finished, click on the Save and Continue button.




Itigation Plan Information Screen

Project Application

§ . FEMA gov
B, ¥ Federal Emergency Management Agency = !

Logged in: San Leandra | Last login: 10-25-2004 | Session expires in 30 mins

Logout | Edit Profile | Change Password

Plan Information

Application Status
Applicant Information
3.Contact Information
Community Information
5 Miticjstion Plan informetion
B Mitigation Activity Information
7 Hazard Information
.Scope of Work
.Properies
0 Decizion Making Process
11 Cost Estimate
12 Match Sources
13 .Cost Effectiveness Information
14 EnwironmentalHistoric
Preservation Infarmation
15 Maintenance Schedule
16 Evaluation Information
17 Comments and Atachmerts
18.&ssurances and Cerifications

9 Review and Submit Application

Return to Home Pare
ogout

Privacy Statement

Disclaimers

Mitigation Plan information

Application 22% complete

Flease provide your plan information below. If you have already submitted a plan, you may search the FEMA, Plans Repositary by clicking the Find Plan button. When you are
finished, click the Save and Continue button below.

Note: Fields marked with an * are required

* | the entity that will benefit frorm the proposed activity covered by & current FEMA-approved rultihazard mitigation plan in compliance

with the Disaster Mitigation Act of 20007 © Yas © No O Mot Known

If Yes, please answer the following:

If your plan is on file with FEMA you can search for it and attach it electronically. To begin your search in the Plans Repositoty |,
click Find Plan.

*What is the name of the plan?

= What is the type of plan?

*+%hen was the current multihazard mitigation plan approved by FEMA?
(MM-DD-5YYY &g, 02-05-2002)

= Describe how the proposed activity relates to or is consistent with the
FEMA-zpproved mitigation plan.

If Mo or Mot Known, please answer the following:

* Dioes the entity have any other mitigation plans adopted? B Yes O N © NatKhswh

If ¥es, please provide plan information by clicking the Add Plan button or find your plan in the Plans Repositons by clicking the Find Pian button.

Plan Marne Plan Type Date Adopted Aftachrent Action

T
|
Find Plar ]

* Does the StatefTribe in which the entity is located have a current FEMA-approved mitigation plan in compliance with the Disaster
Mitigation Act of 20009

‘ Q Yes © No

If Wes, please answer the following:

If your plan is on file with FEMA you can search far it and attach it electronically. To hegin your search in the Plans Repository |
click Find Plan.

+%hat is the name of the plan?

~
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The Mitigation Plan Information screen allows you to provide information about your plan.

In sub-applications for mitigation activities that will benefit the Grantee, States/Indian Tribes/Territories should respond “no” to the first question, as it pertains to community plans only.

If you have a FEMA-approved plan already on file with FEMA, you can use the Find Plan button to locate the electronic copy of the plan and auto-fill the plan information in this section.

If you do not have a plan on file, you can click on the Add Plan button, provide the information requested, and click on the Save and Continue button.


Itigation Activity Information Screen

2 Federal Emergency Management Agency E-Grants - Microsoft Internet Explorer E]@

> Googe | b
Project Application
Test 12-7-05 =

Home | Logout | Edit Profile | Change Password

def button t
atha
on the
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The Mitigation Activity Information screen allows the user to describe the proposed mitigation activity.

Select an activity by clicking on the Add button.  




Add a Mitigation Activity

2 Federal Emergency Management Agency E-Grants - Microsoft Internet Explorer

Project Application

Test 12-7-05 — =

| i Home | Logout | Edit Profile | Change Password

Add Activity

buttan.

-

fema home a-grants home contact us frequently asked questions glossary
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Click on the check box next to the activity to be selected.

Then, click on the Add Activity button.


Delete a Mitigation Activity

2 Federal Emergency Management Agency E-Grants - Microsoft Internet Explorer Q@

Project Application
FY¥0O5 PO Project Sub-application = — =

| an m Home | Logout | Edit Profile | Change Password

Mitigation Activity Information

F
ant

Note: Field

fema home e-grants home contact us frequently asked questions alossary

Microsoft PowerPoink ... -

-
v» Start e e " BEEED®E "8 1nbox - Microsaft OuE... 23 Federal Emergancy M. .. [
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Click on the check box next to the activity to be selected.

Then, click on the Delete button.




Delete a Mitigation Activity

<3 Federal Emergency Management Asency E-Grants - Microsoft Internet Explorer Q@
File: Edit il

Project Application
FYO5 PO Project Sub-spplication = =

Home | Logout | Edit Profile | Change Password

fema home e-grants home contact us frequently asked questions glossary

e i
‘e start e " BEEEDEERBRE '@ 1nbox - Microsoft out... 3 Federal Emergency M. .. ["E2 Microsoft PowerPoint ... #
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Confirm the deletion.


Replace a Mitigation Activity

A Federal Emergency Management Agency E-Grants - Microsoft Internet Explorer E]@

Project Application
FY05 PO Project Sub-appiication = =
| n in 30 mins

Mitigation Activity Information

fema home e-grants home contact us frequently asked gquestions glossary

————
s Start cEeE " EHEEEEIDE f &l 1nbox - Microsoft Out. .. 2} Federal Emergency M... f Microsoft PowerPoint . .. 2ol g e

110


Presenter
Presentation Notes
Click on the check box next to the activity to be selected.

Then, click on the Replace button.

If a user de-selects a mitigation activity for which cost estimate and property info section data has been entered, the user can transfer the data to a new mitigation activity so that the information is not lost. 


Replace a Mitigation Activity

<N Federal Emergency Managsement Agency E-Grants - Microsoft Internet Explorer Q@

Project Application
= Féf;

Y05 POM Project Sub-spplication = =
Home | Logout | Edit Profile | Change Password

from.

fema home a-grants home contact us frequently asked questions glossary

_
s start e " BEEREETEE '@ tnbox - Microsoft oLt .. T Federal Emergency M... | BB Microsoft PowerPoint ... 2 CE Al

111



Presenter
Presentation Notes
Click on the check box next to the activity to be selected.

Then, click on the Replace Activity button.






Hazard Information Screen

! ‘:'{,% FEMA.gov Project Appiication
|| e < =

E =/ Federal Emergency Management Agency Oregon Tl E s ataeon = g,—

i
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Information about possible hazards is collected in three parts.

This is part 1 of 3.

When you click on Save and Continue, Part 2 of the section is displayed for you to complete.


Hazard Information Screen

@ FEMA.gov Project Application
A1 BRI B E L Lt Savannah Palm Tree Rescue Project —

N Morton | lagin:

Hazard Information

button b

Indorm

button
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This is Part 2 of 3.

When you click on Save and Continue, Part 3 of the section is displayed for you to complete.




Hazard Information Screen

@ FEMA.gov
Comtd! Federal Emergency Management Agency

Logged ir: Thurzon Morton | Last logine 08-23-2004 | Session expires in 30 mins

Project Application
=3 ? = s
Logout | Edit Profile | Change Password

Hazard Information

1 Application Status

2 Applicant Information

3 Contact Information

4 Commurity Information

S Mitigation Plan Information

6 hiitigation Activity Information

7 Hazard Infortmation

& Scope of Work

9 Properties

10 Decizion Making Process

11 Cost Estimate

12 Match Sources

13.Cost Etfectiveness Information
14 EnvironmentalHistoric
Preservation infarmation

15 Maintenance Schedule

16 Evaluation Information

17 Commments and Attachments
18.Azsurances and Cerifications

18 Reviewy and Submit Application

| Return to Home Page
Logout

Privacy Statement
Disclaimers

Hazard Information (Part 3 of 3)

Please provide the following information. YWhen you are finished, click the Save and Continue button below.

Note: Fields marked with an * are required.

Application 27 % complete

FIRM Infarmation

*ls the project located within a hazard area (check all that apply):

[] Eloodway

[ Elocdplain
] Other identified high hazard area

[ No

If other identified high hazard area, please specify:

*|s there a Flood Insurance Rate hap (FIRM) or Flood Hazard Boundary bap (FHER)

available for your project area?

If you have selected Yes, the following three fields are reguired:

O ez O Mo

Enter FIRM Panel Number:

[ check if Mot Applicable

Mark your project site on the FIRM/FHEM (even if it is out of the floodplain)
Link to create FIRMETTE for inclusion with application

O Electronic map attached
© Hard copy provided
O Not Applicable

Select Flood Fone Designation

control-click for multiple selections):

Cx A
B.%

N

AR

Go Back ] [Sa\:e ] I Save and Continue
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This is Part 3 of 3.




Scope of Work Screen

A Federal Emergency Management Agency E-Grants - Microsoft Internet Explorer

File  Edit

Project Application
= i

Home | Logout | Edit Profile | change Password
o~

= button
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The Scope of Work screen allows you to describe the goals and objectives of the proposed mitigation activity.

This is a two-part section.

When you click on Save and Continue, Part 2 of the section is displayed for you to complete.


Scope of Work Screen

; é:ﬁx . FEMA.gov Project Application
Nt/ Federal Emergency Management Agency R - —

button

0 heed to add ¢ dual t
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Click on the Add Task button to enter tasks to be completed to implement the proposed activity.

Enter total duration of proposed activity.

Click on Save and Continue.




Properties Screen

| @ FEMA.gov Project Application
: y Federal Emergency Management Agency 7 = -
Oregon Iniet Restoration
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Presentation Notes
The Properties screen allows you to designate the properties to be mitigated, if an activity that requires property information is selected in the Mitigation Activity section.

Click on the Add property button and complete the fields to add a property.

You can also import a list of properties from an Excel spreadsheet by clicking on the Import Properties button, and specifying the Excel file name on your PC.

Only the properties related to the sub-application should be included, not alternate properties to be considered if proposed properties are removed.

This section is not included in planning or technical assistance/management costs sub-applications.
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Presentation Notes
The Decision Making section allows you to describe the process you used to decide that this project is the best solution.

The questions posed in this section help you to ensure that you are providing the kind of information FEMA needs to evaluate your application.

This section is not included in planning or technical assistance/management costs sub-applications.


Cost Estimate Screen
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Presentation Notes
The Cost Estimate screen allows you to detail, by line item, the budget for this mitigation activity.

Click on the Add Item button and complete the screen to specify the estimated costs for your proposed mitigation activity(s).




Match Sources Screen
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Presentation Notes
The Match Sources screen allows you to specify the percentages of the Federal and Non-Federal shares for this project, as well as other matching funding you have secured.

This section cannot not be completed until the Cost Estimate section is completed.

Click on the Add Match Source button.

The Proposed Non-Fed Share and the sum of the matching funds must be equal to "Complete" this section.




Cost Effectiveness Screen
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Presentation Notes
The Cost Effectiveness screen allows you to provide information about the cost effectiveness of the project you are proposing.

The information provided here is usually based on a cost/benefit analysis.

You can access more information about the cost benefit analysis by clicking on the Benefit Cost Web page hyperlink.

This is a two-part section.

When you click on Save and Continue, Part 2 of the section is displayed for you to complete.

This section is not included in planning or technical assistance/management costs sub-applications.
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Presentation Notes
The Environmental/Historic Preservation Review screens allows you to provide information about environmental and historic preservation issues that have or may have an impact on the proposed mitigation activity.

This section includes an introduction and parts A through K.

E-Grants will automatically move you through each section when you click on the Save and Continue button.

You may select any part in the drop down to move to that part of the section.

You must enter comments for any questions with “Yes” or “Unknown” response.

This section is not included in planning or technical assistance/management costs sub-applications.
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Presentation Notes
The Maintenance Schedule and Costs screen allows you to identify costs associated with the ongoing maintenance of proposed projects.

This section is not included in planning or technical assistance/management costs sub-applications.
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Presentation Notes
The Evaluation Information screen allows you to provide information that is used by FEMA to evaluate sub-applications submitted for the PDM competitive grant program.

Click on the Incomplete hyperlink to complete the section.

Click on the “Not Applicable” check box if the sub-application will not be considered for the PDM grant program.


Evaluation Information Screen
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Presentation Notes
This is a 4-part section.

Clicking on the Save and Continue button will move you to the next part of the section.

When you have completed all 4 parts of the Evaluation Information section, the main Evaluation Information screen is displayed.  Click on the Save and Continue button to move to the next screen to be completed.




Comments and Attachments Screen
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Presentation Notes
The Comments and Attachments section lists comments and attachments that you provided in other sections of the sub-application and allows you to:

Enter a new comment or attachment

Update a comment or attachment

Delete a comment or attachment

To add a comment, click on the Add button and complete the requested fields.

You can update or delete a comment or attachment by clicking on the appropriate hyperlink.
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Presentation Notes
The Assurances and Certifications screen lists the documents containing the Federal requirements for all FEMA Grants including the right of the Federal government to review the Grant activity. Please read these documents carefully. The Assurances and Certifications must be read, signed, and electronically submitted as a part of the application.

Click on the Incomplete hyperlink in the Status column to access the certification statement.

Click the Not Applicable check box 


3 FEMA.gov

Project Application

Federal Emergency Management Agency : — = =

Logged in: Thurson Morton | Last login: 08-23-2004 | Session expires in 30 mins Logout | Edit Profile | Change Pass

Assurance Certifications

1 Application Status
2. Applicant Information
3.Contact Information
4 Community Information
| 5 Mitiation Plan Information
| E hiitigation Activity Information
| 7 Hazard Information
| & .Scope of Work
9 Properties
10 Decision Making Process
11 Cost Estimate
12 Match Sources
| 13.Cozt Effectiveness Information
14 EnvironmertalHistaric
Preservation Information
15 Maintenance Schedule
16 Evaluation Informstion
17 Comments and Attachments:
18.Assurances and Certifications

19 Review and Submit Application

Return to Home Page
Lonout

Privacy Statemert
Disclaimets

VIl Cormply, 25 applicable, with the provisions of Uavis-Bacon Act (30 USL Section 2/ba o 2/ba-/], Lopeland Act (30 UsU Section Z/be and 10 UsU 574), and
the Cantract Waork Hours and Safe Standards Act (40 USC Section 327-333), regarding labor standards for federally assisted construction subagreements

. Will comply, if applicable, with flood insurance purchase requirements of Section 102(a) of the Flood Disaster Protection Act of 1973 (P.L. 93-234) which requires
recipients in a special flood hazard area to participate in the program and to purchase flood insurance if the total cost of insurable construction and acquisition is
$10,000 or mare.

. Will comply with environmental standards which may be prescribed pursuant to the following: (a) institution of environmental guality control measures under the
MNational Environrmental Policy Act of 1969 (PL 91-190) and Executive Order (EQ) 11514; (b) notification of violating facilities pursuant to EOQ 11738; (c) protection
of wetlands pursuant to EOQ 11990; (d) evaluation of flood hazards in floodplaing in accordance with EQ 11988; (e) assurance of project consistency with the
approved State management program developed under the Coastal Zone Management Act of 1972 (16 USC Section ' 1451 et seq.); (f) conformity of Federal
actions to State (Clear Ain) Irmplementation Plans under Section 176(c) of the Clear Air Act of 1955, as amended (42 USC Section | 7401 et seq.); (g) protection
of underground source of drinking water under the Safe Drinking YWater Act of 1974, as amended, (PL 93-523); and (h) protection of endangered species under
the Endangered Special Act of 1973, as amended, (PL 23-205).

- Will comply with the Wild and Scenic Rivers Act of 1968 (16 USC Section 1271 et seq.) related to protecting components or potential components of the national
wild and scenic rivers system.

. Wil assist the awarding agency in assuring compliance with Section 106 of the National Historic Preservation Act of 1966, as amended (16 USC Section 470),
EQ 11593 (identification and protection of historic properties), and the Archaeological and Historic Preservation Act of 1974 (16 USC Section 469a-1 et seq.)

Will comply with PL 93-348 regarding the protection of human subjects involved in research, development, and related activities supported by this award of
assistance

. Will comply with the Laboratory Animal Yelfare Act of 1966 (PL 89-544, as amended, 7 USC 2131 et seq.) pertaining to the care, handling, treatment of warm
blooded animals held research, teaching, or other activities supported by this award of assistance.

- Will comply with the Lead-Based Paint Poisoning Prevention Act (42 USC Section 4801 et seq.) which prohibits the use of lzad based paint in construction or
rehabilitation of residence structures.

. Will cause to be pedormed the required financial and complisnce audits in accordance with the Single Audit Act of 1934,
. Will comply with all applicable requirernents of all other Federal laws, executive orders, regulations and policies governing this program.

. It will comply with the minimum wage and maximum hours provisions of the Federal Fair Labor Standards Act (29 USC Section 201), as they apply to employees
of ingtitutions of higher education, hospitals, and other non-profit organizations.

(o sign this form, check the box below and enter your password in the cnace provided.

* Pageword: | ‘

“ 711, Thurson Morton, hereby sign this form as of 08-23-2004

[ Go Back ] I Save ] [ Save and Continue



Presenter
Presentation Notes
Read each document and sign the assurances by providing your password and checking the box at the bottom of each page.

The password you need to enter is the same as your User ID login password.
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Presentation Notes
You may or may not be the only person working on the application you are creating and submitting to FEMA.

e-Grants initially restricts an application to the user who created it.

e-Grants allows you to give access to other registered e-Grants users to view and print, create and edit, or sign and submit your application.

On the Grant Home Page, click on Work on Un-submitted Applications.

The status screen is displayed, listing your applications. 

Click on the View Details link in the Authorize/Revoke Access column.






ranting Access to Your Application
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Presentation Notes
The Authorize/Revoke Access screen lists all of the users who have access to this application.

You can change the authorization permissions of a user that is listed by clicking on the Update or Deny/Revoke hyperlinks in the Action column associated with the user’s Name.

To add a new person to the list of Authorized users, click on the Authorize Access button.






ranting Access to Your Application
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Presentation Notes
Enter search criteria to search for a specific user, or click on the Search button to list all registered users.


ranting Access to Your Application
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Presentation Notes
Select a user from the list and then click on the Authorize Access button.




Granting Access to Your Application
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Presentation Notes
Select the type of access.

You may grant another user View & Print, Create & Edit, Sign & Submit, or all three permissions.

Designate the period of time for which this person will have access.

Enter comments to document your reason for authorizing this person access to the application.

Click on the Save and Continue button.


ranting Access to Your Application
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Presentation Notes
The Authorize Access screen is displayed, listing the new user.

Click on the Update or Deny/Revoke access at any time to change this user’s access to the application.
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Presentation Notes
To add to or update a Subgrant application you have started, but not submitted, go to the Grant Applicant Home Page, and select “Work on Un-submitted” Subgrant application.


Updating an Application
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Presentation Notes
The Subgrant Status screen is displayed, listing your un-submitted applications.

Click on the Update Application hyperlink associated with the application you need to update.


Updating an Application
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Presentation Notes
The Application Status screen for the application you selected is displayed.

Sections with incomplete required fields are shown with an “Incomplete” status.

Click on the Complete or Incomplete link to access a section and enter or update information.


Deleting an Application
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Presentation Notes
To delete a Subgrant application you have started, but not submitted, go to the Grant Applicant Home Page, and select “Work on Un-submitted” Subgrant application.




Deleting an Application
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Presentation Notes
Click on the check box next to the application to be deleted.

The, click on the Delete Application button.


Deleting an Application
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File Edit  Wiew Favorites Tools  Help
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Address EI hF_tps:I{lGZ._BS_._G?_. 1.‘_‘?IFEM:Q.MIEIgatl.On,I'U.I.ﬂ.SL.Ib.r.n.ltFE@SQADP}ICat.iO_I.'!_..C_‘D.

Google ~ |G| search ~ | M= g2 Ehablocked | AR Check
Delete Applications Confirmation

The following applications have been selected for deletion.

| Application yvear | Application Title | Grant Type

| 2005 |Orange and Green Council Planning Application |Planning Application

Are you sure you want to delete the above applications?

é ‘ Internet
O@E =2 E M ErE@ Y Slnbox-.. [ airerac.. | | 3R Delete CaRiCom... | B Listof F. | @& d);;»z, 1:20 PM
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Presentation Notes
Confirm deletion by clicking on the Yes button.


Submitting Your Application
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Presentation Notes
To submit a Subgrant application you have started, but not submitted, go to the Grant Applicant Home Page, and select “Work on Un-submitted” Subgrant application.




Submitting Your Application
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Presentation Notes
When you are ready to submit your application, you must review and complete the application to ready it for submission.

Select the Review and Submit hyperlink on the sidebar menu.

The Review and Submit screen is displayed.




Submitting Your Application
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Presentation Notes
You may select any of the sections of the application for printing by clicking on the checkbox associated with the section, or click on the checkbox for the entire application, and then clicking on the Print button.

Access each section of the application and review it for accuracy and completeness.

When all of the sections are complete, the grayed out Submit Application button will become active.

Click on the Submit Application button. 

Sign the application by providing your password and checking the box.

The password you need to enter is the same as your User ID login password.

Click on the Submit button.  The application is then electronically submitted.

Grant as Subgrant Sub-applications are submitted to the Grantee and must be attached to a grant application in order to be submitted to FEMA.

Grant applications are submitted to FEMA.






Creating a Grant
Application




Grant Applications in e-Grants

* e-Grants allows you to electronically create and
submit Grant applications.

* The Iinformation you need to complete a Grant
application in e-Grants Is essentially the same
information that you provided on the paper



Presenter
Presentation Notes
The process for creating a Grant application is similar to the process for creating a Subgrant application and a Grant as Subgrant application.

There are sections of the Grant application in which the appropriate information needs to be entered.

You can complete the application in stages by saving the application and then working on it again at a later time.

You electronically view the Subgrant applications to attach to a Grant application.

You electronically submit the Grant application to FEMA.

Your Grant application is reviewed by FEMA and approved, disapproved, or revisions are requested.

You can revise or amend a Grant application.

Refer to the Applicable Sections of the Grant Application matrix on page 35 in the Grantee QRG. 


reating a Grant Application
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Presentation Notes
When you click on the Create New Grant Application hyperlink, the Create New Grant Application screen is displayed.




reating a Grant Application
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Presentation Notes
Enter an Application title.

Select an Application Type and the Federal Fiscal Year from the drop down menus.

Click the Save and Continue button.  The Start New Grant Application screen is displayed.


reating a Grant Application
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Presenter
Presentation Notes
To create a new Grant application from an existing Grant application, select the Grant application you want to copy from, and then select the Copy Existing Application button.

To start an application from scratch, click on the Start New Application button.

If you start your application by copying an existing one, when you click on the Copy Existing Application button, the Copy Grant Application screen is displayed.


reating a Grant Application
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Presentation Notes
Select the sections to copy and then click on the Save and Continue button.

The Application Status screen is displayed.

If you did not click on the Copy Existing Application button, but instead clicked on the Start New Application button, the Application Status screen is displayed.


ections of a Grant Application
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Presentation Notes
The Application Status screen lists the sections to be completed for the type of Grant application you selected and shows the status of each section.

If you chose to copy sections from an existing Grant application, the sections you selected to copy will be shown as complete (unless the section of the Grant application you copied from were incomplete).

This screen operates the same as the Subgrant Application Status screen:

Navigate to the different sections by clicking on the status of the section, from the Application Status sidebar menu, or by clicking on the Save and Continue button.
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Presentation Notes
Complete the Applicant Information screen.

Use the Find Organization button to search for the Name of Applicant. 

Rather than type the Name of the Applicant, you may choose to search for the name of the applicant’s organization.  This feature helps you to be consistent with how you refer to organizations in exact wording, capitalization, and so forth.

Click on the Save and Continue button to move to the next section.




Contact Information
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Presentation Notes
Enter the Contact Information for this application.

The address of the Point of Contact should be the Agency/Organization address applying for FEMA funds. 

Both the Point of Contact and Alternate Point of Contact will receive automatic e-mail messages regarding the status of the application once submitted to FEMA.




Subgrant Applications
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Presentation Notes
The Subgrant Applications section is the section through which you attach Subgrant applications to your Grant application.

The Subgrant applications must be submitted and approved and Checked In before you can attach them to a Grant application.

The Subgrants Application screen:

Lists the Subgrant applications currently attached to your Grant application;

Allows you to search for Subgrant applications; and

Allows you to add Subgrant applications to your Grant application.

Click on the Add Subgrant Application(s) button.
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Presentation Notes
The Select Subgrant Applications screen allows you to select the Subgrant applications to add to your Grant application.

To select a grant, click on the checkbox next to one or more Subgrant applications you want to add, and then click on the Add Subgrant Application(s) button.

Subgrants that are not eligible to be attached to the grant application are displayed with the reason(s).

You will get a confirmation screen before the Subgrant applications are added to your Grant application.




Rank Subgrant Applications
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Presentation Notes
The next step is to rank the Subgrant applications you’ve selected.

Rank the Subgrant applications and then click on the Save and Continue button.

NOTE:  For FMA applications, you can only rank the subgrant applications as 1,2 or 3, where the rank is interpreted as 1- High, 2- Medium and 3-Low. The rankings indicate your preference for the applications being submitted to FEMA.  For PDM competitive applications, the rankings need to be unique, non-zero, positive values. The rankings should be in proper sequence based on your priority for the applications being submitted to FEMA. 
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Presentation Notes
The Subgrant Applications screen is displayed, showing the Subgrants you have selected to attach to this Grant application.

Click on Save and Continue.

This is an example of an FMA Planning Grant with two subgrants ranked “3” or Low.
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Presentation Notes
The Schedule section is a synopsis of the Schedules of all of the Subgrant applications that you have selected to include in this grant application.

The Grantee must enter the overall duration of the grant and then click on the Save and Continue button.




Budget
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Presentation Notes
The Budget section is a synopsis of the Budgets of all of the Subgrant applications that you have selected to include in this grant application.

Click on Save and Continue.
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Presentation Notes
You attach files to a Grant application in the same way you attached files to a Subgrant application.

The Attachment button is shown where you can attach documents.

Click on the Attachments button.

The Attach Documents screen is displayed.




Attaching Documents
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Presentation Notes
Specify the attachment option – regular mail or electronic file.

If you are attaching an electronic file, browse for the file name and select it.

Click on the Save and Continue button.


Properties
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Presentation Notes
The Properties section is a synopsis of the Properties of all of the subgrant applications that you have selected to include in this grant application.

If the Subgrant applications you attached to this Grant application properties, you would see those properties listed here.

Properties are listed by Mitigation Activity type.
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Presentation Notes
Comments entered in the top section are included with the Grant application when it is submitted to FEMA.

Comments entered in the bottom section are not included with the Grant application when it is submitted to FEMA.

Click on the Add button to add comments.
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Presentation Notes
Complete the Assurances and Certifications section the same way as with a Grant as Subgrant application.

For each form listed:

Click on the hyperlink associated with the form;

Read the document, entering any required information; and

Enter your password and click on the checkbox to “sign” the certification.
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Presenter
Presentation Notes
To update or complete an un-submitted Grant application, start at the Grant Applicant Home Page.

Click on the Work on Un-submitted Grant Applications hyperlink.

The Grant Status screen is displayed.


Updating an Un-submitted Grant Application
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Presentation Notes
Locate the Grant application in the listing.

Click on Update Application in the Action column.

The Application Status screen is displayed.




Updating an Un-submitted Grant Application

| g — — 3 3
| g@ FEMA.gov POM Competitive Grant Application
' <’/ kSRR B B B R Morth Caroling Creek Restoration Project = =

of the full cation. If the
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Click on the hyperlink in the Status column for the section you want to update/complete.

Enter the information.

Click on the Save and Continue button.

When all sections of the Grant application are complete, you will be able to review and submit it to FEMA.


Deleting an Un-submitted Grant Application

% FEMA.gov
Federal Emergency Managemen! Agency == =

on | L n: 04 | Logout | Edit P
Grant Applicant Home Page

= fema home e-grants home contact us frequently asked questions qglossary help E
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Presentation Notes
To delete a Grant application you have started, but not submitted, go to the Grant Applicant Home Page, and select “Work on Un-submitted Grant Application.”

You may delete applications that have not been submitted to FEMA.
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Click on the check box next to the application to be deleted.

The, click on the Delete Application button.

Click on the check box next to the application to be deleted.

A confirmation screen will be displayed.






eviewing and Submitting a Grant Application

| 4% FEMA.gov POM Competitive Grant Application
| il F dg IE M LA = =
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Access the Grant application:

Access the Home Page.

Click on the Work on Un-submitted Grant Application hyperlink

Locate the Grant application in the listing

Click on Update Application in the Action column.

The Application Status screen is displayed.

On the Application Status screen, click on the Review and Submit Application hyperlink.

The Review and Submit screen is displayed.


Reviewing and Submitting a Grant Application

@ FEMA .gov FMA Technical Assistance Application

Federal Emergency Management Agency < =
Servnole Agency Technical Assistance Application =

edat |
ubmit
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Access, review, and complete each section of the Grant application.

When all sections have been completed, the Submit Application button becomes active.

If you need to update the Federal Fiscal Year, you can do that before you submit the Grant application by clicking the Change Year button.

Click on the Submit Application button to submit the Grant application to FEMA.

Sign the Grant application by entering your password and clicking in the checkbox to certify your “signature.”

Then you click on the Submit Application button.

You will receive confirmation that the Grant application was sent to FEMA for review.




Working with Submitted
Grant Applications




lewing the Status of a Submitted
plication
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Access the status of a submitted application from the Home Page.

Click on the Work on Submitted Grant Application hyperlink.

The Grant Status: Submitted Grant Applications screen is displayed.






Viewing the Status of a Submitted
Application

' - =

Home | Logout | Edit Profile | Change Password

ant applications that you ubmitted to FEM d t an action king the appropriate link under the Action column.
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The Review Status column shows the current status of the Grant application. 

In this example, FEMA has requested a revision to the application.

When FEMA requests revisions to your grant application, an e-mail message is sent to the primary and back-up POCs for the Grant application (provided in the Contact section), notifying them that there is a revision request for review in e-Grants.

You can authorize access to a submitted application on this status screen as well by clicking on the View Details link in the Authorize/Revoke Access column.




Revising a Submitted Grant Application

: FEMA.gov
| —

| | i Home | Logout | Edit Profile | Change Password
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If revisions have been requested by FEMA, in the actions column click on the drop down menu and choose Review Revision Requests.

The Revision Request Overview screen is displayed.


Revising a Submitted Grant Application

FEMA.gov Revision Reqguests
= = =% 2 "
G| = in 30 mins Home | Logout | Edit Profile | Change Password

|

|

!

1 _ :

| Overview
i ]

on the link under t
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Grant Apy on Number:
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DEMONSTRATE this process if you have live access to e-Grants.  Otherwise, rely on the screen shots in the presentation.

The Revisions Requested are listed on this screen.

Click on the Update link in the Action column to access the information available to you about the revision requested.








evising a Submitted Grant Application

4%F). FEMA. gov FMA Technical Assistance Subgrant Revision Requests
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Spartanburg County FMA Technical Assistance Application ==
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The Review and Resubmit Application screen shows the section of the application for which revisions are requested.

Click on the Review Section hyperlink shown in the Action column to see the revisions requested in each section.

When you have made all of the requested revisions, enter your password and click on the check box to “sign” the application and then submit the revised application to FEMA by clicking on the Submit Application button.










Accepting a Grant




The Award Package Functionality

* Replaces the paper-based process

* Allows you to electronically:
= Review an award package
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The Award Process

FEMA notifies
Grantee of
pending award
package through
e-Grants

Grantee reviews
the award
package in e-
Grants

Grantee
accepts or
not accepts

he gran

Award package
sent back to
FEMA for final

signature

FEMA signed
award package
sent back
Grantee

The award
package is sent
back to FEMA
for withdrawal




eviewing an Award Package
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When FEMA approves your grant application for award, an e-mail message is sent to the primary and back-up POCs for the Grant application (provided in the Contact section), notifying them that there is an award package for review in e-Grants.

Log on to e-Grants and go to the Grant Applicant Home Page.

Click on the Work on Submitted Grant Application(s) link.

The Grant Status: Submitted Grant Applications screen is displayed.

Pending tasks, including the awards packages that have are ready for your review, are shown in the upper part of the screen.














Reviewing an Award Package

for June Training
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Click on the Review Award Package link in the Action column to review the award package for the approved Grant application.

The Grant Status: Submitted Grant Applications screen is displayed, showing the grant applications that have been approved by FEMA.
















Reviewing an Award Package

Home | Logout | Edit Profile | thange Password
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Click on the drop down menu in the Action column.

Choose Review Award Package 

The Overview screen is displayed.










eviewing an Award Package

@ FEMA .gov i 7 FMA Technical Assistance Application

Federal Emergency Management Agency = =

. 2002
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Click on the Grant Application Number link to view the Grant Application.

Click on the Continue button or click on the Review Award Packages link on the sidebar menu.

The Review Award Packages screen is displayed, showing the award packages that are ready for your review.


















eviewing an Award Package
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V) Federal Emergency Management Agency - —
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Click on the Review Package link to access the specific award package you want to review.

The Review Award Package screen is displayed.




















Reviewing an Award Package

i" FEMA.gov

FMA Technical Assistance Applicati

= ==
Logoed in: San Leandro | Last login: 10-21-2004 | Session expires in 30 ming

Logout | Edit Profile | Change Password
Review Award Package &
1. Overviesy
2 Reviewr Avvardd Packane(s
. Wiewe Avvard Packace(s)
. FEM& Signed Award Package(z) ¥ our application is still in progress with FEMA and might be awarded. Please review the Award Package and indicate whether you accept the terms and conditions based an your

review. If you accept this award, check Accepted below and sign the award package. If you do not accept this award, check Mot Accepted below and give a reason for your
decision.When you are finished, click the Save and Gontinue button below

Faderal Emergency Management Agency

Return to Hoime Page

b Note: Fields marked with an * are required.

Privacy Statement

Frint Award Package
|| Disclaimers

Note: Bi2ll0 lainen w00 =ve reguired

Review #&ward Package (Part 1 of 3)
Review &ward Package (Part 2 of 3)
Deview Award Package (Part 3 of 3

Displaying 1-2 of 2

Show§ v Go]

Application Number Subgrant Applicant NDE;:::H' Federal Share Revised Cost

FrdA-TA-DS-CATO01-2003-001 john doe
ErA-TA-09-CATO01-2003-006 Tony

$0.00 $0.00 “iew Details
§2.385.00 $2.115.00 Wiew Details

Awvard Status
O = Accepted O = Mot Accepted

* Comments

[(Maximum 4000 characters)
test

To sign this award package, check the box below and enter your password in the space provided

Passwod |

+ [ 1, San Leandro, hereby sign this award package as of 2004-10-14 16:07:27.0

I Go Back ] [ Save and Continue
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The Review Award Package screen from which you view the Award Package, including the Award Letter, the Agreement Articles, and FEMA Form 76-10a, the Obligating Document for Award/Amendment.

Click on each Review Award Package link to view each part of the Award Package.
























4% FEMA.gov
N2 Federal Emergency Managemeant Agency

Award Letter

Vishal Agarwal

, Vishal Agarwal

232 California Road
Californinville, CA 233

Dear Vishal Agarwal:

En
be adj

U.S. Department of Homeland Security
FEMA Region IX

1111 Broadway

Suite 1200

Oakland, CA 94607

Mildred Lloyd
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Use the Continue to Next Award Package Section to view the next section of the Award Letter.

When you are finished, click on the Go Back button to return to the Review Award Package screen.
























Reviewing an Award Package

FEMA.gov 1A Technical Assistance Application
Federal Emergency Management Agency = = =

Logged in: San Leandro | Last login: 10-21-2004 | Session expires in 30 mins Logout | Edit Profile | Chande Passwiord
Review Award Package s

1. Overview
2. Revieww Avvard Package(s'
3. Vieww Byvard Packagels)
_FEM2 Signed Sward Package(s) 1 0Ur application is still in pragress with FEMA and might be awarded. Please review the Award Package and indicate whether you accept the terms and conditions based on your
review. If you accept this award, check Accepted below and sign the award package. If you do not accept this award, check Mot Accepted below and give a reason for your

decision.\WWhen you are finished, click the Sawve and Continue button below
Return to Home Page

bt Note: Fields marked with an * are required.

Privacy Statement

Discal Print &ward Package
| DiscClainers

Note: Fields marked with an * are required.

Review Award Package (Part 1 of 3)
Review &ward Package (Part 2 of 3)
Review &ward Package (Part 3 of 3)

Displaying 1-2 of 2
Shows |

MNon-Federal
Share

EmA-TA-0S-CATO01-2003-001 john doe $0.00 $0.00 Wiew Details
EbdA-TA-DS-CATO01-2003-006 Tony $2.385.00 $2115.00 Wiew Details

Application 1 mber Subgrant Applicant Federal Share Revised Cost

Awvard Status

Q- Accepted O * Mot Accepted

* Comments
(M=ndmum 4000 characters)
test

Ta sign this award package, check the box below and enter your password in the space provided

‘Password ||

+ [ 1, San Leandro, hersby sign this award package as of 2004-10-14 16:07:27 .0

I Go Back ] [ Sawve and Continue
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Click on the Print Award Package button to print the Award Package.

View any of the Subgrant applications that were included in this grant application by clicking on the Application Number link.

Click on the View Details link to display the View Cost Estimate screen.
























Reviewing an Award Package

View Cost Estimate

Cost Estimate

[tern Mame

Estitmate
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View Cost Estimate screen shows the Cost Estimate section for the selected Subgrant application.
























Accepting an Award Package

FEMA.gov 1A Technical Assistance Application
Federal Emergency Management Agency = = =

Logged in: San Leandro | Last login: 10-21-2004 | Session expires in 30 mins Logout | Edit Profile | Chande Passwiord
Review Award Package s

1. Overview
2. Revieww Avvard Package(s'
3. Vieww Byvard Packagels)
_FEM2 Signed Sward Package(s) 1 0Ur application is still in pragress with FEMA and might be awarded. Please review the Award Package and indicate whether you accept the terms and conditions based on your
review. If you accept this award, check Accepted below and sign the award package. If you do not accept this award, check Mot Accepted below and give a reason for your

decision.\WWhen you are finished, click the Sawve and Continue button below
Return to Home Page

bt Note: Fields marked with an * are required.

Privacy Statement

s Frint Award Package
| DiscClainers

Note: Fields marked with an * are required.

Review Award Package (Part 1 of 3)
Review &ward Package (Part 2 of 3)
Review &ward Package (Part 3 of 3)

Displaying 1-2 of 2
Shows |

MNon-Federal
Share

EmA-TA-0S-CATO01-2003-001 john doe $0.00 $0.00 Wiew Details
EbdA-TA-DS-CATO01-2003-006 Tony $2.385.00 $2115.00 Wiew Details

Application Number Subgrant Applicant Federal Share Revised Cost

| Awiard Status
| (@] * Accepted | O * Mot Accepted

—
* Comments

(M=ndmum 4000 characters)
test

Ta sign this award package, check the box below and enter your passworn ... the space provided

‘Password ||

+ [1 1, San Leandro, hersby sign this award package as of 2004-10-14 1807 .27 .0

I Go Back ] [ Save and Continue
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Once you have reviewed the Award Package, you need to either accept or not accept the Award Package.

You may accept the award as you are reviewing the award package or come back at a later point and accept the award.

To Accept an Award, you need to have Sign/Submit access in eGrants.  If you do not have this permission, you will need to share access to the grant application with a user that has Sign/Submit access.

The Grant applicant MUST accept the Award Package before FEMA will finalize and award the grant.

Steps for accepting an Award Package:

Click on the Accepted radio button

Enter your comment sin the Comments field.

Enter your password.

Click on the checkbox next to your name.

Click on the Save and Continue button.

The Review Award Package(s) screen is displayed.


Accepting an Award Package

Federal Emergency Management Agency = =
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After the Award Package has been Accepted/Not Accepted, the status of the package is changed from Approved by FEMA to Accepted/Not Accepted, and the hyperlink in the Action column is changed from Review Award Package to View Award Package.


Not Accepting an Award Package

[4 FEMA.gov FMA Technical Assistance Applicati
‘ 3 Federal Emeigency Management Agency - S

Logaed in: San Leandro | Last login: 10-21-2004 | Session expires in 30 mins Logout | Edit Profile | Chande Password
Review Award Package A
1. Overview
2 Reviewr Avvardd Packane(s
. Wiewe Avvard Packace(s)
4. FEMA Signed &ward Packase(s) 1 our application is still in progress with FEMA and might be awarded. Please review the Award Package and indicate whether you accept the terms and conditions based on your

review. If you accept this award, check Accepted below and sign the award package. If you do not accept this award, check Mot Accepted below and give a reason for your
decision.When you are finished, click the Save and Gontinue button below

Return to Hoime Page

b Note: Fields marked with an * are required.

Privacy Statement

Frint Award Package
|| Disclaimers

Note: Fields marked with an * are required

Review #&ward Package (Part 1 of 3)
Review &ward Package (Part 2 of 3)
Review Award Package (Part 3 of 3)

Displaying 1-2 of 2
Show5 v|[cs]

Application Number Subgrant Applicant NDE;:::H' Federal Share Revised Cost

Fria-TA09-CAITO01-2003-001 john doe

$0.00 $0.00 “iew Details
EhA-TA-09-CATO01-2003-006 Tony

§2.385.00 $2.115.00 Wiew Details

Avu olatus

O = Accepted

| O = Mot Accepted

—
* Comments

[(Maximum 4000 characters)
test

To sign this award package, check the box below and enter your passworo ... the space provided

Passwod |

+ [ 1, San Leandro, hereby sign this award package as of 2004-10-14 15:5,:27.0

I Go Back ] [ Save and Continue
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To Not Accept an Award, you need to access the same Review Award Package screen.

Steps for Not Accepting an Award Package:

Click on the Not Accepted radio button

Enter your comments in the Comments field.

Enter your password.

Click on the checkbox next to your name.

Click on the Save and Continue button.

The Review Award Package(s) screen is displayed.


Viewing an Award Package

= =
Logged in: Kentucky Stategrantes | Last logine 02-09-2006 | Session expires in 28 mins
Grant Status: Submitted Grant Applications

Home | Logout | Edit Profile | Change Password

Here are your pending tasks. Select an action by clicking the link under the Action colurmn.
Note: p indicates the application was submitted in paper format.

Application Review:

Mumber of Applications
1

Review Status

Revizion Requested

Review Revizion Requests

Mumber of Applications Review Status

| ﬁ
1 Ohliated

|\-’iew FEMA Signed &ward Package(s]

Here are the grant applications that you have submitted. Select an application by clicking the link under the Action calumn.
Displaying 1-2 of 2

|
v | Go Search
Application Application Application Grant Application AuthorizeRevoke
ear Mumber Title: Type Status Access
2005 PORC-04-K-2005 PO Competitive Grant Application

K POM-C 20035

Submitted To FERA, ey Details

2006 Fhd-PL-04-K-2006 test 06 FMA plan

Fhd& Planning Application

Submitted To FERA, ey Details

| Select Action

Go Back ] ’ Logout ] [ Feturn to Hormepage



Presenter
Presentation Notes
Remember, once you have accepted an Award Package, FEMA needs to sign the package before the grant can be finalized and awarded.

You may view the Award Package but no action is required of you.

You access the accepted Award Package almost the same way you reviewed the Award Package.

Start from the Grant Applicant Home Page.

Click on the Work on Submitted Grant Applications link.

The Grant Status: Submitted Grant Applications screen is displayed.

Click on the View Award Package(s)link.

The Grant Status: Submitted Grant Applications screen is displayed.




Viewing an Award Package

art | | 1| Home | Logout | Edit Profile

Grant Status: Submitted Grant Applications

ubmitted to FER dhbe iy the appropriste link under the Ac column.

ubmitted in paper format.
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For the Award Package you want to review, use the drop down menu in the action column, Click on the View FEMA Award Package 

The Overview screen is displayed.


Viewing an Award Package

= — = —=
| g‘& FEMA.gov FMA Planning Application
BT Federal Emergency Management Agency = = =

Created for June Tr
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Click on the View Award Package(s)link on the sidebar menu.

The View Award Package(s) screen is displayed.


Viewing an Award Package

| ({% FEMA.gov FMA Planning Application
s —

Federal Emergency Management Agency = ==

| ] 28 ming

View Award Package(:

link under th
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Click on the View Package link in the Action column for the Award Package you want to view.

The View Award Package screen is displayed.




lewing an Award Package

b. FEMA.gov FMA Planning Application

Federal Emergency Management Agency = ==

included in th
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Notice that the screen is read-only – you cannot change the information on the screen.

Notice that the “signature” for this Award is shown in place of the Password and signature checkbox.

Click on any of the View Award Package links to view the parts of the Award Package.

Click on an Application Number link to view a Subgrant Application included in the Award.

Click on the Print Award Package button to print the Award Package.

Click on the Return to Home Page link on the sidebar menu to return to the Grant Applicant Home Page.






Viewing a FEMA-Signed Award Package

i @ FEMA.gov FMA Planning Application

Federal Emergency Management Agency —= ==
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When FEMA has signed an award package that you have accepted, the status of the award is changed to Awarded by FEMA and the hyperlink in the Action column is changed to View FEMA Signed Award Package.

You may view the FEMA Signed Award Package but no action is required of you.

You access the FEMA Signed Award Package in almost the same way you viewed an Award Package.

Start from the Grant Applicant Home Page.

Click on the Work on Submitted Grant Applications link.

The Grant Status: Submitted Grant Applications screen is displayed.

Click on the View FEMA Signed Award Packages link.

The Grant Status: Submitted Grant Applications screen is displayed.


lewing a FEMA-Signed Award Package

| 6‘% FEMA.gov FMA Planning Application
Jal Federal Emergency Management Agency — -
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Click on the View FEMA Award Package link in the Action column for the Award Package you want to view.

The Overview screen is displayed.


Viewing a FEMA-Signed Award Package

@‘x . FEMA.gov FMA Project Application

Gl Federal Emergency Management Agency = :,%

Overview
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Action column for the Award Package you want to view.

The Overview screen is displayed.

Click on the FEMA Signed Award Package(s)link on the sidebar menu.

The View FEMA Signed Award Package(s) screen is displayed.


Viewing a FEMA-Signed Award Package

[ ———— 3 e =
| 'ﬁ;‘ FEMA.gov FMA Project Application
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View FEMA Signed Award Package(s)
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Click on the View Package link in the Action column for the Award Package you want to view.

The FEMA Signed Award Package screen is displayed.




lewing a FEMA-Signed Award Package

! fﬁ EEMAGOV FMIA Project Application
[zt Federal Emergency Managemenl Agency = = —
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for June Training
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Notice that the screen is read-only – you cannot change the information on the screen.

Notice that the Award information is shown at the top of the screen.

Notice that the “signature” for this Award is shown in place of the Password and signature checkbox.

Click on any of the View Award Package links to view the parts of the Award Package.

Click on the Grant Application Number to view the Grant Application.

Click on a link in the Application Number column to view a Subgrant Application included in the Award Package.

Click on the Print Award Package button to print the Award Package.

Click on the Return to Home Page link on the sidebar menu to return to the Grant Applicant Home Page.






Quarterly Reports




-

About Quarterly Reports

* Quarterly reports required on status of awarded
grants:

= Performance
= Financial

* Due no later than 30 days after the end of each




Preparing a Quarterly Report

- FEMA.gov
Federal Emergency Management Agency = =

it to perform b

U to pint bl
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When a grant is awarded, the first Quarterly Report for the grant is automatically activated.

The Quarterly Report function is accessed from the Grant Applicant Home Page.

From the Grant Applicant Home Page, click on the Work on Submitted Grant Application(s) link.

The Grant Status: Submitted Grant Applications screen is displayed. 




Preparing a Quarterly Report

Competitive Grant Application
Logged in: Kertucky Stategrantee | Last loging 02-09-2006 | Session expires in 29 mins

Grant Status: Submitted Grant Applications

Home | Logout | Edit Profile | Change Password

Here are your pending tasks. Select an action by clicking the link under the Action column.
Note: p indicates the application was submitted in paper format.

Application Review

Mumber of Applications
1

Review Status

Revizion Reguested
Avwvards

Reviegw Revision Reduessts
Mumber of Applications

Feview Status
1

Obligated

iy FEMA Signed Award Package(s)

Here are the grant applications that you have submitted. Select an application by clicking the link under the Action colurmn.

Displaying 1-2 of 2

Application

Application Application
ear

Search
Grant Application AuthorizeRevoke o
Mumber Title Type Status Access
2005 PORC-04-1Y - 2005 WY PDM-C 20035

PO Competitive Grant Application

Submittes! To FEMA, View Details [Select Action ¥
2006 test 06 FMA plan FM& Planning Application

Submitted To FEMA Wigwy Dietails

Fhd&-PL-04-KY-2006

Review Status
e v 2 DA

Manage Grarnt

ot Tontozl howrmation
Request revision
Go Back ] ’ Logout ] ’ Return to Homepage
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In the drop down menu in the Action column, Click on the Manage Grant and then the Go Button.

The Quarterly Reports screen is displayed.


Preparing a Quarterly Report

Federal Emergency Management Agency

@ FEMA.gov FMA Grant Management
i CA Grant Application - Greated for June Training = =

1 30 mins

ur report p To update o

2003
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The Quarterly Reports screen shows a list of Quarterly Reports for the applicable grant as well as the Deadline for each report you are to submit and the Actions you can perform.

To prepare a Quarterly Report, click on the Update link in the Action column for the report you want to prepare.

The Update Quarterly Report screen is displayed.






Preparing a Quarterly Report

B, Competitive Grant Management

=t

Logged in: Wentucky Stategrantes | Last login: 02-09-2006 | Session expires in 30 mins Home | Awards | Grant Management | Logout | Edit Profile | Change Password

Update Quarterly Report

Luarterly Reports
| To update your report, click on the links under the Action column and complete the required information. Once all the forms are complete, you may submit your report to FEMA by clicking
Submit Report button.
Return to Home Page

Logoud Note: Fields marked with an * are required.

| Privacy Statement Quarter: 2nd
Fiscal Year: 2006

Action

Performance Reports R —

[ Mot Electranically Submitted (NES)

[Meed to save after selectiunzelect this checkho:)

Subgrant Quarterly Perfarmance Reports Incomplete

Grantee Quarterly Performance Report Incomplete

Action

Financial Status Repaorts

[ Mot Electronically Submitted (NES)

[Meed to save after selectiunselect this checkho:x)

Subgrant Quarterly Financial Status Reports Incomplete

[ Mot Electranically Submitted (NES)

Grantee Quarterly Financial Status Report Incomplete
¥ P [Meed to zave after zelectiunzelect this checkhox)

MNote: The State Financial Officer/Fizcal Officer must complete the Quarterly Financial Status Repart (FF 20-10, Financial Status Report). The hard copy report must be signed by the authorized represertstive. Please mail the
signed copy of the FF 20-10to your FEMA S=ssistance Officer.

Go Back ] [ Sawve ] [ Seawve and Continue
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If you will not be submitting a Quarterly Report form in eGrants, click on the Not Electronically Submitted (NES) checkbox next to the form and then click on the Save button.




reparing a Quarterly Report

FEMA.gov POM Competitive Grant Management

lumn ant

Quarter:
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The Action for that report is changed to NES (Not Electronically Submitted).

To complete a Quarterly Report form, click on the Incomplete link in the Action column.

The report form is displayed for you to complete.




Preparing a Quarterly Report

#49%. FEMA.gov
KT/ Federal Emergency Management Agency

Logged in: San Leandro | Last login: 10-25-2004 | Session expires in 28 mins Logout | Edit Profile | Chanoe Pagsword
Overview Grant Quarterly Performance Report 2

1 Guarterly Reports
Please provide the following information. Yhen you are finished, click the Save and Continue button below,
Return to Home Page

an Note: Fields marked with an * are reguired.

Privacy Statetnent
Dizclaimers

Period Caovered by this report
Beginning Date: 07-01-2003

Ending Date: 09-30-2003

* Please describe significant activities and developments that have occurred that show performance during this quarter, including a comparison of actual accomplishments to the objectives
established in the application.

{_Maximum 4000 characters)

* Do you anticipate completion of wark within the performance period? O Yes O Mo

If not, please describe any problems, delays or adverse conditions that will impair the ability to meet the stated objectives in the application.

(Maximum 4000 characters)

* Do you anticipate:

Cost underrunfoverrun? O Yes O Mo

Request for change of scope? O Yes O No

Reguest for extension of performance period? O Yes O Mo

If you would like to make any comments, please enter them below.

(Maximum 4000 characters)

To attach documents, click the Attachments button below.

Attachments

[ Go Elatkj [ Sawve ] [ Save and Continue
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Enter the requested information, using the radio buttons or click on the field and entering text.

Click on the Save button to save your data without leaving this screen.

Click on the Save and Continue button to save your data and go back to the Update Quarterly Report screen to complete another section.






Preparing a Quarterly Report

fﬁ % FEMA.gov FMA Grant Management
e AR B BT L CA Grant Application - Created for June Training —_=

Note: Fiel

Cuarter: 4th
Fis
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When you return to the Update Quarterly Report screen, the status of the form is updated.

If you have entered data into all of the required fields, the new status is “Complete.”

If you have not entered data into all of the required fields, the status remains “Incomplete.”

Click on the status on the Action column to access another section of the report.

When you have finished working on the report, click on the Save and Continue button.

The Quarterly Report screen is displayed.






Preparing a Quarterly Report

#P5 FEMA.gov FMA Grant Management
. Faderal Efergency Management Agency = .

CA Grant Application - Created for June Training = =

on the link under the ;

CA Grant Application - Created for June Training
05.28-2003 - 06-05-2004
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Until you enter data in all of the required fields, the status of the report is “Incomplete.”

When data has been entered into all of the required fields, the status of the report is “Complete.”

You may change the data in a report at any time before you submit the report to FEMA.

To “Update” the data in a report that has not been submitted, click on the Update link in the Action column for the report you want to update.








Updating a Quarterly Report

@ FEMA.gov FMA Grant Management

Fad LE: M t A 3 s - =
i a2 CA Grant Application - Created for June Training — =

Update Quarterly Report

under th mh @ 1 h g 2 : E 3 omplete, ubmit
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The Update Quarterly Report screen is displayed.

Click on the status in the Action column for the report form you want to update.

The report form is displayed.






Updating a Quarterly Report

@ FEMA.gov FMA Grant nagement
b

Faderal Emergency Management Agency e

Logged in: San Leandro | Last logine 10-25-2004 | Session expires in 28 mins Logout | Edit Profile | Change Password
Overview Grant Quarterly Performance Report A

1.Quarerly Reparts
Please provide the following information, When you are finished, click the Save and Continue button below.
Return to Home Pare

s Note: Fields marked with an * are required

Privacy Statement
Disclaimers Petiod Covered by this report:

Beginning Date 07-01-2003
Ending Date 09-30-2003

* Please describe significant activities and developments that have occurred that show pedormance during this guarter, including a comparison of actual accomplishments to the objectives
established in the application

lMaxlmum 4000 characters)

* Do you anticipate completion of wark within the pedarmance period? QO Yes O No

If not, please describe any problems, delays or adverse conditions that will impair the ability to meet the stated objectives in the application

(Maximurm 4000 characters)

* Do you anticipate

Cost underrunfoverrun? O Yes O No

Request for change of scope? O ves O Mo

Request for extension of perdformance period? O Yes O No

If you would like to make any comments, please enter them below
(Maximum 4000 characters)

To attach documents, click the Attachments button below:

Aftachments

[ Go Bﬁtq [ Sawe I [ Save and Caontinue
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Click on the field you want to enter data in or change the data in.

Enter the new data.

Click on the Save or Save and Continue button.

When you are finished, click on the Save and Continue button.

The Update Quarterly Report screen is displayed.




Updating a Quarterly Report

| @ FEMA.gov FMA Grant Management
e AR R R e Lt CA Grant Application - Created for June Training —_ =

on the links under

|
|
|
i Update Quarterly Report
i

Quarter:
Fiscal Yea
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When you have completed all of the actions, the Submit Report button is activated.

Click on the Save button or the Save and Continue button if you are not ready to submit the report.


Submitting a Quarterly Report

i @ FEMA.gov FMA Grant Management
i CA Grant Application - Created for June Tralning E

ubmit

nu Lontinue
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To submit the report to FEMA, enter your password and click on the checkbox to sign the report.

Then, click on the Submit Report button.

The Quarterly Report is sent to FEMA.








Submitting a Quarterly Report

@ FEMA.gov FMA Grant Management

Fedaral E M LA T = ==
s R S e CA Grant Application - Craated for June Tralning =

. Toup y : nthe link under t
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The Status is changed to Submitted to FEMA and the date on which it was submitted.










evising a Quarterly Report

@ FEMA.gov FMA Grant Management

Fedaral E M LA T = ==
s R S e CA Grant Application - Craated for June Tralning =

. Toup y : nthe link under t
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You may revise a Quarterly Report you have submitted.

If you discover that you need to revise a Quarterly Report you have submitted, click on the Request Revision request in the Action field.

The Request Revision for Quarterly Report screen is displayed, advising you to contact your FEMA Regional Office.

The report is sent back to you – through e-Grants – to access, update, and resubmit.

FEMA may request that you revise a Quarterly Report you have submitted.

You will be notified of the request for revisions and the report will be displayed on your Quarterly Reports screen.

Access the report by clicking on the Update link in the Action column.

Update and resubmit the report using the same procedures we just talked about.














Questions and Wrap-up




10-Tips for Using e-Grants

* Follow Instructions carefully, especially when
establishing your account and setting up your
password.

* Do not wait until the day of the deadline to submit
your grant application.

* Pay special attention to formatting requirements.

* Keep a printout of your application to verify that your
nroposal was sent out electronically and on-time.
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Presentation Notes
Refer to the 10-Tips to help make you “Better Prepared” for Mitigation e-Grants (FMAPDM-C) job aid.










10-Tips for Using e-Grants

* Keep a printout of the e-Grants Grant Quick
Reference Guide nearby for reference.

= Helpdesk: 1-866-476-0544
= E-mail: MteGrants@dhs.gov

* Click on the Save or Save and Continue button at
the bottom of each page frequently — e-Grants does
not automatically save.

* Keep In touch with FEMA concerning updates to the
system.
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. -
10-Tips for Using e-Grants

* Take advantage of the “copy an existing application”
capability.

* Prepare narrative text in advance, using your word
processor (do not format) and then copy/paste the
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Questions?
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= B
Thank You!

* FEMA wants to continue to enhance and strengthen
partnerships with the States, Tribes, and Territories.

* Thank you for your interest, participation, and
attention.
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