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FEMA’s Electronic Grants 
(e-Grants) System 

FEMA’s Electronic Grants 
(e-Grants) System

1

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
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Development and Use of FEMA’s Electronic 
Grants (e-Grants) System 
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 

• Facilitates FEMA’s review and award process

• 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

• Facilitates FEMA’s review and award process

Presenter
Presentation Notes
Remember, A “Subgrant-application” becomes a “Subgrant” once it is approved and funded.
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This Information Session Will Provide: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.

• 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.
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Information Session Will Not  Cover: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
• Potential system changes.

• 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
• Potential system changes.
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AgendaAgenda

• Overview of the Mitigation e-Grants System
• Logging on to e-Grants
• Grantees and the e-Grants Application
• The e-Grants System Administration Function
• Break

• Overview of the Mitigation e-Grants System
• Logging on to e-Grants
• Grantees and the e-Grants Application
• The e-Grants System Administration Function
• Break
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Agenda (continued)Agenda (continued)

• Reviewing Subgrant Applications
• Creating a Grant as Subgrant Application
• Creating a Grant Application
• Working with Submitted Applications
• Accepting a Grant
• Preparing Quarterly Reports
• Final Questions and Wrap-up

• Reviewing Subgrant Applications
• Creating a Grant as Subgrant Application
• Creating a Grant Application
• Working with Submitted Applications
• Accepting a Grant
• Preparing Quarterly Reports
• Final Questions and Wrap-up
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Online Quick Reference GuidesOnline Quick Reference Guides

Presenter
Presentation Notes
Quick Reference Guides for the Grant Applicant and Subgrant Applicant are available for download from the FEMA website.
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e-Grants Technical 
Support 
e-Grants Technical 
Support

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

• Helpdesk:
Telephone: 1-866-476-0544
E-mail:  MteGrants@dhs.gov
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Overview of the 
Mitigation e-Grants 
System 

Overview of the 
Mitigation e-Grants 
System



Understanding the e-Grants SystemUnderstanding the e-Grants System

10
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What is e-Grants?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 

• 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
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Using a Web-based ApplicationUsing 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

• 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



1313

What Can e-Grants Do?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;
Review and process Subgrant applications;
Create and submit Grant applications to FEMA; and
Manage Grants applications.

• Allows users to:
Create and submit a Subgrant pre-application to the 
Grant applicant;
Create and submit a Subgrant application to the Grant 
applicant;
Review and process Subgrant applications;
Create and submit Grant applications to FEMA; and
Manage Grants applications.

Presenter
Presentation Notes
Note: A “pre-application” allows you to activate the subgrant pre-application module, which requires subgrant applicants to complete a pre-application for projects.
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Who Uses e-Grants?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 and 

Administrative Offices 

• State/territory agencies that implement FEMA’s FMA 
and PDM programs

• Indian Tribal governments
• Local communities 
• FEMA FMA and PDM Program Coordinators and 

Administrative Offices

Presenter
Presentation Notes
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.
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How Applications are ProcessedHow Applications are Processed

Subgrant applicant
creates Subgrant

application

Subgrant applicant
submits Subgrant

application to
State or Tribal
Grant applicant

Grant applicant
reviews Subgrant

applications

Grant applicant
approves
Subgrants

Revisions as needed

Grantee creates
the Grant

application to
include the

approved Subgrant
applications

Grant applicant
submits Grant
application to

FEMA

Presenter
Presentation Notes
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.
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Using e-GrantsUsing e-Grants
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Grant Applicant Home PageGrant Applicant Home Page

Presenter
Presentation Notes
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.
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Getting Help—e-Grants Frequently Asked 
Questions (FAQs) 
Getting Help—e-Grants Frequently Asked 
Questions (FAQs)

Presenter
Presentation Notes
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.
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Getting Help—e-Grants GlossaryGetting Help—e-Grants Glossary

Presenter
Presentation Notes
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.
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Getting Help—e-Grants HelpGetting Help—e-Grants Help

Presenter
Presentation Notes
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.
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e-Grants Task Menuse-Grants Task Menus

Presenter
Presentation Notes
e-Grant’s task menus allow you to easily access a task.
Click on the task you want to perform.
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e-Grants Sidebar Menuse-Grants Sidebar Menus

Presenter
Presentation Notes
Sidebar menus allow you to access specific tasks or pages within a given task.
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General Overview of e-Grants ScreensGeneral Overview of e-Grants Screens

Use “Go Back,” 
not browser 
“Back”

Presenter
Presentation Notes
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.
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Getting Help—Field HelpGetting Help—Field Help

Presenter
Presentation Notes
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.
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Entering DataEntering 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 
fields. 

• Follow the formats indicated.
• Use the Search functions where applicable.

• 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 
fields.

• Follow the formats indicated.
• Use the Search functions where applicable.

Presenter
Presentation Notes
Remember to do these things regardless of the type of application or the screen.
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Entering Data in e-GrantsEntering Data in e-Grants

Presenter
Presentation Notes
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
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Required FieldsRequired Fields

Presenter
Presentation Notes
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.
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Active versus Inactive ButtonsActive versus Inactive Buttons

• Bright
• Active
• Clicking on the button will 

cause the action to occur. 

• Bright
• Active
• Clicking on the button will 

cause the action to occur.

• Grayed-out
• Not active
• Must enter information in 

particular field or click on 
the Save button to activate. 

• Grayed-out
• Not active
• Must enter information in 

particular field or click on 
the Save button to activate.
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The Importance of Saving DataThe Importance of Saving Data

• Save your data:
As you are entering data in a section;
If 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
If you are going to take a break from entering data that is 
longer than the time remaining in your session.

• Save your data:
As you are entering data in a section;
If 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
If you are going to take a break from entering data that is 
longer than the time remaining in your session.

Presenter
Presentation Notes
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.
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Save versus Save and ContinueSave versus Save and Continue

• Saves the data you have 
entered. 

• Does not move to the next 
section of the application. 

• Use for intermediate saves.

• Saves the data you have 
entered.

• Does not move to the next 
section of the application.

• Use for intermediate saves.

• Saves the data you have 
entered. 

• Automatically moves you to 
the next section of the 
application. 

• Saves the data you have 
entered.

• Automatically moves you to 
the next section of the 
application.
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Logging on to e-GrantsLogging on to e-Grants
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To Use e-GrantsTo 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

• You must become a registered user.

• 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

• You must become a registered user.
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To Become a Registered UserTo 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
• Submit the request.
When your access request has been approved, you use 
the User ID and password you created to log in to 
e-Grants.

• 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
• Submit the request.
When your access request has been approved, you use 
the User ID and password you created to log in to 
e-Grants.

Presenter
Presentation Notes
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.
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Management of Your User ID and PasswordManagement 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.

• If you think your User ID and password have been 
compromised, immediately notify your FEMA 
Regional Office. 

• 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.

• If you think your User ID and password have been 
compromised, immediately notify your FEMA 
Regional Office.

Presenter
Presentation Notes
Note:  Subgrant applicants notify their State/Tribal office.
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Accessing e-GrantsAccessing 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 Website address in the Address 

Field and press [ENTER]. 
• The Integrated Security and Access Control System 

screen is displayed. 

• 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 Website address in the Address 

Field and press [ENTER].
• The Integrated Security and Access Control System 

screen is displayed.

Presenter
Presentation Notes
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.
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The Integrated Security and Access 
Control System 
The Integrated Security and Access 
Control System

Presenter
Presentation Notes
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.  
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The Integrated Security and Access 
Control System 
The Integrated Security and Access 
Control System

Presenter
Presentation Notes
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.  
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Creating Your User IDCreating Your User ID

Presenter
Presentation Notes
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.
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Creating Your PasswordCreating Your Password

Presenter
Presentation Notes
Create Password.
Confirm Password.
Click the Submit Button.  
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Creation of Account Creation of Account 

Presenter
Presentation Notes
You will receive a confirmation screen, acknowledging the creation of your account.
Request access to the Mitigation eGrants Application by selecting the link provided.  
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Requesting AccessRequesting Access

Presenter
Presentation Notes
Click on the Request Access Button for Mitigation eGrants Application.  
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Access IDAccess ID

Presenter
Presentation Notes
Provide the Access ID obtained from the FEMA Regional Office.  
Click the Submit Button
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Confirmation of Your RequestConfirmation of Your Request

Presenter
Presentation Notes
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.  
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Logging On to e-GrantsLogging On to e-Grants

Presenter
Presentation Notes
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) 
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Grant Applicant Home PageGrant Applicant Home Page

Presenter
Presentation Notes
The home page is the primary screen used for navigating and accessing the different tasks you perform in e-Grants.
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Changing Your User ProfileChanging Your User Profile

Presenter
Presentation Notes
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.
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Changing Your User Profile (continued)Changing Your User Profile (continued)

Presenter
Presentation Notes
Click on the field to change
Enter the new information
Click on the Save button at the bottom of the screen
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Changing Your PasswordChanging Your Password

Presenter
Presentation Notes
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.
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Changing Your Password (continued)Changing Your Password (continued)

Presenter
Presentation Notes
Enter the requested information and then click on the Save button at the bottom of the screen.
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Logging Out of e-GrantsLogging Out of e-Grants

Presenter
Presentation Notes
You can log out of e-Grants by clicking on the Logout button or the Logout link at the top of the screen.
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Grantees and the 
e-Grants Application 
Grantees and the 
e-Grants Application
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What Do Grantees Do in e-Grants?What Do Grantees Do in e-Grants?

• A Grantee is an individual from a State, Federally- 
recognized Indian Tribal Government, or Territory 
authorized to receive 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.

• A Grantee is an individual from a State, Federally- 
recognized Indian Tribal Government, or Territory 
authorized to receive 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?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. 

• You must register as a Grantee before any of your 
Subgrantees can register or submit any Subgrant 
applications. 

• 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. 

• You must register as a Grantee before any of your 
Subgrantees can register or submit any Subgrant 
applications.
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What Do Grantees Do in e-Grants?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.

• 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.
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The e-Grants System 
Administration Function 
The e-Grants System 
Administration Function
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The System Administration FunctionThe 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 

access 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.

• 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 

access 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.
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The System Administration FunctionThe System Administration Function

Presenter
Presentation Notes
Access the System Administration Function from the Grant Applicant Home page by clicking on the Administration hyperlink.
The Preferences screen is displayed.
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The System Administration FunctionThe System Administration Function

Presenter
Presentation Notes
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.
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The System Administration FunctionThe System Administration Function

Presenter
Presentation Notes
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.
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The System Administration FunctionThe System Administration Function

Presenter
Presentation Notes
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).
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The System Administration FunctionThe System Administration Function

Presenter
Presentation Notes
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.
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The System Administration FunctionThe System Administration Function

Presenter
Presentation Notes
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.




6363

The System Administration FunctionThe System Administration Function

Presenter
Presentation Notes
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.
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Reviewing Subgrant 
Applications 
Reviewing Subgrant 
Applications
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Reviewing a Subgrant ApplicationReviewing 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.

• This review is the same review you’ve been 
conducting, only now, it’s done electronically. 

• 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.

• This review is the same review you’ve been 
conducting, only now, it’s done electronically.

Presenter
Presentation Notes
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.
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Reviewing a Subgrant ApplicationReviewing a Subgrant Application

Presenter
Presentation Notes
Click on the Review Submitted Subgrant Application hyperlink on the Grant Applicant Home Page.
The Overview screen is displayed.
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Reviewing a Subgrant ApplicationReviewing a Subgrant Application

Presenter
Presentation Notes
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.
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Reviewing a Subgrant ApplicationReviewing a Subgrant Application

Presenter
Presentation Notes
The Review Status column shows the current status of each Subgrant application.
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Checking Out and Checking In ApplicationsChecking 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. 

• 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.

Presenter
Presentation Notes
The next step to reviewing a Subgrant application, is to Check Out the Subgrant application.
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Checking Out and Checking In ApplicationsChecking 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 
not working on it.

• 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 
not working on it.

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.
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Checking Out a Subgrant ApplicationChecking Out a Subgrant Application

Presenter
Presentation Notes
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.
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Checking Out a Subgrant ApplicationChecking Out a Subgrant Application

Presenter
Presentation Notes
Select the check box for the Subgrant application you want to Check Out.
Click on the Check Out Applications button.
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Checking Out a Subgrant ApplicationChecking Out a Subgrant Application

Presenter
Presentation Notes
Confirm your selection.
The Overview screen is displayed
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Reviewing the Subgrant ApplicationReviewing the Subgrant Application

Presenter
Presentation Notes
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.
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Reviewing the Subgrant ApplicationReviewing the Subgrant Application

Presenter
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.
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Reviewing the Subgrant ApplicationReviewing the Subgrant Application

Presenter
Presentation Notes
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.
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Reviewing the Subgrant ApplicationReviewing the Subgrant Application

Presenter
Presentation Notes
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.
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Requesting Revisions to a Subgrant ApplicationRequesting Revisions to a Subgrant Application

Presenter
Presentation Notes
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.
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Requesting Revisions to a Subgrant ApplicationRequesting Revisions to a Subgrant Application

Presenter
Presentation Notes
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






8080

Requesting Revisions to a Subgrant ApplicationRequesting Revisions to a Subgrant Application

Presenter
Presentation Notes
A confirmation screen is displayed.
Click on the Return to Review Applications button.
Next, you must Check In the Subgrant application.
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Check-In the Subgrant ApplicationCheck-In the Subgrant Application

Presenter
Presentation Notes
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.
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Check-In the Subgrant ApplicationCheck-In the Subgrant Application

Presenter
Presentation Notes
Select the Subgrant application to be checked in.
Click on the Check In Applications button.
A check in confirmation screen is displayed.








8383

Check-In the Subgrant ApplicationCheck-In the Subgrant Application

Presenter
Presentation Notes
Confirm your selection.
The Overview screen is displayed
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Reviewing the Subgrant ApplicationReviewing the Subgrant Application

Presenter
Presentation Notes
Click on the Return to Home Page to return to the Grant Applicant Home Page.
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Creating a Grant as 
Subgrant Application 
Creating a Grant as Creating a Grant as 
Subgrant ApplicationSubgrant Application
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Creating a Grant as Subgrant ApplicationCreating a Grant as Subgrant Application

Presenter
Presentation Notes
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.
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Creating a Grant as Subgrant ApplicationCreating a Grant as Subgrant Application

Presenter
Presentation Notes
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.
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Copying an Existing ApplicationCopying an Existing Application

Presenter
Presentation Notes
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.
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Copying an Existing ApplicationCopying an Existing Application

Presenter
Presentation Notes
Select the sections you want to copy.
To view the section before copying, click on the name of the section.
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Copying an Existing ApplicationCopying an Existing Application

Presenter
Presentation Notes
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.
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Start New Subgrant Application ScreenStart New Subgrant Application Screen

Presenter
Presentation Notes
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.
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Sections of the ApplicationSections of the Application

Presenter
Presentation Notes
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.



9393

Applicant Information ScreenApplicant Information Screen

Presenter
Presentation Notes
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.
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Find Organization ScreenFind Organization Screen

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.
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Search Results ScreenSearch Results Screen

Presenter
Presentation Notes
Click on the radio button next to the correct organization name and click on the Select Organization button.
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Applicant Information ScreenApplicant Information Screen

Presenter
Presentation Notes
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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Lower Applicant Information ScreenLower Applicant Information Screen

Presenter
Presentation Notes
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).
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Contact Information ScreenContact Information Screen

Presenter
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.
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Community Information ScreenCommunity Information Screen

Presenter
Presentation Notes
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.
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Community Search Results ScreenCommunity Search Results Screen

Presenter
Presentation Notes
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.
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Community Information ScreenCommunity Information Screen

Presenter
Presentation Notes
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.
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Attachments and CommentsAttachments 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. 

• 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.

Presenter
Presentation Notes
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.
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Attaching a Document, Map, or StudyAttaching a Document, Map, or Study

Presenter
Presentation Notes
Attachment buttons exist on a variety of screens throughout e-Grants.
To attach a document, click on the Attachments button.
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Attaching a Document, Map, or StudyAttaching a Document, Map, or Study

Presenter
Presentation Notes
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.
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Mitigation Plan Information ScreenMitigation Plan Information Screen

Presenter
Presentation Notes
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.
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Mitigation Activity Information ScreenMitigation Activity Information Screen

Presenter
Presentation Notes
The Mitigation Activity Information screen allows the user to describe the proposed mitigation activity.
Select an activity by clicking on the Add button.  
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Add a Mitigation ActivityAdd a Mitigation Activity

Presenter
Presentation Notes
Click on the check box next to the activity to be selected.
Then, click on the Add Activity button.
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Delete a Mitigation ActivityDelete a Mitigation Activity

Presenter
Presentation Notes
Click on the check box next to the activity to be selected.
Then, click on the Delete button.
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Delete a Mitigation ActivityDelete a Mitigation Activity

Presenter
Presentation Notes
Confirm the deletion.



110110

Replace a Mitigation ActivityReplace a Mitigation Activity

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. 
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Replace a Mitigation ActivityReplace a Mitigation Activity

Presenter
Presentation Notes
Click on the check box next to the activity to be selected.
Then, click on the Replace Activity button.
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Hazard Information ScreenHazard Information Screen

Presenter
Presentation Notes
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.
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Hazard Information ScreenHazard Information Screen

Presenter
Presentation Notes
This is Part 2 of 3.
When you click on Save and Continue, Part 3 of the section is displayed for you to complete.
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Hazard Information ScreenHazard Information Screen

Presenter
Presentation Notes
This is Part 3 of 3.
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Scope of Work ScreenScope of Work Screen

Presenter
Presentation Notes
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.
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Scope of Work ScreenScope of Work Screen

Presenter
Presentation Notes
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.
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Properties ScreenProperties Screen

Presenter
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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Decision Making ScreenDecision Making Screen

Presenter
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.
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Cost Estimate ScreenCost Estimate Screen

Presenter
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).
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Match Sources ScreenMatch Sources Screen

Presenter
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.
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Cost Effectiveness ScreenCost Effectiveness Screen

Presenter
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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Environmental/Historic Preservation 
Review Screens 
Environmental/Historic Preservation 
Review Screens

Presenter
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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Maintenance Schedule and Costs ScreenMaintenance Schedule and Costs Screen

Presenter
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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Evaluation Information ScreenEvaluation Information Screen

Presenter
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.
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Evaluation Information ScreenEvaluation Information Screen

Presenter
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.
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Comments and Attachments ScreenComments and Attachments Screen

Presenter
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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Assurances and Certifications ScreenAssurances and Certifications Screen

Presenter
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 
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Assurances and Certifications ScreenAssurances and Certifications Screen

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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Granting Access to Your ApplicationGranting Access to Your Application

Presenter
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.
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Granting Access to Your ApplicationGranting Access to Your Application

Presenter
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.
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Granting Access to Your ApplicationGranting Access to Your Application

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

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

Presenter
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.
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Granting Access to Your ApplicationGranting Access to Your Application

Presenter
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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Updating an ApplicationUpdating an Application

Presenter
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.
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Updating an ApplicationUpdating an Application

Presenter
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.
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Updating an ApplicationUpdating an Application

Presenter
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.
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Deleting an ApplicationDeleting an Application

Presenter
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.




139139

Deleting an ApplicationDeleting an Application

Presenter
Presentation Notes
Click on the check box next to the application to be deleted.
The, click on the Delete Application button.
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Deleting an ApplicationDeleting an Application

Presenter
Presentation Notes
Confirm deletion by clicking on the Yes button.
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Submitting Your ApplicationSubmitting Your Application

Presenter
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.
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Submitting Your ApplicationSubmitting Your Application

Presenter
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.
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Submitting Your ApplicationSubmitting Your Application

Presenter
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.
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Creating a Grant 
Application 
Creating a Grant 
Application
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Grant Applications in e-GrantsGrant Applications in e-Grants

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

• The information you need to complete a Grant 
application in e-Grants is essentially the same 
information that you provided on the paper 
application. 

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

• The information you need to complete a Grant 
application in e-Grants is essentially the same 
information that you provided on the paper 
application.

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. 



146146

Creating a Grant ApplicationCreating a Grant Application

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

Presenter
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.



148148

Creating a Grant ApplicationCreating a Grant Application

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.
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Creating a Grant ApplicationCreating a Grant Application

Presenter
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.



150150

Sections of a Grant ApplicationSections of a Grant Application

Presenter
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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Applicant InformationApplicant Information

Presenter
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.
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Contact InformationContact Information

Presenter
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.




153153

Subgrant ApplicationsSubgrant Applications

Presenter
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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Select Subgrant ApplicationsSelect Subgrant Applications

Presenter
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.
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Rank Subgrant ApplicationsRank Subgrant Applications

Presenter
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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Subgrant ApplicationsSubgrant Applications

Presenter
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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ScheduleSchedule

Presenter
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.
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BudgetBudget

Presenter
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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Attaching DocumentsAttaching Documents

Presenter
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.
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Attaching DocumentsAttaching Documents

Presenter
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.
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PropertiesProperties

Presenter
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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Comments and AttachmentsComments and Attachments

Presenter
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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Assurances and CertificationsAssurances and Certifications

Presenter
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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Updating an Un-submitted Grant ApplicationUpdating an Un-submitted Grant Application

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.
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Updating an Un-submitted Grant ApplicationUpdating an Un-submitted Grant Application

Presenter
Presentation Notes
Locate the Grant application in the listing.
Click on Update Application in the Action column.
The Application Status screen is displayed.




166166

Updating an Un-submitted Grant ApplicationUpdating an Un-submitted Grant Application

Presenter
Presentation Notes
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.
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Deleting an Un-submitted Grant ApplicationDeleting an Un-submitted Grant Application

Presenter
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.



168168

Deleting an Un-submitted Grant ApplicationDeleting an Un-submitted Grant Application

Presenter
Presentation Notes
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.
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Reviewing and Submitting a Grant ApplicationReviewing and Submitting a Grant Application

Presenter
Presentation Notes
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.
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Reviewing and Submitting a Grant ApplicationReviewing and Submitting a Grant Application

Presenter
Presentation Notes
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.
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Working with Submitted 
Grant Applications 
Working with Submitted 
Grant Applications
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Viewing the Status of a Submitted 
Application 
Viewing the Status of a Submitted 
Application

Presenter
Presentation Notes
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.
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Viewing the Status of a Submitted 
Application 
Viewing the Status of a Submitted 
Application

Presenter
Presentation Notes
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.
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Revising a Submitted Grant ApplicationRevising a Submitted Grant Application

Presenter
Presentation Notes
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.
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Revising a Submitted Grant ApplicationRevising a Submitted Grant Application

Presenter
Presentation Notes
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.
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Revising a Submitted Grant ApplicationRevising a Submitted Grant Application

Presenter
Presentation Notes
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.
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Accepting a GrantAccepting a Grant



178178

The Award Package FunctionalityThe Award Package Functionality

• Replaces the paper-based process
• Allows you to electronically:

Review an award package
Accept or not accept an award package
View an award package after acceptance

• Replaces the paper-based process
• Allows you to electronically:

Review an award package
Accept or not accept an award package
View an award package after acceptance
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The Award ProcessThe Award Process
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Reviewing an Award PackageReviewing an Award Package

Presenter
Presentation Notes
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.
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Reviewing an Award PackageReviewing an Award Package

Presenter
Presentation Notes
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.
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Reviewing an Award PackageReviewing an Award Package

Presenter
Presentation Notes
Click on the drop down menu in the Action column.
Choose Review Award Package 
The Overview screen is displayed.
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Reviewing an Award PackageReviewing an Award Package

Presenter
Presentation Notes
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.
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Reviewing an Award PackageReviewing an Award Package

Presenter
Presentation Notes
Click on the Review Package link to access the specific award package you want to review.
The Review Award Package screen is displayed.
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Reviewing an Award PackageReviewing an Award Package

Presenter
Presentation Notes
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.
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Reviewing an Award PackageReviewing an Award Package

Presenter
Presentation Notes
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.
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Reviewing an Award PackageReviewing an Award Package

Presenter
Presentation Notes
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.
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Reviewing an Award PackageReviewing an Award Package

Presenter
Presentation Notes
View Cost Estimate screen shows the Cost Estimate section for the selected Subgrant application.
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Accepting an Award PackageAccepting an Award Package

Presenter
Presentation Notes
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.
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Accepting an Award PackageAccepting an Award Package

Presenter
Presentation Notes
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.
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Not Accepting an Award PackageNot Accepting an Award Package

Presenter
Presentation Notes
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.
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Viewing an Award PackageViewing an Award Package

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.
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Viewing an Award PackageViewing an Award Package

Presenter
Presentation Notes
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.
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Viewing an Award PackageViewing an Award Package

Presenter
Presentation Notes
Click on the View Award Package(s)link on the sidebar menu.
The View Award Package(s) screen is displayed.
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Viewing an Award PackageViewing an Award Package

Presenter
Presentation Notes
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.




196196

Viewing an Award PackageViewing an Award Package

Presenter
Presentation Notes
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.
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Viewing a FEMA-Signed Award PackageViewing a FEMA-Signed Award Package

Presenter
Presentation Notes
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.
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Viewing a FEMA-Signed Award PackageViewing a FEMA-Signed Award Package

Presenter
Presentation Notes
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.
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Viewing a FEMA-Signed Award PackageViewing a FEMA-Signed Award Package

Presenter
Presentation Notes
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.
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Viewing a FEMA-Signed Award PackageViewing a FEMA-Signed Award Package

Presenter
Presentation Notes
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.
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Viewing a FEMA-Signed Award PackageViewing a FEMA-Signed Award Package

Presenter
Presentation Notes
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.
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Quarterly ReportsQuarterly Reports
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About Quarterly ReportsAbout Quarterly Reports

• Quarterly reports required on status of awarded 
grants: 

Performance
Financial

• Due no later than 30 days after the end of each 
Federal fiscal quarter after award 

• Quarterly Report function activated when FEMA 
signs the grant 

• Quarterly reports required on status of awarded 
grants:

Performance
Financial

• Due no later than 30 days after the end of each 
Federal fiscal quarter after award

• Quarterly Report function activated when FEMA 
signs the grant
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Preparing a Quarterly ReportPreparing a Quarterly Report

Presenter
Presentation Notes
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. 
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Preparing a Quarterly ReportPreparing a Quarterly Report

Presenter
Presentation Notes
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.
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Preparing a Quarterly ReportPreparing a Quarterly Report

Presenter
Presentation Notes
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.
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Preparing a Quarterly ReportPreparing a Quarterly Report

Presenter
Presentation Notes
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.
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Preparing a Quarterly ReportPreparing a Quarterly Report

Presenter
Presentation Notes
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.
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Preparing a Quarterly ReportPreparing a Quarterly Report

Presenter
Presentation Notes
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.
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Preparing a Quarterly ReportPreparing a Quarterly Report

Presenter
Presentation Notes
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.
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Preparing a Quarterly ReportPreparing a Quarterly Report

Presenter
Presentation Notes
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.
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Updating a Quarterly ReportUpdating a Quarterly Report

Presenter
Presentation Notes
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.
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Updating a Quarterly ReportUpdating a Quarterly Report

Presenter
Presentation Notes
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.
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Updating a Quarterly ReportUpdating a Quarterly Report

Presenter
Presentation Notes
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.
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Submitting a Quarterly ReportSubmitting a Quarterly Report

Presenter
Presentation Notes
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.
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Submitting a Quarterly ReportSubmitting a Quarterly Report

Presenter
Presentation Notes
The Status is changed to Submitted to FEMA and the date on which it was submitted.
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Revising a Quarterly ReportRevising a Quarterly Report

Presenter
Presentation Notes
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.
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Questions and Wrap-upQuestions and Wrap-up
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10-Tips for Using e-Grants10-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 

proposal was sent out electronically and on-time. 

• 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 

proposal was sent out electronically and on-time.
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Refer to the 10-Tips to help make you “Better Prepared” for Mitigation e-Grants (FMAPDM-C) job aid.
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10-Tips for Using e-Grants10-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. 

• 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-Grants10-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 
text into the application. 

• Organize your computer to make it easy to access 
files to attach to your application. 

• 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 
text into the application.

• Organize your computer to make it easy to access 
files to attach to your application.
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Questions?Questions?
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Thank You!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. 

• 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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