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Introduction to the ND Grants

Welcome to the ND Grants Management System (ND Grants). ND Grants provides many features
to help manage applications more efficiently, and includes system has functionality for:

= Grant application
= Award acceptance

=  Amendments

= Performance Reporting

Future releases will have additional system functionalities that will allow ND Grants to support the
entire grant lifecycle including functionality for award closeouts, sub-grant recipient functions, and
financial payments.

NOTE:

= The current release of ND Grants does not have functionality for sub-grant recipients. Only
primary grant recipients will be submitting applications and managing awards in ND
Grants.

User Guide Organization

This user guide will help all grant recipients manage applications and awards in ND Grants.
Though this user guide is primarily for grant recipients, it can also help Federal Emergency
Management Agency (FEMA) personnel understand the grant recipient functionality.

Questions?

For additional assistance using the ND Grants System, please contact the ND Grants Service
Desk at 1-800-865-4076 or NDGrants@fema.dhs.gov. For programmatic or grants management
guestions, please contact your Program Manager or Grants Specialist.

ND GRANTS Service Desk

Monday — Friday | 9:00 a.m. — 6:00 p.m. EDT | 1-800-865-4076 | NDGrants@fema.dhs.qgov

Last Updated: January 8, 2019
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Registration and Login

Creating an ND Grants Account

To access the ND Grants system, you must first register an account. Registration can be
completed within the FEMA portal at https://portal.fema.gov. After the registration process is
complete, your User ID and password will be used to log into ND Grants.

NOTE:

= |f you have already registered but forgot your User ID or password, click on the Forgot
Password? or the Forgot ID? buttons for assistance

= |f you need additional assistance resetting your password, contact the FEMA Enterprise
Service Desk at 1-877-611-4700

Step 1
From the FEMA Login page, click the New Non-PIV User? button

Figure 1. Click the New Non-PIV User? button on the FEMA Login page

OUR MISSION
To reduce [oss of e and propedy and predect cur nation's enitical infrastruchure froen all types of hazards through &
comprehensive, isk-tased, emergency management program of miligation, prepanedness, response and recoveny

Espaiiol English

United States Govemmant

* denotes required fald
U] —
Passwor: [

[ Login ] Reset ]
Session expires in Wity minutes for this appicaion

Please insen your FEMA, PV cerd
inibo your z=mart card reader bafore
atiempling iologn, then press the
PV eard image.

Johin Doe

Last Updated: January 8, 2019
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If necessary, enter the characters appearing above the text box on the Image Verification page
and click the Submit button

Figure 2. Enter the characters and click the Submit button

pnot v i

Please type the characters appearing in the picture:

Note: You can try no more than thres Smas. This is your first iry.

hatled

[hed %]
[ o [ — —

On the Personal Information page, complete all required fields (*). Then click the Submit button

Figure 3. Enter all user information and click the Submit button

* denetes required field
PERSONAL INFORMATION
Title *
First Name * | |
Last Name * | |
LOGIN INFORMATION

*fou will nesd to save your user ID and passwerd, it will be required each time you legen to the system.
Flzass note thiat user 10 is converted fo all lowercase characters.

UserlD *[ | minimum length is 7, maximum length is 14, cannat contain ", space character, ', %

ADDRESS

Street * | |
City * | |
State *
ZipCode * [ |fommatis 01234, 01234-5675
ADDITIONAL ADDRESS
Street [ |
City | |
State Abbreviation

ZipCode [ |fonmatis D1234, 01234-5675

Last Updated: January 8, 2019
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Create a password and then click the Submit button. The password must be 8-14 characters long

and cannot contain any special characters. Your password will be required to access ND Grants
every time

Figure 4. Create a password on the Create Password page and click the Submit button
CREATE PASSWORD

Password: IIII-IIIIII I Paszword Sirongest

rnimimum lsngth is 8, maxinmum length is 14, cannct contain *,

gpace character, ', #

Confirm Password: [ssssessssas |

User ID: |lestingtast123 |

rinimum lsngth is 7, meximum length is 14, cannct contain *,

zpace character, |, #

You will need to save your user 1D and password, it will be required each time you logon to
the system.

Please note that user |D is converted to all lowercase characters.

 —T— R T —

Step 5

Your account is registered at this time; however, you must request access to ND Grants. To
request access, click the Click here to request new privileges button

Figure 5. Click the Click here to request new privileges button on the Congratulations page

Congratulations! Your account is registered.,

| Acxozsibilty | StoHelp| S Indec| FEMA Conlpct | FEMA Home | Logout

Last Updated: January 8, 2019
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Scroll down and click the Request Access button next to the ND Grants icon

Figure 6. Click the Request Access button to access ND Grants

- Hazard Mitigation Disaster Workforce Internet Site
Request Access

Housing Portal External Application

. Disasber Assistance Center
Request Access

A
5

AL |

gi ﬁ
B
#

. National Disaster Housing Program Database [ntemet Site

Enter the ND Grants access code and click the Submit button. The ND Grants homepage will
appear, indicating that you successfully logged into ND Grants

Figure 7. Enter the ND Grants access ID on the Access ID page

Pleasa prowde vald scoass 1D in order 1o oblain aboess privilges bo the systam The Abcess ID B provided by the program anea spansoring Bis syslem.

————

) e

| Acosssbiity | Site telp | Sk Inex | PEMA Gortact | FEMA Home | Loouut
NOTE:

= |If you are not participating in an in-person ND Grants training session, you can request
the access code by calling the ND Grants Service Desk at 1-800-865-4076 or by sending
an email to NDGrants@fema.dhs.gov

Last Updated: January 8, 2019
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Step 1

From the FEMA Login page, enter your user ID and password, and click the Login button

Figure 8. Enter your user ID and password and click the Login button

OUR MISSION

To reduce [oss of life and property and proteet our nation's entical infrastructure from all types of hazards through a
comprehensive, nisk-based, emergency managemsnt program of mifigation, preparedness, response and tecovery

Espafiol Enalish

* denotes required field

“Userip: [
“Password: [

United States Government

-,

John Doe
=
Sesgion expires in thifly minutes for this application
E' =
Forgot ID? Forgot Pwd? MNew Mon-BIv User? [ |
[ g ] rgof | [ NewHMo SE|USA—'
iy
Step 2

Pleasa insert your FEMA PIV card
into your smiart card reader before
sttempting to login, then press the
PV eard imzge.

From the dashboard, click the ND Grants icon to open the ND Grants homepage

Figure 9. Click the ND Grants icon

FEMA - DHS FEMA Enterprise Identity Management System

Version: 2.01.01.00 Server: dl':dzpsua?.fema‘td[.net

Available Applications [Huth lications | Inbox

Click here to request new privileges.

Last Updated: January 8, 2019
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Navigating ND Grants

Figure 10. The ND Grants homepage

| Pending Tasks

Appilc oo

Aawed (e Arara ¥

Dropdowns: The ND Grants homepage has four dropdowns across the top of the screen —
Pending Tasks, Applications, Grants, and Administration. The dropdown menus are organized to
follow the tasks a grant recipient will complete throughout the grant life-cycle. Similar tasks are
grouped together.

= The Pending Tasks dropdown contains a list of all the tasks pending in your queue

= The Applications dropdown contains all functions related to managing and submitting
applications

= The Grants dropdown contains all the functions related to post award management,
including amendments and performance progress reports

= The Administration dropdown allows you to manage the organizations and contacts
associated with the organization

Pending Tasks: The individual grant recipient tasks are listed under each Task heading. The
number of awards awaiting action for the task is also displayed under each task heading

Last Updated: January 8, 2019
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Managing Organizations

To access any applications or awards, you must belong to the organization with which the
application or award is associated. An organization serves as a recipient’s profile within ND
Grants, allowing users to create and manage awards and applications. FEMA requests that all
applicants provide their organization’s contact information.

From the Administration dropdown, users can perform tasks for organizations to which they
belong. Specifically, users can manage organizations, request access to other organizations, view
other users with access to the same organizations, and review organization access requests.

Users that do not currently belong to an organization must request access to the appropriate
organization. Only the Organization Administrator can approve the access requests submitted
buy users. The Organization Administrator has the authority to update the organization
information and modify user privileges for the organization.

Viewing Organizations

Organizations you belong to will be listed on the Organization Administration page. If you belong
to an organization and are the Organization Administrator for that organization, you can add
contacts for the organization and additional system users of the organization.

Under the Administration dropdown, click the Organizations link to view the Organization
Administration page

Figure 11. Click the Organizations link under the Administration dropdown

ND Grants €D Pending Tosks ~ Admenistration v

Organizations

NOTE:

* You cannot access applications and awards if you do not belong to the organization with
which they are associated

10
Last Updated: January 8, 2019
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From the Organization Administration page, review your organizations

Figure 12. The Organization Administration page lists all organizations to which you belong

Organization Administration Create Organization
10 records per page Showing 1 to 10 of 87,027 entries Search: [ l

4 Legal Name + Address Action
0001 Organization AM2 555 Street , Test, Virginia, 22222

0001 Organization AMS 12005 N St , Washingten, District Of Colurnbia, 20020

001 Trbal Affairs of Virginia 3232 Cedar Lanes , Leemans, Virginia, 22550

002 Dam Maintenance 1 test rd , testville, Maryland, 20735

3.07 Organization AM1 123 Test St , Test, Virginia, 22222

Creating an Organization

When creating an organization, please note that:
= QOrganizations you belong to will be listed on the Organization Administration page

= Only the Organization Administrator can add contacts to the organization, update user
roles within the organization, and approve organization access requests

= The Organization Administrator will see the Update Organization icon in the Action
column on the Organization Administration page

= |f you are not the Organization Administrator, you can view the organization details by
clicking on the Organization Legal Name link on the Organization Administration page

Step 1

Under the Administration dropdown, click the Organizations link to view the Organization
Administration page

Figure 13. Click the Organizations link to open the Organization Administration page

ND Grants €D Pending Tosks ~ Applications « Grants ~ Administration v

11
Last Updated: January 8, 2019
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Click the Create Organization button in the upper right corner of the page
Figure 14. Click the Create Organization button

Organization Administration

| 18 [] | reonts porpage Showing 1t 1o 67,07 enidies Searth |
& Legal Name Address Action
0001 Drganization AMZ 555 Street , Tesk, Virginla, 22222 =1
G001 Owganmzatson AMS 12005 M 5t. , Washington, District O Columbéa, 20020 |E
001 Tribal Affairs of Virginia 3232 Cedar Lanes , Leemans, Virginia, 22550 =]
002 Diam Mainkenance 1 test rd , testville, Maryland, 20725 |E
3,07 Drganization AM1 123 Test St , Test, Virginia, 22222 [

From the Create Organization page, enter all organization information and click the Save button

Figure 15. Complete all fields on the Create Organization page’s Details and Contacts sections

Create Organization

User Fisies Details

Cortacly y
Legal Hame | ]

|m Thit thould malth your Sa oo st count

Typa | Semech for Typ= ]1.

Diviaion Hame ]

Departmend Hame ]

Employer Ientification. | SO.0weseee
Number (EIN}

Iy b v 1ol EIN with
alb=d QigenizaSons, plasa
|iat thair legal namas: g

DUNSHumber | DUNS~4

This should malch your SALLgoy sseoum)

NOTE:

= After creating the organization, you will automatically become the Organization
Administrator

= An organization’s contacts are not ND Grants Management System users. Without an ND
Grants Management System account, individuals will not have system privileges

12
Last Updated: January 8, 2019
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Updating Organization Details

When updating an organization, please note that:

= |f the organization has not submitted an application, all organization details will appear in
text boxes on the Update Organization page, and can be edited

= |f the organization has submitted an application, only the physical and mailing addresses
can be updated

If there are pending tasks for the organization, saving your updates to the organization will prompt
a list of the pending tasks to appear at the top of the Update Organization page, and prevent you
from completing the update.

Step 1

Under the Administration dropdown, click the Organizations link to view the Organization
Administration page

Figure 16. Click the Organizations link to open the Organization Administration page

Pending Tasks Access Requests
Applicatian Grantee Organization
Amard Offer Review 41 Orpantzation Actess Raviews 1

Step 2

Click the Update Organization icon in the Action column

Figure 17. Click the Update Organization icon to begin updating organization details

Organization Administration ==
0[] | e per pags St 1151 of 1 eniries (Mered Bom 34,302 iotsl eniries) sunh[ e % ]
L Legel Hame Ackfrran Action
301, Drganiation AT 100 Main Street Miysscal Address Line 3 , Afmsben, Vegnia, 20153 E
13
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From the Update Organization page, update the organization address. Then click the Save button

Figure 18. Update the organization address as necessary and click the Save button

Update Organization

Wil Flas | Details

Contwty
Legel Rame 0001 Drganteion AMT
Typs  fiwa gresmrmanin
Diwinlzn Name Tawing [iviion
Dvparimerd Mame  Tewing Depadmens
Uepdoryper entScaton Kb 1oHSATER
Em
Obew (rganirafSoss that shae
s Ei
DUNS Harsber  1ZM5OTERIE11
Prysical Address Waling Addiess Bama an Phrysica ]
Hrking iE 5 Flsssant Sirest -| Aakirenn T Pisysant Sreat -|
Bakrenn § Pryak o Aseas Lina 2 | Addien d Maiire Address Lies 2 |
city diagian J Hr Angion J
sme | vigis ;|-| aste epes ;|-|
Courty | unTED ETATES ® |- | Coanwy | \#aTED STATES x |- |
F 2 Tipd = ] W52 F B
Corgressional Dakric | T = |-|

= The organization details cannot be edited if tasks are pending for any award. When saving
updates, a notification will appear at the top of the Update Organization page listing
pending tasks

» Pending actions that prevent changes to organization details include:
- applications pending submission or review
- amendments pending submission or review
- performance reports pending submission or review

14
Last Updated: January 8, 2019
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Figure 19. The Update Organization page will list all pending tasks and prevent updates to the

Update Organization

Details
User Roles Grant

Contacts
EMD-2016-RA-00004

Cancel Save EMS-2016-BG-00002

Details

Legal Name

Type

Division Name
Department Name

Employer Identification Number
(EIN)

Other Organizations that share
this EIN

DUNS Number

Congressional District

Physical Address

Funding Opportunity
FY 2016 Freight Rail Security Grant Program-PARS-Test

FY16 12c Intercity Bus Security Grant Program - Region X

organization

‘You cannot update the Organization Address while an Application is Pending Review. The following grants have Applications Pending Review:

Pending Action
Application [EMD-2016-RA-APP-00004]

Application [EMS-2016-BG-APP-00002]

1 EBT Corp

Small businesses

26-1376358

017143289

MD-05

11036 Livingston Road.
Ft. Washington, Maryland 20744-5035
UNITED STATES

Mailing Address 11036 Livingston Rd.
Ft. Washington, Maryland 20744-5035

UNITED STATES

The Update Grantee Organization Address page lists all active grants that will include the updated

address. Click the Confirm button

Figure 20. Click the Confirm button to complete the update

Update Grantee Crganization Address

Updating the Organization Address wil affect the following grants with aclive awards:

4 Grant

EMA-2015-CA-00013

Last Updated: January 8, 2019
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ND Grants User Roles

An Organization Administrator can assign and manage the roles within the organization. New
users can also request roles when requesting access to the organization. Once assigned a role,
users are granted specific privileges for the organization:

= ND Grants user roles define the user’s responsibilities for the organization, applications,
and grants. Users may have more than one role

= The roles assigned to a user for the organization are not the same roles that they are
assigned for an award. For example, a user with the Authorized Official role for the
organization may not have the Authorized Official role and permissions for a grant. Please
verify that you have the correct roles to complete your grants management tasks

= The Organization Administrator can change user roles by updating the User Roles section
on the Update Organization page. You can update the user roles for an award by
submitting an amendment requesting that the roles be updated

= Organizations should ensure that they have assigned as least two people with this role in
the event of personnel change

Table 1. The table describes each role and provides an overview of specific considerations

o e | oo

Organization Responsible for approving = Whoever establishes the organization in
Administrator access requests, ND Grants automatically becomes the
adding/removing user roles, Organization Administrator
managing contacts
Authorized Manages the award throughout = Several users can be the Authorized
Official the grant lifecycle Official for an organization
(Organization) = To become the Authorized Official on a

grant, you must first have the Authorized
Official role for the organization

Authorized Manages the award throughout = The user who submits the grant

Official (Grant) the grant lifecycle application for the organization must
have the Authorized Official role for the

organization

=  Only one user can be the Authorized
Official for a grant and grant application

= The Authorized Official has the authority
to sign and submit a grant application on
behalf of the Signatory Authority

» The Authorized Official can submit
amendments and performance progress
reports for the grant

16
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Signatory An organization user or contact, = The Signatory Authority does not require
Authority whose name appears on the ND Grants access, but must be listed as
application and other grants an Organization Contact
management documents =  While the Signatory’s name appears on

the application, the Authorized Official
signs the application

= Therole is assigned as part of the grant
application process

Grant Submits performance reports * Theroleis currently not activated,
Administrator and award functions for the preventing a user from editing
Organization applications or submitting progress
reports
Grant Writer Manages application details = NA

before application submission

Financial = The role is currently not activated
Specialist

The ND Grants users can perform different tasks based on their roles.

Table 2. By assuming an ND Grants role, a user can perform one or more tasks

Task Orggnjzation Authpr_ized Qrgnt
Administrator Official Administrator
Submit an application in ND Grants X
Edit an application in ND Grants X X X X
Update Organization X
Approve access request X
Chang_e user privileges for an X
Organization
Input Project Funding data X X X
Submit Performance Reports X X
Accept Award Packages X
Sign Assurances & Certifications X
Submit Award Amendment X

17
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Requesting Organization Access

Once you have created an ND Grants user account, you must either request access to an existing
organization, or create a new organization. If the organization has already been created, you must
submit an Organization Access Request to access the organization’s applications and awards.

Under the Administrations dropdown, click the Request Organization Access link

Figure 21. Click the Request Organization Access link under the Administration dropdown

ND Grants e Pending Tasks « Applications v Grants v Administration «

¥ Review Organization Access Requests [

Step 2

Find the organization to which you want to request access by clicking the dropdown and typing in
the name of the organization in the search bar

Figure 22. From the Request Access to Organization page, search for your organization

Request Access to Organization

e | o D
Crganization
[P [ —— -“
[ oo oy
18
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Select the roles you need for the organization by clicking the checkboxes next to each role. Then
click the Submit button

Figure 23. Click the Submit button once you have selected your roles on the Request Access to

Organization page
Caeel | Sme m D[‘g anization

‘Cngamizaticn OO lest-org % |= Q

Lagal Mamas D00 besloig

Employer entification Humber 11234067
[EIN}
DUNS Hurnber  Soacsce

Mailing Address 1iestrd
fiestvalle, BARRFIRREY SOFAS- e
UFITED STATES

Eaigting Rolas GGrantd Agmenistraior

Grand Witer
Financ kl Spedalist

Roles Requested

] o Admir [ awtrorizea oimcial
B @rants Administratar B @rantwriter
& Financial Specialist

Figure 24. The Update Organization Access Request page will feature a confirmation message
upon successful submission

Update Organization Access Request

Organization Organization access request successfully submitted
User Roles

Access Reguest

Organization

Cancel
Legal Name 000 test-org

Employer Identification Number  18-1234567
(EIN)

DUNS Number 9999995999
Mailing Address 1 testrd
testville, Maryland 20735-5999
UNITED STATES

Existing Roles  Grants Administrator
Grant Writer

Financial Specialist

19
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To view submitted Organization Access Requests, under the Administration dropdown click the
Review Organization Access Request link. Navigate to the Pending Access Requests tab and
click the View Organization Access Request icon

q\oﬂ Ug
# 76>

"7'?

Figure 25. Click the View Access Requests icon to view pending organization access requests

Organization Access Requests

Redew ACoess Requests Pending ACCess Reguests

10 TS i page Showing 1801 of 1 entries {ftered om 13 %otal entries) Search | oo = |
A Leqgal Hame Roles Requestecd Status Action
00 test-org Authorized Official, Financinl Specialist, Grant Writer, Grants Admiristrator Pending Review E

Forwarding Organization Access Requests

If the existing Organization Administrator is unavailable to approve the request, you can forward
the request to the Program Manager. The Program Manager can only approve an access request
that include the Organization Administration role but will approve the request if other roles are
included as well.

NOTE:

= Organizations should ensure that they have assigned as least two people with the
Organization Administrator role in the event of personnel change. If the Organization
Administrator is leaving the organization, they should designate additional Organization
Administrators if necessary before going so

Step 1

After submitting the organization access request, under the Administration dropdown, click the
Review Organization Access Requests link

Figure 26. Click the Review Organization Access Request link under the Administration dropdown

ND Grants o Pending Tesks Applications v Granis v Administration «

WelcgpsssssemmiGrants

Review Organizaton Access Requests J‘

20
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From the Organization Access Requests page, open the Pending Access Requests tab to view
all pending organization access requests you have submitted

Figure 27. Click the Pending Access Requests tab to view all pending requests

Organization Access Requests

| H.Nm-k:mmwml Perdirs Agcass Raguests I
records par page Steradng 1101 of 1 entries Seanh ]

* Drganization Mama

) Requestor Action

Colorads Division of Emengency Managensent UserZ, HDGrants [ndg_grantee?]

Under the Action column next to the appropriate organization, click the Forward Organization
Access Request to Grantor icon

Figure 28. Click the Forward Organization Access Request to Grantor icon to open the Forward
Organization Access Request page

Organization Access Requests

Review Access Reguests ‘ Panding Access Requesls ‘

feconds per page Showing 1 to 2 of 2 entriss {(ered trom 14 e

fioted snirkes) I oog| kS ]
a Legal
Name Roles Reguested ' Status Action

000 test-org Fin m:n:!al Specialist, Grant Writer, Grants Administrator, Drganization Ptn:!i'mg

Adrmanistrator Review
000 test-org Authorized Official Financial Specialist, Grant Wrter, Grants Administrator Penﬁnn @

Raviaw
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Complete all fields on the Forward Organization Access Request page. Enter the Fiscal Year and
Funding Opportunity your organization has applied for and enter why you are requesting the
Organization Administrator role. Then click the Submit button

Figure 29. Click the Submit button on the Forward Organization Access Request page to forward
the request to a program manager

Forward Organization Access Request

Access Request

Tor esainl FERLA In rerdisning your sceess reguesl, plasse idenlity & Fiscal Yesr and Furning Opportanily for which yeor egancation has
applkd dor 8 Grant.

Peoles Requeabed  Depamiza®on Adminisined of
Gearla Aderinmiraion

Ceenl Weller

Financisl Speciabst
Fascal Wesr 2017 |
Funding Oppartunity | FY 2017 FO Regional sisx FEMAUAT w v @
Wty e yau need Grantes tasl kewand
Orgenization Administrator
Role Acceas?

Figure 30. The Forward Organization Access Request page, featuring a confirmation message

Forward Organization Access Request

Access Request | ONgESETaton accass reguesl sudopaahuly tocaandsd o Graniod =

Access Request

Raoles Requested  Organization Adminisiraier
Grants Administrater
Grant Wikes
Finantial Specisist
Ststus Faramngsd b G anior
Fiseal Year 2007
Funding Opportunity  FY 2097 FO Regionsd ales FERMALAT

Why do you need Granbes  besd foreand
Organdeation Administrator Role
Acceas?

NOTE:

= After forwarding the request, reach out to your program manager so that they are aware
of the pending request
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Approving Organization Access Requests

Once a new user submits an Organization Access Request, the Organization Administrator
reviews then approves or denies the request. Only users with the Organization Administrator role
can approve or deny access requests for the organization

To view pending Organization Access Review tasks, click the Organization Access Reviews
link in the Access Requests column on the ND Grants homepage.

Alternately, click the Review Organization Access Requests link in the Administration
dropdown. The Organization Access Requests page will list all previously submitted access
requests

Figure 31. Click the Organization Access Reviews link on the ND Grants homepage

ND Grants €D Penang Tasks ~ Applications v Grants « Administration

Pending Tasks Access
Requests
Application
Awarg Offes Review 24 Grantee Organization
I Organzaton Access Reviews [N |

Click the Review Organization Access Requests icon in the Action column next to the pending
access request

Figure 32. Click the Review Organization Access Requests icon on the Organization Access
Requests page

Organization Access Requests

Reviny ALLess Reguesis [Peryiing Access Reguessts

i [] | secoeds per page Sheming 1 801 of 1 eniness (Anesed from 6 iolal entres) Search: | po
4 prganization Name Requestor Acthen
DO test-0ng Userd, NDGrants [ndg_grantes3)
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Select or deselect the role(s) to confirm the role(s) the new user will have under the organization.
No change is necessary if the requestor has already selected the appropriate roles. Click either
the Approved or Denied button and enter any text in the Comments box if necessary

Figure 33. Click the Approved or Denied button on the Review Access Request to Organization

page
Updated Roles

[] organization Administrator ] Authorized Official
V] Grants Administrator Grant Writer

[v] Financial Specialist

Review

Outcome I O Approved D Denied

Comments |¥ MW |6 @ |B J EFFE|S-E-E =

lilgv | Font Sizes v
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An email template will appear, allowing you to choose recipients to notify as well as to add text in
the Message Body text box

Figure 34. Complete the email notification on the Review Access Request to Organization page
Notification

From FEMA-GPD-Systems-TOL@fema.gov

To

Select Contacts |

User3, NDGrants

Additional Email
Addresses

cc

Select Contacts

Additional Email
Addresses

Subject MO Grants Organization Access Request Approved

Messzage Body

||asthﬁ|ﬁ P|BI|ls==s|E~-E~-==|&|m- |romsms -~

Once you complete the edits to the email notification, click the Submit button. By clicking the
Submit button, you will send an email notification to the intended recipients notifying them that
their access request has been approved or denied

Figure 35. Click the Submit button to complete the review of the Organization Access Request and
to send the email notification

Review Access Request to Organization

Chganizalen
P — Organization
Foolas Appioved
Legal Heme D00 bead-org
Foeviaw

Type  Siale goverments

=] —
Carcel

Departmant Hame
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Updating User Roles

An Organization Administrator can assign and manage the roles within the organization. Only the
Organization Administrator can update the roles for other users. An organization can have more
than one Organization Administrator

From the Administration dropdown, click the Organizations option to view the Organization
Administration page

Figure 36. Click the Organizations link under the Administration dropdown
ND Grants €D Pending Tosks ~ Applications v Grants ~ Admnistraton

Ovaaniats

7

1 Request Organizabion Access {
Review Organization Access Requests

Click the Update Organization icon in the Action column to open the Update Organization page

Figure 37. Click the Update Organization icon to open the Update Organization page

Organization Administration B
10 [or] | recosds per page Shawing 1 to 1ol 87 027 entdes Soucch [ ]

4 Legal Name Address Action

DODY Crganizstion AM2 555 Sireet , Tesk, Virgiia, 22223

001 Crganizetion AMS 12005 M 5t. , Washington, District Of Columbia, 20020 @

001 Tribal Affairs of Virginia 3232 Cedar Lanes , Leamans, Viegima, 22550 [=]

002 Dam Maintenance 1 test rd , testville, Maryland, 20735

3.07 Dinganization AM1 123 Tesk 5t , Test, Vieginia, 22232 (=]
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From the Update Organization page, scroll to the User Roles section and click the Update
Contact icon in the Action column

Figure 38. Click the Edit Contact icon to update the user's roles

User Roles
User Current Roles Action
User3, NDGrants Organization Administrator , Authorized Official , Grants Administrator , Geant Wriber , Financial
[ndg_grantea3] Specialist
Userd, NDGrants Organization Administrator , Authorized Official , Gramte Administrator , Grant Wriber , Financial =
[ndg_granteed] Specialist -

From the Edit User Roles popup, check/uncheck the role boxes to assign or remove a role from
the user. Then click the Ok button

Figure 39. Update the user’s roles and click the Ok button

Edit User Roles *®

User Details
Last Name  User3
First Mame  NDGrants
Middle Name
Primary Phone Humbar 7035550003
Email FEMA-GPD-Syslems-TOL@FEMA gov

Roles

] Organization Administrator M Authorized Otficial
] Grants Administrator Grant Writer
&/ Financial Specialist
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Click the Save button to complete the update to the user’s roles

Figure 40. Click the Save button to finale the update

Update Organization

Limte ol Details

Logal Nama 000 jesbomg

T Stals 5
“ - i
- Diwigion Nams

Department Namsa

Emgployer ldentficaton Numbsr  18-1234557
{EIH)

Other Ovganizstions that shars
bhix EIN

DAUFMS Humbsr 1234557390000

Creating Organization Contacts

The Organization Administrator can add contacts to the organization so that they can be added
to applications as contacts. Please note, an organization’s contacts are not ND Grants users.
Without an ND Grants account, they will not have system privileges.

Under the Administration dropdown, click the Organizations link to view the Organization
Administration page

Figure 41. Click the Organizations link under the Administration dropdown

ND Grants Q Pending Tosks « Applications « Grants v Administration v

N rante
R tOrg NaZabon Ac = =
Grants
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Click the Update Organization icon in the Action column to add a contact. This will open the
Update Organization page

Figure 42. Click the Update Organization icon to open the Update Organization page

Organization Administration
10 IEI Feconds per pags Ehoraing 1 o 1 of 1 entries (EReved nom 57,025 1olsl Search: | Manianance
ofifies)
4 Legal Mame Address Action
D02 Dam Basntemanos 1 test rd , testville, Maryland, 2073% E

From the Update Organization page, click the Create Contact button

Figure 43. Click the Create Contact button to create a new contact

Contacts Create Contact |

Contact Email Primary Phone Number Action
Testington, Test test@test.com 202-555-1234 G 0
NOTE:

=  When adding a contact, do not add a current ND Grants system user as a contact. The

contact information for current ND Grants system users is listed in the User Roles section
of the Update Organization page
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From the Create Contact popup, complete all required fields. Then click the Ok button

Figure 44. Complete the fields to enter new contact information

Create Contact

First Name ‘ MD Grants |
Middle Name ‘ |
Last Name ‘ Trainee |
Prefix ‘ Ir. Suffix |

Title ‘ Traines |

Email | frainee@1234.com |

Figure 45. Click the Ok button to save the new contact

Country | UNITED STATES » |v

nwe | zo73s Zip4 ]

30
Last Updated: January 8, 2019



Non-Disaster Grants
Grant Recipient User Guide

From the Update Organization page, click the Save button to save the updates to the organization
details and the new contact

Figure 46. Click the Save button to finalize all contact changes

Update Organization
Dwinids :
Uzer Haiza Details
ot ts
Legal Rame D03 e Maiierasce
P - Thin shendd malch your SN gorv peconel
Tyee Campndy QTR % |
[Hvinion Mazme (2]
D gaaymiand hlswe el
Ermpdoyer Menlfcaton Kumbar 28188410
ey
Eyos share e D3 wih otwr
Ur ganizabiony, plaaas lisl Tioi kgl
TR S Tl &
NS Kumbar [Lonsrn ] DONS=4 wn

Thi sifenl e o SAM v accoul

 Updating Organization Contacts

Step 1

Under the Administration dropdown, click the Organizations link to view the Organization
Administration page

Figure 47. Click the Organizations link under the Administration dropdown

ND Grants o Pending Tosks « Applications - Grants ~ Administration v

o :

WML  Reavest Organation Access - anrt
A Review Organization Access Requests —

31
Last Updated: January 8, 2019



R’
SN

LAND o5C

\:\0“ Ug
%)
JP"T]' 10

Non-Disaster Grants
Grant Recipient User Guide

Search for the organization in the search box, then click the Update Organization icon in the
Action column. This will open the Update Organization page

Figure 48. Click the Update Organization icon to open the Update Organization page

Organization Administration
10 [w] | recoeds per page Sheradng 1 ba 1 of | eniries (EReded free 57,025 folal Seanch | Maintanance
enines)
4 Legal Name Address Action
002 Dam Maintenance 1 tast rd , testville, Masyland, 20735 E

From the Update Organization page, navigate to the contacts section and click the Update
Contact button in the Action column. Edit the contact as necessary and click the Ok button

Figure 49. Click the Update Contact icon to edit a contact

Contacts Creats Contact |
Contact Email Primary Phone Number Action
Test'"-.gtgnr Tesk test@test.com 202-555-1234 E ﬂ |

50. Click the Ok button to finalize the updates to the contact

Country | UMITED STATES "

Fil g 20735 Zip-4 o]

NOTE:

= The system will show an error prompt if information is missing. If a field has “this field
is required” in red, further information must be added
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The Update Organization page will include the new contact. Click the Save button to complete the

update

Figure 51. The new contact will appear in the Contacts section of the Update Organization page

Contacts
Contact Email
Training, ND Grants training@1234.com
Trainee, ND Grants trainee@1234.com

Primary Phone Number

123-456-1234

555-666-7777

Create Contact

Action

Figure 52. Click the Save button to save the changes to the organization

Update Organization

Details Organizalion successiully saved

User Roles

— ﬂ Details

Contacts

To delete a contact, from the Update Organization page, click the Remove Contact icon

Figure 53. To remove a contact, click the Remove Contact icon

Contacts
Contact Email
Traning, HD Granks training$1234.com
Trainee, ND Grants traines$1234.c00m

Last Updated: January 8, 2019
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The Update Organization page will no longer include the deleted contact. Click the Save
button to complete the update

Figure 54. Confirm that the contact no longer appears on the Update Organization page

ContaCtS Crzats Contact
Contact Email Primary Phone Number Action
Training, ND Grants training@1234.com 123-456-1234

Figure 55. Click the Save button to save the changes to the organization

Update Organization

Details Organization successfully saved

User Roles

Contacts

Details
Cancel SEve

NOTE:

= Only a user with the Organization Administrator role can update organization details or

user roles
34
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Application Functionality

To apply for a FEMA preparedness or mitigation grant, you must begin the application process
on Grants.gov. Once the initial application for Federal Assistance (SF-424) is complete in
Grants.gov, the application will be automatically migrated for initial review in ND Grants. All the
information from the SF-424 entered in the Grants.gov application will be automatically
downloaded into ND Grants and reviewed for eligibility by ND Grants staff. After review, the
application will be released back to you in ND Grants to complete, which includes updating the
budget, adding any attachments, and completing any required Assurances and Certifications.

NOTE:

= If you need additional assistance completing the SF-424, contact the Grants.gov Service
Desk at 1-800-518-4726 or support@agrants.gov

Applying Through Grants.gov Workspace

Open the Applicants dropdown and click the Apply Now link

Figure 56. Click the Apply Now link under the Applicants dropdown

HELP | WOF KOCOUNT | LE i

" EASRSIS LR rant Cpriunies | Erl Ky L]
[ GRAMNTS.GOW™

HOAE LEARH GHANTS = SEARCH GRANTS APPLICANTS = GRANTORS = SYSTEM-TO-SYHTEM - FOSRES = COMNECT = BUFPCHT =

GRANTEGOV ) dnpicast Conler GRANT APPLICATIONS.  APPLICANT MANAGENENT
APPLICANT CENTER e b a
Crcontion ] -Mansce crgarsrasen Frote
) . ) —— = Manage Crganirston Foles 1
HWDEI;‘%E: APPLICANT RESOUIRCE S
L = il Chiiiny
rmmlfm o 1o Lasdior B pppde afion wodkBow 1 provick T bl B
GEHANT APPLICATIONS :m.ull‘klh
= Higrw 3 Aupplly ol Ceania = Al Tolwan Compatibity
= Appdy Wi = Subwmilting UTF-2 Spsscial Charsoiens
= Manags Workspaons = Eifa:oenarng Emo Masssges
= Check Apphcalion Stats
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Enter the Funding Opportunity number or the Opportunity Package ID into the text boxes and
click the Create Workspace button

Figure 57. Enter the Funding Opportunity Number or Opportunity Package ID and click the Create
Workspace button

GRANTS GOV ' Applcasts | Andly Mo Lisg Woksose

APPLY NOW USING WORKSPACE

H i krven B Framdinng O y Kamber o B Ogp Paciags I o which you would B lo create a Workdpacn, pleass anter § below Dfervive, go lo Search Geanks o search cpen Opporfundies
Euad el Oppartssity information:
Fending Opporfusty Number: | DHS- 18-MPD-005-02-05
Opporunity Packape i
g e d o e CH

"Applicalica Fling Mame: | Tast

=]

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

Figure 58. Click the Webform link

GRANTS GOV ‘_Awﬂ T b Wrkseon

MANAGE WORKSPACE @ e (@) ouiroma () Comples sndwotny oR_ () sutmn () howecy e e
/‘ %II;P:PDMW ﬂﬂm;um Applcation Filing Wame: Tesf [Ec Mame|
L Magamen
: Praformance Grasts {EMPG) Region 7 Workspacs B WEDR005T R ‘Workspaoe Saatus: Bew Opening Dete; —

(TEST} AR Steted: Wiskspace s ADR  Ladt Sebmimied Date: — Chising Dete: May 13, 2000
[eparsmen] of Homelased Securty - FIRA d
mﬂﬂﬂqﬂmmug FEMS Workspace Owner; NOgrants Tesd SAM Expiration Dwlec Jan 31, 37030 DUNS; QOOROCHCD

[ FORME WIEWY AFPLICATION ATTACHMENTS PARTICIPANTS ACTRATY DETAILS

Workspace Actions

Dplete
Applcation Packsge Fomms - Users are encoursged to follow antivine best practices when Downloading Instnections ased Forms: Dommboad Insbruckiors =
Inciude
n o M (L3 b Ea) Paquiremiesl | Form Sl LELE,TP?"" Lisckad iy Ao
Package
¥ Application lor Federdl Assistance (SF-424) [V2 1] Mandatory - - Lk | Dowrilaaed | Upiosd | Resmall Weblom
| Exscigal isformuaias for Kan-Conabracen Peograma (SF -1 V1,00 [LELEEY

s | Dwvmibonadd | Upiged | Ressidll Wetsbams

Complete the application using the Grants.gov instructions as a guide
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To submit the application, click the Sign and Submit button

Figure 59. Click the Sign and Submit button

.-:'l-.-.-r!rql .lmm-u:-.w.ﬂl .1'|m|-;lr|!-r-uul Halily A0H . Suibeit '.l.mnr'f!lr—.-ll-rnd aBadk a

Applcation Fiing Mame: Tt (208 Ramas]

Workspace 0 WHO000STEA Workepaos Slatws: In Frogress ‘Dipenieg Dale; —
AR Stsluse Werapaos hal ADH Last Submamed Dats: — Checiiiey Dalie: Llary 13, 300
‘Winrkapaor Camer; KOgrants Tesd SAM Expirahon Dlefe; Jan 31, HE0 DRI COO0DQDONo:

Inciude
n Form Bams {Cick 1o Edi) Requrssanl Form Sishn s o Losciond By Actons
Packagh
tor Federal Agsivtancs (57 -6 1 Wrtatery P 17, 2008 1025045 Al ki | Ursiock | Downicad | Lislasd | i |
W | Aeoeation TR e Mgy 17, 2048 1 Wogracls | o1 |
=) | Enasgt inscemation foe Nen-Comamucson Pregams (SF-A244) Mandacry | Passes My 17, 2008 114208 AM WOGrants | Uiniock:| Demmions | Lighaad | Fosuse |
L ] Rodked] ot Teit Wibiom

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

Figure 60. Note the Grants.gov Tracking Number on the Confirmation popup

Confirmation B

If you are unable to see the Confirmation PDF below, please click Download button: ‘ Download |

Bee oo i~

Fonfirmation
Thank you for ting package v pplication is.
y b . Once yt -
15 gov i il messages b advise your apgli
system. Over the next 24 to 48 hours, you shoéd receive two emails. The first will confirm receipt
af your apfication ysterm, wil indicate that i
either been  the sy

o tothe grantor agency or has
been reiected due to eors.

Please do not fit the back bution on your browssr.

Hyour apglication s i grantor agency from
the Grants.gow system, you will receive an addiic e
days or weeks Gate of submission, e grantor [

Y = of
clicking on the “Track My Agplicaton” Ink listed 3 the end ofthis fom.

Nete ¥
contact them direcdy for Grants dipate in making
any award decisions.

IMPORTANT HOTICE: I you do not recsive a receipt confirmation and either a validation

% us. The Grants gov
> gov, or by telephone at
1-800-5184728. Albways include your Grants gov tracking number in 3l comespondence. The
TXO0COD00K,

‘ Close .
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NOTE:

= The Confirmation page indicates that the application has been submitted. It does not
confirm that the application has been accepted

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

Figure 61. Click the Check Application Status link

FEF | WY ACCORINT | LG

e SRAMNTS.GOWS

HOLE LEARN CRANTS SEARCH GFRANTS AFFLICANTS = RUANIT OHES

GRANTS GOV ) Assicast ot

APPLICANT CENTER o
WELCOME: APPLY USING WORKSPACE

? ! Arw o niew §o Granks pov Worlspaoe? Granks. pov Worspace aliows sppicants and oiganizations 1 tador hee apphcalion wistSoe fo poosice the besd Bt
GRANT AFPLICATIONS o poi baam Each of i appeoacies oonbaire R io halp arickes and woeo ulonals

= How bo Apgly For Citanty

Baearse e Apgroaches o Wokspacos

GRANTS.GOV TRAINING RESOURCES AND VIDEOS

= Matage CHpaniEatan Rl
APPLICANT RESOURCES

Linarn hioan b il Barsding opsoriuniies: Snd oty e i grant in (eants gow iing Out NN Belatrs and vidon, irsource sny awilibie m th oning
Ui aned Gramts gov ¥ ouTube channel

= Workiiguss (i

= Appicand ERgibity

= Apepicand Trainieg

= Apbe il FAOS

= Aot Softwirs Carguithey

= Sulmiing LITF-8 Special Craracles
= Encoumiening Ems Messipes

Bivarie thi Applicant Tralfinig Fésoum ciis

GRANTS.GOV COMMUNITY BLOG

Stay up 1o dale wilh M Liles] updales and [EssUroes on e Geants (0w Sysiem on he Conmunty Blog. Gl peeviews of reliase updales, grani [eocess
N wiitng basics, slkgiblty inaights, and SFundngF iy

Vislt the Grants.gow Commaunity Blog =
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Enter the Funding Opportunity Number or Grant Tracking Number and click the Search button

Figure 62. Enter the funding opportunity number into the Funding Opportunity Number field

HILF | WY ACCORINT | ROHGERIT

[ GRAMNTS GOW™

N LLES SEAJECH GIAMTS APTLICANTS - CHEAMTOHE

GRANTE OOV | Applcats ) Chick Asgeicaton Sl
CHECK APPLICATION STATUS 7]

Plamie eabal criteiia asd click Sasrch:

Funding Cpportunity Humber: | [ic%- 18-NPD-005-50-05 Geant Tracking Number:
LRELE
O vz = N =R I |
e
1-1 08 1 Recorde 1
Fumdding

Carand Tud:q kS = 'l:'bﬂ'ﬂ? CFOA = Dw:.u:ﬂm mﬂ?‘ an'r-n-= Sk = Stafus 8 &mmlgn AsSeny
GRAMTODSRIIBE | OO0 DHE-18-HFT-00 50205 BT 0 FE G MERLT #Tl:i.lﬂkim Wabdaivd Ny i-::il'::’l‘laEDT Workapacs | Detals | Download
11 1 Riscoids 1

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

Submitting Applications after Initial Review

Applications submitted in Grants.gov and approved for eligibility will be released back to the
applicant in ND Grants. Applicants will be notified via email to complete the application in ND
Grants. Each step must be completed to submit the complete application.

Step 1

From the Application dropdown, click on the Manage Applications link

Figure 63. Click the Manage Applications link under the Applications dropdown

ND Granls 9 Pending Tasks « Applcations ~ Granis v Administration v

—yvercome to ND Grants

\

5 e IS A
Logged in as: ndg. grantee3
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Click the Update Application icon in the Action column for the application pending submission

Figure 64. Click the Update Application button to open the Update Application page

Application Administration

@ :‘d TEC0RES Pt page Sxowrny 110 23 ¢ 23 oot Sooch

o Appteston Lt

Apphication Number Funding Oppertyrnty Name Funding Opportensy Rumber Orpanization st Updated Acton
CMW-S SR FY 1% Momlurnd Soxudy Crantt Mooy am Soret V5 CHE15CPOGT00Q1 NOG TOA G 1 Soxrd 55 Aocopivg QLMY
s ns
ENNNSESAN. FY 15 Momctard Sccurdy Crant Mogrom Sgent 15 DHEASCPDLETL001 NOC T O 1 Spart 35 Pondn) Semesion 05272015 E
ooesy 1%

= To filter through the list of applications, type the application number into the Search box
for the desired application
= Applications pending submission have Update Application and Withdraw Application

icons in the Action column, as they require additional information to be entered by the
applicant
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To complete the application, scroll through each section on the Update Application page and
complete all fields. Begin by reviewing the SF-424 Information section, which includes details
migrated from the Grants.gov application.

If the Congressional District does not appear, the district number was incorrectly entered on the
SF-424 in Grants.gov. To update the Congressional District, type the state abbreviation and the
available congressional districts will appear in a dropdown

Figure 65.
SF-424 Information

Preject Information
Project Tie

PregramyProject Congressional
Districts

Proposed Start Date

Areas Atfected by Project (Cities,
Counbies, States, etc.)

Estimated Funding

Is application subject to review by
513te under the Executive Crder
12372 process?

Is applicant delinquent on any
federal debt?

Complete the SF-424 Information section of the application

Test Descriptive Tike of Applicant's Project

x PAO3 Q
0572272015 = Proposed End Date 01072020 =
Funding Source Estimated Funding ($)

Federal Funding $10.000.00

Appiicant Funding $20.000 00

State Funding £5.000.00

Local Funding $7.00000

Cther Funding $5,00000

Program Income Funding $3.000.00

Total Funding $51,000.00

Program Is not covered by E.0. 12372 x |»

O ves ® No
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Update the contacts and user roles in the Contacts section. Delete the contacts migrated from the
Grants.gov application by clicking the Remove Contact icon in the Action column for all contacts.

Open the dropdown and select a new contact for the application. When adding the Authorized
Official, ensure the contact name also includes the User ID. Click the Add Contact icon next to
the selected contact to add it to the list.

Once added to the Contacts section below the search bar, assign the contact a role by selecting
the radio button or checkbox under the appropriate role.

For additional directions for updating the contacts on the application, refer to the Managing
Contacts in Applications quick reference guide

Figure 66. Delete contacts migrated from the Grants.gov application

Contacts
Contsct Search far a Comact .
Contact Authorized Official  Signatory Authority  Primary Contact  Secondary Contact  Action
Grantee, NDG ) O O 0O E
FEMA-GFD-5ysbe ms-TOLEferna.gov

Figure 67. Add contacts to the Contacts section and assign roles

Contacts
Contact Search for a Confact - ¥
Contact Authorized Official  Signatory Authority  Primary Contact  Secondary Contact  Action
User3, NDGrants ) O ) O B

FEMA-GPD-5Systems-TOLEFEMA. gov

Userd, NDGrants O () i s
FEMA-GPD-Systems-TOLEfema.gov

NOTE:

= The contact designated as the Signing Authority does not need to be an ND Grants system
user. The Authorized Official must be an ND Grants user and have the Authorized Official
role for your organization
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Complete the SF-424A portion of the application by completing all Amount fields. Fields that do

not have a cost should be completed with a zero

Figure 68. Complete the SF-424A section of the application

SF-424A

Budget Information for Non-Construction Programs

Gras Pregesn

Tl Bodwy Gt Foogras

Hudigel Ghjsct Class
Persincd

Frnge aretts

Tt

Cqupmert

Siedei

Comiacn

Consing tin

Crret

Tanal Dibkt Charg et
Indegg] Changes
Dzgel Cxiegery Totsl

MoneFedtral Resources
Appan

Slate

Cerely

Last Updated: January 8, 2019
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To add an attachment to the application, click the Add Attachment button. Add a title and
description for each attached document

Figure 69. Add any necessary attachments in the Attachments section

Attachments
Arsched Desuments Tithe Daseripton Arached Oy Created Date ACTEA
¢ AppC i 1ol L 15 1

LraApLtion wm GrantAppite 2% arnl Subwrited in Grants oo St e COSEIS N0 000

SFAM_2T 1-AdetonalFrpjec Toe- - naan § Syslem Liser CER2005 10030 0300

13 FourTrourana S Rarss s o S . it B I Grants gov

SR 2 141235 System Ulser DS 222015 10030 -04:00

= SF4M 2 1-1235-T U i
Twerdy ThottansCharaciers docx SFHAZ_ TR TwE B I Grans gay
SFax 2 1+1237- SFU4 2 1.9237.Corgn Submitted in Grants gov Fystem Utser 05222015 10030 -04:00

Congressionalenc sProdiay 2014 xs

NOTE:

* You can upload Investment Justifications as attachments

In the Assurance and Certification section of the application, approve the Certification Regarding
Lobbying, the SF-LLL, and the SF-424B. These must be approved before the application can
continue processing.

The Signatory Authority’s name will appear at the bottom of each Assurance and Certification.
The Authorized Official should enter their password and sign the Assurance on behalf of the
Signatory Authority. To sign, enter the Signatory Authority’s prefix, the Signatory Authority’s title,
and your ND Grants password. Then click the Sign Assurance button.

For each Assurance and Certification document, you must electronically sign the form, or check
the Form Not Applicable to Application box. In the SF-LLL section, if you click the Form Not
Applicable to Application box, the section will collapse
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Figure 70. Complete the required fields and click the Sign Assurance button
Certification Regarding Lobbying

stus Perding

Cenfication for Contracts, Grants, Loans, and Cooperative Agreements
The uncersipned CEnies, 10 the Dest of M o her INOWINOE and Delef, that

(1) NO FOostal 3ppeopasted fnds Nave Dien Paikd of will D pIS, Dy O 0N DENXY of e LCersigNad, 10 ANy PErson 5 ALENCING Of AEMPUNG 10 NALENCE 3N CMCer o
empioyee of an agency, a Member of Congress, an offcer of empioyee of Congeess, Of an empioyee of a Member of Congress N CoANEction with the awardng of any
Feceral contract, the making of any Federal Grant, the making of any Federal loan, the g 1000 OF Ay COOPErAIE DY and the CONLMRNON, renewal,
AMEHAMENL, ¢ MOGELANCA of 30y FEOHM CONtra Grant, 1N, Of COCPErALVE greement

(211 arry funds other than Feoeral 3ppeopaated Munds have DESN Pais of wil B PAIS 10 any PErSON 106 INNVENCING OF ATEMELING 10 NNUEACE AN OMCE! O CTEIcyee of day
agency, a Member of Congress, an officer of employee of Congress, of an empioyee of 3 Member of CONGress In CoANection with this Federal conract, grant, 10an, of
perative agreement, the GNea Shal complete and submit Sandare Form-LLL, Diciosure of LobbyIng ACIVES.” In 3CCOMSante with £ Mstxctons.

(3) The undersigned shall requice that the BNQUAE of tis CONACALON B INCILGED in the Fward CocuMEents K A SLUDIAANTS at 3l bers (INCILdING SLdXoNYaXts, subgrants,
and contracts under grants, 0aNs, aNG COOPErAIVE AQreCMEnts) and hat Al subdecipients shall Cordy and Gsciose ACondingly. This CortAcation Is 3 matenal representation
OF £3¢1 UPCA WRNCH 1IN0 WAS PIICED When DS UANSICHON Was MOSE CF Enlered IN0, SEOMISSINN Of this CErication IS 3 rEMequishe 10 Making o entenng Into this
bransaction imposed by section 1352, We 31, US. Code. Ay person who fais 10 file the required cemfication shall be subject 10 a civil penally of not less than $10,000 and
not more than $100.000 for each such fature

Surement fox Loan G and Loan Ies

The undersigned states, 10 the best of his o her knowliedge and belief, that:

1 2ny fUncs Bave DOCA Pkt of will e pakd 10 any person for g ¢ anemptng o N OMCer O employee of any 3ency, 3 Member of Congress, an officer of
empioyee of Congress, of an empioyee of a Member of CONgress in CONNSCIon WiEh this COMMAMENt Proviaing for the United States 10 msure of guarantee 3 loan, the
UNGErsned shall compicte and sudme Sandard Form-LLL, Daciosure of Lobbying ACvides.' in cCocdance with 1S Instrucions. Subenission of this stalement 15 3
presequiste for making oF entenng Intd this ransacticn IMposed by secton 1352, toe 31, US. Code. Any persan who £ais 1o fie the required statement shall be subject 1o a
N penaly of not ess than $10.000 and net more than $100,000 for each such failure.

NDG Spent 15 Organaton 1

Applicants Organizaten:
Pref  Seisctaprefix F]
Firsthame:  COTee
Micdle Name:
Lasthome:
Sumx  SelctasuMx &
Sigratory Authority Tie:

1, Catherine SCOT O¢ My G2Spnee am hirely Providny iy SONature K¢ NS ApScation as of 067242015
EAter PI3IWOrd 10 Sectronially 310 333urance Sign Assurance
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Figure 71. Complete the SF-LLL section of the application

SF-LLL

Disclosure of Lobbying Activities

status Panding

Form Mot Applicable to Application

|

Mame and Address of Reparting Entity:

e

Sirest 1

Strawt 2

ity

Stape

Selecl a stale

CMB Numiber 0345-D0L6
Expiration Date 1253172012
Burden Siaternent

néarrnaticn requesled hecugh this fomm is auhorzed by Utk 31 US.C. section 1352 This diseiosune of labbying acihilies s & matenal representation of facl upon whith
chanoe wits placed by the lier abowe whien the Ensacion was made of criensd inde. This dsclosurne & requingd pursuant 10 3 WS 1252, Thes informaton will be reported
o e Congress serl-annually and will De availabhe Fe pubdc irspection, Ary Person who fais 1o file e requinsd gelosure shall be Subject 1o & il penalty of not less than
10,000 nd not more than $100,000 for cach such failure,

Applitanrs Organization:

Prefix:

First Mame;

Middle Harme:

Last Mame:

SuMin:

Signatary Autharty Trle:

Telephane Ho:

HOG Speing 16 Qrganizaton 1

Select a predic

Catherine

Seolt

Sehech i Suif

I, Catherine Seatt, of my designse &m hereby prowiding my Signature fol Mis applhication as of 06/24r2015

Enter password to electronically sign assurance
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If you are not ready to submit an application, click the Save button to save the updates made to
the application

To submit an application, click the Submit button
Figure 72. The View Application page will display a confirmation message after submission

View Application

Appication Information The application has been submatted
Appleant Infarmation
SF-424 Infermaticn
Contacts

Application Information

SF-8247

SF.424C Applicatton Number  EMW. 201588 APP 00012
Funding Opportunity Name  FY15 Hometandg Secunty Grant Program Spont 16
Attachments Funding Opportunity Numbar  DHS-15-HSGP-067-00-01

Application Status  Susmated

Cenxation Regarding Loty
. . el Application Submission Date 06202015

SPaLL
SF.424D

sra240 Applicant Information

Hstory
Legat Name  NOG Speint 16 Organization 1

NOTE:

*= You must be the Authorized Official in the Contacts section for the application to sign and
submit it the application

= To print the application, you must print using your internet browser print option
= Once the application is submitted, you cannot edit the application further
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Grants Management Functions

All post-award functions can be completed through the Grants dropdown on the ND Grants tool
bar. Grant management functions include accepting or declining an award, submitting and
managing amendments, and submitting performance progress reports.

Accepting or Declining an Award

Once an application is awarded by FEMA, ND Grants will generate a task for accepting the award.
To review an award, navigate to the Grants Dashboard page, which lists all applications submitted
for your organization in ND Grants. Any applications awaiting acceptance will feature the
Complete Award Offer Review icon in the Action column on the grants dashboard. To proceed
further, the award package must be accepted. If necessary, users can decline the award package.

Only a user with the Authorized Official role for the grant can accept or decline an award. The
user that submits the application will automatically be assigned the Authorized Official role.

To access Award Offers, click on the Award Offer Review link under the Pending Tasks column
of the ND Grants homepage

Figure 73. Click the Award Offer Review task link on the ND Grants homepage

Pending Tasks Access Requests
Application Grantee Organization
I Award Offer Review 25 I Organzation Access Reviews 3
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Click on the Complete Award Offer Review icon in the Action column beside the award pending
review

Figure 74. Click the Complete Award Offer Review icon on the Award Offer Review page

Award Offer Review

ﬁ reccedi pe page oo 1k 1ol 2 eniles Saartir |
4 pwerd Wumber Funding Oppertunity Rame ! Grantee Organization Nane Date Created Artica
gm‘.rﬁmm FY 2007 FO Ragonal baseeta 307 Cokorade Divison of Emergancy g;mmm::n
;«-mmm Signature Test Y13 State Frs Trairing Systems Grant Program Indizna Dezartment of Mormedand Sacurity ﬂ__‘:‘fﬁim’m
?'m"'m"ml' EADIS FY 2014 Safickasion - Asrul Fiscal EADIS Tt Orgarization ﬂ;'f'“ ol

After reviewing the award package, click the Accept or Decline buttons. If you click the Decline
button, enter an explanation in the Comments text box

Figure 75. Click the Accept or Decline radio buttons on the Award Offer Review page
Award Offer Review

Award Package
Feview Awast Ofer Award Package

e |
(=T ~

U.S. Department of Homeland Secunty
Washington. D.C. 20472

NOGrants User3

Coloraco Divsion of Emergenay Management
D105 E. Minseal Ave., S0 200
Certennisl, CO 80112 - 3040

Re: Grant No ENMD-2017.CA.00127
Cear NOGrants User3:
Congratutations, on beha¥ of the Department of Homeland

Securlty. your
the Fiscal Year (FY) 2017 Homeland Seourity National Trainng Program has been awlvwd in e amount of $100.000.00.
You are not required % match Shis award with any amount of non-Federal funds.

Before you request and receive any of the Federal fands awarded 1o you. you must estabish aoceptance of the award, Iy
s award. you acknowledge that the lerms of the fofowing doouments are (ncarparated into the teems of your
awand:

* Agreement Articfes (attached to this Award Leter)
* Otgating Document (a2ached to this Award Letter)
* FY 2017 Hometand Securky Natonal Tralning Program NoSoe of Funding Opportundy. v

Review Award Offer

chr-—- O Aowpt O Oectine

cerects (XDB(SC|BIEsER|=S-E-om|(f|m

| Fort Sizes  ~

Signature

O oG, sigratars for the atove
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In the Signature section click the checkbox to certify the acceptance or denial of the award. Then
click the Submit button to complete the award offer review. The Award Offer Review page will
refresh and display a verification message

Figure 76. The Award Offer Review page will confirm that the Authorized Official accepted the
award

Review Award Offer

Outcome @ Accept O Decline

Comments I}g[hﬁlﬂ {'blB II::§=:

[i ER~ | FontSizes ~

e

|
il
i

Signature

|, NDGrants Userd, am hereby providing my signature for the above award offer review.

M

ndg_granteed was verified at 01/042018 18:47

Reguest to Reassign Award Offer Review Task

If the Authorized Official assigned to complete the Award Offer Review task has left the
organization, the new Authorized Official can request the Award Offer Review task be reassigned.
FEMA will review the request, and if approved, the task will automatically reassign to the new
Authorized Official.

From the Application dropdown, click the Manage Applications link

Figure 77. Click the Manage Applications link from the Applications dropdown

ND Grants €) rending Tasks ~ Appications v
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Click the Request Application Authorized Official Change icon in the Action column for the
appropriate application

Figure 78. Click the Request Application Authorized Official Change icon to reassign the task

Application Administration ===
L] B THCAIEE o R Shorwing 1101 071 seiries. {8 from 4, 1054 ofal anirien} Search [ |
& Application Funding Opportunily Applicalion Last
Mumilies Funding Gpportunity Name Mumibies Organizabion Siale ipdated Action
EMW- 201624~ F¥ 2016 Homeland Seondity Hatiaal Hapsubiters DHE-16-NPE-005-00-01 Coloreds Dhnsion of Emargency Appraved SEIATI0IE E
APP.c021 Hasagesment 16153

From the Authorized Official Change Request popup, provide justification for the Award Offer
Review task reassignment in the text box and click the Submit button

Figure 79. Justify the reassignment and click the Submit button

Authorized Official Change Request

“fou are submiling a request 1o change the Authoriped Official for Applcation ENW-2016-CA-APP-00021 from NDGranls Userd to NDGrams Userd, Iif
yiou would ke NDGrants Userd to accapt the pending award offer, salact Cancal If you would Bke NDGrants Usar3 to be able to accapt the pending
award offer, please provide a pstification for the change and select Submil. Your organization will be unable to accep the pending award offer untd
FEIA has completed s review of this request.

Request Justification Text (4,000 characters)

X D& 0B 1=

E - E - = = |4 | EB- FontSzes -

NOTE:

*= Your organization will not be able to accept the pending award offer untii FEMA has
completed its review of this request
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Viewing an Award

To view an accepted award, click the Grants Dashboard link under the Grants dropdown

Figure 80. Click the Grants Dashboard link under the Grants dropdown to view all applications,
awards, and amendments for your organizations

ND Granits e Pending Tasks ~ Applications « Grants ~ Administration «

Granis Dashboard

A Pertormance Progress Reports [
. Manage Amendments

Awards are grouped together by the organization they were awarded to. To view an award
associated to a specific organization, expand the Organization name then scroll to and expand
the Award Number to see all related documents. Alternatively, type the award number into the
Filter search bar to filter for the desired award or locate and click the award number in the left
toolbar

Figure 81. Use the filter text box to search for applications, awards, and amendments on the
Grants Dashboard page

0601 Organization AM2 s I Filar

ERAA-2317-CA-DDIH

EMD-2017-CA00157 ~ 0001 Organization AM2

EMD-2017-CA-BO 155

E10.2017.04.00133 « EMA-2017-CA-00034 GraetosOnpiszation 0001 Ongozston

ERAD-20 1 70500 137 Funding Opporunity  FY 2007 FO Regisnal abam

FERALIAT

0001 Organizntion AMS

EMA-Z7-CA-D004Z wpplications (1) Stalus Actions

EMA 2017-CA-00044 Pending Subamission =]
BHA-20 1 7-Ca- APP-00004 =

ERAA2017-Cib- 00041 |&]

001 Tribal Afairs of Virginia snvards ) etione

ERA-21T-CA-00037
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From the Grants Dashboard page, click the hyperlink beneath the Awards heading to open the
View Award page. The View Award page includes all details related to the award

Figure 82. Click the award number hyperlink to open the View Award page

EM 0_201 8_(:_ A_U.Uﬂo.g P E——— Grantee Drganization 0001 Organization AMS EDIT

Funding Opportunity Fy18 AM Funding Opportuniy 3.08

Applications (1) Status Actions

EMC-2018-CA-APP-00002 Approved

Awards (1) Status Actions
I EMC-2018-CA-DDD02-501 Bccepted

amendment Requests (1) Status Actions

EMC-2018-Ca-DDD02-RO3 Approved

amendments (1) Status Actions

EMC-2018-CA-DDDO2-ADS Appraved

Performance Progress Reports (1) Status Actions

Performance Report through 03/31/2018 Pending Submission

Figure 83. The View Award page includes all award details

View Award
Award Details
Signatures Award Deta | |S
SF-4244
Award Package Award Number  EMC-2018-CA-DD002-501
Action History Grant Number  EMC-2018-CA-DD002

Award Status Accepted
Grantee Organization Name  0DD1 Organization AMS EDIT

Signatory Authority  Contact, Test
555-555-5555
contact@t.com

Secondary Contact  Contact, Test
555-555-5555
contact@t.com

Authorized Official  NDGrants , User3
7035550003
FEMA-GPD-Systems-TDL@FEMA.gov
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Creating Amendment Requests

Once you’ve accepted your award, you can make changes to the grant in ND Grants by submitting
an amendment request. Depending on the type of changes included in the request, the
amendment may require FEMA approval. You can combine amendment types, and the
amendment will proceed through the highest level of review based on the changes that are
requested. Only one amendment can be submitted at a time.

Table 3. The amendment types, descriptions, and review parameters

Amendment Type Amendment Description

Contact Amendment To_ add a contact to the award or up(_iate Does not require FEMA internal
Primary/Secondary contact designation review

Authorized Official | To change the Authorized Official on the award Requires FEMA internal review

Signatory Authority To change the Signatory Authority on the award Requires FEMA internal review

Period of Performance @ To change the performance start date or end date Requires FEMA internal review

To increase or decrease the overall amount of the
Cost Change award Requires FEMA internal review

Scope of Work To update the totals in each budget object class Requires FEMA internal review

Term and Condition

Removal Request To remove a Term and Condition from the award Requires FEMA internal review

NOTE:

= Before submitting an amendment, contact your FEMA Program Manager to discuss the
requested changes. Your FEMA Program Manager will ensure that you have justified the
proposed changes correctly before the amendment is submitted

= |fthe current Authorized Official has left the organization, another user with the Authorized
Official role for the organization can submit an Authorized Official amendment. No other
changes can be requested in the amendment, as you will not be able to submit the
amendment when other changes are included. All other requests can be included in future
amendments once the update to the Authorized Official is approved

To view amendments, open the Grants dropdown and click the Manage Amendments link

Figure 84. Click the Manage Amendments link under the Grants dropdown

Grands ~ Administration «
ard
ogress Reports

' )

Grants Dashbo:
Performance Pr
Manage Amendments
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To create an amendment, click the Create Amendment button in the top right corner

Figure 85. Click the Create Amendment button on the Amendment Administration page

Amendment Administration

R Tt if e Arvenginent s indaried intemaly (o FELLA), Twillngt heve & COnEsaunmng Amendment Request

IIHIIIII revords per page Showing Ti fe B0 ol SER enites. Zearch,

* Amendment Request Number ¥ Submission Date  Amendment Request Stabs § Grant Number  § Amendment Number Action
EXD-3016-CA-00011- RS Wue, 36 Jul 2026 30:12:36 +0000 Approved :;l:?;fu:a-c.q- EMO-2016-04-00012-50%
-Enn-:alﬁ-u-meu-we. ot Submitzed Fending Submission EHD-2016-Ca- LE.[H:_-

oo

NOTE:

= The Amendment Administration page will list all previously submitted, approved,
withdrawn, and denied amendments

Click the dropdown to select a grant. Then click the Create Amendment button

Figure 86. Select a grant from the dropdown menu

Select Grant
Grant
3elect a Grant o Q
Grant Number Funding Opportunity Matme organization Hame
ENMA-2015-55-00D04 EY 6 Homeland Securty Grant Brogram S a6 NS Sprint A s Crganization 1
EMW-2015-33-00005 F¥15 Homeland Security Grant Frogram Sprens 16 NDIG Spriml 16 Crganization 1
ERN-E015-35-0000% F¥15 Homeland Security Srant Frogram Sprnd 16 NEIS Sprint 16 Crganization 1

Figure 87. Click the Create Amendment button to open the Create Amendment Request page

Select Grant

Grant

Seldedl 8 Gram

|. Chaze I Create Ameandment I
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NOTE:

= [fthere is an amendment in progress for the selected award, an error message will appear
indicating that a new amendment cannot be created until the previous amendment is
approved

Explain the purpose of the amendment request in the Amendment Request Narrative text box.
Then make any contact, period of performance, or budget changes

Figure 88. Justify the amendment request in the Amendment Request Narrative text box before
making all other changes

Create Amendment Request

Grant Number  EMA-2017-CA-00012

Amendment Request Narrative

Contacts Amendment Request Narrative

Period of Performance
Please provide an explanation for this Amendment Request. If the narrative exceeds 20,000 characters please provide an attachment.

SF-4244
Narrative

Terms and Conditions
“o‘%mﬁ 9 °|BI E=E==|=E-E~-5 = & | = Fonsizes ~

Aftachments

Caneel Save m

Contacts

Contact Search for a Contact + Q +
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To make changes to the contacts for the grant, reassign the role by clicking the radio button in
that row. To add a contact to the amendment request, open the dropdown, select the contact, and
click the plus icon

Figure 89. Click the radio button to reassign for role to reassign it to a new user

Contacts
Contact Search for a Contact ‘ | Q ‘ + |
Contact Authorized Official Signatory Authority Primary Contact Secondary Contact Action
User3, NDGrants (O] ® @] [ﬁ|

FEMA-GPD-Systems-TOL@FEMA.gowv

Userd, NDGrants @] O ® g (]

FEMA-GPD-Systems-TDL@ferna.gov

To update the period of performance end date, click the Calendar icon next to the current end
date, and select a new end date

Figure 90. Click the Calendar icon to select a new period of performance end date

Period of Performance

Feriod of Performance $5af Data nanoir =] Fariod of Fertormance Enad Dule TR

< Soptomber 2019 »

Ha T We Th Fr Sa
25 & 27 28 3 3 31
1 2 3 4 5 & 7

SF-424A
a@ i 11 iz 13 14
15 1 17 18 13 @ 21

ONE Humsr 8L 5 33 4 35 28 27 B

ExpiaSon Date  $67947 20 = 1 2 3 a 5

Budget Infermation for Non-Censtruction Programs -
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To update the budget, type the new budget figures into the Amendment Request Amount column
Figure 91. Type new figures into the Amendment Request column to update the budget

Budget Information for Non-Construction Programs

Budget Object
Class Grant Amount Amendment Request Amount
Personnel | £300.00 £350.00 :
[ Fringe Benefits $1,000.00 $1,050.00
Travel $2,000.00 +2,000.00
| Equipment $600.00 £&600.00
| Supplies $100.00 $100.00
| Contractual $400.00 $400.00
Construction $0.00 £0.00
Other $400.00 £400.00
Total Direct 44,800.00 54,500.00
Charges
| Indirect Charges $500.00 £500.00
Budget Category $5,300.00 $5,400.00
Total

In the Terms and Conditions section of the amendment request, you can request that certain terms
and conditions be removed from the award and attach the documents necessary to justify the
request. To remove a term and condition, click the Remove button. To delete the request, click
the Cancel button

Figure 92. Remove terms and conditions in the Terms and Conditions section of the Create
Amendment Request page

Terms and Conditions

You can request to remove the Tellowing Terns and Conditions frem your Grant

Nama Actien
»  GPDFY15 Tedm 2
] Pl Fovasd Add WG ATE MeqUESTIng 10 neendve This lerm |'3.-1|:d
k G5 Awand Add | Feomoren |
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Click the Submit button to complete the amendment request
Figure 93. Click the Submit button to submit the amendment request

Create Amendment Request

Grant Number  EMA201T-CADOGI2

Contacts Amendment Request Narrative

Perod of Perfomance

Pleass provide an danatizn foe thig A dment Feguest, If the nsmate exeeds 20,000 ¢ harsebers please provide en afachment,
SF-E2as
T — Marrativa

Allnchments

et o n

XD |B 7 FFEEE-|E-EE|L S |Forsees -

Contacts

Contact Seah for o Contacl |'|r a -+

Figure 94. The View Amendment Request page, including the confirmation message

View Amendment Request

Amendment Request Details The Amendment Request for contact changes was automatically approved as Amendment Request [EMA-2017-CA-D0012-R02). The =
Contacts addiional changes requested have been submitied for review as Amendment Request [EMA-2017-CA-D0012-R04).
Action History

Amendment Request Details

d t Request EMA-2017-CA-D0012-R04
Organization Name  Cam_test

' R, 1 Status  Submitted

t Request Narrati test
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Updating Amendment Requests

Amendments that are pending submission can be updated after creation. Once an amendment is

submitted or approved, it cannot be updated. To make additional changes to the award, you must
submit a new amendment requesting the changes.

From the Grants dropdown, click the Manage Amendments link

Figure 95. Click the Manage Amendments link under the Grants dropdown

ND Grants Q Pending Tasks v Applcations « Grands « Adrministration v

Manage Amendments

Click the Update Amendment Request icon in the Action column corresponding to the
amendment you would like to update

Figure 96. Click the Update Amendment Request icon to update the amendment

Amendment Administration

Carala Ao

Mot o 8 a8 b a2y (B PERLSY, Bl B2 RVE § BANEIA0ANAS Aeradres] Redsesl

rienda per Cage Shomsing T b B0 of Bl eririen. smnl l
“ amendment Request Sumber 4 Submission Cale 4 Amendment Reqeest Status. % Grant Numb 4 Amerdment fiumb Actios
EHD-2006-CA-55011-R0a Tuw, 38 bl 3008 20503508 #0000 Faproved :ﬁ-fﬂl#ﬂﬂ-— EMO-3018-CA-DIIIT- A3
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Make all necessary changes to the amendment. If you do not know what was changed originally
you can withdraw the amendment and re-create it

Figure 97. Update the amendment request from the Update Administration Request page

Update Amendment Request

Ametdment Numbder DAY 2015 EC 00008 002 CartNumber  ELY 201552 00008

ATEOITent RAgaest Nt
Amendment Request Narrative
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R
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ADS eSS Amendment utad for Trainng Manual Screenshots
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Contacts
Contace P - Q +
[ Aumeezea Omeisl Sgansey Avnany Prmary Ceanser Secoasary Ceanet Acvea
Gractael. NOGrnts a o [
AT IR o
SO Cathervee . v °
G gov

Once all necessary changes have been made, click the Submit button

Figure 98. Click the Submit button to submit the updated amendment request

AreadTert Rt Nansve
Corescns Amendment Request Narrative
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Once the amendment is submitted, the View Amendment Request page will display a confirmation
message

ch"" Ug

Figure 99. The View Amendment Request page confirming the amendment has been submitted

View Amendment Request

Aot Sogact Octah The Armendmert Riequmt Sor contact chanp was sutomusealy approved The a3dsonal changes mgunsied hawe been mbmisnd Lor srvicw 31 Amendment
Mevisd of Pecdemance FREQUON LAV 2015-53- D000 A0N,
AN
AN Ml
Amendment Request Details
Amancment Request Wombee LAY D015 A8 00000 RO
CrOINEIon Nawse  NOG Goavnes Oy T UAT 1

Ametdoent Reguest Suds St
AMerarwnt ReQuett KMMatve  Umng 2 2ewd 4 TENwg Mo s ieenanon,

Period of Performance

Penod of Pertormance St Date  (H0M2015
Penas of Pertermante Cag Daw 10980010

Deleting Amendment Requests

An amendment pending submission can be deleted or withdrawn. Once an amendment is
submitted or approved, it cannot be deleted. To make additional changes to the award, you must
submit a new amendment requesting the changes.

To view all pending amendments, open the Grants dropdown and click the Manage
Amendments link

Figure 100. Click the Manage Amendments link under the Grants dropdown

ND Granis o Pending Tasks v Applcations v
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From the Amendment Administration page, click the Withdraw Amendment Request icon in the
Action column corresponding to the amendment you would like to delete

Figure 101. Click the Withdraw Amendment Request icon to delete the amendment

Amendment Administration

Nete Tat F 89 Aswadves! was nbated pternsly (2y FELA)L £ evll 82t Reve & Colreaponding Amestimant Reguest

) B recerds per page Shewng 1183 0f 3 entries (Mered from 631 tatal estres) Search | QUDI0IE-CALCON
A d = Sub. Date Amendment Request Status Grant Hemb. 13 Actien
EMD-2016-CA-0001 1-803 Tha, 30 Jun 2016 17:57:16 +0000 Approved EMD-2016 END-2016-CA-00011-ADD
CA-00011
T il 0 MD-2016~ END- “CA-Q -ADS
EMO-2016-CA-00511-RO4 we, 26 Jul 2016 20112:16 +0000 Apgeoved EMD-2016 0-2016-CA-0001 5 -AD!
CA-00011
Not Subestted Pendng Subrmissien EMND-2016
MD-2016-C R
EMD-2016-CA-00011-RCS CA-00011 E

From the Withdraw Amendment Request popup, click the Confirm button

Figure 102. Click the Confirm button to withdraw the amendment

Withdraw Amendment Request

This wil withdraw the amandmant requast. Are you sura you swant b contnu a?

Cancal Confirm

Figure 103. The Amendment Administration page no longer includes the withdrawn amendment

Amendment Administration

Note that if an Amendment was initiated internally (by FEMA), it will not have a corresponding Amendment Request

10 B records per page Showing 1to 3 of 3 entries (fitered from 601 total entries) Search: | EMD-2018-CA-00011
. di t R t N b Submissi Date Amendment Request Status Grant N b A di t M b Action
EMD-2016-CA-00011-R02 Thu, 30 Jun 2016 17:57:16 +0000 Approved EMD-2016- EMD-2016-CA-00011-A03
CA-00011
EMD-2016-CA-00011-R04 Tue, 26 Jul 2016 20:12:16 +0000 Approved i"i?ﬂ'i{?if* EMD-2016-CA-00011-A05
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Submitting Performance Progress Reports

As a part of the grant award, performance reporting is required. Once you accept an Award
Package, you can submit performance progress reports through ND Grants. Using the progress

report link in ND Grants, you can upload report documents, add comments, and submit it for
FEMA review.

= Once a reporting period begins, documents can be uploaded through the progress report
link in ND Grants, but cannot be submitted until the reporting period ends
= Progress reports can be submitted as early as the first day after the reporting period end
date
= Progress report links are available on the first day of the reporting period start date or
after the previous progress report is approved (whichever comes later)
= Progress reports are due 30 calendar days after the reporting period end date
= The final progress report is due 90 calendar days after the period of performance ends
Depending on the grant program, reporting frequency can vary from Annual Calendar, Annual
Fiscal, Semi-Annual, Quarterly, and None. You will be required to submit a Final Report that
covers the period between your last reporting end date until the project end date.

NOTE:

*  FEMA may send email communications to either the Primary Contact or the Authorized
Official, depending on the nature of the correspondence.

Under the Grants dropdown, click the Performance Progress Reports link

Figure 104. Click the Performance Progress Reports link under the Grants dropdown

ND Grants o Pending Tasks « Applications v Grants Administrotion v

v W = ND

Petformence Progress Reports
Manage Amandments

[IKEF,EUU»L& ndg-granteed
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Click the Update Performance Progress Report icon in the Action column next to the
corresponding grant number and reporting period

Figure 105. Click the Update Performance Progress Report icon to open the Update Performance
Progress Report page

Performance Progress Reports

eecceds pie page Showing 105 106 3.250 eaires Sen I

Grant & Funding Opportunity A & & Reparting Period A & Submisslon
¥ mumbar T Mame " Organization * Status " End Date U Due Date * Date Acticn
EMW-2017- FY 2017 FO HO 3-18-2017 Colorado Civision of Emergency  Pending 121312007 QL/30/2018 E
CA-00131 5F-370 Hanagement Submizsion
EMW-2017- Ff 2017 PO HQ 3.67 10-09-  Colorado Division of Emergency Pending 03f30/2013 16/30/2018
CA-D0121 2017 i nagement Submizsion
EMW-Z0LT- FY 2047 FQ HQ 9=18-2047 = Ferding 1327 QuaN I E
~A-D01 14 T EADIS 3.07 10-3-2017 Submiasion .

Upload your performance progress report as an attachment by clicking the Add Attachment
button

Figure 106. Click the Add Attachment button to attach the progress report document

Update Performance Progress Report

Periormance Progeei Fopot Dol
rerers Performance Progress Report Details
e Coargtombgy LR D0 RE D000
Fuariars Crppsariareny Mame  Famebaed Seourty Geatt Program LAT &
Canaed  Eawe m CApRsTIREn SO Comein g B AT g

Raporting Perod Cnd Dol COTT002
Don Dl CWINTDS

Altachments

HSGP Parfermance Reports
Perfgrmance
Fogzortl Taal

Vbl i sl ] el
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Enter the title and description for the attachment and click the Submit button
Figure 107. Add a title and description for the attachment and then click the Submit button

Update Performance Progress

Report
Parformanc s Progiais Papon
b Performance Progress Report Details
Al ments
Comrmenis. Gramf Munber  EMAL20ITCAL0101

Fasding Dppociundy Kame P 21T FO HG 5-18-201T ERITO
Caneal | S:mn Ovpinlestien  Celornds Dibision of Esuepmesy Minbgivated
) Reportieg Period End Oats 12012017
Dusbete  GLO0C0N

Attachments
F Add Adnchron?
Attached
Documents Title Descriplian Attached By Created Dato Action
| | MDGrasts VHUII0AT 1931 E]
Tesiboe doex | Test Title | [EER L T Ugard 0500

Figure 108. Once the progress report is submitted, the View Performance Progress Report page
will display a confirmation message

View Performance Progress Report

Performance Progress Performance Progress Repor successiully submitted,
Report Details

Attachments
Comments

Performance Progress Report Details

Action History

Grant Number  EMW-2011-.CA-D0040
Cancel
Funding Opportunity Name  FY 2011 Naticnal Urban Search & Rescue (USER) Responsa System
Readiness Cooperative Agreement
Organization MLAMI VALLEY FIREVEMS ALLIANCE

Performance Progress Report  Pencing Review
Status

Report Availability Date 070172012
Reporting Period End Date 127312012
Due Date 0172072013

Report Submission Date 12132017 18422
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NOTE:

= |f you attach your performance progress report during the reporting period, you will not be
able to submit the report. However, you can save your work by clicking the Save button.

Grant Recipient User Guide

Non-Disaster Grants

The Submit button will appear after the reporting period end date

To save a performance report click on the Save button and a confirmation message will appear

You cannot delete a performance report link; however, you can remove attachments by clicking

the Remove Attachment icon in the Action column next to each attachment

After clicking the Remove Attachment icon, you will be asked to explain why it was removed.
You can only remove documents you added. If the report is released back by the program
manager for updates you can only delete attachments you added. You cannot delete attachments

other users from your organization added

Figure 109. Click the Remove Attachment icon to remove the attachment

Update Performance Progress

Report
Performance Progress Report The Parormancs Progeess Repon was suttesalully saved,
Desnils
Adachenis
Comegniy .
Performance Progress Report Details
Cancel Save
Grant Number  EMASS0GRO0005

Funding Opportunidy Hame
Organirstion

Reporting Period End Date
Choe Dake

Attachments

Attached
Docunsents Title

TestDoe. docx test

Last Updated: January 8, 2019
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Figure 110. Justify deleting the attachment from the Confirm Document Delete popup and click the
Ok button
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Appendix A

Application Process Flow for Approved Awards

Process Flow for Grant Recipients with Approved Awards
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