Authorizing Access—Grant Applicants

3. Thereis more than one person working on the application.

4. You do not have the sign/submit authority and need someone who does to sign and
submit the application.

Another situation that can occur is when someone from your agency leaves and no one else
has access to his or her applications. In this case, you can contact FEMA and request that
they share all of the applications that were created by the person who has left to someone
else.

You can select the level of access (View/Print, Create/Edit, and/or Sign/Submit) as well as the
period of time for access that you want to give another person for the application. Keep in
mind that the level of access depends on what level of access the person has for eGrants.

For example, you cannot provide someone Sign/Submit access to your application if he/she
does not already have Sign/Submit access in eGrants. You can also update or revoke
access to the application at any time.

As a grant applicant, you create a variety of applications—Paper Intake Subgrant
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The following steps will walk you through the process of authorizing access to an application.

1.
2.

Start from the Grant Applicant Home Page.
Select the appropriate link to access the application.

a. For Paper Intake subgrant applications, go to the Subgrant Applications section, select either

the Work on Un-
submitted Paper

Grant Applicant Home Page

WVielcome to the Grant Applicant sectien of eGrants Please select the activity you went to peform by clicking on the appropriate link below.

Subgrant

Activities

|al|uws you ta actvatz adnini preferences and spprove subgrant registrat

Application(s) link or

Pnnt Blank Applications |a||ow<s you t3 print blank appications:

the Work on Submitted

ysiem

Subgrant
nte* Paper rant Apglication [Application Intake) |allows you ty enier rew subgrant appication(s) submitted n paper format
Pap er S u b g rant \Work on Un-submitted Pzpar can; Apolication's) jallows you ty wark on existing subgrant applications, submitted in saper fomat, that you have not fuly
. . . - jentered into the system
A p p | I C atl O n (S) Iln k- \Work on Paper Subgrant  cation(s) lallows you ta manage subgrant applications, submitted in saper fomat, that you have fully enterad into the

Review Submitted Subgrant Application(s) allows you ty resiew and appiove submitted subgrant 2pplication(s)

For Grant Applicant

. i n-gubmi rant_Appli allows you ta review un-submitted subgrant applications for which sccess has been grarted.
Acting as Subgrant Grart Agplicant Acting As Subgrent Aoplicent
rede New Subgrant Apglication allows you ty create new subgrant apolication|s) for your ajency.

Applicant, select either

[Work on Un-submitted Subgrant Applicationi(s .
sysiem.

allows you ta work on existing grant &s subgrant application(s) that you hawe nat fully entered into the

the Work on Un-

allows you t» manage grant 5 subgrant application{s) that you hawe fully entered into the system

[Work on Submitted Sugrant gggicatmn's'

Grant

submitted Subgrant

Creae MNew Gran: Apolicstion allows you ta create new grant application(s)

nte- New Paper Grant Application lication Intake) |allows you t» emer new grant applicalion(s) submitted in paper format

Application(s) link or

Wark on Un-submitted Grant Applcatian(s)

allows you ta wark on existing grant épplizaticn(s) thal you have nct yet submitied to FEMA

the Work on Submitted

Work on Submitted Grant dication(s! jallows you ty manage grant zpplizaticn(s) thal you have submitted to FEMA.

Subgrant
Application(s) link.

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

to.

Grant Status: Un-submitted Grant Applications

Grant applications that you have begun and have not submitted are listed below. To continue work on an application,
please select an action for the coresponding application in the table below. To authorize or revoke access to an
application, click on the View Details link under the Authorize/Revoke Access column.

Note: ¢ indicates the application was submitted in paper format. Un-Submitted grant application with attached
subgrants are not available for deletion. Subgrants will have to de-attached prior to deletion of grant application

Displaying 1-5 of 5

For Grant Applications, select either the Work on Un-submitted Grant Application(s) link

3. You will see a list of the applications you have access to. From this list, select the View Details
link under the Authorize/Revoke Access column for the application you are providing access

[Shows e 'E | Search
Select &nﬁfm &Rﬁgm@ Program ?;’p:‘ A"‘";”:g:"m Action
2008 ;';;ﬁ:afi:‘? FUA N ega FMA Grant Application View Details Update Appication
2008 ;';gﬁ:ﬂfi'::‘ Grant | ooig Competitive|  PDM Competitive Grant Application | View Details Update Application
2009 :";zﬁ:ﬂ;g‘:‘zﬁg;"t FMA EMA Grant Application View Details Update Apphication
O] |z009 iiﬁg:‘i::ﬂ RFC arc RFC Application View Details Update Apghication
0 |2009 Test Application | FMA FMA Grant Application View Details Update Application
[ Go Back ][ Delete Application
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* 4. Select the Authorize Access button.

Authorize/Revoke Access

Application Title: Te:
Application Number.
Grant Type: FuMA Grant Application

Listed below are users that you have authorized access to the above application. To authorize access to another user,
click on the Authonze Access button below. To update or revoke access from a user, click the appropriate link under
the Action column.

No Records Returned
Show5 b E

| MName | Telephone Mumber Email Status Date Action

[ Go Back ][ Authorize Access |

[ Logout ] I Return to Homepage

Input the search criteria you are using to search for the person to whom you are providing

access.

a. You can choose to search by any combination of First Name, Last Name, E-mail, and/or

Agency.

b. You can also choose to sort the results by search criteria and by the number of results you

want to display.

Once you have entered the search criteria, select the Search button.

Find Registered Users

Search for a user you want to authorize access to your application.

First Name |

Last Name :Jchnsod
Email

Agency

Sort by |FirstName v |
Results per page 'Shows |

7. From the list of results, select the radio button corresponding to the name of the person you wish

to provide access to.
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8. Select the Authorize Access button.

Search Results

button.

Displaying 1-1 of 1

Listed below are users who match your search criteria. To authorize access to a user listed below, select the radio
button beside the First Name and click the Authorize Access button. To search for other users, click the Go Back

13.Select the Save and Continue button.

10. Determine the Period of Time the user will have access to.

Grant Type: Fi!

below.

Application Title: ™
Application Numl

Update Access

‘You have chosen to modify the following access information. When you are finished, click on the Save and Confin

User Information

Title Ms

Usemame djohnson55

First Name Deborah

Middle Initial

Last Name Johnsen
Telephone 7034487944
Email atsang@c2ti.com

Access Information
Permissions View/Print ¥] Create/Edit [ Sign/Submit
Permissions can be View only, View & Create, View & Sign or A
*Period of Time |5 |
‘Unit of Time .Munth(s) v/
Justifications

Waximum 400

0 characters,

Would like Deborah to review and provide comments.

Go Back ][

Save and Continue

Show 5 V. | Search |
Select h':'ﬂ Last Telephone Number Email enc
m MName
® |Deborah |Johnson |7034487944 atsang@c2ti.com |Flonda Emergency Management Agency
[ GoBack |[ Authorize Access

9. In the Access Information section, Determine the access level. by choosing user Permissions.

11. Determine the Unit of Time the user will have access to. The unit of time can be in Day(s),
Week(s), Month(s), and Year(s).

12.The Justifications sections may be utilized to provide comments on why this user needs this
access. Note: This is not a required field, but users are encouraged to use it.
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14.The person to whom you wish to provide access should now be displayed in the list of people
who have access to the application.

Authorize/Revoke Access

Application Title: Test
Application Number:
Grant Type: Fila Grant

plication

Listed below are users that you have authorized access to the above application. To
authorize access to another user, click on the Authonze Access button below. To
update or revoke access from a user, click the appropriate link under the Action
column

Displaying 1-1 of 1

Shows v
Telephone : )
Name Yoo Email Status Date Action
Deborah . Access 09-09- |Update
Johnson 7034487544 saang@c2ti.com Granted 2009 Deny/Revoke

[ Go Back ][ Authorize Access ]

You can update or deny/revoke access to the application for authorized users at any time as
necessary by selecting either of these links in the Action column.
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