FEMA Mitigation eGrants System
Applicant Quick Reference Guide

October 25, 2017 System Release 5.18



Table of Contents October 2017

Table of Contents

UNIT 1 — INTRODUCTION ...ciiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiisisisisisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 1-1
OVERVIEW. ..ttt eettteeettte e sttt e sausteessabeeeesaseeeesasseeesaabeeeeaanseeesnseeeeaabeeeeaans e e e sanse e e e abeeesamsseeesasseeeeanseeesannneeesanneeesanranesannne 11
TERMINOLOGY IN EGRANTS euittteeiuttteesuteeeesureeesasseeesanseeesaaseeesanseeessseeesansesesannseeesanseeessnsssesannseeesanseeessssseessnsesessnnees 1-1
AABOUT THIS GUIDE ..cttteteeuttttteeeeeeettttteeeeesaabaeateeeeeaaausaeeeeeeeesaauas et eeeeesaaanse e et eeesaaaanbsbeeeaesesaunssneeeeeeesaansnsaeeeeeesanannrees 1-2
UNIT 2 — WELCOME TO THE MITIGATION EGRANTS SYSTEM ....ccoiiiiiiiiiiiiiiiiiiiiiinninisssssssssssssssssssssssssssssssssssssssssas 2-1
THE MITIGATION EGRANTS SYSTEM .iiititteeeeeeeiietteeeeesaauuseeeeeeesaauubbteeeeeaaaanbaeaeeaeeesansasaeeeeeeaaannnbaeeeeeesaaannseeaeeaesanann 2-1
WHAT EGRANTS CAN DO ...ttt ettt ettt ettt e e e e ettt e e e e e e aa b bttt e e e e e s anbeeeeeeeeeeaunbbabeeeeeesaannnraeeeeeesasannrees 2-1
WWVHO USES EGRANTS .nuttteeeittteeriiteeestteeeesuseeesauseeessatseeesauseeesamsseessasseesansaeesansaaessaseeeeaanseeesanneeessasbeeeeannaeesannneessasneeennn 2-1
HOW SUBAPPLICATIONS AND APPLICATIONS ARE PROCESSED....c.uuveeeeiureteerireeesiireeesareeesssseessnseesesnseeessnnneessnsseesssnsesessnneees 2-2
BECOMING A REGISTERED USER....ceeeiutiteenurteeiirteeesiteeestreeestseeeesabeeessanseessnseeesanseeesansseessasseesannseeesannneessnseessnnneeesnnneens 2-3
INE@INIEE ACCESS ..ottt ettt et e ettt et e e ettt e e e e e e bttt e e e e e e s anssbbeaaeeeeaanssbneeaaeasaanses 2-3
USEI ID GNA PASSWOI ...ttt ettt e e e et e e ettt e e ettt e et e e e s tte e e s aasteesaastaassssaaesnassessnasees 2-3
UNIT 3 — USING THE MITIGATION EGRANTS SYSTEM ....cciiiiiiiiiiiiiiniiniiiisssissssssssssssssssssssssssssssssssssssssssssssssssssssssas 31
USING EGRANTS . eettteeee e e ettt e e e e s e et bttt eeesesauabee e e eeeaeaaaabe e e e eeeaesaaabaeeeeeeeesansa s e eeeeeesaaasnsbeaeeeesaannseeeeeeesasaunseeaeeeesanann 3-1
NQVIGAtING WItRIN @GIONTLS ..c....vveeeeiie e eeee e ettt e e et e e ettt e e ettt e e s a e e sttt e e e asttaessssaaeastesassssssaesssnasasssenannnes 3-1
IMIBIIUS. ...ttt ettt e e ettt e e e e ettt e e e e et e e e e et e e e e e e nte e e e e e e e rnneeeeeenannes 3-1
IMOIN IMBIIU ...ttt ettt e e et e e e e et e e s s ettt e e e e e sneeeeeeesasnsnneeeesanannns 3-1
TOSK IMIBNUS ...ttt ettt et ettt e s st e e s e e ate e st e e st e e ateesate e st e e st e e bte e ats e bseeateesteenaneenses 3-2
R [0 L= o Lo T 1V =1 7 RS RPPPPSP 3-3
=14 el D o (o PPNt 34
REQUITEA TEXE FEIUS ...ttt e e e ettt e e e e e ettt e e e e e e e seatsseaaaeeeassssssaaaeeasssssssenaaesaasses 3-4
SAVING DT ..o 34
GIAYd (INACLIVE) BULTONS ...cc..veeeeeeis ettt e et e e et e e ettt a e st e e e et e e e assteeeaataaaeaasseaeesseaasasseaeanssessnnses 3-5
GETTING HELP . ettt ettt e ettt e sttt e sttt e e et e e et e e e s abe e e e e s be e e e aans e e e sanseeeeaabaeeeaanseeesanseeeeanbeeeeennneeesnneeesanranesannns 3-5
LT=] o [ T2 o S 3-5
WiYaTo) [Tole 1 [ I x [=1 < F OO USUUROE 3-6
TECRANUCAI SUPPOIL ...t e e ettt e e e e e ettt e e e e e ese et s e e e s eesaaasasesaaaaeaassssasaaaseeasssssssenaaesaasses 3-6
TEQUNING coeoeeeeeeeeeeeeeee e 3-6
UNIT 4 — LOGGING INTO THE MITIGATION EGRANTS SYSTEM .....cciiiiiiiiiiiiiiiiiiniiiniinsnsssssssssssssssssssssssssssssssssssssas 4-1
ACCESS TO THE MITIGATION EGRANTS SYSTEM...eeeiruuteeerureeeesurreessneeessasreesaareeesanseessanseessssesesannseessasseesssnsesessnsneessanseeenns 4-1
REQUESTING ACCESS AND CREATING YOUR USER ID ...ciiiiiiiiee ittt ettt ettt et e e sttt e s e s s e e smnneesnnneas 4-1
(0o Lo TaTrdo A Lo IR Y=Te T ol ¢ BRI 4-3
USEI ID GNA PASSWOI ...ttt ettt ettt e e et a e st e e et e e e s tte s e s aatte e s aastaaessteaesnassessnasees 4-4
LOGGING IN ONCE YOU ARE A REGISTERED USER...cceetuutiterurieesitteeeniteessiuteessauseeesssseessseeessasseeessssesesasseessnssesessseeessnsees 4-5
THE GRANT APPLICANT HOMEPAGE ....cettiuttieeeiiieeeeitteeestiteesstteessateeessabteesssbeeessassaeesausaeesssbaeessassaeesassaeesssseessnssaeesnnsens 4-5
CHANGING YOUR USER PROFILE ....vtteiiutieeesiiteeesiteeestieeesuteeessuseeessbeeeesssaeesaseeessasaeessassaeesnssaeessssseesssssaeesnnseeessnseeesnnnes 4-7
CHANGING YOUR PASSWORD...ccuuvteeesutreeesurteessuneeesstseesasnseeesauseeessseeesasnsaeesanseeessnsaeesanssneesanseeesssseessnnsesesaneeessnsesessnnne 4-7

LOGGING OUT OF EGRANTS ..eetiuutieeeiutteeesurteesureeeasseeesasseesssseeessssesesanseessanseeessnsesesansseessasseesasnsesessnnseessasseessnseeesanneees 4-8

UNIT 5 — EGRANTS SYSTEM ADMINISTRATION ....iiiiiiiiiiiiiiiiiiiiiiiiiiiiiiisisssissssssssssssssssssssssssssssssssssssssssssssssssssssssns 5-1
SYSTEM ADMINISTRATION euutteeesuureeesureeesausreessseeessssseeessssssesssssessnssessssssseessssessssnsseesssnsssessnsssessssseesssssseesssseessnsseeenns 5-1
SETTING PREFERENCES ... ttteeeuutteeesutteeestreeesnuseeessuseeesssseesssssseesassseessnssessssssesessssseessnsseessssssessasssessnsseessnssseesssssesssnseeenns 5-1
IMANAGING USER REGISTRATIONS ...uuvteeeeuirteesureeesstteeesasseeesauseeessseeessssesssassesessssseesssssessasssesssssesessnsseessssseesssssseesssseees 5-2

Reviewing User ReQiStratioN REQUESTES ..........uuuuuuuuueeieeetiiasesesetsissssssssssssssssssssesssssssssssssssssssssssssessrerssssessrsssnnrnnnns 5-3
TO Process REGiStratioN REQUESES.........cccvvvvvieieiiieieiiieiee e 5-3
(0 Lo Lo Lo [T Te I O R Y= g T L= SR 5-5
Reassigning Permissions to an Application or SUBGPPIICAION .............oeeecueeeeeeiiieeeceee e eecee s ceaeesea e e 5-6
LA o] {1 1o o B O K Y=T gl 1 USSR SNS 5-8
ENTERING A PAPER SUBAPPLICATION (APPLICATION INTAKE).vteuveestreesueessreesseessseesseessseessseessseessseesssesssseesssessssessssesssesssees 5-9

FEMA Mitigation eGrants System Applicant QRG — SR 5.18 Page i



Table of Contents October 2017

Entering a Paper Subapplication (APPlICAtION INTAKE) ............cccueeeeeeeeeeeeieeeeeeeee e e e e evea e
Reviewing and Submitting a Paper SUDGPPIICALION...........ccoceeeeeeeeeeeeeeeceeieeee et ee et aa e e e e esaranaaaa e
REVIEWING SUBAPPLICATIONS
What is @ “ReVIEW”?......ccoeeveeerieeeieesieesieesiieeseeens
CHECKING OUT AND CHECKING IN SUBAPPLICATIONS ..............
REVIEWING A SUBAPPLICATION. ¢...cteuvteeueeenttessueeeseeesseesssseesseesseesssessssesessessnsesenseesssssssessssessssessssessssessssesssseesssesssseesnne
TO REVIEW O SUDGPPIICATION ..ottt e e ettt e e e e ettt e e e et e e e st e e e s tesaeaassaaesnseaessssenaenanes
TO APPIove Q SUBQPPIICALION ........coeeeeneeeeeeeees et e et e e e e ettt e e e e e ettt asaaaaeeasetsssasaaeeessssssesaaeeessases
To Request RevViSion Of O SUDQPPIICATLION................uueeeeieeeeeciieee e et e e e eetttaea e e e e e ettt saaaeeeessstsssanaaeeeaanes
To Release the Subapplication t0 the StOCKPIIE. ..........ccceeeeeeeeeeeiee ettt e et e e e e e e sssas e e e eeeeaans
CREATING APPLICATIONS IN EGRANTS ..eeutterureesuteesteesuseesseesuseesseesuseesseessseesusesssseessesssseesseessessnseesseessseessseesssessssees
APPIICALIONS [N @GIANTS ..o eeeee et e ettt e e et e e ettt e e ettt e e s taeaaesateaassasteaessseaeesssssasanssesseasssaesnssenanans
RY=Zetu[o]g K0 o] R L= Yoo [Tole [ 4 (o o FO SRR
How to Create a New Application
COPYING AN EXISTING APPLICATION...............
Create @ TeMPIAte.............eeeeeeeeeeieeieee et e e e ee e
To Create a New Application from an Existing Application
HOW TO USE A FIND AND SEARCH FUNCTIONS ....vteuvteetteestreesteeesseeesseeessseessesessssessesessssessessssesessesenssssssessnsssensessnsessnsessns
ATTACHING SUBAPPLICATIONS TO YOUR APPLICATION ..ceuvtteureeureenueeessreesseessueeesssessseessssesssssessessseessssessssesssessssesssesnsees
RANKING SUBAPPLICATIONS. ...teeuvteeutreeueesttessueesseeesseessseeesseesseessseesssessssessasssssseesssessssessasessnsessnsessssessssesssseessseessseesnne
DETACHING A SUBAPPLICATION «..vtteuvteeuteesteesueessseeesseesssseesseessssesssessssessssessnsessnsessnssssssessssesssseesnseesssessssesssseesnsessnseesnne
ATTACHING DOCUMENTS, MAPS, AND STUDIES TO YOUR APPLICATION ...vveesuveerereesereessreessaeessseessseesssesssssesssessssessssesssesssnes
UPDATING/COMPLETING AN UN-SUBMITTED APPLICATION....c.vteiteeuteeeesseesseenseeseesesssesseesseessessesssessesssesssesssesssessssssesssens
ENTERING ASSURANCES AND CERTIFICATIONS FOR AN APPLICATION .euvveeiureesseeessreesseeessssessesessesessesessssessessssssessessssesesesses
COMPLETING THE FEMA GRANTS APPLICATION SECTION
REVIEWING AND SUBMITTING YOUR APPLICATION ..uvveeuuteeureeueesseeesseessseessseesssesesseesssesssseesssessssessnsessssessssesssseesssesssseesne
AUTHORIZING ACCESS TO APPLICATIONS ...eveevreeereeieeeneeeennns
AUTHORIZING ACCESS TO SUBAPPLICATIONS
To Change or Update a User’s Access Permissions

To Revoke a USer’s ACCESS PEIMISSIONS .........ccccuuuiuieiiiiiiieiiieiei e
UNIT 6 — WORKING WITH SUBMITTED APPLICATIONS ......ccuctteirenrrencrenncrescsrasceessssesssssssssssssssssassssassssssssassssnnens 6-1
VIEWING THE STATUS OF A SUBMITTED APPLICATION ...evtverererererereeeseseseseseseeesesesesesesesesesesesseseesesessessssesssreeersrsrsreeererererenen 6-1
REVISING/AMENDING A SUBMITTED APPLICATION ....uvveeeeveeeeeisrereeeseeeeesseesssassesesassessesssesssssssessesssesessssssssssssessssssesessssenes 6-1
TO Revise a SUBMITLEA APPIICALION ..........ocecuveeeeeiie et eeee et e e ettt e et e e e st e e e s s te s e e anseaessasesaeessesessnsees 6-2
To Revise a Submitted SUDGPPIICALION ..........coeeeeeeeeeeeeeeee et ee e e ettt e et e e st e e e st a e s aaeaeesaseeaeesnseaesansees 6-4
To Release a Submitted Subapplication to a Subapplicant for REVISION...............ccceeeeeveveeeiireesiieeeeciea e 6-8
CHANGING THE POINT OF CONTACT FOR A SUBMITTED APPLICATION c.eitieieiiiiieieieeeeeeeeeeeeeeeeeeesesesesesesesesesesesesesesesssesssesessssnens 6-9
To Change the Authorized Agent for a Submitted APPlICALION .............oeveeeeeecieiiieeeeeecceteee e eeeeeceeee e e 6-10
UNIT 7 — AWARD PACKAGES ...........

AWARD PACKAGES IN EGRANTS....cceeerereereneens
Viewing an Award Package

UNIT 8 — QUARTERLY REPORTS

QUARTERLY REPORTS IN EGRANTS ..euutteeureerureeereesseesseesseesseessseessesssseesnsesssseesnsessseesnsesssessnsesssessnsessnsessnseessseessseesnns 8-1
SUBMITTING A QUARTERLY PERFORMANCE REPORT ...cceiiiiiiiuttteeeeeeeaiuittteeeeseeattteeeeesesaunsseeeeeesesannsnaeeeeeesaannnseeeeeeesesannnees 8-1
Submitting a Subgrant Quarterly Performance REPOIt.............coocuueeeeeeeeeeeiiieeeeeeeeesicieeeaaeeeesesteseaaaeeessasenes 8-5
REVISING A SUBMITTED A QUARTERLY PERFORMANCE REPORT ......uttteiiieiaiitteeeeeeseaiittteeeeeseaansteeeeeesesannseeeeeeesesaanseeaeeaesanann 8-7

To Request a Revision to a Submitted Quarterly Performance RePOIt ...............eeeeeeeeeeecciiiieieeeeesciierieeaeeeseians 8-7

To Revise a Submitted Quarterly Performance REPOIT..........cc.vevueevieersieesieeesieesieessieesiee st e sieessieesieesiseenans 8-7
APPENDIX A: ALTERNATIVE TEXT ..uuuuuueeeeiiisissssssneeniisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssssssss A-1

FEMA Mitigation eGrants System Applicant QRG — SR 5.18 Page ii



Unit 1: Introduction October 2017

Unit 1 — Introduction

Overview

Welcome to the Federal Emergency Management Agency’s (FEMA'’S) Mitigation
eGrants Management System.

The objective in developing this system was to provide states, federally-
recognized tribal governments, territories, local communities, and non-profit
organizations with the ability to apply for federal awards and to manage their
subapplication processes electronically. FEMA developed this web-based
system, which follows the former paper-based application process.

Relationships established for processing the paper applications are used in
eGrants. With this electronic system, local entities submit subapplications for
mitigation federal award funds to their Applicant. The Applicant reviews and
approves the local subapplications and includes them in their applications to
FEMA. Federally-recognized tribal governments may apply directly to FEMA or
through their state. Award packages, revisions, and amendments are all handled
electronically. Paper documents can be scanned and attached to the electronic
applications as necessary.

For assistance with eGrants, please contact the eGrants Help Desk toll-free at 1-
866-476-0544 or via e-mail at MTeGrants@fema.dhs.gov. For answers to
eligibility and program questions, local entities should contact their Applicant’s
hazard mitigation officer. States, territories, and tribes should contact their FEMA
regional office for assistance.

Terminology in eGrants

The Office of Management and Budget streamlined the Federal Government’s
Administrative Requirements, Cost Principles, and Audit Requirements for
Federal Awards into a consolidated set of regulations. These regulations are in
Title 2 of the Code of Federal Regulations, Part 200, and are referred to as the
"Super Circular." The Super Circular also introduced new terminology, including
"Recipient” instead of "Grantee" and "Subrecipient" instead of "Subgrantee."

Because terminology has changed, many of the terms used in the eGrants
screens are not consistent with the current terms used in the Super Circular.
Table 1-1 explains the terminology you will encounter in the eGrants System.

Mitigation eGrants System for the Applicant SR 5.18 Page 1-1
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Table 1-1: eGrants Terminology

SUPER EGRANTS DEFINITION
CIRCULAR SCREENS
Federal Award | Grant The federal financial assistance received directly
from FEMA
Subaward Subgrant The federal financial assistance received

indirectly from a pass-through entity (Applicant to
a Subapplicant)

Applicant Applicant or A state agency, territorial government, or

Grant Applicant | federally-recognized tribal government submitting
an application to FEMA for assistance under
FEMA's hazard mitigation grant programs

Subapplicant Subgrant A state agency, local government, territorial
Applicant government, or federally-recognized tribal
government submitting a subapplication to an
Applicant for assistance under FEMA's hazard
mitigation grant programs

Application Grant Application for federal financial assistance
Application directly from FEMA

Subapplication | Subgrant Application for federal financial assistance
Application indirectly through a pass-through entity

(Subapplicant to Applicant, Applicant to FEMA)

Recipient Grantee An Applicant whose application has been
approved and a federal award obligated

Subrecipient Subgrantee A Subapplicant whose subapplication has been
approved and a subaward obligated

About This Guide

This guide has been updated for the newest release of the system (System
Release 5.18) released in May 2017 and helps you to master creating and
submitting subapplications to FEMA.

This guide tells you:

e About the Mitigation eGrants System

e How to become registered and access the Mitigation eGrants System

e How to use the Mitigation eGrants System to create and submit
subapplications

Mitigation eGrants System for the Applicant SR 5.18 Page 1-2
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e How to use the Mitigation eGrants System to manage a submitted
subapplication as it progresses through the application and award

processes
Because this guide is a quick reference guide, it focuses specifically on the
information you need to step through the activities associated with creating,
managing, and submitting subapplications.
In addition, this guide offers tips to help you enter the information needed and to
use the Mitigation eGrants System effectively.

Mitigation eGrants System for the Applicant SR 5.18 Page 1-3
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Unit 2 — Welcome to the Mitigation eGrants System

The Mitigation eGrants System

FEMA's eGrants system was developed as a part of the eGovernment initiative to
reduce the time and paperwork involved in managing the entire federal award
lifecycle.

The eGrants system consists of two parts:

e An External System for Applicants and Subapplicants
e An Internal System for FEMA users

What eGrants Can Do

The FEMA eGrants system was developed to provide state and territorial
governments, federally-recognized tribal governments, and local governments
with the ability to apply for and to manage the application processes for federal
awards and subawards electronically. eGrants allows users to:

Create and submit a project pre-application to the Applicant
Create and submit a subapplication to the Applicant
Review and process subapplications

Create and submit an application to FEMA

Review and process applications

View and print award packages

Submit Quarterly Performance Reports

eGrants currently processes applications for the following types of applications:

e Flood Mitigation Assistance (FMA)
e Pre-Disaster Mitigation (PDM)

eGrants currently processes Quarterly Performance Reports for the following
types of federal awards:

e Severe Repetitive Loss (SRL)
¢ Repetitive Flood Claims (RFC)

Who Uses eGrants

eGrants is for:

e FEMA regional FMA and PDM coordinators

e Assistance Officers and regional management

e State points of contact for implementing the FMA and PDM grant
programs

e Local community officials who would like to submit subapplications for
funding

e Federally-recognized tribal governments

e FEMA Headquarters program and administrative offices

Mitigation eGrants System for the Applicant SR 5.18 Page 2-1
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NOTE: Tribal governments may apply either as an Applicant directly to
FEMA or as a Subapplicant, applying through a tribal Applicant or
State agency.

How Subapplications and Applications Are Processed

Figure 2-1 depicts the flow of the subapplication and application processes in

eGrants.
Applicant
. Applicant
Subapplicant Subapplicant c;:‘rds';ms selects Applicant
creates [y Ssubmits Ly o ihilti-ry 1| andranks ||  creates
subapplication s:baAppl:lcatlotn re\ﬂew of subapplications application
o Applican it
subapplication for application
‘ wnesnennnnes REVISIONS 25 Needed ---------------.--.--E
Recipient
FEMA manages
Applicant FEMA conducts FEMA notifies federal award
submits conducts awards Applicant and creates
application to > cursory review > review of > of award i & submits
FEMA of application subapplications package Quarterly
Reports to
FEMA

Figure 2-1: Subapplication and Application Flow Through eGrants

In eGrants, applications and subapplications are created, revised, and submitted
online.

e A Subapplicant creates a subapplication using eGrants. When complete,
the Subapplicant submits the subapplication to the appropriate Applicant
for review.

e The Applicant reviews the subapplication for completeness and eligibility.
The Applicant may request revisions to the subapplication. If changes are
requested, the Subapplicant may revise the subapplication and resubmit it
to the Applicant.

e Once the subapplication is approved, the Applicant may include the
subapplications in an application to FEMA. A subapplication that is not
selected may be stockpiled for future consideration.

e The Applicant creates an application, adds one or multiple
subapplications, and submits the application to FEMA for consideration.

e FEMA reviews the application. FEMA may request revisions to the
application. If changes are requested, the Applicant may revise the
application and resubmit it to FEMA.

e FEMA conducts its review of all the submitted subapplications and selects
subapplications for award. FEMA notifies the Applicant that the award
package is obligated and the funds are available.

Mitigation eGrants System for the Applicant SR 5.18 Page 2-2
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e The Applicant then manages the federal award and submits Quarterly
Performance Reports to FEMA.

Becoming a Registered User

You must be a registered user to use eGrants. To become a registered user of
eGrants, contact your FEMA region and request user access. You will receive
information that will allow you to register.

NOTE: You must register before you can register Suapplicant users.

Internet Access

Because eGrants is a web-based system, you must have Internet access and e-
mail service to become a registered user and access eGrants. You are free to
choose any Internet service provider (ISP) and e-mail service that meets your
needs.

User ID and Password
User access to eGrants is authenticated via a User ID and a password to protect
the integrity of the system and the application information.

You will create your own User ID and password the first time you access the
eGrants site.

CAUTION: It is your responsibility to secure and protect your User ID and
password from easy detection and use by unauthorized users.
Anyone with your User ID and password can log in to eGrants as
you, and the system cannot tell the difference. As a precaution,
consider changing your password every 30 to 90 days. If at any point
you believe your User ID and password have been compromised,
immediately notify your FEMA regional office.

Mitigation eGrants System for the Applicant SR 5.18 Page 2-3
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Unit 3 — Using the Mitigation eGrants System

Using eGrants

eGrants offers written directions (Figure 3-1) and helpful hints at the beginning of
each screen and at critical positions on each screen to guide the user through
the system and follows many of the conventions used in other web-based
systems.

= = | ==
Logged in: Ideation Consultant | Last legin: 09-26-2017 | Session expires in 20 mins  Skip to Content | Home | Logout | Edit Profile \ Chi

Create New Grant Application

To start a new grant application, please enter the following information and click the Save and Continue button to
proceed to the next step.

Note: Fields marked with an = are required. You cannot proceed to the next step unless the required fields have been
completed

Figure 3-1: Example of directions

Navigating within eGrants
eGrants works much like other web-based applications:

Click a button to perform a function

Click a blue link to move to a specific place in the application
Use the [TAB] key (on the keyboard) to move from field to field
Enter text into text boxes in the format described next to the field
Use drop-down menus to make selections where applicable

Use the scrollbars to move up and down through the screens
Click underlined help links to access help screens

Unlike most web-based systems, however, when working in eGrants, DO NOT
use the Back and Forward buttons on your browser to move from one page to
another. Instead, use the application buttons—Go Back, Save, and Save and
Continue—located at the bottom of the eGrants screens. Using these application
buttons ensures that the information you enter is saved and stored in eGrants.
Failure to use these application buttons could result in loss of your data.

CAUTION: Always use the eGrants application Back and Forward buttons
and not the Back and Forward buttons on your browser. Using the
buttons on the browser could result in loss of your data.

Menus

Like most web-based solutions, eGrants is menu driven. Several types of menus
are used in eGrants.

Main Menu

The main menu, seen in Figure 3-2. is located across the bottom of the eGrants
screen. The main menu allows you to navigate to various user features in
eGrants, for example:

FEMA Mitigation eGrants System Applicant QRG — SR 5.18 Page 3-1
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FEMA Home
eGrants Home

Glossary

[ )

[ )

e Contact Us
[ J

e Help

=

Logged in: Ideation Consultant | Last login: 09-26-2017 | Session expires in 20 mins ~ Skip to Content | Home | Logout | Edit Profile | Change Passw

Print Blank Applications

Subgrant Applications

Blank Project Pre-Application

allows you to print blank pre-application

Blank Project Application

allows you to print blank project application

Blank Planning Application

allows you to print blank planning application

Blank Technical Assistance/Management Cost

Application(s

allows you to print blank technical assistance/management cost
application(s)

Grant Applications

Blank FMA Grant Applicafion

allows you to print blank FMA Grant application

Blank SRL Application

allows you to print blank SRL Application

Blank RFC Application

allows you to print blank RFC Application

Blank L-PDM Grant Application

allows to print blank L-PDM application

Blank PDM Competitive Grant Application

allows you to print blank PDM Competitive Grant application

| Go Back || Retumn to HomePage |

fema home e-grants home

Figure 3-2: Main menu

Task Menus

contact us glossary Distlosures

508 and Accessibility

Task menus, seen in Figure 3-3, are found on the Grant Applicant Homepage.
The hyperlinked task menus allow you to navigate to a particular activity to

perform, for example:

Administration

Review submitted subapplications
Create new applications
Revise/Amend submitted subapplications

FEMA Mitigation eGrants System Applicant QRG — SR 5.18
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Logged in' Meation Comsultant | Last login 09-26.2017 | Session expires in 20 mins skip to Content | Mome | Logout | Edit Profile | Change Password

Grant Applicant Home Page
Walcome to the Grant Applicant section of eGrants. Please select the activity you want 1o perfarm by clickeng on the appropriate link below
Activities
Adrinstiabion allows you lo activate admimstrative preferences and approve subgrant registrations.
Print Elank allows you to pant blank
Subgrant Applications
Enter Papsr Subgranl Appcation (Application Intake) Jpllows you to enter new subgrant application(s) submitted in paper format
- hllows you bo work on existing subgrant apphcabons, subrmitted m paper formal, thal you
J O
prson U i have not fully entered inio the system
= T : pllows you to manage subgrant applications, submitled in paper farmat, that you have fully
Work on Submitted Paper Subgrant Application(s) Lntered into the system
|Goview s Sybgrant Applation(s) ilows you to review and approve submittad subgrant application(s).
i 0.5 b ical pllows. you to review un-submitied subgrant applications for which access has been granted
] A
Create New Subgrant Application allows you 1o create new subgran! application(s) for your agency
Work on Un. B allows you to work on existing grant as subgrant application(s) that you have not fully entered
into the system
Work on Submitied Subgrant Applicationts) :;I:]:'“yun o managa grant as subgrant applcation(s) that you have fully enterad into the
Grant i
Create New Grant Application allows you to create new grant application(s)
Enter New Paper Grant Applcation(Application (ntake) |allows vou to anter new grant application{s) submitted in paper format
Wock on Un Grant Appheation(s) allyws you to work on exisling granl appbcation(s) thal you have nel yel submitled o FEMA
n S li 2ran i nis allows you o manage grant that you have submil to FEMA

fema homa 1 contact us

Figure 3-3: Grant Applicant Homepage task menus

Sidebar Menu

The sidebar menu, shown in Figure 3-4, is located on the left of the application
section windows. The sidebar menu allows you to move to a specific section of

the application without having to view each section consecutively.

FMA Grant Application

-

Logoed in:ideation Consultant | Last login: 09-26-2017 | Sesslon expires in 20 mins Skip to Content | Home | Logout | Edit Profile | Change Password
Application Status Application Status

1 Agglication Status Apphcahion 37% complsle
2. Auglicant lnfomali

4 Contact Information This screen shows the Status of the different sections of the full application. If the Status is Incomplete,

4 Subgran Applicalicns you may click on the link to complete that section or you may use tha manu on the lafi

£ Schadyls

E_Budgel Application Section Status

7. Properties I Applicant Information Incomplete

£ Commants and A

5 _Assurances and Certiflcations Contact Information Incomplele

A0 Hyview s Subesil Application Subgrant Applications Incomplate

_ s Schadule Incomplate

Erint Application z

Rulum 1o Hore Fags Budget Complate

Logaut Propertes Complete

Pvacy Siatement Comments and Altachments Complele
Disclaimars. Assurancas and Cerifications Incomplate

Go Back | Save and Continue

Tema home [: GOMBEL Us

Figure 3-4: Sidebar menu
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Entering Data

To enter data into a field, click the field if it is a text field, or click the down arrow
if the field has a drop-down menu. Then either type the data into the field or
select the appropriate data from the drop-down menu. If a specific format is
required for the data, the format is shown next to the field.

To change data you have entered in a field, click the field, and either delete the
data you previously entered if it is a text field and type in the correct data or make
a different selection from the drop-down menu. Remember to save the data by
clicking on the Save or Save and Continue buttons at the bottom of the screen
to ensure that your data are saved in eGrants.

On some screens, you will see Find and Search buttons that will help you to
locate the information you need to enter into a text field. Some text fields also
provide an example, like in Figure 3-5, of how to format the information to be
entered in the field.

State Tax Number I.;E g 12.3455739)'

Federal Tax Number: (e.g. 12-3456789)

Figure 3-5: Example for data entry format

As you progress through eGrants, you will sometimes encounter text fields that
have been filled with data. eGrants fills these fields for you from information you
have previously entered, reducing the amount of data you need to enter.

Required Text Felds

Certain text fields within each section of the application are required. Required
text fields are designated by a red asterisk (*).

Data must be entered in every required text field before an application can be
submitted. This does not mean that you should enter data into every required text
field as you create the application. You can enter the data you have, save data
you have entered, move to another section of the application, and then return to
that section later to complete all the required text fields.

Saving Data

It is important that you actively save the data you enter into sections of eGrants
to prevent the loss of your data. Data are not saved in eGrants until you actually
save it. Saving the data causes the data to be sent from your computer to the
eGrants server, where it is stored.

Two Save buttons are provided at the bottom of each section:

e Save and Continue—saves the data you have entered in a section of the
application and automatically moves you to the next section ofthe
application.

e Save—saves the data you have entered in that section of the application
but does not automatically move you to the next section of the application.

Be sure to save your data:
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e Before you move to different section or page in the application.

e Before you take a break from entering information into an application.

e Before being timed-out by the system. eGrants times-out after 20 minutes
of inactivity, at which time your session is closed and any data you have
entered that you have not saved will be lost. Figure 3-6 shows where the
session expiration notice appears at the top-left of your eGrants screen.

Planning Application

Sunshine Region Multi-jurisdictional Plan e *

Loggedin- | Lastlogin Session expires in 13 mins Skip to Content | Home | Logout | Edit Profile | Change Password

Application Status Application Status

Figure 3-6: Session Expiration Notice

CAUTION: Failure to use the Save buttons will result in loss of the data you
have entered since the last time you clicked on the Save or Save and
Continue button.

Grayed (Inactive) Buttons

As you access different screens and functions within eGrants, you will notice
that, at various points in the process, certain buttons are grayed out (see Figure
3-7). This indicates that these selections are not activated or applicable for use at
that time. Usually, this means that information must be provided in a prior text
field to activate a grayed button. Entering data into the field and clicking the Save
button will cause an inactive button to become active.

Scope of Work (Page 1 of 2)

Application 9% complete

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

Note: Fields marked with an * are required.

= Title of your proposed activity (should include the type of activity and location):

Sunshine Region Multi-jurisdictional Plan

*What type of mitigation activity(ies) are you proposing? Add Activity I Delete I Help

No activities selected.

If you selected Other or Miscellaneous, above, please specify:

Figure 3-7: Example of a grayed out (inactive) button
Getting Help

This section explains the variety of help sources available to you in eGrants.

Field Help

Many screen fields offer a Help feature. Click the Help link at the end of a field to
receive an explanation of the information that is expected in that field. For
example, see the Help link in Figure 3-8.
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* Name of Subapplicant |
B o]

Figure 3-8: Example of a Help link

Application Help

Help at the application level is offered in a variety of ways, all of which are
accessible from the Main Menu that appears at the bottom of the eGrants screen:

e eGrants Help—allows you to access help, including hints and tips for first-
time users, help on technical issues, and lists of resources
e Glossary—defines key terms used within eGrants

Technical Support
For additional help, contact your FEMA regional office or the eGrants Help Desk
at 1-855-228-3362 or e-mail MTeGrants@fema.dhs.gov. Help Desk hours are
normally Monday through Friday, 9:00 am to 6:00 pm Eastern Standard Time.
Help Desk hours may be extended preceding application deadlines.

Training
FEMA has developed an online independent study course designed to provide
Applicants with the basic knowledge to use the eGrants system. The course
examines:

e Registering for and access to eGrants
e Creating, reviewing, completing, and submitting subapplications
e Managing submitted applications

The 1S-0031.b Mitigation eGrants for the Applicant course can be accessed
through the FEMA Emergency Management Institute (EMI) website at:
https://training.fema.gov/is/courseoverview.aspx?code=1S-31.b.
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Unit 4 — Logging into the Mitigation eGrants System

Access to the Mitigation eGrants System

Access to eGrants is restricted and controlled. eGrants is to be used only for
official business. Contact your FEMA regional office to obtain the special Access
ID (access code) that will allow you to create your User ID and password and to
request access to eGrants.

Once you have received your Access ID information:

1. Copy or enter the DHS FEMA Enterprise Identity Management System
(EEIMS) website address URL https://portal.fema.gov/famsVuWeb/home
into your web browser address bar.

The DHS FEMA Enterprise Identity Management System login screen is
displayed (Figure 4-1).

FEMA Home

To reduce loss of ife and property and protect cur natlen’s critical Infrastructure fram all types of hazards through a
ive. risk-based. emergancy Il program of mitigation, praparednass, rasponsa and recovery

Espaiiol Enghsh

Forgot D7 Forgot Pwd? Hew Mon-PIV User? uUsa
e

| New AV ser? |

Figure 4-1: DHS FEIMS Login screen
Requesting Access and Creating Your User ID

The first time you access eGrants, you must complete the profile information to
request access to eGrants and to create your User ID and password. You may
be notified by e-mail when your application for access is approved. You only
create a User ID and password the first time you log into eGrants.

Even though the Access ID allows you to access the eGrants registration
process, your request for registration and the User ID and password you create
must be approved before you can use them to access the eGrants application
system to perform tasks.

Note: More than one official from a Subapplicant agency may request
access and register to use eGrants.

1. Select the New Non-PIV User? button (Figure 4-2).
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;@}” FEMA - DHS FEMA Enterprise Identity Management

OUR MISSION
To reduce loss of life and property and protect our nation's critical infrastructure from all types of hazards through a
ive, risk-based, t program of mitigation, preparedness, response and recovery

Espariol English
United States Government
* denotes required field Please insert your FEMA PIV card
into your smart card reader before
* User ID: attempting to login, then press the
PIV card image.
* Password:
John Doe
Login Reset
Session expires in thirty minutes for this application
Forgot ID? Forgot Pwd? New Non-PIV User? usa )
[ new AV Lser?

Figure 4-2: New Non-PIV User button

2. Follow the instructions on the Security check page (Figure 4-3) and type
the characters in the image into the text box and click the Submit button.

If you cannot see the characters, click the If you cannot view the image

for any reason, please click here to proceed link.

1t wou canpot view the image for any (#3500, please cick here 10 peoceed

Please type the characters appearing in the picture:

Hobe: You can bry na mose than thies Bmes. This & your fiest Iry.

pulrler

I —
I

Figure 4-3: FEIMS Security check screen

3. Complete the data boxes on the FEIMS registration form (Figure 4-4) by
entering text and making the appropriate selections from the drop-down
menus. When you have completed all the fields, click the Submit button at

the bottom of the registration form.
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* denotes required field
PERSONAL INFORMATION
Title =
First Name *
Last Name *
LOGIN INFORMATION

You will need to save your user ID and password, it will be required each time you logen to the system
Please note that uzer 1D iz convertad 1o all lowercase characters.

UserID * minimum length is 7. maximum length is 14, cannot contain *, space character, ', #
ADDRESS
Street *
City *
State * |- selectone - v
Zip Code * format is 01234, 01234-5678
ADDITIONAL ADDRESS
Street.
City
State Abbreviation |- select one- v
Zip Code format is 01234, 01234-5678
CONTACT(S)
Click the "Search” button to obiain & list of Organizations. Please do not enter duplicate names.
Organization SEARCH

Contact/Business Phone * ) - Business phone extension
Home phone ( )
Mobile Phone/Pager ( b-

Email * Do not use FEMA email and must contain @, .
Confirm Email *

IDENTITY CONFIRMATION INFORMATION
Date of Birth * [Jan v /(1 w |/[1800 w

Mother's Maiden Name *

[ Submit | Reset

Figure 4-4: FEIMS Registration Form

Organization Search

It is important to ensure that all users from the same organization inputs the
organization’s name consistently. To guarantee that this happens, rather than
typing in the organization name, you should search the system to find the name
as it already appears in the eGrants system.

To locate the name of your organization in eGrants:

1. Click the Search link in the Contact(s) section (Figure 4-5).
2. The Organization Search pop up window appears.
a. From the Fields drop-down menu, select “Contains.”
b. Type the first few letters of your organization's name in the Criteria
text field.
3. Click the Search button.
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CONTACT(S)

Click the "Search™ butten te cbiain a list of Organizations. Please do not enter duplicate names.

Organization SEARCH

ORGANIZATION SEARCH

Field | Contains ¥

Criteria | |

SEARCH Reset

Close

Figure 4-5: eGrants Organization Search link and pop out window

User ID and Password
As you complete the FEIMS registration form, you will be asked to create a User
ID (Figure 4-6). Check with your organization and FEMA Region mitigation
contact to learn if it has established any naming conventions. Your User ID must
be meet the following criteria:

All letters should be lowercase

A minimum of seven characters

A maximum of 10 characters

NOT contain any special characters (e.g., %, $, or ?)

* dencies equired fiek
PERSOMAL INFORMATION
Tiths *[jas »
First Hams *

Last Hame *

LOWGEN INFOK
s will e 1 pvew your user 1D and paseernd, § = paquued Atk Bane oy
P i . @i I pveried 10 4 i e oh i dcte
UseriD * sranimurs kgl & 7, maamum length is 14, cannot contain *. space characier ', 8

ADDRESS

Figure 4-6: User ID text field

After you submit your Registration form, you will be requested to create a
password. Your password must meet the following criteria:

e Be at least eight characters

e Cannot contain a single quotation mark, double quotation mark,
underscore, hashtag, or pound sign (*, 7, _, or #)

e All letters entered in the User ID and Password fields are converted to
lowercase characters.

To be granted access to eGrants:

1. Create a password and re-type it to confirm.

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

3. You will receive a confirmation screen, acknowledging your FEIMS
Account has been created. This allows you to request privileges to
FEMA'’s electronic applications.
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4. Click the Click here to request new privileges link (Figure 4-7).

FEN _ DHS FEMA Enterprise Identity Management System e 2
@“"['\ ot - L6 rouome) Lo

taccess, please click the button below.

Figure 4-7: FEIMS request new privileges link

5. Click the Request Access button for Mitigation eGrants Application
(Figure 4-8).

- ‘l“ Mitigation eGrants Application
Request Access

Figure 4-8: Request Access button

6. Enter the Access ID you were given by your state, territorial, or tribal
Applicant and click the Submit button.
7. An e-mail message will be sent to the e-mail address you entered when

your registration has been approved.

Note: The Applicant must be registered with eGrants before any of its
Subapplicants can be registered. If information you entered when
you created your User ID changes, you must update this information
in your user profile.

Logging in Once You Are a Registered User

Once your request for access has been approved by your FEMA regional office,
you may access and log into eGrants. You log into the system by entering the
User ID and password you created when you completed the registration request.

1. Enter or copy the web address for the FEIMS URL
https://portal.fema.gov/famsVuWeb/home in the address field of your
Internet browser. The FEIMS screen is displayed.

2. Enter your User ID and password and click the Login button. The Grant

Applicant Homepage is displayed.
The Grant Applicant Homepage
The Grant Applicant Homepage (Figure 4-9) is the primary screen for navigating

and accessing the different tasks you perform in eGrants. This screen gives you
access to functions that allow you to:

e Perform Administrative functions, such as reviewing and approving user
registration requests
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Enter, work on, and review subapplications
Create and work on an Applicant acting as Subapplicant subapplication
Create, work on, and review an application
View and print federal awards
Attach and submit Quarterly Performance Reports
Change your password
Edit your user profile
Access the eGrants help functions, including:

o Contact information for eGrants

o eGrants Glossary

0 Link to the FEMA and eGrants Homepages

Click the link for the appropriate activity to access these functions.

MFEMA . gov

Logged in: Ideation Consultant | Last login. 09.26-2017 | Session expiies in 20 mins skip to Content | Home | Logout | Edit Profile | Change rasswor

Grant Applicant Home Page

Welcome o the Grant Apphcant sechon of eGrants. Please select the actrity you want to perlorm by clicking on the appropraate link below.

Awlmbclnhclmw w05
Adminsiration |ﬂ‘|0‘v\!‘ﬂ you 1o actvate administrative preferences and approve subgrant registrations.
Pont Blank Applications |a'|IM ¥ou to print blank applications.

Subgrant Apphcations
Enter Paper Subgrant Application (Apphcation Intake) |allows you to enter new subgrant apphication(s) submitted in paper format

" allows you o wark on axisting subgrant applications, submilted in paper format, that you

v ¥ Pager Subgre e

Werk on Un-submified Peper Subaranl ADoRalionts) |\ g ol fully entered mto the system

. 3 " allows you lo manage subgrant applications, submalled in paper format, that you have fully
P DolICAton(s)

Yo o . Anplican entered Into thi System.

allows. you to review and approve submitted subgrant application(s)

allows you to review un-submitted subgrant applications for which access has been granted

wigw Un-submi 1bar i
Grant Applicant Acting As Subgrant Appli

Create New Subgrant Application allows you 1o create naw subgrant apphcation(s) far your agancy.
Bl St allows you 1o work on existing grant & subgrant application(s) thal you have not fully entened
Into thie system.
Wark on Subgrant Application(s) gvgr;?nvw 1o Manage grant as subgrant application(s) that you have fully entered ino the
Grant Applications
Create New Granl Agplication allovws you lo craale new grant application(s)

Enter Mew Paper Grant Apphcaton(Apphcaton (niake)  |allows you to enter new grant application(s) submitted n paper format
Wiork on Un-submilted Grant Apphcabon(s) allows you to work on exasting grant application(s) that you have not yel submitted to FEMA,
f Submadted Granl Apphoabon{sh allows you lo manage grant applicabon(s) that you have submitbed to FEMA.

Tema home -9 ome oonact us glossary

Figure 4-9 eGrants Grant Applicant Homepage

NOTE: This User Guide does not cover how to create a subapplication,
either from a paper application on behalf of a Subapplicant or as an
Applicant acting as a Subapplicant subapplication. Consult the
FEMA Mitigation eGrants Subapplicant Quick Reference Guide for
directions on how to create a subapplication.

NOTE: For Applicant acting as Subapplicant subapplications, the Applicant
must select “ Statewide” for the Community name field and for the
Federal Identification Processing Standard (FIPS) Place Code field in
the Properties section.
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Changing Your User Profile

If information changes that you entered when you created your User ID, such as
your e-mail address or phone number, you should update this information in
eGrants. In addition, periodically you will be prompted by eGrants to confirm and
update your user profile.

1. Log into eGrants. The Grant Applicant Homepage is displayed.
2. Click Edit Profile link at the top of the screen (Figure 4-10). The Edit
Profile screen is displayed.

Logged in: Ideation Consultant | Last login: 09-26-2017 | Session expires in 20 mins skip to Content | Home | Logout | Edit Profile | Change Password

Grant Applicant Home Page

Figure 4-10: Edit Profile link

3. Click any field that needs to be changed, then delete the existing
information and enter the new information.

4. When you have entered all the changes, click the Save button at the
bottom of the screen. Your User Profile is updated.

Changing Your Password

You should change your password if you have reason to believe your User ID or
password has been compromised. You should also consider changing your
password every 30 to 60 days as an additional precaution.

1. Log into eGrants. The Grant Applicant Homepage is displayed.
2. Click Change Password link at the top of the screen (Figure 4-11). The
Change Password screen is displayed.

Logged in: Ideation Consultant | Last login: 09-26-2017 | Session expires in 20 mins skip to Content | Home | Logout | Edit Profile | Change Passwor

Grant Applicant Home Page

Figure 4-11: Change Password link

3. Enter your Username, your old password, your new password, and then
confirm your new password again.

4. Click the Save button at the bottom of the screen. Your password is
changed.
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Logging out of eGrants

When you are finished performing your activities in eGrants, you should exit the
system by logging out. Do not simply click the “X” and close the browser window

because this may leave your eGrants session active.

1. From the Grant Applicant Homepage or many other screens in eGrants,
click the Logout button located at the bottom of the screen. You can also
click Logout link on the sidebar menu or the Logout menu option in the

upper right corner of the eGrants window (Figure 4-12).

I T
| Loggudin: | Lastlogin: | Sassion oxpirs in 20 mins

" :
ubmitted Applications

Subgrant Status:

Applications that you have submitted are listed below,

Mo Records Raturned
Show 5 v| Go
|"\PD“€al’0ﬂ
Yaar

Number Type

Application Application Grant R AuthorizeRevoke i
| Tile Beview Status i Actian

Search

Go Back Ratumn to Homepage

Figure 4-12: Logout button and Logout link

2. Your session in terminated and you are logged out of eGrants.

CAUTION: You must click the Save or Save and Continue button before
logging out of eGrants to ensure that the data you have entered is

saved and not lost.
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Unit 5 — eGrants System Administration

System Administration

In addition to completing and submitting applications, Applicants are also
responsible for:

e Managing user registration for their Subapplicants
¢ Reviewing subapplications
e Creating and submitting subapplications and applications

As an Applicant, you may be assigned a user role that requires you to manage
the user registration requests of your Subapplicants. This allows you to set
certain preferences within eGrants that control what your Subapplicant users can
see and do. You must set these options before you or your Subapplicants can
submit applications.

Setting Preferences

Preferences allow you to specify which additional features available in eGrants
will be available to your grant and Subapplicant users.

CAUTION: The preferences you select apply to all of your Subapplicant
users; preferences may NOT be set for individual users.

The preferences you will set are:

e Enable Subgrant Pre-Application—allows you to activate the pre-
application module, which requires Subapplicants to complete a pre-
application for projects.

e Enable Subgrant View of SF 424—allows a Subapplicant to view the
subapplication as an SF 424, Application for Federal Assistance.

e Enable Subgrant Assurances and Certification—allows you to activate
the Assurances and Certification forms for Subapplicants to complete.

e Enable External Email—allows e-mail notifications to be sent to the
Subapplicants from within eGrants. If this preference is not set first, no
registration emails will be sent to registrants.

CAUTION: If external e-mail is not enabled, no registration e-mails will be
sent to Subapplicant registrants.

From the Grant Applicant Homepage, click the Administration link (Figure 5-1).
The Preferences screen is displayed.
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Logged In: Keation Consultant | Last login: 09-26-2017 | Sesslon expires in 20 mins. Skip to Content | Home | Logout | Edit Profile | Change Password

Grant Applicant Home Page

Welcome 1o the Granl Apphcant section of eGrants. Please select the aclvily you wanl 1o perform by chcking on the appropnale ink
below.

Application Activities

allows you lo activale administrative prelerences and approve subgrant

| Administration . Ny
! registrations.
Erint Blank Applicati allows you to print blank applications.
Enter Paper Subgrant £ [Apphcation Inlake) [allows you W enter new subgranl apphcabion{s) submilled in paper lormeal.

allows you to wark on axisting subgrant applications, submitted in papar
format, thal you have nol lully entered into the system.

allows you 1o manage subgrant applications, submitted in paper format, that
you have lully entered into the syslem.

‘Work on Un-submitted Paper Subgrant Application(s)

Work on Submitted Paper Subgrant Application(s)

il Subim =1 I lic ] allows you lo review and approve submitled subgrant applhication(s).

allows you to review un-submitted subgrant applications for which accass
has been granted. -

Review Un-submitted Subgrant Application(s)

fema home contact us glossary

Figure 5-1: Administration link on the Grant Applicant Homepage

1. Click the Set Preferences button. The Set Preferences screen is
displayed.

2. Set each preference to “Yes” or “No” by clicking on the applicable radio
button (Figure 5-2).

Logged In: ldeation Consultant | Last bogin: 05-26-2017 | Sesslon explres In 20 mins skip to Content | Home | Logout | Edit Profile | Change Password
B Set Preferences
1 Registrifi

EBendin:

Approved User Registrations (18)
Denked Revoked User Reglatrations
0

rations. (D)

Select the preference you would like to activate for your subgrant applicants. To activate a preference,
check the Yes button beside the Preference column. To deactivate a preference, check the No button

(18) beside the Praference column When you are finishad, click on the Save and Cantinue batton balow

Prefarance Active
Logout FEnahle subgrant Pre-Application ® Yes Mo Halp
Enable FEMA Grants Application ® Yas Mo Halp
Enable subgrant Assurances and Cerfifications ® Yes Mo Halp
Enable External Emeil Yos = Mo Help

Go Back || Save and Continue

fema home a-grants home contact us glossary halp

Figure 5-2: Administrative Preferences and radio buttons

3. Click the Help link to receive an explanation of the preference.

4. When you are finished, click the Save and Continue button. The
Preferences screen is displayed, showing the preference settings you
have selected.

Managing User Registrations

User registration is the process by which information is collected from users
about their identity, the organization with which they are associated, and how
they can be contacted. The actions that the users can perform are also set.

All users who want access to eGrants must register and be approved by an
approving organization:

FEMA Mitigation eGrants System Applicant QRG — SR 5.18 Page 5-2



Unit 5: eGrants System Administration October 2017

e Applicants approve or deny registration requests from Subapplicants.

e The FEMA Regional Office approves or denies registration requests from
Applicants.

Access request forms that are completed (online) and submitted by a new user,
but have not yet been reviewed and approved or denied are called “Pending
Registrations.” If you have been assigned the user role to review and approve
user registration requests from your Subapplicants, you must review pending
registrations and either approve or deny the request.

NOTE: Users cannot access eGrants until their registration requests have
been approved.

Registration requests from Subapplicants are automatically routed to you as they
are submitted in eGrants. eGrants does not notify you of new pending
registration requests, so you need to check on a regular basis.

HINT: Access the administration activity on a regular basis to check for
pending registration requests.

Reviewing User Registration Requests
For each registration request, you may perform the following actions:

e View—allows you to read the user registration information, but not set
user roles or approve, deny, or revoke access to eGrants.

e Review—allows you to read the user registration information and to set
user roles or approve, deny, or revoke access to eGrants.

e Deny/Revoke—allows you to deny the user registration request or to
revoke access to a user who has already been granted access without
reviewing the user registration information.

To Process Registration Requests

1. From the Grant Applicant Homepage, click the Administration link. The
Preferences screen is displayed.

2. Click the Pending User Regqistrations link on the sidebar menu (Figure
5-3). The Pending User Registration screen is displayed, showing a list of
the Subapplicant registrations you need to manage.
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Logged In: Ideation Consultant | Last bogin: 09-26-2017 | Sesson explres in 20 mins Skip to Content | Home | Logout | Edit Profile | Change Password

tions  Below ara the preferancas you have selected for your subgrant applicants. To madify these praferencas
click an the Set Prafarances button balow
AN User Reglstrations. (18)

Prelerence Active

Hgme P
Logoul

Enable subgrant Pre-Application | Yes

EE

Enable FEMA Grants Application Yas

Enable subgrant Assurances and Ceriifications Yes

BB

Enable External Email | No

Go Back || Set Preferences

fema home -grants home Gonact us glossary help Disclosuras 608 and Accessibility

Figure 5-3: Pending User Registrations link on the sidebar menu

a. Click the Continue button to view more pending registrations. If
there are no pending user registrations, clicking the Continue
button will take you to the Approved User Registrations screen
(Figure 5-4).

b. Click the Search button and enter search criteria to locate a
specific user registration request.

3. Click the View link in the Action column to view a registration request
without approving or disapproving it. The registrationrequest is displayed
in read-only format.

4. Click the Review link in the Action column to review and approve or
disapprove a registration request. The Review Registration screen is
displayed.

Review the registration request information. To approve a registration request,
select the roles to be assigned tothe user. Click the Action checkboxes to be
applied to this user.

The user roles may be set to:

e View/Print only
e View/Print and Create/Edit
e View/Print, Create/Edit, and Sign/Submit
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Logged in: | Lastlogin: | Session expires in 20 mins Skip to Content | Home | Logoeut | Edit Profile | Change Password|
Ereferences Review Registration
Pending User Registrations (0}
Aporoved User Regisirations (18} Review the following registration information and indicate the roles you want to authorize/revoke access to
Denied/Revoked User Registrations  tha yger
©) Note: If you deny/revoke this registration, you must justify your decision
All User Registrations  (18)
User Information

Return to Home Page Title
b First Name

Middle Initial

Last Name

Telephone

Email

Agency Information

Agency

Address 1

Address 2

City

State MD

Zip

Action
Select Role(s) # View/Print ¥ Create/Edit ¥ Sign/Submit
* Deny/Revoke (Comments are required)
Comments:
Note: (Maximum 4000 characters.)
P
Go Back || Save and Continue

fema home €-grants home ‘contact us glossary Distlosures

Figure 5-4: Approved User Registrations screen

5. Enter comments in the Comments field.

6. Click the Save and Continue button. A standard e-mail message advising
the user of the acceptance of his or her registration is displayed.

7. To deny a user registration request, click the Deny/Revoke Action
checkbox.

NOTE: Before you select the Save and Continue button, you must deselect
all other roles in the action column or an error message will appear.

8. Click the Comments field and enter text explaining the reason for the
denial.

9. Click the Save and Continue button. A standard e-mail message advising
the user of the denial of his or her registration isdisplayed.

10.Click the Send Email button to send the e-mail message to the user. The
Registration Denied/Revoked screen is displayed.

11.Select Review More Registrations button to review another pending
registration. Click the Go Back button to return to previous page or click
the Return to Home link on the sidebar menu. The Grant Application
Homepage is displayed.

Changing User Roles

Sometimes it is necessary to change the roles (actions) a user is allowed to
perform within eGrants. For example, a user may request permission to sign and
submit subapplications, in addition to being able to view/print and create/edit.
Roles are changed through the user registrations by the following process:
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1. From the Grant Applicant Homepage, click the Administration link. The
Preferences screen is displayed.

2. Click the Approved User Reaqistrations link on the sidebar menu. The
Approved User Registrations screen is displayed.

3. Locate the user registration you need to change.

4. For that user, click the Review link in the Action column. The Review

Registration screen is displayed.

Click the Action checkbox(es) you want to select or deselectfor this user.

Click the Comments field and enter comments explaining the reason for

this change in user roles (Figure 5-5).

oo

Access Information

# View/Print * Create/Edit Sign/Submit

“‘Pemissions o ¥ R
Permissions can be View only, View & Create, View & Sign or Al

“Period of Time 20 0.9 30)

“Unit of Time Day{s) ¥ |i{e.q Days

Justifications

Maxamiien 4000 charasiens)

verification and advice|

Go Back || Save || Save and Continue

Figure 5-5: Comment explaining the reason for change in user roles

7. Click the Save and Continue button. A standard e-mail message is
displayed.

8. Click the Send Email button to send the e-mail message to the user.

9. Click the Review More Registrations button to find another user to
change that user’s roles or click the Return to Homepage link on the
sidebar menu to return to the Grant Applicant Homepage.

Reassigning Permissions to an Application or Subapplication

It is sometimes necessary to reassign permissions for subapplications that can
be accessed by a user. For example, if an Subapplicant user is retiring and
needs to provide his or her successor with access to a subapplication, the
Applicant can use the Reassign Permissions function. FEMA can also reassign
user permissions for Applicants. The original user will still retain access privileges
to the applications, so it also may be necessary to revoke the original user’'s
access privileges (see the Revoking a User ID section).

CAUTION: When you reassign permissions, you are reassigning access for
all of the user's subapplications.

CAUTION: When you reassign permissions, the original user will still retain
access privileges. If necessary, you will also have to revoke the
original user’s User ID.

To reassign permissions:

1. From the Grant Applicant Homepage, click the Administration link. The
Preferences screen is displayed.
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Click the Approved User Registrations link on the sidebar menu. The
Approved User Registrations screen is displayed.

Locate the user registration you need to change.

For that user, click the Reassign Permissions link in the Action column
(Figure 5-6). The Search screen is displayed.

% FEMA,
| Loggea

in_| Lastiogn | Session epines in 14 mins Skip 1o Content | Home | Logost | Edit Prafile | Change Paswwond

|
|l bve Bpgeyations

| Eum vz Heme Pase

Figure
5.

6.

Prateence;
| Eansing User Regayatiens. {0)
8 3 U

All User Registrations

18) |;
5 g

18}

= T e — - i :
By
|Reassign Permissions

REI Systems Approved

RE| Systems Approved [

- = Hewew
Angel Organzation Approved |5 TR
KY Local Approved ;Q.'ﬂﬁi
|Beassgn Permissions
T - | Revien
Sub Gran KY Loca Approved [DENEH
N § > L

5-6: Reassign Permissions link

Enter the search criteria to locate the user whom you wish to reassign
permission to all applications and subapplications.

Click the Search button. The Search Results screen is displayed, showing
all the users who meet the search criteria.

Check the box next to the user for whom you want to authorize access.
Click the Reassign Permission(s) button (Figure 5-7).

expires in 20 mins Skip to Content | Home | Logout | Edit Profile | Change Password|

|48 Uger Regstraions (18) [heplaying 1-5 af 12
Show 5 .

Bt Home Base [Select | Name 1 Agency | Telephons Mumber

pe
R ign User Permission(s)

(18) gajact approved user(s) from the séarch results by checking the box undar the elect column. Click the Reasgign Pemission(s)
S pution and reassign the permissions for ail applications. thal can be accessed by Chnstopher Coleman to the selected user(s)

5 Go

KY Local
Joppa Emergency Rescue
Hentucky Subgeaniee(d sub grantes for KY 004
B (Kentucky State Kentucky Great Org
lect All Clear Al

|
DHS FEMA '

v | | Ned5er | [ Last5

Go Back | Reassign Permmssson(s)

Figure
8.

9.

fema home

5-7: Checkbox selected and Reassign Permission(s) button

The Confirm Reassignment of User Permission(s) screen is displayed.
Click the Yes button to confirm the reassignment of all permissions to the
selected user.

A confirmation message appears, indicating that you have successfully
reassigned applications to another user. Click the Return to Homepage
link on the sidebar menu to return to the Grant Applicant Homepage.
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Revoking a User ID

It may be necessary to revoke a user’s registration and, therefore, the user’s
access to eGrants. For example, if a user no longer works for the local
government agency represented in the registration.

To revoke a User ID:

1. From the Grant Applicant Homepage, click the Administration link. The
Preferences screen is displayed.

2. Click the Approved User Reaqistrations link on the sidebar menu. The
Approved User Registrations screen is displayed.

3. Locate the user registration you need to change.

4. For that user, click the Review link in the Action column. The Review
Registration screen is displayed.

5. De-select all other roles in the Action section. You must do this or an
error message will appear when you try to Save this action.

6. Click the Deny/Revoke checkbox in the Action column (Figure 5-8).

F:MA.gnv — -

Loggedin. | Lastiogin. | Session expires mins Skip te Content | Home | Lagout | Edit Profile | Change Password
Erstaiances Rewew Registration
H nOna Mgt Reaisimions. \m

(18] feview the | oblawang registralion miommal
i Mm i you dis \-u:-.uku-|hnu-gu.n.c:u:u_

tess fo the user

-
@
Atsnsr Ressitons. (18)

Fistem g Home Fagy
Ledo

Agency Information

L frmn hame @-yrants hame cOADEL 18 glessary

Figure 5-8: Deny/Revoke checkbox

7. Click the Comments field and enter comments explaining the reason for
denying this user’s access to eGrants.

8. Click the Save and Continue button. A standard e-mail message is
displayed.

9. Click the Send Email button to send the e-mail message to the user.

10.Click the Review More Registrations button to find another userto
change that user’s roles or click the Return to Homepage link on the
sidebar menu to return to the Grant Applicant Homepage.
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Entering a Paper Subapplication (Application Intake)

Entering a Paper Subapplication (Application Intake)

Entering a paper subapplication into eGrants is the same as creating a

subapplication, except the Applicant user must certify that a signed copy of the
paper subapplication is on file.

NOTE: Subapplication numbers for subapplications submitted in paper
form are marked with ared P in the eGrants system.

1. From the Subgrant Applications task menu on the Grant Applicant
Homepage, click the Enter Paper Subgrant Application (Application

Intake) link (Figure 5-9). The Enter Paper Subgrant Application screen is
displayed.

A FEMA

Logged i1 Ideation Congutant | Last login: 00-26-3047 | Session mxpires in 20 mins

ki to Content | Mome | Logaut | Fdit Prafile | Change Password

Grant Applicant Home Page

‘Welcome to the Grant Applicant section of eGrants. Please select the activity you want to perform by clicking on the appropriate link below
o Ry pe 9

Apphcabion Actvibes
|a-|m':g you 1o activate asmensirative [references and approve subgrant registranons

Pnnt Blank Application:
Subarant lications
Enier Paper Subgrant Application (Application Intake) llows you to enter new subgrant application(s) submitted in paper format

|a:mwg you 1o print blank applications.

o l Hing su It hiCatis
Work on Un.submifted Paper Subarant Application(s) | AIOWS YU 1o work on existing subgrant application:

ubrmitted in paper format. that you have not

ubrmatted i paper formsl, that you have fully

allows you 10 réview and a) ubmitted subgrant apphcation(s)
allows you 1o review un-submit

d subgrant applications for which access has been granted

glossary

Figure 5-9: Enter Paper Subgrant Application (Application Intake) link
2. Enter the subapplication title and select the application type from the drop-
down menu.

3. If applicable, enter the Paper Application Document Control Number in the
text field.

4. Check the electronic signature checkbox to certify that you are
processing the paper subapplication (Figure 5-10).

To certify your paper application, check the box below.

. I, Columbia New Hire, acknowledge the creation of paper subgrant application

Save and Continue

Figure 5-10: Electronic signature checkbox

5. Click the Save and Continue button. The Start New Subgrant Application
screen is displayed.comm

6. Click the Start New Application button. The Application Status screen is
displayed, showing each of the sections that need to be completed for the
type of subapplication you selected (Figure 5-11). In the directions, there
will be a statement in red text, “This is a paper application.”
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Logged in: Ideation Consultant | Last login: 09-26-2017 | Session expires in 20 mins

Planning Application
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Skip to Content | Home | Logout | Edit Profile | Change Password|

Happy Valley Mitigation Plan e

Application Status

1.Application Status
2.Subapplicant
3.Contact
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5.Mitigation Plan
6.Scope of Work
7.Schedule

8.Cost Estimate
9.Cost Share

10 Evaluation
11.Assurance: and

Application Status

This screen shows the Status of the different sections of the full application. If the Status is Incomplete, you
may click on the link to complete that section or you may use the menu on the left. This is a paper

application

Application 9% complete

Application Section

Status

Subapplicant

Incomplete

Contact

Incomplete

Community

Incomplete

12 Comments and Attachments
13 Review and Submit Application

Erint Apolication
Return to Home Page
Logout

Privacy Statement
Disclaimers

L fema home

Mitigation Plan

Incomplete

Scope of Work

Incomplete

Schedule

Incomplete

Cost Estimate

Incomplete

Cost Share

Incomplete

Evaluation

Incomplete

Assurances and Certifications

Incomplete

Comments and Attachments

Complete

e-grants home

Go Back || Save and Continue

gontact us

glossary

EETES

Figure 5-11: Example Applications Status screen for a paper subapplication

You can access each subapplication section by clicking on a status link. Enter
the data from the paper subapplication. You can find instructions for completing
subapplications in the Mitigation eGrants Subapplicant Quick Reference

Guide.

7. Click the Subapplicant link (or the link for any other subapplication
section) on the sidebar menu. The Subapplicant Information screen is
displayed.

8. You can access each section of the subapplication either by clicking on a
section’s Incomplete link in the Application Status screen or by clicking on
the specific section link in the sidebar menu.

NOTE: Required fields are designated with an asterisk (*). Information must
be entered into all of the required fields before the subapplication
can be submitted. If you do not have all of the required information at
this point, you may enter what you have, save the information, and
return later to complete the remaining fields.

9. When you have finished entering the data in this section, click the Save
and Continue button. The next section required for the subapplication is
displayed.

CAUTION: Do not use the Back and Forward buttons on the browser
toolbar to move through the subapplication. Instead use the eGrants
buttons—Go Back, Save, and Save and Continue—Ilocated at the
bottom of the screens. Using these buttons ensures that the
information you enter is saved and stored in eGrants. Failure to use
these application buttons could result in aloss of data.

10. Continue entering information into the different sections of the
subapplication until you have completed each section. When you have
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entered all information, your subapplication is ready to be reviewed and
submitted.

Reviewing and Submitting a Paper Subapplication

When all sections of the paper subapplication have the status of "Complete," the
subapplication may be submitted electronically in eGrants on behalf of the
Subapplicant. Only users with Sign/Submit access may submit a paper
subapplication into eGrants. The Review and Submit link in the sidebar menu
facilitates this process.

1. On the Grant Applicant Homepage, click the Work on Un-submitted
Paper Subgrant Application link (Figure 5-12).

Logged in: Ideation Consultant | Last login- 09-26-2017 | Session expires in 20 mins Skip to Content | Home | Logout | Edit Profile | Change Password

Grant Applicant Home Page

Welcome to the Grant Applicant section of eGrants. Please select the activity you want to perform by clicking on the appropriate link below.

Application Activities

Administration allows you to activate administrative preferences and approve subgrant
registrations
Print Blank Applications allows you to print blank applications.

Subgrant Applications

Enter Fager Subgranl Agg\lcamm Agghcallnn |ntake} |allows you to enter new subgrant application(s) submitted in paper format

| Work on Un-submitted Paper Subgrant Application(s llows you to work on existing subgrant applications, submitted in paper format,
hat you have not fully entered into the system.

Work on Submitted Paper Subarant Application(s) allows you to manage subgrant applications, submitted in paper format, that you
have fully entered into the system

Review Submitted Subgrant Application(s; allows you to review and approve submitted subgrant application(s).

Review Un-submitted Subarant Aoolication(s allows you to review un-submitted subgrant applications for which access has
been granted

Grant Applicant Acting As Subgrant Applicant

Create New Subgrant Application allows you to create new subgrant application(s) for your agency.

Work on Unsubmitted Subarant Application(s allows you to work on existing grant as subgrant application(s) that you have not

fully entered into the system.

fema home a-grants home contact us

Figure 5-12: Work on Un-Submitted Paper Subgrant Application link

2. The Grant Status: Un-submitted Paper Application(s) screen displays.
Click the Update Application link for the subapplication title.

3. The Application Status screen displays. Click the Review and Submit link
on the sidebar menu (Figure 5-13).
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Happy Valley Mitigation Plan
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Figure 5-13: Review and Submit link on the sidebar menu

4. The Review and Submit Application screen displays. Click the Complete
link for each section and review the information to ensure that is complete
and accurately reflects the information from the paper subapplication.

5. If applicable, enter or update the Paper Document Control Number in the
text field.

6. To print the subapplication, click the Entire Application checkbox and
click the Print button (Figure 5-14).
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Figure 5-14: Print button and Entire Application checkbox
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7. Click the electronic signature checkbox to indicate that you are signing
the subapplication. Then, click the Submit Application button.

Once submitted, the paper subapplication will be added to the list of all
subapplications available to be attached to an application. The number assigned
to the paper subapplication will be prefaced with a red “p” to indicate that it was
compiled and submitted on paper by the Subapplicant, but entered into the
eGrants system by the Applicant.

Reviewing Subapplications

What is a “Review” ?
As an Applicant, you must review and approve (or not approve) subapplications
that have been submitted to you. Reviewing subapplications is one of the core
functions of eGrants. When you review a subapplication, you review the content
of each section and determine if the subapplication submitted is:

e Sufficiently complete to approve
e Incomplete and in need of revision
e To be released to the stockpile, or retained for consideration for another
application
e To be disapproved
When you review a subapplication, you locate the subapplication, check it out,

review each of the sections, request revisions as needed, and then check it back
in.

NOTE: Applicants do not need to review their own Applicant acting as
Subapplicant subapplications.

NOTE: Subapplications can be viewed only by the Subapplicant’s state,
tribe, or territory. Applicants from other states, tribes, or territories
may NOT view a Subapplicant’s application. Once a subapplication is
attached to an application and submitted to FEMA, FEMA can also
view it.

Checking Out and Checking In Subapplications

For any Applicant, there may be more than one registered user with review
and/or approval rights for subapplications. To ensure that only one person is
working on a subapplication at a time, you must first Check Out the
subapplications, much like checking out a book from a library. While a
subapplication is checked out, no other users can work on it. Other users may
view (Read Only) the subapplication, but will not be able to review it or check it
out.

When you are finished reviewing a subapplication, you must Check In the
subapplication so that it is available to other users. You must Check In a
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subapplication before a Subapplicant can access it to make revisions and before
you can attach it to an application.

The check-out/check-in feature ensures that another user does not duplicate
your review. It also allows you to reserve applications that you would like to
include in an application for your agency.

Reviewing a Subapplication

To Review a Subapplication
1. From the Grant Applicant Homepage, click the Review Submitted

Subgrant Application(s) link (Figure 5-15).

Logged in: |deation Consultant | Last login: 09-27-2017 | Session expires in 20 mins skip to Content | Home | Logout | Edit Profile | Change Password

Grant Applicant Home Page

Welcome to the Grant Applicant section of eGrants. Please select the activity you want to perform by clicking on the appropriate link below.

Application Activities

allows you to activate administrative preferences and approve subgrant
registrations.

Print Blank Applications allows you to print blank applications.
Subgrant Applications
Enter Paper Subgrant Application (Application Intake) |allows you to enter new subgrant application(s) submitted in paper format.

\Work on Un-submitted Paper Subarant Anplication(s allows you to work on existing §ubgrant applications, submitted in paper format,
that you have not fully entered into the system.

Administration

Work on Submitted Paper Subarant Application(s allows you to manage subgrant applications, submitted in paper format, that you
have fully entered into the system

Review Submitted Subgrant Application(s) I allows you to review and approve submitted subgrant application(s).
Review Un-submitted Subarant Application(s allows you to review un-submitted subgrant applications for which access has

been granted

Grant Applicant Acting As Subgrant Applicant

Create New Subarant Application allows you to create new subgrant application(s) for your agency.
Work on Un-submitted Subarant Application(s allows you to work on existing grant as subgrant application(s) that you have not

fully entered into the system.

fema home -e-grants home contact us glossary Disclosures

Figure 5-15: Review Submitted Subgrant Application(s) link

2. The Overview screen is displayed, showing your pending tasks in the
upper part of the screen and the subapplications checked out to you in the

lower part of the screen. Click the View Subgrant Application(s) link in
the sidebar menu (Figure 5-16).
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3. Check Qut Subarant Applications
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5. Check In Subgrant Applications
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Note: p indicates the application was submitted in paper format. G indicates the application was created by

Return to Home Page Grantee

Logout

Pending Tasks
1 subgrant application is Pending At Grantee

615 subgrant applications are Pending Checkout

Displaying 1-1 of 1

Show 5 ¥ | Go Search
Status: | All ¥ | After changing the application status, press the Go button
To narrow the search further within a status, click the Search button.

Application Application Title | Subgrant Applicant | Grant Type Beview Action
Number Status
PRE-KY-2017-015 |grgtest Eabb't Interdiction | Project Pre- Pending At Grantee |Review
gency Application
First << Prev | [ Next>> Last
Go Back

fema home e-grants home contact us glossary Disclosures 508 and Accessibility

Figure 5-16: View Subgrant Application(s) link in the sidebar menu

3. The View Subgrant Applications screen is displayed, listing the submitted
subapplication to which you have access to review. The Review Status

column shows the current status of the subapplication.

4. Click the Continue button or click the Check Out Subgrant Applications
link on the sidebar menu (Figure 5-17). The Check Out Subgrant

Applications screen is displayed.

@rsun gov

Logged i | Lestlogn | Session expres in 20 ming Skip to Cantent | Home | Logout | Ldit Profile | Change Passwardl

View Subgrant Applications

Listed below are subgrantee apphicatons thal you may view. To sort thes st chck on a colurmn name. To view the details of an
applcation, chick on the appropriate apgleation numbier. To view th comments addid o an application, click the View ink under the
Comments column. To check out applications for review, ciick the Confinue buton below

:f;il;ul;mhmehw Note: p indicates the application was submitted in paper farmat. 6 indicates the application was created by Grantee
Displaying 11-15 of &21
Show & T | Go Seanch
States: | All ¥ After changing the applhication status. press the Go button. To narfow the search
further within a status, chck the Search button
&“mw L Anplication Title Subgrant Apglicant | Grant Type WM Comments Mﬂw
W ahac City of L y Project 7
KY-20168-014  |propenty_check2 Ciry of Lexinglon Appication Nane
. 04 paper signature block Project e e
& KY:2018.023 (FF Apghcation Approved By Graniee (View Naone
- POMC attachement Project T —_— 1
EY-2016:024 viglation Application Apgraved By Granles | Mew Nane
City of Adwersity ,
Kentucky River Area Praject \
. nE.04 Py i .
© K¥2016018 |Foodprone Progery  |Dclecomenis O |sppicaton | ASRESABy Graniee [View [None
G KY2015:019 (Testy! ﬁnf‘-l‘:‘-ﬁt”:;:lixﬂn ki Aggroved By Grantee |View Mone

Fasts “«Pravs | | Med 5> Last§

Figure 5-17: Check Out Subgrant Applications link and Continue button

NOTE: Users may view subapplications without checking them out by
simply clicking the View link in the Comments column next to the
appropriate subapplication. However, for a subapplication to be
reviewed and approved, it must be checked out first. You must check
in subapplications that you approve before you can include them in

an application.

FEMA Mitigation eGrants System Applicant QRG — SR 5.18

Page 5-15



Unit 5: eGrants System Administration October 2017

5. Click the checkbox next to the subapplication(s) you wantto check out.

6. Click the Check Out Applications button (Figure 5-18). The Confirm
Application Check Out screen is displayed, showing the subapplication(s)
you selected for check-out.

TR FEMA gov

Loggedin | Lastlogin | Session expires in 18 mins Skip to Content | Home | Logout | Edit Profile | Change Password|

1 Ovenvew Check Out Subgrant Applications
L0 Sebaranl Asolcabions

i i Listed below are subgrant applications that you may check out. To check out an application, check the box beside the application
S B SEELAEHGI0E | nyumber and click the Check Out Appiications button, You may also select all tne applicanens by checking Select AT below and clicking
£ Chack In Subgran Apoacgtions the Check Out Appbe. Tos rch for of 1%, o th button below.

Note: p mckcates the apph o waes created by Grantes

Biguen 1o Homo Paoe
Ll Displaying 15 of &

Show & ¥ | Go Search
Status.  Subemitted To Stockpske ¥ | After changing the applicaton status, press the Go button. To narrow the search
further within a status, click the Search bution

= S . = . = e
Seteet|  Aamicalun Apphcaton Title Subgrant Applicant Grarit Type Bt
}_ Humter e = Status
| Wind Retrofit |
L& e Prasperity County Project | Submitted To
B |krz015004  |Advanced win | Propsperty iy
| Regpiacing Roal Cover Government Application | Stockpde
| 5 ] To
[y 5 o |
iiﬁ 201500 test Local Ermnkrun Stockpie
T T 3
Lissin - Submited To
licy.z 4 F l
|-2017-11 2017 PJ over SAMFS |C |A Stockpde
hivis * b - |Project | Submatted To
(KY-2017-115 SRS L T P |
| 711 CRS AA 2017 FMA  [C | Apgscason :A Stockpde
T T .
|PRE. v 201 7.000| 51700 Test Rabbit Interdiction Project Pre | . | Submatag To
‘EP A Subapplicatian Agency |Applcabon ‘;Laaomorpm 3 Stockpds
Select All All

fema hame #-grants hame glossary

Figure 5-18: Checkbox selected and Check Out Applications button

7. Click the Yes button to check out the selected subapplication(s). The
Review Subgrant Applications screen isdisplayed, showing all the
subapplications checked out to you.

8. Click the Review link in the Action column for the subapplication you want
to review. The Review Subgrant Application screen is displayed, showing
the status of each section of the subapplication (Figure 5-19).
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Skip to Content | Home | Logout | Edit Profile | Change Password)

Review Subgrant Application

This screen shows you the status of sach section of the subgrant you selected. To go to a section, click the link under the Status column. You can also record your
ons  decision fo approve or disapprove this subgrant application. If the application requires information from the applicant, you can release it for editing to the point of
contact by checking the Reguest Revision button.

Address:

City 33271

St

Zipcode:

Compioied stat
Subapplicant Yes Incomplete
Contact Complete
Communi ty Complete
Mitigation Plan Ves Complete
Scope of Waork Complete
Properties Ves Complete
Schedule Yes Complete
Cost Estimate es Complate
Gost Share Ves Incomplete
Cost Effectiveness Yes Complete
EnvironmentalHistoric Freservation Ves Complete
Evaluation Yes Incomplete
Comments and Attachments Complete
Gomments for FEMA Yes Incomplete
FEMA Grants Application Complate
Review Status ( * comments are required)
Approve * Request Revision Release to Stockpile Disapprove

“Set Revision Deadline: (MMDD-YYYY £.g. 06-05-2003)
(Required if you selected the Request Revision r2dia buton)

To attach documents, click the Attach File bution below.
Attach File

Comments History
User Date  Comments lo Comments

Add Comments

Go Back || Save || Save and Confinug

#-grants home contact us glossary help

Figure 5-19: Review Subgrant Application screen with Add Comments button

9. Click the Complete or Incomplete links in the Status column to review the
contents of each section.
10.Enter comments and data as needed, and click the Save and Continue
button. To enter a comment:
a. Click the Add Comments button at the bottom of the page. The
Add/Modify Comments screen is displayed.
b. Click the appropriate text box and enter your comment.
c. Click the Save or Save and Continue button. The Review
Subgrant Application screen is displayed
11.0nce you have reviewed all the application sections you can select the
appropriate Review Status radio button to approve, request revisions,
release to stockpile, or disapprove the subapplication (Figure 5-20).

HINT: If you change or add any data to the subapplication, it is best to
document your changes in the Comments field for the section you
changed. This documents the change or addition and allows you to
explain why it was needed.

NOTE: Sections that must be completed by the Applicant are noted in the
Sections to be Completed column.
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fema home

Figure 5-20: Review status radio buttons

To Approve a Subapplication
1. Click the Approve radio button.

Loggedin | Lastlogin: | Session sxpires in 15 mins. Skip to Content | Home | Logout | Edit Proflle | Change Password]
1 Ovenden FEMA Grants Apphcalion | Complote | =
& Check Ous Subgrant Apcicalicay - =
4 Rview Subsoract Apolications Review Status  * comments are required)
2hgc r i Approve * Requas! Ravision I Raleasa o Stockpila Disapprove
Reatuen to Hamo Pags “Set Revision Deadline: (MM-DD-YYYY .. 06:05-2003)
Legout {Ruquired if you selucted the Request Revision radio button]
To attach documents, click the Affach File button below. ]
Attach File
Commeants History J
User ] Date |Commenl$ o Comments |
Add Comments
Go Back | Save | Save and Continug

NOTE: All of the sections in the Application Status table must be complete

before an application can be approved.

2. Enter any additional comments in the Comments field.

3. Click the Save and Continue button.

To Request Revision of a Subapplication
1. Click the Request Revision radio button.

2. Enter the date by which the revisions must be submitted by the

Subapplicant in the Set Revision Deadline field.

3. Enter comments explaining the revisions you would like made to the
subapplication in the Comments field (see example in Figure 5-21).

Add/Modify Comments

Please enter comments below. Click on the Save and Continue button below once you are done

Grantee Comments

{Note: Maximum 4000 characters These comments are shared among grantees)

Comments to Subgrantee

Note: Maximum 4000 characters These comments go to the subgrantee when you select Request Revision)
Please include a more detailed Scope of Work.|

Save | Save and Continue |

Figure 5-21: Example comments for Revision Request

4. Click the Save and Continue button. The subapplication is returned to the

Subapplicant for revision.
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CAUTION: You must Check In the subapplication to enable the
Subapplicant to make the requested revisions.

To Release the Subapplication to the Stockpile
The “Stockpile” is simply a collection of subapplications that have neither been
approved nor disapproved, like putting the subapplications in a file drawer.

1. Click the Release to Stockpile radio button.
2. Click the Save and Continue button.

To Disapprove a Subapplication
1. Click the Disapprove radio button.

NOTE: Subapplications that are disapproved are moved to the stockpile.

2. Enter your reason(s) for disapproving the subapplication inthe Comments
field.
3. Click the Save and Continue button.

When you click the Save and Continue button after approving, requesting revisions,
releasing to stockpile, or disapproving the subapplication; the Review Subgrant
Application Results screen is displayed. The Review Subgrant Application Results
screen shows the current status of the subapplication (Figure 5-22).

Logped in | Lastlogin | Session expires in 19 mins Skip to Content | Home | Logout | Edit Profile | Change Password]

| L Duardiey . Review Subgrant Application Results

2 View Subgrani

4. Baviiw Subgranl Appications
5_Check in Subgrant Applicatians Apphcabon Slalus. Approved

Returm 1o Homa Pags Prosperity County Government

Legaul Contact Name. | Joe Smith Address. |11 North Sreel  |EIN. 12-3456789

Contact Phone | 123-456.7850 Ext City Propspentiy Fu o 52041780 00 {40 45720535%)
Contact Emall | jsmith@prospority gov | State KY Nan-Fedoral Shara- §3.000,000 00

Contact Fax Zipeode: | 123M45- 1204 View Datails

i Ratum to Review Applications I

Tema home @-grants home GOMACL us glossary elp Disclosures 508 and Actassibility

Figure 5-22: Review Subgrant Application Results screen

4. Click the Return to Review Applications button to return to the Review
Subgrants Applications screen.
5. Check In the subapplication.

To Check in One or More Subapplications

1. From the Grant Applicant Homepage, click the Review Submitted
Subagrant Application link. The Overview screen is displayed, showing
your pending tasks in the upper part of the screen and the subapplications
checked out to you in the lower part of the screen.
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2. Click the Check In Subgrant Application(s) link on the sidebar menu
(Figure 5-23). The Check In Subgrant Applications screen is displayed,

showing a listing of the subapplications currently checked out to you.

Logged in- Ideation Consultant | Last login 09-27-2017 | Sesslon sxpires in 20 mins

Skip to Content | Home | Logout | Edit Profile | Change Password]

fema home

Sl Overview
2 View Subgrant
Lhuck O Appicath

S ERCK QU SIRIAMARSINS |\ o 10 th Rewiew Subgrant Appicalian section. TS seclion allows, you 1o review and complate subgrant
applications. A list of pending tasks and a brief summary of current activity is provided below

B.Chick In Subgrant Apcicasiony
Mote: p indicates the application was submitted in paper formal & indicates the apphcation was created by Grantes

Batum 1o Home Fags

Legout Panding Tasks [
1 subgrant application is Pending At Grantee |
1 subgrant apphcation s Approved By Granles |
614 subgrant applications are Pending Checkout |
Displaying 1.2 of 2
Show 5 v | Go Search
Status. | All * | Afer changing the application status, press the Go bullen, To narrow the
search further within a status, chick the Searnch butlon

o Application Titke Subgrant Applicant | Grant T e Action
Number iz Status
\Wana Rateont - Prosperity Count; Project

Y-2015-004 Advanced with iy fERY SOUNY: e Approved By Grantee  |Reviy

Replacing Roof Cover
Rabbit Interdiction Project Pre-

PRE-KY-2017-01% |qrgtest Agency Application

Fending At Grantes Baview |

Gao Back

gontact us

Figure 5-23: Check In Subgrant Application(s) link on the sidebar menu

3. Click the checkbox next to the application(s) you want to check in.

4. Click the Check In Applications button (Figure 5-24). The Confirm
Application Check In screen is displayed, showing the subapplication(s)
you selected for check in.

1 Oveevigw

2. Wigw Suborged Apolicslions
3. Chack Out Subgrant Applications

4 Ravigw Subgrant

Logged in: | Lastlogin | Session

wapires in 20 ming Skip to Content | Home | Logout | Edit Profile | Change Passwordl

 Check In Subgrant Appﬁcaﬁons

Listed bolow ane subgrant applications that you have checked oul. To check in an apphcation, chack the box beside the:

5.Chodk In Subgeant Applcations

Logoul

number and click the Check fn Appfications bution. You may also select all the applications by checking
Select All below and clicking the Check In Applications button, To search for ather applications, click on the Search
Button below

Note: pindicates the apphcation was submited in paper formal. G indicates the application was created by Graniee
Displaying 1-2 of 2

Show 5 v | Go Search
Status- Al v | After changing the application status, press. the Go button, To narrow
the search further within a status, clck the Sgarch button.

! Baview
T

‘Se!ed Number | Anplication Title Smmonlmm_ Grant )'pa. Gty Slalus
| Wind Retrofit -

- Advanced with Prospenty County | Project Approved By
‘ 0O |kraosons  [ooencee o " Propsperty [ ERTS

Caver

| i Rabbil Interdiction  (Project Pre- p Panding At
! PRE-KY-2017-015 [aqrotest Agency Application Lagomorphwille Ceantsh

t g M gloasary el Disclosures 5 cegsbily

Figure 5-24: Select checkbox and Check in Applications button

5. Click the Yes button to check in the selected subapplications. The
Overview screen is displayed, showing your pending tasks and the
subapplications still checked out to you.
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Creating Applications in eGrants

Applications in eGrants

In addition to facilitating your review of subapplications, another primary purpose

of eGrants is to assist you in creating applications. Through eGrants, you can
electronically prepare and submit:

e Applications, depending on your roles, including:
o Flood Mitigation Assistance (FMA) applications: Project, planning,
management costs, and technical assistance

o Pre-Disaster Mitigation (PDM) applications: Project, planning, and
management costs

e Subapplications, when you are:
0 Acting as a Subapplicant to submit a subapplication on behalf of the
Applicant
Entering a paper subapplication that was submitted to you on behalf of
a Subapplicant (Application Intake). For instructions on the Application

Intake process, refer to the Entering a Paper Subapplication section
above.

o

You can find instructions for preparing subapplications in the Mitigation eGrants
Subapplicant Quick Reference Guide.

Sections of the Application

eGrants automatically presents you with the application sections you must
complete. In addition, eGrants ensures that you have provided all the data
elements required to process the application and, where it can, validates the
format of the data. Table 2-1 outlines the sections of the application.

Table 2-1: Sections of the Application

Applicant Information

Contact Information

Subgrant Applications

Schedule

Budget

Properties

Comments and
Attachments

Assurances and
Certifications
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How to Create a New Application

eGrants guides you through the process of creating your application.

1. From the Grant Applicant Homepage, click the Create New Grant
Application link (Figure 5-25). The Create New Grant Application screen

is displayed.

Logped in: idesbon Consultend | Last logn 06-27-2017 | Sessan expires in 20 mes

Ship to Content

Home | Logout | Edit Profile | Change Password(

Grant Applicant Home Page

Welcome to the Grant Applcant section of eGrants. Please select the activity you want to perform by clicking on the appropriate bnk below

Activities
AdmanisSraton Jatiows you to activate administrative preferences and appeove subgrant registrations
Print Blank Appications [allaws you to print blank applicatons.

Applications

Work on Un-submitted Paper Subgrant Applicationis)

Work on Submitied Paper Subgrant Application{s)

Enter Paper Subgrant Apglication (Applicabon Intake) allows you to enter new subgrant appheatian(s) submitted in paper farmat

%
| Beview Submitted Sybgrant Application(s) allows you and approve subs ubgrant ap (5}
Beview Un-submified Subgrant Applcationis) allaws you b review un-submitied subgrant applications far which access has been granted
|Grani Applicant Acting As Subgrant Applicant
Create New Subgrant Applicabon allows you to create new subgrant application(s) for your agency.

ey Ay A . allows. you to wark on existing grant as subgrant application(s) that you have not fully entered inte the
A LS e A system
[ Work on Submitied Subgrant Application(s) 3llgws you to manage grant as subgrant application{s) that you have fully entered into the system.
Grant Applicanons
Create Mew Grant Application

|Emier New Eaper Grant App: Application Intake)

L Thal G

grant application{s) th

et yed submitied to FEMA

[ Work on Subeited Grant Appiication(s)

allows you Lo manage grant appbeation(s) that you have submilled 1o FEMA

Logout

= fema hame

Figure 5-25: Create New Grant Application link

2. Enter a descriptive application title.
3. Select the application type from the drop-down menus.
4. Click the Save and Continue button. The Start New Grant Application
screen is displayed.
5. Click the Start New Application button (Figure 5-26). The Application
Status screen is displayed, showing the sections to be completed for this
type of application.

Logged in. ideation Consultant | Last lagin. 09-27-2017 | Session expites in 20 ming

Skip

o Content

Hame | Logaut

|+

Edit Profile | Change Password

Start New Grant Application

bulton

Displaying 1-1 0f 1

You have two opfions to create a new Application. You can start with a blank application or you can copy an existing application. To start with a blank
apphcation, click the Start New Application button. To copy an existing application, salect an application below and click the Copy Existing Apphcation

Display Options * | Go Search
"w Apglication Tile Program Status View
Great State 2017 FMA FMA Grant Applcation MNat Yiew Application

Go Back || Copy Existing Application

Stan New Apphcation § Logoul || Retumn lo Homepage

Figure 5-26: Start New Application button
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NOTE: You may also use the Copy Existing Application button to copy
sections from an existing application. See the Copying an Existing
Application section for more information.

1. Click the Applicant Information link on the sidebar menu. The Applicant
Information screen is displayed (Figure 5-27).

HINT: You can access each section of the application by clicking on the
section’s Incomplete link in the Application Status window, the
specific section on the sidebar menu, or Save and Continue button.

Application Status

1_Application Status
2. Applicant Information
ontact Information

4. Subgrant Applications
5. Schedule

Application Status

Application 37% complete

This screen shows the Status of the different sections of the full application. If the Status is Incomplete
you may click on the link to complete that section or you may use the menu on the left

6 Budget Application Section Status.
1. Properties
2 Comments and At Applicant Information Incomplete
] and Cerlifications Contact Information Incomplete
10. Review and Submit Application Subgrant Applications Incomplete
Schedule Incomplete
Print Application ‘ncomplete
Retum to Home Page Budget Complete
Logout Properties Complete
Comments and Attachments Complete
Privacy Statement Lompete
Disclaimers Assurances and Certifications Incomplete

Go Back || Save and Continue

fema home e-grants home contact us glossary Disclosures

Figure 5-27: Applicant Information sidebar menu link and Incomplete status link

2. Enter the data elements requested. If you have any questions about the
data you are entering or if you need help finding information, contact your
FEMA Regional office.

NOTE: Required fields are designated with an asterisk (*). Information must
be entered into all of the required fields before the application can be
submitted. If you do not have all of the required information, you may
enter what you have and save the application, then return later to
complete the remaining fields.

3. When finished entering the data in this section, click the Save and
Continue button. The next section required for the application is
displayed.

CAUTION: Be sure to click either Save or Save and Continue before you
move from to another section to ensure that your data are saved.
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4. Continue entering information into the different sections of the application
until you have completed each section. When you have entered all of the
information, your application is ready to be reviewed and submitted.

Copying an Existing Application

You may find that the information required in an application is the same across
applications. This is especially true for information about your organization and
contact information, but may also be true for other sections. The copy feature
helps to reduce the need to re-enter information between similar applications.

The copy feature allows you to copy all or specific sections from an existing
application into a new application. You can then access the sections and fields
that are different in the new application to change and save the new values.

Create a Template

One technique is to create a “template” of your standard organizational
information. When starting each new application, you then Copy the information
from the template as the first step.

To create a template:

1. Start a new application. Title the application “Project Template” or
something similar (Figure 5-28).

CETRFEMA.
@ gov L

£ - =
Logged in- Ideation Consultant | Last login: 09-27-2017 | Session expires in 20 mins ~ Skip to Content | Home | Logout | Edit Profile | Change Password

Create New Grant Application

To start a new grant application, please enter the following information and click the Save and Continue button to proceed to the next
step.

Note: Fields marked with an * are required. You cannot proceed to the next step unless the required fields have been completed

* Application title Project Template
* Application Type FIMA Grant Application A Help

Save and Continue

Logout || Return to HomePage

fema home €-grants home contact us glossary help Disclosures 508 and Accessibility

Figure 5-28: “Project Template” application title example

2. Enter the organizational information that will not change for each
application, such as your organization name and address and contact
information.

3. Save the “template” application.

4. When you start a new application, select the appropriate template
application and click the Copy Existing Application button (Figure 5-29).
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= * = =
Logged in: Ideation Consultant | Last login: 09-27-2017 | Session expires in 20 mins  Skip to Content | Home | Logout | Edit Profile | Change Password

Start New Grant Application

‘You have two options to create a new Application. You can start with a blank application or you can copy an existing application
To start with a blank application, click the Start New Application button. To copy an existing application, select an application
below and click the Copy Existing Application button

Displaying 1-3 of 3
Display Options v | Go

Search
Select Application) Applicafion Application Title Program Status View
Year Number
2012 Great State 2017 FMA application |FMA Grant Application |Not Submitted |View Application
2012 Great State 2017 FMA application |FMA Grant Application |Not Submitted |View Application
o 2012 Project Template FMA Grant Application |Not Submitted | View Application
First << Prev | | Next>> Last

Go Back I Copy Existing Application I

Start New Application || Logout || Return to Homepage

fema home e-grants home contact us glossary

Figure 5-29: Selected radio button and Copy Existing Application button

5. Access each section to verify that the information you copied from the
template applies to this application and change any copied information
that needs to be changed.

6. Enter the remaining information needed for the application.

7. Review and submit the application following the normal process.

To Create a New Application from an Existing Application

From the Grant Applicant Homepage, click the Create New Grant Application
link. The Create New Grant Application screen is displayed.

1. Enter an application title and select the application type. Click the Save
and Continue button. The Start New Grant Application screen is
displayed, showing the list of applications you have already created.

2. To view an application before selecting it to copy, click the View
Application link in the View column. The View Grant Application Sections
window is displayed. Click the View link associated with a specific section
of the application to view it (Figure 5-30).
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View Grant Application Sections

Application Title: Project Template
FEMA Application Number:
Application Year: 2012

Grant Type: FMA Grant Application
Address:

To view an application section, click on the appropriate View link below. To print one or more sections, select the checkbox and
then click on the Print button When you are finished, click the Close Window button below.

Print

Select Application Section Action

<
©
=

Applicant Information

Contact Information

<
@
=

<
@
=

Subgrant Applications
Schedule
Budget

<
@
=

<
5]
=

<
)
=

Properties

<
@
=

Comments and Attachments

<
@
=

Assurances and Certifications

<
@
=

Forms

<
@
=

Entire Application

Close Window

Figure 5-30: Contact Information section View link

a. Click the checkbox associated with one or more sections and click
the Print button to print specific sections of the application.

b. Click the Close Window button to close the View Grant Application
Sections window.

3. Click the radio button next to the name of the applicationyou want to copy.

4. Click the Copy Existing Application button. The Copy Application
Sections screen is displayed.

5. Click the checkboxes for each section you want to copy. Click the Save
and Continue button. The Application Status screen is displayed.

6. Using the sidebar menu, click each section of the application to review its
contents and change the data as needed. As you finish each section, click
the Save and Continue button to save your new data. The next section
required for the application is displayed.

CAUTION: If the sections in the application you copied from were complete,
those sections will be shown as complete in your new application.

CAUTION: The comments and attachments in the sections selected will be
copied to the new application.

CAUTION: When you copy sections from an existing application, always be
sure to review the data elements in each section of the new
application to ensure that the copied data are applicable to the new
application.
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7. When you have reviewed each section, and changed the data that needs
to be changed, enter data for the new application into the remaining
application sections.

8. When finished with the remaining sections, the new application is ready to
be reviewed and submitted.

How to Use a Find and Search Functions

Find and Search buttons are associated with various fields on a variety of
screens. These buttons allow you to search for information (e.g., an organization
name or contact name) that already resides in eGrants. These features help to
standardize wording and capitalization that is used across applications.

1. Click the Find button (Figure 5-31) or Search button (Figure 5-32) that is
located next to the field. The Search screen is displayed.

ERFEma gov ' 'FMA Grant Application

o Greal Stale 2017 FMA apphication b o

Logged in: ideation Consulart | Last login 09-27-2017 | Session expires in 20 mins Skip Lo Content | Home | Logout | Edit Profile | Change Password
Applicant Information Applicant Information

1 - Application 37% complete
L Applcant infarmaticn Please pravide the following information. When you are finished, click the Save and Continug button balow.
3. Contart information
4 Subgrant Applications Nota: Frelds marked with an * are required
2. Schedula
& Budgst
L Proparigs. - ! §
0 Commants and Attachmanta Neame of Aoglicant | i
L I Find Organization I
10. Bayiase and Submit Asglication i

- State KY

Fetyen 1o Home Pao, Congressional District Lock up congressional districl
S * Type of Applicant Select Type
Puivacy Siatemant Ll If Private Mon-Profit Help

contact us

Figure 5-31: Example of a Find button

Logged in' Ideation Consultant | Last login 05-27-2017 | Session sxplte in 20 mins skip to Content | Hame | Logout | Edit Profile | Change Password
Prafargncas Approved User Registrations
Bending User Rugistrations. (0}

- : - !_'B’ Listed below are subgrant registrations. To sort this list, click on a column name. To search for other registrations,
ng;“‘m*m‘ Alsar Bagistralions  cjick the Search button below. To review or revoke a regisiration, click the apprapriate link under the Action column
2l Usar Registrations  (18) Note: IT indicates user is an Indian tribe

e Displaying 1-5 of 1
Retym lo Home Page 1
Vi Show 5 v| Go I Search
Hame Agency Ielephone Number Email Action
Boview
Wishal Aganeal REI Systems vagarwalflresys com Reassgn
Permussions
Beview
| Chinnai REI Systems schinnaiyan@reisys.com Beassian
Pemissions
Review
Chnstopher Colerman |Angel Organization petanp et Reassgr
Parmissions
Reaview
Jennifer East KY Local jennifer east@dhs. gov Beassign
Pemissions
Beniew
Sub Grant KY Local jennifer burmestar@@dis gov | Reassioan
Parmissions
Next&=> | [ Lasts

L fema hame &-grants home eantact us glossary

Figure 5-32: Example of a Search button
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2. Enter the search criteria (Figure 5-33).

| Logged in: | Lastlagin® | Seasion sxpires in 19 ming Skdp to Content | Home | Logout | Bdit Profile | Change Password
Preferences Search
ing 1} (
: 18) Enter a search criteria and click the Search bution below.
j ReniedRoveked Usyr Rughtrations
0)
| ¢ User Name
| Al Liner {18)
| First Name
| Bietum 10 Home Page
| Logou Last Narme
Email
Agency
Sorl by MName
Rasults par page Show5 v

ook
8 hom:

Figure 5-33: Search criteria for Registered Users

3. Click the Search button. The Search Results screen is displayed, showing
the information stored in eGrants that meets the criteria you entered.

4. Click the appropriate entry and then click the Select button. The eGrants
section screen is displayed with the information you selected populated in
the appropriate field.

5. If the search results did not show the information you were searching for,
click the Go Back button to return to the eGrants screen and enter
different search parameters.

Attaching Subapplications to Your Application

You attach subapplications to your application through the Subgrant Application
screen.

NOTE: A subapplication must have been submitted and approved by you
as the Applicant before you can attach it to an application.

The Subgrant Application screen lists the subapplications that are currently
attached to your application, allows you to search for subapplications to attach to
your application, and allows you to attach additional subapplications to your
application.

1. On the Subgrant Applications screen, click the Add Subgrant
Application(s) button (Figure 5-34). The Select Subgrant Applications
screen is displayed, listing all approved subapplications.

NOTE: A subapplication must have been Checked In to be listed for adding
to applications.
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FMA Grant App.

Greal State 2017 FMA application *

Logged in. Ideation Consultant | Last bogin, 09-27-2017 | Session expires in 20 ming Skip to Content | Home | Logout | Edit Profile | Change Password|
Subgrant Applications. Subgrant Applications
1 Application Status Application 37% complete

Applicgnt |

et Subgrani applications that you have included in your grant application to FEMA are listed below. Please verify the
4. S_”L'“"":“'\W:“"““" ranking of these applications. If the ranking is incormect, chck the Edit Rank bulten below To include additional

subgrant applications to this kst, click the Add Apphcafion button bedow. To remove a subgrant application from this
G. Dudget qgrant application, chick the Dedafe link under the Action column When you are finished, click the Save and Confinige
Ll button below 1o go 1o the next section

T "
S Assyrances and Conifications

m Applicavion
Note: p indicales the application was submitted in paper formal, G indicates the apphcabion was created by

rind Application Grantee
Eetumn 1o Home Page
Logou No Records Helurnad

Show 5 v | Go

Pivacy Statement Application| Mon-Federal| Federal| Federal i

T Rank Application Title Name | Action
| ‘ ‘ Number ] Share | Share |Share 3 s

Total $0.00] $0.00]

Go Back | Add Subgrant Application(s) | Edil Rank || Save and Continueg

L] fama home e-grar L4 cOntBCt us Qlossary help

Figure 5-34: Add Subgrant Application(s) button

2. Click the checkbox next to the subapplication(s) you want to attach to your
application. Click the Add Subgrant Applications button. A confirmation
screen is displayed.

3. Click the Yes button. The Edit Subgrant Ranks screen is displayed.

4. Enter a rank for each subapplication in the Rank column (see example in
Figure 5-35). (For more information, see the Ranking Subapplications
section below.)

Ranking Help
Application Non-Federal Federal Federal
e Non-Federal Federal
Rank Number Application Tile Name Share Share Share %
G KY-2016-007 |Test TA KY EMA $30,000.00 | $50,000.00| 625
| Go Back || Save || Save and Continue |

Figure 5-35: Example rank for a FMA technical assistance subapplication

5. Click the Save and Continue button. The Subgrant Applications screen is

displayed, showing the subapplication you’ve attached to your application

and the rank you assigned to each.

Click the Edit Rank button to change any of the ranks you have assigned.

Click the Add Subgrant Applications button to add more subapplications

to your application. If necessary, refer to the Detaching a Subapplication

section below.

When you have finished attaching subapplications to your application,

click the Save and Continue button. The Schedule screen is displayed.

9. Continue completing each section of the application until all sections have
been completed.

Ranking Subapplications

No

o

Subapplications are ranked differently depending on the grant program.

e For a PDM subapplication, assign a unique rank of 1 to x to each
subapplication, where x represents the total number of subapplications
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you've attached to your application. With this sequential ranking, the ranks
for PDM subapplications are 1, 2, 3, etc.

e For an FMA subapplication, the ranking is based on level of priority. High
priority subapplications are assigned a rank of 1, medium priority
subapplications receive a rank of 2, and low priority subapplications are
ranked with a 3.

Regardless of program, Applicants should provide an explanation for why they
ranked the subapplications as they did. Typically, this will include references to
the Applicant’s hazard mitigation plan.

Detaching a Subapplication

If you need to detach a subapplication from an application:

1. From the Subgrant Applications screen, click the Delete link in the Action
column for the subapplication you want to detach (Figure 5-36). The
Delete Attached Subgrant Application screen is displayed.

Subgrant Applications
Application 100% complete
Subgran apphcations that you have included mn your grant apphcabon lo FEMA are ksled below, Please venily tha ranking of these
applications. If the ranking is incorrect, click the Edit Rank button below. To include additional subgrant applications to this list, click

the Add Application button below. To remove a subgrant application from this grant application, click the Delfele link under the Action
column. When you are finished, click the Save and Conlinue button bedow to go 1o the next section

Mota: p indicates the apphcahon was submilled in paper formatl. G mdicates the apphicabion was crealed by Grantea

Displaying 1-1 of 1
Show 5 T | Go Search
jcati Non-Federal| Federal | Federal :
Rank Application Title Name = = S | At
Number hare Stare  |sharess| """
1 |6 CL-2016-007 | Shoreline Mitigation Projects CL EMA $30,000.00 | $50,000.00 | 625 (fdodale
Total| § 30,000.00| § 50,000.00

Figure 5-36: Delete link subapplication to be detached from an application
2. Click the Yes button to confirm the deletion from this application.

NOTE: Clicking on the Yes button does not delete the subapplication from
eGrants; it simply detaches the subapplication from the application.

3. The Subgrant Applications screen is displayed, and the subapplication
is no longer listed.

Attaching Documents, Maps, and Studies to Your Application

Additional documents, maps, and studies often are necessary or helpful in the
processing of your application. These items can be attached to your application,
or you can indicate that you are sending hard copies of these documents by
regular mail.

NOTE: To make the review process easier, it is recommended that you
attach documentation by using the Attach File button while you are
completing a particular section. Attachments may also be added by
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using the Comments and Attachments link on the sidebar menu;
however, using this method does not associate the comments and
attachments with the relevant eGrants input.

1. Click the Attach File button. The Attach Document screen is displayed.
2. Click the radio button for the appropriate attachment option — Regular Mail
or Electronic File (Figure 5-37).

;;;_G-rant:ﬂpp!ica}ivn

- Great State 2017 FMA application b
Logged in idealion Consultant | Last login. 09-27-2017 | Session expires in 20 mins Skip to Content | Home | Logout | £dit Profile | Change Password]

Budget Attach Document

L ADosanon Slvs You have two attachment options, requiar mail o electronic. i you are sending your attachment through the mail please chack the
2 malian regular mail buthon and enter the information asked below, If you would e 0 attach your document electronically, check elecironic

file. Enter the information asked below and click the Browse button 1o find your file When you find your file click Cipen. When you
@ fineshid, click the Save and Contimee butlen below.

S Scheoule
8. Budont
IBr

*Select Dption Reguilar Mail |

:. Co"' = Elecironic File
, Ay ficalions = =
R g If you selected Regular Mail, above, please specify the following:
Iad Date MM-DD-YYY"Y .. 00-05-2001)
Egtuen (o bioms Paog
koaget Mait Desseription (decuments sent)
Privacy Statement
R If you selected Electronsc File, above, phease specity the following.
Cperating System Windows ¥
If other. please specify
*File Format M3 Word
If other. phease specify
Compressicn Format one

If ather. please specity

"Upload File: Cheose File |No file chosen

Upload File in background

Go Back || Save and Continue

fnma hame

Figure 5-37: Regular Mail and Electronic File radio buttons

a. If you selected regular mail, enter the date on which the document
was mailed and a brief description of the document.

b. If you selected electronic file, complete the fields describing the file
format. Browse for or enter the name of the file to be attached
(uploaded) to the application.

3. Click the Save and Continue button. The Document(s) Attached screen is
shown and the document you attached should be listed.

Updating/Completing an Un-submitted Application

You will often not have all the information necessary to complete an application
when it is first created. eGrants allows you to create the application, enter the
information you have, save the application, and then return to it at a later time to
update and complete the application.

CAUTION: It is important to remember that even though you have created
and saved an application, it is not submitted for processing until you
click the Submit Application button.
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=

Access the Grant Applicant Homepage.

2. Click the Work on Un-submitted Grant Application(s) link (Figure 5-38).

The Grant Status: Un-submitted Grant Applications screen is displayed,
showing a list of your unsubmitted applications.

Logged in. Ideasion Consultant | Last login, 08-27.2017 | Session expires i 20 mins skip to Content | Home | Logout | Edit Profile | Changs Passwor d
Grant Appl Acting As \pp
il dow Subaran lication allows you to create new subgrant application(s) for your agency.

allows you 1o work on existing grant as subgrant application(s) that yau have not fully
antered into the system

allows you to manage grant as subgrant application(s) that you have fully entered info
the system

Work gn Un-submitied Subgrant Applcabon{s)

Work on Submitied Sub

Grant Applications
Cr r lication allows you to create new grant application(s)
Enter New Paper Grant Apphcation{Application Intake) |allows you to enter new grant apphcation(s) submitted m paper format,

allows you to work an existing grant application(s) that you have naot yat submitted 1o

FEMA
Work on Submdled Granl Apploabon(s) allows you to manage grant app ) thal you have o FEMA,

Work on Uin-54

Logout

femn home #-grants home contBct us glossary

Figure 5-38: Work on Un-submitted Grant Application(s) link

3. Click the Update Application link in the Action column for the application
you want to update or complete (Figure 5-39).

@MFEMA.gov

Logpedin | Lastiogin: | Session sxpires in 18 mins Skip to Content | u_oq_n_ug.-_l Logout I Edit F_‘ful!l_e_| um_mg_gas_;m
Grant Status: Un-submitted Grant Applications

Grant applications that have begun and have not yet been submitied are listed below. To continue work on an application, please select an
action for the comesponding application in the table below

Note: p indicates the applicaton was submitted in paper format. Un-Submitted grant apphications with attached subgrants are not available for
deletion, Subgrants will have lo be de-altached pror to deletion of the granl applicabon,

Displaying 6-10 of 10

Show 5 v| Go Search
Salect mﬁ;i“" Mﬁﬁ”““ Program ?_;;“‘ Action
2012 FMA Gram Application FMA FMA Grant Application Updale Applicasion
2017 FOM it POM Compatitive Grant Applicati | Updane Application
2012 Project Template FMA FMA Grant Applicaticn Updsle Appication
2016 FMA test FMA FMA Grant Application Update Appicasion
a0z ‘Columbia DEM Fiood Mitigation Assistance Grant 2 FMA FMA Grant Application Updals Applicaion

Fiest & << Praw 5

Go Back || Delete Application

fema home L e sontact us glossary

Figure 5-39: Update Application link

4. The Application Status screen is displayed, showing the sections that are
required for this type of application. The status of each section is shown
as a Complete or Incomplete link.

5. Click the Complete or Incomplete link for the section of the application
you want to update or complete. That section of the application is
displayed.

NOTE: If the section you want to update has already been marked
Complete, it is still possible to make changes by clicking the
Complete link in the Status column.
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6. Click the field(s) into which you want to enter data and enter the data.
When you have finished entering data, click the Save and Continue
button. The next section required for the application is displayed.

NOTE: At any point, you may click the Application Status link at the top of
the sidebar menu to display the current status of each section of the
application. The updated status will tell you which sections are

currently Complete and Incomplete.

7. Continue accessing the sections you need to complete until you have
accessed and entered data for each section.

8. Click the Return to Homepage link at the bottom of the sidebar menu.
The Grant Applicant Homepage is displayed.

9. If you have completed all the sections of the application, it is ready to be
reviewed and submitted.

You may delete an application that you started, but have not submitted.

1. From the Grant Applicant Homepage, click the Work on Un-submitted
Grant Application(s) link. The Grant Status: Un-submitted Grant
Applications screen is displayed.

Click the checkbox next to the application you want to delete.

Click the Delete Application button (Figure 5-40). A confirmation screen
is displayed.

w N

Loggedin | Lastlogin: | Session expires in 12 mins Skip to Content | Home | Logout | Edit Profile | Change Password(

Grant Status: Un-submitted Grant Applications

Grant applications that have begun and have not yet been submitted are listed below. To continug work on an apphcation, please select an
achion for the coresponding apphication i lhe lable below

Note: p indicales the apphcation was submitted in paper formal, Un-Submitted grant apphcations with attached subgrants are nol available for
deletion Subgranis will have 1o be da-attached prior to dalstion of the grant application

Displaying 8-10 of 10

Show 5 v| Go Search
Select EW}_&P-" %‘m Frogram "'F\";';‘ Action
2012 FMA Grani Application FMA FMA Grant Application Update Applcation
2017 Chy of Advancad Assistance POM Compathive POM Compatitive Grant Application rolate Apglcation
012 Prajoct Tomplate FMA FMA Geant Applicatian Ipdate Appkcation
2016 FMA 105t FMA FMA Grant Applicasian Update Apphcation
012 Columbia DEM Flood Mitigatian Assistance Grant 2 FMA FMA Grant Application Update Applcation
- Fist5 P

Go Back | Delete Application

fema home e-grants home contact us glossary help

Figure 5-40: Delete Application button

4. Click the Yes button. The selected application is deleted and the Grant
Status: Un-submitted Grant Applications screen is displayed.

NOTE: You cannot delete an application that has been submitted to FEMA.

CAUTION: An Applicant can submit one application for each grant program
per year.
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Entering Assurances and Certifications for an Application

The application must be certified before it can be submitted. This is done in the
Assurances and Certifications section.

1. From the Application Status screen, select the Assurances and
Certifications link on the sidebar menu or the Incomplete link for the
Assurances and Certifications section on the Application Status screen
(Figure 5-41).

FMA Grant Application
et Greal Stals 2017 FMA apphcation -
Logged in, Meation Condultamt | Last login. 09-27-2017 | Session expires in 20 ming Skip to Content | Home | Logout | Edit Profile | Change Password

Application Status Application Status
1. Application Stats Application 37% complete
L_Gnmaml[uuumln This screen shows he Status of the different sechions of the full applicaton If the Status & Incomplete, you may
click on the link to complete that section or you may use the menu on the left
& _Schodule ==
Application Section Status
Applicant Information Incomplele
Contact Information Incomplets
Subgrant Applications Incomplete
Schedula Incomplets
Budget Complete
Properties Complele
Comments and Attachments Complete
Assurances and Cerlifications 1 Incomploie I

Go Back | Save and Continue

glossary

Figure 5-41: Assurances and Certifications link on the sidebar menu and
Incomplete status link

2. The Assurances and Certifications screen is displayed. For each form,
click the Incomplete link (Figure 5-42).

Loggedin, | Lowtlogin. | Sossion expires in 20 mins skip to Content | Home | Logout | Edit Profile | Change Password
Assurances Certifications Assurances and Certifications
1, Apphcation Sltus Application 37% complate
. Apclcent Information
A_Contact Infarmation The documents listad bedow contam the Federal requiraments for all FEMA grants including the right of the Federal
government to review the grant activity. Piease read these documents carefully. The Assurances and Cerihcations
& Scheduls must be read, signed, and electronically submitted as a part of the application
& Budget — S —
L. £ Please click the hink in the status column to view forms
g, Lomments a?:‘ﬂruinhmmk Forms Status
10 Rayiew and Submit Applicatian ¢
|L|19nm|mt2|
Part | Assurances Non-Construction Programs. s
Exint Application
Baturn 1o Home Page Not Applicable
Logout Part I C ions Regarding Labbying: Deb. ion and Other f
_ G G 4. I
R bilities Matters; and Drug-Free Workplace Requirements. | Eis e
Lot Motz Part IIl. SF-LLL, Disclosure of Lobbying Actiities ’ if applyi :
o 8 2 yireg Activiies (Complete only if applying for a grant of more i
Disclaimars than $100,000 and have lobbylng activitles using Mon. Federal funds. See the C Regarding ILI‘_QIMRI
Lobbying; 5 ken and Other ifes Matters; and Drug-Free Workplace
Resuiramants form for lobbying activities definkiion.} Hot Applicable

NO
app

Go Back || Save | Save and Confinue

fama home @-granis home contact us glossary

Figure 5-42: Incomplete links on Assurances and Certifications screen
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CAUTION: Construction projects require Part I: Assurances for
Construction Programs. Non-construction projects require Part I:
Assurances for Non-Construction Programs.

1. Click the Grants.gov link URL
https://www.grants.gov/web/grants/forms.html#sortby=1. The Forms
screen appears (Figure 5-43).

2. Click the SF-424 Family link URL on Grants.gov
https://www.grants.gov/web/grants/forms/sf-424-family.html#sortby=1.

HOME LEARN GRANTS SCARCH GRANTS APPLICANTS GRANTORS SYSTEM-TO-SYSTEM FORMS » OUTREACH SUPPORT

GRANT FORMS = o

= About Grant Forms _Ju Grant Forms Notice

o« Program Adviser

o Grant Forms Information Grant Forms

iowing lirks to find

" red 5
= Foims Request

Figure 5-43: SF-424 Family link on Grant Forms screen

3. The SF-424 Family screen appears (Figure 5-44). Click the PDE links to
download the appropriate fillable forms for Assurances (Part 1),
Certifications Regarding Lobbying (Part Il), and Disclosure (Part Ill):

o0 Assurances for Non-Construction Programs (Standard Form (SF)
424B) or

0 Assurances for Construction Programs (SF-424D)

o Grants.gov Lobbying Form (Certifications Regarding Lobbying;
Debarment, Suspension and Other Responsibilities Matters; and
Drug-Free Workplace Requirements)

o0 Disclosure of Lobbying Activities (SF-LLL)
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GRANTS.C

SF-424 FAMILY

Formes ) SF-£24 Famy

£
i
EEEEZEEERE BREE

Figure 5-44: PDF links to download fillable Assurances and Certification forms

4. Print each document, so an authorized member of your organization can
complete and sign it. Then, scan and save each document with a
descriptive file name.

5. Return to the Assurances and Certification section screen and click the
Incomplete link for a document. When the appropriate screen appears,
click the Attach File button to upload the document to eGrants. To attach
a document or send it through regular malil, refer to the Attaching
Documents, Maps, and Studies to Your Application in this guide.

6. Click the Save and Continue button to attach the next document.

Completing the FEMA Grants Application Section

This section is only accessible through the Review and Submit Application link on
the sidebar menu. To complete this section, you must obtain and complete a
copy of the SF-424 Application for Federal Assistance. The completed form must
be scanned and attached to the section. To obtain a copy of the form:

1.

2.

Click the Review and Submit Application link on the sidebar menu. The
Review and Submit Application screen is displayed.

Click the Incomplete link in the Select column for the FEMA Grants
Application section. The FEMA Grants Application screen is displayed.

Click the Grants.gov link URL
https://www.grants.gov/web/grants/forms.html#sortby=1. Follow the directions
for obtaining the Assurances and Certifications forms above. Select the PDE
link for the SF-424, Application for Federal Assistance form.

When you have completed the form, save it with a descriptive file name.
Return to the Review and Submit Application screen and click the
Incomplete link for the FEMA Grants Application section. When the FEMA
Grants Application screen appears, click the Attach File button to upload the
completed SF-424 to eGrants. To attach a document or send it through
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regular mail, refer to the Attaching Documents, Maps, and Studies to Your
Application in this guide.

Reviewing and Submitting Your Application

When you have completed all the sections of the application and are ready to
submit the application, review the application for completeness and then submit
the application for processing.

1. Access the Grant Applicant Homepage.

2. Click the Work on Un-submitted Applications link. The Grant Status:
Un-submitted Applications screen is displayed, showing a list of your
unsubmitted applications.

3. Click the Update Application link in the Action column for the application
you want to update or complete. The Application Status screen is
displayed, showing the sections that are required for this type of
application. The status of each section is shown as a Complete or
Incomplete link.

4. Click the Review and Submit Application link in the sidebar menu. The
Review and Submit Application screen is displayed. The status of sections
that are missing required information are shown as Incomplete. If all the
sections are Complete, then the Submit Application button is active; if
any of the sections are Incomplete, then the Submit Application button
is inactive (Figure 5-45).

NOTE: To complete the FEMA Grants Application section, you must attach
a completed copy of SF-424, Application for Federal Assistance. See
Completing the FEMA Grants Application Section in this guide for
more information.

NOTE: If all of the sections are Complete and the Submit Application button
is not active, you may not have the Sign/Submit user role. You may
authorize access to the application to the appropriate user who has
Sign/Submit permissions. See the Authorizing Access to
Applications section.
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Loggedin. | Lestiogin. | Sesson

FEMn.gcv

expires in 18 mins

'FMA Grant Application

s

Skip to Content | Home | Logout | Edit Profile | Change Passwordl

Review and Submit

L Acohcalon Salus

L Asohtant Informaten
&.Contactinfomatsan

4. Subarmnt Accidadons

. 5chedule

. Budat

L Eronertiss

£ Comments and Attachmanss
BAstutances and Ceadcatons

Review and Submit Application

Application 37% complete

Each section of your apphication 1o FEMA is listed below. I any required mformation is missing from a section, its status will be histed as
incomplele. You can relurn 1o that section of the appicalion by chcking the mcomplete nk. Once you have altached al keasl one
subgrantee application and all sections of your Application ane complete, you may submit your application, To submi the application

you should have the cormect authentication

Note: Fields marke:d with an * are required

Print

10 Rirviees a0d Subma Anpkcalien
It AN |Select Application Section
CRIAL A * Applicant information
Loyl pypCHs Toht

* Contact Information

* Subgrant Applications
Discgmars g i

* Schedule

Budget

Properties

Comments and Attachments

* Assurances and Certifications

Farms.

Entire Application

oontEct us glossary

Figure 5-45: Grayed out (inactive) Submit Application button

CAUTION: Even though it is not required that you access and review the

contents of any section that is Complete, it is recommended that you
access the Complete sections to review the information before
submitting the subapplication.

6.
7. Click the Submit Application button. The Submit Application Results

8.

If needed, change the Federal Fiscal Year by clicking on the Change Year
button (Figure 5-45) and selecting a different fiscal year.
Click the checkbox to sign the application.

screen is displayed, confirming that your application has been submitted.
Click the Print Application button to print a hardcopy of your application.

HINT: Although not required, it is recommended that you print a hardcopy

of your application for your records.

Click the Return to Homepage button. The Grant Applicant Homepage is
displayed.

Authorizing Access to Applications

Contact your FEMA regional office to request access (View/Print, Create/Edit,
and/or Sign/Submit) be provided to other users for applications you have created.
Authorizing access for other users permits:

Other users in your organization to complete or review and edit portions of
the application.
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e Another user with signature authority in your organization to sign and
submit the application.

e A FEMA regional office user to review and make recommendations on the
application before it is formally submitted.

Authorizing Access to Subapplications

As an Applicant user, you may authorize access to subapplications created by
Subapplicants or to ones you have created by using the Authorize/Revoke
Access function.

NOTE: To perform the roles you select, the user for whom you wish to
provide access must have been granted that same level of access as
the Subapplicant (in the case of Application Intake) or your
organization. If the user has not been granted a role by the
Subapplicant or your organization, you cannot assign that role to the
user.

To authorize access to a subapplication

1. Search for the registered user.

2. Access the Grant Applicant Homepage.

3. Click the Work on Un-submitted Subgrant Application(s) link if the
application has not yet been submitted or the Work on Submitted
Subagrant Application(s) link if the application has been submitted. The
Grant Status: Un-submitted Applications or the Grant Status: Submitted
Applications screen is displayed, showing a list of applications.

NOTE: If it is a paper subapplication, select either the Work on Un-
submitted Paper Subgrant Application(s) or the Work on Submitted
Paper Subgrant Application(s) link.

4. Click the View Details link (Figure 5-46) in the Authorize/Revoke Access
column for the application. The Authorize/Revoke Access screen is
displayed, showing the list of users who currently have access to this
application.
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Laggedin: | Lastlogin' | Sessian

gi}ﬁgran'r Status: Submitted A pplications

upires in 20 mins

Skip to Cantent | Home | Logout | Edit Profile | change Password]|

Displaying 1-5 of 715
Show 5

Apphications that you have submitted are listed balow.

2007 |KY-2017-163

2006 |Ky-2016-001

gt cost

tast Inisal Review commants

Approved By Grantes

Approved By Gramtsa

W07 |KY-2017-606

fama homa

Go Back | Logout | Return to Homepage

MT o-Grants 5 17 Test

contact us

Figure 5-46: View Details link

Appcowad By Grantes

v| Go Search
- o G | oo [PEE]  ae
el Rlvor Gy Floodplain Acquiiion i;m:;m" Submited To FEMA [ Vinw Daiais]
2017 [Kv2017-135 }:L";}:H&J" Approved By Grantse | Visw Datails
| Managemant

5. Click the Authorize Access button (Figure 5-47). The Find Registered
Users screen is displayed.

Loggedin. | Last login

| Session expires in 20 mins

skip to Content | Home | Logout | Edit Profile | Change Passwond

Authorize/Revoke Access

Grant Type: Fisject Application

Drsplaying 1-2 of 2

Application Title: River City Flocdpiain Acquishion - Phasa 1
Application Number: POMC-#J-04-57-2018-001

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

= fama home

N o

Logout || Retum lo Homepage

plossary

Figure 5-47: Authorize Access button

Shaw 5 v Go

[ Mame | Telephone Number Email Status Date Achon

| | P " Undate
Senthil Chinnaiyan schinnaiyang@reisys.com Access Granted 02-22-2017

| ¥ | yanreisys Dony/Revoks

| Kentucky Stalegraniee }97373?1?1? shawn sarnvossi@fema dhs gov Accass Granted 02-21-2017  |View

6. Enter search criteria to locate the user for whom you want to authorize
access.
7. Click the Search button. The Search Results screen is displayed, showing
all of the users who meet your search criteria.
8. Click the radio button next to the user for whom you want to authorize
access. Click the Authorize Access button (Figure 5-48). The Update
Access screen is displayed.
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Logged in | Lastlogin | Session expires in 20 mins
Search Results

Skip to Content | Home | Logout | Edit Profile | Change Password|

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

Displaying 1-2 of 2

Show 5 v Search
Eirsf Last
Salact Name Name Telephone Number Emall Agency
® Fema User gwang@reisys.com FEMA
multiapg lest sesesfans com xYE
=

Logout = Retum to Homepage

fema hame

oontaed us

Figure 5-48: Selected radio button and Authorize Access button

9. Click the appropriate checkbox(es) to specify the access permissions you
want to authorize: View/Print, Create/Edit, and/or Sign/Submit (see
example in Figure 5-49).

NOTE: Permissions can be View/Print only, View/Print and Create/Edit, or
all three (View/Print, Create/Edit, and Sign/Submit).

Loggedin: | Lastlogn | Soeation supaes in 20 mng

Update Access

Skigs to Contenl | Home | Lagout | Edit Prafile | Change Passwor -

Application Tithe: Rive City Floodplen Acquisiton - Phase 1
Application NumBer: POMCFI08KY-2018.001
Grant Type: Froject Apciicaton

You have chosen to moddy the followang access miormabon. When you are imshed, chick on the Save and Continue button below

User

Title

Usemame femauser

First Name Fema

il Initial

Last Name Usar

Telephane

Ernail gwang Eressys com
Access Information

* Permissions rfelrllfjarllaa [ f-&hLEsk_.‘:ﬂ\Ps C:amﬁ of All|

 Period of Time 05 3

* Unit of Time Day(s) * (ag Days)

Maximum 4000 charachers)

Go Back | Save  Save and Continue

Logout || Retum to HomePage

Figure 5-49: Checkbox selected for View/Print access

10.Enter a period of time for the duration of the user’s access.

11.In the Justifications text box, enter any information you want to retain
concerning your justification for this authorization.

12.When you have finished, click the Save and Continue button. The
Authorize/Revoke Access screen is displayed, showing the user added to
the list of users who have access to this selected application.
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13.Click the Authorize Access button to authorize access for other users, or

click the Return to Homepage button to return to the Grant Applicant
Homepage.

To Change or Update a User’s Access Permissions

1.
2.

9.

Access the Grant Applicant Homepage.

Click the Work on Un-submitted Applications link if the application has
not yet been submitted or the Work on Submitted Applications link if the
application has been submitted. The Grant Status: Un-submitted
Applications or the Grant Status: Submitted Applications screen is
displayed, showing a list of your applications.

Click the View Details link in the Authorize/Revoke Access column for the
application. The Authorize/Revoke Access screen is displayed, showing
the list of users who currently have access to this application.

Click the Update link in the Action column for the user whose permissions
you want to change. The Update Access screen is displayed, showing the
current setting of the access permissions.

Click the appropriate checkbox(es) to change the user’s access
permissions for this application.

6. Enter a period of time for the duration of the user’s access.
7.
8. In the Justifications text box, enter any information you want to retain

Select the appropriate unit of time from the drop-down menu.

concerning your justification for this authorization.
When you have finished, click the Save and Continue button. The
Authorize/Revoke Access screen is displayed.

10.Click the Return to Homepage button to return to the Grant Applicant

Homepage.

To Revoke a User’'s Access Permissions

1.
2.

Access the Grant Applicant Homepage.

Click the Work on Un-submitted Applications link if the application has
not yet been submitted or the Work on Submitted Applications link if the
application has been submitted. The Grant Status: Un-submitted
Applications or the Grant Status: Submitted Applications screen is
displayed, showing a list of your applications.

Click the View Details link in the Authorize/Revoke Access column for the
application. The Authorize/Revoke Access screen is displayed, showing
the list of users who currently have access to this application.

Click the Deny/Revoke link in the Action column for the user whose
permissions you want to change (Figure 5-50). The Deny/Revoke Access
screen is displayed, showing the current setting of this user’s access
permissions.

FEMA Mitigation eGrants System Applicant QRG — SR 5.18 Page 5-42



Unit 5: eGrants System Administration October 2017

Logged in; Meation Consulant | Last login: 10-01-2017 | Session expires in 20 miny
Authorize/Revoke Access

Skip to Content | Home | Logout | Edit Profile | Change Password]

Application Title: River City Floadplain Acquisition - Phas 1
Application Number: FOMC-PL04-KY-2018-001
Grant Type: Project Application

Listesd below are users thal you have authonzed access (o the above application. To authonze access to anolher user, chek on the Authonze Access
button bedow To update or revoke access from a user, click the appropnate [k under the Achon colurmn

Displaying 1-2 of 2

Show 5 *| Go
] Name Telephone Number Email Status Date Aclion
1t
| Santhil Chinnayan schinmaiyanglrensys com Access Granted m2-22-2m7 %eu‘}‘;‘m
Kentucky 2232311212 shawn servoss@fema dhs.gov Access Granted 02-21-2017  |View

Go Back | Aulhonize Access

Logowl || Retum o Homepags

fema home &-gfi home GONACE US

Figure 5-50: Deny/Revoke link

5. Click the Yes button to confirm that you want to revoke thisuser’s access
to this application. The Authorize/Revoke Access screen is displayed. The
user has been removed from the list of users who have access to this
application.

6. Click the Return to Homepage button to return to the Grant Applicant
Homepage.
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Unit 6 — Working with Submitted Applications

Viewing the Status of a Submitted Application

Once you have submitted an application to FEMA, you may monitor its status in
eGrants as it is reviewed.

1. Access the Grant Applicant Homepage.

2. Click the Work on Submitted Grant Application(s) link. The Grant
Status: Submitted Applications screen is displayed, showing a list of your
submitted applications. The current status of each application is shown in
the Review Status column (Figure 6-1). Submitted applications will either
show the status of “In Progress” or “Revision Requested.” Applications
that have been approved for a federal award will show the status of
“Obligated.”

Logged in- Idaation Consultant | Last login: 10-01-2017 | Sesslon expires in 20 mins Skip to Content | Home | Logout | Edit Profile | Change Password]

Grant Status: Submitted Grant Applications

Here are your pending tasks. Select an action by clicking the link under the Action column

Mote: p indicates the apphication was submitted in paper format

Applcation Review
Number of Applications Reviow Status Adtion
1 Revislon Requastad I I
15 In Progress
Awards
Kumber of Applications | Review Status | Actian
13 [Obtgated [ Vi FEMA Award Packaga(s)

Here are the grant apphcabons thal have been submitted, Select an applicaton by chcking the ok under the Action column

Displaying 33.37 of 37

Show 5 v | Go Search
Apgicaton|  Aoplication Apghcalion Grant Applcation Acton
Yoar N Tita Type Status
2016 Y2016 [FY15 POM Grant for KY PDM Competlive Grant Applcation | Submitied To Salact Action v | Go
- R P ? Submitted To "
3 DAKYI01E |res sloct Actan v
2016 RECOLKY-2016 [test RFC Applicatio iy Seluct Artion Go
‘Columbia DEM Flood Miigation Assistance | g, Subamitte - %
2017 EMAQEKY.2017 | Selurmbia DEM Flood Migation Assistance | ey Grant Application Subiind T Selact Action v Go
w017 POMG-04-KY-2017 | 2017 POMC gramt 101 - East BOM Competiive Grar Applcation | Sabmitted To Seluct Action v | Go
2018 SOMC-04-KY-2018 | Tast POM Campetitve Grant Appication | JREI4 T Selact Action v Go
First5 | | <cProv | | hout

Go Back || Logout | Retumn to Homepage

fema homea &-grants home oontact us glossary

Figure 6-1: Application Review Status
Revising/Amending a Submitted Application

FEMA may request changes to an application. eGrants allows Applicants to:

e Make revisions to a submitted application.

¢ Make revisions to an attached subapplication (either one submitted by a
Subapplicant or by the Applicant acting as a Subapplicant).

e Request a Subapplicant to revise and resubmit a subapplication to FEMA
for reconsideration.

You will be notified of a request for revisions through an e-mail message from the
FEMA reviewer.
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NOTE: Before you can revise an application that has been submitted to
FEMA, FEMA must “release” the application for revision in eGrants.
If you see arevision request but can’t access the application to
revise it, contact your FEMA regional office to verify that the
application has been released by FEMA.

To Revise a Submitted Application
1. Access the Grant Applicant Homepage.

2. Click the Work on Submitted Grant Application(s) link. The Grant
Status: Submitted Grant Applications screen is displayed.

3. In the pending tasks at the top of the page, click Review Revision
Reguests link (Figure 6-2). The applications for which revisions have
been requested are listed.

Logaed in. Ideation Coms skip to Content | Home | Logout | Edit Profile | Change Passwond

Grant Status: Submitted Grant Applica

ultant | Last login, 10-01-2017 | Sessios

n

20m
fons

Here are your panding tasks. Select an achon by chicking the link under the Action column

Note: p indicales the apphcation was submilted in paper lormal

Agpication Roview
Number of Appications Reviaw Status Action
10 Ruvision Requested
15 In Progress
Awards
Humbor of Appications | Feview Status 1 Action
14 |Obigatea

Hera are the grant applications that have been submitted Select an application by clicking the link under the Action column

Dispiaying 33-37 of 37

Show 5 r| Go Search
Apgicaten|  Applicasion Bkl Grant Apphicatian et
Yoar Humor Tite Typo Slats
2016 POME-04-KY-2016 |F Y16 POM Grant for KY POM Competitive Grart Appication f‘k‘::'_‘\"‘“ Te Selact Acbion v .Go
6 D4Y201E |6 2 Subenittod To i =
201 BFC-D4-KY.I016 [test RFC Application Ery Select Actian v Go
. A DA - Columbia DEM Flood Mfl;ﬂ'.l‘)l\ Assistance a " Submitted To A
2017 LA 08K 2017 MA Gr g atio ploct ABon v
201 EMADaKY-2017 | SO FMA Grant Appiication ey Suluct Action Go
w7 ¥-2017 | 2017 POMC grant test - East PDM Competilve Grart Appication | Sacrn 0 T Salact Action v | Go
0 . 2018 | Test FOM Competitive Gram Appcation fg:‘{"\i"“’ To Select Action v Go
First5 Prev 5
Go Back || Logout || Return to Homepage -

fema home ome sontact us glossery

Figure 6-2: Review Revision Requests link

4. Select the Review Revision Requests option from the drop-down menu
in the Action column for the application you want to revise (Figure 6-3).
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Loggedin | Lastlogin | Sesskan axpiras In 12 mins

‘Grant Status: Submitted Grant Applications

Skip to Content | Hom | Logout | Edit Profile | Changs Prssword|

Here are your pending tasks. Select an action by clicking the link under the Acfion column

Note: p indicates the application was submitted in paper format.

[Application Review

Numbor of Appacations = Roviow Status_ i Actian_
10 Revision Reguestad
15 In Progress Beviin Status

Wurmber of i [ Feview Stalus I Action

1 | Otligated | e FEM Packagals)

Hera are the grant apphcations thal have been submiled Select an applcabon by chcking the ink under tha Achon column

Displaying 33-37 of 37
1

Show 5 | Go Search
il : pglication Grant Appication 7
Yow | Membec | Ty if. Tovs. 4 stws
2016 AOMG-04-KY-2016 [FY 16 POM Grant for KY POM Compatithes Grant Applicasion ?"ﬂ"ﬁ’““‘ T [Salact Actien v | Go
= Soloct Action
2016 BECD4:40F-2015  |teat RFC Applicatian ?;;'1"'“ To T o Haguaats
Edh Contact Informasian
o pasev.anty  |Columbia DEM Fleod Mitigation Assistance Ty Subminzd To Request ravisian
] Emagakvany (€ ’ icas 3
2017 Magei201) (oM FMA Grant Application FEMA —) Ga
017 POMC-04-KY-2017 [2017 POME grant tast - East POM Compaitiva Grant Applicasion (SEtmiled To Sedact Action v | Go
018 POME-04KY-2018 | Test |FOM Competiive Grant Applicasion | 2orited T Seloct Action *| Go
Fists | | ccPrevs
Go Back || Logout || Retwn to Homepage -

fema home #-grants hom sontact us glossary

Figure 6-3: Review Revision Requests option selected and Go button

5. Click the Go button. The Overview screen is displayed.

6. Click the Update link in the Action column (Figure 6-4) to access revisions
requested for this application. The Overview screen is displayed, showing
the sections of the application that need to be revised/updated.

Revision Requests

-

Lagged in: Ideation Cansultast | Lastlsgin' 10-01-2017 | Sassion sxpires in 30 mins Skip to Contant | loma | Logout | Fdit Profile | Changes Passwaore|

Overview
LOveniam
2.Goant Revision Reguests Welcome fo the Application Revision section of eGrants. This section will enable you to review Grant and SubGrant
3 Subgrant Revskon Requasts revision fequests from FEMA,

Eatum fo Home Pags Grant revision requests are provided below. To take appropriate action, click on the link under the Action column
Logeul
Grant Application Year: 2016
B St Grant Application Title: FY 16 FUM Grant for KY
Disclai Grant Application Number: POMC-04-KY-2016
Displaying 1-1 of 1
Show 5 v | Go
| BsuelD |  BeouesiDels | Osadoalay | e = : o
3 |ora7-2017 07272017 It
Gao Back

Subgrant revision raguests are provided below To lake appropriate action, click on the link undar the Acfiarn column
MNote: p indicates the apphcation was submitled i paper formal. G indicates the apphcation was created by Granles

Displaying 1-2 of 2

Show 5 *| Go
Bavilon Subgrant Apclication Bevision EEMA Comments from FEMA Action
BogunstiD __ Numbar BequostDate | Deadine Daa
1 G PORMC-MC.04KY. 2015004 07-28-2017 08-21-2017 test |Bgvigw
[ 1 (G EDMC-PJ.0aKY-J016-001 07-10.2017 12:12:2018 FMAPL04.FL-2016-001 :an.'m

femo home #-grants home contect us

Figure 6-4: Update link

7. Review the revision requested in the Comments from FEMA field.
8. Click the Update link next to a section to revise it (see example in Figure

6-5). The section is displayed.
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FE MA.gov PDM Competitive Grant Application
Logged in: Ideation Consultant | Last login 10052017 Skip to Content | Home | Logout | Fdit Profile | Change Password
Application Status Overview
1 AppEcation Staws Application 100% complete
2 Appeant Informgton

antpct Infarmation This screen shows the sections of the full applicabon. You may chck on the hnk to update thal sechon or you may use the
4 i menu on the lell
5. Scheduly
. Busoes Revision Request Details
L Propéics 7
B Commonts ansd.; &0 oo s et 2
5A and G Ragues! Date 07-27-2017
10 Heviaw and Submit Apglcation  |FEMA Deadline Date 07-27-2017

Commants from FEMA t

Application Section Status

Disclgimers Applicant Infarmation Ugdats
Contact Information Update
Subgrant Applications LUpdate
Schedule Update
Budgsat | Ugndats I
Proparties Lpiate
Comments and Attachments LUpdate
Assurances and Certifications Update

Go Back || Continue

fema home &-grants ho contect us glossery

Figure 6-5: Budget section Update link

9. Click the field(s) to be revised and enter or select the revised information.
10.Click the Save and Continue button. The Review and Re-Submit

Application screen is displayed.

11.1f all the requested changes have been made, you can review and re-

submit the application.

12.When you have revised all the sections as requested, resubmit the
application by clicking on the checkbox to sign the application.

13.Click the Resubmit Application button. The Submit Application Results
screen is displayed, confirming that your application has been resubmitted.

14.Click the Print Application button to print a hardcopy of your application.

HINT: Although not required, it is recommended that you print a hardcopy

of your revised application for your records.

15.Click the Return to Homepage button. The Grant Applicant Homepage is

displayed.

To Revise a Submitted Subapplication
1. Access the Grant Applicant Homepage.

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

Status: Submitted Grant Applications screen is displayed.

3. In the pending tasks at the top of the page, click Review Revision
Requests. The applications for which revisions have been requested are

listed.

4. Select the Review Revision Requests option from the drop-down menu

in the Action column for the application you want to revise.
Click the Go button. The Overview screen isdisplayed.
Click the Review link in the Action column to access revisions requested

o g

for this application (Figure 6-6).
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L vervigw
L.Geann Revision Requests

Bgtuen to Homs Pags
Legoud

Privacy Slalsenani
Jsclaimens

Logged in. Muasian Considtar t | Lastlogin 10012017 | Session expires in 20 miins skip to Content | Home | Logout | Edit Profile | Change Password)

Revision Requests
-

Overview

Welcome to the Application Revision section of eGrants. This section will enable you to review Grant and SubGrant
ravision reguests from FEMA,

Grant revision regquests are provided below. To take appropnate action, click on the link under the Achon column

Grant Application Year: 2017
Grant Application Title: 2017 PDMC grant test - East
Grant Application Number: POMC-04-KY-3017

Displaying 1-1 of 1
Show 5 v | Go

[ Bedslan. EEMA Commants from FEMA P
AequezlD Bedwest Date Daadine Date.
2 {07.27.2017 07-27.2017 st LUpdaty
Go Back

Subgrant revision requests are provided below. To take appropnate action, click on the link under the Action column
Note: pindicates the application was submitied in paper format. G indicates the application was created by Grantee

Displaymg 1-1 of 1
Show 5 T | Go

BR'?' ."‘"”u I Mgf‘l';!wh:,m:m | ;;,ng.;fuja'd o G;Er_.r'l',‘u Commants from FEMA l Action |
1 | BOMC-P04-K0v-2017-004 |o7-282017 |oe-a1-2017 [test |
Go Back

Figure 6-6: Review link for subapplication

7. The Review and Resubmit Application screen is displayed, showing the

sections of the application that need to be revised/updated.

8. Review the revision(s) requested in the Comments from FEMA field.
9. Click the Review Section link next to a section to revise it (see example in
Figure 6-7). The section is displayed.

NOTE: As an Applicant, you can either update the section or release the
subapplication section to the Subapplicant for them to revise.

NOTE: Sections marked with a red IC are incomplete and must be
completed before the subapplication can be resubmitted.
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| Sestion expes in 16 mns Skip o Content | Home

Revision Requests

»

| Logaut | Edit Prafile | Change Passurord]

LW‘D!!M | Lastiogn
Review and Resubmit Application

LLCeemni
Each section of the subgrant appication that requines revision & listed below. Ta review 2 section, click on thee link urder the Astion columen
Once all sections have been revised, you may resubmit your application
Euttum I Homs Faos
begod Appiicant City
- ubgrant Application Mumber | POIMG-PJ-04-KY-2017-004
Erivice Sttt o e
Disciaimees tevision Request I -3
Revision Request Date: of-28.2017
FEMA Deadline Date: 08-01-2017
Gomments from FEMA: test
Note: Sactions marked with symbal IC are mcomplete and shauld be hefare the
Aigo hekds marked with an * are raquired
Print
Select Seciion Revision Status. Action
Revision Requested By FEMA Hewew Saction
Cost Estimate Revision Requested By FEMA Review Section
Cast Share IC Revisun Requesied By FEMA | Beview Section I

comements 10 your pre

Comments to Subgrantes:
iy 4000 characin)
test

Go Back || Save || Hesubm

Figure 6-7: Review Section link for application

ference when sending the revision

10.To make the revisions to the subapplication section, select the Update

(name of) Section radio button (see example in Figure 6-8).
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FEMA . gov Revision Regquests
: £ b o
g

Loggadin: | Lastiogin: | Session axpies in 19 mins Ship ko Content | Moma | Lageut | Edit Profile | Chamge Password
Review Cost Share

1. Cras vz’

| 2 Grant Ravision Reguesis

n FRguests

an, check the UpOEE Appilcaton Section

i Section radia button, When you
Faslum b b P
ot

Erivacy Stammant
Disclaimers Comments from FEMA
FEMA Deadine Dale 08-01-2017

rdictin Agen

Activity Caost Estimate

Federal Share Percentage
MarFederal Share Percentage
Percentage

EE.0T0247BE%
34.92075214%

Proposed Federal Share
Praposed Nan-Federal Share

Mon-Federal Funds

Hama of
Source Agency sourcs Agancy Funding Typs Amount {$) Action
Lacal Agency Funding City af Lexingtarn Cash 5 58,446.801.66 Viw Datals
‘Grand Total § 5E.44€,501.56
1 yau would like ta make any commanls, plesse enter them balow.
Attachments
Loy ding
ding Saurcs Cit
Funding Type Cash
Ampunt % 56,446,801 86
Drate of availability a1-01-2047
inds commitment letier date
Attachment (funds commitment letter) LundsCommitmerdlaie due
Action { * comments are required )
* Relase Cast Share Section (Request Change 10 Uiz Cost Share Sectian

= $6t Revislon Deadling: MM-DOYYYY 0.9, 02-05-2002
clo b

gantart us glosmary

Figure 6-8: Example of Update Cost Share Section radio button

NOTE: For Applicant acting as Subapplicant subapplications, all sections
may be updated by the Applicant. This means the subapplication
section is displayed immediately after selecting the Review Section
link from the Review and Resubmit Application screen.

11.Click the field(s) to be revised and enter or select the revised information.

12.Click the Save and Continue button. The Review and Resubmit
Application screen is displayed.

13.1f all the requested changes have been made, you can sign and re submit
the application.

14.When you have revised all the sections as requested, resubmit the
application by clicking on the checkbox to sign the application.

15.Click the Resubmit Application button. The Submit Application Results
screen is displayed, confirming that your application has been re-
submitted.
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16.Click the Print Application button to print a hardcopy of your application.

To Release a Submitted Subapplication to a Subapplicant for Revision

1. Access the Grant Applicant Homepage.

2. Click the Work on Submitted Grant Application(s) link. The Grant
Status: Submitted Grant Applications screen is displayed.

3. In the pending tasks at the top of the page, click Review Revision
Requests. The applications for which revisions have been requested are
listed.

4. Select the Review Revision Requests option from the drop-down menu
in the Action column for the application you want to revise.

5. Click the Go button. The Overview screen is displayed.

6. Click the Review link in the Action column to access revisions requested
for this application. The Review and Resubmit Application screen is
displayed, showing the sections of the application that need to be
revised/updated.

7. Review the revision requested in the Comments from FEMA field.

NOTE: Comments from FEMA are automatically populated into the
Comments from FEMA field. You can keep, delete, or add to them.

8. To release the subapplication section to the Subapplicant for revisions,
select the Release {name of} Section (Request Change) radio button
(see example in Figure 6-9).

Figure 6-9: Example of Release Cost Share Section (Request Change) radio
button

9. Set a revision deadline. This is a required field.

10.Comments are required. Enter comments in the Comments field, as
appropriate.

11.Click the Save and Continue button.

12.The Release {name of} Section screen is displayed. An e-mail to the
Subapplicant appears. You can review it and make any necessary
changes.

13.Click the Release Application Section button (Figure 6-10). The Release
Section Results is displayed.
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Revision Requests

Logged in: | Lastlogin: | Session expires in 20 mins Skip to Content | Home | Logout | Edit Profile | Change Password

Release Cost Share Section

1.0verview
2.Grant Revision Requests
3 Subgrant Revision Requests

You have chosen to release the following application to the subgrant applicant. Please provide the

Retum to Home Page comments/instructions which are to be emailed to the subgrant applicant. When you are finished,

Logout
=i click the Release Applicafion Section button
Privacy Statement Rabbit Interdiction Agency
Disclaimers
Contact Name: [Roger Rabbit Address: [123 main street| EIN: 12-3456578
Contact 1o | Federal Share: $105,154,121.14
Phone. 555-565-1212 Ext City Lagomorphuills |\ 0t 4 Tages)
Contact Email- [shawn servoss@fema dhs gov |State:  |KY Non-Federal Share: $56.446,801.86
Contact Fax:  |555-555-1212 Zipcode: (84321 View Details
To: Roger Rabbit shawn servoss@fema.dhs.gov
Date: 10-01-2017
Subject: Cost Share section released for revision
From: brenda.huber@ideationinc.com
Revision
12-31-2017
Deadline:
Please revise Cost Share in the application:
Application Number: PDMC-PJ]-@4-KY-2017-004
Body: Application Title: SRS 5.17 testing submit paper
app
Vi

Go Back I Release Application Section I

fema home e-grants home contact us glossary Disclosures 508 and Accessibility

Figure 6-10: Release Application Section button

14.Click the Return to Review and Resubmit button.

15.When the Subapplicant resubmits the subapplication and all other
requested revisions have been completed, you can sign and resubmit the
application.

16.Click the Save and Continue button. The Review and Resubmit
Application screen is displayed.

17.1f all the requested changes have been made, you can sign and resubmit
the application.

18.Resubmit the application by clicking on the checkbox to sign the
application.

19.Click the Resubmit Application button. The Submit Application Results
screen is displayed, confirming that your application has been
resubmitted.

20.Click the Print Application button to print a hardcopy of your application.
Changing the Point of Contact for a Submitted Application.

Changing the Point of Contact for a Submitted Application

The Authorized Agent, or the person and information listed on the Contact
Information screen, is the person who will receive e-mail messages about the
application and the person who will be contacted by FEMA concerning the
application. The Authorized Agent may or may not be the user who created or
submitted the application. If needed, the Authorized Agent may be changed after
the application has been submitted. The Point of Contact is the alternate person
who will receive e-mails messages and be contacted by FEMA about the
application.
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To Change the Authorized Agent for a Submitted Application

1. Access the Grant Applicant Homepage.

2. Click Work on Submitted Grant Applications. The Grant Status:

Submitted Applications screen is displayed.

3. Select the Edit Contact Information option from the drop-down menu in
the Action column for the appropriate application (Figure 6-11).

Logged in, | Lastlogin. | Session expires in 20 mins Skip to Content | Home | Logout | Edit Profile | Change Passwordl

Grant Status: Submitted Grant Applications

Hera are your pending 1asks. Selact an action by clicking the Ink under the Achion column,

Note: p indicates the application was submitted in paper format

Appiication Review
"~ Humbaral I Raview Staius Actian
10 Rrvision Roquestad i ;
15 |1 Progress
Awards
Numbies of Applications [ Roview Status [ Actian
14 | Obtigated | Wiy FEMA Avnrd Packagels)

Here are (he granl apphcations thal have been submitled  Select an apphicabon by chcking the ink under the Action column

Displaying 1-5 of 37

Go Back || Logout | Retumn to Homepage

Show 5 v | Go Search
S ¢ - 3 — : segn - e

i Humbge iy Tyee Ll
016 MA-04-KY-2016 Unchackad Proparies FMA FMA Grant Application Submitted To FEMA ([ Sal Go
2017 POMC04-KY-2017 | 2017 POMC grant test - East Submitted To FEMA Go
2014 EOMC-04-KY-2014 [ Test POM Competitive Grant Application Submitted To FEMA Go
2015 FMA-D4-KY-2015 Test 5.14 FMA Grant Application Submitted To FEMA Go
2005 EOMC-04-KY-2005 [KY PDM-C 2005 PDM Competitive Grant Application Subemitted To FEMA Go

Last5

contact us glossary

Figure 6-11: Edit Contact Information option selected and Go button
4. Select the Go button. The Edit Contact Information screen is displayed.

NOTE: You can only edit the contact information for submitted applications

that you submitted to FEMA.

5. Click a field to be revised and enter the new information.

6. Click the checkbox to sign the application.

7. Click the Submit Contact Information button (Figure 6-12). The

Submission Confirmation screen is displayed.
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skip to Content | Home | Lagout | Edit Profila | Change Pascword]

FMA Grant Application

®

LRI LA o SOt SRR I 2 e
Pount of Contact =

Titla Mr »

* First Name some other

Middle Initisl

* Last Name guy

Title:

* Agency/Organization city Find Qrganization

* Address 1 123 main strest

Address 2

= Ciy Lexington

* State Kentucky

o 12345 - 1234 (eg T0364-4456)  Meed belp for ZIP+47

* Phone 123-555-1212 feg T03-286.7890) Ext

Fax (e.g TO3-457-T890)

= Email someatherguy@cty gov (e.g. usen@uyz org) Contact abdail Help)

[ submit this form, check the bax below |
|' D |, Ideaton Consultant, heraby submit this form |

o

Retum to Homepage

L fema home

oontact us

Figure 6-12: Signature checkbox and Submit Contact Information button

8. Click the Return to Homepage button. The Grant Applicant Homepage is
displayed.
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Unit 7 — Award Packages

Award Packages in eGrants

eGrants allows you to view and print award packages. The award package
documents are Read-Only and cannot be modified.

When FEMA approves your application for award, an e-mail message is sent to
the Authorized Agent and the Point of Contact you provided in the Contact
Information section of the application. The message notifies them that there is an
award package in eGrants.

The award package has three parts:

e The Award Letter
e The Agreement Articles
e The Obligating Document for Award/Amendment (FEMA Form 76-10A)

Once an award package has been created, award funds are obligated by FEMA.
It is no longer necessary for you to approve and sign an award package to
accept the federal award. Funds are immediately available to you and your
Subrecipients.

Viewing an Award Package

The award package is listed as a pending task in eGrants for applications with an
Obligated status (Figure 7-1).

Logged in: deation Consaltant | Last login: 10-01-2017 | Sesslon sxpires in 20 mins Skip to Content | Home | Logout | Edit Profile | Change Password

Grant Status: Submitted Grant Applications

Hera are your pending tasks, Salect an action by clicking the ink under the Action colummn,

Note: p indicales the application was submitted in paper format

[Apphcation Ruview
Number of Appicalicns | Review Staws Action
10 Revition Requestad e
5 [in Progress Ruriew Slalvs
Avards i 7
) Number of Appacations | Review Status | ‘Action
14 Jobiigated | Vi FEMA Awird Package(s)

Hera are the grant applications ihal have been submitled. Select an application by clicking the link under the Action column

hsplaying 1-5 of 37

Show 5 r| Go Search
Applclion AppScation Application Grant Appiication Acsion

Year Humbar Title Type Slatus
2016 EMADLKY-20168  |Unchecked Properfes FMA FMA Grant Application Submitted To FEMA | Select Action * | Go
2017 W-2017 |2017 POMC grant tast - East  |PDM Cam, rant Agplication | Submitted To FEMA | Select Actian v || Go
014 ¥-2014 | Test PDM Compatitive Grant Application | Submittad To FEMA | Select Actian v | Go
2015 EMADLKY-2015  |Tes1 514 FMA Grant Apg i Submitted To FEMA | Selec Go
2005 EOMC-Q4KY-2002  |KY POM-C 2005 POM Competitive Gramt Application | Submitted To FEMA | Select Action * | Go

Next 5 2> Last§

Go Back | Logout | Return to Homepage

L fema home g-grants home contact us glossary

Figure 7-1: Obligation review status for approved applications

eGrants allows you to view the award package from FEMA electronically. You
may also print a copy of the award package.
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1. From the Grant Applicant Homepage, click the Work on Submitted Grant
Application link. The Grant Status: Submitted Grant Applications screen
is displayed.

2. Select the View FEMA Award Package option from the drop-down menu
in the Action column and then click the Go button (Figure 7-2). The Grant
Status: Submitted Grant Applications screen is displayed, showing the
applications that have been approved by FEMA.

STRFEMA.gov

Loggedin | Lastlogin: | Session expies in 19 ming Skip to Content | Home | Logout | Edit Profile | Change Passwordl

Grant Status: Submitted Grant Applications

Grant appheations thal have been submitted o FEMA are hsted below Salect an achion by chicking the approprnate ink undar the Actron column
Note: p indicates the application was submitied in paper format

Displaying 1-5 of 14

Show 5 v | Go
Apgicaion|  Apglication Apglication Grani " Review
Year Murbs: s _Trve Stotus
2010 EDMC-0LKY-2010 | Great NJ FDM Competilve Grant Appscation | Cogated By
2008 REG-OLKY-2008 |Ralston Flood grants RFC Application Olsguted By
2017 Eath.04 = i Fiood Mitigath MA Gireni A Sgatad By
27 FMA.Q4KY-2017 ?al’n:‘rlnb a DEM Flood Mitigation Assistance |gyys oo Applcation ?:”q: ed By
2008 LPOMLOLKY.2008 [KY FY 2008 L-POM Grant Application LPOM Apglicabon (Oloaied By

Manage Grant

2008 EDMC-04.KY.2005 | KY POM-C 2005 DM Competitive Grant Appcation | CEL9ated BY E‘:;ur;:"“;‘r‘;"?’::"-"““"

Go Back | Logoul | Relum o Homepage

fema homa #-grants home contact us glossary

Figure 7-2: View FEMA Award Package option selected and Go button

3. Click the View Award Package link in the Action column for the federal
award package you want to view (Figure 7-3). The Overview screen of the
Awards section of eGrants is displayed.

FMA Grant Application

=

Logged in: Ideation Consultant | Last login: 10-01-2017 | Sassion sxpiras in 20 mina Skip to Content | Home | Logout | Edit Profile | Change Password
EEMA fiward Packagsls) View FEMA Award Package(s)
Retum to Homu Page FEMA award packages are listed below. To view an award package, click the View Package link under the
ot Achon column
Brivacy Stalemant Grant Application Year: 2017
Disclaimes Grant Tilke: € ia DEM Flood igati i Grant
Grant Appli Mumber: FhA-O4-KY-2017
Displaying 1-3 of 3
Show 5 *| Go
Award Package Number | Date Awarded | Date Obligated | Non-Federal Share | Federal Share Action
EMA-2017-FM-E004 (2) |08-04-2017 08-04-2017 | 5 37.50 5 112.508 View Package
EMA-2017-FM-E004 (0) |08-03-2017  |08-03-2017 | § 3750 § 112 50| View Peckege
EMA-2017-FM-EDO4 (1) [08-04-2017 0B-04-2017 | $47.50 $ 122,50 | View Packags
Go Back

fama home B-grants hom contact us glossary

Figure 7-3: View Award Package link

4. Click the Grant Application Number link to view the application (Figure
7-4).
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FMA .-t;'ran.t",.d.ppﬁ cation

o

Skip to Content | Home | Logout | Edit Profile | Change Password]

Logged i | Lostlogin | Session expires in 20 ming

EEMA Award Packapsis) FEMA Award Package
(ielurn lo Hyme Fage The award package you selecled is provided below. Subgran applications included in the package are also provided below. To
(Logaut i the sward package, click the View Award Package link below
Bivsy Starsment Grant Application Year 2018 Obligated Amount 5
- Grant Application THl |Lnchecked PIopeties| patg awarded [o7.12.2017  [P2t® 07122017
an ion Tile: Faa & 8 Obligated:
Grant Application Number EbdA-0d4-KY-2016 Subgrant Applications Obligated: i
Print Award Package

Vigw Award Packags (Part 1.0f 31
Mg Award Peckage (Part 2 ot 3)

Vipw Award Package (Part 3 of 3)
Displaying 1-1 of 1
Show 5 v | Go
Application Mumber Subgrant Applicant Nor;ﬁ;:uml Foderal Shane
EMAPJO4KY-2016-002 - View REC Report Subapplicant City %1000} s 15.010.00:

Go Back || View More FEMA Signed Packages

Figure 7-4: Example of a Grant Application Number link

5. Click each View Award Package link to view each part of the award
package (Figure 7-5: Part 1 is the Award Letter, Part 2 is the Agreement
Articles, and Part 3 is the FEMA Form 76-10A).

a. While viewing a part of the award package, you may click the
Continue to Next Award Package Section button to view the next
section of the award package. When you are finished, click the Go
Back button to return to the View Award Package screen.

FEMA. gov FMA Grant Application
-
Lopged in: | Lasklogin | Seecksn aspdres bn 30 mine i to Contam | Hama | Logoat | FdR Prodila | Chango Passumrd
FEM:A Award Packageis! FEMA Award Package
Batun toHoms Page The sward package you selected i provided below Subgrant apolications incuded in the package s alo provided bolow. To wew the award package dick the
Lageut Visw dward Package bnk below
Bibuacy Saterees [ Grant Apocation Year 27 Gbibgated Amount B
St [ Cotambia DEM Flaea I
Grant Appscation Titlo Miioatson Agstsiance Grant D8 Auesdod: 08.04.2017 [Dato Obigelod: 10604 2017
Grant Appscation bumbar. | ERIAGe-Kr201] | Subgra Apphicasons Ooigated L
P Ao Packagi

Wiow Aword Packogs (Part 10l 31
View Award Py gt 2 gl 3
o)

.2
e Packeos (Part 3ol 3

| Aonlication Hurmbar Subgrant Appicant Non-Faderal | Fedecsi Sharo

|I heAESD4-0C 2017001 Vaw REC Bopod |H.-vcr Gy Liorary 537 :(Il $1250

Go Back || View hiore FEMA Signed Packages

Figure 7-5: View Award Package links

6. Click the Print Award Package button to print the entire award package
(Figure 7-6).
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Logged in | Lastlogin. | Session sxpires in 15 mins

FMA Grant Application
3

Skip to Content | Home | Logout | Edit Profile | Change Passward|

EEMA Anard Fackagaie} FEMA Award Package

Retum to Home Fage
Loooun

View Sward Package (Part 1ol 3)

View Award Package (Parl 2 of 3)
Wiew Award Package (Pard 3 of 3)

fems home

Figure 7-6: Print Award Package

The award package you selected 15 prowided below. Subgrant apphcabions included in the package are also provided below. To view
the award package, click tha View Award Package link balow

Privicy Sutemunt Grant Agplication Year, 2016
e i bt o g
Grant Application Title: I Fropules
Grant Application Mumber: LA - IKY- 2016
Print Award Package

Obligated Amaunt i 5 ]

Date Awarded.

Date [ |
07-12-2017 ‘92'_'5_33'_09__ 0?-12—201?!

Obligatd: 1

button

7. Click an Application Number link to view any of the subapplications that
were included in the application (see example in Figure 7-7).

FEMA.guv

FMA Grant Application
E

el Lesthogn | Seaskon naplees b 24 rmiens Ships b Cosndent | Homtme | Rt | Exfit Profibe | Claoges Passverd
EENA dosard Packagatal FEMA Award Package -
Etum.to Hume Page To visw B awand packsge, cick e
Lagns
Erbeacy Stateseed 2007 Obligatod Amount s
b Grant Appacation Tni okmit DEM ke Dt Aavsredid 08042017 (Date Obigsind. | 08-04-2017
- o Lirigaton Assistarce Gran: [P0 g % )

Grant Appiscabon Numoer EMAD4K2017 Subgrant Apphcations Obligated- 1

Pring Award Packago

View Award Fackage (Far 1.0f 31

\iew Award {PariZ el 3)

Nt Aenrd Package (Pad 2.0l3)

Displaying -1 ¢f 1

Show 5 *| Go

A e
Apolication Numbet Subgrant Anplicant " 3‘:‘:'“' Fudiral Share
EhlAELOAKY-201 7001 Mime BEC Bepon Rivor City Library | §37.80) § 12 bcll
GoBack | Viaw More FEMA Signed Packages.
= o #-grants home contect us

Figure 7-7: Subapplication Application Number link

8. Click the View More FEMA Signed Packages button to view award
packages for other federal awards which have been awarded to your

organization.
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Unit 8 — Quarterly Reports

Quarterly Reports in eGrants

Federal regulations require that Recipients submit performance and financial
reports for all federal awards under their administration. FEMA requires
Recipients to provide these reports quarterly and the reports are due to FEMA no
later than 30 days after the end of each federal fiscal quarter following the award
date.

eGrants allows you to attach and submit Quarterly Performance Reports through
the Quarterly Reports function. However, you must use the Payment and
Reporting System (PARS) outside of eGrants to create and submit your
Quarterly Financial Status Reports.

Currently, there is no Quarterly Report function for Subrecipients to submit
Quarterly Performance Reports via eGrants. Therefore, you may wish to record
the status of subawards in the Subgrant Quarterly Reports.

NOTE: To submit Quarterly Performance Reports in eGrants, you must
have Sign/Submit selected in your user permissions. If you do not
have this permission, authorize access to the application to the
appropriate user with Sign/Submit permission. See the Authorizing
Access to Applications section for more information.

Submitting a Quarterly Performance Report

The Quarterly Reports function is activated when FEMA obligates the federal
award. On the first day of each quarter following the award, the next quarterly
report is activated in your quarterly reports matrix.

1. Access the Grant Applicant Homepage and click the Work on Submitted
Grant Applications link (Figure 8-1). The Grant Status: Submitted Grant
Applications screen is displayed.
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Logged in: | Lastlogin: | Session expires in 18 mins skip to Content | Home | Logout | Edit Profile | Change Password|

Grant Applicant Acting As Subgrant Applicant -
Create New Subgrant Application allows you to create new subgrant application(s) for your agency.

allows you to work on existing grant as subgrant application(s) that you
have not fully entered into the system

allows you to manage grant as subgrant application(s) that you have
fully entered into the system

Work on Un-submitted Subgrant Application(s

Waork on Submitted Subgrant Application(s)

Grant Applications

Create New Grant Application allows you to create new grant application(s).
Enter New Paper Grant Application{Application Intake) |allows you o enter new grant application(s) submitted in paper format

allows you to work on existing grant application(s) that you have not yet
submitted to FEMA.

allows you to manage grant application(s) that you have submitted to
FEMA.

Work on Un-submitted Grant Application(s)

Work on Submitted Grant Application(s I

Logout -

fema home e-grants home contact us glossary

Figure 8-1: Work on Submitted Grant Applications link

2. On the Grant Status: Submitted Grant Applications screen, select the
View FEMA Award Package(s) link. The Submitted Grant Applications
matrix appears.

3. Select the Manage Grants option from the drop-down menu in the Action
column for the appropriate application. Click the Go button (Figure 8-2).

Logged in: | Lastlogin: | Session expires in 13 mins Skip to Content | Home | Logout | Edit Profile | Change Password]
Grant Status: Submitted Grant Applications

Grant applications that have been submitted to FEMA are listed below. Select an action by clicking the appropriate link under the Action column
Note: p indicates the application was submitted in paper format

Dusplaying 1-5 of 14

Show 5 v | Go Search
Application Application Application Grant Roview i
Yaar Numbés Title Typs Status

7010 MC-0450¥-2010 | Graat NJ PDM Competitve Grant Application | CDV3109BY || capcs Action T Go

2008 FC-044Y-2008  |Ralstan Flood granis RFC Appcatian FoydaredBy || Select Action v Go

2017 FMADLRY-2017 g?:;;luui.l DEM Flood Maigation Assistance [pya &oon acouc oo ?Emml By [Sonci Acion +1 Go

Cbligated B Select Acon

2008 LPDM-QAKY-2008 [KY FY 2008 L-POM Grant Application L-PDM Application FE,‘;’; ¥ WVigw FEMA Award Package Go

2005 BDMC.04K¥.2005 |KY PONLC 2005 PDM Compstifva Grant Application | 022104 BY Go
Lasts

Go Back | Logout || Retumn to Homepage

femn home e-grants home wontact us ginssary

Figure 8-2: Manage Grant option selected and Go button

4. The Quarterly Reports screen isdisplayed, showing which Quarterly
Performance Reports are due, the deadline for each report, and the
actions you can perform. Click the Update link in the Action column
(Figure 8-3) to attach and submit your Quarterly Performance Report.

CAUTION: The Quarterly Financial Report links on this page are not active
because the PARS System should be used to prepare and submit
Quarterly Financial Status Reports.
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~ FMA Grant Management |

o

Loggedin' | Last login Sageion axpires in 19 mine 5kip to Content | Homa | Logout | Edit Profile | Change Password

Quarterly Reports
1Quarery Repors A summary of your repors s provided below, To update or view 8 report, click on the link under the Aclion column

R B Grant Apphicabon Year 2017
Grant Application Title: Columbia DEM Fleod Mitigation Assistance Grant

Penod of Performance; 07-01-2017 - 07-01-2019
o Grant Number: EMA-04-KY-2017
Erivacy Sisemant
Dislaimees
Fiscal |_ I :
Yoar Quarter Report Number Period Covered Status Deadiine | Action
2018 1 FMA-D4-KY-2017-QR-02 [07-01-2017 - 12-31-2017 Performance - Incomplele 01-30-2018 | Lipdate
2m7 4 FMA-D4-KY-2017-QR-01 [07-01-2017 - 08-30-2017 10-30-2017)
3 | Performance - Incomplete Lkl
Go Back

fema homs B-grants home contact us glossary

Figure 8-3: Update link

5. The Update Quarterly Report screen is displayed. Click the Incomplete
link for the Grantee Quarterly Performance Report (Figure 8-4).

FMA Grant Management
- b o
d . "
Logoed in: | Lastlogine | Session expires in 20 mins Skip to Content | Home | Logout | Edit Profile | Change Password

Update Quarterly Report

To update your report, click on the links under the Achion column and complete the required information. Once all the
; forme are complete, you may submit your repon to FEMA by clicking Submit Report button,
Retum to Home Page
Logoat MNote: Fields marked wath an - are required
Privacy Statement
Disclaimers

Quarter: 4ih
Fiscal Year: 2017

Forms Action
Performance Reports

Mot Elecironically Submitted (NES)

Subgrant Quarterly Performance Reports Incomplate
(Need to save afier select/unselect this checkbox)

Grantea Quarterly Performance Report Incomgplels I

femn home &gra ne cantact us floasary

Figure 8-4: Incomplete link for Grantee Quarterly Performance Report

6. The Grantee Quarterly Report screen is displayed. Click the Attach File
button to attach the Quarterly Performance Report.

7. The Attach Documents screen is displayed. To attach a document or send
it through regular mail, refer to the Attaching Documents, Maps, and
Studies to Your Application section in this Guide.

8. Click the Save and Continue button to attach the Grantee Quarterly
Performance Report.

9. Either the Document(s) Mailed screen or Document(s) Attached screen is
displayed. Click the Save and Continue button. The Grantee Quarterly
Performance Report screen is displayed. Click the Save and Continue
button.

10.The Update Quarterly Reports screen is displayed. If you have reported
on individual subawards in your Grantee Quarterly Performance Report,
you may select the Not Electronically Submitted checkbox for the
Subgrant Quarterly Performance Report (Figure 8-5). If you will be
submitting Subgrant Quarterly Performance Report(s), see the Submitting
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a Subgrant Quarterly Performance Report section in this Guide. Click the
Save and Continue button.

NOTE: If you will not be submitting a Subgrant Quarterly Performance
Report form, click the Not Electronically Submitted checkbox next to
the form and then click the Save button. The Action for that report is
changed to NES (Not Electronically Submitted).

i = )
Logged in: | Lastlogin: | Session expires in 16 mins skip to Content | Home | Logout | Edit Profile | Change Password

Update Quarterly Report

1.Quarterly Reports
To update your report, click on the links under the Action column and complete the required information.

Once all the forms are complete, you may submit your report to FEMA by clicking Submit Report button
Retumn to Home Page

Logout Note: Fields marked with an * are required.

Privacy Statement
Disclaimers

Quarter: 4th
Fiscal Year: 2017

Forms Action

Performance Reports

Not Electronically Submitted (NES)

(Need to save after select/unselect this checkbox)

Subgrant Quarterly Performance Reports ncomplete

Grantee Quarterly Performance Report Complete

Forms Action

Financial Status Reports

Not Electronically Submitted (NES)

(Need to save after select/unselect this checkbox)

Subgrant Quarterly Financial Status Reports | Incomplete

Grantee Quarterly Financial Status Report ncomplete

Note: The State Financial Officer/Fiscal Officer must complete the Quarterly Financial Status Report (SF 425, Financial Status
Report). The hard copy report must be signed by the authorized representative. Please mail the copy of the SF 425 to your FEMA
Assistance Officer

Go Back || Save | Save and Continue

L fema home e-grants home oontact us glossary Disclosures 508 and Accessibility

Figure 8-5: Subgrant Quarterly Performance Reports “Not Electronically
Submitted” box selected

11.When the Grantee Quarterly Performance Report displays the Complete
status and the Subgrant Quarterly Performance Reports displays either
the Complete or NES status link, the Submit Report button is now
activated.

NOTE: To submit Quarterly Performance Reports in eGrants, you must
have Sign/Submit selected in your user permissions. If you do not
have this permission, authorize access to the application to the
appropriate user with Sign/Submit permission. See the Authorizing
Access to Applications section for more information.

12.To submit the report, click the electronic signature checkbox next to your
name to sign the report.

13.Click the Submit Performance Report button (Figure 8-6). Your report(s)
is submitted to FEMA.

FEMA Mitigation eGrants System Applicant QRG — SR 5.18 Page 8-4



Unit 8: Quarterly Reports October 2017

FMA Grant Management

—

i

Loggedin: | Lastlogin: | Session expires in 17 mins skip to Content | Home | Logout | Edit Profile | Change Password

Update Quarterly Report

1.Quarterly Reports . .
To update your report, click on the links under the Action column and complete the required information. Once all the

forms are complete, you may submit your report to FEMA by clicking Submit Report button
Return fo Home Page

Logout Note: Fields marked with an - are required

Privacy Statement

Disclaimers Quarter: 4th

Fiscal Year: 2017

Forms Action

Performance Reports

¥ Not Electronically Submitted (NES)

Subgrant Quarterly Performance Reports NES
Need to save after selectiunselect this checkbox)

Grantee Quarterly Performance Report Complete

To submit the Quarterly Performance Report, check the box below.

N D I _acknowledge the submission of performance quarterly report

Submit Performance Report

= fema home

e-grants home

contact us glossary

Figure 8-6: Electronic signature checkbox and Submit Performance Report
button

Submitting a Subgrant Quarterly Performance Report

1. Access the Grant Applicant Homepage.

2. Click Work on Submitted Grant Applications. The Grant Status:
Submitted Grant Applications screen is displayed.

3. On the Grant Status: Submitted Grant Applications screen, select the
View FEMA Award Package(s) link. The Submitted Grant Applications
matrix appears.

4. Select the Manage Grants option from the drop-down menu in the Action
column for the appropriate application. Click the Go button.

5. The Quarterly Reports screen is displayed, showing which Quarterly
Performance Reports are due, the deadline for each report, and the
actions you can perform. Click the Update link in the Action column to
attach and submit your Quarterly Performance Report.

6. The Update Quarterly Report screen is displayed. Click the Incomplete
link for the Subgrant Quarterly Performance Reports (Figure 8-7).

& . -
Loggedin: | Lastlogin: | Session expires in 14 mins Skip to Content | Home | Logout | Edit Profile | Change Password

Update Quarterly Report

1.Quarterly Reports

Retumn to Home Page
Logout

Erivacy Statement
Disclaimers

Figure 8-7: Incomplete link for Subgrant Quarterly Performance Reports

fema home

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

Note: Fields marked with an * are required.

Quarter: 1st
Fiscal Year: 2018

Forms ‘
Performance Reports

Action

Not Electronically Submitted (NES)

Subgrant Quarterly Performance Reports
(Need to save after selecunselact this checkbox)

Incomplete

Grantee Quarterly Performance Report Incomplete

e-grants home contact us glossery 508 and Accessibily
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7. The Subgrant(s) for Quarterly Performance Reporting screen displays the
subaward(s) included in the federal award. Select the Incomplete link for
the subaward on which you wish to report (Figure 8-8).

FMA Grant Management
="
=1 < -
Logged in: | Lastlogin: | Session expires in 16 mins Skip to Content | Home | Logout | Edit Profile | Change Password
Subgrant(s) for Quarterly Performance Reporting
1.Quarterly Reports Subgrant(s) awarded Federal funds under the Columbia DEM Flood Mitigation Assistance Grant are listed below. To report
the perfermance of a subgrant, click on the link under the Action column. When you are finished, click the Save and
Retumn to Home Page Continue button below.
Logout Displaying 1-1 of 1
Show & v | Go Search
Privacy Statement E—
Disclaimers d —
Application Number Subarant Applicant City _ Share Action i
Share Applicable
Awarded
EMA-PJ-04-KY-2017-001 River City Library River City $37.50| §112.50) Imcomg\etel
Total of above 1 subgrant(s) $3750 $112.50 e
Fi P Next Last
Go Back || Save | Save and Continue

fema home &-grants home contact us glossary help Disclosures 508 and Accessibility

Figure 8-8: Example of an Incomplete link for a subaward

8. The Subgrant Quarterly Report screen is displayed. Click the Attach File
button to attach a Subgrant Quarterly Performance Report.

9. The Attach Documents screen is displayed. To attach a document or send
it through regular mail, refer to the Attaching Documents, Maps, and
Studies to Your Application in this guide.

10.Click the Save and Continue button to attach the Quarterly Performance
Report. Select the Attachments button to attach additional Subgrant
Quarterly Performance Reports. When you are finished attaching reports,
select the Save and Continue button.

11.The Subgrant Quarterly Reports screen is displayed. Click the Save and
Continue button. Repeat the process to attach additional Subgrant
Quarterly Performance Reports. Click the Save and Continue button.

12.When the Subgrant Quarterly Reports screen refreshes, click the Save
and Continue button.

13.When the both the Grant Quarterly Performance Report and the Subgrant
Quarterly Performance Reports display the Complete status link, the
Submit Report button is activated.

14.To submit the report, click the checkbox next to your name to sign the
report.

15.Click the Submit Performance Report button. Your reports are submitted
to FEMA.

NOTE: To submit Quarterly Performance Reports in eGrants, you must
have Sign/Submit selected in your user permissions. If you do not
have this permission, authorize access to the application to the
appropriate user with Sign/Submit permission. See the Authorizing
Access to Applications section for more information.
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Revising a Submitted a Quarterly Performance Report

You may want to revise a submitted Quarterly Performance Report because you
need to change the information provided in the report or because FEMA has
requested that you revise the report.

If you discover that you need to revise a submitted Quarterly Performance
Report, request FEMA to send the report back to you.

To Request a Revision to a Submitted Quarterly Performance Report
1. Access the Grant Applicant Homepage.

2. Click the Work on Submitted Grant Application(s) link. The Grant
Status: Submitted Grant Applications screen is displayed.

3. In the submitted grant application matrix, select the Manage Grants
option from the drop-down menu in the Action column for the appropriate
application and then click the Go button. The Quarterly Reports screen is
displayed, listing your Quarterly Performance Reports.

4. Locate the Quarterly Performance Report you have submitted and wish to
revise and click Request Revision link in the Action column (Figure 8-9).
The Request Revision for Quarterly Report screen is displayed. Follow the
instructions on the screen to have the report returned to you to be revised.

Quarterly Reports

1 Quarierts Argosy A summary of your reports is provided besow. To update or view a report. click on the Sni under the Acton column

Figure 8-9: Request Revision link

5. If FEMA requests that you revise a Quarterly Performance Report, you will
be notified by e-mail of the request and the report will be listed on your
Quarterly Reports screen.

To Revise a Submitted Quarterly Performance Report

1. Access the Grant Applicant Homepage.

2. Click the Work on Submitted Grant Application(s) link. The Grant
Status: Submitted Grant Applications screen is displayed.

3. In the submitted grant application matrix, select the Manage Grants
option from the drop-down menu in the Action column for the appropriate
application and then click the Go button. The Quarterly Reports screen is
displayed, listing your quarterly reports.
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4. Locate the report that has been released by FEMA for revisions within the
guarterly reports matrix. The status of the field will be “Revision
Requested by FEMA” and the Update link is activated (Figure 8-10).

; :FMA Granr. Manageménf

Luasieny Secony A summary of your reports (s provided beiow. To updase or vew @ report. choi on the nk under the Acbon column

Grant Appicas
Grant Appi

Year 2008

o Titie: 08 FMIA test 1M

Peniod of Performance: 08-07-2008 - 05-07-2010
Grant Applicasan Number. EMA.04.KY.2008

Erivicy Slateent

Dicinmen
Tl | uarter|  Report Number Period Cavered I Status | Deadine Aetion
2010 |3 PRI KY-F008-0R-05 [ 05072009 - 06-30-701 |’*I="W 07.30301.1-_:90,,._:'

2010 |2 FMA- Y- 2008-0R-04 05072009 - 03312010/ 04.30-2010| Updats

2010 |1 FIMAL-KY.-2008-0R-03(05.07-2000 - 12.31.2000] ; 01.30-2010 | Lipdat
2008 |4 P04 KCY. 2008.. T.2008 10-30-2008
2009 |3 FIMAQ-KY-2008-0R-01 | 05-07-2009 - 06-30-2009 | ;c

Go Back

Figure 8-10: Update link on Quarterly Reports screen

5. Click the Update link in the Action column for the report you would like to
revise.

6. The Update Quarterly Report screen is displayed. The revisions requested

and deadline for the revisions are shown at the top of the screen (Figure

8-11). Click the Complete link in the Action column for the report you

need to revise. The Update Quarterly Report screen is displayed.

@ ceun gov J ] FMA Grant Management
3 +

Loggedin | Lastlogin, | Session expirgs in 18 mins Skip to Content | Home | Legout | Edit Profile | Change Password|

Update Quarterly Report

LCuatery Repods

ﬁwﬁs&on Request ID 1
PRaern 1o Mome Paoe Revision wml Date. 08-01-2018
Lot | Revision Deadime.

G from FEMA on Prerf Reporls: jnot atlachments
Ricipman

To revise your repen, click on the links under the Aztion column and madify the required infarmation. Onee you are finished with the
changes, you may resubmit your reporn to FEMA by clicking Resubmit Report button,

Mote: Fields marked wilh an * are reguired

Quarter: 2rd
Flseal Year: 2010

Forms [ Action

P Reports

" an0 . P " Not Electronically Submitted (NES)
Subgrant Cuarterty Performance Repons mplile
i i i Need 1o 2ave after selectunselect this checkbax

Grantee Quartery Performance Repan Complete
To submit the Cuarerly F Reporl, check the box below
| I ge the sub of quarterly repart

Resubmit Performance Repornt

fema home

Figure 8-11: Revision deadline, FEMA comments, and Complete link

7. The Update Quarterly Performance Report screen is displayed. Click the
Attach File button to attach the revised Quarterly Performance Report.

8. The Attach Documents screen is displayed. To attach a document or send
it through regular mail, refer to the Attaching Documents, Maps, and
Studies to Your Application in this guide.

9. Click the Save and Continue button to attach the Quarterly Performance
Report.
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10. Either the Document(s) Mailed screen or Document(s) Attached screen is
displayed. Click the Save and Continue button. The Grant Quarterly
Performance Report screen is displayed. Click the Save and Continue
button.

11.The Update Quarterly Reports screen is displayed. If you have reported
on individual subawards in your Quarterly Performance Report, you may
select the Not Electronically Submitted checkbox for the Subgrant
Quarterly Performance Report. If you will be revising a submitting
Subgrant Quarterly Performance Report(s), see the Revising a Submitted
Subgrant Quarterly Performance Report section in this Guide. Click the

Save and Continue button.

CAUTION: If you change any information, you must click the Save or the
Save and Continue button to save your new data before leaving the

screen or your new data will be lost.

12.To resubmit the report, click the electronic signature checkbox next to

your name to sign the report.
13.Click the Resubmit Report button (Figure 8-12). Your report is

resubmitted to FEMA.

 FMA Grant Management
-,

Skip to Content | Home | Logout | Edit Profile | Change Password]

Logged in- | Lastlogin: | Sessbon expires in 10 mins

Update Quarterly Report

L e o RAID: 1
RemioHome Pacs | Revision Request Date: 08.01-2016
kegey Revision Deadline:

Commaents from FEMA on Performance Reports: |not attachments

Erivacy Stalement
Diisclsimns

To revise your repor, click on the inks under the Action column and modity the required information. Onee you are
finished with the changes, you may resubmit your repar to FEMA by cicking Resubmit Report button

Note: Fialds marked with an * are required.

Quarter: 3rc

Fiscal Yaar: 2010

Forms. Achon

Per Reporls

Subgrant Quarterly Performance Reports Complale I_.“_":[:l,lnl_:[:i!:":I‘:TJf:t'::'::it::iiiI
| Grantee Quarterly Performance Report Complate

| To submit the Quarterly Perh & Report, check the box below

:' B | _ acknowledge the submission of paerformance quarlerly raport

L fema homa contact us giossary

Figure 8-12: Electronic signature checkbox and Resubmit Performance Report
button
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Appendix A: Alternative Text

Alternative text for selected images in this User Guide are provided in this
section.

Figure 2-1: Subapplication and Application Flow Through eGrants

This is a flowchart of activities for the eGrants subapplications and applications process:
e Subapplicant creates subapplication

Subapplicant submits subapplication to Applicant

Applicant conducts cursory eligibility review

Applicant selects and ranks subapplications for application

Applicant creates application

Applicant submits application to FEMA

FEMA conducts cursory review

FEMA conducts awards review

FEMA notifies Applicant of award package

Recipient manages federal award and creates and submits Quarterly Reports to

FEMA

Image: Flowchart of Subapplications and applications process

Figure 3-2: Main menu

This is a sample eGrants screen, Print Blank Applications, showing the Main Menu

across the bottom of the screen. Menu options shown include the following:
e FEMA Home

eGrants Home

Contact Us

Glossary

Help

Disclosures

508 and Accessibility

Image: eGrants screen with the Main Menu highlighted

Figure 3-3: Grant Applicant Homepage task menus
This is an image of the Grant Applicant Home Page showing the tasks as hyperlinks to
the various application-related activities you can perform. The activities are grouped
under the following classifications:

e Administrative

e Subgrant Applications (with task menu highlighted)

e Grant Applicant Acting As Subgrant Applicant

e Grant Applications
Image: Grant Applicant Home Page with the task menu of application activities
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Figure 3-4: Sidebar menu
This is a sample Application Status screen, Application Status, highlighting the Sidebar
menu on the left-hand side of the screen. Menu options appear as hyperlinks that allow
you to move to a specific page of the Application. The Sidebar menu includes the
following options:
Application Status
Applicant Information
Contact Information
Subgrant Application
Schedule
Budget
Properties
Comments and Attachments
. Assurances and Certifications
10. Review and Submit Application
Print Application
Return to Home Page
Logout
Privacy Statement
Disclaimers
Image: Application Status screen with Sidebar menu highlighted

©CoNokrwNE

Figure 4-1: DHS FEIMS Login screen
This is an image of the DHS FEMA Enterprise Identity Management System portal
where you provide credentials for access to eGrants. The screen is composed of the
following features:
e FEMA Mission statement
e On the left side:
o0 Links to screen language options
o Login box:
= User ID field (with asterisk denoting required field)
= Password (with asterisk denoting required field)
= Login button
= Reset button
= Session expiry 30-minute reminder
o Forgot ID? button
o Forgot Pwd? button
o New Non-PIV User? button
e On the right side:
o Image of PIV card with instructions on how to use the card for login
o0 New PIV User? button
Image: DHS FEIMS portal
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Figure 4-4: FEIMS Registration Form
This is an image of the FEIMS online Registration form. Required fields are marked with
an asterisk. The form asks for the following information:

e Personal Information: Title*, First Name*, Last Name*

e Login Information: User ID* with instructions for creating a user ID

e Address: Street*, City*, State*, Zip Code*

e Contact(s): Organization and Search button, Contact Business Phone, Business

phone extension, Home phone, Mobile Phone/Pager, Email*, Confirm Email*

e |dentity Confirmation Information: Date of Birth*, Mother's Maiden Name*
Image: Online registration form for eGrants access

e (emphasized) Submit button

e Reset button

Figure 4-5: eGrants Organization Search link and pop out window
This popup window is used for organization search. It contains the following elements:
e Organization search field followed by a Search button (highlighted)
e Organization Search section (highlighted):
o Field dropdown menu
o Criteria field (highlighted)
o0 Search button (highlighted)
0 Reset button
0 Close button
Image: Contact popup window for organization search with Criteria and Search
highlighted

Figure 4-9 eGrants Grant Applicant Homepage
This is an image of the Grant Applicant Home Page that contains Application Activities
(and a brief description) that include the following hyperlinked options:
e Administration
e Print Blank Applications
e Subgrant Applications section:
o Enter Paper Subgrant Application (Application Intake)
Work on U-submitted Paper Subgrant Application(s)
Work on Submitted Paper Subgrant Application(s)
Review Submitted Subgrant Application(s)
Review Un-submitted Subgrant Application(s)
e Grant Applicant Acting As Subgrant Applicant
o Create New Subgrant Application
o0 Work on Un-submitted Subgrant Application(s)
0 Work on Submitted Subgrant Application(s)
e Grant Applications
o Create New Grant Application
o Enter New Paper Grant Application (Application Intake)
o0 Work on Un-submitted Grant Application(s)
o0 Work on Submitted Grant Application(s)

O 00O
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Image: Grant Application Home Page showing list of available application activities
Figure 5-2: Administrative Preferences and radio buttons
This is an image of the Set Preferences screen that contains the following features:
¢ On the left side, the sidebar menu that includes the following linked options and a
count of items for each, where applicable:

O 0000 O0

(0]

Preferences

Pending User Registrations (0)
Approved User Registrations (18)
Denied/Revoked User Registrations (0)
All User Registrations (18)

Return to Home Page

Logout

e Table of preferences with two columns (Preference and Active) and the
highlighted list of available preferences with a link to online Help for each
preference:

o
o
o

(0}

Enable subgrant Pre-Application, Yes (selected) and No radio buttons
Enable FEMA Grants Application, Yes (selected) and No radio buttons
Enable subgrant Assurances and Certifications, Yes (selected) and No radio
buttons

Enable External Email, Yes and No (selected) radio buttons

e Go Back button

e Save and Continue button
Image: Page with a list of preferences (highlighted) that are available for
activating/deactivating

Figure 5-4: Approved User Registrations screen
This is an image of the Review Registration screen that contains the following features:
e On the left side, the sidebar menu that includes the following linked options and a
count of items for each, where applicable:

O O0OO0OO0OO0O0O0

Preferences

Pending User Registrations (0)
Approved User Registrations (18)
Denied/Revoked User Registrations (0)
All User Registrations (18)

Return to Home Page

Logout

e Table of registration information that include data (hidden for privacy) and
available actions:

(0}

User Information

= Title

= First Name

= Middle Initial

= Last Name

= Telephone

= Email

Agency Information
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= Agency
= Address 1
= Address 2
= City
= State
= Zip
0 Action
= Select Role(s), View/Print (hyperlinked and checkbox selected), Create/Edit
(hyperlinked and checkbox selected), Sign Submit (hyperlinked and
checkbox selected), *Deny/Revoke (Comments are required) (hyperlinked)
Comments text box
Buttons for Go Back and Save and Continue

Image: Screen shot showing user registration information

Figure 5-5: Comment explaining the reason for change in user roles
This is a screen shot of the Review Registration screen’s Access Information section
that includes the following data:

*Permissions, View/Print (hyperlinked and checkbox selected)
*Period of Time, numeric field showing “20”

*Unit of Time, dropdown menu showing “Day(s)”
Justifications text box (highlighted)

Go Back button

Save button

Save and Continue button (highlighted)

Image: Screen shot of Access Information section of the Review Registration screen
and the Justifications textbox

Figure 5-6: Reassign Permissions link
This is an image of the All User Registrations screen contain the following features:

On the left side, the sidebar menu that includes the following linked options and a

count of items for each, where applicable:

Preferences

Pending User Registrations (0)

Approved User Registrations (18)

Denied/Revoked User Registrations (0)

All User Registrations (18)

Return to Home Page

o0 Logout

Page description and instructions below the screen name

On the left, a dropdown menu labeled “Displaying 1-5 of 18” followed by a Go

button

On the right, a Search button

Table of subgrant registrations with 6 rows and 6 columns:

o Header row: (All hyperlinked) Name, Agency, Telephone Number, Email,
Status, (not hyperlinked) Action

O O0O0OO00O0
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(0]

(0]

15t row: [blank/hidden], REI Systems, [blank], [blank/hidden], Approved,
Review (hyperlinked) / Reassign Permissions (hyperlinked)

2" row: [blank/hidden], REI Systems, [blank], [blank/hidden], Approved,
Review (hyperlinked) / Reassign Permissions (hyperlinked and highlighted)
3" row: [blank/hidden], Angel Organization, [blank], [blank/hidden], Approved,
Review (hyperlinked) / Reassign Permissions (hyperlinked)

4th row: [blank/hidden], KY Local, [blank], [blank/hidden], Approved, Review
(hyperlinked) / Reassign Permissions (hyperlinked)

5t row: Sub Grant (hyperlinked), KY Local, [blank], [blank/hidden], Approved,
Review (hyperlinked) / Reassign Permissions (hyperlinked)

Below the table: First button (grayed out), << Prev button (grayed out), Next 5
>> putton, Last 5 button

e Go Back button

e Continue button
Image: Screen shot of All User Registrations screen and the available actions that can
be applied to a registration on the list

Figure 5-7: Checkbox selected and Reassign Permission(s) button
This is a screen shot of the Reassign User Permission(s) screen that contain the
following features:
¢ On the left side, the sidebar menu that includes the following linked options and a
count of items for each, where applicable:

O 0000 O0

(0]

Preferences

Pending User Registrations (0)
Approved User Registrations (18)
Denied/Revoked User Registrations (0)
All User Registrations (18)

Return to Home Page

Logout

e Page description and instructions below the screen name

¢ On the left, a dropdown menu labeled “Displaying 1-5 of 12" followed by a Go
button

e Table of approved users with 6 rows and 5 columns:

(0]

(0]

(0]

Header row: Select, (the following are all hyperlinked) Name, Agency,
Telephone Number, Email

15t row: Checkbox (unselected), [blank/hidden], DHS FEMA, [blank],
[blank/hidden]

2"d row: Checkbox (unselected), [blank/hidden], KY Local, [blank],
[blank/hidden]

3 row: Checkbox (unselected), [blank/hidden], Joppa Emergency Rescue,
[blank], [blank/hidden]

4th row: Checkbox (unselected), Kentucky Subgrantee004 (hyperlinked), sub
grants for KY 004, [blank], [blank/hidden]

5t row: Checkbox (selected and highlighted), Kentucky State (hyperlinked),
Kentucky Great Org, [blank], [blank/hidden]
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0 Below the table:
= Select All, Clear All (all hyperlinked)
= First button (grayed out), << Prev button (grayed out), Next 5 >> button,
Last 5 button
e Go Back button
e Reassign Permissions button (highlighted)
Image: Screen shot of Reassign User Permission(s) screen with a list of approved users

Figure 5-8: Deny/Revoke checkbox
This is an image of the Review Registration screen that contains the following features:
e On the left side, the sidebar menu that includes the following linked options and a
count of items for each, where applicable:
Preferences
Pending User Registrations (0)
Approved User Registrations (18)
Denied/Revoked User Registrations (0)
All User Registrations (18)
Return to Home Page
o Logout
e Table of registration information that include data (hidden for privacy) and
available actions:
0 User Information
= Title
= First Name
= Middle Initial
= | ast Name
= Telephone
= Email
0 Agency Information
= Agency
= Address 1
= Address 2
= City
= State
= Zip
o0 Action
= Select Role(s), View/Print, Create/Edit, Sign Submit, *Deny/Revoke
(Comments are required) (checkbox selected, hyperlinked, and highlighted)
e Comments text box
e Buttons for Go Back and Save and Continue
Image: Screen shot showing user registration information

O O0O0O00O0
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Figure 5-11: Example Applications Status screen for a paper subapplication
This is an image of the Application Status screen with the description at the top and an
emphasized note: “This is a paper application.” On the upper right-hand corner is the
percentage of completion of the application.
e On the left is the Sidebar menu with options hyperlinked to allow jumping to a
specific page of the Application. The Sidebar menu includes the following items:
Application Status
Subapplicant
Contact
Community
Mitigation Plan
Scope of Work
Schedule
Cost Estimate
. Cost Share
10. Evaluation
11.Assurances and Certifications
12. Review and Submit Application

©CoNo~wNE

Print Application
Return to Home Page
Logout
Privacy Statement
Disclaimers
e On the right is a table with 2 columns (Application Section and Status) 1 header
row, and 11 data rows as follows:
Subapplicant, Incomplete (hyperlinked)
Contact, Incomplete (hyperlinked)
Community, Incomplete (hyperlinked)
Mitigation Plan, Incomplete (hyperlinked)
Scope of Work, Incomplete (hyperlinked)
Schedule, Incomplete (hyperlinked)
Cost Estimate, Incomplete (hyperlinked)
Cost Share, Incomplete (hyperlinked)
Evaluation, Incomplete (hyperlinked)
Assurances and Certifications, Incomplete (hyperlinked)
o Comments and Attachments, Incomplete (hyperlinked)
e Buttons for Go Back and Save and Continue
Image: Application Status screen for a paper application

OO0OO0OO0OO0O0O0OO0O0O0

Figure 5-14: Print button and Entire Application checkbox

This is an image of the Application Status screen with the description at the top and an
emphasized note: “This is a paper application.” On the upper right-hand corner is the
percentage of completion of the application.
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e On the left is the Sidebar menu with options hyperlinked to allow jumping to a
specific page of the Application. At the top is the heading, “Review and Submit”.
The Sidebar menu includes the following items:

Application Status

Subapplicant

Contact

Community

Mitigation Plan

Scope of Work

Schedule

Cost Estimate

. Cost Share

10. Evaluation

11.Assurances and Certifications

12.Comments and Attachments

13. Review and Submit Application

CoNoO~WNE

Print Application
Return to Home Page
Logout
Privacy Statement
Disclaimers
e On the right is the Print button (highlighted). Right below is a table with 3
columns (Select, Application Section, and Status) 1 header row, and 13 data
rows with checkboxes in front of each in the Select column:
Subapplicant, Incomplete (hyperlinked)
Contact, Incomplete (hyperlinked)
Community, Incomplete (hyperlinked)
Mitigation Plan, Incomplete (hyperlinked)
Scope of Work, Incomplete (hyperlinked)
Schedule, Incomplete (hyperlinked)
Cost Estimate, Incomplete (hyperlinked)
Cost Share, Incomplete (hyperlinked)
Evaluation, Incomplete (hyperlinked)
Assurances and Certifications, Incomplete (hyperlinked)
Comments and Attachments, Complete (hyperlinked)
FEMA Grants Application, Incomplete (hyperlinked)
o Entire Application (checkbox highlighted), Incomplete (hyperlinked)
e Small table with two rows and two columns:
0 Header row [blank]
o Paper Application Document Control Number, Update Number field
e Buttons for Go Back and Submit Application (grayed out)
Image: Review and Submit screen for a paper application

OO0O0O0O000O00O0O0O0
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Figure 5-16: View Subgrant Application(s) link in the sidebar menu
This is an image of the Overview screen for submitted subgrant applications. The
screen contains the following features:

On the left is the sidebar menu with the following hyperlinked options:

1. Overview

2. View Subgrant Applications (highlighted)

3. Check Out Subgrant Applications

4. Review Subgrant Applications

5. Check In Subgrant Applications

Return to Home Page

Logout

A screen description is right below the screen name.

Below is the Pending Tasks table with the following rows:

o 1strow: 1 subgrant application is Pending At Grantee

0 615 subgrant applications are Pending Checkout

A dropdown menu labeled “Displaying 1-1 of 1” with “Show 5” displayed followed

by a Go button; to the right is a Search button

Status dropdown menu followed by some instructions.

Table with six columns, a header row and one data row:

o Header row: Application Number (hyperlinked), Application Title (hyperlinked),
Subgrant Applicant (hyperlinked), Grant Type, Review Status (hyperlinked),
and Action

o 1stdata row: PRE-KY-2017-015 (hyperlinked), grgtest, Rabbit Interdiction
Agency, Project Pre-Application, Pending At Grantee, Review (hyperlinked)

Immediately below are four buttons (all grayed out): First, << Prev, Next >>, Last

Go Back button

Image: Screen shot of Overview screen with 2. View Subgrant Applications highlighted.

Figure 5-17: Check Out Subgrant Applications link and Continue button
This image of the View Subgrant Applications screen contains the following features:

On the left is the sidebar menu with the following hyperlinked options:
1. Overview
2. View Subgrant Applications
3. Check Out Subgrant Applications (highlighted)
4. Review Subgrant Applications
5. Check In Subgrant Applications
Return to Home Page
Logout
A screen description is right below the screen name.
A dropdown menu labeled “Displaying 11-15 of 621" with “Show 5” displayed
followed by a Go button; to the right is a Search button
Status dropdown menu displaying “All”, followed by some instructions.
Table with seven columns, a header row and five data rows:
o Header row: Application Number (hyperlinked), Application Title (hyperlinked),
Subgrant Applicant (hyperlinked), Grant Type, Review Status (hyperlinked),
Comments, and Checked Out By
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o 1stdata row: KY-2016-014 (hyperlinked), property_check2, City of Lexington,
Project Application, Approved By Grantee (hyperlinked), View (hyperlinked),
None
o 2" data row: G [Grantee-created application] KY—2016-023 (hyperlinked),
paper signature block test, Kentucky River Area Developments Dis, Project
Application, Approved by Grantee (hyperlinked), View (hyperlinked), None
o 3" data row: KY-2016-024 (hyperlinked), PDMC attachment violation, City of
Lexington, Project Application, Approved by Grantee (hyperlinked), View
(hyperlinked), None
o 4™ data row: G KY-2016-018, City of Adversity Floodprone Property
Acquisition, Kentucky River Area Developments Dis, Project Application,
Approved By Grantee (hyperlinked), View (hyperlinked), None
o 5" data row: G KY-2016-109, Testy 1, Kentucky River Area Developments
Dis, Project Application, Approved by Grantee (hyperlinked), View
(hyperlinked), None
e Immediately below are four buttons: First, << Prev, Next >>, Last
e Go Back button
e Continue button (highlighted)
Image: View Subgrant Applications screen with highlighted Continue button and the link
to 3. Check Out Subgrant Applications

Figure 5-18: Checkbox selected and Check Out Applications button
This image of the Check Out Subgrant Applications screen contains the following
features:
e On the left is the sidebar menu with the following hyperlinked options:
1. Overview
2. View Subgrant Applications
3. Check Out Subgrant Applications
4. Review Subgrant Applications
5. Check In Subgrant Applications
Return to Home Page
Logout
e A screen description is right below the screen name.
e A dropdown menu labeled “Displaying 1-5 of 6” with “Show 5” displayed followed
by a Go button; to the right is a Search button
e Status dropdown menu with “Submitted To Stockpile” displayed, followed by
some instructions.
e Table with seven columns, a header row and five data rows, with checkboxes in
front of each under the Select column:

o Header row: Select, Application Number (hyperlinked), Application Title
(hyperlinked), Subgrant Applicant (hyperlinked), Grant Type, City
(hyperlinked), Review Status (hyperlinked)

o 1stdata row: [Checkbox selected and highlighted], KY-2015-004
(hyperlinked), Wind Retrofit — Advanced with Replacing Roof Cover,
Prosperity County Government, Project Application, Prosperity, Submitted to
Stockpile
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(0]

(0]

(0]

(0]

2"d data row: KY-2015-005, test, Local, Project Application, Frankfort,
Submitted To Stockpile

3'd data row: KY-2017-114, 2017 PJ over $4M FS, C, Project Application, A,
Submitted To Stockpile

4t data row: KY-2017-115, CRS AA 2017 FMA, C, Project Application, A,
Submitted To Stockpile

5t data row: PRE-KY-2017-009, 51700 Test Subapplication, Rabbit
Interdiction Agency, Project Pre-Application, Lagomorphville, Submitted To
Stockpile

Image: Check Out Subgrant Applications with table of available subgrant applications

Figure 5-19: Review Subgrant Application screen with Add Comments button
This image of the Review Subgrant Application screen contains the following features:
e On the left is the sidebar menu with the following hyperlinked options:
1. Overview
2. View Subgrant Applications
3. Check Out Subgrant Applications
4. Review Subgrant Applications
5. Check In Subgrant Applications
Return to Home Page
Logout
e Below the screen name is the screen description and some instructions for using
this screen.
e The Prosperity County Government section displays the following information:

o
o

(0}

o

Contact Name: Joe Smith; Address: 111 North Street; EIN 12-3456789
Contact Phone: 123-456-7890 Ext.; City: Prosperity; Federal Share
$3,999,781.00 (79.33271583%)

Contact Email: jsmith@prosperity.gove; State: KY; Non-Federal Share
$1,041.999.00

Contact Fax: [blank]; Zipcode: 12345-1234; View Details (hyperlinked)

e The table below displays a list of subgrant application sections:

(0]

OO0O0O0O0O00O0O0O0O0O0O0OO0OO0ODO

Header row: Application Section; Section to be Completed; Status (contents
all hyperlinked)

15t row: Subapplicant; Yes; Incomplete

2" row: Contact; [blank]; Complete

3" row: Community; [blank]; Complete

4™ row: Mitigation Plan; Yes; Complete

5t row: Scope of Work; [blank]; Complete

6" row: Properties; Yes; Complete

7" row: Schedule; Yes; Complete

8" row: Cost Estimate; Yes; Complete

9t row: Cost Share; Yes; Incomplete

10™ row: Cost Effectiveness; Yes; Complete

11™ row: Environmental/Historic Preservation; Yes; Complete
12™ row: Evaluation; Yes; Incomplete

13" row: Comments and Attachments; [blank]; Complete
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o 14" row: Comments for FEMA; Yes; Incomplete
o 15" row: FEMA Grants Application; [blank]; Complete
e The next section, labeled “Review Status (*comments are required)” contains the
following options:
0 Approve; *Request Revision; Release to Stockpile; Disapprove
0 *Set Revision Deadline field; (Required if you selected the Request Revision
radio button)
e The next section, labeled “To attach documents, click the Attach File button
below.” Includes the Attach File button.
e The table below called “Comments History” displays a header column with the
following labels: User; Date; Comments to:; Comments
e Add Comments button (highlighted)
e Buttons for: Go Back, Save, and Save and Continue
Image: Review Subgrant Application screen that shows information regarding the status
of a subgrant application

Figure 5-21: Example comments for Revision Request
This is an image of the Add/Modify Comments window. Below the title are instructions
and the following features:
e Grantee Comments text box
e Comments to Subgrantee text box. The comment, "Please include a more
detailed Scope of Work." is highlighted.
e At the bottom are two buttons: Save, Save and Continue (highlighted).
Image: Add/Modify Comments window with two text boxes

Figure 5-23: Check In Subgrant Application(s) link on the sidebar menu
This image of the Overview screen contains the following features:
e On the left is the sidebar menu with the following hyperlinked options:
Overview
View Subgrant Applications
Check Out Subgrant Applications
Review Subgrant Applications
Check In Subgrant Applications (highlighted)

arwnE

Return to Home Page
Logout

e Right below the screen title is a brief screen description.

e Beneath is a Note that states: P indicates the application was submitted in paper
format. G indicates the application was created by Grantee.

¢ Pending Tasks table with one column and three rows of information as follows:
0 1 subgrant application is Pending At Grantee
0 1 subgrant application is Approved by Grantee
0 614 subgrant applications are Pending Checkout

e A dropdown menu labeled “Displaying 1-2 of 2” displays “Show 5”. Next to it is a
Go button. On the right-most side is a Search button.
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Status dropdown menu that displays “All” followed by a statement, “After
changing the application status, press the Go button. To narrow the search
further within a status, click the Search button.

A table of current applications shown in 6 columns, a header row, and 2 rows of

data:

o Header row: Application Number (hyperlinked); Application Title (hyperlinked);
Subgrant Applicant (hyperlinked); Grant Type; Review Status (hyperlinked);
and Action

0 1strow: KY-2015-004 (hyperlinked); Wind Retrofit-Advanced with Replacing
Roof Cover; Prosperity Country Government; Project Application; Approved
by Grantee; Review (hyperlinked)

o 2" row: PRE-KY-2017-015 (hyperlinked); grgtest; Rabbit Interdiction Agency;
Project Pre-Application; Pending At Grantee; Review (hyperlinked)

Immediately below the table are the following buttons (all grayed out): First,

<<Prev, Next>>, Last.

At the bottom is a Go Back button.

Image: Overview screen with a table of pending tasks and a table of current applications

Figure 5-24: Select checkbox and Check in Applications button
This image of the Check In Subgrant Applications screen includes the following
features:

On the left is the sidebar menu with the following hyperlinked options:
Overview

View Subgrant Applications

Check Out Subgrant Applications

Review Subgrant Applications

Check In Subgrant Applications (highlighted)

agrwnE

Return to Home Page

Logout

Right below the screen title is a brief screen description.

Beneath is a Note that states: P indicates the application was submitted in paper

format. G indicates the application was created by Grantee.

A dropdown menu labeled “Displaying 1-2 of 2” displays “Show 5”. Next to it is a

Go button. On the right-most side is a Search button.

Status dropdown menu that displays “All” followed by a statement, “After

changing the application status, press the Go button. To narrow the search

further within a status, click the Search button.

A table with 7 columns, a header row, and 2 rows shows information on current

applications:

o0 Header row: Select; Application Number (hyperlinked); Application Title
(hyperlinked); Subgrant Applicant (hyperlinked); Grant Type; Review Status
(hyperlinked)

0 1Strow: [Checkbox selected] KY-2015-004 (hyperlinked); Wind Retrofit-
Advanced with Replacing Roof Cover; Prosperity Country Government;
Project Application; Approved by Grantee
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o 2" row: [Checkbox not selected] PRE-KY-2017-015 (hyperlinked); grgtest;
Rabbit Interdiction Agency; Project Pre-Application; Pending At Grantee;
e Immediately below the table are the following buttons (all grayed out): First,
<<Prev, Next>>, Last.
e At the bottom is a Go Back button and a Check In Applications button
(highlighted).
Image: Check in Subgrant Applications screen where one can select and check in an
application.

Figure 5-26: Start New Application button
This image of the Start New Grant Application screen contains the following features:

e Below the screen title: You have two options to create a new Application. You
can start with a blank application or you can copy an existing application. To start
with a blank application, click the Start New Application button. To copy an
existing application, select an application below and click the Copy Existing
Application button.

e A dropdown menu labeled “Displaying 1-1 of 1” followed by a Go button

e On the right-most side, a Search button.

e Table with seven columns and one row of data:

0 Header row: Select; Application Year (hyperlinked); Application Number
(hyperlinked); Application Title (hyperlinked); Program; Status (hyperlinked);
View

o 1strow: Radio button; 2012; [blank]; Great State 2017 FMA application; FMA
Grant Application; Not Submitted; View Application (hyperlinked)

e Immediately below table, right-most side are the following buttons (all grayed
out): First, << Prev; Next >>; Last

e Buttons: Go Back, Copy Existing Application

e Bottom of screen are these buttons: Start New Application (highlighted), Logout,
Return to Homepage

Image: Start New Grant Application screen with two options for creating an application

Figure 5-28: “Project Template” application title example
This image of the Create New Grant Application screen contains the following features:
e Right below the title are instructions for using the screen.
e *Application title field with the text “Project Template” highlighted
e *Application Type (hyperlinked) with the text “FMA Grant Application” displayed
in the dropdown menu
e Save and Continue button
e Logout and Return to HomePage buttons
Image: Create New Grant Application screen with the required data entry fields
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Figure 5-29: Selected radio button and Copy Existing Application button
This image of the Start New Grant Application screen contains the following features:

e Below the screen title: You have two options to create a new Application. You
can start with a blank application or you can copy an existing application. To start
with a blank application, click the Start New Application button. To copy an
existing application, select an application below and click the Copy Existing
Application button.

e A dropdown menu labeled “Displaying 1-3 of 3” followed by a Go button

e On the right-most side, a Search button.

e Table with seven columns and three rows of data:

o0 Header row: Select; Application Year (hyperlinked); Application Number
(hyperlinked); Application Title (hyperlinked); Program; Status (hyperlinked);
View

o 1strow: Radio button; 2012; [blank]; Great State 2017 FMA application; FMA
Grant Application; Not Submitted; View Application (hyperlinked)

o 2" row: Radio button; 2012; [blank]; Great State 2017 FMA application; FMA
Grant Application; Not Submitted; View Application (hyperlinked)

o 3"row: Radio button (selected and highlighted); 2012; [blank]; Project
Template; FMA Grant Application; Not Submitted; View Application
(hyperlinked)

¢ Immediately below table, right-most side are the following buttons (all grayed
out): First, << Prev; Next >>; Last

e Buttons: Go Back, Copy Existing Application (highlighted)

e Bottom of screen are these buttons: Start New Application, Logout, Return to
Homepage

Image: Start New Grant Application screen with two options for creating an application

Figure 5-30: Contact Information section View link
This image of the View Grant Application Sections contains the following features:
e Below the title are the following information:
0 Application Title: Project Template
o0 FEMA Application Number: [blank]
o0 Application Year: 2012
o Grant Type: FMA Grant Application
0 Address: [blank]

e Brief instructions: To view an application section, click on the appropriate View
link below. To print one or more sections, select the checkbox and then click on
the Print button. When you are finished, click the Close Window button below.

e Print button

e Table with three columns, a header row, and 10 data rows:

0 Header: Select (contains unselected checkboxes); Application Section; Action
(contents all hyperlinked)
15t row: Applicant Information; View
Contact Information; View (highlighted)
Subgrant Applications; View
Schedule; View

O O0OO0Oo
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Budget; View
Properties; View
Comments and Attachments; View
Assurances and Certifications; View
Forms; View
o Entire Application; View

e Close Window button
Image: View Grant Application Sections screen that allows you to print or view an
application section

O O0O0OO0O0

Figure 5-31: Example of a Find button
This image is the top section of the Applicant Information screen that contains the
following features:
e On the left is a sidebar menu that contains the following hyperlinked options:
1. Application Status
2. Applicant Information
3. Contact Information
4. Subgrant Application
5. Schedule
6. Budget
7. Properties
8. Comments and Attachments
9. Assurances and Certifications
10. Review and Submit Application

Print Application
Return to Home Page
Logout

Privacy Statement
Disclaimers

e Under the screen title, on the right-hand side is the status of the Application
stated in percentage of completion.
e Below is the following text: Please provide the following information. When you
are finished, click the Save and Continue button below.
¢ Note: Fields marked with an * are required.
e A table with no header text and five visible rows of information:
o 1strow: *Name of Applicant (hyperlinked); blank text box with a Find
Organization button (highlighted) below and a hyperlink to related Help topic
o 2" row: *State; KY
o 3" row: Congressional District; blank text box; link to Look up congressional
district
o 4™ row: *Type of Applicant; Select Type dropdown menu
o 5" row: If Private Non-Profit (hyperlinked); Help (far right, hyperlinked)
Image: Section of the Applicant Information screen showing a Find Organization button
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Figure 5-32: Example of a Search button
This image of the Approved User Registrations screen contains the following features:

On the left side, the sidebar menu that includes the following linked options and a

count of items for each, where applicable:

Preferences

Pending User Registrations (0)

Approved User Registrations (18)

Denied/Revoked User Registrations (0)

All User Registrations (18)

Return to Home Page

o Logout

Below the screen name, the following text: Listed below are subgrant

registrations. To sort this list, click on a column name. To search for other

registrations, click the Search button below. To review or revoke a registration,

click the appropriate link under the Action column.

Note: IT indicates user is an Indian tribe.

On the left, a dropdown menu labeled “Displaying 1-5 of 18” followed by a Go

button and on the far-right side a Search button (highlighted).

Table of approved users with 5 columns, a header row, and 4 visible rows:

o Header row (all hyperlinked except Action): Name; Agency; Telephone
Number; Email; Action

o 1strow: Vishal Agarwal (hyperlinked); REI Systems; [blank];
vagarwal@reisys.com; (all hyperlinked) Review, Reassign, Permissions

o 2" row: Senthil Chinnaiyan (hyperlinked); REI Systems; [blank];
schinnaiyan@reisys.com; (all hyperlinked) Review, Reassign, Permissions

o 3" row: Christopher Coleman (hyperlinked); Angel Organization; [blank];
febco@starpower.net; (all hyperlinked) Review, Reassign, Permissions

o 4™ row: Jennifer East (hyperlinked); KY Local; [blank];
Jennifer.east@dhs.qgov; (all hyperlinked) Review, Reassign, Permissions

o 5™ row: Sub Grant (hyperlinked); KY Local; [blank];
Jennifer.burmester@dhs.gov; (all hyperlinked) Review, Reassign,
Permissions

Below the table, on the right-hand side, are four buttons: First (grayed out); <<

Prev (grayed out); Next 5 >>; Last 5

O O0O0O00O0

Image: Section of the Approved User Registrations screen showing a Search button

Figure 5-33: Search criteria for Registered Users
This image of the Search screen contains the following features:

On the left side, the sidebar menu that includes the following linked options and a
count of items for each, where applicable:

Preferences

Pending User Registrations (0)

Approved User Registrations (18)

Denied/Revoked User Registrations (0)

All User Registrations (18)

Return to Home Page

O O0O0OO00O0
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o0 Logout

Below the screen name, the following text: Enter a search criteria and click the
Search button below.

Table with two columns and seven rows of criteria:

No header row

15t row: User Name; blank text field

2" row: First Name; blank text field

3" row; Last Name; blank text field

4™ row: Email; blank text field

5™ row: Agency; blank text field

6™ row: Sort by; dropdown menu showing “Name”

o 7™ row: Results per page, dropdown menu showing “Show 5”
Buttons for: Go Back, Search (highlighted)

O O0O0O000O0

Image: Search screen with available criteria for searching

Figure 5-34: Add Subgrant Application(s) button
This image of the Subgrant Applications screen contains the following features:

On the left is a sidebar menu that contains the following hyperlinked options:
1. Application Status

2. Applicant Information

3. Contact Information

4. Subgrant Application

5. Schedule

6. Budget

7. Properties

8. Comments and Attachments

9. Assurances and Certifications
10. Review and Submit Application

Print Application
Return to Home Page
Logout

Privacy Statement
Disclaimers

Under the screen title, on the right-hand side is the status of the Application
stated in percentage of completion.

Below is the following text: Subgrant applications that you have included in your
grant application to FEMA are listed below. Please verify the ranking of these
applications. If the ranking is incorrect, click the Edit Rank button below. To
include additional subgrant applications to this list, click the Add Application
button below. To remove a subgrant application from this grant application, click
the Delete link under the Action column. When you are finished, click the Save
and Continue button below to go to the next section.
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Note: P indicates the application was submitted in paper format. G indicates the

application was created by Grantee.

Dropdown menu labeled No Records Returned and “Show 5” displayed, followed

by a Go button.

Table with eight columns and 2 rows:

o Header row (all hyperlinked except the last header): Rank; Application
Number; Application Title; Name; Non-Federal Share; Federal Share; Federal
Share %; Action

o Next row (with 15t four columns merged): Total; $0.00; $0.00; [blank]; [blank]

Below, far right-side are the following buttons (all grayed out): First, << Prev,

Next >>, Last

At the bottom of the screen are four buttons: Go Back, Add Subgrant

Application(s) (highlighted), Edit Rank (grayed out), Save and Continue

Image: Subgrant Applications screen with the Add Subgrant Application(s) button
highlighted

Figure 5-37: Regular Mail and Electronic File radio buttons
This image of the Attach Document screen contains the following features:

On the left is a sidebar menu with a heading “Budget”; contains the following

hyperlinked options:

Application Status

Applicant Information

Contact Information

Subgrant Application

Schedule

Budget

Properties

Comments and Attachments

. Assurances and Certifications

10. Review and Submit Application

Print Application

Return to Home Page

Logout

Privacy Statement

Disclaimers

Below the screen name is the following text: You have two attachment options,

regular mail or electronic. If you are sending your attachment through the mail

pleases check the regular mail button and enter the information asked below. If

you would like to attach your document electronically, check electronic file. Enter

the information asked below and click the Browse button to find your file. When

you find your file click Open. When you are finished, click the Save and Continue

button below.

A two-column table follows with options and fields for entry :

o0 *Select Option; radio buttons for Regular Mail and Electronic File (both
highlighted)

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

©CoNorwNE
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Mail Date; date field

Mail Description (documents sent); description textbox

If you selected Electronic File, above, please specify the following:
Operating System; dropdown menu with “Windows” shown
If other, please specify; textbox

*File Format; dropdown menu with “MS Word” shown

If other, please specify; textbox

*Compression Format; dropdown menu with “None” shown
If other, please specify; textbox

*Upload File; Choose File button, “No file chosen” shown
0 Upload File in background; checkbox

At the bottom are two buttons: Go Back, Save and Continue

OO0OO0OO0OO0OO0O0OO0O0O0

Image: Attach Document screen that provides two options for attaching a document to
an application

Figure 5-39: Update Application link
This is an image of the Grant Status: Un-submitted Grant Applications screen that
contains the following features:

Below the screen name is the following text: Grant applications that have begun

and have not yet been submitted are listed below. To continue work on an

application, please select an action for the corresponding application in the table

below.

Note: p indicates the application was submitted in paper format. Un-Submitted

grant applications with attached subgrants are not available for deletion.

Subgrants will have to be de-attached prior to deletion of the grant application.

Dropdown menu labeled “Displaying 6-10 of 10” with “Show 5” shown, followed

by a Go button.

On the right-most side is a Search button.

A table with six columns, a header row, and five data rows, as follows:

0 Header row: Select; Application Year (hyperlinked); Application Title
(hyperlinked); Program; Grant Type; Action

0 1strow: Checkbox; 2012; FMA Grant Application; FMA; FMA Grant
Application; Update Application (hyperlinked and highlighted)

o 2" row: Checkbox; 2017; City of Advanced Assistance; PDM Competitive;
PDM Competitive Grant Application; Update Application (hyperlinked)

o 3" row: Checkbox; 2012; Project Template; FMA; FMA Grant Application;
Update Application (hyperlinked)

o 4™ row: Checkbox; 2016; FMA test; FMA; FMA Grant Application; Update
Application (hyperlinked)

o 5% row: Checkbox; 2012; Columbia DEM Flood Mitigation Assistance Grant 2;
FMA; FMA Grant Application; Update Application (hyperlinked)

Below the table, on the right-hand side are four buttons: First 5, << Prev 5, Next

>> (grayed out), Last (grayed-out)

At the bottom of the screen are two buttons: Go Back, Delete Application

Image: Grant Status: Un-submitted Grant Applications screen with a list of available
applications that can be further updated.
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Figure 5-41: Assurances and Certifications link on the sidebar menu and Incomplete
status link
This is an image of the Application Status screen that contains the following features:
¢ On the left is a sidebar menu with the following hyperlinked options:
Application Status
Applicant Information
Contact Information
Subgrant Application
Schedule
Budget
Properties
Comments and Attachments
Assurances and Certifications (highlighted)
10 Review and Submit Application
Print Application
Return to Home Page
Logout
Privacy Statement
Disclaimers
e Below the screen name is the following text: This screen shows the Status of the
different sections of the full application. If the Status is Incomplete, you may click
on the link to complete that section or you may use the menu on the left.
e Table with two columns, a header row, and eight rows of data:
Header: Application Section; Status (all contents hyperlinked)
15t row: Applicant Information; Incomplete
2" row: Contact Information; Incomplete
3" row: Subgrant Applications; Incomplete
4™ row: Schedule; Incomplete
5t row: Budget; Complete
6" row: Properties; Complete
7t row: Comments and Attachments: Complete
o 8™ row: Assurances and Certifications; Incomplete (highlighted)
e At the bottom of the screen are two buttons: Go Back, Save and Continue
Image: Application Status screen showing two options for accessing the Assurances
and Certifications section of the application

©CoNorwNE

O O0O0O0O0O0O0O0

Figure 5-42: Incomplete links on Assurances and Certifications screen
This is an image of the Assurances and Certifications screen that contains the following
features:
e On the left is a sidebar menu that contains the following hyperlinked options:
Application Status
Applicant Information
Contact Information
Subgrant Application
Schedule
Budget

ok wNE
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7. Properties

8. Comments and Attachments

9. Assurances and Certifications

10. Review and Submit Application

Print Application

Return to Home Page

Logout

Privacy Statement

Disclaimers

Below the screen name is the following text: The documents listed below contain

the Federal requirements for all FEMA grants including the right of the Federal

government to review the grant activity. Please read these documents carefully.

The Assurances and Certifications must be read, signed, and electronically

submitted as a part of the application.

Table listing available Forms and the following information:

o 1%trow: Please click the link in the status column to view forms.

o 2" row, 2 columns with headers: Forms; Status

o 3"row: Part 1: Assurances Non-Construction (in bold font) Programs;
Incomplete (hyperlinked and highlighted); below is a “Not Applicable”
checkbox

o 4% row: Part Il: Certifications Regarding Lobbying; Debarment, Suspension
and Other Responsibilities Matters; and Drug-Free Workplace Requirements;
Incomplete (hyperlinked and highlighted)

o 5™ row: Part lll: SF-LLL, Disclosure of Lobbying Activities (Complete only if
applying for a grant of more than $100,000 and have lobbying activities using
Non-Federal funds. See the Certifications Regarding Lobbying: Debarment,
Suspension and Other Responsibilities Matters; and Drug-Free Workplace
Requirements form for lobbying activities definition.)

Note below the table: By signing the certification regarding debarment,

suspension, and other responsibility matters for primary covered transaction, the

applicant agrees that, should the proposed covered transaction be entered into, it
shall not knowingly enter into any lower tier covered transaction with a person
who is debarred, suspended, declared ineligible, or voluntarily excluded from
participation in this covered transaction, unless authorized by FEMA entering into
this transaction. The applicant further agrees by submitting this application that it
will include the clause titled “Certification Regarding Debarment, Suspension,

Ineligibility and Voluntary Exclusion-Lower Tier Covered Transaction” provided

by the FEMA Regional Office entering into this covered transaction, without

modification, in all lower tier covered transactions and in all solicitations for lower

tier covered transactions. (Refer to 44 CFR Part 17)

At the bottom of the screen are three buttons: Go Back, Save, Save and

Continue

Image: Assurances and Certifications screen with the list of available forms and a link to
view each form.
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Figure 5-45: Grayed out (inactive) Submit Application button
This is an image of the Review and Submit Application screen that contains the
following features:

On the left is a sidebar menu that contains the following hyperlinked options:
Application Status

Applicant Information

Contact Information

Subgrant Application

Schedule

Budget

Properties

Comments and Attachments

. Assurances and Certifications

10. Review and Submit Application

Print Application

Return to Home Page

Logout

Privacy Statement

Disclaimers

Below the screen name is the following text: Each section of your application to
FEMA is listed below. If any required information is missing from a section, its
status will be listed as incomplete. You can return to that section of the
application by clicking the incomplete link. Once you have attached at least one
Subgrantee application and all sections of your Application are complete
(bolded), you may submit your application. To submit the application you should
have the correct authentication.

Note: Fields marked with an * are required with a Print button below.

Table with 3 columns, 1 header row, and 10 data rows:

o0 Header row: Select (all unselected checkboxes); Application Section; Status
(contents all hyperlinked)

15t row: *Applicant Information; Incomplete

2"d row: *Contact Information; Incomplete

3" row: *Subgrant Applications; Incomplete

4t row: *Schedule; Incomplete

5™ row: Budget; Complete

6™ row: Properties; Complete

7" row: Comments and Attachments; Complete

8" row: *Assurances and Certifications; Incomplete

9t row: Forms; Incomplete

o 10" row: Entire Application; Incomplete

At the bottom of the screen are two buttons: Go Back, Submit Application
(grayed-out and highlighted)

©CoNorwNE

O O0OO0O0OO0OO0OO0OO0O

Image: Review and Submit Application screen where you can go back to an incomplete
application or submit one that is already complete.
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Figure 5-46: View Details link
This is an image of the Subgrant Status: Submitted Applications screen that contains
the following features:
e Below the screen name is the following text: Applications that you have
submitted are listed below.
e Dropdown menu labeled “Displaying 1-5 of 715” with “Show 5” selected and
displayed, followed by a Go button.
e On the far-right is a Search button.
e Table with seven columns, one header row, and five data rows:

o0 Header row: Application Year (hyperlinked); Application Number
(hyperlinked); Grant Type; Review Status (hyperlinked); Authorize/Revoke
Access; Action

o 1strow: 2017; PDMS-PJ-04-KY-2018-001 (KY-2017-003); River City
Floodplain Acquisition — Phase 1; Project Application; Submitted to FEMA,;
View Details (hyperlinked and highlighted); View Application and Edit Contact
Information (both hyperlinked)

o 2" row: 2017; KY-2017-136; MT e-Grants 5.17 Test; Planning Application;
Approved By Grantee; View Details (hyperlinked); View Application and
Request Revision (both hyperlinked)

o 3"Yrow: 2017; KY-2017-163; mgt cost; Management Cost Application;
Approved By Grantee; View Details (hyperlinked); View Application and
Request Revision (both hyperlinked)

o 4™ row: 2016; KY-2016-001; test Initial Review comments; Planning
Application; Approved By Grantee; View Details (hyperlinked); View
Application and Request Revision (both hyperlinked)

o 5" row: 2017; KY-2017-606; MT e-Grants 5.17 Test; Planning Application;
Approved By Grantee; View Details (hyperlinked); View Application and
Request Revision (both hyperlinked)

e At the bottom are three buttons: Go Back, Logout, Return to Homepage
Image: List of submitted applications and the links to view and/or edit information for
each one

Figure 5-47: Authorize Access button
This is an image of the Authorize/Revoke Access screen that contains the following
features:
e Below the screen name:
o Application Title: River City Floodplain Acquisition — Phase 1
o0 Application Number: PDMC-PJ-04-KY-2018-001
o Grant Type: Project Application
e Screen description: Listed below are users that you have authorized access to
the above application. To authorize access to another user, click on the
Authorize Access button below. To update or revoke access from a user, click
the appropriate link under the Action column.
e Dropdown menu labeled “Displaying 1-2 of 2” with “Show 5” displayed, followed
by a Go button.
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e Table with six columns, a header row, and two data rows:
0 Header row: Name; Telephone Number; Email; Status; Date; Action
o 1strow: Senthil Chinnaiyan; [blank]; schinnaiyan@reisys.com; Access
Granted; 02-22-2017; Update and Deny/Revoke (both hyperlinked)
o 2" row: Kentucky Stategrantee; 2232321212; shawn.servoss@fema.dhs.gov;
Access Granted 02-21-2017; View (hyperlinked)
e Below the table on the right-hand side are four buttons (all grayed-out): First, <<
Prev, Next >>, Last
e At the bottom of the screen are two rows of buttons:
0 Go Back, Authorize Access (highlighted)
0 Logout, Return to Homepage
Image: Authorize/Revoke Access screen displaying the list of users with current system
access

Figure 5-48: Selected radio button and Authorize Access button
This is an image of the Search Results screen that contains the following features:

e Below the screen name is the following text: 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 button.

e Dropdown menu labeled “Displaying 1-2 of 2” with “Show 5” shown, followed by a
Go button.

e On the right-most side is a Search button.

e Table with six columns, a header row, and two data rows:

0 Header row: Select; First Name (hyperlinked); Last Name (hyperlinked);
Telephone Number; Email (hyperlinked); Agency (hyperlinked)

o 1strow: Radio button (selected); Fema; User; [blank]; gwang@reisys.com;
FEMA

o 2" row: Radio button; multiapp; test; [blank]; eeeee@aaa.com; XYZ

e Below the table on the right-hand side are four buttons (all grayed-out): First, <<
Prev, Next >>, Last

e At the bottom of the screen are two rows of buttons:

0 Go Back, Authorize Access (highlighted)

0 Logout, Return to Homepage
Image: Search Results screen displaying a list of registered users that can be granted
access

Figure 5-49: Checkbox selected for View/Print access
This is an image of the Update Access screen that contains the following features:
e Below the screen name:
o Application Title: River City Floodplain Acquisition — Phase 1
o0 Application Number: PDMC-PJ-04-KY-2018-001
o Grant Type: Project Application
e Screen description: You have chosen to modify the following access information.
When you are finished, click on the Save and Continue button below.
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Table of user details with the following:

Header: User Information

Title: [blank]

Username: femauser

First Name: Fema

Middle Initial: [blank]

Last Name: User

Telephone: [blank]

Email: gwang@reisys.com

Header: Access Information

*Permissions; View Print checkbox, Create/Edit checkbox, Sign/Submit
checkbox (all hyperlinked and highlighted)

(Permissions can be View only, View & Create, View & Sign or All)
*Period of Time; textbox [blank] (highlighted)

*Unit of Time; dropdown menu with “Day(s)” displayed

Header: Justifications

Textbox [blank]

At the bottom of the screen are two rows of buttons:

o Go Back, Save, Save and Continue

o0 Logout, Return to HomePage

OO0OO0OO0OO0OO0O0OO0O0O0

O O0OO0Oo

Image: Update Access screen displaying user details and the functionality to define
access permissions for the user

Figure 5-50: Deny/Revoke link
This is an image of the Authorize/Revoke Access screen that contains the following
features:

Below the screen name:

o Application Title: River City Floodplain Acquisition — Phase 1

o0 Application Number: PDMC-PJ-04-KY-2018-001

o Grant Type: Project Application

Screen description: Listed below are users that you have authorized access to

the above application. To authorize access to another user, click on the

Authorize Access button below. To update or revoke access from a user, click

the appropriate link under the Action column.

Dropdown menu labeled “Displaying 1-2 of 2” with “Show 5” shown, followed by a

Go button.

Table with six columns, a header row, and two data rows:

0 Header row: Name; Telephone Number; Email; Status; Date; Action

o 1strow: Senthil Chinnaiyan; [blank]; schinnaiyan@reisys.com; Access
Granted; 02-22-2017; Update and Deny/Revoke (hyperlinked)

o 2" row: Kentucky Stategrantee; 2232321212; shawn.servoss@fema.dhs.gov;
Access Granted 02-21-2017; View

Below the table on the right-hand side are four buttons (all grayed-out): First, <<

Prev, Next >>, Last

At the bottom of the screen are two rows of buttons:

o Go Back, Authorize Access
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o Logout, Return to Homepage

Image: Authorize/Revoke Access screen listing authorized users and the functionality to
update or revoke their access

Figure 6-1: Application Review Status
This is an image of the Grant Status: Submitted Grant Applications screen that contains
the following features:

Below the screen name are the following lines of text:

0 Here are your pending tasks. Select an action by clicking the link under the
Action column.

o0 Note: p indicates the application was submitted in paper format

Two combined tables:

o Table 1 header: Application Review

o0 Table 1 header row: Number of Applications; Review Status; Action

o 1strow: 10; Revision Requested (highlighted); Review Revision Requests

(hyperlinked)

2" row: 15; In Progress (highlighted); Review Status (hyperlinked)

Table 2 header: Awards

Table 2 header row: Number of Applications; Review Status; Action

o 1strow: 14; Obligated; View FEMA Award Package(s) (hyperlinked)

Text beneath the table: Here are the grant applications that have been submitted.

Select an application by clicking the link under the Action column.

Dropdown menu labeled “Displaying 33-37 of 37" with “Show 5” shown, followed

by a Go button.

On the right-most side is a Search button.

Table with six columns, a header row, and five data rows:

o Header row: Application Year (hyperlinked); Application Number
(hyperlinked); Application Title (hyperlinked); Grant Type; Application Status;
Action

o 1strow: 2016; PDMC-04-KY-2016; FY16 PDM Grant for KY; PDM
Competitive Grant Application; Submitted To FEMA; Select Action dropdown
menu and Go button

o 2" row: 2016; RFC-04-KY-2016; test; RFC Application; Submitted To FEMA;
Select Action dropdown menu and Go button

o 3"row: 2017; FMA-04-KY-2017; Columbia DEM Flood Mitigation Assistance
Grant; FMA Grant Application; Submitted To FEMA; Select Action dropdown
menu and Go button

o 4% row: 2017; PDMC-04-KY-2017; 2017 PDMC grant test — East; PDM
Competitive Grant Application; Submitted To FEMA; Select Action dropdown
menu and Go button

o 5™ row: 2018; PDMC-04-KY-2018; Test; PDM Competitive Grant Application;
Submitted To FEMA,; Select Action dropdown menu and Go button

Below the table on the right-hand side are four buttons: First 5, << Prev 5, Next

>> (grayed-out), Last (grayed-out)

At the bottom of the screen are three buttons: Go Back, Logout, Return to

Homepage

O OO
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Image: Grant Status: Submitted Grant Applications screen showing the user’s pending
tasks and the actions that can be taken on a submitted grant application

Figure 6-4: Update link
This is an image of the Overview screen that contains the following features:

On the left is a sidebar menu that contains the following hyperlinked options:
1. Application Status

2. Applicant Information

3. Contact Information

Return to Home Page

Logout

Privacy Statement

Disclaimers

Below the screen name is the following text: Welcome to the Application Revision

section of eGrants. This section will enable you to review Grant and Subgrant

revision requests from FEMA.

Grant revision requests are provided below. To take appropriate action, click on

the link under the Action column.

Grant Application Year: 2016

Grant Application Title: FY16 PDM Grant for KY

Grant Application Number: PDMC-04-KY-2016 (hyperlinked)

Dropdown menu labeled “Displaying 1-1 of 1” with “Show 5” shown, followed by a

Go button

Table with five columns, one header row, and one row of data:

o0 Header row (all hyperlinked except for the last header): Revision Request ID;
Revision Request Date; FEMA Deadline Date; Comments from FEMA; Action

o 1strow: 3; 07-27-2017; 07-27-2017; 1; Update (hyperlinked and highlighted)

Below the table on the right-hand side are four buttons (all grayed-out): First 5,

<< Prev 5, Next >>, Last

Go Back button

Text above the second table: Subgrant revision requests are provided below. To

take appropriate action, click on the link under the Action column.

Note: p indicates the application was submitted in paper format. G indicates the

application was created by Grantee

Dropdown menu labeled “Displaying 1-2 of 2” with “Show 5” shown, followed by a

Go button

Table with six columns, one header row, and two rows of data:

o Header row (all hyperlinked except for the last header): Revision Request ID;
Subgrant Application Number; Revision Request Date; FEMA Deadline Date;
Comments from FEMA; Action

o 1strow: 1; G PDMC-MC-04-KY-2016-004 (hyperlinked); 07-28-2017; 08-21-
2017, test, Review (hyperlinked)

o 2"row: 1; G PDMC-PJ-04-KY-2016-001 (hyperlinked); 07-10-2017; 12-12-
2018; FMA-PJ-04-FL-2016-001; Review (hyperlinked)
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e Below the table on the right-hand side are four buttons (all grayed-out): First 5,
<< Prev 5, Next >>, Last
e Go Back button
Image: Overview screen displays revision requests and the links for taking actions
accordingly

Figure 6-5: Budget section Update link
This image of the Overview screen contains the following features:
e On the left is a sidebar menu with a heading “Application Status”; contains the
following hyperlinked options:
1. Application Status
2. Applicant Information
3. Contact Information
4. Subgrant Application
5. Schedule
6. Budget
7. Properties
8. Comments and Attachments
9. Assurances and Certifications
10. Review and Submit Application

Print Application
Return to Grant Revision Requests
Privacy Statement
Disclaimers
e Below the screen name is the following text:
On the right-hand side is “Application 100% complete”
The screen shows the sections of the full application. You may click on the link to
update that section or you may use the menu on the left.
e Table of the Revision Request Detalils:
0 Header row: Revision Request Details
o 1strow: Revision Request ID, 3
o 2" row: Revision Request Date, 07-27-2017
o 3"row: FEMA Deadline Date, 07-27-2017
o 4% row: Comments from FEMA, t
e Table with two columns, a header row, and eight rows of data:
Header row: Application Section; Status (all contents are hyperlinked)
15t row: Applicant Information; Update
2" row: Contact Information; Update
3" row: Subgrant Applications: Update
4™ row: Schedule; Update
5% row: Budget; Update (highlighted)
6" row: Properties; Update
7" row: Comments and Attachments; Update
8" row: Assurances and Certifications: Update
e At the bottom of the screen are two buttons: Go Back, Continue

O O0O0O0O0O0O0O0O0
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Image: Overview screen that displays details of a revision request and the link to update
any of the application sections

Figure 6-6: Review link for subapplication
This is an image of the Overview screen that contains the following features:

On the left is a sidebar menu that contains the following hyperlinked options:
1. Application Status

2. Applicant Information

3. Contact Information

Return to Home Page

Logout

Privacy Statement

Disclaimers

Below the screen name is the following text: Welcome to the Application Revision

section of eGrants. This section will enable you to review Grant and SubGrant

revision requests from FEMA.

Grant revision requests are provided below. To take appropriate action, click on

the link under the Action column.

Grant Application Year: 2017

Grant Application Title: 2017 PDMC grant test - East

Grant Application Number: PDMC-04-KY-2017 (hyperlinked)

Dropdown menu labeled “Displaying 1-1 of 1” with “Show 5” shown, followed by a

Go button

Table with five columns, one header row, and one row of data:

o0 Header row (all hyperlinked except for the last header): Revision Request ID;
Revision Request Date; FEMA Deadline Date; Comments from FEMA; Action

o 1strow: 2; 07-27-2017; 07-27-2017; test; Update (hyperlinked)

Below the table on the right-hand side are four buttons (all grayed-out): First 5,

<< Prev 5, Next >>, Last

Go Back button

Text above the second table: Subgrant revision requests are provided below. To

take appropriate action, click on the link under the Action column.

Note: p indicates the application was submitted in paper format. G indicates the

application was created by Grantee

Dropdown menu labeled “Displaying 1-1 of 1” with “Show 5” shown, followed by a

Go button

Table with six columns, one header row, and 1 data row:

o Header row (all hyperlinked except for the last header): Revision Request ID;
Subgrant Application Number; Revision Request Date; FEMA Deadline Date;
Comments from FEMA; Action

o 1strow: 1; G PDMC-PJ-04-KY-2017-004 (hyperlinked); 07-28-2017; 08-01-
2017, test, Review (hyperlinked and highlighted)

Below the table on the right-hand side are four buttons (all grayed-out): First 5,

<< Prev 5, Next >>, Last

Go Back button
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Image: Overview screen displays revision requests and the links for taking actions
accordingly

Figure 6-7: Review Section link for application
This is an image of the Review and Resubmit Application screen that contains the
following features:

On the left is a sidebar menu that contains the following hyperlinked options:
1. Overview

2. Grant Revision Requests

3. Subgrant Revision Requests

Return to Home Page

Logout

Privacy Statement

Disclaimers

Below the screen name is the following text: Each section of the subgrant

application that requires revision is listed below. To review a section, click on the

link under the Action column. Once all sections have been revised, you may

resubmit your application.

Table with two columns and 6 rows:

0 1Strow: Subgrant: Subapplicant City

o 2" row: Subgrant Application Number: PDMC-PJ-04-KY-2017-004

(hyperlinked)

3" row: Revision Request ID: 1

4™ row: Revision Request Date: 07-28-2017

5% row: FEMA Deadline Date: 08-01-2017

o 6" row: Comments from FEMA: test

Note: Sections marked with symbol IC are incomplete and should be completed

before resubmitting the application. Also fields marked with an * are required.

Print button

Table with 4 columns, a header row, and three rows of data:

0 Header row: Select (contains unselected checkboxes); Application Section;
Revision Status; Action (contents all hyperlinked)

o 1strow: Schedule; Revision Requested By FEMA; Review Section

o 2" row: Cost Estimate; Revision Requested By FEMA; Review Section

o 3"row: Cost Share IC; Revision Requested By FEMA; Review Section
(highlighted)

Right below the table are two hyperlinks: Select All, Clear All

Below the hyperlinks is the following text: Comments from FEMA have been

auto-populated below. You may edit these comments to your preference when

sending the revision request to the Subgrantee.

Comments to Subgrantee textbox with the word “test” shown

At the bottom of the screen are three buttons: Go Back, Save, Resubmit

Application (grayed-out)

(elNelNe]

Image: Review and Resubmit Application screen with subgrant application data and
links to review each section
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Figure 6-8: Example of Update Cost Share Section radio button
This is an image of the Review Cost Share screen that contains the following features:
e On the left is a sidebar menu that contains the following hyperlinked options:
1. Overview
2. Grant Revision Requests
3. Subgrant Revision Requests

Return to Home Page
Logout
Privacy Statement
Disclaimers
e Below the screen name is the following text:
This screen shows you the subgrant application section to be revised. A
summary of comments/instructions from FEMA is also provided. To revise the
section, check the Update Application Section radio button below. If the section
requires information from the applicant, you can release it for revision to the point
of contact by checking the Release Application Section radio button. When you
are finished, click the Save and Continue button.
Note: Fields marked with an * are required.
e Highlighted textbox:
Comments from FEMA
FEMA Deadline Date 08-01-2017
e Rabbit Interdiction Agency section displays the following information:
o Contact Name: Roger Rabbit
Contact Phone: 555-555-1212 Ext.
Contact Email: shawn.servoss@fema.dhs.gov
Contact Fax: 555-555-1212
Address: 123 main street
City: Lagomorphville
State: KY
Zipcode: 84321
EIN: 12-3456576
Federal Share: $105,154, 121.14 (65,07024786%)
Non-Federal Share: $56,446,801.86
0 View Details (hyperlinked)
e Cost Share section displays the following information:
0 Activity Cost Estimate: $161,600,923.00
o0 Federal Share Percentage: 65.07024786%
0 Non-Federal Share Percentage: 34.92975214%
e Dollars-Percentage section displays the following information:
0 Proposed Federal Share: $105,154,121.14; 65.07024786%
o0 Proposed Non-Federal Share: $56,446,801.86; 34.92975214%
e Non-Federal Funds table displays the following information:
0 Header row: Source Agency; Name of Source Agency; Funding Type;
Amount ($); Action
o 1strow: Local Agency Funding; City of Lexington; Cash; $56,446,801.86;
View Details (hyperlinked)

OO0O0O0O0O00O0O0O0
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O OO

(0}

2" row: Grand Total: $56,446,801.86

3 row: If you would like to make any comments, please enter them below.
4t row: [blank space]

51 row: Attachments

e Highlighted text block:
Funding Source: Local Agency Funding
Name of Funding Source: City of Lexington
Funding Type: Cash
Amount: $56,446,801.86
Date of availability: 01-01-2017
Funds commitment letter date: 01-01-2017 (emphasized with darker highlight)
Attachment (funds commitment letter): FundsCommitmentLetter.docx
(hyperlinked)
e Section at the bottom of the screen is highlighted for emphasis

o
(0}

(0}

o

(0]
(0}

Header: Action (*comments are required)

Two radio buttons: *Release Cost Share Section (Request Change); Update
Cost Share Section (radio button encircled)

*Set Revision Deadline field (Required if you selected the Release radio
button)

Text above Comments textbox: Comments from FEMA have been auto-
populated below. You may edit these comments to your preference when
sending the revision request to the Subgrantee.

Comments to Subgrantee textbox.

Three buttons at the bottom: Go Back, Save, Save and Continue

Image: Cost share information and the means to release application sections for further

action.

Figure 6-9: Example of Release Cost Share Section (Request Change) radio button
e Section at the bottom of the Review Cost Share screen that is highlighted for
emphasis

(0}
(0}

(0}

(0}

o
(0}

Header: Action (*comments are required)

Two radio buttons: *Release Cost Share Section (Request Change) (radio
button encircled); Update Cost Share Section (radio button encircled)
*Set Revision Deadline field (Required if you selected the Release radio
button)

Text above Comments textbox: Comments from FEMA have been auto-
populated below. You may edit these comments to your preference when
sending the revision request to the Subgrantee.

Comments to Subgrantee textbox.

Three buttons at the bottom: Go Back, Save, Save and Continue

Image: Cost share information and the means to release application sections for further

action.
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Figure 6-10: Release Application Section button
This is an image of the Release Cost Share Section screen that contains the following
features:
e On the left is a sidebar menu that contains the following hyperlinked options:
1. Overview
2. Grant Revision Requests
3. Subgrant Revision Requests

Return to Home Page
Logout
Privacy Statement
Disclaimers
e Below the screen name is the following text:
You have chosen to release the following application to the subgrant applicant.
Please provide the comments/instructions which are to be emailed to the
subgrant applicant. When you are finished, click the Release Application Section
button.
e Table showing Rabbit Interdiction Agency'’s information:
o 1strow: Contact Name: Roger Rabbit; Address: 123 main street; EIN: 12-
3456576
o 2" row: Contact Phone: 555-555-1212 Ext.; City: Lagomorphville; Federal
Share: $105,154,121.14 (65.07024786%)
o 3" row: Contact Email: shawn.servoss@fema.dhs.gov; State: KY; Non-
Federal Share: $56,446,801.86
o 4% row: 555-555-1212; Zipcode: 84321; View Details (hyperlinked)
e Email form:
To: Roger Rabbit shawn.servoss@fema.dhs.gov
Date: 10-01-2017
Subject: Cost Share section released for revision
From: brenda.huber@ideationinc.com
Revision Deadline: 12-31-2017
Body: Please revise Cost Share in the application:
Application Number: PDMC-PJ-04-KY-2017-004
Application Title:
e At the bottom of the screen are two buttons: Go Back, Release Application
Section (highlighted)
Image: Cost Share section of a subgrant application for review and release to a
subapplicant with emailed instructions.

Figure 6-11: Edit Contact Information option selected and Go button
This is an image of the Grant Status: Submitted Grant Applications screen that contains
the following features:
e Below the screen name is the following text:
Here are your pending tasks. Select an action by clicking the link under the
Action column.
Note: p indicates the application was submitted in paper format
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e Combination table with three columns, header rows, and data rows
Table section title: Application Review
Header row: Number of Applications; Review Status; Action
15t row: 10; Revision Requested; Review Revision Requests (hyperlinked)
2" row: 15; In progress; Review Status (hyperlinked)
Table section title: Awards
Header row: Number of Applications; Review Status; Action
o 1strow: 14; Obligated; View FEMA Award Package(s) (hyperlinked)
e Below the table is the following text:
Here are the grant applications that have been submitted. Select an application
by clicking the link under the Action column.
e Dropdown menu labeled “Displaying 1-5 of 37” with “Show 5” shown, followed by
a Go button.
¢ On the right-most side is a Search button.
e Second table with six columns, a header row, and five rows of data:
o Header row: Application Year (hyperlinked); Application Number
(hyperlinked); Application Title (hyperlinked); Grant Type; Application Status;
Action
0 1strow: 2016; FMA-04-KY-2016 (hyperlinked); Unchecked Properties FMA;
FMA Grant Application; Submitted To FEMA; Select Action dropdown menu
with “Edit Contact Information” selected, followed by a Go button (all
highlighted)
o 2" row: 2017; PDMC-04-KY-2017 (hyperlinked); 2017 PDMC grant test —
East; PDM Competitive Grant Application; Submitted To FEMA; [hidden] and
Go button
o 3"row: 2014; PDMC-04-KY-2014 (hyperlinked); Test; PDM Competitive
Grant Application; Submitted To FEMA, [hidden] and Go button
o 4™ row: 2015; FMA-04-KY-2015 (hyperlinked); Test 5.14; FMA Grant
Application; Submitted To FEMA, [hidden] and Go button
o 5™ row: 2005; PDMC-04-KY-2005 (hyperlinked); KY PDM-C 2005; PDM
Competitive Grant Application; Submitted to FEMA; Select Action dropdown
menu and Go button
e At the bottom of the screen are three buttons: Go Back, Logout, Return to
Homepage
Image: Grant Status: Submitted Grant Application screen displays pending tasks for
further action as needed.

O 0000 O0

Figure 6-12: Signature checkbox and Submit Contact Information button
This is an image of the Edit Contact Information page that contains the following
features:

e Point of Contact table with 14 rows of data:

o Title; title dropdown menu with “Mr.” shown

*First Name; textbox with sample text “some other” shown
Middle Initial; blank textbox
*Last Name; textbox with sample text “guy” shown
Title; blank textbox

O 00O
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@]

*Agency/Organization; textbox with sample text “city” shown; Find

Organization button

*Address 1; textbox with sample text “123 main street” shown

Address 2; blank textbox

*City; textbox with sample text “Lexington” shown

*State; dropdown menu with “Kentucky” shown

*ZIP; ZIP+4 textboxes with “12345-1234" shown; Need help for ZIP+47?

(hyperlinked)

*Phone; phone textbox with “123-555-1212" shown; blank Ext textbox

o0 Fax; blank textbox

o *Email; textbox with someotherguy@city.gov shown; Contact eMail Help
(hyperlinked)

Electronic signature box:

To submit this form, check the box below

*Checkbox; I, Ideation Consultant, hereby submit this form.

At the bottom of the screen are two rows of buttons:

Go Back, Submit Contact Information (highlighted)

Return to Homepage

O O0O0O0O0

@]

Image: Point of Contact information that can be edited

Figure 7-2: View FEMA Award Package option selected and Go button
This is an image of the Q with the following features:

Below the screen name is the following text:

Grant applications that have been submitted to FEMA are listed below. Select an

application by clicking the link under the Action column.

Dropdown menu labeled “Displaying 1-5 of 14” with “Show 5” shown, followed by

a Go button.

On the right-most side is a Search button.

Table with six columns, a header row, and five data rows:

0 Header row: Application Year (hyperlinked); Application Number (hyperlinked;
contents are all hyperlinked also); Application Title (hyperlinked); Grant Type;
Review Status; Action

o 1Strow: 2010; PDMC-04-KY-2010; Great NJ; PDM Competitive Grant
Application; Obligated By FEMA; Select Action dropdown menu and Go
button

o 2" row: 2008; RFC-04-KY-2008; Ralston Flood grants; RFC Application;
Obligated By FEMA,; Select Action dropdown menu and Go button

o 3"row: 2017; FMA-04-KY-2017; Columbia DEM Flood Mitigation Assistance
Grant; FMA Grant Application; Obligated By FEMA; Select Action dropdown
menu with “View FEMA Award Package” selected, and Go button (all
highlighted)

o 4% row: 2008; LPDM-04-KY-2008; KY FY 2008 L-PDM Grant Application; L-
PDM Application; Obligated By FEMA, [hidden] and Go button

o 5™ row: 2005; PDMC-04-KY-2005; KY PDM-C 2005; PDM Competitive Grant
Application; Obligated By FEMA; [hidden] and Go button
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e Below the table on the right-hand side are four buttons: First (grayed-out), <<
Prev (grayed-out), Next 5 >>, Last 5
e At the bottom of the screen are three buttons: Go Back, Logout, Return to
Homepage
Image: List of Grant applications that have been obligated by FEMA and are available
for further action.

Figure 7-3: View Award Package link
This is an image of the View FEMA Award Package(s) screen that contains the
following features:
e On the left is a sidebar menu that contains the following hyperlinked options:
FEMA Award Package(s)
Return to Home Page
Logout
Privacy Statement
Disclaimers
e Below the screen name is the following text:
FEMA award packages are listed below. To view an award package, click the
View Package link under the Action column.
Grant Application Year: 2017
Grant Application Title: Columbia DEM Flood Mitigation Assistance Grant
Grant Application Number: FMA-04-KY-2017 (hyperlinked)
e Dropdown menu labeled “Displaying 1-3 of 3" with “Show 5” shown, followed by a
Go button.
e Table with six columns, a header row, and three rows of data:
o0 Header row: Award Package Number; Date Awarded; Date Obligated; Non-
Federal Share; Federal Share; Action
o 1strow: EMA-2017-FM-E004 (2); 08-04-2017; 08-04-2017; $37.50; $112.50;
View Package (hyperlinked)
o 2" row: EMA-2017-FM-E004 (0); 08-03-2017; 08-03-2017; $37.50; $112.50;
View Package (hyperlinked)
o 3"row: EMA-2017-FM-E004 (1); 08-04-2017; 08-04-2017; $47.50; $122.50;
View Package (hyperlinked)
e Below the table on the right-hand side are four buttons (all grayed-out): First, <<
Prev, Next >>, Last
e At the bottom of the screen is the Go Back button
Image: View FEMA Award Package(s) screen displaying a list of Award Packages that
can be viewed

Figure 7-4: Example of a Grant Application Number link
This is an image of the FEMA Award Package screen that contains the following
features:
e On the left is a sidebar menu that contains the following hyperlinked options:
FEMA Award Package(s)
Return to Home Page
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Logout

Privacy Statement

Disclaimers

Below the screen name is the following text:

The award package you selected is provided below. Subgrant applications

included in the package are also provided below. To view the award package,

click the View Award Package link below.

Table with three rows of package information:

o 1Strow: Grant Application Year: 2016; Obligated Amount: $[blank]

o 2" row: Grant Application Title: Unchecked Properties FMA; Date Awarded:
07-12-2017; Date Obligated: 07-12-2017

o 3" row: Grant Application Number: FMA-04-KY-2016 (hyperlinked and
highlighted); Subgrant Applications Obligated: 1

Print Award Package button

Three hyperlinks:

o View Award Package (part 1 of 3)

o View Award Package (Part 2 of 3)

o View Award Package (Part 3 of 3)

Dropdown menu labeled “Displaying 1-1 of 1” with “Show 5” shown, followed by a

Go button.

Table with four columns, a header row, and one row of data:

0 Header row: Application Number; Subgrant Applicant; Non-Federal Share;
Federal Share

o 1strow: FMA-PJ-04-KY-2016-002 — View REC Report (all hyperlinked);
Subapplicant City; $10.00; $15,010.00

Below the table on the right-hand side are four buttons (all grayed-out): First, <<

Prev, Next >>, Last

At the bottom of the screen are two buttons: Go Back, View More FEMA Signed

Packages

Image: FEMA Award Package screen displaying package details and the View and Print
functionality

Figure 7-5: View Award Package links
This is an image of the FEMA Award Package screen that contains the following
features:

On the left is a sidebar menu that contains the following hyperlinked options:
FEMA Award Package(s)

Return to Home Page

Logout

Privacy Statement

Disclaimers

Below the screen name is the following text:

The award package you selected is provided below. Subgrant applications
included in the package are also provided below. To view the award package,
click the View Award Package link below.

Table with three rows of package information:
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o 1Strow: Grant Application Year: 2017; Obligated Amount: $[blank]

o 2" row: Grant Application Title: Columbia DEM Flood Mitigation Assistance
Grant; Date Awarded: 08-04-2017; Date Obligated: 08-04-2017

o 3" row: Grant Application Number: FMA-04-KY-2017 (hyperlinked); Subgrant
Applications Obligated: 1

Print Award Package button

Three hyperlinks (highlighted):

o View Award Package (part 1 of 3)

o View Award Package (Part 2 of 3)

o View Award Package (Part 3 of 3)

Dropdown menu labeled “Displaying 1-1 of 1” with “Show 5” shown, followed by a

Go button.

Table with four columns, a header row, and one row of data:

0 Header row: Application Number; Subgrant Applicant; Non-Federal Share;
Federal Share

0 1strow: FMA-PJ-04-KY-2017-001 — View REC Report (all hyperlinked); River
City Library; $37.50; $112.50

Below the table on the right-hand side are four buttons (all grayed-out): First, <<

Prev, Next >>, Last

At the bottom of the screen are two buttons: Go Back, View More FEMA Signed

Packages

Image: FEMA Award Package screen displaying package details and the View and Print
functionality

Figure 8-3: Update link
This is an image of the Quarterly Reports screen that contains the following features:

On the left is a sidebar menu that contains the following hyperlinked options:

1. Quarterly Reports

Return to Home Page

Logout

Privacy Statement

Disclaimers

Below the screen name is the following text:

A summary of your reports is provided below. To update or view a report, click on

the link under the Action column.

Grant Application Year: 2017

Grant Application Title: Columbia DEM Flood Mitigation Assistance Grant

Period of Performance: 07-01-2017 — 07-01-2019

Grant Application Number: FMA-04-KY-2017 (hyperlinked)

Table with seven columns, a header row, and two rows of data:

0 Header row: Fiscal Year; Quarter; Report Number; Period Covered; Status;
Deadline; Action

o 1strow: 2018; 1; FMA-04-KY-2017-QR-02; 07-01-2017 — 12-31-2017;
Financial — Incomplete (crossed out), Performance — Incomplete; 01-30-2018;
Update (hyperlinked)
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o 2" row: 2017; 4; FMA-04-KY-2017-QR-01; 07-01-2017 — 09-30-2017;
Financial — Incomplete (crossed out), Performance — Incomplete; 10-30-2017;
Update (hyperlinked and highlighted)
e At the bottom of the screen is a Go Back button.
Image: Table of available reports and the functionality to view, print, or update a report

Figure 8-4: Incomplete link for Grantee Quarterly Performance Report
This is an image of the upper section of the Update Quarterly Report screen that
includes the following features:
e On the left is a sidebar menu that contains the following hyperlinked options:
1. Quarterly Reports
Return to Home Page
Logout
Privacy Statement
Disclaimers
e Below the screen name is the following text:
To update your report, click on the links under the Action column and complete
the required information. Once all the forms are complete, you may submit your
report to FEMA by clicking Submit Report button.
Note: Fields marked with an * are required.
e Above the table, the following items are displayed:
Quarter: 4t
Fiscal Year: 2017
e Table with two columns, two header rows, and two data rows:
0 Header 1: Forms; Action
0 Header 2: Performance Reports
o 1strow: Subgrant Quarterly Performance Reports; Incomplete (hyperlinked)
and checkbox for Not Electronically Submitted (NES) (Need to save after
select/unselect this checkbox)
o 2" row: Grantee Quarterly Performance Report; Incomplete (hyperlinked)
Image: Screen showing a list of quarterly reports that are available for updating

Figure 8-5: Subgrant Quarterly Performance Reports “Not Electronically Submitted” box
selected
This is an image of the Update Quarterly Report screen that includes the following
features:
e On the left is a sidebar menu that contains the following hyperlinked options:
1. Quarterly Reports
Return to Home Page
Logout
Privacy Statement
Disclaimers
e Below the screen name is the following text:
To update your report, click on the links under the Action column and complete
the required information. Once all the forms are complete, you may submit your
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report to FEMA by clicking Submit Report button.
Note: Fields marked with an * are required.
e Above the table, the following items are displayed:
Quarter: 4t
Fiscal Year: 2017
e 15t table with two columns, two header rows, and two data rows:
0 Header 1: Forms; Action
0 Header 2: Performance Reports
o 1strow: Subgrant Quarterly Performance Reports; Incomplete (hyperlinked)
and checkbox (selected and highlighted) for Not Electronically Submitted
(NES) (Need to save after select/unselect this checkbox)
o 2" row: Grantee Quarterly Performance Report; Complete
e 2" table with two columns, two header rows, and two data rows:
0 Header 1: Forms; Action
o0 Header 2: Financial Status Reports
0 1Strow: Subgrant Quarterly Financial Status Reports; Incomplete
(hyperlinked) and checkbox for Not Electronically Submitted (NES) (Need to
save after select/unselect this checkbox)
o 2" row: Grantee Quarterly Financial Status Report; Incomplete (hyperlinked)
e At the bottom of the table is the following text:
Note: The State Financial Officer/Fiscal Officer must complete the Quarterly
Financial Status Report (SF 425, Financial Status Report). The hard copy report
must be signed by the authorized representative. Please mail the copy of the SF
425 to your FEMA Assistance Officer.
e At the bottom of the screen are three buttons:
Go Back, Save, Save and Continue (highlighted)
Image: Screen showing a list of quarterly performance and financial reports that are
available for updating

Figure 8-6: Electronic signature checkbox and Submit Performance Report button
This is an image of the upper section of the Update Quarterly Report screen that
includes the following features:
e On the left is a sidebar menu that contains the following hyperlinked options:
1. Quarterly Reports
Return to Home Page
Logout
Privacy Statement
Disclaimers
e Below the screen name is the following text:
To update your report, click on the links under the Action column and complete
the required information. Once all the forms are complete, you may submit your
report to FEMA by clicking Submit Report button.
Note: Fields marked with an * are required.
e Above the table, the following items are displayed:
Quarter: 4t
Fiscal Year: 2017
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Table with two columns, two header rows, and two data rows:

0 Header 1: Forms; Action

0 Header 2: Performance Reports

o 1strow: Subgrant Quarterly Performance Reports; NES and checkbox for Not
Electronically Submitted (NES)

o 2" row: Grantee Quarterly Performance Report; Complete (hyperlinked)

o 3" row has instructions for the electronic signature: To submit the Quarterly
Performance Report, check the box below.

o 4™ row: Checkbox (highlighted) I, [redacted signatory], acknowledge the
submission of performance quarterly report.

At the bottom of the table is the Submit Performance Report button (highlighted).

Image: Screen showing a list of completed quarterly reports that can be signed and
submitted

Figure 8-8: Example of an Incomplete link for a subaward
This is an image of the Subgrant(s) for Quarterly Performance Reporting screen that
contains the following features:

On the left is a sidebar menu that contains the following hyperlinked options:

1. Quarterly Reports

Return to Home Page

Logout

Privacy Statement

Disclaimers

Below the screen name is the following text:

Subgrant(s) awarded Federal funds under the Columbia DEM Flood Mitigation

Assistance Grant are listed below. To report the performance of a subgrant, click

on the link under the Action column. When you are finished, click the Save and

Continue button below.

Dropdown menu labeled “Displaying 1-1 of 1” with “Show 5” shown, followed by a

Go button.

On the right-most side is a Search button.

Table with seven columns, a header row, and two rows of data:

0 Header row: Application Number (hyperlinked); Subgrant Applicant
(hyperlinked); City (hyperlinked); Non-Federal Share (hyperlinked); Federal
Share Awarded (hyperlinked); Action (hyperlinked); Not Applicable

0 1strow: FMA-PJ-04-KY-2017-001 (hyperlinked); River City Library; River City;
$37.50; $112.50; Incomplete (hyperlinked and highlighted); checkbox
(unselected)

0 Bottom row: Total of above 1 subgrant(s); $37.50; $112.50; [blank]; Select All
and Clear All (both hyperlinked)

Below the table on the right-hand side are four buttons (all grayed-out): First, <<

Prev, Next >>, Last

At the bottom of the screen are three buttons: Go Back, Save, Save and

Continue

Image: Screen showing a list of subawards included in a federal award.
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Figure 8-9: Request Revision link
This is an image of the Quarterly Reports screen that contains the following features:

On the left is a sidebar menu that contains the following hyperlinked options:

1. Quarterly Reports

Return to Home Page

Logout

Privacy Statement

Disclaimers

Below the screen name is the following text:

A summary of your reports is provided below. To update or view a report, click on

the link under the Action column.

Grant Application Year: 2016

Grant Application Title: Unchecked Properties FMA

Period of Performance: 12-12-2016 — 12-12-2019

Grant Application Number: FMA-04-KY-2016 (hyperlinked)

Table with seven columns, a header row, and five rows of data:

0 Header row: Fiscal Year; Quarter; Report Number; Period Covered; Status;
Deadline; Action

o 1strow: 2018; 1; FMA-04-KY-2016-QR-05; 12-12-2016 — 12-31-2017;
Financial — Incomplete, Performance — Incomplete; 01-30-2018; Update
(hyperlinked)

o 2" row: 2017; 4; FMA-04-KY-2016-QR-03; 03-30-2017 — 09-30-2017;
Financial — Incomplete, Performance — Incomplete; 10-30-2017; Update
(hyperlinked)

o 3"row: 2017; 3; FMA-04-KY-2016-QR-02; 03-30-2017 — 06-30-2017;
[redacted text], Performance — Revision Submitted To FEMA on 05-JUN-
2017; 07-30-2017; View Details (hyperlinked), Request Revision (hyperlinked
and highlighted)

o 4% row: 2017; 2; FMA-04-KY-2016-QR-01; 03-30-2017 — 03-31-2017;
Financial — Incomplete, Performance — Submitted To FEMA on 16-MAY-
2017; 04-30-2017; Update (hyperlinked)

o 5" row: 2017; 1; FMA-04-KY-2016-QR-04; 12-12-2016 — 12-31-2016;
Financial — Incomplete, Performance — Incomplete; 01-30-2017; Update
(hyperlinked)

At the bottom of the screen is a Go Back button.

Image: Table of available reports and the functionality to view or update a report

Figure 8-10: Update link on Quarterly Reports screen
This is an image of the Quarterly Reports screen that contains the following features:

On the left is a sidebar menu that contains the following hyperlinked options:
1. Quarterly Reports

Return to Home Page

Logout

Privacy Statement

Disclaimers

FEMA Mitigation eGrants System Applicant QRG — SR 5.18 Page A-44



Appendix A: Alternative Text October 2017

Below the screen name is the following text:

A summary of your reports is provided below. To update or view a report, click on

the link under the Action column.

Grant Application Year: 2008

Grant Application Title: 08 FMA test $1M

Period of Performance: 04-07-2009 — 05-07-2010

Grant Application Number: FMA-04-KY-2008 (hyperlinked)

Table with seven columns, a header row, and five rows of data:

0 Header row: Fiscal Year; Quarter; Report Number; Period Covered; Status;
Deadline; Action

o 1strow: 2010; 3; FMA-04-KY-2008-QR-05; 05-07-2009 — 06-30-2010;
Financial - Incomplete, Performance - Revision Requested By FEMA
(highlighted); 07-30-2010; Update (hyperlinked and highlighted)

o 2" row: 2010; 2; FMA-04-KY-2008-QR-04; 05-07-2009 — 03-31-2010;
Financial - Incomplete, Performance - Incomplete; 04-30-2010; Update
(hyperlinked)

o 3"row: 2010; 1; FMA-04-KY-2008-QR-03; 05-07-2009 — 12-31-2009;
Financial - Incomplete, Performance - Incomplete; 01-30-2010; Update
(hyperlinked)

o 4™ row: 2009; 4; FMA-04-KY-2008-QR-02; 05-07-2009 — 09-30-2009;
Financial — Submitted To FEMA on 16-SEP-2009, Performance - Submitted
To FEMA on 16-SEP-2009; 10-30-2009; View Details (hyperlinked), Request
Revision (hyperlinked)

o 5™ row: 2009; 3; FMA-04-KY-2008-QR-01; 05-07-2009 — 06-30-2009;
Financial — Revision Submitted To FEMA on 23-NOV-2009, Performance —
Revision Submitted To FEMA on 23-NOV-2009; 07-30-2009; View Details
(hyperlinked), Request Revision (hyperlinked)

At the bottom of the screen is a Go Back button.

Image: Table of available reports and the functionality to view or update a report

Figure 8-11: Revision deadline, FEMA comments, and Complete link
This is an image of the upper section of the Update Quarterly Report screen that
includes the following features:

On the left is a sidebar menu that contains the following hyperlinked options:
1. Quarterly Reports

Return to Home Page

Logout

Privacy Statement

Disclaimers

Below the screen name is a table with no header, two columns, and four rows of
information:

o 1strow: Revision Request ID; 1

2"d row: Revision Request Date; 08-01-2016

3" row: Revision Deadline (highlighted); [blank]

4t row: Comments from FEMA on Performance Reports; no attachments

O OO
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Below the table is the following text:

To revise your report, click on the links under the Action column and modify the
required information. Once you are finished with the changes, you may resubmit
your report to FEMA by clicking Resubmit Report button.

Note: Fields marked with an * are required.

Above the table, the following items are displayed:

Quarter: 31

Fiscal Year: 2010

Table with two columns, two header rows, and two data rows:

(0]

(0}

(0]

(0}

o

(0}

Header 1: Forms; Action

Header 2: Performance Reports

15t row: Subgrant Quarterly Performance Reports; Complete (hyperlinked)
and checkbox for Not Electronically Submitted (NES) (Need to save after
select/unselect this checkbox)

2" row: Grantee Quarterly Performance Report; Complete (hyperlinked and
highlighted)

3" row has instructions for the electronic signature:

To submit the Quarterly Performance Report, check the box below.

4™ row: *[unselected checkbox] I, [redacted signatory], acknowledge the
submission of performance quarterly report.

At the bottom of the table is the Resubmit Performance Report button.
Image: Screen showing a list of completed quarterly reports that can be signed and
resubmitted
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