ND GRANTS QUICK REFERENCE GUIDE

Applying Through the Grants.gov Workspace

Quick Reference Guides (QRGs) provide step-by-step instructions to assist you in using the
Non-Disaster Grants (ND Grants) system. This QRG describes how to initiate an application

Introduction

To apply for a Federal Emergency Management Agency (FEMA) preparedness or mitigation grant, you must begin the
application process through Grants.gov. Once the initial application for Federal Assistance (SF-424) is complete in

complete, the application will be released to be completed in ND Grants.

Note

= If you complete the SF-424 in Grants.gov, you will be the Authorized Official for the application—only the
Authorized Official can submit an application in ND Grants

Prerequisites

To apply for a non-disaster grant:

= Your organization must have an Employer Identification Number (EIN) and a Data Universal Numbering System
(DUNS) number

= You must have an account with Grants.gov

Step 1
Open the Applicants dropdown and click the Apply Now link.

HELF | MY ACCOUNT | LOGCUT

SEARCH: [elEU Oppununi[iesM Enter Keyword... GO
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GRANTS.GOV ) Applieant Center GRANT APPLICATIONS APPLICANT MANAGEMENT
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» Manage OCrganization Profile
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Figure 1. Click the Apply Now link under the Applicants dropdown
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APPLYING THROUGH THE GRANTS.GOV WORKSPACE

Step 2

Enter the Funding Opportunity number or the Opportunity Package ID into the text boxes and click the Create
Workspace button.

GRANTS.GOV % Applicants ) Apply Now Using Workspace

APPLY NOW USING WORKSPACE 2]

Ifyou know the Funding Opportunity Mumber or the Opportunity Package 1D for which you would like to create a Workspace, please enter it below. Othenwise, go to Search Grants o search open Opportunities.

— Please enter Opportunity infor

Funding Opportunity Number: |DHS-18-NPD-005-02-05 |

Opportunity Package ID: l ]

— Please enter required inf tion for new Work

*Application Filing Name:z [Test

I Create Workspace I Cancel

Figure 2. Enter the Funding Opportunity Number or Opportunity Package ID and click the Create Workspace button

Step 3

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

GRANTS.GOV ) Applicants % Manage Workspace

MANAGE WORKSPACE Fill Out Forms Complete and Nofify AOR ) Submit . Agency Received e

DHS-18-NPD-005-02-05 - PKGO0D42945 Application Filing Name: Test [Edit Name]
FY 2018 Emergency Management | . . .
Performance Grants (EMPG) Region 2 Workspace ID: WS00005768 Workspace Status: Mew Opening Date: —

(TEST) ) ADR Status: Workspace has AOR Last Submitted Date: — Closing Date: May 13, 2020
Department of Homeland Security - FEMA
Department of Homeland Security - FEMA Workspace Owner: NDgrants Test SAM Expiration Date: Jan 21, 2020 DUNS: 0000000000000

‘ FORMS || VIEW AFPLICATION || ATTACHMENTS || PARTICIPANTS H ACTIVITY H DETAILS |

Workspace Actions:
’7 Check Application Sign and Submit Delete

Application Package Fonms - Users are encouraged to follow antivinus best practices when Downloading Instructions and Fonms: Download Instructions »
Include
in Form Name (Click to Edit Requirement | Form Status | [SLURMAISd |y oy gy Actions
Package
¥ Application for Federal Assistance (SF-424) [W2 1] Mandatory — — — Lock | Dovnload | Upload | ReuseIWehfnrm I
) Budget Information for Mon-Construction Programs (SF-4244) V1.0] Mandatory — — — Lock | Download | Upload | ReuseIWebfon'n I

Figure 3. Click the Webform link
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APPLYING THROUGH THE GRANTS.GOV WORKSPACE

Step 4
Complete the application using the Grants.gov instructions as a guide.

Step 5

To submit the application, click the Sign and Submit button.

GRANTS.GOV ) Applicants } Manage Workspace

MANAGE WORKSPACE

DHS-18-NPD-005-02-05 - PKG00042943
FY 2018 Emergency Management
Performance Grants {EMPG) Region 2
(TEST)

Department of Homeland Security - FEMA
Department of Homeland Security - FEMA

Application Filing Name:

.. Created . Forms Passed

)| Compiete and Notify AOR

Test [Edit Name]

Workspace ID: WS00005753

AOR Status: Workspace has AOR

Workspace Owner: NDgrants Test

Workspace Status: In Progress
Last Submitted Date: —
SAM Expiration Date: Jan 21, 2020

| Submit _f‘:Agency Received «Back a

Opening Date: —
Closing Date: May 13, 2020
DUNS: 0000000000000

I FORMS H VIEW APPLICATION || ATTACHMENTS ‘

| PARTICIPANTS || ACTIVITY H DETAILS |

—Workspace Actions:

| Check Application ISlgn ana Sugmlt I Delete

Application Package Forms - Users are encouraged to follow antivirus best practices when Downloading Instmuctions and Forms:

Download Instructions »

Include
in Form Name (Click to Edit) Requirement | Form Status Lﬁ'&éﬁ?a‘ed Locked By Actions
Package e
¥ Application for Federal Assistance (SF-424) [V2.1] Mandatory Passed May 17, 2018 11:25:45 AM MDgrants Unlock | Download | Upload | Reuse |
[Locked] EDT Test Webform
“ Budget Information for Mon-Construction Programs (SF-4244) MMandatory Passed May 17, 2018 11:42:08 AM MDgrants Unlock | Download | Upload | Reuse |
v1.0] [Locked] Test Webform

Learn more at fema.gov

Figure 4. Click the Sign and Submit button
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APPLYING THROUGH THE GRANTS.GOV WORKSPACE

Step 6

use the tracking number to verify that the application is downloaded |nto ND Grants.

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

{Confirmation

“Thank you fior submitting your grant application package via Grants. gov. Your application is
cumently being processed by the Grants. gov systemn. Once your submission has besn processed,
Grants.gow will send emal messagas to advise you of te progress of your application through the
system. Ower the naxt 24 bo 48 hours, you should receive two emails. The first will confim receipt
ul‘yu.n'applka‘hnnb; Grants.gov system, and the second wil indicate that the application has
ajther bee ﬁﬁlym[dahedbyﬂesﬁzmpnwwhansmﬁsmnmlegaﬂnragmorhas
been rqededdue b esrors.

Please do naot hit the back button on your browssr.

B your application is swecassfully validated and subsequentiy retrievad by the grantor agency from
the Geants.gow system, you will ecefve an additional email. This email may be delivered saveral
days or waeks from the date of submission, depending on when the grantor agency retrieves it

*ou may also monitor the processing states of your submission within the Grants.gov system by
clicking on the "Track My Application” ink listed at the end of this fom.

Pote: Once the grantor apency has remeuedmapplhahunﬁum Grants.gov, you will need to

contact them directy for any subsequent status updates. Grants.gov doas not participate in making
any award decisions.

IMPORTANT NOTICE: Fyou do not receive a recaipt confirmation and either a validation
confrmation or a rejection emal message within 4B hours, pleasa eontact us. The Grants.pow
Contact Center can be reached by emal at supportfarants.gov, o by telephane at

1-BD0-51B-4726. Abvays nclude your Grants.gov tracking number in all comespondence. The
tracking numbess issusd by Grants.pov look like GRAMTIRCEOCROCL

4

Note

= The Confirmation popup indicates that the application has been submitted. It does not confirm that the
application has been accepted
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APPLYING THROUGH THE GRANTS.GOV WORKSPACE

Step 7

the Applicant Center page.

HELP | MY ACCOUNT | LOGOUT

C BN o o | [8
o GRANTS.GOWV™

FIND. APPLY. SBUCCEED

HOME LEARN GRANTS~  SEARCH GRANTS AFPLICANTS ~ GRANTORS~  SYSTEM-TC-SYSTEM~ FORMS ~ CONNECT ~ SUPPORT ~

GRANTS.GOV % Applicant Center

APPLICANT CENTER o

s ~
WELCOME:
NDgrants Test APPLY USI NG WO RKS PACE
\
- “ Are you new fo Grants.gov Workspace? Grants gov Workspace allows applicants and organizations to tailor their application workflow to provide the best fit
GRANT APPLICATIONS for your team. Each of the approaches contains links to help articles and video tutorials.
» How to Apply for Granis
» Apply Now Browse the Approaches to Workspaces

= [an

APPLICANT MANAGEMENT

~ Manags Orearisation Profis GRANTS.GOV TRAINING RESOURCES AND VIDEOS

»Manage Organization Roles

Learn how to find funding opportunities and apply for a grant in Grants.gov using our training resources and videos. Resources are available in the enline

APPLICANT RESOURCES user guide and Grants gov YouTube channel

» Workspace Overview

» Applicant Eligibility

» Applicant Training

» Applicant FAQs

» Adobe Software Compatibility

» Submitting UTF-& Special Characters
» Encountering Error Messages

\ GRANTS.GOV COMMUNITY BLOG

Stay up to date with the latest updates and resources on the Grants.gov system on the Community Blog. Get previews of release updates, grant process
and writing basics, eligibility insights, and #FundingFriday.

Browse the Applicant Training Resourcess

Visit the Grants.gov Community Blog »

Figure 6. Click the Check Application Status link
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APPLYING THROUGH THE GRANTS.GOV WORKSPACE

Step 8

Enter the Funding Opportunity Number or Grant Tracking Number and click the Search button.

HELP | MY ACCOUNT | LOGDUT

= sevor: TN T
— GRANTS.GOWV™

FIND. APPLY. BUCCEED"

HOME LEARN GRANTS « SEARCH GRANTS APPLICANTS = GRANTORS ~ SYSTEM-TO-SYSTEM~ FORMS »  CONNECT ~ SUPFPORT ~

GRANTS.GOV % Applicants % Chack Appiication Status

CHECK APPLICATION STATUS 2]
Please enter criteria and click
Funding Opportunity Number: _DHS—IS—NPD—DUEOLGS Grant Tracking Number: |
DUNS:
Date Received: From: [05/17/2018 | ) To:[05/17/2018 |8

Results: Export Detailed Data

1-1 of 1 Records |E|
TWEET | owes | gmwh  owo O gmume Smime eso| o0 MRET e
GRANTO00690196 0000000000000 ‘DHS4&NPD—DU5—DZQ5 ‘ 97.005 ‘ ‘PKGDUU#ZB#B Tﬁgg:ifmsEDT IVa[ldaledl%ﬁi::}-‘,z:g“;[)-[ WY Details | Di ‘
1-1 of 1 Records |z|
Figure 7. Enter the funding opportunity number into the Funding Opportunity Number field
Note
= Once the application is downloaded to ND Grants, the Status column will read Agency Tracking Number
Assigned
Questions?

For additional assistance, please contact the ND Grants Service Desk. For programmatic or grants management
questions, please contact your Program Manager or Grants Specialist.
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