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Introduction to the ND Grants

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

= Grant application
= Award acceptance
=  Amendments

= Performance Reporting

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

User Guide Organization

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

Questions?

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

NOTE: Starting in January 2023, service desk hours are moving to 8:00 a.m. - 5:00 p.m. E.T.

Learn more at fema.gov October 2022 3 of 80
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Registration and Login

Creating an ND Grants Account

To access the ND Grants system, you must first register an account. Registration can be completed within the FEMA

to log into ND Grants.
Note

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

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

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

OUR MISSION
To reduce [pss of iife and propedy and protect cur nation's entical infrastre hore froen all types of hazards throwgh &
comgrehsnsive, fsk-based, emergency managemsnt program of miligalion, prepanedness, responss and récoveny

Espafiol Englsh

-
United States Govermment

* denotes raguired fiald

“Passwors: ]

[ Login | | Reset |
Sesgion axparas in thirty minutes for thes apphcation

) ) [ use B
-

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

Please insen your FEMA PIV card
into your smart card reader befare
astiempling 1o logn, then press the
PV eaed irrage.

Learn more at fema.gov October 2022 4 of 80
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Step 2

If necessary, enter the characters appearing above the text box on the Image Verification page and click the Submit
button.

Flease type the characters appearing in the picture:

Mobe: “'ou can iy no more Bean Bhares fimes. This is yoor first iy

hatled

[ Fuaifec] =]

o [

Figure 2. Enter the characters and click the Submit button

Learn more at fema.gov October 2022 5 of 80



Step 3

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

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

“ou will nesd o save your ussr ID snd password, it will be required each time you logon o the system.
Pleazs nofe that user 10 is converted to all lowercase charscters.

UserlD * :| minimum length is 7, maximum length is 14, cannot contain ", gpace character, ", #

ADDRESS

Street * | |
City * | |
state *
ZipCode * [ |fommatis 01234, 01234-5678
ADDITIONAL ADDRESS
Street | |
City | |
State Abbreviation

ZipCode [ |formatis 01234, 01234-5678

Figure 3. Enter all user information and click the Submit button
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Step 4

Create a password and then click the Submit button. The password must be 8-14 characters long and cannot contain
any special characters. Your password will be required to access ND Grants every time.

CREATE PASSWORD

Password Strongest

%

Password: |ssssssssss |

rninimum lsngth is 8, maximurm length is 14, cannct contain

space character, ', #

Confirm Password: [ssessssssss |
User ID: [testingtest123 |

rninimum lsngth is 7, maximuen length is 14, cannct contain

space character, ', &

You will need to save your user ID and passwaord, it will be required each time you logon to
the system.

Please note that user 1D is converted to all lowercase characters.

T ] —

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

Step 5

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

Congratulations! Your account is registared.
You currently do not have access to any applications. To request access, please click the button below.

| Accessibibty | Site Help | Site Jnde | FEMA Contpct | FEMA Home | Logoyt

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

Learn more at fema.gov October 2022 7 of 80



2022 GRANT RECIPIENT USER GUIDE

Step 6

Scroll down and click the Request Access button next to the ND Grants icon.

- Hazard Mitigation Disaster Waorkforce Internet Site

" Housing Portal External Application

- Disaster Assistance Center

=P . National Disaster Housing Program Database Intemet Site
--

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

Step 7

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

Pleasa provde valid access |0 in ordar 10 oblain acoass prvilges Lo the system. The Apcsss 1D & provided by the progran area spansoring Bis syslem.
I ]

I T L.IEL Testt ]

| Zeprmaibiity | Site Help | Ske Index | FEMA Contact | FEMA Home | Logout
Figure 7. Enter the ND Grants access ID on the Access /D page

Note

= |f you are not participating in an in-person ND Grants training session, you can request the access code by

Learn more at fema.gov October 2022 8 of 80
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Logging into ND Grants
Step 1
From the FEMA Login page, enter your user ID and password, and click the Login button.

OUR MISSION

To reduce [oss of life and propeify and protect our nation's crtical infrastructure from all types of hazards through &
comprehensive, rizgk-based, emergency management program aof miligation, preparedness, rezponse and recovery

Espafiol Enalizh

-~

United States Government

* denotes required field

“Userip: [ ]
*Password: [

Pleas=e insert your FEMA PIV card
info your smart card reader before
attempling to login, then press the
PV card image.

John Doe
I Login I [ Feset |
Seszion expires in thirfy minutes for thiz application
=
s
[ Forget ID? | | ForgotPwd? | [ MewNonPlWUser? | L usa — | )

Figure 8. Enter your user ID and password and click the Login button
Step 2

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

A FEMA - VDF]i[S FEI\IA Enterprise Identity Management System

00 Server: didzps atdl.net
Available Applications

Click here fo request new privileges.

ND GRANTS

Figure 9. Click the ND Grants icon

Learn more at fema.gov October 2022 9 of 80
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Dropdowns

Pending Tasks Access Requests
Appilc B Grantes Organization

Pending Tasks

Figure 10. The ND Grants homepage

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

= The Pending Tasks dropdown contains a list of all the tasks pending in your queue
= The Applications dropdown contains all functions related to managing and submitting applications

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

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

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

Learn more at fema.gov October 2022 10 of 80



2022 GRANT RECIPIENT USER GUIDE

Managing Organizations

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

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

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

Viewing Organizations

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

Step 1
Under the Administration dropdown, click the Organizations link to view the Organization Administration page.
ND Grants m Pending Tosks « Applications Granis « Administration «

Cuganizations

Nlalrr Flequest OMganzabon ACCess s
- ' e Baview Organization Access Requests -

Figure 11. Click the Organizations link under the Administration dropdown

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

Learn more at fema.gov October 2022 11 of 80
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Step 2

From the Organization Administration page, review your organizations.

Organization Administration

S h:
10 ~ fecords per page Showing 1 to 10 of 173,942 entries —
4 Legal Name Address Status Action
000 test-org 250 Mayn Strayt Testing 311, Clarendon, Virginia, 22222 Active G
0001 Organization 46 N Washington Blvd New Apt, New City, Virginia, 22201 Active G
AMI10
0001 Organization 555 Street , Test, Virginia, 22222 Active G
AM2
0001 Organization 12005 N St. EDIT , Washington, District Of Columbia, 20020 Active G
AMS
0001 Organization 9959 Main Street , Reston, Virginia, 20233 Active G
AMB

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

Learn more at fema.gov October 2022 12 of 80
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Creating an Organization

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

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

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

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

= Duplicate organizations cause problems in the system. Please ensure your organization does not already exist
Step 1
Under the Administration dropdown, click the Organizations link to view the Organization Administration page.

WD Grants ) Pending Tasks ~ Applications = Grants = Admenistration =

Crganizations

i Regquest Crganization Aztess Tak
it Review Organizabion Access Requests et

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

Step 2

Click the Create Organization button in the upper right corner of the page.

Organization Administration

Search:

10 ~ | records per page Showing 1 to 10 of 173,942 entries
4 Legal Name Address Status Action
000 test-org 250 Mayn Strayt Testing 311, Clarendon, Virginia, 22222 Active G
0001 Organization 46 N Washington Blvd New Apt, New City, Virginia, 22201 Active G
AM10
0001 Organization 555 Street , Test, Virginia, 22222 Active G
AM2
0001 Organization 12005 N St. EDIT , Washington, District Of Columbia, 20020 Active G
AMS
0001 Organization 999 Main Street , Reston, Virginia, 20233 Active G
AMBE

Figure 14. Click the Create Organization button

Learn more at fema.gov October 2022 13 of 80



Step 3

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

Create Organization

Cancel Save

Details

Legal Name

This should match your SAM.gov account

Type Search for Type v
Division Name

Department Name

Empleyer Identification Number 99-99
(EIN)

If you share the EIN with other
Organizations, please list their legal
names here

DUNS Number DUNS+4

UEI Number

DUNS/UEI Number should match your SAM.gov account

Is this organization active? @ Yes O No

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

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

= Anorganization’s contacts are not ND Grants Management System users. Without an ND Grants Management
System account, individuals will not have system privileges
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Updating Organization Details

When updating an organization, please note that:

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

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

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

Step 1

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

MO Granls m Foredrg Trzks « Ayplen’ran =

Pending Tasks Access Requests
Application Grantee Crganization
Aodrd OFed Revies 41 Cepanizafon Actess Reviess 1

Figure 16. Click the Organizations link to open the Organization Administration page
Step 2

Click the Update Organization icon in the Action column.

Organization Administration

' ' Search:

‘ 10 ~ ! records per page Showing 1 to 10 of 173,942 entries |
4 Legal Name Address Status Action
000 test-org 250 Mayn Strayt Testing 311, Clarendon, Virginia, 22222 Active

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

Learn more at fema.gov October 2022 15 of 80



Step 3
From the Update Organization page, update the organization address. Then click the Save button.
canee m Employer Identification Number 123456789
(EIN)

If you share the EIN with other
Organizations, please list their legal
names here

DUNS Number 123456789 DUNS+4 1111

UEI Number

DUNS/UEI Number should match your SAM.gov account

Is this organization active? O Yes @ No
Physical Address Mailing Address same as Physical
Address 55 Test Rd. e e
Address 2 123
City Rockport
State IMaine % | v
Country UNITED STATES x| v
ZIP 04856 Zip-4 9999
Congressional District ME-01 ey -

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

Note

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

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

- performance reports pending submission or review



Update Organization

Details You cannot update the Organization Address while an Application is Pending Review. The following grants have Applications Pending Review:
UseCRoles Grant Funding Opportunity Pending Action
Contacls
EMW-2017-CA-19169 FY 2017 FO Headquarter basanta FEMAUAT without payment hold Application [EMW-2017-CA-APP-19169]
Cancel EMW-2019-CT-00018 CT Test FO for Template Updates Application [EMW-2019-CT-APP-00018]
Details

Legal Name 0001 Organization AM7
Type  State governments
Division Name  Testing Division
Department Name  Testing Department

Employer Identification Number 123456789
(EIN)

Other Organizations that share
this EIN

DUNS Number 1234567891234
UE! Number
Is this organization active?  Yes

Congressional District ~ VA-02

Physical Address 100025 Clarendon Bivd Mailing Address 200 Wilson St
Will this create an amendment?! It should!?
Arlington, Virginia 22203 Adlington, Virginia 22202
UNITED STATES UNITED STATES

Figure 19. The Update Organization page will list all pending tasks and prevent updates to the organization
Step 4

The Update Grantee Organization Address page lists all active grants that will include the updated address. Click the
Confirm button.

Update Grantee Organization Address ]

Updating the Organization Address will affect the following grants with aclive awarnds:

4 Grant Funding Oppartunity

EMA-2018-CA-Q00L3 FY 2018 Regional AM PARS FEMAUAT

Cancel Confimn

Figure 20. Click the Confirm button to complete the update



ND Grants User Roles

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

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

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

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

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



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

Actve Fole

=  Whoever establishes the
organization in ND Grants
automatically becomes the

Organization Responsible for approving access requests, Organization Administrator
Administrator adding/removing user roles, managing
contacts = Organizations should ensure that

they have assigned at least two
people with this role in the event
of personnel change

= Several users can be the
Authorized Official for an
organization
Authorized Official Manages the award throughout the grant

(Organization) lifecycle = To become the Authorized Official

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

= The user who submits the grant
application for the organization
must have the Authorized Official
role for the organization

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

- - Manages the award throughout the grant grant application
Authorized Official (Grant) - ifecycie = The Authorized Official has the
authority to sign and submit a
grant application on behalf of the
Signatory Authority

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

= The Signatory Authority does not
require ND Grants access, but
must be listed as an Organization
Contact

While the Signatory’s name
appears on the application, the
Authorized Official signs the
application

= The role is assigned as part of the
grant application process

An organization user or contact, whose
Signatory Authority name appears on the application and other
grants management documents

Grant Writer Manages application details before = N/A
application submission



2022 GRANT RECIPIENT USER GUIDE

- Submits performance reports and award = The grant administrator can edit
Grant Administrator . o applications and submit

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

inactive Role

Financial Specialist = The role is currently not
activated

Table 2. This table describes each inactive role and provides an overview of specific considerations

Task Organization | Authorized Grant Grant
Administrator |  Official Administrator Writer
Submit an application in ND Grants X
Edit an application in ND Grants X X X
Update Organization X
Approve access request X
Changes user privileges for an Organization X
Input Project Funding data X X X
Submit Performance Reports X X
Accept Award Packages X
Sign Assurances & Certifications X
Submit Award Amendment X

Table 3. By assuming an ND Grants role, a user can perform one or more tasks

Learn more at fema.gov October 2022 20 of 80
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Requesting Organization Access

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

Step 1
Under the Administrations dropdown, click the Request Organization Access link.

MD Grants E Pending Tasks - Applications

Reques] Organization ACcess

i Review Onganization Access Requests

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

Step 2

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

Request Access to Organization

e | o [N

Organization

Crgasi psnee Saheot T AT Iaﬂ.l

B= sy

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

= |nactive Organizations will appear greyed out in the dropdown menu.

= |f an Inactive organization is selected, a red warning box will be displayed stating “Organization Name is
inactive. Please verify that no active versions of your organization exist before requesting access to this
version.”

Learn more at fema.gov October 2022 21 of 80
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Step 3

Select the roles you need for the organization by clicking the checkboxes next to each role. Then click the Submit
button.

e S m Drganizal‘iﬂﬂ

Crgamizaticn OO0 fesl-org ® |» Q

Legal Hamss DD begbamg

Empdoyer identification Humber 181234557
[Eib}

DM S U B PGS
Mailing Acdress 1iestrd

ietville, IMangiand 207355
UMITED STATES

Exidting Rold (A Adminisimaic
Grans WWiier
Financial Spacialist

Roles Requested

] arg Admir [ mutnanizea omcia
E arants administratar B @rant Writer
 Financial Speciatist

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

Update Organization Access Request

Organization Crganization access request successiully submitted
User Roles

Access Request

Organization

Cancel
Legal Name 000 test-org

Employer Identification Number  13-1234567
(EIN)

DUNS Number 9999993999
Mailing Address 1 testrd
testville, Maryland 20735-9999
UNITED STATES

Existing Roles  Grants Administrator
Grant Writer

Financial Specialist

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

Learn more at fema.gov October 2022 22 of 80
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Step 4

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

Organization Access Requests

Rewiew Acorss Requests Pending Access Feguesls

10 [w]  reconds per page Showing 1 5 1 of 1 entries {Tiered from 13 fotal entries) Search: | oo %
& Legal Name Roles Requesied Status Actinn
00K Resst-ang Athaned Ofcial, Financial Specialist, Grant WIler, Grants Administrato Pening Review E

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

Learn more at fema.gov October 2022 23 of 80
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Forwarding Organization Access Requests

If the existing Organization Administrator is unavailable to approve the request, you can forward the request to the
Program Manager. The Program Manager can only approve an access request that includes the Organization
Administrator role.

Note

= QOrganizations should ensure that they have assigned at least two people with the Organization Administrator
role in the event of personnel change. If the current Organization Administrator is leaving the organization,
they should designate replacement Organization Administrators before departure

Step 1

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

fatale Edidsy - B Afdmnsirnbon -

Figure 26. Click the Review Organization Access Request link under the Administration dropdown
Step 2

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

Organization Access Requests

""—"’""P"ml Sremsdng 115 1 6 1 aniries se-ml ]
A Drganization Mama ) Reguasior Action
Coforads Diviskon of Ensergency Hanagenent UserZ, NDGrants [ndg_grantea?]

Figure 27. Click the Pending Access Requests tab to view all pending requests
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Step 3

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

Organization Access Requests

Review Access Reguesis ‘ Pending Arcess Requesls ‘

10 fec0rds per page Showing 180 2 of 2 entriss (iRered from 14 S
totel eniries) nog| X |
a Legal
Namea Roles Reguested ' Status Action
000 test-arg Fin m?r:_ual Specialist, Grant Writer,Grants Administrator, Organization Ptnfﬁnn
Adrmamstrator Review
000 testorp Authorized Official Financial Specialist, Grant Writer, Grants Administrator :::;:n [a]

Figure 28. Click Forward Organization Access Request to Grantor to open the Forward Organization Access Request page
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Step 4

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

Forward Organization Access Request

B

Access Reguest
To et FEMA In eenisning your sotois iejuesl, plasss kenlity & Flscsl Yesr and Fundisg Opportenily for whch your crganzation has
apgdied dor 8 Granl.
Polea Regueabesd  DeganizaBon Adsinialnsl oo
Gemtba Aderinmlralod

e Ve
Finanial Specialsl
Fracal ¥ esf | 2mv
Fomding Oppartunity |F‘|"1‘1]1?'FDHHWIE|:FEH.J.'J&T w |=| O |
Wtry s you need Grantee sl feraard
Crgenication Administrabor
Role Acceas?

Figure 29. Click Submit on the Forward Organization Access Request page to forward the request to a Program Manager

Forward Organization Access Request

Access Request | Orpasization ac:ass regoest successfully forwardad to Granior -

Access Reqguest

Roles Requesied  Owganization Adminisiraser
Gimnky Audmanis rator
Grant Witer
Finangial Specisish
Ststus  Foramnsed ba Grantr
Fimcal Yoar 2007
Funding Opportenity  FY 2017 FO Fegionsd ales FERALIAT

Why doyow need Grantes  lest foreand
QOrgandration Administrator Robs
Acceas?

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

Note

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

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

organization.

Step 1
To view pending Organization Access Review tasks, click the Organization Access Reviews link in the Access Requests
column on the ND Grants homepage.

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

WO Grants ) Penang Tasks - Applicalbons. « Cranis = Adminisiraticn

Pending Tasks Access
Requests

Application

ASIre OfEr Review 24 Grantee Organization

I Organtzabon AC0ess Rivews G I

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

Step 2

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

Organization Access Requests

Ry ALLess Rbgaisis Peyding Adcisd Raquests

:10 [=] | recoeds per page Shoming 1101 of 1 enteiess (Alesed Trom B lolal envies) Search: | pog

£ prganization Mame Requestar Actien
D test-ong Userd, NDGrants [ndg_grantes3]

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

Learn more at fema.gov October 2022 27 of 80



2022 GRANT RECIPIENT USER GUIDE

Step 3

Select or deselect the role(s) to confirm the role(s) the new user will have under the organization. No change is
necessary if the requestor has already selected the appropriate roles. Click either the Approved or Denied button and

enter any text in the Comments box if necessary.

Updated Roles

[ ] organization Administrator | Autherized Official
V| Grants Administrator Grant Writer

[ Financial Specialist

Review

outcome | O Approved O Denied |

Comments K Ehﬁ_l""‘l P"‘_IE I_liiii_[:" =~ E =

&P IE* | Font Sizes  ~

Figure 33. Click the Approved or Denied button on the Review Access Request to Organization page
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Step 4

An email template will appear, allowing you to choose recipients to notify as well as to add text in the Message Body
text box.

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

To

Select Contacts |

User3, NDGrants

Additional Email !
Addresses

CC
Select Contacts

Additional Email
Addreszes

Subject MD Grants Organization Access Reguest Approved

Message Body

¥ h® |6 (B 7|

i
i
il
[
iii
a4

i
4
Il
| &

= =| & = | Fortsizes -

Figure 34. Complete the email notification on the Review Access Request to Organization page
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Step 5

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

Review Access Request to Organization

Ofganizsln
Reauesion Crganization
Fecdng Appicaed
Legal Hame 000 besd-aig
Fgview

Type  Slale govermments
[=] —
L= o |
Departmand Rame

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

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

Step 1
From the Administration dropdown, click the Organizations option to view the Organization Administration page.
ND Grants m Pending Tosks « Applications Granis « Administration «

Cuganizations

=Y ¥als Request Organzanon Access ]
] e Review Organization Access Requests

Figure 36. Click the Organizations link under the Administration dropdown

Step 2

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

Organization Administration

| Search:
‘ 10 ~ ! records per page Showing 1 to 10 of 173,942 entries |
4 Legal Name Address Status Action
000 test-org 250 Mayn Strayt Testing 311, Clarendon, Virginia, 22222 Active

Figure 37. Click the Update Organization icon to open the Update Organization page
Step 3

From the Update Organization page, scroll to the User Roles section and click the Update Contact icon in the Action
column.

User Roles
User Current Roles Action
User3, NDGrants Organization Administrater , Authorized Dffical , Grants Adminstrabor , Grant Wiker , Finaneial E
[ndg_grantesa3] Specialist
Userd, NDGrants Organization Administrater , Authorized Official , Grants Administrator , Grant Writer , Financisl @
[ndg_grantess] Specialist

Figure 38. Click the Edit Contact icon to update the user's roles
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From the Edit User Roles popup, check/uncheck the role boxes to assign or remove a role from the user. Then click

Step 4
the Ok button.
Edit User Raoles
User Details
Last Name  User3
First Mame  MDGrants
Middle Name
Primary Phone Humbar 7035550003
Emall FEMA-GPD-Syslems-TOLEFEMA gov
Roles
Organization Administrator [ Authorized OMficial

] Grants Administrator

] Financial Specialist

Learn more at fema.gov

[+ GrantwWriter

Figure 39. Update the user’s roles and click the Ok button
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Step 5

Click the Save button to complete the update to the user’s roles.

Update Organization

Uset Reless Details

Lagal Nama 000 teskomg

T ShEls prveTmmany
o -
Dl or Maims

Dapartment Nama

Emgiloyes IenSfieatson Number  18-1234557
{ElH]

Other Ouganizations thal s
this EIN

DUMES Humbsr 1234557390000

Figure 40. Click the Save button to finalize the update

Creating Organization Contacts

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

Step 1

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

ND Granis m Pending Tasks - Applications « Granis Admanistration -

Oganizations

Figure 41. Click the Organizations link under the Administration dropdown
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Step 2

Click the Update Organization icon in the Action column to add a contact. This will open the Update Organization page.

Organization Administration

10 v | Tecords per page Showing 1 to 10 of 173,942 entries eI
4 Legal Name Address Status Action
000 test-org 250 Mayn Strayt Testing 311, Clarendon, Virginia, 22222 Active
Figure 42, Click the Update Organization icon to open the Update Organization page
Step 3
From the Update Organization page, click the Create Contact button.
Contacts I Create Conlact I
Contact Email Primary Phone Number Action
Testington, Test test@test.com 202-555-1234 |

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

= When adding a contact, do not add a current ND Grants system user as a contact. The contact information for
current ND Grants system users is listed in the User Roles section of the Update Organization page
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Step 4
From the Create Contact popup, complete all required fields. Then click the Ok button.

A

Create Contact -

First Name ‘ ND Grants ‘
Middle Name ‘ ‘
Last Name ‘ Traines ‘
Prefix ‘ Mr. Suffix ‘

Title ‘ Trainee ‘

Email ‘ trainee@1234 com ‘

Figure 44. Complete the fields to enter new contact information

Couniry | UMITED STATES ® |'r

zIp |ams Zip4 8098

Figure 45. Click the Ok button to save the new contact
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Step 5

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

contact.

Update Organization

Details
Legal Rame

Fype

Deparimen swe

Employer denlficatan Kombar

E yoa phare the [ widh obfwr
Urpasizabons, plasas iul el egal
[ e

THIMS Kombar

D3 D Aiardenarge
Thin phaadd sl yoor SAR po sk oaard

[Pz mn] AN S=4 feeee]

T Sl raalth your SAM Oy seie tarl

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

Learn more at fema.gov
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Updating Organization Contacts

Step 1

Under the Administration dropdown, click the Organizations link to view the Organization Administration page.
ML Grants -m Pending Tasks « Applications « Granis Administration «

Organizations

Request Organizaton Azcess
Rewview Organization Access Reguests

Figure 47. Click the Organizations link under the Administration dropdown

Step 2

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

Organization Administration

Search:
‘ 10 ~ ‘ records per pags Showing 1 to 10 of 173,942 entries |
4 Legal Name Address Status Action
000 test-org 250 Mayn Strayt Testing 311, Clarendon, Virginia, 22222 Active

Figure 48. Click the Update Organization icon to open the Update Organization page
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Step 3

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

Contacts Creates Contact
Contact Email Primary Phone Number Action
Testington, Test testi@test.com 202-555-1234 E |

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

Country | UNMITED STATES ® |*

ZiP 20735 Zip-4 bt

Figure 50. Click the Update Contact icon to edit a contact

= The system will show an error prompt if information is missing. If a field has “this field is required” in red,
further information must be added
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Step 4
The Update Organization page will include the new contact. Click the Save button to complete the update.
ContaCtS Create Contact
Contact Email Primary Phone Number Action
Training, MD Grants training@1234.com 123-456-1234 [l
Trainee, ND Grants trainee@1234.com 555-666-7777 [l

Figure 50. The new contact will appear in the Contacts section of the Update Organization page

Update Organization

Detalls Organizafion successfully saved
Uzar Roles

Contacls

- E Details

Figure 51. Click the Save button to save the changes to the organization
Step 5

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

Contacts Creats Gontast
Contact Ermail Primary Phone Number Action
Training, MD Grants training®1234.com 123-456-1234 E| &
Trainee, ND Grarts traines@1234.com 555-566-T777 E

Figure 52. To remove a contact, click the Remove Contact icon

Learn more at fema.gov October 2022 39 of 80



Step 6

The Update Organization page will no longer include the deleted contact. Click the Save button to complete
the update.

ContaCtS Create Contact
Contact Email Primary Phone Number Action
Training; MND Grants training@1234.com 123-456-1234

Figure 53. Confirm that the contact no longer appears on the Update Organization page

Update Organization

Details Organization successfully saved
Uzer Roles
Contacls
Details
Cancel Save

Figure 54. Click the Save button to save the changes to the organization
Note

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

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

Note

= |f you need additional assistance completing the SF-424, contact the Grants.gov Service Desk at 1-800-518-

Applying Through The Grants.gov Workspace
Step 1

Open the Applicants dropdown and click the Apply Now link.

HELP | M SO eCHAT

S GRAMNTS.GOWV™

FAREE, A

HOME LEARH GHANTS = SEARCH ORANTS APPLICANTE S| GRANTORS - SYSTEM-TD-SYSTH - [RES T DONNECT = BUFPCHT -

GRANT . GOV Agpicant Conler GRANT APPLACATIOHS APPLICANT MANAGENENT
AFPLICANT CENTER > MRS A (7]
= ASply Hirw « Milafiyd Deganniriton Feolis
P . = Manage Droandraton Holeg
. = Check Application Slabe
HWDEEPTT“E ARPLICANT RESOURCES
= Applicant | bolaisty v 12 ladar Praea apgeieafion wotkEony 13 piovads oo beesl BY
GHANT APPLICATIONS _.m_ﬂ ,TM_.G
= M 13 Apply lor Ceants = ol Fofugre Compatbidy
= bpply W = Bubwmiting UTF-4 Special Charmoies
= Msnans Wardnnerss = [Enecraritineg Emd Massages

Figure 55. Click the Apply Now link under the Applicants dropdown
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Step 2

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

APPLY NOW USING WORKSPACE o

H e v e Fuanting Opportundy Namber of the Oppartunity Paciapt 10 or which you would B 10 creatn o Warkspacot, plesss erter i below. (fferwise, 0o 1o Search Granks 1o snarch ooen Opporiunities

Phinictel #11 lind (s Easily ifil if frualisn:

Fending Opporiuniy Mumber: | DHRS-18-HP0-005-02-05
Cppaunity Peckage i

- Pl en i regeined informanion o e orspace:

“Apccation Fling Mame:  Test
cance
Figure 56. 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 bk
MAMAGE WORKSPACE ) crema ) Finoutioms ) Compios and wotey Aok ) Sutmis ) Apency Rrcorved (7]
L5 EE-MP D000 -0 - PRGIOMMIE Appecaton Filing Namas: Tess [E08 Mame]
ey e e R Workspace B WO Workspece Salus: Hew Opesing Date: —
lr"l'E!-Tl ol - — ADR Slstes! Wirkapach his ADR Lad Sebmmed Dale: — Chosing Dete: May 13, 200
W“WMI‘&-‘FE“ Workspace Owner  NOgeants Test SAM Explraticn Dwles Jan 31, 2030 NS DORoDoncd

| FORME | WSEW APFLICATION ATTACHMENTS FARATICIFANTS ACTHATY DETALS

Workspaoe Actons:

ration Slom amd Submit et

Appderalom Facksge Fomns - sars sie enooursged io olow anieyimis best practcas when Downbosding Instnsctodns sed Homms: Darmnbad Instnuctions = .

Last Upsated

Foemy bams [Tl o Bt Rogremest | ForrnStabs | oo R | Lockes By pr
App ot Faderal A EF-A V2T | mangatoey | - - - Losck | Dowritaaed | Upiasd | Risssefl Weebidorm
Easiged isformatas lor e Consinucen P (EF-APAAY 10 | aniatory | i P = L csch | Dwrninned | Upiged | Resssofl Wonkrbormn

Figure 57. Click the Webform link
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Step 5

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

GRANTS GOV A ¥ A Tk

MANAE GR.KSFA{:E . Creatsd . Frama Passed . L ompieds andd Holify ADH . Sultwm ' Apency Ho<rred sBadk a
(OG- 18- WP - Q000 - - P GODRIRE Applcatioe F Hamaz Test W]
¥ 2018 E mergency Managament o £
Performance Grasts (EMPG) Region 7 Workspaoe ICE WSS TER Workspaoe Siatws; In Frogress Cipening Cale; —
(TEST} e s AR SiEMiAT e has ADR Laal Submimsd Dats: — Cheing Dale: May 13, 2030
WﬂMM:FEH Wiorkspace Chamar  ROgrants: Test SAM Expiration Dase: Jan 31, 2000 DRINE; R0

I FORMSE | WIEW AFPLICATION ATTACHMENTS PARTICIFANTS ACTITY DETALS
i

- Worksgace Actions:

e Irr=

AppEcalion Packsge Foams - Users are eocouraged Eo Tollow ssiivines best paactices when Dowsdosding Instructions and Formes Geowrdoad Mm'_:-
Inchuds
n Formm Mo | Clck 16 Eif FPaquiratanl | Foim Siahi mnlwm Lo Bt Actions
Paciage
B | for Fasteras Assistance (5F-434] [¥2. ¢ | | Passer | mmoraomumasam | | o | Domeioas | Lipioss | Forure
=3 FgfiateT v ] Mandatery P My b fﬂr;ﬂ |
o gl irdoremalion for Men-Cosdinscton Pregiam (SF-424A5 | Mamiaiory Passes | May 17, 2005 194208 AR Kilgrants | Ubook | Donmbaad | Lgsad | R |
| [l o] EnT Teid | Webdom

Figure 58. Click the Sign and Submit button
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Step 6

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

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

[Fonfirmation

system. Over the next 24 to 48 hours, you should receive two emails. The first will confirm receipt
of your appfication by the Grants.gow system, and the second will indicate that the applieation has
either been successTully validated by the system prior bo fransmission to the grantor agency or has
been rejected due to emors.

Please do not hit the back button on your browser.
I your application is successhully validated and subsequenty retisved by the granter agency from

the Grants.gov system, you will recefve an addiional email. This email may be delivered several
days or weaks from the date of submission, depending on when the granter ageney retfisves it.

‘fou may also monitor the p g status of your submission within the Grants. gov system by
clicking cn the “Track My Application” ink listed at the end of this fom.

Mate: Once the grantor agency has retrieved your application from Grants.gav, you will needto

any

IMPORTANT MOTICE: f you do not receive a receipt confirmation and either a validation
confimmation or a rejection emal message within 48 hours, pleasz contact us. The Grants.gov
Contzct Center can ba reached by email at supportfgrants gov, or by telephone at

1-800-3 184728, Always intlude your Grants.gov tracking numier in all comespondence. The
tracking numbers issued by Grants.gov look ke GRANTXIGOOCOO0L

contact them direcy for any subssquent status updates. Grants.gov does not participate in making
award decisions.

Close

Note

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

application has been accepted

Learn more at fema.gov
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Step 7

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

— SRAMNTS . GOWS

HOCAT LIEEARMN CHLAMTS SEARCH CHRAHTS AFFLICANTS ~ CHRANTOHNES

GRANTS G0V | Aspdcas Coser

APPLICANT CENTER o
WELCOME: APPLY USING WORKSPACE |

A youm mere b Granks. pow Worlspaon™ Granks. ooy Worspaos alrws sppbcants ard organizaiions i tador hee applcalon woridos o provices the best B

GRANT AFFLICATIONS ol poia it ESCH of Ml SPECERS OO BhCH 1D Ml Sricked S5 wled ionals

= Figw 1o Apply for Cianls

Harewse the Approschaes to Workspacos

GRANTS.GOV TRAINING RESOURCES AND VIDEQS

Linarn how b fndd Randing opeortuniSes. and apely for o gran! in (rants o uRing e g celcaces ars videst Hirtourcey ang gwallible in the onlng
st Uil e Giranks oo ouT ube channe!

= WS CHGAL it ki
APPLICANT RESDURCES

= Workapass Lenview

= Apoican Ebghty

= Applcani Traming

= Apheard FAds

» Adche Sofbacrs [Sargut ity

+ Fubmising LITF-8 Spacisl Charscias

e B GRANTS.GOV COMMUNITY BLOG

Sy wp o ke wilh T Lkes] upcales and essroes on e Ceants pow Sysiem on he Commondy Blog. Jul previres of relase updales, grand eociss
B g Badied, sty Bakshts, B BFunangl iy

Hivwre the Applicant Training Resouwicois

Vish the Geants.gow Commanity Blog =

Figure 60. Click the Check Application Status link
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Step 8

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

BELE | WY ACCCRINT | LOGRIT

GRANTS.GOW™

LEARM GHANTS SSEAIRCH GIAMTS APTLICANTS - CHEAMTORS STSTEM-TO-SYSTEN LR it HHEL SANPORT

GRANTS OOV ) Applcari ) Chick Aspicaion Sankd

Plaase eabar £ribena asd click Lasrch:
Funding Cpporunity Kumber: | [HS- 18- NED-005.562-05 Geant Tracking Number:
[N S:
Dale Receteed: From: (3571772008 |5 te [odfaramn |2
Hesuls: [Exgayi Dwriaibed Davia
1104 1 Recoeds 1
Geard Temching T o orme = | Comprln | Ovporusty ooememe  f o s Stats Sebrrinsion -
Fmiber = = ; . 2 w0 2 [ Racewed 2 = DateTine 2 Method o
lelary U7, 2008 11, Bl
UMDY
GRANTOONT0E DHE-18-HFTHOS 0205 B0 PRONMZMT | engcinenr [ vasdsied JENIENE 1 Wodapaor | Detals | Downlead
11 ¢ 1 Records. i

Figure 61. 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
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Submitting Applications after Initial Review

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

Step 1

From the Application dropdown, click on the Manage Applications link.

MD Granis B Pending Tasks « Appications Grants « Adminiziration -

Figure 62. Click the Manage Applications link under the Applications dropdown
Step 2

Click the Update Application icon in the Action column for the application pending submission

Application Administration (v pRCen
W] | o po page Eraarinag 1 o P 2 ot Ecanch
. a " o Appleatan Lask
" dpplication Mambar " Furding Dpporfurity Hamsy Fursding Oy oy (=3 Teate Lipelaied pl--0
(AR R T S EV 1S grsiere) Samiaity Grae Pecrian fpend 12 DI GPET0000 NG Tt Qo 1 S 15 Aonipiod 2o H
[EEF T 1
ERFL SR8 1S Hormsehare] Sotusiy Sraed Meogearm Epiind B5 DL S PRl 0040 | WO Tamfi S 1 Eguwd 5 Mooy Bybedyzion  DRODSE
[ enac] %5

Figure 63. Click the Update Application button to open the Update Application page
Note

= To filter through the list of applications, type the application number into the Search box for the desired
application

= Applications pending submission have Update Application and Withdraw Application icons in the Action
column, as they require additional information to be entered by the applicant
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Step 3

To complete the application, scroll through each section on the Update Application page and complete all fields. Begin
by reviewing the SF-424 Information section, which includes details migrated from the Grants.gov application.

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

in a dropdown

SF-424 Information

Preject Infarmation
Project Tithe

Pregram/Froject Congressional
Districts

Proposed 5%art Diabe

Areas Atfected by Froject [Cities,
Counties, SLates, eic.)

Estimated Funding

I+ application subijsct to rewiew by
$1ate undar the Executive Order
12372 process?

I+ applicant delinquent an any
federal debi?

Tes! Desoriplive Trike of Applicant's Projec!

w PAO3
[Tl =
Funding Source
Federal Funding
Appiican] Funding
Slaté Funding
Lo al Funding
Ciher Funding

Program Income Funding

Proposed End Date

Estimated Funding |3)

S0.000.00
S20,000.00
£5,000000
£7.000000
55, 000000
53.000000

Tatal Funding  %$51,000.00

Program i5 not covered by £.0. 13372

O Yes @ Mo

QFOEsd

Figure 64. Complete the SF-424 Information section of the application
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Step 4

Update the contacts and user roles in the Contacts section.

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

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

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

Contacts
Contact Search for a Contact Al Q0+
Userd] Q
Contact Last Name, First Name Email UserID Action
| Userd, NDGranls FEMA-GPD-Systems-TDL@fema.gov ndg_grantee4 §
User3, NDGrants ™y o7 oy o J B

FEMA-GPD-Systems-TDL@FEMA.gov

Figure 65. Select contacts using the dropdown menu

Contacts
Contact Search for a Confact v ¥
Contact Authorized Official  Signatery Authority  Primary Contact  Secondary Contact  Action
User3, NDGrants ) O () | 8

FEMA-GFU-Systems-TOLEFEMA, gov

Ugerd, HDGrankts D @ I:_-:I
FEMA-GFD-Systems-TDLEfema.gov

®
o

Figure 66. Add contacts to the Contacts section and assign roles
Note

= The contact designated as the Signing Authority does not need to be an ND Grants system user. The Authorized
Official must be an ND Grants user and have the Authorized Official role for your organization
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Step 5

Complete the SF-424A portion of the application by completing all Amount fields. Fields that do not have a cost should
be completed with a zero.

SF-424A

Sl Mumser 2hehd00d
i . Expirabon Bate  DO2&T4
EBudget Information for Moen-Construction Programs Burdeon SRatumert

Grar Pregeam et Sovwny Gt Poigram CFOA NumEss ST
Bered 16

Hudgel ot Class Amourd

Persicined

Frnge: Damefes
T

Coquypmest

Sl

i aE e

Ciiing tin

Crret

Tonal Dinkt Charget
Nl Changes
Dy Crgeny Total

HorrFedtral Relources Amoint
Artean

o v

Crret

Tenal Ren-Fegirsl Rrisurdes

Figure 67. Complete the SF-424A section of the application



2022 GRANT RECIPIENT USER GUIDE

Step 6

To add an attachment to the application, click the Add Attachment button. Add atitle and description for each attached
document.

Attachments
Alsched Documeants Titke Deacriphon Arached Oy Created Date AT
nEADSE 0N 1 ! 151
LranAppicaion GrariAppbd e arml Suberited i SR g sERRURET DRSNS Rt
SEI T 1-AsScnalPTolec] Time- - I Gystem User  DE22R005 10030 400
1236 FourT R harst 1rs 6ocx SF424_2_1-AdatenalPn Submled In Grants gov
SFAM 2 11235 Syshemn Liser Cer222005 10030 0400
== SFL4_7 11235 Twend ubmie n
Tveriy TROELENEC AT IS GoeK 44211235 Twerd Submiied In Granks gov
SFA A73T- = .
SFad_2 11237 SFI24 2 1.4237-Congn Subemised I Granks gov Fysbem Lieer 2272005 10030 -04.00

Longressionaierg SR AF I014d ais

Figure 68. Add any necessary attachments in the Attachments section
Note

=  You can upload Investment Justifications as attachments

Step 7

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

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

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

St Pending
Cerfication for Contracts, Grants, Loans, and Cooperative AQreements

Thes: wradesripted Coatifies, bo U bist of b OF Bir Indwitdne nd bébe!, that

{70 0 Pl Sppropaated fumids idnd D paid of will b pakd, By Of Of DEhas of Bhit endersigned, 1o amy perion 1 nfuenting of alemphing 1o nfuends 30 OMCer of
mpioy e Of a0 agency, 3 Member of Congress, an offic e of empioy o of Congeess, of an empioyee of a Member of Congress nconnechon with the asandng of amy
Fondtral confenc], the malking of aery Fédedal grand, e makeng of amy Fédernal kuan, D efdering into of Any COOperdifad Jneernend, And the exleniasn, (oMo, fefl,
amendment, of moaScalion of sy Feosna contracl, grind, kaan, of cooperalie agnidmint

{2300 ary fusds oifher than Federal 3ppropealed fusdd hanse Do pakl of will be pald % afy perion B Influent ing of aSempling 1 Nfuende an oMoer of empidyese of afy
agency, 2 Member of Congress, an cfficer of empioyee of Congress, of an empioyee of a Member of Congeess in conneclion Wi this Federal contract, grand, loan, of
COSpRrative AgPeemint, the Undersigrid shall coempléts and Submil Stindard Form-LLL, Decksune of Lobbying ACtWes.” in 000rdance with B3 st bons

{3 The uncersigned shall reques that the BRguage of his Cerfcation be INCIuged in the Fward doouments 5r 33 subgaarnds 31 3 bers (RChuding s ontacts, subgrants,
and contradis under grants, bans, and cooperalive agrecments) and that all sulbdedipsents shall ey and desdiose acoondingly. This Cerlfication & a matenal represeniation
of Tael upon which nelsing e wirs phic 6d when Hhis Wansaction wiks made of énenod N, Submission of this certAcation B J preregquisie M making o enléding it this
branvsasc tion imposed by section 1352, e 31, U8 Cose. Any person wheo fails o e e required cerication shall be subject 1.2 civil penalty of not kess. than $10,00 0 and
ned mone than $100,000 for each such faiure.

Samterminl For Loan Gulihhliel S Lok Iedurahie
Thee unoersagned sEaies, 0 Ihe Dest of his o Rt knowicdpe and bebel, that

H army hunds Bunet: been pakd of wil be paid 1o amy persen Tof influend ing o atlemplng io nfluencd an oy of employes of amy agency, a lMémber of Congeess, an offiter o
edmplay e O CONGIESS, Of 3N Smgaoyes of 3 Member of COngress i CONNection with Dis COMMIEMEnt provideng B the United States 10 ISufe of guaranles 3 kan, me
ungersgned shall compiete and subme Standard FermeLLL, Discioiune of Lobtying Acinvites,” in acceedance weh s instructions. Submission of this staiement i a
PUEECTISEE S0F ITEking O STIEHRG INto TS ARS3Chon Imposed by SE000n 1352, e 31, LS. C00e. Any DErson who tls 10 e the requined stalement shal be subject 1o a
eivil penaiy of not less than 510,000 and ot more than $100,000 for eath such tiure.

NDG Spoal 16 Copanizaton 1

Appieants Orpanizaten:
Pratio: Letect a prefic H
FirstMames ot
Micdle Hame:
Lasthame:
Surma: Sewect a sullix B
Segnatory Authority Title:

I, Cathenne SO0, of ry Seughes &M Birey Providing iy SOnatee fof [N Sppleation &3 of 082018

Eribad pasiword 12 SleEronsaly $ign J31rance m

Figure 69. Complete the required fields and click the Sign Assurance button
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SF-LLL
OMB Number O345-D046
Expiration Date 1255172013
Disclosure of Labbying Activities Burden Siamemnt
Seatirs Panng

Feam Not Applicable 1o Application

|

Name and Address of Reperting Entity:

Hame

Sreet 2

City

Stabe

Zip

Selecl a stale -

néarenaticn requesied thecugh this foem is authonized by tite 31 US.C. secton 1352 This dischosure of lobbying acivlies i a material representalion of facl upon which
cEaNCe with placed By Thi lher alee whien th transachion was made of enlened into, This deciosun: i requingd pursuant 10 3 WS C 1252, This infomaton will b répomed
0 thes CONGress sermi-annually And will be vailabie for putlit indpection, Ary person whi Bk b fke e regquited dckasure Shall be Sublect 5 3 chdl penalty of not less than
10,000 and not more than 5100,000 for cach such Tallure.

Apglicant's Organization:

Prefix:

First Hamae:

Middle Name:

Last Hame:

SuMin:

Signatary Authasity Tee:

Telephane Mot

NOG Speint 16 Organizaticn 1

Saloel 2 prefi v
Catharine
Seolt

St a gufn -

|, Catherine Seatt of my designee am heraby providing my ignature for tis apolication as of 06242015
Erter password to electronically sign assurance Sign Assurance

Learn more at fema.gov

Figure 70. Complete the SF-LLL section of the application
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Step 8

If you are not ready to submit an application, click the Save button to save the updates made to the application

To submit an application, click the Submit button.

View Application

Applcatien Infarmatien The apjlication has been submtted
Applicant Infanmation

SF-824 Intermatlicn

Contarls i H H
Application Information
BF-228A
SF.4740 ApplCItOn Number B 201538 APR.O0012
Funding Opportunity Hame F¥ 15 Hometad Secunily Crant Piogeam Sponl 16
Altathments Funding Opporunity Numbar [IHES-1 - HSLP-06 T-00-07

Applicatian Stas  Su

Cenrfication Regarding Loboy .
A Hing Application Submission Date  DEELUON5

SFLLL

SF-A24D
sFoazan Applicant Information
Flswrj LEGEEN_:ME '::‘3 Spent 16 nl-'ﬂ\!-'llfﬂ“';"l 1
Figure 71. The View Application page will display a confirmation message after submission
Note

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

= To print the application, you must print using your internet browser print option

= Once the application is submitted, you cannot edit the application further




2022 GRANT RECIPIENT USER GUIDE

Grants Management Functions

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

Accepting or Declining an Award

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

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

Step 1

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

Pending Tasks Access Requests
Application Grantee Organization
I HBwvard Offier Review 25 I Organization Access Feviews 3

Figure 72. Click the Award Offer Review task link on the ND Grants homepage
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Step 2

Click on the Complete Award Offer Review icon in the Action column beside the award pending review
Award Offer Review
o parige Showieg 1o 1o 2% entres Searcke |
& poward Humber | Funding Oppertunity Rame | Grankes Orgunization Name | Dabe Created Action
xm‘:ﬂ-mm T e e - ﬁ:ﬁ:ﬂ-mnma
x“’mm Sigrature Test P13 State Frs Training Systems Grast Pragram Lians Desart=sert of Homefand Security ﬁ;ﬂwmn:ﬂ
;ﬂ-ﬂi{-m&- EADIS FY 2004 Soliitasion - Acnul Fiscal EADIS Test Cryariztion ﬂ;fu mien g

Figure 73. Click the Complete Award Offer Review icon on the Award Offer Review page
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Step 3

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

Award Offer Review

(o = =

Avand Lefer | H

LS. Depanment af Homeland Segurity
Washingten, DG, 20472

HOGrants Userd

Codoratn Dision of Em (1
B0S E. Missenl Avi., Sl 200
Cartannisl, SO 20112 - 3040

Ru- Grand Mo ERA D=0 1T-CA-DDA 2T

Daar MOHGrants Lisard:

Congratulations, on beho of the Dep ol lared 1 iy, your application for § it b 4 undar
the Fisoal Year (FY} 2007 Homelend Seoundy Natfonad Traneng P, s ben app d in e ot ool 5 D000,
¥ou are not requined o malch this swand with any amoust of non-Federal funds.

Befors you regeest and recaive sny of the Federal Bands swasded 1o you. you must ssiablivh scosplance of the sward, Ty
acoepling Bhes awand. you scknowiedge that the termra. of e folowing dosaments are (noorparafed indo the terms of your
award:

v Agrasman Artioies (atached to s Award LeSer)
» Didgatng Doourrend [a3ached do this Awand Letiery
* FY 1017 Homeland Securky f Training Program Hatoe of Funding Opportunsy. [

Review Award Offer

‘Deloorue 0 Memaps ) Dol

comescts (XD B|h e|B ITIEFIR|=S~E~-0 @ M
|Font Sizes = |

Signature

B, MOGrasis hard, sen banebny gorow'iden oy nigratene kor the st sseand ofiee nrvirs.

o

Figure 74. Click the Accept or Decline radio buttons on the Award Offer Review page
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Step 4
In the Signature section click the checkbox to certify the acceptance or denial of the award. Then click the Submit

button to complete the award offer review. The Award Offer Review page will refresh and display a verification
message.

Review Award Offer

Dutcome @ Accept O Decline

Comments |H_ Chy _ﬁ“ |“i1_ _".:'_|__B_ _jt |_;= = = §_ E; = -

| # E~ |FontSizes ~

1
k|
|
il

Signature
I, ND'Granis Userd, am hereby providing my signature for the above award offer review.

ndg_granteed was verified at 01/04/2015 18:47

Figure 75. The Award Offer Review page will confirm that the Authorized Official accepted the award
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Request to Reassigh Award Offer Review Task

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

Step 1

From the Application dropdown, click the Manage Applications link.

MND Grants

Figure 76. Click the Manage Applications link from the Applications dropdown

Step 2

Click the Request Application Authorized Official Change icon in the Action column for the appropriate application.
Application Administration B

188 B IECOIES [ pAgE Shawing 1194 071 soiries. {Mared from 4,184 il wnring) Baarch [ |

& Application Funding Opportunity Application Last
) Humihes Funding Cpportunity Name Humibies Organization Shate Updated  Action
EMW-2018-CA~ Pr 2016 Homeland = W | i -} DS 16 NPD-00E-00-01 Colarpdy Drvsion of ency  Approved DEFITED1E E
APP0021 Hemagement bLSh

Figure 77. Click the Request Application Authorized Official Change icon to reassign the task
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Step 3

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

Authorized Official Change Request

“fou are Submiting a request fo change the Authorized Dfficial for Applcation EMW-2016-CA-APPOD02T from HDGrants Userd to NDGrams User3. If
wou woukd e NDGrants Userd to accapt the pending award offer, salect Cancal If you would Bke NOGrants User3 to be abls to accept the pending
award offer, please provide a ustification for the change and selec Submi. Your organization will be unable 1o accepl the pending avward offer untd
FEMA has complated is review of this request.

Request Justification Text (4,000 characters)

X ® 6 e|lBIlEs=Es|=E-E-=5 & @ Fonswes -

Figure 78. Justify the reassignment and click the Submit button
Note

= Your organization will not be able to accept the pending award offer until FEMA has completed its review of
this request
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Viewing an Award
Step 1

To view an accepted award, click the Grants Dashboard link under the Grants dropdown.
ND Granis B Pending Tasks - Applcations - Granks - Adrninastration -

Grants Dashiboand

Performance Progress Reports
Manage Amendments

Figure 79. Click the Grants Dashboard link under the Grants dropdown to view all applications, awards, and amendments for
your organization(s)

Step 2

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

0001 Organization AM2 Lo I Filtar I
ELUA-ZO1T-0A-DOD S

M0 2017-CA G0 15T ~ 0001 Organization AM2

EAD-201T-CA-DO 155

Ea10.2017 G001 « EMA-2017-CA-00034 Graston Orpanization 0001 Orgmzson 12

EMD-201TCA-L0 137 Funding Opporunity  FY 2007 FO Reglonal sl

FERALIAT
0001 Organization AMS
EMA2017-CADOMZ Applications (&) Hator

ELLA-2017-CA-D0044 Pending Submission
EMA-2017-CA-APP-DO03S
ERUA-2217-CA-000461

001 Tribal Alain of Vieginia
ELRA-Z017-CA-DIDET

P

Awcards (T Status

Figure 80. Use the filter text box to search for applications, awards, and amendments on the Grants Dashboard page
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Step 3

From the Grants Dashboard page, click the hyperlink beneath the Awards heading to open the View Award page. The
View Award page includes all details related to the award.

Grantee Organization 0001 Organizalion A0S EDIT

EMC-2018-CA-00002

Corenbe Amendiment

applications (1)
EMC=-2018=-CA-APP=0M2

Awards ﬂ

I EMC-2013-CA-DDD0Z-501 I

Amendment Requests @-
EMC-2018-Ca-DDD0Z-R0O3
amendments (1)
EMC-2018-Ca-DDD0DZ-A04
Performance Progress Reports (1)

Performance Repart through 03/31/2016

Status

Approved

Status

Accepted

Status

Approved

Status

Approved

Status

Pending Submizsion

Funding Oppartunity Fri8 AM Funding Opparfunity 3.08

Actions

Actions

Actions

Actions

Actions

Figure 81. Click the award number hyperlink to open the View Award page

View Award

HAuwvard Details
Signatures
SF-4244
Award Package

Action History

Learn more at fema.gov

Award Details

Award Number

Grant Number

Award Status

Grantee Organization Name

Signatory Authority

Secondary Contact

Aupthorized Official

EMC-2013-CA-DDO02-501
EMC-2013-CA-DDOO2
Arccepbed

D001 Crganization AMS EQIT

{ontaet |, Test
555-555-5555
contack@t com

Contact |, Test
555-555-5555
contack@t.com

MOGrants | User3
7035550003
FEMA-GPD-Systems-TDLEFEMA. gov

Figure 82. The View Award page includes all award details
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Creating Amendment Requests

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

Amendmenttype |

To add a contact to the award or update Does not require FEMA internal

Contact Amendment Primary/Secondary contact designation review

To change the Authorized Official on the

Requires FEMA internal review
award

Authorized Official

To change the Signatory Authority on the Requires FEMA internal review

Signatory Authority award

To change the performance start date or end Requires FEMA internal review

Period of Performance dene

To increase or decrease the overall amount

of the award Requires FEMA internal review

Cost Change
To update the totals in each budget object

Scope of Work
class

Requires FEMA internal review

Term and Condition | To remove a Term and Condition from the

Removal Request award Requires FEMA internal review

Table 4. The amendment types, descriptions, and review parameters

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

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

Step 1

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

ML Grants m Pending Tasks - Applications - Grands + Administration -

¢ -1

=y
F

Mariage Amendments i

Figure 83. Click the Manage Amendments link under the Grants dropdown

Learn more at fema.gov October 2022 63 of 80



2022 GRANT RECIPIENT USER GUIDE

Step 2
To create an amendment, click the Create Amendment button in the top right corner.

Amendment Adminisiration

Cricals Amadare

Bk Wl if an Arpngment vep s inkaied intemaly {oy FELLAY, Lwell nol hpwd & (omesponding Arandment Reguel

reconds perpage Shinsdng 71 b B0 of SE8 erfties Eearch;

A amendment Request Bumber % Submission Dake % Amendment Regocst Status % Grant Nember % Amendment BMomber Actien
EMD-201 - CA-O00 11~ Yue, 26 Jul 2006 20:12:16 #0000 Approved :;I:EI;IZMG-'C-'L- EMD-2018-CA-D0011-£03
EHD-2016-CA-00011-R0% Hat Submitted Pending Subdmission :;I;;—fnlﬂ-ﬂ.— [E||:‘

Figure 84. Click the Create Amendment button on the Amendment Administration page

Note

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

Learn more at fema.gov October 2022 64 of 80



2022 GRANT RECIPIENT USER GUIDE

Step 3
Click the dropdown to select a grant. Then click the Create Amendment button.
Selact Grant
Grant
Select 3 Grant | a
Grant Humber Funding Opportunity Name Crganization Hame
EMN-2015-SS-00004 By 5 Homeland Security. Grant Piogram Spint e WG Sprint 15 Organtzation 1
ENWS015-35-00000 F¥15 Homeland Security Grant Frogram Sprnt 16 MEG Sprind 16 Crganization 1
ErS015-33-0000% F¥15 Homeland Security Grant Froqram Spring 16 NEIGE Sprind 16 Crganization 1

Figure 85. Select a grant from the dropdown menu

Select Grant
Grant
Select & Grand v 0 |
| Cloze I Creale mendment I
Figure 86. Click the Create Amendment button to open the Create Amendment Request page
Note

= |f there is an amendment in progress for the selected award, an error message will appear indicating that a
new amendment cannot be created until the previous amendment is approved
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Step 4

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

Create Amendment Request

Grant Number  EMA-2017-CA-D0012

Amendment Request Narrative

Contacts Amendment Request Narrative

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

SF-424A
Narrative

|i}‘u_[h DB I E=E

Temms and Conditions

Sy ESE ~ | FontSizes ~
Attachments = _%— = = |69 [E~ |

Cancel Save m

Contacts

Contact Search for a Contact + Q =+

Figure 87. Justify the amendment request in the Amendment Request Narrative text box before making all other changes
Step 5

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

Contacts
Contact Search for a Contact * Q | + ‘
Contact Authorized Official Signatory Authority  Primary Contact Secondary Contact Action
User3, NDGrants ® ® O (@]
FEMA-GPD-Systems-TDL@FEMA.gov —
Userd, NDGrants O O (O] O (]

FEMA-GPD-Systemsz-TDL@fema.gov

Figure 88. Click the radio button to reassign for role to reassign it to a new user
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Step 6

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

end date.

Period of Performance

Feriod of Parformance 5ot Data TomuTor = Fariod of Performance End Dale AT .

<

S

a5

1

SF-424A .
15

T Hufiilesi Lo a3

Erpusson Dale  CARAG 20

Budget Infermation for Mon-Construction Programs Buritan ntpe |

Sepbomber 3019

27

in
17
24

g 65 = w8 F

Figure 89. Click the Calendar icon to select a new period of performance end date
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Step 7

To update the budget, type the new budget figures into the Amendment Request Amount column.

Budget Information for Non-Construction Programs

Budget Object
Class

Personnel
Fringe Benefits
Travel
Equipment
Supplies
Contractual
Construciion
Other

Total Direct
Charges

Indirect Charges

Budget Category
Total

Grant Amount

$300.00
$1,000.00
$2,000.00
$600.00
$100.00
$400.00
$0.00
$400.00

$4,800.00

$500.00

$5,300.00

Figure 90. Type new figures into the Amendment Request column to update the budget

Amendment Request Amount

$350.00
$1,050.00
$2,000.00
$600.00
$100.00
£400.00
£0.00

£400.00

£4,900.00

£500.00

£5,400.00
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Step 8
In the Terms and Conditions section of the amendment request, you can request that certain terms and conditions be

removed from the award and attach the documents necessary to justify the request. To remove a term and condition,
click the Remove button. To delete the request, click the Cancel button.

Terms and Conditions

You can request to remove the fellewing Terms and Conditions from your Grant

Hame Ation

¥ GRDFYS Tem 2
- ¥ Pl Aowaed Agd Yiou) are requesting Yo remndve this barm |ﬂ
b GS Awan Ad [ Fiomon |

Figure 91. Remove terms and conditions in the Terms and Conditions section of the Create Amendment Request page
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Step 9

Click the Submit button to complete the amendment request.

Create Amendment Request

Amendment Request Harmative

Gant Number  EMA2017-CA-DOGIZ

Amendment Request Narrative
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o |
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Contact
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Figure 92. Click the Submit button to submit the amendment request

View Amendment Request

Amendment Request Delails
Contscts

Actien History

The Amendment Request for contact changes was aulematically approved as Amendment Request [EMA-2017-CA-D0012-R02). The
additicnal changes requested have been submitied for review as Amendment Request [EMA-2017-CA-00012-R04).

Amendment Request Details

Amendment Request Number
Organization Name
Amendment Request Status

Amendment Request Narrative

EMA-2017.CA-D0012-R04
Cam_test
Submitted

test

Figure 93. The View Amendment Request page, including the confirmation message
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Updating Amendment Requests

Amendments that are pending submission can be updated after creation. Once an amendment is submitted or
approved, it cannot be updated. To make additional changes to the award, you must submit a new amendment
requesting the changes.

Step 1
From the Grants dropdown, click the Manage Amendments link.

WD Granls. @) Pendng Tasks = Applcations -

> ND Grants

Figure 94. Click the Manage Amendments link under the Grants dropdown
Step 2

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

Amendment Administration [ s st |

Ricte T i 8 a3k 3 b e FEAAY EE T Rt

e par page Shoming TH [n 80 of 668 roities m[ |

& g mendment Reguest Sumb 4 Submiasien Cate & nmemdment Request Shatus % Grank Numb & mmcebment fumb Actios
TFug, 39 Jull 3018 20322048 #0005 Agprovad EMD-2004-CA- EHD-3014-CA-00011-2028

EMD-2015-Ca-0001 1-RS il B

EMO-2016-CA-0501.1-R% Bek Submated Freding Submistizn ::;—:ulm w

Figure 95. Click the Update Amendment Request icon to update the amendment
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Step 3

Make all necessary changes to the amendment. If you do not know what was changed originally you can withdraw the

amendment and re-create it.

Update Amendment Request
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Figure 96. Update the amendment request from the Update Administration Request page

Step 4

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

i ‘”

Amendment Request Narralive
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Figure 97. Click the Submit button to submit the updated amendment request
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Step 5

Once the amendment is submitted, the View Amendment Request page will display a confirmation message.

View Amendment Request
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Figure 98. The View Amendment Request page confirming the amendment has been submitted
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Deleting Amendment Requests

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

Step 1

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

» ND Grants

Figure 99. Click the Manage Amendments link under the Grants dropdown
Step 2

From the Amendment Administration page, click the Withdraw Amendment Request icon in the Action column
corresponding to the amendment you would like to delete.

Amendment Administration [ oo .|
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ey e e Thu, 30 Jun THLE 17057116 +0030 Apgroved EMD-2016- EMD-016-CA-D0011-AD3 '
-]

A D0 e ] 1 e, 26 Jul DI1E M022 18 =000 Appeoried EMD-2018- EMD-I01E-CA-SG0] 1-ADE
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Figure 100. Click the Withdraw Amendment Request icon to delete the amendment
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Step 3

From the Withdraw Amendment Request popup, click the Confirm button.

Withdraw Amendment Request

This will withdraw the amandmant requast &ra you sura you want to conbnu g

Figure 101. Click the Confirm button to withdraw the amendment

Amendment Administration

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

10 B records per page Showing 1 to 3 of 3 entries (fitered from 601 total entrizs)

A p d b hmissi Date

D0 e 00T TRz Thu, 30 Jun 2016 17:57:16 +0000
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Amendment Request Status

Approved

Approved

b

Create Amendment

Search: | EMD-2018-CA-00011

A d b Action

Grant
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Figure 102. The Amendment Administration page no longer includes the withdrawn amendment
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Submitting Performance Progress Reports

As a part of the grant award, performance reporting is required. Once you accept an Award Package, you can submit
performance progress reports through ND Grants. Using the progress report link in ND Grants, you can upload report
documents, add comments, and submit it for FEMA review.

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

Note

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

= Final PPR will not be marked as final, but rather will generate on the end date of the POP
Step 1

Under the Grants dropdown, click the Performance Progress Reports link.

ML Srants m Pending Tasks - Applications - Grants Adminestmbion -

o I E—

Manage Amandments
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Figure 103. Click the Performance Progress Reports link under the Grants dropdown
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Step 2

Click the Update Performance Progress Report icon in the Action column next to the corresponding grant number and
reporting period.

Performance Progress Reports

ERLCAOS BT A0S Showdag 182 10 of 3250 enivies Search: I
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Figure 104. Click the Update Performance Progress Report icon to open the Update Performance Progress Report page
Step 3

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

Update Performance Progress Report
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srerts Performance Progress Report Details
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Figure 105. Click the Add Attachment button to attach the progress report document
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Step 4

Enter the title and description for the attachment and click the Submit button.

Update Performance Progress

Report
Parformancs Paogis agan
e Performance Progress Report Details
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Figure 106. Add a title and description for the attachment and then click the Submit button
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View Performance Progress Report

Perfonmand & Progress Perfonmmante Progiess Repor sucoedsfully submilted.
Report Delails
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Ceemments "
Performance Progress Report Details

Action History

Grant Mumber  EMW-2011-CA-DD040
Cancel
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Report Availability Date 0012012
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Due Date 0172032013

Report Submission Date 12132007 1842 2

Figure 107. Once the progress report is submitted, the View Performance Progress Report page will display a confirmation
message

Note

= |f you attach your performance progress report during the reporting period, you will not be able to submit the
report. However, you can save your work by clicking the Save button. The Submit button will appear after the
reporting period end date
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Step 5

To save a performance report click on the Save button and a confirmation message will appear. You cannot delete a
performance report link; however, you can remove attachments by clicking the Remove Attachment icon in the Action
column next to each attachment. After clicking the Remove Attachment icon, you will be asked to explain why it was
removed. You can only remove documents you added. If the report is released back by the program manager for
updates you can only delete attachments you added. You cannot delete attachments other users from your
organization added.

Update Performance Progress
Report

Performarce Progress Bepor The Perisrmancs Progeess Repon was sucs saaluly amved x
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Figure 108. Click the Remove Attachment icon to remove the attachment

Figure 109. Justify deleting the attachment from the Confirm Document Delete popup and click the Ok button
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