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Creating Password for a 
New Account 

 



Login Screen 

5 

 

 

 
 
 

 
 
 
 
 
 

Please use Mozilla Foxfire as web browser for best results, 
however Chrome, Safari, Explorer can also be used 

 
 

Website address is https://grantee.fema.gov 

https://grantee.fema.gov/


Privacy Notice Pop-Up 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Accept 
or Press Enter 
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Attention Pop Up Box 

7 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Accept 
or Press Enter 



Welcome Wizard 
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Click Next 



Create New Password 
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Step 1: 
Type New 
Password 

 
 
 

Step 2: 
Click Next 



Create Security Question 
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Step 1: Select Security 
Question & Answer (at 

least 5 characters) 

Step 2: 
Click Next 



Review Information 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: 
Review 

Information 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2: Click 
Submit 11 



Congratulations Screen 

12 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Return to 
Login Screen 



Re-Login to Grants Portal 
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Enter User Name 
and NEW Password 



Privacy Notice Pop-Up 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Accept 
or Press Enter 
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Attention Pop Up Box 
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Click Accept 
or Press Enter 



Navigation/Menu 
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Action Items 
 
 
 
 
 
 
 
 

Dashboard 
 

Menu Items 
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Create/Manage Recipient 
User Accounts 

 
Create, Add Roles, 
Reset Password, Sent 
Temporary Password 



Create New User Account 
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Step 1: Click My 
Organization to expand 

 
 
 
 
 
 
 
 

Step 2:  Click 
Organization Profile 

 
 
 
 
 

Step 3:  Click 
Manage 



Create User Account 
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Click Create 



New Account Information Pop-Up Box 
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Step 1: Complete 
Information 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2: 
Click Save 



Provide Roles to Personnel 

21 

 

 

 
 
 
 
 

 
Type name 

to locate 
 
 
 
 
 
 
 
 

Click 
Manage 



Manage Roles to Personnel 

22 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: 
Expand Roles 

 
 

Step 2: Click 
Manage 



Grant Roles 
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Step 1: Select 
system roles 

Place mouse over “?” 
for definition of role  Green Check allows 

for ability to perform 
those activities 

 
 
 
 
 

Select Project 
POC if you 

want to assign 
projects to a 

specific person 
 
 
 
 
 
 

Step 2: 
Click Save 



Manage User Account 
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Edit User 
Name 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Reset Security 
Questions 

Send 
Temporary 
Password 
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Copy Password Reset Link to Email to 
Resend 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Copy Latest 
Reset Link 
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Setting Up Organization 
Facilities & Counties 



Organization Profile 

27 

 

 

 
 
 
 
 
 
 
 
 
 
 

Step 1: Click My 
Organization to expand 

 
 
 

 

Step 2: Select 
Organization Profile 



Add Counties to Profile 
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Click Manage 



Statewide Facilities/Locations 
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If not Statewide, 
Click Unmark 

Statewide 
 
 
 

Note: Most Recipients 
are established as 

Statewide 



Identify Counties with Facilities/Locations 
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Step 2: 
Click Save 

 
 
 
 
 
 

Step 1: Click Add for 
each county 
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Upload Insurance 
Document 



Uploading Insurance Documents 
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Step 1: Click My 
Organization to expand 

 
 
 
 
 
 
 

Step 2: Select 
Organization Profile 

 
 
 
 
 

 
Step 3: Click Upload 
Insurance Document 



Upload Insurance Documents Pop-Up Box 
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Step 1: Drag and 
drop files or click to 

select files 



Locate Insurance File Pop-Up Box 
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Step 1: Click to 
select document 

 
 
 
 
 
 
 

Step 2: 
Open 



Edit Insurance Document Information 
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Step 1: Click Edit 



Upload Insurance Documents 
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Step 1: Rename 
Document File (Optional) 

 
 

Step 2: Add expiration date 
to description (Optional) 

 
 
 

Step 3: Click to add 
Category 

Document Type 



Save Insurance Document Information 
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Click Save 



Upload Pending Documents 
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To add additional, 
click and drop or 
click to locate files 

 
 
 
 
 
 
 
 
 
 

Click Upload 
Pending 

Documents 
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Inviting Subrecipient 
Organization 

You cannot do 
anything with the 
account after the 
invite is sent until the 
Organization logs in 
and sets up their 
information. Best used 
in normal operating 
state. 



Organization Profile 
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Step 1: Click My 
Organization to expand 

 
 
 
 

Step 2: Select 
Organization Profile 



Inviting Subrecipient Organization 

41 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Manage 



Inviting Single Subrecipient Organization 
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Click New Organization 
Select Invite 



Subrecipient Information 

43 

 

 

 
 
 
 
 
 
 
 
 

Step 3: 
Click Save 

 
 
 
 
 
 

Step 1: Enter 
Applicant Information 

 
 
 
 
 
 
 
 

Step 2: Enter Contact 
Information 



Confirmation of Organization Invitation 
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Inviting Multiple 
Subrecipient Organizations 

 
 
 
 
 

You cannot do anything 
with the account after 
the invite is sent until the 
Organization logs in and 
sets up their information. 
Best used in normal 
operating state. 



Organization Profile 
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Step 1: Click My 
Organization to expand 

 
 

 

Step 2: Select 
Organization Profile 



Inviting Subrecipient Organization 
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Click Manage 



Invite New Organization – Bulk Invite 
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Click Import, Select 
Download Template 



Organization Invite Template Pop-Up Box 
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Step 1: Click 
Open with 

Step 2:  Click OK 



Excel Template 
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Click Enable 
Editing 



Multiple Organization Excel Template 
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Step 3: 
Click Save 

 
 
 
 
 
 
 
 

Step 1: Enter 
information 

Step 2: Used drop down 
menu when possible 

 
 
 

**DO NOT CHANGE TEMPLATE** 
** DO NOT SKIP A LINE** 



Save Multiple Organization Excel Template 
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Click OK and save to 
your computer 



Upload Invite Template 
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Click Import and select 
Upload Spreadsheet 



File Locator Pop-Up Box 

54 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: Locate File 
and click to select 

 

Step 2: 
Click Open 



Commit To Import 
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Step 1: Check for 
Errors/Warnings 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2: Click 
Commit Import 



Errors Identified In Import 

56 

 

 

 

 

Step 1: Check for 
Errors/Warnings 

 
 
 
 
 
 
 
 
 
 
 
 
 

Step 3: Cancel Import and 
correct errors on Excel template, 

then repeat import 
 
 
 
 
 
 

Step 2: Identify 
errors 



Commit Import Confirmation Pop-Up Box 
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Click Commit 
Import 
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Manage Subrecipient 
Invitations 

 
 
 
 
 
 
 
 

 

Review and Resend 
invitations 
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Subrecipient Organization Profile 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: Click 
Organization Profile 

 
 
 
 
 
 
 
 
 
 
 

Step 2: Click to 
expand Subrecipient 
Organization Profiles 
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Review Subrecipient Organization 
Invitation 

 
 
 

Step 1: Click 
Invitations/Requests 

Tab 
 
 
 
 
 

Step 2: Review list of 
open invitations 

 
 
 
 
 
 
 
 
 

Step 3: Click magnifying 
glass on Applicant 

Invitation 



Resend Email Activation Link/Resend 
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Click Resend 
 
 
 
 
 
 
 
 
 

Activation Link (can 
copy and paste into 

separate email) 



Cancel Invitation 
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Click Cancel 
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Resend Subrecipient 
Organization Request 
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Organization Account Request Email 
Notification 

 
 
 
 
 

From: support@pagrants.fema.gov [mailto:support@pagrants.fema.gov] 
Sent: Thursday, June 20, 2019 3:11 PM 
Subject: FEMA PA Notification – Workflow Initiation Receipt – Org Account Request 

Hello Bob, 

Your Organization Account Request was initiated successfully. You will receive 
another notification whether the request is approved or rejected. 

 
-FEMA PA Support Team 
FEMA-PA-Grants@fema.dhs.gov 

mailto:suppot@pagrants.fema.gov
mailto:support@pagrants.fema.gov
mailto:FEMA-PA-Grants@FEMA.DHS.Gov


Locate Invitations/Requests 

65 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: Click My 
Organization to expand 

 
 

Step 2: Click Subrecipient 
Organization Profiles to expand 

 
 
 
 
 

Step 3: Click 
Invitations/Requests tab 



View Invitation 
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Step 1: Status should 
be “incomplete” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2: Click magnifying 
glass to view information 



Resend Invitation 

67 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Resend 
 
 
 
 
 
 
 
 
 
 

You can also copy and paste into 
an email the activation link 
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Approve Submitted 
Organization Invitation 



Locate Invitations/Requests 

69 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

Step 1: Click My 
Organization to expand 

 
 

Step 2: Click Subrecipient 
Organization Profiles to expand 

 
 
 
 
 

Step 3: Click 
Invitations/Requests tab 



Identify Submitted Organization 
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Click to change Status 
to Submitted 



Locate Submitted Organization 
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Note Status is 
Submitted 

 
 
 
 
 
 
 
 
 
 
 

Click magnifying glass 
to view information 



Review Organization Information 

72 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on Click 
here to view 



Approve Submitted Invitation 

73 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Approve 



Approve Submitted Invitation Pop-Up Box 

74 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Approve 



Reject Submitted Invitation 
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Click Reject 



Reject Submitted Invitation Pop-Up Box 
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Step 1: Enter 
reason for 
rejecting 

organization 
 
 
 
 
 

Step 2: Click Reject 
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Add Single Subrecipient 
Organization 

 
 



Add Single Organization 
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Step 1: Click My 
Organization to 

expand 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2: Click Manage 



Add Organization 
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Click New 
Organization and 

select Add 



Subrecipient Organization Information 
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Step 1: 
Complete 

Information 

 
Step 2: Click 

Next 



Subrecipient Organization Contacts 
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Step 1: 
Complete 

Information 

Step 2: 
Click Next 



Subrecipient Organization County 

82 

 

 

Click Next 

 

 

Step 2: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If operate 
Statewide, Click 
Mark Statewide 

 

Click ADD for each county 
where a facility exists 



Review Organization Information 
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Review 

Information 
 
 
 
 
 
 
 
 
 
 
 

Click Submit 
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Applicant Receives Access Email 
From: support@pagrants.fema.gov [mailto:support@pagrants.fema.gov] 
Sent: Thursday, June 20, 2019 3:11 PM 
Subject: FEMA PA Notification – Org Account Request Approved 

Hello Sherry, 

Your organization account request has received final approval. You may now log in 
to the Grants Portal with the temporary username and password: 

 
Username: comanager@subrecipientcounty.com 
Password: LJE2kAvc!% 

 
Please click https://grantee.fema.gov to sign in with your temporary password. You 
will be required to change your password upon login. 

 

-FEMA PA Support Team 
 

FEMA-PA-Grants@FEMA.DHS.Gov 

Applicant clicks 
hyperlink to set up 

password 

mailto:suppot@pagrants.fema.gov
mailto:support@pagrants.fema.gov
mailto:comanagerr@subrecipientcountyga.com
https://pagrants.fema.gov/
mailto:FEMA-PA-Support@FEMA.DHS.Gov
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Submit SF-424 
 
 



Locate Event 

86 

 

 

 
 

Step 1: Click My 
Organization to expand 

 
 
 
 

Step 2: 
Click Events 

 
 
 
 
 
 
 
 
 

Step 3: Click 
magnifying glass 

on Event 



SF-424 Submission Bar 
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Click Options, 
then select 

Submit SF-424 



Complete Recipient/Estimated Funding 

88 

 

 

 
 
 
 
 
 
 
 
 
 

Step 1: Complete 
Recipient 

Information 
 
 
 
 
 

Step 2: Complete 
Estimated Funding 

(PDA data if 
available) 

 
 
 

Congressional 
information can be 

found at 
www.cencus.gov/mycd 

http://www.cencus.gov/mycd
http://www.cencus.gov/mycd


Certification and Assurances 

89 

 

 

 
 
 
 
 
 
 
 
 

 
Step 1: Select 

Authorized 
Representative 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2: Review certification 
and click to agree 



Signature of SF-424 

90 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on 
Click to Sign 



Signature of SF-424 Pop-Up Box 

91 

 

 

 
 
 

Step 1: Enter Name 
 
 

 
Step 2: Select Font 

Style 
 
 
 

Step 3: Enter Grants 
Portal Password 

 
 

Step 4: Click Sign 



Signature of SF-424 Pop-Up Box 

92 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Submit 



Download SF-424 Report 

93 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

Click Download 
SF-424 Report 



Download SF-424 Report Pop-Up Box 
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Click Download 
SF-424 Report 



Download SF-424 Report Pop-Up Box 
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Step 1: Select 
Open With option 

 
 
 
 
 
 
 
 
 
 

Step 2: Click OK 



Download SF-424 Report Pop-Up Box 
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Click Close 
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Review SF-424 After 
Submittal 

 
 



Locate Event 

98 

 

 

 
 

Step 1: Click My 
Organization to expand 

 
 
 
 

Step 2: 
Click Events 

 
 
 
 
 
 
 
 
 

Step 3: Click 
magnifying glass 

on Event 



SF-424 Submission Bar 
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Click Options, 
then select View 
Latest Version 



Download SF-424 Report 
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Click Download 
SF-424 Report 



Download SF-424 Report Pop-Up Box 
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Click Download 
SF-424 Report 



Download SF-424 Report Pop-Up Box 
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Step 1: Select 
Open With option 

 
 
 
 
 
 
 
 
 
 

Step 2: Click OK 



Download SF-424 Report Pop-Up Box 
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Click Close 



104 

 

 

 
 
 

Submit RPA on Behalf 
of Subrecipient 

 
 
 



Submit RPA for Subrecipient 
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Click Dashboard 



Submit RPA for Subrecipient 
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Click for 
Subrecipients 



Submit RPA for Subrecipients Wizard 

107 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

All information must entered in the 
Organization Profile prior to 

beginning RPA submission, to 
update, click on click here 

 
Click Next 



Identify Subrecipient & Event 
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Step 1: Select 
Applicant Step 4: 

Click Next 
 
 

Step 2: 
Select Event 

 
 
 

Step 3: Select 
Participated in PDA 



Identify Primary & Alternate Contacts 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: Select 
Primary Contact 

 
 
 
 
 
 

 
Step 2: Select 

Alternate Contact 

Step 3: 
Click Next 
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Confirm Address 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Review 
Information 

 
 
 

Click 
Next 

 
 
 
 
 
 

 
110 



Add Other Info (if needed) 

111 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Add Comments 
(optional) 

 
 
 

Click Next 



Review information 
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Step 1: 
Review 

Information 
 
 
 
 
 
 
 
 

 
Step 2: Click 

Submit 



Congratulations Screen 
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Submit Multiple RPAs on 
Behalf of Subrecipients 
from Other Grants 
Management Software 

 
 
 



Download Multiple RPA Template 
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Step 1:  Click 
Utilities to expand 

 
 
 
 
 
 
 

Step 3: Click 
Download 
Template 

 
 
 
 
 
 

Step 2: Click RPA Import 



Download RPA Template Pop-Up Box 
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Step 1: Click 
Open With option 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2: 
Click OK 



Excel RPA Template 

117 

 

 

 
 
 
 
 
 
 
 
 
 
 

** INFORMATION MUST BE FORMATTED IN THE RPA 
INTERCHANGE FORMAT 

USE THIS TEMPLATE FOR THE FORMAT ** 

** SAVE DOCUMENT IN EXCEL (.XLS) AND COPY TO A 
COMMA SEPARATED VALUE FILE (.CVS) ** 

** IMPORT THE .CVS FILE ** 



Upload RPA Template 

118 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Import 
RPAs 



Identify Event to Upload RPAS 

119 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: Click to 
select Event 

 
 
 
 

Step 2: Click Upload 
Spreadsheet 



Commit to Import 
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Step 1: Check for 
Errors and/or 

Warnings 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2:  Click 
Commit Import 



Commit Import Confirmation Pop-Up Box 

121 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Commit 
Import 



Import Results With Errors 

122 

 

 

 
 
 
 
 
 
 

Step 1: Check 
to make sure 

no errors 
 
 
 
 
 
 

Step 2: Error will be 
identified with red 

highlight 

Step 3: Cancel Import and 
correct spreadsheet and 

repeat process 



Cancel Import Confirmation Pop-Up 

123 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Cancel 
Import 



124 

 

 

 
 
 
 
 
 

Submit RPA for your 
Organization 



Locate Dashboard 
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Click Dashboard 



Submit RPA for Subrecipient 
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Click on Click here to submit 
RPA for your organization 



Start Request Process 

127 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Next 



Identify Event 

128 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: 
Select Event 

 
 
 
 
 
 
 
 
 
 
 

Step 2: Click to 
select Yes or No 

Step 3: 
Click Next 



Identify Primary & Alternate Contacts 

129 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: Select 
Primary Contact 

 
 
 

 

 
Step 2: Select 

Alternate Contact 

Step 3: 
Click Next 
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Primary and Mailing Address 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Change to select a 
different address from 
Organization Profile 

 
 
 
 
 

 
Click Change to select a 
different address from 
Organization Profile 

Click Next 



Add Other Info (if needed) 

131 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Add Comments 
(optional) 

 
 
 

Click Next 



Review information 

132 

 

 

 
 
 
 
 
 
 
 
 
 
 

Step 1: 
Review 

Information 
 
 
 
 
 
 
 
 
 
 

Step 2: Click 
Submit 



Congratulations Screen 
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134 

 

 

 
 
 
 
 

 

Approving RPA 
 
 



Locate Workflow Items 

135 

 

 

 
 
 
 
 
 
 
 

Step 1: Click My 
Tasks to expand 

 
 
 
 
 

Step 2: Select 
Workflow Items 



Select RPA To Review 

136 

 

 

 
 
 
 
 
 

Step 1: Click 
Filters to expand 

 
 
 
 

Step 2: Click Status 
and select Recipient 

RPA Eligibility 
 
 
 
 
 
 
 
 
 
 
 

Step 3: Click 
magnifying glass 



Determine Eligibility 

137 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Eligible 
or Ineligible 



Eligible Confirmation Pop-Up Box 

138 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Add 
comments 
(Optional) 

 
 
 
 

 

Click 
Eligible 



Ineligible Confirmation Pop-Up Box 

139 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: Enter 
Reason 

 
 
 
 
 
 

 
Step 2: Click 

Ineligible 
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Change Subrecipient 
Point of Contact 



Locate Applicant 
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Step 1:  Click 
Subrecipients to expand 

 
 
 
 

Step 2: Click Applicant 
Event Profiles 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 3: Click magnifying 
glass for Applicant 



Manage Contacts 
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Click Manage 
POCS 



Select Primary/Alternate Contacts 
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Click to select 
Primary POC from 

Organization Profile 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click to select 
Alternate POC from 
Organization Profile 

 
Click Save 
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Export RPA Data 
 
 
 
 



Locate Export of RPA Data 
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Step 1: Utilities to 

expand 

Step 4: Click 
Generate RPA 
Data Export 

 
 
 
 
 
 
 
 

 
Step 2: Click Export 

RPA Data 

Step 3: Click to 
select Event 



Export RPA Data Pop-Up Box 

146 

 

 

 
 
 
 
 
 
 
 
 
 
 

Step 1: Click to 
select Open With 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2: 
Click OK 
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Assign Recipient POC 
to Applicant 

 



Locate Applicant 
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Step 1:  Click 
Subrecipients to expand 

 
 
 
 

Step 2: Click Applicant 
Event Profiles 

 
 
 
 
 
 
 
 
 
 
 

 
Step 3: Click magnifying 

glass on Applicant 



Manage Contacts 

149 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Manage 
POCS 



Select Primary/Alternate Contacts 

150 

 

 

 
 
 
 
 

Click to select 
Recipient POC from 
Organization Profile 

 
 
 
 
 
 
 
 
 
 
 
 

Click Save 
Click to select Alternate 

Recipient POC from 
Organization Profile 
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Create/Assign 
Subrecipients to Regions 

 



Recipient Regions 

152 

 

 

Step 3: Drill 
into Event 

 
 

 

Step 1: Click My 
Organization to expand 

 
 
 
 
 

Step 2: Click 
Organization Profile 

 
 
 
 
 
 

Click Manage 



Create Regions 

153 

 

 

Step 3: Drill 
into Event 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Add Region 



Assign Organizations to Region 

154 

 

 

 
 
 
 
 
 

 
Step1: Type 

Region Name 
 
 

 
Step 2: Select 

any filters 

Step 4: 
Click Save 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 3: 
Click Assign 
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Edit 
Regions/Subrecipients 
Assigned to Regions 



Recipient Regions 

156 

 

 

Step 3: Drill 
into Event 

 
 

 

Step 1: Click My 
Organization to expand 

 
 
 
 
 

Step 2: Click 
Organization Profile 

 
 
 
 
 

Step 3: Click 
Manage 



Edit Region Name 

157 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Options and select 
Edit Region Name 



Edit Region Name Pop-Up Box 

158 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: Type New 
Region Name 

 
 

Step 2: 
Click Save 



Edit Assigned Organizations/Applicants 

159 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Options and select 
Manage Assigned Orgs. 



Edit Assigned Organizations/Applicants 

160 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

Step 1: Check all Filters to 
ensure they are cleared 

 
 
 
 
 
 
 

Step 2: Click Assign to add 
and Unassign to remove 



Edit Assigned Organizations/Applicants 
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Click Save 



Manage Region Administrators 

162 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Options and select 
Manage Region Admins 



Manage Region Administrator 

163 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Add Region 
Admins 



Manage Region Administrator 

164 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: 
Click Assign 

 
 

Step 2: 
Click Save 



Set Primary POC For Region 

165 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click Options and 

select Set Primary POC 



Set Primary POC Confirmation Pop-Up Box 

166 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Save 



167 

 

 

 
 
 

Upload 
PA Administrative Plan 

 
 



Upload PA Admin Plan 

168 

 

 

Step 3: Drill 
into Event 

 
 

 

Step 1: Click My 
Organization to expand 

 
 
 
 
 

Step 2: Click 
Organization Profile 

 
 
 
 
 
 
 
 

Step 3: Click Upload 
New PA Admin Plan 



Document Upload Pop-Up Box 

169 

 

 

 
 
 
 

Drag and drop files or 
click to select files 



Select File Pop-Up Box 

170 

 

 

 
 
 
 
 
 
 
 
 

Step 1: Click to 
select file 

 
 
 
 
 
 
 

 

Step 2: 
Click Open 



Process Document Pop-Up Box 

171 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

Step 1: Type in New 
File Name (Optional) 

 
 
 
 

Step 2: Type description 
of document (Optional) 

 
 
 
 
 
 
 
 
 

Step 3: 
Click Save 



Organization Details 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click 
Review 
Form 

 
 
 

 
172 



 

 

 
 
 
 
 

Upload 
Organization Documents 

173 



 

 

 

Uploading Documents 
Master Policy 

Documents (PA Admin 
Plan, Insurance, Payroll, 

Procurement) 

Documents Pertain 
to Multiple Projects, 
RPA or the Overall 

Event (SF-424) 

Org. 
Profile 

Appl. Event 
Profile 

 
 
 
 

 

Documents for 
Specific Damage 

(Photos, Timesheets, 
Invoices) 

Project 
 

Damage 

 
 
 

Documents for 
Specific Project 

(Photos, Timesheets, 
Invoices) 

 
 
 

174 

Event Profile, Projects and Damage document uploads can be 
found in Applicant User Manual 



Upload Organizational Documents 

175 

 

 

 

Step 1: Click My 
Organization to expand 

 
 
 

Step 2:  Click 
Organization Profile 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 3: 

Click Upload 



Add Organizational Documents 
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Drag and drop files or 
click to select files from 

your computer 



Upload Organizational Document 

177 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: Click to 
select document 

 
 
 

Step 2: 
Click Open 



Document Pending Upload 

178 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Edit 



Edit Pending Document Information 

179 

 

 

 
 
 
 
 
 
 
 
 

Step 1: Change name of 
document (Optional) 

 
 
 

Step 2: Enter description 
of document (Optional) 

 
 
 
 
 
 

 

Step 3: Click to select 
document type 

 
 

Step 4: 
Click Save 
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Upload Documents 
 
 
 
 
 

Repeat drag and drop or 
selecting files to upload 

more Organization 
Documents 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Upload 
Pending Document 



 

 

 
 
 
 
 

Edit or Remove 
Organization Documents 
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Edit Organizational Document Information 
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Click Edit 



Edit Organizational Documents 

183 

 

 

 
 
 
 
 
 
 
 
 

Step 1: Edit 
information 

 
 
 
 
 
 
 
 
 
 
 

Step 2: Click 
Save Changes 



Remove Organizational Document 
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Click Remove 



Remove Document Pop-Up Box 
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Click Yes 
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Uploading Documents 
Using the Wizard 

 
Ability to upload 
documents on 
Organization, Event, 
Project and/or Damage 
level from one place. 
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Locating Document Uploader 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: Click 
Utilities to expand 

 
 
 
 
 

Step 2: Click 
Document Uploader 



Select Document Upload Location 
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Step 1: Click to 
select Event or 
leave blank for 
Organization 
documents 

 
 

Step 3: Click Select 
Document Step 2: Click to select 

Project and/or Damage level 
document location or leave 

blank for Organization 
documents 



Upload Organizational Document 
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Step 1: Click to 
select document 

 
 
 

Step 2: 
Click Open 



Organization Level Document Upload 

190 

 

 

 
 
 
 
 
 
 
 
 
 

Step 1: Type 
Description of 

Document 

Step 2: Click Category 
to select document 

type 
 
 
 

Note PII Warning 
 
 
 
 

Step 3: Click Upload 
Document to 

Organization Profile 



Upload Documents on Damage Level 
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Step 1: Select type 
of document 

 
 
 
 
 
 
 

Step 2: Click Upload 
Document to Damage 



Navigation on Document Uploader 
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Click here to go to 
Organization Profile 

 
 
 
 
 
 
 
 
 
 
 
 
 

Click here to continue 
uploading documents 
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Identify Tasks to 
Complete 
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Click Bell 

Identify Tasks to Complete 
 
 
 
 

Step 1: Click My 
Tasks to expand 

 

Click Bell or follow 
Steps 1 & 2 

 
 

Step 2: 
Click Tasks 

 
 
 
 
 
 
 
 
 

Step 3: Click 
Review 
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Signing Projects 
 
 



Locate Tasks 
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Step 1: Click 
My Tasks 

Click Bell or follow 
Steps 1 & 2 

 

Step 2: 
Click Tasks 

 
 
 
 
 
 
 
 

Step 3: Click 
Review 



Download Project Report 
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Click Download 
Project Report 



Download Project Report – Pop Up Box 
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Click Download 
Project Report 



Download Project Report – Pop Up Box 
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Click Open With 
 
 
 
 
 

Click OK 



Review Project Report 
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Close Project Report – Pop Up Box 
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Click Close 



Approve Project 
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Click Approve 
or Send Back 



Approve Project– Pop Up Box 
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Click Yes 



Send Back Project– Pop Up Box 
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Step 1: Enter 
comment why 
sending back 

 
 
 
 
 
 

Step 2: 
Click Yes 
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Calendar 
 
 
 
 
 
 
 
 
 



Calendar Filters 
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Step 1:  Click 
Calendar 

 

Step 2:  Click 
Filter to Expand 

 
 
 
 
 
 
 
 

Step 3: Use drop down 
boxes to filter items 



Month At A Glance 
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Step 1:  Click 
Calendar 

 
 
 
 
 

Step 2: Select 
Month to view 

 
 
 
 
 
 
 
 
 
 

Step 3: Click to 
review activity 



Listing Of All Activities 

208 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click List 



Listing Of All Activities 
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Click magnifying glass to 
review the activity 

information 



Detailed Information 
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Applicant 
Exploratory Calls 

 
 

 



Locate Subrecipient Exploratory Calls 
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Step 1: Click 
Subrecipients to 

expand 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Step 2: Click 
Exploratory Calls 

Step 3: Click 
magnifying glass to 

review detailed 
information 



Detailed Information 
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Add Widgets to 
Dashboard 



Locate Widgets 
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Step 1: Click Intelligence 
to expand 

 
 
 
 
 

Step 2: Click 
Widgets 



Select Widgets 
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Click Add To 
Dashboard 



Widgets Pop Up Box 
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Step 1: Select 
Event 

 
 

Step 2: Select My 
Organization or 

Subrecipient 
Organizations 

 
 
 

Step 3: Select 
Region 

Step 4: 
Click Add 

 
 
 
 
 

(Each Widget Pop-Up Box will be slightly different) 
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Click 
Dashboard 

 
 
 
 
 
 
 
 
 
 
 
 

New Widget 
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Add Tiles to 
Dashboard 



Filter Items For Tile 
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Step 1: 

Expand Filters 

Step 4: Click 
Save Icon Step 3: Click 

Yellow Star 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2: Select 
Items to be 

Filtered 



Filter Pop-Up Box 
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Step 1: Rename 
the Filter 

 
 
 
 
 
 
 
 
 

Step 2: Click 
Save 



Locate Tile 
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Step 1: Click 
Dashboard 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2: Click on tile to 
go to the information 
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Release Notes, Help, 
Feedback and Sign Out 
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Release Notes (System Updates) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: Click on 
arrow next to name 

 
 

Step 2: Click 
Release Notes 



Review Release Notes 
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Review the latest 
changes to the 

system 

Latest update will 
appear, click to 
select previous 

updates 

 
 
 
 
 
 
 
 
 
 
 
 
 

Click Close 



Print Previous Release Notes 
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Click Download 
Release Notes 



Print Previous Release Notes Pop-Up Box 
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Step 1: Click 
Open With 

 
 
 
 
 
 

Step 2: 
Click OK 



Assistance 
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Step 1: Click on 
arrow next to name 

 
 
 
 
 
 
 
 
 
 
 
 

Step 2: Help 



Email Assistance For General Help 
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Click to send email 
with link to your 

screen 



Email for General Help 
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Request Assistance For Current Page 
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Click to send email 
with link to your 

screen 



Email For Assistance on Current Page 
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Grants Portal Hotline: 

(866) 337-8448 
 
 
 
 



Provide Change Requests To Grants Portal 
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Step 1: Click on 
arrow next to name 

 
 
 
 
 
 

Step 2:  Click 
Feedback 



Provide Change Requests Pop-Up Box 
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Step 1: Click 
hyperlink or copy 

and paste into email 
 

Step 2:  Click 
Close 



Sign Out 
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Step 1: Click on 
arrow next to name 

 
 
 
 
 
 

Step 2:  Click 
Sign Out 
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