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Agenda
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• Support options 

• Register a New Organization  

• Submit a Request for Public Assistance (RPA)

• Create / Manage Applicant User Accounts

• Grants Portal Basic Navigation

• Additional resources and support 



Getting Started
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For Technical Assistance

For technical assistance, please contact:

Grants Portal Hotline (866) 337-8448

Email: FEMA-Recovery-PA-

Grants@fema.dhs.gov

Hours: 8:00 AM – 8:00 PM EDT Mon-Fri
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mailto:FEMA-Recovery-PA-Grants@fema.dhs.gov


For Policy & Eligibility Questions

Contact your State, Local, Tribal or Territorial 

Emergency Management Agency.

Below is a link to find contact information for 

local emergency management agencies:

https://www.fema.gov/emergency-management-

agencies 

4



Grants Portal Website
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https://grantee.fema.gov/



Grants Portal Login Screen
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Customer Service (Prior to Log In)

• Hotline contact information is accessible prior to login 

• Help icon is always visible on the title banner

Click on 

? Help
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Register an account in Grants Portal
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▪ If you have previously worked in Grants Portal, 

you already have a registered account

▪ If you are a first time Grants Portal user, there 

are 2 ways to register your organization’s 

account:

1. Register your organization and submit a Request for 

Public Assistance (RPA) independently

2. Applicant receives an email invitation from their State, 

Tribe, or Territory to register their organization



Register a New Organization
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(First time users who have not received 

a Recipient invitation via email)



Grants Portal – New Users

Click

Register Your 

Government 

Organization for 

Public 

Assistance
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Welcome Screen
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Click to confirm you 

are not a robot

You may be asked to 

identify items in a photo.



Organization Information Tab

Step 1:  Enter 

Organization 

information

Step 2: 

Click

Next
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Contact Information Tab

Step 1:  Enter 

Contact 

Information

Step 2: 

Click

Next
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Locations Tab
Step 3: 

Click

Next

Step 1: 

Enter 

Primary 

Location 

Address
Step 2: Enter Mailing 

Address (if different)
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Request for Public Assistance Tab

Review 

Information
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Step 5: 

Click

Next

Step 1: 

Click Yes

Step 2: 

Select 

disaster

Step 4: Click 

for Additional 

Event 

information
Step 3: Enter 

additional info



FEMA’s Emergency/Disaster Information
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Review and Submit 

Review 

Information
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Scroll 

Down



Review and Submit (cont.…)

Click Submit 

Your 

Organization 

Registration
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Congratulations Registration Submitted
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PNP – Register Your Organization

Step 1:  Enter 

Organization 

information

Step 2: 

Click

Next
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PNP – Contact Info 
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Enter primary 

and alternate 

contact info



PNP – Location 
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Enter primary 

address and 

mailing address*



PNP - Review & Submit Tab

Step 1:  Review 

information

Step 2: 

Scroll 

down
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PNP - Review and Submit (cont.…)

Click Submit 

Your 

Organization 

Registration
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Congratulations Registration Submitted
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Creating Password for a 

New Account
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(First time users after receiving the Access Email)



Setting up a New Grants Portal Account
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Welcome Wizard
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Setting up a New Grants Portal Account

29



Setting up a New Grants Portal Account
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Setting up a New Grants Portal Account
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Return to Login Screen
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Sign into Grants Portal Account

Re-Login to Grants Portal

Enter User 

Name and 

NEW

Password
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Setting up a New Grants Portal Account

Click

ACCEPT
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Setting up a New Grants Portal Account

Click

ACCEPT
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Register Organization 

from Recipient Invitation
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(Users who received an invitation email 

from Recipient)



Register your Organization 
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Step 3: 

Click

Next

Step 1: Enter 

DUNS Number

Step 2: Enter EIN 

Number



Organization Contact Information
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Step 2: 

Click

Next

Step 1: Enter 

Contact 

Information



Enter Location Information
Step 3: 

Click

Next

Step 1: Enter 

Primary Location 

Address

Step 2: Enter Mailing 

Address (if different)
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Select Counties with Facilities
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Step 2: 

Click

NextStep 1: Click

Add next to the 

County the 

facilities are 

located



Verify Organization Information

Review 

Information
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Submit Organization Information
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Click

Submit



Confirmation of Submittal
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Email Confirmation of Submission
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Submit Request for 

Public Assistance (RPA)
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(Existing users who already have accounts set up)



Recipient Must Approve Organization

My Organization Dashboard
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Recipient eligibility 

determination pending



Submit Request for Public Assistance

My Organization Dashboard
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Click here to submit a RPA 

for your organization



Submit Request for Public Assistance
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Fill in each tab 

as previously 

displayed

Click Next. 



General Info Tab
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Contact Info
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Enter Primary 

and Alternate 

contact info



Addresses
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Enter Primary 

and Mailing 

address



Other Info
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Any additional 

info (optional)



Review & Submit
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Click Submit



Confirmation of Submittal
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55

Create/Manage User Accounts

Add 

Personnel

(Grants Portal Users with specific roles)



Add User Accounts

56

Step 2:Click on 

Manage Personnel

Step 1:Click on 

Organization 

Profile



Add User Accounts
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Create Direct Personnel
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Click 

Direct 

Employee



Complete Personnel Information
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Complete 

Information

Click

Save



Add Contractor/Consultant Personnel
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Click 

Contractor / 

Consultant



Complete Personnel Information
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Click 

Save

Complete 

Information



Provide Roles to Personnel
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Manage Organization Roles
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Add or Remove Roles

Step 1: Click boxes 

to select role

Step 2: 

Click Save
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Place mouse over “?” 

for definition of role

Green check will allow 

personnel to perform 

those functions



Manage User Accounts
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Step 2: Click 

magnifying glass

Step 1: Click 

Organization Personnel



Manage User Accounts
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Step 2: Click  

Manage

Step 1: Click arrow to 

open Roles bar



Send Temporary Password
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Click Send 

Temporary 

Password



Upload Documents
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69



Uploading Documents to Organizational 

Profile

Click Organization 

Profile

Click Upload 

70

Step 1: Click 

Organization Profile

Step 2: Click Upload



Uploading Documents to Org. Profile

Drag and drop files 

or click to select file
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Select Document Pop-up Box
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Edit Document Details

Click EDIT 
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Add Description & Category Type
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Save

Click Save 
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Upload Additional Documents
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Manage Uploaded Documents

Manage Uploaded 

Documents in 

Organization Profile
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Manage Organization Uploaded Documents
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Edit Document Name
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Edit Name
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Remove Documents
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Delete Confirmation Pop-Up Box
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Identify Tasks to Complete
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Identify Tasks to Complete
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Review Tasks to Complete
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Locating Task from Menu
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Add Tiles to Dashboard

Items on your 

dashboard are 

shortcuts and 

help track 

information 

regarding your 

grant. 
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Dashboard: Create Tiles
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Create Tiles
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Step 1: Click 

Applicant 

Event Profile

Step 2: Click 

magnifying 

glass on Event



Select the Star to add a Tile
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Select the 

open star



Create Tiles
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Star is 

highlighted in 

yellow



Locate New Tile
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Locate New Tile
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Remove or Move Tile
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Support
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Support Center 
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Click Help icon to 

get to the 

Support Center

Click FAQ’s



FAQ’s 
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Click any question 

for more info



Click on a Question to Find More Info
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See response on 

right



Support Center - Resources
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Click 

Resources



General Resources

Click Training 

Materials and 

Tutorials
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Resources – Table of Contents

Click Table 

of Contents

101



Table of Contents

Folders / Subfolders
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Click X to close 

the Table of 

Contents

Click subfolders to 

navigate to different 

resources in Table 

of Contents



Resources
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Click any topic for 

further information



Resources – Position Assists
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Click any topic for 

further information



Resources – Position Assists
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Resources – Job Aids/Guides/Checklists
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Job 

Aids/Guides/Checklists



Applicant Grants Portal User Manual

Step 1. Click hyperlink 

to download file
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Applicant Grants Portal User Manual

Step 2: Click Open or 

Save to download file
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Click 

OK



Support Center – Your Account
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Click Your 

Account



User Profile – Manage Contact Info
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Click Manage



User Profile – Manage Contact Info
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▪ Edit or remove phone number, email address

Click on Manage to 

update Phone 

Number or Email 

Address

Click Edit



Update Phone Number
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Click on Manage to 

update Phone 

Number or Email 

Address

Click on Edit to 

update Email 

Address

Click on Edit to 

update Phone 

Number

Step 2: Click 

Save

Step 1: Enter new 

phone number 

and type



Update/Remove Email Address
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▪ Manage phone number / email address

Click on Manage to 

update Phone 

Number or Email 

Address

Click Edit 

or 

Remove



Support Center - Feedback
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Click 

Feedback?



Email Suggestions for Improvement
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Click hyperlink to 

email change 

request



Support Center - Contact Us
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Click  

Contact Us



Help with Grants Portal

Call or email Hotline 

for technical support

86



User Profile Menu

Click dropdown 

arrow
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Request Page Assistance

Request Page Assistance 
sends an email to the Hotline 
with a link and screenshot of 
the current page you are on or 
a different screenshot that you 
choose to upload.

• Option 1: Send screenshot of 
current page

• Option 2: Attach screenshot 
of your choice
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Request Assistance for Current Page

• Option 1:  Request Page 
Assistance sends an email to 
the Hotline with a link and 
screenshot of the current 
page

120

Click 

Request Page 

Assistance



Request Assistance for Current Page
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Step 1: Type 

what you need 

help with

Step 2: Click 

Request 

Assistance for 

Current Page



Send a link for help

• Option 2: Request Page 
Assistance sends an email to 
the Hotline with a link and 
screenshots of your choice. 

You can choose files to 
upload to the hotline.
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Click Request 

Page Assistance



Request Page Assistance – Pop-Up Box
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Step 1: Type 

what you need 

help with

Step 2: Drag and 

drop or choose file

Step 3: Click 

Request 

Assistance for 

Current Page



Release Notes

124

Click Release 

Notes



Log Out of Grants Portal
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Click Sign Out



For Technical Assistance

For technical assistance, please contact:

Grants Portal Hotline (866) 337-8448

Email: FEMA-Recovery-PA-

Grants@fema.dhs.gov

Hours: 8:00 AM – 8:00 PM EDT Mon-Fri
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For Policy & Eligibility Questions

Contact your State, Local, Tribal, or Territorial 

Emergency Management Office 

Below is a link to find contact information for 

local emergency management agencies:

https://www.fema.gov/emergency-management-

agencies 
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Thank you for attending

Grants Portal Hotline:  1-866-337-8448

FEMA-Recovery-PA-Grants@fema.dhs.gov

Monday – Friday 8:00AM – 8:00 PM EDT

mailto:FEMA-Recovery-PA-Grants@fema.dhs.gov

