Course Overview, Course Goal, and Objectives
Welcome to the FEMA Granis Portal - Transparency at Every Step course,

This course will provide in-depth training to Recipients and Applicants to bring clarity to the Public Assistance process, specifically regarding the
use of the Public Assistance Grants Portal. The course wilf cover all information needed to substantiate a project in Grants Portal, including the
documentation required for each phase of the Public Assistance process. By the end of the course, State, Local, Tribal, and Territorial Recipients
and Applicants will be able to use Grants Portal as it pertains to the Public Assistance Program.

Upon completion of this course, participants will be able to:

+ Demonstrate the benefits of transparency by using Grants Portal
* Explain how the Recipient and the Applicant can use Grants Portal to review and manage projects throughout their life cycle
» Describe the user-friendly approach to navigating Grants Portal

Lesson 1 Overview and Objectives

This lesson provides an overview of administrative requirements, course goal and objectives, and provides an overview of the management and
coordination capabilities of Grants Portal.

Upon completion of this lesson, participants will be able to:

+ Identify administrative requirements of the course
« State the goals and objectives of the course
+ Describe the Grants Portal capabilities and benefits

Grant§ Portal

FEMA devetoped the Grants Portal to streamline the Public Assistance process and facilitate
collaboration between FEMA, Recipient, and the Applicant. The system benefits the Recipient and
the Applicant in the following ways:

» Facilitates full project visibility

+ Sign in to their account and view their project status during the Public Assistance

procass RGranis Rl
+ Enhances coordination and communication |
+ Communicate with and set up meetings with their Program Delivery Manager via ;_:u Your Acrore
Grants Portal —
+ Sireamlines work .

« Upload all work and documentation related to the Applicant's project into Granis Portal.
it also sends automatic notifications when there are tasks to complete

» Improves document collection and retention

« Upload pertinent documentation and store it in the system for future use. These can be
updated at any time

Grants Portal as It Pertains to Public Assistance
The Recipient and the Applicant can use the Grants Portal to complete a wide range of tasks during the Public Assistance process, such as:

+ Set up and manage organizational details

= Add personnel

« Upload documents

+ Assign staff

+ Collect and receive information from FEMA

+ Submit supporting documentation in one consolidated location

+ Submit and manage Requests for Public Assistance
* Review the Damage Description and Dimensions

+ Scope and cost a project

* Monitor project status

* Review and approve projects

Administrative Management of Grants Portal



FEMA provides an easy three-step process for the Recipient and Applicants to obtain access to the Grants Portal.

1. FEMA granis access to the Recipient
2. The Recipient grants access to the Applicant
3. The Recipient and Applicant manage their personnel

From: suppont@pagrants.feina.gov [mailto:support@ pagrants. fema.gov)
Seat: Thursday. November 23, 2017 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
1o the Grauts Portal with the temporary username and password:

Username; comanagerf@subregipientcountyga com
Password: LJE LkAve!®s

Please click htips://pagrants. feipa.gov to sign in with yow temporary password.
You will be required to change your password upon login.

-FEMA PA Support Team

-PA-Support(MFE DHS Gov

hitips:/‘pagrants fenn gov

Support Hotline for Grants Portal

The Grants Portal also has a support hotline, which can be reached at 1-866-337-8448. A Recipient
or Applicant should use this if they have any questions about Grants Portal.

Lesson 1 Summary

This lesson provided an overview of the administrative requirements, goals, and objectives of the course as well as an overview of the
management and coerdination capabilities of the Grants Portal.

The next lesson provides an overview of the capabilities of Grants Portal including account management.

Lesson 2 Overview and Objectives

This lesson provides an overview of the capabilities of the Grants Pertal and covers the necessary information to establish and manage profile
accounts. This lessan also describes information management in the Grants Portal including receiving netifications and uploading required
documentation.

Upon completion of this lesson, participants will be able to:

+ Describe various procedures for profile account initiation within Grants Portal
» Review best practices for account management within Grants Portal

TechnicatCapabilities of Grants Portal

Grants Portal is a web-based project tracking system used by FEMA and its stakeholders. Grants Portal acts as a collection and retention center
for documentation required by FEMA for an Applicant to obtain grant funding.

Grants Portal:

+ Facilitates full project visibility

+ Enhances coordination and communication
+ Streamlines work

« Improves document collection and retention

FEMA recommends Recipients and Applicants use the Internet browser Mozilla Firefox to fully ufilize all technical capabilities and to ensure
optimal performance of Grants Porta!,



Grants Portal: Full Project Visibility

Within Grants Portal, both Recipient and Applicant can view the status of projects. Grants Portal shows if FEMA is reviewing the project, if FEMA
ordered a site inspection, and if FEMA obligated or denied a project.
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Grants Portal: Coordination and Communication

Grants Portal allows FEMA, Recipient, and Applicant to communicate and coordinate with one another on all tasks related to the Applicant's
project. Some examples are as follows:

» The Program Delivery Manager creates and sends calendar updates for meetings, such as the Recovery Scoping Meeting, via Grants
Portal

» The Program Delivery Manager submits Essential Elements of Information and Requests for Information via Grants Portal

* The system notifies the Applicant of the new tasks through the nolification bell

Grants Portal: Streamlined Work

Grants Portal streamlines work and provides a central location in which all participating parties carry out their tasks. These capabilities include:
» Sefting up and managing organizational details in advance of an event

= Adding personnel

= Uploading insurance documents

= Assigning staff

= Collecting and receiving information from FEMA

= Submitting supporting documentation in one consolidated location

+ Submitting and managing Requests for Public Assistance

* Reviewing and signing the Damage Description and Dimensions
« Scoping and costing a project

* Reviewing and signing the scope of work and cost estimate

« Monitoring a project's status

* Reviewing and approving submitted grants

Grants Portal: Documentation Collection and Retention

Applicants can also uplead and store documentation in the system at any time before a disaster is declared. When an event occurs and they
have an approved Request for Public Assistance, then the Applicant receives an Event Profile and can upload information that pertains to that
event.

Documentation may include:

Payroll policies

Insurance policies

Mutual Aid agreements, if applicable
Purchasing/procurement policies
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Obtaining Access to Grants Portal

As discussed in the previous lesson, FEMA provides an easy three-step process for Recipient and Applicants to obtain access to Grants Poral
and create an organization account:

1. FEMA grants access to the Recipient
2. Recipient grants access 1o the Applicant
3. Recipient and Applicant manages their personnel

Grants Portal Organization Account (1 of 2)

The organization account is a central location where Public Assistance processes are documented and monitored, as well as a tool that
FEMA, Recipient, and Applicant can use to interact with each other. This centralized workspace greatly facilitates the Public Assistance process

The first step to set up an organization account for both the Recipient and Applicant occurs after FEMA and the Recipient have their initial
meeting. This occurs at the beginning of an incident for Recipients and Applicants who have not already created an account in Grants Portal or
who have not received an invite during a non-event.

Grants Portal Organization Account (2 of 2)

Once FEMA has established the Recipient account, the Recipient will send the Applicant an invitation via Grants Portal that will send an email:
* The Applicant should regularly check their email they provided to the Recipient

The Applicant should:

* Open the email that was generated from Grants Portal with the email address of support@pagrants.fema.gov
+ Read the email thoroughly
» Select the link in the text to begin creating an organization account

To create and submit an organization account request, an Applicant must provide the following information in Grants Portal:

+ Organization information
+ Contact information
+ Location information
+ Applicable counties

Obtaining Access to Grants Portal: FEMA to Recipient

Recipients receive initial access to Grants Portal once an event occurs.

Once the Recipient selects the link in their email, the hyperlink brings them to the Grants Portal site to register their organization. The first screen
asks for the Recipient to input their basic information.

Directions for inputting basic information:

* Ensure the requesting organization is correct

* Input the organization name {e.g., Georgia Emergency Management Agency)

* Select the type of organization represented (e.g., State government, U.S. Territory or possession, or Native American Tribal government}
« Enter the organization Dun and Bradstreet {DUNS) number

+ Select the "Next” button to move onto the next screen when ready
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Obtaining Access to Grants Portal: Recipient to Applicant (1 of 2)

Agencies, private nonprofits, and other organizations who incurred costs or damages related to the

incident attend the Applicant Briefing, led by the Recipient.

The Recipient is respensible for collecting the Applicant's name, agency name, phone number, and

email address on a sign-in sheet.

The Recipient then uses their rights granted by FEMA to invite or directly enter Applicants into
Grants Portal. Applicants should regularly check the email for the invitation or nofification to join

Grants Portal.
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Obtaining Access to Grants Portal: Recipient to Applicant (2 of 2)

Once the Applicant selects the link in their email, the hyperink brings them to the Granis Portal site to register their organization. The first screen

asks the Applicant to input their basic information.
Directions for inputting basic information:

+ Ensure the requesting organization is correct
Input the organization name (e.g., Dallas, City of)

Enter the organization DUNS number
Select the "Next" button to move onto the next screen when ready

After Applicants create an account, the Recipient must approve it. Grants Portal sends an organization account request email to Recipients that

informs them that a request was added to their workflow,

Select the type of organization represented {e.g., City, County, Private Nonprofit)

Note: The process by which the Recipient Invites Applicants to join Grants Portal will be discussed later in this lesson.
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Grants Portal Organization Account: Contact Information
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Once the Applicant selects the "Next" button on the screen asking for basic infermation, a new screen loads asking for the organizations primary
contact information,

Directions to enter primary contact information:

« Enter first name

« Enter last name

+ Enter title

* Enter phone number

+ Enter primary email

+ Either select the "Next" button to move onto the next screen when ready, or enter information for an altemate contact

The contact information section also allows the Applicant to input information for an altemate contact. The afternate contact should be someone
who can act as the primary contact if the primary contact is unavailable.

Directions to enter alternate contact infermation;

+ Enter first name

« Enter last name

« Enter title

« Enter phone number

* Enter email

. ﬁﬁ%ﬁmm@&‘m" to move onto the next screen when ready
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Grants Portal Organization Account: Organization Location (1 of 2)

Grants Portal directs the Applicant to the organization location screen once they select the "Next" button on the contact information screen.

The Applicant enters the primary location address of their organization. The Applicant also inputs their mailing address, but only if it differs from
the primary location address (e.g., An Applicant who has a P.O. Box should provide this information as their mailing address).

Directions to enter primary location of your organization:

Enter address 1 of the organization's tocation (e.g., 500 C Street SW)

Enter address 2 of the organization's location, as needed (e.g., Suite 400)

Enter the city in which the organization resides

Enter the state in which the city is located

Enter the zip code of the organization's location

Enter the county of the organization’s location

Either select the "Next" button to move onto the next screen when ready, or enter information for a mailing address, as needed
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Grants Portal Organization Account: Organization Location (2 of 2)
If an Applicant's organization has a different mailing address than the primary address of the organization, they also input the mailing address.
Directions to enter the arganization's mailing:

+ Enter the organization's address 1 of where it receives mail (e.g., P.O. Box 45)

Enter the organization’s address 2 of where it receives mail, as needed (e.g., 500 C Street SW)
Enter the city in which the organization resides

Enter the state in which the city is located

Enter the zip code of the organization's location

Enter the county of the crganization's location

Select the "Next" button to move onto the next screen when ready
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Grants Portal Organization Account: Facilities Location

Once the Applicant selects the "Next" button, Grants Portal takes them to the facilities location section. Here, the Applicant adds the county
location of their facilities or counties in which they have responsibility for activities. Organizations that have Stalewide responsibilities have
different steps to take than organizations that have facilities or responsibility for activities in a limited number of counties.

Directions for organizations who have statewide responsibilities:

+ Select the "Mark Statewide” button
» Select the "Next" butten to move onto the next screen when ready

Directions for organizations that have facilities or responsibility for activities in a limited number of counties:

+ Select the "Add" button next to the counties the organization has either facilities in or responsibility for activities
+ Select the "Next" butten to move onto the next screen when ready
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Grants Portal Organization Account: Complete Access Request

When selecting the "Next" button, Grants Portal loads a page that completes the access request. The Applicant reviews the information on the
page to make sure it is correct.

To review organization information:

+ Read the information provided on the screen and ensure it is all correct
« If any information is incorrect, use the "Previous" button to go back to the section which needs editing
« Select the "Submit” button at the bottom of the webpage

$8GrantsPortal
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Grants Portal Organization Account: Completion (1 of 2)

Once the Applicant selects the "Submit” button, a congratulations screen appears. The Applicant has completed their organization account.
Recipients:

* Upon completion, Grants Portal sends a message and task to FEMA personnel, indicating that the Recipient completed their organization
account

« Grants Portal immediately sends an email to the Recipient that states they successfully initiated an organization account request

* FEMA then reviews the organization account request, approves it, and Grants Portal sends the Recipient an email which prompts them to
add additional personnel.

TOuu SCOwLE (eQuesT L buen: subwmitled
L R

From: : :
Sent: Wednesday, February 01, 2017 2:36 PM
Subjoct: FEMA PA Notification - Workflow Initiation Receipt Org Account Request

Hello Sherry,

You have successfully inittated an Org Account Request. You will recefve another notification whether
the request Is approved or rejected.

-FEMA PA Support Team

-PA-5 wFED 5.Gov
https:/fpagrants.fema.gov

Grants Portal Organization Account: Completion (2 of 2)
Applicants:

* Upon completion, Grants Portal sends a message and task to the Recipient, indicating that the Applicant completed their organization
account

» Grants Portal immediately sends an email to the Applicant that states they successfully initiated an erganization account request

+ The Recipient reviews the organization account request and approves it

+ Grants Portal sends another email to the Applicant prompting them to create their account and add personnel



Your scoees requasl hes bemn sabmitied

From: supportfpagrants.fema.gov portps

Sent: Wednesday, February 01, 2017 2:36 PM

Subject: FEMA PA Notification - Workflow Initiation Receipt Org Account Request
Hello Sherry,

You have successfully initlated an Org Account Request. You will recelve ancther notification whether
the request is approved or rejected.

-FEMA PA Support Team

FEMA-PA-Suppert@FEMA DHS.Gav
hitps://pagrants.fema.gqv

Grants Portal Organization Account: Video Example

Video Demonstration
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Please walch the video to review how to create and submit a Grants Portal organization account request.

Grants Portal Account Activation

Once an organization account is successfully created, the Applicant will be able to create individual user accounts. The individual user accounts
are the entry point where most of the work is conducted. Grants Portal will send emails containing log in information to each new user, where
they will need to follow the instructions to log into the system.

The subsequent slides outline the activation process.

Activating a Grants Portal Account: Activation Email

The next step in acquiring access to Grants Portal is setting up & personal Grants Portal account.

Recipients:



Recipient personne! will recaive an email with a usemame and temporary password which they use to log in to Grants Portal.
Applicants:

Upon obtaining Recipient approval for the arganization account, individual users receive an email with a username and temporary password
which they use to log in to Grants Portal.

Directions to activate Grants Portal account:

+ Qpen the email from FEMA
+ Review the email and take note of the usemame and temporary password
+ Select the link that says to sign in with the temporary password.

From: syppopt@pagrants. fema.gov [mailtosupport@pagrants. feina.gov]
Sent: Thursday, November 23, 2017 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 remporary useinawme and password:

Usemame: comanagerf@subrecipientcountyga.comy
Password: LJE lkAvec!%

Please chick https:/fpagrants. feiua.gov to sign in with your tempolary password.
You will be required to change your password upon login

-FEMA PA Support Team

FEMA-PA-Support DHS Gov
https://pagrants. femn gov

Activating a Grants Portal Account: Welcome Screen
When the individual user selects the link in their email, it brings them to Grants Portal to set up their account.
Directions to activate a Grants Portal account:

* Read the screen that welcomes the user
+ Select the "Next” button to move to the next screen when ready

$8Grants Portal

Welcome to the Grants Portall

Activating a Grants Portal Account: Choosing a Password

After the individual user selects the “Next” button, Grants Portal directs them to a screen that allows them to set up the password for their
account,

Directions to create a password:

* Ensure the usemame is correct
+ Choose and enter a password

= The password must be at least e:ght characters long
= The password may include uppercase and lowercase characters, numbers, punctuation marks, and symbols

» Re-enter the password to confirm it
« Select the "Next" buttan to move to the next screen when ready
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Activating a Grants Portal Account: Selecting a Security Question
Selecting the "Next" button brings the individual user to a screen that asks the individual user to select a security question and answer.

Directions for selting a security question and answer:

« Select a security question (e.g., What is your oldest sibling's middle name?)
« Enter a persenal answer {o the question

* Re-enter the security answer to confirm it

« Select the "Next” button

88Grants Portal
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Activating a Grants Portal Account: Review Screen
After the individual user selects the "Next" button they review the information provided to activate their Grants Portal account.

Directions to review activation information:

* Review the username

* Ensure that the password is correct

* Review the security question

« Ensure the security question answer is correct
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Activating a Grants Portal Account: Congratulations Screen

Selecting the “Next" button brings the individual user to the final activation screen. This screen congratulates the individual user for activating
their account. The individual user now has access to Grants Portal.

88 Grants Portal
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Activating a Grants Portal Account: Video Example



Video Demonstration:

Activating a Grants Portal Account
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Logging in to Grants Portal: Privacy Notice Pop-Up

After selecting the "Sign In" button, a pop-up window with a privacy notice window will appear. The privacy notice informs the individual user that
FEMA collects the information in Grants Portal for grants purposes.

Directions to access Grants Pordal:

+ Read the privacy notice
» Select the "Accept” button
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Logging in to Grants Portal: Attention Pop-Up

After selecting the "Accept” button, a pop-up window with an attention notice will appear. The attention notice informs the individual user that
they are accassing a United States Government information system.

Directions to access Grants Portal:

* Read the attention notice
» Select the "Accept” button
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Grants Portal Dashboard

§8Grants Portal - -
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After the account setup process is complete, the individual user will be baroridplemie e -
taken 1o the Grants Portal Dashboard. This is the main screen where the o - rome| |mriat:

individual user will be able to navigate to other parts of Grants Portal.

It is important to note that the Dashboard is completely customizable
depending on the user's preference. There will be more information en
customizing the Grants Portal Dashboard in a later lesson of this course.

Inviting an Applicant to the Grants Portal (1 of 5)



After an incident occurs and the President declares an emergency or major disaster, Recipients hold an Applicant Briefing. At this meeting, the
Recipient collects information from attendees. They then use the information to invite the Applicants to create organization accounts and

personnel accounts in Grants Portal.
Directions to invite an Applicant to the Grants Portal:

« Select the "My Organization” tab on the left side of the dashboard
« Select the "Organization Profile" under the "My Organization™ tab
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Inviting the Applicant to the Grants Portal (2 of 5)
$8Grants Portal
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General information

Once Grants Portal loads the "Organization Profile,” the
Recipient then manages their subrecipient organizations' PR St et
profiles to add an Applicant.

Directions to invite an Applicant to the Grants Portal: § inwentpe ¢
+ Select the "Manage” button to the right of the e —
subrecipient organization profiles drop-down list
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Inviting the Applicant to the Grants Portal (3 of 5)

After the Recipient selects the "Manage” button, the "Subrecipient Organization Profiles” page loads.
Directions to invite an Applicant to the Grants Portal:

+ Select the "New Organization” button
+ Select "Invite" from the drop-down list
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Inviting the Applicant to the Grants Portal (4 of 5)

After the Recipient selects "Invite" in the drop-down list. Grants Portal directs them to the "Invite Organization” page.
Directions to invite an Applicant to the Grants Portal.

+ Review the requesting organization to ensure the Recipient's organization is inviting the Applicant

Select the text box next to "Crganization Name" and input the Applicant’s organization

Select the drop-down list next to "Type" and choose the appropriate type of organization to represent the Applicant

Select the text box next to "First Name" and enter the contact's first name {i.e.. The person who attended the Applicant Briefing)
+ Select the text box next to "Last Name" and enter the contact's last name

+ Select the text box next to "Phone Number” and enter the contact's phone number

+ Select the text box next to "Email” and enter the contact’s email

+ Select the "Save" button in the top-right comer of Grants Portal once done entering information
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Inviting the Applicant to the Grants Portal (5 of 5)

After saving the invitation, Grants Portal autoratically sends an email invitation to the Applicant. Grants Portal also loads the "Organization
Invitation™ page for the Recipient to review the information input for the Applicant.

Directions to invite an Applicant to the Grants Portal:

« Review the information to ensure all information is correct
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Inviting the Applicant to Grants Portal: Video Example

Yideo Demonstration

Inviting the Applicant to Grants Portal

This demonsiraticon il show how (o invite

the Applicant to Grants Porla

Thase will be no audio In this Semonstration
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Please watch the video to review how to invite the Applicant to Grants Portal.



Reviewing the Applicant's Organization Account Request (1 of 5)
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Reviewing the Applicant's Organization Account Request (2 of 5)

After the Recipient setects the link in their email and signs in to Grants Portal, they navigate to the "lnvitations and Requests” tab.
Directions to review the Applicant's organization account:

» Select the "Subrecipients” tab on the left side of Grants Portal
+ Select the "Invitations and Requests” tab located under "Subrecipients”
+ Select the magnifying glass next to the name of the organization for the organization account you want to review

82Grants Portal 0 s-

Invitations and Requests

Trim > [ - &
[+ 3 ORI ST
Mame Parsskieg | Org Type L] i Crostediy e Ratw
0 vepies Lokt Cltr x| purarny TTEXAAY waws eund L=
et -

& o Curty Capram Comey Gwmwrrant BZVEIF e v bty e
L)

@ Wiy frll ey Tomedd oy o Toasuing WA T HA  Dhaddih Kpoe [ ]
T avary L]

[- QT r IY o a0 iy o Tomrang MAPRIIIN Daows rane moed
Deremteet -

[ Comra vi Teromre R Tajevei ban oy
T =

qQ tew Comemss 05, Tty o MW Tagemea lsk s

e e a—

Reviewing the Applicant's Organization Account Request (3 of 5)

Grants Portal loads the "Organization Request” page ance the Recipient selects the magnifying glass. Here, the Recipient reviews an
organization's information and navigates to the organization's workflow.

Directions to review the Applicant's organization account:

+ Review the organization's information
+ Select the link next to "Workflow"
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Reviewing the Applicant's Organization Account Request (4 of 5)

After the Recipient selects the link next to "Workflow," Grants Portal directs the Recipient to the "Workflow Details” page. The Recipient approves
or rejects the organization account request at this time.

Directions to review the Applicant's organization account:

» Review the workflow information and type-specific information on the screen
+ Select the "Approve" button at the top right of the screen if the organization account is approved
+ Select the "Reject” button at the top right of the screen if the organization account is not approved
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Reviewing the Applicant's Organization Account Request (5 of 5)

Once the Recipient either chooses to accept or reject the organization account request, a pop-up window appears asking if the Recipient is sure
of their determination.

Directions to review the Applicant's organization account:
» Select the "Yes" button in the pop-up window

Once the Recipient approves the Applicant's organizalion account, Grants Portal sends the Applicant an email with a username and temporary
password to set up their personal account.
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Reviewing the Organization Account Request: Video Example

Video Demonstration:

Reviewing the Organization Account

Request
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submitled by the Applicant

There will be ) audio In this domonstration
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Please watch the video on reviewing the organization account request submitted by the Applicant.



Creating an Organization Profile for the Applicant

A second way for the Recipient to invite an Applicant to the Grants Portal is by creating an organization account for them. This typically occurs if
the Applicant does not have access to the intemet or cannot complete the organization account for another reason.

Directions to add an organization account for Applicants:

« Select the "My Tasks" tab on the [eft side of the screen

« Select the "Subrecipients” tab under "My Tasks"

+ Select the "Organization Profiles” tab under "Subrecipients"

* Setect the "New Organization” button in the top-right comer of Grants Portal

After the Recipient completes the organization account, the Applicant receives an email which states that the Recipient approved their
organization account and provides them with a usemame and temporary password.
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Creating an Organization Account for the Applicant: Video Example



Video Demaonstration:
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Inviting Multiple Applicant Organizations (3 of 11)

Once the "Subrecipient Organization Profiles” page loads, the Recipient begins the process of importing the list of the Applicants they want to
invite to Grants Portal.

Directions to invite multiple Applicants to join Grants Portal:

+ Select the "New Organization" button in the top-right corner of Grants Portal
+ Select "Import” from the drop-down kst
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Inviting Multiple Applicant Organizations (4 of 11)
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Inviting Multiple Applicant Organizations (5 of 11)
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Inviting Multiple Applicant Organizations (6 of 11)

The template apens in Microsoft Excel once the Recipient selects "OK" in the pop-up window. The Recipient enables editing of the document
before they populate the spreadsheet. The Recipient then inputs the fellowing information into the template for the multiple organizations they
want to invite to Grants Portal:

+ QOrganization name

+ Organization type

» Contact's first name

+ Contact's last name

+ Contact's email

» Contact's phone number



Directions to invite muiltiple Applicants to join Grants Portal:

« Select the "Enable Editing” button in the task bar

+ Enter the appropriate information for all organizations to be invited to Grants Portal
+ Save the template as a file that can be uploaded later

+ Exit out of the file
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Inviting Multiple Applicant Organizations (7 of 11)

After completing and saving the organization invitation template, the Recipient navigates back inte Grants Portal to the "Import Organization
Invitation® page.

Directions to invite multiple Applicants to join Grants Portal:

+ Navigate to the "Import Organization Invitation" page in Grants Portal
+ Select the "Upload Spreadsheet” in the top-right comer of Grants Portal
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Inviting Multiple Applicant Organizations (8 of 11)
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Inviting Multiple Applicant Organizations (9 of 11)

After the Recipient selects the "Open” button, a row appears under "Import History” in the "Import Organization” page. The row is highlighted in
blue. The Recipient continues the process to upload the infermation from the document into Grants Portal.

Directions to invite multiple Applicants to join Grants Portal:

* Look for the blue highlighted row on the screen for the file uploaded into Grants Portal. Itis the fop row
» Select the "Continue" button in the row on the right-side of Grants Portal
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Inviting Multiple Applicant Organizations (10 of 11)

When the Recipient selects the "Continue” button, Grants Portal populates with the organization information from the uploaded spreadsheet.
Grants Portal runs a scan for misinformation in the spreadsheet. The system then notifies the Recipient of the following information:

+ Total records imported

« New organization invite records
+ Records with errors

+ Records with wamings

Directions to invite multiple Applicants to join Grants Portal:

* Review the information provided by Grants Portal to identify if any errors or wamings exist in the spreadsheet

+ Select the "Cancel Import” button if errors or wamings exist in the spreadsheet (note: review the organization information in the
spreadsheet for any errors and then repeat the process of uploading the spreadsheet)

« Select the "Commit import” button if no errors or wamings exist
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Inviting Multiple Applicant Organizations (11 of 11)
After the Recipient selects the “Commit import” button, a pop-up window appears asking if the Recipient is sure they want to import the file.
Directions to invite multiple Applicants to join Granis Portat:

» Review the pop-up window information



» Select the "Commit Import* bution on the pop-up window

Once the Recipient imports the spreadsheet, Grants Portal will send an email to all of the organizations requesting they set up an crganization
account.
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Inviting Multiple Applicant Organizations: Video Example
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Video Demonstration:

Inviting Multiple Applicant

Qrganizations

This cemonsiration il show how to invite

There will be no audio in this demonstration
b

Setting Up and Editing Your Organization Profile (2 of 2)

Once a Recipient or Applicant selects the "Organization Profile” tab, Grants S2GrantsPortal woas
Portal directs them to their "My Organization Profile " E 22 by Organization Profie seesu tmepery arsyesc ey g
Here, a Recipient or an Applicant sets up and edits anything they need e s
including: T mmm—mm—m TuE
« General information e
LE L R » L
= "State/Tribe/Territory" designation (e.g.. Colorado) JPVE———— —
» "Level 2" designation {e.g., Fort Collins) - only in Applicant Grants :
Portal account — =
« "Type* designation (e.g.. city or township government, State [P o
govemment) _— s

a

"ts Active" designation
« "FEMA PA Code" designation
« "DUNS Number"

« Recipient Regions - only in Recipient Grants Portal account

+ Subrecipient Organization Profiles - only in Recipient Grants Portal
account

« Personnel

« Locations



« Counties with Facility

* Insurance Profile

« Applicant Event Profiles

» Documents

« Events - Note that if the Applicant has been in multiple events, those will
be listed here. However, the Applicant cannot edit this section.

» Action Log

Adding Personnel User Accounts (1 of 3)

Another function of Grants Porial is that Recipients and Applicants can add personnel user accounts so that multiple people have access to the
system from their organization.

To add personnel user accounts:

» Signin to Grants Portal

» Select the "My Crganization” tab on the left side of Grants Portal

» Select the "Crganization Profile” on the left side of the Grants Portal

» Select the "Manage™ button located to the right of the Personnel drop-down list
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Adding Personnel User Accounts (2 of 3)

After the Recipient or Applicant selects the "Manage"” button, Grants Portal directs them to the "Manage Personnel” page. This page displays all
personnel user accounts linked to their organization.

To add persennel user accounts:

+ Select the "Create" button in the top-right comer of Grants Portal
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Adding Personnel User Accounts (3 of 3)

A pop-up window requesting the Recipient or Applicant to input the new personnel user account information appears.



To add persennel user accounts:

 Select the text box next to "First Name" and input the person's first name

+ Select the text box next to "Last Name” and input the person’s last name

+ Selact the text box next to "Middle Initial” and input the person's middle initial

+ Select the text box next to "Title" and input the person's title

+ Select the text box next to "Email” and input the person's email

» Select the text box next to "Confirm Email” and re-enter the person’s email

+ Select the text box next to "Phone” and enter the person's phone number

+ Select the text box next to "Mobile Phone” and enter the person's mobile phone number
+ Select the text box next to "username” and enter the person's usemame

s Select the "Save" button once you enter all information

i LofURight Arrow kevs 10

Adding Personnel User Accounts: Video Example



Video Demonstration:

Adding Personnel User Account
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After the Recipient or Applicant selects the "Edit” button, '88GrantsP0rtal sEm k-
Grants Portal directs them to the "Edit Organization" page. _
On this page, the Recipient or Applicant edits the: 2 oo 884 Edit Grganization coiorsds [

+ "Name" designation {e.g., Colorado, Fort Collins) s skt

« "Type" designation {e.g., State government, city or g e

township govemment)
+ "DUNS Number” Y by
+ "Active" designation e L
P

Directions to edit the "Name" designation:

+ Select the text box next to "Name"
+ Type in your new organization’s name

Directions 1o edit the "Type" designation:

« Select the drop-down list next to "Type"
* Setect the type of entity your organization is

Directions to edit the "DUNS Number:

* Select the text box next to "DUNS Number®
* Enter your organization’s DUNS Number '

Directions to edit your "Active” designation:



+ Check or uncheck the checkbox next to "Active”
Select the “Save" button to save all edits. Once the
Recipient or the Applicant selects the "Save" button,

Granis Portal immediately directs them to the "My
Organization Page."

Editing Your General Information: Video Example

Video Demonstration:

Editing Your Organization Profile:

General Informaiion

Thiz demonstration will show how to edid

yOUr organization s genaral intonmation

There will Be NO 2udE0 In this demonsiralion
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Please watch the video to review how to edit your organization's general information.

Editing Your Organization Profile: Manage Locations (1 of 4)
Another oplion the Recipient or Applicant has on the "My Organization Profile" page is to edit the locations of their facility.

Directions to edit the organization location:

« Select the "Manage” bulton opposite the location drop-down list
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Editing Your Organization Profile: Manage Locations (2 of 4)

After the Recipient or Applicant selects the "Manage™ button, Grants Portal redirects them to the "Manage Locations” page. Here, the Recipient
or Applicant edits or adds organization locations.

Directions to edit an organization location:
+ Select the "Edit” button next to the address of the location you want to edit
Directions to add an organization location:

+ Select the "Add” button in the top-right comer of the screen
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Once the Recipient or Applicant selects the "Edit" button next to their
location address or the "Add" button in the top-right comer, a pop-up

window appears. The Recipient or Applicant edits or inputs any of the
following information within the pop-up window:

+ Address

« Secondary Address (e.g., building, suite}
« City

+ State

» Zip Code

+ County

» Primary Location

Directions to edit or input address information:

+ Select the text box next to "Address"
+ Delete unwanted information
+ Input the correct information



Directions to edit or input secondary address information:

» Select the text box below the address text box
+ Delete unwanted information
* Input the correct information for a secondary address

Directions 1o edit or input city information:

+ Select the text box below the secondary address text box
+ Delate unwanted information
+ Input the correct city

Editing Your Organization Profile: Manage Locations (4 of 4)

The Recipient or Applicant continues to edit or add organization
locations.

Directions to edit or input State information:

+ Select the drop-down list for States
+ Select the appropriate State

Directions to edit or input zip code information:

* Select the text box under the State drop-down list
+ Delete unwanted information
* Input the correct information

Directions to edit or input "Primary Location" designation:
» Check or uncheck the box next to “Primary Location”

Once the Recipient or Applicant completes all the changes, they select
the "Save" button. Grants Portal brings the Recipient or Applicant back
to the "Manage Locations" page.

The Recipient or Applicant selects the "Save” button again on the
"Manage Locations” page to ensure all changes are made. Upon
selecting the "save” button, Grants Portal directs Recipients or
Applicants to the "My Organization Profile” screen.

Manage Locations: Video Example



Video Demonstration:

Editing Your Organization Profile:

Vianage Locations
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Once the Recipient or Applicant selects the "Manage"

button, Grants Portal directs them to the "Manage
Documents” page. The Recipient or Applicant now edits, $2GrantsPortal
removes, or uploads their project-specific documentation

e & i Manage Documents
Directions to remove documents: ¢ "
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Directions to upload documents:

Ll

Wl 1 1o b 4§ e

= Select the "Add Document” button in the top-right
corner of the page

Editing Your Organization Profile: Uploading Documents (3 of 4)




When the Recipient or Applicant selects the "Edit" button,
a pop-up window appears.

Directions to edit your document:

+ Select the text box next to "Filename” and enter the
correct name of the file

+ Select the text box next to "Description” and enter a
description of the document

» Select the drop-down list next to "Types" and select
the appropriate type for the document you
previously uploaded

+ Select the drop-down list box next to "Category”
and select the appropriate category for the
document

« Select the "X" next to inappropriate categories to
delete them

+ Select the “Save” button
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Editing Your Organization Profile: Uploading Documents (4 of 4)

When the Recipient or Applicant selects the "Add
Document” button, a pop-up window appears.

Directions to upload a document:

+ Select the "Drag and drop a file here™ box and
choose the appropriate document from the saved
location. The user can also drag and drop the
appropriate document into the dotted "Document
Upload™ box

+ Select the text box next to "Filename” and enter the
correct name of the file

» Select the text box next to "Description” and enter a
description of the document

» Select the drop-down list next to "Category Filter"
and select the appropriate Category Filter for the
document previously uploaded

» Select the drop-down list box next to "Category”
and select the appropriate category for the
document

» Select the "X" next to inappropriate categories to
delete them

« Select the "Save" button

Uploading Documents: Video Example
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Video Demonstration:

Editing Your Organization Profile:

Uploading Documents
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There will Do nod audio in this demonstration

Directions to manage staff roles:

* Sign in to Grants Portal

* Sefect ihe "My Organization” tab on the left side of Grantg Portal

* Select the "Organization Profile” tab under "My Organization”

* Select the "Manage" button to the right of the "Personnel” drop-down list
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Managing Staff Roles (2 of 4)
§8Grants Portal W oa-

2 moee & Manage Personne! [ ... .
Once the Recipient or Applicant selects the "Manage"” bulton, the N ” e
“Manage Personnel® page loads. On this page, the Recipient or e — =
Applicant chooses the parson and roles to edit. | e el
S,
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Managing Staff Roles (3 of 4)
After the Recipient or Applicant selects the “Manage"” button, the specific
staff$ MARSEEPEAERel” page loads. This screen contains the general $Grants Partal o
information and user information for the staff member. A Recipient or w=—— " & Manags Personnel re— o
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+ User information

» Contact information

* Roles

» Password reset requasts
*+ Login history

 Cmmtudy 5 -

Directions to manage staff roles:

+ Select the roles drop-down list
+ Select the "Manage” button to the right of the organization roles
drop-down list for the staff roles to manage

Managing Staff Roles (4 of 4)

After the Recipient or Applicant selects the
“Manage” button for the staff's organization roles to
edit, a pop-up window appears in Grants Portal,
with the specific roles the persannel have related to
grants management.

The Recipient or Applicant edits the staff's role by
checking and unchecking boxes next to the roles
the staff should have in Grants Portal. Staff can
have multiple roles in Grants Porial.



If a Recipient or Applicant has any questions about

the responsibilities and abilities a role provides to a £t Redes for darms, John
staff member in Grants Portal, place the cursor Ayt
over the question mark to the right of the role, and Qi) oo
Grants Portal informs them. Ot scttsrmmncis 8
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Directions to manage staff roles: ot B
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» Select and unselect check-boxes for the e
roles the staff member should or should not Dt bbb i rositos
undertake e e e

« Select the "Save” button

Managing Staff Roles: Video Example

Video Demonstration:

Managing Staff Roles
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Please watch the video to review how o manage staff roles.

Managing Staff Contact Information (1 of 4)

Recipients and Applicants have the option to manage contact information for the personnel they
invite to use Grants Portal and whao are affiliated with their organization. Recipients and Applicants
use this function in case a staff member cannot.

To manage staff roles, the Recipient or Applicant must sign in to Grants Portal and navigate to the by o i
“Manage Personnel" page. - g
Directions to manage staff contact information: ::-:_..,_ :
+ Sign in to Grants Portal S i%
« Select the "My Organization™ tab on the left side of Grants Portal AT e
« Select the "Organization Profile" tab under "My Organization”
« Select the "Manage" button to the right of the "Personnel” drop-down list
Managing Staff Contact Information (2 of 4)
BGransPortal "
Once the Recipient or Applicant selects the “Manage" buiton, the "Manage Personnel® page loads. T | L conl o -
On this page, the Recipient or Applicant chooses a person on their staff with the roles they want to e —
edit. e
Directions to manage staff contact information: — ==
« Choose the staff and roles to manage
« Select the "Manage” button to the left of the person’s last name
Managing Staff Contact Information (3 of 4)
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Directions to manage staff contact information: e
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+ Select the "Manage” button to the right of
the contact information drop-down list
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Managing Staff Contact Information (4 of 4)

Once the Recipient or Applicant selects the "Manage" button, Grants
Portal loads the "Personnel Details" page. The Recipient or Applicant
adds, edits, and removes phone numbers and email addresses linked to
the staff member.

Directions to manage staff contact information:

» Select the "Edit” button under "Phone Numbers" to edit the staff
member's phcne number

+ Select the "Remove” buiton under "Phone Numbers™ to remove
the staff member's phone number

+ Select the "Add Phone Number” button, to add a phone number
for the contact

+ Select the "Edit” button under "Email Addresses”, to edit the staff
member's email address
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+ Select the "Remove” button under "Email Addresses”, to remove $8GrantsPortal "
the staff member's email address (S g
* Select the "Add Email Addrésses" button, to add an email 8 migeie i Personnel Details mansgs Perronael Contse iformation Beamn
address for the contact — s R
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Managing Staff Contact Information: Video Example

Video Demaonstration:
Managing Staff Contact Information
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Please watch the video to review how to manage staffs contact information.



Managing Staff Login Information (1 of 3)

Recipients and Applicants have the option to manage staff login information of the personnel they invite to use Grants Portal and who are
affiliated with their organization. Recipients and Applicants use this function in case a staff member forgets their password or gets locked out of
their account.

In order to manage staff login information, the Recipient or Applicant must sign in to Grants Portal and navigate to the “Manage Personnel” page.
Directions to manage staff login information:

* Sign in to Grants Portal

+ Select the "My Organization” fab on the lefi side of Grants Portal

+ Select the "Organization Profile” tab under "My Organization”

« Select the "Manage"” bution te the right of the "Personnel” drop-down list
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Managing Staff Login Information (2 of 3)

Once the Recipient or Applicant selects the "Manage" button, the “Manage Personnel” page loads. On this page. the Recipient or Applicant
chooses which person to manage login information for.

Directions to manage staff login information:

+ Choose the staff login to manage
+ Select the "Manage" button to the left of the person's last name
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Managing Staff Login Information (3 of 3)

After the Recipient or Applicant selects the "Manage” button, the specific stafPs "Manage Personnel” page loads. This screen contains the
general information and user information for the staff member. A Recipient or Applicant edits any of the following for the staff on this page:



+ General information

+ User information

« Contact information

* Roles

« Password reset requests

Under “User Information,” a Recipient or Applicant resets the staff member's password by sending them a temporary password,
Directions to manage staff login information:

« Select the "Send Temporary Password” button under "User Information”
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Managing Staff Login Information: Video Example



Video Demonstration:

Managing Staff Login Information
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* Navigate to the appropriate document fromn the saved location
and select "Open”

* Select the text box naxt to "Filename" and enter the name of the
file

+ Select the text box next to "Description” and provide an accurate
short description of the document

+ Select the category drop-down list and select the accurate
category that represents the insurance document

» Select the “Add Document” button

Uploading Insurance Documents: Video Example



