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Phase I: Qperational Planning.

Lesson 2 Summary

In this lesson, participants leamed about different methods for organizational profile initiation and management.

The next lesson will cover Grants Portal usage as it relates to Phase | of the Public Assistance process and Operational Planning.

Lesson 3 Overview and Objectives

The lesson describes submitting a Request for Public Assistance, and the information requirements to validale the request and initiate project
formulation in Grants Portal.



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

+ Explain how 1o use Grants Portal during Phase | of the Public Assistance process.

Phase |: Operational Planning

This is Phase | of the Public Assistance process: Operational Planning.

The objective for this phase is to identify the Applicants’ disaster impacts and recovery priorities. FEMA gathers information to determine the
operational needs of the incident.
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Phase | Grants Portal Activities
In Phase | of the Public Assistance process, Recipients and Applicants carry out many tasks in Grants Porlal. These include the following:

+ Review the Event Profile

« Submit a Request for Public Assistance

+ Approve the Request for Public Assistance
+ Develop the Damage Inventory

Reviewing the Event PA Requests Profile

Grants Portal houses the Event PA Requests $3Grants Portal
Prefile, an Applicant's profile for an event.
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Event information

+ Job Number

+ Event Name

» Event Type
Incident Type
Incident Level
Incident Start Date
Incident End Date
Declaration Date
Declared Counties
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There are also several drop-down menus below,
incluging the Stats/Summary section, Contacts,



Locations, Damage Inventory, EHP Profile,
Documents, Comments, Requests for Information,
Discussion, and Process Status History sections.
All of these bars can be expanded by selecting on
the armow to the right of the bar title.

Request for Public Assistance

An important function of Grants Portal is that it allows the Applicant to submit their Request for Public Assistance. Applicants do this when an
event occurs, after the Applicant Briefing, or at any time after the event has been presidentially declared.

Submitting a Request for Public Assistance (1 of 8)

To beagin submitting a Request for Public Assistance, the

Applicant signs in to Grants Portal, which loads their ™ %

Dashboard. There will be a notification at the top of the §8GrantsPortal e
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Steps to submit a Request for Public Assistance. The
Applicant should:

+ Select the hyperlinked text that states, "Please click
here o begin the RPA submission process"”

Submitting a Request for Public Assistance (2 of 8)
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Steps to submit a Request for Public Assistance. The
Applicant should:

+ Read the instructions and select the blue "Next™
butten at the bottom right corner of the screen

Submitting a Request for Public Assistance (3 of 8)

The Applicant then arrives at the "General Information™
tab. Here, Grants Portal displays the General Information
associated with the Applicant's request. This includes the
Applicant name, FEMA PA Code, DUNS Number, Event
Name, and the Participated in PDA drop-down list.

Steps to submit a Request for Public Assistance. The
Applicant should:

« Select the applicable event in the Event drop-down
list

« Select Yes or No in the "Participated in PDA" drop-
down list



Course Overview, Course Goal, and Objectives
Welcome to the FEMA Grants 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 will 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 o 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 fo review and manage projects throughout their life cycle
*» Describe the user-friendly approach to navigating Grants Portat

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 fo:

* |dentify administrative requirements of the course
* State the goals and objectives of the course
+ Describe the Grants Portal capabilities and benefits

Grants Portal

FEMA developed 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

= Signin to their account and view their project status during the Public Assistance

process 8Granis bortal
+ Enhances coordination and communication sy
+ Communicate with and set up meetings with their Program Delivery Manager via gé;:mm
Grants Portal |58 i
+ Streamlines work [ T

= 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 fulure use. These can ba
updated at any time

Grants Portal as It Pertains to Public Assistance

The Recipient and the Applicant can use the Grants Porlal 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 grants access to the Recipient
2. The Recipient grants access to the Applicant
3. The Recipient and Applicant manage their personnel

From: suppent@pagrauts. femnn.gov [mailtosupport@pagrants.fema 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 temporary usemame and password:

Usemame: ¢omar 1 yentcountyga conl
Password: LIE1kAvc!®%

Please click htips:"pagrants. feina gov to sign in with yow temporary password.

You will be required to change your password upon logn.
-FEMA PA Support Teama

FEMA-PA-Suppott(i .DHS Gov
hitps: /pagrants. femnn 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 coordination 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 Portal and covers the necessary information to establish and manage profile
accounts. This lasson also describes information management in the Grants Portal including receiving notifications 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

Technicat-Capabilities 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
+ Streamdines work

* Improvas document collection and retention

FEMA recommends Recipients and Applicants use the Intemet browser Mozilla Firefox to fully utilize all technical capabilities and to ensure
optimal performance of Grants Portal.



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 notification bell

Grants Portal: Streamlined Work

Grants Portal streamlines work and provides a central location in which ali participating parties carry out their tasks. These capabilities include:
» Setting 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 consotidated 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

* Menitoring a project's status

* Reviewing and approving submitted grants

Grants Portal: Documentation Collection and Retention

Applicants can also upload and store documentation in the system at any time before a disaster is declared. When an event cccurs 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 Portal
and create an organization account:

1. FEMA grants access to the Recipient
2. Recipient grants access to 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 toof 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 hyperink brings them to the Granits 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 nenprofits, and other organizations who incurred costs or damages relaledtothe — oo B Cmm—
incident attend the Applicant Briefing, led by the Recipient. | . 1 1

The Recipient is responsible for collecting the Applicant's name, agency name, phone number, and
email address on a sign-in sheel. T

The Recipient then uses their rights granted by FEMA to invite or directly enter Applicants into
Grants Portal. Applicants should regutarly check the email for the invitation or notification to join —
Grants Portal. I
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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 hyperlink brings them to the Grants 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)

« Select the type of arganization represented (e.g., City, County, Private Nonprofit)
+ 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.

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



Once the Applicant selects the "Next" button on the screen asking for basic information, 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 alternate contact

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

Directions to enter alternate contact information:

+ Enter first name
Enter last name
Enter title

Enter phone number
Enter emalil

* SelaskihecNexl,.button lo move onto the next screen when ready
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Grants Portal Organization Account: Organization Location (1 of 2)

Grants Porta! directs the Applicant to the organization location screen once they selaect 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 location (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 organization’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 raceives 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 organization's location

+ Select the "Next" button to move onto the next screen when ready

Grants Portal Organization Account: Facilities Location

Once the Applicant selects the "Next" button, Grants Portal takes them fo the facilities location section. Here, the Applicant adds the county
location of their facilities or counties in which they have responslbility for activities. Organizations that have Statewide 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:

+ Setect the "Mark Statewide™ button
+ Select the "Next" button 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" button to move onto the next screen when ready

88Grants Portal
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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 corract.

To review organization information:

+ Read the information provided on the screen and ensure it is al! correct
+ If any information is incomect, 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 fo 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.
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From: suppori®pagrants.femn.goy

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

Subject: FEMA PA Notification - Worldlow Initiation Recelpt Org Account Request
Hello Sherry,

You hava successfully inftiated an Org Account Requast. You will receive another notification whather
the reguest Is approved of rejected.

-FEMA PA Support Team

FEMA-PA-Support@FEMA DHS.Gov
https://pagrants.feren.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 organization 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 personnet
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From: support@pagrants.fema.gor

Sent: Wednesday, February 01, 2017 2:26 PM

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

Yeu have successfully Initiatad an Org Account Request. You will recelve another notification whether
the request is spproved or rejected.

-FEMA PA Support Team

FEMA-PA-Support@FEMA DHS.Gov
hittps:/pagrantsfema.gov

Grants Portal Organization Account: Video Example

Video Demonsiration
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Please watch the video to review how to create and submit a Grants Partal 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 activalion process.

Activating a Grants Portal Account: Activation Email

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

Recipients:



Recipient personnel will receive an email with a username and temporary password which they use to log in to Grants Portal,
Applicants:

Upon obtaining Recipient approval for the organization account, individual users receive an email with 2 usemame and temporary password
which they use to log in to Grants Porta!.

Directions to activate Grants Portal account:

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

From: suppori@pagrants. fepna.gov [mailte:support@pagrants. fema.gov]
Sent: Thursday, November 23, 2017 3:11 PM
Subject: FEMA PA Noufication - Org Account Request Approved

Hello Sherry.

Your organization account request hias received final approval. You may now log in
to the Grants Portal with the remporary username and password;

Usemame: ¢opununger@sbiecipientoouuty 5o ot
Password: LYELkAve!®s

Please chick [itgs: Vpagrants feiga gov to sign in with your tempotary password.
You will be required to change your password upon logis.

-FEMA PA Support Team
EEMA-PA-Supporti@ FEMA DHS . Gov

]lﬂps Jpagrants. IC!]II‘I. 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
+ Salect the "Next™ button to move to the next screen when ready

$8Grants Portal

Welcome to the Grants Portal!

Activating a Grants Portat Account: Choosing a Password

After the individual user selacts 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 eight 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" butten 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 setting a security question and answer:

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

= Re-enter the security answer to confirm it

= Select the "Next" button

$8Grants 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 usermame

+ Ensure that the password is correct

+ Review the security question

+ Ensure the security question answer is comect
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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 congratutates the individual user for activating
their account. The individual user now has access to Grants Portal.

88Grants Portal

Congratulations!

YOur S Orn hid ben e aced Use the bunon below 16 continue

Activating a Grants Portal Account: Video Example



Video Demonstration

Activating a Grants Porial Account

I e demonstiraton wall shosa Bovye 16

~tivate a Granits Foictal accoun

There will & no audio in this gemonstration

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.
i

Direclions to access Grants Portal:

» Read the privacy notice
+ Selact the "Accept” button
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Logging in to Grants Portai: 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 accessing a United Slates Government information system.

Directions to access Grants Portal:

* Read the attention notice
« Select the "Accept” bulton
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Grants Portal Dashboard

{rganization

—
After the account setup process is complete, the individual user will be = :L.e-—-
taken to the Grants Porlal Dashboard. This is the main screen where the " b

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 on
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 infoermation 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 Qrganization" tab
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Inviting the Applicant to the Grants Portal (2 of 5)

983Grants Portal

E I My Organization Profile cecgs Eneigery Mansgerment Agercy

Goneral Inforrmation

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

Directions to invite an Applicant to the Grants Portal: "
+ Select the "Manage" button to the right of the B hemn s
subrecipient organization profiles drop-down list
 Pmard »
LT
) ot it Py

Inviting the Applicant to the Grants Portal (3 of 5)

After the Recipient selects the "Manage” bution, 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 fist
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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 Porial 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

§8Grants Portal S
E fnvite Organization - B

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

After saving the invitation, Grants Portal automatically 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

Video Demonstration
Inviting the Applicant to Grants Portal

1 hs demonsiration will show how to nvite

the Applicant (o Grants Portal

There will e 1o audtio in this demansiration

0000 | 0B

Please watch the video to review how fo invite the Applicant to Grants Portal.



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

Frot: sappertSpagrants.jena.gov [naili Soma.gov |

Saal: Wadnasday, March 01, 017 %:17 AM

Afier the Applicant completes the organization account s reian S Mo Siaenmavien maad o
request, Grants Portal notifies the Recipient that they
have an organization account request task to complete in - | o0 v,

Grants Portal.
A Org Accennt Reguess wethdflow item hzs beon suiigned 0 you xad reguire yoar review, Te view e warkilow itvws please wse
Directions to review the Applicant's organization account; | ™" ks iat:
Rem: Tty et F e gy el et Yoy
* Read the email
FEMAPA Suppert Team

+ Select the link in the email to go to Granis Poral

« Sign in to Grants Portal W

Reviewing the Applicant's Organization Account Request (2 of 5)
After the Recipient selects the link in their email and signs in to Granis Portal, they navigate to the "Invitations 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
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Reviewing the Applicant's Organization Account Request (3 of 5)

Grants Portal loads the "Organization Request” page once the Recipient selects the magnifying glass. Here, the Recipient reviews an
organization’s information and navigates 1o the organization's workflow.

Directions to review the Applicant's organization account:

« Review the organizalion'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" bution in the pop-up window

Once the Recipient approves the Applicant's organization account, Grants Portal sends the Applicant an email with a usemame 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

This demaongiralion will show howe 10 réw e
I CroantZaion account V(] L St

suibmitted by the Applicamt

There will be 8o audio In his demonsiraioan
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Please vﬁatch 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 internet or cannot complete the organization account for another reason.

Directions to add an organization account for Applicants:

« Select the "My Tasks" tab on the left side of the screen

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

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

« Select 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 stales 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 Demonstration:

Creating an Organization Account

tor the Applicant
e demaonstration will show how Lo creale

an ocrgamzation accolnt Q)

the saoolicant

Thesd will Dé nd audio in this demonstration
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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 list
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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 opens 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 following information into the template for the multiple organizations they
want to invite to Grants Portal:

* Organization name

» Organization type

+ Contact's first name

+ Contact's last name

+ Contact's email

» Contact's phone number



Directions to invite multiple 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 Postal
» 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)

Aifter completing and saving the organization invitation template, the Recipient navigates back into 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 corner of Grants Portal
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Inviting Multiple Applicant Organizations (8 of 11)
88Grants Portal

Import Organization Invitation vexss
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Inviting Multiple Applicant Organizations (9 of 11)

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

Directions to invite muftiple Applicants to join Grants Portal:

+ Look for the blue highlighted row on the screen for the file uploaded into Grants Portal. It is the top 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 organizaticn 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 warmings exist in the spreadsheet (note: review the organization information in the
spraadsheet for any errors and then repeat the process of uploading the spreadsheet)

+ Select the "Commit Import™ button if no errors or warnings exist
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Inviting Multipie Applicant Organizations (11 of 11)

After the Recipient selects the "Commit Import” butten, a pop-up window appears asking if the Recipient is sure they want to import the file.
Directions to invite multiple Applicants to join Grants Portat:

* Review the pop-up window information



» Select the "Commit Import” button on the pop-up window

Once the Recipient imports the spreadsheet, Grants Portal witl send an email to all of the organizations requesting they set up an organization
account.

Commit import
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Inviting Multiple Applicant Organizations: Video Example
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Video Demanstration:

Inviting Multiple Apphicant

Organizations

s demonsiration will show how to invite
atiple Apphcant organizalions o

Grants Poral

There will be N audio In this demonstration
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Setting Up and Editing Your Organization Profile (2 of 2)

Once a Recipient or Applicant selects the "Organization Profile” tab, Grants §8Grants Portal -
Portal directs them to their "My Organization Profile.” E T My Orpanization Profie ceors tmeyseey smagpeaa ey ey |
Here, a Reciplent or an Applicant sets up and edits anything they need e ——

including: = :.::: I -':: :.....:

+ General information

o N S = W —
= "State/TribefTerritory” designation {e.g.. Colorado) & Mrmeriamcas s - it
= "Level 2" designation (e.g., Fort Collins} - only in Applicant Grants

Portal account Ldzrcd =
= "Type" designation (e.g., city or fownship government, State o+ b
govemment) Fre—— v

= "l Aclive” 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 mulliple 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 Portal is that Recipients and Applicants can add personnel user accounts so that multiple people have access to the
system from their organization.

To add personne! user accounts:

« Sign in to Grants Portal

+ Select the "My Organization" tab on the left side of Grants Portal

+ Select the "Organization 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 disptays all
personnel user accounts linked to their organization.

To add personnel 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 personnel 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

+ Select 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 usemname

» Select the "Save” button once you enter all information

Use Le

Adding Personnel User Accounts: Video Example

Right Armow kevs to



deo Demonstration:

Adding Personnel User Account
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After the Recipient or Applicant selects the "Edit” button, | 98Grants Portal s 4
Grants Portal directs them to the "Edit Organization” page. Y
On this page, the Recipient or Applicant edits the: {2 by #a Edit Organization coondo [ o

* “Name" designation (e.g., Colorado, Fort Colling)

» "Type" designation (e.g., State government, city or -
township govemment)

* "DUNS Number"

» "Active” designation

Directions to edit the "Name" designation:

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

Directions to edit the "Type" designation:

+ Select the drop-down list next to "Type"
+ Select 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,
Grants Portal immediately directs them to the "My
Organization Page."

Editing Your General Information: Video Example

Video Demonstration:

Editing Your Organization Profile:

General Information

This demonsiration will show hiow 1o edid

VOUT G atzation' s general infarmation

There will be no audio In this demonstration

e | 00 AT

Please walch the video to review how to edit your organization’s general information.

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

Directions to edit the organization location:

 Select the "Manage" butien 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 o 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

'$8Grants Portal S
e -
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Ongce the Recipient or Applicant selects the "Edit" button next to their
location address or the "Add" button in the top-right corner, 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 to edit or inpul city information:

+ Select the text box below the secondary address text box
* Delete 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” bufton, Grants Portal directs Recipients or
Applicants to the "My Organization Profile" screen.

Manage Locations: Video Example



Video Demonstration:

Editing Your Organization Profile:

Manage Locations

Fhus demonstration wall show ooy 10 el
Applicant location: in Grants Partal

Thesd will De nO sudio in this demonstration

CUIUny r1our wrganizauon rrome. upiioaaing vocuments (£ o

Once the Recipient or Applicant selects the "Manage*

button, Grants Portal directs them to the "Manage

Documents” page. The Recipient or Applicant now edits, $8Grants Portal et

removes, or uploads their project-specific documentation '

on this page. Manage Documents

Directions to remove documents: ¢ s ool
[ b ey A Cagy ottt Bt ptasded By

» Select the "Remove" button next to the document [ VT S— PRI o
you wish to remove "

+ Select the "Yes" button when a pop-up window = Lo R Gmimermivemn | wamhisife i
appears asking if you are sure you want to delete o ir— - —ade —
the document m ) v, ar
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Directions to edit documents: o= w
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+ Select the "Edit" button next to the document T et = a—

[ - SRR fopocie 1R BAkha LGty IV M A st
Directions to upload documents: iz - =
« Select the "Add Document” button in the top-right oy in i

comer 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 1o 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 enler 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 bex 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

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: e

« Select the "Drag and drop a fife here" box and A CAUTION; Document wil be uplosded 16 the Organlzation Profile.
choose the appropriate document from the saved ’ : e ' Lo P4 Ao
location. The user can also drag and drop the o ri
appropriate document into the dotted "Document

Upload” box
+ Select the text box next to "Filename” and enter the trens Popkfohy et
correct name of the file rvsetes  FaponPaliy

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

+ Select the drop-down list next to "Category Filter” Gy | Ao Libor Peg Pekey |
and select the appropriate Category Filter for the
document previously uploaded

- Select the drop-down list box next to "Category” B e i o e
and selact the appropriate category for the e e
document

» Select the "X" next to inappropriate categories to . -

T A

i Pervonally Kentifiabe information (P} WARNING

delete them
+ Select the "Save" button

Uploading Documents: Video Example



Video Demonstration:

Editing Your Organization Profile:

Ubloading Documents
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- There will Do nd audio In this demonstration

Directions to manage staff roles:

+ Sign in to Grants Porial

+ Select the "My Organization" tab on the left side of Grants 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)
aﬁmﬁm . a k-

H 4 Manage Personnel [

Once the Recipient or Applicant selects the "Manage” button, the
“Manage Personnel” page loads. On this page, the Recipient or

Applicant chooses the person and roles to edit. SrE e ——
R,
Directions to manage staff roles: b s e riondni
e s —— ressw
* Choose the staff and roles to manage P At
« Select the "Manage"” button to the left of the person's last name et
peisesadyng
e
PRSI o --.:.., e s e o, ane
e
Managing Staff Roles (3 of 4)
After the Recipient or Applicant selects the "Manage” button, the specific
staffe RIS PRI Rl page loads. This screen contains the general H'Gram“ Portal Mo
information and user information for the staff member. A Recipient or #me— & Monage Personnal .
Applicant edits any of the following for the staff on this page: s nfourngnasn et Intormasion
= ame e i ]
«+ General information Sy G e
———— i e o [EEEEEN

» User information
+ Contact information

ro—— i aamar L. S e

* Roles e - T
* Password reset requests \ et v
* Login history -

Directions to manage staff roles: ]

+ Select the roles drop-down list
+ Select the "Manage” button to the right of the organization rofes
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 personnel 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 Portal.



If a Recipient or Applicant has any questions about
the responsibilities and abilities a role provides to a
staff member in Grants Portal, place the cursor
over the question mark to the right of the role, and
Grants Portal informs them.

Directions fo manage staff roles:

+ Select and unselect check-boxes for the
roles the staff member should or should not
undertake

+ Select the "Save" button

Managing Staff Roles: Video Example

3,

Video Demonstration

Managing Staff Roles

4

hie demonsiration wall show hosy 10

manage staff roles in Granés Forial

There will b no audio in this demonstration
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Please watch the video to review how to 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 fo use Granis Pertal and who are affilialed with their organization. Recipients and Applicants

- s o WoransPatl -
use this function in case a staff member cannot. [ P P
To manage staff roles, the Recipient or Applicant must sign in to Grants Portal and navigate to the e p—
"Manage Personnel” page. T i
Directions to manage staff contact information: Y :
« Sign in to Grants Portal '__" t
* Select the "My Organization” tab on the left side of Grants Portal 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)
P GranisPortal -
Once the Recipient or Applicant selects the "Manage” button, the "Manage Personnel” page loads. T . pesre Py
On this page, the Recipient or Applicant chooses a person on their staff with the roles they want to - e
edit. A e
Directions to manage staff contact information: e e M.
= Choose the staff and roles to manage =
» Select the "Manage" button to the left of the person's last name ri s -
Managing Staff Contact Information (3 of 4)
#8Grants Portal 5 a-
After the Recipient or Applicant selects the F & Manage Personnel S— &
“Manage” button, the specific staffs “Manage i
Personnel” page loads. This screen contains the B User information
general information and user information for the e oo v
staff member. A Recipient or Applicant can edit any i e -
of the following for the staff an this page: e e e RS
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+ General information ensmavrsn savzra e (R
« User information hoideniionglionlll = ===
+ Contact information b R
* Roles
+ Password reset requests " e
Directions to manage staff contact information: i
Cngurazatnm g Optpinss (125224 190 -

+» Select the "Manage” button to the right of
the contact information drop-down list

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 phone number

« Select the "Remove" bution under "Phone Numbers" t¢ 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

T AT



* Select the "Remove” button under "Email Addresses”, to remaove $8GrantsPortal T
the staff member's email address [T

+ Select the "Add Email Addresses” button, to add an email % wenmse & Personnel Detalls Mansge fessonnel Contac nfarmation zeam
address for the contact R e e, ok

Managing Staff Contact Information: Video Example

Video Demonstration:

Managing Staff Contact Information

This demonstraton wall show how o
manage staflt contact informalicn mn

Granis Portal

There will be Ao audio In this domonstration
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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 Parsonnel” page.
Directions to manage staff login information:

+ Sign in to Grants Portal

+ Select the "My Organization” tab on the left side of Grants 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 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.

Direclions to manage staff login information:

+ Choose the staff login to manage
« Select the "Manage” button 1o 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 staffs "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 from the saved location
and select "Open”

+ Select the text box next 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



Video Demonstration:

Editing Your Organization Profile:

Uploading Insurance Documents
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There will be a notification on the Dashboard to b ol
begin the process for submitting a Request for
Public Assistance. This begins the Public

Assistance process to acquire grant funding. & Document Help gv:fza!im
The Request for Public Assistance and how to e o e i it
submit it, as well as the procedure for the Recipient ot - 15

to approve it, will be covered in the next lesson: A 4 S S,
Phase I: Operational Planning.

Lesson 2 Summary

In this lesson, participants learned about different methods for organizational profile initiation and management.

The next lesson will cover Grants Portal usage as it relates to Phase | of the Public Assistance process and Operational Planning.

Lesson 3 Overview and Objectives

The lesson describes submitting a Request for Public Assistance, and the information requirements to validate the request and initiate project
formulation in Grants Portal.



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

+ Explain how to use Grants Portal during Phase | of the Public Assistance process.

Phase |: Operational Planning

This is Phase | of the Public Assistance process: Operational Planning.

The objective for this phase is to identify the Applicants' disaster impacts and recovery priorities. FEMA gathers information to determine the
operational needs of the incident.
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Phase | Grants Portal Activities

In Phase | of the Public Assistance process, Recipients and Applicants carry out many tasks in Grants Portal. These include the following:

* Review the Event Profile

+ Submit a Request for Public Assistance

« Approve the Request for Public Assistance
+ Develop the Damage Inventory

Reviewing the Event PA Requests Profile

Grants Portal houses the Event PA Requests 88GrantsPortal L
Profile, an Applicant's profile for an event.
Applicants can upload their Damage Inventory and
other documents pertinent to the event, as well as
reviawethomummmansofithe event as it pertains to

;:“ e & Event PA Requests Profile Texss atu universtty - 43320RTX s omen. s s
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their damage in the profile. The Event PA Requests - Teemaias e
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Event Information

= Job Number
Evant Name
Event Type
Incident Type
Incident Level
Incident Start Date
Incident End Date
Declaration Date
Declared Counties

There are also several drop-down menus below,
including the Stats/Summary section, Contacts, '



Locations, Damage Inventory, EHP Profile,
Documents, Comments, Requests for Information,
Discussion, and Process Status History sections.
All of these bars can be expanded by selecting on
the arrow to the right of the bar title.

Request for Public Assistance

An important function of Grants Portal is that it allows the Applicant to submit their Request for Public Assistance. Applicants do this when an
event occurs, after the Applicant Briefing, or at any time after the event has been presidentially declared.

Submitting a Request for Public Assistance (1 of 8)

To begin submitting a Request for Public Assistance, the
Applicant signs in to Granis Portal, which loads their
Dashboard. There will be a nofification at the top of the
page slating that the Applican! may submit a Request for [N
Public Assistance. A S

This notification will only appear if a location in a
designated county for the event is listed in the Applicant's
Event PA Requests Profile. Grants Portal will also send
out an email notifying the Applicant that they may submit a
Request for Public Assistance. Before submittal, the
Applicant should review their Organizational Profile to
ensure the information and contacts are listed comrectly.

Steps to submit a Request for Public Assistance. The
Applicant should:

» Select the hyperlinked text that states, "Please click
here to begin the RPA submission process"

88Grants Portal
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Submitting a Request for Public Assistance (2 of 8)

This brings the Applicant to the "Request for Public
Assistance” page. Instructions are provided on this page,
explaining that the Applicant must answer a series of
questions regarding their organization, contacts, mailing
addressas, and supporting information. Once completed,
the Applicant reviews the overali submission. After
reviewing, they submit the request to FEMA.

B i

Once submitted, the Applicant receives notifications
through Grants Portal regarding their Request for Public
Assistance status.

Steps to submit a Request for Public Assistance. The
Applicant should:

* Read the instructions and select the blue "Next”
button at the bottom right comer of the screen

$8Grants Portal
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Submitting a Request for Public Assistance (3 of 8)

The Applicant then arrives at the "General Information”
tab. Here, Grants Portal displays the General Information
associated with the Applicant's request. This includes the
Applicant name, FEMA PA Code, DUNS Number, Event
Name, and the Participated in PDA drop-down list.

Steps to submit a Request for Public Assistance. The
Applicant should:

» Select the applicable event in the Event drop-down
list

+ Select Yes or No in the "Participated in PDA" drop-
down list



+ Select the blue "Next" button in the bottom-right
comer of the screen
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Submitting a Request for Public Assistance (4 of 8}

At this stage, the Applicant is at the "Contacts” tab. Here, the Applicant must indicate their primary

and alternate contacts for this event. The indicated contacts will receive regular nofifications and will
be able to use Grants Portal to track the request progress as well as interact with designated FEMA

partners such as the FEMA Program Delivery Manager.

Steps to submit a Request for Public Assistance. The Applicant should:

+ Under "Primary Contacl,” select the desired name from the drop-down list
* The name, title, email address and phone number will be displayed beneath the drop-down

list

« Under "Alternate Contact,” select the desired name from the drop-down list
« Select the blue "Next" button at the bottorn right comer of the screen

Submitting a Request for Public Assistance (5 of 8}

After completing the "Contacts” tab, the Applicant adds
information for their primary location and mailing address in the
"Addresses"” tab. These addresses will be used for scheduling
meetings and sending formal written correspondence.

If the Applicant needs to modify the addresses, they will have to
begin the Request for Public Assistance process again after
entering the correct information in their Crganizational Profile.

Steps to submit a Request for Public Assistance. The Applicant
should:

« Verify Primary Location or select the "Change" button

« Verify the mailing address or select the "Change” button

« Select the blue "Next" button in the bottom right comer of
the screen once all the informatien is complete

32GrantsPortal
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Submitting a Request for Public Assistance (6 of 8)

After completing the "Addresses” tab, Grants Portal loads
the "Other Information™ tab. Here, the Applicant can
provide any additional information, such as a brief
narrative describing the reasons for requesting
assistance.

Steps to Submit a Request for Public Assistance. The
Applicant should:

« If necessary, enter any additional information in the
text box

« This section is optional and may be skipped by
selecting on the blue "Next” butten in the bottom
right corner of the screen

- . -
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Submitting a Request for Public Assistance (7 of 8)
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Submitting a Request for Public Assistance (8 of 8)

After selecting "Submit," a Congratulations Screen
appears. it states that the Request for Public
Assistance has been successfully processed and
submitted to the Recipient erganization for review.
The application is complete by submitting a
Request for Public Assistance.
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Submitting a Request for Public Assistance: Video Example

Video Demonstration:

Submitting a Reguest for Public

Assistance
I his demoensiratien il show how O subnut

a Feguest for Pubhc Assisiance
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