Please walch the video on submitting the Request for Public Assistance.

Reviewing the Request for Public Assistance

Once the Applicant submits the Request for Public Assistance, the Recipient receives an email from Grants Portal stating they have a Request
for Public Assistance to review. Grants Portal also notifies the Recipient via their "My Tasks" tab in the system.

The Recipient reviews the submission and either approves or denies the Request for Public Assistance.

If the Recipient approves the Request for Public Assistance, it is forwarded to FEMA for review.

Approval of Request for Public Assistance {1 of 5)
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Approvat of Request for Public Assistance (3 of 5)

The Recipient can now view the Workflow Details including Workflow
Information such as:

» Class

+ Type

» Description

+ Status

» Created on (date)

They can also view Type-Spedific Information such as:



+ Event title ﬁGrants Pﬂl‘[&l

« Applicant

* Type -  Workfiow Detall

* Primary Contact s Terss ioq 3308 T (S1970R)

« Alternate Contact o

+ Physical Location [P

+ Mailing Location [

+ RPA Comments oy T ey
- s

Steps to approve the Request for Public Assistance: ——

+ After verifying all information is accurate, select the green
"Eligible™ button or the red "Ingligible” button at the top right of
Grants Portal

Approval of Request for Public Assistance (4 of 5)
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If the Recipient determines that the Applicant's —
Request for Public Assistance is eligible, a pop-up
box will appear, asking if they are sure of the
determination.

Sleps to approve the Request for Public
Assistance:

* Fill out the "Reason"” text box, providing an
explanation why the Applicant has been
determined to be eligible

+ Select the "Yes" button

Approval of Request for Public Assistance (5 of 5)
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If the Recipient determines that the Applicant’s s
Request for Public Assistance is ineligible, a pop-
up box will appear, asking if they are sure of the
determination.

Steps to approve the Request for Public
Assistance:

» Fill out the "Reason” text box, providing an
explanation of why the Applicant has been
determined to be ineligible

+ Select the "Yes" button

Approval of Request for Public Assistance: Video Example
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Video Demaonstration:

Approval of Request for Public

Assistance
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The Damage Inventory provides initial information on the damages the Applicants believe were caused by the event. During the Exploratory Call,
the Program Delivery Manager will introduce the Applicant to the Damage Inventory and review In greater detail during the Recovery Scoping
Meeting.

The Applicant has 60 days from the Recovery Scoping Meeting to identify damages from the event and enter the Damage Inventory to Grants
Portal.

Developing the Damage Inventory: Adding Damages

To begin adding single damages to the Damage
Inventory, the Applicant navigates to the "My
Crganization" pane.

Steps to develop the Damage Inventory:

+ Select "Applicant Event Profiles” in the "My
Organization" pane

» Then select the magnifying glass on the left
of the Event number
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Once the Applicant selects "Manage," the Damage
Inventory and all current entries can be viewad.

Steps to develop the Damage inventory:
* To add a single damage, select the "Add

Damage” button in the top right comer of the
screen

Developing the Damage Inventory: Select Damage Type
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Selecting "Add Damage” causes a pop-up window to appear. It asks,
"What type of Damage do you want to create?" and displays two
options: Standard Damage and Management Cost.
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Standard Damage entails damages that are categories A-G. e
Management costs pertain to reimbursement of Category Z- Directed b
Administrative Costs. a0

Steps to develop the Damage Inventory. The Applicant must:

* Select "Standard Damage"

Developing the Damage Inventory: Damaged Site Information
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saved in Grants Portal 5
+ Select the green "Save™ button in the top -
right comer of the screen
Developing the Damage Inventory: Event PA Requests
$8GrantsPortal s
B= ¢ My Event PA Requests
To access the Damage Inventory, the Applicant B My .
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+ Select the "My Organization” tab

» Select the "Organization Profile" tab

+ Select "Applicant or Recipient Event
Profiles™ Requests.

« Select the magnifying glass to the left of the
Event title to access the project details
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Developing the Damage Inventory: Template

Adding multiple damages at one time is
significantly easier when using the Damage
Inventory Template. The following steps show the
Applicant how to use the template to upload
multiple damages at once to Grants Poral.



Developing the Damage Inventory: Manage Damage Inventory

Once the Applicant selects an Event Title, project
details.suohaeibe Baguest for Public Assistance
decision date, the Recovery Scoping Meeting
completion date, the Damage Inventory deadline,
and the current process step can be viewed.

Steps to develop the Damage Inventory:

+ Scroll down to the Damage Inventory
+ Select the "Manage” button on the right side
of the screen
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Developing the Damage Inventory: Downloading Template

Once the Applicant has navigated to the "Damage Inventory* bar, the list of current damages

associated with the project can be viewed.

Steps to develop the Damage Inventory:

PGrantsPortal
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+ To download the Damage Inventory template, select the "Import” button at the top right comer

of the screen

* A drop-down list will appear. Select the "Download Template” option on that drop-down list

Developing the Damage Inventory: Download Template Pop-Up

After setecting on the “Download Template™ option,

a pop-up window appears.

Steps to develop the Damage Inventory. The
Applicant should:

« Select the "Open With" option and ensure
that it is set to open with Microsoft Excel
+ Select "OK"
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Developing the Damage Inventory: Enable Editing

Once the Applicant has downloaded the Damage
Invenlory template, the fite download opens with
Excel and the Applicant is able to view the
spreadsheet template.

Steps to develop the Damage Inventory. The
Applicant shoutd:

+ Select "Enable Editing” in the "Protected
View" bar at the top of the spreadsheet

Once the Applicant enables editing to the
spreadsheet, the template is automnatically
populated with the necessary damage information:

« Incident Number
« Applicant Name
« Applicant Point of Contact information

Additionally, the following damage information can
be edited:

« Category of Work

+ Address of damaged site and GPS
coordinates

« Detailed damage description
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Developing the Damage Inventory: Filling the Template

The Applicant completes sach of the columns in the

spreadsheet and ensures that the updated Microsoft Excel

spreadsheet is saved to their desktop.

It is extremely important that the Applicant does not

modify or change the spreadsheet template in any way, or

skip rows when entering damage information.
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Developing the Damage Inventory: Uploading the Template

$Grants Portal ’
=N

2 oeeee & Event PA Requests Profife Mensge Demagementory  grmm- simase e

The Applicant retums to Grants Portal to upload

the completed Damage Inventory Spreadsheet. A ot et
‘i Ml oty 1 ipkad Spwaduers
Steps to develop the Damage Inventery. The i
Applicant should: 8 8 =it truma
» In the "Applicant or Recipient Event Profile™ bimions 1s_cur fom bl 1
on the same page where the Damage R NEOR RPN T eAITIMEOSAT O L Harkre W
Inventory template was downloaded, select e i i
the "Import” button at the top right comer of et | e
the screen 4 H * & A EE f ] w L
+ From the drop-down list, select “"Upload o e s [ e s
Spreadsheet™ oty The a0t w conphed by Forey Lobre. L]
Rt gl Pl vmAL WY
Sprdaron Cupartenesy) T ayioaa
= pactopaing nihe SEAS sope m
Boriared s wiehl wirw £ 8

¥ e . I ey et

Developing the Damage Inventory: Selecting the File
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Developing the Damage Inventory: Example Errors

.
Grants Portal will detect errors if any information &Grants P?.._.
was entered incorrectly into the template when the _
Applicant uploads the template. There will be a 0 i . L et i
nofification in the top of the Applicant Event Profile
of the number of records with emors.
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Applicants should scroll down to review the red
boxes at the bottom of the screen to view what
iterns the Grants Portal has deemed as an error.
This will assist you to be able to correct these
items.

Steps to develop the Damage Inventory. The
Applicant should:
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Developing the Damage Inventory: Cancel Import



The "Cancel Import" pop-up window appears. it
asks, "Do you wish to cance! this import?"

Cancel lmport
Steps to develop the Damage Inventory. The
Applicant should: e i b K ST AT
» Select the red "Cancal Import” button Darvota bre ol 14 et craiy,
» Resolve any errors on the Microsoft Excel

worksheet
+ Save the spreadsheet to their computer and
then re-upload the comect spreadsheet
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Developing the Damage Inventory: Importing the Template
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If the Damage Inventory template has no errors,
there will be no error or wamnings in the Import
Damage Inventory section.
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Steps to develop the Damage Inventory. The
Applicant shoutd:

e mpat o

+ Select the green "Commit Import” button

Developing the Damage Inventory: Commit Import

Commit Import

O3 a8 B

After selecting on the "Commit Import” button, the pep-up
window will appear. It asks, "Do you wish to commil the
changes in this import?”

Steps to develop the Damage Inventory:

+ Once ready, select the "Commit Import" button

Developing the Damage Inventory: Upload Successful

The Applicant's newly uploaded Damage Inventory
is visible in the "Import Damage Inventory” section.
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Developing the Damage Inventory: Video Example
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Please watch the video on developing the Damage Inventory.

Editing a Submitted Damage Inventory: My Event PA Requests
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The Applicant may wish o edit a Damage Py [ My Event PA Requests
Inventory that has already been uploaded to
Grants Portal. Much like the previous process, the oTd
Applicant will navigate to the "My Organization" Mot S 5 B .
pane. [ - IO A
Stepsiaeditthe-fiamage Inventory. The Applicant [P PR . [ p— I it dwmaden
should: QAN Ogle  heSwbetopiec RS ' v
Larei e
« Select "Event PA Requests™ from the "My
Crganization” pane on the left side of the TR -
screen
+ Select the magnifying glass next to the
current Event
Editing a Submitted Damage Inventory: Damage Inventory Bar
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Inventory” bar. - s e
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+ Scroll down to the "Damage Inventory” bar Y et
+ Select the "Manage” button on the right side P
of the screen on the “Damage Inventory” bar
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Editing a Submitted Damage Inventory: Editing the Damage Inventory
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Once the Applicant is in the Manage Damage Inventory
page, all the uploaded damages can be viewed. oy fr— e
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Steps to edit the Damage Inventory. The Applicant should:

+ Select the blue "Edit" button on the left of the
Damage Inveniory fo be edited
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Editing a Submitted Damage Inventory: Editing the Damage Information

$8Grants Portal
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Now the Applicant can edit the General or Damage

Information as needed. e N i e ittt

e Wt Lo Path
Steps to edit the Damage Inventory. The Applicant
should:

+ Select the text box next to the "Damage
Description" and edit it as needed

» When finished, select the green "Save"
button at the top right corner of the screen
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Editing a Submitted Damage Inventory: Confirm Edit

The "Save Changes" pop-up window will appear.
Steps to edit the Damage Inventory. The Applicant should:

* If the Applicant has made all necessary edits to the
Damage Inventory, select the blue "Yes" button

Editing a Submitted Damage Inventory: Video Example
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Recovery Scoping Meeting

The Program Delivery Manager discusses and schedules the Recovery Scoping Meeting during the Exploratory Call. Grants Portal will generate
an email notification that communicates key information such as the meeting time, date, and personnel who will be attending the Recovery
Scoping Meeting.

For more information regarding the Recovery Scoping Meeting. please refer to course: 1S-1003 Exploratory Call, Damage Inventory, and
Recovery Scoping Meeting.

Lesson 3 Summary

In this lesson, pariicipants leamed how to submit a Request for Public Assistance, information requirements fo validate the request, and initiate
project formulation in Grants Portal.

The next lesson explains identification and verification for Applicant damage, and describes FEMA review of damage eligibility.

Lesson 4 Overview and Objectives

The lesson describes capturing the Applicant's incident-related damage in Grants Portal.
Upon completion of this lesson, participants will be able to:

» Describe the key steps for capturing Applicant’s incident-related damage in Grants Portal during Phase |l of the Public Assistance process



Phase IIl: Damage Intake and Eligibility Analysis

This is Phase Il of the Public Assistance process: Damage Intake and Eligibility Analysis.

The objective is to capture the Applicant's incident-related damage and determine eligibility within sixty days of the Recovery Scoping Meeting.

fi>
i
i

.

7
ol
|
il

-

i
[iﬂtim :

i
lihin]
i
i

[
Teflig

i
|
1

m
i
<> i
%
Hiln

gen [Fiong
i

i
P
{heliers
Husttit
I

r
]
|

ifis | e |

(o |
(e (it

¥
H
)

Phase | Transition to Phase H
In the pravious lesson, participants learned about Grants Portal activities for Phase |: Operational Planning.
At the end of Phase |, the following should have occurred:

+ The Applicant's incident-related damage, which were placed into projects or multiple projects, will be moved to processing lanes based on
the complexity of the work

« Finalization of the Damage Inventory

+ A project will either be routed to the field or the Consolidated Resource Center, based on work completed

The FEMA Program Delivery Manager will group similar damages into projects with the Applicant to prepare for Phase Il.

introduction to Phase Il {1 of 3)

In Phase |l of the Public Assistance process, FEMA captures all the Applicant's disaster-related damage within 60 days of the Recovery Scoping
Meeting.

The Program Delivery Manager begins the phase by making eligibility recommendations regarding the Applicant's facility to the Public
Assistance Field Leadership. When the facility is determined sligible, the Program Delivery Manager logically groups damages into projects and
places them into one of three lanes based on complexity.

* Projects that are 100% complete move into the Completed/Fully Documented Lane
* Projects with work to be completed are placed in the Standard or Specialized Lane

The lane in which the Program Delivery Manager places the project determines the process of Phase Il. The next screen describes the actions
completed in each lane in Phase |1,
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Introduction to Phase |l (2 of 3)

Completed/Fully Documented Lane:

* The Program Delivery Manager requests Essential Elements of Informatien, also known as supporting documentation
« The Applicant submits required Essential Elements of Information



+ The Program Delivery Manager reviews the documents loaded into the Essential Elements of Information to ensure they support the
claimed damages

+ If the work is deemed eligible by Field Public Assistance Leadership, the Program Delivery Manager routes the project(s) to the
Consolidated Resource Center

Introduction to Phase Il (3 of 3)
Standard and Specialized Lanes:

» The Program Delivery Manager requests Essential Elements of Information

* The Program Delivery Manager creates Site Inspection Work Orders

* FEMA and the Applicant conduct the site inspection

« The Site Inspector/Technical Specialist develops the Site Inspector Report and the Damage Description and Dimensions
« The Program Delivery Manager reviews the Site Inspector's Damage Descriptions and Dimensions

» The Program Delivery Manager ensures the Applicant's damages are grouped appropriately

* The Applicant completes the submission of all Essential Elements of Information

+ The Program Delivery Manager reviews the documents uploaded and verifies the Essential Elements of Information are received
+ The Applicant reviews and signs the Damage Description and Dimensions

+ The Program Delivery Manager completes the Development Guide Questions with the Applicant

* The Applicant may decide to develop their own scope of work and cost estimate

» The Program Delivery Manager forwards the project to the Consolidated Resource Center

Phase Il Grants Portal Activities

Throughout the aclions in the Completed/Fully Documented, Standard, and Specialized Lanes in Phase H of the Public Assistance Delivery
Model, the Applicant uses Grants Portal. The rest of this lesson covers Grants Portal activities involved in these lanes.

Grants Portal activities for Phase Il include:

* Monitoring Site inspection Work Orders

* Monitoring projects

* Reviewing and approving Damage Description and Dimensicns
» Completing requests for Essential Elements of Information

» Managing Requests for Information

Organizing Damage and Scheduling the Site Inspection

After the Field Public Assistance Leadership determines that the Applicant's facility is eligible, the Program Delivery Manager organizes
damages inlo projects and the project is assigned to the Completed/Fully Documented, Standard, or Specialized Lane.

For work to be completed placed in the Standard or Specialized lanes, the Program Delivery Manager schedules a site inspection with the
appropriate personnel. For further information, please refer to the course: 1S-1004 FEMA Site Inspection.

Site Inspection Work Orders
The Site Inspection Work Orders are sent to the FEMA Site Inspection Task Force Leader who assigns a FEMA Site Inspector.

Far more information on the site inspection, please refer to the course: IS-1004 FEMA Site Inspection.

Monitoring Site Inspection Work Orders (1 of 4)

Tracking Site Inspection Work Orders in the Grants
Portal is important for coordinating with the FEMA
Program Delivery Manager and Site Inspector to
accurately record incident-related damage in a
timely manner.

The Applicant can monitor Site Inspection Work
Orders in Grants Portal.

Steps to track a Site Inspection Work Order. The
Applicant should:

+ Navigate to the Grants Portal Dashboard
page

+ Select the "Work Orders" tab under the "My
Organization" pane
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1 Your dashboard has no tiles!

The bashboard is a great place to put the Grants

Portal data that you care about the most.
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Monitoring Site Inspection Work Orders (2 of 4)
$8Grants Portal

Once the Applicant selects the Work Order, Grants _ My Site Inspec!ion Work Orders

Portal directs them to the "My Site Inspeclion Work ==
Orders" page. :
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The "My Site Inspection Work Orders” page 5
displays information regarding the status, number
of damages, and contact information for each Site b
Inspection Work Order that has been scheduled for g -
ihe Applicant. At
Steps to track a Site Inspection Work Order. The @ w4
Applicant should: & e
« Select the magnifying gfass near the Work b
Order number to display additional details & e
regarding each Site Inspection Work Order Ll
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Monitoring Site Inspection Work Orders (3 of 4)
88GrantsPortal
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From this page, the Applicant can view general
information regarding the individual Site Inspection
Work Order as well as detailed information
regarding:

+ Contacts
+ Damages to be Inspected
+ Site Inspectors
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Monitoring Site Inspection Work Orders (4 of 4)

The Applicant is encouraged to review the
Damages to be Inspected for each Site Inspection
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Site Inspection Work Order #1240
General Information
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Work Crder prior to the Site Inspection. This helps
in planning a time effective strategy or plan to see

all the designated sites.

Site Inspection Conduct

38 Grants Portal

ry— SitelnspecﬂonWorkOrdernm

General Inforrtion
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Site inspections are required for identifying and recording incident-related damages timely and accurately for all work to be completed.

During site inspections, the Applicant and FEMA inspect the damages identified in Grants Portal, specifically the Damage Inventory.

Further information is included in the course: 1S-1004 FEMA Site Inspection.

Monitoring Site Inspection Work Orders: Video Example



deo Demonstration:

Monitoring Site Inspection

Work Orders

s demaonstration wall show how o monitor
andct rack a sie nspechon Work oraer i

Granis Fonal

There will De N AU In this demonstration

Viewing the Damage Description and Dimensions (1 of 2)

88GrantsPortal e

In order to continue the Public Assistance process !_:g_ & Project Detals susit o = e
after the Site Inspection, the Applicant must agree General information i
to the Damage Description and Dimensions. To e sl duetls POMAES 4TS

review and sign the Damage Description and faut-n

Dimensions, the Applicant navigates Grants Portal.

T (il g 44 bppaeet
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TR Reffalh
Steps to review the Damage Description and e miae
Dimensions. The Applicant should: o ke

MOCTISTI  Pradag Rophost B 2pprovel

o

+ Select the "My Organization" tab on the left
side of the screen
+ Select the "Projects” button, then select a

pATERE S5O0

Damage Description and Dimensions for o Bl
review

W Coman,
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Viewing the Damage Description and Dimensions (2 of 2)



Once the Applicant selects the project, Grants
Portal directs them to the Project Details page.
From this page, the Applicant loads the Damage
Description and Dimensions.

Steps to review the Damage Description and
Dimensions. The Applicant should:

+ Scroll down to the Damage Description and
Dimensions bar on the "Project Details"
page

+ Select the "Damage Inventory"” drop-down
list

* Review the Damage Descriptions and
Dimensions

: T APM D T AT AR T

Signing the Damage Description and Dimensions

After reviewing the Damage Description and
Dimensions, the Applicant either reach out to their
Program Delivery Manager if there are any
questions or sign it if the Applicant concurs.

Steps to sign the Damage Description and
Dimensions: The Applicant should:

+ Scroll to the top of the "Project Details” page

+ Select the yellow "Send Back” button if
changes are needed

+ Select the green "Sign DDD" button to sign
the Damage Description and Dimensions

Project Signature

When the Applicant selects the "Sign DDD" button,

Grants Portal navigates to the Sign Document
drop-down list. The Applicant signs here.

Steps to sign the Damage Description and
Dimensions: The Applicant should:

* Select the "Select to Sign" Ribbon

Input Signature and Style

§8GrantsPortal
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Once the Applicant selects the "Select to Sign”
ribbon a pop-up window appears. The Applicant
enters the signees name and the style of signature.

Steps to sign the Damage Description and
Dimensions: The Applicant shoutd:

+ Select the text box next to "Print Name" and
enter the signees name

+ Select the drop-down list next to "Signature
Style" and choose the handwriting style for
the signature

« Enter the account password

+ Select the "Sign" button

Submitting the Signed Damage Description and Dimensions

§8Grants Por R
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Once the Applicant enters all of the required oy, - I
information and selects the *Sign” button, the pop- S
up window disappears. Grants Portal auto-fills the —_ -
signature and the date. The Applicant can submit
the signature now. 1 o Pocmend
Steps to submit the signed Damage Description L S VP S L
and Dimensions. The Applicant should:

» Select the "Submit” button

Confirm Signed Damage Description and Dimensions Submittal

After the Applicant selects the "Submit” button, a
pop-up window appears and asks the Applicant to
confirm the submittal.

Steps to confirm the submittal of the signed
Damage Description and Dimensions. The
Applicant should:

+ Select the "Yes” button

Signing the Damage Description and Dimensions: Video Example



Video Demonstration:

(e

Signing the Damage Description

b

and Dimensions

1his camonsiration wi

the Damage Descnplon

These will b nd audio In this demoenstration

Please watch the video on Signing the Damage Description and Dimensions.

Essential Elements of Information

During the Recovery Scoping Meeting, the Pregram Delivery Manager discusses documentation that the Applicant must submit to support their
facility, work, and cost claims. Based on this conversation, the Program Delivery Manager indicates required decumentation needed to learn
more about the damage claims, which serves as the request for Essential Elements of Information.

The Program Delivery Manager will enter the Essential Elements of Informaticn in Grants Portal after the Recovery Scoping Meeting and
logically group all damage line items into projects. Depending on the project's Category of Work, the Program Delivery Manager may select
additional Essential Elements of Information based on the categories of damages included in the project. The Applicant will then be able to
upload requested documents that support damage claims.

In order to make eligibility recommendations to Public Assistance Field Leadership, the Program Delivery Manager needs all Essential Elements
of Information. Throughout Phase || of the Public Assistance Delivery Model, the Applicant submits the Essential Elements of Information.
Without the required information, the Applicants grant funding is jeopardized.

The following slides will outline processes for the Essential Elements of Information in the Grants Portal,

Accessing the Essential Elements of Information

Afler the Recovery Scoping Meeting occurs, the
Applicant must upload supporting documentation



for their facility, work, and cost claims, and answer

any Essential Elements of Information from FEMA, #BGrantsPortal ar
The Applicant achieves this through Grants Portal. Fe ! My Event PA Requests
How the Applicant can answer the Essential =i
Elements of Information: Tnen > A Fiters Appbed 40 Actrve Frar P4 Racuees -Bo T4
» Navigate to the My Organization section on a € o bege et cotsens
the task pane and select "My Organization™ ; : »
+ Select "Event PA Requests” i — pemn ol sl
«+ Select the magnifying glass to the left of the 8L TSR J AR Tt ooty [MLr o e S hetn B Pt Bl et S5 £
project you are working on o wx iy i hodrgaem e : u
n  Pewyipidiren
Essential Elements of Information: Event PA Requests Profile
$GrantsPortal 8 oo -
m, e # Event PA Requests Profile cieadte- poMomas- 433208 4232007 oorma. | L.
Generat information Event nformation
The Applicant is now able to view the Event PA mumad a3tk e s
Requests Profile, which contains Generat R e Tt
Information as well as Event Information.
o e sk Gvmnes BRI B
Addressing Essential Elements of Information. The o etk ot
Applicant should:
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Essential Elements of Information: Locate Projects
$GrantsPortal -l
B it W e -
AddiessingEssential-flements of Information; e — v
« Afler the Applicant has scrolled down fo the Xees
“Projects” bar within the "Event PA Requests - “m
Profile®, select the down arrow to expand —— o
the "Projects" bar
L ]
Once the "Projects” bar is expanded, the Applicant . .
can view the projects which have pending =
Essential Elements of Information. tmy ™~ " i st
Q A Caprts Rorwed Hiehi dany Wt Sortgirnat - Ay b onms Paratboq 153 B labon 1
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Essential Elements of Information: Locate Project Essential Elements of Information



Now that the Applicant opened the project to work
on, {ocate the project’s requested Essential
Elements of Information.

There will be a notification at the top of the screen
stating, "This project is pending EEI Completion."

Addressing Essential Elements of Information:

« Select the text below the notification that
states, "View Project EEI"

« Alternatively, the Applicant can scroll down
to the "Essential Elements of Information”
bar
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Essential Elements of Information: Select Essential Elements of Information

In the "Essential Eiements of Information” bar, the
Applicant can see the list of the required Essential
Elements of Information.

Addressing Essential Elements of information:;

+ Select the magnifying glass next to the
Essential Element of Information to be
completed
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Essential Elements of Information: Review Unanswered Questions

The Applicant is now in the Project EE| section and
must complete the Unanswered Quastions.

Addressing Essential Elements of Information:

« Expand the "Questions" bar by selecting on
the arrow to the right
= Select "Manage EEI Answers”
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Essential Elements of Information: Answer Questions

Oncea the Applicant selects "Manage EE| Answers”
the unanswered questions can be answered.



Addressing Essential Elements of Information: &G P ]

» Ensure that all questions are answered =l .
- Select the blue "Save” bution at the top right & weesm 88 POJECT EE] Marage nsiess
comner of the screen when all the questions TG p mneiove Cos
have been answered
o Uomage EE) Anawers.
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Once the Applicant answers all the unanswered
questions, review and verify the answers.

Addressing Essential Elements of Information:

11 MY AL WP e e

15 Bt i b e e

+ The Applicant verifies and confirms that the
answers are cormect by reviewing them
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Essential Elements of Information: Unanswered Questions: Video Example
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Video Demonstration:

FEssentizl Elements of Information:

Unanswered Questions

s demaonsiralion sl shce o 10 answer

al

unanswered questions for Eseent

Elements of Information 1o

Thete will Do NO audio In this demanstraton

Essential Elements of information: Document Upload (2 of 3)

$GrantsPortal
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General information Event Information
Once the Applicant opens the event to upload LITTU R P
documents, scroll down to the specific project to be 5 e e
updated.
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Essential Elements of Information: Document Upload (3 of 3)

The Applicant then locates the specific project and required Essential Elements of Information.
Uploading Documentation for Essential Elements of Information:

« Expand the "Projects” bar
+ Select the magnifying glass next to the project to update
+ Select the "View Project EEI" or simply scroll down and expand the “Essential Elements of Information® bar
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Essential Elements of Information Document Upload: Select Project
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After selecting "View the Projact EEI", the Applicant
can see the Project Brief Description.

Uploading Documentation for Essential Elements

T L] L'}
of Information: -
» Locate the Essential Element of Information
to be updated and select the magnifying e Voun  ds Pty Dot | Gwiedly | Onieils Laddml (el
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Essential Elements of Information Document Upload: Review Questions
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General Information
The Applicant can now view the General i Ontotend L Caorr?
Information about the project and the Essential

Elements of Information questions in EEI Question

bar.
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+ Review the questions and prepare the
appropriate documents to be uploaded
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Essential Elements of Information Document Upload: New Documents

Plirzti ! -

o : " . . B o et B o e =3
Once reviewing the Essential Element of Information and preparing the documents to be uploaded is gy —eme

complete, the Applicant begins the upload process. e

Uploading Documentation for Essential Elements of information: =

+ Scroll down to the "Required Documents" bar and expand it by setecting on the down arrow
» Select the blue "Add" button next to the Essential Elements of Information

Essential Elements of Information Document Upload: New Document Pop-Up

PR SR anE Rbards § ST PaRAcn Repany

Sateciad Docuraaty b Altach

-t A | T8 L iy a2 S
A pop-up window appears labeled "Attach
Maintenance Records and Site Inspection araiathe Decugsty o Atich
Reports.”

Uploading documentation for Essential Elements of
Information:

+ Select the green "Upload New" button in the
hottom right corner of the pop-up window or
drag and drop a fite into the dotted box at
the top of the pop-up window.

-
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1+ 1 el » TevinSndea. T E Sy e G F
The Applicant navigates to where the document is °":__ e h'i'“' . i
saved. The Applicant can also drag and drop the . .
) ELY I TR |
document into the pop-up window to skip these [y omm——1 B
steps. W f EEEC TR
Frpaniapus | | ]
Uploading Documentation for Essential Elements e, |-

of Information:

Wb G By

+ Select the appropriate document 2
- Select "Open” o

Essential Elements of Information Document Upload: Add Document Description and
Category

After the Applicant selects the document file,

complete the Description box and select a

Category it pertains to from the drop-down list. This
"tags" the type of document.

Upleading Documentation for Essential Elements
of Information:

» Type the description of the document



» Select "Category” to add a document tag
* Select the blue "Add Document” button

Essential Elements of Information Document Upload: Attach New Documents

After selecting the "Add Dogument” button, Grants Portal
directs the Applicant to the "Upload New Document to
EEI" pop-up window.

Uploading Documentation for Essential Elements of
Information:

* Verify it is the correct document by placing the
mouse over the file name

* A File Details box will pop up and show the
Description, Category. and file size of the document

» Select the green "Attach Selected” button

Essential Elements of Information Document Upload: Remove Documents

§2Grants Portal ' TR
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The Applicant can also remove a document. To e
rermove a document that was attached to an U Pk
Essential Element of Information, the Applicant can
select the red "Remove" button to the right of the
document. N Py Docmmts ~ i
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Essential Elements of Information: Document Upload: Video Example



Video Demonstration:

Essential Elements of Information:
Document Uploac
This demonsiiation wall show how to uplcad

documents 1o Essernial Elements of

Information i Grants Porta

There will be N audio In 1his Semonstration

Essential Elements of Information: Add Comments (1 of 2)

Adding comments to an Essential Element of &GrantsPortaI o &
Information is an easy process. An Applicant

should add a comment if there is ne supparting - AT Glondie - PUVGONZS - £XI0N {TTIH - 119

documentation, or if they want to refer FEMA 1o a

different document that was uploaded. o

B b u o
If the Applicant has the same document listed in
multiple sections in Grants Portal, but does not
want to re-upload it multiple times, they can add a
comment indicating where the document is
uploaded.

e Weewvtar ded WP TH LRGN
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I teamind Sotumenty - [T
For example, all Force Account Labor sheets

attached to the first Essential Element of
Information in the project will be referenced in other
sections.
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Add comments to an Essential Elements of 8 wwcrbne gy ihatint)

Information:

+ Navigate to the "Required Documents” bar
within the Essential Element of Information



and select the "Add" comment bubble to the
right of the "Add" document

Essential Elements of Information: Add Comments (2 of 2)

This will cause an "Add Comment” pop-up window
to appear. In the comment box, the Applicant can:

+ Type the comment
+ Select the type of comment

= Document Unavailable - Reason
= General Comment

+ Then select the green "Save" button to close
the pop-up window

Essential Elements of information: Verify Comment

&GramPcnal W o
—

& Gl - FOREY1 25 CTIZ0K (SEI0R - 123

i e -

ncan

DAY AT (R
mm pen

SR FI Panding Mohtaot Resposée

o I 2T

After the Applicant closes out the pop-up window,
retumn to the Required Documents bar.

Add comments to an Essential Elements of

Information: Foe— e s

+ The Applicant selects on the comment that
now appears to the right of the "Add"
comment bubble to verify that the comment
added is accurate
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Essential Elements of Information: Send to FEMA (1 of 2)

Once all documents are aftached to the Project
EEI, the Applicant is now ready to send the
Essential Elements of Information back to FEMA.
There will be green checkmarks that confirm
everything is complete next to each Essential
Element of Information item.

Add comments to an Essential Elements of
Information:

« Confirm that the documents are attached
+ Select the blue “Submit to FEMA" button at
the top right cormner of the page
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Essential Elements of Information: Send to FEMA (2 of 2)

A pop-up window will appear asking if the Applicant
is ready to submit the Essential Element of
Information to FEMA.

Add comments to an Essential Elements of
Information:

+ Enter any further comments necessary into
the text field

+ When complete, select the blue "Submit”
button

Essential Elements of Information: Add Comments: Video Example



Video Demonstration:

Essentizl Elements of Information:
Add Comments
1 his cemonstration will showe b to add

corTiments 1o Essenlial Blements of

nforimataon i Grants Porta

There will Dé no audio in this demonstration

Portal and via email. [ re——ry
Steps to complete the Request for Information, The ° ! _"‘"‘:"
Applicant should: it el 5 hashsfad
[+ Ly d -PIEEN TEAFTRHIM XK "
Togwy -] o -

+ Sign in to Grants Portal

+ Select the bell icon located in the top sight B
comer of the screen

+ Select the "Review" button to the left of the
Regquest for Information

Viewing Requests for Information

Once the Applicant selects the "Review" button,
Grants Portal loads the Request for Information
page. A notification at the top of the page details
the deadline to reply to the Request for Information

Steps to complete the Request for Information. The
Applicant should:



* Expand the "Additional Information" drop-
down list ﬁGranIsPortal A -

* Review the requested documentation under v ]
the "Additional Information” drop-down list 1 Request for Information reeraaas - m

» Scroll down to the “Line [tems” drop-down

list o R
Dkt Pt 14y o e o, "] s et gws.
General Information
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Requests for Information: Upload Documentation
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Applicant begins the upload process.
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Steps to complete the Request for Information. The :.,..,
Applicant should: Lo
+ Expand the "Line ltems" drop-down list B Eelindives :
+ Select the “Upload Line Document” button
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Request for Information: Upload Document Pop-Up

Once the Applicant selects the "Upload Line
Document®, a pop-up window titled "Upload
Document® appears.

Steps to complete the Request for Information. The
Applicant should:

+ Select the "Select Document” button or drag
and drop the document info the dotted box
to uptoad it.

Request for Information: Select Document to Upload

File Explorer opens once the Applicant selects the
"Select Document” button. The Applicant searches



File Explorer for the document and uploads it if
they are uploading it manually.

Steps to complete the Request for Information. The
Applicant should:

+ Select the desired document and select
:Qllﬁp;mmm kevs to

b rate i
S £ e
S BN

BMAT AR
AR 4t St
B LT
AT 45 0
naE i

Ty
n
.
el
Lo
i
|
Ml
i
L
L
A
b
14
=

v B
.

Rt aamt, Gt POUGI homiuriand foliy, - e
Opsa

Request for Information: Document Information

Upiosd Bocament

Once the Applicant selects the appropriate
document, the document information is completed.

Steps to complete the Request for Information. The
Applicant should:

+ Select the Line Item from the drop-down list

+ This defines the document (E.g.,
procurement})

+ Add the document description
+ Add document category type
« Select the "Add Document” button
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Request for Information: Confirm Document Upload
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Applicant should: R Lo
+ Expand the "Documents" drop-down list . : PP Dy i
* Review and confirm uploaded document
» Scroll to the top of the page s i
a L] w ol otk
trateal |j Lumafhms  floes Comulplin il Cdgwy Npbabel Bots [
LE ) L e s b in L NOVNUAN S gy
[T [ ] bbre o Togpors

Submit a Request for Information Response (1 of 2)



After the Applicant ensuras the document was
uploaded cosmectly, the Request for Information %GrantsPortal

response is submitted. m

g neme 1 Requestfor Information rrersazs

it ot

Steps to complete the Request for Information. The £
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Applicant should:
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+ Select the "Submit RFI Response” button at phainily
the top right of Grants Portal )
General nformation
L LI Tt
o AR

Tt Pewdug Spplcnst Rrgonsr

TS S e fr-Orfe b ety b oHL,

Submit a Request for information Response (2 of 2)
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After the Applicant selects the "Submit RFI

Response” button, a pop-up window appears.

Steps to complete the Request for Information. The
Applicant should:

+ Select the blue “Yes" button from the pop-up
window

Responding to Request for Information: Video Example
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The objectives are for either FEMA or the Applicant to develop and validate the project scope of work and cost estimates.
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Phase lll Grants Portal Activities: The Three Project Lanes

As mentioned in the previous lesson, the Public Assistance process segments projects into three lanes based on complexity.



= Completed Work Lane
« Standard Lane
* Specialized Lane

Projects in the Standard or Specialized Lane require the scope of work and cost estimate to be built. Either the Applicant or FEMA, based on the
Applicant's decision, will write the scope of work and cost estimate.

The Censolidated Resource Center is a centralized location where subject-matter experts are available to process grant applications across
multiple incidents. This is where FEMA reviews and creates a project's scope of work and cost estimate. Based on the review, FEMA determines
eligibility. If the project is eligible, it moves onto Phase IV,

Completed Work

During Phase |ll of the Public Assistance process, the cbjeclive is to validate or develop the scope of work and cost estimate of a project based
on codified damages. Pending grant obligation, no further actions are necessary for Completed Work during this phase.

The Completed Work lane can cover all Categories of Work and may require site inspections, though generally they do not.

Standard and Specialized Work
At the beginning of Phase [li, the Applicant will decide between two choices for scoping and costing project(s).

+ FEMA {via the perscnnel at the Consolidated Resource Center)} will develop the scape of work and cost estimate based on the Damage
Description and Dimensions on the Applicant’s behatf
+ The Applicant can choose to develop the scope of work and cost estimale themselves and submit to FEMA for review

In the case where the Applicant chooses to develop the scope of work and cost estimate, FEMA will validate both items and conduct a
compliance review. Personnel from Environmental and Historic Preservatlion, Hazard Mitigation, and Insurance, will also conduct a review if
necessary.

If additional information is required throughout project formulation, or during FEMA's review, the Consolidated Resource Center may process the
Request for Information and the Applicant will receive a notification through the Grants Portal via email. The Applicant will be able to monitor the
progress through the program compliance review process on the Grants Portal.

Applicant-Developed Scope of Work and Cost Estimates

The Applicant works in Grants Portal to develop the B‘BGI'aJ]IS Portal L1
scope of work and cost estimate. If the Applicant m
chooses to develop their own scope of work and e ¢ My Event PA Requests

cost estimates for their project, there are certain S

considerations that should be kept in mind.
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« Does the Applicant have a cerlified engineer
or qualified cost estimator?

» Are documented local costs (unit costs)
readily available?

* Are the recovery operations on a scale,
where taking on scoping and costing is Wi o cac in PrdopitCongaies 1 a “
beyond capacity? ke

+ Does the work require specialized expertise, O tnenn
factors, or considerations? ¥ (o
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The answers to these questions may affect how
the Applicant chooses to approach their scope of
work and cost estimate development.

Applicant-Developed Scope of Work: Navigate to the Project

To begin developing the scope of work, the
Applicant navigates to the Organization tak in
Grants Porial and completes the following steps:

+ Select "My Organization”

+ Select "Applicant Event Profiles”

+ Select the magnifying glass next to the
appropriate event

Once the Applicant selects the magnifying glass
next to the event, Grants Portal directs them to the
"Applicant Event Profile" page.



Steps to create a scope of work. The Applicant
should: &Grants Porta.l
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Applicant-Developed Scope of Work: Project Details
§8GrantsPortal s
XS s, o Detis o ST T
A This projact is pencing Soope & Cons Compietion by Appicant
Fin sonrnaly T (R
Now the Applicant can view the Project Details in A
Grants Portal. Grants Portal displays a notification fretitisy
at the top of the screen stating, "This project is
pending Scope & Cost Completion by Applicant.” Generatnformalion i@
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Applicant-Developed Scope of Work: Scope & Cost Summary
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Steps to create a scope of work. The Applicant z
should:

+ Scroll down to the "Scope & Cost Summary”
drop-down list

« Expand the "Scope & Cost Summary” drop-
down list

 Select the "Complete Scope & Cost" button

e v ey 4 T

Applicant-Developed Scope of Work: Manage Scope & Cost
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Once the Applicant selects the "Complete Scope &
Cost" button, Grants Portal directs them to the
"Manage Scope & Cost” page.

Steps to create a scope of work. The Applicant
should:

« Select the "Scope” tab
+ Select the "Add Scope" button

88GrantsPortal
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Applicant-Developed Scope of Work: Enter Scope of Work

Now the Apphcant is now able {0 enter the scope of
work for the project in the text field.

Steps to create a scope of work. The Applicant
should:

* Enter the scope of work
* Select the "Save Scope” button

The Applicant should always be sure to save all
their work when they are finished entering the
pertinent information for the scope of work.

92GrantsPortal
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Applicant-Developed Scope of Work: Review and Edit

After entering and saving the scope of work, the
Applicant completes the procass of submitting their
scope of work. The Applicant has two options:
submit the scope of work or edit the scope of work
if they see something is wrong.

Steps to create a scope of work. The Applicant
should:

+ Select the "Complete this Scope™ button in
the top right comer of the screen; or

+ If any edits need fo be made, select the
""Edit Scope" button

$8GrantsPortal

i e

T

nﬂ_: [y

= Contents

Replere 27 each el X3S Deskop Computery.

Replece 27 sackh of Dl Uiy Sherp U272 4K Momitors.

Repboot 27 each of Macvsof Sexfct Keybeed wd

Ressoree Replace 2 cach of 3 dewver work desk wish shrsiooes melion, § £T hoag 3 3 FE wide 1 25T high.
Temove sad Replace 21 rach of Staading wack sturion.

Reptace 27 eack of HP b 3t Earpeive M6S 20,

Suplace 23 ek of My Back Yossere perfecs § bog olfimg cheir

Applicant-Developed Scope of Work: Rework

If the Applicant selected 1o edit their scope of work
rather than submit it, they follow this next step the

&



scope of work is updated by unlocking it, making

the necessary changes, and repeal, then go &Gl‘a.nts Pbl‘tal &
through the process of submitting the scope of “ :

work again. vy = =

Steps to create a scope of work. The Applicant
should: L

» Select the "Unlock for Rework™ butten
» Edit the scope of work
+ Select the “Save Scope™ button

« Select the "Complete this Scope™ butten
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Applicant-Developed Scope of Work: Video Example
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Watch the video on the Applicant-developed scope of work.

Applicant-Developed Cost Estimate: Add the Project Cost

$BGrantsPortal Atmtaton.
Adding the cost estimate is very similar to the H . i

process of adding a scope of work to a project. The “mn=

Applicant adds the costs on the "Manage Scope & s el b g « o B
Cost” page, the same location where the scope of
work was added. e e ap o
Steps to add costs. The Applicant should: e
[ L% L L] - - oy g [Ty [
+ Select the "Cost" tab o Ao
+ Expand the "Work to be Completed" drop- :‘ ....
down list ' Seiylnieta oent
« Select the "Add Cost” drop-down list
+ Select cost source (e.g. FEMA Cost Codes. e T gy
Applicant Provided Costs, Contract/Vendor
Costs etc.) O —— | o
* Select "Contract/Vendor Costs"
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Applicant-Developed Cost Estimate: Enter Cost Information

After selecting the "Contract/Vendor Costs™ a pop-
up window appears. From the pop-up window, the
Appticant can enter all relevant cost information.

Steps to add costs. The Applicant should:

+ Select "FEMA Cost Code”

» Enter the cost description in the appropriate
field

+ Enter the quantity

+ Select the unit

+ Enter the unit price

+ Enter the city adjustment factor (if
applicable)

« Select "Add item” at the bottom of the pop-
up window

Applicant-Developed Cost Estimate: Edit or Remove a Cost Line ltem

$Grants Portal St e
e s
T o tumbori St - o
Once the Applicant selects the "Add Item™ button,
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Applicant-Developed Cost Estimate: Complete Scope and Cost
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The Applicant can make any last-minute changes - ° z
to the cost estimate on the "Manage Scope and
Cost” page. pir—r
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+ Select the orange "Unlock for Rework" Sl Rt ot - e
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Applicant-Developed Cost Estimate: Video Example
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Video Demonstration:

Applicant-Developed Cost Estimate
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Finalizing the Applicant-Developed Scope and Cost: Submitting to FEMA

The previous step will bring the Applicant back to
the "Project Details" page. To submit the scope and
cost, select the green button in the top right corner
of the screen labeled "Submit for Validation.”

The general project information such as the Project
Number, Category of Work, Project Title and type,
and status are visible in the screen. The Applicant
should verify that these details are al correct, and
if not, make the necessary edits.

+ If everything is correct, select "Submit for
Validation™
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Finalizing the Applicant-Developed Scope and Cost: Confirm Submit

After selecting on the *Submit for Validation”, a
confirrmation window will appear on the screen. It
wili read, "Are you sure you want to submit the
project's Scope and Cost to FEMA for validation?
You will no longer be able to modify the Scope and
Cost for this project.”

« If ready to submit, select "Yes"

FEMA Review of the Scope of Work and Cost Estimate

After submitting the scope of work and cost estimate, FEMA will conduct a compliance review. If additional information is required throughout
project formulation, the Consolidated Resource Center will process the Request for Information and the Applicant will receive a notification
through Grants Portal via email.

Throughout the scoping and costing process, the FEMA Program Delivery Manager will continue to work with and support the Applicant. The
Program Delivery Manager will coordinate with the Consolidated Rescurce Center personnel regarding project development.

The Program Delivery Manager is responsible for:

» Ensuring the correct documents (scope of work and cost estimate} are uploaded into Grants Portal

» Coordinating with Consolidated Resource Center personnel, sharing information and maintaining situationa! awareness
» Following up with the Request for Information documents requested to the Applicant

+ Reviewing the draft scope of work and cost estimate

« Reviewing the project with the Applicant and discussing any edits

Recipient Review of the Project and Applicant Approval

The Recipient will review the project (including the most important sections of the project such as the Damage Description and Dimensions,
scope of work, and cost estimate) in Grants Portal.

The Applicant will receive a netification when the scope of work and cost estimate are complete through Grants Porial via an email notification.
The Applicant will review and electronically sign the scope of work and cost estimate in Grants Portal.

The following slides outline the process for reviewing and submitting a project with a complete scope of work and cost estimate.



Reviewing, Signing, and Submitting a Project: Signing (1 of 4)
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When the Applicant is notified that the scope of work and cost estimate require approval, navigate =T
back to the "Project Details" section. To sign and submit a project, select the green button at the top s
right corner of the screen labeled "Sign DDD/Scope/Cost.” e =
« Select the green "Sign DDD/Scope/Cost” button. o

Reviewing, Signing, and Submitting a Project: Signing (2 of 4)
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Reviewing, Signing, and Submitting a Project: Signing (3 of 4)

RGrants Foreal - a—
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Signing the Project p—
+ After the Applicant reviews the contents of !
the scope of work, cost estimate, and all Hi
other components of the project, select the Jmsre mell = -
button to sign and submit the project i e

+ At the bottom of the section in the "Sign
Document" bar, there is a text field where

M andves
the Applicant types their name, the date of
signature, and selects on the orange button :
labeled "Click to Sign" o)
i Geacie -

Reviewing, Signing, and Submitting a Project: Signing (4 of 4)

After selecting the "Click to Sign” button, the "Sign
Document™ pop-up window will appear.

+ Enter the Applicant's full name in the "Print
Name" text field

+ Select the "Signature Style" from the drop-
down menu

« Enter the Applicant’s Grants Portal
password

+ Select the green "Sign" button at the bottom
of the pop-up



Reviewing, Signing, and Submitting a Project: Submit (1 of 2)
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« If the Applicant is ready to submit the final
project, select the green "Submit" button in e . wn o powET

the bottom right comer of the screen

Reviewing, Signing, and Submitting a Project: Submit (2 of 2)

Confirm Submit

After selecting the "Submil” button, the "Confirm .

. . N 3 ot B oY T A L
Submit” pop-up window will appear. A - —

+ Select the blue "Yes" button to submit, or
"No" in order to return to the project and
make any final edits

When selecting “Confirm Submit" the Grants Portal
will state:

“Are you sure you want to Submit? Please ensure
you have reviewed the Damage Description and
Dimensions and Scope and Cost Information on
this page."

Reviewing, Signing, and Submitting a Project: Video Example



Video Demonstration:
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Wiatch the video on reviewing, signing and submitting a project.

Reviewing, Submitting, and Signing a Project: Best Practices

When reviewing, submitting, and signing a project in Grants Portal, the Applicant should use the following best practices to ensure everything is
correct.

+ Compare the Damage Description and Dimensions to the Scope of Work to ensure all iterns that were damaged are included in both
areas even if the repair has been completed

* When reviewing the cost estimale, ensure all costs from the provided documentation are included in the cost estimate (e.g..
freight/shipping, mobilization/demobilization, contract costs)

+ Review any Hazard Mitigation Proposal and coinciding documents

If any items are not correct or included, the Applicant should notify and discuss the issue with their Program Delivery Manager immediately.

FEMA-Developed Scope of Work and Cost Estimate

If the Applicant chooses to have FEMA complete the scope of work and cost estimate on their behalf, FEMA will have the following
responsibilities throughout the formulation process.

The FEMA Program Delivery Manager is responsible for:

» Meeting with the Applicant to achieve full document disclosure



= Achieved through continued use of Essentia! Etements of Information
= May be requested through the Request for Information process

* Assisting the Applicant with uploading supporiing documentis into Grants Portal

« Coordinating with Consolidated Resource Center personnel, sharing information and maintaining situational awareness
* Work to resolve the Request for Information sent to the Applicant

* Reviewing the draft scope of work and cost estimate

» Reviewing the project with the Applicant and discussing any edits

Once the project reviews are complete and the Program Delivery Manager concurs with the project, the Recipient Point of Contact is notified.
Once the Recipient concurs on the project, the Program Delivery Manager approves the project and sends the project to the Applicant for review
and concurrence in Grants Portal. The Program Delivery Manager will contact the Applicant to discuss the project,

Applicant Responsibilities under a FEMA-Developed Scope of Work and Cost Estimate
The Applicant is responsible for:

+ Answering the Requests for Information by uploading the requested documentation in Grants Portal and notifying the Program Delivery
Manager

+ Reviewing the project and providing concurrence in Grants Portal

+ Being proactive in communicating any issues with the Program Delivery Manager

If the Applicant wants changes made to the project, the Applicant witl send the project back through Grants Portal and contact the Program
Delivery Manager.

Lesson 5 Summary

In this lesson, participants learned about development of the scope of work and cost estimates for Standard and Specialized work in the Grants
POﬂ@Le Lef/Riaht Arow kevs 1o

The next lesson explains the use of the Emergency Management Mission Integrated Environment for reviews and obligation, the monitoring of
reports in Grants Portal, and customization of Dashboard items.

Lesson 6 Overview and Objectives

The lesson describes the use of the Grants Portal to monitor the approval process for scope of work and cost estimates.
Upon completion of this lesson, participants will be able to:

» Explain the reviews and obligation processes in Emergency Management Mission Integrated Environment
« Define the reporting and monitoring process as it relates to Grants Portal

Phase IV: Obligation

This is Phase IV of the Public Assistance pracess: Obligation.

The objective is to obligate projects, complete the Recovery Transition Meeting with the Applicant, and transition Field Operations to the Region.
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Note: Al Projects are completed in Emmie

Emergency Management Mission Integrated Environment as the System of Record

The Emergency Management Mission Integrated Environment is the software that the Recipient will use to complete the process of the funding
and approval of grants.

All information from Grants Portal including project documents will be copied and entered into the Emergency Management Mission Integrated
Environment software. Once all additional reviews, including Recipient review in this software, the project is then copied and transferred into
Grants Portal for Applicants to be able to see the final version of the project prior to grant obligation.

The Recovery Transition Meeting



This phase is the conclusion of the Public Assistance process with FEMA and Applicant will be able to view the details of the Recovery Transition
Meeting in Grants Portal.

The Recipient and the Applicant should come prepared to the Recovery Transition Meeting to ask any last questions to the Program Delivery
Manager.

Recipient Responsibilities:

« Coordinate with the Program Delivery Manager in order to attend the Recovery Transition Meefing
« Assist the Applicant by asking questions of the Program Delivery Manager
* Ensures all the required Recipient forms are completed

Applicant Responsibilities:

« Ask clarifying questions about the closeout process

+ Identify audit requirements

+ Ensure that all damages have been captured and placed into a grant

+ Sign the Recovery Transition Meeting form during the meeling and then electronically sign in Granis Portal

Signing the Recovery Transition Meeting (1 of 7)
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Signing the Recovery Transition Meeting (2 of 7)
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Signing the Recovery Transition Meeting (3 of 7)

The Applicant is now able to view the "Recovery
Transition Meeting" section. There are tabs across
the top labeled:

+ "Recovery Transition Meeting”
* "RTM Checklist"



« "Notes”
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Signing the Recovery Transition Meeting (4 of 7)
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Signing the Recovery Transition Meeting (5 of 7)
PGrants Portal PR
After selecting the "Sign RTM" button, the “Sign LRl ,, .. :
Recovery Transition Meeting” page will appear and % === # Sign Recovery Transition Meeting == -
a summary of the Recavery Transition Meeting
details will be at the top of the page. There will also Plast i and egn
be reminders for the Applicant regarding how to e —
reach the Program Delivery Manager. The Program et - R
Delivery Manager upon the completion of the ot
Recovery Transition Meeting, will answer questions . o rorient
n the Grants Portal based on the information from ““’“"“"“"““""‘“‘;":‘:‘“"‘"""‘ o
that meeting. The Program Delivery Manager will o o o
then send via Grants Portal the infermation to the R
Applicant 1o sign.
+ After reviewing the information, the e . = = R
Applicant selects the orange "Click to Sign™ SR gt
button at the boitom of the page to sign the wasimt Supaicehers -

Recovery Transition Meeting

Signing the Recovery Transition Meeting (6 of 7)



After selecting the "Click to Sign™ button, a pop-up
window will appear. There is a series of fields that
must be completed with the following information.

« Type the Applicant's name

+ Selact the desired font style for your
signature

+ Enter the Grants Portal password

+ Select the green *Sign" button

Signing the Recovery Transition Meeting (7 of 7)

aGmmsmrt&l B n e +
nmemn & Sign Recovery Transition Meeting =3 -
Plesse review and 50
Once the Applicant has signed the Recovery Transition - . -
Meeting, the pop-up box will clese, and Grants Portal will o s o
return to the “Sign Recovery Transition Meeting" page. e c—
» Once ready, the Applicant can select the green [
"Submit" button in the top right comer of the screen
[
AY
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Signing the Recovery Transition Meeting: Video Example



Video Demonstration:

1

Signing the Recovery Transition

Tonet

Vieeting

This geamonsiration will show Lo 1O sign
the Recovery Transiton Meeling

Grars Ponal

Thede will be nd audio In this demonstration

]
Customizing the Grants Portal Dashboard: Creating Tiles (1 of 2)

88GrantsPortal i

“. womeme & My Event PA Requests

umn;nm
Creating Tiles Yrown. A s Apind S BOTA
+ The Applicant/Recipient logs into Grants Portal and
navigates to "Applicant Event Profiles.” wra Avkedh . L e
+ Select the "Filters" arrow to expand it and filter the

P 0 1 Belomnator
items to create the tile P

* Select items to be filtered
+ Select the yellow star icon in the top right comer of

5 a L IR CaLans
the "Filters” arrow
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Customizing the Grants Portal Dashboard: Creating Tiles (2 of 2)



Selecting the yellow star icon will result in creating
a tile on the Dashboard. When the
Recipient/Applicant navigates back to the
Dashboard the new file will appear.

Customizing the Grants Portal Dashboard: Creating Widgets (1 of 4)
88GrantsPortal

Durgaboar

1 Your dashboard has no tiles!

Widgets are applications or components of an
interface, that enable a user to perform a function

or access a service. The Dashboard Is a great place to put the

! - Grants Portal data that you care about the most.
Applicants and Recipients can focate and add ) o R =73
widgets to their dashboard by navigating to the & abpece :wmm’;”mm, r n

task pane on the left side of the dashboard. e s ) s e

- Select *Intelligence” S R s

» Select "Widgets"

Customizing the Grants Portal Dashboard: Creating Widgets (2 of 4)
$8GrantsPortal
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On the "Widgets” page, the Recipient can view the PRRTEIITNEY icoscae ik Coban Sovi kot stins
complete list of widgets available. 8 i S —
« Select the green "Add to Dashboard" button T nemineo Shomg lrvageraa g
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Customizing the Grants Portal Dashboard: Creating Widgets (3 of 4)



After selecting the green "Add to Dashboard”
button, the "Select Widgets" pop-up window will
appear. Aded Widgel - Appbcant Siatus Colsmin Chart

+ Select the event from the drop-down list
+ Select the Widget size ;
+ Select the green "Add" button e T e

L

*r

Customizing the Grants Portal Dashboard: Creating Widgets (4 of 4)
$8GrantsPortal .
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The Applicant or Recipient navigates back to the et |
Dashboard in order to view and confirm the [
creation of the new widget. .
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Reports and Monitoring: Customizing the Grants Portal Dashboard: Video Example



Video Demonstration:

eporting and Monitoring:

Customizing the Grants Fortal
Dashboard

nonstration will show hove (o

o he Grands Portal Dashboand

There will b no audio In this demonstration

In trus l@sson, partiipants leamed about the use of the Emergency Management Mission Integrales
monitoring of reports in Grants Porial and customization of Dashboard items.

The next lesson includes a review of the course and the key points from each lesson.

Lesson 7 Overview and Objectives
This lesson will review the course objectives. Participants will take a Post-Course Assessment and complete the Course Evaluation Form.

At the end of this lesson, participants will be able to summarize the content of the course.

Course Objectives
In this course, the participant should now 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 Objectives

Lesson 1 covered the administrative reguirements, course goal and objectives, and provided an overview of the management and coordination
capabilities of Grants Portal.



The participant should now be able to:

« ldentify administrative requirements of the course
+ State the goals and objectives of the course
+ Describe the Grants Portal capabilities and information needed across all four phases

Lesson 2 Objectives

Lesson 2 covered the capabilities of the Grants Portal and covered all the necessary information to establish and manage profile accounts, as
well as information management in the Grants Portal including receiving notifications and uploading required documentation.

The participant should now be able to:

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

Lesson 3 Objectives

Lesson 3 covered Phase I: Operational Planning in the Public Assistance process including key steps such as submitting a Request for Public
Assistance, and the information requirements to validate the request and initiate project formulation in the Grants Portal.

The participant should now be able to:

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

Lesson 4 Objectives

Lesson 4 covered Phase Il: Damage Intake and Eligibility Analysis of the Public Assistance process including capturing the Applicant's incident-
related damage in Grants Portal.

The participant should now be able to:

» Describe the key steps for capturing Applicant’s incident-related damage in Grants Portal during Phase Il of the Public Assistance process

Lesson 5 Objectives

Lesson 5 covered Phase |1l: Scoping and Costing of the Public Assistance process, including the development of the scope of work and cost
estimates for Standard and Specialized work in the Grants Portal, as well as the use of Grants Portal to monitor the approval process for scope
of work and cost estimates.

The participant should now be able to:

+ Describe the key steps for developing the scope of work and cost estimate in the Grants Portal

Lesson 6 Objectives

Lesson 6 covered Phase |V: Obligation of the Public Assistance process, including the use of the Grants Portal to monitor the approval process
for scope of work and cost estimates.

The participant should now be able to:

« Expiain the reviews and obligation processes in Emergency Management Mission Integrated Environment
» Define the reporting and monitoring process as it relates to Grants Portal

Course Summary

The course is complete.

This course presented how the State, Local, Tribal, and Territorial Recipients and Applicants will be able to use Grants Portal as it perfains to the
Public Assistance Program.



