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Creating Password for a
New Account




Applicant Receives Access Email

From: support@pagrants.fema.gov [mailto:support@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 username and password:

Username: comanager@subrecipientcountyga.com
Password: LIE1kAvc!%

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

~

Click hyperlink to
go to Grants Portal

-FEMA PA Support Team

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

J



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

Password Wizard

l Click Next I




Create New Password

Step 2:
Click Next

( Step 1:
Type New
\\ Password




Create Security Question

e )

Step 1: Select Step 2:
Security Click Next
Question and
\L Answer
%




Review Information

Step 1:
Review
Information

/ Step 2: Click ]

Submit




Congratulations Screen

Click Return to
Login Screen

|

10



Re-Login to Grants Portal

Enter User Name
and NEW Password

11



Privacy Notice Pop-Up

Click Accept



Attention Pop Up Box

Click Accept



Dashboard



Create User Accounts

Add Personnel



Add Personnel

[ Click Create }/




Complete Personnel Information

222222222222

Step 1:
- Complete
Information

Jy Click Save ]
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Provide Roles to Personnel

Click Manage

18



Organization Roles

[ Click Ma@

19



Grant/Edit Roles

{

Step 1: Click
the Box

Place mouse over “?”
for definition of role

|

Save

4 )

Green check will
allow personnel to
perform those

Step 2: Click

%nctions )

20



Manage User Accounts



Organization Profile - Manage User Accounts

Step 1: Click }

\\ Organization Personnel

e
Step 2: Click magnifying}

L glass
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Organization Profile - Manage User Accounts

Step 1: Click arrow to
open Roles bar

[ Step 2: Click Manage };

23



Grant/Edit Roles

{

Step 1: Click
the Box

Place mouse over “?”
for definition of role

|

Save

4 )

Green check will
allow personnel to
perform those

Step 2: Click

%nctions )

24



Organization Profile

Facility
Locations



Add Locations to Profile

Step 1: Click My
Organization

Step 3: Click

Manage

Step 2: Click
Organization Profile

Step 3: Click Manage
on Location bar

26



Add Locations

{ Click ADD ‘/




Enter Facility Location Pop-up Box

[ Step 2: CIickér%

-

\

Step 1: Enter
Address

~

J

28



Save Location

[ Click Save \{

29



Register Organization
from Recipient
Invitation




Organization Information from Recipient
Invitation

Step 2:
Click Next

Step 1: Enter
DUNS Number

31



Enter Contact Information

-

Step 1: Enter

N

Contact
Information

Step 2: Click
Next

32



Enter Location Information

Step 2:
Click Next

Step 1: Enter
Primary
Location

Information

33



Add Applicable Counties with Facilities

Step 1: Click Add
next to the County
the facilities are

located

—=~

unties where a Facility exists

Step 2: Click
Next

34



Verify Information

Click Next

35



Submit Information




Confirmation of Submittal



Email Confirmation of Submittal

From: support@pagrants.fema.gov [ mailto:support@pagrants.fema.gov]
Sent: Wednesday, February 01, 2017 2:36 PM

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

Hello Sherry,

You have successfully initiated an Org Account Request. You will receive another notification whether
the request is approved or rejected.

-FEMA PA Support Team

FEMA-PA-Support@ FEMA.DHS.Gov
hitps://pagrants.fema.gov

38




Submit Request For
Public Assistance (RPA)



My Organization Dashboard

-

Click hyperlink “Please click here

~

to begin RPA submission process”

J

40



Start Request Public Assistance Process

Click Next




General Information

Step 2: Select
Yes or No

Step 1:
Select Event
Step 3:
Click Next

42



Primary/Alternate Contact Information

Step 1: Select
Primary
Contact
Step 3:
Click Next

Step 2: Select
Alternate
Contact

43



Verify/Change Primary Location & Mailing Address

Step 1: Verify\
Primary
Location or
Click ChangeJ

Step 2: Verify

Mailing Step 3:
Address or Click Next
Click Change

44



Other Information/Comments

Step 1: Enter

Additional
information/
_ Comments )

Step 2:
Click Next

45



Review Request

Step 1: Review
Information

Step 2: Click
Submit

46



Congratulations Screen

47



Private Non-Profit
Submit Request For
Public Assistance (RPA)



Private Non-Profit Request for Public
Assistance

Click
Next




General Information

Step 2: Select
Yes or No

Step 1:
Select Event
Step 3:
Click Next

50



Primary And Alternate Contact Information

Step 1: Select
Primary
Contact
Step 3:
Click Next

Step 2: Select
Alternate
Contact




Verify/Change Primary Location & Mailing Address

[ Step 1:Verify\
Primary
L Location or

Click Changej

Step 2: Verify
Mailing
Address or
Click Change

Step 3:
Click Next

52



[(# Request Public Assistance

€ Contacts O Addrezzes © PNF Info

FEMA and Szate personne] will use this questionnaire to determine the eligibility of specific facilities of an approved Private Mon-Frofit (FHP) organization (See
44 CFR206.221). Cwners of critical facilities (.=, power, water (including providing by an imigation organization or facility, if it is not provided solely for n e I
ETigation purposes), SEWer, WastEwater trestment, communications and emergency medical care) can apphy directly to FEMA for assistance for emergency

work (debriz removal and emergency protective measun=s) and permanert work {r=pain restore or replace a damaged Facili

). Owners of non-critical faclities

can apply diectly to FEMA for assistance for emengency work, but must first apply to the LS. Small Business Admiristration (SBA) for assistance for

L]
permarent work. | the swier of a non-critical facility does not qualify for an SBA loan or the cost 55 repair the damaged facility coeeds the SEA loan amount,
the owner may apply to FEMA for assistance.

Mama of the damagad faciity and lccation St. Peter Church

Wiat wes tha primary purposs of tha damaged Taclity? Public religious facility

4 )

P . Step 1: Enter
Whe ey s the TaciftyT Open to the Public and answer

= thers: & fea 0 B5a tha TaciityT o Y= @ No questions
WS The Taclity In s ot the ime of the disasherT @ Vo= D Mo /
it the Tociity usiin darrogs 2o o dirct reslt of th dsachar? @ Ves D -
Whiat typa Of SEEISAENCS |5 Being reauested? Public Azsistance
Dioss tha PP onganization own tha facity? @ Vs o Ha

Frowide Proof of Themarship. %, Attach Proof of Ownershin Step 2: CI iCk the
Doastha PHE crganization hava B legel rasponsiblity 10 repalr the faclity? ® v (O ho blue items to
WmWﬂ-ﬂxjm\-—:HRy 'wa»C:;—.L:r :;of Legal Respansibility, attaCh req u i red
o document
/

Prosfda Cogy of Insumsncs Ballzy % Attach Copy of Insurance Palicy

AcdEional INformation of comments

Additional Documentation

Fleasa provide valkd Chartar andfor By-Laws % Attach Charter and/or By-Laws

Step 3:
Click Next

Plagss provida walld Accrediction % Attach Accreditation
Pleasa provid valld Tax Exomgtion Carttficata % Attach Tax Exemption Certificate

= PREY



Attaching PNP Required Documents

Click Upload
New




Add PNP Required Document

Click Select
Document




Upload PNP Required Document

Step 1: Click
Select
Document

Step 2: Click
Open

56



Add Document

Step 1: Review
Information

4 Step 2: Select
Category
Document Type

Note: Multiple Category
Qypes can be added

|

Step 3: Add
Document

I
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Attach Document

|

Click Attach
Selected

58



Other Information/Comments

Step 1: Review
Information

Step 2: Click
Next

59



Review Request

Step 1: Review
Information

| Step 2: CIick\Su/bmiiJ
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Congratulations Screen

61



Small Business
Administration (SBA)

Note: This section can
only be completed
after your Organization
is determined eligible
and a Program Delivery
Manager has been
assigned



Applicant Event Profiles

Step 1: Click My Organization J

Step 2: Click arrow on Applicant
Event Profiles to expand

Step 3: Click the
Magnifier glass to
select the event

63



Applicant Event Profile

Scroll down to PNP
Information Bar

|
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PNP Information Bar

Step 1: Click to expand bar J

<[Step 2: Click SBA Loan Tab J

Step 3: Click
Manage on SBA
Loan Documents

65



Manage Event PA Request SBA Documents

Click Add
Document




Add SBA Document

Click Select
Document




Select SBA Document

Step 1: Select
Document

|

Step 2: Click
Open

f/
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Upload SBA Loan Document

Step 1: Add
document
description

Step 2: Click Add Document J

69



Edit Uploaded Document

Click page icon to go back
to Event Profile page

Click Edit to change document description and name }

Click Remove to delete Document }

70



SBA Loan Determination

Click Make an SBA Loan
Determination

|

/ Note: Start this process after\

receiving the determination letter
from SBA.

If this section is not present, ask
Program Delivery Manager to
Reset SBA Loan Information on
the PNP Information bar, in the

K SBA Loan tab /

71



SBA Loan Determination Questions

4 Step 1: N

Answer
ALL

\Questionsj

[Step 2: Save g

72



Confirm SBA Loan Information Questions

Step 1: Expand PNP
Information bar
A[Step 2: Click SBA Loan tab }

Step 3: Expand
SBA Loan

Information

73



Damage Inventory
Template



Applicant Event Profiles

Step 1: Click My Organization J

Step 2: Click Applicant Event Profiles J
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Manage Damage Inventory

Step 1: Scroll
down to Damage

Inventory Bar

Step 2: Click
Manage

76



Download Damage Inventory Template

{ Step 1: Click Impoi

[Click Import then select

Download Template

77



Download Damage Inventory Template Pop-Up Box

%]

You have chosen to open:

@i ...emplate - Glenville - PDMG0125 - 4332DR (4332DR - 125).xIsx

which is: Microsoft Excel Worksheet

[ Step 1: Click Open With

from: https://grantsportal-demo-site.azurewebsites.net

What should Firefox do with this file?

Open with  Microsoft Excel (default) -/

(O SaveFile

Do this automatically for files like this from now on.

QK Cancel

[ Step 2: Click OK }

78



Enable Editing




Complete Damage Inventory Template & Save

|

Complete each column then
save on your computer

DO NOT CHANGE TEMPLATE OR SKIP LINES



Upload Damage Inventory Spreadsheet

{ Step 1: CIick&
Click Import and select
Upload Spreadsheet

81



Select Damage Inventory Spreadsheet

Step 1: Click on the
saved template

Step 2: Click
Open

82



Damage Inventory Template with Errors

Step 1: Verify
Errors or Warnings

Step 2: Click
Cancel Import

Note: All areas with errors will be
highlighted in red. Correct the errors on
Excel Template form, then import again

83



Cancel Import

[Click Canceﬁ

84



Import Damage Inventory Template With No Errors

Step 1: Check
Errors & Warnings
[ Step 2: Click Comﬁ

85



Commit Import Pop-Up Box

[ Click Commitlmﬁ




Damage Inventory Template Upload Log

Uploaded Damage
Inventory

A




Damage Inventory

Add Single
Damage



Applicant Event Profiles

2 Step 1: Click Applicant Event Profiles J

Step 2: Click
Magnifying glass

89



Manage Damage Inventory

Scroll down to Damage
Inventory Bar
[ Click Manage ]7

90



Add A Single Damage

[ Click Add Dﬁ




Select Damage Type

|

Click Standard
Damage

64



Add Damaged Site Information

Step 2:
Click Save
T

Step 1:
— | Complete
Information

93



Edit Damage Inventory



Applicant Event Profiles

2 Step 1: Click Applicant Event Profiles J

Step 2: Click
Magnifying glass

95



Damage Inventory Bar

Scroll down to Damage
Inventory Bar

[ Click MaQ

96



Edit Damage Inventory

Click Edit



Edit Damage Information

~
Step 2:
Click Save
k""Ck Save

—

| Step 1: Edit
Information

98



Upload Documents



Master Policy
Documents
(Insurance, Payroll,
Procurement, Union
Contracts) -

Uploading Documents

Org.

Documents Profile

Pertain to
Multiple Projects

Applicant
Event Profile

~

Documents for
Specific Project
(Photos, Timesheets,

Invoices
b

Project

4 Documents for
Specific Damage
(Photos,
Timesheets,
\_ Invoices)

100



Upload Insurance
Documents In
Organization Profile




Upload Insurance Document

Step 1: Click My
Organization

Step 2: Click
Organization Profile

Step 3: Click Upload
Insurance Document
102




Upload Insurance Document

-

N\

Click and drag

add file

_

document or click to

J

103



Select Insurance Document — Pop-Up Box

Step 1: Select the
document to
upload

Step 2: Click
Open

104



Add Document Description & Category Type

Step 3: Select
Document Type
Click Edit




Add Document Description & Category Type

Step 1: Write
description of

document

Step 2: Click the
Category box

Step 3: Select
Document Type

Step 3: Click to select
document category type

106



Add Insurance Documents

~
Repeat uploading
if additional %
documents
o

Click Upload Pending
Document

107



Upload Documents in
Organization Profile

These documents
apply across
multiple events.




Upload Organization Documents

Step 1: Click
Organization Profile

Step 2: Click
Upload

109



Upload Insurance Document

-

N\

Click and drag

add file

_

document or click to

J

110



Select Insurance Document — Pop-Up Box

Step 1: Select the
document to
upload
Step 2: Click
Open

111



Add Document Description & Category Type

Click Edit




Add Document Description & Category Type

Step 1: Write
description of

document

Step 2: Begin typing
type of document in
the Category box

Step 3: Click to select
document category type

113



Add Document Description & Category Type

[ Click Save %




Add Insurance Documents

-

4 Step 1: Repeat

uploading any
additional
documents

-

Step 2: When all
documents are
uploaded, click Upload

_ Pending Document )

115



Manage Uploaded
Documents In
Organization Profile




Manage Organization Uploaded Documents

Step 1: Click
Organization Profile

Step 2: Click
Manage

117




Edit Document Name

%ck Edit ]



Edit Name

Step 1: Edit
information

Step 2: Click
Save Changes

119



Remove Documents

Click Remove

120



Delete Confirmation Pop-Up Box

Click Yes




Upload Documents In
Applicant Event

These documents
apply only to one
event.




Add Documents To An Event

Step 1: Click Applicant
Event Profiles

Step 2: Click the
Magnifying Glass

123



Applicant Event Profile Document

[ Click U;_J



Applicant Event Profile Document Upload
— Pop Up

Drag and drop file\

in this box or
Click to Select
Document
J

125



Document Upload — Pop Up

Step 1: Click to
select document
@CIick Open}

126



Edit Document Information

Click Edit




Edit Document Information — Pop Up Box

Step 1: Type
description

Step 2: Click to
select type of
document

Step 3:
Click Save

128



Manage Documents In
Applicant Event

nese documents
apply only to one
event.




Locate Documents Uploaded To An Event

Step 1: Click Applicant
Event Profiles

Step 2: Click the
Magnifying Glass

130



Manage Applicant Event Profile Document

[ Click Ma&



Edit Upload Document Information




Edit Applicant Event Profile Document

Step 1: Edit
) ) —=
information

Step 2: Click
Save Changes

133



Remove Documents

Click Remove to
Delete document

134



Delete Document Confirmation Pop-Up Box

Click Yes to Delete
document

135



Upload Documents to
Projects

These documents will

eventually be attached to
the Essential Elements of
Information.



Locate Event

Step 1: Click Applicant
Event Profiles

Step 2: Click the

Magnifying Glass

137



Locate Event Project

Step 1: Scroll down and
click on arrow to
expand the Projects bar

Step 2: Click the
Magnifying Glass

138



Upload Event Project Document

Click Upload



Upload Event Project Documents

Drag and drop files in
the box OR click to
select files to upload

140



Document Upload — Pop Up Box

Step 1: Click on the document
to upload

4{ Step 2: Click Open J

141



Edit Project Document Information

Click Edit




Document Description And Category Tag

Step 1: Change
Step 2: Add document name for
better description name

Document L
Description
Step 3: Select Category
(Document Type)
[_Sé} Click Save J

143



Manage Documents In
Projects

These documents will

eventually be attached to
the Essential Elements of
Information.



Locate Event

Step 1: Click Applicant
Event Profiles

Step 2: Click the

Magnifying Glass

145



Locate Event Project

Step 1: Scroll down and
click on arrow to
expand the Projects bar

Step 2: Click the
Magnifying Glass

146



Manage Project Document

Click Manage

147



Edit Project Documents




Edit Project Documents Pop-Up Box

[ Step 1: Edit }
) ) —=
information

Click Save
Changes

149



Remove Project Documents

Click Remove

150



Confirm Delete Project Documents Pop-Up Box

Click Yes




Upload Documents To
Damage Inventory

These documents will
eventually be attached to
the Essential Elements of
Information and pertain to
specific damages.



Applicant Event Profiles
/{ Step 1: Click Applicant }
Event Profiles
E: Click the }
Magnifying Glass

153



Applicant Event Profile Damage Inventory

Step 1: Expand the Damage
Inventory bar

Step 2: Click Options
Select View Damage Details

154



Damage Details Documents Bar

[ Click Up@

155



Upload Damage Documents

click to select files to

Drag and drop files OR
upload

156



Select Damage Document Upload — Pop Up

Step 1: Click to select the
document to upload

Step 2:
C||Ck Open 157




Edit Damage Document Information

Click Edit




Add Document Description & Category Tag

Step 1: Add Document
Description

Step 2: Select
Document Category

[ Step 3: Clicﬁ

159



Save Uploaded Document

-

Step 1: Continue to
add documents by
click and drag or

u selecting files

Step 2: Click Upload
Pending Documents

160



Manage Documents
Uploaded to Damage
lnventory



Applicant Event Profiles
/{ Step 1: Click Applicant }
Event Profiles
E: Click the }
Magnifying Glass

162



Applicant Event Profile Damage Inventory

Step 1: Expand the Damage
Inventory bar

Step 2: Click Options
Select View Damage Details

163



Damage Details Documents Bar

[ Click Ma&

164



Edit Damage Inventory Document

Click Edit to edit
document information

165



Edit Damage Inventory Document

[ Step 1: Edit }
) ) —=
information

Step 2: Click
Save Changes

166



Remove Damage Inventory Document

Click Remove

167



Remove Damage Inventory Document
Confirmation Pop-Up Box

Click YesL}




Upload Documents Using

Document Uploader
Wizarad

ad -:.: H'E,
Documents can be ? - /

; e
uploaded on all
%

evels using the
Document Wizard.




Locate Utilities Menu

Step 1: Click
Utilities to expand

Step 2: Click
Document

Uploader

170



Select Location of Document

4 N

Step 1: Use Drop Down
Lists and select Event and
__| either Project or Damage
upload location or leave
blank for Organization

N /

Step 2: Click
Select Document 17




Document To Be Uploaded Pop-Up Box

Click on File
to Select

Ve

Click Open




Document Description And Category

Step 1: Enter
Document Step 2: Click on
Description Category and Select
Document Type

Step 3: Click Upload
Document To Damage
173




Upload Additional Documents

Click on Click Here to navigate to
uploaded document location

Click on Click Here to upload another document ]

174



Essential Elements of
Information (EEI)

Answering
EEl Questions



Applicant Event Profiles
/{ Step 1: Click Applicant }
Event Profiles
E: Click the }
Magnifying Glass

176



Locate Event Project

Step 1: Scroll down and
click on arrow to
expand the Projects bar

Step 2: Click the
Magnifying Glass

177



Manage Project Essential Elements Of
Information (EEI) Answers

Click Manage EEI
Answers



Answer EElI Questions

Step 1: Click to select EEI
and ensure it says
“Applicant”

[Step 2: Click Yes or N0j7

179




ldentify Required Documents

-

=

Hover mouse over
green box to identify
required documents

~

J

180



Save Answers To EEl Questions

Click Save

181



Answer Additional EElI Questions

Click to select
additional EEI
Questions

182



Essential Elements of
Information (EEI)

Reviewing
Answers to EEl
Questions



Applicant Event Profiles
/{ Step 1: Click Applicant }
Event Profiles
E: Click the }
Magnifying Glass

184



Locate Event Project

Step 1: Scroll down and
click on arrow to
expand the Projects bar

Step 2: Click the
Magnifying Glass

185



Review Project Essential Elements Of
Information (EEI) Answers

Click to expand
Essential Elements
of Information bar

186



Review Project Essential Elements Of
Information (EEI) Answers

Click Options then
select View EEI
Details

187



Review Project Essential Elements Of

Information (EEI) Answers

Click Questions then
review answers

-

\

If answers are
incorrect, click
Manage EEI Answers

1.

J

188



Essential Elements of
Information (EEI)
Documents

Upload
Required
Documents




Applicant Event Profiles

Step 1: Click Applicant
Event Profiles
Step 2: Click
Magnifying Glass

190



Applicant Event PA Requests Profile

Scroll down to
Projects bar



Locate Event Project

Step 1: Click to expand
the Projects bar

Step 2: Click the
Magnifying Glass

192



Locate Essential Elements Of Information
(EEI) Required Documents

Click to expand
Required

Documents tab

193



Attach Essential Elements Of Information
(EEI) Required Documents

\
Step 1: Click the arrow to

expanded all required
documents

/

Step 2: Click
Add 194




Attach Already Uploaded Document

4 N

Step 1: If Document already
uploaded with the proper
Category, Click Attach
J

Step 2: Click
Attach Selected

195



Upload New Document

files or click to add from

Step 1: Click and drop new
menu

196



Upload New Document — Pop-Up Box

Step 1: Click to
select file

[ Step 2: CIick\S;le—J

197



Selected Document — Pop Up Box

Click Attached
Selected




Remove Documents from EEI

( Click Remove J

AN

199



Essential Elements of
Information (EEI)

Add
Comments



Add Comment To EEI

ﬁlick Add J




Add Comments to EEI

<{ Click +Add @ }




Add Comment to EEl Question Pop-Up Box

Step 2: Select
Type of
Comment

Step 3:
Click Save

203



Verified Attached Comment

Note number
of Comments
Added

N

Click on
Comment to
review

204



View/Edit or Remove EEl Comment Pop-Up Box

Note: Comments cannot
be Removed or Edit after

24 hours of entry

Options

Step 2: Click
Edit or Remove

Step1l: Click J View Comment J

205



Confirm Uploaded Documents

Green Check confirms
documents are attached

206



Confirm Uploading Documents

Green Checks confirms
documents are attached

207



Submit to EEIl Back to FEMA

Click Submit
To FEMA



Submit to FEMA — Pop up

Click Submit




|[dentity Tasks to Complete



|dentify Tasks to Complete

Click
Notification Bell




Review Task to Complete

& Review J




Locating Tasks Without Bell Notification

-
Step 1: Click My Tasks to
L expand then click Tasks

Step 2: Click
Review

213



Sign Damage Inventory




Applicant Event Profiles
/{ Step 1: Click Applicant }
Event Profiles
E: Click the }
Magnifying Glass

215



Sigh Damage Inventory

[ Step 1: CIickQ

Step 2: Click Sign
Damage Inventory

216



Review Damage Inventory

Scroll Down while
Reviewing Damage
Inventory

217



Sigh Damage Inventory

[ Click ToS\ig;_J



Add Signature

[ Step 1: Type Name J

Step 2: Select
Font

Password

Step 3: Enter J

Step 4: Click
Sign

219



Submit Signed Damage Inventory

[ Click Submit ]>




Late Damage
Inventory Submission



Applicant Event Profiles

/[ Step 1: Click Applicant Event Profiles ]

Step 2: Click
Magnifying Glass

222



Applicant Event Profile

[ Click Ma@



Manage Damage Inventory

[ Click Add DQ

224



Select Damage Type Pop-Up Box

Select Standard
Damage




Add Damage Information

| Step2: cncksﬁ]

/ Step 1: Enter \

General
— Information,
Damage
Information,

e Location
Information,
and Work

) \ Information J

226




Add Damage Information After Signed Inventory

| Step2: C“Cksﬁ]

/ Step 1: Enter \

General
Information,
Damage
Information,

— Location
Information,
and Work

\ Information J

— 227




Sign Project Damage
Description and
Dimension (DDD)

Must have the
correct roles to
perform this task



Locate Tasks

Step 1:
Click Bell

Step 1: Click
My Tasks then
select Tasks

Step 2: Click Review next to
the project needing signature

229



Project Details Damage Description & Dimensions

Scroll down to Damage
Description and Dimensions bar

230



Review Damage Description & Dimensions (DDD)

Step 1: Expand the Damage
Description & Dimensions bar

Step 2:
Review DDD

231



Project Details

Click Send Back
if changes are
needed

Click Sign DDD
to approve

232



Project Signature

Click on
Click to Sign

233



Enter Signature & Style

Step 1: Type Name ] ™~
Step 2: Select
Signature Font

Style )

RN J

~
Step 3: Enter

Password

Step 4: Click
Sign

234



Submit Signhed Project

Click Submit



Confirm Signed Project Submittal

[ Click Ye/s\q




Sign Project Scope
and Cost

Must have the
proper roles to
perform this
task



My Tasks

Step 1: Click
Notification Bell

Step 2: Click Review next to
the Project you need to sign

238



Project Details

Scroll Down to Scope & Cost
Summary bar
239



Review Project Scope

Expand Scope & Cost
Summary bar

240




Review Project Cost Summary

2 Step 1: Click Cost tab ]

[ Step 2: Reviewﬁﬂ

241



Sign Project

Click Sign Scope & Cost J

242



Applicant DDD Scope & Cost Approval

Scroll down to the
Sign Document bar



Applicant DDD Scope & Cost Approval

i Click To Sign J




Sign Project DDD Scope & Cost Pop Up Box

Step 1: Type
Name

( Step 2: Select Signature }

\ Font Style

_r
Step 3: Enter
L Password

[ Step 4: Click Sign

245



Submit Signed Project

[ Click Submit %




Submit Signed Project Pop-Up Box

[ Click \ﬁ




Create Your Own
Scope Of Work

& Cost For

Work To Be Completed



Applicant Event Profiles

%[ Step 1: Click Applicant Event Profiles }

Step 2: Click
Magnifying Glass

249



Locate Event Project

Step 1: Scroll down and
click on arrow to
expand the Projects bar

Step 2: Click the
Magnifying Glass

250



Project Details

Scroll Down to Scope &
Cost Summary bar

251



Scope & Cost Summary Bar

Step 1: Expand Scope &
Cost Summary bar

[ Step 2: Click Complete

Scope & Cost

252



Manage Scope & Cost

L{I?Scope tab J




Add Project Scope

[ Click Add Sc\op/e_}



Enter Scope Of Work

Step 2: Click Save Scope }

[gplfnter Scope ]
of Work

255



Review/Edit Scope Of Work

Click Complete This
Scope
Click Edit Scope if any
changes or additions
are needed

256



Rework/Edit Completed Scope of Work

Click Unlock For
Rework to Edit the
Scope of Work

257



Add Project Cost

Step 2: Click
Step 1: Click Add Cost on the
Cost tab appropriate bar

Step 3: Select
Cost Source

258



Enter Cost Information Pop-Up Box

Step 1: Select
FEMA Cost Code
Step 2: Enter the
Cost Description

Step 3: Enter
Quantity
Step 5: Enter
Unit Price

Step 7: Click
Add Item

Unit

Step 6: Enter City
Adjustment Factor
(if applicable)

Step 4: Select J

259



Edit/Remove Cost Line Item

Step 1: Click
Options

Step 2: Click Edit or
Remove Cost

260



Complete Scope And Cost

[ Click Complete&




Manage Scope & Cost

Click Unlock For Rework to
make any changes

262



Return to Project

[ Click Go Bacﬁ




Submit Scope and Cost to FEMA

Click Submit For
Validation




Confirm Submit For Validation Pop-Up Box

{ Click b




Subscribing To Projects

When you want
email notification
on certain projects.



My Projects

Step 1: Expand My
Organization

Step 3: Click
Magnifying glass to
select a project
Step 2: Click
Projects

267



Subscribe to a Project

Click Options
and select
Subscribe

268



Subscription Notification Setting

-

N\

Step 1: Click to

select Notification

action

|

Step 2: Click

Subscribe

/

N

Grants Portal will notify
you via email when any
action selected occur

~

J

269



Modify Subscription

Click Options then select
Modify Subscription

270



Modify or Unsubscribe Pop-Up Box

Step 1: Click to
check/uncheck
Subscription setting

-

Step 2: Click
Unsubscribe to
remove

notifications
N J

"

Step 2: Click
Modify to
change

notifications

J

271



Unsubscribe Confirmation Pop-Up Box

{Click Unsu%




Request For
Information (RFI)



My Tasks

Step 1: Click
Notification Bell

Step 1: Click My
Tasks and select
Tasks

Step 2: Click Review
to select the RFI

274



Request For Information

Note: The deadline
to respond to the RFI

Step 1: Expand Additional
Information bar

Step 2: Scroll Down to
Line Items bar

275



Upload Documents For RFl Request

Step 1: Expand
Line Items bar

Step 2: Click Upload Line
Document

276



Select RFI Specific Line Item

Step 1: Expand Line
ltems bar
Step 2: Click
Options

Step 3: Click
Upload RFI
Line Document

277



Line Item RFI Document Upload-Pop up

Drag and drop a
file, or click to box

to select a file

278



Line Item RFI Document Information

Step 1: Add

Document

Description
% Click Save }

279



Line Iltem RFI Document Pending Upload

Click or Drag and )

Drop to upload
additional
documents
J

Click Upload
Pending Documents

280

Edit or Remove uploaded
document, if necessary




Confirm Line Document Upload

Step 3: Scroll to the
top of the page
Step 1: Expand the
Documents bar

Step 2: Confirm
Uploaded Document

281



Submit RFI Response

Click Submit RFI
Response

282



Submit RFI Response Pop-Up Box

Click Yes




Respond to a Request For
Information (RFI)

Documents
Not Available



Record Line Response

[ Click Record Line@/ni]

285



Add Line Response

Step 1: Select
Line Item
Step 2: Type
Response

Step 3: Cllc%

286



Confirm Line Response

Confirm Line Response in
the response column

287



Edit Line Response

[ Step 1: Click Options }

Step 2: Click Edit RFI
Line Response

288



Edit Line Response — Pop Up

Step 1: Click to edit
response

Step 2: Click
Save

289



Remove Line Response

Step 1: Click
Options
Step 2: Click Remove
RFI Line Response

290



Remove Line Response Pop-Up Box

[ Click Ren;\ej




Submit Line Response

Scroll to the top of
the page

292



Submit RFI Response

Click Submit RFI
Response

293



Submit RFI Response Pop-Up Box

Click Yes




Sign Recovery Transition
Meeting (RTM)




Locate Pending RTM Approval

Step 1: Click
Applicant Event
Profile

Step 2: Click
Magnifying
Glass

296



Applicant Event Profile

or Sigh RTM

Click Review RTM
Report

297



Review RTM Information Tabs

Click each tab to
review information

298



Sign RTM

[ Click Sign




Review RTM and Certify

Click on
Click To Sign



RTM Signature — Pop Up Box

/( Step 1:
Type Name

L

P
Step 2: Select
L Signature Font Style

Step 3: Type
Password
Step 4: Click
Sign

301



Submit Signed RTM

Click Submit




Add Tiles to Dashboarad



Add Event

Click Applicant
Event Profiles
-\

Click
magnifying
glass on Event

304



Add Event

Click Yellow
Star




Locate New Tile

Click
Dashboard

306



Locate New Tile

~

Click on tile to
go to Applicant
Event Profile
J

307



Remove Tile

~

Click on white X
on tile

J

308



Widgets

Iltems on your
dashboard that
are shortcuts and
help track
information about

your grant.



Add Widgets

~
Click on

Intelligence and
select Widgets

J

310



Select Widget

Click on Add to
Dashboard

311



Select Criteria for Widget To Track

Step 1: Click to
select Event

[ Step 2: CIick/Ala

312



Locate Widget on Dashboard

Click on
Dashboard




Locate Widget on Dashboard

Click on any item}




Help, Feedback, Release
Notes, and Sign Out




Locate Help Information

-
Click on Name and
Select Help
\_

316



Locate Help Information

Live Phone
Support

Click Request Assistance
for Current Page

317



Instructions For Provide Feedback

Click Close




Release Notes — Changes to Grants Portal

e
Click on Name and
Select Release
Notes
\

319



Release Notes Pop-Up Box

4 Click CIose{

bottom of screen
or the X at the top

\ of screen )

320



Sign Out of Grants Portal

-

Click on Name and

N\

Select Sign Out

J

321



Grants Portal Hotline for
Assistance:

(866) 337-8448
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