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1.Grant Opportunity Portal

The Grant Opportunity Portal provides a one-stop shop for anyone interested in locating grant
funding opportunities with State agencies. Anyone can access the Grant Opportunity Portal.
You do not need to be registered with the Grants Gateway to view anticipated and available
grant opportunities. The following pages provide detailed information on how to use the Grant
Opportunity Portal to view grant opportunities.

4 New York State

arants Gateway Login

Grant Opportunity Portal - Home

Welcome to the Grants Gateway

The Grant Opportunity Portal i oniing ana avalladla 1o the public, proviang & 0Ne-230p SNop 10r anyons Nterestad in
locating grant undng opportunilies with Stale agences

The Grantee Document Voull (5 3130 Fval30le, 30wWNg Sashing grantess and polantiat 3pphcams 10 1008 kéy

org;'uuzonz information in a single secure online jocation for use by afl State agencies. In ceder b #e Document
Vaull, grantaes must regestern a 1 0N e System Snd proveas Information on & Delegated ATministraso

manage ther uzer accourt. This requires Sud on of a Registaton form and accompanying orgamzational

diagram, Nota that your Regisirason form mu: Wnac, notarzed and mailed o Cateway Administrators. Pian

sccordingly 10 3void polential oalays = apphing 1or upcormeng orant opponunBes

Cneck back regularly 35 acdmonal functionality, Includng onling apelcation. Contract developmant ana signature. ang
financal gaiming and reporting s on rack fof release later this year

For soational inforrmadon see e Grants Reform Webdasile wwaw grantssefonm iw 4oy

BROWSE SEARCH NOTIFICATION REGISTRATION

Looking for 3 Bsting 4' Looking for Information Want to be kept informed of If you are already & vandor with NY'
unding opoonunties? about & spaciiic unding UpCOMIng and availadle funting Of 3@ Inderestad In Dacoming a
the drowse feature fo Je' opportunity? Use the opportunities? Prowde your emall vendor request access hers
slaned Search featura 1o namow adaress, and [Jendly the pes of

your focus grants that inlerest you

For & complete Bstng of 31 New York S1ae proassmant 3na 9rant opponunibies, peass visit the Contract Reponed

1.1 Browse

Browsing for opportunities in the Grant Opportunity Portal is a quick and easy way to see what
types of available and anticipated funding opportunities have been posted by State agencies.

Browse by doing the following:

Click the Browse Now! Link on the portal home page.



BROWSE

Looking for a listing of
funding opportunities? Use
the browse feature to get
started.

M@ %—

Click on a column header link, such as Status, to sort the list by that column.

Funding . S
qency Grant Opportunity

Agenc Grant Opporfuni Eligibility

State Teachers of Tomaormow Anticipated

Education (TOT)

Department

Department of 2017 Environmental Available  Not-For-Profit

Environmental Justice Community [mpact
Conservation Grant Program

1.1.1  Grant Opportunity Profile

Click the Grant Opportunity name to view the Grant Opportunity Profile.

A“’;ﬂg‘ Grant Opportuni Status  Eligibility

State Teachers of Tomaormow Anticipated
Education (TOT)

Department [

Department of 2017 Environmental Available  MNot-For-Profit
Environmental Justice Community [mpact
Conservation Grant Program

This displays a high-level overview of the grant opportunity. In order to see the full solicitation
for the opportunity (either PDFor a | ink to it), c¢click on AView Gra
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Grant Opportunity Portal - Grant Opportunity Profile

Browse for Opportunities | Search for Opporiunities

Grant Opportunity Profile

Grant Opportunity 1D
CFS01-0427CC-2015
Agency

Office of Children & Family Services
Grant Opportunity
Competitive Capital 4/27
Contact Name

Nat Beyer

Contact Email
scijam@hotmail. com
Solicitation Profile
Testing Competitive Capital

VIEW GRANT OPPORTUNITY

Full Announcement Details

Announcement Link

Applications Due (Date / Time)
May 07, 2015/ 01:00 AM ET

Click here

Bidder's Conference{s)/Application Workshop(s)

Nane available
Anticipated Award Date

Anticipated Initial Contract
Length

Total Funding Available
Anticipated Amount of Award(s)
Narrative

Letter of Intent

Letter of Intent Due

Narrative

Questions Due Date

Questions and Answers
Marrative

Questions and Answers Posting
Type

Questions and Answers Posting
Date

Questions and Answers Link or
Upload

Eligible Applicants

Target Population(s)

Service Areal(s)

Thursday, April 30, 2015
24 Months

£40,000.00
£400.00

Required

Letter of Intent Narrative
Friday, May 01, 2015

Link

4/30/2016 12:00:00 AM

Click here

Not-For-Profit, For Profit, Governmental Enity, Tribal
Organization, Individual

1.2 Search

It is also possible to search the Grant Opportunities Portal to locate specific opportunities or
opportunities posted by specific funding agencies.

Search by doing the following:

Click the Search Now! Link on the portal home page.




SEARCH

Looking for information
about a specific funding
oppertunity? Use  the
Search feature to narrow
your focus.

search Now!(D &

Enter information in the search fields to narrow your results.

Grant Opportunity Portal - Search for Opportunities

Browse for Opportunifies | Search for Opporfunities

Search for Opportunities
Enter the criteria and click the Search button.

Search by Grant Opportunity | |

Search by Due Date From: | |To:| |

Search by Status — Al -- [

Search by Eligibility | All - v|

Search by Funding Agency | All - v
Search by Service Area | All - Vv

SN[ —

Select the [SEARCH] button.

The search results will then appear. Click on the Grant Opportunity Name and follow the
directions in section 1.1.1 to view the Grant Opportunity Profile.

10



1.3 Notification

Individuals can sign up to be notified of grant opportunities that are of interest to them.
In order to sign up for notifications:

Click the Sign-up Now! Link on the portal home page.

NOTIFICATION

Want to be kept informed of
upcoming and available funding
opportunities? Provide your email
address, and identify the types of
grants that interest you.

[N
& sign-up Now!@D
Already Signed-up?
Click here to update

preferences O

Enter your information in the required fields.

I NOTE: Required fields are marked with an *.

First Name -
Last Name *
Organization *
Email 1-
Confirm Email *




Click the check box next to your service area or areas of preference. Individuals will be notified
via email whenever a State Agency posts a grant that falls under the chosen service area.

[] select/iDe-Select All

| Health and Human Services

"] - Education Supports

[ - Family Supports

"] - Health Senices

[ - Housing and Shelter Serdces
("] - Justice Senices

] - Workforce Development

"| Non Health and Human Services
O - Agricultural Supports

] - Environmental Supports

o - Fublic Transportation Senices
[7] - Public Safety Supports

[] - Government Supports

Select the [SIGN-UP] button.

“sicnup [ canceL

Tomodi fy whi
Signed-u p ? Cl i

~ T

C
C

n

ser vi
her e

ce
to

areas
updat e

NOTIFICATION

Wantto be keptinformed of
upcoeming and available funding
opportunities? Provide your email
address, and identify the types of
grants that interest you.

Sign-up r-low!@
Already Signed-up?

i & Click here to update

preferences O

Enter your email address and select the [Login] button.

12
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Portal Login

Email Address

=4

Make changes to your preferences:

Senvice Area Preferences

[] select/De-Select All

Select the checkbox next to the service area or service areas you wish to be notified about.
Click here for a description of each service area.

[ | Health and Human Services
[] - Education Supports

L] - Family Supports

[] - Health Services

L] - Housing and Shelter Services
[] - Justice Services

[ ] - Workforce Development

[ Non Health and Human Services
L]- Agricultural Supports

[ ] - Environmental Supports

[] - Public Trans partation Services
[] - Public Safety Supports

[ ] - Government Supports

[ ] Un-subscribe

I Note: To unsubscribe completely and no longer received any emails, choose Un-subscribe.

Select the Update preferences button.

The message below will appear on the screen:

13



P
@ Update Successful!

Congratulations, you are now signed-up to receive notifications on new funding
opportunities based on the preferences you entered.

"RETURN TO THE GRANT OPPORTUNITY PORTAL HOME |

p -

1.4 Registration

To register an organization, Click on the Request Access Now! Link:

REGISTRATION

If you are already a vendor with NYS
or are interested in becoming a
vendor request access here.

4
|

Request Access Now!(d %_‘

If you have already received a Grants Gateway username and password via email click the
Click here to login link. See section 1.4.1 Logging into the Grants Gateway for further
information.

Grants Gateway Users

4
[fyou have already been assigned a Grants Gateway username and password, Click here to login. F

To find out if your organization is already registered in the Grants Gateway, enter your
organi zationdés 10 digit StVande W iard sele€ the\éemnfycSFa | Syste
VendorIDbutt on. I f you donot know your SHkB. Vendor | D,

14



Existing New York State Vendors

If your erganization has registered with the Grants Gateway, it will have an Administrator who is responsible for managing users. You will need to contact this
individual to request access to the system. If you are unsure of whether your organization has registered for the Grants Gateway or how to contact its
Administrator, enter your organization’s Mew York State SFS Vendor ID below. If you do not know your organization's Vendor 1D, someone with your finance office
may be able to assist you.

[ verify SFSvendoriD |

If your organization has registered you will see your Organization Name and the name and
email address of the person who has been assigned as the Grantee Delegated Administrator.
Click on the Email link to contact the Grantee Delegated Administrator and request that they
give you access to the Grants Gateway.

100099999 |  VeriySFSvendoriD |
Organization Name Delegated Admin
Vivian's Dance Vivian lee Contact the Delegated Administrator for your organization to request access.

[ Email: audrey.dean@budaget.ny.gov

If your arganization is not listed, download and complete the Reagistration Form .

If your Organization Name is listed, but the Grantee Delegated Administrator is not, click on the
Registration Form link. Download and complete the Registration Form following all instructions
included on the form.

1000000120 [ veriySFSvendoriD |

Delegated

Organization Name Admin

DB Enterprises Your organization has ngi established a Delegated Administrator. Download and complete the
Reaqistration Form. -

If your organization is not listed, download and complete the Registration Form .

If your organization does not have a SFS number with NYS click on both the Substitute W-9
Form and Registration Form links. Download and complete both forms and follow all instructions
included on the Registration Form, including attaching an organization chart to your submission.

All Other Vendors
If your organization has not previously done business with Mew York State, you will need to:

1. Download and complete the Substitute W-9 Form to obtain a NYS SFS Vendor ID. <', ,.!‘

2. Download and complete the Grants Gateway Reqgistration Form. <—l|

3. Follow instructions on registration form.

15



Once your registration has been processed the individuals that were identified as Delegated
Administrators on your Registration Form will receive two emails, one with their username and
one with their password. See 1.4.1 Logging into the Grants Gateway for further information.

Helpful Hints for filling out the Registration Form:

9 The form must be printed out and signed by the head of the organization. Only original
documents will be accepted (no copies).

1 The form must be notarized. Thenot ary must compl ete each box
tobe compl et ed by sectioN signamdwtantputb | i ¢ A

1 The form must be accompanied by an organization chart showing the head of the
organization, organization member names, and titles

9 If the organization does not have an SFS ID, a substitue W-9 must accompany the form.
The Grants Management staff will request a SFS ID for the organization. This process takes
31 5 business days.

1 Please allow 57 10 business days for your entire registration to be complete once all
completed, accurate materials have been delivered to the Grants Management office.

16



1.4.1 Logging into the Grants Gateway

To log in to the Grants Gateway click the Grants Gateway Login link on the Grant Opportunity
Portal Home page.

New York State

P

Grants Gateway Login ﬁ

Grant Opportunity Portal - Home

Enter your Username and Password on the front page of the Grants Gateway and click the
LOGIN button

New York State

’}‘\ LCg

. p | Usermame
Welcome to the Grants Gateway ‘_' Paasvand f-—;

The Grant Opportanity Portal is onkne and avatatie to e public, providing a one-s%p ‘
SNOp Kr anyone IMerestad in 1Cang grant unding opeonunites with Staos apendas

The Grantee Document Vol =2 2150 available, slowng ¢nsting grantess and polenksl
A0pAcants %0 store ksy organizaliona Informaton In 3 sIngle secure onling lacation for
50 by all State agencies o ceder to use the Document Vault granfoes must regisier as
3 USEC 0N Te Systam and provdae information on a Delegated Aammstyator who will
manage thair user account This requires submission of a Registration form and
SCCOMPANYING crganizabonal dagram Noté that your Regatraton fomm must be signed
notarzad and malled 10 Gatewsy ASminssiratons. Flan acoordingly to avold potantial
detays In applying for upcoming grant coporunibes

Check back reguiarly a3 addfional funchonalily. IncLANg orfine appiicaton, conitact
Sepsiopment and signsture and financis! clasming and rporng 1 on rsck fof relasss

|ater this year

For adomona! informahon see e Grants Reform Webehs

The first time you login, (and every three months thereafter) to the Grants Gateway you will be
prompted to change your password.

Dpage Error(s)

You must change your password the first time you login to the system.

17



Enter your new Password. Enter your new Password a second time in the Confirm Password
box to ensure that you have entered it correctly. Your new Password must consist of at least 8
characters/numbers. You must include at least 1 capital letter and at least 1 number.

Password * Confirm Password *

Click the [SAVE] button on the menu tab.

h/ by

page Ermor(s)

You must change your password the first time you login to the system

YouwilgetafPage | nformationodo confirmation after the sa

&l Page information
Your user information has been saved.

18



2.Delegated Administrator i Maintaining
User Accounts

2.1 Grantee Roles

Delegated Administrator T The Grantee Delegated Administrator is the Grantee Organization
user responsible for performing user management tasks within the system. This includes but is
not limited to creating and maintaining user accounts and ensuring that user accounts remain
current. Activities for this role include but are not limited to:

1 Create User Accounts
I Maintain User Accounts

1 Inactivate User Accounts

1 Create, maintain, update, and submit the Document Vault

i View applications, contracts, documents, reports, and statuses

Grantee i The Grantee role is the Grantee Organization user responsible for performing tasks
related to applications, contracts and reporting. Activities for this role include but are not limited
to:

Initiate and complete applications

Complete contract development activities (updating workplan and budget)
Initiate payment and modification requests

Submit modification requests

Initiate, complete and submit progress reports

=A =4 =4 =4 -4 -9

Create, maintain, and update the Document Vault

Grantee Contract Signatory i The Grantee Contract Signatory role is the user authorized to
review and sign contracts on behalf of the Grantee Organization. Activities for this role include
but are not limited to:

1 Initiate, complete, and submit applications
1 Complete contract development activities (updating workplan and budget)
9 Sign contracts
1 Initiate, complete and submit modification requests
1 Initiate payment requests
19



1

Initiate, edit, and submit progress reports

Grantee Payment Signatory I The Grantee Payment Signatory role is the user authorized to
review and submit payment requests on behalf of the Grantee Organization. Activities for this
role include but are not limited to:

1

1
1
1

Initiate and complete applications
Complete contract development activities (updating workplan and budget)
Initiate, complete, and submit payment requests

Initiate, complete and submit progress reports

Grantee System Administrator i The Grantee System Administrator role is the user
authorized to complete all the processes required of a Grantee user. Activities for this role
include but are not limited to:

T

T
T
T
T
T

Initiate, complete and submit applications

Complete contract development activities (updating workplan and budget)
Sign contracts

Initiate, complete, and submit modification requests

Initiate and complete payment requests

Initiate, complete and submit progress reports

Grantee View Only T The Grantee View Only role is the user authorized to view all information
for the Grantee Organization. This role is assigned permission to view documents, reports and
statuses.

2.2 Create User Accounts

Note: It is advisable that you develop a process within your organization for requesting and
authorizing access to the Grants Gateway. You may want to develop a form for this
purpose that contains an official signoff process. The method you choose for authenticating
users being given access to the system is up to your organization, but it is strongly
recommended that you have some type of written approval process.

Click the Organization(s) link on the home page.

20



Training Materials | Organization{s) |

Profile | Logout

Click the Add Members link.

Organization Members

Administrators with the authority to add members to your organization can follow these steps:

To add a member to your arganization, select the Add Members link below.

If a member has already added his/her information in the system, you can search far the member
[fyou need to add a members information into the system, select New Member.

For more detailed instructions, select the Show Help button above.

| Add Members h

Select the [NEW MEMBER] button.

Current Members | Add Members

Person Search

21



Complete all required fields on the page. Required fields are indicated by a red asterisk.

Organization Members

Current Members | Add Members

Prefix First Middle Last

Suffix
Name | vl | | - v
Title | §
Email | [
Username KGranteed
DateActive [ | Date Inactive [ ]
Role | Grantee v

The fields below are populated with the Organization information by default. However, you may edit the information in any of the fields.
This information may also be edited by the person you are creating the profile for from their Profile page.

Address i

City | [+ State [ Mew York w|* Zipcode 5
County | Albany County v|

Phone #1 | [ Phone#2 | |

Fax | | Cell Phonel |

Website |

Select the appropriate role for the user you are adding. The Date Active will be prepopulated
with the date you are completing the form. Do not complete the Date Inactive unless you want
to have an end date for the personds

Date Active |5f13f2[}13 Date Inactive I

Role Grantee =l

Grantee Delegated Administrator

Select the [SAVE & ADD TO ORGANIZATION] button to complete the process.

Organization{s) | Profile | Logout

"SAVE & ADD TO ORGANIZATION = [ HELP"

The new user will receive two separate emails from the Grants Gateway: One email will contain
the username and the other will contain the password.

22
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2.3 Modify User Accounts

Note: All users in the system are able to update their profile information with the exception
of their role. It is recommended that the Delegated Administrator do a periodic review of
user accounts to ensure that the information within the system is accurate.

Click the Organization(s) link on the home page.

Training Materials | Organizationi{s) | Profile | Logout

Click on the Organization Members link.

t.\ . . . .
L__' Organization Members | Organization Documents

Current users (members) for the organization will be displayed. Click ontheu s e r 6 slinkira me

the Person column.

Organization Members

Administrators with the authority to add members to your organization can follow these steps:

To add a member to your organization, select the Add Members link below.

If a member has already added his/her information in the system, you can search for the member.
Ifyou need to add a member's information into the system, select New Member.

For more detailed instructions, select the Show Help button above.

| Add Members

SortBy: — —SELECT— v ——SELECT— ~ [

B Person Role Active Dates Active Documents Assigned By Modified By
lee, Vivian lee, Vivian

Lee Bruce  Grantee - 511412013 L

5412013 5412013

lee, Vivian
Lee. Robert h ~ 51412013 L s

lee, Vivian  Grantes Delegated Administrator N ?ﬁau?éaxf;re"
Modi fy the userds address/ contact i nliubonmat i

Do not c¢ han g ePleaseses Bactidrs2.5roftHiselocument for information on
managing roles.
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2.4 Inactivate User Accounts

l nactivating user accounts i s a c mesponsibildids. Itpsar t of
imperative that any individual that leaves the employ of your organization be inactivated in the

Grants Gateway as quickly as possible. The Grants Gateway is an Internet based system which

means that any active user can access the system anytime from any computer. Until a user is

inactivated they can enter the system and potent.
information.

Click the Organization(s) link on the home page

Training Materials | Omanization{s) | Profile | Logout

Click on the Organization Members link.

§
Eﬁ' Organization Members | Organization Documents

Current users (members) for the organization will
the Person column.

lee, Yivian
Lee, Robert  Grantee v 3M4/2013 5 5/14/2013

=

Inactivate the user by selecting (or entering) a Date Inactive and click the [SAVE] button.

Date Active 5/14/2013 Date Inactive ﬁ‘
\
Role Grantee v+ A May, 201 3

Su Mo Tu We Th Fr Sa
28 29 30 1 2 3 4
5 & 7 8 9 10 11

The fields below are populated with the Organization information by default. 12 13 14 15 16 17 18 tion in any of the fields.
This information may also be edited by the person you are creating the profilg 18 20 21 22 23 24 25

150 W B5TH ST - 26 27 28 29 30 31 1
Address 2 3 4 5 & 7 8

- [

Today: May 14, 2013
City MEW YORK * State Mew York * * ZIpCOUE TUUZ3
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2.5 Manage Roles

Refer to section 2.1 Grantee Roles of this manual for a list of Grantee roles and their
responsibilities. In order to effectively use roles to manage your business on the Gateway, each
role must be assigned separately. That is, it is advised that you do notchangea user &s
the system. This means users may have more than one role in the Grants Gateway for different
functions.

Delegated Administrators should create new roles for users when they need one in order to do
different functions in the system. Please refer to section 2.2 for instruction on how to create
new roles.

3.Creating and Maintaining Organization
Information

Once users are added in the system, the Organization Information page should be completed.

3.1 Organization Information Page

To populate the Organization Information page:

Click the Organization(s) link on the home page.

J

Training Materials | Organizationi{s) | Profile | Logout

On the Organization Information page there are a number of data elements that are imported
from the Statewide Financial System (SFS). These data elements are grayed out and cannot be
updated in the Grants Gateway. If this information is inaccurate you must change it in SFS and
it will be imported into the Grants Gateway after it is processed.

Complete the blank fields (required fields are indicated by *).
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Organization - Capital Test Case
Please complete all the required fields below. Required fields are marked with an *.

Oroanization Information | Organization Members | Organization Documents

Organization Information
SFS Payee Name *
Organization Legal Name Capital Test Case *

Organization DBA/Assumed Name

Payment Address R

City * State + Zipcode
County -

Phone Number [* Fax

Email

Website

SFS Vendor ID §

Entity Type MNot-For Profit -

You will be asked to select the agency that your organization has done the most business with
(greatest number of contracts) in the last 3 years. If your organization has not had a contract
with a State agency select the one you anticipate contracting with.

Choose the state agency from the list below
that your organization has had the most
contracts with in the last three years. If you
have never had a contract with any of these
agencies, choose the state agency you
anticipate contracting with in the future.

Office of Alcoholism & Substance Abuse Senvices bl

Click the [SAVE] button.

Organization(s Profile | Logout

When the information is captured correctly,

©frage information
The infarmation has been saved.

Once you have selected the State agency the Document Vault tab will be available on the menu
bar. Click the Document Vault link to begin the process of submitting information for State
Agency review.
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Please complete all the required fields below. Required fields are marked with an *.

3.2 Create a Document Vault

3.2.1 Government, Individual, Tribal Nation, and For-Profit

Organizations

Organization Information | Organization Members | Organization Documents | Document‘faulﬁh

\

For Government, Individual, Tribal Nation, and For-profit organizations, the document vault

consists of a number of optional documents. This is where organizations can upload any

documents they would like to store in the Document Vault.

Status Page Name MNote Created By

Licenses (Site or Professional}
Certificate of Assumed Name or DBA
Certificate of Insurance - Disability
Certificate of Insurance - Workman's Compensation
Cerfificate of Insurance - Unemployment
Policies and Procedures

Annual Report

Ceriificate of Occupancy

Place of Assembly Permit

CBDO Certificate

CHBO Cerfificate

Project Labor Agreement

Lease, Sublease. Mortgage, Deed

Time Records

Services Capability Statement

Municipal Resolution

Limited Immunity Agreement

7871 Cerlification

Tribal Resolution

Subcontracts

MWBE Forms

| I P R B B I R R P B B R ™ B I ) I P R B ™ B O ) B P/ B P

Equipment Inventory

Last Modified By

Once a document vault has been established for a Government, Individual, Tribal Nation, or
For-profit organization, users can upload documents that they want to store in their document

vaults.
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3.2.2 Nonprofit Organizations

For nonprofit organizations, the document vault consists of a number of required forms and
required documents, as well as a section for optional documents. This is where organizations
will complete their prequalification application.

4.Nonprofit Prequalification

4.1 Document Vault Statuses

NFP Prequalification Exempt
The Nonprofit vendor is exempt from the prequalification requirement. See section 4.2 for
more information about prequalification exemption.

Document Vault Initialized
The Document Vault has been created. This is the status the document vault is in both prior
to completing the organization information page and when it is ready for a Not-for-Profit
grantee to complete the prequalification application for the first time.

Document Vault Available

The Document Vault has been created. This is the status the document vault is in for
Government, For-Profit, Individual, and Tribal Nation Organizations once it has been
created. It will remain in this status. No other changes will occur.

Document Vault in Review
The Document Vault has been filled out (or updated) and submitted by the vendor. This is
the status where the state is reviewing the prequalification application.

Document Vault Modifications Required
The Document Vault has been reviewed by the State Prequalification Specialist and has
been returned to the vendor for additional, information and/or changes.

Document Vault Open

The Document Vault is open for editing by the Vendor. This is a not prequalified status.
Vendors are not able to compete for grants.

Document Vault Open for PQS Edits

The Document Vault has been opened by the Prequalification Specialist for editing (usually
for fixing an incorrect date).

Document Vault Prequalified Open

The Document Vault is open for editing and is also in a prequalified status. This means that
the vendor was proactive in opening their Document Vault to update the yearly expiring
documents.
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Document Vault Prequalified/In Review
The Document Vault is being reviewed by the State Prequalification Specialist and is also in
a prequalified status. This means that the vendor was proactive in opening their Document
Vault to update the yearly expiring document.

Document Vault Prequalified

The Document Vault is prequalified. The Document Vault is locked at this time. If the
vendor wishes to make changes, they must open the Document Vault.

Document Vault Expired

The Document Vault is Expired. Key Documents that expire yearly are out of date. Vendors
are not able to compete for grants.

Document Vault Not Prequalified
The Document Vault is not prequalified. Vendors are not able to compete for grants.

4.2 Prequalification Exemption

Although all nonprofit organizations seeking to do business with the State must register with the
Grants Gateway, certain nonprofit organizations as defined on the Grants Management website
are exempt from the requirement to prequalify. Exemption must be requested at time of
registration for the Grants Gateway. Along with the Registration Form for Administrator,
nonprofits seeking exemption must also submit a Prequalification Exemption Form with the
required supporting documentation attached. Requests for exemption will be reviewed and,
upon determining that supplied documentation is adequate, the organization will be issued a
Grants Gateway status of NFP Prequalification Exempt. No further action will be required.
Prequalification Exemption Request Forms are available along with the Registration Form for
Administrator on the Grants Management website.

4.3 Required Forms

Please note that the following sections will demonstrate the technical side of how to apply for
prequalification. For information about the content of the prequalification application, please see
the vendor prequalification manual, located on the Grants Management website.

Click each ARequired For moieldsi nk and popul ate al/l
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Status Page Name Mote Created By Last Modified By

Organization Capacity

Organization Compliance

Organization Integrity

Senvice Descriptors

I R I P B I N P

Senvice Capacity

Populate all required information.

I NOTE: Required fields are marked with an *.

ORGANIZATION CAPACITY

Does organization have a system whereby one staff person is authorized to receive money and someone else is authorized
" to disburse money?*

® Yes T No

2. Does the organization have an automated payroll system?*

C Yes C No

3. Does your organization use an electronic system for accounting?*

T Yes C No

Click the SAVE button after each document is completed.

After confirming that your document has been saved, scroll to the bottom of the screen and click
the next document in the section.

MNavigation Links

Status Page Name Note Created By Last Modified By

DelegatedAdministrator,
Organization Capacity Grantee

5712013 1:39:55 PM
DOrganization Compliance
Organization Integrity
Semvice Descriptors

Semvice Capacity

DO W

Repeat this process until each of the ARequired F
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Navigation Links

Status Page Name Note Created By Last Modified By

DelegatedAdministrator,

@ QOrganization Capacity Grantee
5712013 1:39:55 FM

DelegatedAdministrator,
B Organization Compliance Grantee
B/TI2013 1:45:33 PN

DelegatedAdministratar,
@ Organization Inteqgrity Grantee
57I2013 1:46:13FM

DelegatedAdministratar,
Eif Service Descriptors Grantee
5/7I2013 1:46:41 FM

DelegatedAdministrator, DelegatedAdministrator,
@ Service Capacity Grantee Grantee
5712013 1:49:24 FM 5712013 1:49:36 PM

4.3.1 Organization Capacity Form

A nonprofit vendor must demonstrate that it has the organizational capacity to operate a sound
human services organization, undertake contracts and deliver services in a cost-effective
manner.

Nonprofits are required to complete the form in its entirety. An error will display if the vendor
tries to submit prequalification application without it being completed.

4.3.2 Organization Compliance Form

The nonprofit vendor must be able to present evidence that it has the appropriate legal structure
in place to transact business in the State of New York. It must also demonstrate that it has all
necessary licenses, certifications, accreditations, registrations and other documents verifying its
ability to perform its primary services for which it may be seeking a contract.

Nonprofits are required to complete the form in its entirety. An error will display if the vendor
tries to submit prequalification application without it being completed.

4.3.3 Organization Integrity Form

The Integrity questions pertain to matters of organizational and business ethics and many are
drawn directly from the Vendor Responsibility Form, which is familiar to most nonprofits. They

are structured in a simple yes or no format.

inquiry from the Prequalification Specialists or their supervisors within their State agency.

Nonprofits are required to complete the form in its entirety. An error will display if the vendor
tries to submit prequalification application without it being completed.
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4.3.4 Service Descriptors Form

When you are filling out the Service Descriptors form, please use the instructions below for

Question #3.

1 Work left to right when selecting items in the dropdowns. In the example below on the first
line you would select Age and then Children.

1 When you choose an item from the first dropdown (level 1) the second dropdown (level 2)
will be populated with the appropriate associated values. This will continue until all pertinent
selections have been populated.

1 Note that not all items will have corresponding selections for the third and fourth levels. For

example, in the first line below there are no corresponding values for levels 3 and 4.

3. Does your organization offer specialized programs for any of the following populations? Please choose all that apply.

Age » Children - - -
Court Invalved ~ Criminal Justice Involved + Paroled - -
Court Involved - Juvenile Justice Involved * Arrested + Released on own recognizance/Bail =

- - - -

- - - -

4.3.5 Service Capacity Form

When you are filling out the Service Capacity form, please use the instructions below.

If you choose yes to question number 1:

Choose one existing or previous contract you have had with a State agency for the service area
you chose, and answer the following questions:

=A =4 =4 =4 =4 -4 -4 -4 -4 -4

Enter existing Contract/Grant ID number: Use State agency generated Contract ID

Type: Enter the type of grant (Member Item, Competitive, Non-competitive)

Funding Agency: Enter the State agency that held your contract

Funding Source Type: Enter Funding Source (State, Federal, or Unknown)

Funder Reference Name: Name of contact at the State agency that worked on your grant
Funding Reference Title: Title of the funding reference

Funding Reference Email: Email address of the funding reference

Program Name/Description: Name or short description of the project funded

Contract Start Date: Date the contract began

Contract End Date: Date the contract ended

w
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I Total Contract Amount: Dollar amount of the contract

Select Level 17 Select Level 2* Select Level 3 Select Level 4 (if applicable)
Human Senvices - Service Area - Education Supports - Community Engagement
1. Does your organization currently have, or has ithad in the past 5 years, contracts or grants to deliver services inthe @ Yes @) No

Semvice Area you chose above?*

Ifyes:

Emﬁrbziisting Contract/Grant ID CO12345

Grant Type: Mon-competitive -

State Agency: State Education Department

Funding source type: State -

State agency contact name: John Smith

State agency contact title: Independent Living Centers Manager

State agency contact phone number: (518) 555-1212

State agency contact emnail address: jsmith@mail.nysed.gov

Funded Program Mame/Diescription: Operation of an Independent Living Center

Contract start date: 1000172012

Contract end date: 09/30/2015

Total contract amount: m

If you choose no to question number 1: you will be asked question number 2, which is:

Do key staff members employed by your organization have experience delivering the selected

Service?
If you choose yes to question number 2:

You will be asked to identify that staff member and enter key information about them.

Human Senvices - Service Area - Education Supports -

1. Does your organization currently have, or has it had in the past 5 years, contracts or grants to deliver services in the Yes @ Mo
Service Area you chose above ?7*

2. Do key staff members employed by your organization have experience delivering the selected Sernvice?*

Ifyes:

Staff Member Mame:
Staff member title:
Staff member email address:

Staff member phone number:

Select Level 1* Select Level 2* Select Level 3* Select Level 4 (if applicable)

If you choose no to question number 2: you will be asked question number 3, which is:
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You have indicated that your organization has not had contracts or grants within the past five
years and does not currently employ staff with experience to perform the selected Service. Do

you wish to submit a Capability Statement that describes current programs offered and the

rationale for launching or expanding Services?
If you choose yes to question number 3:

You will be directed to upload a capability statement in the Optional Documents section of the

Document Vault.

To retur

the top of the screen.

n

t

o

the Grantee Document

Q Back
Document Information: GDV--00081 <

Details .

4.4 Required Documents

Vaul

t

document

There are a set of required document information to complete and upload. Please note that
some documents may require multiple parts (i.e. senior leadership resumes may include more
than one resume). In that case, please create one PDF with all of the required resumes and

upload that.

4.4.1 Certificate of Incorporation or Equivalent Document

Upload a copy of your certificate of incorporation, State Charter or equivalent document,

O
O
O
O
O
O
O
O

Certificate of Incorporation or Equivalent Document

IRS 501(c) Determination Letter

IRS 990

Audit/Reviews and Findings

CHARS00 or CHAR 410

Board of Directors Profile

Senior Leadership Resumes

Corporate Bylaws

depending on your organizational structure. Complete the date field with the date the document

was issued.
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Click Save.

To delete the upload, click on the delete box and click save. Please note that once a Document
Vault has been submitted, vendors can no longer change or delete an upload.

One of the most common documents needed by Siate agencies is an organization's cerlificate of incorporation and amendments. All validly formed
business entities must upload relevant organizational documents. If they have been filed with the NY Department of State, the Department of State Seal or
Stamp must be visible. Educafional corporations should provide their Regents Charter. Foreign (non-NY State) corporations must provide their State's
Certificate of Incorporation along with the Registration Certificate from NY Department of State.

Upload Browse... [ |DELETE*
View File

Date Issued |06/01/2007 |*

4.4.2 IRS 501(c) Determination Letter

Upload a copy of IRS 501(c) determination letter. Complete the date field with the date the
document was issued.

Click Save.

To delete the upload, click on the DELETE box and click save. Please note that once a
Document Vault has been submitted, vendors can no longer change or delete an upload.

Mot-for-profits must upload their IRS 501(c) determination letter.

Upload Browse.. |[ |DELETE*
View File

Date Issued 07182007 =

4.4.3 IRS 990

Upload a copy oftheo r g a n i zredt iecemt IRS Form 990. Identify the Tax Year Begin and
the Tax Year End dates.Or gani zati onés Tax Year Begin and End
of most recently filed IRS 990.

990 Return of Organization Exempt From Income Tax |22t =eer—
Farm Under section 501(c), 527, or 4947(a)(1) of the Internal Revenue Gode (except private foundations)

Cepariment of the Trmmury P Do not enter social sacurlhr nurn'h«s on this furm as it may be made puhlu: Dpen to Pubiic
inernal Fiweeus Sedes Inspection

A For the 2016 calendar year orwgar haghmm aggl ; ZQ ﬁ snd endlm QD'L 31 2017
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Enter the Tax Year Begin and End dates on the IRS 990 form. The Date Next 990 Due will be
automtically calculated based on the Tax Year End Date entered.

]

Upload Browse
Yiew File

Date Next 950 Due 5/15/2018| Tax Year Begin 7/1/2013
State Adjusted [:] Tax Year End €/30/2014

Due Date

DI

State Adjusted

Due Date Reason

00of S00

Exempt E]

Nonprofits that are not required to file an IRS 990 must upload supporting documentation and/or
a written statement explaining the basis for their exemption. When completing the upload, the
nonprofit should enter the begin and end date of their most recently completed tax year.

All provided documentation will be evaluated by the State. Where supported, the
Prequalification Specialist wild.l mar k the Exempt
Nonprofits do not have access to the Exempt checkbox.

4.4.4 Audit/Reviews and Findings

Enter the begin and end date of the corresponding tax year. In most cases the current audit
statement will cover the same period as the most recently filed IRS 990.

The form performs the same way as the IRS 990 form. See section4.4.3 for instructions on how
to complete the form.

4.4.5 CHAR 500 or CHAR 410

When uploading the most currently filed CHAR 500, Tax Year Begin and End dates can be
found at the top of the form. The form performs the same way as the IRS 990 form. See
section4.4.3 for instructions on how to complete the form.

Send with fee and attachments to:
CHAR500 NYS Offica of the Attomey General 20 1 6
. o Charities Burcau Registration Soction
NYS Annual Filing for Charitable Organizations o

p x Open to Public
aad 20 Broadway :
wwaw.CharitiesNYS.com New Yark. NY 10271 ] Inspection

1.General Information -
For Figcal Year Baginning (mmviddyyyy) 08 /01/2016 and Ending (mm/ddyyyy] 07 /31/2017

36



4.4.6 Board of Directors Profile

Upload a copy your Board Profile including the names of your board members, a brief profile of
each one, stating their employer or affiliation, years on the board, office held and Committee
participation.

4.4.7 Senior Leadership Resumes
Upload Senior Leadership Resumes or CVs. Organizations must upload copies (submitted
together in a single pdf) of all of the senior or key employees in the organization. These

individuals might include the Executive Director, the Financial Officer, and the top Program
Director.

4.4.8 Corporate Bylaws

Upload a copy of your corporate bylaws, adopted b

4.5 Submit your Document Vault

On the Document Vault main page (about halfway down the page) click the fiClick Here to
Submit your Document Vaultolink.

}@ Click Here to Submit your Document Vault

- |

Click on the button to submit your Document Vault.
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Q Back

My Organization Information

Select a button below to execute the appropriate status push.

* Details
L . . Period Date /
Info  Document Type Organization Current Status Date Due
i Document Vault Denise's NFP Grantee Document Vault Modifications Required H;‘:-Nfﬁ

Organization Information | Organization Members | Organization Documents | Document Vault

Possible Statuses

SUBMIT DOCUMENT VAULT
Selectthe Submit Document Vault button below to submit your Document Yault to the State for review.

Please note: Once you submit your document vault, you will not be able to make changes until a State agency user re-opens it for modifications.
Please make sure your changes are complete before pressing the Submit Document Vault button.

Yo
on

You can then confirm it has been submitted by clicking on the expand Details button on your

u wi || be asked to attest to two certi
il do not agree, 0 your document vault

AT SHOWRED
Please make 2 sefecion below %0 continus.

MWBE CERTIFICATION

By seiecing the agree budton befow, | cersfy and agree that | am authonzed on behalf of the applicant and fis governing bedy to commit e applicant its
subsidianes, and any of iis subceniractors, to comply with the requirements of Adidie 15-A of the New York State Execufive Law: Parbdipation By Mincrity Group
KMembers and Women With Respect To Siaie Coniradls by providing opporiunities for MBEAVBE parfiopation | further cerify that the appiicant. its subsidiaries.
and any of its subconfractors will mamtain such records and take such acions necessary to demonsirate such compliance Troughout e compieBon ofthe
project Furthermore, | understand that should the project receive 3 funding award the applicant shall be required to use good faith efforts o achieve
prescribed MWEBE goals assigned fo the project.

MANDATORY CERTIFICATION

By selecing the agree bufton below, | cerdiy.

o | am autherzed on behak of the applicant and its goveming body to submit this information.

o All of the mformation contaired herein and all stslements, data and suppeding documents which have been made or fumeshed, are frue and comed ang

complele fo the best of my inowdedoe and belief

| recognize hat thes questionnamre is submitted for the express purpose of assising New York Staie in making responsidiily determinzlions regarding

an award of coniracts of granis or approval of 2 subconiract

o | acknowiedge that New York Stafe will rely on such informafion disdosed by me.

| acknowledge that New York Stafe may, in its d@screfion, by means which it may so chease, verify the #ulh and accuracy of all statements made herein

o | understand that i any change ocours in The informalion | have provided, that | will promptiy nolfy the Siate of such changes and that faflure 1o noify the
State of such changes will constitufe cause of disapproval of any application or revocaion of any agreement made with the Siate.

o |understand that any faise stalement or misrepresentation will consShute cause for disapproval of any appicaion or revocation of any agreement made
with fe Stafe upon which such information was relied.

« | further acknowiedge that my submisséon of this document. knowing that it contains a false statement or false mformation, constitutes a crime
under New York State law. and that | may prosecuted and subgect o a fine andor a term of imprisonment if so convicied of such a crime,

i‘. .:i hl‘r" -I‘ ';‘I;i

Document Vault.
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Q) Back
My Organization Information

Please complete all required forms below.

Details

ryanization Information | Organization Members | Organization Documents | Document Vault

Organization Details

Instructions:

Below is a list of required and additional forms and documents based on your organization's entity type.
Al required documents must be uploaded.

IThe additional documents may be requested based on the opportunities you apply for.

Q Back
My Organization Information

Please complete Jl requred forms below

3 Period Date /
I T
nfo  Document Type Organization Role Current Status Date Due
NI 1y 2 i RO IR | T = Z4g = NA-NA
Document Vaut Anrny's Jelly Sean System Administrator (ENT) Document Vaut n Revew NiA
< !

Once the Document Vault has been submitted the Grantee Delegated Administrator and/or
Grantee that submitted the Document Vault will receive an email indicating that the Document
Vault has been submitted. Within the Grants Gateway, a system generated message will also
be delivered to the Grants Gateway Inbox.

4.6 Document Vault Review

Once a document vault has been submitted, a prequalification specialist will review the
application. When the Prequalification Specialist from a State Agencyd seview is complete, the
Document Vault status will change. You can check back to see the status at any time.

A complete list of Document Vault statuses can be found in section 4.1. The most frequent
statuses after a Document Vault is in review are:
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Document Vault Modifications Required or Document Vault Prequalified.

If the Document Vault is in the status of Document Vault Prequalified, no further action is
necessary at that time.

NOTES: Document Vaults do expire annually and certain financial documents and forms
must be updated each year. Please see section 4.7 for more information.

If the Document Vault is in the status of Document Vault Modifications Required, there are
sections that need attention before the Document Vault can be prequalified.

You will receive an email from the Gateway if your Document Vault needs modifications. You
will receive a system generated message in your Grants Gateway Inbox. There also will be a
task in your Task Box.

M My Tasks
Export Results to Screen = Sortby: — Select— - E
Info Document Type Organization Name Current Status g:{;md gz:’

Paige TestEmails  GDV-DCJS-
NFP 00182

ﬂ Document Vault Diocument Vault Modifications Required  6/21/2013

i

To retrieve the Document Vault for modifications, click on Home, My Tasks and the link for
Document Vault.
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O Bar
Drag Here
Sys
Priority Sender Subject Date/Time
Useth
sende Grant System Document Vault 6/21/2013 9:12:30 AM
EmailDA, Test, EmailsGR, Test;
s
D g Your Document Vault GDV-DCJ3-00182 has been reviewed and modifications are required.
s Please see the Prequalification Reportin your Data Vault for an explanation of the required
(] | | modifications.
s
Keywaor a
1
O
55:26 AM Unread
Related Document GDV-DCJS-00152 ﬁ 55:26 Al Unread
16:02 AM Read
415:36 AM Read
Grant System Document Vault 6/21/2013 9:12:30 AM Read

As the State Agency reviews the Document Vault they will add questions or comments for the
particular section of the Document Vault that requires further information or clarification. This will
be indicated by an orange arrow in the first status column of the Document Vault.

Status Page Name M

D P Mumber History

EE Organization Capacity

@ﬁ Organization Compliance

EE Organization Integrity

@}ﬁ Senvice Descriptors

When a Document Vault is returned to you in Modifications Required Status, run the State
Prequalification Application Status Report to determine what action is required.
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e State Prequalification Application Status Report ,\A 1
N

e Status History ‘

[ Process Flow Snapshot

e Modification History

e Add/Edit People

Prequalification Application Status Report

Status Joosment Vit Modfcabons Required
Subemssson Date:  OB/10VX010 07 29 23aM
Name of Rofes Assignes  Kaven Panno

Email of Roles Assignas  karen peenno@otcla miy gov

Legal Name:  FAMILY OF WOOOSTOCK INC
Payws Name FAMILY OF WOOOSTOCK INC

SFS Vendor 1D 1000027410
Praquaification Exmenst Dane Modified Pregualification Status Dane OF S5a0us Mrernel C wnis Con s for Veowdor
Ceganizaton Capacty 0S0VZ013 08 1351AM Approved DB 192013 09.39. 354N
Organzanon Complance 0LON2013 0620: 19\ Pendng DE192003 037 15AN Question 11 raqures an Cueston 11- Agency is reqa
Ant-Noposm polcy
Organzanon Inegrity DMO032013 0821 35AN Approved 06192013 0953 22AN

Unless otherwise instructed by the State agency you should make the necessary corrections
where indicated on the Prequalification Status Report, then follow the instructions for submitting
a Document Vault as outlined beginning in Section 4.5, Submit your Document Vault.

Once the corrected Document Vault has been resubmitted the State agency will complete its
review. When the Document Vault in its entirety is considered acceptable, the reviewer will
change the status to Document Vault Prequalified.

The Grantee Delegated Administrator will receive a system generated email indicating the
Prequalified Status and will also receive a system generated message in the system Inbox.

4.7 Maintain Prequalification

NewYor k State requires Grantees to annually
Audit Review and Findings and the CHAR 500 (Charities Registration Form) in the Grants
Gateway to remain Prequalified and eligible for State grant awards. Additionally, the following
forms must be reviewed, updated if necessary, and saved: Organization Compliance,
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Organization Capacity, and Organization Integrity. See section 4.3 for more information about
these forms.

The Date Next Due on the Financial Document Forms prompts notifications for the annual
review and, where the review is not completed timely, triggers loss of prequalification.

The Grants Gateway will send system generated email to each Grantee Delegated
Administrator for your organization 30, 20 days and 10 days in advance of the expiration of one
of the Required Documents.

Upon receiving this email, the Grantee should obtain all of the documents that require updating.

However, the Grantee does not have to wait the intervening 30 days to upload the Documents
or perform their review of the required forms. To open the Document Vault for updating, log into
the Grants Gateway and click the Organization link in top blue navigation ribbon. Click the
Document Vault link to open the main Document Vault page.

From the main Document Vault page, use the Click Here to Open Document Vault link. This will
change the status to Document Vault Prequalified Open and the you can upload the new
documents by clicking the appropriate section from the Main Document Vault page. Please note
that proactively opening your vault for updates does not affect your Prequalified status.

Tester Labor
B —— vlaw

9132013 3:16:21 PM
€ Click Here to Open your Document Vault

L1 Licenses (Site or Professional)

The Grants Gateway uses the Date Next Filing is Due to trigger the Document Vault to change
from its current status to Document Vault Expired. Once the Document Vault is in Expired
Status the Grantee is no longer Prequalified, and must upload the most current documents,
review the required forms, and submit for review to reinstate Prequalified Status.

From the main Document Vault Page click the link for each of the documents that require
updating. You will see the current document that is uploaded and the Date Next Filing is Due is
nearing expiration or has expired.

To update the required financial forms (IRS 990, Audit Review/Findings, and Char 500):

From the main Document Vault screen, click on the link for the document

& IRS 990 (3)
] AuditReviews and Findings (3) (‘=1
_-.J CHARS00 or CHAR410 (3)
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Click the [ADD] button, only once, from the blue navigation ribbon at the top
of the screen to add a new screen.

NOTE: Previous documents cannot be deleted or altered.

nenis Frogress Hepors | ASKS

Training Materials | Ormganization(s) | Profile | Logout

Attach the upload using the [Browseé] button
End date fields. The system will automatically populate the Date Next Due field.

Upload Browse. (o
View File

Date Next 350 Due 5/15/2018| Tax Year Begin 7/1/2013
State Adjusted : Tax Year End 6/30/2014

Due Date

State Adjusted
Due Date Reason

0of 500

Exempt D

Click the Document Vault link at the top of the sections to return to the main Document Vault
page.

See section 4.5 for information about how to submit your document vault.
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5.Competitive Application

5.1 Search for Grants

You must be logged in under the right role in order to begin a grant application. Refer to section
2.1 for a detailed explanation of the roles with the appropriate permissions.

Log in to the Grants Gateway in any of the following roles:

1 Grantee

1 Grantee Contract Signatory

1 Grantee System Administrator

On the Home page, there is a section called View Available Opportunities. Click on the [VIEW

OPPORTUNITIES] button.

You will be redirected to the Search screen. Search for the grant by using any of the available

sear ch
Name field.

&l View Available Opportunities

You have Opportunities available.
Select the View Opportunities button below to see what is available to your organization.

|"VIEWGPPORTUNITIES |

fields. You can select the agneQppoytunity

Opportunities

Search by Grant Opportunity Name |

Search by Due Date me;| |Tu:|
Search by Eligibility - All - N
Search by Funding Agency | All - hd

All results will appear below the search box. Click on the link to the Grant Opportunity you wish

to apply for. This will bring you to the Opportunity Funding Profile page that was previously
discussed in section 1.1. Begin your application by clicking on the [APPLY FOR GRANT

OPPORTUNITY] button.

APPLY FOR GRANT OPPORTUNITY
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5.2 Completing an Application

Everything that is required of you to complete an application will be found on the Forms Menu.
This menu includes several pages of forms and documents that you must complete in order to
submit your application.

Q) Back

Q Menu q Forms Menu'k) Status Changes O Management Tools o Progress Reperis and Related Documents

When the Forms Menu comes up, the top few links are informational.

e

a Print Application
& Full Version of RFP

3 Application Versions

Contract Document Properties i This link will show you the documents that will be included in
the contract once executed including the A-1: Program Specific Terms and Conditions and any
additional documents that the awarding agency plans to include in the contract. There is also a
link to a sample Master Contract for Grants for you to see the standard language that is
included in the contract.

Print Application i This link will open a new window for you to print a blank copy of the
application. As you start to complete information, this document will update with your responses.
When you are done with your application, you can use this link to print your completed
application for your records.

Full Version of RFP i This link will take you to a full copy of the RFP supplied by the awarding
agency. If you are looking for any information or instruction on completing your application, it is
best to pull up this document for reference.

Application Versions T When first starting an application this screen will be blank. Once you
have submitted your application, a copy will be saved here for your future reference. If your
application is returned to you for further information to be collected and you resubmit your
application, both the first completed application and the revised application version will be saved
here.
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5.2.1 Project/ Site Addresses

The first page for you to start completing information on is the Project / Site Address page.
Agencies can require different information on every opportunity based on what they need to
score your application. On all pages of the application, you must answer all questions with a red
asterisk (*) at the end of it.

PROJECT/SITE ADDRESSES

Instructions:

Please complete all required fields.

If Project Statewide is ™Yes", do not enter Address information. If Project Statewide is "No”, Address information is required.
Select the Save button above to save your work frequently.

Click Forms Menu to return to the navigation links.

el

Name/Description:

Project Statewide

Address 1 | |
Address 2 | |
City |
County v|

State MY
Zip | |

Regional Council: W |
Agency Specific Region: W

Name / Description: All applicants must enter a Project Name unless directed by the awarding
agency to enter something different

Project Statewide: If your project will occur statewide, select Yes from the dropdown box. This
will grey out the address information. If your project is not statewide and will occur at a specific
location, select No from the dropdown box and enter the address of the project location in the
address fields.

Regional Council: From the dropdown box, select which of the Regional Economic
Development Council locations your project will be conducted in.

Agency Specific Region: If the agency provided their own regions to select from, choose the
selection that best represents where your project will be conducted.

When you have completed all fields on the page click the [SAVE] button at the top of the page.
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If there are any required fields left blank, you will receive a Page Error at the top of the page
indicating what field was missed.

Q1 Page Error(s)

Project Mame/Description is a required Field.

If you click the Submitbut t on and al | information was entered c
lighto at the top of the page indicating that all

@'Page Information

The information has been saved.

If you need to add a second (or multiple) addresses, click the [ADD] button at the top of the
page for a new address screen to enter. Be sure to click the Save button after every entered

address.

NOTE: The add button will only appear if it was allowed by the funding agency. When more
than one address is saved in the system, a pull-down menu will appear which gives you an
option to go to any of the previously saved addresses.

Return to the Forms Menu to navigate to the next page to complete.

5.2.2 Program Specific Questions

From the Forms Menu, click on the Program Specific Questions link. All applicants must enter a
Project Title.

Under the Project Title, the funding agency can ask as many questions as they would like.
Follow the instructions provided in the opportunity to complete the form. There are five different
types of responses you could be asked for.

9 Texti Agencies can limit the response type to 250, 500, 1000, or 4000 characters. The field
limit is listed directly under the text box that you are provided to enter into. As you type into
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