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Grants Gateway Help and Information 

New York State Grants Gateway Help Desk 

Phone: 518-474-5595 

Email: grantsgateway@its.ny.gov 

Grants Management Website: https://grantsmanagement.ny.gov 

Grants Gateway Website: https://grantsgateway.ny.gov 
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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.  

 

 

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

 

 

 

 

 

1.1.1  Grant Opportunity Profile 

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

 

 

 

This displays a high-level overview of the grant opportunity. In order to see the full solicitation 

for the opportunity (either PDF or a link to it), click on ñView Grant Opportunity.ò 
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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. 
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Enter information in the search fields to narrow your results. 

 

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.  
  



 

11 

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. 

 

 

 

Enter your information in the required fields.  

NOTE: Required fields are marked with an *. 
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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 the [SIGN-UP] button. 

 

 

 

To modify which service areas a user receives notification emails for, click on the ñAlready 

Signed-up?  Click here to update preferencesò link.  

 

 

Enter your email address and select the [Login] button. 
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Make changes to your preferences: 

 

 

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: 
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1.4 Registration 

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

 

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. 

 

To find out if your organization is already registered in the Grants Gateway, enter your 

organizationôs 10 digit Statewide Financial System (SFS) Vendor ID and select the Verify SFS 

Vendor ID button. If you donôt know your SFS Vendor ID, check with your finance office. 
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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. 

 

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. 

 

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. 
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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:  

¶ The form must be printed out and signed by the head of the organization.  Only original 

documents will be accepted (no copies).  

¶ The form must be notarized.  The notary must complete each box in ñThe Acknowledgement 

to be completed by a Notary Publicñ section, sign and stamp it. 

¶ The form must be accompanied by an organization chart showing the head of the 

organization, organization member names, and titles 

¶ If the organization does not have an SFS ID, a substitute W-9 must accompany the form.  

The Grants Management staff will request a SFS ID for the organization.  This process takes 

3 ï 5 business days.  

¶ Please allow 5 ï 10 business days for your entire registration to be complete once all 

completed, accurate materials have been delivered to the Grants Management office.  
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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. 

 

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

LOGIN button 

 

The first time you login, (and every three months thereafter) to the Grants Gateway you will be 

prompted to change your password. 
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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. 

 

 

Click the [SAVE] button on the menu tab. 

 

 

You will get a ñPage Informationò confirmation after the save is complete. 
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2. Delegated Administrator ï Maintaining 
User Accounts 

2.1 Grantee Roles 

Delegated Administrator ï 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: 

¶ Create User Accounts 

¶ Maintain User Accounts 

¶ Inactivate User Accounts 

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

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

 

Grantee ï 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 

¶ Create, maintain, and update the Document Vault  

 

Grantee Contract Signatory ï 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: 

¶ Initiate, complete, and submit applications 

¶ Complete contract development activities (updating workplan and budget) 

¶ Sign contracts 

¶ Initiate, complete and submit modification requests 

¶ Initiate payment requests 
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¶ Initiate, edit, and submit progress reports 

 

Grantee Payment Signatory ï 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: 

¶ 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 ï 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: 

¶ 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 ï 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. 
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Click the Add Members link. 

 

Select the [NEW MEMBER] button. 
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Complete all required fields on the page. Required fields are indicated by a red asterisk. 

 

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 personôs access.   

 

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

 

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. 
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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. 

 

 

Click on the Organization Members link. 

 

Current users (members) for the organization will be displayed. Click on the userôs name link in 

the Person column. 

 

Modify the userôs address/contact information as appropriate and click the SAVE button. 

Do not change a userôs role. Please see Section 2.5 of this document for information on 

managing roles. 
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2.4 Inactivate User Accounts 

Inactivating user accounts is a critical part of the Delegated Administratorôs responsibilities. It is 

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 potentially delete and/or change your organizationôs 

information. 

 Click the Organization(s) link on the home page 

 

 

Click on the Organization Members link. 

 

Current users (members) for the organization will be displayed. Click on the userôs name link in 

the Person column. 

 

 

 

Inactivate the user by selecting (or entering) a Date Inactive and click the [SAVE] button. 
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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 not change a userôs role on 

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. 

 

 

 

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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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. 

 

Click the [SAVE] button. 

 

When the information is captured correctly, you will get the ñGreen Lightò to move forward.  

 

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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3.2 Create a Document Vault 

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

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.  

 

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.    



 

28 

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 ñRequired Formò link and populate all required fields.  
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Populate all required information. 

NOTE: Required fields are marked with an *. 

 

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. 

 

Repeat this process until each of the ñRequired Formsò is completed and saved. 
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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. ñYesò answers will, in most cases, invite further 

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. 

¶ 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. 

¶ 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. 

¶ 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. 

 

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: 

¶ 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 
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¶ Total Contract Amount: Dollar amount of the contract  

 

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.  

 

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 return to the Grantee Document Vault document list, click the ñDocument Informationò link at 

the top of the screen. 

  

4.4 Required Documents 

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, 

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.   

 

 

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.   

 

 

4.4.3 IRS 990 

Upload a copy of the organizationôs most recent IRS Form 990.  Identify the Tax Year Begin and 

the Tax Year End dates. Organizationôs Tax Year Begin and End dates can be found at the top 

of most recently filed IRS 990.  
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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.   

 

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 will mark the Exempt checkbox on the organizationôs behalf. 

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. 
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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 by your organizationôs board of directors. 

 

4.5 Submit your Document Vault 

On the Document Vault main page (about halfway down the page) click the ñClick Here to 

Submit your Document Vaultò link. 

 

Click on the button to submit your Document Vault. 
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You will be asked to attest to two certifications in order to submit. Click on ñI agree.ò (If you click 

on ñI do not agree,ò your document vault will not be submitted).  

 

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

Document Vault.  



 

39 

 

 

 

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 Agencyôs review 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.  

 

To retrieve the Document Vault for modifications, click on Home, My Tasks and the link for 

Document Vault. 
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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. 

 

 

 

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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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 

New York State requires Grantees to annually update the organizationôs IRS 990 Tax Form, the 

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. 

 

 
 

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 
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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. 
 

 

Attach the upload using the [Browseé] button and then fill out the Tax Year Begin and Tax Year 

End date fields. The system will automatically populate the Date Next Due field. 

 

 
 
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:  

¶ Grantee 

¶ Grantee Contract Signatory 

¶ 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 

search fields. You can select the agencyôs name or type in a key word in the Grant Opportunity 

Name field.  

 

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.  
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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.  

 

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

 

 

Contract Document Properties ï 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 ï 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 ï 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 ï 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. 

 

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.  

 

If you click the Submit button and all information was entered correctly, you will receive a ñgreen 

lightò at the top of the page indicating that all information was saved successfully.  

 

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.  

¶ Text ï 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 


























































































































































