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Introduction 
Grants.gov has been designed to make it easier for organizations to find and apply for more than $400 billion in Federal grants. With electronic access to more than 1,000 grant programs offered by all Federal grant-making agencies, Grants.gov leverages the power of the Web to streamline your grant acquisition process.

This user guide has been developed to help you navigate the Grants.gov environment more easily. In it, you’ll find an overview of every step of the process – whether you’re an applicant or grant-making agency. 

From getting started and registration to viewing and tracking completed applications, this user guide offers clarification where and when you need it.

For Applicants: Find Grant Opportunities

Grants.gov has been designed to help you search for grant opportunities throughout the Federal government. You have two options: Search Grant Opportunities online and in real time, or Receive Email Alerts detailing new grant postings. 

To find grant opportunities on Grants.gov, simply select Find Grant Opportunities from the navigation on the left side of any Grants.gov screen. This will take you to the Find Grant Opportunities screen, where you will be able to choose whether you’d like to search grant opportunities online or be notified of new grant postings by email.
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For Applicants: Find Grant Opportunities: Search Opportunities
To search for opportunities online and in real time, simply click Search Opportunities in the Find Grant Opportunities submenu. This will take you to the Search Opportunities page.
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Once on the Search Opportunities page, you may conduct a basic search, browse grant opportunities by category, browse by agency or conduct an advanced search.

To conduct a basic search, simply click on Find Grant Opportunities in the left side navigation on any Grants.gov page. Then, select Search Opportunities from the submenu, and click on Basic Search. The Basic Search page will appear.
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To browse grant opportunities by category, simply click on Find Grant Opportunities in the left side navigation on any Grants.gov page. Then, select Search Opportunities from the submenu, and click on Browse by Category. The Browse by Category page will appear.
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To browse grant opportunities by agency, simply click on Find Grant Opportunities in the left side navigation on any Grants.gov page. Then, select Search Opportunities from the submenu, and click on Browse by Agency. The Browse by Agency page will appear. 

[image: image5.png]Ome-0- 19 9%

D Jorenn |2 L3 LI H B

ks ] o ftweb g nts.govfsearchiagency o

Fle Edt View Favortes Took Help

| westcrelink CL | FI a9 KC

APPLICANTS
ABOUT GRANTS.GOV
FOR AGENCIES

/

GRANTS.GOV*

Home > Find Grant Opportunities > Search Grant Opportunities

For Applicants About Grants.gov Resources For Agencies

Cantact Us SiteMap Home

Search Grant Opportunities

Basic Search

Browse by Category |

Browse by Agency| | Advanced Search

Search Tips

RESOURGES
HELP To browse by Agency, please access any of the links below.
ConTAGT US
Access Searth Tips for helpful search strategies, or dick the Help button in the upper right corner to
SITE MAP get help with this screen. ||
All Agencies Administration for Children and Families
Air Force Office of Scientific Research Appalachian Regional Commission
casper casper
Chistopher Columbus Fellowship Foundation ~ SSBration for National and Community
Dor cort DoT-Fwra
Defense Logistics Agency. Defense Logistics Agency.
Department of Commerce Department of Defense
Department of Education Developer Account: Department of Education Developer Account:
Department of Health and Human Services Department of Homeland Security.
Department of Labar: Department of Rexford
Department of State Department of Veterans Affairs
Department of the Interior EDRED
Environmental Protection Agency Federal Emergency Management Agenci
oo

Bistert| @ & 7] (3] [6] B © » [Oaobox- Mirosco.

[ [ [ [ memet

1 User Guide (contin.. | &)Radio ¥H1_Conne... |[£] Grants.gov - Find... ] UserGuide_section... | [« G 240 pm




To conduct an advanced search, simply click on Find Grant Opportunities in the left side navigation on any Grants.gov page. Then, select Search Opportunities from the submenu, and click Advanced Search. The Advanced Search page will appear.
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For Applicants: Find Grant Opportunities: Email Subscription 

Grants.gov is designed to allow users to register (subscribe) to receive email notifications of new grant postings that meet specific criteria.

To register to receive grant postings that meet the needs of yourself or your organization, simply click Find Grant Opportunities from the left side navigation. Then, choose Email Subscription from the submenu.
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Once on the Email Subscription page, you may elect to be notified of all grants, those with advanced criteria, grants with a specific Funding Opportunity Number (FON), or, you may choose to unsubscribe from receiving email notifications.

To receive email about all grants, simply click on Find Grant Opportunities in the left side navigation on any Grants.gov page. Then, select Email Subscriptions from the submenu, and click on All Grants. The All Grants page will appear and allow you to subscribe.
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To be notified about grants with advanced criteria, simply click on Find Grant Opportunities in the left side navigation on any Grants.gov page. Then, select Email Subscriptions from the submenu, and click on Advanced Criteria. The Advanced Criteria page will appear and allow you to subscribe. 
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To be notified about grants with a specific Funding Opportunity Number (FON), simply click on Find Grant Opportunities in the left side navigation on any Grants.gov page. Then, select Email Subscriptions from the submenu, and click on Specific FON. The Specific FON page will appear and allow you to subscribe.
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To unsubscribe, simply click on Find Grant Opportunities in the left side navigation on any Grants.gov page. Then, select Email Subscriptions from the submenu, and click Unsubscribe. The Unsubscribe page will appear and allow you to unsubscribe from receiving emails. You will need to confirm your unsubscription. An email will be sent to your registered email address. Just simply click the link enclosed in the email and the unsubscription will be completed.
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For Applicants: Apply for Grants

Applying at Grants.gov can reduce your costs and the time required to find opportunities and process your application. The site provides access to multiple grantors and reduces paperwork, postal costs and storage costs, in addition to its efficiency as a one-stop storehouse of grants information.

By downloading a grant application package, you can view it offline, giving you the flexibility to complete the application when and where you want. You can also route it through your organization for easy review and then submit it with a simple click.

Before you apply, remember you must be registered, and you must have the Funding Opportunity Number (FON) and/or CFDA number of the desired grant (Note:  UALR is already registered). Once those steps are complete, you will be ready to download the application package and begin the 4-step process to apply for a grant:

Step 1: Download a Grant Application Package and Instructions
You should have the FON and/or CFDA number. If not, return to Find Grant Opportunities to search for this information. 

In order to view the application package, you will need to install the PureEdge Viewer, [link to a small, free program that provides access to the grant application]. To operate the PureEdge Viewer, your computer must meet certain system requirements. If you are a non-Windows user, please refer to this support page. 

You can also find the grant application package from your search results. Click the “How to Apply” button at the top of the screen. In the next screen, you will be access the application package and instructions.

Step 2: Complete the Selected Grant Application Package

Once you have downloaded the application package, you can complete it offline, a handy feature that allows you to share the document in your office and complete it at your own pace.

Instructions are available to assist you on the application package cover sheet to explain how to open and use the forms in the application package. Also, you will have direct access to the agency application instructions, which will include all the necessary information on what is required for your submission.  

Note: 

· Save your application to your computer as changes are NOT automatically saved. 

· Remember to click the Save button when you have completed the package and are ready to submit it. 

· The package cannot be submitted until all required fields have been completed. 

If you’re having problems completing the process, view our Frequently Asked Questions.

A training demonstration of How to Complete an Application Package
Step 3: Submit a completed Grant Application Package

Using the username ID and password you entered when you registered with a Credential Provider, you can submit your application package. In order to submit your application, you must already be registered and you will need to have already completed the application package using the PureEdge Viewer.

The “Submit” button on the application package cover page will only become active after you have completed all required forms, attached all required documents, and saved your application package. Click on the “Submit” button once this process is complete and you are ready to send the completed application to Grants.gov.

Next, review the provided application summary to confirm the application will be submitted to the correct program. Click the “Yes” button if this information is correct and you are ready to submit the application. If you are not already connected to the Internet, you will be directed to do so and will need to login to Grants.gov using your username ID and password.

After you have clicked the “Sign and Submit” button on the summary page, your application package will automatically be uploaded to Grants.gov. A confirmation screen will appear once the upload is complete. Note that a Grants.gov tracking number will be provided at the bottom of this screen, as well as the submission’s official date and time. Record this number so that you may refer to it should you need to contact Customer Support.

Step 4: Track the Status of a Completed Grant Application Package

Once an application has been submitted, you can check the status on the Track My Application page. You may identify your application by CFDA Number, Funding Opportunity Number, Competition ID, and/or Grants.gov Tracking Number.  (NOTE:  ORSP has the ability to see the status of your application)
Helpful Hints:

· Remember that all username ID and passwords are case sensitive. 

· If the Submit button is not active, please check to be sure you have: 

· Completed all mandatory fields in all mandatory forms and moved them to the Mandatory Completed Documents for Submission box. 

· Clicked the Save button AFTER all documents have been moved to the Mandatory Completed Documents for Submission box. 

· Completed all mandatory fields in all optional forms that have been moved to the Optional Completed Documents for Submission box. 

· Closed all Internet browser windows. 

· If the Submit button is active and you are still unable to submit the form, make sure that your computer meets the system requirements and you have the latest version for the PureEdge Viewer. 

· If you are using a dial-up modem, it may take several minutes for the application to upload and be submitted. A high-speed Internet connection or DSL connection will process the application much faster. 

For Applicants: Completing Application Packages

Downloading Application Packages

Instructions for Downloading Application Packages

Follow the steps below to download application packages.

1. After all necessary steps are completed, click the Apply for Grants tab at the top of any screen within Grants.gov.  This will take you to the Apply for Grants screen.

Apply for Grants screen
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2. Click the Download Application Package link on the left of your screen. This will take you to the Download Application Package screen.

Download Application Package screen
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3. Enter the CFDA number of the agency which is offering the opportunity for which you want to apply in the CFDA Number field.
OR
Enter the Funding Opportunity Number of the opportunity for which you wanted to apply in the Funding Opportunity Number field.
If you do not know the Funding Opportunity Number or CFDA Number for the grant for which you want to apply, you will need to search for the grant opportunity following the steps in Searching Grant Synopses. If you know the CFDA number or Funding Opportunity Number you can check the Grants.gov Programs List found at the left navigation of Grants.gov home page. You must complete at least one of these fields to download an application.
4. Click the Download Package button to download the application package. This will take you to the Selected Grant Applications for Download screen.

Selected Grant Applications for Download screen
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5. To download an application package and its instructions, click the corresponding download link. Be sure to download both.

6. When you download an application package, you will first be taken to the Download Opportunity Application Package screen. From this screen, confirm that you are downloading the correct application for the grant you'd like to apply to.

Download Opportunity Application Package screen
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7. If you would like to be notified of any changes to this opportunity, enter your email address in the field and then click the Submit button. If you choose not to enter your email address and the application package is deleted or modified, upon submitting the application package to Grants.gov, you may receive a rejection notice.

8. Click the Download Application Package link. The application package will open in the PureEdge Viewer.

Application Package screen
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9. Click the Save button to save the application to your computer.

10. A warning message appears informing you that one or more of the items in this form contain an invalid value and asks if you want to proceed anyway. Click Yes. This will open the Save Form window. 

Save Form window
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11. Browse to the location you will save the application on your computer.

12. Enter the name the application will be saved as in the File Name field.

13. Click the Save button. The application will save to your computer. You will not need to be online to complete the application.

For Applicants: Completing Application Packages

Instructions for Completing Application Packages


Follow the steps below to complete an application package using Grants.gov.
1. As the application downloads, it will automatically open in PureEdge Viewer. Save the application to your computer. Once the application is saved, you do not need to be online to complete the application. 

Sample Application Package 
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2. Verify that the pre-entered information is for the grant opportunity for which you want to apply. If the Federal funding opportunity listed is not the opportunity for which you want to apply, close this application package by clicking the Cancel button at the top of the screen. You will then need to locate the correct Federal funding opportunity, download its application and then apply. If the Federal funding opportunity listed is the opportunity for which you want to apply, complete the application in its entirety before submitting it.

Applications can be completed in their entirety offline; however, you will need to login to the Grants.gov website during the submission process. The Submit button at the top of the screen will not be functional until the application is properly completed and saved.

If you have any application specific questions, contact the offering agency directly using the contact information provided on the application's cover page.

Cover Page
Follow the steps below to complete the cover page of an application package.
1. Enter a name for the application in the Application Filing Name field.
· This application can be completed in its entirety offline; however, you will need to login to the Grants.gov website during the submission process.

· You can save your application at any time by clicking the “Save” button at the top of your screen. 

· The “Submit” button will not be functional until the application is complete and saved.

2. Open and complete all of the documents listed in the Mandatory Documents box and Optional Documents box.
· The documents listed in the Mandatory Documents box and Optional Documents box may be predefined forms, such as SF-424, or documents that need to be attached, such as a program background statement. Mandatory Documents are required for this application. Optional Documents can be used to provide additional support for this application or may be required for specific types of grant activity. Reference the application package instructions for more information regarding Optional Documents.

· To open an item, simply click on it to select the item and then click on the Open button. When you have completed a form or document, click the form/document name to select it, and then click the =>> button. This will move the form/document to the Mandatory Completed Documents or Optional Completed Documents box for submission. To remove a form/document from the Completed Documents box, click the form/document name to select it, and then click the <<= button. This will return the form/document to the Mandatory Documents or Optional Documents box.

· When you open a required form, the fields which must be completed are noted by an *, and on some computers (depending on your settings) highlighted in yellow. Optional fields and completed fields are displayed in white. If you enter invalid or incomplete information in a field, you will receive an error message.

· To exit a form, click on the Close button at the top of the screen. Then, click the Save button to resave your entire application. 

Note:
· All mandatory fields in all mandatory forms have been completed and moved to the Mandatory Completed Documents for Submission box.

· The Save button has been clicked AFTER all documents have been moved to the Mandatory Completed Documents for Submission box.

· All mandatory fields in all optional forms that have been moved to the Optional Completed Documents for Submission box have been completed.

· All Internet browser windows must be closed.

Forms
Forms, such as SF-424, are predefined and will require you to enter information into fields. If the SF-424 is in the package, you must complete the SF-424 first. SF-424 will automatically complete additional fields on other forms with the information you entered. Follow the steps below to complete forms contained within an application package. 
Note:
1. To open a form in the Mandatory or Optional Documents box, simply click on the form name to select it and click the Open Form button which appears below the appropriate box. When you have completed a form, you will need to move it to the appropriate Completed Documents for Submission box.

Sample Application Form
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2. When you open a required form, all required fields are noted by an * and sometimes (depending on your computer settings) highlighted in yellow.

3. Optional fields and completed fields are displayed in white. 

4. You can click any field to enter the necessary information. 

5. You can also use the TAB button on your keyboard to move from field to field. 

6. If you enter invalid or incomplete information in a field, you will receive an error message upon leaving the field.

7. To exit a form, click the Close button at the top of the screen. Then click the Save button to save your application. 

Documents
In addition to forms, application packages may also require that you submit specific documentation, such as a program background statement. Follow the steps below to submit documentation for an application package.
1. To open a form that requires you to attach a document, simply click on the form name to select it and then click the Open Form button which appears below the appropriate box. 

2. Once the form is open, you can attach documents from your computer to the form. Depending on the form, you may be able to attach a PDF, Text Document, Word Document or other type of documents. After completing a form, move it to the appropriate Completed Documents for Submission box.

Sample Application Document
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Attaching a Document
Follow the steps below to attach a document to a form.
1. To upload a document, simply click the Add button. 

2. This will open an Attachment window.

Attachment window
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3. Click the Attach button. A Browse window opens allowing you to select the document on your computer you would like to upload.  

Browse window
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4. Once you have selected the document you would like to attach, click the Open button. You will return to the Attach window.

5. Repeat this process until you have attached all of the necessary documents.

6. When you have selected all of the documents you want to include for this requirement, click the Done button. If multiple files are attached to the field, the box next to Attachment will be checked. If only one file is attached, the name of the file will be displayed in the box next to Attachment.

Deleting a Document
Follow the steps below to delete a document that you have uploaded to the form.
1. Open the form and click the Delete button. 

2. If multiple documents are attached, the Delete Attachment window will open. 

Delete Attachment window
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3. From the Delete Attachment window, select the document or documents which you want to delete and click the Remove button.

4. Click the Done button when you are finished deleting the documents. 

5. Once all the attached documents have been removed, the check mark after the attachment will be removed. If there is only one attachment, press the Delete button.  

6. The Remove Attachment window will appear. Click “Yes” to delete or “No” to return back to the form. The file name will be removed from the display box on the form.

Viewing a Document
Follow the steps below to view a document that you have uploaded to the form.
1. Open the form and click the View button. 

2. If only one document was attached, the document will open. If multiple documents are attached, the View Attachment window will open.

View Attachment window
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3. From the View Attachment window, select the document or documents you would like to view and click the Display button. 

4. Click the Done button to return back to the form without displaying the attachment. Closing the open document returns you back to the form.

5. To exit the mandatory documents page, click the Close button.

Saving Your Application
Follow the step below to save your application.
1. To save your application, click the Save button at the top of your screen. 

Printing Your Application
Follow the step below to print your application.
1. To print your application, click the Print button at the top of your screen. 

Finalizing Your Application
Follow the steps below to finalize your application.
1. You can save your application at any time by clicking the Save button at the top of your screen.

2. Once you have properly completed and saved the application, the Submit button will become active and you will be able to submit your application to Grants.gov.
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