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Objectives for today

=Overview of Grants.gov Workspace

"Retirement of Legacy PDF Application Package
*How to Register in Grants.gov

=Review ‘Roles’ in Workspace

*Live-Demonstration of Workspace

"How to work, edit, save and print your application

"Final thoughts and Questions



Objective of Workspace

To enhance the Grants.gov Apply functionality
by providing applicants with a shared, online
environment to collaboratively complete and
submit grant applications

— GRANTS.GOV™



Benefits of Workspace

* Multiple users can concurrently complete the
application forms

* Reuse/Copy existing Workspace forms

* Upfront validation allows applicants to correct
application errors prior to submission, which
minimized the rejection rate

* Seamless integration between online webforms
and offline PDF forms

 Collaborate with Users External to Your
Organization

* Opportunity Package changes are immediately
reflected in Workspace

GRANTS.GOV™



Retire Legacy PDF Application Package

Legacy PDF Application Package will be phased out m——
on December 31, 2017.

B Y

* Applicants will no longer be able to download the older, single PDF application package of
forms.

* Applicants can apply for grants using Grants.gov Workspace, which separates the application
package into individual forms. Applicants can create a workspace, complete the webforms
online or by filling out the separate PDF forms, and submit their application workspace package.

* The online webforms interface is now available in Grants.gov and is only accessible through
Workspace.

* For any funding opportunities where applicants have downloaded the legacy PDF application
package, they will be able to continue to submit that package until March 31, 2018.

e S2S Submissions will continue to be supported.

Are you ready? If you have any questions or concerns, please contact us at community@grants.gov.

GRANTS.GOV™




Workspace Resources

. For more information about Grants.gov Workspace, please visit our various Workspace resources:
—  Grants.gov Workspace Overview
—  Grants.gov Workspace Training Video Series
—  Grants.gov Community Blog articles on Workspace
—  Grants.gov Online User Guide

. Grants.gov Applicant Support
— 1-800-518-4726
—  support@grants.gov

. Grants.gov Community Blog articles:
—  “7Tips for Transitioning Your Organization to Grants.gov Workspace”
https://blog.grants.gov/2016/10/18/7-tips-for-transitioning-your-organization-to-workspace/
—  “Grants.gov Workspace for Colleges and Universities” (3 Part Series)
https://blog.grants.gov/2017/06/06/grants-gov-workspace-for-colleges-and-universities-part-1-of-3/

. Grants.gov Workspace Roles and Access Levels
—  Training video: https://www.youtube.com/watch?v=zWSjX Lfmc
—  Blog: “Defining Grants.gov Workspace Roles and Access Levels”
https://blog.grants.gov/2017/03/13/defining-grants-gov-workspace-roles-and-access-levels/

GRANTS.GOV™



Upcoming Changes in November 2017

 Workspace Enhancements
— Reuse/Copy across form versions
— Streamline Workspace creation
e Subscription Management
— View and Manage subscriptions
— New subscription types: News and Saved Searches
— One-Click Subscribe to Opportunity
— Requires Grants.gov account/login
e Streamline Account Creation & Login

* New Forms Status Report for In Progress Forms

GRANTS.GOV™



Grants.gov Workspace
Registration

To register in Grants.gov Workspace, go to the following URL:
https://www.grants.gov/web/grants/register.html

Register as an “Organization Applicant” as indicated on the
next slide.




Grants.gov Registration

SISl W Grant Opportunities v Enter Keyword

GRANTS. GOV

HOME LEARN GRANTS SEARCH GRANTS APPLICANTS GRANTORS SYSTEM-TO-SYSTEM FORMS OUTREACH SUPPORT
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Register as .

Register as an Organization Applicant »

Select ‘Register as an Organization Applicant’




Enter SU DUNSH as indicated below

You Do Not need to register for a DUNS# or in SAM, as SU is

LOGIN

already registered in both. SU DUNS is 002257350.

HELP MANAGE SUBSCRIPTIONS REGISTER

IS R{eia Ml Grant Opportunities ¥  Enter Keyword .. GO

— GRANTS.GOV™

HOME LEARN GRANTS SEARCH GRANTS APPLICANTS GRANTORS SYSTEM-TO-SYSTEM

FORMS OUTREACH SUPPORT

Register Register With Granis.Gov As Organization Appiicant

REGISTER WITH GRANTS.GOV AS ORGANIZATION APPLICANT

Before you can register as organization applicant with Grants.gov, you will need to obiain a DUNS number and complete registration in SAM. This process can take up to 4 weeks. Once you have completed these two

items, enter your organization DUNS or DUNS+4 number below and press the "Register” bution
Once your DUNS number has been verified. you can submit your regisiration to Grants.gov. An e-mail will be generated to your organization’s E-Business Point of Contact

To register for a username and password, enter the organization 's DUNS OR DUNS+4 Number and then click the "Register” button below.

Step 1: Complete the DUNS OR DUNS+4 Number field. E TER th e D U N S# h ere

Step 2: Click the Register bution

DUNS or DUNS+4 Number

e SELECT the ‘Register’ button

| Register

Tips for registering:
« Ask the grant administrator, chief financial officer, or authorizing official of your organization to identify your DUNS number and to determine if your organization is registered with the SAM. If your organization does
not know Its DUNS Number, call Dun & Bradstreet at 1-866-705-5711 and follow the automated prompts to obtaln this Information. If your organization Is not registered with SAM, apply by phone (1-866-606-8220)

or register online at hitp/Awww.sam.gov
« Once you have a DUNS number and are registered with SAM. you must create a Grants.gov account to begin the process of applying for federal granis
Registering with Grants gov is a simple process. Guidance on this process is included in the tutorial, user guide and Help section of thic site Please click on the Applicant tab for further assistance

GRANTS.GOV Applicant Support
1-800-518-4726

support@grants.gov

CONNECT WITH US: BY Blog W Twitter » YouTube '@ Aleris [l RSS ) XML Exiract Get Adobe Reader

HEALTH & HUMAN SERVICES: HHS gov EEOC /No Fear Act Accessibility = Privacy Disclaimers | Site Map
COMMUNITY: USA_gov | WhiteHouse.gov = USAspending.gov = SBA.gov = CFDAgov SAM.gov | DUNS Request Report Fraud




Complete Organization Applicant
Registration

HELP MANAGE SUBSCRIPTIONS | REGISTER LOGIN

GRANTS. GOV”®

LEARN GRANTS SEARCH GRANTS APPLICANTS GRANTORS SYSTEM-TO-SYSTEM FORMS OUTREACH SUPPORT

GRANTS.GOV Register Register With Grants.Gov As Organization Applicant Organization Applicant Registration

ORGANIZATION APPLICANT REGISTRATION e

Please enter your information below
« Required fields are denoted with an asterisk (%)
- moadolossogopacaloharasiars araaloued gquastion marks peoods dashes undarscoras and g symballoacouog 1s not subject to these restrictions.)

T —— Enter your information

and make note of your
responses.

Secret Question:
Secret Answer:

UserName:

* Password: * Confirm Password:

Your password must contain at least eight (2) characters including: at least one (1) uppercase letter (A-Z); at least one (1)
lowercase letter (a-z); at least one (1) number (0-9); and at least one (1) special character(e.g. ! @ #S$ % * & ).

S Select ‘Continue’ once information is
Warning Notice e nte red

- This warning banner provides privacy and security notices consistent with applicable federal laws, directives, and other federal guidance for accessing this Government system, which includes (1) this computer
network, (2) all computers connected to this network. and (3) all devices and storage media attached 1o this network or to a computer on this network.

This system is provided for Government-authorized use only.

Unauthorized or Improper use of this system Is pronhibited and may resuit in disciplinary action and/or civil and criminal penalues.

Personal use of social media and networking sites on this system is limited as to not interfere with official work duties and is subject to monitoring.

By using this system, you undgerstand and consent 1o the following:

o The Government may monitor, record, and audit your system usage, including usage of personal devices and email systems for official duties or to conduct HHS business. Therefore, you have no reasonable
expectation of privacy regarding any communication or data transiting or stored on this system. At any time, and for any lawful Government purpose, the government may monitor, intercept, and search and
seize any communication or data transiting or stored on this system.

o Any communication or data transiting or stored on this system may be disclosed or used Tor any lawful Government purpose.

CONNECT WITH US: ¥ Blog W Twitter » YouTube @ Alert= [l Rss  J) XML Extract [ Get Adobe Reader GRANTS.GOV Applicant Support
HEALTH & HUMAN SERVICES: HHS gov EEOC / No Fear Act = Accessibility | Privacy Disclaimers Site Map 1-800-518-4726
COMMUNITY: USA gov WhiteHouse gov | USAspending gov = SBAgov CFDAgov SAMgov DUNS Request Report Fraud suppori@grants.gov




Complete Organization Applicant
Registration

HELP MANAGE SUBSCRIPTIONS REGISTER LOGIN

GRANTS.GOV™
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GRANTS.GOV ) Register Register With Grants.Gov As Organization Applicant Organization Applicant Registration

ORGANIZATION APPLICANT REGISTRATION ©

Please review the information entered below. If you would like to make changes, click the Edit button on the botiom of the page. If the data eniered is correct, please click the Submit button on the botiom of the page.

First Name:

Mi:

Last Name:

Job Title:
DUNS:
Telephone:
Email:

Secret Question:
Secret Answer:

' Edit as needed — then Select
Edit | [ Submit ’Submit’

Warning Notice

« This warning banner provides privacy and security notices consistent with applicable federal laws, directives. and other federal guidance for accessing this Government system. which includes (1) this computer
network, (2) all computers connected to this network, and (3) all devices and storage media attached to this network or to a computer on this network.
This system is provided for Governmeni-authorized use only.
Unauthorized or improper use of this system is prohibited and may result in disciplinary action and/or civil and criminal penalties.
Personal use of social media and networking sites on this system is limited as to not interfere with official work duties and is subject to monitoring.
By using this system, you understand and consent to the following
o The Government may monitor, record, and audit your system usage, including usage of personal devices and email systems for official duties or to conduct HHS business. Therefore, you have no reasonable
expectation of privacy regarding any communication or data transiting or stored on this system. At any time, and for any lawful Government purpose, the government may monitor, intercept, and search and
seize any communication or data transiting or stored on this system.
o Any communication or data transiting or stored on this system may be disclosed or used for any lawful Government purpose.

CONNECT WITH US: BN Blog (W Twitter » YouTube & Alerts [l RSS 8} XML Extract B Get Adobe Reader
HEALTH & HUMAN SERVICES: HHS gov EEOC /No Fear Act Accessibility Privacy Disclaimers Site Map

COMMUNITY: USA_ gov ' WhiteHouse gov | USAspending.gov | SBAgov CFDAgov SAMgov DUNS Request Report Fraud

GRANTS.GOV Applicant Support
1-800-518-4726
support@grants.gov




HELP = MAMAGE SUBSCRIPTIONS | REGISTER | LOGIN

I GRANTS.GOWV™

FIND. APPLY EED

HOME LEARMN GRANTS SEARCH GRANTS APPLICANTS GRANTORS SYSTEM-TO-3YSTEM FORMS OUTREACH SUPPORT

GRANTS.GOV ) Register Register With Grants. Gov As Crganization Applicant ; Crganization Applicant Regisiration

ORGANIZATION APPLICANT REGISTRATION o

You are successfully registered. Please review the Grants.gov Password Expiration and Account Deactivation guidance.
First Name:

MI:

Last Name:

Job Title:

DUNS:
Telephone:
Email:

Secret Question:
Secret Answer:
UserMName:

Continue

Warning Notice

This warning banner provides privacy and security notices consistent with applicable federal laws, directives, and other federal guidance for accessing this Government system, which includes (1) this computer
network, {2) all computers connected to this networlk, and (3) all devices and storage media attached to this network or to a computer on this network.
Thizs system is provided for Government-authorized use only.
Unauthorized or improper use of this system is prohibited and may result in disciplinary action and/or civil and criminal penalfies.
Personal use of social media and networking sites on this system is limited as to not interfere with official work duties and is subject to monitoring.
By using this system, you understand and consent to the following:
= The Government may monitor, recerd, and audit your system usage, including usage of personal devices and email systems for official duties or to conduct HHS business. Therefore, you have no reasonable
expectation of privacy regarding any communication or data transiting or stored on this system. At any time, and for any lawful Government purpose, the government may monitor, intercept, and search and
seize any communication or data fransiting or stored on this system
o Any communication or data fransiting or stored on this system may be disclosed or used for any lawful Government purpose.

CONNECT WITH US: % Blog (W Twitter » YouTube (@) Alerts [l RSS | 88 XML Exiract B Get Adobe Reader GRANTS. GOV Applicant Support
HEALTH & HUMAMN SERVICES: HHS.gov | EEOC / Mo Fear Act | Accessibility | Privacy = Disclaimers | Site Map 1-800-515-4726

COMMUNITY: USA_gov | WhiteHouse.gov | USAspending.gov | SBA gov | CFDA.gov | SAM.gov | DUNS Request Report Fraud support@grants.gov

The above confirmation screen will be displayed and an email
acknowledgement of your registration will be sent to the Office of

Sponsored Programs. This email notifies OSP that you are requesting
a grants.gov role be assigned.




OSP Next Steps

Follow-up communication with OSP is recommended to confirm that
your interest in applying for funding is known. Consider whether you
want the “Manage Workspace” Role, or would prefer to be a
“Workspace Participant”.

In response to your request, OSP will assign you one of the following
roles—

1. Manage the Workspace

2.  Workspace Participant —any Grants.gov user who has been added to
a workspace to complete and edit forms.

3. Workspace Owner — a participant with a Manage Workspace Role
serves as “owner” of the workspace.

Once OSP has assigned you a role, you will now be ready to Login.



Live Demonstration of Workspace

J onl Complete
i Edit Forms Online Application &
Add Participants 4
to the Workspace or Download PDFs  check Application Notify AOR \I}veg}liggatgg
PaN A PaN A
Created } Forms Passed } Completed and Notified AOR b Submitted Agency Received } Archived

MANAGE WORKSPACE ROLE WORKSPACE OWNER _ ALL PARTICIPANTS WORKSPACE OWNER AOR WORKSPACE OWNER
h 4 v v

Create a Save Online Submit the

Workspace Forms or Upload Completed

Completed PDFs Application

In this live demonstration, we will cover the following key actions for applying on
Grants.gov using Workspace:

* Workspace Process and Roles Overview

* Creating a Workspace

 Managing Participants & Roles

e Completing Online and Offline Workspace Forms
e Submitting via Workspace

GRANTS.GOV*®



Final Thoughts

"Remember to register in Grants.gov!
*Which ‘role’ best suits your needs? (Manage Workspace, or Participant)
=Notify OSP of your intentions to apply as early as possible

sRemember that Workspace is new and like all new systems, can still have
issues.

="Follow OSP’s Service Guidelines to ensure a stress-free submission

=Review the remaining slides later, as these are screen-shots of a live
demo

"QUESTIONS??



WHAT IS WORKSPACE?

The online space where you work on your grant application

HOME LEARN EARCH GRANT! LICANTS ~ GRANTOR! -
T — Workspace is a shared,
MANAGE WORKSPACE ° Created . Fill Out Forms . Complete and Notify AOR . Submit . Agency Received 2]
[ J [
/ VIDEC-SUBFORMS - PKG00034725 Application Filing Name: Example Workspace Application [Edit Name] O n I I n e e nvl ro n m e nt
- Training Video for Sub-Forms Access R
— Workspace ID: 'WS00010875 ‘Workspace Status: New Opening Date: May 08, 2017
TEST 1 AOR Status: Active Last Submitted Date: — Closing Date: May 06, 2019

Workspace Owner: Thomas Jefferson SAM Expiration Date: Aug 20, 2020 DUNS: 0000000000000 WI l e re l I I e l I I b e rS Of a

FORMS PARTICIPANTS ACTIVITY DETAILS GRANTOR IMAGE PREVIEW GRANTOR VALIDATION

pace Participants: Export Detailed Data I Add from Workspace Organization » I Add by Username » - g ra nt te a I I l l I l a y

1-3 of 3 Records 1 °
Usermname & Participant Name & Phone Number & Email & Form Access & Authorized to Submit & Actions S I I I I u ta n e O u S y a C C e S S
abelinceln Abe Lincoln 000000000 abel@history.gov Al Yes Remove | Make Owmner |
abiadams Abigail Adams 000-000-0000 abigail@history.gov All Yes Remove | Make Owner | . [ [
ThomasJefferson | Thomas Jefferson 123-456-7890 PresidentTJ@example.com Al Yes | | a I I I O l It O r I I I S W It I I I
1-3 of 3 Records 1
< >

an application.

GRANTS.GOV™



WHAT IS WORKSPACE?

The top section of each
workspace contains key
information about the
application status.

OUTREACH

SUPPORT

APPLICANTS v GRANTORS FORMS

SEARCH GRANTS SYSTEM-TO-SYSTEM

LEARN GRANTS

HOME
GRANTS.GOV Apphcants Ianage Workspace

MANAGE WORKSPACE @ creacd @ Fill outForms (@) Complete and Notity AOR (@) Submit () Agency Received (2]

/ VIDEO-SUBFORMS - PKGO0024725 Application Filing Name: Example Workspace Apphcation [Edit Name]
-~

Training Video for Sub-Forms Access i
-~ Workspace ID: WS00010875 Workspace Status: New Opening Date: May 082017

I Workommes o o e St oot A0 2020 e | EQCH workspa ce has 4 tabs:
Forms, Participants, Activity
Add from Workspace Organization = l Add by Username » a n d Deta i I S

PREVIEW GRANTOR VALIDATION

ACTMITY GRANTOR IMAGE

PARTICIPANTS DETAILS

FORMS

Workspace Participants: Export Detailed Data

1-3 of 3 Records 1
Username < Participant Name * Phone Number < Email < Form Access & Authorized to Submit Actions
abelincoln Abe Lincoln 000DD0DD0D abel@history gov Al Yes Remove | Make Owner |

dams. Abigail Adams 000-000-0000 abgal@history gov A Yes Remove | Make Owner |

e e 254557000 | resgensgommpecom . ] [ Some have 2 more tabs

", |based on grantor agency
services (currently NIH-only):
Grantor Image and Preview
Grantor Validation

GRANTS.GOV™



WHAT IS WORKSPACE?

HOME LEARN GRANTS SEARCH Gl APPLICANTS v GRANTORS SYSTEM-TO-SYSTEM FORM OUTREACH

GRANTSGOV ) Applicants ) Manage Workspace

SUPPORT

MANAGE WORKSPACE @ created @ FiloutForms (@) Complete and Notify AR () Submit (@) Agency Received

/ VIDEO-SUBFORMS - PKGDD034725 Application Filing Name: Example Workspace Application [Edk Name]

. Training Video for Sub-Forms Access

C Workspace ID: Workspace Status: New
TEST 1 AOR Status: Last Submitted Date: —

Workspace Owner: Thomas Jefferson SAM Expiration Date: Aug 20, 2020

FORMS PARTICIPANTS ACTMTY DETAILS GRANTOR IMAGE PREVIEW GRANTOR VALIDATION

Workspace Actions:

Preview Application Forms

Application Package Forms - Users are encouraged to follow antivirus best practices when Downloading Instructions and Forms:

Include Last Updated

Form Name (Click to Preview) Requirement  Form Status Date/Time

in Locked By
Package
v | SF424 (R & R) [v2.0] Mandatory

PHS 388 Modular Budget [V1.2] Optional

PHS 308 Training Subaward Budget Attachment(s) Form [V2.0) Optional

Research & Related Budget [V1.4] Optional

R & R Subaward Budget Attachment(s) Form 10 YR 10 ATT [V1.4] Optional
R & R Subaward Budget Attachment(s) Form [V1.4] Optional

R & R Subaward Budget Attachment(s) Form 10 YR 30 ATT [V1.4] Optional

Opening Date: May 06, 2017
Closing Date: May 06 2019
DUNS: 0000000000000

Delete

Download Instructions » ?

Actions

Lack | Dewnload | Upload | Reuse | Webform

The Forms tab contains
individual forms that are
part of the workspace
application package.

Key Actions:

* Fill out webforms (if
available)

* Lock/Unlock forms

 Download/Upload PDF
forms

e Reuse forms

GRANTS.GOV™



WHAT IS WORKSPACE?

e The Participants tab

MANAGE WORKSPACE @ creacd @ Fill outForms (@) Complete and Notity AOR (@) Submit () Agency Received (]

lists the members, or

/ VIDEO-SUBFORMS - PKGO0024726 Application Filing Name: ample Workspace Aj

— Training Video for Sub-Forms Access i

o Workspace ID: WS00010875 Workspace Status: New Opening Date: May 082017
TEST 1 AOR Status: Active Last Submitted Date: Closing Date: May 06, 2012

Workspace Owner: Thomas Jefferson SAM Expiration Date: Aug 20, 2020 DUNS: 0000000000000 l{ P a rt i C i p a n t S ”’ Of a

FORMS PARTICIPANTS ACTVITY DETAILS GRANTOR IMAGE PREVIEW GRANTOR VALIDATION

Export Detailed Data l Add from Workspace Organization » l Add by Username » - W : r kS I: a C E W h : W : r k a S
1-3 of 3 Records 1

Username < Participant Name * Phone Number < Email < Form Access & Authorized to Submit Actions a te a I I I to COI I | p I ete t h e

abelincoln Abe Lincoln 000DD0DD0D abel@history. gov A Yes Remove | Make Owner |

abiadams Abigail Adams 000-000-0000 abgal@history gov A Yes Remove | Make Owner |

Trncmas\\emso- Thomas Jefferson 123-456-78%0 | PresidentT@example.com A Yes | I re q u i re d fo rm S fo r a
federal grant.

GRANTS.GOV™



WHAT IS WORKSPACE?

e s — The Activity tab lists
R EELESIUTS,, At Gt d .| the actions that
" | Participants have
B | taken within the

-
TEST 1 AOR Status: Active Last Submitted Date: Closing Date: May 06,2019
Timestamp ~ Category Action & Performed On Performed By < S W O r k S a C e
Jun 06, 2017 04.51.44 PMEDT  Form Downloaded SF424 (R&R)[V2.0] Thomas Jefferson p .

Workspace Owner: Thomas Jefferson SAM Expiration Date: Aug 20, 2020 DUNS: 0000000000
Jun 06, 2017 04:51°33 PMEDT  Ferm Locked SF424 (R&R) [V2.0) Thomas Jefferson

FORMS PARTICIPANTS ACTMVITY DETAILS GRANTOR IMAGE PREVIEW GRANTOR VALIDATION

Jun 062017 0451 20 PM EDT Form Saved PHS 398 Modular Budget [V1.2] Thomas Jefierson

Jun 06, 2017 045039 PMEDT  Form Edited PHS 398 Modular Budget [V1.2]  Thomas Jefferson

Jun 06, 2017 04:50 38 FM EDT Form Locked PHS 398 Modular Budget [V1.2] Thomas Jefferson

Jun 06, 2017 04:5034 PMEDT  Ferm Selected for Package = PHS 398 Modular Budget [V1.2]  Thomas Jefferson

Jun 06, 2017 04:47-08 PMEDT | Particpant Added Abgail Adams Thomas Jefferson | Roles: ADR, Manage Workspace; Form Access: All Forms mcluding Budget
Jun 06, 2017 04:47.08 PMEDT  Particpant Added Abe Lincoln Thomas Jefferson | Roles: ADR, Manage Workspace, Form Access: All Forms meluding Budget
Jun 06, 2017 04.46.19 PMEDT  Workspace | Created WSD0010875 Thomas Jefferson | Example Workspace Application

1-9 of 9 Records

GRANTS.GOV™




WHAT IS WORKSPACE?

GRANTS GOV Applicants Manage Workspace

MANAGE WORKSPACE

Fill Out Forms.

. . - -
VIDEC-SUBFORMS - PKGO0034725 Application Filing Name: Exampie Workspace Applcation [Edt Name]
Training Video for Sub-Forms Access o
Workspace ID: WS00010875 Workspace Status: n Frogress Opening Date: May 08, 2017 ’

AOR Status: Active Last Submitted Date. Closing Date: May 06,
Workspace Owner: Thomas Jefferson SAM Expiration Date: Aug 20 2020 DUNS: 000

000000

- . -
FORMS  PARTICIPANTS = ACTMITY | DETAILS = GRANTORIMAGE = PREVIEW GRANTOR VALIDATION I n C u I n g I l l S to
Workspace Details:
DUNS: 0000000000000 Created on: Jun D6, 2017 OW n O a eve ry

Organization: TS Test DUNS  Last Activity Date: Jun D8, 2017

e submitted (and re-

Competition ID - Title:
Contact Information: Harriet Tubman
Budget Director

submitted) application.

Package Details

1.1 of 1 Records

Grants.Qov Date/Time
Number ~ Receved <

GRANT 10568213 Jul 12, 2017 01:26:46 PM EOT \ " J 17 01 57 )y Jeflerson Details | Dawnload

Status Date © Submitted By Agency Trackng Number & Actions

1-1 of 1 Records 1

GRANTS.GOV




WHY USE WORKSPACE?

Resources

* Video: Introducing
Workspace Functionality

 Workspace Overview
Page on Grants.gov

(S GRANTS.GOV™



CREATING A WORKSPACE

OV ) Search Grant

VIEW GRANT OPPORTUNITY

P 09142016-KJ-NEW
UNDER-NEW-AGENCY!
TEST 1

Option 1: Apply Now Using Workspace
Please enter required information to Create Workspace:

*Application Filing Name
xarrpie Workspac = Agpl al

version HisToRy | reLatepoocunents IRSS)

fications plesse chck here

After logging in, create
a workspace by visiting
the View Grant
Opportunity page and
clicking the Package tab.

If the application
package is compatible
with Workspace, you
will be able to create a
new workspace.

GRANTS.GOV™



CREATING A WORKSPACE

Resources

* Video: How to Create a
Workspace

* Online User Guide:
Create a Workspace

(S GRANTS.GOV™



MANAGING PARTICIPANTS & ROLES

Adding Participants:

GRANTS GOV Agpicars > anage Worapaoe Click the Add from Workspace
MANAGE WORKSPACE @ crexed @ Fi Ot Foms @) Compieteand oty A0k _ (@) Submit @) Aseocy Receved @ | Organization button to search for a

e Ao 5 S user within your organization
Training Video for Sub-Forms Access
= Workspace ID: Workspace Status: New Opening Date: May 08
TEST 1 AOR Status: Actve Last Submitted Date: Closing Date: 2
Workspace Owner: Thomas Jefferson SAM Expiration Date: Aug 20, 2020 DUNS: 0000000000020

HOME LEARN GRANTS SEARCH GRANTS APPLICANTS » GRANTORS SYSTEM-TO-SYSTEM FORMS OUTREACH SUPPORT

/ VIDEO-SUBFORMS - PKGD0024726 Application Filing Name: Example W\
~

Click the Add by Username button to
add a user from outside your
organization

FORMS PARTICIPANTS ACTIVITY DETAILS GRANTOR IMAGE PREVIEW GRANTOR VALIDATION

Export Detailed Data Add from Workspace Organization » Add by Username »

1-3 of 3 Records 1

Username © Participant Name < Phone Number Email Form Accell < Authonzed to Submit < Actions

abelincoln Abe Lincoln 000000000 abel@history. gov A Yes Remove | Make Owner | Re OVi n Pa rt i c i a nts .
abiadams Abigail Adams abigail@history.gov A Yes Remove | Make Owner | m g p .
ThemasJefierson | Thomas Jefferson 123.456.7890 | PresidentTJ@example com Al Yes |

Click the Remove link on the
< > Participant record in the workspace

Reassigning Ownership:

Click the Make Owner link in the
Actions column

GRANTS.GOV™



MANAGING PARTICIPANTS & ROLES

Roles:

HOME

GRANTS GOV

LEARN GRANTS

Applicants Manage Workspace

MANAGE WORKSPACE

/ VIDEO-SUBFORMS - PKGD0024726
~

Training Video for Sub-Forms Access

—

TEST 1

FORMS PARTICIPANTS

Workspace Participants: Export Detailed Data l Add from Workspace Organization » l Add by Usemname »

1-3 of 3 Records
Username <
abelincoln
abiadams
Thomas.Jeffersos
1-3 0f 3 Records
<

ACTIVITY

Participant Name <
Abe Lincoln
Abigail Adams

Thomas Jefferson

SEARCH GRANTS

DETAILS

APPLICANTS »

Application Filing Name: Exam

Workspace Owner: Thomas Jefferson

Phone Number
000000000
000-000-000¢

GRANTOR IMAGE

GRANTORS SYSTEM-TO-SYSTEM FORMS OUTREACH

@ created (@) Fill OutForms (@) Complete and Notify AOR

Workspace Application [Edit Name]
Workspace ID: WS00010875
AOR Status: Actve

Workspace Status: New
Last Submitted Date:
SAM Expiration Date: Aug 20, 2020

PREVIEW GRANTOR VALIDATION

@ suomit @ Agency Received (%)

SUPPORT

Opening Date: May 08 2017
Closing Date: M 9
DUNS: 0000000000000

Email
abel@history. gov
abigail@history.gov
PresidentTJ@example com

Actions

Remove | Make Owner |

Remove | Make Owner |

AOR role (automatically
receive Manage
Workspace role)

Manage Workspace role

Account Types:

E-Business Point of
Contact (EBiz POC)

Individual Applicant
Organization Applicant

GRANTS.GOV™



MANAGING PARTICIPANTS & ROLES

Access Levels:
HOME LEARN GRANTS SFARCH GRANTS APPLICANTS » GRANTORS SYSTEM-TO-SYSTEM FORMS OUTREACH SUPPORT .

GRANTS GOV Applicants Manage Workspace

MANAGE WORKSPACE ) croe: @ FilOuForms (@) Comieea oty AoR_ (@) Submit_ (@) Aoency Received ol ¢ Workspace Owner

. .
/ VIDEOQ-SUBFORMS - PKGDI024726 Application Filing Name: Example Workspace Application [Edit Name] L WO r ks a C e P a rt I C I a n t
- Training Video for Sub-Forms Access

= Workspace ID: WS00010875 Workspace Status: New Opening Date: May 08 2017
TEST 1 AOR Status: Actve Last Submitted Date: Closing Date:

4 2019 .
Workspace Owner: Thomas Jefferson SAM Expiration Date: Aug 20, 2020 DUNS: 0000000000000 L AO R Wlt h M P I N

FORMS PARTICIPANTS ACTIVITY DETAILS GRANTOR IMAGE PREVIEW GRANTOR VALIDATION P Q O R Wit h Sta n d a rd

Workspace Participants: Export Detailed Data l Add from Workspace Organization » l Add by Usemname »
1-3 of 3 Records access

Username < Participant Name < Phone Number Email S Authonzed to Submit < Actions .
2000000 | oo , Fermore Ve Ower e AOR wit expande
abiadams Abigail Adams 00008 abigail@history gov Yes Remove | Make Owner |

ThomasJefferson | Thomas Jeffersan 123.456.7690 | PresidentTJ@example.com . Yes | a C C e S S *
1-3 of 3 Records
e Form Level

< >

*AORs with expanded access are
able to view and submit the
application for any workspace within
the organization.

GRANTS.GOV™



MANAGING PARTICIPANTS & ROLES

This timeline shows how each user fits into the workspace workflow:

g onl Complete
i Edit Forms Online Application &
Add Participants 4
to the Workspace or Download PDFs Check Application NOtIfy AOR \I}\?o?}lj(ggat?ee
PaN A PaN A
Created } Forms Passed } Completed and Notified AOR } Submitted Agency Received ) Archived

MANAGE WORKSPACE ROLE ~ WORKSPACE OWNER _ ALL PARTICIPANTS WORKSPACE OWNER AOR WORKSPACE OWNER
v . 4 v

Create a Save Online Submit the

Workspace Forms or Upload Completed

Completed PDFs Application

GRANTS.GOV™



MANAGING PARTICIPANTS & ROLES

Resources

* Video: Understanding User
Roles and Access in Workspace

GRANTS.GOV Online User Guide
oD -

What Is Workspace?

 Video: How to Add Participants
to a Workspace

 Video: How Do | Add
Participants Who Are Outside

My Org?

GRANTS.GOV™



COMPLETING WORKSPACE FORMS

HOME LEARN GRANTS S {1 GRANTS APPLICANTS v GRANTO! 5 FORMS SUPPORT

GRANTS GOV Applicants Manag

- Key Actions:

MANAGE WORKSPACE Fill Out Forms Complete and Notify AOR

.
/ VIDEO-SUBFORMS - PKG00C34725 Application Filing Name: Example Workspace Application [Edit Name] @]
- Training Video for Sub-Forms Access
= Workspace ID: 100108 Workspace Status: In Progress Opening Date: May 02 2017

=
TEST 1 AOR Status: Active Last Submitted Date: - Closing Date: May 05, 2019

. .
Workspace Owner: Thomas Jefierson SAM Expiration Date: Aug 20 2020 DUNS: 0000000000000 (If a Val/ab/e

FORMS PARTICIPANTS ACTMVITY DETAILS GRANTOR IMAGE PREVIEW GRANTOR VALIDATION

Workspace Actions:

= e Download and
Upload PDF forms

Include
L

in Form Name (Click to Preview) Requirement Form Status La:)s;[JBrdated Locked By Actions
Package AL

=, SF424 (R & R)[vV2.0] Mandatory n Progress Lock | Download | Upload | Reuse | Webform

v PHS 398 Modular Budget [V1.2] Optional Jun D6, 2017 045119 PM Thomas Unlock | Downkoad | Upload | Reuse |

Jeftersor Webform
N PHS 338 Training Subaward Budget Attachment(s) Form [V2.0] Optional —_— — - . O ‘ I l O ‘

forms

Actions

Lock | Download | Upload | Reuse | Webform

GRANTS.GOV™



COMPLETING WEBFORMS

B SF.424 (R&R) OMB Number 4040-0001

Version 2.0 Expiration Date: 1013172019 We bfo r m B a S i C s :
1. TYPE OF SUBMISSION: a ® COm plete Online

SECTIONS:

Select Type of Submission: (") Pre-application f o rm S i n We b
browser

2. DATE SUBMITTED: ° Navigate by CliCking
ovesoes | sections

Rpplicant dentier: |
 Tab through form

3. DATE RECEIVED BY STATE: fi e | d S

® Application
Changed/Corractad Application

Date Received by State: |

State Application Identifier: | ] ¢ Re q u i re d fi e | d S h ave
red asterisk

SAVE CHECK FOR ERRORS CLOSE

GRANTS.GOV™



COMPLETING WEBFORMS

Filling Out Fields:
* Open text entry * Drop-down menu * Dates/calendar

14. PROJECT DIRECTORPRINCIPAL INVESTIGATOR CONTACT
INFORMATION:
Prefix: ‘ : 11. DESCRIPTIVE TITLE OF APF A 2018 " T
—_—— Su Mo Tu We Th Fr Sa
First Nome *| . i}
26 27 28 29 30 A
Middle Name: ‘ | 2 3 4 56 7
- 8 8 0 11 12 13 14
Last Name: ‘ Jefferson *‘
5 16 17 18 19 20 21
Suffix: ‘ . 7. TYPE OF APPLICANT: 23 24 25
12. PROPOSED PROJECT: 2w 1 5 a4 s
Position'Title: ‘ President ‘ Type of Applicant: B: County Government - . .
Start Date: [os012018 |
A State Government ————
8. TYPE OF APPLICATION: D: Spacial District Govemnment

E- Regional Organization

F: U.S. Terrftory or Possession

Type of Application G Independent School District

H: Public/State Controlled Institution of Higher Education

I: IncianyNative American Tribal Government (Federally Recognized)
J: IndianVNative American Tribal Government (Other than Federally R
K- Indian/Native American Tribally Designated Organization

L Pubkcindian Housing Authority

cognized)

M. Nonprofit with 501C3 IRS Status (Other than Institution of Higher Education)
N: Nonprofit without 501C3 IRS Status (Other than Insttution of Higher Educatior

O: Private Institution of Higher Education
Is this application being submitted to other =

agencies?:

Individual
Q For-Profit Organization (Other than Small Business)
R: Small Business
S Hispex rving Institution

GRANTS.GOV™



COMPLETING WEBFORMS

Filling Out Fields:
e Radio buttons e Attach files within online form

(multiple choice)

20. PRE-APPLSCATION:

8. TYPE OF APPLICATION: Attachment:
ExampleDocument, ]
Type of Application: ( ) *
D New [ADD ATTACHMENT || DELETE ATTACHMENT | VIEW ATTACHMENT

Resubmission

Ren |

Continuatio

Revision

21. COVER LETTER ATTACHMENT:

Is this application being submitted to | . *
other agencies?: 2 No Attachment

[ADD ATTACHMENT ] DELETE ATTACHMENT | VIEW ATTACHMENT

(S GRANTS.GOV™




COMPLETING WEBFORMS

:WINM: — 11. DESCRIPTIVE TITLE OF APPLICANT'S PROJECT: M o re Fe at u res :

 Hover mouse over
form fields for help

Descriptive Title of Applicant's Project is required. Enter a brief Des

12. PROPOSED PROJECT:

S  Error messages

explain how to fill
13. CONGRESSIONAL DISTRICT OF APPLICANT: (@) ut fO 'm fl e | d S

Congressional District Code:

CHECK FOR ERRORS

GRANTS.GOV™



COMPLETING WEBFORMS

SF-424 (R&R) OMB Number: 4040-0001
Version 2.0 Expiration Date: 10/31/2019

2. Date Submitted

3. Date Received by

State 7 1. TYPE OF SUBMISSION:

4_Identifies

Select Type of Submission: Pre-application

More Features:

i e Autosave occurs
every 5 minutes

6 Employer
Identification

7. Type of Applicant : .

T:;M;;[a"m: 2. DATE SUBMITTED: ° CO m p I ete S F_424
igg::;e of Federal 7 Date Submitted: :] .
| first to pre-

populate form
12. Proposed Froject 3. DATE RECEIVED BY STATE:

13. Congressional

e | ... — fields and save
time

Director/Principa s N .
i B State Application Identifier: [

Information

CHECK FOR ERRORS

GRANTS.GOV™



COMPLETING WEBFORMS

3. DATE RECEIVED BY STATE: o Save: Sto res you r
— - form data &

State Application Identifier: ’

..... —— : attachments to
Workspace

OMB Number: 4040-0001
Expration Date 1003122019

* Check for Errors:
. Form validation &
T v field-level errors

.12 &OPOSED PROJECT.
+ End Date is required: Enter the Propozed End Date of the Project.
+ 13. CONGRESSIONAL DISTRICT OF APPLICANT:

= Congressional District of Applicant is required: Enter the Congressional District in the format: 2 character State abbreviation - 3 character .
District number. Examples: CA-005 for California’s 5th District, CA-012 for California’s 12th District. If outside the US, enter 00-000. To o) °
locate your Congressional District, visit the Grants.gov website. .

¢ TYPE OF SUBMISSION: online form

Select Type of Submission:

GRANTS.GOV™



COMPLETING PDF FORMS

Actions PDF Form Basics:

Unlock | Download | Upload | Reuse | Webform ° Optlon tO download PDF
forms to complete in Adobe

’
= GranTe aov WORKSPACE FORM
fora you nID ¢

Tris cam for 80 subitting your w..yu Fackage. T) hvlam conpieted in s offine usin:
A chin :‘S.nt'lam«.v-:ze.ml moes Ly chicking the “Che; ek Bt n-progess
n ot
o mnmmm cm mwnm«onn. s re dopiayed in e Hf o anor vl o
ncony fonal rstnuctions and FAQs about the Acpicaton Padkags can Le fousd in the Grants. oo
Apel
ol
o 2143017701
Oxpor te: 3143017-TL-1
Orportunity Package 1D FEG20094285
CFDANumber  00.000 . O a O S O
CrOa Dmecipton Not Elvewtese Cimwnified I | I I
Compettn - 52

— workspace

* Upon uploading, data shared
between online and PDF

Requrement Mandasvosy

versions of forms

GRANTS.GOV™



COMPLETING PDF FORMS

OMB Number: 4040-0001
Expiration Dats: 103112019

APPLICATION FOR FEDERAL ASSISTANCE 3. DATE RECEIVED BY STATE | State Appiication Ideatifier

SF 424 (ReR) pe—— PDF Form Basics:

e * Tab through form fields
e * Required fields have red

border and yellow shading

,  Hover mouse over form
- fields for help

|_| Ranewal | |Continuaten | | Rewision

* Error messages explain how
to fill out form fields

12. PROPOSED PROJECT: 13. CONGRES SIONAL DISTRICT OF APPLICANT
3t Date Ending Data

| IS | IS ] —

pplication bung submitied 1o other 3gencies? [veg

GRANTS.GOV™



COMPLETING WORKSPACE FORMS

HOME LEARN GRANTS SEARCH GRANTS APPLICANTS v GRANTORS SYSTEM-TO-SYSTEM FORMS OUTREACH SUPPORT

Workspace Features:

MANAGE WORKSPACE Created

/ VIDEO-SUBFORMS - PKG00034725 Application Filing Name: Example Workspace Application [Edit Name]
- Training Video for Sub-Forms Access o
— Workspace ID: WS00010875 Workspace Status: |n Progress Opening Date: May 05 2017
TEST 1 AOR Status: Active Last Submitted Date: Closing Date: May 06, 2019
Workspace Owner: Thomas Jefierson SAM Expiration Date: Aug 20, 2020 DUNS: 00000000000¢

FORMS PARTICIPANTS ACTVITY DETAILS GRANTOR IMAGE PREVIEW GRANTOR VALIDATION . ‘ ro S S _fo r m
Workspace Actions:
L L
Preview Application Forms Delete Va I I d a t I 0 I | s

Download Instructions =
Include

a
in Form Name (Glick to Preview) Requirement Form Status L?)S;‘gﬁ?::d Locked By Actions . D a t a r e t a I I ' e d fo r
Package "

¥ | SF424(R&R)[M20) Mandatory n Progress Lock | Download | Upload | Reuse | Webform

v, PHS 398 Modular Budget [V1.2] Optional Jun D6, 2017 0456118 PM Thomas Unlock | Download | Upload | Reuse |

| three years
O PHS 398 Training Subaward Budget Attachment(s) Form [V2.0] Optional - -

GRANTS.GOV™



COMPLETING WORKSPACE FORMS

Resources

* Video: How to Complete
Forms in a Workspace

* Video: Reuse a Saved
Workspace Form

 Online User Guide: Forms
Tab—Managing Forms

(S GRANTS.GOV™



SUBMITTING VIA WORKSPACE

HOME LEARN GRANTS

JPPORT

: Process:

GRANTS GOV Applicants Manage
MANAGE WORKSPACE ° Created ° Forms Passed . Complete and Notify AOR . Submit . Agency Received (-]
/ VIDEC-SUBFORMS - PKGODD34725 Application Filing Name: Example Workspace Application [Edit Name]
. Training Video for Sub-Forms Access . N
= Workspace ID: WS Workspace Status: |n Progress Opening Date: May 08 2017
TEST 1 AOR Status: Acti Last Submitted Date: - Closing Date: May 06, 2019
Workspace Owner: Thomas Jefferson SAM Expiration Date: Aug 20, 2020 DUNS: 0000000000000
FORMS PARTICIPANTS = ACTMTY DETAILS GRANTOR IMAGE PREVIEW GRANTOR VALIDATION
Workspace Actions: .
Preview Application Forms Check Applicatiol Sign and Submit
Include
in Form Name (Click to Preview) Requirement | Form Status S Locked By Actions PY
Package SRANRE.
v SF424 (R&R) [V2.0) Lock | Downioad | Upload | Reuse | Webfarm
Sign and Submit
Vi PHS 398 Modular Budget [V1 Unlock | Dewnlead | Upload | Reuse |
Webform
[] |PHS 398 Training Subaward 8 If you want to submit the applic ation package, enter your password and click the | |
*Sign and Submit’ button below to complete the process

*Password:

Cancel

Workspace Owner

notifies users with
AOR role

User with AOR role
submits

Workspace Owner
or user with AOR

role may choose to
Reopen Workspace

GRANTS.GOV



SUBMITTING VIA WORKSPACE

GRANTS.GOV Online User Guide
oD -

What Is Workspace?

Resources
Video: How to Submit an

Application in Workspace

Video: Reopen a Workspace

for Additional Edits

Online User Guide: Check

Application in Workspace

Online User Guide: Submit a

Workspace Package

GRANTS.GOV™



Grants.gov Helpdesk Support

* |f you have any issues or questions while you
are using Workspace to complete your
application, please contact the Grants.gov
Support Center at support@grants.gov or call
1-800-518-4726

GRANTS.GOV™





