NYSCA FY2017 Grants Gateway Application Guide

This guide outlines how-to complete a NYSCA Grants Gateway Application.

e For instructions on renewing an ongoing multi-year grant contract, please click here
e For instructions on submitting a sponsored application, please click here

Before completing the Grants Gateway application you must register your
request on the NYSCA website. Please click here for the NYSCA Registration
Tutorial.

Applications must be submitted in their entirety by
4pm ET, Wednesday March 30, 2016

Applicants must submit a separate Grants Gateway application for each request.

Do not submit your application until you are certain it is complete and accurate.
Once submitted, applications cannot be reopened
and edited.

ALL INCOMPLETE APPLICATIONS WILL BE DEEMED INELIGIBLE.

This guide may be updated throughout the application process. We suggest that you do not
download this guide, but instead it to your favorites and access it from the web to ensure

you are looking at the current version.
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http://www.arts.ny.gov/public/grants/Tutorials/renewing_multiyear.html
http://www.arts.ny.gov/public/guidelines/common/Sponsored_Application_Instructions.html
https://www.youtube.com/watch?v=-7Qa0_yxOB0&list=PLKT9_EWjYRqX9E0iX8hzF5guyVrdPX3_2&index=1
http://www.arts.ny.gov/public/home.cfm
http://www.arts.ny.gov/public/grants/Tutorials/NYSCARegistrationTutorial.pdf
http://www.arts.ny.gov/public/grants/Tutorials/NYSCARegistrationTutorial.pdf
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Accessing NYSCA’s Grants Gateway Applications

1. On the Grants Gateway homepage (www.grantsgateway.ny.gov), click “Grants

Gateway Login

New York State

Grants Gateway Login

Grant Opportunity Portal - Home

Welcome to the Grants Gateway

The Grant Opportunity Portal is online and available to the public, providing a one-stop shop for anyone interested in
locating grant funding opportunities with State agencies.

The Grantee Document Vault is also available, allowing existing grantees and potential applicants to store key
organizational information in a single secure online location for use by all State agencies. In order to use the Document
Vault, a grantee must register as a user on the system and provide information on a Delegated Administrator who will

2. In order to create an application, you must log in with as a Grantee, Grantee
Contract Signatory or Grantee System Administrator. The Grantee can begin the
application, but ONLY the Grantee Contract Signatory or Grantee System
Administrator can submit the application. Your organization’s Delegated
Administrator can assign these roles. For more information on ‘roles’ please go to

page 24.

New York State

(el N eE 1V E VAL Grant Opportunity Portal

Login
Welcome to the Grants Gateway password [ |
The Grant Opportunity Portal is enline and available to the public, providing a one-stop Forgot Password?
shop for anyone interested in locating grant funding opportunities with State agencies.
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http://www.grantsgateway.ny.gov/

3. From the Grants Gateway homepage, click on “View Opportunities” under the
“View Available Opportunities” heading

New York State

G P Grant Opportunity Portal — Applications Contracts

Training Materials | Organization{s) | Profile | Logout

W | Instructions:

= Welcome Grantee Salect the SHOW HELP bution above for defailed instructions on the following
o Grantee Contract Signatory = Using System Messages

Understanding your Tasks

LATaiide FICILTE

The role you are signed in as will appear here.
REMEMBER: ONLY the Grantee Contract
Signatory or Grantee System Administrator can

Hello Grantee, please choose an option below.

&l View Available Opportunities

You have Opportunities available.
Selectthe View Opportunities button below to see what is available toyoar aroarizanan.

Feoromomes

submit the application

4. Select ‘Council on the Arts’ from the ‘Search by Funding Agency’ dropdown menu
and click ‘Search’

Training Materials | Organization(s) | Profie | Logout

© Back
Opportunities

Search by Grant Opportunity |

Search by Due Date From:| |T0:|

Search by Eligibility [- - v|

Search by Funding Agency
Division of Housing & Community Renewal
m E COffice pf (_Zhildren & Family Services

Wy of Care and Advocacy for Persons with Disabilities

Council on the Arts
Search Results ure & Markets

Click the Grant Opportunity Na| Department of Corrections and Community Supervision
Cart tha rarnlie ko clickinn an a4 Denaitment of Feonomic Nevelonment
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5. On the results screen, click the program you are applying for under “Grant

Opportunity” to view the grant opportunity and begin the application.

Funding Agency

Grant Opportunity

Status

Availability Date

Eligibility

Due Date

Council on the Arts FY2017 NYSCA Arts Education Available February 22, 2016 Governmental Entity, March 30, 2016, 4:00pm
Grants Not-For-Profit, Tribal
Organization
Council on the Arts FY2017 NYSCA Architecture + Design  Available February 22, 2016 Governmental Entity, March 30, 2016, 4:00pm
Grants Not-For-Profit, Tribal
Organization
Council on the Arts FY2017 NYSCA Dance Grants Available February 22, 2016 Governmental Entity, March 30, 2016, 4:00pm
Not-For-Profit, Tribal
Organization
Council on the Arts FY2017 NYSCA Electronic Media & Available February 22, 2016 Governmental Entity, March 30, 2016, 4:00pm
Film Grants Not-For-Profit, Tribal
Organization
Council on the Arts FY2017 NYSCA Facilities Grants Available February 22, 2016 Governmental Entity, March 30, 2016, 4:00pm
Not-For-Profit, Tribal
Organization
Council on the Arts FY2017 NYSCA Folk Arts Grants Available February 22, 2016 Governmental Entity, March 30, 2016, 4:00pm
Not-For-Profit, Tribal
Organization
Council on the Arts FY2017 NYSCA Individual Artists Available February 22, 2016 Governmental Entity, March 30, 2016, 4:00pm
Grants Not-For-Profit, Tribal
Organization
Council on the Arts FY2017 NYSCA Literature Grants Available February 22, 2016 Governmental Entity, March 30, 2016, 4:00pm
Not-For-Profit, Tribal
Organization
Council on the Arts FY2017 NYSCA Music Grants Available February 22, 2016 Governmental Entity, March 30, 2016, 4:00pm
Not-For-Profit, Tribal
Organization
Council on the Arts FY2017 NYSCA Museum Grants Available February 22, 2016 Governmental Entity, March 30, 2016, 4:00pm
Not-For-Profit, Tribal
Organization
Council on the Arts FY2017 NYSCA Presenting Grants Available February 22, 2016 Governmental Entity, March 30, 2016, 4:00pm
Not-For-Profit, Tribal
Organization
Council on the Arts FY2017 NYSCA Special Arts Services Available February 22, 2016 Governmental Entity, March 30, 2016, 4:00pm
Grants Not-For-Profit, Tribal
Organization
Council on the Arts FY2017 NYSCA State & Local Available February 22, 2016 Governmental Entity, March 30, 2016, 4:00pm
Partnerships Grants Not-For-Profit, Tribal
Organization
Council on the Arts FY2017 NYSCA Theatre Grants Available February 22, 2016 Governmental Entity, March 30, 2016, 4:00pm
Not-For-Profit, Tribal
Organization
Council on the Arts FY2017 NYSCA Visual Arts Grants Available February 22, 2016 Governmental Entity, March 30, 2016, 4:00pm
Not-For-Profit, Tribal
Organization
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Completing a NYSCA Grants Gateway Application

1. To begin the application, click on the “Apply for Grant Opportunity” button.

PLEASE NOTE: If you have followed the steps outlined above, but the button instead
reads “Download Grant Opportunity” you are likely logged in with an incorrect role.
Remember, only the Grantee, the Grantee Contract Signatory or Grantee System
Administrator roles can begin the application. Your organization’s Delegated
Administrator can assign these roles. For more information on ‘roles’ please go to
page 24. To see which role you are logged in as, return to your homepage and the
role will be displayed in the ‘Welcome’ box below your name.

Funding Profile

ARTO1-THT16-2015

Agency Announcement Link Click here
Council on the Arts Applications Due (Funding Round (FR) / Date / Time)
Grant Opportunity « FR 1/April 10,2015 /04:00 PM EST

FY2016 NYSCA Theatre Grants Bidder's Conference(s)/Application Workshop(s)
Contact Name Naone available

Megan White Anticipated Award Date

Contact Email

Anticipated Initial Contract Length 12 Months
megan.whitegarts.ny.qov pa g

Solicitation Profile Total Funding Available

Program Goals NYSCA offers support to professional Anticipated Amount of Award(s)

theatre companies with ongoing production and

development programs, and service organizations that Letter of Intent Mot Required

build and reinforce administrative and institutional
skills, provide resources and information, assistin the
professional development of artists, and enhance
education about and access to theatre for all
audiences. Funded applications reflect the full range of Crganizations - Community Based Groups,
theatrical expression. Traditional forms (classic, Target Population(s) Crganizations - Government Enfities, Crganizations -
contemporary and musical theatre) and Mot-For Profits

experimentation that crosses disciplinary boundaries, . . .

as well as proposals that are creative and experimental Service Category(ies) Education Supports, Worlforce Development

in their use of new technology are welcomed. NYSCA

encourages performances that reach under-served

audiences and constituencies, activities that provide

opportunities for diverse artists and administrators, and

imaginative approaches to theatre for young

audiences. Organizations and/or individuals requesting

support for Theatre Artist Commissions should refer to

the Individual Artists guidelines. The NYSCA grant

program strives to make investments of public funds

that serve all communities and people that comprise

Mew York State's citizens and visitors. NYSCA strongly

supports, values and encourages the sustained and

concerted efforts of non-profit art, culture and heritage

organizations to be inclusive and to reflect in their

waorkforces, artists and programmatic offerings New

York State's diversity of people, geography and artistic

interests.

APPLY FOR GRANT OPFORTUNITY

Letter of Intent Due

Eligible Applicants Mot-For-Profit, Governmental Entity, Tribal Qrganization
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2. To access the different application sections click on “Forms Menu.” Use this link
throughout the application process to return the main menu.

New York State

Home  Grant Opportunity Portal — Applications  Contracts

Training Materials | Organization{s} | Profile | Logout

© Bagk

Megu 9 Forms Menu O tatus Changes 0 Management Tools O Related Documents and Messages

Document Information: ARTO1-COA15T-2015-00001
Details

APPLICATION MAIN PAGE

FY2017 NYSCA Theatre Grants

Document Vault

Application Instructions

1. Use the navigation above (Menu, Forms, etc.) to access the various areas of the application. Application Reports
2. The Forms menu contains the application data input screens. -
3. The Change the Status link will display a panel containing options for application submission or (E] Schedule and Activities
. Report
cancellation.
Page 7 of 28
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3. The required application sections, or forms, are highlighted below. Click each
page name to access the corresponding form. More information on each

required form can be found on following pages.

Status Page Hame Note Created By Last Modified By
Contract Documents

ﬁ State of New York Master Grant Contract for Grants

'E Attachment A-1: Program Specific Terms and Conditions

Application Information
' ) — The Program Specific Question screen contains the
ﬂ Print Application X . . i i
narrative application questions outlined in the
ﬂ Full Version of RFP Guidelines. The form contains three 3 sections:

Basic Eligibility Questions, Program Specific -
Questions (if applicable) and Category Questions.

Applicants are required to complete the Basic

Program Specific Questions Eligibility Questions, any Standard and only those

Category Questions related to the Category they -
are applying for.

Project/Site Addresses

Perzonal Services - Salary

= Perzonal Services - Salary Marrative

Personal Services - Fringe

= Perzonal Services - Fringe Narrative

Contractual

Travel

Eiwgnd In the various expenditure budget forms (Personal

Services, Contractual, Travel, etc.) you will account
EgUpmE: Nt for how your grant request will be allocated. Please

Space/Property Rent —— consult the guidelines for eligible expenses.

= Space/Property. Rent Narrative

You only need to fill out the categories where you
Space/Property: Own are allocating requested grant funds.

= Space/Property. Own Narrative
Utilities
= Utilties Narrative

Operating Expenses

= Operating Expenses Narrative

Other Expenses Detail

= Other Marrative

G D E@EOEIEOEOEODOEDEEDEOEE I

Expenditure Summary

Work Plan: Grantee Defined

E'I Work Plan Overview Form

E Objectives
Pre-Submiszsion Uploads

E'I Pre-Submission Uploads
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Project/Site Addresses

Please fill out the Project/Site Addresses form accordingly.

Click Save before moving on to the next form.

Q Back

9 Menu 9 Forms Menu 0 Status Changes 9 Management Tools 0 Related Diocuments and Messages

Document Information: ARTO1-COA15T-2015-00002
My Activities: Mew 0, Current 0, Review 0, Assigned 0
Details

PROJECT/SITE ADDRESSES

Instructions:

Flease complete all required fields.

If Project Statewide is ™Yes", do not enter Address information. If Project Statewide is "Mo”, Address information is required.
Selectthe Save button above to save your work frequently.

Click Forms KMenu to return to the navigation links.

L pa

In the Name/Description field, please
Hame/Description; L \I enter the words “Primary Address”

Project Statewide [No ¥ |*

Address 1 < Please enter your primary address.
Address 2

City

County ¥

State MY
Zip

If you are unsure which Region you
Regional Council: r

A Specific Redi are located in please consult the
gency specific Reqion: v

Regional Map here
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http://esd.ny.gov/RegionalOverviews/RegionalNetwork_web_042013.pdf

Program Specific Questions

The Program Specific Questions form is comprised of Basic Eligibility Questions, Standard
Questions (if applicable) and Category Questions.

Applicants are required to answer Basic Eligibility Questions, Standard Questions (if
applicable) and ONLY those questions related to the Category you are applying for. Please
scroll down the page to locate your Category’s Questions.

Questions related to other categories should be left blank.

Click Save before moving on to the next form.

T oo

O Back

@ lenu @ Forms Menu O Status Chanueso ManauementToolsO Related Documents and Messages
Document Information: ART01-THT16-2015-00004
Details

PROGRAM SPECIFIC QUESTIONS

Instructions:
1. Please complete all the required fields.
2. Select the Save button above to save your work frequenthy.

Project Title * < Please enter the Project Title as

For complete instructions on how to apply for FY2016 NYSCA funding, please visit nitp:nf - €Ntered during NYSCA registration.

Please review the Theatre guidelines closely before beginning your application: hitp:/ivaenw. arts.ny.gowpublic/guidelines/icommen/MNY SCA-FY2018-Guidelines-Theatre, |

Please answer the questions below. All applicants are required to answer the Basic Eligibility Cluestions and Pregrams Specific Cuestions. Applicants are also required 1

A BASIC ELIGIBILITY QUESTIONS

1 Have you registered this request on the NYSCA website? *

T

%]

What category are you applying for?
General Support,

Professicnal Performances,
Services to the Field or

Regrants & Partnerships

0 of 250
2
3 Please provide the Project ID for this request generated by the N'YSCA website. * Please enter your Project ID
——— Ex: 200344##HHH
B |
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Expenditure Budget

In the various expenditure budget forms (Personal Services, Contractual, Travel, etc.) you
will account for how your grant request will be allocated. Please consult the guidelines for

eligible expenses.

You only need to fill out the categories where you are allocating grant funds. To avoid
errors do not enter any information in categories where you will not use your grant
funding. You do not need to add any information in the “Narrative” forms.

Click Save before moving on to the next form.

Please review the example below. This outlines a grant request for $10,000 to be used for

salary support and contractual services.

PERSOMAL SERVICES - SALARY

Please enter the position that will be supported by the
grant. Please enter positions one at a time. If more than one
position is supported, hits SAVE and then ADD at the top of

Salary Detail . o
In the Salary =ection only include staff positions related to the impleme| the screen to add additional positions.
zection blank.
Details
Position/Title Executive Director *
Role/Responsibility Oversees programs, shapes, implement organization’s direction, policy. N
#in Title 1

. . Please briefly describe the responsibility of
Financial

Annualized Salary Per Position |350,000.00
STD Work Week (hrs)

% Funded Yo

# Months Funded

Total Grant Funds 55,000.00"

Total Match Funds
Match % 0%
Total Other Funds
Line Total §5,000.00
Category Total 55,000

Upon saving the Line and Category Totals

will populate.

the position(s) that will supported by the
grant.

Please enter the portion of the grant request that will
be used for the category. THIS IS THE MOST
IMPORTANT FIELD ON ALL FORMS. PLEASE BE
ACCURATE.
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Expenditure Budget, Cont’d

Contractual Detail Please enter the type of contractual
In the Contractusl Services section should include costs for services ren . th t il such as direct provision
by contractusl arrangement. |f Contractusl is not spplicable leave this =5 service (or other category) you wi
purchase/rent.
Cztails
Contractual - Type/Description Artists Fees *
Justification Pricrity wse of NY'SCA funds k ‘
Financial Briefly describe why you will
Total Grant Funds 55,000, 00= contract the service (or other

Total Match Funds category)

Match % s
Total Other Funds

Line Total
Category Total

£5,000_00

$5,000.00 Please enter the portion of the grant request that will
be used for the category. THIS IS THE MOST
IMPORTANT FIELD ON ALL FORMS. PLEASE BE

ACCURATE.

Click here to s22 3 summany of the g ered for this categony.

[ CATEGORY TOTAL SUMMARY |

Upon saving the Line and Category Totals

will populate.

NOTE: The fields required in ‘Contractual’ are the same in all other categories, except for Salary (See Above).
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Expenditure Summary

In order to confirm your Expenditure Budget is correct you must review your Expenditure
Summary. This will show you how you have allocated your grant request. This example
outlines a grant request for $10,000 to be used for salary support and contractual services.

The ‘Total’ field must be the total of your grant request.

Any changes must be made in the category’s corresponding form. You cannot make
changes on this page.

Click Save before moving on to the next form.

EXPENDITURE SUMMARY

Instructions:

1. Sawve this form to display a roll-up of the category budget details.

2. Click Forms Menu to return to the navigation links.

Match % | Match %
Budget Category Grant Funds Match Funds Calculated |Required Other Funds Total

—_

. Personal Services

a) Salary 25, 000.00 20 0% 0% 20 §5,000,00
b} Fringe 20 20 0% 0% 20 50
Subtotal §5,000.00 50 0% 50 §5,000.00

2. Mon Personal Services
a} Contractual S5.000.00 20 0% 0% 20 S0
b} Travel 20 20 0% 0% 20 50
c) Equipment 20 20 0% 0% 20 §5,000.00
d} Space/Property & Utilities 20 =0 0% 0% 20 S0
e} Operating Expenzes 20 =0 0% 0% 0 S0
) Other 20 20 0% 0% 20 50
S0 % S0 §5,000,00
510,000.00 50 0% 0% 50 510,000.00

AL L

Total = Total Grant Requested
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Work Plan Overview

First you must fill in the “Work Plan Overview” then you will be able to add “Objective”,
“Task” and “Performance Measures”.

This language submitted here will appear on the contract if the request is recommended
for funding. This language is not considered by staff or panelists as part of the
application review.

Click Save before moving on to the next form.

WORK PLAN OVERVIEW FORM

Instructions:
The purpose of this form is to capture organizational information necessary for application processing,
as well as a detailed accounting of the proposed or funded project. It is made up ofthree sections:

1. Project Summary
2. Organizational Capacity
3. Project Details - Objectives, Tasks and Performance Measures

If applicable, specific instructions/requirements for completing these sections may be found in the
Grant Oppartunity under which you are applying. Click Forms Menu to return to the navigation links.

Work Plan Period = Contract Period. Please enter
Work Plan Period From “To ‘<| From: 1/1/2017, To: 12/31/2017

Project Summary
Provide a high-level overview of the project, including the overall goal and desired outcomes. Include infarmation
such as location, target population, averall number of persons to be served, service delivery method and hours of operation.

Please summarize your project/request based on the instructions above. For sponsored projects, please
include the name of the sponsored project, organization or artist.

Organizational Capacity

Describe the staffing, qualifications and ongoing staff developmentftraining activities, and relevant experience of the provider
arganization to supportthe project.

Please briefly describe your organization’s staffing, managerial capability and other organizational strengths related to
your grant request. For sponsored projects, we are looking for the Organizational Capacity of the sponsoring organization
only. Information on the sponsored project, organization or artist should be included in the Project Summary.
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Objectives

Upon saving your Work Plan Overview, please click on “Objective” in the form menu.
Please fill out the Objective form accordingly.

This language submitted here will appear on the contract if the request is recommended
for funding. This language is not considered by staff or panelists as part of the
application review.

Click Save before moving on to the next form.

OBJECTIVES

Instructions:

1. Enter an Qbjective in the field provided below.
2. Selectthe Save button.
3. To add another O&jective, selectthe Add button above.
4. Follow the directions below for adding Tasks to the Objective.
5. Click Forms Menu to return to the navigation links.
Objective Name Please enter the NYSCA program you are

<I applying for (ex. Dance, Theatre)

Objective Description

LEAVE BLANK

Instructions for Adding Tasks for this Objective:
Click the Task link in the Forms Menu navigation panel above to add a Task to this Objective.
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Tasks

Upon saving your Objective, please hover over the Forms Menu and click on “Tasks” in the
form menu. Please fill out the Task form accordingly.

This language submitted here will appear on the contract if the request is recommended
for funding. This language is not considered by staff or panelists as part of the
application review.

Click Save before moving on to the next form.

TASKS

Instructions:

Enter an Task in the field provided below.

Selectthe Save button.

To add another Task, selectthe Add button above.

Follow the directions below for adding Performance Measures to the Task,

EE TR B LS Y

8. Click Forms Menu to return to the navigation links.

Objective: test Enter the name of the Category you are

Task Name applying for (ex. General Support, Project
Support)

Task Description

LEAVE BLANK

Instructions for Adding Performance Measures for this Task:
Click the Performance Measures link in the Forms Menu navigation panel above to add a Performance Measure to this Task.
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Performance Measures

Upon saving your Task, please click on “Performance Measure” in the form menu. Please fill out
the Performance Measure form accordingly. Please be brief

This language submitted here will appear on the contract if the request is recommended for
funding. This language is not considered by staff or panelists as part of the application review.

Click Save before moving on to the next form.

PERFORMANCE MEASURE

Instructions:
1. Enter a Performance Measure in the field(s) provided below.

Selectthe Save button.

]

[

To add another Performance Measure, select the Add button above.

4. Click Forms Menu to return to the navigation links.

Objective: test
Task: test

Please title your performance measure. This
Performance Measure Name may simply be Organization Name’s
Performance Measure.

Marrative

h -

Performance Measures are how you will determine you have successfully achieved

this project. List multiple Measures in this box if necessary. Limit: 250 characters.
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Pre-Submission Uploads

The Pre-Submission Uploads (AKA Support Materials) are comprised of the NYSCA FY2017 Project
Budget Form, Standard Support Materials (if applicable) and Category Support Materials.

All applicants are required to download the provided Project Budget template, complete and
upload and upload the Standard Support Materials (if applicable). Applicants must also upload
those Support Materials related to the Category they are applying for. Please scroll down the page
to locate your Category’s Support Materials.

Support Materials related to other categories should be left blank.

To upload a file click the “Choose File” button, located the appropriate file and click “Open”.
Click Save after EACH Support Material to ensure the form works properly.

PLEASE NOTE: Each upload window on Grants Gateway accepts only one file. Uploading multiple
files will delete the previously uploaded file. Please combine multi-page support materials into a
single file.

PRE-SUBMISSION UPLOADS

Instructions:

1. Select the Browse button to locate an upload.

2. Select the Save button above te load it inte the system.

3. If the Grant Opportunity you are applying for requires that a specific document be uploaded, a link to the Decument Template will appear under the
upload row. Click the link to download and save the Document Template to your computer. Once you have filled out the Document Template you can use the
associated Upload row to upload the document as part of your application.

ALL APPLICANTS - NYSCA FY2017 Project Budget OR Sponsored Request Form®

Please download this project budget form, complete and upload here. For sponsared request, please upload the completed Sponsored Request Farm
here

Choose File | Mo file chosen
Document Template: Click here
ALL APPLICANTS - Resumes®
Eesvesn o Ligoraphical statement:
| Choose File |No file chosen

ALL APPLICANTS - Org Chart*
Organizational Chart

| Choose File | Nofile chosen

ALL APPLICANTS - Sample Marketing Materials® S dard S M ial
Sample Marketing Materials: Up to & representative marketing tandar upport aterials nnouncements or flyers) that reflect

Checasbilag Mo file chosen - Required of all applicants
ALL APPLICANTS - Social Media Links"
Social Media Links - Wehsite, Facebook, Twitter, YouTube and other social media links. NYSCA reserves the right to review any/all of these onling
sources as part of your application.

| Choose File | No file chosen

GENERAL OPERATING APPLICANTS - Sample work

Samples of materials that demonstrate the work of the organiz

performances, workshops or arts activities. Panels view no mare than thr

should be viewed first. Note what phase of the project the sample represents (e.g.
efc.) B. Evaluation/assessment forms or related materials

| Choose File | No file chosen

Click here to download the template project budget form
as a fillable Adobe PDF form. Complete the project
budget. Save and upload here.

10 3 key staff, maximum o

Category Support Materials
- Only upload those Support Materials related
to your Category.
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Submitting an Application

DO NOT SUBMIT YOUR APPLICATION UNTIL YOU CERTAIN IT IS COMPLETE AND
ACCURATE. ONCE SUBMITTED, APPLICATIONS CANNOT BE REOPENED AND EDITED. ALL
INCOMPLETE APPLICATIONS WILL BE DEEMED INELIGIBLE.

This information was pulled from the “NYS Grants Gateway Vendor's Quick Start Guide - How to apply for
an Online Opportunity”. To reivew the full Quick Start guide, click here

9. Submit the Application
9.1. Logintothe Grants Gateway with one of the following Grants Gateway roles.

* Grantee Contract Signatory
* Grantee System Admin

9.2. Retrieve the completed application by searching for it under the Applications link on
top of the screen

T
Homea {=ramt Upportunsty Foral Applicatons ontracis

Traiming Materals | Organizationfs) | Profile | Logod

9.3. To check your application for errors, click on the “Check for Errors” link under the
management tools link:

0 Back
© menu @ Forms wenu @ Status Changes @ ansgement Tools € Related Documents and Messages
Document Information: QVS01-TESTIE-2012-00001 | Management Tools
Detalls
% ADIVEDIT PEQPLE
Seled the link above o perform actions such as
adding people, changing a security role, or altering
APPLICATION MAIN PAGE people’s active dates on this document
tesn ng name WE entire document
Docurment Vault for erTors
Application Instructions
1. Use the navigation above (Menu, Forms, etc ) io access the v tion REPOHS

This will provide you with a list of errors that need to be corrected before submission.
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9.4. In order to submit your online application, click on the 5Status Changes link located
top of your application main page.

Q Back
@ Menu 9 Forms Menu b Status Changes b Management Tools 0 Related Documents and Messages

9.5. Click on the APPLY STATUS button located under APPLICATION SUBMITTED

4_/ Hew Took 5Slale

s
@ e @ Emaneey 00 nma iz Y it Vs I b s b e b
DS Damo 2013 Allemnative o Incanceration Grant Menu - Status Options

R DO O B WO T8 08 L LA A

A T A TR

| s |

ARl LA L LY

9.6. Prior to final submission, you will need to certify the agreement as stated. Please
read the paragraph closely and click on | agree. If you select | DO NOT AGREE, your
application will not be submitted. Click | AGREE to submit the application.

MNew York State

Hame Grant Dpporunity Potal  Applica®ons

Training Malerials Organizafiondsy | Profile | Logout

Agreement

Pleage rmake 3 seledion below ba cortinue

By clicking the | Agree bullon below, you ceily and agree hal you are suthorized oh Behall of e applicanl and ik goveming body bo comeml Ihe apalicant 1o
comiply with the requirements of Arlicle 15-4 of The Mew Yark Stale Execuive Law. Participation By Minority Groug Members and Women With Respect To Stale
Contracts by provicing opporhanities for Minonty-cemed Business Enterpriza (MBEWYoman-pwned Business Enferprise (WEE) participation, Yiou fursher certify

nt will mairlain such records and lake such achkans necessary 1o demonsirabe such comipliancs Wroughoul the complelicn olthe project

Powered by InfelliGrants ™ & Copyright 2000-2013 Agate Software, Inc
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9.7. Once your application is submitted you are returned to the Application main page. If

you hover over the status changes link you will see that there are no available status
options at this time.

-4- HNew Tork Stote

Homs  Geam Opporsiny Ponsl  Appkcations

B sy B Foarg bigng O O it Topy O Rt Disnemants st bissas

=T Fuorgpsalile flalirves

Tegra #ow o @it sistus opbone Bt ey e

APPLIGATRON MAIN PAGE

Ay e-itmgm After Tohoo! Progren
[ STy ]

V. Uns the ravigeson sibows (ki e
I Tre Forsis fkfu GEreaE T T Pree Correcing
3. The Changs the Stafus ki o b= o =

' Ca AL SpSy G Megort

Ape s ol
Foogect Tine [EE3lY
Totsl Srant Funds Mesgquesbsd 000
Tl Projest Cost 500

Q) Too ot e Peoy

9.8. To check the current status of your Application click on the Details link. When you are

working on your Application, the application status would say “Application in
Process”.

Home  Grani Oppofunily Fortal  Applications  Conlracts

[aining Materials | Organizalionds) | Profile | Logoul

Q Back

© weny © Eorms weny © staus changes @ Management Tools @ Ralated Documants and Messages

Select a buflon below 1o execule the appropriale stalus push

Document information: DOL01-555-2014-0000

My Activitbes: Mew 0, Cument 0, Resiew 0, Assigned
ﬁ_;; !

Infa  Dascument Type Organization Foodhe Current Status

Grantes Caontract Signatary | Application in Process |

iR - MNiA
06112014 5:154M CST
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9.9. After you submit your application, the application status in the Details grid would say

“Assignment of Reviewers” Congratulations! This status means you have successfully
submitted an application.

.~
Home  Granl Opporunity Porlal  Applications  Condracs

Traming Matenials | Organizalion(s

Q Back
© weoy © Forms weny ©) Status changes € Management Tools € Related Documents and Messages
Document Infarmation: NY SGG-Z0H2-2014-00001

Period Date |
Drabe Dua

BT
_ Zohra NEF Grantee Contract Signatory I Assignmant of Reviewars - T

0742014 1:004M C3T

Infn  Dociement Type Orpanization  Roke Cumment States
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Locating an Application You’ve Already Started

This information was pulled from the “NYS Grants Gateway Vendor's Quick Start Guide -
How to apply for an Online Opportunity”. To reivew the full Quick Start guide, click here

8. Retrieve the Application you already started

8.1. If you need to save your work and come back at a later time, you can do so. To
retrieve the application you already started, click on the Applications link located at
the top of your home screen and enter search criteria to locate the application.

4 Mew York State

Home Grant Dppaortunity Portal Apphkcations Contracts

Training Matansls Drganation{s} | Pofils | Logoand

Q) Back
Applications

Lise the search criteria below, then select the Search ufion

AR ations
Ligg the search orifiedia balow. then select the Search bution

Agency Ofice of Vidim Sardces .

Grand Opporiunity Name  Vicime of Crime Act (WOCA) Vidim and Wilness Assistance Grant Pro

Current Applicabon States - SELECT v

SOR-

Application Status -BELECT - ¥ | From Ta
Application Type - BELECT - v

Application Number

"SR | e

8.2. The system will display the application you have already started.

Search Resulls

Export Resulls 1o | Screen v | Soriby: |- Salect - | B3
Murnbar of Results 1

Grant Opportunity Name SPPNCENON o iation Legal Mame  Status StartDate  End Date

Type

2014 VICTIMS OF CRIME

ACT VICTIM AND — Application in a0
WITNESS ASSISTANCE  COMPetitve  Zohra NFP Process hor 01, 2074
GRANT PROGRAM

8.3. Click on the application number to restart the application where you left it earlier.

84. It is very important you do not click “"Apply for Grant Opportunity” again in the
system, as it will create duplicate applications (if the RFP allows more than one
application per grantee). Once an application has been initiated, you should continue
using that one by utilizing the application search function.
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NYS Grants Gateway Grantee Role Description

GRANTEE ROLES

GRANTEE

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:

¢ |nitiate and complete applications

* Comply in a timely manner with Agency requests for information
* |nitiate payment and modification requests

* Submit modification requests

* |nitiate, complete and submit progress reports

GRANTEE CONTRACT SIGNATORY

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:

* |nitiate, complete and submit applications

*+  Sign contracts

* |nitiate, complete and submit modification requests
*+ |nitiate payment requests

s |Initiate, edit and submit progress reports

GRANTEE DELEGATED ADMINISTRATOR

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.
GRANTEE PAYMENT SIGNATORY

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:

* |nitiate applications
* |nitiate, complete and submit modification and payment requests
* |nitiate, complete and submit progress reports
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GRANTEE SYSTEM ADMINISTRATOR

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:

* |nitiate, complete and submit applications

*  Sign contracts

# |nitiate, complete and submit modification and payment requests
* Initiate, complete and submit progress reports

GRANTEE VIEW ONLY

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.
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Creating User Accounts in Grants Gateway

This information was pulled from the “New York State Grants Gateway Vendor User
Guide” - Delegated Administrator Tutorial. To reivew the full Vendor User Guide, click here

Click here for a video tutorial of how to create a new user account in Grants Gateway

The following table will provide a snapshot of which roles are allowed to initiate, complete and submit a
Grant Application in the Grants Gateway.

Crea.te a.m:l Initiate Complete Submit Only view
Maintain . e e the
user Roles Application Application Application Appcation
Delegated Admin v
Grantee v v
Grantee Contract Signatory v v v
Grantee Payment Signatory v v
e Sy RN
Grantee View Only v

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

Organizationi(s) Profile | Logout

4.2.2. Click on the Organization Members link.

rganization Inform Drganization Members | 2rganization Documents

4.2.3. Click the Add Members link.

Organization Members

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

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

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

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

Current Members | AddMembers h
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4.2.4. Select the NEW MEMEER button.

Current Members | Add Members

Person Search “senrcH il WEW WEWBER |

4.2.5. Complete all required fields on the page.

Prefix  First Middle Last Suffix
Hame - * " -
Title
Email | »
Username
Date Active 5/6/2013 Date Inactive
Role -

4.2.6. Select the appropriate role for the user you are adding.

Date Active 5132013 Date Inactive I

Role | Grantee

i Grantee Delegated Administrator

4.2.7. Notice the contact information below. The address information will be “pre-

populated” with the organization information. This information can be
changed here or by the user in their Profile.

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

100 LADENTOWN RD -
Address

City POMONA * Slate Mew York - = Zipcode 10970-2363 -
Phone 81 (123) 451-2345 * Phone #2
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4.2.8. The phone number of the new user is a required field.

I
ﬁpnona # | »

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

Organization(s) | Profile

| Logout

4.2.10. 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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