
NYSCA FY2017 Grants Gateway Application Guide 

 

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

• For instructions on renewing an ongoing multi-year grant contract, please click here 
• 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.

 

032816 
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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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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.   

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

Accessing NYSCA’s Grants Gateway Applications 
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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  

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

Grantee Contract Signatory 

The role you are signed in as will appear here. 
REMEMBER: ONLY the Grantee Contract 
Signatory or Grantee System Administrator can 
submit the application 
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Funding Agency Grant Opportunity Status Availability Date Eligibility Due Date 

Council on the Arts FY2017 NYSCA Arts Education 
Grants 

Available February 22, 2016 Governmental Entity, 
Not-For-Profit, Tribal 
Organization 

March 30, 2016, 4:00pm 

Council on the Arts FY2017 NYSCA Architecture + Design 
Grants 

Available February 22, 2016 Governmental Entity, 
Not-For-Profit, Tribal 
Organization 

March 30, 2016, 4:00pm 

Council on the Arts FY2017 NYSCA Dance Grants Available February 22, 2016 Governmental Entity, 
Not-For-Profit, Tribal 
Organization 

March 30, 2016, 4:00pm 

Council on the Arts FY2017 NYSCA Electronic Media & 
Film Grants 

Available February 22, 2016 Governmental Entity, 
Not-For-Profit, Tribal 
Organization 

March 30, 2016, 4:00pm 

Council on the Arts FY2017 NYSCA Facilities Grants Available February 22, 2016 Governmental Entity, 
Not-For-Profit, Tribal 
Organization 

March 30, 2016, 4:00pm 

Council on the Arts FY2017 NYSCA Folk Arts Grants Available February 22, 2016 Governmental Entity, 
Not-For-Profit, Tribal 
Organization 

March 30, 2016, 4:00pm 

Council on the Arts FY2017 NYSCA Individual Artists  
Grants 

Available February 22, 2016 Governmental Entity, 
Not-For-Profit, Tribal 
Organization 

March 30, 2016, 4:00pm 

Council on the Arts FY2017 NYSCA Literature Grants Available February 22, 2016 Governmental Entity, 
Not-For-Profit, Tribal 
Organization 

March 30, 2016, 4:00pm 

Council on the Arts FY2017 NYSCA Music Grants Available February 22, 2016 Governmental Entity, 
Not-For-Profit, Tribal 
Organization 

March 30, 2016, 4:00pm 

Council on the Arts FY2017 NYSCA Museum Grants Available February 22, 2016 Governmental Entity, 
Not-For-Profit, Tribal 
Organization 

March 30, 2016, 4:00pm 

Council on the Arts FY2017 NYSCA Presenting Grants Available February 22, 2016 Governmental Entity, 
Not-For-Profit, Tribal 
Organization 

March 30, 2016, 4:00pm 

Council on the Arts FY2017 NYSCA Special Arts Services 
Grants 

Available February 22, 2016 Governmental Entity, 
Not-For-Profit, Tribal 
Organization 

March 30, 2016, 4:00pm 

Council on the Arts FY2017 NYSCA State & Local 
Partnerships Grants 

Available February 22, 2016 Governmental Entity, 
Not-For-Profit, Tribal 
Organization 

March 30, 2016, 4:00pm 

Council on the Arts FY2017 NYSCA Theatre Grants Available February 22, 2016 Governmental Entity, 
Not-For-Profit, Tribal 
Organization 

March 30, 2016, 4:00pm 

Council on the Arts FY2017 NYSCA Visual Arts Grants Available February 22, 2016 Governmental Entity, 
Not-For-Profit, Tribal 
Organization 

March 30, 2016, 4:00pm 

      
  

5. On the results screen, click the program you are applying for under “Grant 
Opportunity” to view the grant opportunity and begin the application. 
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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. 

 

 

 

 

Completing a NYSCA Grants Gateway Application 
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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. 

  

 

 

FY2017 NYSCA Theatre Grants 
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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. 

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 requested grant funds.  

The Program Specific Question screen contains the 
narrative application questions outlined in the 
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 
Eligibility Questions, any Standard and only those 
Category Questions related to the Category they 
are applying for. 
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Please fill out the Project/Site Addresses form accordingly. 

Click Save before moving on to the next form. 

 

 

  

Project/Site Addresses 

In the Name/Description field, please 
enter the words “Primary Address” 

Please enter your primary address. 

If you are unsure which Region you 
are located in please consult the 
Regional Map here 
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http://esd.ny.gov/RegionalOverviews/RegionalNetwork_web_042013.pdf


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. 

  

Program Specific Questions 

Please enter the Project Title as 
entered during NYSCA registration.  

Please enter your Project ID 
Ex: 2003###### 
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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. 

 

  

  

Expenditure Budget 

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 
the screen to add additional positions.  

Please briefly describe the responsibility of 
the position(s) that will supported by the 
grant.  

Upon saving the Line and Category Totals 
will populate. 

 

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. 

Executive Director 

Oversees programs, shapes, implement organization’s direction, policy. 

1 
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NOTE: The fields required in ‘Contractual’ are the same in all other categories, except for Salary (See Above).   

 

  

 

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. 

 
Upon saving the Line and Category Totals 
will populate. 

Please enter the type of contractual 
service (or other category) you will 
purchase/rent. 

Briefly describe why you will 
contract the service (or other 
category) 

Expenditure Budget, Cont’d 
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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 

Total = Total Grant Requested 

Page 13 of 28 
 



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  

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

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.  

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

LEAVE BLANK 

Please enter the NYSCA program you are 
applying for (ex. Dance, Theatre) 
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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  

LEAVE BLANK 

Enter the name of the Category you are 
applying for (ex. General Support, Project 
Support) 
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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 Measures  

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

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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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 

Standard Support Materials  
- Required of all applicants 

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

 

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

 

 

 

 

 

  

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 
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http://grantsreform.ny.gov/sites/default/files/nys_grants_gateway_vendor_user_guide_v1.4_final.pdf
https://www.youtube.com/watch?v=XG6UDzBezIc&index=7&list=PLKT9_EWjYRqX9E0iX8hzF5guyVrdPX3_2
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