
NYSCA Grants Gateway Application Guide 

Before completing the Grants Gateway application you must 
complete the registration and program application in the NYSCA 

portal. 

Applicants must submit a separate Grants Gateway application for 
each category they are applying for.  

For sponsored requests, the sponsporing orgnization is responsible 
the Grants Gateway application. 

Ongoing multi-year grantees DO NOT need to complete the Grants 
Gateway Application. Please complete the registration process in the 

NYSCA portal and update your CDP on www.nysculturaldata.org. 

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. 
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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 click

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

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

4. There are two ways to locate the NYSCA grant application
1. Select ‘Council on the Arts’ from the ‘Search by Funding Agency’ dropdown

menu and click ‘Search’
--OR--

2. Type ‘Council on the Arts FY2015’ in the ‘Search by Grant Opportunity’ field

Council on the Arts FY2015 
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5. On the results screen, click “Council on the Arts FY2015” under “Grant Opportunity”
to view the grant opportunity and begin the application.

Council on the Arts FY2015 

Council on the Arts FY2015 
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1. To begin the application, click on the “Apply for Grant Opportunity” button. 
 

  

Completing the NYSCA Grants Gateway Application 

Council on the Arts FY2015 
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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. 

 

 

Council on the Arts FY2015 

Page 7 of 23 
 



  

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.  

Page 8 of 23 
 



Please fill out the Project/Site Addresses form accordingly. 

Click Save before moving on to the next form. 

 

 

  

Project/Site Addresses 

Please enter your Unique Application ID (found 
on the first page “All NYSCA Application 
Information” report in the NYSCA Portal), 
Program, Category.  

Ex: 2003######, Museum, General Support 

SPONSORED PROJECTS: Please also include the 
name of the sponsored artist or company 

Ex: 2003######, Dance, Professional 
Performances, Company Q 

 

Please enter your primary address. 

If you are unsure which Region you 
are located in please consult the 
Regional Map here 

Select N/A 
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Please fill out the Program Specific Questions form accordingly. 

Click Save before moving on to the next form. 

 

  

Program Specific Questions 

Please enter the Project Title as 
entered in NYSCA Program 
application 

Please enter your Unique Application ID as found 
in “All NYSCA Application Information” report 

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 or title that will supported 
by the grant. If it is more than one position, enter 
‘Multiple Positions’ or ‘All Positions’ 

Please briefly describe the responsibility of 
the position(s) that will supported by the 
grant. This can simply be ‘administrative,’ 
‘artistic,’ ‘programmatic,’ etc. 

Approx. number 
of positions 
supported.  

The approx. TOTAL 
salary for all positions 
supported. 

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. 
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NOTE: The fields required in ‘Contractual’ are the same in all other categories, except for Salary, 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 
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First you must fill in the “Work Plan Overview” then you will be prompted to add 
“Objective”, “Task” and Performance Measures. 

This language an organization submits will appear on the contract if the request is 
recommended for funding. 

Click Save before moving on to the next form. 

  
Work Plan Overview  

The Project Summary should align with the Project Description outline in the NYSCA Program 
Application. 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: 1/1/2015, To: 12/31/2015 
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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. You may only add one Objective.  

Please be brief.  

This language an organization submits will appear on the contract if the request is 
recommended for funding. 

Click Save before moving on to the next form. 

 

  

Objectives  

An objective is what you plan to achieve with the grant funding.  Limit: 250 characters. 

For example: an upcoming programming season, a specific individual project, supporting general 
operations etc. 

Please title your objective. This may simply be 
Organization Name’s Objective. 
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Upon saving your Objective, please click on “Tasks” in the form menu. Please fill out the 
Task form accordingly. You may only add one Task.  

Please be brief. 

This language an organization submits will appear on the contract if the request is 
recommended for funding. 

Click Save before moving on to the next form. 

Tasks  

A task is an activity which will enable you to achieve your objective. Limit: 250 characters. 

For example, if your objective is your upcoming programming season, your tasks will be to have 
a series of five performances that will comprise that season. 

Please enter your organization’s name and the 
word ‘task’  

i.e. XYZ Theater’s Task 
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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. You may only add one Performance 

Measure. 

Please be brief 

This language an organization submits will appear on the contract if the request is 
recommended for funding. 

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 your objective. Limit: 250 characters.  

For example, if your objective was for your upcoming programming season, 
your performance measure could reference increased attendance, attracting 
new audiences or strong reviews. 
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Please upload ALL support materials to this page. Please review your funding category’s 
guidelines for a list of required support materials.  The complete list can be found under the 

heading “Mandatory Support Materials” 

Do not submit your application until you have uploaded ALL required support materials. 
Applications CANNOT be reopened after they are submitted.    

Click Save before moving on to the next form. 

To upload a file click the “Choose File” button, located the appropriate file and click “Open”. 

NOTES:  

− You are required to upload All NYSCA Application Information (Organization Profile, Budget, 
Registration and Program Application) as completed in the NYSCA Portal. This information is 
available upon submitting a Program Application in the NYSCA Portal by clicking the “View All 
NYSCA Application Information” link. 

− All applicants MUST upload All NYSCA Application Information and the NYS Cultural Data Project 
(CDP) Funder Report. 

− Applications submitted without ALL mandatory support materials will not be considered for 
funding. 

 

  

Pre-Submission Uploads 
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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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NYS Grants Gateway Grantee Role Description 

 

       
Version 1.0  

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: 

 Initiate and complete applications  

 Comply in a timely manner with Agency requests for information 

 Initiate payment and modification requests 

 Submit modification requests 

 Initiate, 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: 

 Initiate, complete and submit applications 

 Sign contracts 

 Initiate, complete and submit modification requests 

 Initiate payment requests 

 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: 

 Initiate applications 

 Initiate, complete and submit modification and payment requests 

 Initiate, 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: 

 Initiate, complete and submit applications 

 Sign contracts 

 Initiate, 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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