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Login Screen

98 Grants Portal

Sign in to Your Account

USERNAME Forgot your username
PASSWORD Forgot your password
SIGN IN

Please use Mozilla Foxfire as web browser for best results

Website address is https://grantee.fema.gov



https://grantee.fema.gov/

Privacy Notice Pop-Up

(Recipients Only)

Privacy Notice

Authority: FEMA is authorized to collect the information requested pursuant to the Robert T.
Stafford Disaster Relief and Emergency Assistance Act, §§ 402-403, 406-407. 417, 423, and 427,
42 U.S.C. 5170a-b, 5172-73, 5184, 51893, 5189¢e; The American Recovery and Reinvestment Act
of 2009, Public Law No. 111-5, § 601; and “Public Assistance Project Administration” 44 C.F.R.
§§ 206.202.

Purpose: FEMA is collecting this information to provide user access to the Grants Portal system.
This enables users to collaborate with FEMA and manage their pre-aware disaster grant

activities.

Routine Uses: The information on this form may be disclosed as generally permitted under 5
U.S.C. § 552a(b) of the Privacy Act of 1974, as amended. This includes using this information as
necessary and authorized by the routine uses published in DHS/ALL - 004 General Information
Technology Access Account Records System of Records 74 FR 49882 (September 29, 2009),
upon written request, by agreement, or as required by law. The Department’s full list of systg CI iCk Acce pt
of records notices can be found on the Department's website at: http://www.dhs.gov/syst
or Press Enter

records-notices-sorns.

Consequences of Failure to Provide Information: The disclosure of information on this form is
voluntary, however, failure to provide the requested information may prevent or delay you from,

obtaining an account with the Grants Portal system.

REJECT ACCEPT



Attention Pop Up Box
(Recipients Only)

ATTENTION

You are accessing a U.S. Government information system, which includes (1) this computer, (2)
this computer network, (3) all computers connected to this network and (4) all devices and
storage media attached to this network or to a computer on this network. This information

system is provided for U.S. Government-authorized use only.

Unauthorized or improper use or access of this system may result in disciplinary action, as well

as civil and criminal penalties.
By using this information system, you understand and consent to the following:

+ You have no reasonable expectation of privacy when you use this information system; this
includes any communications or data transiting, stored on or traveling to or from this
information system. At any time, and for any lawful government purpose, the government
may monitor, intercept, search and seize any communication or data transiting, stored on
or traveling to or from this information system.

+ The government may disclose or use any communications or data transiting, stored on or
traveling to or from this information system for any lawful government purpose.

« You are NOT authorized to process classified information on this information system.

REJECT ACCEPT

Click Accept
or Press Enter




Attention Pop Up Box

88Grants Portal

Welcome to the Grants Portal!

To get started, we'll ask you a few questions to get your account set up.

o Start ¥3 Password Security Question Finalize Account € PREV NEXT

Use the Previous and Next buttons to navigate through the steps and fill out your information.

Click Next




Create New Password

88Grants Portal

Welcome to the Grants Portal!

First, let's create a password so you can access your account. Please select a password and enter it twice below.

o Start e Password Security Question Finalize Account € PREV NEXT

USERNAME

maureen

CHOOSE A PASSWORD Ste p 1 :
essssssssscsse Type New

RE-ENTER YOUR PASSWORD \\ Pa SSWO rd e

Step 2:
Click Next

Password Tips

» Make your password at least 8 characters long. The longer, the better.
» Include uppercase and lowercase characters, numbers, punctuation marks, and symbols. The greater the variety, the more secure

your password is.




Create Security Question

88 Grants Portal

Almost donel!

Now create a security question in case you forget your password

@ start @ Password € Security Question Finalize Account € PREV

SECURITY QUESTION

What was your childhood nickname?

SECURITY ANSWER
- ~ Step 2:
s Step 1: Select |\ Click Next
Security
Question and
Answer

J




Review Information

88 GrantsPortal

| et's review

Please make sure your selections are correct below. If everything looks good, press the Submit button, otherwise, use

the Previous and Next buttons to go back and make any changes.

Please review the information below to ensure everything is entered c

@ start © Password
proceed.
USERNAME
PASSWORD
SECURITY QUESTION
SECURITY ANSWER

SUBMIT

€@ Security Question

Step 1:
Review
Information

€ PREV

@ Finaliz

. Click the Submit button below to

maureen

FhrRAAAK

Step 2:
Click Next

What was your childhood nickname?

twinkie



Congratulations Screen

88Grants Portal

Congratulations!

Your account has been activated. Use the button below to continue.

RETURN TO LOGIN SCREEN

Click Return to
Login Screen




Re-Login to Grants Portal

88GrantsPortal

Sign in to Your Account

USERNAME Forgot your username

PASSWORD Forgot your password

SIGN IN

Enter User Name
and NEW Password




Privacy Notice Pop-Up

Privacy Notice

Authority: FEMA is authorized to collect the information requested pursuant to the Robert T.
Stafford Disaster Relief and Emergency Assistance Act, §§ 402-403, 406-407. 417, 423, and 427,
42 U.S.C. 5170a-b, 5172-73, 5184, 51893, 5189¢e; The American Recovery and Reinvestment Act
of 2009, Public Law No. 111-5, § 601; and “Public Assistance Project Administration” 44 C.F.R.
§§ 206.202.

Purpose: FEMA is collecting this information to provide user access to the Grants Portal system.
This enables users to collaborate with FEMA and manage their pre-aware disaster grant

activities.

Routine Uses: The information on this form may be disclosed as generally permitted under 5
U.S.C. § 552a(b) of the Privacy Act of 1974, as amended. This includes using this information as
necessary and authorized by the routine uses published in DHS/ALL - 004 General Information
Technology Access Account Records System of Records 74 FR 49882 (September 29, 2009),
upon written request, by agreement, or as required by law. The Department’s full list of systd CI iCk Acce pt
of records notices can be found on the Department's website at: http://www.dhs.gov/syst
or Press Enter

records-notices-sorns.

Consequences of Failure to Provide Information: The disclosure of information on this form is
voluntary, however, failure to provide the requested information may prevent or delay you from

obtaining an account with the Grants Portal system.

REJECT ACCEPT




Attention Pop Up Box

ATTENTION

You are accessing a U.S. Government information system, which includes (1) this computer, (2)
this computer network, (3) all computers connected to this network and (4) all devices and
storage media attached to this network or to a computer on this network. This information

system is provided for U.S. Government-authorized use only.

Unauthorized or improper use or access of this system may result in disciplinary action, as well

as civil and criminal penalties.
By using this information system, you understand and consent to the following:

+ You have no reasonable expectation of privacy when you use this information system; this
includes any communications or data transiting, stored on or traveling to or from this
information system. At any time, and for any lawful government purpose, the government
may monitor, intercept, search and seize any communication or data transiting, stored on
or traveling to or from this information system.

+ The government may disclose or use any communications or data transiting, stored on or
traveling to or from this information system for any lawful government purpose.

« You are NOT authorized to process classified information on this information system.

REJECT ACCEPT

Click Accept
or Press Enter




Customizable Dashboard

8 Grants POrtal & Stapleton, Maur...

fi My Organization A Your parent organization has been assigned as the primary Grantee for one or more disasters and you may submit a Request for Public Assistance (RPA) X

Troy, City of

to FEMA’s Public Assistance program.
Organization Profile

Please click here to begin the RPA submission process.
Event PA Requests

Operations

SRl © Document Help Organization
;‘ Hilines To upload event-specific documents, go to the appropriate event PA R
request profile from the Event PA Requests list, or My Organization Eavel
for documents that are not specific to an event. A AL Rl I Gl
FEMA PA Code:
Alternatively, you can utilize the Document Uploader Utility to assist Is PNP? No

in uploading documents to the correct location.
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Organization Profile

88GrantsPortal

@ Dashboard

il My Organization Profile ceorgia

fii My Organization

Geargia (000-00000-111}

Organization Profile General ]nformation

Step 1: C||Ck on My IS ACTIVE?
Organization FEMA PA CODE

ek R Uy STATE/TRIBE/TERRITORY  Georgia

@ operations

TYPE  State Government DUNS NUMBER

& Subrecipients

ELIGIBILITY STATUS
® Tasks

/& Utilities & Organizations »

e Step 2: Select
Organization Profile

& Personnel »

W Counties with Facility »

9 Locations >

1@ Insurance Profile >

[2 Documents >

@ Events >

Yes

000-00000-111

Pending

& Datar, Shardul +

& DOWNLOAD # EDIT

& MANAGE

& REQUEST PUBLIC ASSISTANCE

# MANAGE

& MANAGE

£ MANAGE

& UPLOAD INSURANCE DOCUMENT = 2 HELP

£ MANAGE



Adding Applicant Organization
(Recipient Only Function)

§8Grants Portal aB & ek s -

@ Dashboard

m My Organization Profile Georgia Emergency Management Agency & DOWNLOAD

i My Organization

Georgia Emergency Management
Agency (000-U039E-00)

Organization Profile General |nf0rma’[ion

Event PA Requests STATE/TRIBE/TERRITORY  Georgia Emergency Management Agency ISACTIVE?  Yes
Operations TYPE State Government FEMA PA CODE 000-U039E-00

i Subrecipients DUNS NUMBER 808475321

@ Tasks

£ Utilities & Subrecipient Organization Profiles > £ MANAGE

& Personnel > [ CIiCk Manage £+ MANAGE

¢ Locations > £ MANAGE

M Counties with Facility > # MANAGE

[@ Insurance Profile > X UPLOAD INSURANCE DOCUMENT % HELP




Inviting Single Applicant Organization
(Recipient Only Function)

gG’ran.tS Porta]. AP & Black Star v

@ Dashboard

= momme I SUbrecipient Organization Profiles NVITATIONS REQUESTS

GEC[gIS Emergency Management

Agency (000-U039E-00) + Add
Organization Profile . . & Invite
Yrilters > & Filters Applied All Organiz
X, Import
Event PA Requests

Click Add Organization

Operations Q @ SHOW/HIDE COLUMNS
Select Invite
Subrecipients
o g Name 4 Type PNP?7 PNP Type State/Tribe/Territory Last User Login
 Tasks
Q addedNEW U.S. Territory or Possession No Georgia Emergency Management
/~ Utilities Agency
Q Adel City or Township Government No Georgia Emergency Management 07/21/2017 10:07 AM
Agency CDT
Q Albany City or Township Government No Georgia Emergency Management 07/10/2017 11:25 AM
Agency CDT
Q Albany /Albany City Housing Authority Public / Indian Housing Authority No Georgia Emergency Management 04/12/2017 08:55 AM
Agency CcDT
Q Albany Museum of Art Nonprofit with 501C3 IRS Status (Other than Yes Museum Georgia Emergency Management 06/13/2017 01:48 PM
Institution of Higher Education) Agency CDT
Q Albany State University Public/State Controlled Institution of Higher No Georgia Emergency Management 07/10/2017 01:50 PM
Education Agency CDT




Inviting Single Applicant Organization
(Recipient Only Function)

gGrants Porta]. AF & Black Star v

@ Dashboard

s wosmmin o INVIte Organization Step 2: e
O ancy (Bo0-0s0e 0t " .

- ; General Information CIICk Save

Organization Profile

Event PA Requests

Requesting Organization  Georgia Emergency Management Agency

Operations

Organization Name *
& Subrecipients

™ Tasks Type * Select..

A~ Utilities

Contact Information

First Name *

Last Name Step 1: Enter Applicant
Phone Number * |nf0rmati0n

Email *




Review Organization Invitation
(Recipient Only Function)

98 Grants Portal

& Dashboard

T My Organization
Georgia Emergency Management
Agency (000-U039E-00)

rganization Profile General Information

Event PA Requests
REQUESTING ORGANIZATION

Operations

ORGANIZATION NAME
& Subrecipients
& Task ORG TYPE
asks
," Utilities CREATED BY
CREATED ON

ACCOUNT ACTIVATE LINK

Contact Information

FIRST NAME

LAST NAME

PHONE NUMBER

EMAIL

% Organization Invitation

AF & Black Star ~

4 RESEND %X CANCEL

Georgia Emergency Management Agency
Macon, City of

City or Township Government

Black, Star

07/29/2017 05:49 PM CDT

https://pacustomer-tdl-manager.azurewebsites.net/#orga uest/form/ecd8clec-12db-4d32-acdf-c4e6822813f3

Review information

Little
Richard
(912) 847-5757

little.richard@macon.gov




Return to Applicant Organization Profile
(Recipient Only Function)

88 Grants Portal

Dashboard

i My Organization

Georgia ETElgeﬂ:;. Management
ency (D00-U03 }

Organization Profile

Event PA Requests
Operations

i Subrecipients
& Tasks

A~ Utilities

AP & Black Star »

E My Organization Profile ceorgia Emergency Management Agency £ DOWNLOAD

‘General Information

STAT! - SQUTOR Georgia Emergency Management Agency

TYPE State Gove

an Subrecipient Organization Profiles >

% Personnel >

9 Locations >

M Counties with Facility >

[@ Insurance Profile >

Step 1: Click
Organization Profile

J

IS ACTIVE? Yes

FEMA PA CODE 000-U0O39E-00

DUNS NUMBER 808475321

$ MANAGE

Step 2: Click © MANAGE
Manage

¥ MANAGE

$ MANAGE

. UPLOAD INSURANCE DOCUMENT = ? HELP




Manage Applicant Organization Invitations
(Recipient Only Function)

8 Grants Por ta]. AF & Black Star »

= womaw I SUbrecipient Organization Profiles NVITATIONSIREQUESTS

Georgia Emergen:
Agency (

Managermnent
“d0)

0)

Organization Profile

Yriters > &\ Filters Applied ation Profiles v o Vs &

: Event PA Requests Cl IC k
Operatons ° Invitations/Requests = stommoE oL
& Subrecipients . . .
Name L Type PNP? PNP Type State/Tribe/Territory Last User Login
M Tasks
Q addedNEW U.S. Territory or Possession No Georgia Emergency Management
/&~ Utilities Agency
Q Adel City or Township Government No Georgia Emergency Management 07/21/2017 10:07 AM
Agency CDT
Q Albany City or Township Government No Georgia Emergency Management 07/10/2017 11:25 AM
Agency CDT
Q Albany /Albany City Housing Authority Public / Indian Housing Authority No Georgia Emergency Management 04/12/2017 08:55 AM
Agency CDT
Q Albany Museum of Art Nonprofit with 501C3 IRS Status (Other than Yes Museum Georgia Emergency Management 06/13/2017 01:48 PM
Institution of Higher Education) Agency CDT
Q Albany State University Public/State Controlled Institution of Higher No Georgia Emergency Management 07/10/2017 01:50 PM

Education Agency CcDT




View List of Invitations and Requests
(Recipient Only Function)

gBGrantS Portal AP & Black Star ~

@b Dashboard

T wosmmn N INVitations and Requests

Georgia Emergency Management
Agency (000-U039E-00)

; @ SHOW/HIDE COLUMNS
Organization Profile YFilters > Q {

- Event PA Requests

Name Parent Org Org Type Created v  Created By Submitted Status

Operations ) ;

Q Macon, City of Georgia Emergency Management Agency City or Township Government 7/29/2017 5:49 pm Black, Star - Invited
o Subrecipients

Q Georgia Emergency Management Agency State Government 7/19/2017 3:06 pm Phlipot, Jesse <= Invited
& Tasks

Q Georgia Emergency Management Agency U.S. Territory or Possession 7/19/2017 1:18 pm Khan, Shahjahan - Invited
& Utilities

25 f 3 entries (filtered from 148 total entries) 1

Click Magnifier to
“Drill In” to Applicant




Resend Email Activation Link
(Recipient Only Function)

88 Grants Portal D & ks -

Dashboard

o wosmmir N Organization Invitation 4 REsEND

Georgia Emergency Management
Agency (000-U039E-00)

Organization Profile General Information

Event PA Requests o
REQUESTING ORGANIZATION  Georgia Emergency Management Agency Click Resend
Operations

ORGANIZATION NAME  Macon, City of
ita Subrecipients

= ORGTYPE  City or Township Government

A Utilities CREATED BY Black, Star

CREATEDON  07/29/2017 05:49 PM CDT

ACCOUNT ACTIVATE LINK https://pacustomer-tdl-manager.azurewebsites.net/#organizationrequest/form/ecd8c1ec-12db-4d32-acdf-c4e6822813f3

Contact Information

Activation Link (can
copy and paste into
separate email)

FIRSTNAME  Little
LASTNAME  Richard

PHONENUMBER  (912) 847-5757

EMAIL  [ittle.richard@macon.gov

>

m




Manage Organization
Personnel




Organization Profile - Manage User Accounts

(Recipient Screen)

88Grants Portal

@ Dashboard

m My Organization Profile Georgia Emergency Management Agency

fli My Organization

i o
~ Organization Profile General Information

Event PA Requests STATE/TRIBE/TERRITORY  Georgia Emergency Management Agency IS ACTIVE?
Operations TYPE  State Government FEMA PA CODE

i Subrecipients DUNS NUMBER

# Tasks

£ Utilities aa Subrecipient Organization Profiles >

&

Click Manage on

& Personnel >

Yes

000-U0O39E-00

808475321

AP & Black, Star «

& DOWNLOAD # EDIT

# MANAGE

£ MANAGE

9 Locations >

M Counties with Facility »

[@ Insurance Profile »

Personnel Bar /

# MANAGE

# MANAGE

2, UPLOAD INSURANCE DOCUMENT = ? HELP




Organization Profile - Manage User Accounts
(Applicant Screen)

88Grants Portal

@ Dashboard

il My Organization

Tray, City of
e General Information
- Event PA Requests STATE/TRIBE/TERRITORY
Operations LEVEL 2
[ Tasks
TYPE

A~ Uilities

i Personnel >

9 Locations >

W Counties with Facility >

Insurance Profile >

@ Event PA Requests >

B Documents >

I My Organization Profile Troy, city of

& Stapleton, Maur...

& DOWNLOAD # EDIT

ISACTIVE?  Yes
Colorado FEMA PA CODE

Troy, City of DUNS NUMBER 938474

City or Township Government ELIGIBILITY STATUS  Pending
N\ £ MANAGE

Click Manage on

Personnel Bar J & s
£ MANAGE

X UPLOAD INSURANCE DOCUMENT | ? HELP

& REQUEST PUBLIC ASSISTANCE

& MANAGE




Manage Personnel

88 GrantsPortal

2 momaion @ Manage Personnel

Georgia (000-00000-111)

- Organization Profile

0

~ Event PA Requests

. Last Name A First Name
@ Operations

& Subrecipients # ACCOUNT INFO a\ElE] Daniel
4
W Tasks % ROLES

£ Utilties # ACCOUNT INFO [RNI e Bert
& CONTACT INFO.
i ROLES

# ACCOUNT INFO [i:E3 1 Eamonn
& CONTACT INFO
% ROLES

# ACCOUNT INFO [:TE%I Starlene
& CONTACT INFO
% ROLES

# ACCOUNT INFO [T Notstar
& CONTACT INFO
@ ROLES

Roles

Organization Admin

Primary PA Coordinator

Account Manager
Alternate PA Coordinator
Organization Admin
Personnel Manager
Primary PA Coordinator

Subordinate Organization Admin

Organization Admin

Primary PA Coordinator

Account Manager
Alternate PA Coordinator
Organization Admin
Personnel Manager
Primary PA Coordinator

Subordinate Organization Admin

Account Manager
Alternate PA Coordinator
Organization Admin
Personnel Manager
Primary PA Coordinator

Subordinate Organization Admin

Emails

Abraham_Recipient@State.gov, Work

{y@gmail.com, Work

Bethel_Recipient@State.gov, Work

sblack@sblacki.com, Work

»

& Datar, Shardul

+ CREATE *D GOBACK

@ SHOW/HIDE COLUMNS

Phones

m

Click Create

(555) 555-5555, Work (Desk)

(555) 555-5555, Work (Fax)



Complete Personnel Information

Create Personnel

Primary Organization Georgia

First Name * Elizabeth

Last Name * Wilson CO m p l ete
Middle Inital lnfo rmatlon

Title * Finance Chief

Maobile Phone
Email * Elizabeth@wilson.net

Confirm Email * Elizabeth@wilson.net

Username * ewilson
Password * LTI YT I T

Confirm Password * (ITIITITITI T ]

B SAVE D CANCEL




Provide Roles to Personnel

88 Grants Portal

3 woenmin &8 Manage Personnel

ﬁ Organization Profile

Q  ker
- Event PA Requests

. Last Name *  First Name Roles
@ Operations

o # ACCOUNT INFO e Kristen
i Subrecipients
& CONTACT INFO

@ Tasks

& ROLES

& Utilities

10 = showing 1to 1 of 1 entries (filtered from 39 total entrie

Click Roles

Emails

kristen@kerr.net

& Datar, Shardul «

+ CREATE D GO BACK

® SHOW/HIDE COLUMNS

Phones



Grant/Edit Roles

Edit Roles - Stapleton, Maureen

[T Primary PA Coordinator €2 P | ace mouse over ”?”
[[] Alternate PA Coordi-nator (2] fo r d efi n itio n Of ro | e

[[] Account Manager )
Personnel Manager &

[ Organization Admin £

SAVE D CANCEL

Step 2:
Click Save
Step 1: Select
system roles




Organization Profile




Organization Profile

98GrantsPortal

2 moa 10 My Organization Profile ceorgia

(Ceorgia (000-00000-111

. Organization Profile General ]nforma

Event PA Requests STATE/TRIBE/TERRITORY  Georgia

Operations
® o TYPE

&5 Subrecipients

@ Tasks

& Uutilities & Organizations >

% RPAs »

& Personnel »

State Government

Step 1: Click on My
Organization

Step 2: Select
Organization Profile

M Counties with Facility >

¢ Locations >

[@] Insurance Profile »

[ Documents >

@ Events >

& Datar, Shardul v

& DOWNLOAD # EDIT
ISACTIVE?  Yes
FEMAPACODE  000-00000-111
DUNS NUMBER -
ELIGIBILITY STATUS  Pending
& MANAGE

& REQUEST PUBLIC ASSISTANCE

# MANAGE

& MANAGE

£ MANAGE

& UPLOAD INSURANCE DOCUMENT = 2 HELP

£ MANAGE



Add Counties to Profile

98 Grants Portal

@ Dashboard

ili My Organization

Georgia ETE[891:;.- Management
Agency (000-U03SE-00)

Organization Profile
Event PA Requests
Operations

& Subrecipients

™ Tasks

& Utilities

m My Organization Profile Georgia Emergency Management Agency

General Information

STATE/TRIBE/TERRITORY  Georgia Emergency Management Agency IS ACTIVE?
TYPE  State Government FEMA PA CODE
DUNS NUMBER

it Subrecipient Organization Profiles >

& Personnel »

9 Locations >

W Counties with Facility >

Click Manage on
Location Bar

[@ Insurance Profile >

Yes

000-UO39E-00

808475321

X UPLOAD INSURANCE DOCUMENT

AE & Black Star v

& DOWNLOAD # EDIT

£ MANAGE
# MANAGE
£ MANAGE
£ MANAGE

? HELP




|dentify Counties with Facilities/Locations

g Grants Porta]. & Datar, Shardul +

@ Dashboard

'II Profile Manage Counties EIUN o cance

ili My Organization

Georgia (000-00000-111}

Qrganization Profile

: W Counties

- Event PA Requests

Q

@ Operations

o Subrecipients County #

Step 2:
Click Save

™ Tasks

b 2Tl Appling County

# Utilities

Atkinson County

Step 1: Click Add for
each county

+ADD Bacon County

Baker County

AD! Baldwin County
Banks County
+ADD Barrow County
D Bartow County

+

= =
=2 =2
[~} a

AD|

[~}

Ben Hill County

Berrien County

10 » Showing 1to 10 of 159 entries 1 2 3 4 5 16 Next




Uploading Insurance Documents

88Grants Portal

@ Dashboard

= o M0 My Organization Profile Troy, ity of

Troy, Ciy of

- Organization Profile : IS ACTIVE?

- Event PA Requests STATE/TRIBE/TERRITORY ~ Colorado S te p 1 . CI IC k on My PR
@ GCperations VL2 Troy Cityof (@) rgani zation DUNS NUMBER
® Task

asks ELIGIBILITY STATUS

dy or Township Government
F Uiilities

% Personnel >

¢ Locations >

Step 2: Select
Organization Profile

W Counties with Facility >

Insurance Profile »

B Documents »

Yes

938474

Pending

£ Bl e > Step 3: Click Upload
Insurance Document

b Action Log >

& Stapleton, Mar...

& DOWNLOAD # EDIT

& MANAGE

& MANAGE

&+ MANAGE

&, UPLOAD INSURANCE DOCUMENT | 2 HELP

Q REQUEST PUBLIC ASSISTANCE

o MANAGE




Upload Insurance Documents

Upload Insurance Document

SELECTDOCUMENT [P,

Step 1: Click Select
Document

General Insurance Documents
Insurance Certificate
Insurance Policy

Insurance Settlement

Insurance Worksheet

Step 2: Write a description
of document & Select
Category (Document type)



Registering
Organization
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Upon receiving Invite email, Applicant Organization
clicks the link to create their organization

From: support@pagrants.fema.gov [ mailto:support@pagrants.fema.gov]
Sent: Wednesday, February 01, 2017 10:16 AM

Subject: FEMA PA Notification - You have been invited to join the Grants Portal.

Hello Sherry,

You've been invited to join the Grants Portal as a child organization for Georgia Emergency
Management Agency. Please click here to fill in your organization's information and create an
account.

-FEMA PA Support Team

Click “here” to J

FEMA-PA-Support@FEMA.DHS.Gov enter into system
https://pagrants.fema.gov

Ensure that Firefox is the chosen Web Browser



Organization Information

88 Grants Portal

Let's register your organization!

Please follow along in the wizard below.

& Basic Information

REQUESTING
ORGANIZATION

NAME *
TYPE *

DUNS NUMBER

8 Contact Info 9 Locations

Georgia Emergency Management Agency

Test, City of

City or Township Government

PREV

Click Next




Enter Contact Information

88 GrantsPortal

o Basic Information

ﬂj Contact Info

Primary Contact Info

FIRST NAME *

LAST NAME *

TITLE *

PHOMNE NUMBER *

EMAIL *

John

Smith

(940) 555-1234

test(@test.ga.gov

2 Locations 1 & PREV NEXT =»

Alternate Contact Info

FIRST NAME
LAST NAME
TITLE *

PHONE NUMBER

EMAIL

Click Next




Enter Location Information

88Grants Portal

n @ Contact Info © Locations
Primary Location

ADDRESS 1 *

ADDRESS 2

CITY *

AT Select...
ZIP CODE *
COWEEY* Select

EY Facilities 3 C

Maillng Address *Only if different

ADDRESS 1

ADDRESS 2

CITY

STATE

ZIP CODE

COUNTY

€ PREV

Click Next

Select. b

Select.. v



Add Applicable Counties with Facilities

98 GrantsPortal

Info e Locations 0 Facilities

c Select the Counties where a Facility exists

Click Add

=+ ADD

=+ ADD

=+ ADD

+ ADD

+ ADD

+ ADD

County

Appling County

Atkinson County

Bacon County

Baker County

Baldwin County

Banks County

Darrmanr Cmnormd

Complete Access Req

& PREV

Click Next




Verify Information

98GrantsPortal

@ Locations O Fecilities © Complete Access Request PR NEXT 9

Please review the information below to ensure everything is entered correctly. Click the Submit b

below to proceed.

Organization Information Click Next

REQUESTING  Georgia Emergency

ORGANIZATION 14212 0ement Agency

NAME  Test, City of

TYPE  City or Township

Government



Submit Information

88Grants Portal

ZIP CODE 30067 ZIP CODE

COUNTY  Dougherty County COUNTY

Counties with Facility

COUNTIES  Baldwin County,
Bartow County, Berrien
County, Ben Hill
County, Dooly County,
Douglas County,
Dougherty County

SUBMIT

Click Submit J




Confirmation of Submittal

Your access request has been submitted!

You will be contacted once your request has been approved.



Email Confirmation of Submittal

From: support@pagrants.fema.gov [ mailto:support@pagrants.fema.gov]
Sent: Wednesday, February 01, 2017 2:36 PM

Subject: FEMA PA Notification - Workflow Initiation Receipt Org Account Request

Hello Sherry,

You have successfully initiated an Org Account Request. You will receive another notification whether
the request is approved or rejected.

-FEMA PA Support Team

FEMA-PA-Support@FEMA.DHS.Gov
https://pagrants.fema.gov




Submit RPA




My Organization Dashboard

98 GrantsPortal

@ Dashboard

il My Organization

Troy, City of

Event PA Requests

Operations

@ Tasks

/&~ Utilities

& Stapleton, M

A Your parent organization has been assigned as the primary Grantee for one or more disasters and you may submit a Request for Public Assistance (RPA) to

FEMA's Public Assistance program.

Please click here to begin the RPA submission process.

© Document Help

To upload event-specific documents, go to the appropriate event PA
request profile from the Event PA Requests list, or My Organization

for documents that are not specific to an event.

Alternatively, you can utilize the Document Uploader Utility to assist

in uploading documents to the correct location.

a

.

nization

Click hyperlink “Please click here

to begin RPA submission process”

~

J




Start Request Public Assistance Process

88 Grants Portal

@ Dashboard

= wosmmen 2 REQUESE Public Assistance

Tray, City of
* QOrganization Profile o Start General Info Contacts Addresses Other Info Submit

"+ Event PA Requests Welcome to the FEMA Request for Public Assistance (RPA) process. Over the next few minutes we will ask you a series of questions regarding your

Operations organization, contacts, mailing addresses, and supporting information. Once complete, you will be provided with the opportunity to review your submission and,

once you are satisfied, you will then be able to directly submit your RPA to FEMA.

v Tasks

/ Utilities Following submission you will receive automatic notifications and will be able to track the progress of your RPA review. If your organization is deemed eligible

for Public Assistance by FEMA, you will be automatically notified and will be able to use this system to collaborate with your FEMA partners.
Prior to starting this process, you may wish to click here to review your Organization Profile to ensure that all your information is up-to-date.

To get started, press the Next button at the bottom of this form.

D CANCEL

Click Next




General Information

g8Grants Portal

@ Dashboard

i

i My Organization

(¢' Request Public Assistance

Troy, City of
Organization Profile o Start e General Info Contacts Addresses Other Info Submit

Bvent FA Reauiests Your organization may be eligible to apply for Public Assistance. Below, please indicate the Event for which you are applying for assistance and confirm your

Operations DUNS# and FEMA PA Code (i.e., FIPS Code). Also, please indicate whether you have already prepared and submitied a Preliminary Disaster Assessment (PDA).

Pre-submission of a PDA is not required to be considered eligible for Public Assistance.
™ Tasks

/&~ \Uilities Applicant  Troy City of

Step 1:
Select Event

FEMA PA Code =

DUNS# 938474

Event Colorado State EOC (CO-EQC)

Participated in PDA? No v

4 PREV NEXT =» D CANCEL

Step 2:
Select Yes
or No

Step 3:
Click Next




Primary/Alternate Contact Information

88GrantsPortal

S vty Organizaton (¢ Request Public Assistance

Trey, City of

Organization Profile ) Start @ General Info © Contacts Addresses Other Info Submit

BRI Please indicate your primary and alternate contacts. These individuals will receive regular notifications and will be able to use this system to track the progress

@® Operations of your request as well as collaborate with your designated FEMA partners. Following submission, you will have the option of specifying additional team

Z Task members. If you do not see appropriate personnel in the dropdown lists below, or if their email or phone contact information is incorrect, please click here to
] asKs

manage the Contacts currently assigned to your Organization Profile.
& Uutilities
Primary Contact

Name Stapleton, Maureen x Ste p 1: Select
Title  Executive Administrative Assistant P rl ma ry
Email maureen.stapleton@troycity.gov Conta Ct

Phone  (212) 948-5755

Alternate Contact

Name Choose Contact... M
. Step 3:
el Step 2: Select Click Next
Phone Alternate

Contact

4= PREV NEXT =» D CANCEL




Verify/Change Primary Location & Mailing
Address

98 Grants Portal

L bty Organization (£ Request Public Assistance

oy, City of
Organization Profile ) start € General info € contacts © Addresses other Info Submit

ES e Please indicate your physical and mailing addresses. These may be the same, of course. These addresses will be used for meeting scheduling and for sending

Operations - formal correspondence. Following submission, you will have the option of modifying these addresses. If you do not see appropriate addresses in the dropdown

" lists below, or if they are incorrect, please click here to manage the Locations currently assigned to your Organization Profile.
Tasks

Primary Location crance

Uhilities

Address 3857 0ld Bloomingda Step 1: Verify\
Primary
Location or

Click Changej

City Troy

State Colorado

Zip 21938

County San Miguel County

Mailing Address cuance

Address 3857 Old

City  Troy

Step 2: Verify
Mailing
Address or

Click Changej
4+ PREV NEXT =» D CANCEL

Step 3:
Click Next

State Colorado

Zip 21938

County San Miguel County




Other Information/Comments

98Grants Portal

@& Dashboard

T wommim 2 REQUest Public Assistance

oy, City of

" Organization Profile ) start @ General info © contacts @ Addresses € Other info

vent PA Requests

Please use the area below if you would like to provide any additional information; for instance, you may provide a brief narrative describing why your

organization is requesting assistance. This is optional, and you may press next at the bottom of the form to skip this step.

Comments

Limit 500 characters

Step 1: Enter
Additional o

information/

_ Comments )

%) CANCEL

Step 2:
Click Next




Other Information/Comments

S8 Grants Portal

M My Organization

General Info

Applicat
Evestt
Participated n PDA?

Primary Contact

Hame
Tithe
Ermail
Fhone

Primary Location

Address

City

Cousty
Mailing Address

Address

City

Coaunty

Other Info

Comments

Request Public Assistance

) Start B General Info ) Contacts ) Addresses B Other Info D Submit

Please ensuwre all information listed below is accurate before clicking the Submit button at the bottom of this form. By clicking the Submit button, a notification
will be sent to FEMA of your organizations desire to receive Public Assistance. In addition, your designated primary and alternate comacta will receive a

confirmation. Following submission, you will receive additional guidance deacribing the FEMA Public Assistance proceas.

Troy. City of

Colorado State EQOC (CO-EQC)

Mo

Stapleton, Maureen

Executive Administrative Assistant

e oGyt o Step 1: Review
(21Z) 0485755 Information

2857 Old Bloomingdale

Troy

Colorado

21938

San Miguwel County

2857 Old Bloomingdale

- Step 2: Click
colersde Submit

21938

San Miguwel County

4= FREV SUBMIT = CAMNCEL



Congratulations Screen

88Grants Portal

@ Dashboard

% = -
T wommin & Request Public Assistance
Organization Profile Congratulations! Your Request for Public Assistance has been successfully processed and has been submitted to your Recipient Organization for
Evertt PA Request review. Once reviewed by your Recipient Organization it will then be submitted onward to be processed by FEMA.

Ve LCQUESTS
Over the next several days you will receive additional information on the status of your Request for Public Assistance eligibility review. If your organization is deemed eligible

@ Operations

for Public Assistance, you will be assigned a Program Delivery Manager (PDMG) who will serve as your single point of contact for FEMA's Public Assistance program. The
M Tasks . PDMG will call you to briefly discuss your disaster damages and set up a face-to-face meeting called the Recovery Scoping Meeting. This meeting is designed to discuss in
detail your damages and documentation needed to support your claim.

# Lhilities

In preparation for the call with the POMG, please develop a list of damages your organization has sustained from the event and enter them on the Event PA Requests Profile
accessible here. Your PDMG will discuss this list with you during the call and emphasize the development of your Damage Inventory using the PA Grants Portal.

Thank you for your submission, and we look forward to working with you and your organization.




Damage Inventory
Damage Template




Add Multiple Damages to Damage Inventory

S8Grants Portal

@ Dashboard

.
I

City

My Organization

of ABEEY1 (Dema-ABEEY1)

Organization Profile
Event PA Requests
Operations

Tasks

Utilities

i Event PA Requests Profile City of ABBEY1 - Operation Winchester Freedom

General Information

FEMA PA CODE

NAME

TYPE

STATUS

RPA DECISION DATE

RSM COMPLETION DATE
DAMAGE INVENTORY DEADLINE

PROCESS STEP

Lml Stats/Summary >

%5 Contacts >

9 Locations >

A Damage Inventory >

Demo-ABBEY1

City of ABBEY1

City or Township Government
Eligible

3/31/2017 6:36 pm EDT
4/4/2017 5:00 am EDT
11/30/2017

Pending Grant Completion
As of April 4th, 2077 9:35 AM EDT

Incident Information

JOB NUMBER

EVENT NAME

EVENT TYPE
INCIDENT TYPE
INCIDENT LEVEL
INCIDENT START DATE
INCIDENT END DATE
DECLARATION DATE

DATE COUNTY DESIGNATED

OP-WIN-FREEDOM
Operation Winchester Freedom
Disaster

Hurricane

March 31,2017

March 31,2017

March 8, 2017

Click
Manage

& One, Abbey w

L OPTIONS ~

& MANAGE



Download Damage Inventory Template

gg Grants Porta]. Af] & Black Star v

! Event PA RequeStS PTOflle Manage Damage Inventory & IMPORT » + ADD DAMAGE D CANCEL

& Download Template

£ U
MADamage Inventory L Upload Spreadsheet

| View Imports

This applicant has no damage inventory.

Click Import &
Select Download
Template




Damage Inventory Template Pop-Up Box

8 Grants Portal

@@ Dashboard

(Geargia Em:
A

@ Operations A Damage Inventory

Events

Projects This applicant has no damage inventory.
amages

.;I-. Subrecipients

™ Tasks

& Utilities

Sy i Event PA Requests Profile Manage Damage Inventory

Opening Grants Manager Damage Import Template - Albany State Unive... @
You have chosen to open:
@ -..port Template - Albany State University (000-U77MZ-00).xlsx

which is: Microsoft Excel Worksheet

from: https://pacustomer-tdl-manager.azurewebsites.net

What should Firefox do with this file?

@ Open with |Microsoft Excel (default) i

(") Save File

Do this automatically for files like this from now on.

o] (]
__—

~—

AR & Black Star v

< IMPORT » + ADD DAMAGE "D CANCEL

& Download Template
& Upload Spreadsheet

| View Imports

Click OK to open
template in Excel




Download Damage Inventory Template

gg Grants Porta]. Af] & Black Star v

! Event PA RequeStS PTOflle Manage Damage Inventory & IMPORT » + ADD DAMAGE D CANCEL

& Download Template

£ U
MADamage Inventory L Upload Spreadsheet

| View Imports

This applicant has no damage inventory.

Click Import &
Select Download
Template




Downloaded Damage Inventory Template

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

B9 - fr
AB C D E F G H I ] K
4 Applicant FIPS: 000-U77MZ-00 / / Program Delivery Manager (PDM) Email: PDMIIP@CBT.org
5 Applicant Point of Contact Name: Howell, Lee / /
6 |Applicant Point of Contact Phone:  |(229) 288-8199 /
7 Applicant Point of Contact Email: pafactrax_sltt+406

Click Enable Editing

10

1

12

13

14

15

16

17

18

19

20

21

22

23

)

25

26

21

Damage Inventory | Lists | P




BS

Downloaded Damage Inventory Template

.| i ﬁ.

B C

D

H

I

K

~ o v e

9|
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26

Applicant FIPS:

000-U77MZ-00

Program Delivery Manager (PDM) Email:

PDMIIP@CBT.org

Applicant Point of Contact Name:

Howell, Lee

Applicant Point of Contact Phone:

(229) 288-8199

Applicant Point of Contact Email:

pafactrax_sltt+406

™

<

HAN

*
UL

_|
m

27

)

(g

L

Damage Inventory  Lists |

1




Download Damage Inventory Template

gg Grants Porta]. Af] & Black Star v

! Event PA RequeStS PTOflle Manage Damage Inventory & IMPORT » + ADD DAMAGE D CANCEL

& Download Template

£ U
MADamage Inventory L Upload Spreadsheet

| View Imports

This applicant has no damage inventory.

Click Import &
Select Upload
Template




Locate Damage Inventory Spreadsheet Pop-Up Box

gBGrants Porta.]. Af] & Black Star v

@@ Dashboard

) @ File Upload =
E EV‘ F ADD DAMAGE "D CANCEL

O Moo » ~[43 [ Seach Deskiop |
te

ize ¥ 2=,
Abarmage Organize New folder BE j 9, -
¥r
- Events . Favorites r
] ) Travel
This appl 3
- Projects e B Desktop "1 File folder
¢ Downloads
: ~» Recent Places Unused files
& Subrecipients File folder
@ Tasks ] Libraries 4
B mm|. 4317 Grants Manager
*. Documents — L.
£ Utilities n Training-Access.xlsx
4. Music Microsoft Excel Worksheet
B Pictures mm|. Copy of Grants Manager Damage P
%, Videos mport Template - Albany State U...
Microsoft Excel Worksheet =

DR4317-MO Printers
| Shortcut
1.22 KB Ll

& Computer
& Local Disk (C)

File name; Copy of nager Damage Import Template - Albany State U ~ l*.)(lsx 'l

[ Open |vH Cancel ]

A
Y,

Step 1: Locate

file and Click to Step 2:
highlight Click Open




Import Damage Inventory Template

gg Gra.nts Porta]. &A@ & Black Star v

@ Dashboard

e ! |Import Damage Inventory Step 2: Click
I . X Results . )
Commit Import
- Events TOTAL RECORDS IMPORTED 2 RECORDS WITH ERRORS 0
- Proj NEW DAMAGE RECORDS 2 RECORDS WITH WARNINGS 0

Yourimport file is ready to commit and contains no warmnings. Review the data below, then click Commit to process this import.
i 0 COMMIT IMPORT
CANCEL IMPORT

& Subrecipients

M Tasks If for any reason you do not want to commit this import, you may cancel it by clicking the Cancel butten. The original uploaded file has been preserved ai

5 o Step 1: Verify No
Errors or Warnings

=Records
SHOW RECORDS Al v
Q ® SHOW/HIDE COLUMNS
Row * | Result Category Name Address 1 Address 2 City State Zip Latitude Longitude Damage Description Cause of Damage Approx. Cost % Work Complete Labor Type Insured Prior PA Grant Mitigation Opportunity Priority

9 New H Reyonlds 2837 Test Colorade | 28374 = 3428 8739 24 inch CMP washed Flood §5,000.00 0.00% Force Unsure No Yes High

Damage Road Reynolds City away Account
Culverrt Road

10 New G Thompson | 3987 Test Colorado | 28374 | 34.58 -B7.49 500 LF Fencing, 2 Wind $7,000.00 0.00% Force Unsure No No Low

Damage City Park Margret Bivd City picinic tables, Swing Account

Set destroyed

10 * Showing 110 2 of 2 entries




Commit Import Pop-Up Box

Commit Import

Do you wish to commit the changes in this import?

This may take several minutes depending on the number of changes.

COMMIT IMPORT GO BACK

Click Commit
Import




Import Damage Inventory Template with Errors

88Grants Portal

& Stapleton, Maur.

! Import Damage Inventory

* Organization Profile L Resuts
e diareas TOTAL RECORDS IMPORTED 2 RECORDS WITHERRORS 1 (1)
ations
P NEW DAMAGERECORDS 1 RECORDS WITH WARNINGS 0
W Tasks
This import data containg errors. You may search through the records with errors. Click the Cancel button to close this import and try again with a new file.
F i CANCEL IMPORT
.
.
Step 2: Click
Cancel Import
SHOW RECORDS All -
a @ SHOW/HIDE COLUMNS
Row*  Result Category Name Address 1 Address 2 City State Zip Latitude Lengitude Damage Description Cause of Damage Approx. Cost % Work Complete Labor Type Insured Prior PA Grant Mitigation Opportunity Priority
9 New c Reyonlds 2837 Test Colorado = 28374 | 3428 -87.39 24inch CMP washed Flood $5,000.00 0.00% Force Unsure No Yes High
Damage Road Reynolds City away Account
Culverrt Road
10 Rejected | G Thompson | 3987 Test Colorade | 28374 500 LF Fencing, 2 Wind 0.00% Force Unsure No No Low
CityPark  Margret Bivd City picinic tables, Swing Account

Set destroyed

10 = Showing 110 2 of 2 entries

Step 1: Red box identifies
error/missing information




Import Damage Inventory Template
Cancel Pop-Up Box

Click Cancel Import




Damage Inventory
Add Single Damage




Organization/Event PA Request Profile

ggGrantS Porta.]. & Stapleton, Maur...

@ Dashboard

B 5 asatonon i Event PA Requests Profile Troy, City of - Colorado State EOC # OPTIONS -

Troy: City of {04

Rl General Information Event Information

Event PA Requests EEMADACODE 000000000 Jos#  CO-EOC

@ Operations Ste p 1 . CI i c k Eve nt EVENTNAME  Colorado State EOC

& Tasks

# v PA Requests

EVENTTYPE  Disaster

INGIDENT TYPE  Hurricane

RPA DECISION DATE 8/9/2017 8:55 pm CDT INCIDENT LEVEL 3
PROCESSSTEP  Pending Exploratory Call Completion INCIDENT START DATE  September 28, 2016
As of August 9th, 2017 8:57 PM COT
INCIDENT END DATE =

DECLARATION DATE  April 12, 2017

DATE COUNTY DESIGNATED  April 13, 2017

Ll Stats/Summary >

¥ Contacts »

Step 2:
Click
Manage

@ Locations >
A Damage Inventory >

£t MANAGE

@ Applicant Questionnaire »

% Exploratory Call Information >

A The explorstary call for this applicant ia pending completion




Add Damage

gg Gra.nts Porta]. & Stapleton, Maur...

@ Dashboard

i Event PA Requests Profile Manage Damage Inventory 4 MPORT- | # ADDDAMAGE | 9 CANCEL

A Damage Inventory

(@ Operations .4 This applicant has no damage inventory.

¥ Tasks

s Click Add Damage




Add Damage Site Information

S8GrantsPortal

i Dusibcasd

Barags usrpre

Step 1: Complete P

All Information

i Saincs
o D
Lovetion rformetion.
Leasmisa ddws  Lweculongieds bl
chorede
Tapeis Isformetion w
ok armgs

ppreatrn G

Step 2:
Click Save

B SAVE

D GO BACK



Add Damage Site Information Pop-Up Box

g Saluc
T Raiihn e,

Save Changes

Are you sure you want to save?

Loz e

ppreatrn G

B SAVE

D GO BACK



Edit Damage Inventory




My Event Request/Locate Event

g Gl'a.lltS POI'tal & Stapleton, Maur..

@ Dashboard
@MF @ My Event PA Requests

~ Organization Profile ( Ste p 1 . CI IC k

Y Filters > Submitted PA Request v o] £
- Event PA Requests Eve n t PA
@® Operations Q Re q u e Sts @ SHOW/HIDE COLUMNS
™ Tasks
Job # v Name Status Process Step PDMs Assigned #Projects # Damages # Work Orders
4~ Utilities
CO-E0C Colorado State EOC Eligible Pending Exploratory Call Completion WILSON, ELIZABETH A. 0 2 0

Step 2: Drill
into Event




Damage Inventory Bar

$8Grants Portal
! Event PA Requests Profile Troy, City of - Colorado State EOC

ili My Organization

Organization Profile
Event PA Requests
Operations

& Tasks

/& Utilities

General Information

FEMA PA CODE
NAME

TYPE

STATUS

RPA DECISION DATE

PROCESS STEP

|l Stats/Summary >

& Contacts >

9 Locations >

A Damage Inventory >

00-00000-00

Troy, City of

City or Township Government
Eligible

8/9/2017 8:55 pm CDT

Pending Exploratory Call Completion
As of August 9th, 2017 8:57 PM COT

Event Information

JOB #

EVENT NAME

EVENT TYPE
INCIDENT TYPE
INCIDENT LEVEL
INCIDENT START DATE
INCIDENT END DATE
DECLARATION DATE

DATE COUNTY DESIGNATED

& Stapleton, Maur...

& OPTIONS ~

CO-EOC
Colorado State EOC
Disaster

Hurricane

September 28, 2016

April 12,2017

April 13,2017

& MANAGE

Click Manage




Manage Damage Inventory — Edit Damages

88GrantsPortal R

1 MyOrganization ! Event PA REQUESTS PI’OfI|e Manage Damage Inventory & IMPORT~ |+ ADDDAMAGE | D CANCEL

Tray, Gity.of (00-00000-00]

Organization Profile

R Damage Inventory

- Event PA Requests
@® Operations Q @ SHOW/HIDE COLUMNS
[ Tasks
Damage # *  Category Name Damage Description Project Cause of Damage Location

£ utilities

# EDIT 24407 c Reyonlds Road Culverrt 24 inch CMP washed away Unassigned Flood 2837 Reynolds Road

X REMOVE Test City, Colorado
28374
# EDIT 24408 G Thompson City Park 500 LF Fencing, 2 picinic tables, Swing Set destroyed Unassigned Wind 3987 Margret Blvd

Test City, Colorado
28374

Click Edit




Edit Damage Information

88Grants Portal

W My Organization b - Manage Damage Inventory
2 i @ Event PA Requests Profile

Tra,

City of (O

 Organization Profile General Information ~

= Event PA Requests R .

Category G - Parks, Recreational Facilities, and Other ltems
@ Operations

Name Thompson City Park

& Tasks P ¥

& Utilities

Damage Information ~

Damage Description 500 LF Fencing, 2 picinic tables, Swing Set destroyed

Cause of Damage Wind

Prior PA Grant? ‘j

Location Infermation ~

Step 1: Edit
Information

Step 2: Click Save

D GO BACK



Edit Damage Information Pop-Up Box

Save Changes




Uploading
Organization Documents




Uploading Documents

Master Policy
Documents
(Insurance, Payroll,

Procurement)

. Org.
Documents Pertain t
to Multiple Projects Profile

Event
Profile

Documents for
Specific Project
(Photos, Timesheets,
Invoices)
%




My Organization Profile —

88GrantsPortal

i My Organization

i My Organization Profile Troy, city of

Tray, City of (00-00000-00

- Organization Profile

General Information

~ Event PA Requests STATE/TRIBE/TERRITORY  Colorado

© Operations LEVELZ  Troy, City of

™ Tasks
TYPE  City or Township Government
& Utilities

& Personnel >

¢ Locations »

¥ Counties with Facility >
@ Insurance Profile >

¢ Event PA Requests >
& Documents >

¥ Action Log >

Insurance Documents

Af & Stapleton, Maur..

& DOWNLOAD # EDIT
ISACTIVE?  Yes
FEMAPACODE  (00-00000-00
DUNSNUMBER 938474
ELIGIBILITY STATUS  Pending
2 MANAGE
£ MANAGE
2 MANAGE

. UPLOAD INSURANCE DOCUMENT | 2 HELP

Click Upload
Insurance
Document Salie




My Organization Profile — Insurance Documents

Upload Insurance Document

Step 1: Click |
Select Document

+ ADD DOGUMENT 9 CANCEL




Locate Insurance Document — Pop-Up Box

@ File Upload (]

|- Desktop * - | +s | | Search Desktop yol |

Organize ~ Mew folder

1 Favorites Grants Portal User Manua Pre-Event
M Deskiop Phase 1l.pptx

l4 Downloads - Microsoft PowerPoint Presentation

_‘g, Recent Places Grants Portal User Manual Phase 2 Ste p 1 : Cl ICk 0 n

o PP

:;] Librari - Microsoft PowerPoint Presentation | n S u ra n ce
. Libraries -
1% Documents Insurance Policy.docx Document

] Microsoft Word Document
\_@/ Music 11.1 KB

5 Pict
o Fictures PA Program and Policy Guide 2.0

B videos | (2017).pdf
Adobe Acrobat Document

‘& Computer . PAPPG v2.pdf
& Local Disk (C) | Adobe Acrobat Document
648 MB

File name: Insurance Policy.docx b IAII Files (%)

o

Step 2: Click Open




Locate Insurance Document — Pop-Up Box

Upload Insurance Document

EERHUILSIN  [nsurance Policy.docx
(Max Size: 100MB

Filename Insurance Policy.docx

Description Insurance Document

Step 2: Click to
select type of
document

Step 1: Type
description of
document




Locate Insurance Document — Pop-Up Box

Upload Insurance Document

EEH N [nsurance Policy.docx
(Max Size: 100MB}

Filename Insurance Policy.docx

Description Insurance Document

Category «Insurance Policy

v ADD DOCUMENT D CANCEL

Click Add
Document




My Organization Profile —

88GrantsPortal

i My Organization

i My Organization Profile Troy, city of

Tray, City of (00-00000-00

- Organization Profile

General Information

~ Event PA Requests STATE/TRIBE/TERRITORY  Colorado

© Operations LEVELZ  Troy, City of

™ Tasks
TYPE  City or Township Government
& Utilities

& Personnel >

¢ Locations »

¥ Counties with Facility >
@ Insurance Profile >

¢ Event PA Requests >
& Documents >

¥ Action Log >

Policy Documents

Af & Stapleton, Maur..

& DOWNLOAD # EDIT
ISACTIVE?  Yes
FEMAPACODE  (00-00000-00
DUNSNUMBER 938474
ELIGIBILITY STATUS  Pending
2 MANAGE
£ MANAGE
2 MANAGE

& UPLOAD INSURANCE DOCUMENT 2 HELP

Click Manage on
Documents Bar

&+ MANAGE




My Organization Profile — Policy Documents

88GrantsPortal P

Pp— [©) Manage Documents

- Organization Profile

Q @ SHOW/HIDE COLUMNS
- Event PA Requests i o .
; Filename 4 Description Size Category Uploaded Date Uploaded By
@ Operations
# EDIT Insurance Policy.docx Insurance Document 11.2KB Insurance Policy 08/10/2017 06:51 Stapleton, Maureen
¥ Tasks % REMOVE
f’ Utilities 10 -

Showing 11to 1 of 1 entries

Click Add Document




Policy Documents Pop-Up Box

Add Document

A CAUTION: Document will be uploaded to the Organization Profile.

If this document is intended to be uploaded to this organization for a specific event, please find this organization's Event PA Requests

profile for that event here and upload the document to that Event PA Reguests profile

Step 1: Confirm
Location of

Document

Filename

Description

Types

Category Please select a category.

¥ ADD DOGUMENT D CANCEL

Step 2: Click
Select Document




Policy Documents Pop-Up Box

@ File Upload

|- Desktop »

Organize ~ New folder

- | +y | | Search Desktop

==
==

-

" Favorites
B Desktop
l4 Downloads

<4 Recent Places

| Libraries
.*. Documents
_qj", Music
= Pictures
i Videos

& Computer
& Local Disk (C)

A 5.48 MB

Insurance Policy.docx
Microsoft Word Document
11.1 KB

PA Program and Policy Guide 2.0

| (2017).pdf

Adobe Acrobat Document

PAPPG v2.pdf
Adobe Acrobat Document

Step 1: Click on
Document

Payroll Policy.docx
Microsoft Word Document
11.1 KB

Photos of Reynolds Culvert.docx
Microsoft Word Document
111 KB

File name: Payroll Policy.docx

~ | Al Files ¢4

LOpen |vH Cancel ],:;

Step 2: Open




My Organization Profile — Policy Documents

Add Document

A CAUTION: Document will be uploaded to the Organization Profile.

If this document is intended to be uploaded to this organization for a specific event, please find this organization's Event PA Requests

profile for that event here and upload the document to that Event PA Requests profile.

P?lm" Policy.docx Ste p 1 . De SC ri b e
| Document & Select
Filename Payroll Policy.docx Type Of DOC u m e nt

Description Payroll Policy - Expires

Size: T00ME)

Types Force Account

Categary Please select a category...

. Force Account Historical Cost Summary =
Force Account Labor Pay Policy

Force Account Labor Payroll/ Timesheets

Force Account Labor Record

Force Account Labor Summary

Step 2: Select type of o Aol R
document




My Organization Profile — Remove Documents

88GrantsPortal P

Pp— [©) Manage Documents

- QOrganization Profile

Q @ SHOW/HIDE COLUMNS
vent PA Requests i o .
; Filename 4 Description Size Category Uploaded Date Uploaded By
@ Operations
# EDIT Insurance Policy.docx Insurance Document 11.2KB Insurance Policy 08/10/2017 06:51 PM CDT Stapleton, Maureen
™ Tasks

& utilities

Click Remove
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Project Level




Event Profile — Documents to Projects

98Grants Portal

@@ Dashboard

m My Organization

Step 1: Select My
Organization Profile Organization

............ = Y Filters »
Event PA Requests

BREY1)

Submitted PA Request

@ Operations ’ Q
@ Tasks
Job # v Name Status Process Step PDMs Assigned # Projects
4 Utilities
@Q pAOM Public Assistance OM Pending Recipient RPA Review Pending Eligibility Determination 0

Operation Winchester Freedom Eligible Pending Grant Completion ABBEY, PHILIP R. 1

Step 3: Drill into

Step 2: Select My Event

Event PA Requests

# Damages

0

14

& One, Abbey +

L+ S 2
@ SHOW/HIDE COLUMNS

# Work Orders

0

1



Locating Projects

8 Grants Portal i

& MyOrganization @ Applicant Questionnaire >

Tray, City of
Organization Profile .
. Exploratory Call Information >
Event PA Requests v Compieted on 8/10/2017 6:23 pm

@ Operations

@ Tasks ¥ Recovery Scope Meeting >
+ Completed on 8/10/2017 8:15 pm
# Uilities

&2 Site Inspection Work Orders >

( Step 1: Expand
Projects Bar

== Projects ~ k
Q @ SHOW/HIDE COLUMNS
Project # 4 Category Title Type Process Step # Damages
@ 1408 C - Roads and Bridges Reynolds Road Culvert Standard Pending EE| Completion 2

10 = Showing 110 1 of 1 entries

Step 2: Drill into
Project e

@ Insurance Profile »

B Documents > 2 MANAGE

P Comments >




Locating Projects

88 Grants Porta.]. AQ & Stapleton, Maur..
= Project Details Reynolds Road Culvert

i My Organization

Click View

Tray, City of {00
S A This project is pending EEI Completion. P ro . ec t E E I
Event PA Requests o View Project EEI J
@ Operations
tests General Information
#  Uilities PROJECT# 1408 APPLICANT  Troy, City of (00-00000-00}
CATEGORY  C - Roads and Bridges EVENT  Colorado State EOC (CO-EOC)

TITLE  Reynolds Road Culvert
TYPE  Standard
STATUS  Active

PROCESSSTEP  Pending EEI Completion
As of August 10t 2017 6:26 PMCOT

% COSTSHARE  75.00%

| Stats / Summary >

& Contacts »

A Damage Inventory >

OR Expand
i | Project EEI

£ MANAGE EE| ANSWERS

Damage Description and Dimensions >

? Development Guide Answers >



Locating Projects

g Grants Por ta.]. Af & stapleton, Mau

@ Dashboard
A Damage Inventory >

ili My Organization

Troy, City of (00-00000-00)

Organization Profile # Project EEl v £ MANAGE EEI ANSWERS
A 2 of 2 EEls pending completion
Event PA Requests
Operations EEl List EEIl Questions Required Documents
4
Bt STATUS PROCESSSTEP .
A Utilities
Name 4 Status Process Step Document Status Created By Created On Last Action By Last Action On
Q Direct Administrative Open Pending Applicant i BLACK, STARLENE 08/10/2017 06:25 PM BLACK, STARLENE 08/10/2017 06:27 PM
Cost Response M. CDT M. CDT
Q Standard Lane - Category ~ Open Pending Applicant BLACK, STARLENE 08/10/2017 06:25 PM BLACK, STARLENE 08/10/2017 06:2% PM
Response M CDT M. cDT

10 ~* Showing 1to 2 of 2 entries

Drill Into Project

Damage Description and Dimensions >




Attaching Documents to EEl

g Grants Porta.]. AP & Stapleton, Maur..

£ MyOrganization = PFOJECT EEI standard Lane - Category

Troy, City of (00-00000-00)

- Qrganization Profile

General Information

- Event PA Requests NAME  Standard Lane - Category C

Operations .
VERSION  Standard Lane - Category C - Version 1

[ Tasks
PROJECT  [1408] Reynolds Road Culvert

# Utilities

APPLICANT  Troy, City of (00-00000-00)
EVENT  Colorado State EOC (CO-EOC)
STATUS  Open

PROCESSSTEP  Pending Applicant Response

# Questions » CI iCk Ad d # MANAGE EEI ANSWERS

B Required Documents v 7 HELP

M [4] Was the facility regularly maintained?
© B Maintenance Records & Site Inspection Reports (+Addl | +Add®)




Attaching Documents to EEl — Pop Up Box —
New Document

Attach Maintenance Records & Site Inspection Reports

Selected Documents to Attach

No Maintenance Records & Site Inspection Reports documents selected.

Available Documents to Attach

Source All

@ SHOW/HIDE COLUMNS

Source 4 Filename Description CI i c k U p I O a d Upload Date Uploaded By
New

Showing 0 to 0 of 0 entries

X UPLOAD NEW : o CANCEL




Attaching Documents to EEl — Pop Up Box —
New Document

Add Document

Click Select
Document




Attaching Documents to EEl — Pop Up Box —

New Document

@ File Upload

|- Desktop »

Organize = New folder

- | +y | | Search Desktop

E=
==

-

] ILIRE

. Favorites
I Desktop
4 Downloads

=» Recent Places

| Libraries
‘L Documents
. Music
&L Pictures
Q, Videos

& Computer
& Local Disk (C)
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Microsoft Word Document
11.1 KB

PA Program and Policy Guide 2.0
(2017).pdf
Adobe Acrobat Document

Step 1: Click
PAPPG v2.pdf on Document
Adobe Acrobat Document

6.48 MB

Payroll Policy.docx
Microsoft Word Document
11.1 KB

Photos of Reynolds Culvert.docx
Microsoft Word Document
111 KB

v |All Files (%)
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Attaching Documents to EEl — Pop Up Box
— Add Description and Upload Document

Add Document

SELECT DOCUMENT Maintenance Records.docx
(Max Size: 100MB)

Maintenance Records.docx
Maintenance Record for Reynolds Road Culvert

* Maintenance Record

Step 1: Type
Descri ption of + ADD DOCUMENT ) CANCEL
Document

Step 2: Click
Add
Document




Attaching Documents to EEl — Pop Up Box
— Attach Uploaded Document

Attach Maintenance Records & Site Inspection Reports

Selected Documents to Attach

MAINTENANCE RECORDS.DOCX %

Available Document

Source

Step 1: Move Mouse
over file to verify
correct document

Category

No data availa

giw Showing 0 to 0 of 0 entries

® SHOW/HIDE COLUMNS

Step 2: Click Uploaded By

Attach
Document

X UPLOAD NEW % ATTACH SELECTED D CANCEL




Remove Documents from EEI

88 GrantsPortal
& PFOjECt EE| standard Lane - Category C

iili My Organization

Troy, City of (00-00000-00)

P—— General Information

Event PA Requests NAME  Standard Lane - Category C

Operations VERSION  Standard Lane - Category C - Version 1

@ Tasks PROJECT  [1408] Reynolds Road Culvert

/&~ \Utilities

APPLICANT  Troy, City of (00-00000-00)
EVENT  Colorado State EOC (CO-EOC)
STATUS  Open

PROCESSSTEP  Pending Applicant Response

# Questions >

I Required Documents v

M [4] Was the facility regularly maintained? @
v I Maintenance Records & Site Inspection Reports (+ Addl | + Add®)

B Maintenance Records.docx (% Remove)

Click Remove

A & stapleton, Maur...

= SUBMIT TO FEMA

# MANAGE EEI ANSWERS

? HELP



Send EEIl Back to FEMA

g Grants Porta]. AE & stapleton Maur.
= PI’OjECt EE| standard Lane - Category C

il My Organization

=< SUBMIT TO FEMA

Troy, City of (00-00000-00)

PSS General Information

~ Event PA Requests NAME  Standard Lane - Category C

Operations VERSION  Standard Lane - Category C - Version 1

Click Submit to

@ Tasks PROJECT  [1408] Reynolds Road Culvert FEMA

4 Utilities

APPLICANT  Troy, City of (00-00000-00)
EVENT  Colorado State EOC (CO-EOC)

STATUS Open

PROCESSSTEP  Pending Applicant Response

# Questions > £+ MANAGE EEI ANSWERS

I Required Documents v ? HELP

B [4] Was the facility regularly maintained? @
v B Maintenance Records & Site Inspection Reports (+Addl | + Add®)

I Maintenance Records.docx (x Remove)




Send EEI Back to FEMA
— Confirmation Pop Up Box

Submit EEl to FEMA




Essential Elements of
Information (EEI)

Add
Comments




Add Comments to EEI

g Grants Porta]. A & stapleton, Maur..

@2 Dashboard

o My Organization = PI’OjECT EE| standard Lane - Category C

Tray, City of (00-00000-00)

General Information

- Organization Profile

NAME  Standard Lane - Category C
- Event PA Requesis

VERSION  Standard Lane - Category C - Version 1

Operations

@ Tasks PROJECT  [1408] Reynolds Road Culvert
£ Uilities APPLICANT  Troy, City of (00-00000-00)

EVENT  Colorado State EOC (CO-EQC)
STATUS  Open

PROCESSSTEP  Pending FEMA Review

# Questions >

Click Add

B Required Documents v 2 HELP

M [4] Was the facility regularly maintained?
v [ Maintenance Records & Site Inspection Reports (+Addl | + Add )

B Maintenance Records.docx (% Remove)




Add Comments to EEI

Add Comment

Step 1: Type
Comment

What is the purpose of this comment?

@ Document Unavailable Reason

@ General Comment

Step 2: Select —

Type of
Comment

Step 3:
Click Save




Verify Comment Attached

g Grants Porta]. A & stapleton, Maur..

@ Dashboard .
_ General Information

il My Organization

oy iy o (0000000 NAME  Direct Administrative Cost

- Organization Profile VERSION  DAC - Version 1

* Event PA Requests PROJECT  [1408] Reynolds Road Culvert

Operations )
APPLICANT  Troy, City of (00-00000-00)

[ Tasks
EVENT  Colorado State EOC (CO-EQC)

4 Utilities

STATUS Open

PROCESS STEP  Pending Applicant Response

4 Questions » ## MANAGE EEI ANSWERS
I Required Documents v 7 HELP
Verify
M= [1] Applicant is claiming DAC
M [1.1] Work was performed by Applicant's Own Employees CO mme nt
v B Force Account Labor Payroll/Timesheets (+ Add I | + Add ®) (1 comment) Atta C h ed

© W Force Account Work Order / Activity Log (+Addl | + Add @) \
O W Force Account Labor Pay Policy (+ Add [l | + Add @)

O B Force Account Fringe Benefit Calculation (+ Add [ | + Add @)

O B Force Account Labor Summaries & Records (+Addl | +Addm)




|[dentify Tasks to
Complete




|dentify Tasks to Complete

g Grants Porta,]. AP & stapleton, Maur..

@b Dashboard

£ My Organization & PI'OjECT EE| standard Lane - Category C

General Information

- Qrganization Profile

T NAME  Standard Lane - Category C Cl |Ck Bel I
Operations VERSION  Standard Lane - Category C - Version 1
@ Tasks PROJECT  [1408] Reynolds Road Culvert
4 Utilities APPLICANT  Troy, City of (00-00000-00)

EVENT  Colorado State EOC (CO-EQC)
STATUS ~ Open

PROCESS STEP  Pending FEMA Review

# Questions >

B Required Documents v 7 HELP

M [4] Was the facility regularly maintained?
v B Maintenance Records & Site Inspection Reports (+Addl | +Add®)

B Maintenance Records.docx (x Remove)




|dentify Tasks to Complete

gGrantS Porta]. Af) & stapleton, Maur.

@ Dashboard

i My Organization B Ta S kS

1

Troy, City of (00-00000-00)

Organization Profile Y Filters > My Incomplete Tasks v & <
Event PA Requests
Q @ SHOW/HIDE COLUMNS
Operations
 Tasks Personnel Type Description Start Date Age (Days) Deadline y  Completed On Completed By Completed Note
# Uilities Stapleton, SubmitEEl  Submit EEI - Direct Administrative Cost ~ 08/10/2017 1 08/13/2017

Maureen to FEMA on [1408] Reynolds Road Culvert on 06:27 PM CDT
for Review  Troy, City of (00-00000-00) on Colorado
State EQC (CO-EQC) for FEMA to

Review

25 ¥ Showing 1to 1 of (filtered from 2 total entries)

Click Review
on any task
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Sign Out of Grants Portal

g Grants Porta]. I Y1 & Stapleton, Maur...

@ Dashboard . & Profile
_ General Information

m My Organization ® Feedback
NAME  Direct Administrative Cost

Troy, Gity of (00-00000-00) O About
Organization Profile VERSION DAC - Version 1 ( ® Sign Out
Event PA Requests

PROJECT  [1408] Reynolds Road Culvert I
= Click on Name and
Operations ‘
APPLICANT  Troy, City of (00-00000-00) Se | ect S | g n O ut
# Tasks
EVENT  Colorado State EOC (CO-EOC)
/&~ Utilities \ /
STATUS Open
PROCESS STEP  Pending Applicant Response
# Questions > £ MANAGE EEI ANSWERS
I Required Documents v 2 HELP

Im [1] Applicant is claiming DAC
W [1.1] Work was performed by Applicant’s Own Employees
v B Force Account Labor Payroll/Timesheets (+ Add [l | + Add @) (1 comment)
O B Force Account Work Order / Activity Log (+Addl | +Adde)
© B Force Account Labor Pay Policy (+ Addl | + Add @)
© B Force Account Fringe Benefit Calculation (+ Add & | + Add @)
O B Force Account Labor Summaries & Records (+Addl | +Add®)




Hotline for
Technical Assistance
& Provide Suggestions:

8:00am to 7:00pm Eastern Time

(866) 337-8448
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