Setting up a Grants.gov Account

Grants.gov Workspace is a new submission process that is very similar to NSF Fastlane and NIH ASSIST. This tool allows you to download the
necessary documents, edit, save and upload into Workspace. This allows our office and you to edit, work and view the documents on the cloud
instead of saving the packet then emailing back and forth.

Listed below are the instructions to help you:
Setting up an account with grants.gov
In order to use Workspace, you will need to register with grants.gov. Once you have registered with grants.gov and our office has given you

workspace permission, you may log into Workspace, set up your application and begin working on your application.

If at any time you are having difficulty, please call the Office of Research and Sponsored Programs at 419.530.2844 (MC) or 419.383.4252 (HSC)
and someone will be happy to assist you.

The process of setting up your account and getting onto your workspace takes less than 5 minutes.
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How to Set Up an Account with Grants.gov

—— 7. Once you click on the REGISTER button, you will get to this screen. Fill out the information and Left Click on the CONTINUE button.

Congratulations! You are now registered as a grants.gov user.

8. Now that you are registered, log into your account using the username and password you just set up. \1,
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ORGANIZATION APPLICANT REGISTRATION (7}

Please enter your information below.
+ Required fields are denoted with an asterisk (*).
+ The following special characters are allowed: question marks, periods, dashes, underscores, and @ symbol (Password is not subject to these restrictions.)

* First Name: ‘ ‘ MI: D * Last Name: |

* Job Title: | |  DuNs: [0516237340000

* Telephone: I:' * Email: | |

Secret Question: ‘ |

Secret Answer: | |

UserName: | |

* Password: ’ ‘ * Confirm Password: \ |

Your password must contain at least eight (8) characters including: at least one (1) uppercase letter (A-Z); at least one (1)
lowercase letter (a-z); at least one (1) number (0-8); and at least one (1) special character (e.g. | @#$ % * &*).

> Continue
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You can get to workspace through the Grant Opportunity. Once you select the grant opportunity you wish to apply for, you will get the following
screen below.

Under Actions Column: Left Click on SELECT PACKAGE

SIS {®ig |l Grant Opponunitiesil Enter Keyword...

GRANTS.GOV™
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GRANTS.GOV View Opportunity

VIEW GRANT OPPORTUNITY

S52%,  G16AS00001

= USGS Non-Competitive Assistance FY 2016 - National Grants Branch
Department of the Interior
Geological Survey

« Back | Link

(153

£ S
GHCH 3, \°

SYNOPSIS VERSION HISTORY RELATED DOCUMENTS PACKAGE

>
Print Package List ~

Select Grant Opportunity Package

READ BELOW BEFORE YOU APPLY FOR THIS GRANT!

> Before you can view and complete an application package, you MUST have Adobe Reader installed. Packages are posted in Adobe Reader format. You may receive a validation error using
incompatible versions of Adobe Reader. To prevent a validation error, it is now recommended you uninstall any earlier versions of Adobe Reader and install the latest compatible version of
Adobe Reader. If more than one person is working on the application package, ALL applicants must be using the same software version. Click for more information on Adobe Reader

Compatibility.

Below is a list of the Opportunity Package(s) currently available for the Funding Opportunity

Click the corresponding link to continue.

CFDA Competition 1D Competition Title Opportunity Package 1D Opening Date Closing Date g:;:::;&: Actions

USGS Non-Competitive
15.808 G16AS00001 Assistance FY 2016 - National PKG00218757 09/29/2015 09/30/2016 Yes Select Package <2

Grants Branch
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« Back to Packages | Print Package Details -

You have chosen the following Opportunity Package:

Funding Opportunity Number — Title: G16AS00001 — USGS Non-Competitive Assistance FY 2016 - National Grants Branch
Opportunity Package ID: PKG00218757
CFDA: 15.808 — U.S. Geological Survey_ Research and Data Collection
Competition ID — Title: G16AS00001 — USGS Non-Competitive Assistance FY 2016 - National Grants Branch
Agency: Department of the Interior — Geological Survey
Opening Date: Sep 29, 2015
Closing Date: Sep 30, 2016

. Please review Applicant FAQs as you prepare and submit your application.

To be notified of any changes to the opportunity package before the closing date, you will need to submit an email address. Your email address will allow us to email you in the event this opportunity package is
changed and republished on Grants.gov before its closing date.

Email: | |

Confirm Email: | '

O No, | do not wish to provide my email address
Submit

Enter the email address you would like grants.gov to use to communicate with you before the closing date. The confirm the email address.

Left Click on the SUBMIT button.
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You will come to the following screen.

Use option 2. Click on the link and you will see the following:

Give it an Application Filing Name and click on CREATE WORKSPACE. This will take you to the workspace and where you can download the
necessary forms and work on them.
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« View Packages | Print Package Details -

You have chosen the following Opportunity Package:

Funding Opportunity Number — Title: G16AS00001 — USGS Non-Competitive Assistance FY 2016 - National Grants Branch
Opportunity Package ID: PKG00218757
CFDA: 15.808 — U_S. Geological Survey_ Research and Data Coliection
Competition ID — Title: G16AS00001 — USGS Non-Competitive Assistance FY 2016 - National Grants Branch
Agency: Department of the Interior — Geological Survey
Opening Date: Sep 29, 2015
Closing Date: Sep 30, 2016

L. Please review Applicant FAQs as you prepare and submit your application.

Option 1: Download Instructions and Option 2: Create a Grants.gov Workspace

paCKage Create a Workspace, where your organization’s applicants can download, complete, and upload individual forms of an
Download Instructions and Package by clicking the opportunity package.

appropriate button below. Instructions will open directly in your Learn more about Workspaces »

browser and can be saved to your computer. Packages must

be saved directly to your computer. You do not need Internet *Application Filing Name:

access to read the Instructions or the Package once you save
them to your computer.

I Download Package » I The following Workspaces were previously created for this Opportunity Package.

AVAILABLE WORKSPACES:
Workspace ID Date Created Owner Phone Number Actions
WS00001125 12/04/2015 Amy Lingle 419-530-4459 Manage Workspace

Create Workspace » ¢
| Download Instructions » l
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GRANTS.GOV™
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GRANTS.GOV ) Applicants ) Manage My Workspace

G16AS00001 - PKG00218757 Application Filing Name: Song Qian-Supplement [Edit Name]
USGS Non-Competitive Assistance FY 2016 .
- National Grants Branch Workspace ID: WS00001125 Workspace Status: New Opening Date: Sep 29, 2015
Department of the Interior AOR Status: Active Last Submitted Date: — Closing Date: Sep 30, 2016
U. S. Geological Survey
Workspace Owner: Amy Lingle SAM Expiration Date: Jul 15, 2016
FORMS PARTICIPANTS ACTIVITY DETAILS
Workspace Actions:
Preview : pplica t Delete

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

. 'gg'c“,f:g 3 Form Name Requirement | FormStatus | ohoar | LAStUPI0aded 1 ooeqpy Actions
v Application for Federal Assistance (SF-424) [V2.1] Mandatory In Progress - — Lock | Download | Upload
v Project Narrative Attachment Form [V1.1] Mandatory v — = |l - v — . Lock | Download | Upload
v Budget Information for Non-Construction Programs (SF-424A) [V1.0] Mandatory — - » - - Lock | Downleoad | Upload
v Assurances for Non-Construction Programs (SF-424B) [V1.1] Mandatory » - » -— - » — | Download |

This will take you to the workspace and where you can download the necessary forms and work on them.
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Once you are are in the workspace, Left Click on the PARTICIPANTS tab. You will need to add the grant coordinator you are working with as
a participant as they have AOR status.

You must select a participant with AOR status. Only those wit AOR access are able to submit your proposal.

Left Click on ADD PARTICIPANTS button




