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1.  BASIC INFORMATION ABOUT GRANTS.GOV
Grants.gov provides a simple, unified electronic storefront designed for interactions between grant applicants and the Federal agencies that manage grant funds.  There are 26 Federal grant-making agencies and over 900 individual grant programs that award over $400 billion in grants each year.  The grant community, including state, local and tribal governments, academia and research institutions, and not-for-profits, need only visit one website, Grants.gov, to access the annual grant funds available across the Federal government.

Important Note: 
ARS requires pre-application approval for all incoming grants through the Agricultural Research Information System (ARIS).  Consult your LAO/T or Support Staff for additional information and requirements prior to applying for grants.
This module is not intended to provide you with all of the pertinent information contained on the website.  It is only intended to make you familiar with the most important aspects of the site so that you can find the answers you need to assist grant applicants in submitting a complete application with the appropriate approvals. 
Some of the benefits of electronic applications include:

• Reduced costs and time required to navigate the complex process to find and apply for Federal grants. 

• Reduced interface development and maintenance costs which are required to interface with multiple grantors.

• Reduced costs and cycle time to respond to redundant information requests and data collection efforts. 

• Reduced costs to operate inefficient, paper-based processes. 

• Reduced costs to store grants paperwork. 
2. FIRST-TIME USER REGISTRATION 

The first time Grants.gov user must register before he or she can use the system to apply for grant opportunities.  It is important that first time users factor, at least, two additional weeks into their application processing time for this purpose.  
Begin the registration process, a minimum of, 14 business days before the grant application due date.  If you wait until the last minute, it can and most likely will result in missed grant application deadlines.

It’s important to note that the “14-day buffer” only applies to “First-time” Grants.gov users.  Once a registered user, applicants will simply submit their grant application(s). 

First-time users of Grants.gov must:

2.1 Registering with the Credential Provider 

(https://apply.grants.gov/OrcRegister)

In order to safeguard the security of your electronic information, Grants.gov utilizes a Credential Provider.  A Credential Provider provides electronic authentication assuring that the person applying really is who they claim to be. 

When you register with the Credential Provider, you will receive a username and password which you will need to register with Grants.gov.  Applicants will need their Area DUNS Number in order to complete this step.

2.2 Registering with Grants.gov
Once you have registered with the Credential Provider, you will need to register with Grants.gov.  Remember the User Name and Password that you received from the Credential Provider.
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	Please enter your Username and Password
to Register with Grants.gov.

 

Username 
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Password 
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After entering your User Name and Password you will be asked additional information that will be used to set up your grants.gov account.  The applicant should select the Authorized Organizational Representative (AOR) button as they will be representing their organization, ARS. 

After you have successfully completed the registration process below, you will see a "Successful Registration" confirmation screen.
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	Applicant Info:

 

Step 1: 

Select either the AOR or Individual option. 

Step 2: 

Complete all other fields.
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First:
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Last:
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Tel:
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Email:
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Title:
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DUNS#:
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2.3 Receiving Organizational Approval

After completing Credential Provider and Grants.gov registrations the E-Business Point of Contact (the Area Extramural Agreements Specialist) will receive a notification stating that you have registered to become an AOR.  Once the E-Business Point of Contact assigns the "Authorized Applicant" role to you, you will receive an email stating that you have been designated as an AOR and will be able to submit applications through Grants.gov.

The e-mail will look like this:

>>> <support@grants.gov> 10/3/2005 11:23:36 AM >>>

An individual from your organization has registered with Grants.gov and requested to be designated as an Authorized Organizational Representative (AOR) for your organization.  Designating this person as an AOR will allow them to submit grant applications to Federal Agencies via Grants.gov on behalf of your organization. 

NOTE:  The user will not be able to submit an application on behalf of your organization until this designation process has been completed. To access the e-Business Point of Contact (EBiz) section of Grants.gov, you will be prompted for an ID (use your organization's DUNS number) and a password (use your organization's CCR MPIN), which was assigned to your organization when it enrolled with the Central Contractor Registry (CCR). If you have forgotten your organization's CCR MPIN password, contact the CCR by calling 1-888-227-2423 or by clicking http://www.ccr.gov.  

As the CCR e-Business Point of Contact, you are the only person authorized for your organization to approve this individual as an AOR.  Please log in to the EBiz section of Grants.gov at https://atapply.grants.gov/AorMgrGetID to authorize this individual to perform this function.  If you determine that this individual should not be assigned AOR access, do not update the user roles when you review the request in Grants.gov.  If you have questions regarding the EBiz role assignment process, information is available on the site at https://atapply.grants.gov/AorMgrGetID and clicking the help button in the upper right corner. Information is also available in the Customer Support section at http://www.grants.gov/CustomerSupport. You can also contact Grants.gov at the following email address, support@grants.gov.

The E-Business POC (Area Extramural Agreements Specialist) must then log into Grants.gov (using the "MPIN" password) to give you permission to submit applications.  

How does the Area Agreements Specialist designate an applicant as an AOR?
1) Go to the Grants.gov Home Page at ( www.grants.gov .) Click the black eBiz link above and then click on the grey “eBiz Log-in Here” button

2) Log in using your organization’s DUN’s Number and MPIN.

3) Click on the manage Applicants link on the left.

4) Place a check mark in the box next to the name you want to designate as AOR, and click the grey Reassign Roles button.

5) You will see two tables, one titled Current Roles and the other titled remaining Roles.

6) Highlight the role ‘Authorized Applicant’ by single clicking on it with your mouse.

7) Choose the grey arrow to move the role in the desired direction.

8) Click on continue.

Use the same procedure to remove an AOR’s application rights.

3) The Grants.gov Website

Grants.gov has a variety of features that allow applicants to search for grant opportunities, sign up for automatic notification of opportunities using keywords and other criteria, and apply for grants electronically once an appropriate opportunity is found.

3.1 Website Organization

The website has been divided into four main categories to assist the applicant in all aspects of the process.  Each category is accessed by clicking on a tab at the top of the www.grants.gov home page.

	Get Started
	This function is designed to help you navigate through the site and decide which actions you must take in order to complete an application package.

	Find Grant Opportunities
	This function provides organizations with the ability to search for Federal government-wide grant opportunities.

	Apply for Grants
	Once you have found a grant for which you want to apply, this function will instruct you how to download the application package and begin 4-step application process

	Customer Support
	This function provides on-line training demonstrations and tutorials for applicants, FAQ’s, help features including telephone and on-line support and other support features.


In addition to the four functional categories, the website provides additional information and resources for E-Biz Points of Contact and grantor agencies, and background and history of the Public Law authorizing the system. 
3.2 Getting Started
Use the Get Started feature to define your proposed role and then follow the specific instructions.  In most cases, scientists applying for grants from other Federal agencies will be acting as an AOR.  After checking the AOR button as shown below and then clicking on the GO button, applicants will be taken to a page showing them step-by-step instructions.   Follow all steps except Registering with the CCR, and getting a new DUNS Number.
Important:  As an Area Extramural Agreements Specialist or LAO/T, it is important for you to know that applicants do not need to apply for a new DUNS number. They must use the DUNS Number already assigned to the Area.  (Area DUN’s Numbers can be found under the Apply For Grants section of this instruction.) 
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–  I am responsible for the administration and management of grant activities in my organization.

– I plan to grant representatives of my organization the privilege to submit grant applications through Grants.gov.

–  I plan to set up a Central Contractor Registry (CCR) profile for my organization.

[image: image33.png]



–  I plan to submit a grant application on behalf of a company, organization, institution, or government.

– I have the authority to sign grant applications and the required certifications and/or assurances that are necessary to fulfill the requirements of the application process. 

[image: image34.png]



– I plan to submit a grant on my behalf, and not on behalf of a company, organization, institution, or government.

– I plan to sign the grant application and its associated certifications and assurances that are necessary to fulfill the requirements of the application process.
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–  I plan to write, prepare, and/or search for grant applications, but do not plan to sign the grant application or its associated certifications and assurances.
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For complete information go to:  http://www.grants.gov/GetStarted
3.3 Finding Grant Opportunities 
Agency applicants can search for grant opportunities in different ways by using the Find Grant Opportunities feature.  Two of those methods have been outlined below.  There are many more search options that can be customized to meet the need of the potential applicant. For complete information, please go to:  http://www.grants.gov/Find .

For a search of current opportunities, applicants can use the criteria below to construct their search.  If the applicant knows the CFDA Number (a number assigned to each Federal grant program) or the specific Funding Opportunity Number (a number assigned to each grant offered by an agency) then these search criteria should be used.  If this information is not available then a keyword search can be used to find areas of interest to the applicant.

Applicants should explore all of the search options available to them on the website and choose the one that comes closest to meeting their needs.

	Keyword Search:
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	Search by Funding Opportunity Number:
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	Search by CFDA Number:
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Grant Notification Service Subscription Mailing List

Another type of search available to applicants is a subscription service that generates e-mail notifications based on several different search criteria specified by the applicant.   Search by: All Grant Opportunities; Category of Funding (area of interest); Eligibility and Interest; Agency; CFDA Number and other criteria.  An example of one of the subscription service options is shown below:

Your E-mail address:* (Use full email address in the form of account@mailserver; ex: testacct@aol.com)
*Required  [image: image42.wmf]


Notes On some browsers, it may be necessary to hold down the CONTROL, APPLE, or SHIFT key to select multiple items (Please choose all that apply)
Select Category of Funding Activity: 
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All Categories of Funding Activity



Agriculture



Arts (see "Cultural Affairs" in the CFDA)



Business and Commerce



Community Development


CFDA Number: 
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Select Agency:
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All Agencies



American Cancer Society



American Heart Association



Agency for International Development



Appalachian Regional Commission


	[image: image46.wmf]S

ubscribe to Mailing List


	[image: image47.wmf]Clear Form




3.4 Applying for Grants
The Apply for Grants feature provides a single, secure and reliable source for applying for Federal grants online, simplifying the grant application process and reducing paperwork.  For complete information, please go to: 

http://www.grants.gov/Apply
There are 3 basic steps involved in applying for a grant through Grants.gov.  They include:

Apply – Step 1: Download a Grant Application Package and Application Instructions 
You will need to enter the Funding Opportunity and/or CFDA number to access the application package and instructions.  Access http://www.grants.gov/assets/GrantsgovProgramsList.pdf to find current lists of available grants showing Funding Opportunity Number, Application Deadline and other information.  In order to view application packages and instructions, you will also need to download and install the PureEdge Viewer.

Important Note: The PureEdge Viewer is a small, free program which will allow you to access, complete and submit applications electronically and securely on Grants.gov.  You can download the viewer at: http://www.grants.gov/DownloadViewer  Remember, your ADODR’s will not be able to download, view and submit application without this program.

Apply – Step 2: Complete the Selected Grant Application Package 
You can complete the application offline — giving you the flexibility to complete grant applications when and where you want. It also enables you to easily route it through your organization for review, or completion of various components, just like any other email attachment. Everything you need to know is included in the application package and instructions. 

Apply - Step 3: Submit a Completed Grant Application Package 
You will submit the application online. When you are ready to submit the completed application, you must have already completed the Get Started Steps. You will then need to log into Grants.gov using the username and password you entered when you registered with a Credential Provider to submit the application. 

4) Area Office DUNS Numbers

Area Offices must use the specific DUNS numbers that were created to work in conjunction with the Central Contractor Registry (CCR) registrations that were set up ARS/HQ.  Any DUNS numbers obtained through previous registrations with the CCR, or for other reasons, should not be used.  The following table provides the new DUNS numbers that shall be used by Area Offices: 

	DUNS Number
	ARS Office

	064539612
	South Atlantic Area

	137398483
	National Agricultural Library

	837350560
	Northern Plains Area

	136617730
	Mid South Area

	136626582
	Southern Plains Area

	136635104
	Mid West Area

	136650657
	Pacific West Area

	144272171
	Beltsville Area

	144273096
	North Atlantic Area


The new process calls for designation of a Primary and an Alternate E-Business Point of Contact (POC).  The primary E-Business POC for each area will be the ADO.  The Alternate POC for each area will be the Area Program Analyst.  

5) Roles and Responsibilities of Agency Personnel
Responsibilities:

Area Director
The Area Director is responsible for:

· Approving the ARS-425 before the ADODR begins the application process;

· Providing final approval of proposed grant application before it is submitted to grantor agency;

· Assuring that the proposal is legally and fiscally sound;

Area Extramural Agreement Specialist

The Area Extramural Agreements Specialist is responsible for:

· Assuring that all local approvals have been obtained before submitting, or allowing ADODR to submit, the grant;

· Answering questions regarding Grants.gov and knowing where to find additional help with the process;

· The Area Extramural Agreement Specialist, in their role as E-Biz Point of Contact for Grants.gov, is responsible for:

· authorizing ADODR’s, and other agency applicants, to access the Grants.gov system to apply for grants;

· submitting final application package (This procedure may be delegated to the LAO/T);

· assuring that ARS adheres to all terms and conditions of the agreement;

NOTE: Each Area Extramural Agreements Specialist has been registered with Grants.gov as the E-Biz Point of Contact (POC).  Normally, the E-Biz POC is responsible for getting a DUNS Number through the Central Contractor registry (CCR), but EAD has already completed those steps for you.

Depending upon Area procedures, the Area Extramural Agreements Specialist may be the only person in your Area allowed to SUBMIT the FINAL APPLICATION through Grants.gov.

Research Leader
The Research Leader is responsible for:

· Approving the ARS-425 prior to submission to the AD;

· Assessing proposed grant application against appropriate in-house project and verifying that the project is consistent with Agency research objectives;

· Assuring that ARS adheres to all terms and conditions of the agreement.

LAO/T
The LAO/T is responsible for:

· Assisting the ADODR in completing electronic applications through Grants.gov;

· Assisting the ADODR in obtaining all required approvals;

· Reviewing final application package before it is sent to Area for AD approval;

· Ensuring that project budget includes ARS Indirect Costs (10%);

ADODR
The ADODR is responsible for:

· Development of the research proposal;

· Obtaining ARS-425 approvals several weeks before grant application deadline;

· Consulting with LAO/T before beginning grant application process. Your LAO has information that will assist you in preparing electronic applications through Grants.gov;

· Completing Grants.gov first-time user registrations;

· Assessing proposed grant application against appropriate in-house project and verifying that the project is consistent with Agency research objectives.

· Assuring that ARS adheres to all terms and conditions of the agreement;

Remember to:  Allow an additional two weeks before grant deadline the FIRST TIME you apply through Grants.gov.  Allow at least one additional week for subsequent applications.  See your LAO/T for details.  Some of those steps include:



Registering with Credential Provider.  For more details go to:



www.Grants.gov/CredentialProvider


Registering with Grants.gov.  Go to: 


https://apply.grants.gov/GrantsgovRegister
Downloading Pure Edge Viewer which will allow you to access, complete and submit applications electronically and securely on Grants.gov.  For downloads and instructions on downloading go to: http://www.grants.gov/DownloadViewer
· Finding Funding Opportunity Numbers for the grant for which you wish to apply and performing general searches for funding opportunities.  To search for funding opportunities go to:  http://www.grants.gov/Find;

· Downloading the application package;

· Completing the application package.  For more details go to: http://www.grants.gov/CompleteApplication;

· Obtaining approvals of Research Leader and Area Director before submitting the application.  Note: Some Areas may require signature/approval of additional Area officials;

· Submitting the application. (The "Submit" button on the application package cover page will become active after you have downloaded the application package, completed all required forms, attached all required documents, and saved your application package. Click on the "Submit" button once you have done all these things and you are ready to send your completed application to Grants.gov.  For more detailed information go to: www.grants.gov/SubmitApplication.
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