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Creating an Organization 
Profile via Direct Account 

Creation

6



Private Non-Profits Direct 
Account Creation
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Register Your Organization

Click on Register 
Your Organization 

for Public Assistance
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Grants Portal Registration Page

Read and Scroll 
down to 

Continue
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Grants Portal Registration Page

click Verify
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Verify 

Select the information 
in the reCAPTCHA 
then click Verify
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Section I - Organization Information 1/2

Enter 
Organization 

Info
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Section I - Organization Information 2/2

Click here to 
proceed  

Select correct 
nonprofit 

status
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Section II - Contact Information 1/2

Enter Contact 
Information

14



Section II - Contact Information 2/2

Click Proceed
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Section III - Location of Organization

Click Proceed

Enter 
Location 

Info

16



Section IV - Review 

Review and 
scroll down to 

continue
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Review & Submit 

Click here to 
Submit
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Registration Complete

Private non-profit organizations applying for assistance must be approved by the 
Recipient before submitting their Request for Public Assistance.

Additional supporting documentation will be requested
• A ruling letter from the Internal Revenue Service that was in effect on the declaration 

date and granted tax exemption under sections 501(c), (d), or (e) of the Internal 
Revenue Code.

• Documentation from the State substantiating it is a non-revenue producing, non-
profit entity organized or doing business under State law, including law citation.

• If exempt from both the requirement to apply for 501(c)(3) status and tax-exempt 
status under State law, articles of incorporation, bylaws, or other documents 
indicating it is an organized entity and a certification that is compliant with Internal 
Revenue Code section 501(c)(3) and State law requirements.
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Direct Account Creation-
State, Local, Tribal, and 

Territorial Governments and 
Organizations

20



Register Your Organization

Click on Register Your 
Organization for 
Public Assistance 
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Grants Portal Registration Page

Read and scroll 
down to 
continue

22



Grants Portal Registration Page

Click here to 
proceed  
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Verification Page

Select the information 
in the reCAPTCHA
then click Verify
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Section I - Organization

Enter 
Organization 

Info

25



Section I - Organization

Click Proceed
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Section II - Contact Information

Click Proceed

Enter Contact 
Info

27



Section III - Location

Click Proceed

Enter 
Location Info
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Continue Registration

If there is an active disaster in 
the state, territory, or tribe you 
are applying under, you will be 

given an opportunity to also 
submit a Request for Public 
Assistance at the same time

If not ready, select 
no, and click 

Proceed
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Review Information 

Review and 
scroll down to 

continue
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Submit Information

Click here to 
Submit
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Registration Complete

32



Register Organization from 
Recipient Invitation

33



Register Organization from Recipient 
Invitation 

34

Click here begin the 
registration process a 

Recipient Invite



Register Organization from Recipient 
Invitation 

2. Contact 
Information

There are 5 Steps to 
registering your 

organization from a 
Recipient Invite

35



Register Organization from Recipient 
Invitation - Contact Information

Complete Primary 
Contact info.  

Selecting an alternate 
contact is 

recommended

Contact 
Information
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Register Organization from Recipient 
Invitation - Locations

Locations

Primary Location is 
required.  Enter a 
Mailing address 
only if different.
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Register Organization from Recipient 
Invitation - Facilities

Select all counties 
where your facilities 
exist. Use the +ADD 
Button to complete

Facilities
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Register Organization from Recipient 
Invitation - Complete Access Request

Complete Access 
Request

Scroll Down to 
Review all area to 
ensure accuracy
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Register Organization from Recipient 
Invitation - Submit

Select Submit
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Register Organization from Recipient 
Invitation - Successful Submission

Successful submissions 
will be reviewed.  

Notification will be sent 
upon approval.
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Submit Request for Public 
Assistance (RPA)

42



From Existing Organization 
Profile

43



Grants Portal Sign In Screen

Enter Logon 
Information then 

click Sign In
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My Organization Dashboard

Click to submit RPA
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Start Request Public Assistance Process

Note: Review information then scroll down to continue.
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General Information

Complete 
review then 

click Proceed
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Section I - Declaration & Applicant Information

Review the 
information

48



Verify Primary & Mailing Addresses

Complete 
review then 

click Proceed
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Section II - Applicant Experience

Complete 
Section II 
then click 
Proceed
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Section III - Impacts

Start answering the 
questions to begin 
Section III then scroll 
down to continue.
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Section III - Impacts

Click 
Proceed

Complete the 
questions for 

Section III
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Section IV - Applicant Certifications 1/2

Note: Begin completing or editing Section IV then scroll down to continue.
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Section IV - Applicant Certifications 2/2

Complete the certification process 
then click Proceed
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Section V - RPA Review and Submission 1/3

55

Note:  Review the information for accuracy then scroll down to continue.



Section V - RPA Review & Submission 2/3

56

Note:  Review the information for accuracy then scroll down to continue.



Section V - RPA Review & Submission 3/3

Finish reviewing the information 
for accuracy then click Submit
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RPA Submitted
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From the Direct Organization 
Set-Up

From direct organization set up, you can 
register your organization and submit a 

(RPA) if you are a State, Tribal, or Territorial 
agency or organization or local government 

agency or special governing district.
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Grants Portal Sign In Screen

Click the Register
button to begin
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Welcome Message & General Information

Note:  Review the information then scroll down to continue.
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Review General Information

Complete the review 
of the information 

then click to confirm 
you are not a robot
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Verify Information

Select the 
information in the 

eCAPTCHA then 
click Verify

63



Section I - Organization Information

Complete 
Organization 
Information

Click Proceed
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Section II - Contact Information

Click Proceed

Enter 
Contact 

Info
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Section III - Location Information

Click Proceed

Complete 
Location 

Information

Note: Add Mailing Address only if different from Primary Address
66



Section IV-Request for Public Assistance 1/3

Note:  Answer the question to begin Section IV.  If yes, more questions will 
populate. Scroll down to continue or if no, click the Proceed button.
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Section IV - RPA 2/3

Note: Some Disasters will allow non-PNP Applicants to submit Requests for 
Public Assistance during the registration process

Ensure Yes is 
checked. 
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Section IV - RPA 3/3

click Proceed
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Section V - Applicant Experience

Click Proceed

Complete 
Section V
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Section VI – Impacts 1/4

Note: Begin answering questions for Section VI and scroll down to continue.
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Section VI - Impacts 2/4

Note:  Continue answering questions and scroll down to continue.
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Section VI - Impacts 3/4

Note: Continue answering questions and scroll down to continue.
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Section VI - Impacts 4/4

click Proceed

Ensure all questions are 
answered
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Section VII - Submit Information 1/2

Note: Review information for accuracy then scroll down to continue.
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Section VII - Submit Information 2/2

Click Submit

Review All 
Information

76



RPA Submitted
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RPA for a Private Non-Profit

Private Non-profits must have their 
organization profiles approved by the 
Recipient  before they can submit a 

Request for Public Assistance

78



My Organization Dashboard

Click to Submit RPA

79



Request for Public Assistance - Start

Step 1: Read the 
following 

information

Step 2: Click 
Proceed
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RPA - Declaration and Applicant Information 

Click Proceed

Enter the following 
information

81



RPA - Applicant Experience

Click Proceed

Select the 
Applicable Answer
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RPA - Impacts 1/2 

Select and  Enter the 
Applicable Information

Scroll down to 
Proceed
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RPA - Impacts 2/2 

Click Proceed

Select or Enter the 
Applicable Answer

84



RPA - Facility Information 1/8 

Click + Add 
Facility

FEMA must determine whether a PNP 
owns or operates at lease one facility 

that provides an eligible service. If 
unsure if it owns or operates an eligible 

facility several can be listed in this 
section
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RPA - Facility Information 2/8 

Select and  Enter the 
applicable information

Scroll down to 
Proceed
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RPA - Facility Information 3/8 

Scroll down to 
Proceed

Select and  Enter 
the Applicable 

Information
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RPA - Facility Information 4/8 

Scroll down to 
Proceed

Select All Applicable
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RPA - Facility Information 5/8 

Scroll down to 
Proceed

Select All Applicable
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RPA - Facility Information 6/8 

Step 2: Scroll 
down to Proceed

Select All Applicable
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RPA - Facility Information 7/ 8

Scroll down to 
Proceed

Select All Applicable
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RPA - Facility Information 8/8 

Click Proceed

Select All Applicable 

Note: If there are 
additional facility, click 

+ ADD FACILITY and 
answer all the 

questions

92



RPA - Justification  

Enter detailed 
Justification 

Click
Proceed

93

Note: If you submit in Grants Portal past the RPA Deadline, you will be given the 
chance to provide information to help determine if your organization is still eligible 



RPA - Documents 1/ 3

Click Add 
Document

Note: Add all required documents.
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RPA - Documents 2/3 

Click to Upload 
Documents
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RPA - Documents 3/3 

When ALL required 
documents were 
uploaded successfully; 
the system will allow to 
Proceed.

Click Proceed
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RPA - Applicant Certifications 1/2 

Scroll down to 
Proceed

Enter the 
information

97



RPA - Applicant Certifications 2/2 

Click
Proceed

In the small boxes, Enter 
initials to confirm 

accuracy of information 
provided

Sign the 
Certification
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RPA – Review & Submit 1/4 

Review all information 
for accuracy

Scroll down to 
Continue
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RPA - Submit 2/4

Review all information for 
accuracy

Scroll down to 
Proceed
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RPA - Submit 3/4 

Review all information for accuracy 
and all Required documents are 
uploaded

Scroll down to 
Proceed

101



RPA - Submit 4/4 

Review all certifications 
for accuracy

Click Proceed
102



RPA Submitted

Confirmation of 
Successful 

Submission
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Small Business Administration 
(SBA) Loan Information

This section can only be 
completed after your PNP 

Organization is determined 
eligible and a Program 

Delivery Manager has been 
assigned

104



Open Pending Tasks

Click on the Bell 
icon to open 

pending tasks

105



My Tasks Page

Click Review next 
to the task you 

want to work on
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SBA Loan Questionnaire

Answer all 
the listed 
questions

Click UPLOAD SBA 
LOAN document

107



Select Document to Upload

Click Select 
Document

Follow the pop- up prompts 
to select, add description 

and upload the documents.

108

Note:  In uploading documents, ensure that all Personally Identifiable Information 
(PII) has been removed or redacted.



Selected Document Uploaded

Once the uploaded 
document populates, 

click Save

109



Questionnaire Saved Successfully
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Reviewing the Small Business 
Administration (SBA) Loan 
Determination in Applicant 

Event Profile

111



Grants Portal Dashboard

Click Applicant Event 
Profile

Note: The following slides/steps will demonstrate another way to review or 
complete the SBA Loan information.
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My Applicant Event Profiles List

Click to open the 
correct Event Profile 

113



Applicant Event Profile Page

Click the SBA Loan 
Determination hyperlink or 
scroll down the page to the 

PNP Information tab
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PNP Information Tab

Click on the PNP 
Information tab to 

expand it
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SBA Loan Questionnaire

Ensure all 
questions are 

answered

If documents 
are needed, 

click Manage

116



SBA Loan History Information

If necessary, click on 
the SBA Loan History 

tab to expand it to view 
all actions
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Add Tiles and Widgets 
to Dashboard

118



Dashboard

A tile may be created 
for any item listed on 
the left-hand 
navigation menu.
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Adding Applicant Event Profile Tile

Click       magnifying 
glass to open Applicant 
Event Profile 
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The Gold Star

Click the 
Star

Note: The hollow star in the upper-right corner will turn solid when a menu item 
is selected to make a tile.  
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Tile Created

Note: Notice that the hollow star is now solid, indicating the tile shortcut for the 
Applicant Event Profile was added.

The star is now 
solid gold
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Adding a Report Tile 1/4

123

Click the little blue 
arrow to open the 
save options

Changes made to the 
columns included in 
the data on the search 
page 

Changes made 
to Quick Search



Adding a Report Tile 2/4

124

Click Save Filtered List 
to save any filters or 
changes made to the 
search page



Adding a Report Tile 3/4

125

Make sure to check 
these boxes if any 
additional changes 
need to be saved

Add a unique name to 
display on the tile and 
save your results



Adding a Report Tile 4/4

126

Give yourself a 
Gold Star



Tile Added to the Dashboard

Profile Page Tiles 
successfully created

127

Report Tile 
successfully created



Widgets

128

Items on your 
dashboard that are 
shortcuts to more in-
depth information and 
help you track your 
grant.



Add Widgets

129

Click on 
Intelligence and 
select Widgets



Select Widget

130

Click on Add to 
Dashboard



Select Criteria for Widget To Track

131

Step 1: Click to 
select Event

Step 2: Click Add



Locate Widget on Dashboard

132

Click on any tile or 
section to find out 
more information 



Changing Your Password and  
Password Reset

133



Password Change - Dashboard

Click the 
Profile Icon

134



Password Change - My Profile

Select My Profile

135



Password Change - Edit

Select Edit

136



Password Change - Enter New Pasword

In the Edit Profile Screen, 
scroll down to the Change 

Password field

137



Password Change - Confirm New Password

Step 1: Enter Old Password
Step 2: Enter New Password
Step 3: Confirm New 
Password

138



Password Change - Save Changes

Click Save 
Changes

139



Password Reset – From Email

Note: This is the page that will appear after a Password Reset Email is 
received. Read the Password Tips carefully.

140



Password Reset – Complete and Submit

Step 1: Enter New Password
Step 2: Re-enter New Password

Click
SUBMIT

141



Password has been Reset

Password has been reset 
Successfully! You will be 

asked to RETURN TO LOGIN 
SCREEN. 
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Update Security Questions 
(after password reset)

Note: This is required after most password resets via email

143



Update Security Question 1/2

1. Choose a Security Question 
2. Type in the Answer to the question
3. Confirm answer

144



Update Security Question 2/2

Click Save 
Changes
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Support Center

146



The Support Center can be accessed from 
any page

Click the 
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Support Center- Frequently Asked 
Questions (FAQ)

Click FAQ

148



Frequently Ask Questions (FAQ)

Use search box to 
enter keywords

149



Support Center – Resources

Click Resources

150



Resources – Subfolders

Note: The Resources section contains useful handouts and training videos to help 
you with the Public Assistance Grant Process

151



Resources – Table of Contents

Table of Contents will show a list of all the folders in the Resources Section

Click Table of 
Contents

152



Support Center – Feedback

Click Feedback

153



Feedback – Change Request Tool

Users may submit system feedback and any 
change requests to the provided email 
address.

154



Support Center – Your Account

Click Your Account

155



Your Account – User Profile Details

This is another way to access all the information in 
your profile. Here you can change your username, 
change your password, and update all your own 
contact information.

156



Support Center – Contact Us

Click Contact Us

157



Contact Us 

When needing Grants Portal Support, 
Applicant can call the Call Support 

Number or Send an Email.
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Quick Actions 
Lightning Bolt

159



Quick Actions –
Create a Project Application

160



Lightning Bolt - Create a Project Application

Click the 
Lightning Bolt

Select Submit a 
Project 

Application

You can use this “quick action” to start/create a Streamlined Project 
Application. You will have the opportunity to save and return as needed. 

161



Lightning Bolt - Select Event 

Click the Drop 
Down to Select the 

Event

Click Continue to 
Project Application 

to begin

162



Select the Type of Project to Formulate

This page allows you to 
select the category of work 

and start a Streamlined 
Project Application if that is a 

process that’s enabled for 
your event

163



Quick Actions –
View Projects in Progress

164



Lightning Bolt – View Projects in Progress

Click View 
Projects in
Progress

Click the 
Lightning Bolt

165



Select Project

Select Project

166



View Project Application

Click View Project 
Application to 

review the project

Click Continue Project 
Application to continue 
working on the project

167



Continue Formulating the Project

Click View to Review the
Process Step

168



Quick Actions –
View Obligated Projects

169



Lightning Bolt - View Obligated Projects

Click View Obligated 
Projects

Click the 
Lightning Bolt

170



Project Tab

Select Project

171



Process Step

Scroll down to review and 
for verification look at the 

Process Step

172



Release Notes and Sign Out

173



Release Notes and Sign Out Access

Select the down 
arrow to the right of 
your username

174



Release Notes 1/2

Select Release 
Notes

175



Release Notes 2/2

Select Close to 
Exit

Release Notes
provide the details of 
recent sprints can be 
used to download a 

PDF.
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Sign out 
Select the 

Down Arrow

Click Sign Out

177



Organization Profile

178



Create User Account – Add 
Personnel

179



Dashboard

Click My 
Organization

180



Add Personnel - Organization Profile

Select Profile

181



Add Personnel – Manage Tab

On the Personnel 
Tab, click Manage

To create a new user 
account and give the user 
access to view your Grants 

Portal Profile, you must add 
them to your Personnel

182



Add Personnel - Create

Click + Create

183



Add Personnel- Select Personnel Type

Select Type of 
Personnel

184



Add Personnel – Enter Information

Enter 
Personnel 

Information

Click Save

185



Successfully Added Personnel

Personnel created 
Successfully 

Once an employee has been given access to Grants 
Portal, they must also be given roles that will govern 

what they can do in the system

186



Manage Personnel

187



Manage Personnel

Click Personnel 
Tab 

Click Manage

188



Manage Personnel – Roles

Click Roles

189



Manage Personnel – Manage Roles

Click 
Manage

190



Manage Personnel – Assign Roles

Read Only access is 
Default Role Assigned by 

the system when 
Personnel is added 

No indicated 
permissions

191



Manage Personnel – Review Roles

Click Box for 
Desired Roles 

Click Save

192

Note: Multiple Roles can be assigned to the Personnel 
The question mark describes responsibilities of the assigned role  
The green check mark indicates permissions based on assigned role



Roles Successfully Added

Personnel 
Roles added 
Successfully!

193



Add and Manage Locations

194



Add Locations - Dashboard

Click Profile

195



Add Locations - Organization Profile

Click 
Manage

Click Manage on 
the Locations 

tab
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Add Locations 

Click + ADD

197



Add Locations – Enter Information

Enter Location 
Information

198



Add Locations - Review 

199



Add Locations - Location Type

You may set the 
location type as 

Primary or Mailing

Click 
Continue 

200



Add Locations - Review and Save

Click Save
Review New 

Location 

201



Location Successfully Added

Location was successfully 
added! 
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Edit Counties with Managed 
Facilities

203



Counties with Managed Facilities or Services 
Tab

Click on Counties 
With Managed 

Facilities or Services

204



Counties with Managed Facilities or Services-
Manage 

Click 
Manage

205



Add Manage County 

Click ADD to add an 
additional County

206



Save

Click 
Save

207



County Successfully Added

Successfully 
Added

208



Review the Added Counties

County 
Updated

209



Remove Managed Counties or Facilities

Click Remove

Click Save

210



County Successfully Removed
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Identifying Tasks to 
Complete

212



Grants Portal Sign-In Screen

Enter logon 
information then 

click Sign In

213



Applicant Event Profile - Task Bell

Click on the Bell icon 
to see your list of 

tasks

214



Incomplete Tasks

Select the task to complete by 
clicking REVIEW next to the task 
and follow the prompts to 
Complete the Task.
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Uploading and Managing 
Documents

216



Org 
Profile

Applicant 
Event Profile

Project*

Managing Documents at Their Different Levels

Master Policy 
Documents (Insurance, 

Multi-year Policies, 
Procurement, Union 

Contracts)
Documents for to 
Multiple Projects 
(Current Permits, 

Impact Information)
Documents for 
Specific Project 

(Photos, Timesheets, 
Invoices)

217

Damage 
or Impact

The Most Specific 
Documents (Photos, 

Site Inspection 
Reports, Invoices, etc. 
for work just on that 

specific damage)

*EEI Documents can also 
be viewed at the project 

level but can only be 
added or removed in the 

EEI Section. 



Uploading Insurance 
Documents

218



Upload Insurance Docs to Org Profile –
Insurance Profile

Open My 
Organization Profile

Click Upload 
Insurance Documents

Locate Insurance 
Profile

219



Upload Insurance Docs to Org Profile – Add 
Document

Click to Drag and 
Drop or Add File

220



Upload Insurance Docs to Org Profile -
Select Document

Select 
Document to 

Upload

Click Open

221



Upload Insurance Docs to Org Profile - Edit

Click Edit

Note: Caution symbol          identifies document needing to be reviewed for edits 
or removal, due to duplication.
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Upload Insurance Docs to Org Profile -
Process Document

Write Brief 
Description of 

Document 

Select Appropriate 
Category Associated 

with Document

Click Save

223



Upload Pending Insurance Docs

Step 2: Click Upload 
Pending Documents

Click Upload 
Pending 

Documents

224

Review 
Information 



Upload Insurance Docs to Org Profile -
Success

Successfully Saved
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Upload Insurance Docs to Org Profile -
Review 1/2

Click Insurance Profile 
to open section 

226



Upload Insurance Docs to Org Profile -
Review 2/2

Click Insurance 
Documents

Note:  Insurance Profile consists of two sections:
• Insurance Information 
• Insurance Documents

Uploaded Insurance 
Document

227



Uploading Documents to 
Organization Profile

228



Upload Docs to Organization Profile 

Click Profile Scroll down to 
Document's tab

Open My 
Organization Profile

229



Upload Docs to Org Profile - Documents

Click 
Documents

Click 
Upload

230



Upload Docs to Org Profile - Add Document

Click to Drag and 
Drop or Add File

231



Upload Docs to Org Profile - Select 
Document

Select Document to 
Upload

Click Open

232



Note: Caution symbol          identifies document needing to be reviewed for edits 
or removal, due to duplication.

Upload Docs to Org Profile - Edit

Click Edit

233



Upload Docs to Org Profile – Process 
Document

Write Brief 
Description of 

Document 

Select Appropriate 
Category Associated 

with Document
Click 
Save

234



Note: The        green check mark indicates document edits have been saved

Upload Pending Docs to Org Profile 

Click Upload 
Pending 

Documents

235



Upload Docs to Org Profile - Review 1/2

Click Documents to open 
section

Return to My 
Organization Profile

236



Upload Docs to Org Profile - Review 2/2

Uploaded Document

237



Managing Documents to 
Organization Profile

238



Manage Doc in Org Profile -Add

Open My 
Organization Profile

Document Profile Click Manage

239



Manage Doc in Org Profile – Edit/Remove

Note:  Select document needing edits or removal from Managed Documents list
• Select              to Edit a document
• Select              to Delete a document

240



Manage Doc in Org Profile - Edit Document

Edit Changes to 
Document

Click Save 
Changes

241



Manage Doc in Org Profile - Confirm

Click Yes to 
Confirm Delete

242



Upload Documents to 
Applicant Profile

243



Applicant Event Profile 

From the Applicant Event 
Profile page, scroll down to 
the documents tab.

244



Documents Tab – Upload

Click Upload
to begin 

245



Select and Upload Document

Click in the box to 
select the file to 

upload

246



Search for Document to Upload

Select document to 
upload then click 

Open

247



Specify a Category Uploaded Document

Click Specify
to choose a 

Category

248



Add Description and Category

Enter a 
Description 

then select a 
Category

Click Save

249



Upload the Selected Document

Click Upload Pending 
Document

250



Documents Uploaded Successfully Message

Expand the Documents tab 
to view documents 

uploaded

Note: If the document was uploaded without any problems, you will receive a 
success message.

251



Verify Uploaded Documents

Note:  Verify that all pertinent documents are uploaded.

252



Manage Documents In 
Applicant Event Profile

253



Open Applicant Event Profile

Click on your 
Applicant Event 

Profile tile

254



Applicant Event Profile page

Scroll down to the 
documents tab.

255



Documents Tab

Note:  Expand the documents tab to choose the document to review or manage.

Click Manage to enter 
the page to edit or 
remove documents

256

Click arrow next to 
“Documents” to expand the 

bar to review documents 
viewable at this level



Edit Document

Click Edit to make 
changes

257



Save Edited Changes

Make necessary 
changes

Click Save 
Changes

258



Removing Documents

Click 
Remove

259



Confirm Document Deletion

Click Yes to 
confirm deletion

260



Uploading Documents 
to a Project

261



Drill into Project  1/3

262

Scroll down 
to 



Click to Expand
Projects

263

Drill into Project  2/3



Drill into Project  3/3

Click 
Magnifying 

Glass to select 
Project

264



Uploading Documents to a Project

Check that you’re in 
the correct place

Scroll down to 
Documents

265



Upload the Documents

Click Upload

266



Select File to Upload

You can drag a file over and 
drop it into the upload box, or 
click in the box to open the 
browser window to search for 
the correct file

267



Open Document

Select File to Upload

Click Open

268



Upload Pending Documents

Note:  Select document needing edits or removal from Managed Documents list
• Select              to Edit a document
• Select              to Delete a document

Click Upload 
Pending 

Documents

269



Process Document

Write Brief 
Description of 

Document 

Select Appropriate
Category Associated with 

Document

Click Save

270



Uploading Docs to a Project - Review

The Uploaded  
project document 

271



Manage Documents to a 
Project

272



Manage Doc in a Project - Verify

Ensure you have 
the correct project

scroll down 

273



Manage Doc in a Project - Manage

Click on the 
Manage. 

274



Manage Doc in a Project - Edit

Click EDIT

275

Note: Here you can only edit or remove documents added at the Project layer



Manage Doc in a Project - Save 

Add 
document 

Description

Save Changes

276



Manage Doc in a Project - Updated

The green bar indicates the 
action was successful.

277



Manage Doc in a Project - Remove

Select the document 
to remove from the 

library.

278



Manage Doc in a Project - Confirm 

Acknowledge the selected 
document to be removed.

279



Damage Inventory

280



Adding Single Damage 
Inventory Line Items

281



Adding a Single DI- Applicant Event Profile

From the Applicant 
Event Profile screen, 
scroll down to Damage 
Inventory Tab

282



Adding a Single DI- Damage Inventory

Select ManageClick the arrow 
to expand

283



Adding a Single DI- Add Damage

Select Add 
Damage

284



Adding a Single DI- Select Category 1/3

Select 
Damage 
Category

Selecting the correct category is 
critical to processing your 
application.

285



Adding a Single DI- Select Category 2/3

Select the 
dropdown 

arrow

286



Adding a Single DI- Select Category 3/3 

Select the 
appropriate Damage 

Category

287



Adding a Single DI- Name DI Line Item

Name the 
Damage Line 

Item

Add Damage 
Descriptions

288



Adding a Single DI- Cause of Damage

Select the cause 
of damage

289



Adding a Single DI- Damage Location

Add 
Damage 
Location

Note: The Physical address , Latitude/Longitude or Map Location is acceptable

290



Adding a Single DI- Work Information

Complete the Work 
Information

Click SAVE

291



Adding a Single DI- Successfully Added

Damage 
Inventory has 
been added

Note: Use the Damage Description field to provide detailed information about the 
impacts of the event, don’t add any of the scope of work.

Select Edit to change 
existing damage 

information

292



Damage Inventory Template 

293



The DI Template – Applicant Event Profile

294

Start in the correct 
Applicant Even Profile 
and Scroll down to the 

Damage Inventory 
Section



The DI Template – Manage

Scroll down to the 
Damage 

Inventory Section

Click 
Manage

295



The DI Template – Download 1/2

Click the Arrow 
from the  

Import Tab

296



The DI Template – Download 2/2

Select Download 
Template

297



Completing The DI Template 1/3

298

The Template will 
download to your 
computer.  Open 
the file to begin.

Check to make 
sure all fields 

contain the correct 
information

Complete each column and 
save to your computer

Note: Do not change the names on the columns or skip lines in the spreadsheet, 
it will cause errors in the system



Completing The DI Template 2/3

299

Select the Correct Cause 
of Damage for the 

Impact that is claimed

Some columns contain dropdowns to help you enter the
appropriate information in the correct place, such as the
“Category” and the “Primary Cause of Damage” Column



Completing The DI Template 3/3

300

Complete each 
column and save to 

your computer. 
Ensure that there 
are no incomplete 

columns.

Note: The system will accept EITHER an address or a Latitude and Longitude for 
each row, you do not need to provide both. 



Upload DI Template – Import

Click the Arrow 
from the  

Import Tab

301



Upload DI Template – Upload Spreadsheet

Select Upload 
Spreadsheet

302



Upload DI Template – Select Document

Locate the file folder with the correct 
Damage Inventory Template

303



Upload DI Template – Open File

304

Upload the correct 
Damage Inventory 

Spreadsheet. Select 
Open.



Upload DI Template – Commit Import

Note: The file will be rejected if errors are found on the spreadsheet.

Select Commit 
Import

305



Upload DI Template – Confirm

Confirm
Commit Import

306



Upload DI Template – Successfully Imported

Success: Import 
committed will appear

307



Upload DI Template – Review

Uploaded 
file will now 

appear in 
Damages

308



Edit Damage Inventory Line 
Item

309



Edit DI – Applicant Event Profile 

310



Edit DI – Damage Inventory 

Scroll down to the 
Damage Inventory

Click 
Manage

311



Edit DI – Click “Edit” 

Locate correct 
Damage 

Inventory and 
Click Edit.

312



Edit DI – Name 

Create a unique and 
descriptive name for 

damage

313



Editing DI – Damage Description

Add Damage 
Description

314



Editing DI – Work Information

Update Work 
Information

Click 
Save

315



Subscribe and Unsubscribe to 
a Project

316



Subscribe a Project - Applicant Event Profile

Scroll down 
to 

317



Subscribe a Project - Expand Projects

Click to Expand
Projects

318



Subscribe a Project - Drill into the Project 

Click Magnifying Glass
to Open up a Project

319



Subscribe a Project - Options

Click Options

320



Subscribe a Project - Subscribe

Select 
Subscriptions

Click 
Subscribe

Note:  Grants Portal will notify you via email when any actions selected occur

321



Subscribe a Project - Successfully Modified

Subscriptions 
Successfully Saved

322



Unsubscribe a Project - Options

Click Options and 
Select Modify 
Subscription

323



Unsubscribe a Project - Modify Subscription

Click 
Unsubscribe

324



Unsubscribe Project 

Review and Click 
Unsubscribe

325



Unsubscribed Project Successfully

Unsubscribed
Successfully 

326



Utilities

327



Upload Documents Using 
Document Uploader Wizard

328



Dashboard

Click Utilities to 
Expand

329



Left-Hand Navigation Bar

Click Document 
Uploader to Expand

330



Upload With Doc Wizard - Enter Info

Use Drop Down 
Lists and Select 

Event and Either 
Project or 
Damage

Click Select 
Document

331



Upload With Doc Wizard – Select Doc

Select Document
for Upload

Click Open

332



Upload Doc to Damage  

Enter 
Document 
Description

Click on Category
and Select 

Document Type

Click Upload 
Document to 

Damages

333



Uploaded Successfully

Click on Click Here to Navigate 
to the Damage Details to View 

Document Upload 

Click on Click Here to 
Upload Another 

Document

334



Upload With Doc Wizard - Damage Details

Scroll down to 
Documents Tab

335



Upload With Doc Wizard - Review

Uploaded
Document

Click 
Documents

336



Essential Elements of 
Information (EEIs)

337



Essential Elements of 
Information (EEI) Questions

338



Essential Elements of Information 
Completion Request

339

Click the link for 
direct access to 

the EEI Page



Applicant Event Profiles – Search Projects

You can also access 
the EEI from the 
project that they 

relate to

340

In the Applicant 
Event Profile, scroll 

to Projects



Select Project

Click to select the 
project to work on

341



Manage Project EEIs 1/2

Click Manage 
Project EEIs

342



Manage Project EEIs 2/2

Click Manage 
Project EEIs

343



Answer EEI Questions 1/7

Answer all questions 
then scroll down to 

continue

Note: Provide accurate detailed answers to all questions. 

344



Answer EEI Questions 2/7

Note: The following EEI Questions pertaining to all projects, not just Small Project 
Self- Certification

345



Answer EEI Questions 3/7

346

Answering the questions will 
prompt information boxes to 
prove additional  information 

about your project



Answer EEI Questions 4/7

347



Answer EEI Questions 5/7

348



Answer EEI Questions 6/7

349

Save often to 
prevent the page 
from timing out



Answer EEI Questions 7/7

350

Submit to FEMA when you 
are ready for your PDMG to 
review your documents or if 

assistance is needed.



Essential Elements of 
Information (EEI) 

Uploading Documents

351



EEIs - Required Docs

352

Click Required 
Documents to begin



Review Required Documents

353

Click Add next to the
document icon to

Upload Documents



Add Documents

Click in the box to 
select desired file

354



Upload Document

Select the File to 
Upload then Click

Open

355



Select Document

Click Edit

356



Add Description

Check the 
Category. You 

can’t change the 
category of an EEI 

Document

Click Save

Add Description
of the Document

357



Review Document Information

Note:  Review information for accuracy, then scroll down to complete uploading.

Can Remove
here

358



Attach Selected Document

Click Attach
Selected to upload 

the document

359



Document Uploaded

The document is 
now populated in 

the list, repeat 
until all documents 

are uploaded

360



Essential Elements of 
Information (EEI) Add 

Comments

361



Manage Project EEIs

Click Manage 
Project EEIs

362



Add Comment 1/2

The document is 
now populated in 

the list, repeat 
until all documents 

are uploaded

Click the Add next to 
the comment bubble
to put in Comment

363



Add Comment 2/2

Add the comment 
and Select the 
Purpose of the 

Comment

Click Save

364

Comments can serve different 
purposes. Document Unavailable 

Reason can be used if 
documentation is completely 

unable to be located and General 
Comment can help give additional 

context to a document that’s 
uploaded.



Add Comment - Review

Review 
Comment

365



Comments Added

Comments added 
Successfully

366



Editing and Removing Comments

Click Options to Edit 
or Remove Comment

367

Document Unavailable Reason can 
be used if documentation is 

completely unable to be located



Edit Comment 

Modify the 
Comment then 

Click Save.

368



Remove Comment

Click Remove
to Delete the 

Comment.

369



Signing the Damage 
Inventory

370



Damage Inventory Deadline Email

371

Click 
Options



Applicant Event Profile Page

Click 
Options

372



Options Menu

Select Sign 
Damage 

Inventory

373



Review List of Damages

Review the list of 
damages then scroll 

down to continue 
review and Sign

374



Sign Damage Inventory

Click CLICK TO SIGN

375



Signature Page

Complete the 
required 

information

Note: Password to Enter is the same password used when logging in to Grants 
Portal. Personnel to sign MUST have Authorized Representative role in the system

376



Submit Damage Inventory

click 
SUBMIT

377



Damage Inventory Signed

378



Late Damage Inventory 
Submission

379

If needed, Damages / Impacts can 
be submitted after the deadline, or 
after the Damage Inventory is 
signed, but additional review and 
approval is needed



Applicant Event Profile Page

From the Applicant Event 
Profile page, scroll down 
to the Damage Inventory 
tab.

380



Damage Inventory Tab

Click Manage on the 
DI tab to create new 

damage

381



Add Damage

Click Add 
Damage

382



Select the Type of Damage

Select 
Damage Type

383



Enter Damage Information 1/5

Enter all the 
information

384



Enter Damage Information 2/5

Continue entering 
information 

regarding the 
damage, scroll 

down to complete 
all fields.

385



Enter Damage Information 3/5

Continue entering 
information 

regarding the 
damage, scroll 

down to complete 
all fields.

386



Enter Damage Information 4/5

Continue entering 
information 

regarding the 
damage, scroll 

down to complete 
all fields.

387



Enter Damage Information 5/5

click Save

Finish entering 
information 

regarding the 
damage. 

388



DI Successfully Added

Damage 
successfully added

389



Sign Project Damage 
Description and 

Dimensions (DDD)

390



Applicant Profile Page 

From the Applicant 
Event Profile page, 

Scroll down to 
Projects

391



Open the Projects Tab 

Click Projects to 
open its library 

392



Select Project with DDD to Sign

Select and open 
the Project

Check the Process 
Step column to make 

sure you have the 
correct project

393



Sign Project Damage Description and 
Dimension (DDD)

Click Sign DDD 

394



Review Project Damage Description and 
Dimension (DDD) 1/4

Review Damage 
Description and 

Dimension 
(DDD)

395



Review Project Damage Description and 
Dimension (DDD) 2/4

Select Click 
to Sign

396



Sign Project Damage Description and 
Dimension (DDD) 3/4

Enter all 
information

Click Sign

Note: Password to Enter is the same password used when logging in to Grants 
Portal. Personnel to sign MUST have Authorized Representative role in the system

397



Sign Project Damage Description and 
Dimension (DDD) 4/4

Click 
Submit

398



Confirm Submission

399

Click YES



Project Damage Description and Dimension 
(DDD) has been Signed

DDD is signed 
successfully

400



Create Your Own Scope of Work & Cost for 
Work to be Completed Project

401



Create Your Own Scope of Work & Cost

Locate the 
Project and 
scroll down

402



Scope of Work & Cost Summary 1/12

Click
Scope & Cost

403



Scope of Work & Cost Summary 2/12

Click DDD 
Preview and 

review

404



Scope of Work & Cost Summary 3/12

Select +Add Scope to 
begin entering 

information

Click 
SCOPE

405



Scope of Work & Cost Summary 4/12

Add the 
detailed 

description.

Note: Description should clearly list damage details 

406



Scope of Work & Cost Summary 5/12

Click Save 
Scope

407



Scope of Work & Cost Summary 6/12

Click Cost
Select Add 

Cost

408



Scope of Work & Cost Summary 7/12

Select 
Appropriate 
Cost Code

409



Scope of Work & Cost Summary 8/12

Enter correct 
information in 

all required 
fields

410



Scope of Work & Cost Summary 9/12

Repeat steps 
for each cost 

code 
separately Totals will be 

calculated 
automatically

411



Scope of Work & Cost Summary 10/12

Note: Items will be listed by cost code

After all costs are 
entered, select 

Complete And Lock

412

Repeat steps 
until all 

damage costs 
are addedClick Options 

to edit



Scope of Work & Cost Summary 11/12

Cost has been 
completed 
and locked

Cost Complete

413



Scope of Work & Cost Summary 12/12

Changes may be 
made by selecting 
Unlock for Rework

414



Cost Share has been Updated

Submit to FEMA 
for Validation

415



Sign Projects Scope and 
Cost

416



Final Review Email for a Completed Work 
Project

417



Applicant Event Profile

Select the correct 
Applicant Event Profile 

and Scroll down to 
Projects

418



Select Project

Select Appropriate 
Project in “Pending 
Applicant Project 
Review” Process 

Step

419



Project Final Review Page

Ready to Review 
and Sign? Select 
the Sign Button

420

A Completed work 
project will say Sign 

DDD/Scope/Cost

A Standard or 
Specialize Project 

will say Sign Scope 
& Cost



Review Project Scope and Cost

Review all 
sections

421



Review Projects Scope and Cost

Ensure that all 
documents in all 

categories are 
complete.

Note: You will not be able to sign unless all information has been provided

422



Sign Projects Scope and Cost

Select Click to 
Sign

423



Sign Projects Scope and Cost

Type in All 
information

Click
SIGN

Note: Password to Enter is the same password used when logging in to Grants 
Portal. Personnel to sign MUST have Authorized Representative role in the 
system 424



Signed Projects Scope and Cost

425



Confirm Submission - Projects Scope and 
Cost

Select Yes to 
confirm 

submission

426



Request for Information 
(RFI)

427



Request for Information (RFI) - Email

428

The email the Applicant 
receives from Grants Portal will 

have detailed information 
about what’s needed to clarify 
the information in the Project



Request for Information (RFI) - Task Bell

Click Notification
Bell

429



Review Incomplete Task

Click Review

Note: It’s important to review the Deadline date on each RFI Request. 

430



Request for Information (RFI) –
View or Take Actions

Click View or Take 
Action on RFI Line Items

431



Request for Information (RFI) - Options

Click Options

Note:  Review the Reason for the RFI, in order to identify documentation 
requested for submission.

432



Responding to RFI by Uploading Documents

Click Upload RFI 
Line Document

433



Select the Document to Upload

Click to select files for 
upload

434



Upload the Document

Select Document 
to Upload

Click Open

435



Edit Document Descriptions

Note:  Select document needing edits or removal from Managed Documents list
• Select              to Edit a document
• Select              to Delete a document

Click Edit to complete 
document description

436



Enter Document Descriptions

Click Save

Step 1:  Enter 
Document 
Description

Step 2:  Click on 
Category and 

Select Document 
Type

Enter 
Document 
Description

Click on Category
and Select 

Document Type

437



Upload Pending RFI Documents

Click Upload Pending 
Documents

438



Confirm Uploaded RFI Documents

Confirm # of 
Documents 
uploaded 

439



Submit Request for Information (RFI) Response 

Click Submit RFI 
Response

440



Request for Documents (RFI) -
Documents Not Available

441



Request for Information (RFI) –
Documents Not Available 

Click View or Take 
Action on RFI Line Items

442



Request for Information (RFI) – Options

Note:  Review the Reason for the RFI, in order to identify documentation requested 
for submission.

Click Options

443



Request for Information (RFI) – Record Line 
Response

Click Record RFI 
Line Response

444



Responding to an RFI by Adding Comment

Type in Response or 
Additional 
Comments

Click Submit RFI 
Response

445



Submit RFI –Documents Not Available -
Response 

Click Submit RFI 
Response

446



Sign Recovery Transition 
Meeting

447



Applicant Event Profile

Click Review RTM Information 
or Sign RTM Report

448



Review Each Tab

Click Each Tab to 
Review Information 

Before If Needed

Click Sign & Submit 
RTM to review the 

information and 
acknowledge at the 

bottom

449



RTM Details and Certifications

Note:  Review the information and scroll down the page to sign 

450



Sign Recovery Transition Meeting

Click on Click To Sign flag

451



Sign Recovery Transition Meeting (RTM)

Enter all 
information

Click SIGN

Note: Password to Enter is the same password used when logging in to Grants 
Portal. Personnel to sign MUST have Authorized Representative role in the system

452



Submit RTM

Click Submit

453



RTM Successfully Submitted

Success!

454



Safeguarding Personally Identifiable 
Information (PII) 

• If you administer or manage documents for FEMA Grants, you are 

responsible for safeguarding personally identifiable information (PII) 

consistent with applicable federal, state, local, and tribal laws 

regarding privacy and obligations of confidentiality

• PII is any information that can directly or indirectly identify an 

individual, including a name, address, date of birth, driver’s license or 

Social Security number, or financial account information and must 

not be uploaded into the Grants Portal or Grants Manager 

455



DHS Office of Inspector General Hotline

• Use the following contact information to report Corruption, Waste, 
Fraud, Abuse, Mismanagement and Misconduct to the Department of 
Homeland Security Office of Inspector General.

• Phone: 1-800-323-8603

• Internet: https://www.oig.dhs.gov/hotline

• DHS Office of Inspector General/MAIL STOP 0305
Attention: Hotline
245 Murray Lane SW
Washington, DC 20528-0305

456

https://www.oig.dhs.gov/hotline


Procurement Guidance - PDAT

• Review the FEMA PDAT website to view procurement supplemental 
documentation:

• https://www.fema.gov/grants/procurement

• FEMA’s Procurement Guidance for Recipients and Subrecipients 
Under 2 C.F.R. Part 200 (Uniform Rules) provides additional details 
regarding Federal procurement and contracting requirements.

457

https://www.fema.gov/grants/procurement


Public Assistance Hotline
• Call Support: (866) 337-8448

National Hotline Hours of Operation: 8:00 AM - 8:00 PM EST, Monday 
through Friday.
Puerto Rico Hotline Hours of Operation: 8:30 AM - 5:00 PM AST, 
Monday through Friday

• HL Email Support: FEMA-Recovery-PA-Grants@fema.dhs.gov

On-demand Support
Videos are available on Youtube.com
• Search “FEMA Grants Portal

458

mailto:FEMA-Recovery-PA-Grants@fema.dhs.gov
https://www.youtube.com/
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