
Version 4 ïSeptember 1, 2018
1

Applicant 
User Manual



Table of Contents

Å/ǊŜŀǘƛƴƎ ŀ tŀǎǎǿƻǊŘ ΧΧΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧΧΦΧΦΦΧΦΦΧп

ÅOrganization Manage Personnel ΧΧΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧΧΧΧΦΦΧΧΦмр

ÅhǊƎŀƴƛȊŀǘƛƻƴ CŀŎƛƭƛǘȅ [ƻŎŀǘƛƻƴ  ΧΧΧΦΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧΧΧΦΧΧΧΧнн

ÅwŜƎƛǎǘŜǊ hǊƎŀƴƛȊŀǘƛƻƴ   ΧΧΧΧΧΧΦΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΧΧΧΧΧΧΦΦΧΧΦΦΦΦнф

Å{ǳōƳƛǘ wt!   ΧΧΧΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧΧΧΧΧΧΧΧΦоу

ÅPrivate Non-tǊƻŦƛǘ όtbtύ ϧ {Ƴŀƭƭ .ǳǎƛƴŜǎǎ !ŘƳƛƴƛǎǘǊŀǘƛƻƴ ό{.!ύ tǊƻŦƛƭŜ  ΦΦΧΧΧΦΧΧΧΧΧΧΧΧΧΦпт

Å5ŀƳŀƎŜ LƴǾŜƴǘƻǊȅ ŀƴŘ ¢ŜƳǇƭŀǘŜ     ΧΧΦΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧΧΧΦΦΧΧΧΧΦΦΦΦΦтн

Å5ŀƳŀƎŜ LƴǾŜƴǘƻǊȅ !ŘŘ {ƛƴƎƭŜ 5ŀƳŀƎŜ ΧΧΧΦΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧΦΧΧΧΧΦΦΦΦΦус

Å9Řƛǘ 5ŀƳŀƎŜ LƴǾŜƴǘƻǊȅ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΧΧΧΧΧΧΧΦΦΦΦΦΦΦΦΧΧΧΧΧΧΧΧΧΧΧΦΧΧΧΧΧΦфн

Å¦ǇƭƻŀŘ 5ƻŎǳƳŜƴǘǎ    ΧΧΧΧΧΧΧΦΧΧΧΧΧΧΧΧΦΧΧΧΧΧΧΦΦΧΧΧΧΧΧΧΧΧΧΧΦΦΧΧΧΦΦΧΧΧΦΧΦфт

Å¦ǇƭƻŀŘ 5ƻŎǳƳŜƴǘǎ ¦ǎƛƴƎ 5ƻŎǳƳŜƴǘ ¦ǇƭƻŀŘŜǊ ²ƛȊŀǊŘ ΧΧΧΧΧΧΧΧΦΧΧΧΧΧΧΧΧΦΦΧΧΧΦΦΦΧΦмро

Å9ǎǎŜƴǘƛŀƭ 9ƭŜƳŜƴǘǎ ƻŦ LƴŦƻǊƳŀǘƛƻƴ ό99Lύ ¦ƴŀƴǎǿŜǊŜŘ vǳŜǎǘƛƻƴǎΧΧΦΦΧΧΧΧΧΧΧΧΧΧΧΧΦΦΦΦΧΦмсл

ÅEssential Elements of Information (EEIύ vǳŜǎǘƛƻƴǎ !ƴǎǿŜǊŜŘ 5ƻŎǳƳŜƴǘ ¦ǇƭƻŀŘ    ΧΧΧΧΧΦΧмтл

Å9ǎǎŜƴǘƛŀƭ 9ƭŜƳŜƴǘǎ ƻŦ LƴŦƻǊƳŀǘƛƻƴ ό99Lύ !ŘŘ /ƻƳƳŜƴǘǎ ΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧΧΧΧΧΧΧΦΧмум

ÅIdentify ¢ŀǎƪǎ ǘƻ /ƻƳǇƭŜǘŜ ΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΧΧΧΧ189

2



Table of Contents

Å{ƛƎƴ 5ŀƳŀƎŜ LƴǾŜƴǘƻǊȅ   ΦΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΧΧΧΧΧΧΧΧΦмфн

Å{ǳōƳƛǘ [ŀǘŜ 5ŀƳŀƎŜ ΧΧΦΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΧΧΧΧΧΧΧΧΦмфф

Å{ƛƎƴ tǊƻƧŜŎǘ 5ŀƳŀƎŜ 5ŜǎŎǊƛǇǘƛƻƴ ŀƴŘ 5ƛƳŜƴǎƛƻƴΦΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΦнлс

Å{ƛƎƴ tǊƻƧŜŎǘǎ {ŎƻǇŜ ŀƴŘ /ƻǎǘ   ΧΧΧΧΧΧΧΧΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧнмр

ÅCreate Your Own Scope of Work & Cost for ²ƻǊƪ ǘƻ ōŜ /ƻƳǇƭŜǘŜŘ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΦннс

Å{ǳōǎŎǊƛōƛƴƎ ǘƻ tǊƻƧŜŎǘǎ   ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧнпп

ÅtǊƻƧŜŎǘ !ƳŜƴŘƳŜƴǘ wŜǉǳŜǎǘ  ΧΦΦΧΧΧΧΧΧΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΦΧнрм

ÅwŜǉǳŜǎǘ CƻǊ LƴŦƻǊƳŀǘƛƻƴ όwCLύ ΧΦΦΧΧΧΧΧΧΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΦΧнру

ÅRespond to a Request For Information (RFI) ς5ƻŎǳƳŜƴǘǎ bƻǘ !ǾŀƛƭŀōƭŜΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ269

Å{ƛƎƴ wŜŎƻǾŜǊȅ ¢Ǌŀƴǎƛǘƛƻƴ aŜŜǘƛƴƎ όw¢aύΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΧΧΧΧΧΧнул

ÅSign Out of Grants Portal &IŜƭǇ [ƛƴŜ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧΦΦнуу

3



Creating Password for a 
New Account

4



From: support@pagrants.fema.gov[mailto:support@pagrants.fema.gov]

Sent: Thursday, November 23, 2017 3:11 PM

Subject: FEMA PA Notification ïOrg Account Request Approved

Hello Sherry,

Your organization account request has received final approval.  You may now log in 

to the Grants Portal with the temporary username and password:

Username: comanager@subrecipientcountyga.com

Password: LJE1kAvc!%

Please click https://grantee.fema.gov/ to sign in with your temporary password.  

You will be required to change your password upon login.

-FEMA PA Support Team

FEMA-PA-Support@FEMA.DHS.Gov

https://pagrants.fema.gov

Applicant Receives Access Email

Applicant clicks 
hyperlink to enter 
information into 

system

5Ensure that Firefox is the chosen Web Browser

mailto:suppot@pagrants.fema.gov
mailto:support@pagrants.fema.gov
mailto:comanagerr@subrecipientcountyga.com
https://grantee.fema.gov/
mailto:FEMA-PA-Support@FEMA.DHS.Gov
https://pagrants.fema.gov/


Attention Pop Up Box

Click Next
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Create New Password

Step 2: 
Click Next

Step 1: 
Type New 
Password
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Create Security Question

Step 2: 
Click Next

Step 1: Select 
Security 

Question and 
Answer
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Review Information

Step 2: Click 
Submit

Step 1: 
Review 

Information
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Congratulations Screen

Click Return to 
Login Screen
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Re-Login to Grants Portal

Enter User Name 
and NEW Password
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Privacy Notice Pop-Up

Click Acceptor 
Press Enter
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Attention Pop Up Box

Click Acceptor 
Press Enter
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Dashboard
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Organization 
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Manage 
Personnel



Organization Profile - Manage User Accounts

Step 2: Click Manageon 
Personnel Bar
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Step 1: Click 
Organization Profile



Add Personnel

Click Create
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Complete Personnel Information

18

Step 1: 
Complete 

Information

Step 2: Click Save



Provide Roles to Personnel

Click Manage
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Organizational Roles

Click Manage
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Grant/Edit Roles

apple

Step 1: Click 
the Box

Step 2: Click 
Save

tƭŀŎŜ ƳƻǳǎŜ ƻǾŜǊ ά?έ 
for definition of role
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Organization 

22

Facility 
Locations



Add Locations to Profile

23

Step 3: Click 
Manage

Step 1: Click My 
Organization

Step 2: Click 
Organization Profile



Add Locations

Click ADD
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Enter Facility Location

Step 1: Enter 
Address

Step 2: Click Save
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Save Location

Click Save
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Counties With Facility

Click Manage
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Add Counties

Step 1: 
Click ADD
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Step 2: Click Save



Register Organization
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Organization Information

Step 2: 
Click Next
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Step 1: Enter 
DUNS Number



Enter Contact Information

Step 2: Click 
Next
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Step 1: Enter 
Contact 

Information



Enter Location Information

Step 2: 
Click Next
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Step 1: Enter 
Primary 
Location 

Information



Add Applicable Counties with Facilities

Step 2: Click 
Next

Step 1: Click Add 
next to the County 

the facilities are 
located 

33



Verify Information

Click Next
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Submit Information

Click Submit
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Confirmation of Submittal
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Email Confirmation of Submittal
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Submit Request For 
Public Assistance (RPA)
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My Organization Dashboard

Click hyperlink άtƭŜŀǎŜ ŎƭƛŎƪ ƘŜǊŜ 
ǘƻ ōŜƎƛƴ wt! ǎǳōƳƛǎǎƛƻƴ ǇǊƻŎŜǎǎέ
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Start Request Public Assistance Process

Click Next
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General Information

Step 1: 
Select Event

Step 3: 
Click Next

Step 2: Select 
Yesor No
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Primary/Alternate Contact Information

Step 1: Select 
Primary 
Contact

Step 3: 
Click NextStep 2: Select 

Alternate 
Contact
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Verify/Change Primary Location & Mailing Address

Step 2: Verify 
Mailing 

Address or 
Click Change

Step 3: 
Click Next

Step 1: Verify 
Primary 

Location or 
Click Change
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Other Information/Comments

Step 2: 
Click Next

Step 1: Enter 
Additional 

information/
Comments
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Review Request 

Step 2: Click 
Submit

Step 1: Review 
Information
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Congratulations Screen
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Private Non-Profit Request for Public 
Assistance

47

Click 
Next



General Information

Step 1: 
Select Event

Step 3: 
Click Next

Step 2: Select 
Yesor No
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Primary And Alternate Contact Information

Step 1: Select 
Primary 
Contact

Step 3: 
Click Next

Step 2: Select 
Alternate 
Contact
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Verify/Change Primary Location & Mailing Address

Step 2: Verify 
Mailing 

Address or 
Click Change

Step 3: 
Click Next

Step 1: Verify 
Primary 

Location or 
Click Change
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Enter PNP 
Information

Step 3: 
Click Next

Step 1: Enter 
and answer 
questions
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Step 2: Click the 
blue items to 

attach required 
document



Attaching PNP Required Documents

ClickUpload 
New
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Add PNP Required Document

Click Select 
Document 

53



Upload PNP Required Document
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Step 1: Click 
Select 

Document 

Step 2: Click 
Open



Add Document

Step 3: Add 
Document

Step 1: Review 
Information
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Step 2: Select 
Category Tag

Note: Multiple Tags can be 
added



Attach Document

Click Attach 
Selected
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Other Information/Comments

Step 2: Click 
Next

Step 1: Review 
Information
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Review Request 

Step 2: Click Submit

Step 1: Review 
Information
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Congratulations Screen
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Small Business 
Administration (SBA)

60

Note: This section can only be completed after your Organization is deemed 

eligible and a PDMG is assigned



Applicant Event Profiles

61

Step 3: Click the 
Magnifier glass to 
select the event

Step 2: Click Applicant Event Profiles

Step 1: Click My Organization



Applicant Event Profile

62

Scroll down to PNP 
Information Bar



PNP Information Bar
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Step 3: Click 
Manageon SBA 
Loan Documents

Step 2: Click SBA Loan Tab

Step 1: Click to expand bar



Manage Event PA Request SBA Documents
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Click Add 
Document



Add SBA Document

65

Click Select 
Document



Select SBA Document
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Step 1: Select 
Document

Step 2: Click 
Open



Upload SBA Loan Document

67

Step 2: Click Add Document

Step 1: Add 
document 
description



Edit Uploaded Document

68

Click Remove to 
delete Document

Click Edit to change document 
description and name

Click this icon to go back to 
Event Profile page



SBA Loan Determination

69

Note: Start this process 
after receiving the 

determination letter from 
SBA. If this section is not 
present; ask the PDMG to 

Reset SBA Loan Information
on the PNP Information bar, 

in the SBA Loan tab
Click Make an SBA Loan 
Determination



SBA Loan Determination Questions

70

Step 1: 
Answer 

ALL
Questions

Step 2: Save


