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REGISTRATION
You must have a valid Account to register for portal access.
Accounts are created automatically for vendors with a Vendor Code to do business
with the Commonwealth. If you do not know or do not have a Vendor Code, contact
one of the departments you do business with. Only with a valid Vendor Code, the
system allows you to register as a User under the Account.

FIRST USER REGISTRATION

Scenario: A new user is registering to the portal as the first user on an Account. The
profile of the first user on the Account will be Grantee Administrator by default.

1. Open MassGRANTS portal URL: https://maanfgrants.force.com/s/loginpage
2. Click on Register for an account.

3. Enter your Vendor Code and the last four digits of your TIN.
4. Check the ‘I’m not a robot’ box.
5. Click Next.
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6. Fill in your First Name, Last Name, and Email Address, and create a Password.
7. Click Next.
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As the first User of the Account, the system will send an email with a Verification
Code to the email provided. If another User has already registered with the account,
the system will send an email to all existing Grantee Administrator users to approve
the new user.

8. Check your inbox for Verification Code.

9. Enter the Verification Code and click Verify.

Note: If you want the system to resend the Verification Code, click the Resend
Verification Code button.
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10. Upon clicking Verify, you will land on the MassGRANTS Portal Homepage.

ADDITIONAL USER REGISTRATION

Scenario: A new user is registering to the portal to an Account that already has users
in it.

1. Open MassGRANTS portal URL: https://maanfgrants.force.com/s/loginpage.
2. Click on Register for an account.

3. Enter your Vendor Code and the last four digits of your TIN.
4. Check the ‘I’m not a robot’ box.
5. Click Next.
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6. Fill in your First Name, Last Name, Email Address, and create a Password.
7. Click Next.

6



MassGRANTS Portal User Guide

You will see the following success message on the page: “A User has already
registered with this Account. Your registration request has been sent to the Grantee
Administrator for approval. Please check with ‘Grantee Administrator email id’ to
approve your registration.”

Once a Grantee Administrator approves your registration, you will receive a welcome
email to set a password and log in to the portal.

8. Go to your Inbox and find the email.
9. Click on the get started link.

10. Create a new password by satisfying the given criteria.
11. Click Change Password.
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Upon clicking the Change Password button, you will land on the MassGRANTS Portal
Homepage.

ACTIVATE NEW USERS

When a new user tries registering to the Portal, the existing user(s) in the Account will
receive an email notifying that a new user requires approval.

1. Click on the MassGRANTS portal link given in the email and login into the
portal. You can skip this step if you are already logged in.

2. Click on the Members tab.
3. Click Activate.

The user will be activated, and a welcome email will be sent out to the new user.
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4. You can edit a user's information by clicking on the ‘Edit icon’ or deactivate a
user by clicking on the ‘Deactivate’ button. Deactivated users can be
reactivated by following step 3 above.

ADD NEWMEMBERS FROM THE PORTAL

1. Log into the portal.
2. Click Members.
3. Click Add New Member.

4. Fill in the Contact Details.
5. Select Role from the drop-down list. Grantee Administrators can manage

users and submit grant applications/reports. Grantee Contributors can start
and edit grant applications/reports but are not able to submit them.

6. Click Save.
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The new user will be created and activated successfully. The user will receive a
password reset email. Upon resetting their password, the user can log into the
MassGRANTS portal.

10



MassGRANTS Portal User Guide

LOG IN TO PORTAL
1. Open the MassGrants portal URL: https://maanfgrants.force.com/s/loginpage
2. Enter User Email and Password
3. Click Sign in.

4. You will receive a Verification Code to your registered email address.

5. Enter the  Verification Code.
6. Click Confirm.
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7. Upon clicking the Confirm button, you will land on the homepage of
MassGRANTS portal.
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APPLY FOR RESPITE GRANT

1. Go to the Grants Management page.
2. In the ‘Search Box’, search for ‘Respite’ grant.

3. Click the Grant.
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4. Click Apply.

Application Form

You will enter the Application Form page.

5. Access the definitions by clicking on the Click here to view definitions link.

6. Upon clicking ‘Click here to view definitions’ link, the ‘Definitions’ pop-up will
appear on the screen.

7. Read the definitions and close the pop-up by clicking the x symbol to return to
the application.
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8. Fill in the ‘Applicant Profile’ details.
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9. Scroll down and fill in the ‘Parent Organization Contact Information’, which
includes details about the Primary Applicant Contact Person and Secondary
Applicant Contact Person.

10. Answer ‘Yes’, if you would like to add Partner or Subcontractor as part of this
application and click Next.
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Partnership Form

You will land on the ‘Partnership Form’ page.

11. Click Add Partnership button.

12. Fill in the details of the ‘Partnership Form’ and click Submit.

Note: Organization field is mandatory in the Partnership Form and the rest of the
fields are optional.
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13. Click edit icon or delete icon to edit or delete the partner details.

14. Check the “include a letter of support in the attachments section” and click
Next.

Note: List a maximum of five (5) partners who are not already listed in the
application summary form.
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Project Form

You will enter the Project Form page. Fill in the question available under the ‘Current
State’ section.

15. If you are currently a provider of Respite service, check all the programs that
you currently provide.

16. Scroll down and fill in the questions available under the ‘Project Description’
section.
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17. Upon completing all the questions, click Next.

Budget Request Narrative Form

18. Click Add Budget Narrative.

19. Fill in the Budget Details, and click Submit.
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20. Similarly, add budget information of the Partner Organization
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Note: For each organization, you can add up to 10 cost categories.

Note: Make sure that the sum of individual program costs is equal to the Total
Budget Requested.

21. Provide any additional information that highlights and supports your
capability to undertake the proposed project activities and click Next.

Implementation Plan

22. Click Add Implementation Plan Task.
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23. Fill in the details of the Implementation Plan and click Submit.

Note: Add at least four (4) tasks for the implementation plan timeframe inclusive of
communication plans to eligible beneficiaries. You may add additional tasks as
necessary.

24. Click edit icon or delete icon to edit or delete the task details.
25. Click Next.
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Attachments

Note: Attach documents required prior to issuance of a grant award, if selected.

If you have included Partnerships, the Letter of support from the director of each
Partner is mandatory.

26. Click on the Click Here to Upload/View Documents.
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27. Click on the Upload Files button. (You can use the drop files option as well to
upload the files.)

28. Select the file from your local server and click Open.
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29. Once the file gets uploaded, click Done.

30. If you want to delete an uploaded document, click the delete icon.
31. Click the X symbol to close the popup.
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32. Follow the same process to upload additional documentation and click Next.

Review Page

33. Review the details by expanding each section. Click Edit if you need to edit any
section.
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34. Click Next once you review all sections.

Grant Terms and Conditions

35. Read the Terms and Conditions, and complete the questions under the below
sections:

A. Respite Provider
B. Requirment for Awardees
C. Other Certifications
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36. Fill in the ‘Applicant Signature’ section and click Submit.

The grant application will be submitted and a reference number will be generated.
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37. Click here, and a PDF format of your submission will open in a new tab.

38. Click the download icon to download a copy of your submission in PDF format.

VIEW GRANT APPLICATIONS

On the homepage, you can view the grant applications available under various
categories such as Draft, Submitted, In-review, Information Requested, and
Approved.

30



MassGRANTS Portal User Guide

31


