Create a Workspace Proposal

In order to create an application workspace, you will need the Sponsor’s Funding Opportunity number for the
desired grant.

1. Click on the “Search Grants” tab.
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2. Enter the Funding Opportunity number that you wish to apply to in the Basic Search Criteria > Click
Search Button

3. Once you locate the opportunity, click hyperlink on the opportunity number.

4. Click on the “Apply” after reviewing and confirming that this is the correct application.
VIEW GRANT OPPORTUNITY

G24A500322
Cooperative Agreement for CESU-affiliated Partner with Great Lakes - Northern Forest Cooperative Ecosystem Studies Unit

=
Department of the Interior

Geological Survey

m VERSION HISTORY RELATED DOCUMENTS m

5. Enter an Application Filing Name.

6. Click on the [Create Workspace] button.
APPLY NOW USING WORKSPACE %)

If you know the Funding Opportunity Number or the Opportunity Package 1D for which you would like to create a Workspace, please enter it below. Otherwise, go to Search Grants to search open
Opportunities.

Please enter Opportunity information:

Funding Opportunity Number:  G24AS00322

Opportunity Package ID:

Please enter required information for new Workspace:

*Application Filing Name:

Cancel

7. Once you have created a new workspace, you have two options: Webform or PDF.
Webform allows you to enter data onto forms via your web browser while with PDF you may
download the forms individually, enter the data, and re-upload the form back into workspace.
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a. Webform Option

Click on the Webform link to open the form in your browser.

Application Package Forms - Users are encouraged to follow antivirus best practices when Downloading Instructions and Forms: Download Instructions » ?
Include
in Form Name (Click to Edit) Requirement | Form Status L%;tlfﬂpﬁlsn Locked By Actions
Package
Application for Federal Assistance (SF-424) [V4.0] Mandatory Passed Mar 28, 2024 01:55:01 PM — Lock | Download | Upload | Reuse |
EDT Webform
Budget Information for Non-Construction Programs (SF-424A) | Mandatory Passed Mar 28, 2024 02:08:00 PM = ock L Dawnload | Upload | Reuse |
v1.0]
Grants.gov Lobbying Form [V1.1ZIEITD Mandatory Passed — — | Download | | |
Webform
Attachments [V1.2] Mandatory Passed Mar 28, 2024 10:26:01 AM -— Unlock | Download | | I
[Locked]
O Disclosure of Lobbying Activities (SF-LLL) [V2.0] Optional — — — | | | |

e To include an optional form, click the checkbox next to the form name that needs
to be included in the package under the “Include in Package” column.

Application Package Forms - Users are encouraged to follow antivirus best practices w
Include
in Form Name (Click to Preview) Reguirement A
Package
/ SF424 (R & R) [V2.0] Mandatory
7 Attachments [V1.2] Mandatory
7 Disclosure of Lobbying Activities (SF-LLL) [V1.2] Optional

Complete and Save Webforms
If your account is linked to UMD, you will see forms such as SF-424 and R&R SF-424,
which will have pre-populated some organization fields with UMD specific information.

Required fields have * on the right corner of its box. You can click any field to enter the
necessary information or you can also use the TAB button on your keyboard to move
from field to field. If you enter invalid or incomplete information in a field, you will
receive an error message upon leaving the field.

To show more than one F&A rate in a budget period, you will need to click an Additional
Indirect Cost on the budget to add the second line

H. INDIRECT COSTS:

Indirect Cost Type Indirect Cost Rate (%) Indirect Cost Base (%) Funds Requested ($)
[x] [F&ACOSTS (7/1/22-6/30/23) ¥] 5500 | ] ¥
[x] F&AcosTs (7/1/23-6130/26) #) | 56.00 | ] #

[ (+) ADD ADDITIONAL INDIRECT GOST |

Click on the “CHECK FOR ERRORS” button on the bottom of the page to see if there are
any errors.

If there are errors, there will be a pink box with an error message displayed. Please fix
all issues before closing the form.

If there are no errors, the INFO box will appear to give you a message that there are no
errors.

Click “CLOSE” to close the form.

A message about unlocking the form will appear. Click the “Yes” button to unlock the
form.
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b. PDF Option

i. Download the form.

Last Updated

Form Name (Ciick o Frevisw) Requirement Faorm Staus DateTime

Fackage
SF424 (R ERINMIO Wandatory

Ressanch & Ralates Budget [V1.4] Manaatny

ProjectPerfarmance Site Locationge) [V2.0] Mandalany

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

Locked By

Download [nstructions »

&ctions.

Lock Upload | Reusa | Wetfarm
Loz | Dewnload | Upload | Reuss | Webfarm

Lok | Dowaload | Upload | Rease | Webform

form, so only you may work on the PDF form.

ii. Enter all information on the form.

Lock Form: While you are working on the PDF, you have an option to lock the

® Once you have downloaded a form you can enter data into the PDF.

e Optional fields and completed fields are displayed in white and blue. Required
fields are red and yellow. You can click on any field to enter the necessary
information or you can also use the TAB button on your keyboard to move from
field to field. If you enter invalid or incomplete information in a field, you will

receive an error message upon leaving the field.
[ J

To show more than one F&A rate in a budget period, you will need to click an

Additional Indirect Cost on the budget to add the second line

H. Indirect Costs

Indirect Cost Type

Indirect Cost Rate (%) Indirect Cost Base ($)

Fun|

| X |F & B COSTS (7/1/22-6/30/23) | |55.DD

[s6.00

TS (7/1/ .’tﬁ."lﬂl £) |
[ Add Additional Indirect Cost |

Once you have completed entering all data into the forms, click on the “CHECK FOR

ERRORS” button at the boom of the first page of each PDF to see if there are any errors.
If there are any errors, there will be a pink box with an error message. Please fix all

issues before closing the form.

iv.  Once the PDF has been completed and checked for errors, click the Upload link.
v.  Onthe Forms Upload window, click the “+ Choose” button and select the PDF file.
vi.  Click the “Upload” button.

If the form has no errors, the Form Status will say Passed in green leers. If there are incomplete forms

or forms with errors they will show as In Progress in red leers.

Include
in Form Name (Click to Edit) Requirement | Form Status L%Sétgrpg;‘sd Locked By
Package
Application for Federal Assistance (SF-424) [V4.0] Mandatory Passed Mar 26, 2024 01:55:01 PM
Budget Information for Non-Construction Programs (SF-424A) | Mandatory In Progress Mar 26, 2024 02:08:00 PM
v1.0]
Grants.gov Lobbying Form [V1.1) G IMandatory Passed
Attachments [V1.2] Mandatory Passed Iar 28, 2024 10:26:01 AM —
EDT
O Disclosure of Lobbying Activities (SF-LLL) [V2.0] Optional

Download Instructions »

Actions

Lock | Download | Upload | Reuse |
Webform

Lock | Download | Upload | Reuse |
Webform

| Download | | I
Webform

Unlock | Download | | |

More information may be found on the grants.gov online user guide.
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Submitting to the AOR

Once you have completed the application, you need to submit the workspace to the AOR.
1. When all the forms are in a PASSED status, click on the “Check Application” button for errors.

FORMS ‘ PARTICIPANTS ACTIVITY DETAILS GRANTOR IMAGE PREVIEW GRANTOR VALIDATION

Workspace Actions:

Preview Application Forms Check Application Complete and Notify AOR Delete

Application Package Forms - Users are encouraged to follow antivirus best practices when Downloading Instructions and Forms: Download Instructions »
Include
in Form Name (Click to Preview) Reguirement Form Status Last Updated Locked By Actions
Date/Time
Package
v Application for Federal Assistance (SF-424) [V2.1) Mandatory | Passed [Locked] | Nov 09,2017 11:35:48 AMEST | Christine Kang | Unlock | Download | Upload | Reuse | Webform

(] Objective Work Plan [V1.0] Optional - = = I | |

2. If there are no errors found, click on the [Preview Grantor Validation] tab.

FORMS PARTICIPANTS ACTIVITY DETAILS GRANTOR IMAGE I PREVIEW GRANTOR VALIDATION I

3. Click on the [Request Grantor Validation] button. This will generate a validation to show any
agency errors prior to the submission. This process may take some time depending on the
number of forms that you have in your workspace.

]

FORMS PARTICIPANTS ACTIVITY DETAILS GRANTOR IMAGE ‘ PREVIEW GRANTOR VALIDATION
Click Request Grantor Validation button to find out what submission errors and warnings you would receive from the grant-making agency if you submitted your application package in its current state.

« Grants.gov allows one request per Workspace to be active at a time

« The status shown does not automatically update. Use the Refresh Status button to get the current status.

« We appreciate your patience while your request is being processed.
DISCLAIMER: This optional feature uses an error checking service provided by the Grantor agency. It has no impact on your ability to submit your application package. Click the help icon for more details

Preview Validation Requests: Request Grantor Validation Refresh Status

4. Once the result comes back, click the [View] link under Actions to see any Errors/Warnings and
correct as needed.

Preview Validation Requests: equest Gra 2 Refresh Status

1-1 of 1 Records |1
Requestor Status Results Regquested Date/Time Completed Date/Time Actions

Christine Kang Request Completed 1 Errors/0 Warnings Nov 30, 2017 03:36:56 PM EST Nov 30, 2017 03:36:57 PM EST

1-1 of 1 Records Gk

5. Click on the [Complete and Notify AOR] button.

’ FORMS | PARTICIPANTS ACTIVITY DETAILS

Workspace Actions:

Preview Application Forms Check Application I Complete and Notify AOR I Delete
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Once you have clicked on the [Completed and Notified AOR] button, the process bar will change to

green and a message will appear stating “Workspace successfully completed and AOR notified”.
GRANTS.GOV Applicants Manage Workspace

MANAGE WORKSPACE

“ Workspace successfully completed and AOR notified H

Workspace Process Bar Reference
\Workspace Progress Bar

@© Created @) Forms Passed (@ Completed and Notified AOR (@) Submit (@) Agency Received

Green with Check Mark in Circle: Completed that step.

Blue with Empty Circle: Future step that is not yet completed. Previous steps must
first be completed to perform this step.

Red with Ellipsis: Currently in progress but not yet completed.

Red with "X" in Circle: Application rejected.

6. If you need to modify any forms, please notify your CA first Then click on the [Reopen] button.
This will allow you to modify the forms.

FORMS PARTICIPANTS ACTIVITY DETAILS

Workspace Actions:

Preview Application Forms Check Application ‘ Reopen ‘ Delete

More information may be found on the grants.gov online user guide.
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