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Creating Password for a
New Account




Applicant Receives Access Email

From: support@pagrants.fema.gov [mailto:support@pagrants.fema.gov]
Sent: Thursday, November 23, 2017 3:11 PM
Subject: FEMA PA Notification — Org 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://pagrants.fema.gov to sign in with your temporary password.
You will be required to change your password upon login.

-FEMA PA Support Team Applicant clicks

hyperlink to enter
information into
system

FEMA-PA-Support@FEMA.DHS.Gov
https://pagrants.fema.gov

Ensure that Firefox is the chosen Web Browser


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

Attention Pop Up Box

l Click Next I




Create New Password

Step 2:
Click Next

( Step 1:
Type New
\\ Password




Create Security Question

Step 2:

) Click Next

Step 1: Select
Security
Question and
Answer

J




Review Information

Step 1:
Review
Information

Step 2:
Click Next




Congratulations Screen

Click Return to
Login Screen




Re-Login to Grants Portal

Enter User Name
and NEW Password

10



Privacy Notice Pop-Up

Click Accept or
Press Enter

11



Attention Pop Up Box

Click Accept or
Press Enter

12




Dashboard



Organization

Manage
Personnel



Organization Profile - Manage User Accounts

( Step 1: Click J

- Organization Profile

Y
Step 2: Click Manage on
Personnel Bar J

15



Add Personnel

Click Creat )
[ ick Create -——




Complete Personnel Information

Step 1:
- Complete
Information

Jy Click Save }

17



Provide Roles to Personnel

Click Manage

18



Organizational Roles

[ Click Ma@

19




Grant/Edit Roles

Place mouse over “?”
for definition of role

Step 1: Click
the Box

|

Step 2: Click
Save

20



Organization

Facility
Locations



Add Locations to Profile

Step 1: Click My
Organization
Step 2: Click
Organization Profile

Step 3: Click
Manage

22



Add Locations

[ Click ADD %




Enter Facility Location

[ Step 2: CIic/kSm

-~

-

Step 1: Enter
Address

~

J

24



Save Location

[ Click Save \K

25



Counties With Facility

[ Click Manage ]&




Add Counties

[ Step 2: CIicﬁ

BN
: Step 1:
[Click ADD}

27



Register Organization



Organization Information

Click Next

29



Enter Contact Information

Click Next




Enter Location Information

Click Next

31



Add Applicable Counties with Facilities

/CIick Add next\
to the County
the facilities

\ are located ;

e Counties where a Facility exists

Click Next

32



Verify Information

Click Next

33



Submit Information




Confirmation of Submittal



Email Confirmation of Submittal

From: support@pagrants.fema.gov [ mailto:support@pagrants.fema.gov]
Sent: Wednesday, February 01, 2017 2:36 PM

Subject: FEMA PA Notification - Workflow Initiation Receipt Org Account Request

Hello Sherry,

You have successfully initiated an Org Account Request. You will receive another notification whether
the request is approved or rejected.

-FEMA PA Support Team

FEMA-PA-Support@ FEMA.DHS.Gov
hitps://pagrants.fema.gov

36




Submit RPA



My Organization Dashboard

-

Click hyperlink “Please click here

~

to begin RPA submission process”

/

38



Start Request Public Assistance Process

Click Next




General Information

Step 2: Select
Yes or No

Step 1:
Select Event
Step 3:
Click Next




Primary/Alternate Contact Information

Step 1: Select
Primary
Contact

Step 3:

Click Next

41

Step 2: Select
Alternate
Contact




Verify/Change Primary Location & Mailing Address

Step 1: Verify\
Primary
Location or
Click Changej

Step 2: Verify

Mailing Step 3:
Address or Click Next
Click Change

42




Other Information/Comments

Step 2:
E _ ™ Click Next
Step 1: Enter

Additional
information/
_ Comments )

43



Other Information/Comments

Step 1: Review
Information

Step 2: Click
Submit

44



Congratulations Screen

45



Damage Inventory
And Template



Event PA Requests

Step 1: Click My Organization ]
%Step 2: Click Event PA Requests J

Step 3: Click the
Magnifier glass to
select the event

Step 3: Click the
Download
symbol

47



Manage Damage Inventory

Step 1: Scroll
down to Damage

Inventory Bar

|

Step 2: Click
Manage

48



Download Damage Inventory Template

{ Step 1: Click Impoi

Step 2: Click
Download Template

49



Download Damage Inventory Template Pop-Up Box

%]

You have chosen to open:

@i ...emplate - Glenville - PDMG0125 - 4332DR (4332DR - 125).xIsx

which is: Microsoft Excel Worksheet

[ Step 1: Click Open With

from: https://grantsportal-demo-site.azurewebsites.net

What should Firefox do with this file?

Open with  Microsoft Excel (default) -/

(O SaveFile

Do this automatically for files like this from now on.

QK Cancel

[ Step 2: Click OK }

50



Enable Editing On Template

<{Click Enable Editing}




Completed Damage Inventory Template & Save

|

Complete each column then
save on your computer

*DO NOT CHANGE TEMPLATE OR SKIP LINES*



Upload Damage Inventory Spreadsheet

[ Step 1: CIick&
Step 2: Click Upload
Spreadsheet

53



Select Damage Inventory Spreadsheet

Step 1: Click on the
template

Step 2: Click
Open

54



Damage Inventory Template with Errors

Step 1: Verify }

Errors or Warnings

Step 2: Click
Cancel Import

Note: Grants Portal will show where
the errors are located. Correct the
Errors on Template, then re-upload

55



Cancel Import

[Click Cancelﬁ

56



Import Damage Inventory Template With No Errors

Step 1: Check
Errors & Warnings

[ Step 2: Click Comﬁ

57



Commit Import Pop-Up Box

[ Click Commitlmﬁ




Damage Inventory Template Upload Successful

Uploaded Damage
Inventory

\




Damage Inventory
Add Single Damage



Event PA Requests

Step 1: Click Event
PA Requests

Step 2: Click
Magnifying glass

|

61



Manage Damage Inventory

Scroll down to the
Damage Inventory Bar

[ Click MaQ

62



Add A Single Damage

[ Click Add Dﬁ




Select Damage Type

Select Standard
Damage

64



Add Damaged Site Information

Step 2:
Click Save

—

Step 1:
—| Complete
Information

65



Edit Damage Inventory



My Event Requests

2\ Step 1: Click Event PA Requests J

Step 2: Click the
Magnifying
Glass

67



Damage Inventory Bar

[ Click MaQ

68



Edit Damage Inventory

)ﬂﬂ]



Edit Damage Information

Step 2:
Click Save

—

| Step 1: Edit
Information

70



Confirm Damage Information Edit

Click Yes




Upload Documents



Uploading Documents -

Master Policy
Documents
(Insurance, Payroll,

~

J

Org Procurement)
Profile

Documents
Pertain to
Multiple Projects

Event
Profile

Documents for
Specific Project

Project

( Documents for

Specific Damage Tif::frfgzts
(Photos, ' '
Timesheets, i) J

\_ Invoices)

73



Add Documents Under
Organization




My Organization Profile Insurance
Document

Step 1: Click My
Organization
Step 2: Click
Organization Profile

Step 3: Click Upload
Insurance Document

75



Upload Insurance Document

Click Select
Document

76



Select Insurance Document — Pop-Up Box

Step 1: Select the
document to
upload

Step 2: Click
Open

77



Add Document Description & Category Tag

Step 1: Write description
of document Z Step 2: Click the J

Category box

Step 3: Select
Document Type

78



Add Insurance Documents

Click Add Document J

79



My Organization Profile Documents Bar

Step 1: Click
Organization Profile

Step 2: Click
Manage

80



Manage Documents (Policy Documents)

[Click Add Document

81



Manage Documents Upload — Pop Up Box

Step 1: Click
Select Document




Select Document — Pop Up Box

Step 1: Select
the Document

Step 2: Click
Open

J

83



Add Document Description and Category Tag

Step 1: Provide
Document
Description

Step 2: Leave <ol
Type at ALL <{ Step 3: Select J

Document
Category

84



Add Document

|

Click Add
Document

I

85



Edit Document Name

%ck Edit ]



Edit Name

Step 2: Click

Save Changes

-

~

Step 1: Complete

-

Edit

J

87



Remove Documents

Click Remove

88



Uploading Documents
Under Event



Add Documents To An Event
<{ Step 1: Click Event PA J
Requests

Step 2: Click the
Magnifying Glass

90



Event PA Requests Profile Document

[ Click Ma&




Event PA Request Profile Manage Documents

[ Click Add Document }




Event PA Request Profile Manage Document
Upload — Pop Up

Step 1: Click
Select Document




Select Document — Pop Up Box

Step 2: Select
the Document

Step 2: Click
Open

94



Add Document Description And Category Tag

Step 1: Provide
Document
Description

Step 3: Select
Step 2: Leave D
Type at ALL ocument
yp Category

95



Add Document

|

Click Add
Document

F

96



Edit Or Remove Documents

Click Edit to edit
document name

Click Remove to
Delete document

97



Uploading Documents
Under Projects



My Event PA Requests
<{ Step 1;; ggzlz:;ent PA J

Step 2: Click the
Magnifying Glass

99



Event PA Requests Profile Document

and expand the

Step 1: Scroll down
Projects bar

Step 2: Click the
Magnifying Glass

100



Project Document

Click Manage

101



Project Details Mange Documents

[ Click Add Doﬁ

102



Project Details Document Upload — Pop Up

Click Select
Document




Select Document — Pop Up Box

Step 1: Click on the document
to upload

2 Step 2: Click Open J

104



Document Description And Category Tag

Step 1: Add Document
Description
Step 3: Click
[ Step 2: Leave Type at j7 Category

All

105



Add Document to Project Details

J Click Add Document J




Edit Or Remove Documents

Click Edit to edit
document name

Click Remove to
Delete

107



Uploading Documents To
Damage Inventory Line
[tem




My Event PA Requests
<{ Step 1;; ggzlz:;ent PA J

Step 2: Click the
Magnifying Glass

109



Event PA Request Profile Damage Inventory

Step 1: Expand the Damage
Inventory bar

Step 2: Click Options Select
View Damage Details

110



Damage Details Documents Bar

[ Click Ma@

111



Damage Details Manage Documents

[ Click Add Doﬁ

112



Damage Details Upload Document — Pop Up

[Click Select DQ




Select Document To Upload — Pop Up

@ File Upload ‘ %3 ‘
N < Glenville ap.. > Foghorn Leghorn v U  Search Foghorn Leghorn P
Organize ~ New folder =- 1 @
m Desktop ” Name Date modified ~
4 Downloads 1= Glenville PDMGO009 damage inspection Hourly .. 11/3/2017 844 AM
= Documents - Glenville PDMG009 Debris Removal Contract 11/3/2017 11:06 AM
= Pictures = Glenville PDMGO09 Dell Inc. Contract 11/3/2017 3:17 PM
3D People 1= Glenville PDMGO09 Fringe Benefits 11/3/2017 8:42 AM
1= Glenville PDMGO09 Hurricane work Log 11/3/2017 8:43
Foghorn Leghorr — . I
< Mol o 1 Glenville PDMGO09 Insurance Doc 130201774 Step 1: Select Document
anual updat —,
P 1= Glenville PDMGQ009 Mutual Aid Agreement 11/3/2017 11:0
Yosemite Sam D T Glenville PDMGO009 PayPolicy 11/3/2017 8:41 AM
B This PC Glenville PDMG009 Roadway Maint Records 11/3/2017 4:56 PM
. I- Glenville PDMGO09 Work Orders 11/3/2017 8:41 AM v
¥ Network v |l = %
File name: |Glenville PDMGO009 Roadway Maint F v ‘ All Files A
Open Cancel

|

Step 2: Click Open

114



Add Document Description & Category Tag

Step 1: Add Document
Description

Step 2: Click Category J

Step 3: Select
Category Tag

115




Add Uploaded Document

[ Click Add Document J




Edit Or Remove Documents

Click Edit to edit
document name

Click Remove to J

Delete

117



Upload Documents Using

Document Uploader
Wizarad




Utilities Menu

Step 1: Click
Utilities

Step 2:
Document

Uploader

119



Select Where To Load Document

] fStep 1: Use Drop\
Down Lists and

select all that

applies for
document upload
B \location -

Step 2: Click
Select Document

120



Select Document To Be Uploaded

Click on File
to Select

Ve

Click Open

121



Document Description And Category

Step 2: Select
Document
Category Type

Step 1: Click
Category Bar

122



Upload Document

Step 2: Confirm

—

Information
Step 1:Type
Description of
Document
Step 3: Click

Upload Document
To Damage

123



Upload Additional Documents

Click Here to navigate to
uploaded document
location

Click Here to
upload another

document

124



Essential Elements of
Information (EEI)

Unanswered
Questions



My Event PA Requests

e
Step 1: Click My
Organization

Step 3: Click
Step 2: Click Event PA Magnifying glass
Requests

126



Event PA Requests Profile

Scroll down to
Projects bar

127



Locate Projects

( Step 1: Expand }

\'\ Projects bar

Step 2: Click
Magnifying Glass

128



Locate Project Essential Elements Of
Information (EEI)

Click View
Project EEI

Or Scroll down to
expand Essential
Elements of
Information bar

129



Select Essential Elements of Information (EEI)

/ Drill Into EEI }



Review Unanswered Questions

Step 2: Click

Manage EEI

Step 1: Expand Answers
L\Cﬁtions bar }

131



Answer Questions

[ Step 2: Click Save }
—

Step 1: Answer
Questions

132



Confirm Answers

2

Step 1: Expand
Question Bar

1

—

-

-

Step 2:
Confirm
Answers

133



Essential Elements of
Information (EEI)

Question Answered

Document Upload



My Event PA Requests

_r
Step 1: Click My
Organization

_ Step 3: Click
Step 2: Click Event PAJ Magnifying Glass }

Requests

135



Event PA Requests Profile

Scroll down to
Projects bar

136



Locate Projects

( Step 1: Expand }

\'\ Projects bar

Step 2: Click
Magnifying Glass

137



Locate Project Essential Elements Of
Information (EEI)

Click View
Project EEI

Essential Elements of

Or Scroll down and expand
Information bar

138



Select Project

Click Magnifying Glass}

139



Review Project EEI Questions

Expand J

Questions Review questions and
prepare documents to
be uploaded

140



Attach Documents to EEI

Step 1: Expand Required
Documents bar

Step 2: Click
+Add

141



Upload New Document to EEI — Pop Up Box

Click Upload
New



Add Document Pop Up Box

Step 1: Click
Select Document




Select Document — Pop Up Box

Step 1: Select
Document

Step 2: Click
Open

144



Add Document Description And Tag

Step 1: Type
Description of
Document

Step 2: Click
Category to add

document tag

Step 3: Click Add
Document

145



Attach Uploaded Documents to EEl

Step 1: Move Mouse
over file to verify
correct document

Step 2: Click
Attach Document

146



Remove Documents from EEI

r
L Click Remove J

147



Essential Elements of
Information (EEI)

Add
Comments



Add Comments to EEI

i Click +Add @ }




Add Comment to EEl Question

( Step 1: Type
~ ————_ Comment

Step 2: Select
Type of
Comment

Step 3:
Click Save

150



Verify Comment Attached

( Verify Comment J

\ Attached




Send EEIl Back to FEMA

Step 2: Click
Submit to FEMA

Step 1: Green Checks
~ confirms documents are

attached

152



Submit to FEMA - Pop Up Box

Click Submit




l[dentity Tasks to
Complete



ldentify Tasks to Complete

ECae




Review Task to Complete

h Review J




Sign Damage
lnventory



My Event PA Requests

Step 1: Click Event
PA Requests

Step 2: Click
Magnifying Glass

158



Sign Damage Inventory

{ Step 1: CIick@

Step 2: Click Sign
Damage Inventory

159



Review Damage Inventory

Reviewing Damage

Scroll Down while
Inventory

160



Sigh Damage Inventory

[ Click ToS\ig;_J



Add Signature

[ Step 1: Type Name J
Step 2: Select
Signature Style

Step 3: Enter
Password

Step 4: Click
Sign

162



Submit Signed Damage Inventory

{ Click Submit ?




LATE DAMAGE
INVENTORY LINE ITEM
SUBMISSION



Applicant Profile
Step 1: Click
@A Request}

Step 2: Click
Magnifying Glass

165



Applicant Profile

[ Click Ma@




Manage Damage Inventory

[ Click Add Djr@

167



Select Damage Type

Select Standard
Damage

168



Add Damage Information

[ Step 2: Cli

[ Note the 60-day deadline message }
A

-

Step 1: A

Enter
Damage

klnformatlonj

169



Sign Project Damage
Description and
Dimension (DDD)




My Tasks

Step 1:
Click Bell

Step 2: Click Review next to
the project needing signature

171



Project Details Damage Description & Dimensions

Scroll down to Damage
Description and Dimensions bar

172



Review Damage Description & Dimensions (DDD)

Step 1: Expand the Damage
Description & Dimensions bar

Step 2:
Review DDD

173



Project Details

Click Sign DDD
to approve

Click Send Back
if changes are
needed

174



Project Signature

Click on
Click to Sign

175



Input Signature & Style

L Step 1: Type Name

Step 2: Select
Signature Style

Step 3: Enter
Password

Step 4: Click
Sign

176



Submit Sighed Project

Click Submit



Confirm Signed Project Submittal

[ Click Ye/s\q




Project Report Download

Click

Download
Project Report

179



Download Project Report

Click Download
Project Report

180



Open Download Project Report — Pop Up

A D i Do —AAE AONAT Na ~AE Zg
)¢ nin Doy = = TAAR P f ol T
pen Y o eut rRepo t {440 ._\.o"] / ‘]‘]ut.c.u\_-

') — -

You have chosen to open:

upd Project Report 7446 20171106.pdf

which is: Adobe Acrobat Document (45.9 KB)

from: https://grantsportal-demo-site.azurewebsites.net

[ Step 1: Click Open With }&hat should Firefox do with this file?

(® Open with Adobe Acrobat DC (default) v

(O Save File

Do this automatically for files like this from now on.

OK Cancel

/N

L Step 2: Click Open J

181



Close Download Project Report

[ Click leﬁ




Sign Project
Scope and Cost



My Tasks

[ Step 1: Click Bell

Step 2: Click Review next to
the Project you need to sign

184



Project Details

Scroll Down to Scope & Cost
Summary bar

185



Review Project Scope

Expand Scope & Cost
Summary bar

186



Review Project Cost Summary

/[ Click Cost tab J




Sign Project

[ Click Sign DDD/Scope/Cost

188



Applicant DDD Scope & Cost Approval

Scroll down to the
Sign Document bar



Applicant DDD Scope & Cost Approval

i Click To Sign J




Sign Project DDD Scope & Cost — Pop Up

<[ Step 1: Type Name }

Step 3: Enter
Password
[ Step 4: Click Sign %

Step 2: Select
Signature Style

191



Submit Signed Project

[ Click Submit %




Submit Signed Project — Pop Up

[ Click \ﬁ




Create Your Own
Scope Of Work

& Cost For

Work To Be Completed



My Organization

[ Step 1: Click My Organization J

! Step 2: Click Event PAJ
Requests

Step 3: Click }
Magnify Glass

195



Event PA Requests Profile

Step 1: Expand Projects bar J
[ Click Cléﬁ

Step 2: Click Magnifying Glass J
196



Project Details

Scroll Down to Scope &
Cost Summary bar

197



Scope & Cost Summary Bar

Step 1: Expand Scope &
Cost Summary bar

Step 2: Click Complete
Scope & Cost

198



Manage Scope & Cost

L{I?Scope tab J




Add Project Scope

[ Click Add Sc\op/e_}



Enter Scope Of Work

Step 2: Click Save Scope ]

[ Step 1: Ente%
of Work

201



Review/Edit Scope Of Work

Click Complete This
Scope

[Click Edit Scope if any

changes or additions
are needed

202



Rework/Edit Completed Scope of Work

Click Unlock For
Rework to Edit the
Scope of Work

203



Add Project Cost

Step 1: Click
Cost tab

Step 2: Click
Add Cost on the
appropriate bar

Step 3: Select
Cost Source

204



Enter Cost Information

Step 2: Enter the
Cost Description
Step 4: Select
Unit

Step 6: Enter City
Adjustment Factor

(if applicable)
Step 7: Click
Add Item

Step 3: Enter
Quantity

Unit Price

Step 1: Select
FEMA Cost Code

Step 5: Enter J

205



Edit/Remove Cost Line Item

Step 1: Click
Options

Step 2: Click Edit or }

Remove Cost

206



Complete Scope And Cost

[ Click Complete And Lk




Manage Scope & Cost

Click Unlock For Rework to
make any changes

208



Manage Scope & Cost

{ Click Go m




Submit Scope and Cost to FEMA

Click Submit For
Validation




Confirm Submit For Validation

{ Click b




Request For
Information (RFI)



My Tasks

[ Step 1: Click Bell

Step 2: Click Review
to select the RFI

213



Request For Information

Note: The 14 day
deadline to respond
to the RFI

Step 1: Expand Additional
Information bar

Step 2: Scroll Down to Line
ltems bar

214



Line Items RFI

Step 1: Expand Line
ltems bar

Step 2: Click Upload Line
Document

215



Line Item RFI Document Upload

Click Select
Document




Line Item RFI Document Upload - Pop Up

N

Step 1: Select the
desired documentJ

Step 2:
Click Open

217



Line Item RFI Document Description & Type

Step 1: Select Line
ltem
Step 2: Add D t
[ ep | Documen }x Step 3: Add }
Description
Document

Category Type

Step 4: Click
Add Document

218



Confirm Line Document Upload

Step 3: Scroll to the
top of the page
Step 1: Expand the
Documents bar
Step 2: Confirm
Uploaded Document

219




Submit RFI Response

Click Submit RFI
Response

220



Submit RFI Response

Click Yes




Respond to a Request For
Information (RFI)

Documents
Not Available



Record Line Response

[ Click Record Line Response

223



Add Line Response

Step 1: Select
Line Item
Step 2: Type
Response

[ Step 3: CIic/km

224



Confirm Line Response

Confirm Line Response in
the response column

225



Edit Line Response

Step 1: Click
Options

Step 2: Click Edit RFI
Line Response

226



Edit Line Response — Pop Up

Step 1: Click in the box
to edit response

Step 2: Click
Save

227



Remove Line Response

Step 1: Click
Options

Step 2: Click Remove
RFI Line Response

228



Remove Line Response — Pop Up

[ Click Rerr;\ej




Submit Line Response

Scroll to the top of
the page

230



Submit RFI Response

Click Submit RFI
Response

231



Submit RFI Response

Click Yes




Sign Recovery Transition
Meeting (RTM)




Locate Pending RTM Aproval

(Step 1: Click Event}

\ PA Requests

Step 2: Click
Magnifying
Glass

234



Event PA Request Profile

Click Review RTM
or Sign RTM
Report

235



Recovery Transition Meeting (RTM)

Click each tab to
review information




Sigh RTM

Click Sign
RTM




Review RTM and Certify

Click To Sign



RTM Signature — Pop Up Box

/( Type Name J

7\
Select Font
L Style

Type
Password
Click Sign

239



Submit Signed RTM

Click Submit




Sign Out of
Grants Portal & Help



Sign Out of Grants Portal

—Z

Click on Name and
Select Sign Out

- J

242



Locate Help Information

/
Click on Name and
Select Help
\

243



Locate Help Information

Live Phone
Support

Click Request Assistance
for Current Page

244



Grants Portal Hotline for
Assistance:

(866) 337-8448
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