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Objective of Workspace

To enhance the Grants.gov Apply functionality
by providing applicants with a shared, online
environment to collaboratively complete and
submit grant applications
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Benefits of Workspace

e Multiple users can concurrently complete
the application forms

e Reuse/copy prior Workspace forms to pre-
populate a new Workspace

e Upfront validation allows applicants to
correct application errors prior to
submission thus drastically reducing the
number of Grants.gov rejections
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Benefits of Workspace

e Complete an application form
using our new online webforms or
downloading/uploading the PDF
form; applicants can seamlessly
switch between online and offline

When you apply using

& Workspace, you can ‘.
/ fill out application :
forms in your browser.

e Grantor changes to the Opportunity Package are
immediately reflected in Workspace
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Retire Legacy PDF Application Package

Legacy PDF Application Package will be phased out
on December 31, 2017.

* Applicants will no longer be able to download the older, single PDF
application package of forms.

e Applicants can apply for grants using Grants.gov Workspace, which
separates the application package into individual forms. Applicants
can create a workspace, complete the webforms online or by filling
out the separate PDF forms, and submit their application workspace
package.

* The online webforms interface is now available in Grants.gov and is
only accessible through Workspace.

e For any funding opportunities where applicants have downloaded
the legacy PDF application package, they will be able to continue to
submit that package until March 31, 2018.

e S2S Submissions will continue to be supported.

b
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Live Demonstration of Workspace

g onl Complete
i Edit Forms Online Application &
Add Participants .
to the Workspace or Download PDFs  check Application Notify AOR \Ff\,’ec?rﬁsegat?:
PaN A PaN y N
Created } Forms Passed } Completed and Notified AOR } Submitted Agency Received » Archived

MANAGE WORKSPACE ROLE WORKSPACE OWNER ALL PARTICIPANTS WORKSPACE OWNER AOR WORKSPACE OWNER
v v v

Create a Save Online Submit the

Workspace Forms or Upload Completed

Completed PDFs Application

In this live demonstration, we will cover the following key actions for applying on
Grants.gov using Workspace:

e Workspace Process and Roles Overview
 Creating a Workspace

e Managing Participants & Roles

e Completing Online and Offline Workspace Forms
e Submitting via Workspace
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Workspace Resources

*  For more information about Grants.gov Workspace, please visit our various Workspace resources:
— Grants.gov Workspace Overview
— Grants.gov Workspace Training Video Series
— Grants.gov Community Blog articles on Workspace
— Grants.gov Online User Guide

e Grants.gov Applicant Support
— 1-800-518-4726
— support@grants.gov

e Grants.gov Community Blog article: “7 Tips for Transitioning Your Organization to Grants.gov
Workspace”

https://blog.grants.gov/2016/10/18/7-tips-for-transitioning-your-organization-to-workspace/

*  Grants.gov Workspace Roles and Access Levels
— Training video: https://www.youtube.com/watch?v=4RnSfnZJB6w
— Blog: “Defining Grants.gov Workspace Roles and Access Levels”
https://blog.grants.gov/2017/03/13/defining-grants-gov-workspace-roles-and-access-levels/
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http://www.grants.gov/web/grants/applicants/workspace-overview.html
https://www.youtube.com/playlist?list=PLNSNGxQE7NWlibdjPYGOsZaG-ol0pBsx3
https://blog.grants.gov/category/grants-gov-workspace/
https://www.grants.gov/help/html/help/Manage_My_Workspaces/Manage_My_Workspaces.htm
https://blog.grants.gov/2016/10/18/7-tips-for-transitioning-your-organization-to-workspace/
https://www.youtube.com/watch?v=4RnSfnZJB6w
https://blog.grants.gov/2017/03/13/defining-grants-gov-workspace-roles-and-access-levels/

Upcoming Changes in June 2017

e Allow Applicants to be added to a Workspace regardless of
Organization affiliation

 Forms-Level Access Control for applicants within
Workspace

e Workspace Progress Bar

e Clarify link to access Webforms by renaming Edit link to
Webform

For more details, please review R16.0 Release Notes available
at: https://www.grants.gov/web/grants/outreach/releases.html
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https://www.grants.gov/web/grants/outreach/releases.html

Upcoming Changes in October 2017

e Workspace Enhancements
— Enhanced Workspace copy features
— Include PDF attachments in Application Preview

e Subscription Management
— View and Manage subscriptions

— One-Click Subscribe to Opportunity and Saved
Search

— Requires a Grants.gov account
— Streamlined registration process
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Questions and Feedback

Please provide your name, organization, and email address on the sign-in sheet

e We will send you a follow-up email with this presentation which includes
summary slides with information covered in the live demonstration.

e We will also ask for your feedback about this Grants.gov Workspace
demonstration

— Was this session beneficial and would you like more training offered at future
Federal Demonstration Partnership conferences?

* |f you have any feedback or follow-up questions about this presentation, please
contact us via email at community@grants.gov

e For all other Grants.gov inquiries and assistance, please contact the Grants.gov
Contact Center at support@grants.gov or call 1-800-518-4726
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mailto:community@grants.gov
mailto:support@grants.gov

Connect with Grants.gov

- 4 > Community Blog

Follow us on Twitter: Video tutorials Subscribe to our blog:
@grantsdotgov on YouTube Blog.Grants.gov

Bookmark our Email Us:
Online User Guide Community@qgrants.gov
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https://twitter.com/grantsdotgov
https://twitter.com/grantsdotgov
https://www.youtube.com/user/GrantsGovUS
https://blog.grants.gov/
https://www.grants.gov/help/html/help/Get_Started/Get_Started.htm
mailto:Community@grants.gov
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OVERVIEW

e What Is Workspace?
* Why Use Workspace?

e The Process
— Creating a Workspace
— Managing Participants & Roles
— Completing Workspace Forms
— Submitting Via Workspace

e EBiz POC Actions
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WHAT IS WORKSPACE?

The space where you work on your grant application

HOME LEARN GRANTS SEARCH GRANTS Sw GRANTORS SYSTEM-TO-SYSTEM FORMS OUTREACH SUPPORT k . h
HANAGE My WORKGPACE Workspace is a shared,

[ [ ]
02142017-TL-1 - PKGODO34285 Application Filing Name: Example Warkspace Application [Edit Mams]
- / OH42017-TLA R F 2
— Workspace ID: WS0000R163 ‘Workspace Status: : New Opening Date: Feb 14 2017
TEST 1 AOCR Status: Active Last Submitted Date: — Closing Date: Jan 09, 2018
Workspace Owner:  Thomas Jefferson SAM Expiration Date: Aug 20 2020 W e re l I I e l I I e rS O e
rrrrr FARTICIPANTS ACTMTY GRANTOR IMAGE FREVIEW GRANTOR VALIDATION

gy | 521 Organization may
T T — simultaneously access

e © @ |and edit different forms
s | within an application.
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WHAT IS WORKSPACE?

HOME LEARMN GRANTS

SEARCH GRANTS APPLICANTS »

GRANTS GOV Apipl Manage My

MANAGE MY WORKSPACE

/ 02142017.TL-1 - PKGOD034285
_ 02142017-TL-1

—

TEST1

FORMS FARTICIPANTS ACTMTY DETAILS GRANTOR IMAGE FREVIEW GRANTOR VALIDATION

Applicaton Filing Name: Example Warkspace Application [Edit Mame]
2

1-30f 3 Records

Panicipant Name ~ Phone Numbe Email O AOR Role
Abigail Adams X00-000-0000 higailihistory go Mo Yes
Ben Frankin 000-000-0000 beniihestony gov N i
Thomas Jefferson 555555 presidenti@iexample.com Yes

1-3 0f 3 Retonds

Workspace Status: New
Last Submitted Date: -
SAM Expiration Date: Aug 20 2020

Opening Date: Feb 14, 2017
Closing Date: Jan 09, 2018

Manage Workspace Role <

e,
No

es

Export Detailed Data I Add Participants »
1

Acticns
Remove | Make Cwner
Remove |
|

Each workspace has 4 tabs:
Forms, Participants, Activity
and Details

Some have 2 more tabs
based on grantor agency
services (currently NIH-only):
Grantor Image and Preview
Grantor Validation

The top section of each
workspace contains key
information about the
application status.
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WHAT IS WORKSPACE?

The Forms tab contains
e — individual forms that are
MANAGE MY WORKSPACE [+]
02142017-TL-1 - PKGOOO34285 Application Filing Name: Example Workspac e Applic ation [Edit Mame] p a rt Of t h e WO r kS p a Ce
piies -l o oo o B application package.

e 02142017-TL1
Workspace Owner: Thomas Jeflerson SAM Expiration Date: Aug 20, 2020

HOME LEARN GRANTS SEARCH GRANTS APPLICANTS = GRANTORS SYSTEM-TO-SYSTEM FORMS OUTREACH SUPPORT

FORMS PARTICIPANTS ACTIMTY DETAILS GRANTOR IMAGE PREVIEW GRANTOR VALIDATION

—— Key Actions:

Preview Application Forms I . Delete : ° Edit Online forms (I:f
i e ERTEE available)

DateTime

Include

in Package Form Name (Click to Preview) Requiremant Form Status

SFA24 (R&R)[V20] Mandatory Lock | Download | Upload | Reuse | Ean

Assurances for Non-Construction Programs (SF-4248 - R & R) [V1.1] Oyptional | | f P LOCk/UnlOCk forms

Attac hments [W1.2] Optional

e Download/Upload PDF
forms

e Reuse a forms

GRANTS.GOV™



WHAT IS WORKSPACE?

HOME LEARM GRANTS SEARCH GRANTS APPLICANTS » GRANTORS SYSTEM-TO-SYSTEM FORMS OUTREACH SUFPORT
GRANTS GOV | Apy Manage My
:’i;‘I:;[MI ;_}_:_: - PRGO0034285 Application Filing Name: Example Workspace Application [Edit Nams]
o s Workspace ID: WS00008152 Workspace Status: Hew Opening Date: Feb 14, 2017
TEST 1 AOCR Status: Active Last Submitted Date: — Closing Date: Jan 09, 2018

Workspace Owner:  Thomas Jefferson SAM Expiration Date: Aug 20 2020

FORMS FARTICIPANTS ACTMTY DETAILS GRANTOR IMAGE FREVIEW GRANTOR VALIDATION

Export Detailed Data I Add Participants »

1-3 0f 3 Retords 1

Panicipant Name FPhone Number = Email = Crwmer = AOR Role = Manage Werkspace Role < Actions
Abigail Adams (000-000-0000 abigailf@history gov Mo Yes Yes Remove | Make Owner
Ben Frankhin benihestony gov No No No Remove |
Thomas Jefferson presidenti@iexample.com Yes Yes Yes |

1

The Participants tab lists
the members, or
“Participants,” of a
workspace who work as a
team to complete the
required forms for a
federal grant.

GRANTS.GOV™



WHAT IS WORKSPACE?

MANAGE MY WORKSPACE I .| The Activity tab

06092016-T1 1 - PKGODI33ETS i Filing Mame: Mew\iork For [Edit Mame] e M
05092016-TL-W5-1 T o
ot oo S P Opmgm: e0h 208 ISTS The actions

AOR Status: Last Submitted Date: — Closing Date: Sep 27, 2018

Waorkspace Owner: SAM Expiration Date: MNov 25 2018

e R R
FORMS PARTICIPANTS ACTIVITY DETAILS GRANTOR IMAGE PREVIEW GRANTOR VALIDATION t a t P a rt I ' I p a I l t S

— have taken within

Timestamp = Category ¥ | Action + | Performed On Performed By +
%, 206 0103 PM | Patopant | Added Abe Lincoin Thomas Roles ADR. Manage Worksgace

. Jetlerson h
MNov 09, 2016 01:46:03 PM Paricipant Added Abugail Adams Thomas Roles: AOR, Manage Workspace t e W O r kS p a C e L]

EST Jeflerson

Sep 20, 26 044342 PW | Form Uinfocked SF424 (R&R) Thomas

EDT 2.0 Jefierson

Sep 20, 2016 04:4337 PM | Form Uploaded SF424 (R&R) Thomas Upioad Count 3, User uploaded form with mismatch upload count a5 follows: Form Upload Count: D and Workspace
EDT p2o] Jeferson Upioad Count: 2

Sep 20, 2016 044214 PM | Form Locked SF424 (R&R) Thonss

EDT 2o Jefierson

Sep 20, 2016 04 42 54 PM Form Unlocked SF4M4 (RER) Thomas

EDT v Jeflerson

Sep 20, 2016 04°42°50 PM Form Uploaded SFA24 (RE&R) Thamas ) id Count 2, User uploaded form with mismatc h upload count as follws: Form Lipioad Count 0 and Workspace
EDT [v20] Jetlerson Jpicad Count 1

Sep 20, 2016 043943 PM Form Locked SFAZ4 (RER) Thomas.

EDT /20] Jefierson

Sep 20, 2016 043535 PM | Form Unocked 5F424 (R&R) Thomas.

EDT rdu] Jeflerson

Sep 20, 2016 043533 PM Uploaded SF424 (R&R) Thomas. Upioad Count: 1

EDT V2o Jefiersan

Sep 20, 2016 043503 FM i Downicadid | SF424 (R & R) Themas Upload count. 0
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WHAT IS WORKSPACE?

LEARN GRANTS s £ APPLICANTS = GRANTORS =M 2 FORMS OUTREACH SUPPORT

e dmes it The Details tab lists
e submission history,

S . including links to

e download every

Organizatian: SEA AWIT LAV MG Last Activity Date: Mo (f

submitted (and re-

— Agricultural Rese xsic i Applied Resaarch
Compatition ID - Titl =

ot submitted)

application.

0-00f 0 Reconds.

paceFor [Edit Name]

Workspace |

: WS00003094 Workspace Status: i Progress Opaning Dats:
AOR Status: Active Last Submitted Date: Closing Date:

Grants gov D . - Agency Trackmg Number and Noses
Number ~ Received = 3 . {Click 1o View Notes) &

00 of D Records
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WHY USE WORKSPACE?
1

Workspace helps to
streamline the
collaboration process on
a federal grant

application.
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WHY USE WORKSPACE?
2

Workspace helps
applicants to save time
by allowing for the reuse
of forms across multiple
workspaces.

(11>

i

<«
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WHY USE WORKSPACE?
3

Forms are validated
when they are uploaded
to the workspace,
virtually eliminating last-
minute submission
errors.
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WHY USE WORKSPACE?
A

Workspace is easy to
learn thanks to context-
sensitive help articles
accessible on every page
and window.

GRANTS.GOV™



WHY USE WORKSPACE?

GRANTS.GOV Online User Gui

Resources

-

‘What Is Workspace?

(Grants gow Workspaca is an adonal opsan for ndividuals of srganizatons appiing for funding opportunites. WWorkspace s a shared, oniie environment whars
MAMbarS of 2 5ama GrgaNiZafion May SIMUIANSCUSly BcCess 8nd withn an appication Far (FOR, you
can create individusl mstances of a warkspace.

* Video: Introducing
orkspace Functionality

1 make up tho tradtanal appiicaion package. This alows Mt team

(016 of tha primary banafis of Workspaca i e atlfy 1o saparate midual POF for
1o d 86 o of the same fims.
1 w and edil e forms.

Appiants ean also euse saved Workspate forms
must share tha e the form

P warks pace, U saved fam

How Does Workspace Work?

Viarkspace i occess loveds, an
users wilh ha Auf

4| Paricoant (.. @ lsam member with access lo e w

Below 5.8 bisic peocess chart o Ilistate oy
v g Workspace. Boseny the <h

EBiz POC adds the AOR and Manage \
to an applicant

mila Workspos

o
@ Track a Wokspace Package

Applicant with the Manage Wo
workspace for an opportunity, |

e e Grants.gov: Workspace
verview

GRANTS.GOV



https://www.youtube.com/playlist?list=PLNSNGxQE7NWlibdjPYGOsZaG-ol0pBsx3
https://www.youtube.com/playlist?list=PLNSNGxQE7NWlibdjPYGOsZaG-ol0pBsx3
http://www.grants.gov/web/grants/applicants/workspace-overview.html
http://www.grants.gov/web/grants/applicants/workspace-overview.html

CREATING A WORKSPACE

HOME LEARN GRANTS SEARCH GRANTS APPLICANTS GRANTORS SYSTEM-TO-SYSTEM FORMS CUTREACH

GRANTS.GOV ) Search Grants

VIEW GRANT OPPORTUNITY

= PP 09192016-TL-WS-SYN « Back | Link
= 09192016-TL-WS-5YN
TEST 1

VERSION HISTORY RELATED DOCUMENTS PACKAGE

« Back fo Packagis | Print Package Delails (2]
You have chekan Mis Slicking Oppamunty Fackage

Funding Opportunity Number - Tith: WE-3YN = 091820 18-TL-WS-3YN

Oppartunity Package i

Option 1: Apply Now Using Workspace

"Apphcation Filing Name: o lisgy ackage conting I
e 984 o 1ense chck NEME 10 lBam how to et stansd with

Create Workspace s
o use the legacy applicabon method. use ihe bultons below

e following workspaces were previously created for this Opporunily Package

Dption 2: Download Legacy Application Package

Downioad nsiueion » | Downiosd Package »

‘wantia leam haw to get staned Click here.

) GRANTS.GOV™

After logging in, create
a workspace by visiting
the View Grant
Opportunity page and
clicking the Package tab.

If the application
package is compatible
with Workspace, you
will be able to create a
new workspace.



CREATING A WORKSPACE

GRANTS.GOV Online User Gui

Resources

* Video: How to Create a
orkspace

-

‘What Is Workspace?

(Grants gow Workspaca is an adonal opsan for ndividuals of srganizatons appiing for funding opportunites. WWorkspace s a shared, oniie environment whars
MAMbarS of 2 5ama GrgaNiZafion May SIMUIANSCUSly BcCess 8nd withn an appication Far (FOR, you
can create individusl mstances of a warkspace.

1 make up tho tradtanal appiicaion package. This alows Mt team

(016 of tha primary banafis of Workspaca i e atlfy 1o saparate midual POF for
1o d 86 o of the same fims.
1 w and edil e forms.

Appiants ean also euse saved Workspate forms
must share tha e the form

P warks pace, U saved fam

How Does Workspace Work?

Viarkspace i occess loveds, an
users wilh ha Auf

4| Paricoant (.. @ lsam member with access lo e w

Below 5.8 bisic peocess chart o Ilistate oy
v g Workspace. Boseny the <h

EBiz POC adds the AOR and Manage \
to an applicant

mila Workspos

o
@ Track a Wokspace Package

Applicant with the Manage Wo
workspace for an opportunity, |

S o nline User Guide:
reate a Workspace

GRANTS.GOV



https://youtu.be/G7xjd8ehv3w
https://youtu.be/G7xjd8ehv3w
https://www.grants.gov/help/html/help/Manage_My_Workspaces/Create_a_Workspace.htm
https://www.grants.gov/help/html/help/Manage_My_Workspaces/Create_a_Workspace.htm

MANAGING PARTICIPANTS & ROLES

Adding Participants:
T Click the Add Participants

MANAGE MY WORKSPACE 7] .
— R — button and search for an active

HOME LEARN GRANTS SEARCH GRANTS APPLICANTS » GRANTORS SYSTEM-TO-SYSTEM FORMS OUTREACH SUPPORT

Workspace ID: WS00008162 Waorkspace Status: New Opening Date: Feh 14, 2017
' Lom Sunmived O ClesingOste: 06,201 user account

Workspace Owner: Thomas Jefferson SAM Expiration Date: Auwg 20, 2020

AOR Status: A

FORMS PARTICIPANTS. ACTMTY DETAILS GRANTOR IMAGE PREVIEW GRANTOR VALIDATION

Export betaied Dara [l Ada porticiponcs - IR Removing Pa rticipants;

Participant Mame & Phone Mumber 2 Email 2 Owmer & ADR Role & Manage Workspace Role & Actions CI ick the Remove Iink On th e

Abigail Adams 000-000-0000 abigailiiihistory gov Mo Yes es Remove | Make Crwmer . . .
el Participant record in the
Thomas Jeflerson EEEESLEEE president@exampie com Yes Yes Yes

T workspace

Reassigning Ownership:

Click the Make Owner link on
the Participant record in the
workspace

GRANTS.GOV"®



MANAGING PARTICIPANTS & ROLES

Roles:

HOME LEARN GRANTS

SEARCH GRANTS APPLICANTS »  GRANTORS SYSTEM-TO-SYSTEM FORMS OUTREACH SUPPORT
GRANTS GOV ) Apphcants | Manage My Workspace
MANAGE MY WORKSPACE 2]

Application Filing Name: Examphe Workspace Applcation [Edit Name]
Workspace [D: WSD0008162
AOR Status: Actve

Waorkspace Status: New
Last Submitted Date:
SAM Expiration Date: Aug 20, 2020

Opening Date: Feh 14, 2017

02142017-TL-1 - PKGO0034285
% 02142017-TL-1
—
TEST1

FORMS PARTICIPANTS. ACTMTY

Closing Date: Jan 0% 2018
Workspace Owner: Thomas Jefferson

DETAILS GRANTOR IMAGE PREVIEW GRANTOR VALIDATION

Workspace Participants: Export Detailed Data l Add Participants = .
1

1-3 of 3 Reconds
Participant Name 2 Phone Number 2 Emad < Manage Workspace Role &
Abigail Adams 000-000-0000 abigailiiihistory gov in (=3 Yes

Ben Frankin 000-000-0000 bengihistory gov
Thomas Jeflerson president@exampie com
1-30f 3 Records 1

AOR role (automatically
receive Manage
Workspace role)

Manage Workspace role

Account Types:

E-Business Point of
Contact (EBiz POC)

Individual Applicant
Organization Applicant

GRANTS.GOV™



MANAGING PARTICIPANTS & ROLES

HOME LEARN GRANTS SEARCH GRANTS APPLICANTS » GRANTORS SYSTEM-TO-SYSTEM FORMS OUTREACH SUPPORT

GRANTS GOV ) Apphcants | Manage My Workspace

MANAGE MY WORKSPACE 2]

Application Filing Name: Examphe Workspace Applcation [Edit Name]
Workspace [D: WSD0008162
AOR Status: Actve

Waorkspace Status: New Opening Date: Feh 14, 2017

02142017-TL-1 - PKGO0034285
% 02142017-TL-1
—
TEST1

FORMS PARTICIPANTS. ACTMTY DETAILS GRANTOR IMAGE PREVIEW GRANTOR VALIDATION

Workspace Participants: Export Detailed Data l Add Participants = .

Last Submitted Date:
SAM Expiration Date: Aug 20, 2020

Closing Date: Jan (%5 2018

Workspace Owner: Thomas Jefferson

1-3 of 3 Reconds 1

Participant Mame & Phone Number 2 Emaill < Manage Werkspace Role & Actions
Abigail Adams 000-000-0000 abigailiiihistory gov i es Remove | Make Cwner
Ben Frankin 000-000-0000 bengihistory gov 4 v No Remove |
Thomas Jeflerson S55555556 president@exampie com & Yes
1-30f 3 Records 1

Access Levels:

e Workspace Owner

e Workspace Participant
e AOR with MPIN

e AOR with standard
access

e AOR with expanded
access™

*AORs with expanded access are
able to view and submit the
application for any workspace within
the organization.
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MANAGING PARTICIPANTS & ROLES

This timeline shows how each user fits into the workspace workflow:

J onl Complete
i Edit Forms Online Application &
Add Participants .
to the Workspace or Download PDFS  Check Application Notify AOR \F/{\,?c?rpkggat::
PaN VN PaN A
Created } Forms Passed } Completed and Notified AOR } Submitted Agency Received ’ Archived

MANAGE WORKSPACE ROLE WORKSPACE OWNER _~ ALL PARTICIPANTS WORKSPACE OWNER AOR WORKSPACE OWNER
A 4 h 4 A 4

Create a Save Online Submit the

Workspace Forms or Upload Completed

Completed PDFs Application

= GRANTS.GOV™



MANAGING PARTICIPANTS & ROLES

Resources
e Grants.gov: Workspace Process

GRANTS.GOV Online User Guide

e Grants.gov: Workspace Roles and Access

How Does Workspace Work?

* Video: Understanding User Roles in
EBIzPO(a;:HheADR:MManage\ WorksEace

to an applicant

Applicant with the Manage Wo
workspace for an opportunity, |

Nerepss e * Video: Reassign Ownership of a
Workspace

*  Online User Guide: Roles for Workspace
Participants

e  Online User Guide: Add and Remove
Participants

GRANTS.GOV™


https://www.grants.gov/web/grants/applicants/workspace-overview/workspace-roles.html
https://www.grants.gov/web/grants/applicants/workspace-overview/workspace-roles.html
https://www.grants.gov/web/grants/applicants/workspace-overview/workspace-roles.html
https://youtu.be/4RnSfnZJB6w
https://youtu.be/4RnSfnZJB6w
https://youtu.be/4RnSfnZJB6w
https://youtu.be/4RnSfnZJB6w
https://youtu.be/CajoUVflHdY
https://youtu.be/CajoUVflHdY
https://www.grants.gov/help/html/help/Manage_My_Workspaces/Manage_My_Workspaces.htm
https://www.grants.gov/help/html/help/Manage_My_Workspaces/Manage_My_Workspaces.htm
https://www.grants.gov/help/html/help/Manage_My_Workspaces/Add_and_Remove_Participants.htm
https://www.grants.gov/help/html/help/Manage_My_Workspaces/Add_and_Remove_Participants.htm

COMPLETING WORKSPACE FORMS

HOME LEARN GRANTS SEARCH GRANTS

APPLICANTS =

GRANTORS SYSTEM OUTREACH SUPPORT

GRANTS. GOV Applicants ;
MANAGE MY WORKSPACE

D2142017-TL-1 - PKGD0034235

anage My Workspace

Application Filing Name: Example Workspace Apphc ation [Edt Name]

e 02142017-TL-1 2
— Workspace ID: Workspace Status: MNew
TEST 1 AOR Status: Last Submitted Date: —
Workspace Owner: Thomas Jefferson SAM Expiration Date: Aug 20, 2020
FORMS PARTICIPANTS ACTMITY DETAILS GRANTOR IMAGE PREVIEW GRANTOR VALIDATION
Workspace Actions:

Preview Application Forms

Download Instructions = 7

Opening Date: Feb 14, 2017
Closing Date: Jan 09, 2013

Delete

"“;:I:::Jl‘ Form Mame {Click to Preview) Reguiremsant Form Status. L 'E;;h:?rd;:‘" Actions
- SF424 (R 8 R) [V20] Mandalory Lock | Deowrikad | Upload | Reuse | Edit
Assurances for Non-Ceonstrucbon Programs (SF-4248 - R & R) [V1.1] Ophional | | 1
Attac hrments [V1.2) Optianal |
Actions

Unlock | Download | Upload | Reuse | Edit

Key Actions:

e Edit online webforms
(if available)

e Download and
Upload PDF forms

 Lock/Unlock forms

GRANTS.GOV™



COMPLETING ONLINE WEBFORMS

WVersion 2.0

| 1. TYPE OF SUBMISSION:

OMB Number. 4040-0001

ozl Online Form Basics:

e Complete online

webforms in
browser

Navigate by clicking
sections

Tab through form
fields

Required fields have
red asterisk

GRANTS.GOV™



COMPLETING ONLINE WEBFORMS

Filling Out Fields:
e Open text entry e Drop-down menu e Dates/calendar

14, PROJECT DIRECTOIZ PRINCIPAL INVESTIGATOR CONTACT

INFORMATION:
Pl ‘| 11. DESCRIPTIVE TITLE OF APF * A zone * L
i _SuMo'IllwaTrlFrSa_
o |1I|us|:a5 ® 25 26 27 28 20 30}

Widells Name: | 2 3 45 6 7

8 9 10 1 12 13 14

Last Mama: | Jetterson .g.| -
- r 15 16 17 18 19 20 1
st 2 7. TYPE OF APPLICANT: IE i i e
12. PROPOSED PROJECT: EE TG
Fosition/Title: | President | Type of Applicant: | E: County Government & i
I _ Start Date: 04/01/2018 |
A State Government P
B: County Govemment Envd Darte: 0&/31/2021 *|
C. City or Township Governmenl —
8. TYPE OF APPLICATION: [ Spacial Distnet Govermment

E: Regional Organization
F. LS. Terilory or Possession

Type of Application: G Independent School District

H: Public:" Controlled ion of Higher Ed
I Indian/Native Amencan Tribal (Faderally Rec: )
dian/M ] Tribal G {Other than Fedarally Recognized)
K. IndianMative Tribalty D
L Public/indian Housing Authority
M: Nonprofit with 50102 IRS Status (Cther than Institution of Higher Education)
N: Nonprofit withoul S01C3 IRS Status (Other than Institulion of Higher Education
O Private Institution of Higher Education
Is this application being submitted to other P Individual
Lo sl @ For-Profit Organization (Cther than Small Business)
R Small Business
5! Hispanic-serving Instilution -

GRANTS.GOV™



COMPLETING ONLINE WEBFORMS

Filling Out Fields:
e Radio buttons e Attach files within online webform
(multiple choice)

20. PRE-APPLICATION:

8. TYPE OF APPLICATION: Attachment:
ExampleDocument. l
Type of Application: N *
© New [ADD ATTACHMEN DELETE ATTACHMENT H VIEW ATTACHMENT
Resubmissi
Renewal

21. COVER LETTER ATTACHMENT:

Is this application being submitted to . *
.
other agencies?: . No Attachment

[ADD A'I_I',G\CHMENT] DELETE ATTACHMENT | VIEW ATTACHMENT

GRANTS.GOV™



COMPLETING ONLINE WEBFORMS

SECTIONS:

11. DESCRIPTIVE TITLE OF APPLICANT'S PROJECT: M o re Feat u res :

Enter a brief Descriptive Title of the Project. This field is required. . H O Ve r m O ' I S e O Ve r
Descriptive Title of Applicant's Project is required: Enter a brief Descriptive Title of the Projg

12. PROPOSED PROJECT: form fields for help

Start Date:
* Error messages

End Date is required
Enter the Proposed
End Date of the

explain how to fill
out form fields

nt Information

n to be

13. CONGRESSIONAL DISTRICT OF APPLICANT:

Congressional District Code:

Congressional District of Applicant is
required: Enter the Congressional
District in the format. 2 character
State abbreviation - 3 character
District number. Examples: CA-005
for California's 5th District, CA-012
for California's 12th District. If
outside the US, enter 00-000. To

17. Application
Cedification

CHECK FOR ERRORS

GRANTS.GOV™



COMPLETING ONLINE WEBFORMS

More Features:

e Autosave occurs
every 5 minutes

1. TYPE OF SUBMISSION:

Pre-applic ation

e Complete SF-424

Date Submitted:

first to pre-

_ | | populate form
eeeeeee fields and save
time

GRANTS.GOV™



COMPLETING ONLINE WEBFORMS

3. DATE RECEIVED BY STATE: ) Save : Sto res yo u r

. = form data &
attachments to

Workspace

CHECK FOR ERRORS CLOSE

OMB Number: 4040-0001
Expiration Date: 10312019

e Check for Errors:
— Form validation &
e field-level errors

+ 12. 1ROPOSED PROJECT:
= End Date is required: Enter the Proposed End Date of the Project.
+ 15 CONGRESSIONAL DISTRICT OF APPLICANT:
+ Congressional District of Applicant is required: Enter the Congressional District in the format: 2 character State abbraviation - 3 character

District number. Examples: CA-005 for California's 5th District, CA-012 for California's 12th District. if outside the US, enter 00-000. To . c I O s e L] E X i t S t h e
lacate your Congressional District, visit the Grants,gov website. °
(]
1. TYPE OF SUBMISSION: O n I I n e fo rm

Select Type of Submission: Fre-appheanan *|

GRANTS.GOV™



COMPLETING PDF FORMS

Actions

PDF Form Basics:
e Option to download PDF

Unlock | Download | Upload | Reuse | Edit

—_— forms to complete in Adobe
e ‘ - software
e Upload PDF forms to
, workspace
e — e Upon uploading, data shared
= between online webform and
= PDF versions of forms

GRANTS.GOV™



COMPLETING PDF FORMS

OMB Number: 4040-0001

Epration bote. 103112010 .

APPLICATION FOR FEDERAL ASSISTANCE 3. DATE RECEIVED BY STATE | State Application ldentifier [
SF 424 [RER) orm basics

[ ]

1. TYPE OF SUBMISSION 4.a. Federal Identifier

| [Pre-app: ] ] Application || b. Agency Routing Identifier

2. DATE SUBMITTED

- T l e Tab through form fields

Legal Name: | |

Department: ‘ ‘ Division: ‘ |

Streat: |

Street2 | ° °

» * Required fields have re
State: || Province:[ |

County: | USA: UNITED SIATES _~ | ZPiPosmicons: | |

Person o be contactsd on matters involving this application

e border and yellow shading

PositionfTite: | |

Strestl: |

Strestz: |

City: | County / Parish. | ‘

o ' e Hover mouse over form

TUSA: UNITED STATES

Phone Number: [ | Fax Number: | |
Emait | | [
6. EMPLOYER IDENTIFICATION (EIN) or (TIN): | | f I e I d S fo r h e I
7.TYPE OF APPLICANT: [ Please selsct one of the Zollowing
Otner (Spacity) | |
Small Business Organization Type | | Women Owned || Socially and Economically Disadvantaged
_TYPE OF APPLICATION; If Revision, mark appropnate box(es).
[new [ Resubmission []A Increase Award [|B. Decrease Award[ | C. Increase Duration [ |D. Dacrease Duration

| e Error messages explain how

Is this application being submitted to other agencies? [yzg Ne What other Agencies?

9. NAME OF FEDERAL AGENCY: 10. CATALOG OF FEDERAL DOMESTIC ASSISTANCE NUMBE!
I TITLE: [Mox Elsewnere Classified

e — to fill out form fields

12 PROPOSED PROJECT: 13. CONGRESSIONAL DISTRICT OF APPLICANT
Start Date Ending Date

GRANTS. GOV




COMPLETING WORKSPACE FORMS

GRANTS GOV Applicanta anage My Workspace

MANAGE MY WORKSPACE

Farm Name {Click to Preview)
n Package
’ SF424 (R & R) V2]
Assurances for Non-Constructon Programs (SF-4248 - R 8 R) [V1.1]

Attachments [V/1.2]

D2142017-TL-1 - PKGO0034285 Application Filing Name: Example Workspace Applic ation [Edt Name]
i 02142017-TL-1 5 . .
— Workspace ID: 8162 Workspace Status: MNew Opening Date: Feb 14, 2017
TEST 1 AOR Status: v Last Submitted Date: - Closing Date: Jan 09, 2018
Workspace Owner: Thomas Jefferson SAM Expiration Date: Aug 20, 2020
FORMS PARTICIPANTS ACTMITY DETAILS GRANTOR IMAGE PREVIEW GRANTOR VALIDATION
Workspace Actions:
Preview Application Forms Delete

Last Updated

Requirement Form Status. Date/ Time Locked By Actions

Mandatory Lock | Download | Upload | Reuse | Edit
Oplional | | l

Optanal |

Workspace Features:

Reuse past forms

Cross-form
validations

Data retained for
three years

GRANTS.GOV




COMPLETING WORKSPACE FORMS

GRANTS.GOV Online User Guide
o &

‘What Is Workspace?

Resources

Video: How to Complete Forms in a
Workspace

Video: Reuse a Saved Workspace
Form

Video: Locking and Unlocking
Forms in a Workspace

Online User Guide: Forms Tab—
Managing Forms

GRANTS.GOV®


https://youtu.be/EICBESpvK8s
https://youtu.be/EICBESpvK8s
https://youtu.be/SUdKWkhgcmo
https://youtu.be/SUdKWkhgcmo
https://youtu.be/w4o1LxoVhn0
https://youtu.be/w4o1LxoVhn0
https://www.grants.gov/help/html/help/Manage_My_Workspaces/Forms_Tab_Managing_Forms_Applicant.htm
https://www.grants.gov/help/html/help/Manage_My_Workspaces/Forms_Tab_Managing_Forms_Applicant.htm

SUBMITTING VIA WORKSPACE

HOME LEARN GRANTS EARCH GRANTS | APPLICANTS =  GRANTO OUTREACH SUPPORT
I , []
GRANTS.GOV Applicants » Manage My Workspace ro c e S S °
02142017-TL-1 - PKGDD034285 Application Filing Name: Example Workspace Application [Edit Name] [ ] WO r kS a C e O W n e r‘
_;' nQ")AuEnﬁ_TL_‘l Workspace ID: W300008162 Workspace Status: In Progress Opening Date: Feb 14, 2017
AOR status: Active Last Submitted Date: — Closing Date: Jan 09, 2018
TEST 1 9

Workspace Owner: Thomas Jefferson SAM Expiration Date: Aug 20, 2020 n Ot i fi e S AO R u S e rS

FORMS PARTICIPANTS ACTIVITY DETAILS GRANTOR IMAGE PREVIEW GRANTOR VALIDATION

e AOR user submits

Preview Application Forms Check Applicaticr . WO r kS p a C e OW n e r
Application Package Forms - Users are encouraged to follow antivirus best practices when Downloading Instructions and Forms: Download Instructions » z
Include Last Updated O r A O I t u S e rS I I I a
in Package Form Name (Click to Preview) Requirement | Form Status Date/Time Locked By Actions
¢ SF424 R & R) [v2.0] Mandatory Passed | Feb 21,2017 01:25:40 PM EST — Lock | Download | Upload | Reuse | Edit

——— e choose to Reopen
R Workspace

If you want to submit the application package. enter your password and click the
"Sign and Submit' button below to complete the process.

Cancel




SUBMITTING VIA WORKSPACE

GRANTS.GOV Online User Guide

Resources

Video: How to Submit an
Application in Workspace

Video: Reopen a Workspace
for Additional Edits

Online User Guide: Check
Application in Workspace

Online User Guide: Submit a
Workspace Package

GRANTS.GOV™


https://youtu.be/PMSEledRoFg
https://youtu.be/PMSEledRoFg
https://youtu.be/m8ZoCMu2gW4
https://youtu.be/m8ZoCMu2gW4
http://www.grants.gov/help/html/help/Manage_My_Workspaces/Check_Application_in_Workspace.htm
http://www.grants.gov/help/html/help/Manage_My_Workspaces/Check_Application_in_Workspace.htm
http://www.grants.gov/help/html/help/Manage_My_Workspaces/Submit_a_Workspace_Package.htm
http://www.grants.gov/help/html/help/Manage_My_Workspaces/Submit_a_Workspace_Package.htm

EBIZ POC ACTIONS

Key Actions
APPLICANT CENTER e EBiz POC performs workspace actions at organization level

Sompm— * EBiz POC cannot submit a workspace

Sgenzaton Notes: AOR with MPIN and Expanded AOR can also perform EBiz POC actions.

EBiz POC:
SAM Expiration Date: 08/20/2020

[ MANAGE WORKSPACES FOR ORGANIZATION ]
EBIZ POC ACTIONS
» Manage Applicants for Organization Please enter criteria and click Search:
» Manage Cerificates for
Organization Works,
" . - pace Status
» Check Application Status for Funding Opportunity Number: Workspace ID: B v
Funding Opportunity Title: Application Filing Name:
= Manage Workspaces for ¥/ In Progress
i Ready for
Organization CFDA Number: Workspace Owner First Name: v Reay for
+| Submitted
Competition ID: ‘Workspace Owner Last Name: B
Archived
Opportunity Package ID: Workspace AOR Status: | All AOR Statuses v
LastActivity Date:  From: 11/21/2016 ] To:[02/21/2017 = Search
1-25 of 4788 Records iy 2| 3]4]5)6]7)&l9]10 > || w
Waorkspace ID & Application Filing Name & Workspace Status ¢ Funding Opportunity Number < | Funding Opportunity Title < Workspace Owner & Last Activity Date ~ Actions
Training Video 15.4 In Progress TRAINING15-4 Freedom of the Press Abe Lincoln 02/21/2017 Manage
ws0ooos224 Initiative Workspace
Example Workspace In Progress 02142017-TLA1 02142017-TL1 Thomas Jefierson 02/21/2017 Manage
(LS00GS Application Waorkspace
WS00005775 05052016-KV-3 In Progress 05052016-KV-3 Opportunity with package for | DevTeam Applicantt | 02/21/2017 Manage
nowl! Workspace
WS00000173 Rural Education Grant In Progress OPP-12345678 Rural Education Support Hamiet Tubman 02/21/2017 Manage
Initiative Waorkspace

GRANTS.GOV™



EBIZ POC ACTIONS

GRANTS.GOV Online User Guide

Resources

* Online User Guide:
Manage Access to

Leeame Workspace for

Organization

[ Jyasy o &

‘What Is Workspace?

(Grants gow Workspaca is an adonal opsan for ndividuals of srganizatons appiing for funding opportunites. WWorkspace s a shared, oniie environment whars
MAMbarS of 2 5ama GrgaNiZafion May SIMUIANSCUSly BcCess 8nd withn an appication Far (FOR, you
can create individusl mstances of a warkspace.

G of tha primary banafts of Warkspaca is e atity 10 saparata niicual POF forms that make up e rastianal applkation package Ths slows mitiols lsarm
marmbars wiln an organizabon 1 accss and edé fores af he same fims.
complatad forms fo fa warkspace so olner feam meebers may wew and edil e farms

AppIIaNTS €31 also reus saved Workspae forms. 5 e workspace, U saed farm
must share tha e the form i he new

How Does Workspace Work?

o Ul occess loveds, an

to an applicant

Applicant with the Manage Wo
workspace for an opportunity, |
Workspace Owner

* Online User Guide:
Manage Workspaces for
Organization



http://www.grants.gov/help/html/help/Applicants/EBiz_POC_Actions/Manage_Workspace_Access.htm
http://www.grants.gov/help/html/help/Applicants/EBiz_POC_Actions/Manage_Workspace_Access.htm
http://www.grants.gov/help/html/help/Applicants/EBiz_POC_Actions/Manage_Workspace_Access.htm
http://www.grants.gov/help/html/help/Applicants/EBiz_POC_Actions/Manage_Workspace_Access.htm
http://www.grants.gov/help/html/help/Applicants/EBiz_POC_Actions/Manage_Workspaces_for_Organization.htm
http://www.grants.gov/help/html/help/Applicants/EBiz_POC_Actions/Manage_Workspaces_for_Organization.htm
http://www.grants.gov/help/html/help/Applicants/EBiz_POC_Actions/Manage_Workspaces_for_Organization.htm
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