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Module 1
Course Introduction




—/ Course Overview

* The purpose of this course is to explain the ezFedGrants application management process.

* This course is also designed to help users understand where to find help and training materials.

www.usda.gov/ocfo/ezfedgrants
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—/ Session Recorded

at the People’s Department

= Session is being recorded and will be available for attendees after the session within the Teams chat.

= Transcripts are also provided.

(1 Thursday 2:45 PM  Meeting ended: 3h 24m 38s

ezFedGrants Agency Training vi
Tuesday, October 15, 2024 12:00 PM - 2:00 PM \ew recap

Content

VE| Transcript [« Internal |_Access-Intro.pptx i 3 recordings -
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Participation

« Participation is encouraged!
» Feel free to ask questions in the Chat or in the Q&A section of Teams.

« Raise your hand or React in Teams.

A @& & 6 ©

Q&A People Raise React

7 www.usda.gov/ocfo/ezfedgrants



USDA

i How to Get Answers to Your Questions FMMI

\.'_‘;

Transforming Financials
at the People’s Department

Login.Gov

« Login.gov password/account issues, contact the eAuth helpdesk at www.eauth.usda.gov/helpdesk.

« For Login.gov, call (844) 875-6446. Operating hours are 24 hours a day, seven days a week.
* Login.gov FAQs

ezFedGrants
« Contact the ezFedGrants Help Desk: ezFedGrants-cfo@usda.gov.

* Training Schedule eFG Training Schedule | USDA

C =
h "
i

Bookmark or favorite these links!

8 www.usda.gov/ocfo/ezfedgrants

* Recipient job aids: Job Aid Library



http://www.eauth.usda.gov/helpdesk
https://www.login.gov/contact/#find-answers-to-commonly-asked-questions
mailto:ezFedGrants-cfo@usda.gov
https://www.usda.gov/ocfo/ezfedgrants/efg-training-schedule
https://www.usda.gov/ocfo/ezfedgrants/using-ezFedGrants-job-aid-library

USDA

= || Job Aid Library

» Access this site for support.

* Includes job aids, training session
records and other useful
information.

 Grants Process Job Aid Library

Transforming Financials
at the People’s Department

Using exFedGrants: Job
fid Liberary

Tha Granis Procoss - Job Aid
L sy

The Grants Process - Job Aid Library

T OO PEoAiche EOELsmy O coNnpleling Vel grants - iriiod proceduies i U

X el ands Eanerral Poceal

Training Materials

Momt st vt kn the ez FedCirants Extermsd Portall b bl both o oreof bon phuse smd 8
certification phue. Depenading on the procedure you are completing., you mary be citheT the
CTOSLoT, Certiier, of DOEi W Pepe JPPecae, you Wil {ird prubclnece o creaE oy Sl oot i sthon

withen eadh of e Goriusre ol

General Information
s e aramby Fonctions Dssd by Eacty LS Seeriacy [PTF, 14 KB)
¢ sine Frbraiiants = The Baskss (PDF, L1 NUH)

o Lsing ecFedGants - Searching (PDF, 651 KB)

Pre-Award Activities
¢ Slemaiory (el Artermenl calpmatare | PR, Gll KH)

el (| PINE, 10 MR

v (o | PO, 8009 KB)



https://www.usda.gov/about-usda/general-information/staff-offices/office-chief-financial-officer/ezfedgrants/using-ezfedgrants-job-aid-library/grants-process-job-aid-library
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USDA — ' iti
Module 1 — Search for Funding Opportunities FMMI

[ [
\& Transforming Financials
j e c Ive s - at the People’s Department

After completing this module, you should be able to:

« Search for a funding opportunity in ezFedGrants.

©
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Search for Funding Opportunities FMMI

Access ezFedGrants Tarsdombg Franls

ezFedGrants

1. Access external ' .
The Office of the Chief Logl n 0

portal Financial Oficer (06701 ezFedGrants (eFG) Grants and Agreements System
eZFed G rants About OCFO

Select your user type to continue

ezFedGrants is the USDA solution that will let you apply for and manage USDA grants and agreements [J Remember my user type

h O m e Scree n Plans and Reports online. It’s USDA’s OMB Circular A-123 system of record for processing Federal financial assistance
Ei el FreneEl fesEEmas transactions. It provides significant efficiencies to all users managing grant and agreement portfolios. 0¢® Customer N
Policy @® public citizens conducting business with USDA Agencies
Learn More about ezFedGrants
2. Click Launch ravel Express
Ap p I i cati ons | ezFedGrants ezFedGrants Application USDA USDA Employee/Contractor N

. _— : o @l Federal employees and contractors working for USDA
About ezFedGrants Get started with a new grant application, check a pending status, and more by logging into

ezFedGrants. ezFedGrants works best with Google Chrome.
eFG Training Schedule

. oiher Federal Employee/Contractor
3. SeleCt User Type- FAQ and General Information II ""“ Non-USDA federal agency employees and contractors ?

Using ezFedGrants - Job Aid
Library

Hondatae dn HIERA afudh diradi Lnerin

12 www.usda.gov/ocfo/ezfedgrants



USDA
i Applications > Create Applications

1. Select Applications

2. Click Create
Application.

Transforming Financials
at the People’s Department

USDA
= ezFedGrants
Home
Home
Opportunities
v Notes

icati Search Applicati
Applications > earch Applications

Create Application

Agreements

Amendments ‘

13 www.usda.gov/ocfo/ezfedgrants



USDA

i Search Criteria

1. Enter search criteria
into appropriate
field(s).

2. Note the system

allows for partial entry.

3. Click Search to
perform the search.

Transforming Financials
at the People’s Department

Opportunities

Search Criteria

Funding Opportunity
Number

CFDA Number

Funding Opportunity Title Created by

Application Availability End
Date

14
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Search Results

Transforming Financials
at the People’s Department

Funding Opportunity Number Funding Opportunity Tithe Created by .:i:lii:ul.]un Y CFDA Mumber
Search results
Opportunities Clg
appear.
Search Criteria
CI |Ck COI umn Funding Opportunity Number I CFDA Number ~ Funding Opportunity Title | [L‘r:ated by
APHIS
headers arrows to - '
. . Application Availability End Date
filter or sort in wdlyyy B -[wayy 8]
ascending or
descending order.
Search Results
12 Results Found
T h e fi Ite ri n g O ptio n Funding Opportunity Mumber Funding Opportunity Title Created by L :z:liicul]un AVEIALIIy Sndl CFDA Mumber
O.pens ano_ther 5 17001 test APHIS AG APHIS MO | 10/26/2016 10.028 Lreate Application
window with a text —
box to search 17-001 testapptile APHIS AG APHIS MO | 1011812017 10.028 Create Application
USDA-APHIS-10960-0700-10.-19-0004 NO Peer on APHIS APHIS AGMO 172412020 10.960 Lreae Applicatian

15
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UNYD):VW Module 1 — Search for Funding Opportunities

S u m m a \& Transforming Financials
— at the People’s Department

You should now be able to:

« Search for ezFedGrants opportunities.

G

16 www.usda.gov/ocfo/ezfedgrants
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Create and Submit Applications




=_lJ\SDA Module 2 — Create and Submit Applications FMMI

—

1 I \‘\“M Transforming Financials
— ,
j e c I ve s at the People’s Department

After completing this module, you should be able to:

+ Create an application.

*  Submit an application.

G

18 www.usda.gov/ocfo/ezfedgrants



FMMI

Select Opportunity

Transforming Financials
at the People’s Department

Opportunities | Close

Search Criteria

Funding Opportunity Mumber CFDA Number Funding Opportunity Title Creared by
APHIS

Bl.lm

Application Availability End Date

E

1. Search for funding
opportunity in the way
described previously.

Search Results
12 Resuts Found Exporl |
2. Click Create Funding Oppartunity Number Funding Oppartunity Titie Created by :ﬁmmm'ww s CFOA Numbae
Application link. |
Create Applkcat
LUSDA-APHIS-10025-ACX0000-17-0013 test APHIS AG APHIS MO | 10/26/2016 10.028 G e
Create Applcat
LUSDA-APHIS- 1002 5-A0000004-17-0013 testapptile APHIS AG APHIS MO | 10/18/2017 10.028 L
LSO APH| 51 0o0s0 70010190004 NO Péer on APHIS APHE AGMO 1242020 10.980 . .
Create Application
USDA-APHIS-10030-PPOCPHST-20-0004 Fletch ARP Test APHIS AG APHIS MO | 973072019 10.030

19 www.usda.gov/ocfo/ezfedgrants



SF-424

—_——————————
View Burden Statement

OMB Mumber: 4040-0004
Expiration Date: 12/31/2022

OMB Form 424A

Application for Federal Assi: SF-424

* 1. Type of Suhmusslnn:l * 2. Type of Application: I * If Revision, selact appropriate latter{s):

D Preapplication El MNew

[ Application [] Continuatien * Other (Spacify):

E] Changed/Corrected Application E] Revision

BUDGET INFORMATION - Non-Construction Programs

OMB Approval No. 0348-0044

* 3. Date Received: 4. Applicant Identifier:

5a. Federal Entity ldentifier: 5b. Federal Award Identifier:

[ Il

State Use Only:

6. Date Received by State: | | 7. State Application Iﬂenlmet[

B. APPLICANT INFORMATION:

* a. Legal Name: |

* b. Emplayer/Taxpayer Identification Number (EINTIN): * &. Organizational DUNS:

d. Address:

* Street1: |

Street2: [

* City: I

CountyiParish: |

* State:

Province: [ ]

+ Counfry: USA: UNITED STATES

* Zip | Postal Code: |

. Organizational Unit:

Department Name: Division Narme:

[ Il

f. Name and contact information of person to be on matters it iing this

Prefix: | * First Name:

Middle Name:

* Las! Name:

Suffix: |

SECTION A - BUDGET SUMMARY
Grant Prtl}gram Cata\og of Ft?deral Estimated Uncbligated Funds New or Revised Budget
Function Domestic Assistance
or Activity Number Federal Non-Federal Federal MNon-Federal Total
(a) (b) (c) (d) (e) (M) (g)
1 ¥ u $ 0.00
2 0.00
3 0.00
4 0.00
5 Totals $ 0.00(® 0.00 % 0.00 |3 0.00 [ 0.00
SECTION B - BUDGET CATEGORIES
6. Object Class Categories GRANT PROGRAM, FUNCTION OR ACTIVITY Total
(] (2} (3) (4 (5)
a. Personnel 8 3 $ s $ 0.00
b. Fringe Benefits 0.00
c. Travel 0.00
d. Equipment 0.00
e. Supplies 0.00
f. Contractual 0.00
g. Construction 0.00
h. Other 0.00
i. Total Direct Charges (sum of 6a-6h) 0.00 0.00 0.00 0.00 0.00
j- Indirect Charges 0.00
k. TOTALS (sum of 61 and 6)) $ 000 ® 000 ® 000 |® 000 [° 0.00
7. Program Income $ 3 $ 5 5 0.00
Authorized for Local Reproduction Standard Form 4244 (Rev. 7-97)

Pravious Edition Usable

Prescribed by OMB Circular A-102

www.usda.gov/ocfo/ezfedgrants



https://www.rd.usda.gov/sites/default/files/VT_NH_RBDG_SF424%20Application%20for%20Federal%20Assistance.pdf
https://www.rd.usda.gov/files/SF-424A-BudgetInformation.pdf

USDA

Transforming Financials
at the People’s Department

— Standard Form 424 (SF-424) and Navigation

® Appllcatlon for Federal CreateApplicationAPP-21114 Save ] [ Withdraw ] [ Print Application Package ] [ Close ]
Assistance (SF-424) displays.

1.5F-424 " 2. SF-424A 3. Partners 4. Additional Details 5. Attachments

Application for Federal Assistance SF-424

« Some fields from the
opportunity prefill.

Application Details =

+ 1. Type of Submission: + 2. Type of Application: If Revision, select appropriate 3. Date Received:
Preapplication New letter(s): N/A
o . . Select ... %
. . Application Continuation
¢ Flelds marked Wlth red Changed/Corrected Application Revision
: *
asterisk (*) are system
. . 4. Applicant Identifier: 5a. Federal Entity Identifier: 5b. Federal Award Identifier:
required fields. | "
State Use Only +
o .
Click tabs to move from applicant Information )

screen to screen or click
Next.

21 www.usda.gov/ocfo/ezfedgrants



USDA

= ——
e

State Use Only, Box 6 and 7:

* Does not typically apply to applications.
* However, at times it does apply.
* For example, state government.

 If applicable, reach out to agency for
process.

« If box 6 and 7 are applicable, may upload
this content through email or
as an attachment.

State Boxes 6 and 7 FMMI

Transforming Financials
at the People’s Department

Application for Federal Assistance 5F-424

Application Details
State Use Only

6. Date Received by State: 7. State Application ldentifier:

29 www.usda.gov/ocfo/ezfedgrants




USDA

Transforming Financials
at the People’s Department

— Applicant Information (Section B)

Applicant Information (Section 8), Boxes A-D

The following fields automatically populate based on the organizational affiliation or selection:
* Legal Name

« Employer Taxpayer Identification Number (EIN/TIN)
« UEI
* Address

Applicant Information

8. Applicant Information

a. Legal Name: b. Employer/ Taxpayer |dentification Mumber (EIN/TIN): c. UEI:

RUTGERS THE STATE UNIVERSITY OF NEW JERSEY RESCOURCE FOUMDATIOMN DEPT OF A CHANGEUE1000

AGRICULTURE

d. Address

Street 1: Street 2: City: County/Parish:
34 RUTGERS PLAZA /A MEW BRUNSWICK I

State: Province: Country: Zip/ Postal Code:
NJ /A U5 08901-8359

23 www.usda.gov/ocfo/ezfedgrants




FMMI

= || Applicant Information (Organizational Unit) -~ — p—

Box E. Organizational Unit

« Some projects are managed within a subsection of an organization.

* For example, a department or division.

» Enter this information in Department Name and/or Division Name.

* Otherwise, leave these fields blank.

tthP ople’ Dprtmt

e, Organizational Unit

Department Name:

Division Name:

24
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USDA

/
|

« Complete the fields in Applicant Information Box F.

Applicant Information Box F

» This section is used to identify a person from the recipient organization.

Transforming Financials
at the People’s Department

« Awarding agency should contact this individual with application questions or concerns.

f. Name and contact information of person to be contacted on matters involving this application:

Pref: + First Mame: kiddle Name: + Last Name;
L Ken Ordona
Suffix: TI‘I:|E' tlrganlratmnal hfﬁilatmn.. Phone:
. | [s093719168
Fax: « Email:
Ken@USDA. gov

25
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Select one to three organization
types using Applicant Type.

For example, Indian Native
American Tribal Government,
Other than Federally
Recognized.

May have multiple designations.

Refer to opportunity
announcement or contact agency
representative if unsure which
designation(s) should be used.

Applicant Details (Section 9)

Transforming Financials
at the People’s Department

9. Applicant Details

Type of Applicant 1: Select Applicant Type:

Type of Applicant 2: Select Applicant Type:

i

Type of Applicant 3: Select Applicant Type:

10. Federal Agency Infermation
Federal Agency Name:

Animal ard Mant Heakh Inspecton Serece

11. Catalog of Federal Domestic Assistance Infermation

CFDA NMumber;
10028

12 Funding Opportunity Information

Funding Opportunity Mumber:
LS DA AP 5 1000 5-ACOD000-17-0013

13. Competition identification Information

Lompetition ldentification Number:

CFDA Title:

ARG Mains1

Tiithe:
Test

Title:

26
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LJ‘*SDA Sections 10-13 FMMI

rrrrrrrrr g Financials
tth P ople’s Department

10. Federal Agency Information
Federol Agency Narme:
These fields automatically populate from Animal ar PLant HeEn Intpecuan Servce
opportunity announcement:
« Federal Agency Information (Section 10) 1. Catakg of Facteral Domestic Assistance information
CFOA Numbaer: CFDA Tithe:
10028 ARHS Maine=1
« Catalogue of Federal Domestic
Assistance Information (Section 11)
1Z Funding Opportunity infermation
« Funding Opportunity Information Funding Oppormunicy Number: :'_‘:“
(Section 12) E— i
« Competition Identification Information . _ _
(SeCtion 13) 13, Competition iKdentification Information
Competition kdenit ification Number: Tithe:
HiA MIA

57 www.usda.gov/ocfo/ezfedgrants



USDA

\&“‘ Transforming Financials

= Areas Affected by Project (Section 14) FMMI

* Only applies to projects that
impact areas outside of Place of
Performance (POP).

« POP is located in Additional
Details stage, later in procedure.

 If this applies to project, upload an
attachment containing information
relevant to Section 14.

 Attachments are covered later in
this procedure.

o at the People’s Department

14. Areas Affected by Project (Cities, Countries, States, etc.)

Areas Affected:
N/A

Please add any relevant attachments to the attachments screen.

8 www.usda.gov/ocfo/ezfedgrants
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= || (Section 15) S —

at the People’s Department

QSDA Descriptive Title of Applicant’s Project FMMI

* This is a required field that allows up to 200 characters.
« Be succinct but descriptive.

« Enter enough to clearly represent project intent.

+ 15. Descriptive Title of Applicant's Project

Honey Bee Surveyl

184 characters until maximum length Is reache

Attach supporting documents as specified in agency instructions

Please add any relevant attachments to the attachments screen.

29 www.usda.gov/ocfo/ezfedgrants



Transforming Financials
at the People’s Department

» These fields no longer require entry.

« Automatically determined based on information provided later in application.

16. Cbngressional Districts Information
a. District Of Applicant: b. District Of Program/Project:

FL-001 FL-002

Attach an additional list of Program/Project Congressional Districts if needed

Please add any relevant attachments to the attachments screen.

30 www.usda.gov/ocfo/ezfedgrants



Enter project proposed start
and end dates.

To enter a date, either:

* Click Calendar icon and
select a date from
calendar

* Or type a date using
MM/DD/YYYY format

The end date must be a date
in the future.

Transforming Financials
at the People’s Department

17. Proposed Project

# a. Start Date: * b. End Date:
6/12/2019 F=| | 6/12/2020 =]
jun D | 2019
Sun Mon Tue Wed Thu Fri Sat
1
2 3 4 5 6 7 8 _
* b. Applicant:
12
7 101 121415 00.00 $5,000.00
16 17 18 19 20 21 22
23 24 25 26 27 28 29 * f. Program Income:
20 00.00 $50,000.00
N Today x Close

31
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USDA

Transforming Financials
at the People’s Department

— Estimated Funding Information (Section 18)

Provide estimated funding for each of the categories:

* Federal

* Applicant
« State
 Local

» Other

 Program Income

Box G (Total) automatically calculates based on entries in Boxes A-F.

%18. Estimated Funding Information
+ a. Federal: * b. Applicant: * C. State: + d. Local:
$ 100,000.00 | |$ 5,000.00 | |3 5,000.00 | |% 5,000.00
* e, Other: + f. Program Income:
$ 5,000.00 | |3 50,000.00
g. TOTAL:
$170,000.00

32 www.usda.gov/ocfo/ezfedgrants



(UNJBZN Subject to Review by State Under Executive FMMI

? *; Transforming Financials
r e r ] at the People’s Department

Is Application Subject to Review by State Under Executive Order 12372 Process? (Section 19)
Select the option that applies.

If Option A selected, enter review completion date.

* 19. Is Application Subject to Review By State Under Executive Order 12372 Process?

a) This application was made available to the State under the Executive Order 12372 Process for review on | 9/12/2019 E

b) Program is subject to EQ 12372 but has not been selected by the State for review

¢) Program is not covered by EO 12372

33 www.usda.gov/ocfo/ezfedgrants



=_lJ\SDA Executive Order 12372 FMMI

\‘\“M Transforming Financials
o at the People’s Department

= Executive order 12372 of President Ronald Reagan.

= Requires federal agencies to allow states the
opportunity to review and provide feedback on
proposed federal assisted activities.

= Applies when recipient organization plans to utilize
funds for planning or construction of water or sewer
facilities.

34 www.usda.gov/ocfo/ezfedgrants



Is the Applicant Delinquent on Any Federal FMMI

=

Debt? (Section 20) I —

No is selected by
default.

If applicable to your
organization:

1. Select Yes.

2. Provide
explanation of
delinquency
attachment later in
process.

at the People’s Department

* 20. Is the Applicant Delinquent On Any Federal Debt? (If Yes, provide explanation in attachment)
Yes

°ND

If "Yes", provide explanation and attach

Please add any relevant attachments to the attachments screen

35 www.usda.gov/ocfo/ezfedgrants




SF-424 Complete EMMI

\5‘""’ Transforming Financials

at the People’s Department

Once the SF-424 is completed, select Next.

[ Save ] [ Close l [ << Previous ]

36 www.usda.gov/ocfo/ezfedgrants
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1.

In the first column, enter up
to four project Grant
Program Functions or
Activities.

Enter total estimated
amount of Federal (Column
E) funds for each row.

Enter total estimated
amount of Non-Federal
(Column F) funds for each
FOW.

Section A (Budget Summary)

Transforming Financials
at the People’s Department

Budget Information - Non-Construction Programs

Section A - Budget Summary

* Grant Program Function or Catalog of Federal

Estimated Unobligated

New or Revised Budget

Activity Domestic Assistance Funds Federal (e) Non-Federal (f) Total (2)
* Federal (e * Non-Federa otal (g
Number (b) Federal (c) Non-Federal
(d)
‘ Growing Vegetables I 10500 N/A N/A 100,000.00 §£170,000.00 (0]
I ‘ N/A /A $0.00 T
/A JA -

$70,000.00

$100,000.00 $170,000.00

37
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— I Ota I S % Transforming Financials

at the People’s Department

« Totals row automatically

CaICUIateS based on Budget Information - Non-Construction Programs
CO|umn e and fentrieS. Section A - Budget Summary =
* Grant Program Function or Catalog of Federal Estimated Unobligated New or Revised Budget
Activity Domestic Assistance Funds Federal (¢) Non-Federal (f) Total (@)
° Number (b) Federal (c) Non-Federal " rederaie rron-reder o
Federal total (e) mu§t | P
mattCh fe1d86ra| ttOtaltW(;thln ‘ Growing Vegetables ‘ 10.500 N/A i ‘% 70,000.00‘ ‘s 100,000.00 ‘ $170,000.00 o
seclion , estimate
fu nding. | | | A o E iE | $0.00 o
| H EE T R
« Overall total (g) must ” ,
| H I I PRI
match the total from
section 18 of the SF- Totals — — W $100,000.00 |$17n,ooo.oo|

424, application for
federal assistance.

38 www.usda.gov/ocfo/ezfedgrants
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Transforming Financials
at the People’s Department

| Categories

Create Application APP-5659 ENENEN ml
Section B - Budget Categories =
6. Object Class Categories Grant Program Function or Activity
(1) Growing vegetahles i) i3 (5] Total

a, Personnel | S000

b, Fringe Benefits | | | ‘ s000
Across the top of the table, the G Trave | | | | 000
activity/function categories from d. Equipment 000
SeCtiOl'l A dlSpIay & Supplies 3000

f. Contractual 000

g Construction | s000

h, Other | 5000

i. Tatal Direct Charges (sum 3000 50.00 50.00 a0

of 6a-6h)

J. Indirect Charges | 5000

k. Totals (sum of 6 and &]) 3000 50,00 50.00 000 5000

20 www.usda.gov/ocfo/ezfedgrants
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Transforming Financials
at the People’s Department

i Estimated Amounts

(Create Application APP-5650 s | [ gme | [ cProvon ‘
Section B - Budget Categories
6. Object Class Categories Grant Program Function or Activity
(1) Growing vegetables ) ) 141 {5) Total
a, Personnel | ‘ 000
. b. Fringe Benefits | ‘ 00
« Enter estimated amount for — | ‘ —
. ¢ Trave W
each applicable cost category
d. Equipment | ‘ 5000
row (a-h).
e Supplies | ‘ 5000
. f. Contractual | ‘ 5000
« Enter estimated amount for ,
. . £ Construction | ‘ 5000
Indirect Charges row (j).
h. Other | ‘ 5000
i Total Direct Charges (sum 50.00 5000 5000
of 6a-6h)
 Indirect Charges | ‘ s000
k. Tatals (sum of 6 and &) | 3000 S0.00 50.00 2000 5000

40 www.usda.gov/ocfo/ezfedgrants



Transforming Financials
at the People’s Department

US%A Section B Total Rows FMMI

Create Application APP-5659 [ Save | Close || << Previous

Section B - Budget Catagories -

6. Object Class Categories Grant Pragram Function or Activity
(1) Growing vegetahles i2) i3 14
a. Personnel
b. Fringe Benefits
€. Travel
The totals row (i and k) and d. Equipment
column 5 automatically e. Supples
calculates based on entries in " comractud]
rows a-h and row j ,
£ Construction

h. Other

1. Total Direct Charges (sum
of 6a-h)

). Indirect Charges

k. Totals (sum of &i and &)

41 www.usda.gov/ocfo/ezfedgrants



= Section B (Overall Total) i ip—

at the People’s Department

Create Application APP-5659 e || Cose || <cPrevioss | s
Section B - Budgat Categories -
6. Object Class Categories Grant Program Function or Activicy
(1) Growing vegetahles i2) i3 14 (5] Total
a, Personnel 000
b. Fringe Benefits 5000
¢. Travel 5000
The overall total for Section B py— -
(Column 5, Row K) should match |
e Supplies 000
the overall total from the last row of
Column G in Section A. F Contractual -
g. Construction 000
h. Other s000
i Tatal Direct Charges (sum 5000 50.00 50.00 5000
of 6a-6h)
). Indirect Charges 50.00
k. Totals (sum of 61 and &) 5000 S0.00 2000 2000

40 www.usda.gov/ocfo/ezfedgrants
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= Row 7 (Program Income) of Section B FMMI

\&""’ Transforming Financials

at the People’s Department

» |If the project is expected to generate any income, enter the estimated income from each activity/function in
Row 7 (Program Income) of Section B.

* Include attachment with an explanation of the nature and source of expected income.

1. Program Income 3000
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 In the first column, activity/function categories from Section A display.

* For each category, enter the estimated amount of non-Federal resources contributed to the proposed project
from:

] ] Section C - Non-Federal Resources
* Organization (Column B)
(a] Grant Program (b) Applicant [c) Stato (d) Other Sources [e) Totals

« State government (Column C) |8 Growngiegeabies

9 N

* Other sources (Column D)

10. Mz

L

12. Total (sum of lines 8- 11)
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Include an attachment

explaining any in-kind Section C - Non-Federal Resources
contributions.

(a) Grant Program {b) Applicant (c) State (d) Other Sources (e) Totals
In kind meaning donated, 8, Growing vegetzbles
outside of organization/agency 3. NA
funds.

10. 1
If organization is a state TR
government or state
government agency, only use 12. Total (sum of lines 8 - 11)
Column B. Leave Column C
blank.
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In Row 13 (Federal), estimated total amount of cash awarding agency needs to provide to your organization for
each quarter of the first year of the project.

In Row 14 (Non-Federal), enter the estimated total amount of cash your organization require from non-Federal
sources for each quarter of the first year of the project.

The totals (Row 15 and Column 2) auto-calculate based on your entries in Row 13 and Row 14.

Section D - Forecasted Cash Needs

Total (1st Year) Total (Quarter 1) Total (Quarter 2) Total (Quarter 3) Total (Quarter 4)

13, Federal | ‘ ‘ Il ‘

14, Non-Federal ‘ ‘ ‘

15. Total
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Section E (Budget Estimates of Federal
Funds Needed for Balance of the Project)

* In the first column, activity/function
categories from Section A display.

. FOI‘ eaCh Category, entel‘ COIUmnS B'E, Saction E - Budget Estimatas Of Federal Funds Neaded For Balance Of The Project

first th rough fourth. (a) Grant Program () First (¢) Second () Third (&) Fourth
16. Growing vegerables
» Funding periods are usually in fiscal p_—
years. T
19, hiA

* For example, (b) First represents fiscal
year one and (c) Second represents
fiscal year two.

20, Tatal (sum of lines 16-19)

» Enter federal fund amounts necessary for
each funding period for the entire project.
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21.Direct Charges: Enter brief explanation of
individual direct cost categories as
requested by agency or for unusual direct
cost categories.

22.Indirect Charges: Enter the type of indirect
rate (final, fixed, predetermined, or
provisional), estimated base amount the Secton - Other Budget nformaton
rate is applied to, and total indirect expense.

21, Direct Charges 22, Indlirect Charges
50.00 $0.00

23.Remarks: Enter additional brief comments,

. 23. Remarks
if necessary.

Lengthy explanations or details should be
included as an attachment.

Type “See attachment” in Box 21, 22, or 23, if
necessary.
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at the People’s Department

Click Save (top right of the screen) to save information entered at any time.

Click the Next button on the top right of the screen, once completed.

[ Withdraw ] [ Generate Package ] [ Close ] [ << Previous ]
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* Required Primary Administrative Contact and Primary Program POC fields are marked with a red

asterisk (*).
 Contacts listed in these fields must be active ezFedGrants users.

» To locate user, start typing name or click magnifying glass for a complete list

! p >
Create Application APP-5659 L_save | [ Gose | [ <<Previous ]
1. 5F-424 " 2, SF-424A 3. Partners 4. Additional Details 5. Attachments

Partners

Select a partner by typing their name into the appropriate field. As you type, a list of matching names will appear below the field (you may need to press the down arrow on your keyboard
to display the list). Click the appropriate partner's name when it appears on the list of matches. Please note that all partners must be registered in ezFedGrants.

The Signatory Official is not a required partner. If one is not defined, then USDA will send notifications and work items to all Signatory Officials associated with your organization.

* Primary Administrative Contact ARS ARS-ST-GL-Admin a Clear

+ Primary Program Contact Test ARS

Secondary Administrative Contact

Secondary Program Contact

Clear
Clear

50
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rrrrrrrrr g Financials
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» Using the same method detailed in step one, you have the option to complete Primary and Secondary
Signatory Official fields. Neither field is mandatory to be selected during this step.

« A Signatory Official (SO) must review and sign every application before the application is submitted to the
relevant agency for consideration.

* Your organization must have at least one user with the Signatory Official role in ezFedGrants to submit
applications in ezFedGrants.

« The Signatory Official designation and these fields are unique. If you leave this blank, any active SO in your
organization can complete the sign and submit certification step.

Primary Signatory Official Q [ Clear ]

Secondary Signatory Official Q [ Clear ]




Proceed to Additional Information EMMI

\5‘""’ Transforming Financials
o at the People’s Department

Click the Next button to proceed to the Additional Information stage.

Save l [ Withdraw ] [ Generate Package l [ Close l [ << Previous l-

52 www.usda.gov/ocfo/ezfedgrants



= || Reporting Details Section I —

at the People’s Department

Required fields are
marked with a red
asterisk. 1. SF-42s 2. SE-424A 3. Partner 4, Additional Details

Create Application APP-5659 . | << Previous

Reporting Details: Additional Detalls
« Recipient Type

Setup Details

¢ M i nority Pr'ﬂ]l‘.‘{'[ Title ngmr-Lwel | §] Pl'ﬂlzl'.il"l‘l ] IMSTFUmEnt T}II]-E'
Business
Enterprise (MBE)
Indicator
. . . Reporting Details
i M I norlty Se rV| ng + Recipaent Type # Minority Business Enterprise (MBE) Indicator . Mlnmi'l:y Serving Institutson [M51)
Institution (MS I) D T GOV bl B * Asian American/Pacific Islander Serving Instity v |
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Select appropriate option for 2 CFR 25.110 DUNS/CCR Exempted Entity and Place of Performance Code
fields.

The congressional district information is determined based on the information in this section.

Complete as many of the remaining fields as necessary, depending on the specificity of the place of performance
for proposed project.

DATA Act Details

The following place of performance data elements enable USDA to implement the Digital Accountability and Transparency Act of 2014 (DATA Act), which ensures that the public can access
information on entities and organizations receiving Federal funds. The section below requests the primary location of performance under the proposed Federal award. USDA reports DATA
Act data to www.usaspending.gov

* 2 CFR § 25.110, DUNS/CCR Exempted Entity? * Place of Performance Code: State Sub Entity:

Yes v | | State/DC/Territories v | | City v
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= Digital Accountability and Transparency Act of
2014, also called the DATA Act.

= Focuses on federal awards reporting reform.

= Purpose is to improve quality and transparency of
Federal Government's award data.

= Establishes standards for federal award reporting
spending data.
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o at the People’s Department

In the Agency Specific Details section, answer
Yes or No to any of the questions.

Agency Specific Details

For example, SPOC (single point of contact)

Review Relevant. Does your proposal include:
« SPOC is an intergovernmental review. % SPOC Review Relevant?
» Avariety of government agencies work Ti1¥es @ NO

together to review.

* The review panel may consist of individuals
from various agencies and/or
organizations. O Yes O No

#* International?

Complete any additional fields that are
appropriate.
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i Proceed to Attachments
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Once the Additional Information section is completed, click Next to proceed to Attachments stage.

Save l I Withdraw l [ Generate Package l [ Close l I << Previous l

Create Application APP-12985

v 1.5F-424 v 2. SF-424A 3. Partners 4, Additional Details 5. Attachments
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i Attachments (Final Stage of Application)

« Common attachments are listed. Required attachments have a red asterisk by them.
» The following slides are an example. Each Agency has different requirements for their attachments.

» Click Attachments to initiate document upload step.

Create Application APP-21113 [ Save ] [ Withdraw ] [ Print Application Package ] [ Close ] [ << Previous ] m
~/ 1.5F-424 2. SF-424A 3. Partners 4. Additional Details 5. Attachments
Attachments

List of Attached Files:

Title File Operator Date/Time Delete File Size

No attachments

Click Here to Attach Files

| Attachments I
pload attachments by clicking on the Attach buttons below. Forms with a red asterisk are required for submission. Additional documents may be uploaded by clicking the 'Click Here to Attach Files' link

above.

* Detailed Project Budget / Narrative

* Project Narrative/Scope of Work/Operating Plan
SF-424B, Assurances - Non-Construction Programs
CC ADAC Darlagnt Infarmaatinm Cametemastines Deageamnac m

s ants
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Select Click Here to Attach to upload additional mandatory attachments.

Create IEHPP“T-:"U“ APP-21113 | fave ] [ ‘Winksdraw ] [ Print Applicaton Fackage ] : Chese | l <% Prevous

L. Amachimie s

Attachments
List of Attached Files:

Title e Opstiates b Tifne Dl File Sizi

« All attachments must be in PDF format by saving or printing as an Adobe PDF file.
 Individual files must be less than 10MB.
« All attachments combined must be less than 20MB.

« Password protected, encrypted, digitally signed, and fillable form documents cannot be uploaded but can be
converted to Adobe PDF.
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Add Attachment

Title:

Other
1. Enter Other
* Other Attachment Title:

Attachment Title field. || |
ease enter a valid value

2' CIICk Choose Flle to Upload PDF Document From Local Hard Disk: Mo file chosen
locate the file on PDF documents anly
com pute r. Please do not aach digitally signed documents.

Please do not amach fillable form documents.

3. Select flle and CIICk Please do not attach password-encrypted documents.

Open Far imvalid pdf, digital signature, password encrypted, fillable form error messages; create a copy of the document by printing to pdf, then attach the new document.

For Word and Excel files use 'Zave as Adobe POF.

4. Click OK to upload the | ok |
Cancel

file.
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o at the People’s Department

1. Ensure you have completed the following sections, SF-424, SF-424A.

« Designated minimum-required partners

« Addressed agency-and award-specific details

« Uploaded all attachments
2. Submit application to recipient Signatory Official for review and signature.
3. Then, submission to the agency occurs.

4. Click the Submit button to send the application to the agency Signatory Official(s).

Note: The Submit button is only available when viewing the Attachments stage.

Save l [ Withdraw l [ Generate Package l [ Close l [ << Previous l m
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Transforming Financials
at the People’s Department

* |f submission is successful, a

confirmation message Application (A77-5620) Gen
appears at the top of the aws
screen.

° Othe rW|Se, one or more error Application APP-36%0 has been submitted for final aopraval and signature 1o your Organization's Signatary Official

messages display.

° The error messages descrlbe SF-424 SE-4240 Fartners Additiona Details Attachments
what must be corrected prior Load Sample Data |
to the appllcatlon be|ng Application for Federal Assistance 5F-424
submitted again. Application Details
. : e : 1. Type of Submission: 2. Type of Application: If Rewvision, select appropriate letter{sk 3. Date Received:
Once submltted, notifications Applcxen o ) :
and work items are sent to
one or more Slgnatory 4. Applicant Identifier: 5a. Federal Entity Identifier: 5b. Federal Award |dentifier:
Official(s). — — —
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Transforming Financials
at the People’s Department

i Export Application

Application (APP-21113) Print Application Package | Close I

Status:
Pending Signature

1. Click Print Application
. Application APP-21113 has been submitted for final approval and signature to your Organization's Signatory Official.
Package to print a copy .
of the application after
T . . SF-424 SF-424A Partners Additional Details Attachments —
submitting application to —— Application (A7p-21113)

Application for Federal Assistance SF-424

S Ig nato ry OﬁICIaI(S) . Check all dcl%uments to be included as part of the Application PDF. Please note that the

Application Details been uploaded. The list below only displays documents attached in PDF format for sele =

1. Type of Submission: 2. Type of Application:

2. Click checkboxes to Application New
select items to include in
a combined PDF for your
records.

[ ] selectAll  File Name

Full Application (System Generated)

Detailed Project Budget / Narrative

Project Narrative/Scope of Work/Operating Plan
Attachment 1

SOl

Certification Regarding Lobbying

Print Application Package
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Application (APP-21113)

Check all dé@uments to be included as part of the Application PDF. Please note that the
been uploaded. The list below only displays documents attached in PDF format for seled

« If everything in the list is chosen, it
creates a combined PDF with full

application and all attachments. L SelectAll —fFile Name

Full Application (System Generated)
« Full application includes all sections of
the application (SF-424, SF-424A).

Detailed Project Budget / Narrative
Project Narrative/Scope of Work/Operating Plan

Attachment 1

SO0 S

Certification Regarding Lobbying

Print Application Package I

64
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In this module, you have learned to:

* Create an application in ezFedGrants.

©
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o at the People’s Department

After completing this module, you should be able to:

- Submit an application for review and approval as

a signatory official.

G
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Select Application for Review

Transforming Financials
at the People’s Department

Home
1. Access ezFedGrants ;
External Portal Home | zest message
screen. Actionable Items
Category
2. Locate the application Application v
to review in the
Actionable Items ase lp I . o N
section.
APP-21114 Application Draft
3. Select Case ID link to APP21110 Application Dt
open the application APE 10110 Application Draft
work item. APP-18113 Application Draft
APP-18112 Application Draft
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Review Application Tabs T g—

(S
o at the People’s Department

On the Application
screen, carefully review Application (app-5283)
application contents by

clicking the following tabs: Status:

Pending Signature

SF-424

« SF-424A Please Select An Option -~

 Partners

SF-424 SF-424A Partners Additional Details Artachments

» Additional Details

« Attachments Application for Federal Assistance SF-424
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Review Application Decision Options = |ty p—

Click the Please Select An option dropdown menu
to select Sign and Submit, Return, or Withdraw.

Sign and Submit: Application ready to be submitted
to awarding agency for consideration.

Return: Application needs to be corrected and
returned to creator for modification before
submission to the agency. The work item moves to
creator’s Actionable Items list.

Withdraw: Application should be discarded/voided,
and no further action can be taken.

If you selected the Return or Withdraw option, enter
relevant comments in the Comments text box.

70
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Please Select An Option

Slgn and SUbrmt
SF-424 Return i
Applicatio Withdraw 5i
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If Sign and Submit is selected, a Legal Notice must be reviewed and accepted before the Complete Signature
button can be selected.

Please Select An Option - '

Sign and Submit

By signing this application, | certify (1) to the statements contained in the list of certifications®** and (2) that the statements herein are true,
complete and accurate to the best of my knowledge. | also provide the required assurances** and agree to comply with any resulting terms if |

accept an award. | am aware that any false, fictitious, or fraudulent statements or claims may subject me to criminal, civil, or administrative
penalties. (U.S. Code, Title 218, Section 1001).

** The list of certifications and assurances, or an internet site where you may obtain this list, is contained in the announcement or agency specific
instructions.

Acceptance of the terms described below upon clicking “Legal Notice” is also required.

Legal Notice

Upon your acceptance, click the "Complete Signature” button below to finish the process.

- www.usda.gov/ocfo/ezfedgrants



—

USDA Review Application 4 MMI

— |

1. Click | agree with the
listed Terms and
Conditions checkbox.

2. Click OK to close the
Legal Notice window.

‘E?

Terms and Conditions 7 Tansomng sranils

Legal Notice X

Ifyou have read and sgreed to the Legal Notice, please check the I Agree checkbox located at the bottom of the screen.

L Electronic Signature Agreement. By selecting the "Complete Signature” button, vou are signing this Agreement electronically. You agree your electronic signature is the legal equivalent of your manusl signature on this Agreement. By selecting "Complete Signature”™ you consent to be legally bound by this Agresment's terms and conditions. You
farther agree that your use of 2 key pad, mouse or other device to select an item, button, icon or similar act/action, or to otherwise provide Foreign Agricultural Service (FAS) instructions via Grantor, or in accessing or making any transsction regarding any Grantor related transactions, including, but not limited to, application (such as the SF-424),
agreement, request for payment (3uch as the SF-170), and amendment documents constitutes your signature (hereafter referred to as "E-Signature™), acceptance and agreement as if actuslly signed by vou in writing. You also agree that no certification authority or other third party verification iz necessary to validate your E-Signature and that the
lack of such centification or third party verification will not in any way affect the enforceability of vour E-Signature or any resulting contract between vou and FAS. You alio represent that you are anthorized to enter into this Agreement for all persons who own or are authorized to access any of your accounts and that such persons will be bound by

the terms of thiz Agreement. You further agree that each use of your E-Signature in obtaining a FAS service constitutes your agreement to be bound by the terms and conditions of the FAS Disclovures and Agreements as they exizt on the date of vour E-Signature.

1. Conzent to Electronic Delivery. You specifically agree to receive and/or obtain any and all FAS related "Electronic Communications” (defined below) via Grantor. The term "Electronic Communications” inchudes, but iz not limited to, any and all current and future nofices and/or disclosures that various federal laws require that we provide to vou,
az well az such other documents, statements, data, records and any other communications regarding vour relstionship with FAS. You aclmowledge that, for your records, you are able to use Grantor to retain Electronic Communications by printing and‘or downloading and saving this Agreement and any other agreements and Flectronic
‘Communications, documents, or records that vou agree to using your E-Signature, including, but not limited to, spplication documents (such as the SF-424), agreement, request for payments (such a3 the SF-270), and amendment docaments. You accept Electronic Communications provided via Grantor as reasonable and proper notice, for the purpose
of any and all laws, rules, and regulations, except where prohibited, and agree that such electronic form fally satisfies any requirement that such communications be provided to you in writing or in a form that you may keep.

3. Paper version of Electronic Communications. You may request a paper version of an Flectronic Communication. To request a paper copy of an Electronic Communication contact us at www. GrantorHelpDeslo@fas usda.zov.

4. Revocation of electronic delivery. You have the right to withdraw your consent to receive/obtain communications via Grantor at any fime. You ackmowledge that FAS reserves the right to restrict or terminate your acces to Grantor if you withdraw your consent to receive Electronic Communications. If you wish to withdraw your consent, contact

us at www.GrantorHelpDes k@ fas uida gov.

5 USDA Level2 . Your carrent in USDA level 2 i is required in order for you to obtain Grantor servicer. FAS may nofify vou through email when an Electronic Communication pertaining to Grantor i available. FAS may alzo use Grantor and email services for Electronic Communications. It is

your responsibility to use Grantor and vour email service provided email account regularly to check for Electronic Communic:

ns and to check for updates to this Agreement.

. Hardware, software and operating system. You are responsible for installation, maintenance, and operation of your computer, browser and software. FAS ix not responsible for errors or failures from any malfanction of yvour computer, browser or software. FAS is also not responsible for computer viruses or related problems associated with use of

an online system. The following are the minimum hardware, software and operating system requirements necessary to use Grantor and receive Electronic Communications:

Processor - IBM compatible Pentium PC running Windows 2000
Memory - 4MB RAM

Dizc Space - 50 MB's Free Space

Monitor - 800 x 600 resolution

Browser- Microsoft Internet Explorer 6.0 or higher

Internet access - 28.8 modem or better

7. Controlling Agreement. If thiz E Signature iz for an Amendment to an Agreement, then the resulting Amendment supplements and/'or modifies the orizinal Agveement and any previous amendments, as applicable by the terms and conditions of the amendment. To the extent that this Amendment contains conflicting provisions, the provisions in this
Amendment will control. All other oblizations of the parties remain subject to the terms and conditions of the original Azveement and any previous Amendments.

To obtain electronic services and communications, indicate your consent to the ferms and conditions of this Azreement by clicking on the "Complete Signature” button.

i i lagree with the listed Terms and Conditions
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Review Application FMMI

Click Complete Signature to finalize decision.

Legal Notice

Upon your acceptance, click the "Complete Signature” button below to finish the process.
Complete Signature
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Transforming Financials
at the People’s Department

Home
Home
Opportunities CLM-12158 Claim
APP-21001 Application
Applications >
APP-21000 Application
: : Agreements APP-20998 Applicati
1. Access the Home screen to review pending ppication
applications within the ezFedGrants External Amendments APP-20997 Application
Portal. Claims 5 RPT-3167 Financial Report
APP-20993 Application
reports APP-20992 Applicati
2. Expand Applications under Review section o : ppiication
to display applications awaiting action by Reassignment — Financial Report

Signatory Official or Agency.

Work and User

Reports > My Agreements

> Notifications

Manage
Permissions > Applications under Review

I > Amendments under Review

» Claims under Review
www.usda.gov/ocfo/ezfedgrants
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= J Status

Alternatively, to display the status of
applications awaiting action by
Signatory Official or Agency:

1. Click Applications tile (on the
navigation panel)

2. Click Search Applications
3. Enter Search Criteria
4. Click Search.

5. The status displays in the search
results

ezFedGrants

Home
Home

APP-20998

Opportunities

N Search Applications
Applications > PP

d Create Application

Transforming Financials
at the People’s Department

Search Applications

Search Critaria

Application 1D

Last Updated

L]

agreen,

=

Search Result

Grantagoy Tracking 1D

Funding Opparunity Number

Desc. Title Of Applecant’s Project

Created by

Funding Oppartunity Title
aphis |

Sranus

i |

This search returns read-only Applications. Applications assigned to you can be edited through the Actionable ems section of the Home

Tusiling
Applcation 1D
Title

Dpportunity

Funding Oppartunity Mumber

| Flatch APHIS LSEA-APHI5-10030-PPOCPHAT

Siatu Last Updated Created by

Package Taut

Tt AR
TP".-': ..... . IEI
Flistch APHIS 1 BPOK
GG New LR APHIS AG APHIS MO

APHIS

MO Peer on

Test ARS

75
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Draft: Application incomplete and creator can edit application.

Pending Signature: Application is awaiting Signatory Official (SO) review.

Returned by Signatory Official: Signatory Official (SO) returned application
for changes. The application creator can edit application.

Application

Submitted: The application is awaiting Agency review. If application changes
are needed after submission to the agency, contact the agency to request
that the application be returned.

Returned by Awarding Agency: The Agency returns the application to the
creator for changes.

www.usda.gov/ocfo/ezfedgrants
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Returned and Resubmitted Applications

1. Application returned for corrections.

2. Corrections made.

3. Application resubmitted.

4. Application goes back through the same steps
including sign off from the SO and submission
to the agency.
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Question:
Is there a timeline for approvals?

Answer:

It is based on the agency and schedule established
within the opportunity.
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o Transforming Financia Is
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You should now be able to:

Review and submit an application for approval.

G
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USDA FMMI

—/—’— Course Summary R ————

(S
o at the People’s Department

You should now be able to:

- Search for funding opportunities.

» Create and submit applications.

+ Review and submit an application for approval.

G
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i Getting Help T MI

at the People’s Department

Login.Gov

« Login.gov password/account issues, contact the eAuth helpdesk at www.eauth.usda.gov/helpdesk.

« For Login.gov, call (844) 875-6446. Operating hours are 24 hours a day, seven days a week.
* Login.gov FAQs

ezFedGrants
« Contact the ezFedGrants Help Desk: ezFedGrants-cfo@usda.gov.

* Training Schedule eFG Training Schedule | USDA

C =
h "
i

Bookmark or favorite these links!
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* Recipient job aids: Job Aid Library



http://www.eauth.usda.gov/helpdesk
https://www.login.gov/contact/#find-answers-to-commonly-asked-questions
mailto:ezFedGrants-cfo@usda.gov
https://www.usda.gov/ocfo/ezfedgrants/efg-training-schedule
https://www.usda.gov/ocfo/ezfedgrants/using-ezFedGrants-job-aid-library

USDA
i Course Questions?
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