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New Portal General Application Sections ONLY-
All NCA Grant Types
This guide provides a comprehensive step-by-step process for navigating the new
NCA grant application portal for those General Sections ONLY that apply to all grant
types.
For sections not covered under this training (Needs Statement; Project
Design/Implementation; Other Required Attachments), see the grant-type specific
training resources for the grant types your organization is eligible and interested in
applying to.

1 If an account in the NEW applicant portal has not been created. Click on Create
Account button and follow the instructions.

Organizations no longer need to share a login account, each organization can have multiple login accounts 
for individuals needing to create a Blackbaud account; however, please communicate with your internal 
staff to determine who is the primary applicant on the application. Once the primary contact is designated, 
this individual can Add Applicants to the application, and then those added applicants can create a unique 
Blackbaud login using the same email address that was included by the primary applicant in the Manage 
Applicants menu. The steps on adding applicants to an application are covered in the General Application 
Sections training resources, including in this document below. 
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2 Once account created, and logged in proceed to apply to the application(s) your
organization is eligible and interested in applying to. Each grant type will have its
own application link found on the NCA Engage Application Page.

Click "Start new application"

3 If your organization has not previously applied in this NEW PORTAL, click "Search
organizations"
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4 Enter your organization name in "Search by name or Registration ID" field.

5 Select your organization (please confirm name, address, and tax ID are correct)
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6 Click "Select"

7 Click "Manage applicants (1)" to add additional personnel as applicants.
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8 Enter applicant email address. If not found, enter First and Last Name

9 Select preferred Language
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10 Select "Is this person an employee of (your organization)?"

11 Click "Create"
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12 Click here.

13 Select permissions for this additional applicant
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14 Click "Save"

15 Once all additional applicants have been added, click "Close"

(These added applicants can create their own Blackbaud login account using 
the same email address included here.)
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16 Make a selection on: "Is the C.A.C. address for this application the same as the
address listed in the Applicant Information above?" Keeping in mind that the
address must be the place of performance for the grant award.

17 If "No" is selected: Complete the Organization Details section
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18 Click the "According to Rural Health Information Hub, is your CAC eligible for the
CMS - Rural Health Clinics (RHC) Program?" field & make a selection. If unsure,
click on the hyperlink to check your organization's address in the Rural Health
Information Hub site.

19 Expand the Contacts section
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20 For Primary Grant Contact click "Add new"

21 Enter primary grant contact information and click "Save"

(Do not use "Import" feature.)
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22 For Authorized Agency Representative click "Add new"

23 Enter Authorized Agent contact information, and click "Save"

(Do not use "Import" feature.)
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24 For Board President or ED Supervisor click "Add new"

25 Enter Board President/ED contact information, and click "Save"

(Do not use "Import" feature.)
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26 For Grant Fiscal Contact click "Add new"

27 Enter Grant Fiscal Agent contact information, and click "Save"

(Do not use "Import" feature.)
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28 Click "Pre Award Checklist"

29 Click on "Please indicate what type of audit the applicant has had performed"
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30 Make a selection from drop-down options

31 Select "Date of Most Recent Single Audit or Audited Financial Statements" if
applicable.
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32 Click the "On the most recent audit, what was the auditor's opinion?"

33 Make a selection from drop-down options
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34 Click the "In the past three fiscal years, no “Materials Weakness” was disclosed."

35 Make a selection: True/False
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36 Click the "Has the applicant organization been involved in any other financial or
programmatic audits in the last three years?"

37 Make a selection: Yes/No
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38 If applicable, enter information in "If yes, please list the agencies that conducted
the audit and when the audit was completed."

39 Click the "Has your organization managed Federal grants or cooperative
agreements within the last 36 months?"
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40 Make a selection: Yes/No

41 Enter your "Organization's Annual Budget" here
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42 Expand the certifications section

43 The applicant organization utilizes accounting software
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44 The applicant organization's accounting system separately identifies receipt and
expenditure of program funds for each grant.

45 The applicant organization's accounting system provides control and
accountability of federal funds.
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46 The financial management system is capable of producing a detailed activity
ledger (GL) for each grant.

47 The applicant has a system in place to track and accurately allocate employees
actual time spent performing work for each federal award.
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48 Expand the policies in place section

49 Pay rates and benefits, time and attendance, and payment methods.
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50 Management of equipment, supplies and property.

51 Purchase/procurement of equipment, supplies, property, and services.
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52 Checking the Excluded Parties List

53 Record retention
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54 Travel Policies

55 Separation of financial duties
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56 Appropriate background screening

57 Employee Eligibility Verification



30

58 Click on "Capabilities and Competencies" tab

59 Respond to: "Describe the experience and capability of your organization and any
contractors that you will use to implement and manage this project and the
associated Federal funding. Highlight previous experience managing Federal
grants, including details on your system for fiscal accountability."
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60 Respond to: "Provide detailed description of the roles and responsibilities of
project staff and explain your organizational structure and operations."

61 Upload Organizational Chart in PDF here
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62 Click "More", if tabs are not visible.

63 Click "Data Collection" tab
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64 Respond to: "Describe the process for measuring project performance. Identify
who will collect the data, who is responsible for performance measurements, and
how the information will be used to guide and evaluate the impact of the project.
Describe the process that will be used to accurately report data."

65 Click "Budget" tab
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66 Enter in Requested Amounts in budget categories applicable to your scope of
work and budget.

67 Respond to: "Personnel Outcomes/Workload/Output for time charged to NCA
Award"
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68 Click the "I certify that no grant funds will be used for Fundraising or Lobbying
Activities." field.

69 Click "Applications" to find list of applications and their status. Applications are
saved as Drafts throughout the entire process. Applicant can return at any time to
continue the application process.
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70 Main Applications Page displays all applications and their status.

71 Click "Download" at any time to download a copy of your application.
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72 When all required sections and fields have been completed, all documents
uploaded, application has been reviewed, and you are ready to sign and submit,
click "Sign and submit".


