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Grants Portal General Application Sections
Followed by ETS
This guide provides a comprehensive step-by-step process for navigating the NCA
grant application portal for those General Sections that apply to all grants. It is then
followed by Equipment & Technology Services grant specific sections, which in this
case include: Project Questions, Budget, and Required Attachments.

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

15 If "No" is selected: Complete the Organization Details section
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16 Expand the Contacts section and complete required fields.

17 Click "Pre Award Checklist"
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18 Click on "Please indicate what type of audit the applicant has had performed"

19 Make a selection from drop-down options
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20 Select "Date of Most Recent Single Audit or Audited Financial Statements" if
applicable.

21 Click the "On the most recent audit, what was the auditor's opinion?"
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22 Make a selection from drop-down options

23 Click the "In the past three fiscal years, no “Materials Weakness” was disclosed."
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24 Make a selection: True/False

25 Click the "Has the applicant organization been involved in any other financial or
programmatic audits in the last three years?"
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26 Make a selection: Yes/No

27 If applicable, enter information in "If yes, please list the agencies that conducted
the audit and when the audit was completed."
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28 Click the "Has your organization managed Federal grants or cooperative
agreements within the last 36 months?"

29 Make a selection: Yes/No
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30 Enter your "Organization's Annual Budget" here

31 Expand the certifications section
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32 The applicant organization utilizes accounting software

33 The applicant organization's accounting system separately identifies receipt and
expenditure of program funds for each grant.
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34 The applicant organization's accounting system provides control and
accountability of federal funds.

35 The financial management system is capable of producing a detailed activity
ledger (GL) for each grant.
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36 The applicant has a system in place to track and accurately allocate employees
actual time spent performing work for each federal award.

37 Expand the policies in place section
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38 Pay rates and benefits, time and attendance, and payment methods.

39 Management of equipment, supplies and property.
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40 Purchase/procurement of equipment, supplies, property, and services.

41 Checking the Excluded Parties List
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42 Record retention

43 Travel Policies
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44 Separation of financial duties

45 Appropriate background screening
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The remaining slides display ETS Specific Sections

46 In Project Questions Section respond to: "Please indicate which Focus you are
applying under."
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47 Respond to: "Please describe the current CAC response/systems, why the CAC
needs this equipment/technology, what it will be used for, and the timeline for
completion/implementation to determine the project period for award."

48 Respond to: "Describe the impact that this project would have on improving the
(focus area or areas) of the CAC. Please provide the number of children served and
the anticipated caseload, if applicable."
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49 Click "Next" to proceed to Budget section, which is limited to
Equipment/Technology & Supplies

50 Enter requested amount in "Equipment/Technology" field.
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51 Enter requested amount in "Supplies Amount" field, if applicable.

52 Click the "I certify that no grant funds will be used for Fundraising or Lobbying
Activities." field.
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53 Click "Next" to proceed to Required Attachments section

54 Upload Budget using NCA template here
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55 Upload Single Audit as PDF here, if applicable

56 Upload letter(s) of support as PDF here, if applicable
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57 When ready, click "Sign and submit"


