APPLICATION

Applications will only be accepted in the New York State Grants Gateway. Mailed, emailed, hand-delivered,
orfaxed submissions will not be accepted.

GRANTS GATEWAY

On May 15, 2013, a web-based grants management system, the Grants Gateway, was launched at
https://grantsgateway.ny.gov as part of Governor Cuomo’s transformation initiative to reform the State’s grant
contracting process by simplifying and streamlining the grants management process. The Grants Gateway is
an online system that allows vendors to browse and apply for grant opportunities and will improve the way
grants are administered by the State of New York. The Grants Gateway system capabilities include the
following:

- Opportunity Portal — A one-stop location to search for available and anticipated grant opportunities
from all New York State agencies. Sign up to receive a notification when specific types of grant
opportunities are posted.

- Document Vault — A secure online document repository for vendors/grantees to store and share
commonly requested documents with State agencies. The Document Vault is utilized for the Vendor
Prequalification Process. All not-for-profit organizations must be prequalified in the Grants Gateway
system to be considered eligible to apply for a grant opportunity.

- Online Contracts — Ability for vendors/grantees to develop and execute contracts online.

Grants Management procedures require all applications to be developed and submitted online through
the NYSGrants Gateway.

REGISTRATION AND PREQUALIFICATION
All NYS grant applicants must be registered in the NYS Grants Gateway to be eligible to:

e Apply for an NYS grant opportunity.
e Enter into a grant contract, an amendment to an existing contract, or a letter of agreement.
e Apply for future grant payments.

In addition to registering, not-for-profit organizations must also complete the Vendor Prequalification process in
the Grants Gateway to be considered eligible to apply for this grant opportunity. Government entities and
public authorities are currently not required to complete the Vendor Prequalification Process.

CREATING ROLES

Once your Organization is registered and prequalified (if applicable) in the Grants Gateway, the User with the
Delegated Administrator Role must create additional roles to initiate, complete, and submit the application in
Grants Gateway. Refer to Section 2.2 of the “Vendor User Manual”, located on the Grants Management
website at https://grantsmanagement.ny.gov/apply-grant, for instructions on creating user roles in the Grants

Gateway system. This step MUST be completed to submit an application in the Grants Gateway.”
REGISTRATION INSTRUCTIONS

Registration is NOT an online process. Register now to allow time for processing!!

1.) On the Grants Management Website at https://grantsmanagement.ny.gov/register-your-organization
download a copy of the Registration Form for Administrator.

2.) Complete the form according to the instructions provided. The completed form must be signed and
notarized.

3.) Due to COVID-19, the Grants Management Team is only accepting registrations sent via email
to GrantsReform@its.ny.gov. After the form is received and reviewed, you will be provided
with aUsername and Password allowing you to access the Grants Gateway.

4.) Log in to the Grants Gateway at https://grantsgateway.ny.gov. You will be prompted to change your
password at the bottom of your Profile page. Enter a new password and click the SAVE button located
on the top, right-hand side of the page.
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If you have previously registered and do not know your Username please email
grantsgateway@its.ny.gov. Ifyou do not know your Password, please click the Forgot
Password link from the main log in page and follow the prompts.

Additional registration and prequalification information, including a video tutorial, is available
on the GrantsManagement website at https://grantsmanagement.ny.qgov/

The Grants Gateway Vendor User Manual is available at
https://grantsmanagement.ny.gov/apply-grant#vendor-user-manual
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