
How to Apply 
 
OJP is participating in the e-Government initiative, one of 25 initiatives included in the President’s 
Management Agenda. Grants.gov, part of this initiative, is a “storefront” that provides a unified process 
for all customers of federal grants to find funding opportunities and apply for funding. This fiscal year, 
OJP is requiring that all discretionary, competitive grant programs be administered through Grants.gov. 
Application attachments submitted via Grants.gov must be in one of the following formats: Microsoft 
Word (*.doc), PDF (*.pdf), or text (*.txt). 
 
If you experience difficulties at any point during this process, please call the Grants.gov customer support 
hotline at 1–800–518–4726.  
 
The Catalog of Federal Domestic Assistance (CFDA) number for this solicitation can be found in the 
grant announcement. 
 
Step 1: Registering 
 
Note: Registering with Grants.gov is a one-time process; however, if you are a first time registrant it 
could take 3-5 business days to have your registration validated, confirmed, and receive your user 
name and password. It is highly recommended you start the registration process as early as possible to 
prevent delays in submitting your application package to our agency by the deadline specified. While 
your registration is pending, you may continue with steps 2, 3, and 4 of these instructions. Registration 
must be complete for you to be able to submit (step 5) and track (step 6) an application. 
 
e-Business Point of Contact:  
Grants.gov requires an organization to first be registered in the Central Contract Registry (CCR) before 
beginning the Grants.gov registration process. If you plan to authorize representatives of your 
organization to submit grant applications through Grants.gov, proceed with the following steps. If you 
plan to submit a grant application yourself and sign grant applications and provide the required 
certifications and/or assurances necessary to fulfill the requirements of the application process, proceed to 
DUNS Number and then skip to the Authorized Organization Representative and Individuals section. 
 
• Go to www.grants.gov, and click on the “Get Started” tab at the top of the screen.  
 
• Click the “e-Business Point of Contact (POC)” option and click the “GO” button on the bottom right 

of the screen.  
 

If you have already registered with Grants.gov, you may log in and update your profile from this 
screen. 

  
• To begin the registration process, click the “Register your Organization [Required]” or “Complete 

Registration Process [Required]” links. You may print a registration checklist by accessing 
www.grants.gov/assets/OrganizationRegCheck.pdf. 

 

http://www.grants.gov/
http://www.grants.gov/assets/OrganizationRegCheck.pdf


DUNS Number: 
• You must first request a Data Universal Numbering System (DUNS) number.  Click “Step 1. Request 

a DUNS Number.”  If you are applying as an individual, please skip to “Authorized Organization 
Representative and Individuals.”  If you are applying on behalf of an organization that already has a 
DUNS number, please proceed to “Step 2. Register with Central Contractor Registry (CCR).” You 
may obtain a DUNS number at no cost by calling the dedicated toll-free DUNS number request line at  

 1–866–705–5711. 
 
Central Contractor Registry (CCR): 
Note: Registering with the CCR, updating or changing your profile could take up to 24 hours to be 
confirmed and validated. This delay could prevent your application from being submitted by the deadline 
specified, so you should register or make changes to your profile as early in the process as possible 
 
Once you have a DUNS number, click on “Step 2. Register with Central Contractor Registry (CCR).” 
Here you are required to designate an individual as a point of contact. This point of contact is the sole 
authority for the organization and has the capability of issuing or revoking another individual’s authority 
to submit grant applications through Grants.gov.  
 
A registration worksheet is provided to assist in the CCR registration process at 
www.ccr.gov/CCRRegTemplate.pdf. It is recommended you review the “Tips for registering with the 
CCR” at the bottom of this template.
 
• Go to www.ccr.gov or click on the CCR icon in the middle of the screen to begin the registration 

process. To see if your organization is already registered, click “Search CCR” at the top left side of 
the screen.  Search entries must be exact to accurately search the database. If your organization is 
already registered, you can scroll down and see who the e-Business POC is for your agency. If your 
organization is not already registered, return to the CCR home page and click “Start New 
Registration” at the top left of the screen.  

 
• If you have problems or questions about the CCR registration process, please contact the CCR 

Assistance Center at 1–888–227–2423. 
 
• Once your registration is complete, you will receive an e-mail with a Trading Partner Identification 

Number (TPIN) and Marketing Partner Identification Number (MPIN) number. You will need the 
MPIN number to register with Grants.gov. If your organization is already registered with the CCR, 
you will need to obtain the MPIN number from your e-Business POC.  

 
Authorize your Organization Representative: 
• Click “Step 3. Authorize your Organization Representative.” Follow steps 1-4. You will need your 

DUNS + 4 digit number and the MPIN number CCR e-mailed to you. 
 
Log in as e-Business Point of Contact: 
• You may now go to “Step 4. Log in as e-Business Point of Contact.” Here you may authorize or 

revoke the authority of the Authorized Organization Representative (AOR). 
 
• Once you are logged in, go to Step 2. Downloading the Application Viewer, below. 
 

 2

http://www.ccr.gov/CCRRegTemplate.pdf
http://www.ccr.gov/


Authorized Organization Representative and Individuals:  
If you plan to submit a grant application as an individual or an Authorized Organization Representative, 
with authority to sign grant applications and the required certifications and/or assurances necessary to 
fulfill the requirements of the application process, proceed with the following steps.  
 
• Go to www.grants.gov and click on the “Get Started” tab at the top of the screen.  
 
• Click the “Authorized Organization Representative (AOR)” option and click the “GO” button to the 

bottom right of the screen. If you are applying as an individual, click the “Individuals” option and 
click the “GO” button to the bottom right of the screen. 

 
• If you have previously registered as an AOR, you may start searching for this grant opportunity from 

this page. Otherwise, you must complete the first-time registration by clicking “Complete First-Time 
Registration [Required].” You also may click on “Review Registration Checklist” and print a 
checklist for the following steps (see www.grants.gov/assets/AORRegCheck.pdf).  

 
• Individuals may click the “registration checklist” for help in walking through the registration process. 
 
Credential Provider: 
Once you have entered the registration process, you must register with the credential provider, to 
safeguard the security of your electronic information. You must have your agency’s or individual DUNS 
+ 4 digit number to complete this process. Now, click on “Step 1. Register with a Credential Provider.” 
Enter your DUNS number and click “Register.” Once you have entered the required information, click the 
“Submit” button.  
 
• If you should need help with this process, please contact the Credential Provider Customer Service at 

1–800–386–6820.  
 
• It can take up to 24 hours for your credential provider information to synchronize with Grants.gov. 

Attempting to register with Grants.gov before the synchronization is complete may be unsuccessful. 
 
Grants.gov: 
• After completing the credential provider steps above, click “Step 2. Register with Grants.gov.” Enter 

the same user name and password used when registering with the credential provider. You will then 
be asked to provide identifying information and your organization’s DUNS number. After you have 
completed the registration process, Grants.gov will notify the e-Business POC for assignment of user 
privileges. 

 
• Complete the “Authorized Organization Representative User Profile” screen and click “Submit.” 
 
Note: Individuals do not need to continue to the “Organizational Approval” step below.   
 
Organization Approval: 
• Prior to submitting a grant application package, you must receive approval to submit on behalf of 

your organization. This requirement prevents individuals from submitting grant application packages 
without permission. A notice is automatically sent to your organization’s e-Business POC. Then, your 
e-Business POC approves your request to become an AOR. You may go to www.ccr.gov to search for 
your organization and retrieve your e-Business POC contact information. 

 
• Once organization approval is complete, you will be able to submit an application and track its status.  
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Step 2: Downloading the Application Viewer 
 
Note: You may download the PureEdge Viewer while your registration is in process. You also may 
download and start completing the application forms in steps 3 and 4 below. This application viewer 
opens the application package needed to fill out the required forms. The download process can be lengthy 
if you are accessing the Internet using a dial-up connection. 
 
• From the Grants.gov home page, select the “Apply for Grants” tab at the top of the screen. 
 
• Under “Apply Step 1: Download a Grant Application Package and Applications Instructions,” click 

the link for the PureEdge Viewer (www.grants.gov/DownloadViewer). This window includes 
information about computer system requirements and instructions for downloading and installation.  

 
If you are a Macintosh user, please read the PureEdge Support for Macintosh white paper available at 
www.grants.gov/GrantsGov_UST_Grantee/!SSL!/WebHelp/MacSupportforPureEdge.pdf. 

 
• Scroll down and click on the link to download the PureEdge Viewer 

(www.grants.gov/PEViewer/ICSViewer602_grants.exe). 
 
• You will be prompted to save the application. Click the “Save” button and the “Save As” window 

opens. Select the location where you would like to save PureEdge Viewer and click the “Save” 
button.  

 
• A window appears to show the progress of the download. When the downloading is complete, click to 

close the dialog box. 
 
• To install the PureEdge Viewer, locate the file on your computer and click to open it. When you are 

prompted to run the file, click “RUN.” Click “Yes” to the prompt to continue with the installation. 
The ICS InstallShield Wizard extracts the necessary files and takes you to the “Welcome” page. 

 
• Click “Next” to continue. 
 
• Read the license agreement and click “Yes” to accept the agreement and continue the installation 

process. This takes you to the “Customer Information” screen. 
 
• Enter a User Name and a Company Name in the designated fields and click “Next.” 
 
• The “Choose Destination Location” window prompts you to select the folder in which PureEdge 

Viewer will be installed. To save the program in the default folder, click “Next.” To select a different 
folder, click “Browse.” Select the folder in which you would like to save the program, click on “OK,” 
then click “Next.”  

 
• The next window prompts you to select a program folder. To save program icons in the default folder, 

click “Next.” To select a different program folder, type a new folder name or select one from the list 
of existing folders, then click “Next.” Installation will begin. 
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• When installation is complete, the “InstallShield Wizard Complete” screen will appear. Click 
“Finish.” This will launch the “ICS Viewer Help Information” window. Review the information and 
close the window. 

  
Step 3: Downloading an Application Package 
 
• Once you have downloaded the PureEdge Viewer, you may download and view this application 

package and solicitation instructions.  
 
• From the Grants.gov home page, select the “Apply for Grants” tab at the top of the screen.  
 
• Click “Apply Step 1: Download a Grant Application Package and Application Instructions.” 
 
• Enter either the CFDA number for this announcement or the solicitation’s Funding Opportunity 

Number. Then click “Download Package.” This will take you to the “Selected Grants Application for 
Download” results page. 

 
• To download an application package and its instructions, click the corresponding download link 

below the “Instructions and Application” column. 
 
• Once you select a grant application, you will be taken to a “Download Opportunity Instructions and 

Application” screen to confirm that you are downloading the correct application. If you would like to 
be notified of any changes to this funding opportunity, enter your e-mail address in the corresponding 
field, then click the “Submit” button. 

 
• After verifying that you have downloaded the correct opportunity information, click the “Download 

Application Instructions” button. This will open a PDF of this grant solicitation. You may print the 
solicitation or save it to your computer by clicking either the print icon at the top tool bar or the “File” 
button on the top tool bar.  If you choose to save the file, click on “Save As” and save to the location 
of your choice. 

 
• Click the “Back” Navigation button to return to the “Download Opportunity Instructions and 

Application” page. Click the “Download Application Package” button. The application package will 
open in the PureEdge Viewer. 

 
• Click the “Save” button to save the package on your computer. Because the form is not yet complete, 

you will see a prompt that one or more fields may be invalid. You will complete these fields in step 4, 
but for now, select “Yes” to continue. After you click “Yes,” the “Save Form” window will open. 

 
• Save the application package to your desktop until after submission. Select a name and enter it in the 

“Application Filing Name” field. Once you have submitted the application through Grants.gov, you 
may then move your completed application package to the file location of your choice. 

 
• Click the “Save” button. If you choose, you may now close your Internet browser and complete your 

application package offline by double clicking the icon on your desktop. You do not have to be 
connected to the Internet to complete the application package in step 4 below.  
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Step 4: Completing the Application Package 
 
Note: This application can be completed entirely offline; however, you will need to log in to Grants.gov 
to submit the application in step 5. 
 
• Locate the application package you saved on your computer. When you open the package, it will be 

in PureEdge Viewer. You may save your application at any time by clicking on the “Save” button at 
the top of the screen.  

 
• Enter a name for your application package in the “Application Filing Name” field. This can be a 

name of your choice. 
 
• Open and complete all the mandatory and optional forms or documents. To complete a form, click to 

select the form, and then click the “Open” button. When you open a required form, the mandatory 
fields will be highlighted in yellow. If you enter incomplete information in a mandatory field, you 
will receive an error message or the field will turn red, indicating a change needs to be made. 

 
Mandatory forms include the (1) Application for Federal Assistance (SF-424); (2) Assurances for 
Non-Construction Programs (SF424B); and (3) Disclosure of Lobbying Activities (SF-LLL).  These 
forms can also be viewed at www.ojp.usdoj.gov/forms.htm. Other Mandatory forms are the (1) 
Project Narrative Attachment Form; (2) Budget Narrative Attachment Form; and (3) Other 
Attachments Form. Optional forms required for this solicitation include the Survey on Ensuring Equal 
Opportunity for Applicants.

 
• When you have completed a form or document, click the “Close Form” button at the top of the page. 

Your information will automatically be saved.  
 
• Next, click to select the document in the left box entitled “Mandatory Documents.” Click the “=>” 

button to move the form or document to the “Mandatory Completed Documents for Submission” box 
to the right.  

 
• Some mandatory documents will require you to upload files from your computer. To attach a 

document, select the corresponding form and click “Open.” Click the “Add Mandatory Attachment” 
button to the left. The “Attach File” box will open. Browse your computer to find where your file is 
located and click “Open.” The name of that file will appear in the yellow field. Once this is complete, 
if you would like to attach additional files, click on the “Add Optional Attachment” button below the 
“Add Mandatory Attachment” button.  

 
• An “Attachments” window will open. Click the “Attach” button. Locate the file on your computer 

that you would like to attach and click the “Open” button. You will return to the “Attach” window. 
Continue this process until you have attached all the necessary documents. You may attach as many 
documents as necessary.  

 
• Once you have finished, click the “Done” button. The box next to the “Attach at Least One Optional 

Other Attachment” will now appear as checked.  
 

Note: the name of these buttons will vary depending on the name of the form you have opened at that 
time; i.e., Budget Narrative, Other Attachment, and Project Narrative File.  
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• To exit a form, click the “Close” button. Your information will automatically be saved. 
 
Step 5: Submitting the Application 
 
Note: Once you have completed all the yellow fields on all the forms and saved the application on your 
desktop, check the application package for errors. This can be done any time throughout step 4 above and 
as often as you like.  
 
• When you are ready to submit your final application package, the “Submit” button at the top of your 

screen will be enabled. This button will not be activated unless all mandatory data fields have been 
completed. When you are ready to submit your application, click on “Submit.” This will take you to a 
“Summary” screen. 

 
• If your “Submit” button is not activated, then click the “Check Package for Errors” button at the top 

of the “Grant Application Package” screen. PureEdge Viewer will start with the first form and scan 
all the yellow fields to make sure they are complete. The program will prompt you to fix one error at 
a time as it goes through the scan. Once there are no more errors, the system will allow you to submit 
your application to Grants.gov.  

 
• Review the application summary. If you wish to make changes at this time, click “Exit Application” 

to return to the application package, where you can make changes to the forms. To submit the 
application, click the “Sign and Submit Application” button.  

 
• This will take you to a “Login” screen where you will need to enter the user name and password that 

you used to register with Grants.gov in “Step 1: Registering.” Enter your user name and password in 
the corresponding fields and click “Login.” 

 
• Once authentication is complete, your application will be submitted. Print this confirmation screen for 

your records. You will receive an e-mail message to confirm that the application has been 
successfully uploaded into Grants.gov. The confirmation e-mail will give you a Grants.gov tracking 
number, which you will need to track the status of your application. The confirmation e-mail will go 
to the e-Business POC; therefore, if you are submitting on behalf of someone else, be sure the e-
Business POC is aware of the submission and that a confirmation e-mail will be sent. 

 
• When finished, click the “Close” button. 
 
Step 6: Tracking the Application 
 
• After your application is submitted, you may track its status through Grants.gov. To do this, go to the 

Grants.gov home page at www.grants.gov. At the very top of the screen, click on the “Applicants” 
link. Scroll down the “For Applicants” page and click the “Login Here” button. Proceed to login with 
your user name and password that was used to submit your application package.  

 
• Click the “Check Application Status” link to the top left of the screen. A list of all the applications 

you have submitted through Grants.gov is produced. There are one of four status messages your 
application can receive in the system: 
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1. Validated: This means your application has been scanned for errors. If no errors were found, it 
validates that your application has successfully been submitted to Grants.gov and is ready for the 
agency to download your application. 

 
2. Received by Agency: This means our agency has downloaded your application into our 

electronic Grants Management System (GMS) and your application is going through our 
validation process to be successfully received on our end. 

 
3. Agency Tracking Number Assigned: This means our GMS did not find any errors with your 

package and successfully downloaded your application into our system. 
 

4. Rejected With Errors: This means your application was either rejected by Grants.gov or GMS 
due to errors. You will receive an e-mail from Grants.gov customer support, providing details of 
the results and the next steps required. Most applications are rejected because: (1) a virus was 
detected; (2) you are using a user name and password that has not yet been authorized by the 
organization’s e-Business POC; or (3) the DUNS number you entered on the SF-424 form does 
not match the DUNS number that was registered in the CCR for this organization. 
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