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Grants Management

 Beginning in 2011, the grant application process will 
ONLY be available on the new web-based system. 

 Any agency interested in receiving a grant with GHSP 
will be required to use the new grant system. 

 Information will be entered and stored in an online 
web-based portal.

 All applications, claims and revisions will be completed 
and transmitted via internet. 



Benefits to New System

 Streamline Current Procedures
 Real time transfers. Ability to view the status of 

application, claims and changes to contract at anytime.

 Improve Communications
 Emails and “notes” displays on portal

 Reduce Paperwork
 GHSP is going green. No more paper copies. No more 

files. All data will be submitted and stored  
electronically.



Benefits to New System

 Error Proof
 Built in checks and balances. No more mathematical 

errors. No more transpiring numbers incorrectly.

 Simplified PDF Forms
 GHSP forms look the same, no proposal needed. 

Ability to print/download other GHSP forms from 
your portal.



Negatives to New System

NONE

But you will have to learn how to 
navigate through the new system.



New Word Translations

Application = Concept, Traffic Safety Proposal

Agreement = Approved Contract

Change Request = Revision

SR_Applicant = Grantee, Project Director



Steps of the Process

Attain a User ID      
January-February

Attend Training      
February-March

Submit Application End of 
March-April

Make Changes to 
Application or Receive 
Notification of Rejected 

Application                  
May-August

Receive Notification of 
Approved Agreement     

October

Submit Claims, Revisions, 
Upload Documents, 

Quarterly Reports, Monthly 
Enforcement Reports      
October 1, 2011-

September 30, 2012



User ID, Passwords and PIN’s

Why do we need a user ID and password?
 A user ID and password identifies the user and is required for 

access in the new system. It is necessary for the ability to view 
or perform changes to your GHSP grant.

How to get I get a user name, password and PIN?
 Complete the “Grant Management Access Authorization” form 

and fax to GHSP or email to GHSPSecurity@ncdot.gov
Can I choose my own password?
 The first time you log on to the grants system, you will be 

required to change your password.



User ID’s Passwords and PIN’s

Do I have to change my password?
 For security purposes, passwords will be changed every 90 days.
What happens if I get locked out of the system or forget my 
passwords?
 The grants system will lock if there has been no activity for 30 days 

or more. If you cannot log on, or if you forgot your user ID or 
password, contact the DOT Help Desk for assistance.

What is a PIN?
 A PIN represents an electronic signature and is unique to a specific 

person.
Why is a PIN needed?
 A PIN permits you to sign documents and transmit electronically.
How many PINS can my agency receive?
 No more than three (3) PIN’s will be issued per agency. 



Grants Management Access Authorization Form 
 
The new Grant Management System requires a User ID and Password for access in the system. 
Complete Section 1 for a User ID and Password only, which will allow you to view, but not submit any 
information connected to a Grant.  If you are going to perform work within the Grants System (i.e. 
submit an application, submit a claim, or make changes to an agreement), you must complete Section 1 
and 2 for a PIN. No more than three (3) PIN’s will be issued per agency. A separate form will be required 
for each User ID and PIN issuance. Fax 919‐733‐0604 or email the form to the GHSP Security 
Coordinator at GHSPSecurity@ncdot.gov 
 
 
 
 
 
 
 
 
 
 
 
 
 

I certify information above is accurate and I am the authorized person to perform the duties listed. 
Print Name:_________________________________________________________________________  

Signature: __________________________________________________________________________  

Agency Head Signature*: ______________________________________________________________  

*As agency head, I understand that allowing someone to request a pin permits them to sign documents 
for this agency. 

Section 2 ‐ PIN Request Information 

Final approval of Application, Claims for Reimbursement and Change Request forms will require the use of a PIN. 
A PIN represents an electronic signature and is unique to a specific person. In order for GHSP to issue a PIN, you 
must be an active employee of the department and the person responsible for the role. The following roles 
require the use of a PIN, please check which application you will be responsible for pining (signing). 
 

 Submit Final Application 

 Create/Submit Claims for Reimbursement 

 Create/ Submit Change Request 

Choose a PIN with a minimum of 4 characters. PIN Number: ___________ 

Section 1 ‐ User ID Information 

First: _________________________________________  Last:  _____________________________  

Agency: _________________________________________________________________________  

Agency Address: __________________________________________________________________  

Title:   __________________________________________________________________________  

Telephone: ____________________________________  Fax:  _____________________________  

Email:  __________________________________________________________________________  

Secure 8 digit number: __________________________ 

If you forget your password, you will need this 8 digit # to retrieve your information. It is suggested to use the last 4 digits of 
your SSN & birthday (MMDD). After your application has received security clearance, you will be emailed your personal User 
ID and temporary password to access the system. You must create a new password prior to logging into the Grants System 
for the first time. 



Grants Management Access Authorization Form

 Complete Section 1 for a User ID and Password.
 Allow you to “VIEW ONLY” the grant, but not submit 

information.

 Complete Section 1 & 2 for User ID, password and 
PIN
 Allow you to perform work within the Grants System; 

create applications, claims and change request forms. 
Any document that requires a signature.



Grants Management Access Authorization Form-
Section 1

Section 1 - User ID Information
First: _____________________ Last: ___________________________
Agency: __________________________________________________
Agency Address: ___________________________________________
Title: _____________________________________________________
Telephone: ______________________ Fax: ______________________
Email: _____________________________________________________
Secure 8 digit number: __________________________
If you forget your password, you will need this 8 digit # to retrieve your 
information. It is suggested to use the last 4 digits of your SSN & birthday 
(MMDD). After your application has received security clearance, you will be 
emailed your personal User ID and temporary password to access the system. You 
must create a new password prior to logging into the Grants System for the first 
time.



Grants Management Access Authorization Form-
Section 2

Section 2 - PIN Request Information

Final approval of Application, Claims for Reimbursement and Change Request 
forms will require the use of a PIN. A PIN represents an electronic signature 
and is unique to a specific person. In order for GHSP to issue a PIN, you must 
be an active employee of the department and the person responsible for the 
role. The following roles require the use of a PIN, please check which 
application you will be responsible for pining (signing).

 Submit Final Application
 Create/Submit Claims for Reimbursement
 Create/ Submit Change Request

Choose a PIN with a minimum of 4 characters. PIN Number: ___________



User ID Request Form – Last Section

I certify information above is accurate and I am the 
authorized person to perform the duties listed.
Print Name: _________________________________
Signature: __________________________________
Agency Head Signature*: ______________________
*As agency head, I understand that allowing someone 
to request a pin permits them to sign documents for this 
agency.



Grant Process

Submit Application

GHSP Approval 
Process

Application-
Approved or 

Rejected

If Approved, Make 
Changes, Add AOC 
w/Signature Page 

and Pin and 
Resubmit

Receive Final 
Approval





















Questions?????

What’s Next….
 Submit Application Demo
 Submit Claim Demo
 Submit a Change Request for Agreement
 Personalize help completing User ID Request Forms

http://crmqas.dot.nc.net:8052/sap/crm_logon?sap-
client=200


