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Grants.gov Train-the-Trainer Workshops


AGENDA
Unit A – Introduction (25 minutes)

· The Grants.gov Team 
· Overview of Grants.gov 

· Grants.gov Walkthrough 

Unit B – The Apply for Grants Process (170 minutes)
· The Grantor Process 

· The Grant Community Process 

· Practice Exercises 

Unit C – Your Outreach Role (120 minutes)
· Your Responsibilities 
· Using Grants.gov Resources 
· Teaching Others about Grants.gov 

Unit D – Wrap-Up (30 minutes)

· Feedback and Discussion 

· Evaluation 

*  Two 15 minute breaks & 60 minute lunch will be incorporated into the presentation.

DETAILED OUTLINE

UNIT A – INTRODUCTION

Module 1 - The Grants.gov Team

Introductions

an introduction of trainers, Grants.gov Team members and participants

Roles and Responsibilities

identification of the “go to” people for various situations and issues

Module 2 - Overview of Grants.gov

Background

a brief review of the background of the Grants.gov Program

Vision

a brief review of the Grants.gov Vision
Goals

a brief review of the goals of Grants.gov

Grantor Agency Benefits

a brief review of the benefits of Grants.gov for grantors

Grant Community Benefits

a brief review of the benefits of Grants.gov for the grant community

Module 3 - Grants.gov Walkthrough

System Overview

A high level introduction to the Grants.gov system to get the general “look and feel”

2 Roles – 2 Sections

an overview of the Grants.gov system sections: “For Grantors” and “Grant Community” This overview will include a process view of each role – Grantors and the “Grant Community”

Grant Community

an overview of the Grant Community sections (get started and find grant opportunities) and the information and functionality they offer

For Grantors

an overview of the For Grantors section and the functionality it offers

Customer Support 

an overview of the various Customer Support features available to both Grantors and the Grant Community

UNIT B – THE APPLY FOR GRANTS PROCESS

Module 1 - The Grantor Process

Manage Agencies

an overview of how to manage agencies: modifying agencies, creating agencies, modifying sub-agencies, deleting agencies

Manage Users and Roles

an overview of how to manage users and roles: creating users, modifying users, reassigning user roles, deleting users

Manage Application Package Templates

an overview of how to manage application package templates: creating templates, modifying templates, deleting templates (we will include the assurances piece here)

Publish Application Packages

an overview of how to publish application packages: creating application packages, modifying application packages, deleting application packages (we will include creating one instruction document tips here)

Retrieve Applications

an overview of how to retrieve submitted applications. (we will include the system to system interface overview here)

Assign Tracking Numbers

an overview of how to assign agency tracking numbers
Module 2 - The Grant Community Process

Get Started

an overview of “Get Started” steps: downloading application viewer, requesting a DUNS, registering with CCR, registering with E-authentication

Find Grant Opportunities

an overview of how to find grant opportunities

Apply for Grants

an overview of how to apply for grants: downloading application packages, completing application packages, submitting application packages (we will walk through downloading and submitting an application here using one of our training computers)

Module 3 - Practice Exercises

Modify Your Agency

each participant will modify a pre-determined test agency

Create a Sub-Agency 

each participant will create 2 new test sub-agencies. These will be sub-agencies in their pre-determined test agency.

Modify a Sub-Agency 

each participant will modify 1 sub-agency that they created

Delete an Agency

each participant will delete 1 sub-agency that they created

Set Agency Levels

each participant will change their agency level to one of the sub-agencies they created

Sign Up 

each participant will sign-up 2 new users

Modify a User

each participant will modify 1 new user

Reassign Roles

each participant will reassign the roles of 1 new user

Delete a User

each participant will delete 1 new user

Create a New Application Package Template

each participant will create 2 new application package templates

Modify an Application Package Template

each participant will modify 1 new application package template

Delete an Application Package Template

each participant will delete 1 new application package template

Publish a New Application Package

each participant will create 2 new application packages 

Modify an Application Package

each participant will modify 1 new application package

Delete an Application Package

each participant will delete 1 new application package

Retrieve a Submitted Application

each participant will retrieve a submitted application. 

Assign a Tracking Number

each participant will assign an agency tracking number to a submitted application 

View Submitted Applications

each participant will view submitted applications
Unit C – Your Outreach Role 

Your Responsibilities 

We will discuss the various responsibilities the participants have in getting the word out and teaching other about Grants.gov  

Using Grants.gov Resources 

Outline the various support resources available to them in their role as trainers.

Teaching Others about Grants.gov 

Exercise in actual delivery – each person will prepare a 5 minute lesson and have a chance to be critiqued.    
UNIT D - WRAP-UP

Feedback and Discussion

Collect feedback about the training session
Evaluation

Participants will complete a training evaluation (of the session and instructors)
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