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, “For New Users: o

By clicking 8ign Up, you will be prompted to enter \\
your emall address and create a password. Once you |
have chosen your password, your account will be /
S \ciealed and you will gain access to the poﬂal,’ PR
~N o -

~
-_—— ==

For Returning Users:

Sign into the portal using the email address and the
password you created when you originally signed up
for the portal. If you have forgotten your password,
click "Forgot your password?" and follow the
prompts to reset your password

REMINDER: Your email address and password Is
utilized for all Maine Emergency Management Grant
Programs. A unigue login for each program is not
required.
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Sign In

Email

Password

Need an Account?

Sign Up
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Forgot your password?



Sign In/Sign Up Instructions

For New Users:

By clicking Sign Up, you will be prompted to enter
your email address and create a password. Once you
have chosen your passwaord, your account will be
created and you will gain access to the portal.

For Returning Users:

Sign into the portal using the email address and the
password you created when you originally signed up
for the portal. If you have forgotten your password,
click "Forgot your password?" and follow the
prompts to reset your password.

REMINDER: Your email address and password is
utilized for all Maine Emergency Management Grant
Programs. A unigue login for each program is not
required
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Sign Up

Enter an email address and choose a password fo create a new account

Email
Password

€ Must contain at least one lowercase letter
© Must contain at least one uppercase letter
© Must contain one number

€ Must be between 8 and 32 characters

©  Must not be an email address

Confirm password

€ Passwords must maich

Click on “Sign Up”
:

<= Return o Login

Fill in Email address

«

Fill in Password

Confirm Password Selection
@ <




Maine Emergency Management Agency Homepage Welcome, RACHEL BETHEA@MAINE GOV

Please click "+Create a Profile to Get Started" to begin. You can always edit your Profile by clicking "Edit".

‘You cannot move forward until you have completed your Profile.

_ Click on “Create a Profile”
Create a Profile to Get Started <




Maine Emergency Management Agency Homepage > Profile EED Welcome, RACHEL. BETHEA@MAINE.GOV &

PrOﬁ |e v Save Draft

Fill out each line with the Agency/Organization Information

Physical Address *

City *

State *

Zipcode *
Mailing Address *
City *

State *

Zipcode ®

Email Address *

DUNS Number *

SAM Number/CAGE Code *

Click on “Create a Profile” once form is completed
Save Draft Create Profile IR oo ]



This page will appear once a Profile has been created.
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Maine Emergency Management Agency Homepage Welcome, RACHEL BETHEA@MAINE GOV &

Please click "Create a Profile to Get Started™ to begin. You can always edit your Profile by clicking "Edit".
You cannot move forward undil you have completed your Profile.
Click on “Edit” if Profile needs be updated or corrected
Profile Co Edit | - —

To begin, click "Get Started” below.VWWhen you return fo this Homepage, you can see the status of your submission by the colored status bar below the submissien card.

= |fthe stafus bar is gray, your submission is under review, and no action needs fo be faken.
= Ifthe siatus bar is blue, there is an action required. Click on the Submission Card to complete.
» Ifthe siatus bar is red, there is an error. Please reach cut to the Administrator of this program.

+

Get Started

4= (Click on “Get Started” to begin the application process



Maine Emergency Management Agency Homepage > Any Subrecipient Welcome, finance. mema@main.gov &

Any Subrecipient Order by:

&= HSGP Application In Progress

When every step in this submission is complete, the "Submif” button fo the right will becoms green and
clickable.

The submission is not fully submitted uniil you click the green "Submit” bution. Once you click "Submit" the
submission will no longer be editable.

Click on “Open” to start the Application

Application Action Required m C—
The button will update to reflect how you can interact with this step.

Secondary Sign Off (Optional) Action Requirsd

*Optional unless Subrecipient has Secendary Sign Off requirement

Projects Action Required m
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Maine Emergency Management Agency Homepage > Any Subrecipient > Applicafion EED Welcome, finance. mema@main.gov &

Application - Save Dt Close

Please complete all required fighds.
You can save as a draft and retumn later to complete by clicking "Save Drafi” at the bottom of the page.

When you are ready to submit this step, please click the blue "Save” buffon at the bottom of the page.

Grant Application Form

The following fields are

HSGP Allocation

Funding Summary: SHSP

£

Fund 5 ' LETPP .
g Summany These fields auto-populate

3

Project Total from application information

[

Certification

Please cedify the following statement:

The ting sul i ur that this grant will be administered on a reimb nent basis. Upon app | of this grant request, and acceptance of the

grant terms and conditions specified in the Grant Award Letier and Contract, the subrecipient may incur costs against the grant award and submit invoices to MEMA for
reimbursement. Payment will be made on actual costs. The subrecipient further understands that all approved grant activifies and purchases must be made no later
than June 30, 2023,

By typing your name thig acts as your electronic signature: *

Date * \

4= Fill out name and date fields

Total Amount Awarded
5

Total Amount Paid To Date
s MEMA completes these fields

Total Amount of unused funds
0

Save Draft Mark Complete Cloze

Click on “Mark Complete” once finished



Maine Emergency Management Agency Homepage > Any Subrecipient Welcome, finance mema@main.govy &

Any Subrecipient Order by

= HSGP Application In Prograss

When every step in this submission is complete, the "Submif” button fo the right will become green and
clickable.

The submission is not fully submitted unfil you click the green "Submit” button. Once you click "Submit” the
submission will no lenger be editable.
Click on “Edit” if Application Signature needs be updated or corrected
Application Complsts Edit | < —

The button will update to reflect how you can interact with this step.

Click on “Open” to begin filling out next section of Application
Projects Agtion Required m G

Secondary Sign Off (Optional) Agtion Reguired m

*Ciptional unless Subrecipient has Secondary Sign Off requirement



AGENCY

Maine Ei Yy Agency > Any v > Projects Welcome, finance mema@main.gov &
Projects - Glose
Please click "+Add New ltem’. Please note: Each Project must be added individually

Each Project must be added individually. Please return to this page to add additicnal projects to the HSGP Application.
Minimum required: 1 Maximum allowed: 20 Total Completed: 0 + New tem

e Click on “New Item” to add a new Project
There are no items in this list yet...

wizel



Click on “Mark Complete” when the
Project Application is filled out in its entirety.

AGENCY

Maine Emergency Management Agency Homepage > Any Subrecipient > Projects > Projects G Welcome, finghce. mema@main.gov &

Click on the small blue arrow to find the option to

Projects -~ «——

Delete Save Draft Mark Complete Close
print a copy of the project application. T

Click on “Save Draft” if wanting to save progress and return to complete

Project Information

Project Title *

Project Number *

Project Type *
v
Priority Investment *
v
Primary Core Capability *
v
Project Justification : Provide DETAILED information about the project's nexus to counter-terrorism and/or homeland security and how it supports the
community. Who, What, Where and Why. *
Vi
How does this proposed investment close a capability gap or sustain a capability, identified in the THIRA/SPR? *
Vi
Build or Sustain *
v
Deployable *
v
Does the Project Support a Previously awarded Investment? *
v
Does this Project require an EHP? *
v
Does this project support a NIMS Typed Resource? *
v

**Expanding Questions: Depending on provided answers, additional question
fields will auto-generate to be completed as part of the application.



How many Equipment Items will you include? * === **Eyample of an expanding question. Depending on the

number of Equipment Items included in the Project, will e
/ auto-generate additional fields to be completed.
How many Equipment tems will you include? *
1 v
Equipment Item 1 *
AEL Number *
Solution Area Subcategories *
v
Disciplines *
v
Is this Maintenance & Administration? *
O Yes
O No
SHSP Cost *
$
LETPP Cost *
3
How many Exercise Items will you include? *
v
How many Organization Items will you include? *
v
How many Planning Items will you include? *
v

How many Training Items will you include? *



Budget Breakdown
The following fields automatically populate from data above:

SHSP Budget

SHSP Budget: Equipment
0

SHSP Budget: Exercise
0

SHSP Budget: Organization
0

SHSP Budget: Planning
0
SHSP Budget: Training

0

Total SHSP Project Cost
0

LETPP Budget These fields will auto-populate
LETPP Budget: Equipment
0

LETPP Budget: Exercise
0

LETPP Budget: Organization
0

LETPP Budget: Planning
0

LETPP Budget: Training
0

Total LETPP Project Cost
0

Supporting Documentation

File Upload / Click on “Select a file” to upload supporting documentation
(2]

+ Select a file

Last saved at §:09:14 AM

Dele/:e Save Draft Mark Complete Close

Click on “Save Draft” if wanting to save progress and return to complete

Click on “Mark Complete” when the

Project Application is filled out in its entirety.



Maine Emergency Management Agency Homepage * Any Subrecipient > Projecis Welcome, finance.mema@man.gov &

P rOjeCtS ~ <= Click on blue triangle to export to CSV file Close

Please click "+Add Mew Item".

Each Project must be added individually. Please return to this page to add additional projects to the HSGP Application.

“You have met the required minimum for this sfep. You can continue adding items if necessary up to the stated maximum.

Minimum required: 1 Maximum allowed: 20 Total Completed: 1 /m

Click on “+New Item” to add additional Projects to the Application
Project Name = Project Number =

Project Test 1 Edit

Click on “Edit” to modify or correct Project information

wilZe
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Maine Emergency Management Agency Homepage * Any Subrecipient > Projecis Welcome, finance.mema@man.gov &

P rOjectS hd Click on “Close” when all Projects have been completed =m———) = Close

Please click "+Add Mew Item".

Each Project must be added individually. Please return to this page to add additional projects to the HSGP Application.

“You have met the required minimum for this sfep. You can continue adding items if necessary up to the stated maximum.

Minimum required: 1 Maximum allowed: 20 Total Completed: 1 m

Project Name = Project Number =

Project Test 1 Edit

wize



Maine Emergency Management Agency Homepage > Any Subrecipient

Any Subrecipient

& HSGP Application In Progress

VWhen every sfep in this submission is complete, the "Submit' button to the right will become green and
clickable.

The submission is not fully submitted until you click the green "Submit” button. Gnce you click "Submit” the
submizsion will no longer be editable.

Application Co

The button will update to reflect how you can interact with this step.

Projects C

Secondary Sign Of (Optional)

*Opficnal unless Subrecipient has Secondary Sign Off requirement

Action Required

Welcome, finance.mema@main.gov &

Order by: [Newest fo Oldest w

Edit

Edit

Click on “Open” to complete the Secondary Sign Off



Maine Emergency Management Agency Homepage > Any Subrecipient > Secondary Sign Off (Opfional) (GG Welcome, finance.mema@man.gov &

Secondary Sign Off (Optional) -

*Optional unless Subrecipient has Secondary Sign Off requirement /

*If no secondary sign off is required, click on “Mark Complete”

Save Draft Mark Complete Close

*If secondary sign off is required, fill out the necessary fields and then click on “Mark Complete”

Secondary Sign Off Request

Secondary Sign Off Name

Secondary Sign Off Email



AGENCY

Maine Emergency Management Agency Homepage > Any Subrecipient Welcome, finance mema@maingov &
ini Order by:
Any Subrecipient !

& HSGF Application In Progress m

When every step in this submission is complete, the "Submit" button to the right will become green and
clickable.

The submissien is not fully submitied until you click the green "Submit” button. Cnce you click "Submit” the
submission will ne longer be editable.

Application Edit

The bution will update fo reflect how you can inferact with this step.
Projects Edit

Secondary Sign Off (Opfional) Edit

*Oplional unless Subrecipient has Secondary Sign Off requirement

*Once all application portions reflect “Complete” and no other
modifications are required, click on the “Submit” button to final-
ize the application.
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Maine Emergency Management Agency Homepage * Any Subrecipient Welcome, finance.mema@main.gov &%
ini Order by:
Any Subrecipient :

B HSGF Application In Progress
Thank you for submitting.

This has been submitted.

“four submission is now under reviews and you will be contacted if any additional infermation is needed.

Application View

The butien will update to reflect how you can inferact with this siep.

Projects

Secondary Sign Off (Optional) View
*Opficnal unless Subrecipient has Secondary Sign Off requirement

*Once the application has been submitted, all sections of the application will be view only
and an application submission confirmation email will be sent to the email address utilized in the Profile.

**To view individual Projects, click on “Open” to review each submitted Project.

***If corrections need to be made, contact MEMA HSGP Program Manager.



