


Fill in Email address 

Fill in Password 

Confirm Password Selection 

Click on “Sign Up” 



Click on “Create a Profile” 



Fill out each field with Organization information 
Fill out each line with the Agency/Organization Information 

Click on “Create a Profile” once form is completed 



This page will appear once a Profile has been created.  

Click on “Edit” if Profile needs be updated or corrected 

Click on “Get Started” to begin the application process 



Click on “Open” to start the Application 



These fields auto-populate 

from application information 

Fill out name and date fields 

MEMA completes these fields 

Click on “Mark Complete” once finished 



Click on “Edit” if Application Signature needs be updated or corrected 

Click on “Open” to begin filling out next section of Application 



Please note: Each Project must be added individually 

Click on “New Item” to add a new Project 



Click on the small blue arrow to find the option to 

print a copy of the project application. 

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. 

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



**Example of an expanding question.  Depending on the 

number of Equipment Items included in the Project, will 

auto-generate additional fields to be completed. 



Click on “Mark Complete” when the  

Project Application is filled out in its entirety. 

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

Click on “Select a file” to upload supporting documentation 

These fields will auto-populate 



Click on “+New Item” to add additional Projects to the Application  

Click on “Edit” to modify  or correct Project information  

Click on blue triangle to export to CSV file  



Click on “Close” when all Projects have been completed 



Click on “Open” to complete the Secondary Sign Off  



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

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



*Once all application portions reflect “Complete” and no other 

modifications are required, click on the “Submit” button to  final-

ize the application. 



*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. 

 

 


