
The Grant Management System: 
utahgrants.utah.gov



Sub Recipient Registration: 
Step 1REGISTRATION PAGE

2

Enter the website: utahgrants.Utah.gov into 
your browser. 
Click on “Register As” then Select 
“Organization” if you have never logged in 
before. 
If you are returning, enter in your login 
information and then proceed to slide 10. 



Sub Recipient Registration: 
Step 2 NON DISCLOSURE PAGE
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Click on “Agree”



Sub Recipient Registration: 
Step 3 CONFLICT OF INTEREST PAGE
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Click on “Agree”



Sub Recipient Registration: 
Step 4 REGISTRATION PAGE
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Enter in your Tax ID # for the 
EIN, your agency’s DUNS #, 
Organization Name, and Zip 
Code



Sub Recipient Registration: 
Step 5 REGISTRATION PAGE
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Fill out the following fields to create 
your organization profile. Fields 
marked with * are required



Sub Recipient Registration: 
Step 6 ORGANIZATION REPRESENTATIVE PAGE
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Fill out the following fields to register 
your point of contact. The primary 
representative should be the one 
who will be filling out the application. 
Fields marked with * are required



Sub Recipient Registration: 
STEP 7 CONFIRMATION PAGE
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When you have reached this page, 
it will send out an email to UOVC 
staff to approve your registration. 
Approval is not automatic and may 
take up to 1-2 business days.



Sub Recipient Registration: 
STEP 8 Login email
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This is the confirmation email 
that you will receive once your 
account is approve. Click on the 
link, use the username that is 
provided and then create a 
password in the system



Sub Recipient Registration: 
STEP 9 grants portal home page
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Once you log in, this is what 
the grants portal home page 
will look like



Sub recipient application
step 1 list of opportunities page
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To find available opportunities 
(i.e. the grant application), click 
on “Opportunities”



Sub recipient application
step 1 list of opportunities page

Click on the green eye on the “2019-2021 
VOCA Application (Year 1 and Year 2)” in 
order to view the opportunity



Sub recipient application
step 2 interested opportunity
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After viewing the opportunity, click on 
“Interest” or “Qualify”



Sub recipient application
step 2 interested opportunity

Click on “View Interested Opportunities” (may say “View 
Qualified Opportunities”). Make sure that you are on the 
“Opportunities” tab first (at the top).



Sub recipient application
Step 2: Interested Opportunity
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Click on the green eye on the “2019-2021 VOCA 
Application (Year 1 and Year 2)” in order to view the 
interested opportunity



Sub recipient application
step 3 create application
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Click on “Create Application



Sub recipient application
Step 4: Overview

Fill out the Overview 
Tab using the attached 
instructions and then 
save. 



Sub recipient application
Step 5: Budget

Click on the Budget Tab and fill 
out each budget category by 
clicking on the build-up icon (see 
instructions on what to include 
on budget)



Sub recipient application
Step 5: Budget

To fill out the personnel category, click on 
“New” and then fill out all the boxes. Then click 
on “Save.” Use a new line for each grant 
funded, matched, or volunteer personnel. Do 
the same for each category in the budget.



Sub recipient application
Step 5: Attachments: Coversheet

Click on the Attachments Tab and 
then click on the pencil on the 
coversheet line to fill out the 
coversheet



Sub recipient application
Step 5: Attachments: Coversheet

Fill out the coversheet 
according to the 
instructions and save. 



Sub recipient application
Step 6: Attachments: Program Plan

Click on the Attachments Tab and 
then click on the pencil on the 
program plan line to fill out the 
program plan



Sub recipient application
Step 6: Attachments: Program Plan

To fill out your program plan, 
start by clicking on “New Goal”



Sub recipient application
Step 6: Attachments: Program Plan

Fill out the area that the goal will 
address and type in the goal, then 
save



Sub recipient application
Step 6: Attachments: Program Plan

To add objectives under each 
goal, click on the build-up icon 
under the goal



Sub recipient application
Step 6: Attachments: Program Plan

Fill out the projected amounts, what they 
measure, objective description, activities, and 
evaluation according to the instructions. 
Follow the same process for all of your goals 
and objectives.



Sub recipient application
Step 6: Attachments: Business Forms

• Follow all of the same steps for all of the rest of the attachments 
under the Business Forms Section:
• Equipment Summary

• Additional Resources

• Statistic Reporting

• Record of Providing Effective Services

• Project Administration

• Statement of Problem, Need, and Target Population



Sub recipient application
Step 7: Additional Attachments

To fill out the other attachments: 
on the attachments tab, scroll to where 
it says “Attachments from Grantor” and 
click on “View Attachment” for each 
attachment you would like to 
download



Sub recipient application
Step 7: Additional Attachments

Download the attachment, fill out according to the 
instructions and then save to your computer.



Sub recipient application
Step 7: Additional Attachments

To upload the required attachments:
Under the Attachments Tab, scroll down to 
“Attachments” and click on “Add”



Sub recipient application
Step 7: Additional Attachments

Click on “Type” and choose 
“Other,” choose and upload 
the file and type in the 
required attachment name 
in the “Description,” then 
save. Do the same for all of 
the required attachments



Sub recipient application
Step 9: Application Validation and Submission

Once all of the sections are filled out and all of 
the attachments are uploaded, validate your 
grant. Do NOT validate unless you are 100% 
sure you are finished. Once your grant is 
validated, click on “Submit to Grantor.” 



DON’T FORGET!
This is a two-year 
application and you will 
need to apply for each year 
on a separate application. 
To fill out the application 
for year 2 (2020-2021), you 
will need to go back to 
“Opportunities” and go 
through the process again. 



Application Check List-Year 1

• Overview
• Budget (year 1 only)
• Business Forms:

• Coversheet
• Additional Resources

• Agency operating budget
• Equipment Summary
• Statement of Problem, Need, and Target Population
• Program Plan and Evaluation/Collaboration (year 1 

only)
• 3 letters of support from outside agencies

• Statistic Reporting
• Record of Providing Effective Services
• Project Administration (with attachments)

• Organization chart
• Roster of Governing Board (for non-profits)
• Verification of 501©3 status (for non-profits)
• VOCA-funded employees job description
• Volunteer job description

• Attachments-Required (for them to 
download, fill out, then upload)
• Required VOCA Questions (year 1 only)
• Budget Justification Form (year 1 only)
• Certified Assurances/Grant Conditions

• Letter from Authorized Official (if 
applicable)

• Additional Attachments (if applicable)
• Sexual Assault Program Evaluation (for 

dual programs)
• Agency Emergency Funds Polices
• Agency Travel Policies
• Rental Deposit Policies
• W-9 form (if a new agency)



Application Check List-Year 2

• Overview

• Budget (year 2 only)

• Program Plan and Evaluation/Collaboration (year 2 only)

• Required VOCA Questions (year 2 only)

• Budget Justification Form (year 2 only)



Application Submission

Do NOT wait until the last minute to submit 
your application. Even though it closes at 
11:59 pm, technical assistance will not be 
able to assist you if something goes wrong. 
We strongly recommend that you submit at 
least two business days before the deadline. 



2019-2021 VOCA RFP TIMELINE
ACTION DATE

2019 Grant application available at the UOVC website: 
www.crimevictim.utah.gov

Tuesday, February 26, 2019

Application Technical Assistance-
Walk-in Days 

Tuesday, March 19,2019
Wednesday, April 3, 2019

Intent to Submit Due,
SME Reviewer Application Due

Thursday, April 4, 2019

APPLICATION DUE THURSDAY, APRIL 11, 2019

Grant Review May-June  2019

Award recipients notified Friday, June 21, 2019

Grant revisions June-July 2019

2019-2021 VOCA Grant Year Begins July 1, 2019
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Important: Write this down
• Application Technical Assistance:

• When:  Tuesday, March19, 2019 (Walk-in hours 9:00 AM – 4:00 PM)

• When: Wednesday, April 3, 2019 (Walk-in hours 9:00 AM – 4:00 PM)

Where: UOVC – (2nd Floor) 350 East 500 South, Salt Lake City

Why: To provide you technical assistance for the new online application 

38



Questions???




