How to Register a New Organization

1. If your organization has not registered through the NJDEP SAGE system, please click on
“New User?” on the home page to fill out the Registration Page.
Please Note: Only eligible applicants can register as a user. Consultants should be
added as a member of the organization after the organization has been approved.

' Welcome Page

‘ Login

Username

Welcome to NJ Department of Environmental
Protection System for Administering Grants
Electronically (NJDEP SAGE).

Password

This is the NJDEP's grant management system. This system requires authorization for access

Registration Instructions: If you have not previously registered as an Authorized Official (AO)
within NJDEP SAGE, your first step is to register. To do this, click here. After submitting a .
registration request, you will receive an e-mail confirmation of your acceptance into the system. y
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2. Once you fill out the Registration Page click on the “SAVE” button to submit. Within 72
hours, an email notification will be sent to let you know if you have been accepted into
the system.

Registration
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Registration
= Please complete all the required fields below and hit the SAVE button to submit the
information.
+ Required fields are marked with an *
Contact Information
Prefix  First Middle Last Suffix
Name V|| = [ F[ v
Organization |
Title \
I

Address

city i [ state [New Jersey v Zipcode
\

County v



3. Once logged in, you will be on the My Home Page. Here you will see My Training Materials,
My Organizations, and My Profile on the banner at the top. My Training Materials will give you
access to a manual for an overview of the system. To change your password or contact
information, click on “My Profile”.

My Home 'I
My Training Materials | My Organization(s) | My Profile | Logout
"SHOW HELP™

AGATE - Instructions:
aate QWQ‘COHWE Jennifer Select the SHOW HELP button above L
Authorized Official

> Applying for an Opportunity
Change My Picture > Using System Messages

> Understanding your Tasks

> Managing your awarded grant

|detailed instructions on the following.

Hello Jennifer, please choose an option below.

& View Available Opportunities

‘You have 2 opportunities available
Select the View Opportunities button below to see what is available to your organization

& My Inbox

You have 1 new messages
Select the Open My Inbox button below to open your system message inbox

OPERWYIREOX|

How to Add Members to Your Organization

1. To update your organization information or add members to your organization, click
on “My Organizations” on the banner. This is where you can add your Vendor ID
number and DUNS Number which is required for the grant application.

NJDEP SAGE

New Jersey Department of Environmental Protection
System for Administering Grants Electronically

My Training Materials | My Organization(s) | My Profile | Logout

"SHOW HELF"
. Instructions:
asmreg) Wel come Jennifer Select the SHOW HELP button above for detailed instructicf*h the following.
Authorized Official = Applying for an Opportunity
Change My Picture = Uzing System Messages

= Understanding your Tasks
= Managing your awarded grant

Hello Jennifer, please choose an option below.

& View Available Opportunities

You have 8 opportunities available.
Select the View Opportunities button below to see what is available to your organization.

[VIEW GPPORTUNITES |



2. Once you are on the My Organizations page, you can update any information needed.
Please remember to click the “SAVE” button once complete.

NJDEP SAGE

New Jersey Department of Environmental Protection
System for Administering Grants Electronically

My Training Materials | My Organization(s) | My Profile | Logout

Q Back
Organization - & ABC Company

Please complete all the required fields below. Required fields are marked with an .

Ifyou need a Vendor ID Number, please access NJSTART by clicking_here. Click the blue register button and
follow the on-screen instructions.

Organization Information | Crganization Members | Organization Documents | Organization Details

Organization Information

Mame | ABC Company I"

e —
N —
e —

Type of Governing .
Body | hd r
Address 111 Winding Way
PA
City [Trenton [ state [New Jersey v | ZIP Code [ 08625 5
County '

LR PP — be e T 1

3. To view members of the Organization, click on “Organization Members”.

NJDEP SAGE

New Jersey Department of Environmental Protection
System for Administering Grants Electronically

My Training Materials | My Organization(s) | My Profile | Logout

Q Back
Organization - & ABC Company

Flease complete all the required fields below. Required fields are marked with an *.

Ifyou need a Vendor ID Number, please access NJSTART by clicking_here. Click the blue register button and
follow the on-screen instructions.

Organization Information | Crganization Members | Organization Documents | Organization Details

Organization Information

Mame | ABC Company I"

e —
N —
e —

Type of Governing .
Body | bl r

Address 111 Winding Way

P

City [Trenton [ State [ New Jersey ~ [ ZIP Code [ 02625 :
County [Mercer County v

LR PP — be e T 1




4. A list of members will appear, their role, and how many Active Documents they are
assigned to. If a member is no longer with the organization, you can put an end date under
“Active Dates” to disable their login. To add new Members, click on “Add Members”.

NJDEP SAGE

New Jersey Department of Environmental Protection
System for Administering Grants Electronically

My Training Materials | My Organization(s) | My Profile | Logout

Q) Back
Organization - i ABC Company

Follow the instructions listed below to add/remove/modify organization members.

Qrganization Information | Organization Members | Crganization Documents | Organization Details

Organization Members

Administrators with the authority to add members to your organizafion can follow these steps:
» To add a member to your organization, select the Add Members link below.
« |f a member has already added his/her information in the system. you can search for the member.
« [fyou need to add a member's information into the system, select New Member.
« For more detailed instructions, select the Show Help button above

Current Members | Add Members

Sort By: [-——SELECT| | v |[———SELECT—— v | Results Per Page =3

_ - Modified  Assignment
Active Dates Assigned By By Categories
Moblejas, Ms Authorized 11/19/2019 L Springer, Mr.
Jennifer Official 4 Jay
111972019

5. At the next page, click on “New Member”.

My Organization(s) — Organization Members

My Training Materials | My Organization(s) | My Profile | Logout
"SAVE" "SHOWHELP"

Organization - § ABC Company
Follow the instructions listed below to add/remove/modify organization members

Organization Information | Organization Members | Organization Documents | QOrganization Details

Organization Members

Administrators with the authority to add members to your organization can follow these steps
+ To add a member to your organization, select the Add Members link below
« It a member has already added his/her information in the system, you can search for the member.
+ If you need to add a member's information into the system, select New Member.
« For more detalled instructions, select the Show Help button above

Current Members | Add Members

Person snrch[ | | "SEARCH|

| 1)



6. You will be directed to the Add/Edit Member page. Please fill out the new member
information and click “SAVE and Add to Organization” button when complete.

NOTE: You must inform the New Member of their default username and

password. Once logged in, they will be able to change it under the “My
Profile” section.

New Jersey Department of Environmental Protection
¥/ System for Administering Grants Electronically

%) NJDEP SAGE

My Training Materials | My Organization(s) | My Profie | Logout

Q) Back
Organization - i ABC Company

Follow the instructions listed below to addiremove/modify organization members.

Organization Information | Organization Members | Organization Documents | Organization Details

Add/Edit Members

Administrators with the authority to add members to your organization can follow these steps
Please complete the information below. Al reguired fields are marked with an *.

Prefix  First Middle Last Suffix
Name vl | I F vl
Title [ 5
Email [ ¥
Password I:I’ Confirm Password I:I’
Date Active Date Inactive ]
Role [“Sekd-___ v}

7. To link a New Member to an Active Document, you must open the appropriate
document/application and click on “Add/Edit People” under the Management Tools Section.

Management Tools- Add/Edit People

My Training Materials | My Organization(s) | My Profile | Logout

Q Menu Q Forms Menu 0 Status Chang

0 Back

Document Information: WQR-2019-AB
Details

= 0 Management Tools 9 Related Documents and Messages

36 ADD/EDIT ORGANIZATIONS
Select the link above to manage the
organizations associated with this document

Info Document Type ent Status Period Date /

Date Due
- <::|
) 1y ADD/EDIT PEOPLE 03/01/2019 - N/A
Water Quality Restoration 2019 Select the link above to perform actions such as ication In Process NA

adding people, changing a security role, or
altering people's active dates on this document

DOCUMENT SNAPSHOT [79 MY ACTIVITIES SEARCH/REPORTS

Select the link above to perform a search and
output the results from the My Activities.

+ To begin or continue work on your appli
+ To submit or cancel your application, pl
+ Please ensure appropriate staff have beg

form you wish to fill out
bpriate option




8. Check mark the box next to the person and click the “SAVE” button. This will enable the

new person to view/edit the document (depending on their role) and receive email
notifications pertaining to this document.

Add/Edit People- Assign to Document

My Training Materials | My (

anization(s) | My Profile | Logout
"SAVE" "SHOWHELP"

0 Menu 9 Forms Menu O Status Changes 0 Management Tools Q Related Documents and Messai I

© Back
Water Quality Restoration 2019 Menu - People

The functionality on this page will allow you add, delete or edit people on this document

Use the keyword search function to locate a person you would like to add. Select the check box next to the name in the search results
Or, you can uncheck the box next to the person(s) name under the Current People Assigned area to remove people.

After you perform your modifications, remember to select the SAVE button to save your changes

Document Information: WQR-2019-ABC Company-00165
Details

Info Document Type

s Period Date /
Organization Role Current Status Date Due
r 03/01/2019 - N/A
Water Quality Restoration 2019 & ABC Company Authonized Official Application In Process NA
Person Search
Enter a name or partial name: |nob
People Found
MW Person Organization(s) Role Active Dates ‘;;’i“'"d
Jennifer i
New Jersey Department of Environmental Protection - 12/11/2019
[0 Noblejas (Grant Ma:a ;} [~ Select - v|
Email o
Je Jas r [1211112019 |
| lhl'lr‘l m”h“ 122 Stony Brook-Millstone Watershed Association (Viewer) |- Select - v| e

How to Apply for A Request for Proposal (RfP)

1. At the My Home page, click on the “View Opportunities” button under View Available

Opportunities.

’ My Home- My Inbox

Instructions:
AGATE
: awe‘come Jennifer Select the SHOW HELP button above for detailed instructions on the following
Authorized Official > Applying for an Opportunity
icture

> Using System Messages
> Understanding your Tasks
> Managing your awarded grant

Hello Jennifer, please choose an option below.

& View Available Opportunities

‘You have 2 opportunities available
Select the View Opportunities button below to see what is available to your organization

|"VIEWOPPORTURITIES |

&



2. Under the appropriate Opportunity click on “Apply Now”. This system encompasses all
grant programs within the NJDEP, so there may be other grants that you may be
interested in applying to that will be available here.

My Home- My Opportunities

My Training Materials | My Organizationis) | My Profile | Logout

©Q Back
My Opportunities

To apply for an item listed below, select the Apply Now button below each description

Provider: v‘
Document Instance: |
Due Date (From - To): |-

'wecTE|

Water Quality Restoration 2019 for ABC Company
Offered By:
Save The Trees

Applications Availability Dates:
03/01/2019-0pen ended

Applications Period:
03/01/2018-open ended

Applications Due Date:
not set

Description:

I oW | FRESTED |

)

@ Topof the Page

3. Your document is now available. To fill out the Application Forms, hover over the Forms
Menu and a list of all the pages will display. You must fill out each page of the
application and click the SAVE button on each page.

’ Forms Menu — Initial Application Forms

My Training Materials | My Organization(s) | My Profie | Logout

Q Menu 9 Forms Menu 0 Status Changes 0 Management Tools Q Related Documents and Messages
o W te W N s S R

Forms Menu
O 83
Status Page Name Note
Docur
Del
[ Profile Information
Period Date /
m s} Project Details Current Status Date Due
] Project Location i Official Application In Process mmms -NA
O Legislative/Congressional Districts
Walerbody Information
pocuy | Best i Practices
a Prolect Proposal
To get il guide you through inputting all the necessary information required
for this on the “Status Changes” menu to submit the application.
Applicant
Name:
Project
Category:

[ P temt T



4. When you are ready to submit your application, go to “Status Changes” and click the
“Submit” button under Application Submitted. Or if you would like to Cancel the
Application, click the “Submit” button under Cancel Application.

Menu — Status Changes

My Training Materials | My Organizationis) My Profie | Logout

G Menu 9 Forms Manu O Status Changes 0 Management Tools 0 Related Documents and Messages

Status Changes
© Back Possible Statuses

Document Informatior

APPLICATION SUBMITTED
Details

[ susmr |

You are here: > Walg

CANCEL APPLICATION
PROJECTDETAILS | | [Susm]

Instructions:
+ Fields with an * ne:
= After enlering all in
+ Afer clicking the §|
« To proceed to the
« For detailed instru

[+] Project (RFP) Ca v

Project Title *

0 of 200
Estimated Project Duration in Months"

Grant Amount Requested 50/



How to Retrieve an Application/Document

1. If a document is with you to perform an action, either to fill out an application or
modify an application and you have not submitted it yet, the document will be under
your “My Tasks” list on the My Home page.

My Home- My Tasks

My Training Materials | My Organization(s) | My Profle | Logout

"SHOWHELP
e Nelcome Jennife Instructions:
@Welcome Jennifer Select the SHOW HELP button above for detailed instructions on the following
Authonzed Official > Applying for an Opportunity
Change My Piclure > Using System Messages

» Understanding your Tasks
* Managing your awarded grant

Hello Jennifer, please choose an option below.

& View Available Opportunities

You have 2 opportunities available.
Select the View Opportunities button below to see what is available to your organization

| FwORPCRTONTET

& My Inbox

You have 1 new messages
Select the Open My Inbox button below to open your system message inbox

[omEsrarFIvEDX"|

4 My Tasks

You have 1 new tasks.
You have 0 tasks thal are critical
Select the Open My Tasks button below to view your active tasks

T

{}

© mopatie pae

Powered by IntelliGrants ® © Copynght 2000-2019 Agate Software, Inc

2. You will click on the Name ie. “WQR-2019-ABC Company-00165” to open the
document.

’ My Tasks —Grant Document

&4 My Tasks

Export Results to [Screen | Sort by: [~ Select — v|
Info Document Type Organization Name Current Status Date Received Date Due
Water Quality Restoration 2019 ABC Company WQR-2019-ABC Company-00165 Application In Process 11/19/2019

*



3.

If the document is not available through your My Tasks list, you will go to the “My
Applications” tab, enter the Application Name, and click on the “Search” button. A
list of results will display and you will click on the Name to open the document.
NOTE: Itis best to leave the Status Field blank and just use the
Application Name field to search for your document. Any part of the

Application Name will search for the document, ie. 0165. All other fields
should remain blank.

My Applications

o

My Training Materials | My Organization(s} | My Profile | Logout

Q Back

My Applications

Use the search functionality below to find a specific Application

Search Applications

Application Types | -- Select - W

Application Name | 165

Status Select - e

Year

“sERRCH | "CTEAR'|

Export Results to | Screen v] Sort by: |-- Select -- v Bl

Number of Results 1
Document Type Organization Name Current Status Year
Water Quality Restoration 2019 ABC Company WQR-2019-ABC Company-00165 Application In Process 2019

| t



