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Section A: Opportunities 
 

1. Qualifying a Lead 
 
Log into GovGrants using your username and password. If you are having difficulty logging in, 
refer to the GovGrants Subrecipient Registration guide.   
 

 
 
Select the Opportunities tab.  
 

 
 
View the Published Opportunities to locate the opportunity you wish to apply for. Click the 
View button to see the details of the opportunity.  
 

 
 
After reviewing the details, if you would like to apply for the opportunity, select the Qualify 
button.  
 

 
 

2. Create the Application 
 
To convert the opportunity to an application, select the Create Application button.  
 

 
  

https://gwinnettcountygrants.my.site.com/ApplicantLogin4?username=null
https://www.gwinnettcounty.com/static/departments/financialservices/grants/pdf/GovGrants-Subrecipient-Registration.pdf
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The Application Title will automatically populate with the name of the opportunity. Enter a “-” 
then add your project name. UEI’s are not required, and this field can be left blank. Click on 
Project Area . 
 

 
 
The available project areas will be displayed. Click Select on the appropriate Related Project 
Area. Please note you will see only Capital or Operational depending on the application.  
 

 
 
Click Save and Continue. 
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Section B: Filling Out the Application 
 

1. Overview Tab  
 
The Overview section will display your organization’s Information, Primary Place of 
Performance and Opportunity Overview. A required filed will be indicated with .  
 
Please enter the Gwinnett County Commission District and any Census Tract(s) information 
for who you will be serving.  
 

 
 
Fill out all the information in the Project Overview and Project Information sections. Please 
note for Project Abstract enter “N/A”.  
 

 
 
  

https://www.gwinnettcounty.com/departments/boardofcommissioners/districtmap
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After reviewing the information above, check I agree in the Acknowledgement section and 
press Save. 
 

 
 

2. $ Budget Tab 
 
Go to the $ Budget tab and click Edit. 
 

 
 
Go to the Budget Periods section and expand the budget period.  
 

 
 
Find the appropriate Category Name and click Edit to enter the value you are requesting in 
the Funding Requested section. Once the value has been entered, click Save in the Budget 
Periods section.  
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Fill out the Budget Narrative section and press Save. In this section you’ll clarify what you are 
asking for and how you determined its value. 
 

 
 

3. Proposal Tab 
 
Go to the Proposal tab and click Edit. 
 

 
 
Fill out all the information in the Technical Proposal section and click Save.  
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4. Files Tab 
 
Click on the Files tab and select Edit. 
 

 
 
The Supporting Documents Checklist indicates additional information that is required with the 
application. There are a total of 15 documents that will appear on two pages. You can toggle 
between pages by using the blue arrows.  
 

 
 
Templates for three of the documents have been provided and are indicated by the View 
hyperlink in the Template Link 1 column. Other documents have not been provided and are 
indicated as Not Applicable. To access the provided documents, select the View hyperlink to 
save the file. Once a document is ready for upload click Attach . 
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Drag the file you would like to upload in the Choose a File OR Drag it here section. Add a 
description in the Description filed and press Upload.  
 

 
 
You can see the document that was uploaded by clicking the View hyperlink in the Subrecipient 
Document Link section. Repeat these steps for all required documents. Click Save once 
complete.  
 

 
 

5. Submitting the Application 
 
To submit the application click Submit Application.  
 

 
 
If you are ready to proceed with submitting your application press Yes.  
 

 
  



 

9 
 

The GovGrants system will do a validation of the application and provide an error message 
with outstanding required items. Click Edit and complete the required information.  
 

 
 
When you are ready to submit the application click Submit Application.  
 

 
 
If you are ready to proceed with submitting your application press Yes.  
 

 
 
If there are no outstanding issues your application has been Submitted.  
 

 
 

Section C: Accessing My Draft Application 
 

1. My Draft Application 
 
Log into GovGrants using your username and password. If you are having difficulty logging in, 
refer to the GovGrants Subrecipient Registration guide.   
 

 
 
  

https://gwinnettcountygrants.my.site.com/ApplicantLogin4?username=null
https://www.gwinnettcounty.com/static/departments/financialservices/grants/pdf/GovGrants-Subrecipient-Registration.pdf
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Go to the Applications tab.  
 

 
 
View the Applications – Draft to see all applications in a draft status. Click the View button 
to see the application.  
 

 
 

Section D: Accessing My Submitted 
Application 
 

1. My Submitted Application 
 
Log into GovGrants using your username and password. If you are having difficulty logging in, 
refer to the GovGrants Subrecipient Registration guide.   
 

 
 
Go to the Applications tab.  
 

 

https://gwinnettcountygrants.my.site.com/ApplicantLogin4?username=null
https://www.gwinnettcounty.com/static/departments/financialservices/grants/pdf/GovGrants-Subrecipient-Registration.pdf
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View the Applications – Submitted to see all applications that have been submitted. Click the 
View button to see the application.  
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