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Benefits of Workspace

• Multiple users can concurrently complete the 
application form

• Reuse/Copy existing Workspace forms

• Validations allows applicant to correct application errors 
prior to submission.

• Collaborate with users external to your organization

• Sponsor changes to forms are immediate reflected in 
Workspace
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Complete Forms

• Webform
• Online with a browser (Chrome is not the preferred browser)

• Autosaved every five minutes

• Required fields to complete are marked with an asterisk *

• PDF Forms
• Download and complete offline

• After completed, must be uploaded.

• Required fields to complete are marked yellow

• Reuse Forms from another workspace application
• Search for the desired workspace and select the form to reuse

• Form must have same title and version number
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View Application Tab

• Generate complete Application Forms and attachments 5
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Participant Tab

• Add/Remove Participants
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Activity Tab

• Activity Tracking to Monitor Changes to Application Forms
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Tracking 

Number

Status BAR 

9



10



11



12



13



14



15



16



17



Cover page of 

the Downloaded

PDF SF424 

form 

Identifies the 

opportunity
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Identifies the Form 

Name

SF-424
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SF424 Form

(page 1)

Basic organizational 

Information:
• Name

• EIN number

• DUNS

• Address
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Contact person 

for this 

application
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SF424 Form

(page 2)

Select Type 

of Applicant

The form 

already has 

the specific 

program 

information for 

your funding 

opportunity
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Add your 

Project Title
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SF424 

Form

(page 3)
PR-098

PR 

Congressional 

District:   PR-

098

Key Project 

Information:
• Start Date

• End Date

• Estimated 

Funding
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Key Certification by

Authorized 

Organizational 

Representative 

(AOR)

AOR Certifies:

• Statements are true

• Assurance to comply 

T&C

• Aware any false 

statements may 

subject AOR to 

criminal, civil, 

administrative 

penalties 25



• Complete the 

form
• Check for Errors 

• SAVE

• Upload to the 

Workspace
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Read this note!!
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Complete all Workspace Forms –
Reminders

• Preview individual forms by clicking the form name

• Preview the complete application including the 
attachments in the VIEW APPLICATION tab.

• Required forms with no editable fields still need to be 
downloaded, viewed as a webform or previewed to 
acknowledge that the form has been read

• Always click the “Check for Errors” and “Save” buttons

• Ensure you have a compatible version of Adobe Reader

• Watch the Grants.gov Workspace training videos
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Submit your Application

• When the application is completed, all the forms 
uploaded or completed in the webform, and free from 
errors (Form status: Passed) then the application is ready 
to submit

• Always check your attached files to make sure you have 
the last version

• The Complete and Notify AOR button should be active

• If the “Complete and Notify AOR” button is not active, 
look for alert messages highlighting a submission issue.
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Submit Application – AOR Role
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Need more help? Ways to learn Federal Grants

• Grants.gov Online User Guide

• Grants.gov You Tube Channel

• Grants Learning Center
• In the Grants.gov webpage

• Grants.gov Community Blog
• Follow blog and receive notifications of new post

• Follow on Twitter

• @grantsdotgov

• #LEARNGRANTS

• https://www.grants.gov/web/grants/applicants/workspace-
overview/workspace-process.html
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For further questions and 
individual assistance:

eda.recoveryprogram@gmail.com
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