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Grant Opportunity Portal Tutorial 

 

 The Grant Opportunity Portal provides a one-stop shop for anyone interested in locating 

grant funding opportunities with State agencies.  The following pages provide detailed 

information on how to use the functionality within the Grant Opportunity Portal. 

1. Grant Opportunity Portal Home  
2. Browse a list of Grant Opportunities 
3. Search for specific Grant Opportunities 
4. Download a Grant Opportunity 
5. Sign-up to be notified of upcoming Grant Opportunities 
6. Update Notification Preferences 
7. Learn how to become a Registered User 
8. Logging into the Grants Gateway 
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1. Grant Opportunity Portal – Home 

 

The Grant Opportunity Portal Home page is available to the public.  This page offers a 

variety of ways for users to locate grant funding opportunities. 
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2. Browse a list of Grant Opportunities  

Browsing for opportunities in the Grant Opportunity Portal is a quick and easy way to see 

what types of available and anticipated funding opportunities have been posted by State 

agencies. 

Browse by doing the following: 

1. Click the Browse Now! link on the portal home page. 

 

2. Click on a column header link, such as Status, to sort the list by that column. 

 

3. Click the Grant Opportunity name to view the Grant Opportunity Profile (see 4. 

Download a Grant Opportunity in this Section for further details). 

Note: Opportunities with a Status of “Anticipated” will not have a link. 

 

4. Click the Browse for Opportunities link on any page to return to the Browse for 

Opportunities page. 
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3. Browse a list of Grant Opportunities  

Looking for a specific Grant Opportunity or type of Grant Opportunity? Interested in what 

opportunities will be available in the future? Use the Grant Opportunities Portal Search 

functionality to locate funding opportunities.  

Search by doing the following: 

1. Click the Search Now! link on the portal home page. 

 

2. Enter information in the search fields to narrow your results or click directly on search 

to see all opportunities in the Grants Gateway. 

 NOTE: Hold the Ctrl key and click with the mouse to make multiple selections when 

searching by Eligibility, Funding Agency and/or Service Area. 
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3. Select the SEARCH button. 

 

4. Click the Grant Opportunity name to view the Grant Opportunity Profile (see 4. 

Download a Grant Opportunity in this Section for further details). 

Note: Opportunities with a Status of “Anticipated” will not have a link. 

 

5. Click the Search for Opportunities link on any page to return to the Search for 

Opportunities page. 
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4. Download a Grant Opportunity 

The Grant Opportunity Portal allows grantees to download PDF versions of available Grant 

Opportunities. These opportunities can then be completed and submitted to the 

appropriate State agency. 

Download a Grant Opportunity by doing the following: 

1. Search or browse for an “Available” opportunity. 

 

2. Click the Grant Opportunity name link to view the Grant Opportunity Profile. 

 

3. Select the DOWNLOAD GRANT OPPORTUNITY button. 

 

4. The PDF file will open in a web browser window. 

 

5. You can now save or print the PDF file on your computer. 
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6. Print by selecting the print icon in the upper left hand corner and follow the dialogue 

boxes. 

 

7. Save by selecting the “save as” and follow the dialogue boxes. 

 

8. Be sure to read the information on the Grant Opportunity Profile page as well as the 

content of the PDF for information on eligibility, submission procedures and due dates. 
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5. Sign-up to be notified of upcoming Grant Opportunities  

If you sign-up for notifications the Grant Opportunity Portal can keep you automatically 

informed about opportunities you might be interested in. Receive notifications by doing the 

following: 

 

 

1. Click the Sign-up Now! link on the portal home page. 

 

2. Enter your information in the required fields.  

 NOTE: Required fields are mark with an *. 
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3. Click the check box next to your area or areas of preference. 

 

 

4. Select the SIGN-UP button. 

 

 

5.  If your registration was completed successfully, you will see the message below on the 

screen. You will also receive a registration email titled “Grant Opportunity Portal 

Notification” 
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6. Update Notification Preferences 

You may at some point want to add or remove preferences from your notifications. This is a 

simple task in the Grant Opportunity Portal. 

1. Click the Already Signed-up? Click here to update preferences. link on the portal home 

page. 

 

2. Enter your email address and select the LOGIN button. 
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3. Make the changes to your preferences. 

 

 
 

 

4. Select the UPDATE PREFERENCES button. 

 

 

5. Next, the message below will appear on the screen. 
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7. Learn how to become a Registered User 

Have you done business previously with NYS or would you like to start doing business with 

NYS?  The first thing you need to do is become a registered user of the Grants Gateway. 

1. Click the Request Access Now! link on the portal home page. 

 

2. If you have already received a Grants Gateway username and password via email click 

the Click here to login link.  See 8. Logging into the Grants Gateway in this section for 

further information. 

 

 
 

3. If your organization currently or previously has had a contract with NYS then the 

organization may be registered with the Grants Gateway.  To find out enter your 

organization’s 10 digit SFS Vendor ID and select the Verify SFS Vendor ID button.  If you 

don’t know your SFS Vendor ID, check with your finance office. 
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If your organization has registered you will see your Organization Name and the 

name and email address of the person who has been assigned as the Delegated 

Administrator.  Click on the Email link to contact the Delegated Administrator 

and request that they give you access to the Grants Gateway. 

 

If your Organization Name is listed, but the Delegated Administrator is not then 

you should click on the Registration Form link.  Download and complete the 

Registration Form following the instructions included with the form. 

 

4. If your organization has not done business with NYS click on the Substitute W-9 Form 

and Registration Form links.  Download and complete both forms, follow the 

instructions included with the Registration Form. 

 

Once your registration has been processed the individuals that were identified as 

Delegated Administrators will receive two emails, one with their username and one with 

their password.  See 8. Logging into the Grants Gateway in this section for further 

information. 
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8. Logging into the Grants Gateway 

 

1. To log in to the Grants Gateway click the Grants Gateway Login link on the Grant 

Opportunity Portal Home page. 

 

  

2. Enter your Username and Password on the front page of the Grants Gateway and click 

the LOGIN button. 
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3. The first time you login to the Grants Gateway you will be prompted to change your 

password. 

 
 

4. Enter your new Password.  Enter your new Password a second time in the Confirm 

Password box to ensure that you have entered it correctly.   Your new Password must 

consist of at least 8 characters/numbers.  You must include at least 1 capital letter and 

at least 1 number. 

 

 

5. Click the SAVE button on the menu tab. 

 

6. You will get a ‘Page Information’ confirmation after the save is complete. 

 

 
 


