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Higher Education Emergency Relief Fund (HEERF) 
 
As previously discussed in our email identified under the subject “HEERF Update 04/11/2020”, 
applications being submitted for the HEERF awards authorized by the CARES Act require multiple 
processes through existing governmental systems.  The processes in use include the System for Awards 
Management (SAM) and the Grants.gov systems.  The first thing to understand before proceeding is that 
any additional locations that you may operate under the umbrella of your main campus are irrelevant 
with respect to SAM and to Grants.gov.  These additional locations are considered part of your main 
campus and will not receive separate funding from HEERF awards.   

 

System for Awards Management (www.sam.gov) 

The first step is to create/register an account in SAM for your corporate entity.  Complete this 
registration for your corporate entity.  When prompted for bank account information, we recommend 
using your general operating account.  The HEERF money will ultimately flow to you through G5 and 
your federal funds account in similar fashion as the daily FSA drawdowns that we currently initiate.   

If you have multiple main campuses, each under a separate and unique corporate tax ID, you will need 
to create a separate SAM account for each corporation.  If you have multiple main campuses that 
operate collectively under a single corporate tax ID, then only one SAM account is necessary.  However, 
you will have to create a separate “profile” in the grants.gov for each main campus.  When your SAM 
account is active, you can proceed with grants.gov. 

 

Grants.gov (https://apply07.grants.gov/apply/login.faces?userType=applicant&cleanSession=1) 

The process in grants.gov is far more complex.  Before beginning to create your account it’s important to 
understand the purpose of the grants.gov system.  This system manages all federal grants across all 
governmental departments and agencies.  It is designed for use by some of the largest organizations and 
agencies to manage any federal grant program.  Each grant will ultimately be assigned to a “workspace”, 
and additional users can be assigned to that workspace to manage the application for the grant.  Some 
federal grants require research information from numerous people working to obtain the grant.  In 
those situations, multiple users can be allowed to access the workspace to add their individual content 
to the grant application.  Fortunately for the HEERF grant, you might only have one or two people with 
permissions to manage the grant application, and those persons must have the appropriate “roles” 
assigned to them by the ”point of contact” (POC).  Here is an outline of the steps to complete in 
grants.gov: 

 



 Register/Create a user account for yourself in grants.gov 
 Add a profile for your institution/main campus 
 Establish yourself as a Point of Contact (POC) 
 Assign appropriate roles to your user account and to any other user who will also be working on 

the grant application 
 Create a Workspace for the grant  
 Complete and upload the required documents 

 

Creating an account for your corporate entity in SAM and creating a user account for yourself in 
grants.gov are somewhat painless.  The rest will require some time and patience. 

 

Adding a Profile for Your Institution 

 

  

 

 

Login to your grants.gov account and select “MY ACCOUNT” at the top right corner of the window.  
The image above will be displayed.  Select the “MANAGE PROFILES” tab and then select “Add 

Profile” to add a profile for your institution.  If you have multiple main campuses under a single 
corporate entity, you must add a Profile for each of your main campuses. 

See the image on the following page.  Select “Organization Applicant” to add your institution to 
your Grants.gov profile.  Enter the institution’s DUNS ID in the UEI field.  Enter the name of 

your institution in the Profile Name.  The Job Title is not relevant for Organization Applicants 
but may require an entry. 



  

Establishing Yourself as Point of Contact (POC) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Only Points of Contact (aka administrators) 
can assign roles to users and create 
workspaces.  To perform POC functions you 
must login as “EBiz POC”. 

This option can be found at the bottom of 
the standard login screen for Grants.gov.  

 

When you select “Login as EBiz POC from the Grants.gov login screen, the image below will be displayed.  
Enter your DUNS ID in the UEI field, then select “Forgot My Password/Unlock My Account”.   



 

 

 

 

 

 

 

 

 

 

 

Assigning Roles 

 

 

 

 

 

 

 

 

 

 

 

 

Creating an Application Workspace 

 

 

 

On the Reset Password screen, enter your DUNS ID and email address.  This will unlock your account and 
allow you to login again with the new credentials as POC so you can establish roles (permissions) for 
yourself as well as any other users you elect to work on the grant application. 

From the APPLICANTS option on the menu bar you can set roles which will allow the user (yourself in most 
cases) to manage grant applications.  Assign the necessary roles by checking the box to assign that role to 
the user.  After saving this record, the required roles will be assigned, and you will be able to proceed with 
the grant application.   

 

At the top right corner of the Grants.gov screen you will see a SEARCH See image on the following 
page area where you can search for grants.  If you enter IHE into the “Enter Keyword” field, grants 
matching these characters will be displayed on the screen and the HEERF grant will be the first 
one in the list.  See the image on the following page. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the grant by clicking on the grant’s “Opportunity Number”.  This will lead you to the following 
screen from which you can apply for the grant. 

 

Select the APPLY button on the right to create a Workspace to manage the grant application. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Instructions for completing the SF-424 

https://www2.ed.gov/fund/grant/apply/appforms/sf424instruct.pdf 

 

Instructions for completing the SF-424 Supplement 

https://www2.ed.gov/fund/grant/apply/appforms/EdSupplementInstructions.pdf 

 

We hope you find this information helpful with this complex process! 

GEMCOR, Inc. 

Use the above screen to create a workspace for the grant.  If you have multiple main campuses under a 
single corporate tax ID, you will have to create separate workspaces for each main campus.  You will not 
have multiple profiles if you have only one main campus under a unique corporate tax ID.  After you click 
“Create Workspace”, you will finally be able to review and submit documents. 

 

After the grant Workspace has been created, you will be able to process the forms required.  There are 
three documents to submit to apply for the HEERF grant. 

 Sf-424 
 SF-424 Supplement 
 Certifications and Agreement  

At the right side of each form are options to Download, Upload, or Webform.  It’s your choice whether you 
wish to download the form, complete it and then upload it, or if you want to try the webform option.  The 
“Other Attachments” entry refers to the certifications and agreement that was originally published with 
Secretary DeVos’s press release on 4/9.   

Whichever way you choose, all three documents must be completed/uploaded to complete your 
application for the grants authorized under the HEERF program. 

You can also find helpful assistance with the completion of the SF-424 and the SF-424 Supplement at the 
links below:   


