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*This user guide is for existing organization-registered contacts who want to apply for a grant in the 
CJC Grants Management System.* 

Step 1: Navigate to the Grants Management System landing page 

Navigate to the Delaware Grants Management System landing page at https://dcjc.smartsimple.com/. The 
Grants Management System requires a “My.Delaware.gov” or an “ID.Delaware.gov” account for access. To log 
in, click the blue “Applicant Login” for non-state users. Click the blue “DE Employee Login” for state users. 

 

Step 2: Sign in to your My Delaware account or ID.Delaware.gov account, and you will be 
brought to the Grants Management System home screen.  

Clicking the blue “Applicant Login” button will bring you to the My Delaware.gov sign in screen. Once you sign 
in with your credentials, you should be automatically signed into the Grants Management System Home screen. 
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Step 3: Navigate to “Available Funding Opportunities” menu by clicking the “Available Funding 
Opportunities” icon. 

 

Organizations who receive a direct invite to apply, opportunities will appear here. Open Competitive Grants will 
also appear here. 

Step 4: Select Funding Opportunity to apply for a grant. 

A list of current funding opportunities will appear here. Click the blue “View Details/Apply” button 

 

Step 5: Review Funding Opportunity  

After selecting a funding opportunity, additional information will be available including an overview of the 
grant project, proposal and evaluation, and invitation details. 



 
 

Under the “Overview” section, shows the general information of the funding opportunity. You can see the 
Grant Type, Available Amount to apply for, Grant Period, Eligible Applicants, Deadlines to apply, and contact 
information, any additional requirements to apply, allowable use for funds, and information on supplanting. 

 

Contact Information shows the Funding Coordinator responsible for the state/federal/other parent grant. 

 

For Competitive Funding Opportunities, more information on the process will be visible. This includes Step One 
for submitting a concept paper and Step Two for submitting an application. Non-competitive applications will 
only include one due date for submitting an application. 



 
 

 

 

 

Additional Information and Requirements provides a summary of funding background, target population, and 
any project requirements. 

 

This section also shows general information about Allowable Use for Award Funds and defines Supplanting. 

 

 



 
 

 

Under the “Proposal and Evaluation Section”, it outlines what is required in the grant application (for non-
competitive grants) or what is required for the grant proposal (competitive grants). 

 

 

On Non-Competitive grants, Under the “Invitation Details” section, it will show the total amount that can be 
applied for. Click the blue “Respond to Invitation” button to proceed.  

 

For Competitive Grants, under “Grant Requirements” section, it will show information on Financial 
Management and System of Internal Control, SAM.gov, and UEIs. 



 
 

 

Step 6: Accept or Decline the Funding Opportunity 

For Non-Competitive grants, enter the Invitation Decision by selecting Accept or Decline, then select the 
corresponding green (accept) or red (decline) button. You can return to the Funding Opportunity if you are not 
yet ready to proceed.

 

For Competitive grants, click the green Apply for Funding Opportunity button. You can return to your Home 
page if you are not yet reading to proceed. 

 

 

 



 
 

Step 7: Complete the Eligibility Quiz 

You must select your role* as Project Director, Financial Officer, Project Collaborator, or Financial Collaborator. 
Then confirm that your organization meets the Eligibility Requirements to apply. 

 

  



 
 

Step 8: Complete and Submit a Grant Application. 

A grant ID will automatically be generated. There are tabs that show each section of the grant application, and 
you can click to view each section. Add a Project Title. The application tabs and sections do not need to be 
completed in any particular order.  

The buttons at the bottom of the page will help with navigation in the application and will always be viewable. 
The “Save Draft” button will save the application at any point. The “Validate” button will show any errors within 
the application. The “Submit” button will fully submit the application and will not work unless all sections are 
complete and no errors remain. The “Next” and “Back” button will move you to the next and previous section in 
within the application. The “Withdraw” button will fully withdraw your application. This cannot be undone.  

  

 



*Please see Guide to Roles and Access to CJC Grants Management System for more definition of user roles on the CJC Website Grants 
Management page. 

Step 8a: Review Organization Details and Add Contacts 

Under the “General” tab, you can confirm that your organization’s information is correct. To make changes to 
your organization’s details, you must go to “My Organization Profile” menu. Follow the instructions on the 
screen to do this. 

Add contacts to the grant application. Instructions will appear to add individuals. Applications require one 
Project Director* and one Fiscal Officer* be assigned. Project Collaborators* and Fiscal Collaborators* can also 
be assigned here. These roles will continue to have access to the grant application post award. 

 

Step 8b: Complete the “Organization” section of the application 

Your organization’s mission statement will be pulled from your Organization’s Profile. 

You are required to complete all questions in this section. It is split into Organization Summary, Organization 
Documents, and Organization Experience. Fillable text boxes can be made larger by clicking and holding the 
bottom right of the text box.



 

 

Organization Documents have upload requirements. The grant application will require a most recent Audit 
report, SAM registration status, and a certification of incorporation (for 501(c)(3) organization’s only). These 
files will be associated with your organization after being attached to the grant application. Future grant 
applications will have the option to select and verify previously loaded documents. 

 

Depending on how you answer the questions for “Organization Experience” additional questions may populate. 

  



 

• If you select “Yes” for “Is your agency subject to the Single Audit Requirement?”, you will need to 
answer two additional questions that ask “In the past two years has your agency received any other 
type of financial audit or review” and “Were there findings or recommendations?”  

• If you select “Yes” for “*Has your agency experienced key employee turnover of an executive 
director, financial officer, or program manager/staff within the past year?” you will need to 
provide details of the key employee turnover within the past year in a separate text box. 

Step 8c: Complete the “Project” section of the application 

This section includes information on the Project Design and Summary, Project Start and End dates, type of 
project/program, and adding Goal, Objectives, and Deliverables. 

If the application requires you to select a category, choose the most appropriate based on your project. These 
categories will vary based on the funding source. 

 

 

Select start and end dates based on allowability of funds. When choosing the type of program, certain 
responses will trigger additional questions in the system to answer. For continuation CJC projects, you will 
need to provide details of the previous project funded by CJC that is being continued. For expansion of 
existing CJC projects, you will need to provide details of the previous project funded by CJC that is being 
expanded. For existing projects that experienced a loss in funding, you will need to provide details of the 
previous program, loss amount, and lost funding effective date. 

 



 

 

Notes about Building Construction/Renovation and Environmental Impact will be on every grant application. 
The funding coordinator’s contact information will be available regarding any questions. 

 

To add Goals and Objectives, click the blue buttons labeled “Add/Edit Project Goals” and “Add Edit Project 
Objectives”.  



 

 

After clicking the Add/Edit Project Goals” or “Add Edit Project Objectives”. Button, an additional page will 
pop up. Follow the instructions on the screen. You can add a goal/objective by clicking the + button. Hit the 
save button after completing. 

 

 

 

 

 

 

 



 

When adding objectives, this additional page will pop up. Follow the instructions for each section. These are 
broken into Implementation Objectives, Performance Objectives, and Impact Objectives. Click Save when 
completed. 

 

Any Goals and Objectives will now show on the application after saving. 

 

 



 

Step 8d: Complete the “Population” section in the application. 

The Population tab includes the target population and who will be served. If any activities under the award 
involve working with minors, an additional section is required to be completed. Skip to Step 8e if this does 
not apply. 

 

All questions under the “Suitability to Interact with Minors Checklist” must be answered. Please review the DOJ 
requirements. Any individuals interacting with minors under the grant must be listed. Click the “Add/Edit 
Covered Individuals” button update the necessary information for each individual.  

 

 

Step 8e: Complete the Service Area section of the grant application. 



 

Service area captures where grant activities will occur. For Senate/House District, this information can be 
searched following the instructions. 

 

Step 8f: Complete the Evaluation section of the grant application. 

The Evaluation tab captures how project progress and data will be captured.  

 



 

This section also has Performance Indicators/Performance Measure Targets (PMTs). Some grant applications will 
have pre-loaded PMTs. Target numbers are set by the applicant. Click the blue “Add/Edit Targets” to add target 
numbers. Custom PMT questions may also be an option for you to include.  

 

 

After clicking “Add/Edit Targets” a page will pop-up to add Performance Measures. Ones already pre-loaded by 
CJC will have an editable numerical box. For custom Performance Measures, follow the on screen directions and 
click the + button to add your own.  

 



 

Step 8g: Complete the Budget section of the application. 

The budget tab in the application shows each available Budget Category. To add budget items, click the blue 
“Add/Edit Budget” button.  

 

After clicking the “Add/Edit Budget" button, a page will pop up to add Budget items. Instructions on the page 
will include the total amount that can be applied for as well as match requirements. Click the + button to add 
budget lines in each section. Justification for each budget category is required and should explain each budget 
line item added. 

 



 

 

Once the budget is saved, the Budget section will update with totals across the categories.  

 

Step 8h: Complete the ‘Other’ section of the grant application. 

This is the final portion of the application. This section includes providing information on your eSupplier ID, 
Disclosure of Lobbying Activities, Debarment Certification, and Application Assurances. 

An eSupplier ID is required. This will automatically be loaded onto future applications and be visible on your 
Organization Profile. If your organization does not have an existing eSupplier ID, go to 
https://esupplier.erp.delaware.gov/ to register.  

  

https://esupplier.erp.delaware.gov/


 

Disclosure of Lobbying activities is a requirement of applying for grant funds. If you answer “Yes” to “are there 
any lobbying activities to disclose?”  

 

If you answer “Yes” to “Are there any lobbying activities to disclose? additional information is required. Click 
the blue “Add/Edit Lobbying Registrants Details” button. A new page will pop-up 

 

After clicking “Add/Edit Lobbying Registrants Details”, use the + buttons to update the information as 
necessary. 



 

 

 

Debarment Certification requires the applicant to agree and certify. Please read through this before clicking the 
box. This will appear on every grant application. 

 

Application Assurances will appear on every grant application. This requires the applicant to check a box to 
agree to the assurances and certify. These may be updated overtime. 



 

 

Step 9: Submit the application. 

Once all sections in the application are completed and there are no errors remaining, the Project Director or 
Financial Officer can click the green “Submit” button. 
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