HANDOUT 2


	DD Suite 4.0 Grant Application Instructions

	

	account set-up

	Organizations have to set-up an account in DD Suite, a web-based data management system before applying for a grant. Once an account is set-up, users can access information about new council grants, current or pending grant applications, grant awards and periodic program and budget reports from any computer with Internet access.
Organizations with multiple users will be able to create accounts for each user and authorize multiple user access to grant applications and quarterly reports.  Instructions for adding users to an account are listed below the Account Set-up instructions. 

Users who do not have an account can view the Council’s available grant opportunities by visiting www.ddsuite.org. 
To create an account in DD Suite, follow the steps below:

1. Open a web browser and type in address bar: www.ddsuite.org
2. In the Grantee Section, click on the link “I need an account.”
3. Complete the required fields (First Name, Last Name, Password, Verify Password, Official Job Title, Email and Phone). DO NOT CLICK THE SUBMIT BUTTON
NOTE: Passwords do not require special characters; however, they are CASE-sensitive and do not allow passwords that contain only numbers. 
a) If your organization is not listed, click out of the drop down box and click the link, 

“add it now.” The screen will expand to enable users to add new organization information. Fields marked with an asterisk (*) are required.

4. Some fields consist of a drop-down box. For example, “TYPE” asks users to clarify the    

       type of organization that is seeking an account.

5. IMPORTANT: Please make sure that you select the NC Council on Developmental Disabilities in the Receiving/Applying for grant funds from the drop down menu.
6. Complete all required fields and click “Submit.” The system will highlight errors in RED. 
7. Users will receive an e-mail message confirming their registration has been received.  Users will be prompted to verify their account by accessing the e-mail account entered in the Account Registration form.
8. An account will NOT be created until the user clicks the hyperlink contained in the e-mail to verify the account. Clicking the hyperlink in the e-mail will take users back to DD Suite. Users will now be able to log in using the e-mail and password created during set-up. 
9. Users who are applying for a non-published grant (continuation application or non-competitive allocations) will receive a hyperlink from program management staff via e-mail. 
MULTIPLE USERS FOR THE SAME GRANT

DD Suite 4.0 enables multiple users within an organization to create an account, access grant materials and submit reports. Organizations wishing to provide grant access to sub-users can authorize each sub-user access to the grant. 

To authorize sub-user access to the grant, follow the steps below.

1. The sub-user creates an account following the Account set-up process (there is no need to add your organization again; it should already be listed in the organization drop-down menu).
2. The sub-user will receive the message to verify their account by clicking the link in their personal e-mail.  The sub-user’s account is now ready for authorization.

3. The authorized user must log-in to DD Suite, and click the link “Update Accounts/Reset Password” under the Account Maintenance module. (Email addresses, phone and fax numbers and titles can be updated or changed on this screen also). 

4. Click the user name that needs authorization 

5. Click Authorize

NOTE: Once a user is authorized they will have access to all grant materials created by the organization. 
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