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How to Apply for a Neighborhood 
Preservation Program (NPP) Grant 
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Topics

• What is SAGE?

• Get Started

• Completing the 

Grant Application

– Application 

information

– Forms

– Budget

• Help!
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What is SAGE?

SAGE is DCA’s new 

System for Administering Grants Electronically. 

It is a web-based application that automates the 

process of accepting, reviewing & approving 

applications, and managing grants. 

Almost all the application and grant tasks that were 

previously done on paper will now be processed 

electronically in SAGE.
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Get Started
What an Agency needs to do…

• Get access to SAGE

• Login to SAGE

• Initiate a new Grant Application
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Get Access to SAGE

• All local governments are already registered in 

SAGE

• Your office needs to get access to SAGE from 

your Mayor*

• The Agency Authorized Official is the person 

who can give you (and anyone else in your office 

who needs to use SAGE) access to SAGE

• If he/she has lost his/her password…

*SAGE calls this person an Agency Authorized Official
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Get Access to SAGE
Forgot Your Password?

Agency Authorized Official

• At the SAGE Login 

Screen

• Click Forgot Your 

Password?

This procedure works for anyone 
who has SAGE access



7

Get Access to SAGE
Forgot Your Password?

Agency Authorized Official

• Fill out the online form

• Click Send
The information must 
match the original 
information in SAGE
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Get Access to SAGE

• Still stuck?

• Contact the DCA SAGE Help Desk 

helpdesk@dca.state.nj.us – 609-292-8134

(email and phone number are on the SAGE Login page)

mailto:helpdesk@dca.state.nj.us
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Get Access to SAGE

• You will receive an email from SAGE with 

your—

Username

and

Password
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Get Started
What an Agency needs to do…

• Get access to SAGE

• Login to SAGE

• Initiate a new Grant Application
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Login to SAGE

• When you login to SAGE, you will be brought to 
your personal Start Menu

• To work on any of the items in your Task List, 
click the underlined hyperlink
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Start Menu
Quick Links

• Find your Agency’s—

– Applications

– Grants

– Financial Reports

– Information Updates

• Download the User 

Manual

• Watch Training 

Videos
Refer to the SAGE User Manual for  
more information about the Start 
Page.
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Get Started
What an Agency needs to do…

• Get access to SAGE

• Login to SAGE

• Initiate a new Grant Application
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Initiate a NPP Grant Application
• To apply for a new NPP grant go to the 

Initiate an Application box 

• Select Neighborhood Preservation 2019

from the drop down list.
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Initiate a NPP Grant Application

• Click the Apply for a New Grant button
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Application Process

Complete the Grant Application

• Components

• Application Information

• Forms

• Budget 

Submit the Grant Application
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Complete the NPP Application
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Complete the NPP Application
Application Steps

• Verify that your Agency 

Information is up-to-

date

• Complete the 

Components section

• Complete the 

Application 

Information section

• Assign Contacts to work 

on the application 

• Complete all 

Application Forms

• Develop your Budget

• Submit the Application
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Verify that your Agency Information 
is up-to-date

• Click View Applicant Information
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Verify that your Agency Information 
is up-to-date

• Check the information

• If the information is incorrect, an Agency 
Authorized Official or Agency Administrator can 
edit and update the information
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Complete the Components Section

Click 
Program Components
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Program Components

• Each program component creates a 

separate budget.  

• You will need to create two components 

from the Program Type/Sub-Type drop-

down menu:

• Phase I 

• Year One
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Complete the Components Section

• Select the 

Program 

Type/Sub-

Type

• Complete the 

remaining 

fields

• Click Save
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Complete the Components Section

• Select the 
Program 
Type/Sub-
Type

• Complete the 
remaining 
fields

• Click Save
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Complete the Components Section

1. Click on the 

Service Areas

tab

2. Click on the 

Municipalities 

tab, select and 

highlight your 

County

3. Click on the 

List button
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Complete the Components Section

1. Highlight 

your 

Municipali

ty

2. Click on 

the add 

button
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Complete the 
Application Information Section

• Click Application Program Description
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Complete the 
Application Information Section

• Click Edit

• Enter the appropriate 
information in the fields 
provided

• Click Save
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Complete the 
Application Information Section
• Click the Objectives tab

• Enter information into the fields

• Click Save for each Objective
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Complete the 
Application Information Section

• Click the Scope of Services tab

• Enter your Scope of Services in the text box

• Click Save
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Assign Contacts to work on the 
application (if needed)

• Click Control Access to Application
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Assign Contacts to work on the 
application (if needed)

1 - Select from the drop 
down lists

2 - Click Grant This User 
Access
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Adding a Consultant

(The consultant must have SAGE access)

• At the bottom of the screen, click Agency 

Consultants
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Adding a Consultant

• Enter your search criteria

• Click Search
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Adding a Consultant

• Click the magnifying glass for the desired 

consultant
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Adding a Consultant

• Select the Level of Access from the pull down list
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Adding a Consultant

• Click Grant This User Access



40

Complete Application Forms
(Right Side)
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Complete Application Forms

• The 
Application 
Instructions 
and Program 
Description
are specific to 
the NPP 
Program
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• Have your 

mayor accept 

the 

application.

• Check if 

attachments 

will be mailed 

or hand 

delivered.

Complete Application Forms
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• If you elect to Upload Electronically, click the appropriate radio 
button

• Click the Browse Button
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▪ Click on your “Maps” file 
▪ Click “Open”
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Your “Maps” file will appear in the box
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Neighborhood Inventory
• Fill in all of the text boxes (SAGE will calculate percentages for you)  

• Click Save after each screen.
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Municipal Area Profile

51



52



53



54



55

Matching Funds to Neighborhood 
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CERTIFICATION SHEETS (Bottom of Page) 
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Click on Phase I Component Hyperlink
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•Select ADM: Personnel: Salaries/Wages from the Budget Categories drop-
down menu
•Click Save
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• Fill in Short Description and Detailed Description Text boxes

• Fill in Requested Amount as shown

•Click Save 
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• You will see this message

• Click on the Go to Budget Overview Hyperlink
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•Click on Year 1: Main Street Target Area Hyperlink
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• Select Program – Other: Other from the Budget Category drop-down box

• Fill in the short description and detailed description as shown

•Fill in the Requested Funds as shown

•Click Save



64

This is your NPP Budget
Click on Application Menu
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Produce Printed Copy of Application

• At the bottom (left hand side of your Application menu) 
there is a link called Application PDF . 

• Click on it to generate a copy of your application. 
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Submit Application
Click on submit application.
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Help!
• DCA SAGE User Manual

• Training Videos

• Help Desk

• Neighborhood Preservation 
Program Managers
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DCA SAGE User Manual

• Click the hyperlink

at the DCA SAGE 

Login screen

OR…
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DCA SAGE User Manual

• Click the hyperlink in 

Quick Links on your 

Start Menu
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Training Videos

• Click the 

hyperlink at the 

DCA SAGE Login 

screen

OR…
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Training Videos

• Click the hyperlink

in Quick Links on 

your Start Menu
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Help Desk

Call or email—

See the Login screen or click the Help button on 

any SAGE screen
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Neighborhood Preservation Program Staff

Terence Schrider, Program Administrator

Phone: 609 633-6283

Email: Terence.Schrider@dca.nj.gov

Shatima Murphy, Grant Manager

Phone: 609 292-6139

Email: Shatima.Murphy@dca.nj.gov

mailto:terence.schrider@dca.nj.gov
mailto:Shatima.Murphy@dca.nj.gov

