Fiscal Year 2027
Grants & SAGE Technical Assistance
Workshop

CHPRD

CENTER FOR HISPANIC POLICY RESEARCH & DEVELOPMENT

Overview

»Navigate the CHPRD Website
»Review Grant Guidelines

»Registering for System for Filing
Grants Electronically SAGE (SAGE)

»Accessing Application

Download application and access
supporting documents

» Go to our website at https://www.nj.gov/state/chprd.shtml
» Go to SAGE at www.sage.nj.gov
» Browsers that are compatible with SAGE
» Microsoft Edge
» Safari
» Firefox

» Do NOT use Google Chrome as it is NOT compatible with
SAGE
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Questions

» Arely Hernandez, MHS
> 609-777-4413

» Arely.Hernandez@s0s.nj.gov

» Gladys Giron-Ricci
» 609-875-3836
» Gladys.Giron-Ricci@sos.nj.gov

Register in SAGE

» If you are a new applicant please S AGE

follow the instructions below. [~

» Click on the “New User” link in the

Login Box. M imisreriong Gt Beckronscuty BACE) "

Register in SAGE

» You will see the Registration @S
Screen. Complete all required

sections with an asterisk *

Please ensure that you use an

active email address that you

check daily, as this will be the sole
method through which SAGE
administration will communicate

with you.

Click on the SAVE button on the
top right corner.

v

v

asterisk *
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Register in SAGE

» Once you click on the SAVE button,
a prompt on the left top corner
will appear letting you know, you
submitted your registration for \ 0 Regraton campe
SAGE. egisiration Complete
Yournfonmaton has been subitsd Vhan you hava been approved you il scave an omail
» Once you have created an account, Vo Ty now o yourBrwaer o v anciher e
please email us to let us know, so
we can follow up accordingly. The O ca
SAGE administration will take Regi ‘
approximately 10 business days to egistration )
review and approve your T s s cor o s o o e oS 04 20
submission. e P o s consof s nd r nd bt 7 41420
characiors o
» Please make sure you register in 8
advance so that you have time to
get familiar with SAGE.
Access SAGE and Create/Submit a
CHPRD Grant Application
» Log into SAGE using your approved @S’A G‘EV
Username and password.
» Username: Your username Useane 55
Welcome to the State of New Jersey System for o |
» Password: Your password ‘Administering Grants Electronically (SAGE)
e I ——
New e et e o
"
Access SAGE and Create/submit a
CHPRD Grant Application
Once you are logged in, you will
see this screen
@ View Available Opportunities
» Scroll down until you see “View— W
Available Opportunities” o e e ot rbi o orzaion.
» Click on the “View Opportunities”—— ks
Button

&My Inbox
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Access SAGE and Create/submit a
CHPRD Grant Application

» Scroll to “Center for Hispanic
Policy, Research and
Development 2026

Click on “APPLY NOW” button

Access SAGE and Create/submit a
CHPRD Grant Application

» When in the “Agreement” screen, @S AGE
please review all of the e
“Documents”

Access SAGE and Create/submit a
CHPRD Grant Application

1 are now going to be in the “Document Snapshot”of the application

This is how your main
your application/gr:




Access SAGE and Create/submit a
CHPRD Grant Application

» Hover “Forms Menu”

» Click on “Profile Information” link

@S¢t

Access SAGE and Create/submit a
CHPRD Grant Application

» Once you are in the “Profile
Information” Section, complete
the sections that have an asterisk
* next to it and then scroll to the
bottom left corner of the screen
and check the box with the
asterisk * as well. Scroll back to
the top and click on the “SAVE”
button. You may need to click on
the “SAVE” button twice as it will
auto populate the information in
the sections that are blank.

Always ick on the “SAVE" button once you complete each

Complete these sections, as they
are required felds.

Access SAGE and Create/submit a
CHPRD Grant Application

» Hover over “Forms Menu” and click on the link “Organization Contact Information”
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Access SAGE and Create/submit a
CHPRD Grant Application

Access SAGE and Create/submit a
CHPRD Grant Application

» Hover over “Forms Menu” and click on “Executive Summary”

@Sici }

Complete the Executive
Summary section.

Access SAGE and Create/submit a
CHPRD Grant Application

> Hover over “Forms Menu” and click
on “Organizational Background”

Complete the Organizational

Background section and then click
on the SAVE button.
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Access SAGE and Create/submit a
CHPRD Grant Application

» Hover over “Forms Menu” and click on “Board Chart Information Review”

Access SAGE and Create/submit a
CHPRD Grant Application

Once you are in this section, you MUST complete
EACH section for each ROW you are adding to this
section. Please see the RED ARROWS to show you
each field required within A ROW that is added.
Once you complete, click on the “SAVE” button.

There are eight sections within a row
that you must complete. This screen

will NOT save if you do not complete
each section!

Access SAGE and Create/submit a
CHPRD Grant Application

» Complete the “Statement of Need
and then click on the SAVE button

> Hover over “Forms Menu” and
click on “Statement of Need”
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Access SAGE and Create/submit a
CHPRD Grant Application

Hover over “Forms Menu” click on “Project Description”

Pt e Dl 1 > e > i Fams

Access SAGE and Create/submit a
CHPRD Grant Application

Once in the “Project

Description” make sure to
complete each section. Notice
that all sections are required
fields; make sure to scroll down
as this section has many sections
to complete. Click on the “SAVE”
button once you have completed
all sections.

PRoCT ORsCRITION

.

Access SAGE and Create/submit a
CHPRD Grant Application

Notice, that all sections are required in
the “Project Description” section;
make sure to scroll down as this
section has many sections to complete.
Click on the “SAVE” button once you
have completed all sections. (Project
Description continue....)

10/21/2025




Access SAGE and Create/submit a
CHPRD Grant Application

Hover over “Forms Menu” and click on “Personnel Services”

s e © e 2 O
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Access SAGE and Create/submit a
CHPRD Grant Application

-
Complete all sections of the Personnel
Services section.
If you are going to add personnel with and
without fringe benefits, you must add them
in separate sections. Simply, complete one

with fringe benefits and save. Then click on
the “ADD” button on the same space where
the “SAVE” button is, then add the other
staff members.

Complete all sections of the
Personnel Services section.

When adding fringe benefits you must enter
the total in the section under “Grant Funds
Requested From State” in the line specified

If you are entering an Executive Director,

lease make sure it is only 7% of the
approved total funds for personnel. SAGE will
not allow you to submit an application if you
are over the maximum of 7% for an Executive
Director.

Once you complete, click on the SAVE button.

Access SAGE and Create/submit a
CHPRD Grant Application

Hover over “Forms Menu” and click on the “Contractual Services” link

Yous o s gt s




Access SAGE and Create/submit a
CHPRD Grant Application

» Complete the section, check the
circle on the required field above
the box and then click on the
“SAVE” button.

Access SAGE and Create/submit a
CHPRD Grant Application

Hover over “Forms Menu” and click on “Other Direct Costs” link

Yosum b it HGIEPO

2 O )  Fesi i o

CONTRACTUAL SERVICES

Access SAGE and Create/submit a
CHPRD Grant Application

b%eteea‘d‘ section you are adding to this section and then click on the “SAVE” butf
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Access SAGE and Create/submit a
CHPRD Grant Application

» Hover over “Forms Menu” click on “Overall
Budget/Organization Budget” link

> Upload the
Organization’s tot:
budget and then
the “SAVE” buttol
This section will |
populate and pro

pEREE

Access SAGE and Create/submit a
CHPRD Grant Application

» Hover over “Forms Menu” and click on “Required Appendices”

» Notice, once you
complete a section, you
will see a “pencil”. This
will show that you have
completed it correctly.

Access SAGE and Create/submit a
CHPRD Grant Application

Upload all required documents
here. Then click on the SAVE
button.

10/21/2025

11



Access SAGE and Create/submit a
CHPRD Grant Application

Hover over “Forms Menu” and click on
the “Appendices” link Youwehen > Gt

apPENDICES

The job descriptions and resumes of key personnel (Executi
director, fiscal management, program staff), should be
uploaded in this section.

Access SAGE and Create/submit a
CHPRD Grant Application

» Once you have completed all sections in the “Forms Menu” section and ALL sections
have a “pencil” showing, hover over “Status Changes” and click on the “Apply

Status” under “APPLICATION SUBMITTED"

@Sk

AppucaoN sumTTED 4
oo,

[

Access SAGE and Create/submit a
CHPRD Grant Application

Once you click on the “Apply Status” under “Application Submitted” under the “Status
Changes” link, it will prompt you to this screen shot. “Agreement” Screen. You can ent
the date you submitted the application and then click on the “l AGREE” button.

Agreement

Plsss et slctin bl o s

e you ey vt s ot sptcsion?
40 oud s o s nts bt i ity change oo sl o bl

’—vsmnw“—‘wn o anay 3 2025

G

—_— e
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Access SAGE and Create/submit a
CHPRD Grant Application

» Once you have clicked on the “I AGREE” button, your “Document Snapshot” screen
should show “Current Status” “Application Submitted”

@SA¢E

'CENTER FOR HISPANIC POLICY RESEARCH & DEVELOPMENT

oY
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