RAPTR User’s Guide for Grant Applicants

A brief guide to registering and submitting a grant proposal through
the Resources Agency Project Tracking and Reporting system.
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RAPTR Proposal Submission Process

RAPTR allows you to submit all your proposal documents in one place. This guide shows you how to:

e Register and loginto RAPTR.
e Submita grant proposal [application].
e Review your submission.

Step 1. Registering as a new User

1. Visit https://raptr.resources.ca.gov/ and click the green Register button.
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2. Enterthe requested information and click the Register button at the bottom of the page.

Register

Create a new account

First Name
Last Name
Phone

Email

The Email field is required
Password

Minimum 7 characters, one non-alphanumeric, one uppercase

The Password field is required

Confirm password



https://raptr.resources.ca.gov/

After submitting your information, be sure to check your email and follow the instructions to
confirm your registration.

New users will need to email raptr@resources.ca.gov to let RAPTR admin know you are

registering so that RAPTR admin can complete your registration by assigning you to a pre-
registered organization.

If you cannot find an organization in any of the drop-down lists provided, you will need to
contact RAPTR Admin at raptr@resources.ca.gov and provide them with the following
information about the organization you belong to:

a. Organization Name
b. Full Organization Address
c. Organization Federal Tax ID (FEIN)
d. Organization Type (chose from the following):
e State
e Federal
e Local Government
e Educational
o Native American Tribal Govt.
e Native-led Non-profit
e Non-profit
e Private Business
e Private Organization
e Special District
e Water Board
e Other

Once you have received confirmation that your organization was added and linked to your
account, return to the homepage and click Log In (all users).

Now that you have logged in, you are ready to submit a proposal to a Grant Opportunity of
interest.
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Step 2. Submitting A Proposal

1. Clicking on the sub-menu Submit Proposal will take you to the Grant Opportunities page
which will list all of the Grant Opportunities being solicited through RAPTR.
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Grant Opportunities

Grant Opportunities | My Grants

Search Criteria =

Grant Opportunity Name Status
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Drag a column header and drop it here to group by that column

rtunity Name ¢ Deadline : | LastSaved t | Proposal Questions
luseum Grant Program 2024 09:00 05/22/2024 05:00 nul Download
Climate, Access, and Resources 09/02/2020 03:00 nul nul Download

2. Ifyoudon’tseethe Grant Opportunity of interest, try using the Grant Opportunity search tool.
Just type any part of the Grant Opportunity name and RAPTR will try to locate it for you.

3. Once you have located the Grant Opportunity of interest, click on the Open button located
in the Submit Proposal column. This will open a new tab in your browser with the Online
Proposal Submission Form for your chosen Grant Opportunity.
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REQ: Recipient Organization Proposal Submission

REQ: Project Ows
e The California Museum Grant Program intends to solicit project proposals that assist the California Cultural and Historical

Endowment (CCHE) in supporting and enhancing museums that are deeply rooted in, and reflective of, previously

EEC R Loty underserved communities and will give priority consideration to projects in museums that:

Additional Project Information o Are severely affected by COVID-19; and
o That serve underserved communities or students subject to Title 1 of the Federal Elementary and Secondary Education
Project Summary Act.
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4. To begin the proposal submission process, click the Next/Save button at the bottom left-
hand of the screen.



5. Entertheinformation for each text box and click Next/Save or Save Progress if you would like
to resume the application later. The questions you will be asked can vary according to the
needs of each grant opportunity.
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ProjectTitle
**DEMO**Katy's Museum Grant Solicitation

Pro| tion
Preservation of the Mully McMully historic building in Sacramento.

Questions I

Questions V: Project Readines

Questions IV: Additional Proj

For
40,000

ProjectStartDate
4/30/2024 =

ProjectEndDate
4/30/2026 E

Page2/16

NATURAL
RESOURCES

Introduction
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Project Summary

Please provide a concise description of the proposed project responding to all the itemized topics below including:

1. The need of the museum being addressed by the proposed project
2. The activities to be performed

Project Summary 3. The distinct project deliverables

4. The intended audience and how the project serves the public

- e 5. The extent of public access, if applicable; AND

oject Questions I Eligibility A
FRER L A 6. The intended outcomes

Project Questions Il: Project Neec **The Project Summary must be no longer than 4,000 characters in total [including spaces].

Project Questions lii: Priorities Proj

This museum addresses the needs of the extended Mully McMully family that need access to a museum about Irish ance:

Prc Questions

Prc

Proje
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Proposal Attachments

REQ: Summary

REQ: Submis:




6. Please provide the requested information and continue through each page of the application
portal until you reach the Submit Application page. Click on the Submit button to complete
the submission of your grant proposal.
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@ Fublic Agency
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Project Quesd
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*) General Museum
) History/Historical Museum
) Living Collection
_) Science Center
4. Year of museum establishment:
Please provide only the four-digit year
Introduction ca XL
i NATURAL
REQ: Project Information RESO,U RCES
REQ ipient Organization
REQ: Project Owne Submission
REQ: Project Location Almost finished!
Additional Project Information **Please note**
Project Summary Once you press 151118, you will no longer be able to change your proposal.
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7. Now your proposal submission is complete.



Step 3. Reviewing your submission

1. To review your submitted application, go back to the Grant Opportunities page (in the top
navigation bar) and click on the My Grants tab to locate and confirm your grant proposal
submission. This page will not only contain the grant proposal you just submitted, but a
record of all grant proposals you have submitted through RAPTR.
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Search Criteria:

Grant Opportunity Organization Project Title

2. If you would like to obtain copies of a submitted proposal, click on the Download button
under the Action column on the My Grants page to locate the proposal of interest. Download
Allto download a complete copy of your application in the form of a single zip file OR click on
the Download button corresponding to an individual files you uploaded during the grant
proposal submission process. The file named Proposal Summary is standard to all
submitted grant proposals and contains the responses to all the questions you answered in
the Online Proposal Submission Form.
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B Export to Excel

Drag a column header and drop it here to group by that column

Please contact RAPTR@resources.ca.gov if you need further information or assistance.
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