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SOME NOTES ON THE USE OF THIS GUIDE

Obtaining Companion Documents through Fax-on-Demand��The Guide to the Federal Grants Process  consists of three companion documents in the  City Connect Federal Grants Information System:



Document #5001  The Federal Funding Process: An Overview

Document #5002  Preparing Federal Proposals:  An Introduction

Document #5003  Accessing the Federal Register Online  (this document)



Taken together, they give an overview of the process by which the Administration and Congress prepare a federal budget, the way in which federal agencies manage and award discretionary funding, the ways in which federal grant information can be accessed, and an introduction to the preparation of federal proposals.

����To obtain documents from the NPCC Fax-on-Demand System, call 

(212)-502-4157 and follow the voice instructions (select 1 for City Connect).����������

















ACCESSING THE FEDERAL REGISTER ONLINE

Federal grants are an important source of funding for many nonprofit organizations.  In the past, poring over bulky paper copies of the Federal Register  was the only way to find federal funding opportunities; application packages had to be requested by mail with a wait of up to several weeks. But the Federal Register , published daily, is available electronically.  By accessing it online, grant seekers save a great deal of time and effort as well as money (there is no subscription cost).  Grant applications can also be obtained through the Internet in most cases.  That means more time is available to strategize and write the proposal.



On-line access has other uses too.  There are requests for public comment that may influence how funds are allocated in the future and how grant guidelines are written.  There are notices of meetings that influence grant programs and public policy.  An enormous volume of information on federal government activities, research, and policies can be accessed electronically, in the  Federal Register  and elsewhere. 



Getting on Line��Most access routes to the   Federal Register  require that you have an Internet connection.  In other words, you must have an account with an Internet service provider, which should include e-mail.  If you aren't online but are interested, here are some Internet service providers and their phone numbers: 



America OnLine	(800)-827-6364		IDT		            (800)-245-8000

AT&T				(800)-967-5363	      Netcom			(800)-501-8649

Compuserve		(800)-848-8199		Prodigy			(800)-776-3449

HandsNet			(408)-257-4500		Working Assets	(888)-926-3475������Access Methods��The Federal Register , along with many other databases, is maintained by the U.S. Government Printing Office (GPO).  Access is free and open to the public.  There are four main electronic methods of access, which are compared in a chart and described more fully on the following pages.  



Some of these methods provide text-only versions of documents; others allow you to obtain graphics as well as text.  The graphics version includes any tables or charts that may be embedded in a Notice of Funding Availability, Rule or Regulation, or other document.  Sometimes full application packages are available electronically, and the graphics version will allow you to obtain actual application forms, saving you time for preparing your proposal.



To be able to view and print Federal Register  graphics, you'll need a software package called Adobe Acrobat Reader (which is free--see the last page of this document) and a fairly new computer and printer. Text is sufficient for most documents though, and you can always request forms from the agency by mail.�������ACCESS METHODS---COMPARISON CHART

Q	If you have Internet and Web access already, we strongly recommend using the Web access method. 

Q	If you are not on-line with the Internet, you may want to consider doing so.  There are many other benefits to being on-line.

Q	If you have Internet Service with easy access to Telnet, Telnet is a good backup method to using the Web or WAIS Client.

Q	If you have an older computer and no money to upgrade, the Direct Dial-In method will at least give you access that costs less than the paper version of the Federal Register.







ACCESS METHOD�

REQUIREMENTS FOR HARDWARE & SOFTWARE�





TEXT�



GRAPH-

ICS�





NOTES�





COST��

Direct Dial-In �

* computer ("386" or newer)

* modem

* any communications software�

YES�

NO�

* Doesn't require Internet   

   access 

* Downloading & saving of    files slow and difficult�

* Long distance telephone charges      (most federal agencies are in           Washington, DC or environs)��

�

�

�

�

�

��

Telnet �

* computer ("386" or newer)

* modem

* Internet Service with E-mail�

YES�

NO�

* Ease of use depends on

   how Telnet is used with       your Internet service�

* Monthly fee for Internet and E-

   mail service ($10 to 20)---if  

   you're not already paying it��

�

�

�

�

�

��

WAIS Client�

* computer ("486" or newer with  8MB of RAM)

* modem (relatively high speed)

* Internet Service�

YES�

YES�

* Software is customized 

   for use with federal 

   databases

* Your search criteria can  

   be saved for future use�

* $15 for customized WinWAIS or     MacWAIS client software

* Monthly fee for Internet service       ($10 to 20)---if you're not                already paying it��

�

�

�

�

�

��

World Wide Web�

* computer ("486" or newer with

   8 MB of RAM)

* modem (relatively high speed)

* Internet Service with World

   Wide Web access�

YES�

YES�

* Additional software such

   as Netscape Navigator

   makes downloading &

   saving of files easier

* Need newer computer�

* Monthly fee for Internet/ Web

   service ($10 to 20)---if you're not

   already paying it

* Additional software may cost you

   (most is free though)���Telnet Access��If your Internet service includes a user friendly Telnet tool (as Netcom does, in an icon), this method is very simple.  If not, you'll want to consider using the Web or another method.  Telnet to this site:    swais.access.gpo.gov.   You will be prompted to log in. Type guest   (lower case) and hit enter. Next you will see a line about default terminal type VT100 (which is OK for most personal computers).  Hit enter, then follow the instructions on searching below.������Searching the Federal Register via Direct Dial-In or Telnet��After you have logged in, you will see a menu (or source list) of databases including the Federal Register , the Congressional Record , and other excellent sources of information.  Use the down arrow key on your keyboard to move down the list to this year’s Federal Register.  Notice the highlight.  Hit enter to search the highlighted publication; a cursor (flashing line) will appear at the bottom left part of your screen.  Type in a search string (a series of words and symbols that tell the system what you want to find; see examples below) and hit enter to get a list of items that meet your search criteria.������Boolean Operators��To narrow or help define your search, you can make use of special computer commands known as Boolean operators .  Boolean operators must always be CAPITALIZED, and you must leave a space between each word and operator.  The following are examples of  search strings containing the most useful Boolean operators:

ADJ	To search for words that appear adjacent to one another in a specific order; e.g.:  substance ADJ abuse

AND	For words appearing anywhere in a document; all must appear;  

e.g.:  grants AND HIV

OR		For words that appear anywhere, but not all must appear; 

            e.g.:  funding OR grants

NOT	To exclude documents that contain a certain word; e.g.:  NOT research������Other Commands��If you want to search for a phrase, you can place it in quotation marks instead of using ADJ ("Head Start" and Head ADJ Start give you the same result.)  



You can also limit and define your search by specifying the date (e.g., by typing date=9/1/97, or date>=9/1/97, or date<=9/1/97 ) or the section of the      Federal Register  to search (e.g.,  section=P for Proposed Rules,  section=N for Notices, section=R for Rules and Regulations,  section=X for Corrections, etc.).  Search strings can use a combinations of tools:



E.g.,     date>=8/21/97 AND funding	

             all items published on or after this date containing the word "funding"

E.g. ,    Section=P AND "child neglect" 

             any proposed rule published during the year that contains this phrase������Using the Search Results��After typing your  search string and hitting enter, you will get a list of documents that match your criteria.  Again, use your keyboard's arrow keys to move up or down the list.   Highlight a document of interest (by moving to it) and hit enter or the spacebar to view/open it.  



After you're done looking at it, press q and then any other key  to exit the document and return to your list of documents retrieved.  (NOTE: If you press q while you are already at the list of documents, list of publication sources, or any other menu, this will end your Telnet session---be careful!)



You can e-mail a document to yourself.  Make sure the document you want is highlighted and press m.  A cursor will appear at the bottom left of the screen, asking for an e-mail address.  Type your e-mail address and press enter.  The document, formatted in simply ASCII text, will be sent to your e-mail “inbox”.  Press s to return to the main menu (source list of publications), or w to return to the main menu and perform another search in the same publication.



When you are done with your search for the day, hit q to quit the Telnet session. For a list of letter commands, press h for help while you are at the source list.������Direct Dial-In Access

��Use the communications software that came with your modem, and dial the GPO server at  202-512-1661. (The cost is a long-distance telephone call.)   At the initial screen you'll be prompted to type swais.  Log in as guest (lower case) and hit enter for default terminal type (VT100 for most personal computers).  The search procedures are the same as in Telnet Access above.  



For more information on using the Direct Dial-In or Bulletin Board Service, contact GPO: Telephone 202-512-1530, Fax 202-512-1262.������WAIS Client Access

��WAIS (Wide Area Information Server) software is available free of charge on the Internet.  However, GPO sells a version that is customized for use with GPO databases ( Federal Register , Congressional Record,  etc.) for only $15.  



After installing WAIS software, go online with your Internet service, click on the WAIS program icon and it automatically connects you to the site containing the Federal Register  and other databases.  The searching procedure is similar to using Telnet, but more user-friendly with Windows-type pull-down menus and mouse-clickable lists. Documents have both text and graphics, and are easily downloaded/saved to your own computer.



For more information on WAIS Client software (WinWAIS or MacWAIS) and how to use it, contact GPO Access:  Telephone 202-512-1530,  Fax 202-512-1262, e-mail  gpoaccess@gpo.gov.



��World Wide Web Access��Go online with your Internet service, and use their Web tool (or Netscape Navigator, if you have it) to get to the   Federal Register  search screen at:

http://www.access.gpo.gov/su_docs/aces/aces140.html 



Click on this year’s   Federal Register , the type(s) of document  you want to search for (e.g., Notices) or just leave them all unchecked, the  publication date , and, in the long box, type your  search string .  The Boolean operators described under Telnet Access are also used with Web access, as well as quotation marks for phrases.  Click on Submit  to start the search.  (For more details on searching, click on  Helpful Hints.)  



The next screen will be a list of documents that match your search criteria.  You have three format options for each: Text, PDF, or Summary.   PDF is the graphics version, and you'll need Adobe Acrobat Reader to make use of it (see below).  Clicking on  Text or Summary  will allow you to view the document on screen.  You can also save/download any of these versions, a process that is facilitated by using Netscape Navigator (see below).  Text is faster to download/save than graphics.������

SOFTWARE THAT MAKES LIFE EASIER



Netscape Navigator��This is a tool that allows you to cut, copy, paste, and save files from the Web to your own computer.  In the past, this software has been free to nonprofits and government agencies, although this did not include technical support. This may no longer be true, but some Internet service providers (such as IDT) now give you a copy of Navigator as part of their package.  



This software can be downloaded and information can be obtained from the Netscape web site:  http://www.netscape.com.  ������Adobe Acrobat Reader��This software allows you to retrieve, view and print PDF-type  (stands for Portable Document Format) graphics documents from the     Federal Register  web site and from WAIS.  Without it, you are confined to text-only version of the documents.  It's a free program that can be downloaded from the web:          http://www.adobe.com.   On this web page you'll find instructions for downloading and installing the software.  



When downloading/saving a graphics (PDF type) document from the     Federal Register  web site or through WAIS Client software, you must save the file with 

. PDF as the file extension at the end of the filename (for example, youth.PDF).  This is necessary for Acrobat to recognize and read the file.  From Acrobat Reader, you can print documents on a laser printer (including grant forms!).��

�FEDERAL AGENCY  &  DESCRIPTION							 		   WEB SITE ADDRESS

DOC/Census�Bureau of the Census, Department of Commerce�http://www.census.gov��DOC�Department of Commerce�http://www.doc.gov��DOE�Department of Energy�http://www.doe.gov��DOJ�Department of Justice�http://www.usdoj.gov��DOJ/NCJRS�National Criminal Justice Reference Service, Department of Justice�http://www.ncjrs.org��DOJ/NIJ�Justice Technology Information Network, National Institute of Justice, DOJ�http://www.nlectc.org��DOL/ETA�Employment & Training Administration, Department of Labor�http://www.ttrc.doleta.gov��DOT�Department of Transportation�http://www.dot.gov��ED�Department of Education�http://www.ed.gov��EPA�Environmental Protection Agency�http://www.epa.gov��GILS�U.S. Government Information Locator Service �http://www.usgs.gov/gils��GPO�Government Printing Office (Federal Register, Congressional Record, etc.)�http://www.access.gpo.gov��GSA�General Services Administration: Catalog of Federal Domestic Assistance �http://www.gsa.gov/fdac��HHS�Department of Health and Human Services�http://www.os.dhhs.gov��HHS/CDC�Centers for Disease Control and Prevention, HHS�http://www.cdc.gov��HHS/SAMSHA�Substance Abuse and Mental Health Services Administration, HHS�http://www.samhsa.gov��HUD�Department of Housing and Urban Development�http://www.hud.gov��NEA�National Endowment for the Arts�http://www.arts.endow.gov��NEH�National Endowment for the Humanities�http://www.neh.fed.us��NIH�National Institutes of Health�http://www.nih.gov��NIL�National Institute for Literacy�http://www.novel.nifl.gov��NSF�National Science Foundation�http://www.nsf.gov��NTIS�FedWorld Information Service (from National Technical Information Service)�http://www.fedworld.gov��OMB�Office of Management & Budget (for standard forms, 424,424A,LLL)�http://www.whitehouse.gov/WH/EOP/OMB/Grants/��USIA�U.S. Information Agency�http://www.usia.gov��VA�Veterans Administration�http://www.va.gov��
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