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1 System Login 

1.1 New User/Existing User 
New users should have your Welcome to MyGrants email handy when signing in because you will need the temporary password. 
 
A) Copy and paste this link (https://MyGrants.Metro.net) in the Google Chrome and press <Enter>. 

  
 

B) Click on Sign In on top right corner. 

 

https://mygrants.metro.net/
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C) Enter your email address and password into the boxes and click Sign In. If this is your first time, use the temporary password you 
received from Welcome to MyGrants email. 
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D) First-time users will be prompted to enter and confirm a new password, and click on Sign In. 
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1.2 Reset Password if You Forgot it or Want to Change it 
 

A) Click on Forgot Password? 
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B) Enter your email address into the Registered Email Address box and enter the red code into the 2nd box and click on Next. 

   
  

After clicking Next, you will receive email within five (5) minutes. 
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C) Once you receive the email, login using the temporary password provided in the email. You will then be asked to enter a new password.   

Enter the new password into the boxes and click on Sign In. 
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2 Submitting the Quarterly Progress Report 
 

A) Click on Quarterly Progress Report and select Start Current QPR[year.Q#]. 
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B)  Click on the Start button in the Action column on the far right of the screen.  
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C)  Read the instructions carefully.  You may print the instruction by clicking on the printer icon on the right side of the screen.  When you 
are ready to begin the Quarterly Progress Report for this quarter, click on Begin QPR on the right side of the screen. 
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D)  You will need to scroll down to view all the questions on the page.  You must answer all the questions.  
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E) If you need to update a milestone because the Proposed Completion Date has passed, enter the Revised Completion Date or the Actual 
Completion Date. You will also need to enter a justification.  Note, Actual Completion Date cannot be later than the end of the reporting 
quarter. 

 
 
F) Attaching additional information is optional.  If you have multiple files, please zip them and then attach. 
 
G) Click on Save if you want to save what you’ve done so far and return to it later.  Click on Submit for Approval if you are ready to submit 

to Grant Manager. 
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H) This means you have successful submitted your QPR.  You will also receive a confirmation email.  

 
 
 

3 Submitting the Self-Certification Package 
 

3.1 Gather Necessary Documents 
Download the Self-Certification Instructions from Welcome MyGrants under Resources which includes a helpful check list. 
Examples of documents to have on hand are: 

• Self-Certification Signature Page (downloaded) 

• FTA Lobbying Form (downloaded) 

• Title VI Certification letter or email from Metro (your files) 

• Annual Financial Statements for the reporting period (your files) 
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3.2 Start Online Self-Certification 
Log into MyGrants. 
 

A) Click on Self-Certification and select Start Current Self-Cert [FYyear]. 

 

 

3.2.1 Asset Certification 

All agencies must click on the Asset Certification checkboxes before proceeding to the questionnaire. 
 

3.2.1.1 Agencies with Assets 

Note, if your agency does not have assets to report on, please go to section 3.2.2. 
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A) Click on the asset image on the left side of the screen to select the asset you wish to update.  There are four types of assets: Shelters, 
Equipment, Facilities and Rolling Stock.  Some agencies have multiple types of assets and there will be an image for each type that your 
agency has.  

 
 
B) Click the pencil icon in the Edit column to begin updating.  Every asset needs to be updated. The Cancel button returns to the main asset 

screen and the Download button exports the asset data to an Excel file.  Note, all updates must be done online. 
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C) Update asset detail 

• Enter your answers to the questions marked with a red asterisk (see the example below).  

• Verify the rest of information for accurateness. If any of the information is incorrect enter the correct information in the 
comment box.  

• Once you have entered all the required information, click on Save & Continue.  
 

Note, the pre-populated asset information is from the prior year. 
 

D) Repeat step C to update each asset.   
 
Note, if you need to edit a previously updated asset, click on the Cancel button and click on the Updated tab. 
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E) If your agency has more than one asset type, you will be returned to the main screen and repeat steps A – D. 
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F) Once you’ve completed all the asset updates, click on each checkbox to certify and then click on Next. 
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3.2.1.2 Agency without Asset 

 
A) Scroll down and click on all checkboxes to certify that your agency does not have asset to report and then click on Next to continue. 

 
 
 

3.2.2 Start Self-Certification Questionnaire 

After completing the Asset Certification, you will see the screen below. 
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A) This screen exhibits your FTA programs, FTA-Funded grants and projects. Click on Next to continue. 

 
 
B) Answer each question and click on Save & Continue to go to the next question. 
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C) When you reach the end of questionnaire, if there are any skipped questions (red numbers) you must go back and answer them by 
clicking on the number. If you need to change a response to any of the questions, scroll down to the question and click on Edit. 
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3.2.3 Submit for Approval 

Once you have answered all the required questions, you must do the following before clicking on the Submit for Approval button: 
 
A) Download the FTA Lobbying Form and the Self Certification Signature page if you haven’t already done so. 
B) Upload the FTA Lobbying Form signed by an authorized executive. 
C) Upload the Self-Certification Signature page signed by an authorized executive. 
D) Download the questions/responses for your records (optional). 
E) Click the certification checkboxes for FTA Lobbying Form and Self-Certification Signature page. 
F) Click on Submit for Approval. 
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F) Once you Submit for Approval, a message that it was successfully submitted will pop up.   You and the grant manager will receive 
confirmation e-mails.  You may click on Self-Certification and click on Download Current Self-Cert for your record.   After your Self-
Certification package has been reviewed by the grant manager you will receive an email on the approval status. 

 
 

4 Revising Self-Certification Package 
If you receive a rejection email requesting a revision to your Self-Certification package, login to MyGrants and make your changes.  You can jump to 

the section/subsection and its question.  

4.1 Asset Update 
The grant manager may require you to edit updates to asset record(s) that were previously submitted, and/or update asset record(s) he/she 

added after rejecting your submitted Self-Certification package.  
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4.1.1 Edit Previously Updated Asset 

A) Click on the desired asset type (Shelter, Equipment, Facility or Rolling Stock). 

 

B) Click on Updated [ ] (previously updated asset). 

 

 

C) Click on pencil icon to make your change. 
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4.1.2 Update New Asset 

Update asset record(s) added after Self-Certification package first submitted. 

A) Click on Self-Certification then select Start Self-Cert … (ref. section 3.2A), click on the asset image with Update Required and then select 
the pencil icon. 

 

 
B) Click on pencil icon to make your change. 
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4.2 Update Questionnaire 
Click on Self-Certification and then select Start Self-Cert …. 

A) Click on Next button to get to Self-Certification Questionnaire. 
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B) To update your response to a question, perform the following: 

 1) Click the applicable section name (box #1). 

 2) Click the applicable subsection name (box #2). 

 3) Click on the question (box #3). 
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 C) Click Save & Continue button to save your change. 

 

 

4.3 Re-Submitting Self-Certification Package for Approval 
You have finished your changes and ready to submit for approval. 

A) Click the last section, last subsection, last question and click Save and Continue button. (refer to section 4.2B on navigating) 

B) Click  button to submit package to grant manager for review and approval. 
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5 Troubleshoot/Tips 
Below are some common errors and functions: 

A) Problems logging in: 

 
✓ Double check your email address  
✓ Double check your password 

 
 

B) Reset password: 
 

Selecting Forgot Password enables the user to their reset password.  You will receive an email within 5 minutes. 

 

C) To update an asset or answer: 

Enables user to update. 

  
 

D) To go to the next section or question: 
 
Selecting Next enables user to continue to the next section/question. 
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6 Contacts 
 

For technical support, please email either: 
 

❖ Cindy Tran at TranC@metro.net  
❖ Ruben Cervantes at CervantesR@metro.net 

 
You can also use the Contact field on MyGrants website landing page, https://MyGrants.metro.net  
 
 

For grant or project related contact your grant manager. 
 

 

mailto:TranC@metro.net
mailto:TranC@metro.net
https://mygrants.metro.net/

