
SAGE User Guide 
For Grant Administration and Reporting
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WELCOME
This presentation will guide you through the process of entering your application and budget information 
into our electronic SAGE system. As an NJBUILD applicant you are required to register in SAGE for applying 

for NJBUILD (Women and Minority Groups In Construction Trades)
.

NOTE: IF YOU ARE ALREADY REGISTERED IN SAGE, YOU DO NOT NEED TO REGISTER AGAIN.  
INSTEAD, PLEASE EMAIL NJBUILDPROGRAMS@DOL.NJ.GOV INDICATING THAT YOU ARE 
ALREADY REGISTERED. Slides 3 through 5 can therefore be omitted. 
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NOTE: Initial Registration should be completed by the Authorized Official (contract signatory). If additional 
staff will assist in managing the grant in SAGE, please see slides 29 -40 for instructions on allowing those 

individuals access.
Start by visiting https://njsage.intelligrants.com/Login2.aspx?APPTHEME=NJSAGE

Click “New User” 
To begin registration 
process 

STEP 1: REGISTER 
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Enter the 
required 
information 

For GRANTING 
DEPARTMENT 
please use 
DEPARTMENT OF 
LABOR

When 
Finished  
Click SAVE 
to submit

4



After you save the registration form, please send an 
email to NJBUILDPROGRAMS@DOL.NJ.GOV so LWD can 

approve your request. 

Once LWD approves your request, you will have access to 
SAGE to enter your application information and can 

proceed to the next steps. 
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STEP 2: LOGIN 

& Login

Once your registration has been approved, Return to 
https://njsage.intelligrants.com/Login2.aspx?APPTHEME=NJSAGE
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Navigate to 
Available 

Opportunities
And Click

VIEW OPPORTUNITIES
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Sort by Provider by selecting 
NEW JERSEY DEPARTMENT OF LABOR AND WORKFORCE DEVELOPMENT(LWD)
from the drop down menu and clicking FILTER

OPPORTUNITIES PAGE
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Locate 
NJBUILD APPLICATION 

2020
and select APPLY NOW
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Click I AGREE once you are ready to start the application.

STEP 3: AGREEMENT 
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Begin the 
application 
process by
navigating to 
FORMS MENU
and clicking

STEP 4: 
APPLICATION
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Begin by clicking
APPLICANT 
INFORMATION

The Forms Menu outlines
the table of contents 
for the grant application
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Provide the information requested 
for each field.

Please note: All sections throughout
The application with a RED STAR are

Required in order for submission 
of the application. 
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After you enter the requested information, 
use the radio buttons at the top of the page to proceed.

Only 
Saves

Save 
and 

Move to
Next 
Page

Next 
Page

without
Saving

Checks
entire 

Document
for errors

PAGE NAVIGATION
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If you select STATEWIDE, 
there is no need to select 

individual counties and 
municipalities.

- When selecting Multiple Counties
hold down the CTRL key while
clicking. 

- Choose all Counties BEFORE
selecting Municipalities.

***Remember to SAVE

PROJECT LOCATION
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PREVIOUS FUNDING

If applicable, please indicate any prior funding that your organization received from NJ 
Department of Labor and Workforce Development within the last three years.

If you did not 
receive any 
funding, 
please CHECK 
HERE

***Remember to SAVE
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For this page, please upload a 
Word document or PDF 
for EACH section of your 

Proposal.

To upload, click 
CHOOSE FILE and navigate 
to the file location on your 
computer. 

***Remember to SAVE

REQUIRED DOCUMENTS
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***Remember to SAVE

DELIVERABLES

Enter your program details 
and outcomes in this section
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Enter all the required information for Personnel Costs within your grant.

***Remember to SAVE

NOTE: Columns where there is not a fillable field, will automatically calculate once you click SAVE at 
the top of the page. 

SCHEDULE A, PART I - PERSONNEL COSTS 

If fringe benefits are included in your 
grant request, please make sure to 
provide an upload (at bottom of page)
to justify those costs. 19



***Remember to SAVE

Add the required roles, responsibilities, and minimum qualifications for each position. 

SCHEDULE A, PART II - PERSONNEL JUSTIFICATION 
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Add the required information for each expense within Non-Personnel expenses 

***Remember to SAVE

SCHEDULE B- NON-PERSONNEL EXPENSES 
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***Remember to SAVE

Add the required information for each expense categorized as Direct Student Services. This category 
includes Curriculum Development, Consultant Fees, and Stipends. 

SCHEDULE C- DIRECT STUDENT SERVICES
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REVIEW THE COST 
SUMMARY PAGE:

Check that the grant 
amounts on each line and 

total cost amounts are 
correct.

If you encounter a problem 
that cannot be corrected, 
please contact your LWD 
representative.

COST SUMMARY
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***Remember to SAVE

- Upload any additional 
Miscellaneous Documents, if 
needed. 

This page is OPTIONAL

To upload, click CHOOSE 
FILE 
and navigate to 
the file location 
on your computer. 

MISCELLANEOUS ATTACHMENTS
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Before submitting your application, please check your document for any errors by 
clicking CHECK GLOBAL ERRORS

*****If you need to revisit any particular areas of your application, you can easily do so by clicking the 
FORMS MENU and selecting the page desired 

CHECK FOR ERRORS, REVISIT SECTIONS
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PLEASE NOTE: Only the Authorized Official can submit a completed application.

When you are ready to submit your application, navigate to 
STATUS CHANGES at the top of the page and Click 

STEP 5: SUBMIT APPLICATION
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Under 
APPLICATION 
SUBMITTED 
select
APPLY STATUS

27



Once you have entered and submitted your application, please send 
an email to NJBUILDPrograms@dol.nj.gov to notify of your status, so it 

can be reviewed, etc.

Any questions, call Lauren Kremper-DiFilippo, Business Rep at 
609.292.1467

28



The role of the Authorized Official for purposes of SAGE is defined as the person(s) who are 
permitted to sign off on official documents and contracts.

Often times, the Authorized Official will delegate program staff to assist in entering grant 
information.

To do this, EACH staff member who will be working in SAGE must individually register for access. 

The process is similar to the afore mentioned slides on registration. Begin by visiting: 
https://njsage.intelligrants.com/Login2.aspx?APPTHEME=NJSAGE

ADDITIONAL USERS IN SAGE
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Click “New 
User” 
To begin 
registration 
process 

Enter the 
required 
information 
For GRANTING 
DEPARTMENT 
please use 
DEPARTMENT 
OF LABOR

When 
Finished  
Click SAVE 
to submit

30



After a staff member has completed the registration form, the Authorized Official 
can then add that person to their account for access. 

The Authorized Official should start by logging in :
https://njsage.intelligrants.com/Login2.aspx?APPTHEME=NJSAGE
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Navigate to ORGANIZATION and click

Select Your Company from the list
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Once on your Organization’s page, select ORGANIZATION MEMBERS
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A list of all current 
members of your 
organization will 
appear. 
To add a new 
member, select 
ADD MEMBERS
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Type the name of 
the staff member 
in the PERSON 
SEARCH field. 

…and click SEARCH 
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From the search results, “check” the appropriate person.

& assign a role

ROLE DESCRIPTIONS:

Authorized Official: Signatory person; full access.
Agency Administrator: Ability to perform all actions in SAGE 
except signing contracts.
Agency Staff: Ability to data enter information only. 

***Remember to click SAVE at the top of the 
page once you are finished. That staff member 
now has access. Return to slide 6 to begin 
working on the application.
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If the application has already been started or submitted, and you wish to add additional users,  there is 
a second step that must be completed after adding those users to your organization.

ADDING STAFF MEMBERS AFTER APPLICATION 
HAS BEEN STARTED

From the HOME tab:

Locate MY TASKS
and click on 
LWD STANDARD APPLICATION 
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Locate the 
application/
grant and 
select

This will bring you to the DOCUMENT SNAPSHOT page

From there, 
click 
MANGEMENT 
TOOLS
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Click ADD/EDIT PEOPLE

Type the name of 
the staff member 
in the PERSON 
SEARCH field. 

…and click SEARCH 
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From the search results, “check” the appropriate person.

& assign a role

ROLE DESCRIPTIONS:

Authorized Official: Signatory person; full access.
Agency Administrator: Ability to perform all actions in SAGE 
except signing contracts.
Agency Staff: Ability to data enter information only. 

***Remember to click SAVE at the top of the 
page once you are finished. That staff member 
now has access to that particular grant.
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