
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Technical Assistance Mini-Webinar 

Navigating SAGE 
 

Grant applications due July 30, 2026 at 12 p.m. (noon) ET in SAGE 
 

Grant Guidelines and Applicant Resources: 
https://nj.gov/state/culturaltrust/ct-grant-opportunities.shtml  
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SAGE System Homepage 

 

 

This is the SAGE system homepage. Make sure the homepage you see looks like this to make sure you are in the right 
version of SAGE. When navigating to SAGE, please do not just Google “NJ SAGE” – it may take you to a different 
department’s SAGE portal. You must use the link we have provided in the grant guidelines and on the Cultural Trust 
website to make sure you are in the correct SAGE portal. 

Link to correct version of SAGE: https://njsage.intelligrants.com/  

Please note: Google Chrome is the preferred internet browser on which to access SAGE.  

  

https://njsage.intelligrants.com/
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SAGE System Homepage 

  

 

If you are a new user, click on New User and fill out the registration form that loads. 

If you have forgotten your username or password, click on Forgot Username/Password and enter your information to 
retrieve your username and/or change your password. 
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New User Registration Notes 
Please keep these notes in mind when registering:  

• The 'Username' field must consist of all letters and numbers. 
• The 'Password' field must consist of all letters and numbers and must be at least 7 characters long. 
• The fields 'Password' and 'Confirm Password' must be the same. 
• Please keep a record of your username and password. 
• The person who is to be the Authorized Official for the organization should complete the new user registration 

page, including organization and title. 
o Once the Authorized Official’s account is validated, that person can create additional accounts for other 

members of your organization without them having to complete the New User registration form.  
o Please create an account for each person in your organization who will need to access documents in 

SAGE. 
• Be sure to complete the registration form in its entirety. If Organization and Title are not included, your 

validation will be delayed.  
• Once you have saved your contact information, your account must then be approved by a Department of State 

administrator before you can access the system.  

Please note: Access and approval of registration is NOT automatic. If you attempt to log in to the system prior to 
getting approved/validated by a system administrator, you will receive the following message: Your account has not 
been validated yet.  

When access has been granted you will receive an email message confirming that your account has been 
validated. This may take up to 5 business days, so please be sure to register for SAGE well in advance of the grant 
deadline. 

  



6 
 

Verify and Update Organization 
Information 

  

Once you successfully log in to SAGE, this is the screen you will see. 

The first thing to do, before starting an application, is to make sure your organization’s profile information is correct. 
The information in your organizational profile will flow automatically into your application when you initiate your 
application, and you cannot edit it inside your application. Here’s how to view and edit your organizational profile 
information: 

Click on the Organization(s) link in the top black menu bar of SAGE. 

  

Click on the 
Organization(s) link 
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Verify and Update Organization 
Information 

  

This is the page that will load. At the top of the page here, you see “Cultural Trust Test Org.” This is the name of the 
Trust’s test organization in SAGE. You should see your own organization’s name and details on this page, and wherever 
you see “Cultural Trust Test Org” in the screenshots in this PDF.  

Make sure all the information in here is correct for your organization. If any of the information in the grayed out boxes is 
not correct, please contact Cultural Trust staff to have it corrected. 

If you add or change any information, click the blue “SAVE” button at the top of the page.  
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Verify and Update Organization 
Information 

 

Next, click on “Organization Details” to access the Additional Profile Information page, where there is more information 
about your organization to complete and check. 
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Additional Profile Information 

 
Once you are on the Additional Profile Information page, you will find a list of additional forms. Click into the second 
link, which is the form titled “Required for applicants to the NJ Department of State, Council on the Arts (etc.)…” This 
form includes information that is required for your Cultural Trust application.  

Please do not try to complete any of the other Additional Profile Information forms in the list. 
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Additional Profile Information 

  
Complete the information in the white section of the “Required for applicants to the NJ Department of State, Council on 
the Arts (etc.)…” form, which includes basic information about your organization. Click SAVE in the blue menu bar at the 
top of the page. 
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Additional Profile Information 

  
Also complete the information in the blue section of the form, which includes information about your board chair or 
president. Click SAVE in the blue menu bar at the top of the page.  
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Additional Profile Information 

 

You do NOT need to complete the grey and green sections of this form. 
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Starting Your Application in SAGE 

 
To start your grant application in SAGE, navigate back to your SAGE home page by clicking the grey “Home” tab at the 
top of the page. Click “View Opportunities” under “View Available Opportunities.”  
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Starting Your Application in SAGE 

 

On the next screen, scroll down to find the application for Cultural Trust IFS Arts 2027.  

• Opportunities are listed in alphabetical order. You will need to scroll past many opportunities that are not 
relevant to you until you find the Cultural Trust opportunities.  

• You can also use the apple F or control F function on your computer to search “Cultural Trust IFS Arts.”  

When you find the Cultural Trust IFS Arts 2027 application, click “Apply Now.” 

  

6/10/2026 – 7/30/2026 
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Starting Your Application in SAGE 

  

This is the screen you will see when you first open your application. Use the Forms Menu to navigate to different parts 
of the application.  

You can always save your progress on your application and return to it later. 

  

07/30/2026 12:00PM 
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Returning to Your Application in SAGE 

 

When you log in to SAGE, you will see the home screen. Your application should be available as a listing in the My Tasks 
section at the bottom of the screen. If not, you can search for it using the Documents tab at the top of the SAGE home 
screen. 
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Returning to Your Application in SAGE 

 

To search for your application, click the Documents tab at the top of the SAGE home screen. 
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Returning to Your Application in SAGE 

  

In the Document Type drop-down menu, select “Cultural Trust IFS Arts 2027.”  

Click search. A chart will appear with a hyperlink to your application document. 
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Completing Your Application in SAGE 

 

Use the Forms Menu to access all of the forms by clicking on the hyperlinks for each form. The grant application has 
several components. Be sure to complete all the forms and upload all the necessary application materials. Always 
remember to save often, and always save a form before you move onto the next form.  

Reference the guidelines regularly as you move through the different forms and uploads in SAGE. The guidelines are an 
important companion to SAGE, as they provide detailed descriptions and explanations of what is required for each form 
and upload field. It is essential that you provide in SAGE exactly what the guidelines request. 

  

07/30/2026 12:00PM 
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Completing Your Application in SAGE: 
Organizational Profile Information  

 

The Organizational Profile Information page is completed in a unique way.  

When you access the Organizational Profile Information page, it may be blank. First click the SAVE button at the top of 
the page. That will allow SAGE to pull in the contact and profile information you reviewed earlier in the Organizations 
section of SAGE.  

Scroll down to review the Applicant Information section. This information will not be editable. If you need to change any 
information, you will need to go back to your organizational profile outside of the application. The instructions to do so 
are included earlier in this guide on pages 6-12. 

Once you have updated any incorrect information, return to the application, go to the Organizational Profile Information 
page, and click SAVE again to update the profile information. Once all the information is correct, scroll down to the 
bottom of the page and complete the rest of the form.  Click SAVE, then use the Forms Menu to navigate through and 
complete the rest of the application. 
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Completing Your Application in SAGE: 
Application Certification 

 

When you have completed all of the application forms, you will finish on the Application Certification form. The 
application must be certified by both an authorizing organization official (e.g., executive director) and a member of the 
organization’s board or governing body. Certification involves typing the individuals’ names and titles into the 
Application Certification form in SAGE, with their consent.  

It is very important that the organization official and the board member are two different people. If the application is 
certified twice by the same person, it may be deemed ineligible and may not proceed to the panel process. 
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Completing Your Application in SAGE: 
Checking for Errors 

 

Once you are ready to submit, check your work. Make sure you do not see any stop sign icons indicating a form is 
incomplete or contains errors. These error messages are there to help make sure your application is complete. However, 
SAGE does not check every single field in the application, so be sure to check the forms in detail. Pay special attention to 
the budget charts – be sure not to leave any columns blank – as well as any support materials that are required for your 
specific project. 
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Submitting Your Application in SAGE 

 

The final form in the application includes submission instructions about how to apply the submitted status to the 
application. We will also summarize this process here. 

Next to the Forms Menu button, you will see the Status Changes button. Hover over the Status Changes button to see 
the options to submit or cancel your application.  

Under Application Submitted, click “Apply Status.”  

Once you submit your application, you will see the “Current Status” in the Document Information bar has changed from 
“Application in Process” to “Application Submitted.” 

  

07/30/2026 12:00PM 
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SAGE Technical Assistance Resources 

The New Jersey State Council on the Arts website “Grants” page also has detailed tutorials to help you navigate SAGE 
under the “Grant Application Process” header: www.nj.gov/state/njsca/grant-programs.shtml  

Contact Cultural Trust staff with questions and technical issues:  

• Phone: 609-292-6403 
• Email: Cultural.Trust@sos.nj.gov 

Reminders: 

• Contact us early and often with questions 
• Read the guidelines 
• Don’t wait until the due date to submit your application 
• Extensions to the deadline will not be permitted for any reason, including technical/human error. 

 

 

http://www.nj.gov/state/njsca/grant-programs.shtml
mailto:Cultural.Trust@sos.nj.gov

