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How to Apply for the NEON Program 

Pennsylvania’s NEON Program requires all applications to be filed electronically using the eGrants Public Portal 
Interface at  https://www.esa.dced.state.pa.us/login.aspx?var=5. Applications are best applied by using Chrome 
or Edge.  
 
NOTE: If you didn’t provide an email address during the keystone registration process, please follow the 
below steps to add an email address to your keystone user profile. 

1. Log in to the https://keystonelogin.pa.gov/ 

 

2. Click "Edit Account." 

 

3. Answer the security questions. Click “Next.” 

https://www.esa.dced.state.pa.us/login.aspx?var=5
https://keystonelogin.pa.gov/
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4. Add the email address in “Update User Profile.” Click “Update.” 
 
Log in to the NEON Program Application Site and Complete the Application: 
 
Note: Please have the FEIN of your organization ready before starting the applications along with the contact 

details. Fields with a red diamond are required and must be completed. 

• Log into the eGrants Public Portal Interface at https://www.esa.dced.state.pa.us/login.aspx?var=5 with the 
Keystone username and password.  
 

• “User Setting” option is used to collect the user account information and information collected in the user 
setting can be copied into your applications. Please follow the below steps to enter user account 
information: 
NOTE: It is an optional step and is beneficial for users submitting applications for the same entity. Users 
submitting applications for multiple entities may skip this step. 

• Click on the “User Setting” option as shown below: 

 
 

• Select an option for “Are You Applying As?” Selection will determine the choices available under 
Company/Entity Type.  Click “Update”. 

https://www.esa.dced.state.pa.us/login.aspx?var=5
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• Enter the Company/Entity Type, Federal Employers Identification Number (FEIN) of the 
company/organization (do not enter the dash) applying for the application, and other required fields. Click 
“Update”. 

Note: All fields with a red diamond are required and must be completed. 
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• Enter the Project Name, select No in the “Do you need help selecting your program?” drop-down, and Click 
“CREATE A NEW APPLICATION.”  

 
• Enter “NEON” under the Program Name section and Click “Search.”

 
• Click on the “Apply” button next to “New Employment Opportunities for Noncustodial Parents (NEON).” 
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• Once you have selected the program, navigate through the eight (8) application sections using the top row 
of orange tabs or the Continue button at the bottom of each section: 

  

1. Applicant: The applicant is the entity receiving the grant funding. Click “Use Account Information” to 
pre-fill the fields entered in your user setting. To enter the applicant information manually, select the 
appropriate “Applicant Entity Type” and “NAICS code” fields, complete other required information, and 
Click “Continue”. 
Notes:  

I. All fields with a red diamond are required and must be completed. 
II. Enter NAICS Code; user may enter default code 8141. 

III. Enter your agency FEIN (9 digits, no dashes). 
IV. A UEI number is required for this program; enter your ID if you are registered with the System 

for Award Management’s (SAM’s) program; website, SAM.gov. 
V. Enter your agency head’s name for “Top Official/Signing Authority” and “Title.”  

VI. For “Contact Name” / “Contact Title”, “Phone”, and “Email”: provide a primary point of contact 
regarding the proposal between your agency and the VTF Program Office. 

VII. For “Mailing Address”, “City”, “State”, and “Zip”: provide the address for grant-related 
correspondence. 

VIII. Enter the email address in the “E-mail” field. 
IX. SAP number is not required to apply; however, if awarded you need to have an SAP vendor 

number to receive funds. 
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• Select all that apply for the Enterprise Type checkbox. Click “Continue”. 

 
 

2. Project Site: Enter Address, City, and Zip Code and select County and Municipality for the project site 
location. Click “Continue.” 
Notes:  

• Provide information for your main location/headquarters office. Information for all proposed site locations 
should be included within your Technical Submittal. 

• Enter a specific city and zip + 4 code. (XXXXX-XXXX) 

• Select Statewide and Countywide for the “County” and “Municipality” drop-down options as 
applicable. 
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3. Narrative: Enter a response for the Management Summary and Statement of the Project questions. 

 
 

4. Addenda: Please review and upload completed forms in the “General” tab of the multi-tab Addenda. 
Notes: You can upload more than one file for each question. Each file can be no larger than 30MB. 

                            All forms with a red diamond are required and must be completed. 

• Question 1. Please upload the Worker Protection and Investment Certification form. 

• Question 2. Please upload the Trade Secret/Confidential Proprietary Information Notice 

• Question 3. If applicable upload the Redacted Version of Confidential Proprietary Information form. 

• Question 4. Please upload the Lobbying Certification Form. 

• Question 5. Please upload the Federal Funding Accountability and Transparency Act Subrecipient 

Data Sheet (FFATA). 
• Question 6. Please upload the Small Diverse Business Participation Schedule. 

• Question 7. Please upload the Veteran Business Enterprise Participation schedule. 

• Question 8. Please upload the Contractor Partnership Program.  
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5. Addenda: Please review and upload completed forms in the “Technical Submittal” tab of the multi-tab 

Addenda.    
Notes: You can upload more than one file for each question. Each file can be no larger than 30MB. 
             All forms with a red diamond are required and must be completed.  

• Question 1. Please upload the Technical Submittal Form.  

• Question 2. Please upload the Corporate Reference Form and check the box to confirm you will 
distribute the reference form. 

• Question 3. Please upload your Company Financial Statements. 
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• Questions 4, 5, 6 & 7. Please check boxes to confirm you have read understand and will comply. 

 
 

• Question 8. Please upload additional supporting documents. 

 
 

• Question 9. Please check box to confirm you have read and understand all solicitation addenda 
subsequent to the initial advertisement and prior to the application date.  
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6. Project Information:  Identify grant expenditures by entering your Budget Summary.   
Note: Budget items are entered by selecting the appropriate Item Name and Budget Category from the 
drop-down lists provided that identifies the cost you are entering. 
 

• Start by Clicking on “+Add New.” 
 

 
  

• Select the name of the budget groups by choosing the Item Name: from the drop-down list. 
o Indirect Cost 
o Operating Costs 
o Personnel Costs 

• Select the Budget Category: from the drop-down list. 
NOTE: The follow validations will occur for EACH Item Name / Budget Category entered. 

o Indirect Cost – Does not require a Budget Category. 
o Operating Costs – The applicant must select the appropriate Budget Category from the 

drop-down list below.  
o Occupancy 
o Office Supplies 
o Equipment 
o Software 
o Travel 
o Audit 
o Other - Itemized 
o Personnel Cost – The applicant must select a Budget Category from the drop-down list 

below. 
o Benefits 
o Wages and Salaries – A Position: * field will appear; The applicant is required to enter the 

position name using free form text. 
 

• After selecting the Item Name and applicable Budget Category, Click on “Save”.  
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• Click “Edit” to activate the entry.  
 

 
 
 

• Enter a Description(optional) and Click on the “Pencil” to enter the Yearly Budget. 
 

 
 

• Enter the yearly Budget amount next to Amount: and Click “Save” and then “Close” to record your 
entry. Repeat the process for each year listed. 
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• Attach supporting documents by Clicking on +Add.  (Optional) 
 

 
 

• Enter Category: * Supporting Document and Click on “Choose file” to upload your attachment and 
“Save”. 

 

 
 
 

• You can view your budget or edit the Budget Items by double clicking on the line item. 
 

• Click “+Add New” to enter additional Budget Details. 
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7. Signing Authority: enter the authorized official user(s) information. Click “Add” for each entry and 

“Continue”.    
 

 
 
 

8. Certification: Click the Electronic Signature Agreement checkbox and select the applicable options. Click 
the Notice checkbox and then Click “Submit Application.” 
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Note: After application submission, the system generates a Single Application ID # and a Web 

Application Id # as shown in the below screenshot. Please keep the web application id # for future 

reference.  
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Questions 

Questions regarding the program and application submission process should be directed to: 

Holly Zeiders – DHS 
RA-PWRFAQUESTIONS@PA.GOV 
 

Please contact the Enterprise eGrants Customer Service Center for any technical difficulties and general 

questions. Representatives are available Monday through Friday, from 8:30 AM until 6:00 PM, at 833-448-0647. 

Email inquiries can also be sent to egrantshelp@pa.gov. 

 
 
 

mailto:egrantshelp@pa.gov

