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Getting Started with TAB EZ

If you are not already 
signed into a KSU TAB 
account, click “Login” 
or “Get Started Now” 

to be taken to the
Register or Sign In 

page



Getting Started with TAB EZ

Sample Grant Applications:
Links to the KSU TAB Resources 
page. Filter under “Tag” by 
selecting Samples Successful 
Grant Applications. **You do not have to sign in to view Resources**

Brownfields Grant Research 
Links: Links to a document with 
resources for identifying data to 
support your grant application  

MARC Grant Guidelines, FAQs 
and Submission Checklist: You 
can download these documents 
from the EPA’s website or 
access them here.

https://www.ksutab.org/resources
https://www.epa.gov/brownfields/marc-grant-application-resources


Getting Started with TAB EZ

Select “Create New Grant Application” 
to get started with your proposal 



Getting Started with TAB EZ

You’ll receive this pop-up. Choose a 
title for your grant and then select 
the type of grant application you want 
to write. You can also add users to your 
application now if you wish. Then hit  
“Create Application”



Setting up the Grant Application

Once you’ve created your grant, you can start drafting! Use 
the navigation bar on the left to toggle between grant 

sections. Note that there are three primary sections that you 
need to address: the application information sheet (basic 

information about your community and project), the 
narrative (the bulk of your grant application) and the 

threshold criteria (used to determine if you qualify for a 
grant). Make sure you answer ALL questions in ALL sections 

of the grant. 

TIP: It’s a good idea to compare your 
complete grant exported from TAB EZ to the 
grant guidelines to make sure you haven’t 

missed a section



Setting up the Grant Application

Input the requested funding 
amount and answer the 
questions below.

Note: This page, as well as 
content within the left 
navigation bar may differ 
depending on the type of 
grant application you 
selected. 



Manage your Team

Add Participants to allow others 
to work on the grant with you.

**Participants MUST have a KSU 
TAB account to be added** 

Manage participants by 
clicking the pencil icon 
above the navigation 
menu. You may add users 
by listing their email in the 
“Sharing Preferences” field 
in the Grant Details pop-up 
box.



Manage Your Team

Easily remove participants 
or manage their ability to 
make changes without 
approvals. 

Add Participants to allow others 
to work on the grant with you.

**Participants MUST have a KSU 
TAB account to be added** 

This functionality is currently under 
construction. If collaborative editing is 

necessary, we recommend exporting your draft 
grant to Word and sharing with your team via 

SharePoint or Google Docs.



Follow the Prompts in the Menu

Follow the outline on the left side of the page to 
complete your application. 

Each time you select a section, TAB EZ will provide:
• Evaluation Criteria set by EPA for that specific section
• Points to be earned for that section 
• Helpful Hints for that specific section



Helpful Hints By hitting the drop-down arrow on the Helpful 
Hints button, you will be able to see tips and 
tricks for completing that section of your grant 
application



Saving Your Work
Be sure to save your work as you go! 

Save: this will save the text you have added in, but it 
will not mark that section as being completed.

Once you have completed the text for a section, you 
can select “Mark as Complete”.



Saving Your Work
Be sure to save your work as you go! You can use the 
floating “Save”, “Back”, and “Next” buttons on the 
bottom right corner of your screen to save as you go 
without having to scroll down.

Once you have marked a section as complete, the 
menu on the left will update, so you can see at a 
glance which sections remain.



Exporting to Word

Select the three dots icon at 
the top of the left menu and 
select “Export to Word”. A 
.docx will automatically 
download. 

The exported 
document is a basic 

word document 
with no formatting. 

You will need to 
format the 

document to meet 
the formatting 

requirements set 
by EPA in the 

guidelines.



Final Review
Once you have completed your 
grant, you can request a review from 
your TAB provider. Use the “Export 
to Word” function described on the 
previous page, format the document 
to be consistent with EPA 
requirements, and email your draft 
application to your TAB provider (as 
shown in TAB EZ) for review. Note 
that TABs will only review and 
provide feedback on complete 
drafts, but you may ask questions 
about your grant at any time.



Request a review of your Grant!
Want a deep and thorough review of your proposal? KSU TAB can help! You can 
submit your grant application through the TAB EZ portal, or send it via email as a 
Word document. 

To request a review contact Scott Nightingale (scottnight@ksu.edu) 

• Reviews are generally completed within 3 business days. 

• Requests for review will be accepted until 12:00pm Central Time on Friday, 
January 23rd

• Other TAB providers may have different deadlines and review timelines, so 
reach out to your local TAB provider if you are located in EPA Regions 1, 2, 3, 
4, 9, or 10.

mailto:scottnight@ksu.edu


Need Additional Help?
EPA Region 5
Roxanne Anderson, Director in EPA Region 5 | roxanderson@ksu.edu | 614.623.3270
Beth Grigsby, Assistant Director in EPA Region 5 | beth27@ksu.edu | 317.601.3839
Kristin Prososki, Assistant Director in EPA Region 5 & 7 | kp3@ksu.edu | 507.340.5799

EPA Region 6
Scott Nightingale, Director in EPA Region 6 | scottnight@ksu.edu | 785.207.6021
Leslie Etzel, Assistant Director in EPA Region 6 | leslieetzel@ksu.edu | 864.404.5421

EPA Region 7 & 8
Maggie Belanger, Director in EPA Region 7 & 8 | maggiejessie@ksu.edu | 785.230.6825
Jacob Rohter, Assistant Director in EPA Region 7 | jrohter@ksu.edu | 573.458.9322
Kate Lucas, Assistant Director in EPA Region 8 | katelucas@ksu.edu | 817.565.2885
Kristin Prososki, Assistant Director in EPA Region 5 & 7 | kp3@ksu.edu | 507.340.5799

Contact your regional KSU TAB staff for one-on-one assistance 

mailto:roxanderson@ksu.edu
mailto:beth27@ksu.edu
mailto:kp3@ksu.edu
mailto:scottnight@ksu.edu
mailto:leslieetzel@ksu.edu
mailto:maggiejessie@ksu.edu
mailto:jrohter@ksu.edu
mailto:katelucas@ksu.edu
mailto:kp3@ksu.edu


Good Luck! 

ksutab.org
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