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SHARES Basics: Grant Module (File)

2023

Your SHARES Technical Resource Coordinators(TRC)

Anne Baker
Washington

Today’s Trainer

Nancy Jacobsen
Montana

After this session you will be able to…

• Enter a grant into the system

• Enter and track grant funds

• Enter Lots into the grant

• Enter comments into the Problems Tab
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Modules (Files) Navigation - Add & Search

Files 
• Add or Search options

o Add: add a new grant or a 
new borrower

o Search: edit, change, or 
view data in SHARES

Grant Tab

• You must enter all 
of the fields that 
have a star next to 
the field

• If you fail to enter 
starred fields, you 
will receive an 
error when trying 
to save the page. 

Grant Tab

• When you see a 
magnifying glass, 
you will need to 
click it to enter 
information 
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Grant Tab

• Create a 
unique Grant 
Names

• Status will be 
set to Current 
Grant

• Contractor is 
the T&MA 
Contractor for 
your region

County Field

• Click on the 
magnifying 
glass to enter 
the county or 
counties

County Field

• Enter the county name if 
you only provide services in 
1 county.  

• Click on the State drop 
down and choose the state 
if you provide services in 
more than one county
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County Field

• Choose the counties 
you work in

Grant Tab Fields

• In addition to the 
starred fields, it’s 
important to also 
enter the 
highlighted fields 
as well. 

Grant Funds

• Click Add in the 
Funds Used section 
to add funds that 
have been used

• Click Add in the 
Funds Received 
section to add any 
draw requests that 
you have taken 
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Offices Tab

• The Offices Tab is 
used to show 
which RD offices 
you work with on 
your grant.  

• To add offices, click 
on the magnifying 
glass

Offices Tab

• To add multiple 
offices, click on 
the drop-down 
menu for State 
and choose the 
appropriate state

• Choose all 
offices that you 
work with

Offices Tab

• Choose the RD 
disbursing office 
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Reviews Tab

• Grantee staff will 
not need to enter 
information into 
the Reviews Tab

• If your organization has been put on 
High Risk, RD and your T&MA 
Contractor should enter notes in here. 

Adding a Lot

• You can enter all 
lots you have 
available for the 
grant at once or 
you can enter lots 
one at a time as 
you add the 
borrowers

• Click Add to add a 
new lot

Lot Add Screen

• You must 
enter all fields 
with a star 
next to them

• You will not be 
able to enter 
borrower 
information 
into the 
borrower 
section
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Lot Add Screen

• Fill out as 
much 
information 
as you can

Tip: The more 
information you fill 
out in the system 
the better reports 
you can run

Houses Tab

• The Houses 
Tab is a view 
only Tab.  You 
will not be able 
to make any 
changes in this 
tab in the 
Grant File

Problems Tab

• Think of the 
Problems Tab as 
more of a 
comments tab

• To Add a new 
comment, click on 
the magnifying 
glass
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Topics Submenu

• To add comments, click on the 
box or boxes for the topics 
you’d like to add then click 
Submit

Entering Comments

• Set the Report Cycle to 
Quarterly unless you plan 
to run a Grant to Date 
SHARES Report

• Match the Start and End 
Dates to the report you 
will be running

• Enter relevant comments 
for the quarter in each 
detailed explanation box

Tip: Click and pull the corner of the Detailed Explanation box to 
expand the box

Metrics Tab - Performance

• Snapshot of your 
grant

• Includes approved 
cost per unit, 
proposed number of 
homes and the actual 
costs to date. 

22

23

24



4/6/2023

9

Metrics Tab - Borrower

• Great snapshot for 
current borrowers 
who have loan funds 
entered into the 
system. 

Tip: This is a great place to check to see how well you are meeting your 
performance goal of 40% very-low income

Comments Tab

• You may use this 
tab if you’d like, 
however it is 
planned to 
remove this tab 
in the future

Questions, Tech Support or 
SHARES Access Questions

Process, Training, 
Access Questions

Login IssuesTechnical Issues, System Outages, Page Errors

Nancy 406-579-5202
Anne 928-583-4952

1-800-457-3642 (Option 1)800-457-3642, select USDA Applications (Press 2); 
then select Rural Development (Press 2)

shares@rcac.org
eAuthenticationHelpDesk@ftc.usda.gov

rd.hd1@usda.gov
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