
Grants Portal: Updating Addresses 

1. Update your mailing address in Grants Portal anytime it changes. This is your address of record for 

FEMA and the State to send important correspondence to. 
 

2. Log in to your Grants Portal account and go to your Organization Profile: 

 
 

3. Click the MANAGE icon on the Locations tab: 

 
 

4. To add a new address, click the green + ADD button on the right side of the screen: 

 
 

 



5. Enter the information for the new location: 

 
You can set the Location Type as a Primary (physical) location, or a Mailing (address) 

 
 

 

 
 

 

 
 

 



Changing the Primary location will prompt a warning: 

 
6. After you Click the green CONTINUE button, you can review the changes you made: 

 
 

7. You cannot remove a primary location until you have set a new one and hit the green SAVE button. 
8. After you hit the green SAVE button, you will be taken back to your Organisation profile and a pop up 

will appear saying that the location was updated sucessfully. 
9. Updating your mailing address in Grants Portal DOES NOT update the address that your checks are 

sent to. In order to update the address where your checks are mailed, you must complete a new W9 
and send that in to the SD Office of Emergency Management. 

 


