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Document Conventions

Overview Welcome to the Grants Online Training Manual. This manual is set up to
provide you with step-by-step information to accomplish tasks within Grants
Online. The manual is logically sequenced based on the National Oceanic and
Atmospheric Administration’s (NOAA) Grants lifecycle process and is written to
address your role within Grants Online.

Using this Use the following writing conventions as a guide in using the manual. The

Guide manual uses block label text in order to scan for the information desired.
Text Text; Example What it means.
Conventions Text in Bold; Click Done Indicates a command.
Text in Italics; FFO Details screen Indicates a screen.
appears.
Text in Bold Italics; Name Indicates data to be entered into a
field.
Text in All Caps; LOGIN Indicates a field name.

Notes and Notes and Warnings are used to indicate information or advisories when using
Warnings Grants Online.

Note: A note is used to inform you about additional information

" during the procedure or process.

A Warning! Business process may not work as desired or a
procedure may produce an undesirable effect.
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Grants Online Overview

Overview

Audience

The National Oceanic and Atmospheric Administration (NOAA) offer a variety
of competitive and non-competitive grants or Awards to various communities
including states, universities, and non-profit organizations. Prior to the advent
of Grants Online, the processing of grants was a paper-based task involving
time-consuming human interactions and program polices to process the grants
and to ensure the awarding of the grant is given to the most qualified applicant
for a competitive Award, and for qualified designated applicants of non-
competitive Awards.

As part of NOAA's strategy to move scientifically and operationally into the 21
century, Grants Online was developed. Grants Online is an E-Government
initiative to create an automated tool that will support the grant evaluation,
Award management, and operations process. Grants Online significantly
streamlines and unifies grants processing throughout all of NOAA, allowing the
Agency to increase efficiencies related to its mission goals.

Grants Online is designed to answer several issues that occur during the
Award process including:

¢ Reducing or eliminating paper forms for application.

e Providing an interface with Grants.gov to ensure applicants can apply
for grants electronically.

e Reducing the processing time by incorporating workflows between
Federal Program Officers (FPO), Grants Management Division (GMD),
Financial Assistance Legal Division (FALD), and Grantees.

e Serving the NOAA community in its efforts to meet mission goals more
effectively.

This manual is developed for Federal Program Officers (FPO). This guide
provides the user with step by step instructions for completing the following:

e Input Paper Applications

e Minimum Requirements

e Review Event

e Selecting Applications for Funding

e Conduct Negotiation

e PO Checklist

¢ NEPA Document

e Procurement Request and Commitment of Funds (CD-435)

This guide does not teach policy or business procedures for Federal Program
Officers.

Grants Online Software Description

About
Grants
Online

Grants Online operates in a web environment. As such, you will be required to
use an Internet browser to log in and use Grants Online. No software is
required for installation. As Grants Online is web-based, you may access the
system anywhere at anytime provided that you have Internet access. Login
IDs and passwords are required and will be relayed to you once you are
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established within the system.

Note: You must have an Internet connection in order to access
Grants Online.

=
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Getting Started

Overview

Module
Objectives

Overview

When you use any Windows-based software, navigation and ease of use are

key components. Grants Online incorporates an intuitive Graphic User

Interface (GUI) that assists end users with navigation and appropriate system
use. In this module, you will be shown the basics of Grants Online, including

the look and feel of the system, navigation, and user customizations.

The Getting Started module will review the following objectives:

¢ Obtaining your password
e Logging into Grants Online

Grants Online is accessible through your web browser, specifically Internet

Explorer.

Accessing Grants Online

1.

2.

Grants Online Login page appears

# NOAA Hom L]
& BOLC Hom -

Click on the Internet Explorer icon on your desktop to open Internet Explorer.

Enter the following URL information in the address bar of your browser:
https://grantsonline.rdc.noaa.gov, then press ENTER

Grants Online

SIAN Granvis ke it
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Logging into Grants Online
If you haven't already, contact the Grants Online Help Desk to obtain your Username and

1.
Password.
e Phone: 301-713-1000 or toll free at 1-877-662-2478
e Email: grantsonline.helpdesk@noaa.gov
2. Enter your assigned Username.
3. Enter your assigned Password.

4. Click Enter.

Grants Online

HUAN Grenbs Crdee i te
rmrvier Lsbral serhibion foe
il b wpule grasts
[

Usarnama

b HOAL Home
b DOC Horis

"

» Granta.gay

b Grants
Mahagamand
Bivision

If you enter your username or password incorrectly you will see a nn

Warning!
error message in red on the screen. After three unsuccessful attempts
to log in, the system will lock you out and you will have to contact

the Grants Online Help Desk to unlock your account.

If nothing happens when you click enter, it means the server is
down and will need to be restarted.

Note: If you click on the Grants Online Training link you can view and download
) training material including training manuals, quick reference guides, and online
webinars.

Version 2.8
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Logging in to Grants Online

5. The Notice to Users screen appears.
6. Review disclaimer information and click OK.

“Log Off

A Notice to Users

Thig is & Federal computer system and is the property of the United States Government. It is for authorized use
only. Users {authorized or unauthorized) have no explicit or implicit expectation of privacy.

Any or all uses ofthis system and all fles on this system may be intercepted, monitored, recorded, copied,
audited, inspected, and disclosed to authorized site, NOAR, and law enfarcement personnel, as well a5
authorized officials of other agencies, both domestic and foreign. By using this system, the user consents to
such interception, monitoring, recording, copying, auditing, inspection, and disclosure at the discretion of
authorized site or NOAA.

Unauthorized or improper use ofthis system may result in administrative disciplinary action and civil and
criminal penalties. By continuing to use this system you indicate vour awareness of and consent fo these
terms and conditions of use. LOG OFF IMMEDIATELY if you do not agree to the conditions stated in this
warning.

Version 2.8
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Competitive Application Overview

Overview In this manual, you will learn how to input a paper application into the
Grants Online system, as well as how to process the application.

Manual The Competitive Application Processing manual will review the following
Objectives  objectives:

Version 2.8

Input a Paper Application

Perform the Minimum Requirements Check
Review Event

Select Applications for Funding

Conduct Negotiations

Complete the PO Checklist, NEPA Document, and Procurement
Request and Commitment of Funds

Forward Award File to GMD
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Processing an Application

If an applicant sends in a paper application to NOAA as opposed to submitting through
Grants.gov, the FPO will need to input that application into the Grants Online system. The steps
provided during this section will demonstrate how you can accomplish this action. During this
time you should also be working on scanning this application into electronic PDF files that you

will later upload to the system.

Inputting a Paper Application
I

1. Select the Application tab.
2. Select the Input Paper Application link.

"8 Application Tab

INPUT PAPER APPLICATION

v Slows tha LSAr o IngUE naw Paper applications ko an axisting AFA O campetitan,

user to search for Applications,

Version 2.8
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3. The Search for RFA screen displays. The system wants you to identify the RFA that this
application belongs to.

4. Type query information into at least one of the searchable fields.

Select the Search button.

Applicatiol A ﬂ-
[Z]] caen-——— £

Welteme te Grants Online Tenssia Koy

Search for RFA

R Tite :
Funding opportunity Number ]

oot |
Search Results
6. Your search results will display.
7. Click the Select link next to the RFA you wish to associate the application with.

[——

R L L P Sy e

Search for RFA

Funcing opportuny Numbsr | ]
g | |

Selected Type

Search Results

S ibeers found, desplaying all ems 1

014058 Ballast Water & I 1DOL3IE 18 457 ET03 OAR-SG- 2008 Z006-05-08 J0LE0EZ
Tochnclogy 2008
Dmonstration 000364

Frogram
(Pesaarch,

1 OATOAT RS 6714 - € | 1001338 11,432 OAR-OED- 2006  2006-D6-14 2047848
Lz 2006

AO0ATEN

Note: If your search yielded no response, this can mean that your RFA is not
o listed as published. You can only input paper applications to a published
RFA.

Version 2.8
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8. The Create Application Header page appears. Use the information from the SF424 to

populate the following mandatory fields:
e Applicant Name
e Applicant Type
o Applicant State

Select the Save button.

> = i
"% Applecation [T R
sy

Welcoms ta Grasts Dulies Temssis Koy

“Leg OFF

= Creats
* Saarch

* Reassign
Program Officer

F Reassign
Compatitian

Adwiseries > Input Paper Application

Create Application Header - SF-424

Apphcant Nama ; * | |
Appleant Type - * | Please Select Applicant Type -

Apphcank State : *  Please select a state b

Note:

Note:

All required fields in Grants Online are indicated by a red asterisk * next
to the field name.

Once you click Save, the basis for an application is created. You can
continue to enter the information or you can complete it at a later time. If
you choose to complete it another time, follow the following steps: Go to
the RFA tab, search and select the RFA, scroll down the page and click
on the Application hyperlink under Associated Documents, and then click
on the Go to Application Details Page hyperlink to continue working on
the application

Version 2.8
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10.  The Application Details page appears. Use the information on the SF424 to enter
information into the mandatory fields, highlighted by red asterisk, as well as any other
information that you would like to include. Remember that you will be uploading the
scanned copies of this application to the system. (The picture below is only the top half of
the screen).

e Project Start Date
e Project End Date
o Federal Agency Received Date/Time
e Total Funding
Application Details - SF-424
Please click on this icon to view the audit trail on this application:_ﬁ
Proposal Mumber: | |
Application Submission Type and Date Information
Type of Submission : O spplication O Pre-application O Changed/Corrected application
Application Type : O construction O Mon-Construction
spplication Type Code : O nNew O Continuation O Revision O Renewal O Resubmission
If Revision, select appropriate letter{s): | -Select a Revision Type- v
YYY for date fields
Project Start Date : * Project End Date : * | 12/26/2006 Submitted Date : [ |
State Received Datel: l:l Federal Agency Received Date @ * |08/28/2006 ||DS:DD | PM v
Total Funding @ * 100,000.00
applicant Identifier : l:l State Application Identifier : l:l Federal Identifier : l:l
Note: If this is a multi year award, you will want to enter the start and end date
_ for the entire award, as well as the funding amount for the entire award.
e Repeat process for additional years.
Version 2.8
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11.  continue entering information on the bottom half of the Application Details page (Please
note: the picture below represents the bottom portion of the Application Details pages —

you may have to scroll down to see it.)
e Legal Name
e Duns Number
e EIN Number
e State
e Type of Applicant
o Descriptive Tile of Applicant’s Project
o CFDA Number
e Application Funding Details

Applicant Information

Legal Name : |Cumpet\tive Application Manual 6-14 |
me : | |

— —
?;lsrbigmn'?i;;t.numher) ZE TS BN Numoer : \iz-34seave
|

Division Mame :

Street : ‘

X ‘ ‘ County @ |
| State : ”‘| Maryland ~ | Province :|

Zourtry | | s L]

MName and Telephone number of person to be contacted on application matters

Tile [ organizationsl affiiation : [
Phons Numbsr ; [T Fax Number —

Profi ; None ]  First Nams ([ ] widdle Name : [ ]
Sus None @] Lastname : [ ] emai: [

Descriptive Title of
Applicant's Project @ *

rmation
Type of Applicantl @ * Public/State Controlled Institution of Higher Education e
T¥pe or sppncante | Please Select applicant Type v
Type of Applicant3 Please Select Applicant Type hd
test

Project Areas :

Application Contact(s) :

CFDA Mumber @ * §111.432 - OAR Joint and Cooperative Institutes et

Mame of Federal Agency : |NOAA

Applicant Congressional [ project congressiona! bistrict s [ ]
District :

Is the applicant Delinquent
on any Federal Debt 7 ©yes ONo

i= Agplcation Susject to  Ovas  Date ]

Review by State Executive O MNo

CLEET Eei (FE e O Pragram has not been selected by state for review

Authorized Representative

Ermail : | |

Application Funding Details
Mothing found to display.

Add Mew

Attach Files Sawve and Return to Main

B — DT E—
B I — T —
e — S E—

Version 2.8
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12.  Click on the Add New link. (Please note: the picture below represents the bottom portion
of the Application Details page — you will have to scroll down to see it.)

Application Funding Details : *

Hothing foupd to display,

Attach Files Save and Return to Main

13.  Enter the information required in the fields below:

e Fiscal Year
. If this is a multi year award, you will want to enter the
e Funding Start Date | start and end date for the first year of the award, as

. well as the funding amount for that year. Repeat
b Fundmg End Date process for each additional year.

e Federal Funding

14.  Select Save to capture changes and move forward.

a. Select Close if you wish to exit the screen. Selecting this option will not
capture the changes without saving them first.

Edit Application Funding Details

=

Application Total Funding : 50,000.00
Fiscal Year : *

{use format ¥¥yy ) —

(ue Termat Mot vy E1/01/2008 G Farmat Miwgoo, vy » E2/21/208 |
Federal Funding : * |SD,DDD.DD |Pr0gram Income ; |D.DD |
Applicant Funding . |D.DD |

State Funding : |D.DD |

Lacal Funding : |D.DD |

Other Funding : [o.00 |

Total Funding : [s0000 |

Save | Close

Version 2.8
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15.  Note that one year of funding has been identified under Application Funding Details. If

this had been a one-year award, the entire funding amount would have been entered

during steps 12-14 on the previous page. However, since this is a multi year award, I'm

going to click Add New and provide the information for my second and last year of

funding.

Application Funding Details : *

2007 $£50,000.00 $0.00 $0.00 £0.00 $0.00

applicant]state]local[otherTotal Fundings]Program tncome]action]action]

$50,000.00 £0.00 Edit

Migw Rewigwer Comments Report

O Attachments:

16.  Enter in the data for the second year of funding (follow steps 12-14 as a reference)

17.  Select Save to capture changes and move forward.

a. Select Close to return to the previous page. In order to save the
information entered, you must select Save before selecting Close.

Add Application Funding Details

=

Application Total Funding : 50,000.00

Peal et poos ]
(use format ¥Vy¥YY ) L

(= A
{use format MM/DD,/yyyy ) (0272172008

Federal Funding : *
Applicant Funding : l:l
State Funding : l:l
Local Funding : l:l
Other Funding : l:l
Total Funding :

(B
{use format MM/DD,yyyy ) L2/21/2008

Program Income

The Total Funding
amount field will
update automatically.

Version 2.8
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18.  Note that the Total Funding equals the sum of the Application Funding Details amounts
for FY06 and FYOQ7.

19.  Click Save and Return to Main to capture the information entered. (See next page for
explanation of other buttons)

Version 2.8
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Application Details - SF-424

please click on this icon to view the audit trail on this appl\catanLg
Proposal Mumber:

Application Submission Type and Date Information

Use format MM /DD /Y YYY for date fields.

Type of Submission : O application C Pre-application (& Changed/Corrected application
application Type : O Construction O Mon-Construction

application Type Code : O Mew O Continuation O Revision & Renewal C Resubmission

If Revision, select appropriate letter(s): | -Select a Revision Type- e

Project Start Date : * [09/26/2006 Project End Date @ * 12/26,/2006 Submitted Date : [ ]
State Received Date : [ |Federal Agency Received Date : * [08/28/2006 | Time : [05:00 ] |[PM

e | Total Funding @ * 100,000.00

Applicant Information

Legal Mame : * |Competitive Application Manual 6-14 \

Department Name : [ |

Division Mame : [ |

spplicant Identifier 1 [ | State Application Identificr : [ Jrederal tdentifer : [ ]

Duns Kumber ; * [Esasezeg | EWMMNumber: ' pooeees

9 or 19 digit number) 123456780 F 3 125456875

Street : |

City : [ | County : | ]
State : * |Maryland ~ | Province ;| ]

Country : | | zip 1

Name and Telephone number of person to be contacted on application matters

Prefix : Mane | Firstame [ ] Middlename [ ]
Suffix : Mone | Lasthame:[ | Email: R
Title : l:' Organizational affiliation : l:'

Fhone number : [T Fas number 1

Other Application Information

Descriptive Title of
applicant's Project @ *

Type of applicant1l : * |Public/State Controlled Institution of Higher Education ~

Type of applicant2 ; Please Select applicant Type ~

Type of applicants @ Please Select applicant Type e
test

Project areas :

Application Contact(s) :

CFD& Mumber @ * | 11,432 - OAR Joint and Cooperative Institutes e

Mame of Federal agency : |NOAA

District

Is the applicant Delinquent
on any Federal Debt # Oves Ono

Review by State Executive O mo

Order 12372 Process ¢ © Program has not been selected by state for review

Authorized Representative

Email : | |

Appli:ation Funding Details : *

[Fiscal vearlFederal lapplicant|statelLocallother|Total Fundings|erogram incomelaction]action]

—_— 2006 $50,000.00 $0.00 $0.00 $0.00 $0.00 $50,000.00 $0.00 Edit Delete
2007 $50,000.00 $0.00 $0.00 $0.00 $0.00 $50,000.00 $0.00 Edit  Delete
Add Mew

Attach Files Save and Return to Main m

(Please note: the picture below represents the bottom portion of the Application Details page, which

you will have to scroll down to see)

Version 2.8
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Application Funding Details : *

Applicant]state]lLocallother|Total Fundings

2006 £50,000.00 $0.00 £0.00 $0.00 $0.00 $£50,000.00 +£0.00 Edit Delete
2007 £50,000.00 £0.00 £0.00 £0.00 £0.00 $£50,000.00 £0.00 Edit Delete
Add MNew

I Attach Files Save and Return to Main |

(Picture of Attach File screen shown on next page)

e Clicking this option will allow you to upload documents that are associated with this

application. This is where you upload the scanned documents you received from the
applicant.

= If you forget to attach the documents at this point you will be able to do so
during the conduct negotiations stage

e This button will capture all the information on the page and leave you on this page. If

you get a message in RED at the top of the screen it means there is an error. Correct
the error and then click Save as Draft again.

Note: If you receive a message in red after clicking Save it means the system did NOT
(& capture what was entered — that mandatory information was not provided, or was
not in the correct format.

Save and Return to Main

e This will capture the changes you've made and will initiate workflow. Once you click
this button a task to conduct minimum requirements will go to the person identified in
routing (on the RFA)

Cancel

e This button will ignore any recent changes you made to the screen and will take you
back one page. Any scanned attachments related to this proposal can be entered here.
The screen shot below is displayed when you select the Attach Files button.

20.  Select Browse to search and select the document you wish to upload.
21.  Enter a short description and then select Save Attachment.

Version 2.8
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22.  Select the Done link, once you have finish uploading attachments.

does not recognize this file type and therefore will not open
the attachment. Please save your email files as text files
before attaching the files in Grants Online.

A Warning! Do not attach ".eml" (email) files in Grants Online. The system

Current Attachments

Attachment Name |Attachment Type |Short Description |Create Date

Sys. Nav.doc application/msword  Manual 2006-06-26 17:04 Remove

Attach New Files

Click Browse to select pe the path to the file in the box below.

Please enter a short description, *

Save Attachment

= Dong

23.  Once you have entered all the information, and uploaded any relevant attachments,
select Save and Return to Main. This will initiate workflow and will send the “Review
Minimum Requirements Checklist” task to the individual identified on the RFA to receive

Version 2.8
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applications.

Warning! This will complete the creation of the application and will start
workflow on it. The document will be locked and you will not
be able to modify the content until the conduct negotiations
stage.

Application Details - SF-424

Please click on this icon to view the audit trail on this application _ﬁ
Proposal Number:

Application Submission Type and Date Information

Type of Submission : O application O Pre-application 3 Changed/Corrected application
Application Type : O construction O Mon-Construction

application Type Code ! O nMew O continuation O Revision O Renewal O Resubmission

If Revision, select appropriate letter(s): | -Select a Revision Type- ~

Use format MM/DD/YYYY for date fields.

Project Start Date : * [09/26/2006 Project End Date : * 12,/26/2006 Submitted Date : [ ]
State Received Date : [ |Federal Agency Received Dats : * [08/28/2008 ] Time : [05:00_|[FM ~

Total Funding @ * 100,000.00
applicant tdentifior : [ state Application Identifier : [ redoraitdontier: [ ]

Applicant Information

Legal Name : * [Competitive Application Manual 6-1 |

Department Mame : [ |

Division Mame : [ |

Duns Mumber : * [Esaseros ] EMMNumber: “paooerg

(8 or 13 digit number) 123455769 < 5 [1z-3%58a78

Street : [

City : [ | County @ | |
State : * | Maryland ~ | Province : | |

Country | ] e S —

Name and Telephone number of person to be cantacted on application matters
Prefis @ MNone v First Mame ! Middle Name :

Suffocs Name ¥ LastName s [ Emai s —
Tite s [ ] organzatenal amiaten: [ ]
Phans number [ Fax Number [—

Other Application Information

Type of Applicantl : * |Public/State Controlled Institution of Higher Education ~

Type of Applicant2 : Please Select Applicant Type ~

Type of Applicant3 : Please Select Applicant Type ~
test

Descriptive Title of
applicant's Project @ *

Project Areas

Application Contact(s) :

CFDaA Mumber © * | 11.432 - OAR Joint and Cooperative Institutes ~

Mame of Federal Agency : [NOAA |

District @

15 the applicant Delinquent )
on any Federal Debt 7 Oves One

Rewview by State Executive O No
Order 12372 Process 7

© Program has not been selected by state for review

Authorized Representative

Prefc  [Nans v First name : [ widete wame [
Suffic : [Nons v Last wame . [ Tits - —
Phons numser s [ L S—

Email : [ |

Application Funding Details :

applicant|state|Locallother]Total Fundings

z006 $50,000.00 $0.00 $0.00 $0.00 $0.00 $50,000.00 $0.00 Edit Delete
2007 $50,000,00 $0.00 $0.00 $0.00 $0.00 $50,000.00 $0.00 Edit  Delete
Add Hew

Attach Files | Save and Return to Main

24.  Upon selecting Save and Return to Main, a warning message will appear notifying you
that this will complete the creation of the application and workflow will start. The
document will be locked and changes cannot be made. Select the OK button to proceed.

Version 2.8
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Microsoft Internet Explorer §|

? | The action you are about to perform cannok be easily undone and might: require help-desk assistance. Are you sure
\-'/ wou wank to continue?

I[ Ok, I ’ Cancel

Performing Minimum Requirements

Once an application has been submitted electronically through Grants.gov or inputted as a
paper application, the Federal Program Officer (FPO) will have to perform a Minimum
Requirements check. The items on this checklist represent specific criteria identified by the
Federal Program Officer (FPO) who created the RFA. It is your choice as the Federal Program
Officer (FPO) to decide whether to Approve of Reject the application. This section reviews the
Review Minimum Requirements task.

Version 2.8
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Minimum Requirements Checklist
1
1 Select the Inbox tab.

2. Select the Tasks link.

3. Select the View link for the Review Min. Req. Checklist task.
Your Tasks
Document Type Status
All o Open v Apply Filter =
MNew Features!
11 items found, displaying all items. 1
(Wiew|Applicant Approved|Total FederallCompleted|Project Title Task ProposallAward Number |Document |[Task Name
Fundin
iew JCompetitive [Py £100,000.00 test Mot [SPEY M/ A Application  Rewview Min.
application Started Req.
Manual 6-14 Checklist
4. The following screen is the Task Launch page. From this page you may complete your task by
selecting an action form the action dropdown menu followed by the Submit button. You may
enter a comment in the COMMENT field.
Version 2.8
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Select this link to
view the previous
workflow history
and comments
relative to this
document. (You
can determine the
document by
looking in the
upper left hand
corner for the
document name. In
this case, we are
looking at they

Application

Id: 2047858
Creator; Tenesia Key Create Date: 06/14/2006
Status: ReviewMinimumRequirementsChecklist - Mot Started Status Date: 08/27/2006

Last Edited User: System Account

Action dropdown
menu is where you
select the action you
will take on the task.

Action: Please select an action v

A

Your Comments:

A

Location to type
comments related
to this task.

Select submit to act
on the action
identified in the action
identified.

application.

Select to view
attachments
associated with

the application.

A 4

Workflow History \
Click

Select Save Comment to

1 Attachments:
capture your comments.

New Features!

Spell Check to

check the spelling in the
comment box.

HRFA Header Information

CFDA Number:
SubProgram:

2047847
Initial
OAR-OED-2006-2000758

Document ID:
Announcement Type:

Funding Opportunity Number: Assigned Program Office:

Anticipated Application Due Date: 06/30/2008

11.432

Office of Education (0ED)
Ms Sarah Schoedinger

Line Office: Oceanic and Atmospheric Research (OAR) Assigned Program Officer:

RFA Name: test 6/14 - lionel Anticipated Publication Date: 06/16/2008
Fiscal Year: 2008

Competition Number: 2047848 CGompetition Name: test 6/14 - lionel

RFA and Application
Header Information.

—

—Application Header Information

Minimum Reguirements Checklist 2047558
Export options: Excel

Application ID: 2047858 Award Number
applicant Name: Competitive Application Manual 6-  Application Receipt 08/28/2008
14 Date:

n g 0 . Public/State Controlled Institution of Higher
Project Title: test Applicant Type: Education
Program Officer Sarah Schoedinger DUNS Number: 123456789
Federal Funding L
Requested: $50,000.00 Type of Submission:

Type of Application:
Sub Documents
one item found. 1
10 [iitle]Greator Greate Date [Last Action User [Status Status Date

Links to other
documents
related to the

Associated Documents

e item found. 1

Status Program
Date Officer
Published D6/15/2006 Sarah
Schoedinger

RFA  20478478ES
lianel

Fuport options: Excel

6/14 - Sarah
Schoedinger

06/14/20086 Sarah
Schoedinger

5. From the action dropdown menu, you can select from the following options:

e Approve — this action approves the Minimum Requirements Checklist
(meaning the applicant meets the most basic of requirements — eligibility,

complete application, etc).

application.

Version 2.8

A Warning!

RFA routing to conduct negotiations

Once you select Approve and click Submit, you will initiate
workflow — a task will be sent to the individual identified in the
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e Reassign — This action allows for you to reassign this task to another
program officer. Whoever conducts the Minimum Requirements checklist
will be the program officer of record, and will be the individual who will also
conduct negotiations, as well as work on the PO Checklist, NEPA
document, and Procurement Request and Commitment of Funds.

e Reject — This action will reject the application. Once you select Reject and
click Submit you will not be able to reverse the rejection.

e Review — This action allows you to view the minimum requirements and
enter information into the document.

e View Application Details — Select this action to view the details of the
application so that you can verify that all the information is correct before
completing the Minimum Requirements.

¢ Withdraw — This action will be performed when the user informs you that
they no longer wish to be considered for this opportunity

6. Select an option form the action dropdown menu. This section will review the workflow path for
Reviewing the Minimum Requirements. Select Review from the action dropdown menu,
followed by Submit.

7. If you wish to enter any comments, enter and save them in the Comment box underneath the
action dropdown menu. Once you have entered your comments (if any), select the
appropriate action and click Submit.

Application

1d: 2047535

Creator: Crate Date: OF/05/2004
Status: RavwhirmmumbsquremantsCheckist = Rot Stated Status Date: 0705 2004
Last Edited User: Syitem Acoount

Action; Plaass select 30 acthon v

ADprowve I
P E iGN
Raject

Firesw

View Apphcation Detsls

Withor i
Select Review L~ E— oo
from the action | Save comment |

dropdown menu.

WOUE GOt s:

Workilow History

J Artachments:

8. The next screen that appears is the Minimum Requirements page. Check the appropriate
fields if the applicant met the requirement. Place a check mark in the Met Requirement box
and feel free to enter comments.

Note: You as the Program Officer have the power to say the applicant met the Minimum

Version, =, Requirements — the system will not check for you. You are the deciding factor as

24 to whether this application goes on for further review.
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9.

10.

11.

Select Save to capture the information entered.

Select Save and Return to Main to continue processing the task.

Minimum Requirements Checklist

¥inimum Requirement d

Requirement ?
Is the applicant eligible to apply for this RFA
based on the applicant type?

Spell Check

Was the application submitted by the E
deadline date and time?

Spell Check
Does the application contain all of the O
required forms?

Spell Check

Overall Comrments:

Spell Check

When completing the Minimum Requirements Checklist and saving the information, the Task
Launch page is displayed. From the action dropdown menu, the same actions are available for
selection. If you are finish with all actions associated with this task, select Approve from the
action dropdown menu, followed by Submit to complete the review process. If you would like
to enter comments, enter and save the comments in the COMMENT field before submitting

Version 2.8
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the action.

Warning!  Once you select Approve and click Submit, you will initiate
Workflow and the document will be locked.

Application

Id: 2047535

Creator: Create Date: 07/05,/2004
Status: Rymwhirmmumisqursment sCheckist = Hot Sterted Status Date: 070572004

Lot Edited Usar;: Syitem Account

Actian: Ploase sedect an action
Pl Ak i

WouF Camimengs:

View Apphcation Detals
Withdr e

» Workilow Hisbory

4 Attachments:

Version 2.8
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Review Event

The competitive application review event currently occur outside the Grants Online system, although,
you are still required to create a Competition, which includes a Review Event during the competitive
RFA building process. This section details the process that allows you to bring your external
competition results into Grants Online. At this point in time, the Program Officer should send
electronic/paper based applications and reviewer instructions/criteria to the reviewers so that they can
perform the review outside the system. The reviewer will then send the scored review back to the

Program Officer. That scored reviews will be uploaded in Grants Online later during the competitive
application processing.

Confirm Review Event

Seven days prior to the review event start date, which is set in the RFA, the Program Officer will receive a task
titled, “Confirm the Review Event.” At this point in time, you can make changes to the review event start and
end dates. If you are trying to expedite the process, set the review event end date to be a day or two after the
start date (please note: neither the start nor the end dates can be set in the past.)

1. Select the Inbox tab.
2. Select the Tasks link.

3. Select the View link for the Confirm Review Event task.

Bolwrian 7 Ppplinatien; o Py Pl 3 Luin

Your Tasks

reanit Type

a v e o IO
Newrey | gatures!

4 ibarre Pound, dapligersy ol Rei. 1
E.ypu--rud Tl Faderal |Completedfrofec Title

=1 i - — mm“l
oy [ [—
L

(L OTILT
A AA A [T ant P AR, (=Y AP o
Startad P
[T [T Wik [T n [T Ty BF& Wctify
Beporess Escpeis

W [T Wk WA Ir [ A [E— C ey

[ et Event Dearne Eaiefil

Version 2.8
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4. Upon selecting the Confirm Review Event task from your inbox, the Task Launch page is
displayed. From the action dropdown menu, you can select from the following options:

e Cancel Review Event - This action will allow you the cancel the Review
Event.

e Confirm Review Event - Select this action once the Review Event has
been completed.

¢ Edit Review Event Details — This action will allow you to make revision to
your Review Event.

e View Review Event Summary — Select his action to view the details of the
Review Event.

S. Select Confirm Review Event from the action dropdown menu, followed by Submit.
6. Upon selecting the Submit button, the following warning message will appear.

7. Select OK to proceed.

Microsoft Internet Explorer:

‘.T/ The action wou are about to perform cannok be easily undone and might require help-desk assistance. Are you sure
Y

wau wank to continue?

| Pr—— |
I[ O I [ Cancel

Close Out Review Event

The next Review Event task you will work on is the task titled “Close Out Review Event.” This
action should be completed after all applications are received/entered in Grants Online and have their
minimum requirements approved.

1. Select the Inbox tab.
2. Select the Tasks link.
3. Select the View link for the Close Out task.

Your Tasks

Document Type Status

all v Open v Apply Filter ==

New Features!

98 items found, displaying all items. 1

View|Applicant Name Task Award Number |Document Type Task Name
Status
In N/

s Rewiew Event Close Out

Progress

Version 2.8

28



Federal Program Officer, Competitive Application Processing

4. Upon selecting the Closeout Review Event task from your inbox, the Task Launch page is
displayed. From the action dropdown menu, you can select from the following options:

¢ Close Review Event - These actions allows you to closeout the Review
Event and continue processing the applications.

¢ Extend Review Event - This action allows you to extend the Review Event.

¢ View Review Event Details - This action allows you to view the Review
Event details and enter information into the document.

¢ View Review Event Summary - This action allows you to view the Review
Event summary and enter information into the document.

5. Select Close Review Event from the action dropdown menu, followed by Submit.

Non-Consensus Panel

Id: 2020077
Greator: Sarah Schoedinger Greate Date: 11/28/2005
Status: CloseoutReviewEvent - In Progress Status Date: 04/05/2006
Last Edited User: Sarah Schoedinger
Action:
Your Comments: -

Extend Review Event

Wiew Rewiew Event Details

Yiew Rewview Event Summary

Spell Check
6. Upon selecting the Submit button, the following warning message will appear. After reviewing

the message, select OK to proceed.

Microsoft Internet Explorer

The action wou are about to perform cannok be easily undone and might require help-desk assistance. Are you sure

9
\-'/ you want ta continue?

Version 2.8
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Selecting Applications for Funding

Once the review event has been confirmed and closed, the Competition Manager will receive a
task to “Select Applications for Funding.” This section reviews the process in Grants Online of
selecting applications for funding.

Recommend Applications for Funding

1 Select the Inbox tab.
2. Select the Tasks link.
3. Select the View link for the Select Applications task.

Your Tasks

Document Type Status

&l h Open v Apply Filter >>

New Features!

14 items found, displaying all items. 1

View|applicant Name Task Document Type Task Name Document
Status 1d

,fA Not Competition Select applications 2020076
Started
4. Upon selecting the Select Applications task from your inbox, the Task Launch page is

displayed. From the action drop down menu, you can select from the following options:

e Select Applications - This action allows choose the applications that will be
funded.

e View Competition Details - This action allows you to view the competition
detail information.

Version 2.8
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Action:

Your Comments:

Competition

Id: 2020076

Creator: Sarah Schoedinger Create Date: 11/23/2005
Status: CompetitionManageractions - Not Started Status Date: 04/03/2006

Last Edited User: System Account

Flease select an action v Submit

=] an action

Select Applications
View Competition Details |

Spell Check

Workflow History

Version 2.8
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Conducting Negotiations

The Conduct Negotiations phase is a critical phase of processing during Grants Online. This
step allows the Program Officer to do the following:

e Assign a new award number or associate an award number
o |dentify the agreed upon start and end date for the award

e |dentify the final negotiated funding amount for the award

e Associate an organization to the award

e Associate an Authorized Official to the award

e Break out any funding years (if needed)

e Attach any files to the application (updated documents, reviewer responses,
etc.)

1. Select the Inbox tab.
2. Select the Tasks link.

3. Select the View link for the Conduct Negotiations task.

< = - o e

A r | Inbox Application | Award | ALcams Reports
&rants Online

Welcome to Grants Online Sarah Schoedinger (Log off

Manage
ration | Certificatit

Sy
Advisories RFA >3 Competition >3 Application - NAOGSEC4690006 > Tasks

¥ Notifications

* Archive

Your Tasks
T Tasks

* Send Message

* Manage Workflow Document Type Status

Tasks | Al v|  open v| Apply Filter >>

MNew Features!

13 items found, displaying all items. 1

View|Applicant Name Task Document Type Task Name
Status
RF A

Wisw NiA Mot Approve or Review
Started
Yiew Consartium for Oceanographic Research In Award File Certify/Revise Award File
and Educatio,., Progress
Yiew Consortium for Oceanographic Research In PO Checklist Complete PO Checklist
and Educatio... Progress
Lionel Test 10-08 Comp RF& 2 n Application Conduct Negotiations
Progress

Version 2.8
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4. Upon selecting the Conduct Negotiations task from your inbox, the Task Launch page is
displayed. From the action drop down menu, you can select from the following options:

¢ Conduct Negotiations - This action will open the application and allow you
to make changes.

e Create Multi Institution Awards - This action will allow you to work on
creating a Multi Institution Award.

¢ Negotiations Complete — This action is selected when you are finished
negotiating the application.

e View Application Details - This action allows for you to view the details of
the submitted application.

e Withdraw - This is selected if you would no longer want to continue to
process the application.

5. Select Conduct Negotiations for the purpose of this manual.
6. Select Submit.

Application - NADGSEC4690007 > RFA =3 Tasks > Application - NADGUSES690004

Application -

Id: 2047800

Creator: Randi Meff Create Date: 06/13/2006
Status: ProgramOfficerActions - In Progress Status Date: 06/29/2008

Last Edited User: Sarah Schoedinger

Action: Please select an action v |

Conduct Megotiations
CENCRG CIETer Aweards

MNegotiations Complete

View Application Details

Withdraw

Spell Check

Your Commentsf

A Warning! You cannot reverse the action of Withdrawing an application. Only do this
if you are sure the applicant no longer wishes to be considered for an
Award.

Version 2.8
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7. Enter a Proposal Number - this is an optional field. This field will be very useful in
identifying individual proposals and is especially helpful when receiving multiple
submittals.

8. Award Number (You must select one)

¢ You will want to either Generate a New Award Number (by clicking the
checkbox) OR,

e Associate Award Number — use this if the application is for a
continuation.

9. Select the Associate Award Number button.

Negotiate Application - SF-424

Please click on this icon to view the audit trail on this appll:atmn:,ﬁ
Proposal Number:

Award Number :

Associate Award Number

Application Submission Type and Date Information

Type of Submission : ® application O Pre-application O changed/Corrected Application
Application Type : O construction & Non-Construction

Application Type Code : @ mMew O Continuation O Revision O Renewal O Resubmission

If Revision, select appropriate letter(s): | -Select a Revision Type- =

Use format MM/DD/YYYY for date fields.

Project Start Date : *  [11/01/2006 Project End Date : * 10/30/2007 Submitted Date : [ ]

State Received Dats : [ | Fedsral Agency Received Date : * [10/10/2007 | Time : [05:00 ] |PM v
Total Funding : * 20,000.00
Applicant Identifier : I:l State application Identifier : I:l Federal Identifier : I:l

10.  Type in the Award Number.
11.  Select Search.

Advisories = NEPA - NADGDARAIFD197 > Tasks > Application

Search Award :

sward Mumber : [NADBOAR431

Search Cancel

search Results
Mothing found to display.

12.  Select Search.

Version 2.8
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> NEPA - NAOGDARA170197 > Tasks >3- Application

Search Award :

Award Number @ [NADBOAR431

Search Results
28 items found, displaying all items. 1

Aviard Id Award Number status___|
2036123 MNADBOAR4310088 Accepted Select

13.  Associated Award number displays

Negotiate Application - SF-424

Please click on this icon to view the audit trail on this applicatiun:_ﬁ
Proposal Mumber: |

Grants Gov Tracking Number:

Award Number : MADEBCAR431008S
Generate Mew Award Number F

Associate Award Number

S0 Approved Federal Funding : $ 300,000.00

14. To create a new award number

Negotiate Application - SF-424

Please click on this icon to view the audit trail on this appllcat\on:_ﬁ

Proposal Number: l:l Grants Gov Tracking Number: ’—
Award Number : NADBOAR4310088

Generate Mew Award Number @

Associate Award Number

SO Approved Federal Funding : £ 300,000.00

15.  Check the project start and end dates

Application Submission Type and Date Information

Type of Submissian : @ application O pre-spplication O Changed/Corrected Application
Application Type : O construction O Mon-Construction

Application Type Code : @ Mew O Continuation O Revision O Renewal O Resubmission

If Revision, select appropriate letter(s): | -Select a Revision Type- v

Use format MM/DD/YYYY for date fields.

Project Start Date @ * Pm]ect End Date : * Submitted Date :
State Received Date : l:lFedera\ ~gency Received Date @ * ‘05/01/2006 ‘ Time ; ‘04:00 |

Total Funding : *

applicant Identifier : I:lstate Application Identifier l:l Federal Identifier : l:l

Version 2.8
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Program Officer Preparation of Selection Documents

Once FALD has approved the selection package, three tasks are sent to the Program Officer
task inbox. These tasks consist of the PO Checklist, the NEPA Document and the Procurement
Request and Commitment of Funds (CD435). The following sections will review the process of
completing these documents.

NEPA Document

The NEPA Document allows you to attach the NEPA menu that was created for your
organization. This section reviews the process of completing your NEPA document.

1. Select the Inbox tab.
2. Select the Tasks link.
3. Select the View link for the Complete NEPA Document task.

Your Tasks

Document Type Status

Al - open v Apply Filter >>

New Features!

12 items found, displaying all items.1

ViewCompleted|Task Dm:ument [Task Name [Start Date Dnl:ument Task (Award Number |Proposall
Date Status [Type [Number

Procurement Procurement 06/27/2006 2047914 234444 NADGOAR4170197 Test 2.8-
Prngress Request and Request and LBOZ2
Commitment Commitment
of Funds of Funds
View Mot MNEPA MNEPA 2047916 234443 NADGOAR4170197 Test 2.8-
Started Document LBDZ

Version 2.8
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4,

The following screen is the task launch page. From the action dropdown menu select
Complete NEPA Document.

Id:
Creator:
Status:

Action:

NEPA -

Your Commentsg:

Advisories > Tasks > NEPA - NADGDAR4170197

NAO60OAR4170197

2047816
System Account
ProgramOfficeractions - N

Last Edited User: System account

Please select an action

Complete NEPA Document

Create Date: 06/27/2006
ot Started Status Date: 06/27/2006

v

Save Comment

Spell Check

Select Level of Review,

GFDA Number:
Program Office:
Application ID:

Applicant:

—Application Header Information

Advisories >3 Tasks =2 NEPA - NADGDARA1F0197

11.417

OAR National Sea Grant
College Program (SG)
2047907

University of Southern
Mississippi
MNAODEOAR4170197

RFA Document ID: 2047904
RFA Document Title: TESTING 2.8 - Sea Grant Legal Program
Project Title: Release 2.8 Test Application - Sea Grants

Fiscal Year: 2006

e

a.) Level of Review

NEPA Environmental Review Requirements

Indicate below the level of environmental review that has been conducted by the Responsible Program
Manager for the proposed action in accordance with the
applicable provisions of the NOAA Administrative Order 216-6 entitled, "Environmental Review Procedures for
Implementing the National Environmental Policy Act"

O categorical Exclusion (CE) Memorandum completed and signed by the Responsible Program Manager along
with related CE review checklist, as appropriate

(O Environmental Assessment (E4) with signed Finding of No Significant Impact and concurrence by NOAA

Version 2.8
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Select the Attach Files link and upload the NEPA memo.
Review Mitigating Measures

Review Post Award Review Process

© ®© N o

Select a NEPA Official from the dropdown menu

10.  Click Save to save your information entered and remain on this page OR click Save and
Return to Main to continue working on the task.

Attach Files

b.} Mitigating Measures

If either an EA or EIS was completed, did the analysis of the environmental impacts require the ®nNo Special dward
implementation of one or more mitigation measures? CIVES Condition

c.) Post Award NEPA Review Process
Does the proposal include funding for one or more projects that have not yet been identified and therefore [O][e] Special Award
MNEPA review cannot be completed? Oves Condition
Please Select 2 MNEPa Official for routing purposes: Gayle Elkins v

m Save and Return to Main

11.  Aifter completing and reviewing the NEPA document, you will have the option to forward the
document to the NEPA Official. From the action dropdown menu, select Forward NEPA
Document, followed by Submit.

Advisories >3 Tasks > NEPA - NADGDAR4170197

NEPA - NAO6OAR4170197

Id: 2047916
Creator: System Account Create Date: 06/27/2006
Status: ProgramOfficeractions - In Progress Status Date: 06/27/2006

Last Edited User: System Account

Action: Please select an action v

Your Comments =k
[ Forward MEPA Docurment ||

Spell Check

Version 2.8
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Procurement Request and Commitment of Funds

This document allows you to complete the budgetary information that will later be signed off by
the Request Authorizing Official (Budget Officer). The Procurement Request and Commitment

of Funds document is also known as the CD-435.
1. Select the Inbox tab.
2. Select the Tasks link.

3. Select the View link for the Procurement Request and Commitment of Funds task.

Adwinaries 5> Tashs

Your Tasks

Documant Type Status
all w Open ¥ Apply Filter > >

Mew Faaturss!

13 items found, displaying all itams. 1

Status

Conzortum for Oceanographic Retearch Not Procurément Reguest and Procurément Reguest and

and Educatio... Started Commitment of Funds Commibtment of Funds

Lional 10-0% Comp FFA In Application Conduct Negotiations
Progress

4. The following screen is the task launch page. From the action dropdown menu select

Complete Procurement Request and Commitment of Funds.

Advisories > Tasks > Procurement Request and Commitment of Funds - NADGUSE4690002

Procurement Request and Commitment of Funds - NAO6USE4690002

id: 2047306

Creator: System Account Create Date: 06,/13/2006
Status: ProgramOfficeractions - Not Started Status Date: 06,/13/2006
Last Edited User: System Account

Action: Please select an action v

Your CommentsJ|S0MplEte Frocurement Request and Commitment of Funds

Spell Check

Version 2.8
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5. The Procurement Request and Commitment of Funds screen is displayed. Complete the
mandatory fields marked with an asterisk. This includes selecting the Request Authorizing
Official and Requestor using the Search buttons. You may also add additional Optional

Reviewers by selecting the Add button in the Additional Reviewers section.

6. Click Search to select the Request Authorizing Official (Budget Officer).

Procurement Request and Commitment of Funds -
Active Procurement Requests:
Mothing found to display.

withdrawn Procurement Requests:
MNothing found to display.

Federal Share: * $|1JDDD,DDD.DEI

Request Authorizing Official:
MNone Selected.

Search

Additional Reviewers:
Mothing found to display.

(Flazse note, pou must prass ‘Save and Return to Maln' for the Route to ba committed)

Requestor:
Mone Selected.

Search

This field is pre-
populated from the
current year Federal
Amount on the
Application.

7. Enter search criteria into at least on the query fields listed.

8. Click Submit (the “Nothing found to display” message remains displayed until you click the
Submit button)

Version 2.8

Advisories =2 Tasks > Procurement Request and Commitment of Funds - NAGGUSE4690002

Search Users

Please

Enter search terms to find a user.

First Mame |

Middle Mame |

|

|

Last Name |ne |
Organization | |
|

E-Mail address |

State

Search Cancel

Mothing

leave all fields empty to search for all results

Please select a state it

found to display.
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9. Select the individual you want to choose as the Request Authorizing Official by clicking on the
Select link.

Advisories > Tashs >3 d i Funds -

Search Users
Please leave all fields empty to search for all results

Enter search terms to find a user.

A

Last Name el

State Flease select a state ~

13 items found, displaying all items. 1
action[name Organization Title|Primary Primary Address
Phone
Select Orner, Fisheries Chesapeake Bay Program 4102675676 410 SEVERN AVE, Annapolis, MD 21403-
Derek Office (CBPO) 2524 USA

10. The Request Authorizing Official (Budget Officer) name that was selected is now listed on the
Procurement Request and Commitment of Funds (Cd-435). Follow steps 9-12 to select
Additional Reviewer and/or Requestor.

11.  Use the Clearance/Remarks field to enter comments, if applicable.

Note: Once the Request Authorizing Official (Budget Officer) and Requestor are
& identified, the other mandatory fields will populate.

Request Authorizing Official:
[vame _Jritlelrelephone
Derek Orner 4102675676

additional Reviewers:
Mothing found to display.

(Flasse note, pou must press “Save snd Return to Main' for the Route to be committad)

Requestor:

[Name ______Jritle|Telephone

Sarah Schoedinger ECENEERLEEE] Change |

Invoice Address: * Requisition Number: *

410 SEVERM &VE, MNAGOOODOS01924
Annapolis, MD
21403-2529 USa

Affected Reference Number: EIN:

MNADGUSE4690002 52-1892964
To:* Ship To: *
Consartium for ~| [14TH ST. aMnD
Oceanographic CONSTITUTION
Research and AWE., MW RM 6863,
Education Washington, DC
1201 New vork 20230 Usa
Avenue, M., Suite

420 Washington, DG

Requisition Contact Person: * Telephone Number: *

Populated

Sarah Schoedinger 202.482.2893 Fields

\ 4

Line Item: Description: * Quantity: Unit Issue:
1 CFD& Mumber: 11.469 ~| 1 EACH
Project Start Date: 2006-09-
o1
Project End Date: 2007-08-31
Grant Type: Grant ~

Glearances/Remarks:

Version 2.8
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12. To complete the ACCS line, select the Add New ACC Line link.

Line Item: Description: * Quantity: Unit Issue:

1 CFDA Number: 11,469 a1 EACH
Project Start Date: 2005-09-

01

Project End Date: 2007-08-31
Grant Type: Grant e

Clearances/Remarks:

Mo CD435 ACCS Lines have been defined.

add MNew ACCS Line

PRCF Total for this Award action: £0.00
Total Federal funds authorized for this Award action: $1,000,000.00

Create New Procurement Request

Procurement Request Official Comments

m Save and Return to Main Withdraw View Report

13.  In the ACCS details screen, enter the following:
e Bureau
e Project Task
e Organization
e Object Class
¢ Amount

Once all the information has been entered, validate the codes by selecting the Validate
button. Please note until the codes have been validated, False will be displayed in the
Validated field.

validated: false

BLIFEal (x): *

Fund (== D

Fiscal Year (yyyyl: * 2006

Project Task: |A2RC 1CP | |p|:||:| |

Program Code: Tha Program Code will display here once the ACCS line is validated
arganization: [so | |26 |- [oooo |- oo | oo J- oo |- oo |

Object Class: |.q.1 | 511 | ||:||:| | [uu |

Amount: 1€|5'I';D'J'J| J

m Save and Add More ACCS Lines Yalidate Cancel

Mo CD435 ACCS Lines have been defined.

Note: All ACCS Lines must be validated in order for the Request Authorizing Official to
@ have the option to complete the Procurement Request and Commitment of Funds
(CD-435).
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14.

15.

16.

Upon selecting the Validate button, a note will display stating the ACCS is valid and
“yes” is displayed in the validated field. If the codes are not valid, a note will display
stating which code did not validate. Please note upon validating the codes, the Program
Code will populate. The total dollar amount of your ACCS lines must equal the Total
Federal Funds authorized for this Award action). To add another ACCS line, select
the Save and Add More ACCS Lines button. After you have validated the ACCS lines,
select Save to return to the Procurement Request and Commitment of Funds screen.

Click Save to save your information entered and remain on this page OR click Save and
Return to Main to continue working on the task.

The ACCS iz walid

validated. true
Bureau (=x): *
Fund (xx) * 24

Fiscal Year (yyyy): * 2006

Project Task: _

Program Code: 03-07-01-001
Object Class: _ _ _

Amount: * $|SD,DDD |

m Save and Add More ACCS Lines validate

Cne item found. 1

BureaulFund|Fiscal YearlOrganization ________|Program ____|Project - Task[obiject Glass _|amount _|validated

14 24 20086 E0- 26- 0000~ 00- 00- 00- 00 03- 07- 01- 001- AZRC1CP- POO- 41- 11- 00- 00- $50,000.00 Yes

To view the CD435 report, select the View Report button at the bottom of the screen.
You may also choose to withdraw this request by selecting the Withdraw button and
create a new Procurement Request and Commitment of funds by selecting the Create
New Procurement Request link. Once all the information has been entered select Save
followed by Save and Return to Main.

Line Item: Description:* Quantity: Unit Issue:

1 CFDA Number: 11.460 Al 1 EACH
Project Start Date: 2006-09-

01

Project End Date: 2007-08-31
Grant Type: Grant -

Clearances/Remarks:

No CD435 ACCS Lines have been defined.

Add Mew ACCS Line

PRCF Total for this Award action: $0.00

Total Federal funds authaorized for this Award action: $1,000,000.00

Create Mew Procurement Request

Procurement Reguest Official Comments

m Save and Return to Main Withdraw view Report
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17.  After completing and reviewing the Procurement Request and Commitment of Funds (CD-
435), you will have the option to forward the document to Requestor. From the action
dropdown menu, select Forward Procurement Request to Requestor, followed by Submit.

Advisories > Tasks > Proc t R t and € i t of Funds - NADGNES 4400019

Procurement Request and Commitment of Funds - NAO6NES4400019

id: 2047834
Creator: System Account Create Date: 06/14/2006
Status: ProgramOfficeractions - In Progress Status Date: 06/14/2006
Last Edited User: System account
Action: Please select an action v

select an action

Coraelate Drocyramant Dooysct ond Cormitiaoet of Funds |

Your Comments:
orward Procurerment Request to Requestar

Spell Check
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Completing the PO Checklist

Once the PO Checklist is complete, a task is immediately sent to your inbox to Certify Revise
the Award file. This award file is the repository for the PO Checklist, the NEPA Document and

the Procurement Request and Commitment of Funds (CD435).

Checklist, you will provide information on the following topics.
1. Select the Inbox tab.
2. Select the Tasks link.
3. Select the View link for the Complete PO Checklist task.

In order to complete the PO

Your Tasks

Document Type Status
all ~

Open v

Apply Filter >>

New Features!

5 items found, displaying all items

Wisw NAA 2047923 test for £1,000.00
Fv¥o7
awards

View NSA 2047923 /A /A MAA

View MNADSNES4400017 2047869 (S Testing

the

EE;hcat\Dn

$1,100.00

View|award Number Dm:ument Cnmleted Approved|Project Total Federal|Task [Document |Start Date Task
Date [Eederal [Title [Funding Status [Tvpe
Fundln

Application  D6/29,/2006 235062
Prngress

Mot Rewview
Started Instructions

234798

in Performance 06/18/2006 233743

Wiew NaOSNES4400019 2047834 I testing
06,14
secand

$1,000.00

Mot Procurement
Started Reguest and

Progress Progress
233469
Commitment
uuuuuuu

Elaa
View NAOSNES4400010 2047335 R testing
06714
secand

SBE

$1,000.00

Report
n PO Checklist D6/14,/2006 233468
Progress

4. Upon selecting the Complete PO Checklist task from your inbox, the Task Launch page is
displayed. From the action drop down menu, you can select from the following options:

5.

Certify PO Checklist — This action is selected once all the necessary
information has been entered into PO Checklist and the document is
complete.

Complete PO Checklist — This action will allow you to work on the PO
Checklist.

Select Complete PO Checklist, followed by Submit.
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PO Checklist - NAOG6NES4400019

Id: 20472325

Creator: Sy=tem aAccount Create Date: 06/142005
Status: Programofficeractions - In Progress Status Date: 06/14/2006
Last Edited User: System Account

ct an action

Action:

Your Comments:| i Frest
ICDmpIete PO Chec:klistl |
| 1

Spell Check

workflow History

6. Upon selecting Complete PO Checklist, the next page displayed is the PO Checklist screen
to be completed.

7. Select the appropriate radial button for the Grant Type.

8. If this is a Cooperative Agreement, you must enter Special Award Conditions. Select the
Special Award Condition link. (If this award does not require Special Award Conditions,

proceed to Step 15.)

PO Checklist - NAOGUSE4690002

General Award Information
Application Organization: Consortium for Oceanographic Research and Education  State: DC

Grant Type * @& Grant O Cooperative aAgreement If Cooperative Agreement, enter Special sward Condition

Guidance

16 U.S.C. 742f Fish and wildlife Act; Congressional Appropriations, Public Law:
Guidance

Statutory authority

Project Description/Abstract *

Basis of Selection Guidance

O Competitive

@ Mon-Competitive

O Congressianally Directed (Soft Earmark)

O Institutional (designated by Grants Office)
O Formulasallotment

O congresionally Mandated ¢Hard Earmark)

Performance Progress Reports
Frequency

@ semi-Annually

O annually {for multi-year/institutional)
O Quarterly

9. You have the option to create a Special Award Condition (SAC) from scratch or select one of
the available templates. If you choose to create a Special Award Condition (SAC) from
scratch, select the link titled, “Create from Scratch.”
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10.

11.

Condition

Mew sward SAC

Partial Funding Special
Award Condition

Partial Funding Special
sward Condition

Special Award Conditions

Available Special Award Conditions

rulti-vear Special Award  MULTI-YEAR SaC for Mew Awards and Amendments (except final year) add the Template

word (REVISED) before the Sac for amendments. The only revision for amendments

would be the funding amount awvailable {i.e.,

This award number <AWARD_MUMBER:=, to <RECIPIENT MAME=, supports the work Template
described in the Recipient's proposal entitled <PROJECT TITLE= dated <APPLICATON

DATE=, which is incorporated into the award by

For Increases: When the Federal share of a grant or cooperative agreement award Template
is increased to not more than 5% of the requested amount, the following language

will be included in the award documen

For Reductions: When the Federal share of a3 grant or cooperative agreement Template
award is 5% or less than that requested due to Congressional recision and/or other

required reductions, the following langu

Pending Special Award Conditions
Mo Special Award Conditions are pending for this Amendment,

Associated Special Award Conditions
Mo Special &ward Conditions have been associated.

Sawve and Return

Complete the required information marked by a red asterisk mark. Once you have completed

entering the required information select Save, followed by Done.

Special Award Condition Details
Mame: * Cooperative Agreement

Description: *

Association Edits:

Response Required: [] Due Date: {mm/dd/yyyy)  Satisfied Date:
Type, Programmatic  Pending

Spell Check

[save f vone |[cancer

If you choose to create a Special Award Condition (SAC) from an existing template, select the

link titled, Template, to the left of the template you wish to use.
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Special Award Conditions

Create From Scratch

Available Special Award Conditions

Name wp >
rMulti-vear Special Award  MULTI-YEAR SAC for New Awards and Amendments (except final year) Add the Template
Condition ward (REVISED) befare the Sac for Amendments. The only revision for amendment!
would be the funding amount available (i.e.,
Mew Award SAC This award number <aWARD_NUMBER>, to <RECIPIENT NAME>, supports the work Template

described in the Recipient's proposal entitled <PROJIECT TITLE> dated <APPLICATOMN
DATE>, which is incorporated into the award by
Partial Funding Special For Increases: When the Federal share of a grant or cooperative agreement award Template

Award Condition is increased to not more than 5% of the requested amount, the following language
will be included in the award documen
Partial Funding Special For Reductions: “When the Federal share of a grant or cooperative agreement Template
Award Condition award is 5% or less than that requested due to Congressional recision and/or other

reguired reductions, the following langu

Pending Special Award Conditions
No Special 4ward Conditions are pending for this Amendment.

Associated Special Award Conditions
No Special award Conditions have been associated

Save and Return Cancel

12. Complete the required fields, marked with a red asterisk, by modifying the templates text as
desired. Once you have completed modifying the text, select Save, followed by Done.

Special Award Condition Details

Marme: * Multi-Y¥ear Special Award Condition

Description: * MULTI-¥EAR SAC for Mew Awards and Amendments {except final year) A

Add the word {REYISED) before the Sac for Amendments. The anly revision for
amendments would be the funding amount available {i.e., total amount awarded)
and the end date of the funding period.

1.{MULTI-YEAR) The award period and budget{s) incorporated into this award

cover a (Number of years) -year period for a total amount of (Total Federal Award
Amount) in Federal funds. However, Federal funding available at this time is limited

to (Total amount awarded on the CD 450/451) far this funding period. Receipt of
any prospective funding is contingent upon the availability of funds from Congress,
satisfactory performance, continued relevance to program objectives, and will be

at the sole discretion of the Department of Commerce. The Department of
Commerce is not liable for any obligations, expenditures, or commitments which
involve any amount in excess of the Federal amount presently available, The v

Spell Check
Association Edits:

Response Required: [ Due Date: {mm/dd/yyyy) Satisfied Date:
Type: Programmatic  Pending
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13.  All Special Award Conditions added can be viewed under the Pending Special Award
Conditions section. Click on the name link next to the Special Award Condition to view the text
of the document.

14.  Select Save and Return once you have completed entering all Special Award Conditions
(SAC).

Note: All Special Award Conditions will be listed under the Pending Award Conditions
@ section until the Grants Management Division has approved them.

Create From Scratch

available Special Award Conditions

Multi-vesar Special Award  MULTI-YEAR SAC for New awards and amendments (except final year) add the Template
Condition word (REWISED) before the Sac for Amendments., The only rewvision for amendments
would be the funding amount available {i.e.,
Hew fward SAC This award number <AWARD_NUMBER:, to <RECIPIENT MAME=, supports the waork  Template

described in the Recipient's proposal entitled <PROJECT TITLE> dated <APPLICATON
DATE=, which is incorporated into the award by
Partial Funding Special  For Increases: When the Federal share of a grant or cooperative agreement award Template
Award Condition is increased to not more than 5% of the requested amount, the following language
will be included in the award documen

Partial Funding Special  For Reductions: When the Federal share of a grant or cooperative agreement Template
Award Condition award is 5% or less than that requested due to Congressional recision and/or other

required reductions, the following langu

Pending Special Award Conditions
Description

rype ____|pue pate_Joptions |
ULTI-YEAR SAC for MNew Awards and Amendments (except final year)  Programmatic dit Remove
tdd the word (REVISED) before the Sac for Amendments. The only
evision for amendments would be the funding amount available {i.e.

m

Multi-¥ear Special
Award Condition

Associated Special Award Conditions
No Special Award Conditions have been associated.

Save and Return

Version 2.8

49



Federal Program Officer, Competitive Application Processing

15.  Enter the Project Description/Abstract
16.  Select Basis of Selection

17.  Select Performance Progress Reports Frequency
18.  Select Final Report type

19.  Review Conflict of Interest/Post Employment Restrictions

PO Checklist - NAO6NES4400019

General Award Information
Application Organization: George Mason  State: CT

Grant Type * O Grant O Cooperative Agreement If Cooperative Agreement, enter Special Award Condition
Guidance

40 U.S.C. 44720; 33 U.S.C. 983a, 383b, 823d, 823, 953, 1442; 15 U.5.C. 313, 1540,

Statutory Authority [5631 Guidance

Project Description/Abstract *

Basis of Selection Guidance

O Competitive

O Non-Competitive

O Ccongressionally Directed (Soft Earmark)
O Institutional (designated by Grants Office
O Formula/sllotment

O Congresionally Mandated (Hard Earmark)

Performance Progress Reports
Frequency

@ semi-annually
O annually (far multi-year/nstitutionaly

O Quarterly

Final Report

@ Comprehensive
O Last Report

Special Award Condition
Enter Comments

Conflict of Interest/Post Employment Restrictions Guidance

1= there a former DOC employee working for the applicant who represented or will represent the applicant before DOC ar another Federal agenc
regarding this application and/or subsequent award or who has been involved in the merit review and/or selection process?

®no OYES

If YES, attach Files
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20.

21.
22.
23.
24.
25.
26.

27.

Enter Matching Requirements (see description below)

a. Click Add New

Conflict of Interest/Post Employment Restrictions  Guidance

Is there a former DOC employee working for the applicant whao represented orwill represent the applicant before

DOC ar another Federal agency regarding this application andior subsequent award orwho has heen invalved
in the merit review andfor selection process?

& NOo O YES
IfYES, Attach Files

Matching Requirements: Guidance

g Requirements have been defined

The term Matching Requirements,

as it is used on this screen does

Analysis of Matching Requirements NOT relate to the recipient providing
Megotiated Federal Share: $200,000.00 a match. What the system is

Total Federal Share (from Matching Reguirements): $0.00 looking for is that you as the FPO
Megotizted Mon-Federal Share: §0.00 “match” the Negotiated Federal

Total Reqguired Mon-Federal Share: %0.00 Share to the Total Federal Share
woluntary Mon-Federal Share: $0.00 (from Matching Requirements)

Minority Serving Institution

Does this award include any subaward to a Minority Serving Institution” MEI1 Coordinator: IHomer Fong
@& Mo O YES

The PO Checklist Matching Requirements screen appears.

Enter Federal Share Amount (You do not need commas (,) or decimal points (.))

Enter Required Cost Share, if applicable.
Enter Cost Share Explanation, if applicable.
Select appropriate radial button.

Select Save.

PO Checklist Matching Requirement

Federal Share amount I l:l
Required Cost Share A
Cost Share Explanation |:|
OStatutnry

© Competitive Aannouncement
& Source or Explanation of 0% Required Cost Share

= e

The Funding Amounts now match.

Matching Requirements: * Guidance

a. Federal b. Required Non-Federal|c. Required Cost Share %o of Totalld. Funding Source / Required|Action
Share Amount|Share Amount (Federal + Non Fed) Cost Share Explanation

$1,000.00 $0.00 0.0 Edit Delete
Add New

Analysis of Matching Requirements

Megotiated Federal Share: £1,000.00
I Total Federal Share (from Matching Requirements): $1,000.00
Megotiated Non-Federal Share: £0.00
Total Required Non-Federal Share: $£0.00
woluntary Mon-Federal Share: £0.00
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28.  Continue reviewing the information on the checklist and complete information that is

appl
29. Use

icable to this award.

the Attach Files link, if attachments are needed.

30.  Select Save to capture the information on the page and remain on the page OR select
Save and Return to Main to capture the information and return to the PO Checklist
launch page.

Minority Serving Institution

Does this award include any subaward to a Minority Serving Institution? MSI Coardinatar: l:l
®no OvES

Homeland Security Presidential Directive — 12
Does the proposed award require any recipient, subawardee, and/or contractor personnel to have physical access to Federal premises for more
than 180 days or to access a Federal information system?

®no OVYES

Waiver of administrative and cost-related prior approval requirements Guidance
Does the proposed award support research?
@No O YES (include Special Award Condition)

Project Specific Information Guidance

Is PROGRAM INCOME anticipated being earned during performance of this project: ®NO © vES Enter Comments Attach Files
wWill a VIDEO be created for public viewing as part of this project? @ No Q vES Enter Comments Attach Files
Is a SURVEY/QUESTIONMAIRE required by the NOAA Program Office for this project? @& o O vEs Enter Comments Attach Files

will DOC/MOAS owned equipment be provided to the recipient to use for this award? & no O ves Special swsrd Condition

Transfer Information Guidance

Does this award include any Federal funds that were transferred from another @wNo O YES Enter Attach
Federal If ¥ES, enter transfer Comments Files
agency specifically for this award? documents

Programmatic Special Award Condition
I= this award a Cooperative Agreement; are annual performance reporting requirements needed; is federally-owned equipment being @NO
furnished to the recipient; are there any NEPA mitigating factors, Post Award NEPA reviews, or any other programmatic restrictions that

need to be placed on the award? O YES

Special Award Condition

additional Information
Enter Additional Cumments! Attach Files |

m Save and Re o0 Main

31.  Select Certify PO Checklist from the action dropdown menu.
32.  Select the Submit button.

Version 2.8

PO Checklist - NAOGNES4400019

Id: 2047235
Creator: System Account Create Date: 06/14/2006
Status: Programofficeractions - In Progress Status Date: 06/14/20065

Last Edited User: System aAccount

Action: Please select an action v

Your Comments:

sSpell Check

workflow History
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33.  Once you select Submit, the system prompts you back to your task inbox. The
Certify/Revise Award File has been generated.
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Award File

The PO Checklist, NEPA Document, and Procurement Request and Commitment of Funds are
all housed as part of the Award File. Once the NEPA official, Requestor and Budget Officer sign
off on their respective actions, you can forward the Award File to GMD. You can check the
status of those documents by viewing the task to Certify/Revise Award File in your inbox.

Certify/Revise Award File

1 Select the Inbox tab.
2. Select the Tasks link.
3. Select the View link for the Complete PO Checklist task.

Your Tasks

Document Type Status

All hd Open v apply Filter ==

New Features!

3 items found, displaying all items.1

iew|Award Number |Document Document Type Task Id|Task Name I
TA
View NAODSNES4400019 2047833 Mot Started Award File 235240 Certify/Revise Award File
Wiew MNAA 2047933 In Progress  aApplication 2358062 Conduct Negotiations

Note: The Certify/Revise Award file is the document that is forwarded to the Grants
[ Management Division once all the selection documents are complete. This task
can also be used to renegotiate and make revisions to the documents provided in
the action dropdown menu.
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4. Upon selecting the Certify/Revise Award File task from your inbox, the Task Launch page is
displayed. From the action dropdown menu, you can select from the following options:

Forward Award File to Grants Specialist — Select this action to submit the
Award to the Grants Management Division

Renegotiate — Select his action to make changes/revisions to the
application.

Revise NEPA Document — Select this action to make changes/revisions to
the NEPA Document.

Revise PO Checklist — Select this action to make changes/revisions to the
PO Checklist.

View FAIS sheet — Select this action to view the FAIS document.

View Reporting Frequency - Select this action to view the Reporting
Frequency.

5. Select Forward Award File to Grants Specialist to complete the award process.

Award File In Progress - NAO6NES4400019

Id: 2047833
Greator: System Account Create Date: 06/14/2006
Status: ProgramOfficeractions - Not Started Status Date: 06/14/2006

Last Edited User: System Account

Action:

action A
Farward Award File to Grants Specialist
Renegotiate

Revise NEPA Document

Revise PO Checklist

Wiew FAIS Sheet

Nzl Re?arting Freguencwes
Save Comment

Your Comments:

For more information on any of the Grants Online functionality detailed in this manual, please contact the Grants
Online Help Desk at 301-713-1000 or toll free at 1-877-662-2478.
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