Federal Program Officer Training Agenda

Day 1 - AM

Session 1: Grants Online Overview and System Navigation
8:00 am —10:15 am

Topic Duration
Introduction and Agenda 8:00 — 8:15 (15 min)
Grants Online Overview and Logging In 8:15 — 8:45 (30 min)

Basic System Navigation;

Workflow and Account Management 8:45 - 9:35 (50 min)

Viewing RFAs and Awards 9:35 — 10:05 (30 min)
Additional Resources and Training

Questions and Comments 10:05 - 10:15 (10 min)
Evaluations

Objectives — By the end of this class students should:

- Have a basic understanding of the roles of Grants Online and the Grants Online
PMO within the DOC Grants community

- Have a basic understanding of the structure of the Grants Online system

- Be able to find basic application and award information in Grants Online

- Know where to find additional help when needed

Training Materials:

Agenda and Objectives

Acronym List

Grants Online Overview Presentation
Grants Online User Roles Spreadsheet
Grants Online User Roles Definition
System Navigation Manual

Course Evaluation
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Getting Started

Accessing Grants Online

1.

Click on the Internet Explorer Icon on your desktop or Start Menu

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

e Grants Online Home Page/Login Screen appears

= Note: Screen shots still contain the NOAA logo (as a holdover from the previous
manuals) instead of the new DOC logo. Future updates to this manual will include screen
shot updates with the DOC logo.

Before logging into Grants Online, from this screen you can access the Public Search feature
as well as other useful links, including the Grants Online Training page.

Grants Online

General Public Reviewers NOAA Grants Online is the
Use our Public Search feature to #Access current applications premier Federal solution for
see information pertaining to ned to you full life-cycle grants
svarded NOAS grants, «Submit your review commants management processing.

and scores
PBublic Search
' NOAA Staff
Grant Applicants +Generate funding notices Ussrname
To Find and Apply for 3 HOAA b ¢ aplications
grant, g0 1o the Granteqo *Review grant applications
» NOAA Home b, +Select applications for avard
Py lected applications Password
# DOC Home Current Grant Recipient #Avzrd and mznage grants
+View information about your +Correspond vith Grant
» Grants.gov Recipients
=epien Forgot your  [TT)
» Grants Password?
Training
Management
! ' . = q
Division +Correspond uith your NOAA Grants Online Treinin

Program Officer and Grant
Spedialist

Publication of the National Oceanic & Atmospheric Administration Accessibility  Privacy Policy
(NOAA), U.5. Department of Commerce. Security Policy
Last Updated: 2008/01/05 05:02 v2.18

http:/  www.noaa.gov

Warning! If you entered your username or password incorrectly you will see an
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. Click on the “Forgot

your Password?” link for the Help Desk Phone Number.

If nothing happens when you click the Enter button, it means the se
Grants Online server is down and will need to be restarted.
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Grants Online Navigation Features

Overview Navigating Grants Online is a simple process. The look and feel of the system
requires the use of a mouse and keyboard for navigation. Access to certain
features of Grants Online is based on your user role. Your user role determines
the required access for you to do your work in Grants Online.

Screen Layout

T Advisories

g e

v":;':: TR Thomas A TR )l
V Account System
- | |
RFA | Pre-Award t Award s Management | Administration |

A felcome to Grants Online Chardes Peterson

Manage
Certifications

* MNotifications
* Archive

> Tasks

r Send Message

Screen Once you have successfully logged into Grants Online, the system will default
Layout you to the Inbox tab. Grants Online is actually broken into several areas:
Defined

e Tabs: Highlighted by the gold border and located at the top of the page
are Grants Online Tabs. Use the Tabs to navigate within the different
areas of Grants Online. Click on the appropriate Tab to navigate to the
desired area.

Note: Access to various Tabs is determined by your user role. A
@ grayed out Tab will denote restricted areas. If trying to
access a restricted area, a pop up message will display,
stating “Unauthorized to access this area” (see below).

M Inbox Pre-A Reports
&ran;
el ran

(Log Off
Advisories

T

| Account m " Manage
2 Management Administration Certifications

There are currently no advisories

> Send Message.

¢ Navigation Pane: Highlighted by the red border, is the navigation pane.
Based on the Tab that you are currently on, commands for certain
function display here. Click on the desired command to go to that
specific screen.

o Document Pane: Highlighted by the black border, is the document
pane. This is located in the middle of the screen. This is where most of
the data in Grants Online will be input.

Release 3.03
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Grants Online Overview and System Navigation

Other User Interface Features

Since the go-live of Grants Online in January 2005, other features have been added to the User
Interface to facilitate the ease of navigation through the system.

Pop Up Short Cuts When placing your cursor over a tab at the top of the screen you will get a
pop-up menu that contains the same links as the left navigation pane for
that tab. This will allow you to navigate directly to one of those areas
without clicking on the tab first.

2} Grants Online | Advisories - Microsoft Internet Explorer =1 x|

File Edit W¥iew Favorites Tools  Help ‘ e
Qoo - © - [x] [B] ]| s Spravenes €@ 02 tn @ - [ &L '
Address [&] https: figrantsonlinetest. rde.naas. gav/Flows/hamefLagin{checkDelegations. da = Go | Links > @y -

Aecount Management TaE]€MENt Tab

- My Delegations -

This cption allows you to view and update the users to whorn you
have delegated your work, You may search for users that have similar
permissions as you and choose to delegate your work to thern. The

o SEme] users will then receive an =mail and/or notification, and they will be
K K K able to log in and perform all of your tasks and activities.
Message NOAA USE

09/27/2006 11:02

Advisories

» Motifications

» Task
Management

- My Preferences -

Grants Online invites | This aption allows you to view and update your current system session are directed to
» Tasks internal NOAA users, | preferences. These preferences include your systern password, the
columns you would like to have displayed on your Inbox wiew, and
your notification and email preferences.

The User Group sessi
users with infarmatiof - py profile - ==

This option allaws you to view and update your personal profils. You
Ly da: rmay update your name and address information, as well as your
GErEE .| security question and answer. You may also view your system profile
- Release 2.10 Highlig attribufes, including your usernarme and your currently assigned roles.
- General questions

Date: Thursday, October Sth, 2006
Location: SSMC3 (Silver Spring, 1315 East West Highway), Room 4527
Time: 1:00 pm, Eastern Standard Time

Breadcrumbs The Grants Online system keeps track of the pages you have visited since
you last logged on and put a “breadcrumb trail” of those pages at the top of
the Document Pane. This feature can be used in place of a “Back” button.

/3 Grants Online | Advisories - Microsoft Internet Explorer _[&]x]

File Edit Wiew Favorites Tools  Help | -4'
Q- © - ¥ & )] P Jerm @3- L@ JE QB
Address I@ https: /fgrantsonlinetest . rdc.noaa, govflowshomeLoginfcheckDelegations, do j Go Links ** @ -

e - g ~
—— |
- 2 .
MA Inbox n

2 -
Welcome to Grants Dnline Noaa Student. "Log Off

~— ) . -
e .
System Manage
I cerlificalions m

» Advisories Grants File - NADINMFA440383 > Search Awards 53 Advisories

+ Archived
MNotifications

» Motifications Advisories e

+ Send
KMessage

NOAA USERS OMNLY

09/27/2006 11:02 AM

» Task
Management

Grants Online invites you to attend a User Group training session, The topics for this session are directed to
» Tasks internal NOAA users, not recipients.

The User Grouo session on October Sth will orovide NOAA
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Help Tab

The Help Tab provides information on accessing the Grants Online Help Desk as well as definitions
and/or guidance for various Grants Online functions.

rants Online | Advisori

File  Edit

Q- O - 0

Wigw  Favorite

rantsonlinetest.rdc.noaa.gov - GOLHelp - Microsoft Internet Explorer

3

QBack - -Q - \ﬂ @ ;h |/l__\|| Search *Favorites €}| [_:v ; W -

Address I@ https:ffgrantsonl

» Advisories

» Archived
Notifications

» Notifications

» Send
Message

» Task
Management

» Tasks

Contents [ndex Search

mlUser Guide
Global Mavigation Bar
Left Mavigation Menu
Login Screen
E Disclaimer Page
Accept Delegations
Search Functionality

Welcome
‘Welcome to Grants Online

Please use this help menu for help in performing your wark
in Grants Cnline. Ifyou need to reach the Grants Online
HelpDesk, please call {toll free) 1-877-662-2478. The
HelpDesk hours of operation are Monday-Friday from 9:00

= Advisories a.mto 500 pm. For gquestions regarding Grants.gay,

| Motifications please call the Grants.gov Contact anter at1-800-518-
Archi 4726, Contact Center hours of operation are Monday-

, Hrenive Friday, frorn 7:00 a.m. 0 9:00 p.m. Eastern Standard Time.
Tasks

Account Managerment
Sending Motifications
Profile

= Preferences

Delegate Authority
Systern Administration
Manage Organizations

Please click here to access Grants Online Training

A

b directed to

-
;I_I
[ &] pane . I_I_I_I_E|° Internet
TIO T

a

4

FREIEIJSE
- General questions and answers regarding Grants Online

Date: Thursday, October Sth, 2008
Location: SSMC3 (Silver Spring, 1315 East \West Highway), Room 4527
Time: 1:00 pm, Eastern Standard Time

For those participants who will call in, follow the steps listed below:
Teleconference: Dial 1-866-427-0077
Passcode: *1328875"

FRlmbms The ctme bav it ke meneend befmes mmd s fhae e mammmads

Release 3.03

= Search Awards > Advisories
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Grants Online Overview and System Navigation

Inbox Tab

Tasks

While Notifications alert you to an action you must complete, Tasks allow you to complete that action
assigned to you within the workflow. Tasks that are assigned to you can be located in the Task
section in the Inbox Tab.

Accessing Tasks

1. From the Inbox Tab, click Tasks
e Your Tasks screen appears

» Notifications Your Tasks

» Send
Message

Document Type Status
[an =] [open =] Apply Filter >>

» Task
Management
25 items found, displaying all items. 1

[View|Award Number |Task [Task [Task Name |Approved|Total Federal |Task Dcu:ument Start Date Dcu:um
Id |IReceived Federal |Funding [Status |Type
IDate Fundm

» Tasks

WiEw MNAA 253670 11/30/2006 Review Mot amnibus 2050830
Started Synopsis

Wiew MNAO7SEC4690002 251480 11/21/2006 Procurement N/a $150,000.00 In Procurement 11/21/2006 2050787
Request and Progress Request and
Commitment Commitment
of Funds of Funds

Miew MNAO7SEC4690002 251479 11/21/2006 Review LY $150,000.00 Mot Award File 205078¢
Release of Started
Funds

View MANAMASATANNTN DEADAE 11 /1A DNNA Rewvicw L £an 410 nn Kt Lurard DAENTAS

Note: Customizing the Tasks view may be accomplished through the
@ Account Management Tab.

Viewing a Task

1. Click View next to the task you wish to view

e Launch Page appears. From this page you may perform your assigned work by selecting
an action in the action dropdown.

Filtering Tasks

1. Select the Document Type in the drop-down menu

2. Select the Status in the drop-down menu

3. Click Apply Filter Document Type Status
o Tasks screen appears showing only filtered tasks. Al =
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Account Management Tab

The Account Management Tab allows you to view your Profile, Preferences and Delegations. Within
this tab you can update your profile, customize your Notifications and Tasks preferences, and
delegate your inbox to other users.

” . I -
o] eamess Eeme=mEmm
s Onie ration | Certif

Welcome to Grants Online Mark La Fave “Log Off

F My Profil
i Account Management

* My Preferences
* My Delegations - MY PROFILE -

This aption allows you to view and update your personal profile. You
may update your name and address information, as well as your
security question and answer. You may algo view your system profile
attributes, including your username and your currently assigned
roles

- MY PREFERENCES -

This option allows you to view and update your current system
preferences, These preferences include your system passward, the
columns you would like to have displayed on your Inbax view, and
your notification and email preferences

- MY DELEGATIONS -

This option allows you to view and update the users to whom vou
have delegated your work. You may search far users that have
similar permissions as you and choose to delegate your work to
thermn. The users will then receive an email andfar notification, and
they will be able to log in and perform all of your tasks and aclivities

Accessing My Profile

1. From the Account Management Tab, click My Profile
eManage Profile screen appears

11 ]
File Edit Wiew Favorites Tools  Help |© - J - |ﬂ @ _;_j | /:1 \;\\-( €‘3| x :\7 o - ﬂ 3 |Link5 > @ - J e

address [&] https:/jgranksoninetest rdc.noss. govifows person/UserManagement,/saveaFfiliation. do =1 &

Manage Profile Edit ==

Prefix:

First Mame: Author

Middle Name:

Last Mame: Ren

Affix:

User Account Details Security Question and Security Answer are areas used
Usir Name: arep by the Help Desk team. If you call the Help Desk to
Security Question: xxx AL .
ocurity Answrer: s <— | request to reset your _password,.support speC|_aI|st W!||
Active Flag: true ask you this personalized question and you will provide

the answer as a means of authenticatina the caller.

Affiliations

I T g ey Ty ) T

Details 20015661 Institute for £555- 123 Main Street, Kansas City, KS testdaa.com true
Congressionally 1212 66101 USa
Mandated
Research

Assigned Roles

[role ___________Jorg ID_|Organization |

Recipient authorized 2001661 Institute for

Representative Congressionally Mandated
Research
4l | ;l_l
&1 |Z |4 Internet

@istart| & € 5 7 P InboxFor lilian Lba,.. | 3 Grantes Manuals | [79] 4 Microsoft Office. . - [[E7 Edit Person - Mic... | &1 WebCims - Informa... | 2 EF | [« R si16Pm

Note: To change roles and affiliations, contact the Help Desk

Release 3.03 o
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Editing Your Profile

1. Click Edit (once you click edit, the screen will become formatted like the one below)

2. Make the necessary changes (Click on the “Details” link under Affiliations to update phone,
address, and/or email information.)

3. Click Save to capture your changes

4, Click Save and Return to Main to return to the Account Management tab main screen

5. Click Cancel to go back to the previous screen (any changes you made will NOT be saved)

t Person - Microsoft Internet Explorer 8]

L. : > . A £ 2 : » A
welooa-Jdgs & | &
| Address I@ https:/fgrantsonlinetest. rde. noaa.gov/flows/per sonfUserManagementgetPerson.do?action=editid=2003446 j . Go

—

‘ File Edt View Favorites Tools Help ‘e - -_J - IJ @ ;j /j

Manage Profile

Prefix: lm
First Mame: *
Middle Name: l:l
Affin: lm

User Account Details
User Name: arep

Security Answer: * [

Active Flag: true

Affiliations

T o o 7 S 7 e

Cetzils 2001661  Institute for SES- 123 Main Street, Kansas City, K5 test@aa.com true
Congressionally 1212 66101 USA
Mandated
Research

Add a new affiliation ==

Assigned Roles

Role _________lorgiD_Jorganization |
Recipient Authorized 2001661 Institute for

Representative Congressionally Mandated
Research

m Save and Return To Main
-

q | N
(3] ’_ ’_ ’_ ’_ ré_ 4 Internet

l&'Startl a9n” ) Inbox for lilian.|ba. .. | \) Grantee Manuals | 7] 4 Microsoft OFfice... v”@ Edit Person - Mic... & | WebCirs - Informa... | f @ | 2y | g ﬁ 4:31 P




Grants Online Training Manual

My Preferences

Customize your viewing preferences through the My Preferences screen. You may add/remove email
Inbox notifications. This will remove notifications sent to your external email account only. Headings
may be customized to display certain fields on your Tasks and Notifications screens. Additionally, you
may change your password for Grants Online.

Accessing My Preferences

1. From the Account Management Tab, click My Preferences
e User Preferences screen appears

2. Customize Page Size, Bread Crumbs, Look and Feel, and Workflow Warning as desired.

3. Click Save at the bottom of the page.

{= Grants Online - Windows Internet Explorer

@.\-/n - |@, https: fgrantsonlinetest . rdc. noaa, govflows/homeMavigation/navigate ToPage do?goToPage=26 V|@Certificate Errior | *9 || X | | 2 |-
File Edit Wiew Favorites Tools Help

w e [@Grants Cnling l_l ﬁ - B = |52 Page - f:ﬁ Todls -

Site Preferences

Page Size
100 [-1

Set the number of elements displayed per page in search results. The
smaller the page size, the faster a page will load and vice versa.

Number of Bread Crumbs

4 -

Set the maximum number of navigational bread crumbs to display.

Look and Feel
0

Set the name of the deptartment/bureau for look and feel

Workflow Warning
[-]

Set to "Yes' and the system will warn you before initiating workflow on a
document. Set to 'No' and the system will give you fewer workflow
warnings.

Change Password b

< | >

Dane 7 Trusted sites F100% v

.
<]

& InboxForlil.. | B FPO Manuals /2 Grants orli... . (@] Microsoft P...

Release 3.03
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Grants Online Overview and System Navigation

Customizing Tasks

1 Select desired type of Notification to enable/disable

2 “Push” and “Pull” task columns to select the desired columns for display in Your Inbox.

3. Use “Up” and “Down” buttons to select the desired column order for display in Your Inbox.
4

Click Save at the bottom of the page.

3 el Ol - Micensalt Indernet Exploeer LI
Fio E® Vew Fawxbes Took  Heb x|
Qe - © - ¥ (B G s ot @) (2- 12 - JEH B 3 |
Adees [ ] e y B |wks »d - |

=

Task Preferences

Available Columns Salactad Columns

----- Please select an inbox cohmn -=--= -===- Plgase select an mbox columa -=-==
Project Title Award Number

Proposal Numbes Task Id

award Start Date Task Received Date

Task Name
Approved Faderal Funding
-- ] Tatal Faderal Funding L |
Task Status
[Document Type
<< J e  Dovn |
[Documant Id
Completed Date
Applicant Name

HFA Tasks

Available Columns Selactad Columns

""" Please select an inbox column ==-== x| ===== Please select an mbox column =====

RFA Td Task Id

FF A Hame Task Name

FEA Type Task Status

Non=-Comp Type Document Type

snnounce Type Cocument Id

Fiszal Yaar = Start Date Lo

CFDA [Completed Date

Sub Program

FF0 Numbar << | cown |

Program Office 1d

Program Officer 1d |
Lal_ ] :
[Eipene [T T [ wmmen
Wistart| @ €9 () O rbecror onsts,. [ toternet Bl - 2] | &) | | P B & [a B e

Changing Password

1. Click the blue Change Password button in the User Preferences screen

e —~ e S~ -
Account Manage .
Senaenent) Ceruncstions

Vrelcome to Grants Online Noaa Student. (Log off

» My Delegations

ies >3 Federal Funding Opportunity >

=3 Archived

» My Preferences
» My Profile User Preferences

Mew Features!

Site Preferences

Page Size
( 1 ‘

’* Number of Bread Crumbs ‘

P ]

" Workflow Warning ‘

Ne =| [+]

Change Password




Grants Online Training Manual

2. Change Password screen appears.

=
— =—

— = —
7 L, T . e St
Account System Manage Reports
Srants Onli ERERE L8 Administration | Certifications P

Welcome to Grants Online Solomon King '-.Log ﬂi’f

* My Profil.
Yo LL® Change Password

¥ My Preferences

* My Delegations

Old Pagsword ™ || Password Guidelines

Fasswords must contain at least eight(8) non-blank characters.

Passwords cannot contain guotation marks.

Passwards are not case sensitive.

A FPassword must begin with gn alphabetic character.

Atleast one ofthe characters must be a number{0-9) ar a special character_ §#).
Six ofthe characters may only occur once in the password.

Mew Pagsword :*I

Canfirm Mew Password :*I

[Sima [ conce |

Enter old password.
Enter new password.
Enter new password again to confirm.
Click Submit.
Note: Please follow the indicated Password Guidelines. Also, note that the special characters

o listed are the ONLY ones that are valid (_$#)

Release 3.03

10



Grants Online Overview and System Navigation

My Delegations

When you select the My Delegations link in the Account Management Tab, you will be able to view
existing delegates, add delegates and rescind delegates. The only people you can select to be a
delegate are those that have roles matching yours. Example — a Program Officer cannot create a
delegation to an individual who only has the role of Budget Officer.

Accessing My Delegations

1. From the Account Management Tab, click My Delegations
e Delegate Authority screen appears

ey ':.-.;__ i e — Ty S

- < e b
Account System Manage
Administration | Certifications Reports

Management |
ri.og Ol’f

Welcome to Grants Online Solomon King

¥ My Profile Delegate Authority

* My Preferences

T My Del ti
Wit N oy currently have no peers on your list of delegates

Search for Peers
Flease nate that this search will anly cover those users wha match the criteria and have at leastthe same permissions as you do.

First Mame: ||

Last Mame: |

Organization: |

Ruole: AGD -
Aweardee :’
Budget Officer
CAMS Finance Representative d
I Find Peers

Adding a Delegation

1 Search by First Name, Last Name, Organization or Role
2 Click Find Peers Delegate Authority

3 Select delegations You currentyyhave no peers on your st o delegates
4

Search for Peers
CI k D I Flease note that this search will anly cover those users who match the criteria and have at lzast the same permissions as you do
FirstMame: [hares
Last Name:
Qrganization:
Rale: AGO il
Awardee
Budget Officer
CAMS Finance Representative |
earch Results

Petarson Charles

Delegate h

] 11
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Grants Online Training Manual

Rescinding a Delegation

1. From the Account Management Tab, click My Delegations
oMy Delegations screen appears
2. Click on Rescind to remove the individual as your delegate
ST e
-m
Welcome to Grants Online Solomon King Log Off
il Delegate Authority
* My Preferences
¥ My Delegations
Current Peers on delegatmn List:
E_Em Fax_[Title_[Organization |
Charles Peterson 301-713-0105 charles.petersoni@noaa.goy SOUTH EAST
Search for Peers
Please note that this search will only cover those users who match the criteria and have at least the same permissions as you do
First Mame: ||—
Last Mame: l—
Qrganization: I—
Rale: AGOD -
Awardes :I
Budget Officer
CAMS Finance Representative hd|
[rinipoors |
lease 3.03




Grants Online Overview and System Navigation

Logging in as a Delegate

1. Log in to Grants Online with your normal user name
2. Click OK on the Notice to Users page

3. Choose to either continue in as yourself (Continue to Inbox) or to go in as the person who
delegated to you (Select — by the person’s name)

Warning! It can take up to three minutes for the system to process your request
to go in as a delegate .

¥ . T .
| " -
L. -

Granté Online

“Log off

Choose Active User

Cther users have chosen to delegate their woark to vou.
‘You may choose to work as one ofthe users listed helow.
Otherwise, choose 'Continue to Inbox'to work as vourself.

Select Solamon King

Continue to Inbaox

Note: When you are in Grants Online as a delegate, the system will
@ identify you as a delegate of that individual (see below). ** Both
you and the delegate can work in Grants Online simultaneously.

”&ﬂn s O ORE I :
Y f Account System Manage
Grants Online il Management | Administration | Certifications m

OPERATING AS DELEGATE FOR SOLOMON KING fLo_goff_

13
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FPO Training Evaluation

GRANTS Overview / System Navigation
ONUNE Date:

TRAD E .-
MBBA

As part of our overall training assessment, we are providing course assessment on Grants Online
training course. The assessment determines your existing Grants Online knowledge, if any, and the
course assessment will determine if the training objectives were adequately reached. Your feedback will
be used to remedy any training deficiencies for future sessions.

Name (Optional):

Office and Title:

Phone:

Email Address:

Course Feedback

Directions: Using the key below, circle the category that best fits the performance of this event.

Rating Category and 2 3 g g :‘g> %

Performance Standard S = % % S g

1. Session objectives were clearly defined. 1 2 3 4 5
2. Session objectives were achieved. 1 2 3 4 5
3. The materials received were used in the course. 1 2 3 4 5
4. The amount of materials received is appropriate for the course. 1 2 3 4 5
5. The material was presented in a clear and logical manner. 1 2 3 4 5
6. The course was easy to follow. 1 2 3 4 5
7. The course provided ample time per objective. 1 2 3 4 5
8. The course is relevant to my role in Grants Online. 1 2 3 4 5
9. Extensive hands-on training was provided. 1 2 3 4 5
10. The instructors gave ample opportunity to practice on the system. 1 2 3 4 5

© 2006 BearingPoint, Inc. All rights reserved
1/20/2011




Grants Online FPO Training

11

12

13

14

15

16. List specific topics or issues not addressed during this session that you would like covered in

. The instructors were receptive to questions.

. The instructors answered questions clearly and completely.

. The instructors provided hands on assistance when needed.

. Post-training help and assistance instructions were provided.

. 1 am comfortable using the system after training.

future trainings.

17. Provide additional comments below. Thank you for attending!

© 2006 BearingPoint, Inc. All rights reserved

1/20/2011




Federal Program Officer Training Agenda

Day 1-PM

Session 2: Universal RFA Creation/ Application Processing
10:30 am —4:30 pm

Topic

Duration

Introduction and Agenda

10:30 — 10:35 (5 min)

Online Demonstration and Hands-On Exercise
with Process Maps: Completing a Non-
Competitive RFA

10:35 — 2:00 (3 hours and
25 min with ~1hr lunch
break)

Online Demonstration and Hands-On Exercise
with Process Maps: Processing a Non-
Competitive Application

2:00 — 4:15 (2 hours and
15 min with break)

Additional Resources and Training
Questions and Comments
Evaluations

4:15- 4:30 (15 min)

Objectives — By the end of this class students should:

- Understand the difference between a Competitive RFA and all other types of
Universal RFA (previously lumped under the label “Non-Competitive™)

- Understand the difference between the Certified and Un-Certified

FPO/Program Office Staff roles

- Be able to create and route any variety of Universal RFA
- Beable to input a paper application and complete “Review Minimum

Requirements” task

- Be able to Conduct Negotiations and prepare an Award File for GMD review

- Understand the Award File approval and acceptance process
- Understand where to find additional help when needed

Training Materials:

1. Agenda and Objectives

2. Student Screen Shots with Process Maps

3. Course Evaluation
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From: GrantsOnLine.test@noaa.gov (GrantsOnLine.test@noaa.gov)
To: grant.recipient@yahoo.com

Date: Monday, December 10, 2007 8:54:40 AM

Subject: Notice of NOAA posting of Application Package at Grants.gov

This is an automated notification from NOAA Grants Online that an
application package has been posted at Grants.gov and you have been
selected by the posting Program Officer for notification.

Grants.gov is available at the URL.: http://www.grants.gov. If you are
not registered at Grants.gov, please begin the registration process
immediately. It can take up to 2 weeks to fulfill all of the

registration requirements.

To retrieve your application package from the Grants.gov home page:

1) Click the "Apply for Grants" link in the upper left (under "For
Applicants™). Review the instructions and download/install the PureEdge
forms program if you have not already done so.

2) Click the "Download a Grant Application Package and Instructions™
link.

3) Enter the following Funding Opportunity Number:

SEC-ONPO-2008-2001279
4) Click the Download Package button.

5) Click the "download" link under the Instructions & Application
column.

6) Click the download links for the instructions and the application
package.

7) Fill out the application and follow the Grants.gov instructions for
submission.

Information on the NOAA Request for Applications (RFA):

RFA Name: Generating Sample Notifications

Fiscal Year: 2008

CFDA Number:  11.469

Opportunity ~ SEC-ONPO-2008-2001279

Number:

Agency: National Oceanic and Atmospheric Administration
Opening Date:  2007-12-10 08:54:01.0

Program Office: USEC One NOAA Program Office (ONPO)
Program Officer: Program Officer

Closing Date: 2008-09-30 17:30:00.0- NOTE: This is the latest due

Page 1 of 2
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date for all applications in this RFA. Please contact
the NOAA Program Officer for verification of when
your specific application must be submitted for
timely award processing.

For further information contact:

Name: Program Officer

Phone: 301-555-1212

Address: 14th Street & Constitution Avenue, NW Washington, DC 20230
Email: federal.program.officer@noaa.gov




APPLICATION FOR

Version 7/03

FEDERAL ASSISTANCE 2. DATE SUBMITTED Applicant Identifier
1. TYPE OF SUBMISSION: 3. DATE RECEIVED BY STATE State Application Identifier
Application Pre-application
T Construction 7 Construction 4. DATE RECEIVED BY FEDERAL AGENCY | Federal Identifier
[ Non-Construction [ Non-Construction
5. APPLICANT INFORMATION
Legal Name: Organizational Unit:
Institute for Congressionally Managed Resources (ICMR) Department:
Organizational DUNS: Division:
123456789
Address: Name and telephone number of person to be contacted on matters
Street: involving this application (give area code)
1234 Main Street Prefix: First Name:
Mr. Arthur
City: Middle Name
Washington
County: Last Name . .
RepXX (Note: "XX" are the two numbers in your training username)
State: Zip Code Suffix:
DC 20000
Country: Email:
USA testemail@msg2.rdc.noaa.gov
6. EMPLOYER IDENTIFICATION NUMBER (EIN): Phone Number (give area code) Fax Number (give area code)
1][2]-[3][4][5 ][ |[7][8]]o] 202-555-1212 202-555-2121

8. TYPE OF APPLICATION:

[T New [J continuation [ Revision
If Revision, enter appropriate letter(s) in box(es)
(See back of form for description of letters.) D D

Other (specify)

7. TYPE OF APPLICANT: (See back of form for Application Types)

O - Non Profit with 501C3
Other (specify)

9. NAME OF FEDERAL AGENCY:
NOAA

10. CATALOG OF FEDERAL DOMESTIC ASSISTANCE NUMBER:

[2][2]-[a][e]fo]
TITLE (Name of Program):
Grants Online Training

11. DESCRIPTIVE TITLE OF APPLICANT'S PROJECT:

GSTUDENTxx - Universal/Competitive Application - February 2011
Grants Online FPO Training Class

12. AREAS AFFECTED BY PROJECT (Cities, Counties, States, etc.):
State of Kansas

13. PROPOSED PROJECT

14. CONGRESSIONAL DISTRICTS OF:

Start Date: Ending Date:
10/01/2010 09/30/2014

a. Applicant b. Project
00 00

15. ESTIMATED FUNDING:

16. IS APPLICATION SUBJECT TO REVIEW BY STATE EXECUTIVE
ORDER 12372 PROCESS?

00

a. Federal 5 - a Yes. [1 THIS PREAPPLICATION/APPLICATION WAS MADE
500,000 - Yes AVAILABLE TO THE STATE EXECUTIVE ORDER 12372
b. Applicant $ 0 % PROCESS FOR REVIEW ON
c. State 5 o o DATE:
d. Local $ o PROGRAM IS NOT COVERED BY E. O. 12372
0 b. No. [T
e. Other $ o 7 OR PROGRAM HAS NOT BEEN SELECTED BY STATE
0 “~ FOR REVIEW
f. Program Income $ o 17.1S THE APPLICANT DELINQUENT ON ANY FEDERAL DEBT?
g. TOTAL $ A M o : M
500,000 Ll Yes If “Yes” attach an explanation. L] No

IATTACHED ASSURANCES IF THE ASSISTANCE IS AWARDED.

18. TO THE BEST OF MY KNOWLEDGE AND BELIEF, ALL DATA IN THIS APPLICATION/PREAPPLICATION ARE TRUE AND CORRECT. THE
DOCUMENT HAS BEEN DULY AUTHORIZED BY THE GOVERNING BODY OF THE APPLICANT AND THE APPLICANT WILL COMPLY WITH THE

a. Authorized Representative

itle
President, ICMR

B]refix First Name Middle Name

r. Arthur

Last Name ) Suffix

RepXX (Note: "XX" are the two numbers in your username)

b. T c. Telephone Number (give area code)

202-555-1212

d. Signature of Authorized Representative

e. Date Signed

Previous Edition Usable
Authorized for Local Reproduction

Standard Form 424 (Rev.9-2003)
Prescribed bv OMB Circular A-102

Reset Form
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'?,_Q;'
FPO Training Evaluation

GRANTS Universal RFA/App Processing
ONLINE Date:
TRADE 10:30 AM
NIBBA-

As part of our overall training assessment, we are providing course assessment on Grants Online
training course. The assessment determines your existing Grants Online knowledge, if any, and the
course assessment will determine if the training objectives were adequately reached. Your feedback will
be used to remedy any training deficiencies for future sessions.

Name (Optional):

Office and Title:

Phone:

Email Address:

Course Feedback

Directions: Using the key below, circle the category that best fits the performance of this event.

Rating Category and 2 3 g g :‘g> %

Performance Standard S = % % S g

1. Session objectives were clearly defined. 1 2 3 4 5
2. Session objectives were achieved. 1 2 3 4 5
3. The materials received were used in the course. 1 2 3 4 5
4. The amount of materials received is appropriate for the course. 1 2 3 4 5
5. The material was presented in a clear and logical manner. 1 2 3 4 5
6. The course was easy to follow. 1 2 3 4 5
7. The course provided ample time per objective. 1 2 3 4 5
8. The course is relevant to my role in Grants Online. 1 2 3 4 5
9. Extensive hands-on training was provided. 1 2 3 4 5
10. The instructors gave ample opportunity to practice on the system. 1 2 3 4 5

© 2006 BearingPoint, Inc. All rights reserved
1/20/2011




Grants Online FPO Training

11

12

13

14

15

16. List specific topics or issues not addressed during this session that you would like covered in

. The instructors were receptive to questions.

. The instructors answered questions clearly and completely.

. The instructors provided hands on assistance when needed.

. Post-training help and assistance instructions were provided.

. I am comfortable using the system after training.

future trainings.

17. Provide additional comments below. Thank you for attending!

© 2006 BearingPoint, Inc. All rights reserved

1/20/2011




Federal Program Officer Training Agenda

Day 2 - All Day

Session 3: Competitive RFA Creation/ Application Processing
8:00 am —4:00 pm
Topic Duration

Introduction and Agenda 8:00 — 8:15 (15 min)

Online Demonstration and Hands-On Exercise 8:15-11:30 (3 hours and
with Process Maps: Creating a Competitive RFA | 15 min with 2 breaks)

Lunch Break 11:30 — 12:30 (1 hour)

Online Demonstration and Hands-On Exercise
with Process Maps: Processing Applications for
a Competitive RFA

Additional Resources and Training

Questions and Comments 3:45 — 4:00 (15 min)
Evaluations

12:30 — 3:45 (3 hours and
15 min with 2 breaks)

Obijectives — By the end of this class students should:

- Understand the difference between a Competitive RFA and a Universal RFA
(previously called “Non-Competitive™)

- Understand the difference between the Certified and Un-Certified
FPO/Program Office Staff roles

- Be able to create a Competitive RFA and route documents for publication

- Be able to input a paper application and complete the “Review Minimum
Requirements” task

- Understand the Competition Manager and Selection Official functions in the
Competitive RFA workflow

- Be able to Conduct Negotiations and prepare an Award File for GMD review

- Understand the Award File approval and acceptance process

- Understand where to find additional help when needed

Training Materials:
1. Agenda and Objectives
2. Student Screen Shots with Process Maps
3. Course Evaluation
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APPLICATION FOR

Version 7/03

FEDERAL ASSISTANCE 2. DATE SUBMITTED Applicant Identifier
1. TYPE OF SUBMISSION: 3. DATE RECEIVED BY STATE State Application Identifier
Application Pre-application
T Construction 7 Construction 4. DATE RECEIVED BY FEDERAL AGENCY | Federal Identifier
[ Non-Construction [ Non-Construction
5. APPLICANT INFORMATION
Legal Name: Organizational Unit:
Institute for Congressionally Managed Resources (ICMR) Department:
Organizational DUNS: Division:
123456789
Address: Name and telephone number of person to be contacted on matters
Street: involving this application (give area code)
1234 Main Street Prefix: First Name:
Mr. Arthur
City: Middle Name
Washington
County: Last Name . .
RepXX (Note: "XX" are the two numbers in your training username)
State: Zip Code Suffix:
DC 20000
Country: Email:
USA testemail@msg2.rdc.noaa.gov
6. EMPLOYER IDENTIFICATION NUMBER (EIN): Phone Number (give area code) Fax Number (give area code)
1][2]-[3][4][5 ][ |[7][8]]o] 202-555-1212 202-555-2121

8. TYPE OF APPLICATION:

[T New [J continuation [ Revision
If Revision, enter appropriate letter(s) in box(es)
(See back of form for description of letters.) D D

Other (specify)

7. TYPE OF APPLICANT: (See back of form for Application Types)

O - Non Profit with 501C3
Other (specify)

9. NAME OF FEDERAL AGENCY:
NOAA

10. CATALOG OF FEDERAL DOMESTIC ASSISTANCE NUMBER:

[2][2]-[a][e]fo]
TITLE (Name of Program):
Grants Online Training

11. DESCRIPTIVE TITLE OF APPLICANT'S PROJECT:

GSTUDENTxx - Universal/Competitive Application - February 2011
Grants Online FPO Training Class

12. AREAS AFFECTED BY PROJECT (Cities, Counties, States, etc.):
State of Kansas

13. PROPOSED PROJECT

14. CONGRESSIONAL DISTRICTS OF:

Start Date: Ending Date:
10/01/2010 09/30/2014

a. Applicant b. Project
00 00

15. ESTIMATED FUNDING:

16. IS APPLICATION SUBJECT TO REVIEW BY STATE EXECUTIVE
ORDER 12372 PROCESS?

00

a. Federal 5 - a Yes. [1 THIS PREAPPLICATION/APPLICATION WAS MADE
500,000 - Yes AVAILABLE TO THE STATE EXECUTIVE ORDER 12372
b. Applicant $ 0 % PROCESS FOR REVIEW ON
c. State 5 o o DATE:
d. Local $ o PROGRAM IS NOT COVERED BY E. O. 12372
0 b. No. [T
e. Other $ o 7 OR PROGRAM HAS NOT BEEN SELECTED BY STATE
0 “~ FOR REVIEW
f. Program Income $ o 17.1S THE APPLICANT DELINQUENT ON ANY FEDERAL DEBT?
g. TOTAL $ A M o : M
500,000 Ll Yes If “Yes” attach an explanation. L] No

IATTACHED ASSURANCES IF THE ASSISTANCE IS AWARDED.

18. TO THE BEST OF MY KNOWLEDGE AND BELIEF, ALL DATA IN THIS APPLICATION/PREAPPLICATION ARE TRUE AND CORRECT. THE
DOCUMENT HAS BEEN DULY AUTHORIZED BY THE GOVERNING BODY OF THE APPLICANT AND THE APPLICANT WILL COMPLY WITH THE

a. Authorized Representative

itle
President, ICMR

B]refix First Name Middle Name

r. Arthur

Last Name ) Suffix

RepXX (Note: "XX" are the two numbers in your username)

b. T c. Telephone Number (give area code)

202-555-1212

d. Signature of Authorized Representative

e. Date Signed

Previous Edition Usable
Authorized for Local Reproduction

Standard Form 424 (Rev.9-2003)
Prescribed bv OMB Circular A-102

Reset Form
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'?,_Q;'
FPO Training Evaluation

GRANTS Competitive RFA/App Processing
ONLlNE Date:

TRAD E -
MBBA

As part of our overall training assessment, we are providing course assessment on Grants Online
training course. The assessment determines your existing Grants Online knowledge, if any, and the
course assessment will determine if the training objectives were adequately reached. Your feedback will
be used to remedy any training deficiencies for future sessions.

Name (Optional):

Office and Title:

Phone:

Email Address:

Course Feedback

Directions: Using the key below, circle the category that best fits the performance of this event.

Rating Category and 2 3 g g :‘g> %

Performance Standard S = % % S g

1. Session objectives were clearly defined. 1 2 3 4 5
2. Session objectives were achieved. 1 2 3 4 5
3. The materials received were used in the course. 1 2 3 4 5
4. The amount of materials received is appropriate for the course. 1 2 3 4 5
5. The material was presented in a clear and logical manner. 1 2 3 4 5
6. The course was easy to follow. 1 2 3 4 5
7. The course provided ample time per objective. 1 2 3 4 5
8. The course is relevant to my role in Grants Online. 1 2 3 4 5
9. Extensive hands-on training was provided. 1 2 3 4 5
10. The instructors gave ample opportunity to practice on the system. 1 2 3 4 5

© 2006 BearingPoint, Inc. All rights reserved
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Grants Online FPO Training

11

12

13

14

15

16. List specific topics or issues not addressed during this session that you would like covered in

. The instructors were receptive to questions.

. The instructors answered questions clearly and completely.

. The instructors provided hands on assistance when needed.

. Post-training help and assistance instructions were provided.

. I am comfortable using the system after training.

future trainings.

17. Provide additional comments below. Thank you for attending!

© 2006 BearingPoint, Inc. All rights reserved
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Federal Program Officer Training Agenda

Day 3 - AM
Session 4: Post Award Actions (AAR/PPR/FFR/Partial Funding)
8:00am —12:30pm
Topic Duration
Introduction and Agenda 8:00 — 8:15 (15 min)
Online Demonstration/Process Maps with 8:15-10:30 (2 hr 15 min
Hands-On Participation — AAR, PPR, FFR with 2 breaks)
Online Demonstration/Process Maps with 10:30 - 12:15 (1 hr 45
Hands-On Participation — Partial Funding min with 1 or 2 breaks)
Additional Resources and Training
Questions and Comments 12:15 - 12:30 (15 min)
Evaluations

Objectives — By the end of this class students should:

Understand the use of an Award Action Request

Be able to review an Award Action Request

Be able to review, route (if needed), and accept a Performance Progress Report
Be able to find and view a Financial Report

Understand the use of a Partial Funding Action

Be able to initiate and route a Partial Funding Action

Know where to find additional help when needed

Training Materials:

arwnE

Agenda and Objectives

Process Maps — AAR Workflow for Grantees
Process Map — PPR and FFR

Student Screen Shots - Partial Funding Process
Course Evaluation
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FPO Training Evaluation

GRANTS Post Award Actions
ONLlNE Date:
TRADE 8:00 AM
MBBA-

As part of our overall training assessment, we are providing course assessment on Grants Online
training course. The assessment determines your existing Grants Online knowledge, if any, and the
course assessment will determine if the training objectives were adequately reached. Your feedback will
be used to remedy any training deficiencies for future sessions.

Name (Optional):

Office and Title:

Phone:

Email Address:

Course Feedback

Directions: Using the key below, circle the category that best fits the performance of this event.

Rating Category and 2 3 g g :‘g> %

Performance Standard S = % % S g

1. Session objectives were clearly defined. 1 2 3 4 5
2. Session objectives were achieved. 1 2 3 4 5
3. The materials received were used in the course. 1 2 3 4 5
4. The amount of materials received is appropriate for the course. 1 2 3 4 5
5. The material was presented in a clear and logical manner. 1 2 3 4 5
6. The course was easy to follow. 1 2 3 4 5
7. The course provided ample time per objective. 1 2 3 4 5
8. The course is relevant to my role in Grants Online. 1 2 3 4 5
9. Extensive hands-on training was provided. 1 2 3 4 5
10. The instructors gave ample opportunity to practice on the system. 1 2 3 4 5

© 2006 BearingPoint, Inc. All rights reserved
1/20/2011




Grants Online FPO Training

11

12

13

14

15

16. List specific topics or issues not addressed during this session that you would like covered in

. The instructors were receptive to questions.

. The instructors answered questions clearly and completely.

. The instructors provided hands on assistance when needed.

. Post-training help and assistance instructions were provided.

. I am comfortable using the system after training.

future trainings.

17. Provide additional comments below. Thank you for attending!

© 2006 BearingPoint, Inc. All rights reserved
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