
1



 

2



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 
Evaluations 

10:05 – 10:15 (10 min) 

 
 

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: 
 

1. Agenda and Objectives 
2. Acronym List 
3. Grants Online Overview Presentation 
4. Grants Online User Roles Spreadsheet 
5. Grants Online User Roles Definition 
6. System Navigation Manual 
7. Course Evaluation 
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After the ASAP accounts have been set up, recipients can log onto ASAP.gov to 
electronically transfer (draw down) their grant funds to their own bank accounts.   
For recipients who have already been set up on ASAP, the funds are available when 
they accept their award in Grants Online.   Recipients not yet set up on ASAP must 
complete the ASAP enrollment process in order to get set up with an ASAP account 
to draw down their grant funds.
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GREEN:  Documents initiated by recipients.
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1 

Getting Started 

Accessing Grants Online 

1.  Click on the Internet Explorer Icon on your desktop or Start Menu 
 Internet Explorer browser opens 

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

 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. 
 

 

3.  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. 

 

  

 
 

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 click on the    
                            “Forgot your Password?” link to reset it using your security questions.  
                              
                          
                         If you “Forgot your username”, click on that link for the Help Desk phone 
                          number. 
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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 

 

 

Screen 
Layout 
Defined 

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

 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).   

              
 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. 

 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.  

 

28



Grants Online Overview and System Navigation 

3 

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. 

 
 

 
 
  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. 
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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. 
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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 
      Your Tasks screen appears 
 

       
 
 
 
 
 

 
Viewing a Task 

1.    Click View next to the task you wish to view 
 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 
 Tasks screen appears showing only filtered tasks.                                  

 

 

 
Note: Customizing the Tasks view may be accomplished through the 

Account Management Tab. 
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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. 

 
Accessing My Profile 

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

 

 

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

Security Questions are used to allow you to reset your 
own password. If you call the Help Desk to request to a 
password reset, the support specialist will ask you 
either your former security question or one of these 
personalized questions and you will provide the 
answer as a means of authenticating the caller.
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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.  

4.   

5.  

Click Save to capture your changes 

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

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

 

 

33



Grants Online Training Manual 

Release 4.06 
8 

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 
 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. 
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9 

 

                                      

Changing Password 

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

 

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. 
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2.  Change Password screen appears. 

3.  Enter old password. 

4.  Enter new password.  

5.  Enter new password again to confirm.  

6.  Click Submit. 

 

 

Note: Please follow the indicated Password Guidelines.  Also, note that the special characters 
listed are the ONLY ones that are valid (_$#)  
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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 
 Delegate Authority screen appears 

 

 
 

Adding a Delegation 

1.  Search by First Name, Last Name, Organization or Role 

2.  Click Find Peers 

3.  Select delegations 

4.  Click Delegate 
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Rescinding a Delegation 

1.      From the Account Management Tab, click My Delegations 
 My Delegations screen appears 

2.      Click on Rescind to remove the individual as your delegate 
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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) 
 
 
 
 

 
 

 

 
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. 

 
 
 
 
 
 

 

 Warning!  It can take up to three minutes for the system to process your request 
                             to go in as a delegate . 
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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 
- Be able 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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Recipient – High Resolution Systems
DUNS – 602201043

When adding the recipient  to the RFA do the lookup by the DUNS number.  

4



Most NOAA Program Offices use the Standard Non-Construction application package.  If the 
P Offi h ifi i i h i i h b h d h A li iProgram Office has specific instructions to the recipient they may be attached on the Application 
Package screen; otherwise, the RFA Publisher will upload a generic document.
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We will use the sample application in the training package for the data entry. 

A review event is optional for the Universal process.

8



To start, select the “Input Paper Applications” menu item under the Applications tab.  The data on 
h A li i D il ill l d b fill d i if h li i i f Gthe Application Details screen will already be filled in if the application comes in from Grants.gov.  

However, if a paper application is received by the Program Office the data must be entered on this 
screen.  Only the required fields marked with an asterisk are required for the application processing 
to continue.  

The Application Details screen contains most of the fields found on an SF-424.   After entering 
required fields click “Save as Draft”.  If you have missed any required fields you will get an error 
message with guidance regarding the missing fieldsmessage with guidance regarding the missing fields.  

9



The “Total Funding” amount includes both Federal and matching amounts.

Hint – After entering the “Total Funding” at the bottom of the screen, click on the “Save as Draft” 
button.  You will get an error message, letting you know that you still need to enter the Application 
Funding Details; however, when you click on “Add New” the Funding Start and End Dates will be 
pre-filled from project dates on the main page.  The dates do not pre-fill unless you click the “Save 
as Draft” button before the “Add New” button.

10



If the “No” radio button is selected on any of the items of a Minimum Requirements Checklist, a 
h ld b d i h i d b i h G l C b hcomment should be entered in the associated comments box or in the General Comments box at the 

bottom.  Currently, if no comment has been entered for a “No” radio button the user will not have an 
option to Approve or Reject the Minimum Requirement Checklist.  In a future release the user will 
not be allowed to save the screen without a comment if a “No” radio button has been selected.
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a. When searching for an organization in the Grants Online database use the 9-digit DUNS number 
l f h i i i l h D i l d h DUNS 4 di i i h h fi ld if halone for the initial search. Do not include the extra DUNS+4 digits in the search field if they are 

on the application.

Recipient – High Resolution Systems
DUNS – 602201043

b It is important to select an organization for your Bureau If the organization that you would likeb. It is important to select an organization for your Bureau.  If the organization that you would like 
to use is displayed in the search results but is associated with a different Bureau, you will need to 
enter a new record for your Bureau.

c. An additional identifier on the Organization Profile called the “Cage Code*” may be returned in 
the search results.  The Cage Code is a data field from the System for Award Management 
(SAM).  SAM has replaced the Central Contractor Registry (CCR).   Cage Codes are NOT 
displayed in Grants Online for organizations that are set up for ASAP.

d. Only active records will be returned in the search results.  If for some reason an organization is y g
marked as inactive in the Grants Online database it will not show up in the search results even 
though it may be associated with a current award or closed award.  For example, when an 
organization converts from non-ASAP to ASAP, the non-ASAP record will be made inactive so 
that it cannot be selected for a new award.  If there are any closed awards for that organization 
before it coverts to ASAP, they will remain associated with the non-ASAP record but the active 
ones will become associated with the ASAP record.

e. You will be able to tell whether or not an organization is already set up in ASAP by the presence 
of an ASAP ID in the search resultsof an ASAP ID in the search results.
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When adding a new organization you must now select your Bureau at the top of the page.  If you 
h h i i ’ CAGE CODE i b d h b f hhave the organization’s CAGE CODE it can be entered at the bottom of the page.

A required checkbox has been added to the PO Checklist so you can indicate if you have verified the 
EIN and DUNS number that the recipient entered on the submitted application.  (See Slide 20) There 
have sometimes been typos in the EIN or DUNS number on the application which have led to 
inaccuracies in the organization’s profile information as well as contributing to the grant being linked 
to an incorrect vendor in the CBS system.  The ideal time to check this information is during the 
“Conduct Negotiations” (Universal) or “Assign Award Number/Recipient” (Competitive) stepConduct Negotiations   (Universal) or Assign Award Number/Recipient  (Competitive) step. 

14



We are currently working on a new award.  However, it is very important when 
working on continuation amendments to select the exact same organization  record 
that is on the original award.  Right now the system does not check to make sure 
they are the same.  If a different organization record is selected it will cause 
problems with the application processing further along in workflow.
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In the Universal application process, the Provisional Organization workflow is initiated at the same 
i h PO Ch kli NEPA d P R h h FPO l “N i itime as the PO Checklist, NEPA, and Procurement Request when the FPO selects “Negotiations 

Complete”.  However, the Organization Profile task for the Provisional Organization Workflow is 
not in the FPOs inbox.  Rather it is created in the inbox of a new Grants Online user called the Data 
Quality Validator.  The FPO can monitor the progress of the Organization Profile by checking under 
“Pending Actions” on the Award File launch page.

Until the Provisional Organization workflow is completed, the FPO will not have an option to Certify 
the PO Checklist and the Budget Officer will not have an option to Approve the Procurementthe PO Checklist and the Budget Officer will not have an option to Approve the Procurement 
Request.

You now have 3 new tasks in your Inbox. (If not, refresh your task box.)  An Award File has also 
been created in the database.  These three tasks will each move along three separate workflow paths 
but will all end up as a part of the same Award File in the Grants Specialists’ Inbox.  They do not 
have to be completed in any particular order; however, the Grants Specialist will often return an 
“incomplete” Award File back to the FPO because they cannot complete their work until all three co p ete wa d e bac to t e O because t ey ca ot co p ete t e wo u t a t ee
documents are complete in the Award File. Therefore, you should periodically check Workflow 
History to make sure the Procurement Request and NEPA have completed their approval process 
before forwarding the Award File to the Grants Specialists.  (The task with the option to forward the 
Award File to the Grants Specialist appears after you complete the PO Checklist.) 

We will start with the NEPA Document.   Only NOAA gets the NEPA Document.  The other 
bureaus only get the PO Checklist and the Procurement Request.
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In the Action Dropdown select “Complete NEPA Document” and submit.  You will come to the 
NEPA D il hi h h 3 i Af l i h h i ddNEPA Details screen which has 3 questions.  After completing those three questions add any 
appropriate attachments and select the NEPA Official who will be doing the final NEPA approval.  
For this class select “Internal Reviewer”.  After clicking Save and Return to Main select “Forward 
NEPA Document” from the Action dropdown box and click Submit.  You will be returned to your 
Inbox where you will see that the NEPA Document task is no longer there since it has moved to the 
next step in workflow.  (You can always find old tasks by changing your Inbox filter from “Open” to 
“Closed.”)

NOTE:  For more information regarding the NEPA process view see  FPO Training page item #18
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Next, select the “Procurement Request” task from the Inbox and then select Complete Procurement 
R d C i f F d f h A i d d b N h hi PRequest and Commitment of Funds from the Action dropdown box.  Note that this Procurement 
Request is only for the first year of funding.  We will discuss how to fund the out-years during the 
Post Award class.

Fill in Authorizing Official (Internal Reviewer) and Requestor (NOAA Student – each student 
should use their own training ID).  Select Save.  

Now the Requisition Number and Ship To boxes have been filled in by the system.   Notice the data 
in the “Description:” box.   If the Procurement Request is done before the PO Checklist, the Grant 
Type (Grant or Cooperative Agreement) is not available to be filled in.  You can fill it in manually if 
desired.  

You also get an error message prompting you to fill out the ACCS lines.  Select the “Add New 
ACCS Lines” link.  The “Fiscal Year” will default to the current fiscal year but can by changed by 
any user with edit rights on this screen.  The “Prior Year Fund” indicator is automatically set by the 
system based on the data in the “Fiscal Year” field.

After entering the ACCS information: 
1. Click the Save button.
2. Click the DWValidate button to validate the data against the CBS Data Warehouse tables to pull 

in the Program Code.

18
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3. Click the Cancel/Done button to return to the previous screen.



There is a “CBSValidate” button on the main Procurement Request screen.  After entering the ACCS 
line(s), this button can be used to do a funds check for sufficient funds. It will also check the validity 
of each component of the ACCS line as well as check to see if the organization has been linked to a 
valid Vendor in CBS.  The CBS validation status will appear at the top of the Procurement Request 
screen.  If there is an edit check that does not pass, a CBS Error screen will be displayed explaining 
the cause of the validation failure.  (Note: The CBS validation is only required on the Budget Officer 
task, but is available for the FPO and Requester.)

Th t i “PRCF T t l f thi A d ti ” t b l t l th th t iThe amount in “PRCF Total for this Award action” must be equal to or less than the amount in 
“Total Federal funds authorized for this Award action.”   If you need to create more than one 
Procurement Request to send through different approval routes, you can select “Create New 
Procurement Request” at this time.  ( The funding total of the Procurement Requests together 
must be equal to or less than the Total federal funds authorized for this Award action.)  
Otherwise, select Save and Return to Main to get it ready to start workflow.  You will be 
returned to the Procurement Request launch page.  In the Action dropdown box select Forward 
Procurement Request to Requestor to begin workflow.  Since you have selected yourself as the 
requestor you will have a new task in your Inbox to Review the Procurement Request.  Go to the 
Inbox – Tasks and select that task, then select Approve Procurement Request from the dropdown 
box.
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You now have one last task in your Inbox to complete your work on this application: Complete PO 
Ch kli Cli k h k d h d il i h i d d b Fill hiChecklist.  Click on that task and go to the details page using the action dropdown box.   Fill out this 
form carefully.  Each section is important.  

Statutory Authority – Something must be entered.  Can be changed by GMD, but NOAA policy is 
that this is the responsibility of the FPO.  

Project Description/Abstract – Do not use abbreviations.  This is the information that is used for j p
congressional notifications and for press releases.

Matching Requirements –
a. If using ratio, remember that the number on the left of the colon plus the number on the right of 
the colon equals to the total number of even parts.  (Ex:  1:4 ratio means that the award total is 
divided into 5 equal parts with the recipient contributing a match of 1 part for every 4 parts of federal 
share.  In real numbers for a $500,000 total award this would be $100,000 in matching funds to , , g
$400,000 in federal funds. 
b. If using percentage, the percentage is based on the total award (fed plus match), not a percentage 
of just the federal funds.  (Ex. A 20% match means that the total award contains 80% federal funds 
plus 20% matching funds.  In real numbers for a $500,000 total award this would be $100,000 in 
matching funds (20% of $500,000) to $400,000 in federal funds (80% of $500,000).

The correct “Special Award Conditions” links must be used in order for Grants Online to associate 
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the condition with that item in the PO Checklist.  The Special Award Conditions at the bottom of the 
page should be used only for additional programmatic special award conditions not covered 
elsewhere on the page. 



Once the Award File has been forwarded to the Grants Management Division  (GMD) there are 
l ddi i l h k l b f h d ff ll h i i GMDseveral additional steps that take place before the award offer actually gets to the recipient.  GMD 

has 60 days to complete their review and approval process.  

If funds have been removed from the ASAP accounts used on the Procurement Request after the 
award file was sent to GMD, the Grants Officer will not be able to approve the award and will return 
it to the Program Office to remedy the situation.

If the recipient organization record attached to the application is not marked as ASAP, the ASAP 
steps on this workflow will be skipped and the recipient will have to use an Organization Profile 
Change Request to initiate their ASAP enrollment after the award has been accepted.  This process 
must still take place even if a “Non-ASAP” organization was accidently associated with the 
application instead of the ASAP record for that organization.

Please note that for Non-NOAA Bureaus using Grants Online, all awards are routed to WebDocFlow
for OLIA clearance regardless of the award amount.
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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

65



                  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 
 
 

Page 2 of 2
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Federal Program Officer Training Agenda 
 

Day 2 - All Day 
 

 
       Session 3: Competitive RFA Creation/ Application Processing       

8:00 am  – 4:30 pm 
Topic Duration 

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

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

8:15 – 12:00 (3 hours and 
45 min with 2 breaks) 

Lunch Break 12:00 – 1:00 (1 hour)  
Online Demonstration and Hands-On Exercise 
with Process Maps: Processing Applications for 
a Competitive RFA 

1:00 – 4:15 (3 hours and 
15 min with 2 breaks) 

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 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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All RFA workflow processes fall under two main categories – “Competitive” and “Universal”.  All 
f h b i li d h “C RFA” i h h i f “C i i ” f llof the sub-categories listed on the “Create RFA” screen with the exception of “Competitive” follow 

the “Universal” workflow process.   For this class select “Competitive” as the RFA type and “Create 
New from Scratch” as the Action.

On the next screen enter the RFA Name and Fiscal year.  For class the RFA name should include
your training userid.  This will make it easier to find in future searches.  You may also want to add 
today’s date in the name of the RFA.  For purposes of class set Anticipated Publication Date to 
tomorrow’s datetomorrow s date.

Select the OCPO Program Office and your training user as the Assigned Program Officer.  Select the 
only available CFDA Number.  Click Save.

Note: Funding Opportunity Number has now been generated.

There is a pattern to this number:
First section – Bureau (for training  - “NOAA”)
Next section - Line Office (for training - “GOT”)  ** In those organizations in which the Bureau and 
Line office are the same, the Line Office is not included.

Next section – Program Office (for training – “OCPO”)
Next 4 characters – the Fiscal Year

5

Last 7 characters – system generated number



As of April FY 2011 – FRNs are no longer required for any Grant Programs.   Always click on 1st

di bradio button.

The Anticipated Award Amounts and Anticipated Number of Awards are not mandatory fields in 
Grants Online but are important for Grants Planning purposes and they are data fields that are posted 
at Grants.gov.
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Program Elements can be given custom labels.  Applications that will later be associated with this 
RFA b li k d ( d l ) f h P El d fi d hiRFA can be linked to one (and only one) of the Program Elements defined at this step.

Before adding details for the Competition be sure to save the data entered thus far on the RFA.
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The RFA name is repeated as the Competition name, make changes as appropriate.  Enter the Fiscal 
Y (Th b i i f h fi l i i l RFA ) IYear. (There can be competitions for more than one fiscal year in a single RFA.)  In most cases you 
will select Group for Competition Type.  (See explanation of Competition Types below.)

Group – All applications are due at the same time and evaluated against each other.

Individual Qualification – Applications are typically due over the course of a fiscal year and only 
need to meet or exceed an absolute standard to be funded.

Remember to Save often.

You now have a page to add additional details for this Competition.  Fill in the blue boxes.  
1. Select “Internal Reviewer” for the Selecting Official.
2. Under “Anticipated Competition Schedule” the Application Due date can be set as a hard date or 

a “relative” date based on the actual publication date.  This is usually set based on how close the 
application due date is to the anticipated posting date to Grants.gov.  

3. Select View Anticipated Competition Schedule to see the system calculated dates.

NOTE:  The user who receives a routed application becomes the “Assigned Program Officer” on 
that application and will get the tasks to “Conduct Negotiations”  as well as the three Award 
File tasks for the PO Checklist, Procurement Request, and NEPA Document.  If the user who 

8

f q f
receives a routed application is NOT a Certified FPO, the application will have to be reassigned 
to a Certified FPO for PO Checklist certification.

Click the “Save” button at the bottom of the screen before moving on to the next sections. 



This is the point at which you will need to know some basic information regarding your Review 
E ( ) Th d il h ld fl h i f i h i d i h FFO di l iEvent(s).   These details should reflect the information that is posted in the FFO regarding evaluation 
criteria and, for the most part, should not be changed after the FFO has been posted.  The Review 
Event start and end dates can be modified as needed.

When you select “Save and Return to Main” you will go to the launch page for this new Review 
Event (not back to the Competition Details page where you came from.)

9



From the Review Event Launch Page navigate back to the Competition to check it 
out for completeness, then navigate to the RFA to begin creation of the FFO.

10



Data previously entered in other parts of the RFA will not carry over to these fields in order to force 
the user to format the paragraphs correctly for publication For the same reason if the “Create Newthe user to format the paragraphs correctly for publication.  For the same reason, if the Create New 
from Existing” option was used to create this RFA, the publications fields will still be blanked out. 

No formatting (bold, italics, underline, etc.) is available at this time for FFOs due to the historical 
link to a corresponding Federal Register Notice.   

To have both windows open on one screen right click on the “guidance documents” link and open in 
a new window.  Resize the windows so you can have the FFO screen and guidance screen side-by-
side.  Use the samples from the guidance document to quickly fill in the links for the FFO. You will p g q y
need to customize the sample for your own Opportunity notice.  You can use the “Preceding” and 
“Subsequent” links to move through the guidance pages.

Note: When creating a new RFA from an existing one, you could open a second window with a plain
text version of the old FFO and copy and paste the data into the new RFA one field at a time, making 
appropriate changes as you go along. 

For any place where you have a “soft” date based on the publication date of the Federal Register 
N ti h ld th h <INSERT DATE 45 DAYS AFTER PUBLICATION> ( thNotice you should use the phrase <INSERT DATE 45 DAYS AFTER PUBLICATION> (or the 
appropriate number of days based on your RFA).  

NMFS NOTE:
NMFS requires a funding statement under Funding Availability that states:  "Actual funding 
availability for this program is contingent upon Fiscal Year 20XX Congressional appropriations”  

Do not indent the first paragraph of any section.  The system will do that for you.  Subsequent 
h i th FFO f ti h ld b i d t d

11

paragraphs in the FFO for any one section should be indented. 

Notice that as you enter data into the various sections of the outline the “(empty)” tag becomes a 
check mark.  This is simply an indicator that you have entered data into that section.  You may still 
return to that section and edit as needed.  If all data is removed the “(empty)” tag will be displayed.



The only customizable part of the FFO Routing slip is the section for Optional Reviewers.  The 
A i d P Offi i f h RFA d il Th G S i li i h l d GAssigned Program Officer is from the RFA details.  The Grants Specialist is the current lead Grants 
Specialist in GMD for your Line Office and CFDA number.  When the FFO goes to FALD and to 
the RFA Publisher, all users with those roles for your agency will receive a task.  The first user to 
take an action on the task will then become the owner and it will be cleared from the inboxes of the 
other users.

12



We will use the sample application in the training package for the data entry. 
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To start, select the “Input Paper Applications” menu item under the Applications tab.  The data on 
h A li i D il ill l d b fill d i if h li i i f Gthe Application Details screen will already be filled in if the application comes in from Grants.gov.  

However, if a paper application is received by the Program Office the data must be entered on this 
screen.  Only the required fields marked with an asterisk are required for the application processing 
to continue.  

The Application Details screen contains most of the fields found on an SF-424.   After entering 
required fields click “Save as Draft”.  If you have missed any required fields you will get an error 
message with guidance regarding the missing fieldsmessage with guidance regarding the missing fields.  

Be sure to include your student userid (GSTUDENTxx$) in the Project Title for easier identification 
later in the process.
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The “Total Funding” amount includes both Federal and matching amounts.

Hint – After entering the “Total Funding” at the bottom of the screen, click on the “Save as Draft” 
button.  You will get an error message, letting you know that you still need to enter the Application 
Funding Details; however, when you click on “Add New” the Funding Start and End Dates will be 
pre-filled from project dates on the main page.  The dates do not pre-fill unless you click the “Save 
as Draft” button before the “Add New” button.
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If the “No” radio button is selected on any of the items of a Minimum Requirements Checklist, a 
h ld b d i h i d b i h G l C b hcomment should be entered in the associated comments box or in the General Comments box at the 

bottom.  Currently, if no comment has been entered for a “No” radio button the user will not have an 
option to Approve or Reject the Minimum Requirement Checklist.  In a future release the user will 
not be allowed to save the screen without a comment if a “No” radio button has been selected.
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Before starting the Review Event, the Reviewer Instructions must be reviewed by FALD.   The FPO 
d h k h R i I i kfl I i d b i i hdoes not have a task to start the Reviewer Instructions workflow.  It is started by navigating to the  
Competition launch page and clicking on the ID link for Reviewer Instructions under the Sub 
Documents section.

There are two sections to the Reviewer Instructions details page.  Only the top section is mandatory.  
An attachment must be added before workflow can be started.

The bottom section is not for FALD.  The Logistical instructions are only for the reviewers.  This 
section is used mostly to provide instructions to panel reviewers regarding the logistics involved with 
convening the panel to review the proposals.

17



To start the Review Event there is no task in the Inbox, so the Competition Manager will have to 
i h R i E L h P f h S b D i f h C i inavigate to the Review Event Launch Page from the Sub Documents section of the Competition 

Launch Page.  There will be an Action dropdown option to Start the Review Event.  This option will 
only be available if the Reviewer Instructions task has been completed by FALD.  

When the Review Event has been started by the Competition Manger a “Manage Review Event” task 
goes to the Review Event Manager.  The Review Event functionality will be demonstrated during the 
Open Forum session on Wednesday afternoon. 
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In class the Select Applications Workflow will be demonstrated using the 
Instructor’s RFA.  Students will have tasks at Steps 9-11 to assign award numbers to 
the applications.  This step is functionally the same as the “Conduct Negotiations” 
step of the Universal Application Processing workflow.
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The “Assign Award Number/Recipient” task is now with each Assigned Program Officer. 

Step 1 on this page is to link the application to a recipient organization record in the Grants Online database.

a. When searching for an organization in the Grants Online database use the 9-digit DUNS number alone for 
the initial search. Do not include the extra DUNS+4 digits in the search field if they are on the application.

Recipient – High Resolution Systems
DUNS – 602201043

b. It is important to select an organization for your Bureau.  If the organization that you would like to use is 
displayed in the search results but is associated with a different Bureau, you will need to enter a new record 
for your Bureau.

c. An additional identifier on the Organization Profile called the “Cage Code*” may be returned in the search 
results.  The Cage Code is a data field from the System for Award Management (SAM).  SAM has replaced 
the Central Contractor Registry (CCR).   Cage Codes are NOT displayed in Grants Online for organizations g y ( ) g p y g
that are set up for ASAP.

d. Only active records will be returned in the search results.  If for some reason an organization is marked as 
inactive in the Grants Online database it will not show up in the search results even though it may be 
associated with a current award or closed award.  For example, when an organization converts from non-
ASAP to ASAP, the non-ASAP record will be made inactive so that it cannot be selected for a new award.  
If there are any closed awards for that organization before it coverts to ASAP, they will remain associated 
with the non-ASAP record but the active ones will become associated with the ASAP record.

e. You will be able to tell whether or not an organization is already set up in ASAP by the presence of an 
ASAP ID in the search results.
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When adding a new organization you must now select your Bureau at the top of the page.  If you 
h h i i ’ CAGE CODE i b d h b f hhave the organization’s CAGE CODE it can be entered at the bottom of the page.

A required checkbox has been added to the PO Checklist so you can indicate if you have verified the 
EIN and DUNS number that the recipient entered on the submitted application.  (See Slide 20) There 
have sometimes been typos in the EIN or DUNS number on the application which have led to 
inaccuracies in the organization’s profile information as well as contributing to the grant being linked 
to an incorrect vendor in the CBS system.  The ideal time to check this information is during the 
“Conduct Negotiations” (Universal) or “Assign Award Number/Recipient” (Competitive) stepConduct Negotiations   (Universal) or Assign Award Number/Recipient  (Competitive) step. 
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We are currently working on a new award.  However, it is very important when working on 
i i d l h i i d h i h i i l dcontinuation amendments to select the exact same organization  record that is on the original award.  

Right now the system does not check to make sure they are the same.  If a different organization 
record is selected it will cause problems with the application processing further along in workflow.

When the Award number has been generated, click “Save and Return to Main”, then select the 
option to “Forward to Competition Manager for Selection Package”.  After the last application has 
completed this step the Competition Manager will receive the next task to Review the Selection 
Package so it can be prepared for approval by the Selecting Official and FALDPackage so it can be prepared for approval by the Selecting Official and FALD.  
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Steps 12-15
This is the point at which the Competition Manager would attach all of the pertinent Selection 
Package documents (e.g. Reviews, Conflict of Interest Forms, Rank Order of Applications, etc.) to 
the Selection Package and send for final approval.

If the actual Selecting Official is not logging into Grants Online, a copy of the Approving Document 
with the signature of the actual Selecting Official should be scanned and included as an attachment 
on the Selection Package.

Steps 16-17
This constitutes the Selecting Official’s approval of the Selection Package.

Steps 18-19
If satisfied with the Package the FALD attorney will initiate Award File workflow by choosing the 
“N L l Obj i ” i Thi ill h “S l i P k ” k f h“No Legal Objection” option.   This will generate another “Selection Package” task for the 
Competition Manager.  At this point the Competition Manager can, at their discretion, select 
additional applications and send the Selection Package back through the approval process.  

NOTE: If FALD has issues with the Selection Package, they may return it to the Selecting 
Official ONE TIME with the action: “FALD Comment.” The Selecting Official has a choice 
of following or not following any advice that FALD presents, but must send the Selection 
Package back to FALD FALD can then review the actions taken by the Selecting OfficialPackage back to FALD.  FALD can then review the actions taken by the Selecting Official, 
but after that they will only be able to choose the “NoLegalObjection” workflow option 
even if they have a legal objection. 
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Steps 1a-1b

To move forward with application processing, the Competition Manager would select the option to 
“Start Award Processing” from the “Review Selection Package” task.  Once an award is checked, 
when the “Save” button is clicked the system will immediately generate an Award File with a PO 
Checklist, a NEPA document, and a Procurement Request. These documents will be in the Inbox of 
the Assigned Program Officer who has been working on the application.  The Competition Manager 
can return to this task and start the award processing as needed for each individual selected 
application The “Review Selection Package” task will remain in the Competition Manager’s inboxapplication.  The Review Selection Package  task will remain in the Competition Manager s inbox 
until the “Terminate Selection Package Processing” option is selected.
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In the Competitive application process, the Provisional Organization workflow is initiated at the 
i h PO Ch kli NEPA d P R h h FPO l “S A dsame time as the PO Checklist, NEPA, and Procurement Request when the FPO selects “Start Award 

Processing”.  However, just like with the Universal Process, the Organization Profile task for the 
Provisional Organization Workflow is not in the FPOs inbox.  Rather it is created in the inbox of a 
new Grants Online user called the Data Quality Validator.  The FPO can monitor the progress of the 
Organization Profile by checking under “Pending Actions” on the Award File launch page.

Until the Provisional Organization workflow is completed, the FPO will not have an option to Certify 
the PO Checklist and the Budget Officer will not have an option to Approve the Procurementthe PO Checklist and the Budget Officer will not have an option to Approve the Procurement 
Request.

You now have 3 new tasks in your Inbox. (If not, refresh your task box.)  An Award File has also 
been created in the database.  These three tasks will each move along three separate workflow paths 
but will all end up as a part of the same Award File in the Grants Specialists’ Inbox.  They do not 
have to be completed in any particular order; however, the Grants Specialist will often return an 
“incomplete” Award File back to the FPO because they cannot complete their work until all three co p ete wa d e bac to t e O because t ey ca ot co p ete t e wo u t a t ee
documents are complete in the Award File. Therefore, you should periodically check Workflow 
History to make sure the Procurement Request and NEPA have completed their approval process 
before forwarding the Award File to the Grants Specialists.  (The task with the option to forward the 
Award File to the Grants Specialist appears after you complete the PO Checklist.) 

For the steps to complete the NEPA, PO Checklist, and Procurement Request refer to the 
Universal Processing section starting with page 17.
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Once the Award File has been forwarded to the Grants Management Division  (GMD) there are 
l ddi i l h k l b f h d ff ll h i i GMDseveral additional steps that take place before the award offer actually gets to the recipient.  GMD 

has 60 days to complete their review and approval process.  The GMD workflow steps for processing 
a Competitive application package are exactly the same as for the Universal application package; 
however, the actual GMD review and approval process is not the same.  

If funds have been removed from the ASAP accounts used on the Procurement Request after the 
award file was sent to GMD, the Grants Officer will not be able to approve the award and will return 
it to the Program Office to remedy the situationit to the Program Office to remedy the situation.

If the recipient organization record attached to the application is not marked as ASAP, the ASAP 
steps on this workflow will be skipped and the recipient will have to use an Organization Profile 
Change Request to initiate their ASAP enrollment after the award has been accepted.  This process 
must still take place even if a “Non-ASAP” organization was accidently associated with the 
application instead of the ASAP record for that organization.

Please note that for Non-NOAA Bureaus using Grants Online, all awards are routed to WebDocFlow
for OLIA clearance regardless of the award amount.
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Federal Program Officer Training Agenda 
 

Day 3 - AM 
 
 

Session 4: Post Award Actions  
8:00am  – 12:30pm 

Topic Duration 

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

Online Demonstration/Process Maps with Hands-On 
Participation – Recipient Award Acceptance 8:15 – 8:45 (30 min) 

Online Demonstration/Process Maps with Hands-On 
Participation – AAR, PPR, FFR  

8:45 – 10:00 (1 hr 15 
min with 1 break)  

Online Demonstration/Process Maps with Hands-On 
Participation – Partial Funding 
Process Map/Screen Shot Review of Additional Processes: 

- Reduce Funding 
- De-obligate Declined Amendment 
- Correct Access Lines on Approved Award 
- Correct Award Dates (Administrative Amendment) 
- Organization Profile Change Request 

10:00 – 12:15 (2 hr 15 
min with 1 break) 

Additional Resources and Training  
Questions and Comments 
Evaluations 

12:15 – 12:30 (15 min) 

 
 
 

Objectives – By the end of this class students should: 
 

- Understand the Recipient Award Acceptance Process 
- 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 
- Be aware of additional Post Award Functions 
- Know where to find help when needed 

 
Training Materials: 
 

1. Agenda and Objectives 
2. Process Maps – AAR Workflow 
3. Process Map – Progress and Financial Reports 
4. Student Screen Shots – Post Award Processes  
5. Course Evaluation 
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The Reduction in Funding workflow follows a very similar process as the Partial 
Funding Workflow and has the same “Look and Feel”.
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On the Reduce Funding Memo only the “Fed Deduct Amount” and “Non Fed 
Amount” (also a deduction) are available for data entry of funding amounts.  The 
word “Deduct” will be added to the Non Fed Amount label to avoid confusion.   
Even though positive numbers should be entered into these fields the amounts will 
be deducted from the award.
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Just like with a Partial Funding, two tasks are generated in the FPO inbox.  The 
Procurement Request must be filled out using negative numbers for the funding 
reduction, and the workflow must be completed by the Authorizing Official (Budget 
Officer role) in order to be able to forward the action to the Grants Management 
Division.
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The Award File for a Reduction in Funding contains a de-obligation memo to  
document the de-obligation by the system via the interface.  In the case of a non-
Interfaced award the workflow will flow through the Finance Office to manually 
approve the de-obligation memo.  There is no activity required by the Federal 
Program Officer on the de-obligation memo, but it is available for viewing. 
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For a FPO, the Declined Amendment workflow looks just like a Reduction in 
Funding except that the tasks are generated when the Grants Officer acknowledges 
the declined award as opposed to the Federal Program Officer initiating the action.
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To make a correction to the ACCS line on an already approved award:
1. Navigate to the Award File containing the Procurement Request which needs to 

be corrected. 
2. Access the details page of the Procurement Request that needs to be corrected.
3. Click on the “Correct ACCS” button.  This will generate a new “zero-dollar” 

Procurement Request.
4 Edit th ACCS li t k th t ( ti f th t) ti4. Edit the ACCS line to make the amount (or portion of the amount) negative.  
5. Add one or more positive ACCS lines to make a net balance of zero on the 

Procurement Request.
6. Start the workflow for approval of the new Procurement Request.

*** NOTE: Only the Assigned Program Officer on the Award has this option.  NOTE:  Only the Assigned Program Officer on the Award has this option.
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The Grants Management Division can now create an administrative amendment to 
make corrections to Project Start and/or End Dates without requiring the Recipient 
to submit a No-Cost Extension request.  Both the Start and End dates can be 
modified.
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The New Organization Profile Change Request screen will allow recipients to 
submit changes to their various data fields of identifying information on their 
Organization and Vendor records.  It also allows Non-ASAP recipients to initiate the 
ASAP Enrollment process by submitting their Point of Contact information via 
Grants Online instead of using a separate email. 
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