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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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Project Goals

+ Single Unified Grant Processing and Administration, using an electronic
solution, that will reduce processing time.

* A scalable solution for high volume usage and robust, available
operation.

» An interface with the Grants.gov initiative to provide “one-stop”
shopping for Federal grants-related activities

« Standardized business processes that will contribute to a more efficient
and effective use of resources.

+ A direct interface to other systems such as CBS/ASAP, FinLitLog, and
WebDocFlow

Contract Award — August 29, 2003
GO LIVE! (NOAA Feds Only) — January 10, 2005
Rollout to Grantees — October through August FY 2006
Rollout to DOC — March 2009
Review Module — October 2011
CBS Interface — June 2012

June 2012 Page
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Grants Online System Requirements

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

RECOMMENDED INTERNET BROWSERS:

= Windows — Internet Explorer 7 or 8

« Attachments are not supported in IE 9

= Windows or Mac - Firefox 2.0 or higher

»Google Chrome

June 2012 Page
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Grants Online and ASAP
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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.

12
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= After clicking “Save and Start Workflow" always go to your Inbox Tasks for your next
action. (If you do not see the new task, click “Tasks” in the left navigation pane to
refresh the page.) Always check Tasks before logout.

June 2012 Page
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Buttons vs. Column Headings

Competitions
Preas Save before selecting the following lnk(s)

Copy of Training Compatitive RFA Dec 2008 Screen Shots Bl Dalaty

= Attachments:
[ Create Publication(s) ] _ save & Continue |
-l | concel ]

Document Type Status
22 - T

9 items found, displaying all items.1

M 1365154 Cartify/Revise Award File.

June 2012
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Large File Guidance

As a security measure, a 5 minute time limit is placed on uploading and downloading files. If you upload a file and it takes
approximately 5 minutes , the upload may appear to have correctly completed when it did not. Please test the validity of

the file by d loading it and ing to open the file. If it does not open, the file is corrupted because it did not
complete the upload.

Possible Attachment Upload Remedies

= If you have a corrupted upload, check the size of the ponding d and p to the size of the original file.

If most of the file uploaded before failing, wait to upload the file when there is less internet traffic.

Connect to a faster internet connection to perform the upload.

Reduce the file size:
Split the file into multiple parts and upload as Filename - Part 1, Filename - Part 2, elc.

« Zipthe file.
« Ifthe file is a PDF and you have Adobe Acrobat Pr i or ivalent . open the file, click on the Document->
Reduce File Size... dropdown menu,
= Last resort for recipi ploading Prog Rep
Contact your Program Officer for p pti to uploading the file. One approach may be to burn the document to a

CD and mail to your Program Officer.

Last resort for Federal personnel:
Contact the Help Desk to determine what additional remedies might be available.

Possible Attachment Download Remedies

= File download issues should be much less of a problem because download speeds are always an order of magnitude
faster than upload speeds.

‘Wait to download the file when there is less internet traffic.

Connect to a faster internet connection to perform the download.

Last resort:
Contact the Help Desk to determine what additional remedies might be available.

June 2012 Fage 10
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Federal Grants Personnel

» Program Office (Federal Program Officers)
« Provides the funding for the grant award
« Federal Subject Matter Experts

« Provides oversight on the programmatic aspects of the
project — receives and accepts the Project Progress Reports

» Grants Office (Grants Management Specialists and
Grants Officers)

« Provides the final approval on all grant management matters
« Federal Grants Management Experts

« Provides oversight on the financial aspects of the project —
receives and accepts the Financial Reports (SF-425, SF-270)

June 2012 Fage 1
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Grants Manaagement Adviso

a1 ot~ Al LA R L

(GMAC) Contacts

NOAA/NESDIS Ingrid Guch / Heather Hay 301-763-8282

NOAA/NMFS Dan Namur /Melanie Gange 301-713-1364 x118/301-713-0174 x210
NOAA/NOS Jane Piercy 301-713-3050 x 161

NOAA/NWS Carla Kirby 301-713-0420 x 113

NOAA/OAR Sharon Schroeder/Brenda Alford 301-734-1172 / 301-734-1174
NOAA/USEC/OED Sarah Schoedinger / Meka Laster 704-370-3528 | 301-713-9437

MBDA Cynihia Rios 202-482-1015

ITA Brad Hess / Annette Henderson 202-482-2969 | 202-482-3995

DOC-0S/OHRM

Valerie Revelez

202-482-4425

NTIA/BTOP

Wayne Ritchie / Laura Pettus

202-482-5515/ 202-482-4509

June 2012

Page 12
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Grants Online Training and Help Desk

= Grants Online Website

« Looking For More Information About Grants Online?

— Go to the Grants Online PMO website at
http://www.corporateservices.noaa.gov/grantsonline

« Have A Question When Training is Over?
— Email the Help Desk at GrantsOnline.Helpdesk@noaa.gov
— Call 301-444-2112 or 1-877-662-2478 toll free
— Hours: 8:00 AM - 6:00 PM Eastern

« Ready to start working in Grants Online?

- Go to https://grantsonline.rdc.noaa.gov

June 2012 Page
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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.

n . Ty -
Grants Online
Granls Onbee o l'lu' :':l'l‘lrn.'

. DoC
Fedural solutio
cvele grants m

+ NOAA
+ DoC/OS/OHRM 3
Username

« MBDA

Password

. ITA

» NTIA

* Grants.gov

+ Grants
Management
Division

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.

E Warning! If you entered your username or password incorrectly you will see an

If you “Forgot your username”, click on that link for the Help Desk phone
number.

27
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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

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

v Advisories
* 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

S 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 4.06

2
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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
= = e = 5 ey
eBack - - |ﬂ @ .;;] | fjsearch ¢ Favories ﬁ)‘ - - _J il 3
Address [&] https: figrantsonlinetest. rde.naas. gav/Flows/hamefLagin{checkDelegations. da = Go | Links > @y -

1] - 1

welcome o Grants Online Lillian B
elcome to Grants Online Lillian B3 Aecount Management TaE]€MENt Tab

Advisories

» Advisories

+ Archived - My Deleqations -
Motifications

. . This option allows you to view and update the users to whorm you
Advisories have delegated your work, You may search for users that have similar .
permissions as you and choose to delegate your work to thern. The
users will then receive an =mail and/or notification, and they will be

» send ok
o able to log in and perform all of your tasks and activities,
mms NOAA USE

[ —— 09/27/2006 11:02

Management

» Motifications

- 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
rmay update your name and address information, as well as your

| security question and answer. rou may also view your system profile
- Release 2.10 Highlig attribufes, including your usernarme and your currently assigned roles.
- General questions

sgenda:

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 “iew Favorites Tools  Help | ':;'

@Back - -Q - \ﬂ @ ;h /i__j Search *Favorites €}| [_':v :\ﬁ - - _J ﬂ ﬁ

Address I@ https: /fgrantsonlinetest . rdc.noaa, govflowshomeLoginfcheckDelegations, do j Go Links ** @ -

. -

: N -~
MA S N
System Manage
&rants Gniine oo n | Administration | Certifications | RePOrts m

Welcome to Grants Dnline Noaa Student. "Log Off

» Advisories Grants File - NADINMFA440383 > Search Awards 53 Advisories

+ Archived
MNotifications

» Motifications Advisories e

+ Send
KMessage

NOAA USERS ONLY *

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

29
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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

5 :
‘I I LI_I

Please click here to access Grants Online Training

b directed to

[ &] 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 4.06

= Search Awards > Advisories

4
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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

Document Type Status
Message

[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 =

31
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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.

s T R~

System Manage Reports
‘ inistration | Certificati P

Welcome to Grants Online Mark La Fave “Log Off

Account
Management

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

+ My Delegations

‘Welcome to Grants Online Grants Skud

Advisories > My Profile

+ My Preferences

+ My Profile

Release 4.06

(Comments izt MAanage Profile edic -

Prefix: Mrs.
First Name: Grants
Middle Name:

Last Mame: Student
Affix:

User Account Details

User Name: gstudent

Former Security Question: What year did Grants Online go into Production?
Former Security Answer: 2005

Active Flag: true

Security Questions

|# |ouestiontext | Answer text] 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.

What is your mother's maiden name? Jan

What is your father's middle name? Feb

What is your mother's middle name?  Mar

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

6



Grants Online Overview and System Navigation

Editing Your Profile

1.

2.

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

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

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)

— (cemment= exizt) Manage Profile

Prefix: Mrs. -
First Name: -

Widdle Name: ]
Last Name: * Student
Affix: Mone -

User Account Details

User Name: gstudent

Former Security Question: What year did Grants Online go into Production?
Former Security Answer: 2005

Active Flag: true

Security Questions

[+ oveomiot———arer o]
1  What is your mother's maiden name? Jan

2 What is your father's middle name? Feb

3 What is your mother's middle name?  Mar

Edit Security Questions

Affiliations
[otai= ] 09 10| organization | Postion | Phone | Addrezs | E-poll | ox | primary | Active
Details 2002200 GOT One 301- 20020 testemail@msg2.rdc.noaa.gov true true
Commerce 555- Century
Program 1212 Blvd,
Office Germantown,
{OCPD) MD Z0B74-
1143 USA
Assigned Roles
[org 1_Jorganization |
Federal Program 2002200 GOT One Commerce
Officer - Certified Program Office (OCPO)
Primary Office 2002200 GOT One Commerce
Contact Program Office (OCPO)

33
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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 4.06
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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.

2} Giraeits Dndine - Microsolt Inbernet Exploser TTES|
Fie E8 Vew Fovctes Toch  Heb x|
N . ~ n »
Qo - - (x] (2] (| s Slormnes @) 02 0 i - B B
Adees [ ] e y B |wks »d - |
=l
Task Preferences
Available Columns Selactad Columns
----- Please select an inbox cohmn -=--= -===- Plgase select an mbox columa -=-==
Project Title Award Number
Proposal Numbes Task Id
Award Start Date Task Peceived Date
Task Name
Approved Faderal Funding
-- ] Tatal Faderal Funding L |
Task Status
[Document Type
<< J e | cown |
[Dacumant 1d
Completed Date
Applicant Name
Available Columns Selactad Columns
""" Please select an inbox column ==-== x| ===== Please select an mbox column =====
RFA Td Task Id
FF & Name Task Name
REA Type Task Status
Non=-Comp Type Document Type
snnounce Type Cocument Id
Fiscal 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

—

Vrelcome to Grants Online Noaa Student. (Log off

EE e lS
Account
Management |

» 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 ]

Ne =| [+]

" Workflow Warning ‘

Change Password
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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

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

Release 4.06
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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
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 -
Awardee :’
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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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 4.06
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Logging in as a Delegate

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

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.

. == T —
D] o
\ ¥
- Al Administration | Certifications m

(Tag Off

OPERATING AS DELEGATE FOR SOLOMON KING

13
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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

- 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

Ly
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Universal and Competitive RFA Fields Posted to

Grants.gov

Opportunity Number — Federal Opportunity Number

Opportunity Title - RFA Name

Opportunity Category - (“Discretionary” for Competitive RFA, “Other” for Universal RFA)
Category Explanation (if opportunity category is “Other"): RFA Type

CFDA Number

Posting Date — Publication Date

Close Date — Application Due Date

Close Date Explanation - (AS NEEDED)

Agency Contact — RFA Publisher (Person listed as contact for users having difficulty downloading
the application forms)

Email Address — (Email address of Agency Contact)
Open Date — (Most of the time, same as Posting Date)

Annlicati .y — B listed on A

Application Fackage — Forme [ \nnfication Packag

e Detaile =

Application Instructions — File attached to Application Package Details screen, or generic instructions
if no file was attached.

Notes:
1. Assigned Program Officer on the RFA needs to be a “Ceriified FPO" in order to forward the documents through workflow.

2, For both Universal and Compelitive RFAs you will need to establish the persen or persons in your pregram office who will
receive the applications for their initial minimum requirements check .

November 2012 Fage 2




Universal Process — RFA Creation

Create RFA, Post Application Package Overview (UNI-1) My 23,2012

Vevon dm
Optional
Seleat toe WFA T &
e Create RFEA Eni e 4
Start Selet the gt 10 '-_:_:/
comy RFA from exising =
o crate new AFA 2 3 4 5
i REA RE& Name, Fiscal Year, RFA& Routing 5l Start Workfiow|
RFA Crmatee o L
e [Select
e automatica 'y guaessted by Do ssten.
-
RFA Publnber
End
v v m v
H un ]
0
Revierm FFOFAN Peiem FROIFRN L, Poss Application Package
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Selectthe RFA
Tab & the Create
RFAlink
Selectthe option
) to copy RFA , i
from existing or b Create via links : 4 5
. create new RFA on RFA Details
sart 1y I~ @
RFA RFAMame, Fiscal Year, RFA Routing Slip
RFA CFOANumber, (selectoptional Wf‘:‘:‘w
Creator Universal RFA Type reviewerif needed) i
RFA Details
RFA Beader Information
Datishant 219733 Mission Coals Infgrmation * % mason goRE Saee Deen seected
& hame [Erversaivra ]

Fiacal vamr ~ 2ot Y Agpcation Ronthey

o Progries OfScurs ane dadngrobd 55 e

Arvguncement Type 1

Funding Oppertuny

Psmitiar

Lina Office Grants Onks Traning [GOT

abtgnad Drogram
e -

WAL GOT-OCPO- 2011+ 2001849
pplication Packsge
k1 apphaben ckie hia nat bee talected

COT Or Commarca Program Office (00P0) =

Aswad P Studant, Grants. - Minism Bequiraments *
[T 11.000 « Crants Oning Tramng Brazam «

- {1 RecevedonTee
Sabbrogram ~Sebect @ St PIo{ sourch Addravees 1 2 Cormect Faderal Funding
RFA Trpa | 3 Comect Match

s Complete Applcatin
RFA Additional Information I

Special Award Conditioas

e Spsbeiat Amaed Condbions arw ScEed mith thes WA

Matching Requirsments
10 Matchang Ragueumants have been defred

Selected Federal Addresses -
Mg sddestas have baen paletad]

3 Attachements

Solected Federal Comtacts ©
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22 naw Attacheent
Any change £ o

00 01 18 Page S9OUT b Sawedd befare adding o remeving JCtachments

Reciplont Information/ AppBcatian Det
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Recipient — High Resolution Systems
DUNS - 602201043

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



Selectthe RFA
Tab & the Create
RFAlink
Selectthe option
d to copy RFA , i
from existing or b Create via links : 4 5
. create new RFA on RFA Details
RFA RFAMame, Fiscal Year, RFA Routing Slip
RFA CFOANumber, (selectoptional Stut
Creator Universal RFA Type reviewerif needad) Workfiow

Matching Requirement

Statutory Authorty @ = o
Application Package ¥ Stat Au ity goes here,
Salect 3 Feem Famdy | © [ SFeane -
Select 3 Template : = NOBA - Mo Construction v2 *

Mirumum Cost Share (%): " BT

Maximum Cost Share (%): -
Busget Narratve Attachment Form
€o-511
e
SF-424
Bt Special Award Condition Detalls
SF-4248

- Frogwrmiee 5
Other Attachments Farm
e Besercnon reE————
= Attachments:
For Universal BFAS, youl miry attach Apphcation Itructions to the REA, Use
Appécation [nstructions s the short description. Only one fie may be attached
a8 Apphcation Instrucbons. The prefered fle format is pdf
| sove il Cancol/Done ]
|_Spell chock |
| sove J ooe || Cancel
November 2012 Fage Hl

Most NOAA Program Offices use the Standard Non-Construction application package. If the
Program 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.



RFA
Creator

Nowvember 2012

Selectthe RFA
Tab & the Create
RFAlink

Selectthe option
to copy RFA 5

from existing or

create new RFA

Create via links 4 5
on RFA Details

l—- >

RFA RFAMame. Fiscal Year,
CFDANumber,
Universal RFA Type

RFA Routing Slip
{selactoptional
reviewer if nesded)

Start
Workflow

Routing Slip

RFA Creator

Tt is recommended, although not required that an RFA creator be a Grants Online user with certified
program officer role, or equivalent permissions. Within the context of RFA workflow, this is pre-
determined to be the person creating the REA. Further, this role selects optional reviewers and initiates
application package posting,

Opiionai Reviewer

M RFA (an be ml Tor emuul reuim You may select one or more person(s) as optionnl reviewsers. I
| reviewers, please note that you will have to wait for ALL optional reviews to come

Back b'lam yau :an nitiate o awll:aﬂm package posting.

MNothing found to display

Add Optional Reviewer

RFA Publisher

A1l REA Publishers will receive a task to review this document. One RFA Publisher will claim ownership.

This is the person who coordinates and publishes lhe Federal Register Notice and posts the FFO on

Grants.gov for m:;nz\lllrz announcements. This person also posts the application package at Grants.gov
a

RFAPublsher

[ oo fouie | start Worktiow ] Cancel |
Page




ed (—)

ReciplentNotified Motify Recipients Creator

Your Tasks

Documeat Typs Status

& Notify Racipients N/A 02/03/2011 RFA 2199733 1795365
tarted

Nowvember 2012

RFA

1d: 2109733
Status: NotifyRecipients - Not Started

Action: Plaase soloct an action [ETNENTN
Fosasa seiect an acvon
Your Comuments:

View BFA Datads

= Workflow History

t
Post

Appbcation 05:37:05  05:37:39  05:37:39
Package Y M

Approve of 02/03/2011 02/03/2011 02/03/201
Revian 05:36:41  05:37:04  05:37:04

PM oM
Export optioe: L

RFACrestor Inbatedpphc abePackagePortng Complate
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Applications and Review Event Overview (UNI-2) May 23,2012
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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.



Applications submitted through

Grants.gov

* Create via Applicatid
]

NOAA

n Tab Done
]

Input Paper Applications
for RFA

/' Assigned

Program Officer

Appleation Details - SF-424

a

N RO

A

(| in. Req.
Checklist{1/4pp.)

Req Checklist
1App.)

Nowvember 2012
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To start, select the “Input Paper Applications” menu item under the Applications tab. The data on

the 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 fields.




Applications submitted through

» Grants. gov
g_.n(*'|- ,.....m.w] — A

N 1—-(7§7 i
Createvia Applicatidn Tab . Do Assigned i i
* Tenievis Appicatiqn Ts b //.ngu am Officer ch-cuuanmppj Req, Checkiist
(1App.)
Input Paper Applications
T for RFA
|
] —
Edit Application Funding Details
lnvllulbn!mlluullw 500000
018
(TITVF T N e Eeernis ]
Fadersd Funding | = [Eoo.eee00 Erogram 1
emig it —r
State fundng | E——
PP [————
ot it —
Total Funding 500,000.00
[ save ] close |

Application Funding Detalls: ~

Total Funding: = [S00000
Multi Year Award:  No
T T S P R S

2011 10/01/2011 09/30/2015 1500 000,00 $0.00 $0.00 50.00 $0.00 $500,000.00  $0.00

Save as Draft Save and Start Workflow | cance |
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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
comment 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.



Prepare Applications for Funding Overview (UNI-3)

proess b st available. ,} ==
-
fl bl
FaLD

May 23,2012

Ve am

e G

N
Objection

Program Officer

3 4 s ®
POCheckinr  POCheckit  CompletePO Certity PO
i (NG Ny AL Cvchss

H 0 n ks 23 M
R Dana Comtrol Vesdorim  DmtaContrd  eqeest New Vendor

November 2012

Forward Avward Flie 1o
Gearts Specialet

] 6
Grants Caling  Unk Vendor with
SysemAdmin  Org ol

Page

12




w Conduct /2011 Application LB Universal RFA dpp Mot 2199761 1795527
Hagotiations Started
Motifi Racinan re MIA NROSLI011 RES naia n 210ATAN__ 1FOSEIS AZIGLINL nis

ard Namlwr [ Document [Project Tithe Task Id [Start Date (omplru-d Applicant [Proposa
ed (Type Mame Humber
M

"

Application Submsssion Type and Date Infermation
T -

Step 1: Org Lookup - Find organization’s
record in datab or add if ¥

U Borrnat MM/D0/TYTY for date fiekds

Applicant Information
55 §] o Lcokun |
I[ Select O i

elec rganizaton

o Ertor yous ﬂar(h oritenia to find the organization.
N e

ulid
12345 true

et
5 002460 Insteute for  NTIA 123 Main 123456789 123456789 trus
Eomemunity

Strmet
Washington,
DC 20001 USA

November 2012 Page 13

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.

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.

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.

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.



Add New Organization

Add Organization

p—— ] CCREXPIRATIONDATE:[ ]

Please press 'Save’ before you add attachments

Save and Return to Main

— —
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When adding a new organization you must now select your Bureau at the top of the page. If you
have 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) step.
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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
time 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 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
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 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



The Fiscal Year can be changed by the FPO

The ACCS is valid to use Prior Year Funds
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Next, select the “Procurement Request” task from the Inbox and then select Complete Procurement
Request 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.

3. Click the Cancel/Done button to return to the previous screen.
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Total Federal funds authonzed for this Award action: $5,000.00 cannot be used until after the ACCS line(s) have

been added.

Save and Return to Main

CBSValidate

Save

CBS Result

Vendor Validation ; SLNo 1; VendNo 90600;Vendld 1;Tin 205533272;Duns 602201043;Active Y;
Item_No 001; Line_No 1; CD435_ACCS_ID 2025511;

Error - Org4 0; Invalid or inactive Org 4 Code;

Item_No 001; Line_No 1; CD435_ACCS_1D 2025511,

Error - Can not find the mask in FM0O01 -13-14-SAE0000-10-01-0005-00-00-00-0041-11-00-00;
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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.)

The 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.



Cartity PO Awvard Forward Award File lo
File Grants Specialist

Checklist

PO Checklist - NA11GOT9990039

4 Attachments:

General Aviard Information
Application Organization: { State: DC
dfmamingert ppplicant’s EIN and DUNS numbers have been venfied:* [T

Grant Type *
 Grant

© Cooperative Agreement
If Cooperative Agreement, enter

i
3
E
i
Ek

November 2012 Page 20

You now have one last task in your Inbox to complete your work on this application: Complete PO
Checklist. 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
congressional naotifications 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
$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
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.
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Once the Award File has been forwarded to the Grants Management Division (GMD) there are
several 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
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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




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 8:15 - 12:00 (3 hours and
with Process Maps: Creating a Competitive RFA | 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

Additional Resources and Training

Questions and Comments 4:15 — 4:30 (15 min)
Evaluations

1:00 — 4:15 (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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Competitive Process — RFA Creation

Create & Review RFA and Publish FFO Overview (COMP-1) May 23,2012
Mm:‘lli
w)a Adddresses, Contacts, Minon Gk, omﬂ:m»m N:] rfoh:nnbv

2
o 1
T vttt
End AT e s
Bahiun P ston B
¥

November 2012 Fage 2




Universal and Competitive RFA Fields Posted to

Grants.gov

Opportunity Number — Federal Opportunity Number

Opportunity Title - RFA Name

Opportunity Category - (“Discretionary” for Competitive RFA, “Other” for Universal RFA)
Category Explanation (if opportunity category is “Other"): RFA Type

CFDA Number

Posting Date — Publication Date

Close Date — Application Due Date

Close Date Explanation - (AS NEEDED)

Agency Contact — RFA Publisher (Person listed as contact for users having difficulty downloading
the application forms)

Email Address — (Email address of Agency Contact)
Open Date — (Most of the time, same as Posting Date)

Annlicati .y — B listed on A

Application Fackage — Forme [ \nnfication Packag

e Detaile =

Application Instructions — File attached to Application Package Details screen, or generic instructions
if no file was attached.

Notes:
1. Assigned Program Officer on the RFA needs to be a “Ceriified FPO" in order to forward the documents through workflow.

2, For both Universal and Compelitive RFAs you will need to establish the persen or persons in your pregram office who will
receive the applications for their initial minimum requirements check .

November 2012 Fage 3




for Competitive Announcements

Eligible Applicants — FFO Details screen, Section Ill. A.

Cost-Sharing or Matching Requirement - “Yes" or “No" based on FFO Details screen, Section lll. B.

Expected Number of Awards - Anticipated Number of Awards (Min)

Estimated Total Program Funding - Anticipated Funding A

Award Ceiling - Anticipated Award A t (Min)

Award Floor — Anticipated Award A t (Max)

Funding Opportunity Description - FFO Details screen, Executive Summary, Funding Opportunity
Description

Competition ID - System Generated ID for the Competition(s) associated with the RFA

Competition Title — Competition Details screen, Competition Name

November 2012 Page
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CFDA Number™ -Select a CFDA =~ ¥
Sub Program -Select a Sub Program- +
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All RFA workflow processes fall under two main categories — “Competitive” and “Universal”. All
of 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 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 — “OCPQ”)
Next 4 characters — the Fiscal Year
Last 7 characters — system generated number
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As of April FY 2011 — FRNs are no longer required for any Grant Programs. Always click on 18
radio 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.



']
2 Craate

" |il:|ﬂ.= on_li E.G\
D Detais

axisting of creste

RFA  newRFA £ Addresses, Contacts, Mission Goals, " FFOFRN Routing Siip
RFA blcation FFOFRR
et Program Elements/ Funding Prioriies, |  Create Publical e
Competitions

Add Program Element/Funding Priority

o s esaes haen Swen vt Labat 0 00 LA L, 1k 18

Pama: © [Fst Program ElementiFunding Prionty 1
Sebected Contacts © teate: Reports and screan kabngs wil ure the lbel  entered, Otharmise, tha name wil be uhed
1 ot e b pancnt Dascrption

[Fescrption of Program Blement 'A° goes here
St Mivsion Goah

o megmon. gealy hures Been palected

Pregram Dements Fundisg Prioeties ©
s g am Ulamarity T creben Socrity G alable

Compatitions
Prews Save beore sskecties e fobowing ink{s]
Yo Compatan
Program Element/Funding Priorities
ordar]Labailname D Joeccrstion L Jedn]Delete]
i A First Program @ Fricnty. of Frogram Eleme Lot Delets
2 8 Second Program Element, Funding Pooly Descroton of Srogram Eleme ol .
| pone |
November 2012 Fage 7

Program Elements can be given custom labels. Applications that will later be associated with this
RFA 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
Year. (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
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.
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This is the point at which you will need to know some basic information regarding your Review
Event(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.)
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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.
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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 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
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
Notice you should use the phrase <INSERT DATE 45 DAYS AFTER PUBLICATION> (or the
appropriate number of days based on your RFA).

NMFS NOTE:

NMFES 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
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.
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Hothing found to display.
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Federal Assistance Law Division (FALD)
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announcements. This person also posts the [ package st Grant for
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Page 12

The only customizable part of the FFO Routing slip is the section for Optional Reviewers. The
Assigned 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.
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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
the 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 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
comment 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
does 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.
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To start the Review Event there is no task in the Inbox, so the Competition Manager will have to
navigate 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. Itis 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.

¢. 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 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
have 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) step.
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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.

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 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
“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 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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Nowvember 2012

Steps la-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 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
same 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 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
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
several 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 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.



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)

Obijectives — 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:

arwnE

Agenda and Objectives
Process Maps — AAR Workflow

Process Map — Progress and Financial Reports
Student Screen Shots — Post Award Processes
Course Evaluation
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Award Action Request (AAR) Workflow

Start i 3 4

w by —DO—-0— 0 —
l Search for Awards  Access Granis File page  Select type of Award

INITIATER (Recipient via The Awards Tab  and Select Award Action Action Request,

Authorized Request from the Action  enter required fields

Representative, Pl, Co- Dropdown menu and Start Workflow
P, or Finance
Representative)

INITIATER

NOTE: If AAR turns into an Amendment then
the workflow will be the same except that the

9 1 pp will be an
Daone '
e e |
R
Ri Award
Reciplent ev;e:ﬁa:al 1.) Review Award Action Request
Authorized RequestForward 2.} Forward to Grants Specialist
Representative To Agency
16 ;5 14 13 12 11
w P — — O —
1

AAR or Amendment n 2 Grants Officer
Approval Notification R“';'smr:;:""ll:::fe"
L 1.) Review AAR o

NOTE: An Amendment would have Amendment
to be accepted by the Recipient 2.) Approve AAR or
Authorized Representative before Amendment

becoming effective.

1.} Review AAR or Amendment

2.} Forward to Grants Officer
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Award Action Request Index Page

* b + Byt Prinr Apg | Reguired Mo Cost Extension - Prior Approval Waived (Research Terms and Conditions)

Grantees:
Please note that the above ksting contains all the possible Award Action Regquests that can be created on this Award.
While the ability to create these Award Action Reguests is given to all grantee users, they can only be forwarded to the agency by the Authonized Representative.

* Mote: Award Action Requests marked with an * will always result in an amendment to the award (if approved). Other requests generally result in a notification of
approval. However, any request may result in an amendment at the discretion of the Grants Officer. See guidance document for more information.
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Version 4.09
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Grants Online Process Maps
Overviews Only
Performance Progress Report (PPR)
&

Federal Financial Reports
(SF-425, SF-270)
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Routing of Progress Report (PPR)

*Step 6 - All Auth Reps will get the task
to Review Progress Report. Only one
needs to act on it to Forward to Agency,

Principal Investigator/Co-P| I

Authorized Representative

Progress Reports created |
By " Pl

Principal Investigator' Co-P1

4

.- i :
e —— [ |

Search Awards  1.) Click on ID of appropriate

or report and go to details page PRM::;
Search Reports to fill out form i;"g "
2.) Add attachments and opo
start workflow

—_—
—

Forward To

Return for Revisions

Reciplent Authorized
Representative

Authorized Review Progress Forward to Agency
Representative Report *

13

Approve Progress
Report

Add Comments and
Return to
Program Officer

Approve Progress Report or

Send For Optional Review  1teview Progress

Report

Version 4.09
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Routing of Federal Financial Reports (SF-425)

Business-Finance Representative
Authorized Representative

2 3 4
~O-C-@—

Search Awards  Click on ID of appropriate Forward To

*Step5- All Auth Reps will get the task
to Review Financial Report. Only one
needs o act on it to Forward o Agency.

Financial Reports created

By “Sub

ng” Biz/Fin Rep

Recipient Authorized Assigned Grants Specialist
Representative

5

or report and go to details Authorized
Search Reports page to fill out form Reprasentative

6
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* Review Financial Forward to Agency or
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End
|

Version 4.09

Return for Revisions Review Financial
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| for revisions.
Done
9 8

é

Accept Financial Report or

Retumn for Revisions

Forward to Finance Dept

o for approval
Review Financial {only for a Final report)
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Grant Sp is

Approver for reports
that are not final
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FPO - Partial Funding Steps 1 and 2

Search Awards

award bumber;  [adugor ]

| Grants File - NAD9GOT4990038

Recpsent hame: |

1 2139154
Status: Accepted

prssan Piaase uslect an action ]
Phe. 1 an acton

Fiaase use the above fuelds to namow doem your search ;
Saarches are not care-senuive. Fakds can be partially completad 1o et matching resuir| ¥ O G Sunting Detads

View/Manage Award-related Persoonel
Search Results

26 items found, dsplaying

[ward

|status

1 Ittt for - Grants Accepted  Mon
Culturally Managed  Online Trasnng
Fescorces (JOMR)  Applcation0s

152 bwtitute for TEST RECORD - Grants Accepted  None Desgnated
Culturaly Managed  Oriine Trainng
Rascurces (ICMR)  Appheationn?

LELE bweitite TEST RECORD - Grants Accepted  Mone Dawgnated
Culturally Mansged  Crlea Tr

msources (iCMR;  appacation

Bt it e TEGY BErrSn - frents Arvasted  Mnes Nasisnarad

1. From the Award Tab, search for the Award to be used for Partial Funding.
2. From the Grants File Launch Page select “Partially Fund this Award" in the Action
dropdown list, then click “Submit”.

July 2012
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FPO - Partial Funding Steps 3 and 4

Partial Funding -- NADSGOT4990038

Approved Plan and Prior Obligations

setion | Application
D

PSR 2139113 TEST RECORD - Grants Onkne Training Apphcationds

= Approved Plan and Prior Obligations
Selected Application PP o
Hora
== -lmm TEST RECORD - Grants Onine Training Appécabonds
Flannod Yoar  [Appeoved Fed Approswed Won-Fed sssgnod Mon-Fed
e share haro
2009 $115,000,00 $125,000.00 $0.00 £0.00
2010 #135,000,00 $0.00 .00 %0.00

2011 £250,500.00 s0.00 0.0 £0.00

3. Click on the “plus (+)"” beside the Action box to get details for the appropriate
application for the Partial Funding. (All applications associated with the award will be
available, but Partial Funding can be done on only ONE application at a time.)

4. Click the “Select” button to chose the desired application.

July 2012 Page
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FPO - Partial Funding Step 5

Organization Mame:

SF-425 Frequency:
(after 3/31/2009)

Progress Report Frequancy:

Final Reports Due On:
Project Tithe:

Institute for Culturally Managed

Rasources [ICMR)

Sami- anrual Cash Flow with
Repart

Sami- Anrualy

12/29/2012

TEST RECORD - Grants Onlind

Electronic Res
72 Partial Fur

L - e g v e 4 %
Fla £t Vew Favtes Tok bl

WS et Furdeg Gudenc R-8

ASAP Recipient:

Y Frequenc:

4/1/2008

b raport is 1

Directors:

Hane

Partial Funding -- NAO9GOT4990038

Mamo -

[Enter appropAate memo language here. See guidance.

Grants Online
Partial Funding Guidance

Partial Funding Memo

The Partial Funding Meemo is used to explain te state of
g for the spproved Application. A clear and precise
explanation of what is happerig in this Partial Funding il
greaty assist GMD persoanel in pro<essing the action
Typically, Partial Fonding acticas are wsed to find the out-
vears of malti-vear awards, with a sngle sppbcation being
sabrinied fer the award's durasson. Howeves, scane awards
will have gmtiple mdi- vear applcatices associased vith
them Other awards are single-year awards for which the
flly approved amount was not previded in the inidal award
Every situativn requires an explanasion

(5] o Trushed stes *100% -

5. Enter appropriate language into the Memo box. (See last slide for sample language
which is also available from the “Guidance” link.)

July 2012
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FPO - Partial Funding Steps 6 and 7

Partial Funding -- NADSGOT4990038

weng

Entar 3pem Frate mams mgurgs bars. Sos geoance.

Windaws Internet Explorer

D) WARNING: Relsase of Reques e
S/ re you e you wesh to proceed?
[ |
(o J[ ome |

Selected Application

I [y AT [Praject Tithe

Won- Fed " |
2139113 $300.00G00 4373.000.00  #3I500G00 1o x1: 0,00 000 10,00 5 @ TESTRECORD- Grants
et
A0S oy S 20 TN preater 220t Aspenoed Federw Shew [F mseedog the Azpeves Feders

s | o o St oo ] o |

6. Enter amount of Partial Funding into the “Fed Add Amount” box and appropriate Non-

Fed Amount if applicable.

7. Click “Save and Start Workflow.” Click “OK" on the warning message alerting you that a
Procurement Request is being put into your task box. You will be returned to the launch

page of the new Award File.

July 2012
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FPO - Partial Funding Step 8

Your Tasks
Document Type Status
an ~ Open ¥

34 items found, displaying all items. 1
ViewlTask 1d [Award Number [Task Name

Applicant Name Document Tvpe

1380605 NADIGOT4990038 Procurement Request and Mot Institute for Culturally Managed Procurement Request and
Commitment of Funds Started  Resources (ICMR) Commitment of Funds
4 1380604 NADIGOT499003B Review Release of Funds Mot Institute for Culturally Managed Award File
Started  Resources (ICMR)

8. Navigate to the “Inbox" “Task” screen. There should be two new tasks: (1) Procurement
Request and Commitment of Funds and (2) Review Release of Funds. (The Procurement
Request should be completed and sent through workflow. The process works just like a
new award and will not be repeated here.) Click on “View"” for Review Release of Funds.

July 2012 Fage 7
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FPO - Partial Funding Step 9

Award Fila In Prograss - NADSGOTA990038

"
pr—

Actien:

LT —— ‘

NOTE: Be sure Procurement Request
[ Primt At ity | has been approved before forwarding
the Award File to the Grants Specialist.
(Red “X" should change to a green
S Attachenty check mark.)

make any edits to the “Amendment Details”; they will be done by the Grants Specialist. If
changes to the Partial Funding Memo or Funding Amounts are needed select “View/Edit
Partial Funding Document”,

NOTE: If changes are being made to the Federal Funding Amount, the Procurement

Request task must also be in your Inbox. Make sure the same changes are made on both

documents.
July 2012
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Sampie iLanguage for Partiai Funding iemo
= (STANDARD) This release of funds of § is for year __ of a __ year multi-year award.
Il required Progress and Financial reports have been submitted and accepted.

= (EXAMPLE 2) This release... Due to , total funding for this award period is not
available; additional funds will be provided at a later date. All required Progress...

= (EXAMPLE 3) This release... Due to , total funding for this award period is not
available in this FY. Additional funds will be provided in FY__. Itis our intent to
provide total funding for this award. All required Progress...

= (EXAMPLE 4*) This release... Due to , additional funds will not be provided
and this award will be reduced by . All required Progress and Financial reports

have been submitted and accepted.

(EXAMPLE 5) This release of funds is expected to be the final release of funds in FY
___. The remainder of the project is expected to be funded in FY___ through FY ___
assuming funds are available. All required Progress...

(EXAMPLE 6**) This release of funds of § is for year __ of a __ year multi-year
appiication which was originaiiy funded as Amendment . Aii required Progress...
NOTES:

« When no additional funds are to be made available then the Program Office needs to advise the Grants

Officer so that an amendment can be created informing the recipient that no additional funds will be
provided and that they have the option of continuing work with existing funds or terminating the award.

« *If Federal Funding is being reduced, the match should be reduced accordingly.

« “*If the Partial Funding is on a cqnfr'nuarr'un_affﬁcaﬁm instead of the original award, note the
appropriate amendment number in the Partial Funding Memo.

July 2012 Fage 9

117



r\'2} iiay 22, 2012

Automated Task

..." _ : ‘*uﬁ ‘@.' .u WI#D l ul_.“?::: ¥5;:',5”

Parval  Forward Award _ 7 Review g

13
Ricord Amept | (it e
Asprad N e obigation  De-cbigation File to Grants Pastial Grants 1 s Grants Céficer
Progrem Ot Memo Grants De-obilgation Ll 2
Spwcialist Forward to
Grants E¥fice:
xm‘.‘_‘“
Process CBS DW dor ARBA
""'"':\' 2 b 2. Fie perveration lor
o 1 3
ey Procusement.
m'“"'ﬁ Requint
s Amand™ l
o freem ™
il A ol et o
i .’ > ’
: 1 J Pl for De
E ko o P i 7
Procuremenl  Complete % A »
A5 Neprnm Authorization
Aeesl  ponedacn T T e nm T mh‘::. Jopen Authorize
Document ’ i
! ’ .
OTE: Corrmszrng &———D‘ —r
P el bty v d o ot
Ao $90 b A END ‘ o o
£ 2 v 1 :
siysstned il s urql:m us‘:sluu &::‘;m |n=|?|(l
Funds Approver Officas
bl | ASAP Only
July 2012 Page 10

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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A Reduction in Funding Action is initiated from the
Grants File page similar to a Partial Funding action.

M 2245484
Statws: Accepted

scton e —
: o

The Reducticn in Funding memo screen is also
similar to a Partial Funding action.

|

Reduce Funding -- NA12GOT9990023

Mama *
g Funding =
@ Grants Management Division has reviewed the subject award.
5 GOCUMENE S8IVaS 35 AULHONTAtaNn to Procend with the de-
gation process.

143 /4000 | | ETEINEIES

Approved Plan and Prior Obligations

Selected Application
Applicatios pading Fed [Fed Dedoct Amount Approved Noa:
Fed Share

i har
150 00 $0.00

245483 $10000.00 $0.00

S

For Reduction in
Funding Screen
Shots

July 2012 Fage 1

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.



Reguostand  Not Procuremant Request 2245494
Commitment of Funds Started  and Commitment of
Funds Committes of
West Marnin
£ NALZGOTYSR0023 05/22/2012 2534352 Reduce Funding Amendment Not Award File 2245493 i $10,000.00 Environmental
Started Action
Committee of
West Mann
Last CBS Vabdation: Status:
Active Procurement Requests:
Nothing found to display.
Withdravn Procurement Requests:
Nathing found to display.
Federal Share: * § [[100.00
Accounting - ACCS Lines *
One item found.1
. P P lOhiect Class Amonnt—PriorreanbWyalidotedAction—]
14 20002012 10-01-0002-00-00-00-00 52-30-00-000 SAEOODD-54E  41-12-00-00 ($100.00)N Yas
PRCF Total for this Award action: $-100.00
Total Federal funds authorized for this Award action: $-100.00
July 2012 Fage 12

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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MEMORANDOM: NOAA Financy Office
FROM Grants Management Division
SUBJECT: DE-OBLIGATION

De-obligaton Request for Award: NA12GOTS990023

Total Federal Funding {entire aveard ): $10,000.00
Reciplent Name: Environmental Action Commates of West Marin
EIN: 237115368
DUNS: 793971400
ASAR 1D (if applicable }:
Awsard Period: 05/01/2012 - 04/30/2013
Federal Program Officer: Grants Studentd
Obligation Number: 374002
Requested De-obligation Amount: $100.00
Tt #/MDL ACCS Amount

2245494 [ 2025338 14 2012 2000 $2-30-00-000 SAS0000-SAE 10-01-000:2-00-00-00-00 41-12-00-00 ($100.00)
The Grants Management Division has reviewed the subject award. This document serves a2 authorization to proceed with the de-obligation process.

Justification for De-obligation:

[The Grants Management Division has reviewed the subject award.
[This document serves as authorization to proceed with the de-
obligation process.

Grants Officer Approval:

De-obligation Completed: Grants Oriline-CBS Interface
Finance Office Approval: L
[camcet § PO ]
July 2012 Fage 13

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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Deciined Amendment Workfiow (DA-2)

CD-451
Steps 23-24 from MAP4 pg 2

| ASAP Only | cemmca

. END

»
oy ;
- sy
ot 7 LTOMATED
_.‘ TASK
T | Mgty gm0 R
nv-‘ W e ARRA
Akt lm“_?*
Frecusement Page 2
Raqueut

July 2012

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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Correct ACCS Lines on Approved Award (PR-3) May 22, 2012
(No Net Dollar Change) [r——

[ | mwmvunmst
Validation Failure

ol
Procurement Request and Commitment of Funds - NA12GOT9990014
THIS DOCUMENT 1S LOCKED < =
e END @
e 1
T Cobgals | S doatis
Funds. "-q.«:.

Accounting - ACCS Lines *
2 items found, displaying all items.1

Program Project - Task Object ClasslAmount Prior ¥ ear|DW
14 1 2012 06 =02 -0004-01-00-00-00 01-01-02-000 14K3BNS-PO0 41-11-00-00 $10,000.00 N Yas

14 2000 2012 10 -01 -0002-00-00-00-00 52-30-00-000 SAE0O00-SAE  41-12-00-00 ($10,000.00)N Yas

PRCF Total for this Award action: £10,000.00
Total Federal funds authorized for this Award action: $10,000.00

July 2012 Page 158

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.

Access the details page of the Procurement Request that needs to be corrected.

Click on the “Correct ACCS” button. This will generate a new “zero-dollar”
Procurement Request.

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.
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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

Administrative Amendment — Date Changes (GMD-2) Moy 22,2012

Amendment to Financial Assistance Award

CFDA Number:
11999

Award Number:

NALZGOTFFUULS

Recipient Name:

Insttute for Community Managed Resources (ICMR)

Amendment Start and End Dates: *
| — | N—

Thwe Arnendiment Start and End Date fieids and the
Froject Start and End Date felds are not part of the

official C0-451. The Amendment Start and End Dates are for
interral reporting purposes only and cannot be used

by themselves to extend the award. The award can oniy be
o

uging the Froject End date fekd or by submission of ¥
Py i Favosy ey

Project Start and End Dates:

July 2012

Mon-Funded Amendment Lo

S et Ml b,

]
by sl = e
D e e T
e
&
L
g gt e b
& e
;. - -
Grant Type: Aty Gl [y St gy, it
[

Grant ©C
it )

Amendment Number:
Fending

Street Address:

123 Man Street
wWashington, OC 20000

Extend Wark Completion To:
MfA

Page 16

to submit a No-Cost Extension request. Both the Start and End dates can be

modified.
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» Manage
Recipient Users

» Organization
Profile Change
Request

+ SF-4254 for
Multiple Awards

+ Search Awards

+ Search Reports

ar p— [—— ]
State DC - Digtriet of Columbia [ =]
oip /Postal Code 20000 | —|
Country US4 - United States [ |
Dusinass identdiars
[1n] se-TemaIt [F—]
NS 123456788 [e——
DU Phusd [
CAGE / NEAGE
ASAP 1D | [ A |
pebearee g s o Ly |

*Justifiestion far Changas

T d
July 2012 Fage 17

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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Known Issues from Release 4.09

= During renegotiation, if changing organizations, the Authorized Representative will be
removed from the application since that person was associated with the original
organization selected. The user will need to remember to add the Authorized
Representative again because the system will allow workflow to move forward without
the Authorized Rep being on the Application. This will cause workflow to hang at a
later point in the process.

If CBS is down during the “Conduct Negotiations” process, the system will not be able
to detect if the selected organization is linked to a CBS vendor so it will initiate the
“Provisional Organization” workflow. The solution is simply to have the Vendor users
complete the workflow; it will just re-link with the same CBS vendor.

If a CBS Error or Warning message is generated on a Procurement Request with
multiple ACCS lines, the order of the lines on the message may be different from the

order on the Procurement Request screen,

Qcuren sequest scree

Q&A

July 2012 Page 18
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