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Grants Online Training

New Federal Program Officers

April 2013






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

Obijectives — 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:

NoOoahkwh =

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

GRANTS/A\  * Single Unified Grant Processing and Administration, using
ONLINE \& an electronic solution, that will reduce processing time.

82 « A scalable solution for high volume usage and robust,
MBDA 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

April 2013 Page




Grants Life Cycle

Y

GRANTS/) T e-Awar war ost-Awar ——

ONLINE'

TANLS Create/Revie Recommend Submit Initiate
| w RFA/FFO in Applicant for Progress Close-Out
Grants Award Reports
Online, Post
FFO/ )
Application Subm_lt Submit
at Grants.gov Apprqve Financial Final
Selection Reports Documents
Package
Notify (competitive
Applicants only) Manage User Approve
(non-comp Accounts, =il
only) Update Org Documents
— Modify/Withdr Info
Submit aw
Applications Application Certify
via Progress & Reconcile
Grants.gov Financial Financial
Prepare Reports Information
Receive Award R
Applications Package Impose/Rem
via ove Special
Grants.gov Award
"""" = Conditions

Obligate
Funds

R(T'Vlev'v Initiate
Aggclﬁzt'gn Award Action —
(Minimgm Award Grant Requests
! Federal U
Reqmr)ements - fuen;%naﬁte;

nd/
Reactivate/Tra
nsfer/Termina
te Award

Accept Grant
Award

Grantee and
Federal User
functionality

Reviewer
Functionality

April 2013

Page 3



0 Grants Online System Requirements

GRANTS
ONLINE \y Grants Online operates in a web environment. As such, you will
T**ﬁiﬁ% be required to use an internet browser to login to the system. No
WibDfr

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
» Mac — Safari 3.1 or higher
» Windows or Mac — Firefox 2.0 or higher

» Google Chrome

April 2013

Page 4
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0 Grants Online and Grants.gov

GRANTS(
ONLINE \&/

TRADE

%

/

g

General

GRANTS.GOV®|| Public

FIND. APPLY. SUCCEED™

b -
4

Applicants

L

GRANTS( DOC
F@ *ONLINE \&/

TRADE

VIBBA-

Recipients

April 2013

Page
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g Grants Online and ASAP

GRANTS/2)
ONLINE ‘
b g
p2 Department
GRANTS of
: -ONLINE YTy
b 58 - Commerce
TRADE ,/
R CBS — Manual //
VIBDr~ Data Entry
for NIST '/
Recipients Finance’ /
/! ASAP — Limited
' Manual Data
;o Entry
~ /Department
' of
Commerce
(NOAA and
NIST)
Treasury
Department
Recipients
April 2013

Page
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Grants Online Document Relationships

Pre-Award
Processing

Post-Award
Processing

Application
Received

by NOAA '
C '~.
= GRANTS.GOV*
FIND. APPLY, BUCCERD~ |I
1
Application
Submitted If Selected
for
"|||||||||||||‘|||||’funi;il|‘||||||||||||||||||l'*

AARs which turn into
amendments
April 2013

-

GREEN: Documents initiated by recipients

Page 7
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Grants Online Helpful Hints

= Do NOT use the Browser “Back” button

(2 Grants Online - Windows Internet Explorer

— ————

" ‘g https:/farantsonline.rdc,noaa.gov/flows home/Login/LoginContraller. jpf V‘

Edt View Favortes Tools Help

» On Home Page, click on “Forgot your username?” to get Help
Desk phone number.

RS Windows Internet Explorer
taining

tof

ﬂ To recover your username, please contact the Grants Online Help Desk at 1-877-662-2478 or 301-444-2112

o]

+Process selected applications Password
wAvard and manage grants

ient #Correspond vith Grant

bout your Recipients

JRA, MBDA,

s Training
reports, and " Grants Online Training

wr Federal
d Grant

= 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.

N% [nbox n
érants

Welcome to Grants Online Arthur Rep.

» Advisories —

» Archived
Notifications
» Notifications Your Tasks

+ Send

Document Type Status
Message

Al Y Open v Apply Filter >>

12 items found, displaying all items.1

Award Number |Task [Task Name Task Document Type
Id Status

» Task
Mananament

» Tasks

View NAQBSEC4690025 833789 Review Request for Advance or Not Started Request for Advance or
Reimbursement Reimbursement
View NAOBSEC4690027 888887 Review SF-269 Report Not Started SF-269: Financial Status Report

April 2013 Page 8
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g Buttons vs. Column Headi

ONUNES
4 M‘S&AF Competitions

Press Save before selecting the following link(s)

Copy of Training Competitive RFA Dec 2008 Screen Shots Edit Delete
Add New

[ Attachments:

m Create Publication(s) Save & Continue

Dacument Type Status

‘A]l } |0pen v‘ Apply Filter >>

9 items found, displaying all items.1

View|Task Id |Task Name Task ocumentT
Status

View 1365154 Certify/Revise Award File Not Award File

Started

View 1365050 Review Reviewer Instructions  Not Review Instructions
Started

View 1365026 Certify/Revise Award File Not Award File
Started

April 2013

Page 9
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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 afile 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 downloading it
and attempting 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 corresponding download and
compare 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, etc.
o Zip the file.

. Ifthe file is a PDF and you have Adobe Acrobat Professional or equivalent software, open
the file, click on the Document-> Reduce File Size... dropdown menu.

Last resort for recipients uploading Progress Reports:
Contact your Program Officer for acceptable options 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

April 2013

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.

Page
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) Federal Grants Personnel

GRANTS(
ONLINE ‘

= Program Office (Federal Program Officers)
WBDfr
« 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)

. Page
April 2013




Grants Management Advisory

o Council (GMAC) Contacts
GRANTS
ONLINE \&/
NiBBA
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
NOAAI/NWS Carla Kirby 301-713-0420 x 113
NOAA/OAR Brenda Alford 301-734-1174
NOAA/OED Sarah Schoedinger / Meka 704-370-3528 /| 301-713-9437
Laster
MBDA Joann Hill 202-482-4826
ITA Brad Hess / Annette 202-482-2969 / 202-482-3995
Henderson
DOC-OS/OHRM Valerie Revelez 202-482-4425
NTIA/BTOP Wayne Ritchie / Laura Pettus 202-482-5515/ 202-482-4509

April 2013

Page
12
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¢/ Grants Online Training and Help Desk

GRANTS(
ONLINE \&/

TRADE

VAR = Grants Online Website

« Looking For More Information About Grants
Online?

_ Go to the Grants Online PMO website at

http://lwww.corporateservices.noaa.qov/q
rantsonline

« Have A Question When Training is Over?

— Email the Help Desk at
GrantsOnline.Helpdesk@noaa.qov

— 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.qov

. Page
April 2013




19

Y

GRANTS(
ONLINE \/

TRADE

o

. Page
April 2013




20

aAlelUasalday DVYIND pue Jaiyd aND wol) papaspN [erolddy [e10adS .«

QUIJUQ Sluel9 0] SS9JJY J19sn nealng azlioyiny

1ioday reioueuld 1dadoy

110day ssalibolid 1da20y

premy anoiddy

3[4 plemy JO MBIASY aAllelISIuIWpPY 918|dwo)

1UsWpUaWY a1eniy|

XXX

2xX

1Sanbay UoNoY piemy aleniu|

Buipung enued arenu|

1sanbay 1uswalinooid uo spund azlioyiny,

1Sanbay 1usWaIN201d MaINaY

XXX

1sanbay jusawaingold uo Ja1sanbay ag

XXX

XXX

XXX

1sanbay 1uswainoold plemio pue a18|dwo)d

1uaWnoo0q Yd3N aroiddy

1UsWNo0Q Yd4aN plemiod pue a19|dwo)d

15119942 Od PIemiod pue AJ11ad

1SI129UD Od 219]dwo)d

1S1]%93yQ sjudwalinbay wnwiuiN 133y

1SID99YD Siudwalinbay wnwiuiN 14300V

suolenobap a9|dwo)d

XXX X XXX

aTv4d o1 sjuawnooq piemio-

abeyoed uoloajes anoiddy

XXX

suoneol|ddy aannadwo) 1dadoy|

sddy annnadwo) uop Jo} swuaidioay AjI10ON

uonealjddy uo 12210 weibold paubissy ag

V44 U0 J2211JO welbold paubissy ag

uonnadwo) abeuepn

SuU0I10NJISU| JoMalney MIINDY

X

X

X

X

X

X

X

siIsdouAs pue Q44 Malnay

(s1sdouAs pue 044 Buipnjou)) y4y 81881

X

X

X

X

X

X

X

XXX X XXX

XXX X XXX

XXX |X| X XXX

Splemy MaIpn

1831110
sjuelo

isl[e1oads
siuelI)

JVND

[e1d1o
Bunosjes

19O
Vd3N

J81sanbay
32140 whbd

lamainay

92110
wbg

(feroiy0
yiny)
18911JO
196png

yels
92110
wbd

Odd
180un

Od4
uaD

S3T0d/SNOILONNS

[elapad - $3|0Y 19sn auljuQ SiueiI9




21

3|0y ,Bumiwgns, 1uelb 0] SpasN JojeASIUIWPY 1uaIdIDay .

*X

1oday [eloueuld Nwgns

110day eroueulq a1w|dwo)d

*X

110day ssaiboid nwqgns

X | X | XX

110day ssalbolid a19|dwo)d

sl1asn 1ualdioay abeuey

plemy 108[ay 10 1dadoy

1senbay U0NOY plemy 1wqns

X

1Sanbay U0y plemy areniul

X

X

X[ XXX

splemy MaIpn

uosiad
£a)]
dioay

day ui4/zig
dioay

ad/d
dioay

ulwpy
dioay

day yiny
dioay

S3TOH/SNOILONNL

991Ul - S3|0Y JasSN auIjuQ SiueI9




22

T abed

"*dWo 01 uoissiwgns 01 Jowd 84 premy ue Jo Led se uoneluswnaop Yd3IN ayl sanoidde pue smainal 219110 VdIN

J0jeulpJo0d/[eIdIHO VdIN

'$921110 Welboid 8yl Wol) suonepuswiwodal 1sanbay
uonoy premy pue suoday [eloueuld Jo MalAal 8] 1o} a|qisuodsal osfe ase Aayl -uaidioal ayy 01 Jajo S,00d Jo) uoneredalid ui
sa|l} pJeme Jo Buissaosold aanensiuiwpe Jo) Aljigisuodsal aAey Oym [suuosiad UoISIAIQ Juswaleury siuelS) 01 UBAIB SI 8|0l SIYy L

1Sle19ads siuelo

‘Buipuny Joj pjoysaliyl renoidde paslojus waisAs e Agq paiuedwodde si 9]0 SIyL
's)sanbay uondy plemy Jo [eluap Jo [eaosdde o} prebal yim SUoISIOap [euly syl axew osfe Asyl "D0d o Jeyaq uo swuaidinal
01 SJayo preme ayew 0} Aioyine uanlb uaaq aney oym [guuosiad uoisinig Juswabeue SlueIS 10} panIasal si 9104 SIY L

192140 S1UeID

"S801JJ0 8uIT aAndadsal JIsy)

UIYIM S18Sn auljuQ SiueiS Jo [eaowal Jo ‘Buirepdn ‘uonippe ay) Buizuoyine 1oy a|qisuodsal aJe 8|04 SIY} YIM SIasn 8yl 8910
aUIT Yoea UIYNIM SI3SN DYIND OMI 10 aUo Ajjensn are aisyl ‘sneaing yyYON-UOU a8y} 1o} 10e1uod Jo sjuiod syl yum Buoje ‘sdn
-yoeq pareulisap Jlay) pue asniWWo) AI0SIAPY Juswabeue|y SiURIS) YYON dU JO SISquIaW [eId10 aUY} 10} PaAISSal S| 3|0l SIY L

(ean1wwon
AloSInpY 1uBwabeuey S1UeI9) DVIND

"SaIlIAIOR IN0SSO|D [BIOURUL PUR SUONRILILIBD dYSY S UoNS S8|0J pale|al adurUl4 snoleA wiopad 0) siasn 0) usAlb s 8joJ SiyL

991JJ0 doUBUIH

‘asodind yeys 10} 192140 welbold [e1epad payiad e

0} paubisseal aq ISNW SUSWNIOP By ‘99O welboid UMO J1BY} JO SPISINO SIS 0} SIUSWNJ0P Aue premio) Jouued Ing ‘18dIPoO
welboid [e1apad payia) e Ag sauop Ajrewsou syse) [[e yim isisse Aew Aayl "a2140 aul 418yl Aq palinbai sjenuapald Aressaosu
3y} paureiqo 194 1ou aAey Ing S19910 welbold [elapa- paliiad awodaq 0} yoel) uo ale oym suosiad 1oy papuaiul Si 8|04 SIyL

paliiaaun - 199140 weibold [elapad

“euale uawabeue|y
sluelD ay) Ul Buiures Jo [9AS] UIRLISD B PaUIRIGo aABY 0] paWNsse ale 3|0l SIY) UsAIB suosiad UoisIAI] Juswabeuey
sjuel) ay) 0] 9i4 premy Ue pJemioy 1o IsIposyd Od B .AlaD, 10uued Od4 paiilaoun ue ‘asuelisul 104 ‘siuaidioay

pue ‘qNoO ‘aTv4 Se Yyons sannua apisino pue sadiO Welbold UMo Jiayl Usamiag a1ediunwiiod ued paliue) ale oym sQd4 Ajuo
‘aUIUQ SIUBID UIYIAA "UOISIAIQ Juswaleue|y siuelS) ay) 01 1USS a( 0} SUoITepusWWOo9a. pJeme-1sod pue preme Jo Buissadso.d
ay) pue ‘smainal uoiedljdde ‘sjuswadsunouue Buipuny Jo JuswWdodASp 8y} 1o} a|qisuodsal st oym uosiad e 0] uaaib si 8jol siyL

pal1jiia) - 1991110 weboid [elopad

‘neaing Jejnaiied e 0} paubisse are oym UOISIAIQ MeT] 82UBISISSY [eloueuld Sjuawiedaq ay) Ul S1asn 0} UsAIb si 8joJ SiyL

a-vd

"aineuBIs 192110 SIUeIS 10} 3|l preme ue Jo uonesedaid
ay1 Buunp papaau se s)29yd 1pald Bunsanbal loj sjgqisuodsal sI oym neaing Jejnoired e UM Jasn ay) o) uaAlb si 3]oJ SIyL

1939949 11PaID

"S90UBJIBYIP 8S8Y) 109|18] S3]04 SNOLIeA
8y 0s sneaing uaJayip 1e walayip Apybis si ssaodold ssauisng a8yl ‘neaing Jenanied 1ey) 1o} SUONJE [BIdUBUL SR Jey]
SgD s,92JawWwo) Jo wawiedsd ay) Jo adueIsul 8y} ojul suonebijqo uelB Bulsus 1o} a|gisuodsal s1asn 0] UaAIB ale s8jol 8say L

Janolddy puodss pue 1sii4 SINVYD
Janoiddy puodss SNVD
lanoiddy 1114 SWVD

‘spuny 821110 Welfold IWWod 01 uoiezioyine AjLiaA 01 Sasn WalsAS ayl YdIym junowe

ploysaliy) BuiAuedwooaoe ue sey a0l SIY] suop Apealfe 10U Jl S9p0d SOV Yl JO UoiepIfeA Se ||am Se spun) asoyl Jo (S

-dD) 1senbay 1wawalinooid 8y Jo} feaoidde [eul) sapinoid pue preme syl o) spuny Jo Aljige|reae s)o8yd ajoJ SIYl yim uosiad ay |
‘sferolyO Buizioyiny 1senbay 1uswainoold Ajrenioe ate oym siasn o) usalb aq pjnoys auluQ Siuelis uil 8|0l 4321 196png,, 8yl

(rero1jo
Buiziioyiny 1sanbay 1uawainso.d)
1901440 186png

‘a1edoidde se preme jualind e 0} spuny Buippe o (syuaidioal dvsSy
JUB.INI 10}) WAISAS dYSY 8y} ul pyeme mau e dn Bumas ui dais 1sli 8y} 1o} a|qisuodsal ale oym s1asn ayl 01 uanib si ajos Siy L

19Z110yiny dVSV

NOILINIF3d

JANVN 37104

suoniulaqg 8|0y 18sN auljuQ siuelD




23

z abed

‘(Rouaby) neaing Jo ‘@210 aul] ‘@210 welbold
:S|9A3| JUBIBHIP 981U} Je 3|ge|leA. S| 9]0J BYL "S9]I SIUBIS) 0} SS999. AJUO-MBIA PaBU OYM Jels [elapa4 10} a|ge|iene S| 9|04 SIy L

(Aousby
'301}JO 3UIT) 3210 Welboid MIIA

‘Juswadunouue Buipuny aAnnadwo) e 01 asuodsal ul paAladal suonedldde
woJj paresauab abexoed uonaalas ayl anoidde 01 Aoyine ayl sey oym Iasn e 0 uanlb si reroiO Bunoslas Jo ajol ayl

[e19140 Bunsejes

'S9OII0N 4915169y [e19paH Jo uoireslgnd pue ‘jerosdde ‘malnal [9A3] Juswedap pue
neaing ay) Buieasiano Jo} pue Aob siuels 1e saanou Ayunuoddo juelh Bunsod Joy sjgisuodsal ale oym s1asn 01 UsAIB SI 8]01 SIY L

Jaysiiqnd v4d

00d

01 UoISSIWQgNS 10} aAeIUBSaIday PazLoyINy Ue 0) PapJemio] ad 1Sl 1SNW SYYY |8 Ing (4VYYV) 1senbay uonoy premy ue areniul
01 J3SN 81 MOJ[e [[IM 3]0 SIY} JO SUOISIaA Ylog DO 01 Wayl HWgns uiny Ul ued oym aaneluasalday pazuoyiny Jisyl 0l Sddd
ay1 pJemioj Ajuo ues sjoJ ,Bumiwigns, ayl INOYIM SIasn :D0Od 01 Adalip sHdd Nwgns ued ajoJ ,Bumiwgns, @ YlIim s1asn - 9|0l
SIU JO SUOISIaA OM] aJe a1ayl ‘(sydd) suoday ssalboid 198/01d N0 |11 01 pasu oym siasn juaidioal 0] UBAIB ag pinoys 8|0l siy L

Jorebnsanul ajdioulid 1uaidiosy

*20Q 0} uoissiwgns 10} aAlreluasalday pazuoyiny
ue 0} papJemio} aq 1Sl 1ISNW SHYY [[e INg (YVY) 1senbay uonoy premy ue ayeniul 0) 18Sn ay) MOJ[e ||IM 3]0J SIY} JO SUOISIBA Ui1og
*20d 0] Way) HWgns uin ui ued oym aAieluasalday pazioyiny Jiayl 01 suoday [elourulH ay) pJemio) Ajuo ued ajol ,Buniwagns,

3y} INoyIM sIasn :D0d 01 Apoauip suoday [elourul4 HWGNS Ued 3j0J ,BUumWANS, B YIM SI3SN - 8|04 SIY} JO SUOISISA OM) Bl
218yl '(692-4S '0L2-dS 10 2/2-4S ‘GZi-4S) sHoday [edurUlS INO ||l 0) PAdU OYM S1asN Juaididal 0) USAIB 8g PINOYS B]01 SIYL

aAlnuasailday
@oueUI4/ssauisng Juaidioay

("aunuO siueI9 Ul Spreme 0] SSa29e [euonippe Aue apiaoid Jou saop ,Arewld, se uoneubisaq)

" ANIeIUaSsalday pazioyiny, Arewnd ay) pareubisap aq |Im uosiad auo premy yoes uo Jansmoy ‘uoneziuebio Aue Je ool syl
aAey ued uosiad auo uey) aloN “(uswpuswe) TSAD 10 (plemy mau) 0Sy-adDd B Se Yons Juswndop piemy ue subisiajunod 1o
‘(uoneaidde) 7-4S Ue Se yans siuawnop juelb reioigo ubis 01 Aouine ainreubis yum siasn juaidioal Jol papualul Si 9104 SIY |

aAleIUasalday paziioyiny 1uaidioay

‘arenidoidde se spieme oi19ads 0] SS899e Way) aAIb 01 pue WalsAs
auIUQ SlueI9 8y} Jo siasn se uoneziuehio Jayy ul djdoad Jayjo dn 18s 0} papasu suoissiwiad ay) aAey 3|04 SIY} YIM SIasn

loresisiulwpy 1usidioay

"(SND) waisAs uonesyinoN
sjuels) ay) buisn [suuosiad Ag pawopiad ale ydoiym suoneaninou [euoissaibuo) ayl 01 pal) 10u ale Jeyl sanAnoe adA) sireyy dlgnd
Jay1o Jo/pue saseajal ssaid Buiop jo sasodind ayi 1o} spreme uelb Inoge payiou aq 01 Paau oYM SIasn 01 UaAIB Si 3jol SIYyL

uosre|q sireyy d1gnd

Jamainay 9210 welbold pue ‘yeis aaio weiboid ‘(payuasun Jo payia)) Jado
weiboid [elapa- se yans sa]0J 9210 welbold Jaylo Yim Siasn ag auop ag osfe ued Alfeuonouny siyl "siuaididal Juelh ay) wouy
panladal suoday ssalibold 199l0ld malnal 01 sI Alljigisuodsal Aluo asoym Jash e 01 UaAIB a]0J 3210 welbold [esapad e si Siyl

Jamainay 1oday ssaibolid

19210 Weiboid [elapa- payileaoun Jo 8|0l 8yl YIM JBsh Se auljuQ Ssiuelo
Ul SS829® awes ayl aney 9|0J SIY} YUM S1asn "Alessadau se 1SIpoayd Od 8yl a19|dwod pue ‘ssadold mainal ayi ul isisse ‘ssadoud
uoneoldde Jaded ay) ul 1siIsse ‘s,y4Y J0 Juawdojanap ayl ul 1sisse Aew Aay | "si1ao10 welbold [esapa- 01 ajo) Buiyels e si siyL

Jje1s 99140 weibold

"auIUQ SluRI9 Ul 9]0J J8Y10 ou sey Ing (ddd) uoday ssaibold 199lold e 1o ‘1sanbay Juswaindoid
e ‘(v4y) uonealddy 104 1sanbay e MalAal 01 MOJPHIOM 3U] Ul papn|oul 8¢ 01 Spaau oym uosiad e 01 uanib Ajjensn si ajoJ SIyL

lamainay ao1j0 welbold

19210 196png ay) 01 uoissiwgns o031 Joud (5e-aD) sisanbay uswaindoid
uo [eaoldde ,Joisanbay,, [9A8)-1s114 apInoid 01 SI uonRduNy AjlUO 8soym Jasn e 01 UaAIb si Joisanbay ad1O welbold o 8|0 ayL

Jo1sanbay 22110 welboid

"SUOITedIIOU B} SAI3J384 0} JBPIO Ul dUIjUQ SIURISD Ul JUNOJJe
ue aAey 0] pasu Aayl Ing ‘YIom Aue op 0} WBISAS auljuQ Siuels) ayl ojul Boj 01 paau 10U op Ayl WaISAS SNO 8y} 0] US Usaq
sey pJodal e Jey) auljuQ SiuelS) WOy SUOITRILIIOU SAISI3I [|IM 3]0J SIY) YiM uosiad ayl ‘SpJeme Jo SUOIRIIIOU [eUOISSIBU0D
01 Bunejal (SN9O) wWalsAS uonesynoN Siuels ayl ul Aljeuonouny |9Asl-neaing wiopad [jim oym uosiad ayp 01 uanib si 8joi SIyL

Y10

suoniulaqg 8|0y 18sN auljuQ siuelD




24



25

&

GRANTS/)
ONLINE

TRADE

VBBA-
Training Manual

Grants Online System Navigation

Grants Online Release 4.06
Last Update: May 5, 2011

Release 4.06



26



27

Getting Started

Accessing Grants Online

1 Click on the Internet Explorer Icon on your desktop or Start Menu
« Internet Explorer browser opens
2. Enter the following URL information in your address bar of your browser:
https://grantsonline.rdc.noaa.gov then press ENTER
« Grants Online Home Page/Login Screen appears

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

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

« NOAA

* DOC/OS/OHRM £

* MBDA

. ITA

* NTIA

 Grants.gov

Warning! If you entered your username or password incorrectly you will see an
error message in red on the screen. After three unsuccessful attempts
to log in, the system will lock you out and you will have to click on the
“Forgot your Password?” link to reset it using your security questions.

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

Release 4.06
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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

_— '-7'-1._"

= ;
RFA | Pre-Award [ Award l Msﬁccount

Manage
Certifications

Reports

V felcome to Grants Online Charles Peterson “Loa Off

¥ Advisories
* Notifications
* Archive

* Tasks

* 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).

| - = = . - -
”% 1nbox ﬂ Pre-Award | Award | , Account bl o

Welcome to Crants Dnline Charles Petersos

Advisories
Notifications
Archive There are currently no advisories.

1 Unauthorized bo access this area
Tasks .

Sand Massage III

o 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.

e 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
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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.

3 Grants Online | Advisories - Microsolt Internet Explorer =12ix|

File Edt View Favorktes Tooks Help |»’

ek - LD - =] (2] m/“'*""‘ Sormeres ) |- @ - K O S

I8 [ws & - |

Raports

(Bt Fanspees T} ement Tab

. . This option allows you to view and update the ussrs to whom yo

AT ot X Advisories have delegated your work. You may search for users that have slmrlar
ications permissions as you and choose to delegate your work to them. The

uzers will then receive an email and/or notification, and they will be

RN aT- V- R e *ble to log in and perform all of your tasks and activities. _

* Send

Message
: 09/27/2006 11:02
» Task /227 _
Management
Grants Onlinge INvites | This option allows you to view and update your current system session are directed to
» Tasks internal NOAA users, | preferences. These preferences include your system password, the

columns you would like to have displayed on your Inbox view, and
rour notification and email preferences.

The User Group sessi
users with informatiod . vy profile - lsa.

This option allows you to view and update your personal profile. You
P da: may update your name and address information, as well as your

L security question and aniwer. You may also view your =rsr.em profile
- Release 2.10 Highlid awributes, your and your roles.
- General questions 3

Date: Thursday, Octobar 5th, 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.

a !Sranls Online | Advisories - Microsoft Internet Explorer _,,J_Q_I_!
Fle Edt View Favortes Tools Help | &
@M @ X] [B) | Pseoeh Jorms @) (2- @ - QB

,_ linetest.rdc.noaa. wﬁbwsﬂmeﬂowﬂche:kbelegatm do

“ _“. —.-_

(o e

Welcome to Grants Online Noaa Student. Leg o

Application

» Advisories

Grants File - NADINMF4440383 >3 Search Awards >3 Advisories

» Archived
Notifications

» Notifications Advisories T
» Send
Message

AN NOAA USERS Ol\.JLY *Ex

» Task 09/27/2006 11:02 AM

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 Group session on October 5th will orovide NOAA

Release 4.06
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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 | Advisor

File Edt View Favorite

Q-0 12

test.

Qe ©- A 2

oaa.gov - GOLHelp - Microsoft Internet Explorer

(0| ) sewch ¢ Favorkes €2)

»

R &% Ml -

» Advisories

» Archived
Notifications

» Notifications

» Send
Message

» Task
Management

» Tasks

| Address [&] hetps:fjgrantsoni

Contents Index Search

W user Guide
@ Global Navigation Bar
5] Len Navigation Menu

Welcome
Welcome to Grants Online

. IO TG

- General questions and answers regarding Grants Online

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

For those participants wha will call in, follow the steps listed below:
Teleconference: Dial 1-866-427-0077

Passcode: *1328876*

fhlatms Tha mkare bau et b seacend bafars e =feare the sssemadad

>> Search Awards >> Advisories

Login Screen
Disclaimer Page Please use this help menu for help in performing your work
. — in Grants Online. Ifyou need to reach the Grants Online
% Accept Delegations HelpDesk, please call oll free) 1-877-662-2478. The
Search Functionality HelpDesk hours of operation are Monday-Friday,from 9:00
@ Advisories a.m to 5:00 pm. For questions regarding Grants.gov,
8 Notifications please call the Grants.gov Contact Center at 1-800-518-
B . 4726. Contact Center hours of operation are Monday-
Archive Friday, from 7:00 a.m, ta 9:00 p.m. Eastern Standard Time.
2 Tasks
@Actnuni Management I lick her I nline Trainin
Sending Notifications b directed to
= profile
Preferences
5] Delegate Authority
= System Administration
EI Manage Organizations -
Ll » ;]
€] bone Y = Z

Release 4.06
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Inbox Tab

Tasks

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

Accessing Tasks

1. Fromthe Inbox Tab, click Tasks
e Your Tasks screen appears

» Send Document Type Status

Message & = Benal
* Task

» Notifications Your Tasks J

Managemant

» Tasks

Total Eedaral [Task Document [Start Date [Docum;
Funding Status |[Type 1

LTS Not omnibus 2050830

Started Synopsis

MAOD7SEC4690002 251480 11/21/2006 Procurement M/A $150,000.00 in Procurement 11/21/2006 2050787
Request and Progress Request and
Commitment Commitmant
of Funds of Funds

NADTSEC4690002 251479 11/21/2006 Review Hia $150,000.00 Not Award File 205078¢
Release of Started
Funds

MANANOSATINNIN JENAK 11169006 Baiauw i +an_ain.nn Mt

Avsmed SARNTAS

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
eLaunch Page appears. From this page you may perform your assigned work by selecting

an action in the action dropdown.

Filtering Tasks
e
1. Select the Document Type in the drop-down menu

2. Select the Status in the drop-down menu

3. Click Apply Filter
e Tasks screen appears showing only filtered tasks.

Document Type Status

Al S 0o RARMR[ AoolyFitter >>

Release 4.06
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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.

* My Profile

Account
Management dmini

Pre-Award | Award

g

Welcome to Grants Online Mark La Fave

Account Management

* My Preferences

* My Delegations

- MY PROFILE -
This oplion allows you 1o view and update your personal profile. You
may update your name and addrzss information, as well as your
security question and answer. You may also view your system profile
aftributes, including your usemame and your currently as<igned
roles.

- MY PREFERENCES -

This oplion allows you to view and update your current system
preferences, These preferences include your system password, the
columns you would like to have displayed on your Inbox view, and
your nofification and email preferences.

- MY DELEGATIONS -

This opfion allows you to view and update the users to whom you
have delegated your work. You may search for users that have
similar permissions as you and thoose to delegate your work to
them. The users will then receive an email andfor notificaion, and
they will be able to log in and perform all of your tasks and activities

'-_Lon on"

Accessing My Profile
' |

1. From the Account Management Tab, click My Profile

e Manage Profile screen

+ My Delegations
* My Preferences

» My Profile

appears

Advisories >> My Profile

L (comments east MAnage Profile eae

Prefix: Mrs.
First Name: Grants
Middle Name:

Last Name: 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

Joueston oxt Lo ren)

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

Note:
)

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.

To change roles and affiliations, contact the Help Desk

Release 4.06
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Editing Your Profile

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

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

3. Click Save to capture your changes
4. Click Save and Return to Main to return to the Account Management tab main screen

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

' e (commess 2ast) Manage Profile
Prafix: [Mrs. =]
First Name: *
Middle Name: |:|
Last Name: *
Affi: m

User Account Details

User Name: gstudent

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

Active Flag! true

Security Questions
[« Tovestontoxt————Tawor rext
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

[etone ] 0rg 10| organization | postion | Phono | Address | E-an ] rax | primary | Active

200220C GOT One 301- 20020 testemail@msg2.rdc.noaa.gov true true
Commerce 555- Century
Program 1212 Bivd,
Office Germartown,
(OCPO) MD 20874~
1143 UsA

Assigned Roles

Federal Program 2002200 GOT One Commerce
Officer - Cartified Program Office (OCPO)
Primary Office 2002200 GOT One Commerce
Contact Program Office (OCPO)

Release 4.06



35
Grants Online Overview and System Navigation

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
eUser 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 E]EWZI
G - 2 osiiantsoninetest ik noss.goviflowsihomefNevigationfnavigateTcPage, dorgoTcPages26. 'l CentfiateError | 47 X |2
File Edit View Favorites Tools Help
W & | @aronts Onine ' B8 @ e Qrook- ”
PR Site Preferences -
Page Size
[100 |

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
l4 ] 1

Set the maximum number of navigational bread crumbs to display.

Look and Feel
DOC «~

Set the name of the deptartment/bureau for look and feel
Workflow Warning
¥Yes vi| -1
Set to "Yes' and the system will warn you before initiating workflow on a

document. Set to 'No' and the system will gve you fewer workflow
warnings.

Change Password bt

& Inboxfor ... | @ FPOManuals /= Grants Onli,,. | (€] Microsoft P... T Overview-S... | T SystemNav...

Release 4.06
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Customizing Tasks

1
2
3.
4

Select desired type of Notification to enable/disable

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

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

Click Save at the bottom of the page.

23 Gronts Ok - Microsclt Intermet Exglorer = Ll x|

Fle Edt Vew Favites Took Wb o

OO =) 3 ) s S B3 - 0B

asdess [ oy " B3 [uds [ d- |
|

Task Preferances

Avallable Columns Selected Columns
----- Ploase select an inbox column ----- ----- Ploase jolect an inbox column -----
Project Tithe Award Mumbar
Proposal Humber Task Id
Awarc Start Date Task Recerwved Date
Task Name
Approved Federsl Funding
BB [ e Funding o
Task Status
Document Type
- - Jrrei | Doven |

Document Td
Complotad Date
Applicant Nane

RFA Tasks

Avallable Columns Selected Columns
----- Please select an inbox column ==--= & ===== Please telect an inbox column ==--=
PF A 1d Task 1d
74 Mame Task Hama
#F A Type Task Status
[Non-Comp Type Document Type
Announce Type Dacument Td
Frscal Yoar - Start Date m
CFDA Comploted Date
Sub Pogram
FFO Mumber <<} | Doven |
[Program Office Id
1

IR

Changing Password

1.

Click the blue Change Password button in the User Preferences screen

e - —— =

i e
= Account stem anage
Application | Award (NPT .mslrmmnw Certifications | Roonta m

Welcoma te Grants Online Noaa Student. (Leg OFF
» My Delzgations

» My Preferences
¥/My Profila User Preferences

New Features!

Site Preferences

Page Size

Number of Bread Crumbs

[r—

Workflow Warning

[

Change Password

=

3
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o o &~ W

-

Change Password screen appears.

: — . N e 3
" Account Syst 4

Welcome to Grants Online Solomon King ’Loq off

» fil
IRl Change Password

¥ My Preferences

* My Delegations

Old Password " | Password Guidelines :

New Password [ o Pagswords must contain at least gight(ﬂ) non-blank characters.
» Passwords cannot contain quotation marks.
o Passwords are not case sensitive.
o APassword must begin with {n alphabetic character.
o Atleastone ofthe characters must be a number(0-9) or a special character(_$#).
» Sixofthe characters may only occur once in the password.

Confirm New Password ” |

[Sum | concr |

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
eDelegate Authority screen appears

2 Account \ yst Manage
Pre-Award | Award [ESVERMSRSMSSNS Administration | Certifications

= poes m

Welcome to Grants Online Solomon King Fu;éo!'_f

* My Profil -
i Delegate Authority
* My Preferences

¥ My Dele i
Mitiat oy currently have no peers onyour list of delegates

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 Name: ||

Last Name: I

Organization: |

Role: AGO ]
...................................... Awardee :]
Budget Officer
CAMS Finance Representative  »|
[Fniveers |

Adding a Delegation

Search by First Name, Last Name, Organization or Role

Click Find Peers

Delegate Authority

[fou currently have no peers on your list of delegates

(Search for Peers

Piease note that this search will only cover those users who malch the criteria and have af least the same permissions as you do.
First Name Ichmles

Last Name I

1

2

3. Select delegations
4 Click Delegate

Organization I

Role AGO -
|Awardes =|
Budget Officer
CAMS Finance Representative |

ch Resulls

Petarson Charles

I
mh Release 4.06
S
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Rescinding a Delegation
e
1. From the Account Management Tab, click My Delegations
oMy Delegations screen appears

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

Account
Management

Pre-Award | Award

Welcome to Grants Online Solomen King I.ng Oﬂ’
* My Profile
Delegate Authority

* My Preferances

¥ My Delegations

Current Paats on dalena!lnn List:

T T T S T I N T
Charles Peterson 301-713-0105

charles peterson@noaa.goy SOUTH EAST

Search for Peers

Flease note that this search will only cover those users who match the criteria and have at least the same permissions as you do
First Name: I

Last Name: |

Qrganization: I—

Role: AGO -
Awardee :l
Budget Officer
CAMS Finance Representative =l

Find Peers

Release 4.06
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Logging in as a Delegate
e

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

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

Grants Online

’-l.un OII'_

Choose Active User

COther users have chosen to delegate teir work to you.
You may choose to work as one of the users listed below.
Otherwise, choose ‘Continue 10 Inbox' 10 work as yourseir.

Selec Usertame |

Select Solomon King

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.

] | .
dnbox Pre-Award | Award | o, agement | Administration | Ce ons | Reports

OPERATING AS DELEGATE FOR SOLOMON KING Teg off

Release 4.06



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)

Obijectives — By the end of this class students should:

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

- Understand the difference between the Certified and Un-Certified

FPO/Program Office Staff roles

- Be able to create and route any variety of Universal RFA

- Be able to input a paper application and complete “Review Minimum

Requirements” task

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

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

Training Materials:

1. Agenda and Objectives

2. Student Screen Shots with Process Maps

3. Course Evaluation

Ly



42

ONLINE 2

TRADE

VIBBA=

Grants Online Training
Student Screen Shots
Universal RFA
and
Application Processing

April 2013
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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)
= Application Package — Forms listed on Application Package Details screen

= 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 “Certified FPO" in order to forward the
documents through workflow.

2. For both Universal and Competitive RFAs you will need to establish the person or persons
in your program office who will receive the applications for their initial minimum requirements
check .

April 2013
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Universal Process — RFA Creation

Y

SIUNE®) (Create RFA, Post Application Package Overview (UNI-1) January 22013

TRADE Version 4,10
l\'f A .
WIBEHA Optional
Select the RFA Tab &
the Create RFAlink | W Create via links on RFA l)elallak A
Start Select the option to \}
copy RFA from existing
of create new RFA 2 ) ) 5

RFA RFA Name, Fiscal Year, RFARouting Slip  Start Workflow

CFDA Number
Universal RFA Type (Select optional review if needed)

RFA Creator Optional Reviewer  Review/Approve

A Review Event and Reviewer Instructions document may be
d at this time. For BAA RFAs the Reviewer document
will be automatically generated by the system.

End

1 10 9
RFA Creator Post Application Package

12
Review FFO/FRN Review FFO/FRN

April 2013
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All Recipients™

RFA Additional Information

Anticipated Funding Amount for

Application Due Date™

(MM/DDYYYY) |: 3
Anticipated Award Date Search Results

(MM/DD/YYYY) I:

L

Nathing found to displa

View/Edit

Selected Federal Addresses *
No addresses have been selected

Selected Addresses for this RFA

View/Edit

Add New

Selected Federal Contacts *
No contacts have been selected.

Recipient Information/ Application Detd

One item found.1
Program Office Name

1] GOT One Commerce Programyffice (OCPO) 20020 Century Blvd, Gemantown, MD 208

Remaove from RFA

Selectthe RFA
Tab &the Create
¥ RFAlink
GRANTS Selectthe option
ONLINE 1 to copy RFA 3
oy - from existing or Create via links 4 5
X ¢ createnew RFA on RFA Details
WibBA-
L] = * |-
I -
_ RFA RFAName, Fiscal Year, RFARouting Slip St
: a
CFDANurmber, (selectopional S o
Creator UniversalREAType 1 reviewerif needed)
RFA Details
RFA Header Information
Doeunant 10 2100733 Mlssmn :Gnals Information * No mission goals have been selected.
RFA Name * |Un'rversa| RFA
Fiscal Year * Bir Application Routing *
No Program Officers are assigned to receive applications

Announcement Type 1 an
;ﬂ:& OBROrtUnY 044 GOT-02P0-2011-200264

) . ) Application Package *
Line Office .Grants Oplne Tiing (0T An application package has not been selected.
g?ms’ci"fd Pragiam 607 One Commerce Program Office (0C20) v dt
g;aqr:,ed Program |Student, Grants % Minimum Requirements *
CFDA Number * 11,999 - Grants nlne Training Progran v - "°"w "me
SubProgram :-Seiec! 3 5D Prof search Addresses 1 Tl conentreses Funding
RFAType * Noncompetitve | .. e ane [ - BIE Cvechalc

Street Address: 4

Complete Application

Special Award Conditions
No Special Award Conditions are associated with this RFA.

Matching Requirements
No Matching Requirements have been defined,

J Attachments:
No attachments.

Add new Attachment: [+]
Any changes to information on this page should be saved before adding or removing attachments.

m RFA Routing Slip - Start Workflow

April 2013

Recipient — High Resolution Systems

DUNS - 602201043

When adding the recipient to the RFA do the lookup by the DUNS number.
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Selectthe RFA
< Tah &the Create
1~} .
RFAlink
GRANTS Selectthe option
ONLINE \&/ 1 to copy RFA g N ;
TRADE fromexisting or Createvia links 4 §
VBB . createnew RFA on RFA Details
Start | o —
I I | e
RFA RFA RFAName, Fiscal Year, RFA Routing Slip Star
: 4l
CFDANumber, (selectoptional "
Creator UniversalRFAType | reviewerifneeded) 'O 'o"
Matching Requirement
- Statutary Authority : * [stat Authority goes here.
Application Package
Select 3 Form Family : * .SF-424 v
Select 3 Template : NOAA - Non Construction v2 v
Minimum Cost Share (%): * I:
Maximum Cost Share (%): *
Budget Narrative Attachment Form
CD-511
Project Narrative Attachment Form
SF-424
SF-424A Special Award Condition Details
SF-4248
Name: * Programmatic SAC
Other Attachments Form
SF-LLL Destrigtion: * SAC Description goes here]
1 Attachments:
For Universal RFAs, you may attach Application Instructions to the RFA, Use
Application Instructions as the short description. Only ane file may be attached
at Grants.gov as Application Instructions, The preferred fie format is pdf.
e
[sve Jooe|
April 2013 6

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.
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Selectthe RFA
Tah &the Create
RFAlink
Selectthe option
| to copy RFA 3
from existing or Create via links 4 5
. createnew RFA on RFA Details
Start |m) - = |
i I -
RFA RFAName, Fiscal Year, RFARouting Slip
RFA CFDANumber, (selectoptional WSta"
Creator UniversalRFAType reviewer if needed) orkflow
Routing Slip
RFA Creator

It 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 RFA. Further, this role selects optional reviewers and initiates
application package posting.

Participant Name
RFACreator Grants Student

Optional Reviewer

An RFA can be sent for optional review. You may select one or more person(s) as optional reviewers, If
you select optional reviewers, please note that you will have to wait for ALL optional reviews to come
back before you can initiate application package posting.

Nothing found to display.

Add Optional Reviewer

RFA Publisher

Al RFA Publishers will receive a task to review this document. One RFA Publisher will claim ownership.
This is the person who coordinates and publishes the Federal Register Notice and posts the FFO on
Grants.gov for competitive announcements. This person also posts the application package at Grants.gov
for competitive and non-competitive announcements,

Participant Name)

RFAPublisher

April 2013
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TRADE

BB

12 1 10
Recipient Notified Notify Recipients Creator

Your Tasks

Document Type Status

All ¥ |Opentl ¥ Apply Filter >>

31 items found, displaying all items. 1
View[Task Name Award Number |Task

Document (Project Title

Completed|
Date

Name

View Notify Recipients N/A 02/03/2011 RFA N/A Not

Started

2199733 1795365

Applicant

Proposal
Number

RFA

d: 2199733
Status: NotifyRecipients - Not Started

Action: Please select an action v [TEEEY

Pleage select an action |
M Notify
View RFA Detalls

Your Commen

Spell Check

v Workflow History

Date Date Date Performer, [Action Taken Current |User
Assigned |Started  |[Completed Status |Comments

Post 02/03/2011 02/03/2011 02/03/2011 Steve  RFAPublisher ApplicationPackagePosted Complete
Application 05:37:05  05:37:39  05:37:39  John

Package PM PM PM Drescher

Approve or 02/03/2011 02/03/2011 02/03/2011
Review  05:36:41 05:37:04 05:37:04
PM PM PM

Export options: Excel

RFACreator InitiateApplicationPackagePosting Complete

April 2013
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Receive applications

/i
o

/
GRANTS.GOV~

.
=

1

Applications and Review Event Overview (UNI-2)

Applications submitted via Grants.gov

March20,2013

Version 4.10

Grants.gov

Start

Input Paper Applications

3
Assigned Program Officer

>0 >0 End
q 5

Approve/Reject
Minimum Requirements
Checklist (1 Per Application

Review Minimum Requirements
Checklist (1 Per Application)

2
1 RFA
NOAA
Review Reviewer Instructions
) > » > n avallable fter Review Instructions workllow &
mmw L 4 completed i thereis no Review Event
document is available, but nota task.
6 ! 8 9
Assigned Program Officer Review FALD Clear
Reviewer Instructions Reviewer Instructions
Review Event Workflow
r ___________________________________________________________________________ "
| Only if Review Event Exists }
|
|
: *Review Events are optional in Grants Online. |
| *Review can be conducted using Grants Online functionality or outside of Grants Online L
|
| T
| ﬁ r
| ',w >0 End |
) |
| 11 Far Competitive processing, Select Applications
completion of Reviewer 13 |
I 10 Start Review Event WMMMMMIWMI 12 global option becomes avallable after Review Close Review Event [
l Assighed vithdraw st on allssochledapplications. | "SSEned  Eventworkfowscompletd fthere 2 Reven f
| Program Global Option Pogn S Global Optien !
| Ofcer Avaabiewithoutatask O Available without a task }
T }
April 2013

We will use the sample application in the training package for the data entry.

A review event is optional for the Universal process.
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Applications submitted through ’
) Grants.gov 3 3
—N - .
- GRANTS.GOV]
m— )— G
| 2 |
° Croatavia AooicatdTib Dot Assigned Review Min. Req. Approve/RejectMin.
- PP ) j i
I. Il N Program Officer Checklist(1/App.)  Req.Checklist
Input Paper Applicati (1/App.)
A & nput Faper Ications
BB NOAA putPaper App
forRFA
Application Details - SF-424
Audit Trai j
 Attachments:
[-] Program Office Added Information
Praject Type: O construction @ Non-Construction
Principal Investigators-
Project Deecters:
Keyword(s):
Applicant Information
g Bt | [ Legallame: = |
Funding Prianity:
Departrent Name: | |
Division Name: [ ]
Application Submission Type and Date Information D;‘”‘ "‘l“;‘;f'_‘l i EIN Number:
Type of Submission: © Apphcation OPre-Appication O Changed/Corrected Appication (8 0r 13 digit umber box0000x)
Type of Application: @hew O Contrwation ORevision ORenewal OResubmission P— ]
1f Rewision, select appropnate letter(s): -Select a Revision Type- hd itys : Counly. :l
state:  Disict of Colmbia veoie ]
Use format MM/DD/ YYYY for date felds. o | w ]
ProjeciStaDats * FiedEnd0at 00| Swetseoas[ | T v
sueRoagOae [ JFacsaligee Rocshoo0oe " QODRON | rve * [S00] MM ¥ gasten [— per of p b —
gpieetienter [ suerpicbnigtec [ Jresiemie ] Fréfic__ FistHame il Hame: _ Lastams Suft
fone ¥ ] Mane ¥
THe [ ]
Orgarigaton Aiaton [ ]
LT | Fauumeer |
Emai [ ]
Other Application Information
Type of Appicant: * | Nonprofit with S01C3 IRS Status (Other than Institution of Higher Education) v
Type of Appicant2: |Please Select Apglicant Type %
Type of Applicant3: | Please Select Applicant Type M
[Test/Training App 1 for Release 4,06 Comp RFA
Descriptive Tele of
Applcant’s Project: *
Project Areas:
CFDA Number; * | 11,999 = Grants Oniine Traiing Program ¥,
April 2013 10

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.
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Applications submitted through

» Grants.gov
tat >
\ »~  GRANTS.GOV|
. 2
& Createvia Applicatidn Tab Done Assigned Review.Min.Req‘
IHI i — ProgramOfficer ~ Checklist(1/App.)
NiBBA- NOAA Input Pafpoerr :gAplications
Name of Federal Agency: [NOAA ]
Agghcant I [

15 he Applicant Defivquent on an Federal DR O)Yes Ollo

Is Application Subject to Resiew by State Execulive Order 12372 Process?
02 This agplicat "

Qb

biednE 0. 12372 but b stale fo

O Programis notcorered by 0. 12372

Authorized Representative
Prefic_ FirstHame: Middle tame: _ LastHame St
one ¥ | I I

Tie [ ]

Phane tumber | | Farthumb |

Email [ ]

‘Ahpplication Funding Details: *

Total Funding: =
Multi Year Award:  No

Nothing found to display.

Save as Draft Save and Start Workflow m

(1/App.)

00
n

Approve/RejectMin.
Req. Checklist

Edit Application Funding Details

o

Application Total Funding : 500000

Fiscal Year :

{use format YYYY )
Funding Start Date : *
{use format MM/DD/YYYY

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

 save | Clse

2011

Funding End Date : *
L0f0y/2011 {use format MM/DO/YYYY
500,000.00 Program Income :

1

[$500,000.00

Application Funding Details: *

Multi Year Award:  No

Total Funding: *

2011

Add New

Save and Start Worklow

$0.00 $0.00 $0.00 $500,000.00

$0.00

Edit

Fiscal YearlStart Date|End Date |Federal __|applicant(State]Local Otherlotal Fundings|Program IncomelActionlActioni

10/01/2011 09/30/2015 $500,000.00 50.00

Delete

April 2013

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

) Grants.gov 3 ¥ 5
Mi’.‘b GRANTS.GOV \ i m m
l l —_ —1
| |
2 S ———
& Createvia Application Tab Done Assigned ReviewMin.Req. | ApprovelRelecthln
|=| P — Program Officer ~ Checklist(1/App.) (Fm Cr;eckllst
: Pp.
NOAA Input Paper Applications
forRFA

2 items found, displaying all items.1
ViewlITack Td ITack Name

iew 1364984 Review Min. Req. Checklist Not Started Application 2138624
: R TN Progress RFA 2138600 120172008

Minimum Requirements Checklist

Minimum Requirement Met Comment
Requirement ?

Received on Time OYes
Oto
ONot Applicable
Ouerall Comments:
Spell Check
Correct Federal Funding OYes
Oho
Ot pplcae —
Spell Check
Al questions must be answered before the application can be approved or rejected for minimum)
Correct Match QOYes requirements,
L
ONot Applicable

Sp-e-li'c'hec&

Complete Application Oves
ONo
ONot Applicable

Spell Check

April 2013 12

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., 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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|

Prepare Applications for Funding Overview (UNI-3) March20 2013
Version 4.10
* For NOAA and NTIA the NEPA process is required. For other bureaus the NEPA X 2
process is not available, Sl ->$— ey
7
68 \
6A 6C “Review Award File”
No Legal ca . it
|| Taskisplacedinto
. FALD Objection Assigned  \ |: Grants peclis
Program Officer nboxwhen FPO
N forwards Award File.
Award File is created
3 4 5 6 i
PO Checklist PO Checklist  Complete PO Certify PO Forward Award File to
(NOAA and NTIA 1l CheckList Checklist ) Grants Specialist
» .
8 9
i 10 1
Assigned / Confqut NERA RE:;KS%E:IEC{ Selected Approve NEPA
Program Officer / Negotiations : NEPA Official -
/ ,/"'\5 Q 9
/ o S » » >
7 ] L
l \ r/[ L 2]
," 1 13 1 ; 6o o
Procurement  Procurement  Complete and A Approve ReUsE Aok 18
«-: Request Request Forward Each " " Procurement Equeofﬁ i funzmg Approve
s Document Request st
b A
& 1 ’
g Option to establish additional PRCF B )
3 reviewers between the Requester \ Lo | If needed, you can renegotiate the
3 and authorizing official. ‘ 8¢ make any changes before forwarding
— » the Award File to GMD
1A 168 (See separate “Renegotiation” Process
/. =i Optional Approve Map).
/ y 4 Rep' Procurement
7 Wa—
/,' P 7 i Vendor Validation Failure Automated Task
# / # Reject Vendor Infof
/ o 7 CBS Errors | ]
y A |‘T| = | Jﬂ Ve Q
(] | ) ( ]
/ e PR | d
[ [ b
> > > > i
K " ﬁ " Choose CurrentVendor </
A & e r 25 2%
19 0 21 2 e U4 Grants Online  Link Vendor with
Data Quality Validator Validate 0% vendor Initiate Get Vendor Accept Vendor Info/ System Admin Org Profile
Profile DataControl  Vendor Info DataControl  Request New Vendor
NOTE 1: Step 20 invalves a manual Manual updates in CBS to the vendor —————————
ok webiite. record if necessary before selection
April 2013 13
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V]

GRANTS(3
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TRADE

3
‘ PO Checklist
- 7
— NEPA
2 it}
Assigned . Conduct Procurement
p,ogmm egotiations RNUES[
Officer

33 items found, displaying all items.1
View|Task Name Award Number [Task

Document |Project Title

Task |Document|Task Id |Start Date(Completed
Status |Id Date

Type
View Conduct N/A 02/05/2011 Application LB Universal2 RFA App Not 2199761 1795527 icmr LB Univ2
Negotiations Started App
u Nntifu Rariniente N/& — 02/0S/2N11 RFA N/A In 21007AN 1708525 N2/N&/2011 1 N 17 W—

Type and Date | i

Type of Submission: @ Application OPre-Application ()Changed/Corrected Application Ste p 1: 0 rg Look up - Find
5 s ;

Type of Application: ®New O Continuation ORevision O Renewal O Resubmission organiza tion’s -'re cord in
1f Revision, select appropriate letter(s): | -Select a Revision Type- v database or add if necessa ry
Use format MM/DD/YYYY for date fields.
Projct Star Date:* ProjectEng Date * [09/30/2015 | Submited Date | ]

State Received Date: I:| Federal Agency Received Date ™ [02/01/2011 Time: *

Applicant Identifier. : Slate ‘-pml:znunmmhfver|

| Federat e ]

Applicant Information

Legal Name: * ficme

[ o oo |

Please Associate

an Organization within Grants Online using the Org Lookup button

Department Name: | ]
Division Name: \ |
Duns Number: * :l EIN Number: * |_—]
(9 or 13 digit number) (xx-300000K) Select Organization
Enter your search criteria to find the organization,
Organization Name [(icmr
Application Details - SF-424. Address-City |:]
e ounshumber [ ]
A tacments embumber [ ]
(-1 Program office Added Informatian Address-State Please select a state: 3 |
Propasi Mt
[ Ocanatneon GNovcontrcten
fiomertie <]

Keyweord(s)

|

Brogram Element |

T & Fiest Program Blement/Funding Priocty ¥

Application Subimis:

Type and Date Information
Appicaton O Changed/Camected Application
on QRavisicn ORenewal OResuomission

- [“Salect a Revision Type- B

1 Revision, select appropriate letter(s;

Use format M /DD/YYYY for date fieids.
eroptstncon + [ROIE0IE L T R ) S—
it [ fromat v STz reve - SR M ¥ o

April 2013

2 items found, displaying all it

DUNS

ASAP
ell

Select 2002469 Institute ol 123496789 987654321 12340 true

Community| theet,
Managed Washington,
Resourcas DC 20000 USA
(ICMR)
Select 2002490 Institute for ~ NTIA 123 Main 123456789 123456789 true
Community Street,
Managed Washington,
Resources DC 20001 USA
(ICMR)

14
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a. When searching for an organization in the Grants Online database use the
9-digit DUNS number alone for the initial search. Do not include the extra
DUNS+4 digits in the search field if they are on the application.

« Recipient - High Resolution Systems

» DUNS -602201043

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

c. An additional identifier on the Organization Profile called the “Cage Code*”
may be returned in the search results. The Cage Code is a data field from the
System for Award Management (SAM). SAM has replaced the Central
Contractor Registry (CCR). Cage Codes are NOT displayed in Grants Online
for organizations 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
acurrent 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. If an organization
record is not ASAP, but that Organization has been ASAP in the past, Please
contact the Grants Online Help Desk .

April 2013 15
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Add New Organization

Add Organization

#H*E*PROVISIONAL ORGANIZATION®****

Descpion CAGE CODE: [ ]

— CCREXPIRATIONDATE:[ |
Bureau * " m TeArimmrstrath
T e el gy 404 [ Please press ‘Save' before you add attachments
Organization Name * _ _ | Trad LR — : : =
National Telecammunications and Information Administration (NTL&) Save || Save and Return to Main Jj Cancel
Identification DoC Office of the Secretary (DOC-0S) 1
Duns Number +
(9 digit number) |:] (4 digit number)
b
(ocone) ]
1! Code - nat speciied - EE
April 2013 16

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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WIBE#

1 2
L]
=m—Ofo
]|
Conduct 12
Negotiations

33 items found, displaying al items. 1
View|Task Name Award Number [Task

Document |Project Title

02/05/2011 Application LB Universal2 RFA App Not 2199761

Started

View Conduct N/A
Negotiations

Completed
Date

1795527

Applicant (Proposa

App

\liew Nntify Rariniants N/A N2/05/2011 RFA N/A

O Preramis subjectts £0. 12272 buthas ot been seieced by he stae orrsien

Oc Frogramis not oovered by E0 12372

Ruthorized Representative
Frefc_ Fistllame Uit Name:_ Lastllame
tone ¥ [ [

e [

Phons tumber [ | Fartimoee [
Emai [

Applcation Funding Details:

Total Funding: *

Mult Year Award: No

Foc v ttsen e ot picanittstocalothertl o ieconelicircior
£ Debls

01 10/01/201109/30/2015 $500,000.00$0.00  $0.00 §0.00 $0.00 $500,000.00  $0.00

Award Number:

Generate New Award Number

Mote: The 0ption to asseciate this application with 2n exnsting award is not avalable because 2 recipient organization i§ not yét associated with the appicati

sl soemtcun tovan | cue |

In 21007A0 1708825 N2/N5/2011

Step 2: Authorized
Representative Lookup —
Find Auth Rep in database

Step 3:
Generate or
associate award
number.

April 2013

N/A

L1 N—

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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3
PO Checklist
& NOAA and NTIA
7
S
TRADE 1 12
Conduct
‘ No P tR t
Al otaons pocuement o Dollar Awards
Program Request
Officer /
Y
To Provisional
Organization
Workflow

Your Tasks
Document Type Status
Al ¥ |Open ¥ Apply Filter >>
32 ikems found, displaying al items.1
wiTask Name be iCompleted|Applicant [Proposd
aie NAME  (NUMDE
Award File In Progress - NA1260T9990022
e Procurement  NA11GOT3990039 02/02/2011 Procurement Test/Training App 1 for Not 2199722 1795342 Institute LB Test|
i 285442 Request and Request and Release 4.06 Comp RFA Started for App 1
Status: Commitment of Commitment Community
Funds of Funds Managed
Action: Please select an adion - Resources
Your Comments: (1CMR)
Jicw NEPA Document  NA11GOT9990039 02/02/2011 NEPA Test/Training App 1 for In 2199724 1795341 02/02/2011 Institute LB Test]
Release 4.06 Comp RFA Progress for App 1
(NEPA - Community
— M;
NOAA, NTIA R::;?;‘:s
Onl R
y) tow)
icu Complate PO NA11GOT9990039 02/02/2011 PO Checklist Test/Training App 1 for Not 2199723 1795340 Institute LB Test]
Checklist Release 4.06 Comp RFA Started for App 1
Community
Managed
Resources
(iovR)
4 e T T TSIV IS 0T =TT
1 Attachments: Number/Recipient Process Maps Progress for App 1
Community

Pending Actions X

§ items found, displaying all items. 1

Type 1D st Federal FundingFiscal YearLast Action Status L
PO Checklist 2245444 05/22/2012 $5,000.00 2012 Complete PO Checklist: Not Started \
HEPA 2245446 05/22/201245,000.00 2012 NEPA Document: Not Started

i i 0802200010 200 and aEEuads: Not Started |
Organization Profile 2245445 05/22/2012 §5,000.00 2012 Validate Organization Profile: Not Started
Organization Profile 2245445 05/22/2012 §5,000.00 2012 Validate Organization Profile: Not Started |
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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
GRANTS/AN Procurement Request when the FPO selects “Negotiations Complete”.
ONLINE \@/ However, the Organization Profile task for the Provisional Organization
o] Workflow is not in the FPOs inbox. Rather it is created in the inbox of a
NERA 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.) .
For “Zero Dollar Awards “ , there will not be a Procurement Request. 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.

April 2013 19
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25 (NOAA, NTIA Only) 2 .
o— 0~
NEPA* NEPA Review and
3 select NEPA
official

2%

, @ y 2

"m0
1

Selected NEPA Official Approve NEPA

(J Attachments:
lio attachments,

Add newAttachment: [=]
¥ 2 infarmation on this page should be saved before adding or remaving attachments.

2.) Level of Review

[ndicate below the level of environmental review that has been
conducted by the Responsible Program Manager for the proposed
action in accordance vith the applicable provisions of the NOAA
Administrative Order 216-6 entitled, "Environmental Review

Procedures for Impl ting the National E tal Policy Act’

OCalegon:aI Exclusion (CE} Memorandum completed and signed by
the Responsible Program Manager along vith related CE review
checklist, as appropriate

>

Q Environmental Assessment (EA) vith signed Finding of No
Significant Impact and concurrence by NOAA NEPA Coordinator

0 Environmental Impact Statement (EIS) vith signed Record of
Decision (ROD)

O Not Required

b.) Mitigating Measures

1f either an EA or EIS vas completed, did the analysis of the Ono
environmental impacts require the implamentation of one or more Oves
mitigation measures? '

©.) Post Avard NEPA Review Process

Does the proposal include funding fer one or more projects that hav-() no
not yet been identified and therefore NEPA review cannot be Oves
completad? :

Please Select a NEPA Official for routing purposes:

Save Save and Return to Main

[- Select A NP Offcal- v|

April 2013

CategoricalExclusions

G |CE Descrption
(ateqory
60383 Waragennt pn anendoens
)
(160383 Maragenent pln amendnent ey be cteqorcaly excuded Fomfter P4 ndys
(1) actn and e proosed changehas o efiec ididalyorcumiavely on the hum
e ecord it a copy ubite b the NEPA Coadina,anda b staement it
(160383 inr echncal adios corecios, or changes o  mangenentpln,
e
(] 603.2 Restoration Acios, Th OmageAsessnentan estoration rogram polkystts
actinsthat my pose infcant impacts on the culty ofthe human enionmen, a
cumuatel ave siifcant mpacts on th human envronment (&9, achons with i
(10 CFR 18084,

CUAMKY  Cyamalas of Dastaratinn Astinne Clinhla far 5 £
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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

April 2013 21
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GRANTS(
ONLINE ’

FederalShare:* <5 10000

Request Authorizing Offical
Hone Sekcted.

Additional Reviewers:
Hething Found to disly.

Requestor;
on Selcted,

Tnvoice Address:”  Requiston Number. *

L |

Save and Add More ACCS Lines | DWValidate J Cancel/Done

30 3
> i 32 36
1
1
Procurement 1 I > I O
Request Procurementi
Request | Complete and Approve
Forward Each Proc. Req. e
! Requestor __ _TT9¢.Req. i Request  Approve
! Document 1 . I Authorizing
; ! i 1 Official
. ) 1 34A & |
Option to establish additional +/ Approve
PRCF reviewers between the 1 I Procurement I
Requester and Authorizing | Request |
Official
1 Optlonal |
| Reviewer 1
If additional 1
lrw@wa@ﬁm
I soected, _ ]

The Fiscal Year can be changed

— by the FPO to use Prior Year
The ACCS is valid Funds

Validated: true
Bureau (xx): *
Fund (x4): * 2000
Fiscal Year (yyyy): * 0134

Project Task: - T

Program Code: ~ 52-30-00- 000
Organization: - m . @ @@ @
Object Class: - E @ @

Amount: * $poogn ] Priorvear B! [T / 3

Ong items n.l

Organization ___Brogram __Praject - ToskObject ClasshmountPrior YearDWalidated
14 20002013 N\ 10-01:0002-00-00-00-0052-20-00-000 SEQO00-GAE 41-11000 $200000N  Yes

Accounting - ACCS Lines ~
One item found.1

Bureau|Fund|Fiscal Organization Program  |Project - Object Validated|Action
Year LEES Class

14 37 2011 50-4 03-03-02- 41-12-00- $125,000.00 Yes
00-00 000 L] D
PRCF Total For this Award action: $125,000.00

Total Federal funds authorized for this Award action: $500,000.00

Automatically filled in after
Authorizing Official and
Requestor have been selected

April 2013
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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
Requestis 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:

. Click the Save button.

. Click the DWValidate button to validate the data against the CBS Data

Warehouse tables to pull in the Program Code.

. Click the Cancel/Done button to return to the previous screen.
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GRANTS/X
ONLINE

¢ ,

|
12 |
Procurement Pfocure'neml Comale!e and
Request Request | Forward Each
[ Document
|
mmommhmmm
reviewers between the Requester
and Authorizing Official.

v

e

% |

4

15 Approve | Request Authorizing 18
Requestor procurement [ ofﬁam Approve
Request |- B I- =
| | I
| - |
| I
| |
| 16A 168 |
| Optional Approve |
| Reviewer Procurement |
| Request |
L |

Accounting - ACCS Lines *

No CD435 ACCS Lines have been defined.

Add New ACCS Ling

PRCF Total for this Award action: $0.00
Total Federal funds authorized for this Award action: $5,000.00

Procurement Request Official Comments

(BSValidate

Save and Return to Main

There is a “Validate” button on the
main Procurement Request screen
to do an edit check against the
main CBS database. This cannot
be used until after the ACCS line(s)
have been added.

/

CBS Result

WVendor Validation ; SI.No 1; VendNo 90600;vendId 1;Tin 205533272;Duns 602201043;4ctive Y;

Item_No 001; Line_No 1; CD435_ACCS_ID 2023511,

Error - Org4 0; Invalid or inactive O

rg 4 Code;

Item_No 001; Line_No 1; CD435_ACCS_ID 2025511;
Error - Can not find the mask in FMOO1 -13-14-SAE0000-10-01-0005-00-00-00-0041-11-00-00;

Cancel

April 2013

If there is a problem with the edit
check against CBS the system will
display a separate page showing a
message from the CBS system. If

the CBS Result messages is
difficult to understand contact the
Grants Online Help Desk for
assistance. In this example one
component of the org code is
incorrect.
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The CBS Validator feature applies only to Interfaced Awards. Currently,
NOAA is the only Bureau with Interfaced Awards.

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.

April 2013 25
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21 2 3 ] Uz 39
-0 _.0.0.0.0.
POCheckist  TOCPESHISt  comoiepo | CoifyPO  Award  Forwerd Awerd Fileto
Checklist Checklist File Grants Specialist

PO Checklist - NA11G0T9990039

13 Attachments:

Ho attachments. General Award Information

dd e Attachment: 41 Application Organization: iemr2 State: DC

Any changes to information on this page should be saved before adding or |

Applicant's EIN and DUNS numbers have been verified:* [

Grant Type *  Guidance

General Award Information

Application Organization: I C Grant

5 " € Cooperative Agreement

rant Type . - . Y~ Gt sl e =
O If Cooperative Agreement, enter Cooperative Agreement Special Award Condition

O Cooperative Agreement
1f Cooperative Agraement, enter Coo

ce Audt Trall: ﬁ

Statutory Authority”

Matching Reqg

a. Federal  |b. Required Non- Required Cost Share % of  |d. Funding Source / Required
Share Federal Total Cost Share Explanation
Amount Share Amount (Federal + Non Fed)

00

$500,000.00 $0.00 source or Explanation of 0% Required Cost Share: None  Edit Dell

Project Description/Abstract *

Analysis of Matching Requirements

Negotiated Federal Share: $500,000.00

Total Federal Share (from Matching Requirsments): $500,000.00

Negotiated Non-Federal Share: §0.00

Total Required Non-Federal Share: 50,00

Voluntary Non-Federal Share: 50.00

Minority Serving Institution

Does this award include any subaward to a Minority Serving Institution? MSI Coordinator: :I
©no Oves

Homeland Security Presidential Directive - 12

Does the proposed award require any recipient, subawardee, and/or
contractor personnel to have physical access to Federal premises
for mare than 180 days or to access a Federal information system? ©NO OYES

Research Terms & Conditions Prior Approval and Other Requirements*
Does the applicant follow 15 CFR Part 14 (OMB Circular A-110,
Future 2 CFR §215) and will the funding for the proposed award,

or any part of the proposed award, be used to conduct research? Ono Oves @ ot Answered
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* 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

9 details page using the action dropdown box. Fill out this form carefully.
; Each section is important.
GRANTS
ONLINE \&/
”H";ﬁﬁ/‘ = Statutory Authority - Something must be entered. Can be changed by
| L

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 notifications and for press
releases.

= Matching Requirements —

a. If using ratio, remember that the number on the left of the colon plus
the number on the right of the colon equals to the total number of even
parts. (Ex: 1:4 ratio means that the award total is divided into 5 equal
parts with the recipient contributing a match of 1 part for every 4 parts
of federal share. In real numbers for a $500,000 total award this would
be $100,000 in matching funds to $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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. Grants Management Division Process
¥

. . . : I
GMD Review, Obligation, Approval and Award Offer (GMD-1) A3, 2013
“Review Award File” Task is placed into Grants .
Specialist’s Inbox when FPO forwards Award File., | Done
Atask also goes to Public Affairs to attach Press I > / N
Release (Canceld f o acton taken as of 60 AL
approval Step 10) a /  FALD/OIG Optional \, o
2 3 v / Worlow N\ A 8 0
Complete GMD GMD Checklist N
Checklist =
L N L Avard il EF' IS :
Grants Specialist 5 ’ WAIGEE N2l St Forward to
PO Checklist, NEPA, Grants Office
1. Nightly Upload to CBS DW for ARRA Procurement Request,
2, File generation for FAADS/USASpending 4 5 GMD Dociments
Complete CD-450/451
Nightly CD-450/451
Upload to Award Files cannot be signed by Grants
MARS Officer if there is a
‘\ pendingamendnent.
ASAP Only |
AUTOMATED TASK (based on \;2 o
ASAP Approval Flags) Validation
L Successful
— 1
e 18 14 7 n 1
ASAP Record Grants 0BS {9 CBSIst/nd Initiate Award Review
ASAP e Offcer Approval ~ Grants A Grants Officer
Authorization = pprover/ iati CD-450/451
Authorizer Officer Approval Gt Obligation )/
AUTOMATED TASK
END
Real Time Upload to —_—
WebDocFlow ASAP Only
D450~ Closeout Process or
*AUTOMATED TASK
@ (If NOAA, Grants > 100,000 only and If Other Bureau , all Grants) (based on Data (D-451-De-ob Process
o Declined Workflow -
Warehouse Records, not Decline (
See DA-1and DA-2)
(IF NOAA , Grants > $500,000 Only CBS Interface)
and
If Other Bureau,all Grants) ,‘
__ _,@ R B s -
» Finance -
Ofice  Certiication Recipient Authorized
15 1 ce !
Clear a Representative
Bureau OLIA ' Department &
oL Awerd File p;u n AwardFile

April 2013
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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
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Federal Program Officer Training Agenda

Day 2 - All Day

Session 3: Competitive RFA Creation/ Application Processing
8:00 am —4:30 pm
Topic Duration

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

Online Demonstration and Hands-On Exercise 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)

Objectives — By the end of this class students should:

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

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

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

- Beable 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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Grants Online Training
Student Screen Shots
Competitive RFA
and
Application Processing

April 2013
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GRANTS Create & Review RFA and Publish FFO Overview (COMP-1)
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No workflow prior to

Competitive Process — RFA Creation

January 22,2013

Version 4.10

IBEA Startig FFO.
Select the RFA Tab &
the Create RFA link N l Create via links on RFA Details o y. o
Start Seect the option to N7
copy RFA from exsting 7
o create new RFA 3 q 5 6
i RFA Addresses, Contacts, Misslon Goals, Create Publication FFO FFO Routing Slip
REA Creator Program Elements, Funding Priorities;
Competitions

After Competition is created. Review Reviewer Instructions”
document ts automatically created and made avallable lo any

Certified FPO in Program Office

Optional
‘\54 ﬁa /é, é &:
i
14 3 12 i 10 9 3 7
FALD  ReviewFFO  Grants Specialist Review Optional Reviewer Review FFO Assigned Program Oficer niiate FFO Workflow
FFO/ERN/Synopsis
“Review Reviewer Instructions”
» » End workdiow can be sarted after
RFA has Publication Date,
15 % 7
il RFA Publsher RSO
Not a separate task in
Grants Online
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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)
» Application Package — Forms listed on Application Package Details screen

= 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 “Certified FPO" in order to forward
the documents through workflow.

2. For both Universal and Competitive RFAs you will need to establish the person or
persons in your program office who will receive the applications for their initial minimum
requirements check .

April 2013 3
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Additional RFA Fields Posted to Grants.gov 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 Amount

» Award Ceiling - Anticipated Award Amount (Min)

= Award Floor — Anticipated Award Amount (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
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1 Selectthe RFA 2 Createvia 3 ; 5 '
. Tab &the Create links on RFA /\ ;
m . i Details > » >
I 'Se\ectthe option to \ /
| I copy RFA from
A existing orcreate Add Contacts Mission Goal T
new RFA RFA resses, Contacts, Mission Goals, S~ outing Slip
Creator Program Elements/ Funding Priorities, Creste PUchEen e
Competitions
Gresielih RFA Header Information
reate
Dacument ID 2147932
Choose Type: e
sl RFA Name* ISanple RFA for F20 Traning |
() Competitive (Broad Agency Announcement
O Congressionally Directed (O Congressionally Mandated Fiscal Year* \ Wm
(Formula/Allotment O Institutional ’ ; i
———— nnouncement Type  Initia
Anticipated Publication »x
. Dae* PO LA Competitive
Choose Action: Fiig oot Only
isti unain RO\ e ———————
@ Create New from Scratch O Create New from Existing 0 Opportunity NOA-GOT-ONPO- 2000- 2001064
Number
Ling Offce* NOAA Grants Online Training (GOT)
gﬁ,ﬁs'c%'l“ PO T One NOAA Progran Office (ONPO) ¥
REA Name* Assigned Program | 7l
e | o T st oM ¥
Fiscal Year™ (YYYY) I:J (er N
Announcement Type - Initia CFDA Number* 11,499 - NOAX Grants Online Training v
Anticipated Publication I: o . :
b Competitive Sub Program ~Select a Sub Program- v
Line Office™ Only —
g?;gﬂea Program  [EcEieeta Program Office- v
gsf;'c%r:fd Program -Select a Program Officer- v
CFDA Number* -Select a CFDA #- v,
Sub Program -Select a Sub Prorgram-_v':
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= All RFA workflow processes fall under two main categories — “Com petitive”
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.

iBDs

* 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 - “OCPO”)
* Next 4 characters - the Fiscal Year

= Last 7 characters - system generated number

April 2013 6
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4 5 §
1 SelcitheRFA 2 Createvia 3
Tab &the Create finks on RFA /\
M . RFAlink . Details .F= » > »
l Selectthe option to 1 \ /
I copy RFA from
RFA existing or create Add Sl it FFOFRN Rodting Si
resses, Contacts, Mission Goals, — outing Slip
new RFA RFA PR Create Publication FFOIFRN
VBB Creator Program Elements/ Funding Priorities,
VIDDIF Competitions

REA Supplementary Information

Anficpated Funding Amaunt * s:

New Program

()i ISNOT a e progam. A Federal Regiter Notic 1 NOT REQUIRED unless anticipated undiog i S100M or
reater,

(17 153 e pogram, & Federa Rt otice 1S REQUIRED,
M Mat

Anticpated Award Amount §
Anticpated Number o Awards

Selected Federal Addresses *

No addresses have besn selected. Search Addresses

Program Office Name: 1
Selected Federal Contacts * Streetaddress: [ ] L
No contacts have been selected. City:
AddJedit State:

Zip:
Selected Wission Goals

No ision goas have been selected.

Search Results —

Program Elements| Funding Priorties * Nothing found to display.
No Program Elements Funding Proies Avalable
Conpetos Selected Addresses for this RFA
Press Save hefore selecting the fllowing fink(s)
No Competition Nothing found to display.
Save and Return to Main
April 2013 7

As of April FY 2011 — FRNs are no longer required for any Grant Programs. Always click on 1st 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.
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4 5 6
1 Selectthe RFA 2 Createvia 3
Tab &the Create links on RFA /\ .
m . RFAlink Details ‘f: » > N
I Selecttne opllon i \ /
copy RFA from
RFA existing or create Add c M i FFOFRN Routing &
resses, Contacts, Mission Goals, _— outing Slip
TRADE new RFA RFA s Create Publication FFOIFRN
" Creator Program Elements/ Funding Priorities,
VBDA- i
I Competitions
Add Program Element/Funding Priority

Selected Addresses *

No addresses have been selected. Label: [»:I eg. LA 1, 1) 1a

A Name: * \First Program Element/Funding Priority

Selected Contacts * Note: Reports and screen listings will use the label if entered. Otherwise, the name will be used,

No contacts have been selected. Description;

ALEY IDescription of Program Element "A° goes here.

Selected Mission Goals™

No mission goals have been selected.

s

Program Elements/Funding Priorities *
No Program Elements/Funding Priorities Available

Adiedi

Competitions
Press Save before selecting the following link(s)
No Competition
145 / 4000 Spell Check
Program Element/Funding Priorities
criskalmme e
A First Program Element/Funding Priority  Description of Program Eleme Edit Del
2 B Second Program Element/Funding Priority Description of Program Eleme Edit
Reorder
Add New
April 2013 8

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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4 5 §
1 Selectthe RFA 2 Createvia 3
Tab &the Create links on RFA
M . RFAlink . Details .F=
l Selectthe option to 1
I copy RFA from
existing or create Add Gtk Mk EFOFRN Routina Si
new RFA RFA resses, Contacts, Mission Goals, — FEORRN outing Slip
Creator Program Elements/ Funding Priorities, Drsels Pl
Competitions
Competition Name * |Sample Competitive RFA for FPO Training iFisca\ Year * 2009
Competition Type * O6roup Olndividual Qualification
Assigned Program Office* | GOT One NOAA Program Office (ONPO) v:
Competition Manager * | NOAA Student v
; ' Application Routing *

v s

Compebition Name *

o REA fotFeb 201 Traing SeenShos - FicaYear* L1

Competton Type™ @ Group OIndvidual Quaiication

Competition Manager * ‘.Gwrantsﬁtudent v
Selecting Ofica* :.-Seleck 3 Selecting Offcia- ¥

Hin

Agsigned Program Offce” 60T e Conetce Program Office (0CPO) v

Max

Anticipated Fedral Fundng or this Competiion * |

Regued Federal Fndig(n Dot p Aplcatio|

I !

Cast Share (%) per Application I

| |

Anticipated Compeition Schedule

Pre-Applcation Due Date

v T\meLDPl‘{‘ Eastem

ol e Lae vl

[Tine: l:l ﬂ_“ Exten

View Anticipated Competition Schedule

Antipated Award Date * : Days after Applcation Due Date

Revien CrtenaType:* O Agency Standard OFeowship Cuince

No Program Officers are assigned to receive applications

View/Edit

Application Package *
Package not found.
An application package has not been selected.

View/Edit

Minimum Requirements *

Eligible Applicant

Application Received by Deadline
Application Meets Minimum Federal Funding
Application Meets Maximum Federal Funding
Application Meets Minimum Match
Application Meets Maximum Match
Complete Application

View/Edit

S - T T S N

Special Award Conditions
No Special Award Conditions are associated with this competition.

View/Edit
NOTE:

Review Events are
required for the
Competitive Process but
can be done outside of
Grants Online..

m Save and Return to Main

Review Events
No Review Events available.
View/Edit

April 2013
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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
GRANTS/2\ than one fis.c_al year in a single RFA.)_ In most cases you will select Group

ONLINE \@, for Competition Type. (See explanation of Competition Types below.)

Y

TRADE

NibBA

= 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.

April 2013 10
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4 5 §
1 Selectthe RFA 2 Createvia 3
Tab & the Create links on RFA /\
H lll RFAlick Details = » » N
P Selectthe option to T \ /
’@ |
s i existing or create Add c Mission Gaal FFO/FRN Routing Sl
outin
new RFA RFA resses, Contacts, |s>.5|on‘ogls. o FFOFRN uting Slip
VBB Creator Program Elements/ Funding Priorities,
V6D Competitions

Independent Individual Merit Review

RevienEvant hame:" ooy Evert 1 - Merit Review
::u:’@"f . ]‘ T .
R B Sample Individual Merit
e 1 Reviews assigned and completed using Grants Online. ¥ 2
# Reviews assigned and completed outside of Grants Online. R eview E ven t d e ta 1 |S
page using “Points”

Scored Criteria:* C Applications will not be scored
(" Quantitative - Percent
© Quantitative - Points
( Qualitative

Summary Score CN/A M an Med ("
Determination:*

Not Scored Criteria:® 0 yge @

Bonus Points:* (Yes N®
Anticipated Review 04/29/2011 Anticipated Review 04/29/2011
Start Date:” End Date:"
Points Scoring Criteria
Name Reviewer Reviewer Maximum  |Action|Action
(Comments [Score Score
Technical/Scientific Merit Required Required 0.0 40.0 Edit  Deleta
Importance/Relevance and Applicability of Required Required 0.0 20.0 Edit Delete
Proposal to the Program Goals
Overall Qualification of Applicant Required Required 0.0 15.0
Project Costs Required Required 0.0 15.0
Qutreach and Education Required Required 0.0 10.0
FFQ Evaluation Criteria Report
e
April 2013 11

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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4 5 6
1 Selectthe RFA 2 Createvia 3
Tab &the Create links on RFA /\
m - RFAlink Details | N N N
I Selectthe opllon \ /
copy RFA from
A existing or create Add c Y Goal FFOERNRouting S
resses, Contacts, Mission Goals, . outing Slip
new RFA RFA b Elements/ Funding Prio Create Publication FFOFFRN
Creator rograrr] ! ements/ Funding Friorites,
Competitions
Competition
Id: 2199731
Status:
Action: Please select an action v,
Your Comments:
Spell Check
Workflow Analysis RFA
The following needs to be completed before applications can be selected
competition: Id: 2199641
- The RFA must be published. Status:
- Reviewer Instructions must be reviewed by FALD. d
- There must be applications that have passed minimum requirements. )
Action: Please select an action Gl submit |
Please select an action
PR
\View RFA Details |
Spell Check
3 Attachments:
April 2013 12

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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4 5 6
1 Selectthe RFA 2 Createvia 3
Tab &the Create links on RFA
RFAlink Details >
su! l.l Selectthe option to i
I copyRFA from
existing or create
newRFA RFA Addresses, Contacts, Mission Goals, Create Publica FFORRN FFO/FRN Routing Slip
Creator Program?lementleunding Prioriis, 1 oorcoieaion
Competitions

: e
'!'Mmu-lm.l.bumﬁuemmwo \5 \ ) FFO and FRN Help - Table of _

€ < C & htips:/fgrantsoninetraning.rdc.noas.goviiow % = C' [ www.corporateservioes noaa gov, J

©! Yahoo! Mal ! Vehoo! Meps I Yahoo! ("] Imported FromIE % NOAA - Natonal Ocea... » ] Other bookmarks | ©! vahoo! Mal @ ¥ahool Maps @1 vahoo! (1] InportedFromIE ™[] Other
Federal Funding Opportunity e Gl' ant S On]]-n e
Please click on this icon to view the audit trail on this FFO: ﬁ Feder a] F!!I!ding Onnortlmﬂy
Please read the appropriate quidance documents before filing out the fields below, SIS !
Requtory Iformtion urber (R EBOT_] and

. ’ ‘

s Sy Federal Register Notice

Federal bgency Name [rants Online Training (6OT), National Oceanic and Atmospher
&!‘Mﬂﬁlﬁﬂ? 18 - Comp RFA Pre-Class Test
Title

Announcement Type Initial Last Update: 057122011

Every competitive announcement MUST have a Federal Funding
Opportunity (FFO). The FFO will be available on Grants.gov along
with the application package. It will be the primary reference

Document Creation Assistance

FFO Number NOAA-GOT-OCPO-2013-2003306

Catalog of Federal 11.999, Grants Online Training Program
Domestic Assistance

(CFDA) Number document for applicants. AUl grant programs must continue to
Dates v develop FFO announcements, which mcorporate all substantive

arant provisions, such as application requirenuents, evaluation
antteria and selection procedures, and to make it avatable on
Grants.gov. The Financial Assistance law Division (FALD) will
forward to the Office of the Assistant General Counsel for

1. Funding Opportunity Description Legislation and Regulation (L&R), those FFO announcements witl
" funding that exceeds $100 mullion and announcements for new
arant programs, so that L&R may coordiate the review and
clearance of those annowncements with the Office of Management

G A AR s and Budget (OMB).
11 Award Information

~Full Text of Announc

A Program Ob)

B. Brogran mpty)

L fermpty) The change in policy does not supersede any statutory or
B, Droject/Award Period fempty) regulatory requirements to publish a Notice of Funding Availability
of Funding Instrument (empty) or other sinular notice, in the Federal Register. Agencies must sl
1. Fliniiliy Informati = publish such nofies if requied to do so by any law or requation.
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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
GRANTS this RFA, the publications fields will still be blanked out.
ONLINE \&/ * No formatting (bold, italics, underline, etc.) is available at this time for FFOs due

TR0 to the historical link to a corresponding Federal Register Notice.

NibBA

* 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.

= Forany 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:

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

* Do notindent 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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4 5 6
1 SelcitheRFA 2 Create via 3
Tab &the Create links on RFA
H |.I RFAlink . Details |
P Selectthe option to 1
’@ |
o/ i existing or create A ¢ A FFO/FRN Routing Sl
newRFA RFA ddresses, Contacts, M|§S|on C_io.a!s. Creale Pibication — outing Slip
VBB Creator Program Elements/ Funding Priorities,
VDT Compefitions
Routing Slip
Assigned Program Officer

The Assigned Program Officer must be on the routing slip. The Assigned Program Officer is set
on the RFA details page.

AssignedProgramOfficer Grants Student00

Optional Reviewer

An RFA can be sent for optional review. You may select one or more person(s) as optional
reviewers, If you select optional reviewers, please note that you will have to wait for ALL
optional reviews to come back before you can initiate application package posting.

Nothing found to display.
Add Optional Reviewer

Grants Specialist

The lead Grants Specialist assigned to the line office and CFDA number associated with this RFA
is listed below and will receive a task to review this document. The Grants Management Division
has the ability to reassign the task at their discretion.

GrantsSpecialist  NOAA Grants Specialist

Federal Assistance Law Division (FALD)

All members of FALD will receive a task to review this document. One FALD user will claim
ownership of the review task and all further FALD tasks for this document will be assigned to
that person,

FALD

RFA Publisher

All RFA Publishers will receive a task to review this document. One RFA Publisher will claim
ownership. This is the person who coordinates and posts the FFD on Grants.gov for competitive
announcements. This person also posts the application package at Grants.gov for competitive
and non-competitive announcements.

Participant Name|
RFAPublisher

B Save Route | Start Workflow

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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Applications and Review Event Overview (COMP-2) Merch 22013

Version 4.10
Receive applications

) Applications submitted via Grants.gov
-
VRBA = GRANTS.GOV
! JJ,Q] > ~
Grants.gov ! » \6 r$ End
Start —;U
3 4 5
Assigned Program Offjcer Review Minimum ﬁeq:.!irefne?ts l.ippru:e/ﬁgjea
Input Paper Applications Checklist (1 Per App )

Checklist (1 Per Application

1 RFA
NOAA

Review Reviewer Instructions

“Review Revener nstructions” End m«umu&mm ‘
document & available, but not a task. =
Assigned Program Officer Review FALD Clear
Reviewer Instructions Reviewer Instructions
Review Event Workflow
e et R 5

*Review Events are optional in Grants Online.
*Review can be conducted using Grants Online functionality or outside of Grants Online

E

upon completion of Reviewer For Competiive processing, Select Applcations 13

" Dependent
10 Start Roview Event strutions workllow and approveeject/ 1 obal option becomes avalable afte Review Close Review Event
Competition withdraw status on all associated applications,  Review Event Event workflow s completed if there s Review
Manager  Global Option Manager [ Global Option

Available without a task Available without a task

We will use the sample application in the training package for the data entry.

Note : Refer to Review Event Section at the end of the Training Material for more details
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Applications submitted through

Application Submission Type and Date Information
‘Type of Submission: @ application Opre-apphcation OChanged/Comrected Appication
Type of Application: ®New OContinyation ORevision ORenewal O Resubmission

1F Revision, sefect appropnate letter(s): | =Select 3 Revision Type- %

Use format MM/DD/YYYY for date fields.
Poject Stat0ate *

SuteReciesae [ Jreses
Sppheant deetter |:|

Fojstensoa " (o0t | sweetoae [
ved Date: "mne ' P ¥ Easem

Department bame: [ ]

Division Name: [ ]

Duns Humber:  — Elilrber ]

(9 or 13 digit number)’ (xoc-2000000¢)

Strest: | ]

o — P —

State: | District of Columbla ¥ Frcmnte‘|:|

P — w [

Name and Teleph ber of person to be contacted on applicati

Prefic__ Firstitame Midle Name: _ Last Name: Suffic

ore v [ I I ] oz ¥

THe [ |

Organizaton Afiaton ]

Fronehumter. [ Fathiumer |

Enal [ ]

Other Application Information

Type of Applcantl: * Nanprofit with 501C3 IRS Status (Other than Institution of Higher Education) &

Type of Applicant2: | Pease Salect Appikant Type ) F

Type of Applicant3: Please Select Appicant Type &
Frest/Traning App 1 for Relsase 4.06 Comp FFA

Descriptive Tide of

Applicant's Project: *

Project Areas:

CFDA Number: = | 11,999 - Grants Online Training Program ¥

4
) Grants.gov 3 5
-
H ™~ GRANTS.GOV]
|—( )— B
1 2
Createvia Applcatdn Tab Dorié Assigned ReviewMin.Req.  Approve/RejectMin.
A Program Officer ~ Checklist{1/App.)  Req.Checklist
- (1/App.)
InputPaper Applications
forRFA
Application Details - SF-424
Audit Trail: ﬁ
U Attachments:
[+] Program Office Added Information
Proposal Numbsr:
Project Type: Oconstruction ©Non-Construction
Principal Investigators-
Projact Directors:
Keyword(s):
Applicant Information
e evnt| . i S Fndog Pty 4 e [ J

17
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WBDA = 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.




92

Applications submitted through
) Grants.gov

4
3 5
et L-L \ .
H GRANTS.GOV] ll.l > Q — m H
¢ I

2
. s i ReviewMin.Req.  Approve/RejectMin.
il Createvia Applicatidn Tab Done Assigned WK}, 5= psyahy
|I| . J Program Officer ~ Checklist(1/App.) Req. Checklist
., 2 (1iApp)
Input Paper Applications
NOAA
forRFA
Name of Federal Agency: [iOAR ]
Applicant Cangressional District Proseat G [ —‘
s the Apglicant Delinguent on any Federal Debt? (iYes Otio
13 Applicaion Subject 1o Review by State Executis Order 12372 Process?
D note e e O 2227 o 1)
Qb Program is subject 1 E.0. 12372 buthas nat been selected by e state for reden
Ot Program s not coveredy E.0. 12372
Authorized Rs tativ B . . H B
e M. i i Edit Application Funding Details
Hane [ I I ] ane v
o ] %
Phose Humber. [ | Fanthomr | :
Enal [ ] Application Total Funding : 500000
Fiscal Year : * 2
Application Funding Details: * (use farmat YYYY ) 1t
Totl udog: Funding Start Date : * Funding End Date : *
ek o (use format M OD/vyyy | L0f01/2013 (use format M0D Yy | [03/30/2015
ting found to display.

Nun“w e Federal Funding : ™ 1500,000.00 Program Income : l:l
L T I

State Funding : ]
Local Funding : ]
Other Funding : :
Total Funding :

Save | Close

Application Funding Details: *

Total Funding: * 500000

Multi Year Award:  No

Fiscal Yearlstart DatelEnd Date |Federal _applicantistatelLocalotherfrotal FundingslProgram IncomelactonlAction

2011 10/01/2011 09/30/2015 $500,000.00 $0.00  $0.00 $0.00 $0.00 §500,000.00  $0.00 Edit Delete
Add New

Save and Start Workflow

The “Total Funding” amount includes both Federal and matching amounts.
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Applications submitted through '
) Grants.gov 3 5
”/*)} GRANTS.GOV] \\ ]
| - B
1 | T
: & Createvia ApplcationTeb Dors A7 Msied  BOUSHMLRM | ApeorReeiin.
MBBA- |=| PP i ProgramOfficer  Checklist(1/App) | Req.Checkist
; (1/App.)
NOAA Input Paper Applications
forRFA
Your Tasks
pocument Type Status

All ¥ |Open v Apply Filter >>

30 items found, displaying all items.1

Task Name Award Number [Task Document |Project Title Task |Document|Task Id [Start Date |Completed|Applicant [Propos!
Received [Type Status |Id Date Numbe
Date

jow Bovigw Min _Bog N/A 02/012011 Application_Tact/Trainiog Anp 1 far Not 2190712 1905297
Checklist Release 4,06 Comp RFA Started
fiew Assign Award  N/A 01/04/2011 Application Test App for 4.05 In 2199526 1794572 01/25/2011 Institute LB - Te

Minimum Requirements Checklist

[Minimum Requirement Comment
Requirement ?

Is the applicant eligble to apply for this () yes
RFA based on the applicant type? OMo
ONot Applicable
W Does the non-Federal funding provide at ()yes
Was the application submitted by the  ()yes 1o more than the maximum match ONo
arcentags of the total funding?
deadine date and time? Oho e ing ONot Applicable
OhNot Applicable
Spell Check Doss the application contain lof the  Oyes
Daes the application request at least the ()yes s Oho
minimum Federal funding required by the Ol ONot Appiicable
RFA?
OMot Appiicable
Spell Check |
Does the application request nomore () yas
than the maximum Federal funding 0 Overal Comments:
required by the RFA? Ut i o
ONot Applicatle
Spell Check
Does the non-Federal funding provide 3t () yes
least the minimum match percentage of o)
the total funding? Spell Check
g Ot ice [—)
All requirements questions must be answered before the applcation can be approved or rejected for minimum)
requirements.
s

April 2013 20

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,the user
will not be allowed to save the screen without a comment .
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6 8
FPO- Certified Review Reviewer —
Instructions FALD ear Reviewer
DA Instructions

(global option)

Sub Documents

Applications Report 2199731 Applications Report

249973 oelg————r—
- - Reviewer Instructions
Reviewer Instructions 2199732 Rev
S Attachments:

Export options: Excel

Name iShort Created Date lnlemal Use  [FALD sticallRemove]
Description Reviewed

Test File 1 02/01/2011 07:24:23 NO
L)

Add new Attachment: [+]
Any changes to information on this page should be saved before adding or removing attachments.

Logistical Reviewer Instructions

< Attachments:
Short Description (Created Date internal Use  [FALD LogisticallRemove]
(Only eviewed
t TestFile2- 02/01/2011 07:26:58 No
Logistical M

Add new Attachment: [+]
Any changes to information on this page should be saved before adding or removing attachments.

Note: The Logistical Reviewer Instructions may only be used for attaching instructions related to travel and meeting
dates, tmes and locations, as well as meeting raquirements and reimbursement instructions. DO NOT attach any
instructions on how to how to conduct the review, review prionties, etc. The Logistical Reviewer [nstructions do not
require FALD review,
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V]

GRANTS(
ONLINE ‘.’/

TRADE

MBS T

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.

April 2013 29




Onlyif ReviewEvent " 2 )
Etists '
Ot m—Q
Start Review SRR
Event
. Event
o Competition
- A
(Global Option - Available withouta task) s (Gt Opton-Aslabenhouta o
-‘BB < Dependentupon completion of Reviewer
iBEH: Instructions workflowand T
approveire) after Review Event workflow s completed fthereis
applications, 2 Reviow Event

Independent Individual Merit Review

Id: 2253410
Status:

Action:
Your Comments| MHEEH:

Please select an action v
ect an action

View Review Event Details ‘

| Spell Check

Save Comment

Id: 2253411
Status: ManageReviewEvent - Not Started

Action: [ Close Review Event N

Your Comments: | Please select an action
Assign Applications To Review Event
Assign Reviewers To Applications

Close Review Event
\iiew Review Event Details

View Review Event Summary |
W‘I’ﬂﬂﬂ'iﬁf—J

Save Comment
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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.

* NOTE : Refer to the Review Event Section atthe end of the Training
Material for more details .
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Competitive Process (COMP-3) Jnuary 2203
Select Applications for Funding Overview il
BB Applications” option N ;
remains available on the 1 L N 3 ; dn4 el
Competition Launch page. Compedition Manager Select Applications ™ Remn?melnded orwrd Recomime Seecting Offcil
Thisisa global option \ « Aoplications Applications to SO
whichis available even 4
when the user does not +  Recommended Option s dependent upon
havea “Select Applications for funding completion of Reviewer
Applications” task. Each +  Global option on mllml H::n 6
tmcﬂisopﬁonkdlm competition launch page. ependent pon conpletionf Review Recommended
'd““':. e Review Event workflow If one Applications
applcations wsts.
the entire selection
process must be
1 10 8 7
Forward to CM Assign Award 9 Thiote Award prms
A 2 ; Accept Applications
For Selection Package Number Recipient Assigned Program Officer Number Assgnment
o Generate Award Number
o Associate Applicant Org
o Associate Authorized Rep
;\s ’i ;\6 » End
n 1 u n 18 1
Competition  Review Selection  Selection Package  Iniate SO Review Selecting Official  Iniiate FALD Review FALD  Review Selection Package
Manager  Package  (Addattachments)  Of Slecton Package Of electon Package (o Legal Objetion]
April 2013 76

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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12

Competition
Manager

Forwardto CM for
Selection Package

10 g
if

Assign Award Number/Recipient .

Assigned
-GENERATE AWARD NUMBER Program Officer
-ASSOCIATE APPLICANT ORG

-ASSOCIATEAUTHREP

30 items found, displaying all items. 1

View|Task Name Award Number (Task Document (Project Title Document|Task Id |Start Date [Completed|Applicant |Proposall
Date Name Number
View Assign Award  N/A 02/02/2011 Application  Test/Training App 1 for Not 2199712 1795321 icmr LB Test
Number/Recipient Release 4.06 Comp RFA Started App 1
S A 20 Fostipa-fort-45 Hr BT e BT —
Number/Recipient Process Maps Progress for App 1
Application Type and Date I X
Type of Submission: @ application ) Pre-Application O Changed/Corrected Application Ste P 1: Org LOOkUp - Find
Type of Application: @new O Continuation ORevision ORenewal O Resubmission organization's record in
1f Revision, select appropriate letter(s): -Select a Revision Type- v database or add if nece ssary
Use format MM/DD/YYYY for date fields.
Pitject Stat Dale ™ ProjectEnd Dale " [09/30/2015 | Submitisd Dale ]

Y| Eastem

steReczheoDate [ | edera AgencyRecshed Dt * QRI00200 | T *
1

"
spplicant dentfier |:| Stte pplicaton denter ‘

Applicant Information

LegalName: * flcnr |
Please Associate an Organization within Grants Online using the Org Lookup button.
Department Name: |
Division Name: |: Select Organization
Duns Numh_er‘: b : Enter your search criteria to find the organization.
(9 or 13 digit number) Organization Name [(icmr
address-cy [ ]
OuksNumber [ ]
ENumber [ ]
Address-State  [Please select a state |
Add a ne
2 items found, displaying all items.1
=
Select 2002469 Institute fo 123456789 98765432 12345 true
Communi
Managed
Resources DC 20000 USA
(ICMR)
Select 2002490 Institute for ~ NTIA 123 Main 123456789 123456789 true
Community Street,
Managed Washington,
Resources DC 20001 USA
. (ICMR)
April 2013

27
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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
o record in the Grants Online database.

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

* Recipient - High Resolution Systems
 DUNS -602201043

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

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

Add Organization

4444 DROVISIONAL ORGANIZATION*****

CAGE CODE:

|

Minority Business Davelopment Agency (MBDA)
Intemational Trade Administration (ITA

Organization Name *
E ¢ Administra

Nati
Identification Doc Office of the Secretary (DOC-03)

onal Telecommunications and Infarmation Adrinistraton (NTIA)

Description

O CCREXPIRATIONOATE: ]
Bureau* Htstiomat eamTTAt Torriiteder ~

lcant ype | |0k spetied - | Please prass ‘Save’ before you add attachments

Save and Return to Main

Ouns Number |:’
(9 digit number)
Qe

(xxeRumsnnn)
MS! Code |- not specified -

“ I
(4 cligit number)

29
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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.

MIBDA * 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.




1

04

MBB T

1 g

8
- S
i

Conduct
Negotiations

NEPA
12

View|Task Name

|33 items found, displaying all items. 1

Award Number |Task

Document

Project Title

Completed|Applicant
Date Name

T [

] Fatiomoer [

Phon bumbee |

Mpplication Funding Details:

Tota Funing:*

Mot Vear Award:  No

Fical YearStart DatelEad Date [Foderal _Applcantstatelocaloherlota Fundingsprogram IcomelAcinlctioo

w1 10/01/2011 09/30/2015 $500,000.00 $0.00

Award Number:

§0.00 50.00 $0.00 $500,000.00  $0.00

Step 3:
Generate or

Generate New Award Number

Nots: Th optian to assaciate this spplication with an existing anard is not avalable because 4 recipient organization is net yet assaciated with the applicat

[sove]  soveand Retum to Main

associate award
number.

31

View Conduct N/A 02/05/2011 Application LB Universal2 RFA App Not 2199761 1795527 icmr LB Univ2
Negotiations Started App
Viow Notifi Reciniante N/A 2ING2011 REA Ni& In 2100740 1708528 N2/0G/2N11 N NiA
o oy EREa S Step 2: Authorized
e Representative Lookup —
i i R o~ Find Auth Rep in database
one v | I I ] tone
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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

iBEA 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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NOTE: “Select
Applications” option
remains available on the
Competition Launch page,
Thisis  global option
which is available even
when the user does not
have a “Select
Applications” task. Each
time this option is chosen
and additional
applications are selected,
the entire selection
process must be

Manager

Competitive Process (COMP-3)

Select Applications for Funding Overview

January 22,2013

Version 4.10

;0

>

N

N
N

G4

2 N 3 4
1 e b 5
CompetionMarager S ectAPRlkatons S Recommended ol oo e Selectng Offcal
N Agplications Applications to SO
N\
4
+  Recommended W“ﬂ:ﬂ‘ﬂm
Applications for funding tompletion of Reviewer
o Global option on Irstructons workfow and 6
i Application workflow. Also
competition launch page. dependent upon completion of Review Recommended
Review Event workflow If one Applications
oxsts.
a4
1 10 8 .
Forward to CM Assign Award 9 o N
! o ; . Initiate Award  Accept Applications
For Selection Package Number Recipient Assigned Program Officer Mt felernat

+  Generate Award Number
+  Associate Applicant Org
+  Associate Authorized Rep

Competition ReviewSelection  Selection Package

Package (Add attachments)

M A

Initiate SOReview  Selacting Offical
Of Selection Package

Initiate FALD Review FALD  Review Selection Package
Of Selection Package (No Legal Objection)

33
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= Steps 12-15

V]

A\ This is the point at which the Competition Manager would attach all of the
gmm; pertinent Selection Package documents (e.g. Reviews, Conflict of Interest
A~ Forms, Rank Order of Applications, etc.) to the Selection Package and send
T s for final approval.

NibBA

= 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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Start Award Processing Overview (COMP-4) Jnuary 22013

Version 4.10
If needed, you can renegotiate the
* For NOAA and NTIA the NEPA process s required, For other bureaus the NEPA make any changes before forwarding
process is not available. the Award File to GMD
(See separate "Renegotiation” Process
Map).
Review Award Fle” Taskis placed
Into Grants Specialist’s Inbox when
) : FPO forwards Award File.
4 5 5a 26
POChecklist PO Checklist  Complete PO Certify PO Award File Forward Award File to
(NOAA and NTIA Onky) CheckList Checklist Grants Specialist
" 5 7 8
la 1e . 10

Competiton AN pigne K e RE:::;S;::“ Selected  Approve NEPA

Manager Processing Ppogram Officer NEPA Official

/
! P

Oncethe PO /

Checklist has been / 1 1 it ” /15 5

completed and / Procurement  Procurement  Complete and k / hpprove Request Authorizing 17

certified (Steps 4 / Request Request Forward fach CQuestor Iprocurement Official Approve

and 5), the system / Document /! Request *

wilgeneratethe ~ / = / | e
“Forwart)] _ Option to establish addtional

e Fihm ,:I NOTE 1: Step 19 ivoles 2 mantel reviewers between the Requester Vendor Validation Failure ll Upload to
i dontie |/ check against the CCR website. . mmm LT Mars |
Program Officer to / G

forward the y 154 158

Award File to the Optional Approve

Grants Specialist AR Procurement Request

oM. R Automated Task

: | Reject Vendor Info/CBS Errors

! A
/
18 19 20 bl 2 B % 25
Data Quality Validator Validate OFg  vendorData Control  Initiate Get  vendor Data Cantrol Accept Vendor Info/ System Link Vendor with
Profile (CCR) Vendor Info Request New Vendar Admin Org Profile
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= Steps 1a-1b

= To move forward with application processing, the Competition Manager

would select the option to “Start Award Processing” from the “Review
IBBA Selection Package” task. Once an award is checked, when the “Save”
button is clicked the system will imnmediately 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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» PO Checklist
NOAA and NTIA
7
NEPA
Start
Il' Award 12
Assignec  Proces / Procurement
program  sing ! Request
Officer /
Y
To Provisional
Organization
Workflow
Your Tasks
Document Type Status

u Bl e |

32 items found, displaying all items.1

Document (Project Title Start Date|Completed|Applicant [Proposd
Award File In Progress - NA12G0T9990022
iow Procurement  NA1IGOT9990039 02/02/2011 Procurement Test/Training App 1 for Not 2109722 1795342 Institute L8 Test|
I 2245442 Request and Request and Release 4.06 Comp RFA Started for App 1
Status: Commitment of Commitment Community
Funds of Funds Managed
Action: Plesse select an adion Y bt Resources
Your Comments:— | (IoMR)
ficw NEPA Document NA11GOT9990039 02/02/2011 NEPA Test/Training App 1 for In 2199724 1795341 02/02/2011 Institute LB Test
Release 4.06 Comp RFA Progress for Appl
(NEPA - Commurity
M; d
NOAA, NTIA bkl
Only) . tom
Complete PO NA11GOT9990039 02/02/2011 PO Checklist Test/Training App 1 for Not 2199723 1795240 Institute LB Test
Checklist Release 4.06 Comp RFA Started for App 1
Community
Managed
Resources
(ICMR)
1 Attachments: Number/Recipient ) ) Process Maps Progress : for Appl

Community

Pending Actions X

{ID [Start Date |Federal Funding|Fist t Action Status
PO Chacklist 2245444 05/22/201245,000.00 2012 Complate PO Checklst: Not Starad |
HEPA 2245446 05/22/201245,000.00 2012 NEPA Document: Mot Started
12, 2012 Racuashand ¥ abEundsi Not Started |
Organization Prafile 2245445 05/22/201245,00000 2012 Validate Organization Profile: Not Started
Organization Profile 2245445 05/22/2012 §5,000.00 012 Validate Organization Profile: Not Started |
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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”.

GRANTS However, just like with the Universal Process, the Organization Profile task

ONLINE Y& for the Provisional Organization Workflow is not in the FPOs inbox. Rather

TRADE it is created in the inbox of a new Grants Online user called the Data
BB 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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Grants Management Division Process

GMD Review, Obligation, Approval and Award Offer (GMD-1) A8, 013

“Review Award File” Task is placed into Grants
Specialist's Inbox when FPO forwards Award File. Done
Atask akso goes to Public Affars to attach Press » / \
Release. (Canceled fno acton taken 25 0 GO e B i
approval -Step 10.) /' FALD/OIG Optional y, .
) 3 Workflow
Complete GMD GMD Checklist
Checklist
6
1 Done e 7
Grans Speciali Award File f:na! State Forward to
PO Checklist, NEPA, Grants Officer|
1. Nightly Upload to CBS DW for ARRA A Procurement Request,
2.File generation for FAADS/USASpending 3 GMD Documents
Complete  (p.450/451
€D-450/451
Upload to Award Files cannot be signed by Grants
MARS Officer if there ks a
‘\ ik ; |
ASAP Only g‘/
iy e Validation

1 1 10 9
Record Grants 13 o €88 1st/2nd o f 8
cBs ¥2?  (BS1s Initiate Award Review
ASAP Authorization Offioer Approval ~ Grants Hoprover/ N 04501451 Grants Officer
Authorizer Officer Approval €8 Interface Obligation
AUTOMATED TASK
END
Real Time Upload to
WebDocFlow ASAP Only
*AUTOMATED TASK D450~ Closeout Process of
{If NOAA , Grants > 100,000 only and If Other Bureau, all Grants) (based on Data (D451~ De-ob Process
; (Declined Workflow -
Warchouse Records, ot Decline See DA-Land DA2)

(IF NOAA , Grants > $500,000 CBS Interface) |
Only and

1f Other Bureau,all Grants) 5

20
19
- 0 Finance ‘.‘S.AP u
q ¥ Office Certification Recipient Authorized
Clear Representative
Bureau OLIA : Department e
(0LA) Award File| olls Award File
39
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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
4 award offer actually gets to the recipient. GMD has 60 days to complete
GRANTS their review and approval process. The GMD workflow steps for
ONLINE \Z/ processing a Competitive application package are exactly the same as for
TRADE the Universal application package; however, the actual GMD review and
WBEA- 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 Web DocFlow for OLIA clearance regardless of the award
amount.

April 2013 40
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Federal Program Officer Training Agenda

Day 3 - AM

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

Topic

Duration

Introduction and Agenda

8:00 — 8:15 (15 min)

Online Demonstration/Process Maps with Hands-On
Participation — Recipient Award Acceptance(EAR)

8:15 — 8:45 (30 min)

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

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

Online Demonstration/Process Maps with Hands-On
Participation — Partial Funding
Process Map/Screen Shot Review of Additional Processes:
- Reduce Funding
- De-obligate Declined Amendment
- Correct Access Lines on Approved Award
- Correct Award Dates (Administrative Amendment)
- Organization Profile Change Request

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

Additional Resources and Training
Questions and Comments
Evaluations

12:15 — 12:30 (15 min)

Objectives — By the end of this class students should:

Understand the Recipient Award Acceptance Process
Understand the use of an Award Action Request
Be able to review an Award Action Request

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

Be able to find and view a Financial Report
Understand the use of a Partial Funding Action

Be able to initiate and route a Partial Funding Action
Be aware of additional Post Award Functions

Know where to find help when needed

Training Materials:

RO~

Agenda and Obijectives

Process Maps — AAR Workflow

Process Map — Progress and Financial Reports
Student Screen Shots — Post Award Processes
Course Evaluation

115
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Award: Electronic Recipient acceptance Overview (ERA) Aprl, 2013

Version 4.10

+ - =$

Start ‘
p ; cuss 1 ) 2 J
Grants Officer 1 2 approve (85 2nd
Approve award File e P Approver approve
y
ASAP Recipients Only

13 ;4

Finance ASAP
Office  Authorization

7
ces 1 ASAP
Approver  Authorization

15
Recipient Authorized
Represgntative

END
Mamg?am 18 1 - IGA )
ini War
Complete Manage Award Users m:;:‘ Isnme,n ot

April 2013
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Grants Online
Award Action Request

Process Maps and Screen Shot

April 2013
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Award Action Request Workflow (AAR-1)

J ) J)

January 30, 2013
Version 4.10

Start 4 > > q >
1 1 3 4 5 6
AAR Initiator Search for Awards Access Grants File page Select Type of AAR Initiator : .
vaTheAwardsTab  AndSelectAwardActon  Award Action Request, "“"f:*""::’:::":’;:?d“““
Request from the Enter required fields rv;a :al' :
Action Dropdown Menu And Start Workflow freeciue
AAR 1 - Note 1: If AAR tums info an Amendment then the workflow
will be the same except that the approval document will be an
Amendment.
» >
7 8 9 10
Recipient Authorized Review Award Action Request Assigned Program Officer 1.) Review Award Action Request
Representative Forward to Agency 2.} Forward to Grants Specialist

Grants Officer

& 15 0
AARor Amendment  Recipient Authorized 1.) Revies AAR or Amendment
Approval Notification Representative L) Approve AAR or Amendment

AAR 1= Note 2: An amendment would have to be accepted by the
Recipient Authorized Representative before becoming effective,

April 2013

1 1
1) Review Award Action Request Grants Specialist
2.} Forward to Grants Officer




119

Award Action RequestIndex Page

* No Cost Extension - Prior Approval Required

Extension to Close Qut

* Change In Scope
* Transfer of Award

Change In Principal Investigator/Project
Director

Change in Kev Person Specified in the
Application
Satisfied Special Award Conditions

Transfer of funds allotted for training to other

No Cost Extension - Prior Approval Waived (Research Terms and
Conditions)

Reprogram or Rebudaet
Equipment Purchase
Foreign Travel

Sole Source Contract

Absence of more than 3 months or 25% by project director or PI

Inclusion of cost that require prior approval based on cost principles

* Sub award, transfer or contracting out of any work under the

cateqories of expenses

Pre-Award Cost

April 2013

award if not described in the approved application

* Termination for Convenience
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GRANTS X
ONLINE (&)

IVIBE =

Grants Online Process Maps
Overviews Only
Performance Progress Report (PPR)
&

Federal Financial Reports
(SF-425,SF-270)

April 2013
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Routing of Progress Report (PPR) Apils, 2013

Version 4.10

*Step 8 -All Auth Regss will get the task to
Review Progress Report. Only one needs to
act on it to Forward to Agency.

Progress Reports created By “Submitting” PI

Return for Revisions

Start
. 3 1Jc|kk3on Dof 4 2 ; / g ’
Principal Investigator  Search Awardsor e Principal Investigator  Review Forward To Recipient Review  porward to Agency
Copl, Search Reports 399" oaf::zlepod and [Co-PIReview Progress Authorized  Authorized Rep Progress
Authorized Representative £ 0 URNI 30 Report  Regresentative Report*
tofill out form
2.) Add attachments and
start workflow
Return for Revisions
END «-————*——«ﬁ«——‘t——’«“ﬁ’t— - =
17 16 15 1 13 12 1 10
Aoprove Progress gsined Program  Add Commentsand  Review Ogtional Approve Progress Review Assigned
Regort Officer Returnto Progress Reviewer ReportorSendFor  Progress Program Officer
Program Officer Report Optional Review Report
Page3

April 2013 Page

2
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Routing of Federal Financial Reports (FR-1) Jue 17,2012

(SF-450)

Version 4.09

NibB#s

Financial Reports created By “Submitting”'Biz/Fin Rep

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

v

v
b 4

Start >D =D

1 2 3 4 5 6 7 8 9
Business-Finance  Search Awardsor  Click on 1D of appropriate  Forward To Reciplent *Review  ForwardtoAgency Assigned  /Review Financial
Representative, Search Reports  reportand gotodetails  Authorized Authorized Financial or Return for Grants Report or retumn

Authorized Representative pagetofilloutform  Representative Representative Report Revisions Specialist for revisions

1 12 1 10
Accept Financial Review Finance Forwa;:rto Finanr.le
Or Return Financial Office Dept for approval
Tnevisbm Report (only for a Final report)
T Return for Revisions

Financial Reports created By “Submitting”Biz/Fin Rep

April 2013

Page 3
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Routing of Federal Financial Reports (FR-2)

June 17, 2012
(SF-270) Version 409
NOTE: System should
prevent Auth Rep from
submitting SF-270f
NOA C8S and ASAP and
HOT High Risk
Also should
m s Aw:md Accept SF-270
1 Grants
Specialist
4
Financial Reports created by *Submitting” Biz/Fin Rep can be °
forwarded directly to the Agency I.l
n Non-
9
ASAP
) Finance Office/
Start ‘B 3 N N N BSinterace | ONY
rl_, » » L lAW“d"
from
| 2 3 4 5 6 Al
Businessfinance  Search Awards  Clickon D of appropriate report  Forward To Authorized oo Al ]
Representative Authorized
Representative, and go to details page Representative
Authorized Representative to fill out form 10
Unapproved Voucher
Recorded (asynch)
High Risk ASAP Only (Need ASAP Authorization Amount)
11
SF270-ASAP Notification nmu:rmm-s Finance Office
y Controlled by CBS Default
table. If Approved date is
null steps 11 and 12 are
» » » » manual. Othervwise, il
be closed by Grants
Online.
15 16 17 18
ASAP Authorizer ~ ASAP Authorization Finance Office  "ASAP Certification 19
Business-Finance
Post as UNAPPROVED Representative stz e
(Controlledby CBS Default Tables) En d Funds to Recipient
End
April 2013 Page 4
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GRANTS <
ONLINE \Z

TRADE

NBBA-

Grants Online Training
Post Award Processes

April 2013
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. .

@ Partial Funding Workflow (PR-1) faniry 23 2013
GRANTS/(3) R
ONLINE &) i’ ;

bt = '
TRADE Process ls » » »
' dty L
WBBA- | Fnoselcing .
Partially 2 3 5 6
Fd i Itae Pt Partl Funding Memo ~ Forvrd "S“:;gg: NiwE casspecals, "eveweDas1
ﬂﬁm Funding Memo by Forward to Grants Officer
fonGans |
Fil.
B o |
b |
i % % 7 / 29 3 |
Procurement - Procuremen!  Complete and |
| Request RS orwardExch Requeslor Proc Rt‘ﬂ / Requesl Approve |
I Authorizing
| Bocumast offca |
JEnE e = NOTE 1: Avalidate button will be made avaiableto GMID. Any time the
\ "alidate’ buttons presse) therewill b acall o the S ntrfce fo
N Vendor Check, ACCS Check, and Funds Check, (Warning) We should desplay
1 Nght Uploa to CB DW o ARRA N @ zm WM datefimeof st sccestlldato o each e
2 fil generation for FAADS/USASpending \\ Reviewer Procurement Request [
----------- |
e = | |
WebDocFlow-Grants | i |
>$100,0000nly | >
| Nhty
: Upload o
g Real Time | M8
P 0 1
Uploadto 1 Recard Granis 613 ,2"21 . lls:md o : 9 :
fants eview
: ATONATEDTASK Officer Approval o Cf:p:w e oonl Iitate Award (0450 Grants Officer
| bwedonasep (85 ntedface Obligation
| - hoprovalflags) AUTOMATEDTASK _ _ _ _ |
i f 1 NOTE:ForomNOA,Whenste 121 compeed,sendenal otfcaon o NST AP
i | ASAP Onlyy, I |
| \ I
i \ '
Clear | \ [ *AUTOMATED TASK
Sl Do iy \ |- (st Accpt END
(L) | | \ e Warehouse Records, not
T“ | A : €85 Intarfac)
| } |
| | |
| | | '
$ |, N [ Decline  cn4s1-Deb Process
i g : - 7" (See Declined Award Slde]
5 o 2 n 2|
15 Clear | ASAP AP | u
Department  Award File | ] KSR phorzaton | | Finance e vonl | ) Accepl
OUA | Authorer Office - oven - Redplent Authorized Oeclne
_____________ i | Representtie
April 2013
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GRANTS/¥)
ONLINE

TRADE

BB

FPO - Partial Funding Steps 1 and 2

Search Awards

Award Number:  [na09got

Recpint Name: |

|
Grants File - NAO9GOT4990038

I 2139154
Status: Accepted

Project Tte: |

wradStas: Open ¥

PI-PD Last Name: |:]
Search @

Search Results

26 items found, displaying allitems. 1

Award Number (OrgID [Recipient Name

NADIGOT4980038 2001932 Institute for
Culturally Managed
Resources (ICVR)
32 Institute for
Culturally Managed
Resources (ICVR)
NADIGOT49%0008 2001932 Institute for
Culturally Managed
Resources (ICVR)

NANORATAO0NAE 2N102) Inchihita far

NAD9GOT499002

Please use the above fields to namow down your search.
Searches are not case-sensitive, Fields can be partially completed to get all matching results

Action:

Your Cammants: Partially Fund this Award

Project Title Award Principal
Status nvestigators-Project

Directors
None Designated

TEST RECORD - Grants Accepted
Online Training

Application0

TEST RECORD - Grants Accepted
Onling Training

Applicationd?

TEST RECORD - Grants Accepted
Onling Training

Application

TECT RECNRN - Crante Arrented

None Designated

None Designated

Nana Nacinnatad

Please select an action
Please select an action

Gl sutnit

View Accounting Details
View/Manage Award-related Personnel

‘ Spell Check

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”.

April 2013

Page

3
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FPO - Partial Funding Steps 3 and 4
e
e s Partial Funding -- NA09GOT4990038
WIBDA

Memo *

Y s oo

Approved Plan and Prior Obligations

B Application | Project Title
1))

[Orng 2130113 TEST RECORD - Grants Online Training Application05

I'S—ELcted Application

one Approved Plan and Prior Obligations

B Application | Project Title
D

PN 2130113 [TEST REJORD - Grants Online Training Applicaton0

Planned Year  |Approved Fed  [Obligated Approved Non-Fed|Assigned Non-Fed
Share Share Share

2009 §125,000.00 §125,000.00 $0.00 $0.00
2010 §125,000.00 $0.00 50.00 $0.00
2011 §250,000.00 50.00 $0.00 $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.

April 2013

Page 4
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GRANTS/X\
ONLINE i

TRADE

IBDA ‘

FPO - Partial Funding Step 5

Organization Name: g;simz:o{l g:‘llslrally farazed Electronic Recipient: Yes ASAP Recipient:
SF-425 Frequency: T Ko X R el (- Partial Funding Guidance - Windows Internet Ex... [;][Z] Frequenc
A~ = —— C
(after 3/31/2009) Report 8- B MDSW all 4/1/200¢
Progress Report Frequency:  Semi-Annually = In report is
Fle Edt View Favorites Tools Help
Final Reports Due On: 12/29/2012 ,. ——— »
Project Title: TEST RECORD - Grants Onnd % % | @PataFdggidme | i~ ]
;rincipal anestigators-Project None Designated A
irectors: ‘
Grants Online
L] L] []
Partial Funding -- NA09GOT4990038 Partial Funding Guidance
Partial Funding Memo
Memo * Guidance
Enter appropriate memo language here. See quidance. The Partial Funding Memo is used to explain the state of
finding for the approved Application. A clear and precise
explanation of what is happening in this Partial Funding will
greatly assist GMD personnel in processing the action.
Tvpically, Partial Funding actions are used to find the out-
vears of multi-vear awards, with a single application being
submitted for the award's duration. However, some awards
will have multiple multi-vear applications associated with
them. Other awards are single-vear awards for which the
4| fully approved amount was not provided in the initial award.
Every situation requires an explanation.
\i
0]  Trusted sies Ruow v

5. Enter appropriate language into the Memo box. (See last slide for sample language which is

also available from the “Guidance” link.)

April 2013

Page
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GRANTS/2\
ONLINE &)

g

TRADE

BDA-

FPO - Partial Funding Steps 6 and 7

Partial Funding -- NA09GOT4990038

Memo®  Guidance

Entar 2ppropiate memo lznguage here, Ses quidance,

Windows Internet Explorer

| WARNING: Release of Funds and Procurement Request workflow tasks wil be placed in your inbax.
&7/ e you sure you wish to proceed?

(o]

|

Selected Application

pplrcatlon pproved Fed [Remaining  [Pending Fed [Fed Add Amount Approved  |Remaining  [Pending  [Non-Fed Amount Project Title
[Share Fed Share (Share Non-Fed Non-Fed Share Non-Fed
Share Share

2139113 §500,000.00 537500000 $32500000 s 50 00 50.00 50,00 j; 0 TESTRECORD - Grants

Online Trzining
Application03

Note: Federal Add Amount plus Pendin *re'e'a ‘*a'e,.s she sum of all prior obligations may b up to 5% greater than the Approved Federal Share. If exceeding she Approved Fegkral
Share, enter 8 memo explaining the reason for the acditional funds

Note: Onlyone applicarion may be funded per Fartial Funding action

e | vtk 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 putinto your task box. You
will be returned to the launch page of the new Award File.

April 2013 Pages: 8
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GRANTS(X
ONLINE

FPO - Partial Funding Step 8

TRADE

WiBBA-

Your Tasks

Document Type~~~ Status

Al v VOpen v Apply Filter >>

34 1tems found, dsplaying al tems.1
fiew|Task Id [Award Number |Task Name Task  [Applicant Name Document Type

e 1380805 NAQ9GOT4990038 Procurement Request and Mot Institute for Culturaly Managed Procurement Request and
Commitment of Funds Started Resources [[CVR) Commitment of Funds
View 1380604 NAOIGOT4390038 Review Release of Funds Not  Insttute for Culturally Managed Award Fie
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.

April 2013
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GRANTS
ONLINE NS/ | Award File In Progress - NA09GOT4990038

TRADE

ivﬁ%/t( I 2147952

Status: ProgramOfficerActions - Not Started

FPO - Partial Funding Step 9

Action: Forward to Grants Specizlist for Review ¥ m
Plezse select an action

Your Comments: |Edit Special Award Conditions
Forward to FALD for Review

D

Reassign Award File

\View Amendment Details

\Vigw FAIS Sheat

\Vigw Reporting Frequencies
\View/Edit Partial Funding Document

NOTE: Be sure

Procurement Request has
been approved before
forwarding the Award File to
the Grants Specialist. (Red
“X" should change to a
green check mark.)

[J Attachments:

Pending Actions X

Oneitem foundd

p 1S Federal Last Action Status Last Action
Funding Date |

Procurament Request and Commitmentof  214735.04/24/200¢ 2005 Procurement Requast and Commitment of Funds: Not NOAA Studznt
Funds Started

9. In most cases, after the Procurement Request has been approved, you can
simply select “Forward to Grants Specialist for Review” and add a workflow
comment. Do not 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.

April 2013 Page 8
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GRANTS/¥)
ONLINE

TRADE

IBDA

Sample Language for Partial Funding Memo

* (STANDARD) This release of funds of $____ is for year __ of a __ year
multi-year award. All 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... Dueto ______ , total funding for this award
period is not available in this FY. Additional funds will be provided in
FY__. Itis ourintent to provide total funding for this award. All required
Progress...

= (EXAMPLE 4*) This release... Dueto ________ , 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

unds 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 application which was originally funded as Amendment ____
All 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 continuation application instead of the
original award, note the appropriate amendment number in the Partial
Funding Memo.

April 2013 Page
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_ Reduce Funding Workflow (PR-2) lnay 23,208
GRANTS Versond10
ONLINE \&/

TRADE
WBE#-
_____________ |
AP Reduce ASAP Threshald Automated Task |
Authori |
\uthorizer : | Ftcvi
| postsith
| Degathe
| amountand
\ D |° | seondal
\ W] | ilpatwith
S 1 : oy M
; Initiate Partial ~ partial  Forward Award 8 Review 4 Recod  Recpient  Accept | s Offcer e |
Mgt \oogplation Deawigaion  Fleto O aral O oonl  Adhorted 4L | OO pogy |
Program Offcer \ pomo Memo  Gants  SPCISt pecpigaton  Offce Represetative S
Specialist Forward to
Grants Officer
L Nightly Uploadto
Process s CBS DW for ARRA
initiated by v 2. File generation for
#0 n FAADS/UsASpending
‘fm Procurement
RECIUESl [=====q~===========—s -
fundigol |
this v ' |
gotal P : |
L | Interface creates '
Grants File, | S [
: FrofleforDe: :
authorization
/ | 6|
u % 7 / 1 |
2% / / B ] | ASAP
Procurement  complete and / Approve ASAP [
Requestor / fRequest  Approve | Authorization
st Authorizer |
Request  forward Each ! Hh /g : uthor | |
Rt { /" ofica |
/ / : [
|
NOTE aregndog et — : |
Procurement Requests should be placed in \ |
Assigned FPO Inbox |
|
m B : |
Ogtional , mm 2 n 0B
Reviewer |
De-obligate  CBS Ist2nd : AS.AP Finance |
? Funds  Approver/ | ASAP Onl Certfication Offcer | |
WSherue | Y |
b |
< Page
April 2013 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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GRANTS .A. Beduction in Funding Alciion is

Grants File - NA12GOT9990023

ONLINE\E) initiated from the Grants File page Id: 2245484
G similar to a Partial Funding action. \ Status: Accepted
TRADE
VBB Action: [Please select an action |
.

YourComments.__Please select an action
rtl

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

Save Comment

Reduce Funding -- NA12G0T9990023

Memo *
|Reduction in Funding |
[The Grants Management Division has reviewed the subject award.

(This document serves as authorization to proceed with the de-
obligation process.

143/4000 | [N

Approved Plan and Prior Obligations

= nppllcatlun

elect 2245483 For Reduction in Funding Screen Shats

Planned Year Approved Fed Obligated Approved Non-Fed(Assigned Non-Fed
Share Share Share

2012 $10,000.00 $10,000.00 $0.00 $0.00

Project Title

Selected Application

Application{dpproved  [Remaining  |Pending Fed [Fed Deduct Amount |Approved Non- [Remaining Non- (Pending Non- [Non-Fed Amount  |AMD|Project Title
1D Fed Share  |Fed Share  |Share Fed Share Fed Share Fed Share No.
00

2045483 $10,00000 $0.00 $0.00 m $D 00 $0.00 $0.00 0 For Reduction in
Funding Screen
Shats
; Page
April 2013

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.
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GRANTS/X\
ONLINE w

TRADE SL LGS TUMI U WIDPIAYINIY 31 ILGH IS L

BB i

Award Number |Task Task Id [Task Name Task  [Document Type ocument Start Date Approved (Total Applicant
Received Status Federal Federal Name
Date Funding  |Funding

View NA1260T9990023 05/22/2012 2534353 Procurement Request and — Not  Procurement Request 2245494 Nf& $10,000.00 Enwronmental
Commitment of Funds Started and Commitment of
Funds Curnmn:tee of
West Marin
View NA12GOT3990023 05/22/2012 2534352 Reduce Funding Amendment Not  Award File 2245493 N4 $10,000.00 Environmental
Started Action
Committee of
West Marin

Last CBS Validation:  Status:

Active Procurement Requests:

Nothing found to display.
Withdrawn Procurement Requests:
Wothing found to display.
Federal Share: * $[.100,00
Accounting - ACCS Lines *
One item found.1
14 20002012 10-01-0002-00-00-00-00 52-30-00-000 SAE0D00-SAE  41-12-00-00 ($100,00)N Yes Edit Delete
Add New 8CCS Line
PRCF Total for this Award action: $-100.00

Total Federal funds authorized for this Award action: $-100.00

. Page
April 2013 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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g
GR ANTS A\ MEMORANDOM: NOAA Finance Office
- | FROM: Grants Management Division
ONUNE \/ SUBJECT: DE-OBLIGATION
TRADE De-obligation Request for Award: NA12G0T9990023
BB
Total Federal Funding (entire award): $10,000.00
Recipient Name: Environmental Action Committee of West Marin
EIN: 237115368
DUNS: 793971490
ASAP ID (if applicable):
Award Period: 05/01/2012 - 04/30/2013
Federal Program Officer: Grants Student00
Obligation Number: 374002
Requested De-obligation Amount: $100.00
Ttem #/MDL ACCS Amount

2245494 / 2025338 14 2012 2000 52-30-00-000 SAEOD00-GAE 10-01-0002-00-00-00-00 41-12-00-00 ($100.00)
The Grants Management Division has reviewed the subject award, This document serves as authorization to proceed with the de-obligation pracess.

Justification for De-obligation:

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

(Y 5o Check

Grants Officer Approval:
De-obligation Completed:  Grants Online-CBS Interface
Finance Office Approval: Nj&

. Page
April 2013 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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]

DA-2: Declined Amendment Workflow

GRANTS/%)
ONUNEN®)| OO
Steps 23-24 from GMD-1
TRADE O ‘ .
BB
e Reduce ASAP Acknowled
Recifient  pegli Ao Reduce Grants Officer  AcKnowedge
Auﬂ; ‘rfez:d Declie o Authorizer Threshold o Declined Award
Rép

7 8 9 10 1

Parlial  Forward Award Review Partial Initiate
A Deob  FiletoGranis Gty De-ob, Forward Gtk Award
Speclst PO GansOfcer e
Memo st an De0b

Procurement
Request

Jan 22,2013
Version 4.10
¢
Interface creates
— Unappraved ASAP rofle
forDe-authorization
13 14
ASAP ASAP
Authorizer  Authorization
*AUTOMATED TASK
(based on Data
Warehouse Records,
not CBS Interface)
Financg Office
16
g ASAP
il Only Centification
|
0

“‘*II

20

19

18
De-obligele

17
CBS 1st2nd

0 pi} 25 /
u / VA 7
Procurement  complete and /A
f pprove. uest ove
Rewesl  foadtach / Proc. Req. / A::hlrizing i
Document Official
[
NOTE: Corresponding Negative Procurement
mmumnwmm
Appwove
R!Vim Procurement
Request

April 2013

Record Approval  Grants Officer
AN

AUTOMATE
TASK

W
§
T =

END

Funds Approver/
CBS Interface

ﬂx.wwwcas
DW for ARRA

2. File generation for
FAADS/USASpending

Page 4

Page
15

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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g Correct ACCS Lines on Approved Award (PR-3) January 23, 2013
2 (No Net Dollar Change) Verson 4,10
GRANTS
ONLINE \&/
TRAD E
BB
,.
| et vndtomess
Validation Failure %
: |
|
'
1 § / 7 8
; Initiste ACCS ~ Procurement  Complete and Agprove /'
Assigned . Requestor /PP Request  Approve
e Correction  Request — poryard Each / Proc.Req, // Authoring
Officer Procurement Document / / Official
Request /
/ . /
Action to be initiated from Award File Launch page. Qt i
Comment Will be Required,
Procurement Request il be added as a Sub- fa 6o 9
Document to the Award File Optional Aoprove Grants Officer
Reviewer Procurement
Request
Procurement Request and Commitment of Funds - NA12G0T9990014 '.".' 0
THIS DOCUMENT IS LOCKED
THIS REQUEST IS APPROVED 10
Coreact ACCS Lings Approve
Last CBS Validation: ~ Status: Proc. Req,
\ @51
Dectige  #00/
Funds CBS Interface
) Page
April 2013 16
Accounting - ACCS Lines *
2 items found, displaying all items.1
Bureau|Fund|Fiscal Year|Organization _____[Program ___|Project - Task|Object ClasslAmount __[Prior Year[DWValidated|
14 ! 2012 06 -02 -0004-01-00-00-00 01-01-02-000 14K3BNS-PO0 41-11-00-00 $10,000.00 N Yes
14 2000 2012 10 -01 -0002-00-00-00-00 52-30-00-000 SAEODOD-SAE  41-12-00-00 ($10,000.00) N Yes
Add New ACCS Line
PRCF Total for this Award action: $10,000.00

Total Federal funds authorized for this Award action: $10,000.00
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To make a correction to the ACCS line on an already approved award:

GRANTS; 1. Navigate to the Award File containing the Procurement Request which
ONLINE \&/| needs to be corrected.
Tm\'\;fB’ﬁf‘— 2. Access the details page of the Procurement Request that needs to be
: corrected.

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

4. Edit 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.

. Page
April 2013 17
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Administrative Amendment — Date Changes (GMD-2) anuary 22,2013

Non-Funded Amendment Version 4.10

WO 004

3

T AR st SRk it o, ey
wBt}f%, Awards Tab (add new fields for Project Dates) IGL::\;:'E :-:
Optional ,I-',qfc
1 d n;:n lcas 1 ’i‘w cas 1‘::12;« H Gvam:oor\lme Accept/ & A Amd/ 8
Unapprove st itiate e} ipient \pprove rani icer
roftue 0 |, e | gl e e i o S
END :
AMD TP |
and restart manually as needed. Dedlnel
I
I L. Nghthy Upload to CBS DW for ARRA
@ 2. file gonaration for FAADS/USASpending.
9!! - oA
date change(s) are rolled back.)
Amendment to Financial Assistance Award
CFDA Number: Grant Type:
11.999 @ rant " Cooperative Agreement
Award Number: Amendment Number:
NA12GOTI990014 Pending
Recipient Name: Street Address:
Institute for Community Managed Resources (ICMR) 123 Main Street
Washington, DC 20000
Amendment Start and End Dates: * Extend Work Completion To:
| . I A
The Amendment Start and End Date fields and the
Project Start and End Date fields are not part of the
official CD-451. The Amendment Start and End Dates are for
intemal reporting purposes only and cannot be used
by themselves to extend the award. The award can only be
i
using the Project End date field or ty submission of 2
No-Cost Extension Award Action Rejuest,
Project Start and End Dates:
. Page
April 2013 19

The Grants Management Division can now create an administrative amendment to make corrections to Project Start
and/or End Dates without requiring the Recipient to submit a No-Cost Extension request. Both the Start and End
dates can be modified.
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GRANTS; \
ONLINE \Y

TRADE

» Manage
Recipient Users

» Organization
Profile Change
Request

» SF-4254 for
Multiple Awards

v Search Awards

» Search Reports

April 2013

Organization Profile Change Request
Organization: Institute for Community Managed Resources (ICMR) (2002469)
Request [D: 2245527

Profile Field Current Value Requested Change

Legal Name or DBA Institute for Community Managed Resources (ICMR) |

Physical Address

Street Address 123 Main Street
4
City Washington |:]
State DC - District of Columbia | |
ZipfPostal lode 20000 ]
Country USA - United States | |
Phone 301-555-1212 ]
Mailing Address
Mailing Name ICHR [
Street Address 123 Main Street
4
City Washingten I:‘
State DC - District of Columbia | |
ZipfPostal Code 20000 ]
Country USA - United States | |

Business Identifiers

EIN 98-7654321
DUNS 123456789
DUNS Plus4
CAGE / NGAGE
ASAPID
sl
*Justification for Changes

g

20

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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GRANTS/ )
ONLINE

TRADE

MIBBA-

Grants Online
Review Event

Process Maps

April 2013
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Review Event Workflow - Federal Agency (REF) Ao, 2015

Versiond.11

Only if Review Event Exists
o Review Events are optional in Grants Online.

o Review Event is conducted for both Competitive and Universal, if Chosen,
*  Review can be conducted using Grants Online functionality or outside of Grants Online.

Manage Application Reviewer Functionality on Grants Online

Assgn Application to Review Event, Stepd i i und
required only after the First Review Event as the ot ¥
First Rewiew Event il gt every application added
fokavtomatcaly Applcaions or ubsequert
eview Event must be added b the competiton Add New Reviewer
Manager,
If Valid User = *"N*
"’ 4
1 ) 3 ' 5 Modify Reviewer to 9
Competition  Stat Review EVeNt View Review Event  pssign Appliation. 3641 for reewers K iy

Manager Global Option Deta to Rewi Event
otails 0 Review Event
Avalable without atask o= 4 Manager

nd ]
11Valid User="Y"  Assign Reviewers
To Application
St Revien Do Datebefore Notfcaton
l This action will place the review assignment back in the reviewer's inbox
Reviewers Work Flow

— {—@— @ —— - --—--—-
N::t)‘ it 2 t
; Reviewer Accept/Decline  Notify agency
Reviewers Review
Review Event Manager can Enter Review on
of| Applications.
mL Bel o eewer, Fhemvs surited
via Emal or Mail.
Notification will have the following;
1Hyperlink to Reviewer Login
2. Emal Address s used as
Username forthe Reviewers.
3.Ad character code i provided

wedsPHndsvldl e

(Original Comments

February 2013 Page

2
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Review Event Workflow - Reviewer (RER) Apils 2013
Version 411
e
g
Federal Employees, determin the Conlct o terest by he
Federal Ethic Laws .
Non-FederalEmployees determine the Confict of nterest by
05743 confidentialty entfication forNon Govermental
e e N e e l
;wuwwm |
(inoneNotification
e
2 See
> \ Decline Flag Under Manage
Decline Mg!;—
1 3 : : ]
R ReceveNotfication ~ Select appication el Su Comment
o Vsl oheiew W tedoplcton Ceﬂ;fv“"”‘ﬂ Aboutthe Decle
of Interest
Notiicaton wilhave the ollowing;
L Hyperink o Reviewier Login g
2. Emal Address s used a5 [
Username for the Reviewers, 8
3.Ad character code s provided b
used s PIN and is valld tll the
6 7
Review Application(Enter  foryard Roview to Agency
Scores/Comments)
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