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Federal Program Officer Training Agenda

Day 1 - AM

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

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

Basic System Navigation;

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

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

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

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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Getting Started

Accessing Grants Online

1.

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

e Internet Explorer browser opens

Enter the following URL information in your address bar of your browser:

https://grantsonline.rdc.noaa.gov then press ENTER

e Grants Online Home Page/Login Screen appears

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

shot updates with the DOC logo.

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

= NOAA

« MBDA

o ITA

= NTIA

« Grants.gov
« Grants

Management
Division

Grants Online

Grants Online i

% the premiar
Federal solution for full life-

cycle grants management

* DOC/OS/OHRM =

Username

Password

Privacy Policy
Security Policy

error message in red on the screen. After three unsuccessful attempts

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

to log in, the system will lock you out and you will have to click on the
“Forgot your Password?” link to reset it using your security questions.

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

number.
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Grants Online Navigation Features

Overview

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

Screen Layout

¥ Advisories
* Notifications
* Archive

* Tasks

> Send Message

Screen
Layout
Defined

Release 4.06

System Manage
Administration | Certifications

—
g =i
E RFA | Pre-Award | Award | L i

V felcome to Grants Online Charles Peterson

Reports

—
Laa Off

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

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).

s Al = = D
llnbpx m Lre: e SR ageme inisiea s e
rants

Walcoms to Grants Online Charles Paterson (Log off
[* Advisories =
Advisories

> Notifications Microsoft Internet Explorer x|
> Archive There are cumrently no advisories. /

/!5 Unautharized to access this area
> Tasks A
e =1

¢ Navigation Pane: Highlighted by the red border, is the navigation pane.
Based on the Tab that you are currently on, commands for certain

function display here. Click on the desired command to go to that
specific screen.

o Document Pane: Highlighted by the black border, is the document

pane. This is located in the middle of the screen. This is where most of
the data in Grants Online will be input.

2
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Grants Online Overview and System Navigation

Other User Interface Features

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

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

2} Grants Online | Advisories - Microsoft Internet Explorer =121
_File  Edit View Favortes Tools Help ] n
Qe - O - [x) 2] (b sewn Sormeme @3- o W JE O B

Address [] https:/farantsoninetest.rdc.noaa. qnvilhw5hmme!|.nuln!d'\eckl)eleowuns do = | Go | Links > |dy -

e
”géé [ Application | Award i
Srants

Welcome to Grants Online Lillian Ba Atcount Management Tapjement Tab

Adwisorier

» Advisories

» Archived = My Delegations =

Notifications N R This option allows you to view and update the users to whom you
Advisories have delegated your work. You may search for users that have similar
permissions as you and choose to delegate your work to them. The

» Send users will then rec=i'::nan erhw:-: and/or notification, and they will be
Lkt able to log in and perform all of your tasks and activities.
o ZrrEvey 7

09/27/2006 11:02

» Notifications

» Task - My Preferences -
I\Ianaggrnent " . " "
Grants Online 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
your notification and email preferences.

The User Group sessi
users with informatiof - py profile - e

This option allaws you to view and update your personal profile, You
e g may update your name and address information, as well as your
e security question and answer. You may also view your system profile
= Release 2.10 Highlid atributes, including your usernarme and your currently assigned roles.
- General questions g

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

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

3 Grants Online | Advisories - Microsoft Internet Explorer — ||! ﬂ
Fle Edt View Favorites Tools Help | >

OO X2 D o= @[ - L W UE QB

Address |e_"| https://arantsonlinetest.rdc.noaa. gov!ﬂowsa‘hame;'LognicheckDe\egatnons M @
Hanaga
Certifications

Welcome to Grants Online Noaa Student. Log off

Acwunt
Management

» Advisories

Grants File - NAOINMF4440383 >> Search Awards >> Advisories

» Archived
Notifications

» Notifications Advisories o2

» Send
Message

“* % NOAA USERS ONLY *¥*

09/27/2006 11:02 AM

» Task
Management

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

The User Group session on October Sth will provide NOAA

28
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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.

‘A Grants Online | Advisori 2 rantsonlinetest.rdc.noaa.gov - GOLHelp - Microsoft Internet Explorer =101 x| =l8]x]
File Edt View Favorite . N - » @ | @ I _-'i'.,lr
7 - P 9= = R e [
Q- O - 1) @~ O ¥ B G Pt Sgrewee @[ (3- 15 1 a
Address : ==
Adress ] osiforantsoni [ o ec e S e s caren
Hide
> " -
ul}seerde | welcome

» Advisories

» Archived
Notifications

» Notifications

» Send
Message

» Task
Management

» Tasks

2|

51 Global Navigation Bar
E] Left Navigation Menu
5] Login screen
Disclaimer Page
Accept Delegations
Search Functionality
Advisories
Notifications
@ Archive
Tasks
Account Management
Sending Notifications
Profile
Preferences
Delegate Authority
System Administration
@ Manage Organizations

KT —

of

Welcome to Grants Online

Please use this help menu for help in performing your work
in Grants Online. Ifyou need to reach the Grants Online
HelpDesk, please call {toll free) 1-877-662-2478. The
HelpDesk hours of operation are Monday-Friday,from 9:00
a.mto 5:00 pm. For questions regarding Grants gov,
please call the Grants.gov Contact Center at 1-800-518-
4726. Contact Center hours of operation are Monday-
Friday, from 7:00 a.m. to 9:00 p.m. Eastern Standard Time.

Please click here to access Grants Online Training

[T 115 [ mtemet

N

directed to

- 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 who will call in, follow the steps listed below:
Teleconference: Dial 1-866-427-0077

Passcode: *1328876*

fMatar Tha ctar baw moct e nracead bhafora and afkar tha naceandad

Release 4.06

> Search Awards > Advisories

4
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Grants Online Overview and System Navigation

Inbox Tab

Tasks

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

Accessing Tasks

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

» Notifications Your Tasks

» Send

Document Type Status
Message

[ =l [open =

25 items found, displaying all items. 1

view|award Number |Task |Task Task Name [Approved|Total Federal |Task Document |Start Date |Docum
Id Received Federal Funding Status |Type Id
Date Funding
View N/A N/A /A

» Task

Management

» Tasks

253670 11/30/2006 Raview Not Oomnibus 2050830
Started Synopsis
View NAOTSEC4590002 251480 11/21/2006 Procurement N/A $150,000.00 In Procurement 11/21/2006 2050787
Request and Progress Request and
Commitment Commitment
of Funds of Funds
Vigw NAD7VSEC4690002 251479 11/21/2006 Review N/A $150,000.00 Mot Award File 205078€
Release of Started
Funds
s NANANNS47INNTN 25N2ARS 11/1A/2NNA Rawvisaw M/a £an 410 nn MNAt Bward PNSNTAS

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

Viewing a Task

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

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

Filtering Tasks

1. Select the Document Type in the drop-down menu
2. Select the Status in the drop-down menu
3. Click Apply Filter Document Type Status
e Tasks screen appears showing only filtered tasks. Al S C-- B
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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.

F—T

: =
Account I System Manage
LEGELELLLIE Administration | Certificati

[Log off

Welcome to Grants Online Mark La Fave

.
eicdbte Account Management

* My Preferences
* My Delegations - MY PROFILE -

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

- MY PREFERENCES -

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

- MY DELEGATIONS -

This option 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 choose to delegate your work to
them. The users will then receive an email and/or notification, and
they will be able to log in and perform all of your tasks and activities.

Accessing My Profile

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

‘Welcome to Grants Online Grants Stud

* My DeleQahons Advisories >>> My Profile

» My Preferences

» My Profile

_(Commaents Exist) Manage Profile cdit ==

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

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

Ll eCur Ly WML

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.

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

Release 4.06 @
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Grants Online Overview and System Navigation

Editing Your Profile
|

1.
2.

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

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

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

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

cemments eist) Manage Profile

Prefix: Mrs. -

First Name: *

Middle Name: N

Last Name: Student

Affix: None -i

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

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

(oot g 10| Orgonization | postion| prons | adrems | &-an | Fax | primary | nctve

31l 2002200 GOT One 301- 20020 testemail@msg2.rdc.noaa.gov true true
Commerce 555- Century
Program 1212 Blvd,
Office Garmantown,
(ocro) MD 20874-
1143 USA

Assigned Roles

Role __________lorg 0 _lorganization |

Federal Program 2002200 GOT One Commerce

Officer - Certified Program Office {OCPO)

Primary Office 2002200 GOT One Commerce

Contact Program Office (OCPO)

32



Grants Online Training Manual

My Preferences

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

Accessing My Preferences

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

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

3. Click Save at the bottom of the page.

/= Grants Online - Windows Internet Explorer

@i + & itpsifjorantsonlinetest,rdc.noaa,gov/flows{home/Navigation/navigateToPage.da7goToPage=26. v ! CertficateError | ¢4 X |

.Pv

File Edit View Favorites Tools Help

¥ & | @acrants onine ' - B & v [rPage~ (T~

Site Preferences

Page Size
[200 | 1

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

Number of Bread Crumbs

[

Set the maximum number of navigational bread crumbs to display.
Look and Feel

DOC v

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

Yes | [-1

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

v

Dane J Trusted sites H100% ~

' & mboxforlil.. | @ FPOManuals /= Grants Onli... | (@] MicrosoftP... | T Overview-S... | TJ SystemMNav... B ¢ &7 9:58aM

Release 4.06
8




Grants Online Overview and System Navigation

Customizing Tasks

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.

A w0 N oPRE

Click Save at the bottom of the page.

3 Grants Onkine - Microsaft Internet Explorer =18l x
Fls Edt Vew Favortes Took Heb &
Qe -0 -4 13 I/m».:m@.-'--;ﬂ-,.ﬁieﬁ _ o
st : T8 [ 6 |

=

Task Preferences

General Tasks

Awailable Columns Selected Columns
—-- Please select an inbox column ----- ----- Please select an inbox column —--—
Project Title lAward Number
Proposal Number Task Id
Award Start Date Task Received Date
Task Name
. lApproved Federal Funding up
Total Federal Funding
Task Status
[Document T
B oo oate
[Document Td

[Completed Date
Applicant Name

RFA Tasks

Available Columns selected Columns.

————— Please select an inbox column ————- 4 -———- Please select an inbox column —-—

RFA 1d Task 1d

RFA Name Task Name

RFA Type Task Status

Hon-Comp Type Document Type

Anngunce Type [Document 1d

Fiscal Year ' Start Date m
CFDA [Completed Date

Sub Program —
FFO Number =

Program Office Id

Program Officer Id =
4l | »

[Eloce. [T | [ nkemet
Wistat| @ €9 (B €9 tnbox for antbo..[3 Interet gl + 2] | ) .| & | 2B AL [« BB evsem

Changing Password

1. C|ICk the blue Change Password button in the User Preferences screen

g5 'Af
" Account Manage
et sosican | s SR i m

Welcome to Grants Online Noaa Student. (Lag off

* My Delegations s > Archived Notifications >> My Preferences

» My Preferences

+ My Profile User Preferences

New Features!

Site Preferences

— Page Size ‘

[+]

 Number of Bread Crumbs ‘

[—

~ Workflow Warning ‘

No =] [+1

Change Password

34



Grants Online Training Manual

2. Change Password screen appears.

- ag i T
" Account Syst =
GELELLILUIS Administration | Certifications m

Welcome to Grants Online Solomon King “Log Off

g fil
Svbls Change Password

¥ My Preferences

* My Delegations

0ld Password * || Password Guidelines :

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

Passwords cannot contain quotation marks.

Passwords are not case sensitive.

APassword must begin with 2n alphabetic character

Alleast one of the characters must be a number(0-9) or a special character(_$#)
Sixofthe characters may only occur once in the password

New Password * |

Confirm New Password " |

Enter old password.

3

4, Enter new password.

5 Enter new password again to confirm.
6 Click Submit.

Note: Please follow the indicated Password Guidelines. Also, note that the special characters

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

Release 4.06
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Grants Online Overview and System Navigation

My Delegations

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

Accessing My Delegations

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

e e A, -
- -
Account \ System Manage
LELEDLIGLEL IS Administration | Certifications
=

Welcome to Grants Online Solomon King Log Off

* My Profile Delegate Authority

* My Preferences

¥ My Delegati
Y. oe epatiny You currently have no peers on your list of delegates

Search for Peers
Please note thal this search will only cover those users who match the criteria and have at leastthe same permissions as you do.

First Name: ||

Last Name: |

Organization: [

Role: AGO a
Awardee ﬂ
Budget Officer
CAMS Finance Representative |

Find Peers

Adding a Delegation

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

3. Select delegations /o currenth ave 1o heers onyour st of delenates
4

[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.
Click Delegate

FirstName: [ aras

Last Name:

Organization:

Role: AGO E!
| Awardee
Budget Officer
CAMS Finance Representative =l

earch Results

Peterson Charles

[

I 11
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Rescinding a Delegation
]
1. From the Account Management Tab, click My Delegations

oMy Delegations screen appears
2.  Click on Rescind to remove the individual as your delegate

T
- e
Account | System Manage
fianagement feports

Welcome to Grants Online Solomon King

“Log off
* My Profile

Delegate Authority
* My Preferences
¥ My Delegations
Current Peers on delegation List:

prefic Jaffx Name ——— lphone |

Mr. Charles Peterson 301-713-0105 charles.peterson@noaa.gov

rax [rite Jorganizaton |

SOUTH EAST

Search for Peers
Please note that this search will only cover those users who match the criteria and have at least the same permissions as you do.

First Name: |
Last Name: |
Organization: I

Role: AGO A
Awardee :‘|
Budget Officer
CAMS Finance Representative =l

Find Peers

Release 4.06

12
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Grants Online Overview and System Navigation

Logging in as a Delegate

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

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

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

157, =

Grang' Online

Choose Active User

Other users have chosen to delegate their work to you.
You may choose to work as one of the users listed below.
Otherwise, choose 'Continue to Inbox' to work as yourself.

Selact Solomon King

Continue to Inbox

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.

M S B SCSS AL -
[ Manage
] o=@ (2 S 1

OPERATING AS DELEGATE FOR SOLOMON KING Log Off

13
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Federal Program Officer Training Agenda

Day 1-PM

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

Topic

Duration

Introduction and Agenda

10:30 — 10:35 (5 min)

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

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

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

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

Additional Resources and Training
Questions and Comments
Evaluations

4:15- 4:30 (15 min)

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

39
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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 .

February 2013 Page

3
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Universal Process — RFA Creation

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

Select the RFA Tab &
the Create RFA link

| Create i lnks on P Detalls l/\l,

Start Select the option to U v &
copy RFA from existing
o create new RFA 2 3 g >
RFA RFA Name, Fiscal Year, RFA Routing Slip Start Workflow
RFA Creator CFDA Number

Universal RFA Type (Select optional review if needed)

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

End

1
Review FFO/FRN

12
Review FFO/FRN

February 2013

January 22,2013

Version 4.10

Optional

Optional Reviewer  Review/Approve

8
RFA Publisher

9
Post Application Package

10
RFA Creator

Page

4
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All Recipients™

RFA Additional Information

Anticipated Funding Amount for SI

Application Due Date™

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

(MM/DD/YYYY) I:

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 _LL "°"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

February 2013

Page

5

Recipient — High Resolution Systems

DUNS - 602201043

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

44
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WBDA

Selectthe RFA
Tab & the Create
RFAlink
Selectthe option
to copy RFA 3
from existing or Createvia links 4 5
. create new RFA on RFA Details
Start |m) - -
| g
RFA RFA RFAName, Fiscal Year, RFA Routing Slip Stat
: d
CFDANurmber, (selectoptional ) 0
Creator UniversalRFAType | reviewerifneeded) ‘oo
Matching Requirement
— Statutory Authority ™ IGat Authority goes here.
Application Package
Select a Form Family : .SF-424 v
Select a Template : 'NOAA - Non Construction v2 v
Minimum Cost Share (%): * \:’
Maximum Cost Share {%): *
Budget Narrative Attachment Form
€D-511
Project Narrative Attachment Form
SF-424
SF-4248 Special Award Condition Details
SF-4248
Name: * Programmatic SAC
Other Attachments Form
SF-LLL Destription: * [SAC Description goes here |
J Attachments:
For Universal RFAs, you may attach Application Instructions to the RFA, Use
Application Instructions as the short description. Only one file may be attached
at Grants.gov as Application Instructions. The preferred file format is pdf.
 sove | one |
February 2013 Page 6

45

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
Tab &the Create
RFAlink
Selectthe option
1 to copy RFA ) 3
from existing or Createvia links 4 §
. create new RFA on RFA Details
Start ~ -
II =
RFA RFAName, Fiscal Year, RFARouting Slip
RFA CFDANumber, (selectoptional o
Creator Universal RFAType reviewerifneeded) Workflow
Routing Slip
RFA Creator

1tis 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

All 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

Savehoue | startiorton | conc|

February 2013

Page

7
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12 1 10
Recipient Nofified Notify Recipients Creator

31 items found,

View|Task Nam:

View Notify Recipients N/A

Your Tasks
Document Type Status
r 7 o v

displaying all items. 1
ne Award Number [Task

Document Document|Task Id |Start Date Applicant

Name

Completed
Date

Project Title

02/03/2011 RFA N/A 2199733 1795365

Proposal
Number

February 2013

RFA

Id: 2199733
Status: NotifyRecipients - Not Started

Action: [Please select an action v | TEARY
Please select an action
W Notify
Your Comments: ™ :
View RFA Details
Spell Check
« 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 St RFAPublisher ApplicationPackagePosted Complete

Application 05:37:05  08:37:39  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: Exce

RFACreator InitiateApplicationPackagePosting Complete

Page

8
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. . . .
s Applications and Review Event Overview (UNI-2) January 2,003
Version4.10
GRANTS Receive applications
ONLINE \&/
ey ) Applications submitted via Grants.gov
WiBDA- = GRANTS GOV*
1 LI% » »
Grants.gov | '6 n‘ End
Start 41j
3 ] 5
Assigned Program Officer Review Minimum Requirements _ fipwovefﬁgiect
Input Paper Applications Checklist (1 Per Application) Minimum Requirements
Checklist (1 Per Application
2
1 REA
NOAA
Review Reviewer Instructions
End m mml\:l:mmMB
: » » » n I
“Reiew Reviver srcions . compltedfhereis no Review Evnt
document s available, but not a task.
6 1 8 I
Assigned Program Office 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 :
: |
| Lﬁ :
I : } 3
, w 0 End |
| 1 for Select

Dependent upon completion of Reviewer Competitve processing, Select Applications 3 |
: 10 start Rview Event rerucionsworklow and apptovelrect 12 gl optionbecomes avalableahe Review Close Review Event [
| Competition withdraw status on all assoclated applications, Competition  Event workflow i completed f there s a Review |
| Manager ‘ GIoba\‘O;Jl‘won Manager  Event Global Option :
: Avalable withouta task Available without a task [
____________________________________________________________________________ 4

February 2013 Page 9

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

A review event is optional for the Universal process.

48



Applications submitted through
) Grants.gov
—N >~
"  GRANTS.GOV|
l
1 5
l
° Createvia Aoplicatidn Tab D Assmnecl ReviewMin.Req.  Approve/RejectMin.
o reatevia Appiicatdqn la one
|“l 4 A~ ProgramOfficer  Checkist(1/App)  Req.Checklist
o (1/App.
NOAA InputPaper Applications
forRFA
Application Details - SF-424
Aufit Tra j
J Attachments:
[-] Program Office Added Information
Project Type: (O construction @ Non-Censtruction
Principal Investgators-
Project Directors:
Keyword(s)
Applicant Information
Program Blement / Legal Name: =
Finog Prny; | RFASE Pregram Bemént/Fundng Prodty | g = l
Department Name: [ |
Division Name: [ ]
Application Submission Type and Date Information n;"‘"l‘;"‘:f’;l i EIN Number:
Type of Submission: @ appication OPre-applcation O Changed/Corrected application (9 0r 13 digit number) [ )
Type of Application: @New O Contowabon ORevson ‘?Rene.ua\ OResubrm stast: | ‘
1f Revision, select appropnate letter(s): -Select a Revision Type: ¥ ciy: [:l County: |:|
S+ Dokt Cont L —
Use format MM/DD/YYYY for date fields. Comty : 7 l:l
Ficjec Stat Dt * Projec EndDale:* ST | o a
E¥ D [ ] Foteca aeacy RevaredDa.* me-WM Eastem Naine sod Teleph barof persontols T
gpatiteter [ ] seqpeaigete [T eesaiomee ] Fréfic_ Firstllame Jide lame. _ Lasthiams Suftc
fone # [ I I ] Hone ¥
THe [ ]
Organcabon afiabon [ ]
Pronetunder [ Farhlumber |
Emal [ ]
Other Application Information
Type of Apphcant1: * Nonprofit with 501C3 IRS Status (Other than Institution of Higher Education) v
Type of Applicant2: Please Select Applicant Type v
Type of Applicant3: Pleasa Select Appicant Type v
[Test/Training App 1 for Release 4.06 Comp RFA
Desariptive Tile of
2gpicant's Project: *
Project Areas:
CFDA Number: * | 11,999 - Grants Onine Training Program ¥
Page
February 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.



Applications submitted through

4
) Grants.gov 3 5
/’ - .
. GRANTS.GOV|
m— H— 2
| , |
2
T i ReviewMin.Req.  Approve/RejectMin.
ﬁl Createvia Applicatin Tab Done Assigned : 9 PP )
|" y Program Officer ~ Checklist(1/App.)  Req.Checklist
, (1/App)
NOAA Input Paper Applications
forRFA
Name of Federal Agency: [NORA ]
ppicant Conqressional Distit :’ Project Congressional Distict :]
I8 the Applicant Delinquent on an; Feoetal Debt? () yes DH!
s Agplication Subjectto Review by State Evecutive Order 12372 Process?
Oa s ’ L) I |
Ob clto £:0. 12372 buthas not been selecte by e st o e,
O Progeam i not covered by E 0. 12372
Authorized Representative H . : H H
Prefc __ FistHame Liddle ame: _ Lastame Sufir Ed“ Appllcatmn Fundmg Detalls
None v [ [ ] IMone v
Tite: [ ] ﬁ
Phone Humber [ | Fartiumber ]
et ] Application Total Funding : 500000
Fiscal Year :
‘Application Funding Details: - (use format YYYY ) 2011
Total Funding: * Funding Start Date : * Funding End Date : *
Mt Year Award: No (use format MM/DD/YYYY ) use format MM/DD/YYYY
Nathing found to display.
vﬂ ng i sy Federal Funding : * 500,000.00 Program Income : |:|
wpbantrndeg: - [
State Funding : 1
Local Funding : |:|
Other Funding : l:l
Total Funding : $500,000.00
[ save | close |

Total Funding:
Multi Year Award:  No

2011 10/01/2011

Add New

Application Funding Details: *

09/30/2015 $500,000.00 $0.00

Save and Start Workflow

Fiscal Year Start DatelEnd Date_[Federal __lApplicantitatelLocaljotherlotal Fundings|Program IncomelctionlAction

$0.00 $0.00 $0.00 $500,000.00

$0.00 Edit  Delete

February 2013

Page

141

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

Hint — After entering the “Total Funding” at the bottom of the screen, click on the “Save as Draft” button. You
will get an error message, letting you know that you still need to enter the Application Funding Details;

50

however, when you click on “Add New” the Funding Start and End Dates will be pre-filled from project dates on

the main page. The dates do not pre-fill unless you click the “Save as Draft” button before the “Add New”

button.
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Applications submitted through

) Grants.gov 3 ) 5
”’—" G GRANTS.GOV] \ .
\ m—( - B
A 1 2 i I
- ° ) — Assigned ReviewMin.Req. | ApproveRejectMin.
: ] Createvia Applation Teb Dore /;mgmm Officer  Checkist(t/App) | Req.Checkist
VIBDA I (1/App.)
NOAA InputPaper Applications
forRFA

2 items found, displaying all items. 1

Not Started Application 2138624
Tn Progress RFA 7138600 1270172008

Minimum Requirements Checklist

Minimum Requirement Met Comment
Requirement ?

Received on Time OYes
Ono
O Not Applicable
Overall Comments:
spell Check
Correct Federal Funding OYes
Oho
ONot Applicable
Spell Check
Al req questions must be answered before the appiication can be approved or rejected for minimum|
Correct Match OYes requirements.
Ule Sove
OMot Applicable
Spell Check
Complete Application OYes
OMo
OMot Applicable
Spell Check
Page
February 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. Currently,
if no comment has been entered for a “No” radio button the user will not have an option to Approve or Reject
the Minimum Requirement Checklist. In a future release the user will not be allowed to save the screen
without a comment if a “No” radio button has been selected.
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Prepare Applications for Funding Overview (UNI-3) Jaary 2,03
Version 4.10
* For NOAA and NTIA the NEPA process s required, For other bureaus the NEPA
process is not available. ’i~ -b‘— -bi
/ mu ] Lega‘ .\ms:m \\ 0 m;:::f
£ ORON o g Ofer Yy | e e
5 ot vt e
3 1 6 2
PO Checklist ~ POChecklist  Complete PO Certify PO Forward Award File to

CheckList Checklist

(NOAA and NTIA Only) Grants Specialist

NEPA NEPA  Review and select 1 .

Conduct

Assigned oo : Selected Approve NEPA
Program Oficer Negotiations L 2 NEPA Offcal
Once the PO Checklist has been 12 13 14 e 16 | 1
completed and certified (Steps § Procurement  Procurement  Complete and i Approve idh 18
and 6], the system will generate Request fequest  ForwardEach 'O Procurement | P‘quo " IWW Approve
the Dacument e
“Forward Revise Award File” o |
to establish additional
:smk&'vd:i:hf How: ‘:: m:h m Between the Requester = | Ifneeded, you can renegotiate the
vn and authorzing officlal. make any changes before forwarding
tothe
the Award File to GMD
Grants Specialistin GMD. - (See separate “Renegotiation” Process
= o Aagrove Mog)
/ 7 I N Procurement
' eviewer o
’
NOTE 1: Step 20 ivoives 3 ,/ B loncce Vallc;anonFawlure Automated Task
manual check against the CCR // ReectVendor nfe/ |
weste. _~ CBskrrors |

——  End

2% 2%
19 20 21 n bE) u Grants Online  Link Vendor with
Data Quality Validator ValidateOrg  vendor Initiate Get Vendor Accept Vendor Info/ SystemAdmin  Org Profile
Profile(CCR)  pataControl  Vendor Info DataControl  Request New Vendor
Manual updates n CBS to the vendor
record If necessary before selection
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1
Assigned Conduct
Program Negotiations

Officer

3
PO Checklist

Procurement
Request

33 items found, displaying all items.1
View|[Task Name Award Number |Task Document |Project Title
Received [Type

View Conduct N/A
Negotiations
Nntifi Reriniente N/A

N2[NS/2011 REA NiA

02/05/2011 Application L8 Universal2 RFA App Not

Task |Document|Task Id |Start Date [Completed|Applicant [Proposal
Status |Id Date

1795527 icmr L8 Univ2

2199761
Started App

In 21007AN_ 1708825 N2/N&/2N11

— N/A 177 —

Type and Date
Type of Submission: @ Application ) Pre-Application O)Changed/Corrected Application
Type of Application: @New O Continuation O Revision ORenewal () Resubmission
1f Revision, select appropriate letter(s): | -Select a Revision Type- v

Use format MM/DD/YYYY for date fields.

|

Step 1: Org Lookup - Find
organization’s record in
database or add if necessary

Project St Dae: ™ [10/01/2011 ProjestEnd Date:[09/30/2015 | Submited Date

stteReceheDale [ |edea sgenyRecsieo Do " 002001 | e * 500 PM ¥ Easten

Applicant Identifier. i:l

State Application dentifier \

Federal denfier

Applicant Information

Legal Name: * Jieme

[ o oo |

Please Associate an Organization within Grants Online using the Org Lookup button.

Department Name:

Division Name:

1 Select Organization

Duns Number:

| Enter your search criteria to find the organization.
(9 or 13 digit numhev):

Organization Name |(icmr

address-ciy [ ]
ouNsNumber [ ]
ENhumber [ ]

Address-State Please select a state

DC 20000 USA

123 Main
Street,
Washington,
DC 20001 USA

2 items found, displaying all items.1
Qu_lg Name Buroaulfddress
Select 2002469 Institute .M
Managed
Resources
(ICMR)
Community
Managed
Resources

Communi
Select 2002490 Institute for ~ NTIA
(ICMR)

DUNS DUNS+

123456789

123456789

Cage|ASAP [Active
I1d

12345 true

123456789 true

February 2013
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. 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.

Page
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Add New Organization

Add Organization
¥HA3*DROVISIONAL ORGANIZATION®**** 7
Descrption CAGE CODE: [ ]
——— CCREXPIRATIONDATE: |
Bureau * Y T 7 metrEtn
ity | (STt s (E0A) ] Please press ‘Save' before you add attachments
Organization Name * ional Trade Administrati :
Nationl Telecommurictions 2nd lnformation Adminstration (NTLA) Save | Save and Return to Main J Cancel

Identificati DoC Office of the Secretary (DOC-08)

ification "
Duns Numb +
(ngisgwtunﬂmzrer] l:‘ (4 digit number) :

i
(xa=xunexx)
M1 Code - ot specified -

Page
February 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.
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View|Task Name

33 items found, displaying all items.1

|ﬁ|—»@"-ﬂg

NEPA
Conduct 12
Negotiations i
Award Number |Task Project Title Start Date |Completed|Applicant [Proposal

Date Name

Jiew Conduct N/A 02/05/2011 Application L8 Universal2 RFA App Not 2199761 1795527 L8 Univ2
Negotiations Started App
\liew Nnifu Rerinients N/A M24S/2011 REA N/A In 2100760 1705825.M2/05/2011  NIA NA
BEH O T\ Step 2: Authorized
O Programis nol covered by E0. 12372 G
= Representative Lookup —
N - Find Auth Rep in database
ne v [ I ] ] tone ¢
e [ ]
hons Hunder [ ] Fartiumer [
]
ine for the Organ mentioned b
Application Funding Details: *
Total Funding:
Mol Vear dward: Mo
Fsco Yot ot it Foderal—tptcanSotelocl et FuingsProgam ncomelActoncto
o 1070172011 09/30/2015 $500,000.00 $0.00 $0.00 $0.00 $0.00 $500,000.00  $0.00 Edt  Delate s (e p 3 .
Avard Humber: Ge nera te or
associate award
Note: The 0ption b associate this application with an easting award i not avalable because a recipent organczation is not yet associated with the app\-can n u m b e r
save | save and ketunto an | canca
Page
February 2013 17

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
NEPA
‘ Conduct Y n
Assigned Negotiations Procurement
Program / Request
Officer /
4
To Provisional
Organization
Workflow

Your Tasks
Document Type Status
Al ¥ |Open v Apply Filter >>
32 items found, displaying all items. 1
Document [P Title
. pe
Award File In Progress - NA126079990022
biw Procurement  NA11GOT9990039 02/02/2011 Procurement Test/Training App 1 for Not 2199722 1795342 Institute LB Tes!
I 2245442 Request and Request and Release 4.06 Comp RFA Started for App 1
Status: Commitment of Commitment Community
Funds of Funds Managed
Actions Resources.
Your Comments: (ICHR)
e 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
(N EPA - Community
—_— M;
NOAA, NTIA r«:ﬁi:s
Onl
v) ()
Jiow Completa PO NAL1GOT9990039 02/02/2011 PO Checkist Test/Training App 1 for Not 2199723 1795340 Institute LB Tesh
Checklist Release 4.06 Comp RFA Started for Appl
Community
Managed
Resources
(ICMR)
LU 2T S g e g g m TS 1T L U 2o UIT UM B 1o
 Attachments: Number/Recipient Process Maps Progress for App 1
Community
Pending Actions X
§ items found, displaying all items. 1
10 al Fun
PO Checklist 2245444 05/22/201245,000.00 2012 Complete PO Checklist: Not Started
NEPA 2245446 05/22/201245,000.00 2012 NEPA Document: Not Started
and ab Sunds 2012 sband £ Eunde: Not Started
Organization Profile 2245445 05/22/201245,000.00 2012 Validate Organization Profile: Not Started
Organization Profile 224544505/22/201245,000.00 2012 Validate Organization Profile: Not Started
Page
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In the Universal application process, the Provisional Organization
workflow is initiated at the same time as the PO Checklist, NEPA, and
Procurement Request when the FPO selects “Negotiations Complete”.
However, the Organization Profile task for the Provisional Organization
Workflow is not in the FPOs inbox. Rather itis created in the inbox of a
new Grants Online user called the Data Quality Validator. The FPO can
monitor the progress of the Organization Profile by checking under
“Pending Actions” on the Award File launch page.

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

You now have 3 new tasks in your Inbox. (If not, refresh your task box.) An
Award File has also been created in the database. These three tasks will
each move along three separate workflow paths but will all end up as a
part of the same Award File in the Grants Specialists’ Inbox. They do not
have to bhe 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.

Page
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25 (NOAA, NTIA Only) 26
21 28 ° 2
— > > —>
O — O W
NEPA* NEPA Reviewand
4 select NEPA Selected NEPA Official Approve NEPA
official

(3 Attachments:
No attachments.

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

a.) Level of Review

[ngicate below the level of environmental reviewthat 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 Implementing the National Envir tal Policy Act"

0 Categorical Exclusion (CE) Memorandum completed and signed by
the Responsible Program Manager along with related CE review
checklist, as appropriste

Select/View CE

>~

Categorical Exclusions

(€ |CEDescrpton
(Category

760383 Nonagenen o aendrens,
U
(160383 Narageent pan mendrent ey be caeqorcaly excded o fher NEPA a
() acto and th repased chan hs n eectndiduely o cumdatvely o the
the ecd it  copy submited b te NEPA Conatr,and i tatement i

(160383 Moorechca adiens, corectons, o changes o2 nanagenent n,
(e
(] 432 Restraton Actons, The Danage Asessnentand estoran Proram polcy sttes

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

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

O Not Required

5.) Mitigating Measures

If either an EA or EIS vas completed, did the analysis of the Ono
environmental impacts require the implementation of one or more Oves
mitigation measures?

¢.) Post Award NEPA Review Process

Does the proposal include funding for one or more projects that hav+() yo
not yet been identified and therefore NEPA reviewcannot be Oves
completed?

Please Select a NEPA Official for routing purposes: l Select A NEPA Official - V|

m Save and Return to Main

February 2013

actonsthat my pse sgnfant inpacts n the aualty o the human envionment, 1
cumvely v inicent mpacts on the men emvroment (8, achons it i
(4R 1504).

F1AMKY  Cvamnla of Dackarabinn Aekinne Cnhla fae 5 FC
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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

Page
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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
; ! ‘:, 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
| reviewer(s)are
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

February 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
Request is done before the PO Checklist, the Grant Type (Grant or
Cooperative Agreement) is not available to be filled in. You can fill it in
manually if desired.

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

After entering the ACCS information:

. 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.

Page
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Procurement P’ocufementl ComD|EIPdnd
Request Request | Forward Each
[ Document
|
Dplbﬂlomhllshlddlﬂonﬂmu
reviewers between the Requester
and Authorizing Official.

v

e

6 |

‘

15 Approve | Request Authorizing 18
Requestor procurement | ofﬁﬁa! Approve

Request e | ==

|

vy

| |

|

: 16A 168 |

| Optional Approve |

| Reviewer Procurement |

| Request '

b oo o |

Accounting - ACCS Lines *

o CD435 ACCS Lines have been defined.
Add New ACCS
PRCF Total for this Award action: $0.00
Total Federal funds authorized for this Award action: $5,000.00

Procurement Request, Official Comments

CBSValidate

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

Error - Org4 0; Invalid or inactive O

Cancel

February 2013

Vendor Validation ; Sl.No 1; VendNo 90600;VendId 1;Tin 205533272;Duns 602201043;Active Y;
[tem_No 001; Line_No 1; CD435_ACCS_ID 2025511,

rg 4 Code,

Item_No 001; Line_No 1; CD435_ACCS_ID 2025511,
Error - Can not find the mask in FMO01 -13-14-5AE0000-10-01-0005-00-00-00-0041-11-00-00;

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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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.
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21 0 3 4 a 39
-0 _ 9 0.0 0.
POCheckist  TOCPECKIEt  comnigiepo | CotiyPO  Award  Foward Award Fileto
Checklist Checklist File Grants Specialist

PO Checklist - NA11G0T9990039

1 Attachments:

No attachments. General Award Information

Add new Atachment: 1+ Application Organization: lemrg State: DC

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

Grant Type *
€ Grant

C Cooperative Agreement
If Cooperative Agreement, enter Coope

Guidance
General Award Information

Application Org

Grant Type*

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

rative Agreement Special Award Condition

Orant

0 Cooperative Agreement
1f Cooperative Agreement, enter

Statutory Authori Guidance  Audit Trai ﬁ
il ty Matching Requi
. Federal Required Cost Share % of  |d. Funding Source / Required
Share Federal Total Cost Share Explanation
Amount Share Amount (Federal + Non Fed)
§500,000.00  $0.00 Seurce or Explanation of 0% Required Cost Share: None  Edit De
Project Description/Abstract *
Analysis of Matching Requirements
Negotiated Federal Share: $500,000.00
Total Federal Share (from Matching Requirements): $500,000.00
Negotiated Non-Federal Share: $0.00
Total Required Non-Federal Share: $0.00
Voluntary Non-Federal Share: $0.00
Minority Serving Institution
Does this award include any subaward to a Minority Serving Institution? MST Coordinator: I:’
©Ono Oves
Homeland Security Presidential Directive - 12
Does the proposed award require any recipient, subawardee, andfor
contractor personngl to have physical access to Federal premises
for more than 180 days or to access a Federal information system? Ono Oves
Research Terms & Conditions Prior Approval and Other Requirements™  Cudance
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 ®Not Answered
Page
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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
details page using the action dropdown box. Fill out this form carefully.
Each section is important.

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

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

* Matching Requirements -

* a.lIf 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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. . L}
GMD Review, Obligation, Approval and Award Offer (GMD-1) ~ fanuay 2220
Version .10
“Review Award File” Taskis placed into Grants
Specialist's Inbox when FPO forwards Award File. Done
Atask also goes ta Public Affais to attach Press 7 \
Release. (Canceled ifno action taken as of 6O /By
o S 10) . TP 0
2
CompleteGMD  OMD Creckiist
Checklist
6
1 Done 7
. Award File Final State Forward to
Grants Specialist §O Checklist, NEPA, e
" Procurement Request,
GMD Documents
Complete  ¢p.450/451
€D-450/451
Award Files cannot be signed by Grants NOTE2 R -
1. Nightly Upload to CBS DW for ARRA i """"‘,m an R
2. File generation for FAADS/USASpending TAD
Neghtly
Upload to
MARS
______________ |
Real Time Uploadto |
WebDocFlow | 1 1 10 9
| Record Grants 13 b sy Iniate Award Revi
| Officer Approval ~ Grants C8s 1°1z* A hlate A e Grants Officer
(IF> $100,000 :4— Officer b q,gwm':, Obligation DL
NOAA Onl
V) : AUTOMATED TASK
| AUTOMATED TASK
: (based on ASAP
i Approval Flags)
- | N
| \ *AUTOMATED TASK
15 | I________\ ____________________ (based on Data
Clear | A\ Warehouse Records, not Accept
Ll Ll Y 4 it END
| (F>$500000 | : 4 4= :
NOAAORY) | | :
|
1 | _ (D450~ Closeout Process or
' (I " Decline (051 -Deob Process
‘ 1 —» » T > 7 [Dedlined Workflow -
16 I : o 18 . 2 : See DA-1 and DA-2)
Clear I ASAP ASAP 2
Department : ! ASAP . Finance i I a
oua  AwadFile l : At Authorization e Cericatn } Recient Authorzed m
_______________ & | Representative
Page
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* Once the Award File has been forwarded to the Grants Management
Division (GMD) there are several additional steps that take place before
the award offer actually gets to the recipient. GMD has 60 days to
complete their review and approval process.

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

= |f 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.

Page
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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

Page 2 of 2
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Federal Program Officer Training Agenda

Day 2 - All Day

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

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

Online Demonstration and Hands-On Exercise 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



s
| )

Grants Online Training
Student Screen Shots
Competitive RFA
and
Application Processing

February 2013
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ONLINE \&/

TRADE

(B

GRANTS/2) Create & Review RFA and Publish FFO Overview (COMP-1) Janary 222013

Noworkflow prior to

Competitive Process — RFA Creation

Version 4.10

NiBBA-

Select the RFA Tab &

the Create RFA link

Sta rt Select the option to
copy RFA from existing

or create new RFA

1
RFA Creator

(.
2
RFA

Starting FFO,
Create via links on RFA Details N % il 1 |
3 4 5

Addresses, Contacts, Mission Gaals,

Program Elements, Funding Priorities;
Competitions

Create Publication

]
FFO FFO Routing Slip

‘dter Competition is created. Review Reviewer Instructions”
document is automatically created and made available to any

Cerified FPO in Program Office:

Optional

-~

¢

9
Review FFO

February 2013

it 13 R u 10
FALD  ReviewFFO  GrantsSpeciait |  Review Optional Revi
FFO/FRN/Synopsis
—»& > =0—& End
15 1% 17
Clear FFO REA Publisher Post FFO
Not a separate task in

Grants Online

“Review Reviewer Instructions”
‘workflow can be started after
REA has Publication Date.

e

Assigned Program Officer Initiate FFO Workflow

Page

3
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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 .

February 2013 Page
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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

February 2013 Page
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; 4 5 6
1 SelecttheRFA 2 Createvia 3
Tab &the Create links on RFA — —
m RFAlink Details
|.| Selectthe option to il
I I copy RFA from
RFA mﬂ?mmm Addresses, Contacts, Mission Goals. FFO/FRN Routing Slip
new RFA RFA . y s s
Creator Program Elements/ Funding Priorities, Create Pubiication FRORI
Competitions
—_—_ RFA Header Information
reate
Document 1D 2147932
Choose Type: " T
© Competitive (OBroad Agency Announcement ReAName Fample FEAfor 0 Tranng |
(O Congressionally Directed () Congressionally Mandated Fiscal Year* (YYYY)
(O Formula/allotment O Institutional " e T
——— nouncement Type ~ Inita
Anticipated Publication ** Com petitive
| D (oo IS only
Choose Action: ‘ )
® Create New from Scratch O Create New from Existing Funding Opportunity O GOT-01P0- 2000 200198¢
Number
Ling Offce” NOAA Grants Onlne Training (G0T)
gﬁ:ﬂﬂe" P0G ne NOwhFrogan e (00) ¥
RFA Name* | Assigned Program
: Student, NOAA \i
Fscalvear 00 [ Ofice ——
Announcement Type  Inita CFOA Number* 11,499 - NOAA Grants Online Traiing ¥
Anticipated Publication ‘:’ ** Com petitive —_—
DA Only Stub Program -Sdecta Sub Pragan- ¥
Line Office™ —_—
gﬁgﬂed Program [ EGEeT Program Office- v
gﬁ'cg;e‘j Progiam [ select a Program Officer- v
CFOANumber* |-Selecta CFDA #- v,
Sub Program -Select a Sub Program- v-‘

Save | Cancel

February 2013

Page 6
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February 2013

All RFA workflow processes fall under two main categories -
“Competitive” and “Universal”. All of the sub-categories listed on the
“Create RFA” screen with the exception of “Com petitive” follow the
“Universal” workflow process. For this class select “Competitive” as the
RFA type and “Create New from Scratch” as the Action.

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

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

Note: Funding Opportunity Number has now been generated.

There is a pattern to this number:
First section - Bureau (for training - “NOAA?”)

Next section - Line Office (for training - “GOT”) **In those organizations in
which the Bureau and Line office are the same, the Line Office is not
included.

Next section — Program Office (for training - “OCPOQO”)
Next 4 characters — the Fiscal Year

Last 7 characters — system generated number

Page 7
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GRANTS(x\
ONLINE
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1 Selectthe RFA 2 Createvia 8

Tab &the Create links on RFA

. RFAlink Details |

l Selectthe optlon 1
copyRFA from
existing or create _
A newRFA REA Addresses, Contacts, Mission Goals,
Creator Program Elements/ Funding Priorities,

Competitions

RFA Supplementry Information

Anticpated Funding Amount s|:]

New Progra °
()7his I8HOT 3 e rogram, A Federal Reister Notic 15 NOT REQURED s otz e —

geater

()i 1 & new program, & Federd Regter notice 15 REQURED

Mn

Mar

Antcpoed Awrd Arount§ | |

Anticipated Nmber of ﬁwards[ H

Selected Federal Addresses *
No addresses have besn selcted.

Selected Federal Contacts *
No contacts have been selected.

Selected Mission Goals *
Ho mision goas have been selected.

J0'edil

Program Elements Funding Prioities *
Mo Program Elements/Funding Priotes Avalable

Compeitions
Press Save before selecting the folowing ink(s)
Ho Competitn

FFO/FRN Routing Slip

Create Publication FFO/FRN

May change on future
release. For now
always select top radio
button to indicate FRN
is NOT required.

Search Addresses

Search Results

Nothing found to display.

Nothing found to display.

Remove from RFA

February 2013

Program Office Name: 1
Street Address: I:I —
oy ]

State: Please select 3 state i e
Zip: ‘ 2
 search |

Selected Addresses for this RFA

Save and Return to Main

Cancel

Page

8

As of April FY 2011 — FRNs are no longer required for any Grant Programs. Always click on 15t 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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1 Selectthe RFA 2
Tab &the Create
RFAlink

Createvia 3
links on RFA
Details

ot
| ISeIecuheoption;te
|

copy RFA from
existing or create
A newRFA RFA

Creator

L4

Addresses, Contacts, Mission Goals,

Program Elements/ Funding Priorities,

Competitions

Create Publication

FFO/FRN

FFO/FRN Routing Slip

Selected Addresses *
No addresses have been selected.

Selected Contacts *
No contacts have been selected.

Selected Mission Goals™
No mission goals have been selected.

Program Elements/Funding Priorities *
No Program Elements/Funding Prorities Avaiable

Competitions
Press Save before selecting the following link(s)
No Competition

Add New

Add Program Element/Funding Priority
Label: D ed. LA L), La

Name: * [First Program Element/Funding Priarity

Note: Reports and screen listings will uge the label if entered. Otherwise, the name will be used.

Description:

Description of Program Element A" goes here,

En

A
2 B
Reordel
Add Ne

First Program Element/Funding Priority

Program Element/Funding Priorities

Mlﬂﬂ]_lﬂi
Description of Program Eleme Edit Delete
Second Program Element/Funding Priority Description of Program Eleme Edit Delete

February 2013

Page 9

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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1 SolecttheRFA 2 Createvia i
Tab &the Create linkson RFA
RFAlink Details
Selectthe optmn'to i
copyRFA from
existing or create
RFA  newRFA RFA Addresses, Contacts, Mission Goals,
Creator Program Elements/ Funding Priorties,

Competitions

FFO/FRN Routing Sli
Create Publication FFO/ERN 920

Competition Name * {Sample Competitive RFA for FPO Training | Fiscal Year * 2009

Competition Type * Ocroup OIndividual Qualification

Assigned Program Office™ 60T One NoA& Program Ofﬁaomo) Vi

Competition Manager * :NOAA Student W)

Save | Cancel

Application Routing *
No Program Officers are assigned to receive applications

View/Edit

Compeiion e * Comp A o b 201 Tanig Scsen ot - { sl Year

Competition Type ™ @ Group Olndvicual Quaficaion

Assigned Program Ofice™ 0T 0ne Conmece Program Offce (0CP0) ¥/
Competition Manager ;Grants Student v
Seleting Offcia " ;-Select 3 Secting @v

¥in Ma

Joicgted e Fding for s Compettion™* | I |

Required Fedzral Funding (im Dollas) oeriouhtatmn| || |

CostShte () pe Appcatin | | |

Anticipated Competition Schedule
Pre-Application Due Date

| I T
Application ™ Due Date V:I:Time: D MY Exstem

Anipated Award Date * : Days after Applcation Due Date

Application Package *

Package not found.

An application package has not been selected,
Edit

Minimum Requirements *

proritylRequirement Name ______|
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

- R 7, R TR C R

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

NOTE:
Review Events are required
for the Competitive
Process but can be done

Review Events *
No Review Events available,

View Anticipated Competition Schedule View/Edit outside of Grants Online..
Resiew CotenaType:* O Agency Standard Qfellowship Cudince m Save and Return to Main
Page

February 2013

10
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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
72\ than one fiscal year in a single RFA.) In most cases you will select Group
& for Competition Type. (See explanation of Competition Types below.)

R

* 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 Com petition. 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. Pa
ge

February 2013 11




Review Event Hame:"

ReviewEvent
Manager:*

ReviewDone By:"

Scored Criteria:*

1 Selectths RFA 2 Createvia 3
Tab &the Create links on RFA
”n . RFAlink Details
I Selectthe optlon to 1
copy RFA from
existing or create "
RFA  rewRFA RFA Addresses, Contacts, Mission Goals,
Creator Program Elements/Funding Priorities,

Competitions

lndeyendent Individual Merit Review

|Review Event 1- Ment Review

1

C Reviews assigned and completed using Grants Gnline.
® Reviews assigned and completed outside of Grants Online.

€ Applications will not be scored
( Quantitative - Percent

& Quantitative - Points

( Qualitative

@ Save and Return to Main

Create Publication

FFO/FRN

FFOIFRN Routing Slip

Sample Individual

Merit Review Event

details page using
“Points”

Summary Score (o] N/A b(:an Med('\
Determination:”
Not Scored Criteriar* € yaq p@
Bonus Points:* CYes ¥
Anticipated Raview 04/29/2011 AnticipatecReview  |n4/2g/2011
Start Date:” End Date:*
Points Scoring Criteria
Reviewer Reviewer |Minimum [Maximum |Action(Action
Comments Score Score Score
Technical/Scientific Merit Required Required 40.0 Edit
Importance/Relevance and Applicability of ~ Required Required 0.0 20.0 Edit
Proposal to the Program Goals
Overall Qualification of Applicant Required Required 0.0 15.0 Edit
Project Costs Required Required 0.0 15.0 Edit
Outreach and Education Required Required 0.0 10.0 Edit

February 2013

Page
12

This is the point at which you will need to know some basic information regarding your Review Event(s).

84

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.)



Competitions

5
—

]
B

1 Selectihe RFA 2 Createvia 3
Tab &the Create links on RFA
m . RFAlink R Details .
l Selectthe option to i
I I copyRFA from
existing or create i
A rewRFA RFA Addresses, Contacts, Mission Goals,
Creator Program Elements/ Funding Priorities,

v

PN
J

Create Publication FFO/FRN

Competition

d: 2199731
Status:

Action:

Your Comments:

:Please select an action v m

Spell Check

Workflow Analysis

Y
P

FFO/FRN Routing Slip

The following needs to be completed before applcations can be selected
tition:

- The REA must b publshed.
- Reviewer Instructions must be reviewed by FALD.
- There must be applications that have passed minimum requirements,

February

2013

RFA

Id: 2199641
Status:

Action:

Vo o Create the Federal Funding Opportunity

(3 Attachments:

Please select an action \d m

Please select an action

View RFA Detalls |

Spell Check

Page
13

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.




4 5 6
1 Selectthe RFA 2 Createvia 3
) Tab & the Create links on RFA /\
M I.l RFAlink R Detalls . »
P Selectthe option o T
GRANTS(3) i | |
el copyRFA from
ONLINE existin
7 g or create .
el RFA  rewRFA REA Addresses, Contacts, Mission Goals, Create Publca EFO/ERN FFO/FRN Routing Slip
| BB Creator Program Elements/ Funding Priorities, o

Compefitions

_— e
| M seok Ml -l barmesin | [ Granks i |0 \D, 1) FFO and Rt Help - Tebeof _

| & < € & htips:/Jgrantsorinetraring rdc.noaa.govi o cat )do wE C [ www.corporateservices.noaa.gov/o ;
O Yehoo! Mal ! Yahoo! Maps ! Yahoo! (] Imported FromIE & NOA - Netionl Ocea... ] Other bookmarks | ! Yahoo! Mal ! Yehoo! Maps ©! Yahoo! [ Imported FromIE (7] Other bockm
3 , 4 |
Federal Funding Opportunity .
_‘ Grants Online
D!Baseu‘ickunthisicuntnviawtheaudrttrallunﬂwisFFo:d ede -a d' v

Please read the appropriate quidance documents before filling out the fields below.

Requlatory Information Number (RIN (m(l

~Execitive Sunmary Federal Register Notice

Federal Agency Name {Grants Onlin Training (GOT), National Oceanic and Atmospher D 0 cument Cl. e aﬁon Assistance

Funding OQnortuT_itIEha L8 - Comp RFA Pre-Class Test
Il

Announcement Type Intial Lust Upiate: 05/12/2011
Every competitive announcenent MUST have a Federal Funding
FFO Number NOAA-GOT-OCPO-2013-2003306 T, . . il
o Opportunity (FFO). The FFO will be available on Grants.gov along
5 fJ—rﬁSE o T:t:i’ai 11,999, Grants Onifne Training Program with the applicaﬁog package. It will be the primary refe_rence
(CFDA) Number document for applicants. All grant programs must confinue to
Dates ¢ develop FFO announcements, which incorporate all substantive

grant provistons, such as application requirements, evaluation
criteria and selection procedures, and to make it available on
Grants.gov. The Financial Assistance law Diviston (FALD) wall
forward to the Office of the Assistant General Counsel for

1. Funding Opportunity Description Legislation and Regulation (L&R), those FFO announcements with
funding that exceeds $100 million and announcements for new
arant programs, so that L&R may coordmate the review and
clearance of those announcements with the Office of Management
and Budget (OMB).

~Full Text of

C. Program Authority (empty)
1. Award Information

The change in policy does not supersede any statutory or

regulatory requirements to publish a Notice of Funding Avalability,

or other snular notice, in the Federal Register. Agencies st stil
publish such notices if required to do so by any law or regulation.

111 Flinihility Informatinn

I

Page

February 2013 14
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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
wats used to create this RFA, the publications fields will still be blanked
out.

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

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

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

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

NMFS NOTE:

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

Do not indent the first paragraph of any section. The system will do that
fo&you.dSubsequent 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. Page

February 2013 15
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FFO/FRN Routing Slip

4 5
1 SelecttheRFA 2 Createvia 3
g Teb &the Create links on RFA /\ —
’l I.I RFAlink - Details » » »
- Selectthe optian'io i \ f
GRANTS I I copy RFA from
ONLlNE &/ existing or create o
Al RFA  newRFA BFA Addresses, Contacts, MIS.SIDn (:“su.a!s. Create Publication FFOFEN
VRDA- Creator Program Elements/Funding Priorites,
VIDLs Compettions
Routing Slip

February 2013

Assigned Program Officer

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

Participant Name  [User Name |

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.

Participant NamelUser Name |
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.

Participant Name
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 FFO on Grants.gov for competitive
announcements. This person also posts the application package at Grants.gov for competitive
and non-competitive announcements,

RF&Publisher

_ Start Workflow _

Page
16

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) January 2,01

Version d.10
Receive applications

) Applications submitted via Grants.gov

= GRANTS.GOV*

Granllsgov ﬁj I PO >“ End
4 5

Start '

3
Assigned Program Offcer  Review Minimum Requirements Approve/Reject

Checklist (1 Per Application) Minimum Requirements
Checklist (1 Per Application

Input Paper Applications

1 REA
NOAA

o

Review Reviewer Instructions

ﬂﬂwac:mshhimm
Review ks
Review Reiewer structions” End  avalable "mmmmm
document is available, but not a task. completed
Assigned Program Officer - Review FALD - Clar
Reviewer Instructions Reviewer Instructions

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

|

|

|

|

| -ﬁ >$ End
| J
: )
|

|

|

|

|

11 it i For Competitiveprocesing, elect Applicatons
upon completion of Reviewer 13
10 tartReview Event | etrucions workflw and approveelect/ 12 globalopton becomes avlabeater Review Close Review Event
Competition withdraw satus on all ssocated applcations. Competition  Event workflow is completed ifthere fs a Review
Manager  Global Option Manager  Evenl

Global Option

Avallable without a task Available without a task

Page
February 2013 17

We will use the sample application in the training package for the data entry.
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Applicationssubmitted through
) Grants.gov

fort >

GRANTS.GOV|
| —( )— ki
1
: ReviewMin.R A [Reject Mi
: g j eview viin. req. rove/rejectiviin.
Createvia Applicatiqn Tab Done Assigned : q pp o
A Program Officer ~ Checklist(1/App)  Req.Checklist
Input Paper Applications
forRFA
Application Details - SF-424
Audit Tral:
J Attachments:
[-1Program Office Added Information
Project Type: OConstruction Ghon-Construction
Principal Investigators-
Praject Directors:
Keyword(s):
Applicant Information
Program Element / = Legal Name: jcmr
Fundog rgcty: | AABKOgHa0s i i by 1 i L ]
Department Mame: | ]
Dwvision Name: [ ’
Application Submission Type and Date Information D;J": Nlua"':?f}' ] EIN Number: I 1
igit
Type of Submission: @ Application OPre-Application O Changed/Corrected Applcation (ot { 4
Type of Appication: @New O Continuation (Revision ORenewal () Resubmission — ]
1 Revision, select appropriste letter(s): -Select 3 Revision Type- v a ] tony: ]
State: * | District of Columbia ¥ Province; I:I
Use format MM/DD/YYYY for date fields. oy : e :
PrietSunCate * PrjectEnd Dok * semteocae [ ] ¥
st ReseedOdte [ el ey Reched Dt Timg:* MY Exsen Name and Telephone number of person to be contacted on application matters
Stale Fegersl idgntiber Prefic__ Firstlame Whidde Name:_ Lsst Nams: Sulfc.
Nane ¥ [ Il I ] one v
The [ |
Organizaton Aslaton. | |
Pranetiumter [ Faulumer ]
Emait [ |
Other Application Information
Type of Applcant]: * Nonprofit with 501C3 1RS Status (Other than Institution of Higher Educabion) ¥
Type of Apphcant2: Please Select Applicant Type )
Type of Agplcant3: Please Select Applicant Type v
[Test/Training App 1 for Release 4.06 Comp RFA
Descriphive Title of
Applicant’s Project: *
Projact Areas:

CFOA Number: * | 11,899 - Grants Onine Traning Program ¥
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To start, select the “Input Paper Applications” menu item under the
Applications tab. The data on the Application Details screen will already
be filled in if the application comes in from Grants.gov. However, if a
paper application is received by the Program Office the data must be
entered on this screen. Only the required fields marked with an asterisk
are required for the application processing to continue.

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

Be sure to include your student userid (GSTUDENTxx$) in the Project Title
for easier identification later in the process.
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Applications submitted through

4
» Grants.gov 3 5
/’ . .
= GRANTS.GOM \
m— - i
| ]|
2 s 5o
y — i view Min. Req. Approve/RejectMin.
ﬁ Createvia Applicatidn Tab Done / Assigned Reviewin. Req pprove/RelecMin
ll|l — Program Officer ~ Checklist(1/App.)  Req.Checklist
" (1/App.)
NOAA Input Paper Applications
forRFA
Name of Federal Agency: \NOM I
#pplicant Congressional Distict I:l Project Congressional District |:|
15 the AgplicantDalinqueni on any Federal Dett? (hyes Olig
! 10 Resiea by Stale B ider 12372 Prote
Qs W Executie Order 12327 P
Q. Program is subject 19 E 0, 12372 buthas it been selected by e state forrefen
Ot Program s nol coveredby E.0. 12372
Authorized Representative . N . . .
Pufc Pt ligerine_Latne s Edit Application Funding Details
Hone ¥ [ I I ] Noe v
e [ ] ﬁ
Phon umber. [ | Fantiumer [ | L
Eni [ ] Application Total Funding : 500000
Fiseal Year : *

‘Application Funding Details: (use farmat YYYY ) 2011
Total Feding: ™ Funding Start Date : * Funding End Date : *
it Year vt (use format MwDD/vYyy | (L0/01/2011 (use format M/DD)vyvy ) [23/30/2015
Nathing found to display. "
addlew Federal Funding : * 1500,000.00 Program Income : |:|
wpiatfondng: [ ]

State Funding : |:|
Local Funding : :
Other Funding : l:|
Total Funding :

Save | Close

Application Funding Details: *

Total Funding: *  |500000

Multi Year Award:  No

Fiscal Year Start DatelEnd Date [Federal _|ApplicantiStatelLocalOtherlTotal FundingslProgram IncomelActionlAction

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

A\

@ = Hint - After entering the “Total Funding” at the bottom of the screen, click
on the “Save as Draft” button. You will get an error message, letting you
know that you still need to enter the Application Funding Details; however,
when you click on “Add New” the Funding Start and End Dates will be pre-
filled from project dates on the main page. The dates do not pre-fill unless
you click the “Save as Draft” button before the “Add New” button.
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Applications submitted through 4
) Grants.gov 3 5
bt N8
= GRANTS.GOM g
m—C b
1 2 T
8  Createvia Application Tab Done A~ Assigned HeASRME e ] Approve/Reecilin
IHI PP e Program Officer Checklist(1/App.) Req.Checklist
(1/App.)
NOAA Input Paper Applications
forRFA
Your Tasks
Document Type Status

Al v lopen v Apply Filter >>

30 items found, displaying all items.1

View|Task Name Award Number |Task Document |Project Title Task |Document|Task Id [Start Date|Completed
Received |Type Status [Id
Date

Applicant
Name

1.fac ot 2100712 1792707 icor
Checklist Release 4.06 Comp RFA Started
llew Assign Award  N/A 01/04/2011 Application Test App for 4.05 In 2199526 1794572 01/25/2011 Institute
Minimum Requirements Checklist
IMis Requi t Met ¥ it
1s the applicant efigible to apply for this  (Jyes i B
RFA based on the appiicant type? Oto
ONot Appicable

Spell Check Does the non-Federal funding provide at ()yes

W no more than the maximum match
:"::dﬂ: :z?:‘:ﬂt?:;:?mm by e g::s percentage of the total funding? gka‘umg
ot Applicable
o
Does the application contain a of the  ()yes
Does the application request at least the (yes e st Oteo
minimum Federal funding required by the Olot Applicable

RFA?

OMat Applicable

Does the appication requestno more:  (yes
than the maximum Federal funding OMo
requirad by the RFA?

Overal Comments:
ot Applicable

Does the non-Federal funding provide at. ()yes
least the mmimum match percentage of -y,

e g S -

Al questions must be answered before the applcation can be approved or rejected for minimumy
requirements.

Save Save and Return to Main Cancel
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o

= If the “No” radio button is selected on any of the items of a Minimum
Requirements Checklist, a comment should be entered in the associated
comments box or in the General Comments box at the bottom. Currently, if
no comment has been entered for a “No” radio button the user will not
have an option to Approve or Reject the Minimum Requirement Checklist.
In a future release the user will not be allowed to save the screen without a
comment if a “No” radio button has been selected.
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6 i 8 9

O ) —u

- Review Reviewer ’
FPQ- Certified hdriolos FALD CIeangwewer
Instructions
(global option)

Sub Documents

e 0 e St |

Applications Report 2109731  Applications Report

—Setected-Appieations——— 55— Hele
. . Reviewer Instructions
Reviewer Instructions 2196732 [Rev ,
 Attachments;

Export options: Excel

T Short Created Date malUse  [FALD
Description y Reviewed
No

Test File 1 02/01/2011 07:24:23  No

No

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

Save

Logistical Reviewer Instructions

L Attachments:
Short Description (Created Date Internal Use  [FALD isticallRemove
Only Reviewed
TestFile 2- 02/01/2011 07:26:58 No No Yes
Logistical PM

Add new Attachment: [+1
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, times and locations, as well as meeting requirsments and reimbursement instructions, DO NOT attach any
instructions on how to how to conduct the review, review prionities, etc. The Logistical Reviewer Instructions do not
require FALD review.

Page
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Before starting the Review Event, the Reviewer Instructions must be
reviewed by FALD. The FPO does not have a task to start the Reviewer
Instructions workflow. It is started by navigating to the Competition
launch page and clicking on the ID link for Reviewer Instructions under the
Sub Documents section.

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

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

Pa
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10 Onlyif ReviewEvent
Exists

b —O—[§— @

2\
Start Review "
i i Close Review
‘i@' B Competitior bl
(Gloal Gpton - Avaabl thouta ast) Manager (Global Option - Available withouta task)
Dependentupon completion of Reviewer
Instructions workflow and pp global opi
provelre] llassociated aher Review Event workfows completedifthere s |
applications. a ReviewEvent.

Independent Individual Merit Review

Id: 2253410
Status:
Action: Please select an action v

ORI | Please select an action

Viw Review Event Details ‘

Save Comment

Id: 2253411
Status: ManageReviewEvent - Not Started

Action: Close Review Event M

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

Close Review Event

View Review Event Details )
View Review Event Summary .
[ SPETT UICCK u—
Save Comment
Page
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= To start the Review Event there is no task in the Inbox, so the Competition
Manager will have to navigate to the Review Event Launch Page from the
Sub Documents section of the Competition Launch Page. There will be an
Action dropdown option to Start the Review Event. This option will only be
available if the Reviewer Instructions task has been completed by FALD.

= When the Review Event has been started by the Competition Manger a
“Manage Review Event” task goes to the Review Event Manager. The
Review Event functionality will be demonstrated during the Open Forum
session on Wednesday afternoon.
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NOTE: “Select
Applications” option
remains available on the

BB

This is a global option
which is available even
when the user does not
havea “Select
Applications” task. Each
time this option is chosen
and additional
applications are selected,
the entire selection
process must be
repeated.

12

Competition Launch page.

Manager

February 2013

Competitive Process (COMP-3)

Select Applications for Funding Overview

January 22,2013
Version4.10

1

v
W

: 5

heatt N
Competition Manager SelctApplcations - Recommended FROMRE a0 Selecting Offical
N Applications Applications to 0
A
¢ Recommended Option s dependent upon
Applications for funding completionof Reviewer
¢+ Global option on Mlllmln“ ::o b
competition launch page. dlplndlmwmﬂ. etion of Review Recommended
Roview Event workflow If one Applications
oists,
11 10 g -
Forward to CM Assign Award 9 " e
; o . ; Initiate Award  Accept Applications
For Selection Package Number Recipient Assigned Program Officer Number ssignment

o Generate Award Number
»  Associate Applicant Org

«  Associate Authorized Rep

6 » » » End
13 u 15 1% 1 18 19
Competition  Review Selection  SeectionPackage  Intiate SO Review  selcting Offcal  Intate FALD Review FALD  Review Selection Package
Package  (Addattachments]  Of Selection Package Of election Package (NoLegal Objection)
Page
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In class the Select Applications Workflow will be demonstrated using the Instructor’'s RFA. Students will
have tasks at Steps 9-11 to assign award numbers to the applications. This step is functionally the same
as the “Conduct Negotiations” step of the Universal Application Processing workflow.
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Assign Award Number/Recipient

Competition Forwardio OM for S Assigned
Manager Seleclion Package Program Officer
-ASSOCIATE APPLICANT ORG
-ASSOCIATE AUTHREP

30 items found, displaying all items.1

View|Task Name Award Number Task  [Document|Task Id |Start Date |Completed|Applicant [Proposall
Date Name
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
e ard——h HO4 20 hophenton—Testipa-fort-05 20053t TSRO 425120 irstrpbe—ti—Test
Number/Recipient Process Maps Progress for App 1
Application Submission Type and Date Information I .
Type of Submission: @ Application O Pre-Application O Changed/Corrected Application Ste P 1: 0 rg Look up - Find
0 A .
Type of Application: @New O Continuation QRevision (Renewal O Resubmission organiza tion’s record in
If Revision, select appropriate letter(s): | -Select a Revision Type- ¥ database or add if necessa ry

Use format MM/DD/YYYY for date fields.
Project StanDate: * [10/01/2011 ProjectEnd Date: * [09/30/2015 | Submited Date: | ]

State Received Date: :Fecewugenc. Receed Date: * |02/01/2011 Time: * PM ¥ Eastern
Applicant ldentifier. E State Application Icentiher‘ ‘Fedzlal\dennﬂer| |

Applicant Information

Legal Name: * ficmr |

Please Associate an Organization within Grants Online using the Org Lookup butten.

Department Name: |
Divicion Name: . Select Organization

Duns Numbg[: - : Enter your search criteria to find the organization.
(9 or 13 digit number) Organization Name
Address-City |:|
DUNSNumber [ ]
EIN Number ]

Address-State Plogse select a state i |

Add 3 new organization >>

2 items found, displaying all items. 1
e

DUNS DUNS+

ASAP

Select 2002469 Institute fo 12345 true

123456789 98765432

Communi Street,
Managed ashington,
Resources DC 20000 USA
(ICMR)

Select 2002490 Institute for ~ NTIA 123 Main 123456789 123456789 true
Community Street,
Managed Washington,
Resources DC 20001 USA
(ICMR)
Page
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- * The “Assign Award Number/Recipient” task is now with each Assigned
v Program Officer.

GRANTS = Step 1 on this page is to link the application to a recipient organization
ONLINE \&/ record in the Grants Online database.
TRADE

NRBA- 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.

=g 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.

Page
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Add New Organization

Add Organization

*****PROVISIONAL ORGANIZATION®****

Organization Name * | Intemational Trade Administration
3 d

ITA

n'un (NTIA) |

Identification DaC Office of the Secretary (DOC-08) |

Ouns Number |: +4

(9 digit number) (4 digit number)
el |

(Kx-00xKKK)

MsICode  [-notspecified - #] search Ms List

Description
Organization Type * |- not specfied - ¥
Bureau * i
Boplcat T AR
pplcant Tps Minority Business Development Agency (MBDA) — —ﬂ

ceecooe: [ ]
CCREXPIRATIONDATE:[ |

Please press ‘Save’ before you add attachments

Save and Return to Main

/]

February 2013
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= When adding a new organization you must now select your Bureau at the
top of the page. If you have the organization’s CAGE CODE it can be
entered at the bottom of the page.

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

GRANTS
ONLINE

TRADE

BB

1 2
[
—Ore
1]
NEPA
Conduct 12
Negotiations

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

View Conduct N/A 02/05/2011 Application LB Universal2 RFA App Not 2199761 1795527 icmr LB Univ2
Negotiations Started Ap |
\lisw Nntifu Reriniante N/A N2/N8/2N11 RFA N/A In 210Q7AN 1708825 N2/N5/2011 N/A NiA ‘
On ORI AN 1 Step 2: Authorized
O Program s notcovered by £.0. 12372 R e p reS e n fa the LO o ku p _
i " Find Auth Rep in database
tone I I ] ane ¢
T ]
Pans Humber. ] Fatiomtar |
Enal [ ]

2 for the Organization mention
&

Authorized Representative Lookup

‘Apglication Funding Detals:

Total Fungng: *

Muli Year Award: Mo

riscal vearistartuateend Date [rederal _lappicantls

2 10/01/2011 09/30/2015 $500,000.00 $0.00

ellocal otherotal Fundings rogram IncomelAction ction]
Eat  Delete

00 50.00 §0.00 $500,000.00  $0.00

Step 3:
Aoiard Number: Generate or

associate award

Hate: The optan to associate this application with an existing award is not avalable because a reciient organization & not yet associated with the appicati number

Save and Retur to Nain
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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

NIBDA- 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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¥

GRANTS/x\
ONLINE

TRADE

VBEA-

Competitive Process (COMP-3)

Select Applications for Funding Overview

<2

January 22,2013

Versiond.10

L‘
>

N
N

L‘ »
» P

NOTE: Select i‘ '\/
Applications” option N ;i
ks : I 2r' AN ' F du4 ded
Competition Launch page. Competition Manager Seled Applications = Recommended DN e Selecting Official
This is  global option N Applications Applications to SO
whichis available even 4
when the user does not + Recommended Optlon s dependent upon
have a “Select Applications for funding m“""‘"‘:ﬂ
Applications” task. Each *  Global option on EtTReSns Wokf i H
time this option is chosen competition launch page. Jscrvaion B o P o ]
nd additional dependent upon completion of Vi m
:ppluﬁomm selected, mmm'” Applications
the entire selection
process must be
< “ < <
1 10 g 7
Forward to (M Assign Award 9 o A
: ik . ) Initiate Award ~ Accept Applications
For Selection Package Number Recipient Assigned Program Officer Rmber Assgnment
+  Generate Award Number
¢ Associate Applicant Org
+  Associate Authorized Rep
;\0 ;@ >§ rﬁ ;‘ > End
) 13 u 15 16 7 18 19
Competition Review Selection  Selection Package  Initiate SO Review  Slecting Offcal  Iniiate FALD Review FALD  Review Selection Package
Manager Pacage  (Addattachments)  Of Selection Package 0f Selection Package (No Legal Qbjection]

February 2013
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= Steps 12-15

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

WiBBA-

* |f 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) January 22083

Version 4.10
If needed, you can renegotiate the

* For NOAA and NTIA the NEPA process is 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 File" Task is placed
Into Grants Specialist’s Inbox when
FPO forwards Award Fle.

4 5a 26
POChecklist PO Checklist ~ Complete PO Certify PO Award File Forward Award File to

NOAA and NTIA Onl) CheckList Checklist Grants Specialist

6 7 8

1b

1a . 9 10
= Start Award NEPA NEPA  Review and select

Competition ned NEPAOfficil Selected Approve NEPA

Manager Processing  progratm Officer NEPA Official
/ \ AN
, / a ) ;i N 0
’ ¢ 4 s >
Once the PO !/ ’
el 1 12 3 /15 6

maw4 “f Procurement  Procurement  Completeand - ::s{or / Approve Request Authorizing. 17
05| u;mﬂi | Request Request Forward Fach "0 Tprocurement Offiial Aoprove
:!III ul‘mmm | Document I/ Request |
“Forud/Rede | | Oplonto establshational R il
Mard ik, | NOTE 1: Step 19 involies 2 mantal reveversbetweentieRaqueser | [ | Vendor Vaidation Faiure } Uploadto
wichalowsthe | check agaistthe OCR vebste. wdattotingalical | | [Fm—m o
Program Officer to | A - - /
e | : 158
Award File to the | 15.q fopow
e ﬂplmd Procurement Request
aewp, | ! Reviewer
i . ea Automated Task
| Reject Vendor Info/CBS Errors
| A

18 19 20 A 0 2 2 5
Data Quality Validator ~ ValateO%g  vendor Data Control  Inftiate et Vendor Data Control Accept Vendor Info/ System  Link Vendor with
Profle (CCR) Vendor Info Request New Vendor Admin Org Profie
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GRANTS/X)
ONLINE \@/

TRADE

NBDA-

= Steps 1a-1b

* To move forward with application processing, the Competition Manager
would select the option to “Start Award Processing” from the “Review
Selection Package” task. Once an award is checked, when the “Save”
button is clicked the system will immediately generate an Award File with a
PO Checklist, a NEPA document, and a Procurement Request. These
documents will be in the Inbox of the Assigned Program Officer who has
been working on the application. The Competition Manager can return to
this task and start the award processing as needed for each individual
selected application. The “Review Selection Package” task will remain in
the Competition Manager’s inbox until the “Terminate Selection Package
Processing” option is selected.
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TRADE

GRANTS(?
ONLINE

Start

1 Award
Assigne( Prqcess ’
Program na f
Officer {
4
To Provisional
Organization

Workflow

3
PO Checklist

NOAA and NTIA

!
NEPA

12

Procurement

Request

Your Tasks

Document Type
Al v

Status

32 items found, displaying all items.1
View|Task Name

Award File In Progress - NA12G0T9990022

Award Number [Task

e
'NAT1GOT9990039 02/02/2011 Procurement Test/Training App 1 for Not

Open v Apply Filter >>

Document (Project Title
dle

izt Procurement 299722 1795342 Institute LB Test}
Id: 2245442 Request and Request and Release 4.06 Comp RFA Started App 1
Status: Commitment of Commitment Community
Funds of Funds Managed
S Resources
Your Comments: (1CMR)
i NEPA Document NAL1GOT9990039 02/02/2011 NEPA Test/Trainng App 1 for In 2199724 1795341 02/02/2011 Institute LB Test]
Release 4,06 Comp RFA Progress. for Appl
(NEPA - Commurity
M
NOAA, NTIA R::;ﬂﬂ'i‘;
Onl fea
ul I (o8
Jic Complete PO NALIGOT9990039 02/02/2011PO Checkist Test/Training App 1 for Not 2199723 1795340 Institute LB Test|
Checkist Release 4,06 Comp RFA Started for App 1
Community
Managed
Resources
(ICMR)
4 Attachments; Number/Recipient ) Process Maps Progress. for Appl
Community
Pending Actions X
5 items found, displaying all items. 1
Tipe 10 te |Federal Funding Fiscal Yearllast Action Status
PO Checklist 2245444 05(22/2012 §5,000.00 2012 Complate PO Checklist: Not Started
NEPA, 2245446 05/22/2012 §5,000.00 2012 NEPA Document: Not Started
ad 050220002 2012 o A Elnd Not Started
Organization Profile 2245445 05/22/201245,000.00 2012 Validate Organization Profile: ot Started
Organization Profile 224544505(22/2012 §5,000.00 2012 Validate Organization Profile: Not Started
Page
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GRANTS/ X\
ONLINE ‘@/

TRADE

NIBEHy

In the Competitive application process, the Provisional Organization
workflow is initiated at the same time as the PO Checklist, NEPA, and
Procurement Request when the FPO selects “Start Award Processing”.
However, just like with the Universal Process, the Organization Profile task
for the Provisional Organization Workflow is not in the FPOs inbox. Rather
it is created in the inbox of a new Grants Online user called the Data
Quality Validator. The FPO can monitor the progress of the Organization
Profile by checking under “Pending Actions” on the Award File launch

page.

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

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

For the steps to complete the NEPA, PO Checklist, and Procurement
Request refer to the Universal Processing section starting with page 17.

Page
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approval Step 10)

Real Time Upload to
WebDocFlow

(IF > $100,000
NOAA Only )

Bureau OLIA " Cl:;;,‘
o) ward File

| (IF > $500,000
NOAA Only)

16
Clear

Department -
Award File

OUA

February 2013
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|

|

|

[

|

[

I

|

‘ |
- [
[

15 |
|

[

|

|

[

|

|

|

. Done

1 3
CompleteGMD  GMD Checkist

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

“Review Award File” Task s placed into Grants
Specialist’s Inbox when FPO forwards Award File.
Atask also goes to Public Affairs to attach Press
Release. (Canceled if no action taken as of GO

Checklist
: Done Awiard F'IeﬁF'nal State
. il i
Grants Specialist PO Checklist, NEPA,
H : Procurement Request,
Complete D-450/851 GMD Documents
CD-450/451
Award Files cannot be signed by Grants
1. Nightly Upload tCBS DW for ARRA Offcerf thre 2 HOTEZ: Fetpon R Wi e 12 biompitns
2. il generaionfor FAADSUSASpending ke sendoenk. send
Upload ta
MARS

/ \
¢ FADIOG Optona \

Grants Management Division Process

January 22,2013

Version 4.10

/ oA N

Forward to

Grants Officer]

Record Grants B u";z" as lll:llnd Iniliil:DAward RE:W ;
Officer Approval ~ Grants c8s1 Approver] Grants Officer
¢ Officer S it Obligation (D-450/451
AUTOMATED TASK
AUTOMATED TASK
(based on ASAP
Approval Flags)
\
\ *AUTOMATED TASK
f___—____\i ___________________ (based on Data
Warehouse Records, not Acce

} ASAP Only \\ " Casinterface] ot END

| 4 i~ |

| |

| |

| |

| | CD-450- Closeout Process or

Ly N I N Decline D451~ De-ob Process
(! [ & v ” (Decined Workflow -
(! 18 2 : See DA-1and DA-2)
{ 1 A:;P vl F‘n];?\:e I a i
Authorization ! Aif [ . Accepl
[ 1 Authorizer Offce  Cetifcation | Recipient Authorized Decline
| | | Representative
Page
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* Once the Award File has been forwarded to the Grants Management

¥ Division (GMD) there are several additional steps that take place before
the award offer actually gets to the recipient. GMD has 60 days to
GRANTS complete their review and approval process. The GMD workflow steps for
ONLINE Y&/ processing a Competitive application package are exactly the same as for
TRADE the Universal application package; however, the actual GMD review and
IRBA- approval process is not the same.

= |f 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.

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

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

Day 3 - AM

Session 4: Post Award Actions

8:00am —12:30pm

Topic

Duration

Introduction and Agenda

8:00 — 8:15 (15 min)

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

8:15 — 8:45 (30 min)

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

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

Online Demonstration/Process Maps with Hands-On
Participation — Partial Funding

Process Map/Screen Shot Review of Additional Processes:

- Reduce Funding

- De-obligate Declined Amendment

- Correct Access Lines on Approved Award

- Correct Award Dates (Administrative Amendment)
- Organization Profile Change Request

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

Additional Resources and Training
Questions and Comments
Evaluations

12:15 — 12:30 (15 min)

Objectives — By the end of this class students should:

Understand the Recipient Award Acceptance Process

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

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

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

Be able to initiate and route a Partial Funding Action

Be aware of additional Post Award Functions
Know where to find help when needed

Training Materials:

abhwd =

Agenda and Objectives
Process Maps — AAR Workflow

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

117



118



&

GRANTS/
ONLINE \&

TRADE

NIBBA-

Grants Online
Award Action Request

Process Maps and Screen Shot

February 2013
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.
Award Action Request Workflow (AAR-1) January 30,2013
Version .10
Start > > > q >
1 2 3 4 5 6
AAR Initiator Search for Awards Access Grants File page Select Type of AAR Initiator 5 ;
via The Awards Tab And Select Award Action Award Action Request, R"‘:w Aw:? m:n Be;wst
Request from the Entet required flelds on;ar g = EE
Action Dropdown Menu And Start Workflow A
AAR L~ Note 1: If AAR tums info an Amendment then the workflow
will be the same except that the approval document vall be an
Amendment.
» » »
! 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
End N <
16 15 14 13 1 11
AARorAmendment  Recipient Authorized 1) Review AR or Amendment Grants Officer 1) Review Award Action Request Grants Specialist
Approval Notification Representative 2.) Approve AAR or Amendment 2| Forward to Grants Officer

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

February 2013

Page 2




Award Action Request Index 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 Key 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

February 2013

award if not described in the approved application

* Termination for Convenience

Page
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Award Action Request Workflow (AAR-2) sy 30,201

(No Cost Extension = Prior Approval Required) Version4.10

Start >|_\ _|_\ _m
AAR L | L

v
v

1 1 3 4 g
. ]
INITIATER (Recipient Search for Awards Access Grants File page Select Type of AAR Initiator ) )
Authorized Representative, viaTheAwardsTab  And Select Award Action Award Action Request, Rew:w Awdard ':m:" ﬁe;uesl
PI, Co-P1, or Finance Request from the Enter required fields 0";” ’lo ﬁt,onl
Representative) Action Dropdown Menu And Start Workflow HresAniathe
AAR 1 - Note 1: f AR turns info an Amendment then the workflow
will be the same except that the approval document will be an
Amendment.
Done Y S _ﬁ “
7 8 9 10 1 1
Reciient Authorized  poviewAward  Assigned Program Offcer 1 Reviewward Action Request. Grani Specialist 1 Review Amendment
Representative Action 2)) Forward to Grants Specialist 2, Forward to Grants Officer
Request Forward
to Agency
0
/ [} Accept
L]
A II|J < < <
2 bl
Unapproved  ASAP u
profile update Authorize 0 19 18 iVl 16 15 13
P e 1stand2"  cas stfand Initiste Ob ~ Grants Online Accept/Dedinefiecipient Authorized NMD::"I{: Grants Officer
Approval = Rpprover/ Mode  System Admin Amd gepresentative  Grants Online
Date Extension ¢35 Interface Step 17 =If efror, send
nolification to Grants Online
s Adrmin, Wilinvestigatean | Decline
restart manually as needed. '
1. Nightly Upload to CBS DW for ARRA
2. File generation for FAADS/USASpending
Efd @ 168
Adknowledge Decline
AAR Grants O G e ward

expiration date s rolled back )

February 2013 Page 4
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ASAP Drawdown Request (AAR-5)

Agency Review ASAP Recipients Only (Currently Only NIST)

WIBBA

ASAP Drawdown Request created by “Submitting” Biz/Fin Rep can be
forwarded directly to the Agency

Start ] D = :6

3 4 5
1 '
Click on “Create ASAP Forward To Authorized Reciplent
Iness-Fi Search Awards
Bau:me;:;:;::e Drawdown Request” from the Representative Authorized
Authorizﬁkeormr;tarrve Grants il options and goto Representative

details page to fill out form

DISPLAY Data Fields on Form:

*  GrantInformation
Header (NeedtoAdd
“High Risk” flag

End

9 10
ASAP Authorizer  Release Funds in ASAP

February 2013

Forward to Agency

DATAENTRY Fields on
Fom:

v ASAP Request Date:

»  Drawdown
Requested:

*  Period Covered by
Request: (Stant date
and End Date)

January 30, 2013
Version 4.10
7 8
Assigned Accept ASAP
Grants  Drawdown Request
Specialist

Page
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&

GRANTS Y
ONLINE (&)

NMBBA-

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

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

February 2013
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Routing of Federal Financial Reports (FR-1) June 17,2012

(SF-450) Version 4.09
BB Financia Reports created By “Submitting”Biz/Fin Rep s ay i Repwit et ekt
Review Financial Repcrt, Only one needs t

act on it to Forward to Agency.

i

Start rl r‘ > >
1 2 3 4 5
Business-Finance  Search Awardsor  Click on ID of appropriate  Forward To Reciplent forwardto Agency  Assigned /Review Financial
Representative, Search Reports  reportandgotodetails  Authorized Authorized Financial of Return for Report or return
Authorized Representative pagetofilloutform  Representative  Representative Report for revisions
END < $< 0: ’
13 2 1 L
ot el Review B Forward o Finance
Dept for approval
Or Retu i Office
Rel:nmm m’ {only for a Final report)
T Return for Revisions

Financial Reports created By “Submitting"Biz/Fin Rep

February 2013 Page 3




Routing of Federal Financial Reports (FR-2)

June 17, 2012
(SF-270) Version 409
NOTE: System should
prevent Auth Rep from
submitting SF-270f
NOAA CBS and ASAP and
HOT High Risk
Mo System should
m P w:md Accept SF-270
I Grants
Specialist
A
Financial Reports created by *Submitting” Biz/Fin Rep can be °
forwarded directly to the Agency I.l
n Non-
9
ASAP
» Finance Office/
Start N Y N N N BShntgrtace | ONY
rl_, » » L lAW“d"
from
| 2 3 4 5 6 Al
Businessfinance  Search Awards  Clickon D of appropriate report  Forward To Authorized Recipent Al ]
Representatve, and go o detils page Representative Mm’fm
Authorized Representative to fill out form Representa .
Unapproved Voucher
Recorded (asynch)
High Risk ASAP Only (Need ASAP Authorization Amount)
1
SF2T0-ASAP Notification n.m:mm-s Finance Office
y Controlled by CBS Default
table. If Approved date s
nullsteps 11 and 12 are
» » » » manual. Othervwise, il
be closed by Grants
Online.
15 16 17 18
ASAPAuthorizer  ASAP Authorization Finance Office  *ASAP Certfication 19
Business-Finance
Post as UNAPPROVED Representative stz e
(Controlledby CBS Default Tables) En d Funds to Recipient
End
February 2013 Page 4
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Grants Online Training
Post Award Processes

February 2013




Y

GRANTS;
ONLINE \Y/

BB

. .
Partial Funding Workflow (PR-1) January 23, 203
Version .10
0
B ;
Process s > » >
ey L
m‘PM 1 4 6
; - 5
Fund ths IntatePatal Partal Funding Memo ~ Forverd A;:;;“ o Grants Py Review (D451,
st rants Specialist
Award" Funding Memo Forward to Grants Officer
global opton L |
from Grants 1 |
File.
Assigned |
e ] '
A ] i I 8 // Booly a l
| Procurement Procurement  Completeand YA A |
s pquestor /oo, Request Approwe
| o oW ForwardEach 7 /Aulhorizing l
| pocimers offcal |
[ = == NOTE 1: Avaldtebuton will e made avadabe to GUD. Any e the
\ “Validate" button is pressed, there will be a call to the CBS interface for
\\ % 2% Vendor Check, ACCS Check, and Funds Check. (Waming) We should display
1. Nightly Upload to CBS DW for ARRA A\ R Ooti:nal Aprove date/time of last successful valldation for each category.
2. il generaionfo FAADS/USASpending \ Reviewer  Procurement Request |
Mmoo - [
e — =N Valdan |
WebDocFlow-Grants | S Falue |
>51000000nly | X
| Nghtly
:mmnm
Real Time | MAS
4
Uploadto ¢—— R ey U 2 1t 5 9 ¥
Aooroval  Grants e CBS1st/2nd Rev
R il = A L
n e gation
: _ doprovalflags) _____ AIOMATEDTASK .
_,0 T NOTE 0K, Whe st 25 o, snd ensl et T4 ‘
Y\
| |
|
U % ]
15 Clear | \ *AUTOMATED TASK
Bureau OUA  Award File : | \ l,d‘bﬂlﬁmmh Ampl END
(0LA) I | \‘ ‘,, 1 Warehouse Records, not
[ I | 1 CBS Interface)
|
| | |
;. |
[
@ i s Declne _ cost-Deob roces
T » T > P (see Declined Award e
| 18 1
Ly 1 a2
154 Clear : | st ASAP Wer S| 3 U
Department  Award File Authorization ificat | . Accepl/
OUA ' I: Athorzer Offce  Cifikation l Rulplemﬁuﬂl?rlaed Declne
_____________ ! | Represenatie

February 2013
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GRANTS/%\|
ONLINE ‘

BDA-

FPO - Partial Funding Steps 1 and 2

Search Awards :
Grants File - NA09GOT4990038
Award Number:  |na09gat ’
Id: 2139154
et e | | Status: Accepted
Project Tt~ | |
Award Status: 7'0pen v Action: Please select an action v m
Please select an action

mootsthane |

Your Comments: Partially Fund this Award

* \Viaw Accounting Detais
\View/Manage Award-related Personnel

o st

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

Spell Check

Search Results

26 items found, dnsplaying alitems.1

Award Number (0 ReciientName

NADIGOT4990038 2001932 Institute for

Project Title Award Principal
Status Investigators-Project

Directors
lone Designated

TEST RECORD - Grants Accepted

Culturally Managed

Resources (ICVR)
NADSGOT4990027 2001932 Institute for
Culturally Managed
Resources (ICMR)
2 Institute for
Culturally Managed
Resources (ICMR)

NANQRNTAQ0NN2A INN1077 Tnehihita far

NAYGOT4990008 2001932

Online Training

Application05

TEST RECORD - Grants Accepted
Online Traning

Application07

TEST RECORD - Grants Accepted
Onlne Training

Application

TECT RECNRN - Crante Arranted

None Designated

None Designated

Nana Necinnatad

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”.

February 2013
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Y FPO - Partial Funding Steps 3 and 4
GRANTS/X)
ONLINE . .
ki Partial Funding -- NA09GOT4990038
NBEA . .
—

Approved Plan and Prior Obligations

" ke
D

[Sf4 2139113 TEST RECORD - Grants Online Training Application05

Qected Application

None Approved Plan and Prior Obligations

[ cancel 5
D

PO 2139113 [EST RERORD - 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 $0.00 $0.00
2011 §250,000.00 $0.00 $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.

February 2013
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GRANTS /%)
ONLINE

TRADE

WBBA-

FPO - Partial Funding Step 5

Organization Name: Resources (ICMR)

SF-425 Frequency:

(after 3/31/2009) Report

Progress Report Frequency:  Semi-Annually

Final Reports Due On: 12/29/2012

Project Title:

gfmapal .Investlgators-Prolect None Designated
irectors:

TEST RECORD - Grants Onling

Institute for Culturally Managed

Electronic Recipient: Yes

(6) [eslm e o x|

Fle Edt Yiew Favortes Took Help

%4 e || B8

Partial Funding -- NA09G0OT4990038

Memo * Guidance

Enter appropriate memo language here, See guidance.

B oo

Grants Online
Partial Funding Guidance

Partial Funding Memo

The Partial Funding Memo is used to explain the state of
funding for the approved Application. A clear and precise
explanation of what is happening in this Partial Funding will
greathy assist GMD personnel in processing the action.
Tupicaly, Partial Funding actions are used to find the out-
years of mulf-year awards, with a single application being
submitted for the award's duration. However, some awards
will have multiple multi-vear applications assoctated with
them. Other awards are single-vear awards for which the
fully approved amount was not provided in the initil award.
Every situation requires an explanation

v

Dt

o Trusted stes Bl v

ASAP Recipient:
Semi-Annual Cash Flow with (2 Partial Funding Guidance - Windows Internet Ex... B@ Frequenc

4/1/200¢

I report is |

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

also available from the “Guidance” link.)

February 2013
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L/ FPO - Partial Funding Steps 6 and 7
GRANTS
ONLINENE/ | Ppartial Funding -~ NA09GOT4990038
BB

Memo®  Cuidance

Enter appropriate memo lanuage here, See quidance,

Windows Infernet Explorer

| WARNING: Release of Funds and Procurement Request workflow basks wil be placed in your inbo,
&7/ Bre you sure you wish to proceed?

(o)

|

Selected Application
ppb(abon 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 €500,00000 $37500000 $325.00000 [symom /50,00 $0.00 50,00 ‘: :: - TESTRECORD - Grants
S - Online Training
Application03

Note: Fecersl Add Amouns plus Pending Federal Share plus the sum of all prior obligations may be up to 5% greater than the Approved Feceral Share. If excesding the Approved Federal
Share, enter a memo explaining the reason for the additional funds

Note: Only one applicarion may be funded per Fartial Funding action

sve | Svmdttin |G |

6. Enter amount of Partial Funding into the “Fed Add Amount” box and
appropriate Non-Fed Amount if applicable.
7. Click “Save and Start Workflow.” Click “OK” on the warning message

alerting you that a Procurement Request is being put into your task box. You
will be returned to the launch page of the new Award File.

February 2013
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GRANTS/X\
ONLINE w

TRADE

IBEA

LV

FPO - Partial Funding Step 8

Your Tasks

Document Type Status

Al V_‘ Open v Apply Filter >

34 items found, displaying al items.1

fiew[Task Id [Award Number (Task Name Task  [Applicant Name Document Type

211380605 NAD9GOT4990038 Procurement Request and Not - Institute for Culturally Managed Procurement Reqest and

Commitment of Funds Started Resaurces {ICVR) Commtment of Funds
Ve 1380604 NA0SGOTA990038 Review Release of Funds Not ~ Institute for Culturaly Managed Award Fil
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.

February 2013 Page 7
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GRANTS/X\
ONLINE

TRADE

BB

FPO - Partial Funding Step 9

Award File In Progress - NA09GOT4990038

I 2147552
Status: ProgramOfficeractions - Not Startad

Action: Forward to Grants Specialist for Review v m
iPIease select an action

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

[Reassign Award File

|View Amendment Details

Vigw FAIS Sheat |
|View Reporting Frequancias ‘
i/ Edit Partial Funcing 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 [Start Date |Federal Fiscal Last Action Status Last Action Last Action
Funding ‘ear Date User

Procurement Request and Commitmentof  214795.04/24/200¢ 2005 Procurement Request and Commitment of Funds: Not NOAAStudent
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.

February 2013 Page 8
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LV

GRANTS Sample Language for Partial Funding Memo
ONLINE \&Y/

TRADE

IBDA

* (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... Dueto ____ , 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.

February 2013 Page 9
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\/
- 5
_ Reduce Funding Workflow (PR-2) nry 2, 2013
GRANTS A Version 410
ONLINE \&/
TRADE
BB
5 Reduce ASAP Theeshold | Automated Task }
Authorizer } i
0 | st
| negative
| ‘amount and
0 | secondcal
| il post with
1 o : 7 . [ 13 [ zer0,
) Initiate Partial partial  Forward Award : Rewgw : Record Reciient Accept aat nitate |
M50 \peobigaion  peobigaion  Fleto : L) 0;;"“ Mool hutoried Q451 | OO Doy |
Program Officer \ pamo e Grants  OPecalst  De-opiigation o Representative b mmmmmmrem e
Specialist Forward to
Grants Officer
1. Nightly Uploadto
Process is CBS DW for ARRA
initiated by 2. Fle generation for
Fo i FAADS/USASpending
stlcting Procurement
v Request et L e o
Funding of |
this Avard” | |
mm : ' '
|
Gants e, | el |
| Pofleforde ;
/ | Tauthorzaton |
u % ) ’ ' v A;:P l
% / B 9 |
Procurement  Complete and /  Approve | MR thorizaton |
s Requestor / Request  Approve Authorizer Authorization
Req Forward Each // ProcRed. /  puthoris ing : uthori ‘ |
Document ;i / Offcal ! |
/ | i
|
NOTE: Corresponding Negative L : |
Procurement Reuests should be placed in i |
Assigned FPO Inbox |
END , i
bin 28 I |
Ogtional P':OPJ"“”" n n | noov |
i S Deoblgaie (S 1snd | s Foave | |
e Funds Approver/ : ASAP Onl Certification Officer |
85 Interface | ¥ |
b |
Page
February 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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Y
Grants File - NA12GOT9990023

72 A Reduction in Funding Action is

85{#};5 initiated from the Grants File page Id: 2243484
\>” similar to a Partial Funding action. \ Status: Accepted

TRADE
WBBA Action: [Please select an action |

(A}

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

Save Comment

Reduce Funding -- NA12G0T9990023

Memo *
|Reduction in Fundlng |

F;e Grants Management Division has reviewed the subject award.
a

is document serves as authorization to proceed with the de-
bligation process.

143 /4000 | [ETIIEIRA

Approved Plan and Prior Obligations

Appllcatmn Project Title

elect 2245483 For Reduction in Funding Screen Shots

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

012 $10,000.00 $10,000.00 $0.00 $0.00

Selected Application

Application/Approved  [Remaining  |Pending Fed [Fed Deduct Amount (Approved Non- [Remaining Non- [Pending Non- [Non-Fed Amount MD Project Title
D Fed Share  |Fed Share  [Share Fed Share Fed Share Fed Share

2245483  $10,00000 $0.00 $0.00 ug 00 $0 00 $0.00 $0.00 ﬁ 0 For Reduction in
Funding Screen
Shots
Page
February 2013 11

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.



Y
GRANTS(X\|
ONLINE

BB

W4 ILEHID UL, WISEIGYIG OIF ILSIHD L

Funds

View NA1260T9990023 05/22/2012 2534352 Reduce Funding Amendment Not  Award File
Started

View|Award Number |Task Task Id [Task Name Task  [Document Type 0cument5tartDate Approved (Total Applicant
Recewed Status Federal Federal Name
Date Funding  |Funding

Vigw N

NA1260T9990023 09/22/2012 2534353 Procurement Request and  Not  Procurement Request 2245494 A $10,000.00 Environmental
Commitment of Funds Started and Commitment of

Action
Committee of
West Marin
2245493 NfA $10,000.00 Environmental
Action
Committee of
West Marin

Accounting - ACCS Lines *
One item found.1

Total Federal funds authorized for this Award action: $-100,00

Last CBS Validation;  Status:
Active Procurement Requests:
Nothing found to display.

Withdrawn Procurement Requests:
Nothing found to display.

Federal Share: * §

BureauFundFiscal YearlOrganization ____[Program __[Project - Taskl(Object ClasslAmount |Prior YearlDWalidatediaction |

14 20002012 10-01-0002-00-00-00-00 52-30-00-000 SAEO0D0-SAE  41-12-00-00 (£100,00) N Yes Edit Delete
Add New ACCS Line
PRCF Tatal for this Award action; $-100.00

February 2013

Page
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Just like with a Partial Funding, two tasks are generated in the FPO inbox. The Procurement Request must be filled
out using negative numbers for the funding reduction, and the workflow must be completed by the Authorizing
Official (Budget Officer role) in order to be able to forward the action to the Grants Management Division.
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GR ANTS MEMORANDOM: NOAA Finance Office
"- ‘ FROM: Grants Management Division
ONLINE \&/ SUBJECT; DE-OBLIGTION
TRADE De-obligation Request for Award: NA12G0T9990023
WBDA-
Total Federal Funding (entire award): $10,000.00
Recipient Name: Environmental Action Committee of West Marin
EIN: 237115368
DUNS: 793971490
ASAP 1D (if applicable):
Award Period: 05/01/2012 - 04/30/2013
Federal Program Officer: Grants Student00
Obligation Number: 374002
Requested De-obligation Amount: $100.00
Item #/MDL ACCS Amount

2245434 /2025338 14 2012 2000 52-30-00-000 SAE0000-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 process.

Justification for De-obligation:

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

(I o Check

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

Page
February 2013 %’3

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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9
V .
~ DA-2: Declined Amendment Workflow 22003
GRANTS/ N Version 4,10
ONNEE) 2
! Steps 23-24 from GMD-1
TRADE (
Q R Q
BB
/
Interface creates
: > Unapproved ASAPProffe
Decline Award ponp REQUCASAP Gt officer At#nawledge for De-authorizaion
Authorizer Threshold Dedlined Award
13 u
ASAP ASAP
Authorizer  Authorization
0
*AUTOMATED TASK
(based on Data
Warehouse Records,
9 0 1 i not CBS Interface)
Partial  Forvard Award e Review Partial e Initiate
Deob  FlletoGunis Specialist 6 u&mrd Officer Avward Financg Office
Specialist 1o Grants Offes De-0b
16
4 ASAP
ASAPOnhf Certification
|
y ; .
2 b] % /
u / / % v 4
Procurement Complete and /  hpprove &
R / ost ove
Rewest  ponardiach /i / Am:m e
Qeczinent offcl % it 1 1
# Record Approval  Grants Officer De bigete  CBS 1stond
Cormesponding Negatve Procrement A Funds — Approver/
mmm in Assigned FPO Inbox CBS Interface
- AUTOMATE|
TASK #
1. Nightly Upload to (BS
Nehty W for ARGA
Mevm Promrement ? i e i
S FAADS/USASpending
END Paged
Page
15

February 2013

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) Janary 23, 2013
pis (No Net Dollar Change) Version 4.10
GRANTS @)
ONLINE \&/
TRADE
WBDA-
Nightly Upload o MARS
Validation Failure
o e e o Y S e =
|
|
g; /i
Initiate ACCS  Procurement Comm:teand 3 //A G // ! 8
Assigned g Requestor  / ApPrOve Request  Approve
e Cortection  ReUest  Fovard Each /  Proc. Req, // Authorzing
Officer Procurement Document / Offical
/
Request /
/ /
-
Action to be initiated from Award File Launch page.
Comment Wil be Required.
Procurement Request will be added as a Sub- 6a 6b 9
Document to the Award File, Upﬁma] Approve Grants Officer
Reviewer Procurement
Request
Procurement Request and Commitment of Funds - NA12G0T9990014 | w0
THIS DOCUMENT I8 LOCKED
THIS REQUEST IS APPROVED 10
Correct ACCS Lines Agprove
Last CBS Validation:  Status: Proc. Req,
(85 1st/2nd
o e
Funds CBS Interface
Page
February 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 SAEDDDD-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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GRANTS‘ 1. Navigate to the Award File containing the Procurement Request which
ONLINE \&4 needs to be corrected.
TRADI\:TBS],L 2. Access the details page of the Procurement Request that needs to be
: corrected.

To make a correction to the ACCS line on an already approved award:

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
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Administrative Amendment — Date Changes (GMD-2)

Amendment to Financial Assistance Award

CFDA Number:
11999

Award Number:
NA126G0T9990014

Recipient Name;
Institute for Community Managed Resources (ICMR)

Amendment Start and End Dates: *
| |

The Amendment Start and End Date fields and the

Project Start and End Date fields are not part of the

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

by themselves to extend the award. The award can only be
EAET e

using the Project End date field or ty submission of a
No-Cost Extension Award Action Refjuest,

98

5 2. il generation for
94

January 22,2013

g ,
Non-Funded Amendment PR
P
GRANTS 3 = = .
ONLINE Y&/ [ L
Nl
1 2 3 e 5

TRADE 6 Speciall Search for Awards. Select link for Amendment 6 Special 1) Review

rants Specialist R rants Specialist Amendment

'VW Awards Tab {add new fields for Project Dates] 2) Forvardto

l Y Grants Officer

Optional
4}
t
15 1 3 9 7
€8S 1st/2nd 1n in 3
Unapproved A" |CBS 5t and 2nd / Initiate 62:‘:5,:::‘ Accept/ Recipient Approve Amd/ Grants Officer
profile update = (BSinteriace b Mod Decline Authorized Rep  Modify Datels) in
Aryd Grants Online

1
END |
Step 10 - f error, send notification to |
AMD Grants Oriin Sys Admin. Willinvestigate |
and restart manually xs needed. Dedling

L Naghtly Upload to €8S OW for ARRA
FAADS/USASpending.

Decline ( Online

date change(s) are rolled back.)

Grant Type:
& Grant © Cooperative Agreement

Cond

Amendment Number:
Pending

Street Address:
123 Main Street
Washington, DC 20000

Extend Work Completion To:
NfA

February 2013

Page
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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» Manage
Recipient Users

v Organization
Profile Change
Request

+ SF-4254 for
Multiple Awards

v Search Awards
+ Search Reports

1nbos | Awards | ccount Management | o

Organization Profile Change Request

Organization: Institute for Community Managed Resources (ICMR) (2002469)

Request ID: 2245527

Legal Name or DBA
Physical Address

Street Address

Zip/Postal Code
Country
Phone
Mailing Address

Mailing Name

Street Address

Gity
State
Zip/Postal Code
Country
Business Identifiers
EIN
DUNS
DUNS Plusd
CAGE / NGAGE
ASAP ID
Applicant Type

*Justification for Changes

Institute for Community Managed Resources (ICMR) |

123 Main Street

Washington

DC - District of Columbia | |

20000

USA - United States | B

301-55§-1212

ICHR [

123 Main Street

Washington

DC - District of Columbia | |

20000

USA - United States | |

98-7654321
123456789

Enroll in ASAP >3

M - Nonprofit with 501C3 IRS Status (Other than
Institution of Higher Education)

|
February 2013

e
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The New Organization Profile Change Request screen will allow recipients to submit changes to their various data
fields of identifying information on their Organization and Vendor records. It also allows Non-ASAP recipients to
initiate the ASAP Enrollment process by submitting their Point of Contact information via Grants Online instead of

using a separate email.
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GRANTS/2\ Known Issues from Release 4.09
ONLlNE

TRADE

BB

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

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

» |faCBS Error or Warning message is generated on a Procurement Request

with multiple ACCS lines, the order of the lines on the message may be
different from the order on the Procurement Request screen.

Q&A

Page
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