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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 
Evaluations 

10:05 – 10:15 (10 min) 

 

 

Objectives – By the end of this class students should: 

 

- Have a basic understanding of the roles of Grants Online and the Grants Online 

PMO within the DOC Grants community 

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

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

- Know where to find additional help when needed 

 

 

Training Materials: 

 

1. Agenda and Objectives 
2. Acronym List 
3. Grants Online Overview Presentation 
4. Grants Online User Roles Spreadsheet 
5. Grants Online User Roles Definition 
6. System Navigation Manual 
7. Course Evaluation 
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1 

Getting Started 

Accessing Grants Online 

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

 Internet Explorer browser opens 

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

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

 Grants Online Home Page/Login Screen  appears 

 
 

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

 

 

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

 

  

 
 

Warning!  If you entered your username or password incorrectly you will see an  
                             error message in red on the screen.  After three unsuccessful attempts  
                             to log in, the system will lock you out and you will have to click on the    
                            “Forgot your Password?” link to reset it using your security questions.  
                              
                          
                         If you “Forgot your username”, click on that link for the Help Desk phone 
                          number. 
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2 

Grants Online Navigation Features 

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

Screen Layout 

 

 

Screen 
Layout 
Defined 

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

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

 

 

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

              

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

 Document Pane: Highlighted by the black border, is the document 
pane. This is located in the middle of the screen.  This is where most of 
the data in Grants Online will be input.  
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3 

Other User Interface Features 

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

 

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

 

 

 
 

  Breadcrumbs The Grants Online system keeps track of the pages you have visited since 
you last logged on and put a “breadcrumb trail” of those pages at the top of 
the Document Pane. This feature can be used in place of a “Back” button. 
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4 

Help Tab 

The Help Tab provides information on accessing the Grants Online Help Desk as well as definitions 
and/or guidance for various Grants Online functions. 
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5 

Inbox Tab 

Tasks 

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

 

Accessing Tasks 

1.      From the Inbox Tab, click Tasks 

      Your Tasks screen appears 

 

       
 

 

 

 

 

 

Viewing a Task 

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

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

       an action in the action dropdown.   

Filtering Tasks 

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

2.  Select the Status in the drop-down menu 

3.  Click Apply Filter 

 Tasks screen appears showing only filtered tasks.                                  

 

 

 
Note: Customizing the Tasks view may be accomplished through the 

Account Management Tab. 

30



Grants Online Training Manual 

Release 4.06 

6 

Account Management Tab 

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

 

Accessing My Profile 

1.      From the Account Management Tab, click My Profile 

 Manage Profile screen appears         

 

 

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

Security Questions are used to allow you to reset your 
own password. If you call the Help Desk to request to a 
password reset, the support specialist will ask you 
either your former security question or one of these 
personalized questions and you will provide the 
answer as a means of authenticating the caller. 
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7 

                               

Editing Your Profile 

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

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

3.  

4.   

5.  

Click Save to capture your changes 

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

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

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

Accessing My Preferences 

1.      From the Account Management Tab, click My Preferences 

 User Preferences screen appears 

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

3.      Click Save at the bottom of the page. 
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9 

 

                                      

Changing Password 

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

 

Customizing Tasks 

1.  Select desired type of Notification  to enable/disable 

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

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

4.  Click Save at the bottom of the page. 
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2.  Change Password screen appears. 

3.  Enter old password. 

4.  Enter new password.  

5.  Enter new password again to confirm.  

6.  Click Submit. 

 

 

Note: Please follow the indicated Password Guidelines.  Also, note that the special characters 
listed are the ONLY ones that are valid (_$#)  
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My Delegations 

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

 

Accessing My Delegations 

1.       From the Account Management Tab, click My Delegations 

 Delegate Authority screen appears 
 

 
 

Adding a Delegation 

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

2.  Click Find Peers 

3.  Select delegations 

4.  Click Delegate 
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12 

 

 

 

 

 
 

  

Rescinding a Delegation 

1.      From the Account Management Tab, click My Delegations 

 My Delegations screen appears 

2.      Click on Rescind to remove the individual as your delegate 
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Logging in as a Delegate 

1. Log in to Grants Online with your normal user name 

2. Click OK on the Notice to Users page 

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

 

 

 
 

 
 

 

 
Note: When you are in Grants Online as a delegate, the system will 

identify you as a delegate of that individual (see below).  ** Both 
you and the delegate can work in Grants Online simultaneously. 

 

 

 

 

 

 

 

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

Day 1 - PM 

 

 

 
Session 2: Universal RFA Creation/ Application Processing                       

10:30 am  – 4:30 pm 

Topic Duration 

Introduction and Agenda 10:30 – 10:35 (5 min) 

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

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

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

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

Additional Resources and Training  
Questions and Comments 
Evaluations 

4:15- 4:30 (15 min) 

 

 

Objectives – By the end of this class students should: 

 

- Understand the difference between a Competitive RFA and all other types of 

Universal RFA (previously lumped under the label “Non-Competitive”) 

- Understand the difference between the Certified and Un-Certified 

FPO/Program Office Staff roles 

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

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

Requirements” task 

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

- Understand the Award File approval and acceptance process 

- Understand where to find additional help when needed 

 

  

Training Materials: 

 

1. Agenda and Objectives 
2. Student Screen Shots with Process Maps 
3. Course Evaluation 
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Recipient – High Resolution Systems

DUNS – 602201043

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

5
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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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We will use the sample application in the training package for the data entry. 

A review event is optional for the Universal process.
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To start, select the “Input Paper Applications” menu item under the Applications tab.  The data on the 
Application Details screen will already be filled in if the application comes in from Grants.gov.  However, if a 
paper application is received by the Program Office the data must be entered on this screen.  Only the 
required fields marked with an asterisk are required for the application processing to continue.  

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

Hint – After entering the “Total Funding” at the bottom of the screen, click on the “Save as Draft” button.  You 
will get an error message, letting you know that you still need to enter the Application Funding Details; 
however, when you click on “Add New” the Funding Start and End Dates will be pre-filled from project dates on 
the main page.  The dates do not pre-fill unless you click the “Save as Draft” button before the “Add New” 
button.
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If the “No” radio button is selected on any of the items of a Minimum Requirements Checklist, a comment 
should be entered in the associated comments box or in the General Comments box at the bottom.  Currently, 
if no comment has been entered for a “No” radio button the user will not have an option to Approve or Reject 
the Minimum Requirement Checklist.  In a future release the user will not be allowed to save the screen 
without a comment if a “No” radio button has been selected.
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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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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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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 
with Process Maps: Creating a Competitive RFA 

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

Lunch Break 12:00 – 1:00 (1 hour)  

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

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

Additional Resources and Training  
Questions and Comments 
Evaluations 

4:15 – 4:30 (15 min) 

 

Objectives – By the end of this class students should: 

 

- Understand the difference between a Competitive RFA and a Universal RFA 

(previously called “Non-Competitive”) 

- Understand the difference between the Certified and Un-Certified 

FPO/Program Office Staff roles 

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

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

Requirements” task 

- Understand the Competition Manager and Selection Official functions in the 

Competitive RFA workflow 

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

- Understand the Award File approval and acceptance process 

- Understand where to find additional help when needed 

 

Training Materials: 

1. Agenda and Objectives 
2. Student Screen Shots with Process Maps 
3. Course Evaluation 
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As of April FY 2011 – FRNs are no longer required for any Grant Programs.   Always click on 1st radio 
button.

The Anticipated Award Amounts and Anticipated Number of Awards are not mandatory fields in Grants 
Online but are important for Grants Planning purposes and they are data fields that are posted at 
Grants.gov.
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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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This is the point at which you will need to know some basic information regarding your Review Event(s).   
These details should reflect the information that is posted in the FFO regarding evaluation criteria and, for 
the most part, should not be changed after the FFO has been posted.  The Review Event start and end 
dates can be modified as needed.

When you select “Save and Return to Main” you will go to the launch page for this new Review Event (not 
back to the Competition Details page where you came from.)
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From the Review Event Launch Page navigate back to the Competition to check it out for completeness, 
then navigate to the RFA to begin creation of the FFO.
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The only customizable part of the FFO Routing slip is the section for Optional Reviewers.  The Assigned 
Program Officer is from the RFA details.  The Grants Specialist is the current lead Grants Specialist in GMD for 
your Line Office and CFDA number.  When the FFO goes to FALD and to the RFA Publisher, all users with 
those roles for your agency will receive a task.  The first user to take an action on the task will then become the 
owner and it will be cleared from the inboxes of the other users.
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We will use the sample application in the training package for the data entry. 
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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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Federal Program Officer Training Agenda 
 

Day 3 - AM 

 

 
Session 4: Post Award Actions  

8:00am  – 12:30pm 

Topic Duration 

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

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

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

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

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

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

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

Additional Resources and Training  
Questions and Comments 
Evaluations 

12:15 – 12:30 (15 min) 

 

 

 

Objectives – By the end of this class students should: 

 

- Understand the Recipient Award Acceptance Process 

- Understand the use of an Award Action Request 

- Be able to review an Award Action Request   

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

- Be able to find and view a Financial Report 

- Understand the use of a Partial Funding Action 

- Be able to initiate and route a Partial Funding Action 

- Be aware of additional Post Award Functions 

- Know where to find help when needed 

 

Training Materials: 

 

1. Agenda and Objectives 
2. Process Maps – AAR Workflow 
3. Process Map – Progress and Financial Reports 
4. Student Screen Shots – Post Award Processes  
5. Course Evaluation 
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The Reduction in Funding workflow follows a very similar process as the Partial Funding Workflow and has the same 
“Look and Feel”.

10

138



On the Reduce Funding Memo only the “Fed Deduct Amount” and “Non Fed Amount” (also a deduction) are 
available for data entry of funding amounts.  The word “Deduct” will be added to the Non Fed Amount label to avoid 
confusion.   Even though positive numbers should be entered into these fields the amounts will be deducted from the 
award.
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Just like with a Partial Funding, two tasks are generated in the FPO inbox.  The Procurement Request must be filled 
out using negative numbers for the funding reduction, and the workflow must be completed by the Authorizing 
Official (Budget Officer role) in order to be able to forward the action to the Grants Management Division.
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The Award File for a Reduction in Funding contains a de-obligation memo to  document the de-obligation by the 
system via the interface.  In the case of a non-Interfaced award the workflow will flow through the Finance Office to 
manually approve the de-obligation memo.  There is no activity required by the Federal Program Officer on the de-
obligation memo, but it is available for viewing. 
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For a FPO, the Declined Amendment workflow looks just like a Reduction in Funding except that the tasks 
are generated when the Grants Officer acknowledges the declined award as opposed to the Federal 
Program Officer initiating the action.
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The Grants Management Division can now create an administrative amendment to make corrections to Project Start 
and/or End Dates without requiring the Recipient to submit a No-Cost Extension request.  Both the Start and End 
dates can be modified.
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The New Organization Profile Change Request screen will allow recipients to submit changes to their various data 
fields of identifying information on their Organization and Vendor records.  It also allows Non-ASAP recipients to 
initiate the ASAP Enrollment process by submitting their Point of Contact information via Grants Online instead of 
using a separate email. 
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