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Federal Program Officer Training Agenda

Day 1 - AM

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

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

Basic System Navigation;

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

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

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

Objectives — By the end of this class students should:

- Have a basic understanding of the roles of Grants Online and the Grants Online
PMO within the DOC Grants community

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

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

- Know where to find additional help when needed

Training Materials:

Agenda and Objectives

Acronym List

Grants Online Overview Presentation
Grants Online User Roles Spreadsheet
Grants Online User Roles Definition
System Navigation Manual

Course Evaluation
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*" Project Goals

GRANTS/0)
ONNED) Single Unified Grant Processing and Administration, using
an electronic solution, that will reduce processing time.

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

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

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

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

Contract Award — August 29, 2003
GO LIVE! (NOAA Feds Only) — January 10, 2005
Rollout to Grantees — October through August FY 2006
Rollout to DOC — March 2009
Review Module — October 2011
CBS Interface — June 2012
Migrate EDA — FY 2014 (In Progress)
Migrate NIST — FY 2017 (In Planning)
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‘“r‘«‘ﬁ-"NTES Grants Online System Requirements

iBBA:

Grants Online operates in a web environment. The user
does not have to install any special software on his/her
computer. Because Grants Online is web-based, the user
can access the system anywhere , at anytime provided s/he
has Internet access. Logins and passwords are required.
The user should contact the appropriate official at his/her
agency to receive a unigue username and password.

RECOMMENDED INTERNET BROWSERS:

» Windows — Internet Explorer 8 or higher

— Attachments are not supported in IE 9
» Mac — Safari 3.1 or higher
» Windows or Mac — Firefox 2.0 or higher

» Google Chrome




2 Grants Online and Grants.gov

GRANTS()
ONLINE

/

i General

GRANTS.GOV®|| Public

FIND. APPLY. SUCCEED™
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VIBBA-
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: Grants Online and ASAP

GRANTS()
ONLINE

iBBA

<
GRANTS, Department
F@ < .ONLINE of
LA Sag Commerce
Recipients | 'FE” /
Department
CBS - Manu:ll of Commerce
Data Entry for
NIST Finance (NOAA and
NIST)
Treasury
Department

Recipients ASAP — Limited
Manual Data Entry
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Grants Online Document Relationships

Pre-Award
Processing

Post-Award
Processing

Application
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funding
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Grants Online Helpful Hints

= DO NOT use the browser’s “Back” button.

&

~ \ —
Sﬁ‘éﬁ‘&s (2 Grants Online - Windows Internet Explorer

TRADE

ViBBA: i

— _— =

& {g https: farantsonline.rdc.noaa. qov/flowsfhame(Login/LoginController jof V{

Fle Edt View Favortes Tools Help

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

RS Windows Internet Explorer
taining
tof

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

o]

+Procass selected applications Password
wAvard and manage grants
ient #Corraspond vith Grant
bout your Racipients
DAA, MEDA, = m
action Traine
reports, ang  *Grants Online Training Forgot your usemame?
[ ——
wr Federal
id Grant

= After clicking “ Save and Start Workflow” always go to the
Inbox — Tasks for the next action. If you do not see the new
task, click “Tasks” in the left navigation pane to refresh the

page.
e BT e

» Archived
Notifications

+ Notifications Your Tasks
Document Type Status
far —  v] [Open ¥]
11 items found, displaying all items.1
ViewTask Id TaskName ___________[Task StatusDocument Type ___IDocument IdiStart Date ICompleted DatelAward Number _|
View 2564265 Notify Recipients In Progress RFA 2256808 05/20/2014 N/A

View 2556044 Notify Recipients In Progress RFA 2256757  05/01/2014 N/A
56041 Conduct Negotiations In Progress Application 2256738 06/12/2014 NA14GOT9990069
54004 Review Award Action Request Not Started Award Action Request 2256304 N/A
53976 Review Award Action RequestNot Started Award Action Request 2256303 N/A
v 2553942 Manage Review Event In Progress Review Event 2256285 02/10/2014 N/A
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Buttons vs. Column Headi

Competitions
Press Save before selecting the following link(s)

Competition Name

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

[ Attachments:

Create Publication(s) Save & Continue

Dacument Type Status

W W

9 items found, displaying all items.1

View|Task Id |Task Name Task
Status

View 1365154 Certify/Revise Award File Not Award File
Started

View 1365050 Review Reviewer Instructions ~ Not Review Instructions
Started

View 1365026 Certify/Revise Award File Not Award File
Started

Document Type
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Large File Guidance

& As a security measure, a 5 minute time limit is placed on uploading and
GRANTS downloading files. If the user uploads afile and it takes approximately 5 minutes ,
ONLINE \Z/ the upload may appear to have correctly finished when it did not. Please test the

TRADE

validity of the file by downloading it and attempting to open the file. If it does not

WIBDA
v open, the file is corrupted because it did not finish the upload.

Possible Attachment Upload Remedies

= |f you have a corrupted upload, check the size of the corresponding download
and compare to the size of the original file.

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

= Connect to afaster Internet connection to perform the upload.

= Reduce the file size:

« Split the file into multiple parts and upload as Filename - Part 1, Filename -
Part 2, etc.

o Zip the file.

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

= Lastresort for recipients uploading Progress Reports:
Contact your Program Officer for acceptable options to uploading the file. One
approach may be to burn the document to a CD and mail to your Program
Officer.

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

Possible Attachment Download Remedies

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

= Wait to download the file when there is less Internet traffic.
= Connect to afaster Internet connection to perform the download.

= Lastresort:
Contact the Help Desk to determine what additional remedies might be available.




&

GRANTS
ONLINE

Federal Grants Personnel

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

« Provides oversight for the programmatic
aspects of the project — receives and
accepts the Performance Progress Reports

» Grants Office (Grants Management
Specialists and Grants Officers)

« Provides the final approval for all grant
management matters

» Federal Grants Management Experts

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

15
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GRANTS /0N
ONLINE \:@/

iBBA:

Grants Management Advisory Council

(GMAC) Contacts

16

NOAA/NESDIS

Ingrid Guch
Heather Hay

301-763-8282

NOAA/NMFS

Dan Namur
Melanie Gange

301-713-1364 x118
301-713-0174 x210

NOAA/NOS Jane Piercy 301-713-3050 x161
NOAA/NWS Carla Kirby 301-713-0420 x113
NOAA/OAR Brenda Alford 301-734-1174

NOAA/OED

Carrie McDougall
Meka Laster

202-482-0875
301-713-9437

MBDA

Joann Hill

202-482- 4826

ITA

Brad Hess
Annette Henderson

202-482-2969
202-482-3995

DOC-OS/OHRM

Valerie Revelez

202-482-4425

NTIA/BTOP

Wayne Ritchie
Laura Pettus

202-482-5515
202-482-4509
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&

GRANTS

sitif®  Grants Online Training and Help Desk

nnnnn

ViBD

= Grants Online Website

« Looking For More Information About Grants
Online?

— Go to the Grants Online PMO website at

http://www.corporateservices.noaa.qov/
grantsonline

« Have A Question When Training is Over?

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

_ Call 301-444-2112 or 1-877-662-2478 toll
free

— Hours: 8:00 AM - 6:00 PM Eastern
» Ready to start working in Grants Online?

— Go to https://grantsonline.rdc.noaa.qov




TRADE
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Grants Online Overview and System Navigation

Getting Started

Accessing Grants Online
|

1. Click the Internet Explorer icon on your desktop or go to the Start Menu and locate the Internet
Explorer icon.
e The Internet Explorer browser opens.

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

e The Grants Online Home Page/Login Screen appears.

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

Grants Online
« DoC General Public REVIEWERS Grants Online is the
Use our Public Search fasture  »Access current spplications premier Federal solution
e to sae informaticn partaining assigned to you for full life-cycle grants
. DOC/OS/OHRM to awarded Departmant of *+Submit your raview management processing.
Commarce grants cemmaents and scires
. MBDA +Ifyou have been assigned s Username
Public Saarch review in Grants Online, you
. ITA must lagin through tha
. NTIA Grant Applicants Eiﬁ-‘;‘:;‘;‘t‘fﬁ*-ﬁ”!(‘-!!” Password
To Find and Apply for a bl
. EDA Federal grant. go to th
Graotsqoy mbSRe, Federal Staff [Enter|
- Grants.gov =Ganarate funding rotices
. Grants Gurrant Grant Racwlents :5:u'-':E"f:':.'.'i.'f.::f';i'-‘:.’..fc Fgs YOSt MARHAE
Managemant Viewinformaticn about your  .process selected Farget yeur pagsword?
Division T DaC/OS, NOAA spplications L e e
A ITA, NTLA or EDA »Award and manage grants
grants *Correspond with Grant
=Submit post-award action Recipients
reqUEsEs, Prograss repons
and financial reparts Training
*Correspand with your Feleral ¥ grants Online Training
Pregram Officer and Grawt
Spacialist
Warning! If you entered your username or password incorrectly you will see a red
error message on the screen. After three unsuccessful attempts

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

If you “Forgot your Username,” click on that link for the Help Desk phone
number.
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Grants Online Navigation Features

Overview Access to certain Grants Online features is determined by the user’s role. Each
registered user is granted a level of access adequate to accomplish his/her
assigned tasks.

Screen Layout

When the user has successfully signed into Grants Online, the system will default to the
Inbox Tab. Grants Online is divided into several content areas:

e Tabs: Highlighted by a red border at the top of the screen. Use the Tabs to
navigate to the different areas of Grants Online.

e Navigation Pane: Highlighted by a green border on the left-hand side of the
screen. The options displayed in the Navigation Pane are determined by the
active Tab. Click on the desired command to go to that content area of Grants
Online.

¢ Document Pane: Highlighted by a black border located in the middle of the

screen. This is where most of the data in Grants Online is displayed for
input.

" ** NOAA Grants Training 2014

05/11/2014 06:28 PM
Hafa Adai Guam partners| A

Navigation Pane Document Pane
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Other User Interface Features

Pop Up Short Cuts  When the user places the cursor over a tab at the top of the screen,
s/he will see a pop-up menu that contains the same links as the left
navigation pane for that tab. This allows the user to navigate directly
to a content area without first having to click the tab.

]

Inbox | RFA —
Management

e HOS N EPO.T8 : o 4 _

03/01/2014 05:42 PH

Welcome to the NOS Sponsdll © > ) cers.  Your instructor is Lilian Barnes. Please feel free to ask questions at any
time. The Grants Online Profl Tha L ') rom this tame with us.

02/19/2014 10:11 AM

Please note that there are off

g the TRAINING enviranment for testing of Grants Online. EDA i performing User
Acxeptance Testing for Test

2. Festore Act is using the ITA bureau at this time for self-pacedvesting.
For assestance contact:

GrantsOniine HelpDesk&nod
«cc: Lilian.L.Bames $noaa.gof

Help Desk Phone Number: 300

Bread Crumbs The Grants Online system keeps track of the pages the user has
visited since s/he last signed on. The software puts a “Breadcrumb
Trail” of those pages at the top of the Document pane. This feature
should be used instead of the “Back” button.

Breadcrumb Trail

* Notifications Advisories

* Task
** NOS New FPO Training **

Management
* Tasks
03/01/2014 05:42 PM

Welcome to the NOS Sponsored Grants Cnline Trainirg class for New Federal Program Officers.  Your instructor is Lillian Barmnes. Please feel free to asH
time. The Grants Online Program Management Office wants you to get the most you can from this ime with us.

** EDA and Restore Act Testing

02/19/2014 10:11 AM

Please note that there are currently personnel from toth EDA and Restore Act Council using the TRAINING environment for testing of Grants Online. EQ)
Acceptance Testing for Test Release 1 of Release 4.14 which will roll EDA into Grants Online. Restore Act is using the ITA bureau at this time for self-paf

For assistance contact:

GrantsOnline. HelpDesk@noaa.gov
cc: Lillian.L.Bames @noaa.gov

Help Desk Phone Number: 301-444-2112

Warning! Please do not use the browser’s “Back” button in Grants Online.
Using the browser’s “Back” button may sign you out of Grants
Online.
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Help Tab

When the user clicks the Help Tab, the following screen will display. Note that the

right side of the screen shows the Help Desk contact information and hours of

availability. To access the Grants Online Training website click on the link at the

bottom of the screen.

+ Archived
Notifications

* Notifications

* Task
Management
+ Tasks

Advisarie

b \\rmv.mrporatesefwce—s_noaa.gov grantsonling/help/golheip.htm

e
06/29/24)

All Testers|

Please notd)

NOAA is Inf)
EDA, MEDA

Thanks,
Lillian

W user Guise

_'I Glabal Havigation Bar
[B] Lett anigation Menu
® Login Screen

O] Disclaimer Page

IO} Accept Delegations
5] seareh Functionaiity
_‘j Advisones

8 niovscatons

_.j Archive

8] Tases

_1 Accounl Wanagement
= Sendang Notifications
8 prote

8 pratarances

O] Delegale Authority

_1 System Administration
(8] manags Brganications
[ Rotes

8] Ugers

= System Adviscries

J Manager Cemfications -

Welcome to Grants
Online

Flease view the topics on the 1R for help in performing your work in Grants Onling
It you need to reach the Grants Online Help Desk. please call or email

Toll free: 1-877-862-2473

Local (DC area): 301-444:21 12

Email: GrantsOnling Hel

Hours: Monday-Friday. .00 am ta .00 pm Eamrn

Mote: You must call (or se1d an email with 3 phone number where you can be
reached] for 3 password resel. Secunty regulations prohicit sending passwords oy
email

Grants Online Help Desk parsonnel do not hiave expertise in the use of the Grants. gov
application submission srstem. For quesBons regarding Grants. gov, please call the
Grants gov Help Desk at 1-800-518-47268

Mﬂﬂlﬁ_ﬂﬂmﬂﬂlﬂﬂml
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Inbox Tab
Tasks

Notifications alert the user to an action they must complete. In contrast, selecting Tasks allow
the user to complete an action assigned to them within the workflow.

Accessing Tasks

1. From the Inbox Tab, click Tasks.
e Alist of your available tasks appears.

NOTIMICATIONS
Your Tasks

* Notifications

» Send Document Type Status

i CEl

25 items found, displaying all items, 1
Aveard Numbear

» Tas
Managemont

» Tasks

t [Start Dote [Docum
Id

o NAA 253670 11/30/2006 Review LLRCY NAA Not omnibus 205083
Started Synopsis
MADTSEC4690002 251480 11/21/2006 Procuremant MN/a $150,000.00 n Procurement 11/21/2006 205075
Request and Progress Request and
Commitment Commitment
of Funds of Funds
e NAOTSEC4690002 251479 11/21/2006 Review MSA $150,000.00 Not Award File 205075
Release of Started
Funds
MAnANOSATINNIN SENDRE 11 /1 R/ONNA D 7y ton 10 00 B bsco 20e07

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

Viewing a Task

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

NOTITICaAtIons
» Notifications Your Tasks

* Send Document Type Status

Message
w [ H s

» Task
Task Name |Approved|Total Federal
-] Eunding
Funding

Management

25 items found, displaying all items.1

View|Award Number |Task
id
L
v MN/A

*» Tasks

Docun
Tyvpe

Date
253670 11/30/2006 Review N/A N/A Mot omniby
Started Synopd
NAD?EEC4690002 251480 11/21/2006 Procuremeant N/A $150,000.00 in Procur
Request and Progress Reques
Commitment Commil
of Funds of Fun
w MNAO7SEC4690002 251479 11/21/2006 Review MN/A $150,000.00 Not Award
Release of Startad

Funds
s NANANOSAZINOIN SEnoae 11 /IE/N06 B BSA ftan 410 00 Lot savard
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Filtering Tasks

e
1. Select the Document Type from the dropdown list.

2.  Select the Status from the dropdown list.
3. Click Apply Filter.

e The Tasks screen appears showing only filtered tasks.

Document Type
Al b

Status

| vl Apply Filter >>

Account Management Tab

The Account Management Tab allows the user to view his/her Profile, Preferences, and
Delegations. Within this tab the user can update his/her profile, customize his/her
Notifications and Tasks preferences, and delegate his/her Inbox to other users.

Inbox | RFA | Applicatiol Account Managemenl | Reports | Help

Wielcume b Grants Guiine Ma. Grants Studen 25, Your peatwsrd expires in 11 deps Tou are legged in t TRAINDF. Log Off

+ My Delegations
+ My Preferences
+ My Profile

Adwivaries

Account Management

- My Delegations -

This feature allows you to view and update the users to whom you have delegated your work. You may search for users that have similar permissiors|
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 a|
Note: Your delegate(s) will NOT recelve notifications of tasks as they arrive in your inbox,

- My Preferences -

This feature allows you to view and update your current system preferences. These preferences include your system password, the columns you woul
displayed on your Inbox view as well as the order in which you would ke to have them displayed. You may also modify your notification and email prel
and non-daily users of Grants Online should NOT un-check their email reczipt options.

- My Profile -

This feature allows you to view and update your personal profile. You may update your name and address information, as well as your security questi

may also view your system profile attnbutes, induding your usemame and your currently assigned roles. Please ensure that your security question an)|
50 that the Help Desk can provide you with password assistance.
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Accessing My Profile

1. From the Account Management Tab, click My Profile.

e The Manage Profile screen is displayed.

| inacemmanss; Manage Profile ¢

Prafic
Firgt Nama:  Systam
Middle Name:

Last Name:  User
Affi:

Parson ID: 2013855

User Account Detalls
User Name:  aholt02
Active Flag:  true

Security Questions

# | Question Text Answer Text

1 What are the first three letters of the month in which your father was born?  JAN

Security questions are used to allow
the user to reset his/her password. If
the user calls the Help Desk to request
a password reset, the user must
provide the correct response to one of

2 What are the first three letters of the month in which your mothar was bom?  FEB
3 What is your youngest siste’s birthday (MM/DD]? o102
affillations.

Details | Org ID | Organization Porsition | Phone

1003209 Chesipeake GIS

Assigned Roles

ol Wirg 10 v
Federal Program 1001336 Fisheries NOAA
Officer - Certfiad Chesapeake Bay Office
(NCBO)

301-444-1734 123 name street , Edgewater, MD 21037 USA ana hcR$noaa.gov true true

A

his/her personalized gquestions. This
ensures the Help Desk staff the person
has the right to access the account.

| Fax | Primary | Active

9 Note: To change roles and affiliations, contact the Help Desk.
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Editing Your Profile
|

1.

2.

Click Edit and the screen as shown in the image below is visible.

Make the necessary changes. (NOTE: Click 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).

e (e cammants) M@nage Profile

Prefix: [E

First Name: E E ; LS54

Middle Name: |:
Last Name: E:udenus

User Account Details
User Name: gstudent25
Active Flag: true

Security Questions

¢ | Questin Text

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
T S S T
tals 2002468 GOT One Commerce Program 301-355- 20020 Century Elvd, Germantown, MD  testemail@msg2.rdc.noaa.gov
Office (OCPO) 1212 20874-1143 USA

Assigned Roles

Federal Program 2002468 GOT One Commerce
Officer - Certified Program Office (OCPO)

Save || Save and Return To Main || Cancel
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My Preferences

The user may customize his/her viewing preferences through the My Preferences screen. The
user may add/remove email Inbox notifications. This will remove notifications sent to the user’'s
external email account only. Headings may be customized to display certain fields on the user’s
Tasks and Notifications screens. Additionally, the user may change his/her Grants Online
password.

Accessing My Preferences

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

e The User Preferences screen is visible.

2. Customize the Page Size, Number of Bread Crumbs, Look and Feel, and Workflow Warning.

3. Click Save at the bottom of the page. (NOTE: The Save button is not visible in the screen
shot).

T Site Preferences

Page Size
2

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
pocC v
Set the name of the deptartment/bureau for look and feel
Workflow Warning
Yes ¥ [
Set to 'Yes' and the system will wamn you before initiating workflow on a

document. Set to 'No' and the system will give you fewer workflow
warnings.
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Customizing Tasks

|
Specify the Notification Preferences (top portion of the screen shot below).

Specify the Task Preferences (bottom portion of the screen shot below).

For the Task Preferences, use the Push (>>) and Pull (<<) functionality to specify the

1.

columns that will display in your Inbox.

For the Task Preferences, use the Up and Down buttons to select the desired column order
for display in your Inbox.

Click Save at the bottom of the page. (NOTE: The Save button is not visible in the screen

shot.)

Notification Preferences

Password Expiration
Scheduled Downtime
Policy Update

stem Generated Workflow

Task Assignment
Item Submission
Delegation of Work

[System Generated Notices

Expired Certification
Pending Due Date
Overdue Item

Task Preferences

General Tasks

Available Columns

rants Online
L3

Selected Columns

[Email
[Inbox
stem Generated Advisories

o
b

o
¥

o
+

----- Plaase select an inbox column
Project Title

Proposal Number

Total Federal Funding

Approved Federal Funding
Applicant Name

Task Received Date

Award Start Date

RFA Name

Competition Name

Available Columns

Task Id

Task Name
Task Status
Document Type
Document Id

Start Date

Completed Date

Award Number

Selected Columns

---= Please select an inbox column -----

Anticip Max Award
Application Due Date
Anticip Award Date
RFA Create By

RFA Create Date
RFA Update By

RFA Update Date
FRN Id

FRN RIN Num

FRN Funding Title
FRN Federal Agency
FFO Id

FFO RIN Num

FFO Funding Title

Task Id

Task Name
Task Status
Document Type
Document Id

Start Date

Completed Date

AAAAA Please select an inbox column ---ee .
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Changing Password

L |
1. Click the Change Password button on the User Preferences screen.

. T LY
Inbox | RFA | Application Account Management | Reports | Help
Wettom b6 Grasts Onbine Mo Grasts Shbent 13, Tawr pessmard exgires in 11 daps. Taw e Sogged ia b TRAINF, | Log ofi |
* My Delegations Baviraries 77 My Pratermagey
+ My Proferences
+ My Profile User Preferences

Site Preferences

| Page Size

| T T— S|

[ Number of Bread Crumbs -
|

i

[ Look and Feel

| Workflow Warning —

Inbox | RFA | Application | Awards | Account Management | Reports | Help

Wetcams 10 Goanks Oaine s, Gramts ShudentZ3. Tow pansmord expires in 11 duys, Vowses logged in bo TRAINLP,
+ My Delegations P —
+ My Preferences
+ My Profile Change Password

Fassword Guidelines :

= Passwords must contain at least twelve (12} non-blank characters

» Passwords Cannct CONAN quataticn marks.
NewPassword [ ] + Passwords are case sensdtive.

+ A Password must begin with an alphabetic character
« At least one of the characters must be a number{0-5).
Confirm Mew Password [ ] + At least one of the characters must be a special character. The only special characiers allow
"_", dollar sign "5”, and pound sign "=".,
+ Six of the characters may only occur once n the password,
» At least 3 characters mast be different than the previous password,

= Passwords must not cortain the user's account name o parts of the user's full name that ex
Cancel characters.

NOTE: Once the password is successhilly modded you will be
redirected to login page

3. Enter the old password.

4. Enter the new password.

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

Note: Please follow the Password Guidelines. ONLY the following special characters
are valid: underscore “_", dollar sign “$”, and pound sign “#".



36
Grants Online Overview and System Navigation

My Delegations

When the user selects the My Delegations link on the Account Management Tab, s/he will be
able to view existing delegates, add delegates, and rescind delegates. The only person a user
can select to be a delegate is someone who has an access level that matches his/hers. For
example, a Certified Program Officer cannot delegate to someone who has a lower level of
access (e.g., an individual who has the role of an Uncertified Program Officer or a Program
Office Staff).

Accessing My Delegations

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

Welcome 1o Grants Online Ms. Grants Sluderi1l. Your passwsrd expices in 1L days. You ace logped in 1o TRADIP, Log OFf

+ My Delegations Advisorien > My Prefwrences >3 My Delwgstions
+ My Preferences

* My Profile Delegate Authority

You currently have no peers on your list of delegates

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

First Name:
Last Name:
Organization:
Role: AGO

ASAP Authorizer
Award Mailer

Budget Officer o

Adding a Delegation
. |

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

Click Find Peers.

Delegate Authority

You currently have no peers on your list of delegates.
H Search for Peers
CIle the Del eg a.te button . Please note thal this search will only cover those users who match the criteria and have at least the same permissions as you do.
FirstName: [chades
Last Name: [—'
Organization ’—
Role [AGO -
(Awardee d
Budget Officar
CAMS Finance Representative =l

> K

1
2
3. Select delegations.
4

Search Resulls

>
T

Peterson Charles
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Rescinding a Delegation

1. From the Account Management Tab, click My Delegations.

e The My Delegations screen appears.

¢ This screen will not populate unless you have previously assigned one or more
person(s) as a delegate.

Welcome 1o Gramts Gnline Ma. Grasts Stusemt1S. Your pasyword expires o 11 diys. You are logged in to TRAINIP. Log OFf

* My Delegations Advinaries >3 My Preferncey >3 My Debeastions
+ My Preferences
+ My Profile Delegate Authority

Current Peers on delegation List:
[Prefix Affix_[Name Phone
Rascand Grants Student00 301-555-1212

[Email |Fax _[Title |Organization
testemal®msg2.rdc.noaa.gov GOT One Commerce Prograr

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 Nama:

Last Name:

Organization:

Role: AGO a
ASAP Autharizer I
Award Mailer I
|Budget Offizer s

| Find Peers |

2. Click the Rescind link to remove an individual as your delegate.

* My Delegations Adviverion >3 My Preterances 3 My Deieastions

+ My Preferences

+ My Profile Delegate Authority
Current Peers on delegation List:
ACLION Prefix x| Phone Email Fax _[Title ‘Organization
Grants Student00 301-555-1212  testemail@msg2.rdc.noaa.gov GOT One Commerce Program Officd

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

First Name:

Last Name:

Organization:

Role: AGD
ASAP Authorizer
Award Mailer
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Logging in as a Delegate

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

3. Choose continue as yourself (click the Continue to Inbox link)
Access Grants Online as the person who delegated you the authority to access their account
(click the Select link next to the person’s name).

“Log Off

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.

Select Michelle McClelland

0 Note: When you are in Grants Online as a delegate, the system will identify
you as a delegate of that individual (see below). The tasks displayed
on the screen are the tasks the delegate may perform on behalf of the
original user. Both the user and the delegate can work in Grants
Online simultaneously.

. 3
Inbax nFanpplicatin- Awards | Helo

OPERATING A8 BELICATE B0k M. Wicheile MoChedand. Your pasvmard enpives in 3 dop. Tou are logged in bo TINTL. Log OH

+ Advisories
+ Archived
Notifications
+ Notifications Your Tasks

Name of the Operating Delegate

Document Type Status

(2 ¥] [Open ]

7 items found, displaying all kems.1

fiewApplicant Nama ederal  CompletedProject Title
|

Funding Date
Vigw The Nature Conservancy N/A $2,997,000.00 TEST RECORD - Great Bay Coastal  Not /A NAIONOSY
Land Protection an... Started
View Land and Natural Resources, $500.00 $285,000.00 TEST RECOAD - 2012/2013 Hawaii  Not N/A NALZNMF4
Hawan Dept of Marine Recreaticnal... Started
View Colorado State University §25,143.00 §21,644,820.00 TEST RECOAD - Environmental Not NADSOAR4IZ0074 NADSOARS
Applications Research Started EAR
View Colorado State University $326,459.00 $21,644,820.00 TEST RECO3D - Envaronmantal Not NADSOARA3Z007 4 NADDOARS
Applications Research Started EAR
¥izw The Regents of the University $527,553.00 $160,000,000.00 TEST RECORD - CIRES Five-Year ot A NAI204R4
of Colorado Coaperative Agreemen... Started
i2w The Regents of the University $318,358.00 $160,000,000.00 TEST RECO3D - CIRES Five-Year Not Na MNA1204R4|
of Colorado Cooperative Agreemaen... Started
Viaw The Regents of the University $866,902.00 £160,000,000.00 TEST RECORD - CIRES Five-Yaar Not NfA NA1204R4|
of Colorado Cooperative Agreemen... Started




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 RFAs

- Beable to input a paper application and complete the “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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Universal and Competitive RFA Fields Posted to
Grants.gov

Y
(GRANTS/ %\ * Opportunity Number - Federal Opportunity Number
(ONLINE @;
TRADE * Opportunity Title - RFA Name
MJBBA:

* 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 the contact for
users having difficulty downloading 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. The Assigned Program Officer on the RFA must be a “Certified FPO" to
forward documents through the workflow.

2. For both Universal and Competitive RFA you will need to establish the
person or persons in your Program Office who will receive the applications
for the initial Minimum Requirements Check.




Y

(GRANTS/ 1
(ONLINE ‘

TRADE

MJBBA‘

Universal Process — RFA Creation

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

Version 4,10
Optional
Select the RFA Tab &
the Create RFA link : ]CreabemilinhonRFADehlls‘l/) 4
Start Selctthe optionto v
copy RFA from exsting 7
or create new RFA 2 3 4 5 " ,
1 P
RFA Creator A i ?:;’;;‘“:Lmr' Ak Bouwe o S Optional Reviewer  Review/Approve
umber
Universal RFA Type (Select optional review if needed) J
s
-
s
e
7
-
7
‘/

AReview Event and Reviewer Instructions maybe

created at this time. For BAA RFAs the Reviewer Instructions document

‘will be automatically generated by the system.

B8
RFA Publisher

1 9
P 10 e
Notify Recipients RFA Creator Post Application Package
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GRANTS/( %\
(ONLINE

TRADE

B

Selectthe RFA
Tah&the Create
RFAIink
Selectthe option
tocopy RFA ]
fromexisting or Createvia inks 4 9
. createnew RFA on RFA Details
Start ) —— = —'O
Il I =
RFA RFAName, Fiscalear, |  RFARoutingSlip
RFA CFDANumber, (selectoptional st:
Creator UniversalRFATYpe | reviewerifnoeded) oW
RFA Details
RFA Header Information
Mission Goals Information * No mission goals have been selected.
Document 1D 2199733
REA Name * Universal RFA
Application Routing *
Fiscal Year * 2011 [YYYY)

Announcement Type |

Fundng Opportunty 4. cor-0cpo-2011-2002649

Number
Line Office

Assigned Program
Office *

Assigned Program
Oficer”

CFDA Number *
SubProgram
RFA Type ™

RFA Additional Information

Anticipated Funding Amount for 51

Al Recipients™

Application Due Date™ i
(MM/DD/YYY) I: Search Results =3
e :

Selected Federal Addresses *
No addresses have been selected

Grants Online Training {GOT)
GOT ne Comnerce Progan ofice (070 ¥

§mdenL Grants 'er |

(11999 - Gants Qe T Proam . [

—————————1 Search Addresses
~Select a Sub Prof

Program Offce. Na'n!:[:[

Street Address:

Noncompetitive

Selected Addresses for this RFA

Selected Federal Contacts *
No contacts have been selected.

Add Ne

Recipient Information/ Application Detg =

One item found L

1 Program Office Kame |Address
(1] 6OT One Commece Progranyfice (00P0) 20020 Century Bhd, Gemantonn, MO

Remove from RFA

o Program Officers are assigned to receive applcations
Wordoad () State

Application Package
n application package has not been selected.

View/Edit

Minimum Requirements *
oty Requrenent ame |
1 Received on Tme

2 Comect Federal Funding
3 ComectMatch

4

Complete Application

Spedial Award Conditions

No Special Award Conditions are associated with ths RFA
Matching Requirements

No Matching Requirements have been defined.

Review Events No review events have been defined.
Add New >>

1 Attachments:
o attachments,

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

RFA Routing Slip - Start Workflow

When adding a recipient to the RFA use the DUNS number to perform the lookup.
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GRANTS/( %\
ONLINE @’

TRADE

B

Selectthe RFA

Tab&the Create

RFAlink

Selectthe option
1 tocopyRFA 3

fomexistngor ~~ Createvialinks 4 9
. createnew RFA on RFA Details

Start || —— = —'O
1] -
RFA RFAName, Fiscalear, |  RFARoutingSlip

RFA CFDANumber, (selectoptional st;
Creator UniversalRFAType | reviewerifneeded) oo

Appliontion yackage Matching Requirement

Select a Form Family : *
Select a Template : * NOAA Standard Non-Construction Application Package | Statutory Authority : * fogat Authority qoes here,

Budget Narrative Attachment Form
CD-511
Project Narrative Attachment Form
SF-424

SF-424A Minimum Cost Share (%): * D
SF-4248

Optional Forms Maximum Cost Share (%): *
Other Attachments Form

SFLLL |
Lsave | cance
i

| Special Award Condition Details

[ Attachments:

No attachments.

Add new Attachment: [+] [ Mamee Proganmalic SAC
Any changes to information on this page should be saved before adding or rer|
Large File Guidance

Descrption:* [GC Deseription goes here]
For Universal RFAs, you may attach Application Instructions to the RFA, Us|
Application Instructions as the short description. Only one file may be atta
at Grants.gov as Application Instructions. The preferred file format is pdf.

| Save il Save and Return to Main

s Jove ca |

Most NOAA Program Offices use the Standard Non-Construction application package. If the
Program Office has specific instructions for the recipient they may be attached to the Application
Package screen. Otherwise, the RFA Publisher will upload a generic document.




Selectthe RFA
Tah&the Create
) RFAlink
Selectthe option
GRANTS ! to copy RFA ) 3
ONLINE \&/ fromexisting or Createvialinks 4 5
Jrusiin) ’ createnew RFA on RFA Details
s Sty ‘ ~ ‘ ﬂQ
|| -
RFA RFAName, Fiscal Year, | RFARouting Slip
RFA CFDANumber, (selectoptional WS:;
Creator UniversalRFAType reviewerifneeded) Ll
Routing Slip
RFA Creator

Itis 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 h‘ame

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 s 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

Strt Worklow




m
End T
RFA

Notify Recipients Creator

Your Tasks

Document Type Status

A PRI Aoy Filter >>

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

Project Title Applicant

Name

Completed|
Date

Not
Started

02/03/2011 RFA

View Notify Recipients N/A 2199733

1795365

Proposal
Number

RFA

I 2199733
Status: NotifyRecipients - Not Started

Action: Please selectan action v [T
Please select an action
Notify

View fEADetals |

Your Comments:

Spell Check

+ Workflow History

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

Post 02/03/201102/03/2011 02/03/2011 Steve  RFAPublisher ApplicationPackagePosted Complete

Application 05:37:05  05:37:39 05:37:39  Jofn

Package PM M M Drescher

Approve or 02/03/2011 02/03/2011 02/03/2011

Review  05:36:41 05:37:04 05:37:04
M PM PM

Export options: Excel

RFACreator InitiateApplcationPackagePosting Complete
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Applications and Review Event Overview (UNI-2) Moy 23,2002

v Version 409
Receive applications

GRANTS U_’ ) Aoglications submitted via Grants gov
ONLINE \&/ 1 & cnantsicov

TRADE Xe b
1 1 N . v
NTBBP T Grantsgov L4 HY) 'O ’,s End
I
4 5

Start >
o 3

Q — Asiened rogram Offer Review Minimum Requirements Approve/Reject

| InputPager oglications Checklist (1 Per Application) Minimum Requirements
) o [ Checlst 1 Per Appcation
“ 2
: )
NOAA

Review Reviewer Instructions

& et Aglabons ot otion berones

“Review Reviewer Instructions” 4 q S End MWTFWE
ity
document fsavailable, but not atasc. packiibete
5 7 8 2 '
Assgned Program Offcer Revien FALD Ceir
Reviewer Instructions Reviewer [nstructions

Review Event Workflow

 Onlyf Review Event Exists

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

Q
| :‘% fnd |
B

=0
<

&=

< . « A
1.1 Degendentuoon comsietonof Revewer For Competitive grocessing, Select Appications
|10 SttReviWEVeN! | fctionsworkowandappoeeeect 2 { e Revew Close Rev
3 Competition witdraw salusonallasocted apoliations,  COMPENON  Eventworows completed f hereisaReview
| Manager Glotal Opion Mg (R Global Option
Available without a task

Available without a task

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

A review event is optional for the Universal process.
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Applications submitted through s
) Grants gov i §
”/."L GRANTS.GOV| \ .
\ m—( - B
8
v 1 g II
P ° tovia Aonlcath Tab = D Assigned ReviewMin.Req.  Approve/RejectMin.
gmm‘is m Crealevia gl Ta o ,/;mgmmomcer Checkist(t/pp)  Req, Checkis
& - (1/App)
TRADE NOAA Input Paper Applications
VBB forRFA

Application Details - SF-424
Budt Trai: ﬁ
2 Attachments:
(-] Program Office Added Information
I —
Project Type: Construction - Non-Construction
Prncpal Investigators-
Project Directors:
Keyword(s)
Vi Applicant Information
peincipal Place Of Prformance s [ ] Gutince LegalHanz:* fomr ]
Department Nams: [ I
Drvsion Name: [ ]
Application Submission Type and Date Information Ouns Number ’.—T N Number: ’ﬁ
Type of Submissin:  Apgication  Pre-sppication:  Changd/Comrected Application (9or13digit i )
Type of Agplcation: © New  Conbnuation * Revison  Renemal  Resubmssion
IF Revisin, select appropriate letter(s): [-Seact a Revision Type: v stest: [ ]
Use format MM/DD YYYY o date s Sar: | ISHRA CHIN L
B e T | woy[ ] » [
[ rsmpmette e [ i o P e ———
wplrtinite [ ] Saiedpplcskmbsiiter Federaloante Prefc  FostHame lssetam  Listlians i
| I e ¥
- ]
oy it ]
e | Fauthamiec ]
Other Application Information
Type of dpplcant]: * Nongrofit with S01C3 IRS Status (Other than Institubon of Higher Educabon) ¥
Type of Appicant): Please Salect Appicant Type ¥
Type of Appicant: Please Sekect Applicant Type ¥
[Test/Traming App 1 for Retease 4,06 Comp RFA
Descrplive Tt of
Agplicants Project; *
Project Areas:
CFDA Numbr: *| 11,999 - Grants Onine Training Program ¥

To start, select the “Input Paper Applications” menu item from the Application tab. The data on the
Application Details screen will already be filled in if the application was exported from Grants.gov.
However, if a paper application is received by the Program Office the data must be entered on this
screen. Only the 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 all
required fields, click “Save as Draft.” If you have missed any required fields you will see an error
message with guidance regarding the missing fields.

48



' Applications submitted through 4
) Grants.gov 3 §
H/'; GRANTS.GOV| \ .
\ - b
Y ; 2 ]
AN & CreateviaApplicatidr Tab Done Assigned  ReviewMinReq.  ApproveRefecMin
gw{é |=I o A proganoficer  Checkistipp) RquI.}Checkhst
W (1App.)
TRADE NOAA InputPaper Applications 5
forRFA

H

L1l

MBBA‘
Name of Federal lgen{y‘hwt ]
Tsthe tppliantDesinquenton an Federa D=2 Qs Qi
b Applicabon Subjectla Resiew by State Enecdive Order 12372 Procass?
0 Tisappcaon s na e I |
(b Prograenis subjest iy E 0, 123720010 naten scleced by he st
O Programis notcoveredy £0. 12372
Authorized Representat ‘ . 2 2 4
F:qum m:ﬁm veumaeriame Lastae Suic Edit APPhCatmﬂ Flmdlﬂg Details
Hore ¥ | | I ] e ¥
T [ ] ﬁ
Phone anber | | Farttenter |
it [ ] Application Total Funding : 500000
Fical Year:
‘Application Funding Details: (use format YYYY | a
Tota Funing. * Funding Start Date : Funding End Date:
Ml Year dward: Mo (use format MM/DD/YYYY ) 10/01/2011 use format MM/DD/YYYY ) 109/30/2015
fﬂw i Federal Funding: * 500,000.00 Program Income :
e
State Funding :
Local Funding :
Other Funding :
Total Funding : $500,000.00
En
Application Funding Details: *
Total Funding: * (500000
Mult Year Award:  No
Fiscal YearStart DteEnd Date |Federal _|Appicantitate.cal Oher[Ttal Fundings Program IncomelActioniAction
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
Save and Start Workflow

The “Total Funding” amount includes both Federal and matching funds.
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1

‘ Applications submitted through '
) Grants.gov 3 §
S 9
. GRANTS.GOV|
Y 1]

2 e -
A & Createvia Application Tab Done Assigned  Reviewin.Req. | ApproveRejectMin.
gm#‘TES |=| App ,/;mgramomcer Checkist(1/App) | Redq,Checkist
b (1/App.)
TRADE NOAA Input Paper Applications

forRFA

W“
2 items found, displaying all items.1
ViewlTack Td [Tack Name { g Comnleted Date
View 1364984 Review Min, Req. Checklist Not Started Application 2138624
View 1364983 Notify Recipients In Progress  RFA 2138600 12/01/2008 N/A
Minimum Requirements Checklist
Minimum Requirement Met Comment
Requirement ?
Received on Time OYes
Ono
ONot Applicable
Overall Comments:
Spell Check
Comect Federal Funding Oes
Oho
Onot Applcable C_ ]
Spell Check
Al requirements questions must be answered before the appication can be approved or rejected for minmum|
Comect Match OYes qur
8::. e
Complete Application OYes
Ol
ONot Applicable

If the “No” radio button is selected on any of the items comprising the Minimum Requirements
Checklist, a comment should be entered in the associated comments box or in the Overall Comments
box (typically at the bottom of the screen). The user will not be allowed to save the screen without a
comment if a “No” radio button has been selected.



Prepare Applications for Funding Overview (UNI-3)

* For NOAA and NTIA the NEPA process is required. For ather bureaus the NEPA

process s not avallable,

3

POCheckist  POChecklst  CompletePO  CertifyPO

| & {NOAA and NTIA Only)

May 23, 2012

Version 4.09

__4;__*&
7 68 & \\

6
Nolegal

FAD Oée;fsn hssiped

Program Officer

/
_— i \
] )
= ‘ ‘
¢ 5 §

“Rexiew Award File”
Taskis placed nto
Grants Specialist's
Inbaxwhen F0
forwards Award Fle.

n
Forward Award File to

CheckList Checklist Grants Specialist

1 / : : 10 1
Aosged Godit \ NEPA NERA ma;gf;‘f“ Sokced AppiveNEPA
Program Officer Negotiatons NEPA Offical .
2 8
I (1 » N 3
\ » » »
I -- |
Oncethe PO Checls as e 1 3 i \1; 5 : 1
completed and certified (Steps 5 Procurement  Procurement  Complete and - Approve Request Authorizing 18
and 6), the system will generate Request Request  Forward Each EQUESIOT o rement | Ofﬁjial Approve
the Dacument Request & ]
*Forward Revise Award File" : ( |
task, which allows the m Option 1o estabiish addtional PACF i i
it toiouatd lhem Fie reveersbetween te Requeter { j_ == | Ifneeded, you can renegotiate the
tothe and authorizing offcal. | ¢ make any changes before forwarding
. o : ¢ the AvardFleto GUD
Grants Specialstin GMD. e 168 [See separate “Renegotition” Process
—_— ; i M
7 = _Vﬂfiw Valdation ;lpt‘luna\ Procurement
/ Fall eviewer
- y Faliure. Requst
NOTE 1: Step 2 involes a S |
Wmm“"“’e R , 4" RefectVendorlfo/ | Automated Task
vebste. / (BS Errors |
e
o 4 Create e Vendor JQ
g — m— bn
Thoose CurtentVedor ( | |
y |
1 2 it 1 i .
Data Qualy Validator ~ VelidateOrg Vendor Initiate Get Vendor Accept Vendor Info/ 5
POE R  paconrol  Veworlfo  paacormol  ReduesthewVendor Grants Onine Lk Vendorwith
SystemAdmin  Org Profile
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PO Checklist

/]

4 7

' = NEPA
\ -\\
: 1t
hgned  Condct Procurement
Program Negotiations Request
Officer
33 items found, displaying all items, 1
TaskName  |[Award Number [Task Document [Project Title Task (Document|Task Id [Start Date |Completed|Applicant [Proposa
Received [Type Status |1d Date Name
View Conduct N/A 02/05/2011 Application LB Universal2 RFA App Not 2199761 1795527 icmr LB Univ2
Negotiations Started App
View Nntif Reriniante M/A 2/08/2011 REA NiA In 2100740 1708578 12/05/2011 NiA N/A

pp Type and Date Inf
Type of Submission: @ Application ()Pre-Appiication () Changed/Corracted Application
Type of Application: @New O Continvation ORevision ORenewal O Resubmission

1f Revision, select appropriate letter(s): | -Select a Revision Type- M

Use format MM/DD/YYYY for date fields.

Puect Statate. ™ [10/01/2011 Projec End Da:* 09/30/2015 Submited Dt ]
suReosed0ss [ ressgen oot " JU0U2DLL | * 0500 P ¥ s
I
[

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

Applicantidentier |:| State #pplicaton [dentf | : | |
Applicant Information
Legal Name: * |i:mr ‘ 0Org Lookup
Please Associate an Organization within Grants Online using the Org Lookup button.
Department Name: I_ |
Division Nane: |: Select Organization
Duns Numb.er_i N |: Enter your search criteria to find the organization.
(9 or 13 digit number) Organization Name
addresscity [ |
DUNSNumber [ |
EIN Number :
Address-State Please select a state ]

ganization >>

2 items found, displaying all ite

Select 2002469 Institute for
Community
Managed
Resources
(ICMR)

Select 2002490 Institute for
Community
Managed
Resources
(ICMR)

NTIA

DUNS

1234567
ptreet,

W ashington,

DC 20000 US&

123 Main
Street,
Washington,
DC 20001 USA

123456789

89

98765432 12345 true

123456789

true
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. 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).

. Only active records will be returned in the search results. If for

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

. You will be able to tell whether or not an organization is already set

up in ASAP by the presence of an ASAP ID in the search results. If
an organization record is non-ASAP, but that Organization has
been ASAP in the past, please contact the Grants Online Help
Desk.
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MJBBA:

Add New Organization

Organization Name *

Vatio A

rfom
—

v (13

Add Qrganization

*HESDROVISIONAL ORGANIZATION®****

- CAGE CODE: ]
N = | CCREXPIRATIONDATE: |
Bureay * [ Wational Oceanic and Atmospheric Administration (NOAR) |

LT [ —— 0 Please press ‘Save before you a0d attachments

Save and Return to Main

Duns Number
Sdtrnos —]
il |

i 1
{4 digit number)

(iw=imion)
-not specified -

W8I Code

] sea

When adding a new organization the user must select hi/her 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 the user can indicate if s/he has verified

the EIN and DUNS number the recipient entered
there have been typos in the EIN or DUNS numb

on the submitted paper application. On occasion,
er on the application. Those typos frequently lead

to inaccuracies in the organization’s profile information and contribute 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” process step (Universal RFA) or “Assign Award Number/Recipient” process step

(Competitive RFA).

54



1 2
G
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GRANTS NEPA
(ONLINE \&/ O \ n

Negotiations

i @

33 items found, displaying all items, 1
View|Task Name

View Conduct N/A 02/05/2011 Application LB Universal2 RFA App Not 2199761 1795527 icmr LB Univ2
Negotiations Started App
\iew Nntifu Reciniente N/A N2/05/2011 REA N/A In 2100740 1705625 N2/05/2011 NIA N/A

Step 2: Select Construction
or Non-Construction

Principal Investigators-
Project Directors:

e

Principal Place Of Performance : [ | [XTTENEETMN Guidance

Ot Progmis s

Step 3: Authorized
Representative Lookup —
Find Auth Rep in database

O Pragramis notooe

Authorized Representative
Prefic__ Frstiams: Uit lame:
None ¥

Lastilams

Tee

Authorized Repres

Applcation Fncing Dol *
Tealndng.* 000000
MultiYear Award:  No

riscal veartrt vtelod e [rderl_ppicantstte ocaloterina Fuigairogran ncomecioacton

w 10/01/201109/30/2015:$500,000.00 50.00 000 $0.00 §0.00 §500,000.00  $0.00

Step 4:
Award Number: Gene-rate olf
associate with

Note: The option to associate ths application with an existing awaed is nat avadable because a recipint organaation is not et associated with the applicati

an existing

on] —sowouemoin ] o] award number.
|

We are currently working on a new award. However, when working on continuation amendments it
is imperative that the user select the exact organization record that is on the original award.
Presently, the system does not check to ensure the award numbers are the same. If a different
organization record is selected, it will cause problems with the application processing further along
in the workflow.
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PO Checklist

NOAA and NTIA

No Procurement Request for
Zero Dollar Awards

1
NEPA
T ot 1
Rssigned nogotiations Procurement
Program / Request
Officer /
Y
To Provisional
Organization
Workflow
Your Tasks
Document Type Status
i e

32 items found, displaying allitems. 1

Award Flle In Progress - NA1260T9990022

Procurement  NAI1GOTS990039 02/02/2011 Procurement

Test/Training App 1 for Not 2199722 Institute LB Test

I 2245442 Requast and Request and Release 4.06 Comp RFA Started for Apl
Status: Commitment of Commitment Commonity
Funds of Funds Managed
Action: -] Resources
Yaur (omments: [Iﬂdﬁ)
View NEPA Document NAI1GOT9990039 02/02/2011 NEPA Test/Training pp 1 for In 2199724 179534102/02/2011 Institute LB Test}
Release 4.06 Comp RFA Progress for Al
(NEPA - Community
Cemm NOAA, NTIA Managed
0 n" ) Rescurces
: : fom
Vit Complete PO NATIGOT9990039 02/02/2011 PO Checklst Test/Training App 1 for ot 2196723 1795340 Institute LB Test]
Checklst Release 4,06 Comp RFA Started for Al
Commun
i
Resources
[0
View Assign Award  N/A 01/04/2011 Application TestApp for4.05  In 2199526  179457201/25/2011 Institute 18 - Teg
4 Mttachments: Mumber/Recipient Process Maps Progress for Ap 1
Community

Pending Actions X

 fems found, displaying ol e, 1

Type D [start foral Fun ction Status
PO Cheatlst ZUSHACSZANIZIS00N00 2012 Complete PO Checklist: ot Started
) 4546 05222012 §5,000.00 2012 HEPA Document: Kot Started
4 4 naunwm 012 0 ibragot of £ Nws‘md
Orgarization Profle RASUSOSI2A2024S0000 2012 Valdate Organizeton Profie: Not Stated
Orgarizatin Profle 2454450522/2012 500000 2012 Validate Organizaton Profe: Not Stated
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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 FPO’s 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.

* The user should now have three (3) new tasks in his/her Inbox. (If there
are no new tasks in the Inbox, click the Inbox tab to refresh the screen
display.) An Award File has also been created in the database. These
three tasks will move along three separate workflow paths but will
become a part of the same Award File in the Grants Specialist’s Inbox.
The three tasks do not have to be completed in any particular order.
However, the Grants Specialist may return an “incomplete” Award File
to the FPO. The Grants Specialist cannot proceed to the next step until
all three documents that comprise the Award File are complete. The
user should periodically check the Workflow History to ensure the
Procurement Request and NEPA have completed their approval
process before forwarding the Award File to the Grants Specialist.
(The task with the option to forward the Award File to the Grants
Specialist appears after you complete the PO Checklist.)

= We will start with the NEPA Document. Only NOAA gets the NEPA
Document. The other bureaus only get the PO Checklist and the
Procurement Request.
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25 (NOAA, NTIA Only} 26

" B

NEPA? NEPA Review and
i selectNEPA
official

B
(] i
.
|

Selected NEPA Official ~ Approve NEPA

(0 Attachments:

Ho attachments.

3.) Level of Review

5.) Mitigating Measures

©.) Post Auard NEPA Review Process

m Save and Return to Main

Indicate belowthe level of environmental revienthat 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

dures for Imal ing the National Envi | Policy Act”

0 Categorical Exclusion (CE) Memorandum completed and signed by
the Responsible Program Manager along vith related CE review
hecklist, as appropriate

(O Environmental Assessment (EX) with signed Finding of Hio
Significant Impact and concurrence by HOAA NERA Coordinator

(£ (CEDeseripin
(Cateqory

O Environmental Impact Statement (E1S) vith signed Record of

Categorcel Exclusions

70083 Vnegnert on cendts,

b

(64383 Hanen i et ny b chtercly ected o e P

() ot andh oo chng s et il o cumdaiel n e hum1
Herectd 3 copy bt o the P Conrntr, b tement it

(100383 - Moo tenc ats,cometes, o chges et

]

(U002 st ctin, e Canage st nd st Prom ol ks o
actns i ey pose sicant gt onte ity of e vt 3
cdfel v st s o e nvonnent ., acions i i
(GRIRY)

LAMh Y Cvsmelae of Dusbarshinn Aehane Clabls fre s €

Decision (ROD)

() Het Required

If aither an EA or €15 vas completed, did the analysis of the Ono
environmental impacts require the implementation of one or more Oves
mitigation measures? g

Does the proposal include funding for one or more projects that hav~() o
not yet been identified and therefore NEPA review cannot be 0ves
completed? )

Please Select a NEPA Official for routing purposes: Select A NEPA Official - ¥
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WEBA- Document” and click the Submit button. The NEPA Details screen

displays three questions the user must complete. After completing
those three questions add any appropriate attachments and select
the NEPA Official who will be perform 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 menu and click the Submit button. The user will be
returned to his/her Inbox where s/he will see the NEPA Document
task is no longer visible. It has moved to the next step in the
workflow. (You can always find old tasks by changing your Inbox
filter from “Open” to “Closed.”)

NOTE: For more information regarding the NEPA process, please refer
to the FPO Training page item #18




Y

TRADE

MﬁBﬂb{ -

(GRANTS %
(ONLINE ‘

30 3
0 ;
- OF ~( 7—'
1
Procurement 1 O
Requast Procurementi l I I_’
Request | Complete and Approve
Forward Each Proc. Re .
! Requestor _ 10 _q_ < Request  Approve
: Document | . | Authorizing
; | ‘:r | Official
! . | 34A |
Optionto establish additional ’ Approve
PRCF reviewers between the | r Procurement I
Requester and Authorizing I Request |
Official
| Optmna! |
I Reviewer |
If additional |
| reviewer(s)are
I goeced _ ]
Le T The Fiscal Year can be changed
. by the FPO to use Prior Year
The ACCS is valid Funds
Validated: frue

Requet Authortzing Offical*

Bureau (): * 14
Yo S, .

Fund (xx): * 2000

Fiseal Year (yyyy): * p013)
Search
s T |

Project Task: 2
A Program Code:  52-30-00-000
AddtionaReveners: .
ot Fund o iy, 0rgan|zat\an. ' E ' @ @ @ @
Object Class: - E @ @

Amount; * $b.000.00 Prior Year : / 3

Requestor* .

o Sl Ong ttemsund,

Search | 1420002013 "\ 10-01-0002-00-00-00-00 52-30-00-000 SAEQ000-S4E. 41-13-00-00 $2,000.00N Yes
T 1

L

Accounting - ACCS Lines *
0One item found.1

14 37 2011 50-42-0000-00-00- 03-03-02- DER3BSG-  41-12-00- $125,000.00 Yes
00-00 000 POO 00

Add 1 ne
PRCF Total fnr th\s Award action: $125,000.00
Total Federal funds authorized for this Award action: $500,000.00

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

Automatically filled in after
Authorizing Official and
Requestor have been selected
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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 menu. 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 his/her 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 completed 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.

The user will also get an error message prompting him/her 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 be changed by any
user who has the right to edit the contents of this screen. The “Prior
Year Fund” indicator is automatically set by the system based on the
data in the “Fiscal Year” field.

After entering the ACCS information:
1 Click the Save button.

> Click the DWValidate button to validate the data against the CBS
Data Warehouse tables. This action pulls in the Program Code.

s Click the Cancel/Done button to return to the previous screen.
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Accounting - ACCS Lines *

No C0435 ACCS Lines have been defined.

Add New ACCS Line

PRCF Total for this Award action: $0.00

')HOI—MQ; @ >‘ »
4 Y -
1 g | 6 |
Procurement proc comeny | COMPIELEEND 5 Approve | Request Authorizing 18
Request Request | Forward Each Requestor procurement | omﬂa Approve
| Document Requesll- ........... | -
| [ ||
Y | == \
Option to establlsh additional PRCF | \
reviewers between the Requester | \
and Authorizing Offiial | 16A 168 \
| Optional Aoprove |
| Roviowee  Frocurement \
| Request }

There is a “Validate” button on the
main Procurement Request screen

to do an edit check against the

main CBS database. This cannot

Total Federal funds autharized for this Award action: $5,000.00 / be used until after the ACCS line(s)

Procurement Request Official Comments

Save and Return to Main

Cancel

have been added.

CBS Result

Item_No 001; Line_No 1; D435 _ACCS ID 2025511;

| Error - Org4 0; Invalid or inactive Org 4 Code; |
em_No 00T; ne_o T 11

Errar - Can not find the mask in FMAO1 -13-14-SAE0000-10-01-0005-00-00-00-0041-11-00-00;

Vendor Validation ; SLNo £; Vendio 90600;VendId 1;Tin 209533272;0uns 602201043, Active Y,

If there is a problem with the edit

check against CBS the system will
Cancel display a separate page showing a
message from the CBS system. If
the CBS Result message 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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MibbA- * 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 check for sufficient funds. It will also check the
validity of each component of the ACCS line and 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 for the Budget Officer.
However, it is also available for the FPO and Requester.

* The amount of the “PRCF Total for this Award action” must be
equal to or less than the amount in “Total Federal Funds
Authorized For This Award Action.”

* At this point, if the user needs to create more than one
Procurement Request to send through different approval routes,
s/he can select “Create New Procurement Request.” When there
is more than one Procurement Request associated with an Award,
the total funding for all requests must be equal to or less than the
authorized Total Federal funds.

= Select “Save and Return to Main” to prepare to start the workflow.
The user will be returned to the Procurement Request launch
page. From the Action dropdown list select “Forward
Procurement Request to Requestor” to begin workflow. Because
the user has selected himself/herself as the requestor s/he will
have a new task in his/her Inbox to “Review the Procurement
Request.”

* Navigate to the Inbox - Tasks and select that task. Select
“Approve Procurement Request” from the dropdown list.




2

PO Checklist

2 3 u Ma £

0-0.010.0-.0-

PO Checklist

Complete PO
Checklist

CertifyPO  Award
Checklist ~ File

Forward Award File to
Grants Specialist

PO Checklist - NA1160T9990039

J Attachments:
No attachments.

Add new Attachment: [+
Any changes to information on this page should be saved before addng or

General Award Information
Apglication Organization: n

Grant Type"
Ogrant

(OCooperative Ageement
1f Conperative Agreement, enter Coop

o udt Tral: ﬁ

Statutory Authority"

General Award Information
Application Organization: jcmr?2 - State:DC
Applicant's EIN and DUNS numbers have been verified:* [

Grant Type *  Guidance
€ Grant
€ Cooperative Agreement

If Cooperative Agreement, enter Cooperative Agreement Special &

d Condition

Project Description/Abstract *

Matching Requirements: *
. Federal  [b. Required Non
Share Federal
Amount [Share Amount

5500,000.00  50.00

Required Cost Share % of  |d. Funding Source / Required
otal Cost Share Explanation
(Federal + Non Fed)
0.0

Source or Explanation of 0% Required Cost Share: None
Requied

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

Doss this award include any subaward to a Minority Serving Institution? MST Coardinator: :l
Ono Qves

Homeland Security Presidential Directive - 12

Does the proposed award require any recipient, subawardee, andjor

contractor personnel to have physical access to Federal premises

for more than 180 days or to access  Federal information system? @O O¥ES

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

o any part of the proposed award, be used to conduct research? ONO OYES @t Ansnered

Edit pell
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The user now has one more task in his/her Inbox to complete for this
application: “Complete PO Checklist.” Click on that task and go to
the details page. Fill out this form carefully. Each section is
important.

= Statutory Authority — Data must be entered. The information can be
modified by GMD; however, NOAA policy is that this is the
responsibility of the FPO.

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

= Matching Requirements -

a. If using a 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 the Federal
share). Using real numbers, for a $500,000 total award there is
$100,000 in matching funds to $400,000 in Federal funds.

b. If using percentages, the percentage is based on the total
award (Federal plus match), not a percentage of just the
Federal funds. (Ex. A 20% match means that the total award
contains 80% Federal funds and 20% matching funds). Using
real numbers, for a $500,000 total award there is $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 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 award
conditions not covered elsewhere on the page.
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Grants Management Division Process

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

Version4.09
| Done *
— — / o \
| / \
o / FALD/0IG Otioral \,
3 3

“Review Award Fle* Task s placed into Grants
Specilst’s Inboxwhen FPO forwards Award Fle.
Ataskalso goes toPublic Affairsto attach Press
Release. (Canceled if o action taken as of GO

June 11,2012

agprowal Step 10 0 s
ol Step10) i Woldow  \ .ﬁo
Complete 6D GMD Checklist N
Checiist =
= )
1 | Done ’ 1
Award File Final State
Grants Specialist Forward to
i ‘ PO Checkst, NERA, Grants Ofce
4 ; Procurement Request,
GMD Documents
Complete (D450
(D450/451
1. Nightiy Unload to CBS DW for ARRA
2. Fle generation for FAADS/USASpending
Nty
Ugoadto -
MARS —_
............................................... = |
Real Time Uploadto H ‘ § Successful ‘ —
g 1 K 9
2
WebDocFlow ! Recod Gants 13 st Ol 10 et ]
i Offcer Approval ~ Grants ool Ao Intiate Award g et Offer
; Offcer B hterace Oblgaton
>$100,000 Only |
| AUTOMATED TASK
| ATOMRTEDTASK
1 (based on ASAP
i Approval Flags)
- i \
! \ *AUTOMATED TASK
% ] \\ [basedon Dita
i Warehouse Recards, not Aece
Burezu OLA Ac‘e:;h | R 5 e ” i % END
o) ward Fi Pl s »7
1, $500,000 Only
Q 0 450 CoseoutProcessof
1 N : Decine . cpdsi-DedbProces
i P % 7 {becined Worifow -
% v 18 3 2 § See DA-1and DA2)
ASHP AP u
Clear A § B
Department ) I AP iz Finance o )
o b il orization e Certfication .Ral;pventAllﬁu.Jmad m
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When the Award File has been forwarded to the Grants Management
Division (GMD) there are several additional steps that take place before
the award offer is sent to the recipient. GMD has 60 days to complete
its review and approval process.

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

If the recipient organization record attached to the application is not
indicated as ASAP, the ASAP steps on this workflow will be skipped.
Subsequently, the recipient must 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 irrespective of
the award amount.
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From: GrantsOnLine.test@noaa.gov (GrantsOnLine.test@noaa.gov)
To: grant.recipient@yahoo.com

Date: Monday, December 10, 2007 8:54:40 AM

Subject: Notice of NOAA posting of Application Package at Grants.gov

This is an automated notification from NOAA Grants Online that an
application package has been posted at Grants.gov and you have been
selected by the posting Program Officer for notification.

Grants.gov is available at the URL.: http://www.grants.gov. If you are
not registered at Grants.gov, please begin the registration process
immediately. It can take up to 2 weeks to fulfill all of the

registration requirements.

To retrieve your application package from the Grants.gov home page:

1) Click the "Apply for Grants" link in the upper left (under "For
Applicants™). Review the instructions and download/install the PureEdge
forms program if you have not already done so.

2) Click the "Download a Grant Application Package and Instructions™
link.

3) Enter the following Funding Opportunity Number:

SEC-ONPO-2008-2001279
4) Click the Download Package button.

5) Click the "download" link under the Instructions & Application
column.

6) Click the download links for the instructions and the application
package.

7) Fill out the application and follow the Grants.gov instructions for
submission.

Information on the NOAA Request for Applications (RFA):

RFA Name: Generating Sample Notifications

Fiscal Year: 2008

CFDA Number:  11.469

Opportunity ~ SEC-ONPO-2008-2001279

Number:

Agency: National Oceanic and Atmospheric Administration
Opening Date:  2007-12-10 08:54:01.0

Program Office: USEC One NOAA Program Office (ONPO)
Program Officer: Program Officer

Closing Date: 2008-09-30 17:30:00.0- NOTE: This is the latest due

Page 1 of 2
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date for all applications in this RFA. Please contact
the NOAA Program Officer for verification of when
your specific application must be submitted for
timely award processing.

For further information contact:

Name: Program Officer

Phone: 301-555-1212

Address: 14th Street & Constitution Avenue, NW Washington, DC 20230
Email: federal.program.officer@noaa.gov
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Federal Program Officer Training Agenda

Day 2 - All Day

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

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

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

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

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

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

Obijectives — By the end of this class students should:

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

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

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

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

- Understand the Competition Manager and Selection Official functions in the
Competitive RFA workflow

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

- Understand the Award File approval and acceptance process

- Understand where to find additional help when needed

Training Materials:
1. Agenda and Objectives
2. Student Screen Shots with Process Maps
3. Course Evaluation
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Competitive Process — RFA Creation
¢

GRANTS Create & Review RFA and Publish FFO Overview (COMP-1) s 2018
ONLINE \&/ Verson .10

TRAD [ R vorchon i
iBDA- Sarting 7.
Select the RFA Tab &
the Create RFAlink n Create via links on RFA Detals y
» » 7 »
Start Select the option to u 7
copy RFA from existing Z
orcreate new RFA 1 3 4 5 b
RFA Addresses, Contacts, Mission Goals, Create Publication FFO FFO Routing Slip
REA Crealor Program Elements, Funding Priorities,
Competitions
Afer Competton is created. Review Reviewer Instructons”
document is auviomaticaly created and made avaiabe o any
Certfied FPO in Program Office:
Optional
J
i 3 it 1 10 9 8 1
FALD  ReviewFFO  Grants Specialist Review Optional Reviewer] Review FFO Assigned Program Officer Intiate FFO Workfiow
FROJFAN/Synopsis
R] “Review Reviewer Instructions”
v > End  woowcnbestanedafer
w RéA bas Publication Date.
15 " 17
Clear FFO REAPubliher Post FFO
Not a separate task in

Grants Online
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Universal and Competitive RFA Fields Posted to

Grants.gov

* Opportunity Number - Federal Opportunity Number
= Opportunity Title — RFA Name

* Opportunity Category - (“Discretionary” for Competitive RFA, “Other” for
Universal RFA)

= Category Explanation (if Opportunity Category is “Other”): RFA Type
= CFDA Number

* Posting Date — Publication Date

» Close Date — Application Due Date

* Close Date Explanation - (AS NEEDED)

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

* Email Address — (Email address of Agency Contact)
* Open Date - (Most of the time, same as Posting Date)
* Application Package - Forms listed on Application Package Details screen

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

Notes:
1. The assigned Program Officer for the RFA must be a “Certified FPO” to advance
documents to the next step in the workflow process.

2. For both Universal and Competitive RFAs the user should know the person(s) in his/her
Program Office who will receive the application(s) for the initial Minimum Requirements
Check.
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Additional RFA Fields Posted to Grants.gov for
Competitive Announcements

= Eligible Applicants — FFO Details screen, Section lll. 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 (Max)

* Award Floor - Anticipated Award Amount (Min)

* 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




I SelctteRfA 2| Createvia 3 4 5 ﬁ
Tab&the Create links on RFA
m . RFA link . Detalls
l I Selecitheophon’lo i
II Copy RFA from
existing or create
A newRFgA R Addresses, Contacts, Mission Goals, S R — FFOFRN Rauting Slp
Creator Program Elements/ Funding Priories, gt
Competitions
iR RFA Header Information
reate
Oocument 10 24932
Choose Type: s i
© Competitive (Broad Agency Announcement FiANane ISampIe FEkfrfh0 Tramg ‘
(O Congressionally Directed O Congressionally Mandated FiscalYear* (YY)~ {2009
OFormula/Allotment (Onstitutional ) e Tt
ONorconpetie inouncement Type  Initia
Anticpated Publcation ** Competitive
| o (poy) A48 only
Choose Action: ‘ ) |
©Create New from Scratch () Create New from Existing FUﬂd\ﬂg Oportunity NORA-COT-ONPO- 006200184
Number
Lne Ofie* NOA Grants Online Trainng (6OT)
Assigned Progr
Osmsfefd WM CoTone NobA Prgan ffce (0190
RFA Name* | Assigned Program Stuert oM ]
R Ofcr =
Announcement Type - Inifa CFOANumber 111499 - NOWA Grants Online Traning ¥
Anticpated Publication : ** Competitive =
i Only StbProgam  |-Selct 3 Sub Progam ¥
Line Office™ _—
gﬁ'i'?d Pogan  [-galecta Program Office- v
Assigned Program [ 5
Offcer” Select a Program Officer- v
CFDA Number* -Select a CFDA #- v
Sub Program |-Select a Sub Program- ¥,

m Cancel
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All RFA workflow processes fall into two main categories —
“Competitive” and “Universal.”

All sub-categories listed on the “Create RFA” screen (with the
exception of “Competitive”) follow the “Universal” workflow process.
For this class, select “Competitive” as the RFA type and “Create New
from Scratch” as the Action.

On the next screen enter the RFA Name and Fiscal year. For class, the

RFA name should include the user’s training id (e.g., Grants Studentxx).

This will make it easier to locate the RFA in future searches. The user
may also want to include the current date as a part of the RFA name.
For this class, set Anticipated Publication Date to tomorrow’s date.

Select One Commerce Program Office (OCPO) and the training
instructor as the Assigned Program Officer. Select the only available
CFDA Number. Click Save.

NOTE: The Funding Opportunity Number (FON) has now been
generated. The FON is comprised of the following components:

First component — Bureau (for training — “NOAA”)

Second component — Line Office (for training — “GOT")

NOTE: For organizations where the Bureau and Line Office are the same, the Line
Office is not included

Third component — Program Office (for training — “OCPO")
Fourth component — Next 4 characters reference the Fiscal Year

Fifth component — The last 7 characters are a system-generated number
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4 5 §
1 SelecttheRFA 2 Createvia §
Tab &the Create links on RFA
M . RFAik Detals
| Selecthe option to '
II copyRFA from
L REA existing or create Add Contacs. MisionGod FFORRN Rt i
resses, Contacts, Mission Goals, g outing Sl
iAot DML O | CreatePublicaon FFOFRN e
Bk Creator Program Elements/ Funding Priorities,
NIBDIT Compettions

RFA Supplementary Information

Anticipated Funding Amount * SI:l

New Program *
This IS NOT a new program. A Federal Register Notice IS NOT REQUIRED unless anticipated funding is $100M or greater.
This IS a new program. A Federal Register notice 15 REQUIRED.

Min Max

Anticipated Award Amount® § | I |
Anticipated Number of Awards* | |
Selected Federal Addresses *
No addresses have been selected.
r‘\deEdlt
Selected Federal Contacts * S
No contacts have been selected. Program Ofice Name:
AddJedit B
SEIeCted MiSSiﬂl’l GO&'S - :t[:te Please select a state v
No mission goals have been selected. o = = R
Add/Edit Zp: 1

Ex
Program Elements/Funding Priorities *
No Program Elements/Funding Priorities Available search Results

Nothing found to display.
Competitions
Press Save before selecting the following link(s)
No Competition
Add New Selected Addresses for this RFA

Nothing found to display.

Remove from RFA

Save and Return to Main

As of April FY 2011 — FRNs are no longer required for any Grant Programs. Always click on the 15t radio
button.
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I SekctiieRFA 2| Createvia 3
& Tab & the Create links on RFA
M I.I RFAlink . Detalls
- Selectthe ootion o '
GRANTS | COpyRFA from
ON”NE \Y existing or create - 3 y
Pl RFA  rewRFA REA Addresses, Contacts, Mission Goals, Ceate Pubicaton FORRN FFO/FRN Routing Siip
ey Creator Program Elements/ Funding Priorfes,
MUY Compettions

Add Program Element/Funding Priority

Selected Addresses *

No addresses have been selected. Label: D ed. AL L), La

- Name: ™ it Program Element/Funding Priority

Selected Contacts * Note: Reports and screen listings will use the label if entered. Otherwise, the name wil be used.
No contacts have been selected. Description:

e Description of Program Element "A" goes here,

Selected Mission Goals™

Ho missian Qoals hiave been selected.

Program Elements/Funding Priorities *
No Program Elements{Funding Prionbes Avalable

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

s 4000
O Em

Program Element/Funding Priorities

M_

A First Program Element/Funding Priority  Description of Program Eleme Edlt Delete
2 B Second Program Element/Funding Priority Description of Program Eleme Edit Delete
der

Program Elements can be assigned 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.

Prior to adding details for the Competition, be certain to save the data entered thus far for the RFA.



4 5 ]
I SectiteRFA 2| Createvia 3
. Tab&the Create finkson RFA
H . RFAlink R Details .

I Selctihe opton'o ’
II copy RFA from

existing or cregte

newpggA - Addresses, Contacts, Mission Goals, Ceate Publcl FFORRN FFOIFRN Routing Sip
Creator Program Elements/ Funding Priies Lol

Competitions

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

Competiion Type* ~ OGroup O Individual Qualfication
Assigned Program Office™ GOT One NOAA Program Office (ONPO) ¥

Competition Manager * | NOAA Student M|

m Cancel

Conpebn e Ko A fr b 201 Trnng S s {15

CompettonType" @roup Olniidal Quafication

AssignedProgram Off” @Tmtwmercmmmﬂﬂlce (UCPO-) v
CompettinVanger* - Gks Sttt 4

Seting Od*  -Selct  Selectng Ofc ¥

Mn Mat
Anticpated Federal Funding i this Competon * l:l:'
Requred Federal Funding(n Dolars] per ;pph:anan\:":
CostShre %) per pplcation :":'

Anticpated Competiion Schedule
Pre-Appcatien Due e jTﬁTma:D .P!IV. Eastem
Appcation” Meﬂahe V':Timezmim v Exstem
ntpated Anar e : Days aftr Appheation us Cafe

Reven e Tipe: ™ Obgecy Standed Oelongtp Qe

Application Routing *

No Program Officers are assigned to receive applications
Workload  © State

View/Edit

Application Package *

An 3pplication package has not been selected.
View/Edit

Minimum Requirements *
priorityRequirement Name |
Eligible Applicant

Application Received by Deadine
Application Mests Minimum Federal Funding
Application Meets Maximum Federal Funding
Application Meets Minimum Match
Application Mests Maximum Match

Complete Application

1 Oh LN B GO RO

Special Award Conditions
No Special Award Conditions are associated with this compettion,
View/Edit

Review Events No review ever NOTE:

Add New 53 Review Events are required
E=SS for the Competitive
Process but can be done
outside of Grants Online..

Edit Notification Template for N

Save | Save and Return to Main Jj Cancel
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By default, the RFA name is the same as the Competition Name.
Make changes as appropriate. Enter the Fiscal Year.

NOTE: There can be competitions for more than one fiscal year in a
single RFA.

In most cases the user will select “Group” for Competition Type (see
the distinction between the Competition Types below).

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

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

Remember to Save often.

You now have a page to add additional details for this Competition.
Follow the step below to enter data into 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
upon the actual publication date. The determining factor is
how close the application due date is to the anticipated
posting date in Grants.gov.

3. Select “View Anticipated Competition Schedule” to view the
system-calculated dates.

NOTE: The user who receives a routed application becomes the
“Assigned Program Officer” for that application and will get the tasks to
“Conduct Negotiations” and three Award File tasks: 1) the PO Checklist;
2) Procurement Request; and 3) 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 prior to PO Checklist
certification.

Click the “Save” button at the bottom of the screen before moving
on to the next sections.
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4 5
1 SekctneRFA 2 | Createvia 3 6
& Tab &the Create finks on RFA
St I.I RFAlirk Detals
22\ Selectthe uphon 1
GRANTS copyRFA from
ONLINE \Y/ s P — FFORRN Rty
outIng i
kg new RFA REA esses, Contacts, \§s|on ‘O.a,s‘ Creats Publcaion FFOFRN 95lp
BB Creator Program Elements/ Funding Priorites,
WIBLre Compettions
Independent Individual Merit Review
Guidance
Review Event ame:"  Raview Eent 1 - Merit Review] |
Review Event —
Nanager:® System User '
Review Done By:* O Reviews assigned and completed using Grants Online, Sample Individual
% Reviews assigned and completed outside of Grants Online. Merit Review Event
Scored Crteria:* Applications will not be scored details page usin
Quantitative - Percent P p. 9 » 9
¥ Quantitative - Points Points
Qualitative
Summary Score N/A @Mean © Median
Determination:*

Not Scored Criteria:* () Yes ®No

Bonus Points:* Yes @No

Anticipated Review Anticipated Review

Start Date:* L) End Date:* R

Add Aget

Points Scoring Criteria

Mame ____[Reviewer CommentsReviewer ScoreMininum ScoreMaximum ScoreActionlcton
Technical/Scientific Ment Required Required 0.0 40,0 Edit Delete
Importance/Relevance and Applicability of Proposal ta the Program GoalsRequired Required 0.0 200 Edit

Overall Qualfication of Applicant Required Required 0.0 150 Edit Delete
Project Costs Required Required 0.0 150 Edt Delete
Qutreach and Education Required Required 0.0 10.0 Edit Delete
Add New >> Reorder

teria Report  Application Review Scoring Sheet

Han
L0

[ Save [l Save and Retum to Main

FEQ Eva

At this point, you need to know some basic information regarding the Review Event(s). These details
should reflect the information 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 from which you navigated).
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1 SelectiheRFA 2 Createvia 3
. Tabé the Create links on RFA
RFAlink Details
sut III Selectthe opton to
II copy RFA from
" existing or create Add ¢ Mison G T §
new RFA RFA resses, Contacts, Mission Goals, —-— FFORRN outing Slip
Creator Program .EIemenlsfFunding Priorites, s ihestcn
Competitions
Competition
0 2100731
Status:
Action: Please selct an action v
Your Comments:
Workflow Analysis RFA
The following needs to be completed before applications can be selected
‘competition: Id: 2199641
- The RFA must be published. Status:
- Revigwer Instructions must be reviewed by FALD, .
- There must be appications that have passed mnimum requiements,
Action: Please select an action Ul suonit |
Please select an action
§ et th FedaralFunding Opportunly_ e
Your Comments: Vi FFA Detaks |
L3 Attachments:

From the Review Event Launch page navigate to the Competition to verify the information is complete
and accurate. The next step is to navigate to the RFA and begin creating the FFO.



v

GRANTS /%)
ONLINE

TRADE

BB

1 SeecttheRFA 2 Createvia 3
. Tab &the Create inks.on RFA
M RFAlink Details
Ilhe\eclihe option fo i
|
existing or create -
new RFA oA Addresses, Contacts, Mission Goals,
Creator Program FIementleunding Piorites,
Competiions

Create Publication

h 4

J

FFO/FRN Routing Slip

=

FFO/FRN

|/ Mssthal-Bandbanestre ) [ s nie |0 \D
| € 5 € & s gantoretanng oiages v etk
| ©F Vahoo! el @1 Yatwol Meps @1 Yehoa! ] Inportd FromE & NOW - Neton Ccea..

Federal Funding Opportunity

Pleiase cick on this icon to view the audit trail on this FFO: ﬁ
Please read the appropriate quidance documents before filing out the fields below.
Reaulatory Information Number (RIN

~Executive Summary

Fegeral dgency Name |Granks Online Training (GOT), National Oceanic and Atmosgher
Funding Opp! nrtU_EI'uEn B - Comp RFA Pre-Class Test

fnnouncement Type Initial
FFQ Number NOAAGOT-OCPO-2013-2003306
Catalog of Federal 11,999, Grants Online Training Program
Domestic Assistance

CFOA) Number
Dates v

~Full Text of

1. Funding Opportunity Description
A P T

Erogram Onjedives

B, Progeam Priorities emply)

C. Program Aythority (empdy)
11. Award Information

A Fun

B D

. ProjectAward Perind (empty)

ty (empty)

C. Type of Funding Instoument (empiy)

111._Flinihility Infarmatinn

C [ www Corporateservices noaagovr2nfso
O Yahoo! Bl ! Yohoo! Maps @ Vehoo! [ Inparted FromIE (] Otherbockm,

Grants Online
dng Oportmiy
and
Federal Register Notice
Document Creation Assistance

Last Updute: 037122011

Every competitive announcement MUST have a Federal Funding
Opportunity (FFO). The FFO will be avatlable on Grants.gov along
vath the application package. It wil be the prunary reference
documnent for applicants. A grant programs must confume to
develop FFO announcenents, which incorporate all substantive
arant provisions, such as applcation requirenients, evaluation
criteria and selection procedures, and o make it avaable on
Grants.gov. The Financial Assistance law Division (FALD) wil
forward to the Office of the Assistant General Counsel for
Legislation and Regulation (L&R), those FFO announcements it
funding that exceeds $100 milion and annowncements for new
arant prograns, so that LER may coordimate the review and
dlearance of those annowncements with the Office of Management
and Budget (OMB).

edera

The change i policy does not supersede auy statufory or
regulatory requirements to publish a Notioe of Funding Avalability
or other stutlar notice, i the Federal Regster. Agencies must still

e

publish such notices if required to do so by any law or regulation.
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ONLINE \/ = Data previously entered into other parts of the RFA will not carry over
TRADE to these fields. This forces the user to format the paragraphs
AR appropriately for publication. Similarly, if the “Create New from
el Existing” option was used to create the RFA, the publication’s fields

are blank. Again this forces the user to format the paragraphs
appropriately for publication.

= Formatting (bold, italics, underline, etc.) is currently unavailable at
this time for FFOs. This restriction is because of the historical link to
a corresponding Federal Register Notice.

= To have both windows open on one screen right click the “Guidance
Documents” link and specify it should be opened in a new window.
Resize both windows so the FFO screen and guidance screen can be
displayed side-by-side. Use the samples from the guidance document
to complete information for the FFO. The user must customize the
sample for his/her Opportunity notice. Use the “Preceding” and
“Subsequent” links to move through the guidance pages.

NOTE: When creating a new RFA from an existing RFA, the user
can open a second window with a plain text version of the old
FFO. That facilitates copying and pasting data into the new RFA -
one field at a time, making appropriate changes as you go.

* For the instances where there is a “soft” date based on the
publication date of the Federal Register Notice the user should use
the phrase <INSERT DATE 45 DAYS AFTER PUBLICATION>. The user
also has the option to specify the appropriate number of days based
on his/her RFA.

* Do not indent the first paragraph of any section — the system
automatically indents the text. Subsequent paragraphs in the FFO for
each section should be indented.

= As data is entered into the various sections of the outline the “empty”
tag changes to a check mark. This is an indicator that the user has
entered data for that section. As needed, the user may return to that
section and edit data. If all data is removed from a section, the
“empty” tag again displays.

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.”
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1 SelectiheRFA 2 Createvia 3
§ Tab &the Create links on RFA
m I.I RFA link Details
= Selectthe option to |
gﬁ{INNTES I copy RFA from
& existing or creale
an RFA  newRFa BFA Addresses, Contacts, Mission Goals, CreatePublcat — FFO/FRN Routing Slip
' Creator Program Elements/ Funding Priorities, il '
Wibbir i
HAR Compettions
Routing Slip
Assigned Program Officer

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

BssignedProgramOfficer 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 NomelUser 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.

FALD

RFA Publisher

AIIRFA 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,

RFAPublisher

I 52ve Route | Start orkflow

The only customizable portion of the FFO Routing slip is the Optional Reviewer section. The Assigned
Program Officer is copied from the RFA details. The Grants Specialist is the current lead Grants Specialist in
GMD for the user’s Line Office and CFDA Number. When the FFO goes to FALD and to the RFA Publisher, all
users with those roles in the user’s agency will receive a task. The first user to take an action on the task will
become the owner and it will be cleared from the inboxes of other users to whom the task was sent.



Applications and Review Event Overview (COMP-2) Jnary 2013

Version4.10
Receive applications

Applications submitted via Grants.gov

/
.
= GRANTS GOV*

1 \‘% » . 2 .
Grants.gov ’]‘I d 'é '% End
Start — 4 :

Assigned Program Offcer Review Minimum Requirements Approve/Reject
I Input Paper Applcations Checkist (1 Per Application) Minimum Requirements
\ | Checklst 1 Per Application
v :
L REA
NOAA
Review Reviewer Instructions
A Select Applications global option becomes
o . : » 3 3 End  ovalableaferReviw rstuctons worlows
i conpltad Fthwe e g Revew et
document is available, but nota task.
B T - E 7 s 9 e
Assigned Program Officer e FALD | O
Reviewer Instructions Reviewer Instructions

Review Event Workflow

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

Q >® rﬁ ’ :@ End

1
1 Dependent upan completion of Reviewer For Competitie processing, Select Applications s 1
10 stanReviewEvent | ntcionswordowand approve/relect/ N gotaloption becomes avalbleaferReve (ioce Roview vent
Competition itk statusonalassccated sppleations, | COPELLiOn  Eventwerfow iscomplted f there sa Review
Manager  Glokal Otion Manager | Bvent | bl Option

Mvalablewthoutatask Available without a task

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

NOTE: Refer to the Review Event Section (page 140) at the end of the Training Material for additional
details.



Applications submitted through

) Grants.gov
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GRANTS.GOV|

Create via Applicatiqn Tab

. forRFA

Input Paper Applications

Application Details - SF-424

At Trak: j

Attachments;

] Program Office Added Information
Prepasal Humber: ETethol

Project Type: Oconstruction ©ee-Construction

Pancipal Invesbigators-
Projct Drectors

Keyword(s):

Program Blement /

Fundig Py A First Program ElementFundng Prorty ¥

Application Submission Type and Date Information
Type of Submisson: (ippication Opre-sppicatin O Changed|Camected dpplcation
Type of Application: @iew OContinsation ORevsion ORenewal Ofesubmission

1 Revision, sehect approgniate hetter(s): -Gelact 2 Revision Type: v

YYY for date fields.

et a0 101012011 Fre
d0ae Federlsgenc Reosied m'}g‘mnu 'w:‘ MY easem

StaeRy

e ‘BWMS Sulmited Date

picatidntir [ ] comspicanet rosesett [

]

00

Barie Assigned ReviewMin.Req.  Approve/RejectMin.
A Program Officer ~ Checklist(1/App)  Req.Checklist
(1/App)
Applicant Information
Legal Hame: * fome ]
Department Name: [ ]
Division Hame: [ ]
ms{*lm:r‘ ’—‘ fwllwber ) r—|
streat: [

]
Y s ] S—
[ —

State: " Distnct of Columbéa. ¥ Provece:

Hame and Telep! f p b pp

Prefic _ FistName: Uiggeliame: _ Lasthams Sufic

Hooe v | I ] teoe ¥

Tée [ |

Ongancatin Siaton | |

Franeteter | | Factumeer ]

fral I ]

Other Application Information

Tyge of ggieanel * Norgioft with SUIC3 RS Stats (Other then Instiben ofHigher Edueatin) v

Type of Appicant?: ease: Select Applcant Type X

Typs of Appicantd: Please Select Appbcant Type X
[Test/Training App 1 for Rekease 4,06 Comp RFA

Descrpte Tite of

appleants Poject*

Praject ieess:

CFDA Number: * | 11,999 - Grants Onine Traiming Program ¥,
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= To bhegin, select the “Input Paper Applications” menu option on the
Applications tab. The data on the Application Details screen will be
populated if the application is imported from Grants.gov. However,
if a paper application is received by the Program Office the data
must be entered into Grants Online. Only the fields marked with an
asterisk are required for the application processing to continue.

» The Application Details screen contains most of the fields included
on a SF-424. After entering required fields click “Save as Draft.” If
the user does not supply data for all required fields s/he receives an
error message with guidance regarding the missing data.

= Be certain to include the student username (GSTUDENTxx) in the
Project Title. Adhering to that naming convention will make future
identification and/or location of the RFA easier.
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Applications submitted through

4
) Grants gov 3 5
_ C .
»  GRANTS.GOV|
m—( - i
| : |
O Cretevia ApplcaidnTab s /' Assigned ReviewMin.Req.  Approve/RejectMin.
|=I A~ ProgramOficer  Checklist(1/App)  Req,Checkist
g 3 (App)
NOAR Input Paper Applications
for RFA
ane of Faderal Agency: HOM ]
sopcantCoepressiona Distt | Frat Congressona Distit |
s e Applcan Deinquenton amy Federal Deb? Oves Oia
s Applicaon Subjectio Reae by Stale Eveculie rder 12372 Process?
Ob 013 st
(e Progeaenis atcoredbyE0. 12372
e o - Edit Application Funding Details
e ¥ | I I | tone ¥
o | ﬁ
Fhuoetiamiee | Facthenr | | :
[ ] Application Total Funding : 500000
Fiscal Year : i
‘Application Funding Detafls: * use format YYYY
Todfodrg o] Funding Start Date : * Funding End Date : *
Pekifexr ot (use format MM/DD/YYYY use format MM/DD/YYYY
mw Federal Funding : * 500,000.00 Program Income : :

Saveastrall | Save and StertWorkfow ApplcantFundng I:]

State Funding 1
Local Funding : |:]
QOther Funding : |:]
Total Funding :

m Close

Application Funding Details: *

Total Funding: * 500000

Multi Year Award:  No

Fiscal Yearltart Datelend Date [Federal_|AppicantitaelLocaOtherTotl FundingsProgram Incomelctio]Action

011 10/01/2011 09/30/2015 $500,000.00 $0.00  $0.00 $0.00 $0.00 $500,000.00 ~ $0.00 Edt  Delete

Add New

Save and Start Workflow

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

4
3
e — ¢
”\ GRANTS.GOV] \ I.I — ]
| |

A

8

S

?
0 e %l Assigned ReviewMin.Req. | Approve/RejectMin.
|=l Create via Application Tab Done A ProgrnOficer Chekit{Agp) | R Cheekist
(1iApp.
NOAA InputPaper Applications

forRFA

Your Tasks

Document Type Status

Al v Open ¥ Apply Filter >>

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

Applicant
Name

Completed
Date

View Review Min. Req. N/A 02/01/2011 Application Test/Training App 1 for Not 2199712 1795297

Checklist Release 4.06 Comp RFA Started
View Assign Award  N/A 01/04/2011 Application Test App for 4.05 In 2199526 1794572 01/25/2011 Institute

Winimum Requirements Checklist
Winimum Requirement et (Comment
Requirement ?
Is the applcant ebgble o apply for s (ves
RFA based on the applcant type?. Oho
Ohot Appicable
SPE e
—m Do2s the non-Fedral funding provide at ()
Was the apphcation submitted by the  ()yes fom W,T;:"'i“::“n;““:"
deadine date and tme? Om percentage of the total fundng!
0ot Appicable
Spell Check
Spell Check Doss the applicabon contain alof the () ves
i 5
Does the applicaben request atleast the ()yes. it O
iy Federal indng requred by the 1y, () hot Applcable
L
Obiot ppicable ______
Doss the applicaton requestno more  ()yes
than the matioum Fedea g 1y Ovesal Comments:
required by the RFA? £ N
Ot appicable
Does the non-Federal funding provide at () yes.
st the oo tch percntage o
the total findng? Spell Check
Ot 1
A 5 ust be answered before the appication can be approved o rejected for minimum)
requirements
e sove et ] s

If the “No” radio button is selected for any item in the Minimum Requirements Checklist, a comment must be
entered in the associated comments box or in the Overall Comments box at the bottom. The user will not be
able to save the screen’s data content until s/he enters a comment.
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3
()
|

8 9
¢

i Review Reviewer ;
FPO- Certified hebusliore FALD Clear R.ev;ewer
Instructions
(global option)
Sub Documents

S T T Y

Applications Report 2199731 Applications Report

Selected Applications 2199731  Selg=-—*—"~*

I Reviewer Instructions 2199732 ﬂv
Export options: Excel

Reviewer Instrutions
 Attachments:

Name Short Created Date Intemal Use  [FALD [Logistical[Remove
Description Only Reviewed
Ho No Remove

TestFile 1 02/01/201107:24:23 Mo

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

Logistical Reviewer Instructions
< Attachments:

Short Description (Created Date Internal Use  (FALD LogisticalRemovej
Only Reviewed
No

TestFile 2- 02/03/2011 07:26:58 Mo Yes
Logstica ™

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

Done

Note: The Logistical Reviewer Instructions may only be used for attaching instructions related to travel and meeting
dates, times and locations, as well 35 meeting requirements and reimbursement instructions, DO NOT attach any
instructions on how to how to conduct the review, review priorties, etc. The Logistical Reviewer Instructions do not
require FALD review,
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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. The Review Event is started by
navigating to the Competition launch page and clicking the ID link
for Reviewer Instructions (under the sub-documents section).

= Two sections comprise the Reviewer Instructions details page.
Only the top section is mandatory. An attachment must be added
hefore workflow can be started.

= The bottom section is not for FALD. The logistical instructions are
only for the reviewers. The main function of this section is to
provide instructions to panel reviewers associated with the
logistics of convening a panel to review the proposals.




L Only if ReviewEvent
Exists

§—0—1g—0—

S"E,z:'w Close Review
' Event

(Global Option~ Avaiablewihouta task} (Gobal Opion~Avalablvihotatis)

Dependentuponcompletionof Reviewer

Instructions workflowand SelectApplications gobel option becomes avaable
approveirjectivithirawstatus onall associated aterReview Event workBow s completedifthereis
applications. aRevie Evenl.

Independent Individual Merit Review

Id 2253410
Status:
Action: Please select anattion v

MR Please select an action

ew Review Event Detalls

Spell Check

Save Comment

& 2253411
Status: ManageReviewEvent - Not Started

B

Action: Close Review Event

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

Close Review Event
View Review Event Details

View Review Event Summa

Save Comment
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= [nitially there is not a Review Event task in the Inbox. Therefore,
the Competition Manager should navigate to the Review Event
Launch Page (from the sub-documents section of the Competition
Launch Page). When the Competition Manager completes that
process, the “Start the Review Event” option is now available on
the Action dropdown menu. Remember, the option to Start the
Review Event will only be available if the Reviewer Instructions
task has been completed by FALD.

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

NOTE : Refer to the Review Event Section at the end of the
Training Material for more details.
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Competitive Process (COMP-3) iy .03
Select Applications for Funding Overview et
e —4——4¢
Aplcaions optin : A
remins bl o e X RN | ! g
Competiton Launch page. Competition Manager Secthppitaons N\ fecommended fu::;rd:::;x;:aln;asn; " Selecting Offical
Thisis global option N Aoplications i
whichis available even \‘
when the user does not v Recommended Option s depedentipon
have a “Select Applcations for funding mmﬂ
Appllcations” task. Each o Globaloption on Wk b
AR workdlow. Also
:mmnm competiton launch page wﬂmnllmmmn&hd Review Recommended
I#WM.I“ “" el Review Event workdiow f one Applications
odsts,
the entire selection
process must be
I 10 8 7
Forward to M Assign Award t]

. = ; Initiate Award  Accept Applications
For Selection Patkage Number Recipient Assigned Program Officer NumberAsgnent
+ Generate Award Number

v Associate Applicant Org

o Associate Authorized Rep

;é ,@ ;’6 > :;6 » End
1 1 n 1

19
Competion R Solecon SeeclonPicage  natoSORevew  SotngOffcal  tateFALDReviw  FALD  Reiew Selecion Pacage
Moger  Pacage  (Addatachment]  OfSelctonPackage OfSeection Package [No Legal Oecton)

During the class, the Select Applications workflow will be demonstrated using the Instructor's RFA.
Students will have tasks at Steps 9-11 to assign award humbers to the application. This step is
functionally the same as the “Conduct Negotiations” step of the Universal Application Processing
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I

AssignAward Number/Recipient

Assigned
Forwardto CMfor | _GENERATE AWARD NUMBER Proaram Officer
Selection Package 9
-ASSOCIATE APPLICANT ORG
-ASSOCIATE AUTHREP

Assign Award  N/A
Number/Recipient

Date [Completed
Date

02/02/2011 Application  Test/Training App 1 for Not 2199712 1795321 LB Test
Release 4,06 Comp RFA Started Aol

Assign Award ~ N/A 01/04/2011 Application Test App for4.05 I 2199526 1794572 01/25/2011 Institute LB - Test
Number/Recipient Pracess Maps Progress for App 1
Application Submission Type and Date Inf

Type of Subnission: © appication () Pre-Appication ()Changed/Comected Application

Step 1: Org Lookup - Find
organization’s record in

98

Type of Application: @New O Continuation ORevision O Renewal OResubmission !
database or add if necessary

If Revision, select appropriate letter(s): -Select a Revision Type- A

Use format MM/DD/YYYY for date fields.
ProjectStartDate. ™ (10/03/2011

Stabe Recefied Date

PuedEndOale " DO/30/2015 | Submite ke | |

Federal AgencyRecefied Dae. ™ 02001/2011 | Time:™ _PM ¥ Easkm

I

gt [

State Application Idenifier: |

FoderalIgentifer ‘

Applicant Information
Legal Name:* fer J| orgLoolap |
Please Associate an Organization within Grants Online using the Org Lockup button
Department e [ ]
piiion Name: . Select Organization
Ouns Number:* : Enter your search criteria to find the organization.
(9 or 13 digit number) Organization Name
Address-City |:|
UNSMumber [ ]
EIN Number :
AddressState  |Please select a state K|

Search

2 items found, displaying all items.1

DUNS  [DUNS+[EIN CagelASAP |Active
Codelld

Select 2002469 Institute for [123 Main 123456789 98765432 12345 true
Community EBtreet,
Managed Washington,
Resources DC 20000 USA
(ICMR)
Select 2002490 Institute for  NTIA 123 Main 123456789 123456789 true
Community Street,
Managed Washington,
Resources DC 20001 USA

(ICMR)




¢
GRANTS
ONLINE \Y/ e N . .
o = The “Assign Award Number/Recipient” task is now with each
B Assigned Program Officer.
WIDUIT

= The initial step is to link the application to a recipient organization
record in the Grants Online database.

a. 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

b. 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
although 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 is deactivated to prevent it
from being 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. However, the
active awards will become associated with the ASAP record.

e. The user 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.

(SAM). SAM has replaced the Central Contractor Registry (CCR).

99



100

Add New Organization

Add Organization ‘

CAGE CODE: 1

*+4+4PROVISIONAL ORGANIZATION****

Description

T
(Organization Type *
Bureay* National Oceanic and Atmaspheric Administration (NOAS) |

Applicant Type

ot specfied- T3 Please press ‘Gave’ before you add attachments

Mnority BUSiI"EiSd Dgglonmentﬁgenu (MBDA)
straton (I n
Save | Save and Return to Main § Cancel

Qrganization Name

Identification
Duns Number +

(9 digit number) :' (4 dlgwmum‘ser}:'
EIN Number

(st} :'

MSI Code - ot specified -
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GRANTS
ONLINE \Y/
TRADE * When adding a new organization the user must select his/her
BB Bureau at the top of the page. The user may enter his/her
organization’s Cage Code at the bottom of the page (if that
information is known or available) .

* A required checkbox has been added to the PO Checklist. That
requires the user provide confirmation that s/he has verified the EIN
and DUNS number the recipient entered on the submitted
application. Typos in the EIN or DUNS number on the application
have the potential to cause inaccuracies in the organization’s
profile information. In addition, typos may cause to the grant to be
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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iBbf-

1 g
]
Ot
|
NEPA
Conduct 17
Negotigtions

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

Proposa
Number

Applicant
Name

Completed
Date

View Conduct N/A 02/05/2011 Application LB Universal2 RFA App Not 2199761 1795527 LB Univ2
Negotiations Started App

\iew Nntifu Rerinionte N/A N2/&/2N11 REA N/A In 21007AN 1708578 N2/08/2011 n/a N/A

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

Authorized Representative
Frefx _F\r!".i'vé Ugdehlame  Lastliams Sullc
) ) —

Authorized Represetative Lookup

Application Funding Details: *
Tota Funding:*  [S00,000.00
Ml Vet A Mo

Fisca vearar Datelind ot rederol _hopkcanlSatelscal Otheiotal Fndings rgrom icomeciotctn

bl 10/01/2011 D3/3012015 $500,000.00 $0.00  $0.00 $0.00 $0.00 $500,000.00  $0.00 S tep 3.
— Generate or
associate award
Mote: The option to associate this appication with an eaisting anard i not avadable because a recipint organization i not yet associated with the apphcati number

Save and Retum [0 Wan
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» We are currently working on a new award. However, it is imperative
that when working on continuation amendments the user select the
exact organization record that is on the original award. Currently,
the system does not check to ensure the organization records are
the same. If a different organization record is selected, the user will
have problems with the application processing further along in the
workflow.

= When the Award number has been generated, click “Save and
Return to Main.” Next, 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. After the Competition
Manager reviews the package, it can be prepared for approval by
the Selecting Official and FALD.
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Competitive Process (COMP-3)

Select Applications for Funding Overview

January 22,2013

Version 4.10

NOTE: St \ v
Applications” option N ;
remains avaifable on the 1 2 \ 3 4 5
eat N
Competition Lunch page. Compekton arager Select Applcations ™ Recommended Forwartli Rgcommended Selecting Offcil
Thisisa globalopton \ X Applications Applications to SO
‘whichis available even 4
‘When the serdoes ot o Recommended Opton s dpendent pon
havea “Select Apgications for funding m’m“
Applications” task. Each + Global option on leskiation vorki 6
ime this option s chosen competition launch page. i g
i i pag dependent upon completion of Review Recommended
Review Event workflow f one Applications
applications are selected, pri pp
the entire selection
process must be
Tepeated,
1 10 8 7
Forward to CM Assign Award 9 e L
: = . nitiate Award  Accept Applications
For Selection Package Number Recipient Assigned Program Officer i e
o Generate Award Number
o Associate Apglicant Org
o Associate Authorized Rep
1 13 u 15 1 1 1 1
Competition  Review Seection  SeectionPackage  intateSOReview  Selcting Offcil  Iiiate FALD Review FALD  Review Selection Paciage
Misger  Paciage  (Addatachment)  OfSolecton Package Ofelcton Package (Vo tegalObjectio)
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Steps 12-15

GRANTS/( Y\
ONLINE

= At this point, the Competition Manager attaches all of the pertinent
Selection Package documents (e.g., Reviews, Conflict of Interest
Forms, Rank Order of Applications, etc.) to the Selection Package.
The Selection Package and all its component parts, are sent for final
approval.

= [f the Selecting Official does not log into Grants Online, a copy of the
Approving Document with the signature of the Selecting Official
should be scanned and included as an attachment with the Selection
Package.

Steps 16-17

= This constitutes the Selecting Official’s approval of the Selection
Package.

Steps 18-19

= |f satisfied with the Selection Package, the FALD attorney will initiate
the 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 once with the action: “FALD Comment.” The Selecting
Official has a option to follow or not follow the FALD’s advice. However, the
Selecting Official must send the Selection Package back to FALD. FALD can
review the actions taken by the Selecting Official, but after that FALD will only
be able to select the “No Legal Objection” workflow option — even if they have
a legal objection.
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Start Award Processing Overview (COMP-4) ey 2201

ltieﬂendw:lfoICBSErms

Version 410
If needed, you can renegotiate the
* For NOAA and NTIA the NEPA process I required. For other bureaus the NEPA make any changes belore forwarding
process is not available. the Award File to GMD
(See separate “Renegotiation” Process
Mag).
“Review Award il Taskis placed
ik Graks Spciliss boxhen
FPO forwards Award File.
4 5 5 26
POCheckist  POChecdlist  CompletePO  Cetify PO AwardFle  Forward Award Fileto
(O nd T 0ok CheekList Checklist Grants Speclalist
- " N[EPA u:m Reviwaandurm ; i
Competion  SETAWIT gy NEPA O Seleced ~ Approve NEPA
Manger TS progr Ofcer NEPAOfficial
/
’ 4
’ \ .
Onge the PO /f | ’ i ‘
R / 1 jt) 13 . !15
onpetedand Procurement  Procurement  Complete and Request Authorizig 17
certified (Stepsd I R Requestor /
equest Request Forward Each Pmcur!men! Official Approve
ands) tesysen | Document Requesl
vl gerentethe |
“ForwardRevise | 5 Oplion o stabsh aditonal PR Nighty
RwardFi"tad, | | NOTE1: 9 19 Fvokes 2 manil reviewers between the Requedter Vendor Validation Failure Upload to
wicidlowste || dedogitbe(Ruebdtn  wdwhugebel FommmmT ot
aganficerto | A ——
forward the | lSB
Award Filetothe | O»onal
Grants | Rxm Prowrmntﬂequm
inGMD. .
I Automated Task
|
|
|

/
/ {)
Q . ) |
u 0 3 " 5

1
Data Quality Validstor mqu vmmw Initiate Get  Vendor Data Control Accept Vendor Info/ System  LinkVendor with
Profie CCR) Vendornfo Request New Vendor Adin Org Profle
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WBbA- Steps 1a-1b

* To move forward with application processing, the Competition
Manager selects the option to “Start Award Processing” from the
“Review Selection Package” task. After an award is checked and the
“Save” button is clicked, the system will inmediately generate an
Award File with a PO Checklist, a NEPA document, and a
Procurement Request. These documents are delivered to the Inbox of
the Assigned Program Officer (the person who has been working on
the application). The Competition Manager can return to this task
and start the award processing as needed for each 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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B

1a
Competition
Manager

PO Checklist

Start Award

; Assigned
Processmg/ Program Officer
/
/
/
>
11
To Provigional Procurement
Organization Request
Workflow
Your Tasks
Dacument Type Status
— k1

32 items found, displaying al items.1
i IAward Number

View[Task Name

Award File In Progress - NA12G0T9990022

d: 2245442
Status

Action:
Your Comments:

Please select an adion vI Subi

Spell theck

rd File History

1 Attachments:

Pending Actions X

§ ftems found, displaying all dems. |

NAT1GOTS090039 02/02/2011 Procurement Test/Tranng App 1 for Not 2199722

Request and Release 4.06 Comp RFA Started
Commitment of Commitment
Funds ofFunds

icii NEPA Document  NATIGOT3330039 02/02/2011 NEPA 219974

(NEPA -
NOAA, NTIA
Only)

2 Complets PO NAIGOT3990039 02/02/2011 PO Checklist Test/Traning ipp 1 for Not
Checklst Relese 4,06 Comp RFA Started

Test/Traiing App 1 for In
Release 4,06 Comp RFA Progress

n%3 179540

179534102/02/2011

Completed
Date

(ICHR)
Institute LB Test}
for App 1

Managed
Resources
(IovR)

Inslitute LB Tes!
[
Community
Managed
Resources

IGHR)

01/04/2011 Application Test App for 4.05  In
Process Mags Progress

View Assign Award WA 2199526

Number/Recipient

1794572 01/25/2011

Institute LB - Teq
for Ap 1

Community

[Start Date |Federal FundingFistal Y

PO Checklist 2245444 00000 202 : ot started
L 2045446 05/22/201245,000.00 2012 NEPA Document: Nat Stared
i ¥. L8220, 2042 L Mok Started
Onganization Profile 2245445 05/22/201245,00000 2012 Validate Onganization Profe: Not Started
Organization Profile 2245445 05/22/2012 45,000,600 012 Validate Organization Profile; Not Started
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i = In the Competitive application process, the Provisional Organization
B workflow is initiated at the same time as the PO Checklist, the NEPA

Document, and the Procurement Request when the FPO selects
“Start Award Processing.” However, similar to the Universal
Process, the Organization Profile task for the Provisional
Organization Workflow is not in the FPO’s inbox. Instead, it is
created in the Inbox of the Data Quality Validator (a new Grants
Online user role). The FPO can monitor the progress of the
Organization Profile by checking “Pending Actions” on the Award
File launch page.

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

* The user should now have three (3) new tasks in his/her Inbox. If
not, the user should refresh his/her Task screen (Do NOT use the
browser’s “Back” button to refresh the screen display). An Award
File has also been created in the database. These three tasks will
move along three separate (but parallel) workflow paths. All three
tasks, when completed, will comprise one Award File in the Grants
Specialist’s Inbox. The three tasks do not have to be completed in
any particular order. However, the user should be aware that the
Grants Specialist will return an “incomplete” Award File to the FPO.
The Grants Specialist cannot start his/her portion of the workflow
process until all three documents are complete in the Award File.
The task, with the option to forward the Award File to the Grants
Specialist, appears after you complete the PO Checklist. Therefore,
the user should periodically check the Workflow History to make
certain the Procurement Request and the NEPA Document have also
completed their approval process before forwarding the Award File
to the Grants Specialist.

NOTE: For the steps to complete the NEPA Document, the PO Checklist,
and the Procurement Request refer to the Universal Processing section
starting with page 58 (process diagrams) and page 59 (instructions).
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Grants Management Division Process

. . .
GMD Review, Obligation, Approval and Award Offer (GMD-1) ~ neenbers 0
Version 4,11
“Review Award File” Task i placed nto Grants
Specialt’s Inbox when FPO forwards Award Fie. Done
Atask atso goes to Public Affars o attach Press - \
Release. (Canceled fno action taken a5 of GO / N
approwal Step 10) 7/ FALD/OIG Optional \,
3 Workflow 0
Complete GMD GMD Checkist
Checklist
6 7
Grants Slpeciausq 0ot Award Flle Final State Forwardto
PO Checklist, NEPA, Grants Office
Tl Lo e
[rp s Complete ~ qDuts0st
CD-450/451
hward Files cannot be signed by Grants
ASAP Only
Upload 1o
. MARS
i ! - dl:; M 2 1 10 9 §
I acord Granis o ;
v ASAP Oficer Approval ~ Grants cz:;zd cas‘ uwmf 'M'TAF"’ m“’:ﬂ Grants Officer
AP puthorization Officer B Intertace Obligation (04501
Authorizer
AUTOMATED TASK
END
Real Time Upload to
WebDocFlow ASAP Only
*AUTOMATED TASK
(If NOAA , Grants > 100,000 only and If Other Bureau, all Grants) (based on Data
Warchouse Recards, not
(IFNOAA, Grants > $500,000 Only CBS Interface)
and
1f Other Bureau all Grants) —s
2
— % ASAP 1
Hace Centification ;
h % Office leapimhlh?ril!d
T Deptnen. ¥
(o) Award Fle o Mwardfle
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Viivas = When the Award File has been forwarded to the Grants Management
Division (GMD) there are several additional steps that take place
before the award offer is sent to the recipient. GMD has 60 days to
complete their review and approval process. The GMD workflow
steps for processing a Competitive application package are exactly
the same as for the Universal application package with the exception
of the GMD review and approval process.

= |f funds have been removed from the ASAP account(s) 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 portion of the workflow will be skipped.
The recipient will have to use an Organization Profile Change
Request to initiate the ASAP enrollment after the award has been
accepted. This process must occur when the Non-ASAP record
rather than the ASAP record for an organization is accidently
associated with an application.

NOTE: For Non-NOAA Bureaus using Grants Online, all awards are
routed to WebDocFlow for OLIA clearance irrespective 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 (EAR)

8:15 — 8:45 (30 min)

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

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

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

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

Additional Resources and Training
Questions and Comments
Evaluations

12:15 — 12:30 (15 min)

Obijectives — By the end of this class students should:

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

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

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

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

Know where to find help when needed

Training Materials:

arwnE

Agenda and Objectives

Process Maps — AAR Workflow

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

113



114

Award: Electronic Recipient acceptance Overview (ERA) April, 2013

Version 4.10
Y

GRANTS/X)
ONLINE ‘

TRADE
: |‘| °
WIBDA > » | 4
Start L I||
3 4 5 3
Grants Officer  Apgrove award File ﬁ:;':;« approve €85 2nd Approver approve
r
ASAP Recipients Only
[}
f
|
- g 13 4
e ASAP Finance ASAP 15
hoprover  Authorization Offce eorkation Recipient Authorized
Represqntative

END Q‘ 6-
19 18

17 16
Macn:“ﬁ;\rﬂ Manage Award Users RecigientSystem  ACCept Award
Admin

Note: Recipient Training Page link:

http://www.corporateservices.noaa.gov/grantsonline/gol_training_GRANTEE.htm

Page
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Grants Online Process Maps
& Screen Shot

Award Action Request (AAR)

August 2014
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CRANTS 2 Award Action Request Workflow (AAR-1) iy 10,203
ONLINE\E) .

TRADE

)
Wb
1 2 3 1 5 ¢
AR Initiator Search for Awards Access Grants File page Select Type of AR Initiator 2 §
via The Awards Tab And Select Award Action Award Action Request, Review Avard Acion Request
A Forward to Authorized
Request from the Enter required fields i
Action Dropdown Menu And Start Workflow ks
ARR 1~ Note 1: If AR turns info an Amendment then the workflow
will be the same except that the approval document will be an
Amendment,
> ) 3
>
7 8 9 10
Recipient Authorized Review Award Action Request Assigned Program Officer 1) Review Award Action Request
Representative Forward to Agency 1, Forward to Grants Specialist

o
End D< '4 61 ¢ ‘: 4
16 15 u 13 12 1

1) Review AAR or Amendment Grants Officer 1) Review Award Action Request Grants Speclalst

AARor Amendment  Recipient Authorized
1) Approve AAR or Amendment 2. Forward to Grants Officer

Approval Notification Representative

MR1-Note2:A i ave tobe aceptd by e
Recpien Authorted Represenatebeor becomingefece.
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Award Action Request Index Page

* No Cost Extenion - Prior Approval Required

Extension t Close Qut

* Change in Scape

* Traner of Award

Change in Pancipal Investigator/Project Director

Change in Key Person Specified in the Application

Satisfied Special Award Conditions

Transfer of funds alotted for traiing to other cateqories of

No Cost Extension - Pror Approval Waived (Research Tems and Conitons)

Reprogram or Rebudget
Equpment Purchase

Sole Source Confract

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

Inclusion of cost that require prior approval based on cost principles

* Sub award, ransfer or contracting out of any work Under the award if not described in the

BXDENses

Pre-Auard Cost

Submit Adaitional Closeout Documents
Other

approved appication
* Temination for Convenience

Note: FPO - Award Action Request Guidance link:

http://www.corporateservices.noaa.gov/grantsonline/Documents/AAR_Assistance/Re

cipient AAR_Help.htm
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Grants Online Process Maps
Overviews Only
Performance Progress Report (PPR)
&

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

August 2014
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Routing of Progress Report (PPR) ety 2, 2013

Version 4,10

"Step 8-l Auth Reps wil get the task to
Review Progress Report, Only one needs to
actonit to Forward to Agerxy,

Progress Reports created By “Submitting” PI

Return for Revisions

Start
1 2 n k’ - 4 5 6 ) 8 g
Principal Investigator  Search Awards o 4 g Principal Investigator  Review ForwardTo  Recipient RevieW  Foryardto Agency
[co, Search Reports "9"’“";:' ’,l‘p"""“" [CodReview  Progress  Autoried  AgthoriedRep  Progress
Authorized Representative “Z;“ﬁ" ::: ;:ra’:e Repot  Representative T Report *
2.) Add attachments and
start workflow
Return for Revisions
END - —---*—uﬁt——u"—*uﬁe- Lo
1 1 15 it} it} 1 1 10
Aoprove Progress. agigned program  Add Commentsand  Review Ogtional Approve Progress Review Assigned
Report Officer Returnto Progress  Reviewer ReportorSendFor  Progress  Program Offier
Program Officer  Report Optional Review Report
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Routing of Federal Financial Reports (SF-425) Feruay 27,2013

Version4.10

Financial Reports created By “Submitting”Biz/Fin Rep 5ap AL Auth R il et e ko

Review Financial Report, Only one needs to
aton it 1o Forward to Agency.

Start
Business-Finance  Search Awards o Click on ID of appropriate  Forward To Recipient * Review Forward to Agency  Assigned Review Financial
Representative,  SeachReports  reportand gotodetalls  Authorized Authorized Finarial orRetumfor  Grants Report or return
Authorized Representative pagetofilloutform  Representative Representative Report Revisions Specialist for revisions

END <

-~

12 1

“ 10

o : g Forward to Finance
Accept Financial Review Finance ol
Report Or Return Financial Office muﬁnl::r;:: eport)
for Revs R |
for Revsions eport Return fot Revsions

Financial Reports created By “Submitting”Biz/Fin Rep
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Routing of Federal Financial Reports (FR-2) February 27, 2013
GRANTS Vesnd 0
ONLINE Lt
he NOTE: System shouid prevent .
3 Auth Rep from submitting 57270 M s
Wb NOAACHS A5 nd T
HehRik —> HsP
Al System should prevent
NST CBS ANDASAP 5 8
START Assgned Accept SF210
by "Submitting’ 8izfFin % Grants
be forwarded directly to the Agency Specialst
Non-
o 4 ot
9 (Asynch
2 3 4 % Finance Office/ from
Busimul-F‘nm SearchAwards ~ Clickon 10 Forward To Authorized m:m Forward to Agency €55 Intertace APS)
Representative, of appropriate report Representative. 4 ibcired
Authorized Representative and goto detals page Representative
to fill out form
1
Unapproved
Voucher
High Risk ASAP Only (Need ASAP Authorization Amount) Recordedfanmeh]
SF2THASAP Notiicaion @
1l
7 N T T ———
> > » Unapproved Controlled by (85
\/ Defultable  Approved dateis
ullteps 11 and 12 are
- n manual Otherwise il be closed
Certificat Grants Online,
Postas Ungroned FanceOfice PO s iance L
(Controled by CBS Defait Tabes) Repeesentative 2
Review -270/5end
END Funds to Recipient

END




122

Y

GRANTS/X)
ONLINE )

VIBD

Grants Online Training
Post Award Processes

August 2014
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Partial Funding Workflow (PR-1)

March 8, 2013

w

1 ]
Initiate Partial
Funding Memo

Officar

A ] % n

| Procurement  Procurement Complete and
| Pequest  Roouet  ponyard Each
| Document
i mmmimimmm =

LN Upbrd o BSOWRN MR
1. File generation for FAADS/USASpending |

Partial Funding Memo

Versond 10
0 v 1o
i ;
4

Forward Award Fia lo Grants
Spocls Revlew (0451
Forward to Grants Officer

G(anlsSpeﬂahst

Autherizing
Official 1
NOTE 1: Avalidate button wil be made avilable to GMD. Any time the
"Valdate" batton & pressed, there will bo  call o the CES interfaco for

Vendor Chec, ACCSChk, ad Funds Check. (Waring) We shoukd iy

If Other Bureau,all Grants|

41§ ¢

\ date/time of st successful validation for each category.
. Awwe
Optuonal |
\\ Reviewer Procurement Request |
---------- = |
ASAP Only Nty \\\ Vaidation l
Upload to ‘ R ~ Faiure
JWARS
f ‘- -
Vaidmn
1 18 n ) |
[ MK Record Grants n
. Authorization Offcae Approval 6140t cas 1z (Bhnd
Authorizer e Aopr offer Aoorons] Inilhlc Avard (NSG &amm&l
CBS Interface Obligation
AUTOMATED TASK
NOTE 2 For nonNOAA, When step 1215 completed, sead enrail notfcation 1o NIST AP
RealTime Upladto
WebDocFlow
@ (If NOAA,, Grants > 100,000 only and If Other Bureau , all Accept END
Grants) *AUTOMATED TASK
(IF NOA, Grants > (based on Data
$500,000 Only and Warehouse Records,

not CBS Interface)

See Dechined Award Side]
0
Clear le:xe Ceimsazwon s M:ﬂ
poeaoun - Department . 06 Office Recipent utored . 10
(oLA) W j OUA Award File Representative
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FPO - Partial Funding Steps 1-3

Search Awards

Award Number:
Recipient Name: ‘ | Gral'lts File = NAOQGOT499°038

Project Title: ‘ |

Award Status: | Open ¥ IS A

Status: Accepted
peotasthane |
[ orch [ et Action: Pleas slcta acton v

_I?arnalegndjuis Award _

View Accounting Detals
View/Manage Award-related Personnel

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

Search Results

26 items found, dnsp\aying allitems.1

stalus

NAOSGOT4990038

8 2001932 Institute for TEST RECORD - Grants Accepted Na'

Culturally Managed  Online Training
Resources (ICMR)  Application05
932 Institute for TEST RECORD - Grants Accepted  None Designated
Culturally Managed  Online Training
Resources (ICMR)  Application07
NAD9GOT4990008 2001932 Institute for TEST RECORD - Grants Accepted  None Designated
Culturally Managed ~ Online Training
Resources (ICMR)  Application

2 Tnchihita far TEQT RECORN - Crante Arrentad Nana Nacinnated

1. From the Award Tab, search for the Award that will be Partially
Funded.

2.  From the Grants File Launch Page select “Partially Fund this
Award” from the Action dropdown list.

3. Click the “Submit” button.
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FPO - Partial Funding Steps 4 and 5

Partial Funding -- NAO9GOT4990038

Memo *

Approved Plan and Prior Obligations

Selected Application

None

Cancel

I - -

D

0y 29113 TESTRECORD - Grants Onlne Trainng Appication03

. Approved Plan and Prior Obligations

= Application | Project Title
m

139113 TEST RECORD - Grants Online Training Application05

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
011 $250,000.00 $0.00 $0.00 §0.00

4. Click the “plus” (+) beside the Action box to get details for the
appropriate application for Partial Funding. (All applications

associated with the Award will be available. However, Partial Funding

can be applied to only ONE application at a time.)

5. Click the “Select” button to chose the desired application.
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6.

FPO - Partial Funding Step 6

Institute for Culturally Managed

Organization Name: Electronic Recipient: Yes ASAP Recipient:
Resources (ICMR)
SF-425 Frequency: Semi-Annual Cash Flow with LA SN Ve Tl AT “E@@ Frequenc|
(after 3/31/2009) Report AW e 1 4/1/200¢
: VAV ¥ EWHW"& X 3 ! ‘
Progress Report Frequency:  Semi-Annually h report is
Fe fo Vew Faodss Toks Hep
Final Reports Due On: 12/29/2012 T 5
Project Title: TEST RECORD - Gants Onin ™ & | @tegidsee &8
Pfincipal Investigators-Project None Designated A
Directors: '
Grants Online
‘ . .
Partial Funding - NAO9GOT4990038 Partial Funding Guidance
Partial Funding Memo
Enter appropriate memo language here. See quidance. The Partiel Funding Memo is used to explain the tate of
funing for the approved Application. A clear and precise
explanation of whatis happenng in this Partial Funding wil
greatly assist GMD personnelin processing the action.
Typically, Partial Funding actions are sed to fund the out-
vears of mmit-vear awards, with 2 single application being
submutted for the award's duration. However, some awards
il have mutile multi-vear applications associated with
_ them. Other awards are single-vear awards for which the
:l fully approved amount was not provided in the niial award
Every sitvation requires an explanation.
i
I J Tstedstes Hiws v

Reference the “Guidance” link for an example of the language that

should be used for the Memo box.
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FPO - Partial Funding Steps 7 -9

Partial Funding -- NA09GOT4990038

Meme®  Cu

Enter appropnzte memo linguage here, See guidance.

Windows Internet Explorer

)| WARNING: Rekease of Funds and Procurement Request workfom tasks wil be laced in your inbox,
\!/ fire you sure you wish to proceed?

Selected Application

pplication [Approved Fed |Remaining  |Pending Fed |Fed Add Amount
10] IShare Fed Share

2139113 §500,00000 $375,00000 5325,00000 | I ! TESTRECORD- Grants
i Online Training
Application05

Note: Feceral Add Amount plus Pending Feckral Share plus the sum of all priar obligations may be up to 5% greater than the Agproved Federal Share. IF exceeding the Approved Feders|
Share, enter a memo explaining the reason for the additional funds.

Note: Onlyone apalicarion may be funded per Fartial Funding action

e |~ o sisatlfor— on

Enter the amount for Partial Funding into the “Fed Add Amount” box
and, if appropriate, the amount for the “Non-Fed Amount.”

Click “Save and Start Workflow.”

Click “OK” on the warning message alerting you that a Procurement
Request is being added to your task box. The user will be returned to
the launch page of the new Award File.
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FPO - Partial Funding Step 10 - 11

Your Tasks

Document Type Status

Al PRRETT R ooy Filter >>

34 items found, displaying all items.1

View|Task Id |Award Number |Task Name Task Applicant Name Document Type

View 1380605 NAOYGOT4990038 Procurement Request and Not Institute for Culturally Managed Procurement Request and
Commitment of Funds Started  Resources (ICMR) Commitment of Funds

View 1380604 NAOIGOT4990038 Review Release of Funds Not Institute for Culturally Managed Award File

Started  Resources (ICMR)

10. Navigate to the “Inbox/Task” screen. There should be two new tasks:

(a) Procurement Request and Commitment of Funds
(b) Review Release of Funds.

The Procurement Request should be completed and sent through the
workflow process. The steps to complete the Procurement Request are the
same as those used for a new award and will not be repeated here.

11. Click the “View” link for Review Release of Funds.
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GRANTS/2) FPO - Partial Funding Step 12
ONLINE ‘
TRADE
Ak Award File In Progress - NAD9G0T4990038
WiBDA- 9
I 2147982
Status: BrogramOfficeractions - Not Started
Action: Fervard to Grants Specialistfor Revien v/ m
Plezse select an action
Your Comments; Ecit Special Award Conditions
" [Fomard to FALD for Review
Reassign Award File
View Amancment Ditails
View FAIS Shest
Vign Reperting Fraquancies
VigaEcit Partial Funding Document
NOTE: Be certain the
Procurement Request has
been approved before
forwarding the Award File to
the Grants Specialist.
. (The Red “X” should change
-t to a green check mark.)
Pending Actions X
Oneitem founc
YP i B Federal i Last Action Status Last Action
[Funding [Uses
Procursment Requastand Commitmantef  214795:04/24/200¢ 2009 Procurament Requast and Commitmant of Funds: Not NOAA Stugent
Funds Started

12. Usually, after the Procurement Request has been approved, the user
can select “Forward to Grants Specialist for Review” and add a
workflow comment. Do not make any modifications to the
“Amendment Details”; this will be done by the Grants Specialist. If
changes to the Partial Funding Memo or Funding Amounts are
necessary 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 the user’s Inbox. Make certain
the same changes are made on both documents (the Procurement Request
and Commitment of Funds and the Review Release of Funds).
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Sample Language for Partial Funding Memo

(STANDARD) This release of funds of $____is for year __
of a __ year multi-year award. All required Progress and
Financial reports have been submitted and accepted.

‘EXAMPLE 2) This release... Dueto ________ , total
unding for this award period is not available; additional
funds will be provided at a later date. All required
Progress...

sEXAMPLE 3) This release... Dueto ____ , total fundin?
or this award period is not available in this FY. Additiona
funds will be provided in FY__. It is our intent 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 funds in FY ___. The remainder of the

project is expected to be funded in FY___ through FY _
assuming funds are available. All required Progress...

(EXAMPLE 6**) This release of funds of $____ is for year __
of a __ year multi-year application which was originally
funded as Amendment ____. All required Progress...

NOTES:

« When no additional funds are to be made available, the Program
Office needs to advise the Grants Officer. This allows the Grants

Officer to create an amendment informing the recipient that no
additional funds will be provided. The recipient has 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.
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" Reduce Funding Workflow (PR-2) May2, 012

GRANTS (%) esonts
ONLINE ‘ ( .

TRADE

E‘ﬁ%ﬁibf

5 Reduce ASAP Threshold ' Automated Task
Authorizer |
| Fistal il ostuitn
! negative amountand
| secondcallwil post it
| e,
: nititePartil ~ Partial  Forvard Award GT Review Gg fecord Aot | & %ﬁ, Initiate
Asigred N\ogoplgation Deolgatin  Feto O Pt S ol sy CEOMEN g
ProgramOfficer \. mo o Gants PGSt pDeopigaion  Offcer :
Specialist Forward to
Grants Officer
1. Nightly Upload to
Mt 85 DM Tor A
intiated by v 2.File generationfor
70 b FARDS/UShSpendng
;:&“5 Procurement
e
Aiiiof ‘ Request
this Award”
goal y
optionfrom ;
Grants File, - erfice ceates g
| A Unaporoved ASAP
+ [ Profile for De-
/ / 1 authorization %
u 5 % / 7 // 3 b A;lP ASAP
Frocurement gompete and /A : ation
Requestor pprove 4 Request  Approve _ huthorization
Request Authorizer
eql Forward Each j! Proc, Rea. 7 ithrelrg
Pt / /o
NOTE: Corresponding Negative —
Procurement Requests shoud te placed in &
Assigned FPO Iniox | END‘_ i
7 8 i
Optional Approve o 1 Dy
Reviwer  Procwement Dechigle  (BSlmd B8 e
Request ] Certification
Funds  Approver/ ASAP Onl Officer
35 Interfce | Y

The Reduction in Funding workflow follows a very similar process to the Partial Funding
workflow and has the same “Look and Feel.”
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Grants File - NA12G0T9990023
A Reduction in Funding Action is

initiated from the Grants File page 16 2245484

similar to a Partial Funding action. \ Status: Accepted
Action: [Please select an action K
YourComments.._Please select an acion

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

AWard-related Fe ]
Funding action. Fersonnel |

Spell Check

Save Comment

Reduce Funding -- NA12G0T9990023

Memo*  Guidance
Reduction in Funding v

F:e Grants Management Division has reviewed the subject award,
o

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

[143/ 4000

Approved Plan and Prior Obligations

" Application | Project Title
1D

2245483 For Reduction in Funding Sereen Shats

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

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

Selected Application
ApplicationiApproved  [Remaining  |Pending Fed
1D Fed Share  [Fed Share  [Share
2245483 $10,00000  $0.00 5000

Remaining Non- |Pending Non- (Non-Fed Amount
Fed Share Fed Share

0,00 $0.00 $0.00

AMD|Project Title

0 ForReduction in
Funding Sereen
Shats

iFed Deduct Amount Approved Non-

On the Reduce Funding Memo only the “Fed Deduct Amount” and “Non-Fed Amount”
(also a deduction) are available for data entry. The word “Deduct” will be added to the
Non-Fed Amount label to avoid confusion. Although positive numbers should be entered
into these fields the amounts will be deducted from the award.
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View|Award Number [Task Task Id Task Name Task [Document Type DocumentiStart Date [Approved
RE[EIHPd Status ld Federal
Funding

[Total pplicant
Federal  [Name
Funding

NA1260T999802335122/20122534353Frumrementkequestand Not  Procurement Request 2245494 Nf& $10,000.00 Environmental
Commitment of Funds Started and Commitment of Action
Funds Committee of
West Marin
View NA1260T9990023 05/22/2012 2534352 Reduce Funding Amendment Not — Award Fle 2245493 NfA $10,000.00 Environmental
Started Action
Committee of
West Marin

Last CBS Validation:  Status:

Active Procurement Requests:
Nothing found to display.

Withdrawn Procurement Requests:
Nothing found to display.

Federal Share: *|$ [100.00

Rccounting - ACCS Lines *
One item found, 1

BureaulFundFscal YearlOrganization  [Program [Project - TaskiObject Class/Amount [Prior YearDalidated{Action |
14 20002012 10-01-0002-00-00-00-00 52-30-00-000 SAE0000-SAE 41-12-00-00 ($100,00)N Yes Edit Delete
Add New ACCS Line

PRCF Total for this Award action; $-100.00

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

Similar to a Partial Funding, two tasks are generated in the FPO’s Inbox. The Procurement
Request must be filled out using negative numbers for the funding reduction. The workflow
must be completed by the Authorizing Official (Budget Officer role) to allow the
Procurement Request to be forwarded to the Grants Management Division.
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: MEMORANDOM: NOAA Finance Office
GRANTS ) =

Grants Management: Division

ONLINE \&/ SURIECT: DE-QBLIGATION
TRADE De-obligation Request for Award: NA12GOT9930023
ivas
Total Federal Funding (entire award): $10,000.00
Recipient Name: Environmental Action Committee of West Marin
EIN: 237119368
DUNS: 793971490
ASAP ID (if applicable):
Award Period: 05/01/2012 - 04/30/2013
Federal Program Officer: Grants Student00
Obligation Number: 374002
Requested De-obligation Amount: $100.00
Item #/MDL ACCS Amount

2045494 / 2025338 14 2012 2000 52-30-00-000 SAE0000-5AE 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.
This document serves as authorization to proceed with the de-
lobligation process.

Grants Officer Approval:
De-obligation Completed: ~ Grants Onling-CBS Interface
Finance Office Approval: ~ NJ&

The Award File for a Reduction in Funding contains a de-obligation memo. This is used to
document the de-obligation by the system via the interface. In the case of a non-interfaced
award the workflow will go through the Finance Office where the de-obligation memo will
be manually approved. There is no action required by the Federal Program Officer relative
to the de-obligation memo. However, the memo is available for viewing by the Federal
Program Officer.
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Declined Amendment Workflow (DA-2) Moy 2200
(D451 o
Steps 23-24 from MAP4 pg 2
Q ; Q
b W
1 3 — oo Profile
Recipient Mg,ﬂmm pop RERAS G ofcer Adtnovdedge m
Authoried Authorier  Threshold Declined Award
fep 15 if
AShp ASAP

10 1 1

Authorizer _Authorization

*AUTOMATED TASK
(based on Data
Warehouse Records,
not (BS Interface)

17

' 9 1 -
Iiate artal anl mmsfﬂ oo ReiewPaid o it Finance Offce
Techbltn (0 St Gl oy O e et s 4192
Optiona e Handing
Assigned
Program N 8
Officer bi} *ASAP
Procureent ASAP Only Certification
Request
Y
o 0
m
|
Prwi:lm 2 5/ " / B » u n 4 cas'g-ﬂ"
1 Completeand ! hoprowe Decblgate CBS 1
sl 4 7 Request  Approve Record Approval  Grants Officer
ot / / Oiﬁa'al Interface
/ AUTOMATED
TSK
= R = ‘ 1. Nighly Upad t 85
Requsts shoukdbe plcedinsgned 20 nbe o L
= o s m“ 2 Fegenentonfr
£]
Optional Aopeove N END sty
Reviewer Prqtmmt Page2

For a Federal Program Officer, the Declined Amendment workflow looks similar to a
Reduction in Funding. However, the tasks are generated when the Grants Officer
acknowledges the declined award rather than the Federal Program Officer initiating the

action.
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7
. Correct ACCS Lines on Approved Award (PR-3)

GRANTS (No Net Dollar Change)
ONLINE ‘

TRADE

E‘ﬁ%ﬁibf

Reviewer Procurement
Request

Procurement Request and Commitment of Funds - NAL2GOT9990014
THIS DOCUMENT I8 LOCKED

THIS REGQUEST IS APPROVED END

Correct ACCS Lines

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

4 1 200
14 20002012
Add New ACCS Line
PRCF Total for this Award action: $10,000.00
Total Federal funds authorized for this Award action: $10,000.00

July 29, 2014

Versond.10

Nightly Upload to MARS

Validation Failure

A 8

H 3 4 6
1 5 /
i Procurement
Assgned Initate ACCS Bment Complete and Requestor 7 APOR 7 e pprove
progam  Comeston RO Foryard Each /  ProcReg Authorng
Officer  Procurement Document / / Offical
Request /
/ /
o tobe Award Fle @: ‘
Comment Will e Required.
Procurement Requestwil be added i a Sub- (2] 6b 9
Document to the Award File. Optional Approve Grants Officer

Last CBS Valiation: ~ Stehs: 2 1
Chilgate €85 1st/2nd
Dockigas  Aprron/
Fungs e

Bureau FundFiscal YearOrganization _____Program __Project-Task Object Classmount __Prior YearDWaldated
06 02 -0006-010000-0001-01-02-000 14KBBNBA00 41110000 $1000000 N Yes
10-01-0002-00-00-00-00 52-30-00-000 SEOD00SAE 41120000 (FIOQU0OON  Yes
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GRANTS/ X\
ONLINE

TRADE

ibbrr

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

1. Navigate to the Award File containing the Procurement
Request that needs to be corrected.

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

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

4. Edit the ACCS line to make the amount (or a portion of
the amount) negative.

5. Add one or more positive ACCS lines to create 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 for the Award
can make a correction to an ACCS line on an award
that has been approved.




GRANTS (%)
ONLINE ‘

TRADE
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]

Administrative Amendment - Date Changes (GMD-2)

Non-Funded Amendment

May22,2012

Versondx

i "] B i v ‘
1 ; 4 4 J
Search forAwards Select ik for Arneniment . 1) Revew

ookl Vathe adonpeehequedfiods VML pnengnent

AwardsTab  (add new il or Project Dates] 1) Fowardto

Grants Officer

410

L
" q i 2 i 0 !
; o ORWmID g | W oo ]
Mo MR- gy [ Ooled iy
ofieupdite Das B (e L ‘"‘"’
|
&0 '
Sep10-1 e e mtfanto |
AMD Grrts Dnin Sy i, Wil et =
st el 5 et Decing

Amendment to Financial Assistance Award

CFDA Number;
11.999

Award Number;
NA12GQT9390014

Recipient Name:

Institute for Community Managed Resources (ICMR)

Amendment Start and End Dates: *

l |

The Amendment Start and End Date fields and the

Project Start and End Date flelds are not part of the

official CD-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

extended

using the Project £nd date field or by submission of &

No-Cost Extension Award Action Request,

Project Start and End Dates:

l |

Grant Type: e mum
® Grant C Coaperative Agreement el ledbc)

Amendment Number:
Pending

Street Address:
123 Main Street
Washington, DC 20000

Extend Work Completion To:
Nj&

7
& Aoprove A 6

Recipent ModdyDatels)in ~ Grants fficer

AuthoredReD  GransOnloe

LN Upad o SO o A0
2 e erertonfo FARD VS

The Grants Management Division can now create an administrative amendment to make
corrections to the Project Start and/or End Dates without requiring the recipient submit a
No-Cost Extension request.
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GRANTS/
WY o e e
BB
Organization Profile Change Request
) Mdﬂﬂge Organization: Institute for C: ity Managed R (1CHR) (200246%)
Recipient Users TSR Y
 Orgaiztion
pfﬂfilE Change Legal Name or DBA  Institute for Community Managed Resources (ICMR) I
REQUESt Physical Address
» SF-4254 for
Multiple Awards StreetAddress 123 Main Strest |
» Search Awards tity Wishng I
y Search RepUI‘IS State 0C - District of Columbia | |
Tp/Postal lode 20000 [
tountry USA - United States | |
Phane 0151212 [—
Mailing Addrass
Mailing Name ICMR |
Street Address 123 Main Strest
Gity Washington :
State 0C - Distictof Columbia | |
Zp/Postal Code 20000 [—
tounty USA - United States | |
Business [dentifiers
EIN 98-7654321 [—
DUNS 123456769 (|
DUNS Plusd [
CAGE / NGAGE |
ASAPID envoll in ASAP >>
oty LA e ] 3
*ustification for Changes
LI ]

The New Organization Profile Change Request screen allows recipients to submit changes
to data fields associated with Organization and VVendor records. The Change Request screen
also allows Non-ASAP recipients to initiate the ASAP Enrollment process. This is
accomplished by submitting the recipient’s Point of Contact information via Grants Online
rather than using a separate email.
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Review Event Workflow - Federal Agency (REF) Ao, 2015

Versiond.11

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

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

Manage Application Reviewer Functionality on Grants Online

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

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

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

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

wedsPHndsvldl e

(Original Comments

February 2013 Page

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

February 2013 Page 3
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