Grants Online Training
New Federal Program Officers

November 2014







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:

Nogakrwbr

Agenda and Obijectives

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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Grants Online Overview
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GRANTS3) Project Goals
ONLINE\Y/

4. .. * Single Unified Grant Processing and Administration, using
s 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)




Grants Life Cycle

ONLINE
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GRANTS(S)
ONLINE

N‘[gﬁé‘; TRADE

Grants Online System Requirements

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

GRANTS "‘\
ONLINE \

(2 Grants Online - Windows Internet Explorer

Mgﬁ,é‘; TRADE

: 1{- " (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]

+Process selected applications Password

wAvard and manage grants

ient oCorrespond vith Grant

bout your Racipients

JRA, MBDA, m

action Traine

reports, ang  *Grants Online Training Forgot your usemame?
Forgot your password?

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

Notifications
» Notifications Your Tasks

» Task
— Document Type Status
far —  v] [Open ¥]
11 jtems | found dnsplavunq all items. 1
iew m‘_m
V ew 2564255Nﬂufy Recipients In Progress RFA 2256808 05/20/2014
View 2556044 Notify Recipients In Progress RFA 2256757  05/01/2014 N,'A
View 2556041 Conduct In Prog i 2256738 06/12/2014 NA14GOT9990069
View 2554004 Review Award Action | Request Not Started Award Action Request 2256304 N/A
L 2553976 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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Grants Online Helpful Hints

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

(2 Grants Online - Windows Internet Explorer

@:\u . v [@ hitps://arantsonline.rdc.noaa.gov/flowsfhome LoginfLoginController jof v

Fle Edt View Favorites Took Help

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

The page at https://grantsonlinetraining.rdc.noaa.gov says: ™

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

l
]
|

| oK

~— = e mm s e ===l

REVIEWERS Gr al nts O nli ine is the premier
) ok for full life-
cycle grants management
processing.

Username

« Generate funding notices

= 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. To prevent unaddressed Tasks from remaining in
the Inbox, always click the Tasks link prior to logging out.

e BT e

Your Tasks

""" === Document Type Status

Al v] [Open
l 1 :ems found, displaying all items.1
Docnmenl T IDocument IdlS

v ew 2564265Noufv Recipients ln Prouress RFA 2256808 05/20/2014
View 2556044 Notify Recipients In Progress RFA 2256757  05/01/2014 /
View 2556041 Conduct Negotiations In Pmuress Application 2256738 06/12/2014 NA14GOT2990069
i zssaucnkewew Award Action Request Not Started Award Action Request 2256304 N/A

2553976 Review Award Action Request Not Started Award Action Request 2256303 N/A

\ e 2553942Manage Review Event In Progress Review Event 2256285 02/10/2014 N/A
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Buttons vs. Column Heading

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




Large File Guidance

GRANTS As a secu_rity measure, a 5 minute time Ii_mit is p_Iaced on uploa_ding and _

ONLINE \.j downloading files. If the user uploads afile and it takes approximately 5 minutes ,
i the upload may appear to have correctly finished when it did not. Please test the

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

open, the file is corrupted because it did not 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.

= As alastresort 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(3)
0NLINE_

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)

16
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%()s Grants Management Advisory Council

GRANTS(E (GMAC) Contacts

l\ﬂ‘%&fx‘j Tlhf\nlf

NOAA/NESDIS Ingrid Guch 301-763-3510
NOAA/NMES Dan Namur 301-427-8730
Melanie Gange 301-427-8664
NOAA/NOS Regina Evans 301-427-2022
Laurie Golden 301-713-3338 x151
NOAA/NWS Carla Kirby 301-713-0420 x113
NOAA/OAR Brenda Alford 301-734-1174
NOAA/OED Carrie McDougall 202-482-0875
Meka Laster 301-628-2906
MBDA Joann Hill 404-730-3300
Nakita Chambers 202-482-0065
ITA Brad Hess 202-482-2969
Annette Henderson 202-482-3995
NTIA/BTOP Wayne Ritchie 202-482-5515
Laura Pettus 202-482-4509
EDA Kerstin Millius 202-482-3280
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Grants Online Training and Help Desk

= Grants Online Website

« Looking For More Information About Grants
Online?

— Go to the Grants Online PMO website at

http://www.corporateservices.noaa.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
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Objective

Provide the Federal Program Officer (FPO) with step-by-step instructions to navigate
Grants Online.

Accessing Grants Online

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

2. Type https://grantsonline.rdc.noaa.gov in the address bar of the browser and
press the Enter button. The Grants Online home page/login screen appears.

3. Before logging into Grants Online, the user can access the public search feature,
the Grants Online training page, and other useful links from this screen.

Grant\ Online

+ DoC General Public REVIEWERS Grants Online is the
aiss Bublie P = ier Federal solution

. NOAA Use cur Public Search feature  *Access curment applications B
to see information pertaining assigned ta you for full life-cycle grants

. DOC/OS/OHRM to managemaent processing.

Comi cag . comer
. MBDA o 55 Username
Grancs Oniioe. you
. ITA m through the

. NTIA Grant Applicants ‘é—;“m“{lf-“ ica tion Password
Te Find and Apply for a 52 o
- EDA Federal grant. go to the
5 Craata.ey websi Fedoral staff [Enter]

are funding neticas

« Grants.gov
w grant applicatiens Fargot your usemame?

Current Grant Recipients

v ~View information abaut yeu: e, LR —

Division i:é?:zf-a.c iirzo::_:ba B i grane
granus - dith Grant
=Submit pest-award sctisn Recipients
and Rmancial reports | Tealning
-S:rru:cn:__..hh \Cu[,fl:(fll
‘;’;:.:cr;ll‘:l?'l:cu and Grant

Warning! If the user enters his/her username or password incorrectly s/he will see
a red error message on the screen. After three unsuccessful attempts

to log in, the system locks the user out. The user must click on the
“Forgot your password?” link and provide the correct responses to his/her
security questions. If the issue is “Forgot your username?” click that

link to obtain the Help Desk phone number.
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Grants Online Navigation Features

Access to certain Grants Online features is determined by the user’s role. Each registered
user is given a role and level of access sufficient 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 link to go to that content area of Grants Online.

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

screen. This is where most of the Grants Online details and information are
displayed.

&) <l 3 a1 1
“Tames of ; o WE L UL e
Inbox | RFA | Application | Awards | Account Management | Reports | Help € Tabs |
me—

" #%* NOAA Grants Training 2014

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

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.

Management

Advisories

** NOS New FPO Tr
03/01/2014 05:42 PN

Walcoma to the NOS Sponsdl ™
time. The Grants Onln Pro

fcers.  Your instructor is Lillian Bames. Please feel free to ask questions at any
m  from this time with us.

g the TRAINING environmant for testing of Grants Online. EDA is performing User
Je. Restore Act is using the A bureau 3t this time for self-paced testing.

@
** EDA and Restore |5
02/19/2014 10:11 AM

Plaasa note that there are of * ™
Acceptance Testing for Test

For assistance contact:

GrantsOnkne HelpDesk $no :
cc: Lillian L Bames Snoar.gofl o

Help Desk Phone Number:

Breadcrumbs

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 browser’s “Back” button.

Breadcrumb Trail

—

03/01/2014 05:42 PM

Waelcome to the NOS Sponscred Grants Ondne Training dass for New Federal Program Officers.  Your instructor is Lillkan Bames. Please feel free to asl
time. The Grants Online Program Management Office wants you to get the most you can from this ime with us.

" *2 EDA and Restore Act Testing

02/19/2014 10:11 AM

Please note that there are currently personnel from both EDA and Restore Act Councl using the TRAINING environment for testing of Grants Onine. EQJ
Acceptance Testing for Test Release 1 of Relaase 4.14 which will rol EDA into Grants Onling. Restors Act is using the [TA bureau at this time for seif-paj

For assistance contact:

GrantsOnlne. HelpDeskSnoaa.gov
ce: Lillian.L Bames Snoaa.gov

Halp Dask Phona Numbar: 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.



Help Tab

When the user clicks the Help Tab, the following screen will display. Note the right
side of the screen shows the Help Desk contact information and hours of availability.
To access the Grants Online training, click the Please click here to access Grants
Online Training link at the bottom of the screen.

L S
ards | Account Manag, --_-.mlllv.-pnza, H

+ Notifications
* Task

Management
* Tasks

L m-.-w.mrporatesefvices_noaa.gov arantsonling/help/golheip.htm

06/29/ 2!!1

All Testers|

Flease oy

Contents Index Search

l‘_-] User Guide

(8] Groval navigation Bac
;‘ Left Nagation Menu
_!1 Login Screen

O] Disclaimer Page

_A‘l Accept Delegations
(5] seareh Functionality

" ¥ -
NOAA is Il _‘] Aovisonies
0, MBOA| B nowscatons Online
u
Thanks, 8 wrenive
Lillian _‘j Tasks Flease view the topics on the 1R for help in performing your work in Grants Onling.

:an‘?ag' [B) Wanags Organizations rer:a:edlror a password reset Secuwity requlations pronioit sending passwords by
B:00am ,‘jRales i

ﬁ Grants Onling Help Desk parsonnal 80 not have experise in the use of the Grants.gov
Phone N Sl Users application submission sistem. For quesBons regarding Grants, gov, please call the
301-444 8 systemaausonies Grants. gov Help Desk at 1-800-513-4726

® Accoun! Management

81 sencing Notmeations
Profile

_ﬁ Praferences

__'_‘] Delegate Authority

5] 5ystem aaministration

;:1 Manager Cemfications e

It you need to reach the Grants Online Help Desk. please call or email
Toll free: 1-877-562-2478

Local (DC area): 301-444-2112

Email: Crling MaloDesk@noaa o

Hours: Monday-Friday. 800 am to 5:00 pm Eastern

Mote: You must call (or se1d an email with 3 phone number where you can be

wmmmmhml




Inbox Tab

Tasks

Notifications alert the user to an action or task they must complete. When a user
selects a task, s/he has the opportunity to complete the action that is been assigned
to him/her within the workflow.

Access Tasks

1. From the Inbox Tab, click the Tasks link. A list of the user’s available tasks is
displayed.

Wekooime 1 Cramts Gubne e, Coomts Studest 15 Vi svw logged in tn TRAINIR,

Your Tasks

Document Type Status

17 items found, displaying all items 1

Aweard Mumber |REA Name ‘AnuLu:.n.l Task Id [Task Name
Ell:n_wcd |Mame
Date

View NA14GOT990070 Competitive RFA 041514 08/06/2014 SKILL]GALEE 2571210 Piocurement Not Procurement 2259324
Request and Started Request and

Commitment Commitment
of Funds. of Funds
# NA14GOTI990070 Competitive RFA 041514 08/06/2014 SKILLIGALEE 2571209 Procurement Not Procurement 2259323

ING Request and Started Reguest and
Commitment Commitment
ol Funds of Funds

View NA14GOT990070 Competitive RFA 041514 08/06/2014 SKILUGN.EE 2571077 Procurement In Procurement 2259264  08/06,
and Progress Request and

Commitment Commitment
ol Funds of Funds

ONOTE: To customize the look and feel of Grants Online, use the
Account Management Tab. Details associated with the
Account Management Tab are covered later in this
document.



View a Task

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

* Archived.
Notifications

* Matifications Your Tasks

Document Type Status
[ r] [Gpen 7]

17 items found, displaying all iterms. 1

Apply Filter >>

¢ NAI4GOTSS990070 Competitive RFA 041514

1460T 9990070 Competitive RFA 041514
View NA14GOT9990070 Competitive RFA 041514

w NA14GOTI990070 Competitive RFA 041514

ward Number (REA Name Applicant ask 1d [Task Name |Task
u._cmmd Mame Status
Date

08/06/2014 SKI:LLIGN.EE 2571210 Procurement Not Procurement 2250324

Conmitment Commitment
of Funds of Funds

08/06/2014 SK[LL[GJ\LEE 2571209 Procurement Not Procurement 2259323
Request and Started Request snd
Cormitment Commitment
of Funds of Funds

08/06/2014 SKEI._I.IG#LEE 2571077 Procurement In Procurement 2259284  06/06/|
Reguest and Progress Request and
Commitment Commitment
of Funds of Funds

08/06/2014 GKLLUCQL EE 2571076 Review Not Award File 2259283
Release of  Started
Funds

Reguest and Started Request and

Filter a Task

1.
2.
3

Specify the Document Type from the dropdown list.
Specify the Status from the dropdown list.

Click the Apply Filter button.

Your Tasks
Document Type Status
[RFA v| |Open

v| Apply Filter >>

The Tasks screen shows only the filtered tasks. NOTE: In this example, only the

Open RFAs are visible.

(GDFFT)

Your Tasks
Document Type Status
[RFA ] [Open ¥]
4 items found, displaying all items. 1
aEiE= Pt B e o
2259009 Student25_080414_Universal 2569643 Notify In Progress RFA 2259009
Recipients
View 2256808 test 0508 N 2564265 Notify In Progress RFA 2256808
Recipients
View 2256757 Universal RFA 042914 N 2556044 Notify In Progress RFA 2256757
Recipients
View 2256176 Great Day For FPO Training N 2553586 Notify In Progress RFA 2256176

Recipients

31



Account Management Tab

32

The Account Management Tab allows the user to view and update his/her profile; customize

his/her notifications and tasks preferences; and delegate his/her Inbox to other users.

Y
2y . \
ement _reports | ners |

Welcoms to Granks Online Ms, Grants ShudentTS. ¥our pasreord axpives i 11 duys. You s logged in to TRAINLP.
+ My Delegations Adwrerien
+ My Preferences
+ My Profile

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 simiar p

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 3|
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 woull
displayed on your Inbox view as well as the order in which you would like to have them displayed. You may also modify your notification and email pre|
and non-daily users of Grants Online should NOT un-check their email receipt options.

- My Profile -

This feature allows you to view and update you- 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 usermname and your currently assigned roles. Please ensure that your security guestion any

so that the Help Desk an provide you with password assistance.

Access the User Profile

1. On the Account Management Tab, click the My Profile link. The Manage Profile

screen is visible.

ns Comments) MAnage Profile o

Prafic

First Name:  System
Midcle Hame

Last Name:  User
Al

Person ID: 2013855

User Account Details
User Name:  aholto2
Active Flag:  true

Security Questions

Quesstion Text

1 What are the first three letters of the month in which your father was bor? AN
2 What are the first three letters of the month in which your mother was bom® FES
3 What is your youngest sister’s birthday (MMDD)? 01/02
Edit Security Questions

A

T

Details | Org ID | Orgasnization | Position | Phone

1003209 Chesapeake GIS 301-444-1234 123 name street , MD 21037 USA wna.

esapeake Bay Office
NCBO)

To reset his/her password,
the user must provide
correct responses to all
security questions.

If the user contacts the
Help Desk for assistance
with the password reset,
s/he must provide an
accurate response to all
security questions. This
ensures the Help Desk the
user has the right to
access the Grants Online

Assigred Rokes
Federal Program 1001336 Fisheries NOAA account.
Offcer - Certied ch

o NOTE: If a user wishes to change Program Office roles and/or affiliations,
s/he must contact his/her Grants Management Advisory Council
(GMAC) representative. That person will contact the Help Desk on

behalf of the user.




Edit the User Profile

1. From the Manage Profile screen, click the Edit link.

. Manage ProﬁlD

Prefix: Ms.

First Name: Grants
Middle Name:

Last Name: Student25
Affix:

Person ID: 2010915

User Account Details
User Name: gstudent2s
Active Flag: true

Security Questions

1 What is your mother's maiden name? Jan
2 What is your father's middle name? Feb

3 What is your mother's middle name?  Mar

2. Click the Details link.

Security Questions

1 What is your mother's maiden name? Jan
2 What is your father's middle name? Feb

3 What is your mother's middle name? Mar

Edit Security Questions

Affiliations

orgnization ———Jposiion | phone I nddess ————— Jewst |

2002468 GOT One Commerce 301- 20020 Century Blvd, testemail@msg2.rdc.noaa.gov
Program Office (OCPO) 555- Germantown, MD 20874-

1212 1143 USA

3. When the screen shown below displays, click the Edit link.

Afﬁliationlzl

Organization GOT One Commerce Program Office (OCPO)
Primary Flag true

Active Flag true * Primary affiliation must be active.
Title

Street Address 20020 Century Blvd

City Germantown

State MD

Zip 20874-1143

Country UsA

Mail Route

Phone Number 301-555-1212

Alternate Phone Number

Fax Number

E-Mail testemail@msg2.rdc.noaa.gov
Alternate E-Mail

Cancel
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4. Make the necessary changes and click the Save button
the Cancel button, changes are not saved.

. If the user opts to click

Affiliation

Organization GOT One Commerce Program Office (OCPO)
Primary Flag true

Active Flag true * Primary affiliation must be active.

Title [ ]

Street Address 20020 Century Blvd

City [Germantown |
State Mo ]
zip [20874-1143 |
Country hJSJ\ l
Mail Route | |
Phone Number * [Bo1-555-1212 ] Extension
Alternate Phone Number | | Extension
Fax Number | |
E-Mail Etemail@mggz.rdc.noaa.gw I

Alternate E-Mail [ ]

1
[

5. Click the Done button to finalize the process and return
Management screen.

to the main Account

Security Questions

[+ [ Question Text (v

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 namei  Mar

Edit Security Questions

Affiliations

2002468 GOT One Commercs 301- 20020 Century Blvd,
Program Office (OCPO) 555- Germantown, MD 20874-
1212 1143 USA

Assigned Roles

Role _________[0rg ID_[Organization
Federal Program 2002468 GOT Ore Commerce
Officer - Certified Program Office (OCPO)

e | 0 0 orniton | osiion | Phone [Addres et ||

testemail@msg2.rdc.noaa.gov

[=]
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User Preferences

The user may customize his/her viewing preferences by using the My Preferences link.
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.

Access User Preferences
1. From the Account Management Tab, click the My Preferences link. The screen shown

below is visible. At this point, the user can customize the page size, number of
breadcrumbs, the look and feel, and the workflow warning.

User Preferences
Site Preferences

Page Size

100 L+]

r Number of Bread Crumbs

[ Look and Feel -

[DOC_+] [+]

r Workflow Waming

[Yes] (2]

2. Scroll to the bottom of the screen and click the Save button to capture the changes.

----- Please select an inbox column ----- ----- Please select an inbox colimn -----
Project Title Task Id
Proposal Number Task Name
Total Federal Funding Award Number
Approved Federal Funding Status
Applicant Name Document 1d
Task Received Date B |oocument Type | up |
Award Start Date Start Date
EXq [Completed Date | Down |

Post Award Tasks

--—- Please select an inbox column =---- --=-- Please select an inbox colamn -----
Project Title Task Id
Proposal Number Task Name
Total Federal Funding Award Number
Approved Federal Funding Task Status
Applicant Name Document Id
Task Received Date EXX [pocument Type | up |
Award Start Date Start Date
EX3 |Completed Date Down

[e=]



Customize Tasks

1. The user can modify his/her notifications by clicking on the Notification Preferences
link (top potion of the image below). The modifications only impacts the user’'s email
Inbox; the Grants Online Inbox specifications cannot be modified.

2. The user can modify the type and order of preferences that display on the screen. To
do so, click the Task Preferences link (bottom portion of the image below). The user
can modify his/her preferences for General Tasks, RFA Tasks, Award Tasks, and

Post Award Tasks.

Notification Preferences

= B |
Inlrox

System Generated Advisories

Password Expiration P -
Scheduled Downtime -

Policy Update . .

System Generated Workflow

Task Assignment

Itemn Submission
Delegation of Work - -
Expired Certification . .

Pending Dus Date
Overdue Item

General Tasks

= Please select an inbox column ----- ----- Please select an inbox columin -~
Project Title Award Number
Proposal Number RFA Name
Totad Federal Funding Task Received Date
Approved Federal Funding Applicant Name
Award Start Date Task Id
Competition Name Task Name
Task Status
Document Type
Document Id
Start Date
Completed Date

specify the columns that will display in the user’s Inbox.

For the Task Preferences, use the Push [>>] and Pull [<<] functionality to

For the Task Preferences, use the Up or Down buttons to select

the column order that should be displayed in the user’s Inbox.

Click the Save button at the bottom of the screen.

Post Award Tasks

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

Project Title Task Id
Proposal Number Task Name
Total Federal Funding Award Number
Approved Federal Funding Task Status
Applicant Name Document Id
Task Received Date Document Type
Award Start Date Start Date

(Completed Date

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

B
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Change the Password

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

User Preferences
Site Preferences

r Page Size -
[too | [

r Number of Bread Crumbs

(2o | L4]

 Look and Feel

r Workflow Warning
e

Change Password

2. When the change Password screen is visible, specify data for mandatory data

fields — indicated by a red asterisk (*).
e Enter the old password*.
e Enter the new password*.

e Enter the new password again to confirm*,

3. Click the Submit button.

Change Password

Old Password :* I

New Password : I I

Confirm New Password :* I [

NOTE: Once the password is successfully modified you will
be redirected to login page

Password Guidelines :

* Passwords must contain at least twelve (12) non-blank characters.

» Passwords cannot contain quotation marks.

= Passwords are case sensitive.

+ A Password must begin with an alphabetic character.

= At least one of the characters must be a number(0-9).

« At least one of the characters must be a special character. The only special ch

= Six of the characters may only occur once in the password.

underscore "_", dollar sign "$", and pound sign "=".

At least 3 characters must be different than the previous password.
Passwords must not contain the user's account name or parts of the user's fulll
consecutive characters,

%NOTE: Follow the Password Guidelines as detailed on the upper right-
hand side of the screen. ONLY the following special characters
are valid: underscore “_”, dollar sign “$”, and pound sign “#".
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User 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. A
user can only select as a delegate a person with 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 uncertified Program Officer or a program office
staff member). In addition to an equivalent level of access, the delegate must have
the same organizational affiliation as the delegator.

Access User Delegations

1. From the Account Management Tab, click the My Delegations link. The Delegate
Authority screen is visible.

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 criteria and have at least the same permissions as you do.

Role: AGD
ASAP Authorizer
Award Mailer
Budget Officer

Add A Delegate

1. Search for the user(s) who will be chosen as a delegate using the first name,
last name, organization or role.

2. Click the Find Peers button.

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 criteria and have at least the same permissions as you do.

First Name: | |

Last Name:  [Erudent |

Organization: | |

Role: AGO
ASAP Authorizer
Award Mailer

Budget Officer e
||




3. When the search results are returned, choose the user(s) you would like to
assign as a delegate. Click the Delegate button.

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 criteriz and have at least the same permissions 2s you do.

First Name: | |

Last Name:  [Etudent |
Organization: [ |

Role: AGO 2
ASAP Authorizer
Award Mailer
Budget Officer d

Grants Student00 -
Grants Student01
Grants Student02

nt03 ~

[z

4. The screen shot below is visible when a person is successfully chosen as a

delegate. To specify additional delegates, repeat steps 2-3 as many times as is
necessary.

Delegate Authority

== Current Peers on delegation List:

[Action [Prefix [AffixName  fphone  Jemail __[Fax[riteorganization |

Rescind Grants Student00 301-555-1212 testemail@msg2.rdc.noaa.gov GOT One Commerce Program Officq

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

First Name:

[
Last Name: [ |
[

Organization:

Role: AGO .
ASAP Authorizer
Award Mailer
Budget Officer o
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Rescind A Delegation

1. From the Account Management Tab, click the My Delegations link. The
Delegate Authority screen is visible. If the user has assigned one or more
person(s) as a delegate, the Current Peers on Delegation List will display;
otherwise, the user is only presented with the option to Search for Peers.

2. Click the Rescind link next to the name of the individual(s) you would like
to remove as a delegate.

Delegate Authority

Current Peers on delegation List:

MEE_EE__M

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 criteria and have at least the same permissions as you do.

First Name:

OI'QaIT!Z?ﬂIDI\ :

Role: AGOD
ASAP Authorizer
Award Mailer
Budget Officer ~

|
Last Name: [ |
|




Log In As A Delegate
1. The user should log in to Grants Online with his/her normal user name.
2. Click the OK button on the Notice to Users page.
3. Choose to continue as yourself (click the Continue to Inbox link).
-or-

Access Grants Online as the person who assigned you authority to access his/her
account (click the Select link next to the person’s name).

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 "Contnue to Inbox' to work 25 yourself,

Grants Student00

o NOTE: When a user is signed into Grants Online as a delegate, the system
will identify him/her 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.

Inbox | RFA | Application | Awards | Reports | Help

OPERATING AS DELECATE FOR Crants StudentD0. You are logged n to TRAINIP.
+ Advisories
¢+ Archived

Notifications h
e Current user is operating as the
¢ Notifications
e Your Tasks Delegate for Gstudent00.
Management Document Type Status
» Tasks [ai v [Open ]

124 items found, displaying 1 to 100.[First/Prev] 1,

View N/A 09/06/2014 2572977 Notify Recipients Nol 2256903 N/A

View N/A N/A 08/06/2014 08/06/2014 2571285 Manage Review in Review 2259327 N/A
Event Progress Event

View N/A N/A 08/06/2014 08/06/2014 2571283 Conduct In Application 2259329  bangor -

Award Number (Proposal (Task Document DDcu.u.lzlu Applicant
Number |Received Iype Name
Date

Negatiations Progress lillian




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
Be able 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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Grants Online Training
Student Screen Shots
Universal RFA
and
Application Processing

November 2014
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Universal and Competitive RFA Fields Posted to
Grants.gov

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

Opportunity Category — (Competitive RFA = “Discretionary”; Universal
RFA 2 “Other”)

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 application forms)

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

Application Instructions — File attached fo 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.

44



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

GRANTS/ %\
ONLINE

NRBATRaD

Select the RFA Tab &
the Create RFA link

Create via links on RFA Details A
RV N

o, »
Start Selectthe option o \y
copy RFA from existing L~
orcreate new RFA 2 3 4 5
! RFA RFA Name, Fiscal Year, RFARoutingSip  Start Workflow
RFA Creator CFOA Number
Universal RFA Type (Select optional review if needed)
7
-
Cat
7
P
-
2
i
AReview Event and Reviewer Instructions document may be

created at this time. For BAA RFAS the Reviewer Instructions document
will be automatically generatad by the system.

End

1
Notify Reciplents

Optional Reviewer  Review/Approve

10/15/2014

Version 4.14
R e L e 1
| Optional }
I I
I I
I I
I I
I
I
)] ‘ !
I
6 7 ;
I
I
|
I

]
RFA Publisher

9

RFA Creator Post Application Package
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909

GRANTSY(
ONLINE

NRBATRaD

Selectthe RFA
Tab&the Create
RFAlink
Selectthe option
. tocopy RFA ;
from existing or Createvialinks 4 3
. createnew RFA on RFA Details
RFA RFAName, Fiscal Year, | RFARoutingSip
RFA CFDANumber, (selectoptional WS?;
Creator UniversalRFAType | reviewerifneeded) 'O
RFA Details
RFA Header Information
Socunenk B 2 Mlssmn mfs Information * No mission goals have been selected.
RFA Name ‘Universal RFA
Fiscal Year * '= ) Aplatn Roing

Announcement Type |

Finrg oY s car-0cp-011 20289

jumber

Line Office Grants Online Training (GOT)

é?ﬁswtgened Prggan GOT One Commerce Program Office (OCPO) ¥

asmswtq;:ed FIOOEM ot dent, Grants v

CFDA Number * 11:999 - Grants Onine Training Program ¥,

SubProgram -Select 3 Sub Proq;n A

RFAType ™ Nonconpetitive P —
‘Sireat Address:

RFA Additional Information ay

State:

Anticipatad Funding Amaunt for i

Iy
Al Recipients™ w

Application Due Date™

P ]

Anticipated Award Date Search Results
(MM/DD/YYYY) |:

ot found to gy

Selected Federal Addresses *
No addresses have been selected]

Selected Addresses for this RFA

One item found.1

Selected Federal Contacts
No contacts have been selected,

Remove from RFA
Reciplent Information/ Application Deta

0cPO) 20020 Cantay Bhd, Grmantm, ND 208

No Program Offcers are assigned to receive applications

Application Package *
An application package has not been selectzd.

Minimum Requirements *

1 Received on Time

1 Comect Federal Funding
3 CorectMatch

4 Complete Application

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

Matching Requirements
No Matching Requirements have been defined.

L1 Attachments:
o attachments,

Add new ttachment: (<]
Any changes to information on this page should be saved before adding or remowing attachments.

m RFA Routing Slip - Start Workflow

When adding a recipient to the RFA use the DUNS number to perform the lookup.

46



Selectthe RFA
Tah&the Create
: RFAlink
¥\ Selectthe option
GRANTS tocopy RFA )
ONLINE\Y/ fromexistingor Createvia inks + 5
STk # createnew RFA on RFA Details
Start ) —— =
I -
- RFA RFAName, Fiscal Year, RFARouting Slip S
3 ]
CFDANumber, (selectoptional ok
Creator UniversalRFAType | reviewerifneeded) 'O oY
Matching Requirement
i Statutory Authority ™ [gtat Authority goes here,
Application Package
Select aForm Famiy:* | SF-424 ¥
Select 3 Template : * NOAA - Non Construction v2 Vi
Minimum Cost Share (%): * |:|
Maximum Cost Share (%): *
Budget Naative Attachment Form
C0-511
Project Narrative Attachment Form m
5F-424
SE-424A Special Award Condition Details
SF-4248
ot oSt
Other Attachments Fom
SF-LUL Descrption:* - |SaC Descrption goes here]
(3 Attachments:
For Universal RFAS, you may attach Application Instructions to the RFA, Use
Application Instructions as the short description, Only one file may be attached
3t Grants.gov s Application Instructions, The preferred file fomat is pdf,
En
e

47

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
s 0 @ Selectthe option
GRANTS(@) T L ;
ONLINE \&/ fromexisting or Createvialinks 4 9
EL 7t . createnew RFA on RFA Details
St | —— ' ~0
1] &
RFA RFAName, FiscalYear, | RFARoutingSlip
RFA CFDANumber, (selectoptional WS‘:;
Creator UniversalRFAType | reviewerifneeded) 'O
Routing Slip
RFA Creator

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

Participant Nnnle

RFACreator Grants Student

Optional Reviewer

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

Nothing found to display.

Add Optional Reviewer

RFA Publisher

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

Participant Name|

RFAPublisher




v09
GRANTS/3)
ONLINE &)

NRBATRaD

-

Notify Recipients Creator

<

O\ |ﬁ|
T

RFA

Your Tasks

Document Type Status

I L 'Open v Apply Filter >>

31 items found, displaying allitems, 1

View|Task Name  [Award Number [Task Document [Project Title Task pleted|Applicant |Proposal

View Notify Recipients N/A 02/03/2011 RFA

A

Not
Started

2199733 1795365

RFA

I 2199733
Status: NotifyRecipients - Not Started

Action: Plase seect an 2cton v
Please select an action
Notfy

Your Comments:
View RFA Detalls

Spell Check

» Workflow History

Post  02/03/201102/03/2011 02/03/2011 Steve
Application 05:37:05  05:37:39  05:37:39
Package M PM PM

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

Export options: Exce

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

RFAPublisher ApplicationPackagePosted Complete

RFACreator InitiateApplicationPackagePosting Complete
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%09 Applications and Review Event Overview (UNI-2)

Receive applications

GRANTS/ %\
ONLINE

NRBATRaD

Applications submitted via Grants.gov

=
== GRANTS.GOV*

10/15/2014

Versiond.14

1 (I
Grants.gov \ { '$
Start '1 ‘ .

3
ssigned Program Offcer Review Minimum Requirements
Checklist (1 Per Application)

Ingut Paper Applications

:‘ End
5

Approve/Reject
Minimum Reguirements.

for RFA Checklist (1 Per Application
2
1 RFA
NOAA
Review Reviewer Instructions
Select Applcations global optian becomes
) ) » » End avalblesherReview Instuctons workflw i
“Review Reviewer Instructions” completed if there is no Review Event
document is available, but not a task.
§ 7 8 9
Assigned Program Officer Review FALD Cear
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

A

""" -

U

1 Dependent upon completion of Reviewer For Compeitive processing, Select Applicatians
10 StartReview Event | fntuctionsworkflwand aprovelekelf. 2 ot option becomes available after Review
Compefiton withdraw statuson al assoited appcaions, - COMPettion. Eventworkfow s completedfthere 5. Review
Manager  Global Option Manager  Event

|
|
]
|
|
|
]
|
|
]
]
|
|
|
]
|
|
]
: Available without 2 task

JE
Close Review Event

Global Option
Available without a task

b 4
m™m
=
=

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

A review event is optional for the Universal process.

50



Applicationssubmitied through '
) Grants.gov § §
/’ - .
. GRANTS.GOV|
| — ) Ed
909 L
W NS ¢ T o
GRANTS/R\ i Createvia Applcatign Tab Done Assigned Reviewhin.Req.  ApproveRefectiin
-- [ — A" ProgramOfficer ~ Checklist(1/App)  Req, Checkist
ONLINE \Y/ n (1/App)
S NOAA Input Paper Applications
T " .
forRFA
Application Details - SF-424
Kt Tra: j
< Attachments:
[-] Program Office Added Information
Proposal Nuber:
Project Type: Qonstruction Ohen-Construction
Principal Imvestgators-
ProjectDeectrs
Kepaned):
Apphcant Inormation
okl T Legalhiame: = ]
Funding Procity:
Department Name: | I
Dhistn Mo [ ]
Application Submission Type and Date Information Duns Humber ElNiumber:
Type of Submissicn: § Apphcation OPre-2ppheation () Changed Comected Apghcation (90r 13 digit number) {oor000000)
Type of dppication: @hew O Cantinsatien ORevisin Ohenemal ORescbmission stet: | ]
1f Rewsion, select appropniate letter(s - ~Select 3 Revisnn Type- M) Gy : County: :
State:* [Dstictof ot L
o Name and Telep of person to be contacted on applicati
Pretc  Fistiamé Ibode Mame Lt Mame Suttc
e [E—
T [ ]
Opicavn stiaon ]
Poeltee [ ] Farthste [ I
Enal I ]
Othe Appcaton nformaton ) )
Type of dppbcant1: * Nonprofit with S1C3 18 Status (Other than Institubon of Higher Education) ¥
Type of tppicant2: Please Select Appcant Type v
Type of Apphcant3: | Flease Select Applicant Type v
FrestiTraning A 1 for el .05 Comp A
Dastrptve Tte of
Apoicant’s Project: *
Projact Areas:
CFOA Number. * 11,999 - Grants Onling 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.
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Applicationssubmitied through

4

Local Funding :
Other Funding :
Total Funding :

EEn

) Grants.gov 3 §
/’ - .
\-A GRANTS.GOV|
m—( )~ b
1 2 |
& Caatevia Aplcaly Tab one Assigned  ReviewMin.Req.  ApproveRRejectin.
|HI A Program Officer Checklist(1/App)  Req. Checklist
- (1Ap)
S NOAA InputPaper Applications
7 for RFA
s of Fedeal Agey: NOBA |
{clw:znrcnn;ltssmutﬁml:]Fr:ﬁﬂ:?!;!ssm'Dm[:]
Ishe #ppheant Deinquent on any Federal Db ()ves Oio
Sl e O 2272 v
Oam s mat i £
)b, Programis subectio .0, 12372 buthas ok boen selecldy ha st orceie
Qe Proramis oteoered byE.0. 12372
.:A;_t;nﬁzrz::‘.:;!: enlal‘weu:ﬁe Mame: _ Lasthiams Sfic Edit Applicatfun Funding Details
t v I | ] ene ¥
T [ ] ﬁ
| ] Fartemter [ |
| ] Application Total Funding : 500000
Fistal Year: *
Applcation Funding Delails: use format YYYY m
oalfndog:* o000 Funding Start Date : * Funding End Date : *
Mol Vear Award; Mo use format MM/DO/YYYY | Lo/oyaoit (use format MM/DD/YYYY (9130/2015
EWM e Federal Funding : * 500,000.00 Program Income : l:]
grodg: [ ]
State Funding : ]

$500,000.00

Application Funding Details: *
Total Funding: *  |500000
Multi Year Award:  No

Add New

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

50.00 50.00 $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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Applicationssubmitied through '
) Grants.gov 3 §
”,—’.‘h GRANTS.GOV] \ .
\ I.l — —b End
%09 | | T
v O Craatevia Application Tab Done Assigned Revie\'{Min.Req. Approve!ReieclMin.
gﬁfm&s |=I PP A Program Officer  Checklist(1/App) (ﬁ?Aq.Cl;eckllsl
hd PP,
ot Input Paper Applications
WVRBA RADE
j K forRFA

2 items found, displaying all items.1
View[Task Td [Tack Name

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 QYes
Ot
O Mot Applicable
Overall Comments:
Comect Federal Funding Oves
QOho
ot Appiicable |
BT
Comect Ma[th O\m ;a :é..,',,-; ts Questions must be answered before the appication can be approved or rejected for minimum)
LS ] s mitemionsn ] e
ONot Appiicable
Complate Application Oes
Ohe
Mot 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.



y09
GRANTS 3)
ONLINE'S

NRBATRaD

Federal Grants System DUNS Relationships

An award must be linked to the SAME DUNS Number in all Federal Systems

Applicant obtains
DUNS #
from Dun and
Bradstreet

Applicant Registers in
SAM with DUNS.
¢ Grants Online info
is manually
SYSTEM FOR AWARD MANAGEMENT checked against

the SAM record.

ASAP ID

US Department of
Commerce Business
Systems (CBS)

> GRANTS.GOV*

FIND, APPLY. SUCCEED™

Grants Online Org

GRANT is linked to CBS
#, Vendor which is
DUNS linked to ASAP ID
all using the DUNS
Number

4
Q ‘J
ONL'NE N g
i e IR AT UON A
"

GRANT

DUNS
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Prepare Applications for Funding Overview (UNI-3)

f * For NOAA, NTIA, and EDA the NEPA process is required. For other bureaus the NEPA
ONLINE\D) [EREEEEE -i**i

MEBAL r_u_A ﬁ E No Legal

/
A / MLD Objection

10/15/2014

Version 4.14

“Review Award Fie”

1]
Asswaned \ [mo Taskis placed into
Program Officer Y

Grants Specialist’s
Inbex when FPO

3 4 3 6
POChecklist ~ POChecklist ~ CompletePO  Certify PO

(NOA and NTIA Only} Checklist Checklist

> forwards Avard i,

n
Forward Award File to
Grants Specialist

Choose Current Vendor
-------- % %
19 0 n n 3 u Grants Online  Link Vendor with
Data Qualiy Validator V2lidete 0rg — Vendor Initiate Get Vendor Accept Vendor Info/ System Admin  Org Profle
Profile (CCR)  pataControl  Vendor Info DataContrl  Request New Vendor
Manual updates in CBS to the vendor

record if necessary before selection

. 10 1
Assiped ol MM S Seed  Aprove NEPA
Program Officer Negotiations NEPA Official
-
Oncethe 0 Crecshasben R 1 D : it
completed and certified (Steps § Procurement  Procurement  Complete and 18
and6), the system il generate Request Reguest  Forwardfach REQUESOr Pmcuremem I Reques;;w;mung Approve
the Document Request L
“Forward) Revise Award File"
Option to establish addtional PRCF
mmmxm; Eﬁmmmmr If needed, you can renegotiate the
toth TR and authorizing official make any changes before forwarding
i _ _ the Award e to GMD
Grants Specialistin GMD, (See separate “Renegotiation” Process
B / e Vi 7 : puonal P«o(uremem e
eviewer .
7 o
5 V) Vendor Validation Failure
mmma ; , 2 | Automated Task
Y Reject Vendor Info/ |
wbste. s oSEmors |
| @VC
\_ Create New Vendor ——  fEnd
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33 items found, displaying allitems.1
View|Task Name  [Award Number [Task Document
Received Type

Conduct

Assigned
Negotiations

Program
Officer

Project Title Task

4
,’
L

3
PO Checklist

12
Procurement
Request

Document{Task Id [Start Date (Completed|Applicant
Status |Id Date Name

Proposa

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

L \View Natifu Reriniente N/ 2051011 REA Nl In 2100740 1705875 N2/NG/2011 N/A na |

Application Submission Type and Date Inf |

Type of Submission: @ application C)pre-Applcation (O Changed/Comected Appiccation
Type of Appiication: @New O Continuation ('Revision ORenewal O Resubmission

1f Revisian, select apprapriate letter(s): -Select a Revision Type- |

Use format MM/DD/YYYY for date fields.

PrjectSad e~ FrjetndDate:* D3/30/2015

| suomites Date ]

‘ MY Edstem

SRt [ JFatoa e Resned D [EIOLIOIL | e
aphatienter [ | S apiatoniente I

| |

Applicant Information

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

Legal Name: * h:rm | Org Lookup
Please Associate an Organization within Grants Online using the Org Lookup button,
Department Name: i |
Division Name: — Select Organization
DunsNumb_er'; - |: Enter your search criteria to find the organization.
(9 0r 13 digit unnber) Organization Name
Address-City I:’
DUNSNumber [ ]
ENMmber [ ]
Address-State |Please select a state |

Cancel

Select 2002469 Institute for
Community
Managed
Resources
(ICMR)
Select 2002490 Institute for
Community
Managed
Resources
(ICMR)

NTIA

DC 20000 USA

123 Main
Street,
Washington,
DC 20001 US&

123456789

123456789 true
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1. 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 are 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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Add New Organization

Add Organization

*+***DROVISIONAL ORGANIZATION*****

p— CAGE CODE: ]

; CREXPRATIONOTE:[ |
National Qceanic and Atmospheric Administration (NOAS) 7

e ot e DY T Blease press ‘Save" before you add attachments
Intenztional Trade Administration (ITA
National Oczan|

tional Ocear dministration (NOAR) -
National Telecommunications and Information Administration (NTLA) Save | Save and Return to Main J Cancel
dentificati Do Offce of the Secretary (00C-05)
entification
Duns Number )
(Ml]tnumbir‘l:l (4digt n-mbe:j:I
EIN Number

MSICode  |[-motspeuified -

Organization Type *

Bureay *
Applicant Type

Organization Name *

When adding a new organization the user must select his/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 on the submitted paper application. On occasion, there
have been typos in the EIN or DUNS number 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).
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We are currently working on a new award. However, when working on continuation amendments it is

|§|—-Q2<*Q

Conduct
Negotigtions

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

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

Completed
Date

Applicant
Name

View Conduct N/A 2199761 1795527 LB Univ2
Negotiations Started App
View Matifu Rerinients N/A N2/NS/2011 REA NiA In 2100740 1705825 N2/08/2011 N/A N/A

Froject Type: Construction © Nen-Construction

[ T
]

Principal Place Of Performance : [ | XTI Gudance

Principal Investigators-
Project Directors:

Keyword(s):

0 segcedy B i e

Autharized Representative
Frabr_ Fistliame: L Mami

Lastame. Sulic

Aoplcation Funding Detals:
Total Funding: *

Mol Year Award: Mo

isa veasart btelad e rederl_hopicanttteloalOthediotl Fndiags rogram scomelictoncin

ar 10/0L/2011 0330/2015 S500,000.00 $0.00  $0.00 $0.00 $0.00 S500,000.00 5000 Edt

Aviard Number:

Generate New Award Number

Hote: Th cpto to assecate this appicabon ith n existing amard ot avalabe bcause 3 ecientorgangation & ot yet asocited iththe applcat

| sove | Sove and Retumto Main

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

Step 4:
Generate or
associate with
an existing
award number.

Step 2: Select Construction
or Non-Construction
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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.



3
PO Checkist

NOAA and NTIA

)
NEPA
1
Assigned NCZT?:C; Procuermenl No Procurement Request for
egotiations
Program / Reques Zero Dollar Awards
Officer {
Y
To Provisional
Organization
Workflow
Your Tasks
Documsnt Type Status
A e

Award File In Progress - NA126079990022

I 252
Status:

Action:
Your Comments:

laase seladt an adion )

e

Print Award File History

4 ttachments;

Pending Actions X

§ items found, displaying al Rems. |

32 items found, displaymng &l items.1

Vi Procurement. WL 1798342 Institute LB Test
Request and Request and Release 4.06 Comp RFA Started for Agpl
Commitment of Commitment Community

of Funds
Resources
(1CMR)
Vi NEPA Document NALIGOT9390039 02/02/2011NEPA  TestTraingppdforin 2199724 179534102/02/2011 Institute L8 Test
Release 4.06 Comp RFA Progress for Aol
(N EPA - Community
NOAA, NTIA, :t‘”:;’!;‘;
u
EDA Only) (10
Complete PO NA11GOT9390039 02/02/2011 PO Checkist Test/Training App 1 for Not 2189723 1795340 Institute LB Test
Checkist Release 4,08 Comp FFA Started for gl
Community
Managed
Resources
LOR

View Assign Award  NIA 01/04/2011 Application TestAppfor4.05  In 2199526 1794572 01/25/2011 Institute L8 - Teg

Number/Recipient Process Maps Prograss for Appl
Community

PO Checklst 2245444 051222012 §5,000,00 a2 Complete PO Checklist: Hot Started
NEpa. 2245446 05222012 §5,000.00 12 NEPA Document: ok Stated
s L, i s Not Stated
Organization Profile 2245445 £00.00 a2 lidate Orgi Profile: ot Staned
Organization Profile D255 0220124500000 2012 Validate Organization Profle: Mot Staried
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* |n 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) 25

0

NEPA* NEPA

A

} il
_)D_) —

Reviewand
select NEPA
official

®
[ ) bl

—m 0
|

Selected NEPA Official ~ Approve NEPA

ONLINE

VRBA: I.R_;D‘E

(3 Attachments:
No attachments.

Add new Altachment: [<]

2. Level of Review

Indicate belowthe level of environmental reviewthat has been
conducted by the Responsible Program Manager for the proposed
action in accordance vith the applicable provisions of the NOAA
Administrative Order 216-6 entitled, Environmental Review

Procedures for [mpl ing the Hational Er tal Policy Act'

O Categorical Exclusion (CE) Memorandum completed and signed by
the Respensisle Program Manager along vith related CE review
checklist, as appropriate

Select/View CE

nges to infarmation on this page should be saved before adding or removing attschments.

>~

Categorial Exclusions

(F  (CEDescipion
Caleqony

{6083 Vragenetpin s,
b
(60583 Narageent o anendent ey e ctcal ecedfom e P
(D) o e oo chng s et il o cumdatey n el

Herecord ith copy okt bt GPA Corat, i it it
(] 60803 Vi chncal s coreins o s et o
Wy
()62 st Aco, Th anag st and et P oy sttes

(O Environmental Assessment (EX) vith signed Finding of Ho
Significant Impact and concurrence by NOAA HEPA Coordinater

O Emironmental Impact Statement (EIS) vith signed Record of
Decision (ROD)

O et Required

b.) Mitigating Measures

[ either an €A or £15 vas completed, dic the analysis of the Ono
environmental impacts require the implementation of one or more Oves
mitigation measures? !

¢.) Post Avard NEPA Review Process

Does the praposal include funding for one or mare projects that have@) o

not yet been identified and therefore HEPA revien cannat be Oves

completed?

Please Select 2 HEPA Official for routing purpeses:

m Save and Return toMain

30t my ps st onte ity of e uman e, &
cumatel v snfntmpacs on e et e, atons i b
W 584

i e Cibl
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VR T b * From the Action Dropdown menu, select “Complete NEPA

7 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 additional information regarding the NEPA process, please
see item #18 on the FPO Training page.




QQDED

ONLINE

VRBA: IIR.;D‘E

GRANTS/Y

30 31
- . 32
O %———ﬂ
|
Procurement I — Q
Request Procurementi I | I_’
Request | Complete and Approve
Forward Each Proc. Re x
! Requestor_ SGY _q_ & Request  Approve
: Document I ] | Authorizing
| ! | Official
Y | ‘|'
| 34A
Optionto establish additional " Approve
PRCF reviewers between the | [ Procurement |
Requester and Authorizing I Request |
Official
| 0pﬂona| |
| Reviewer |
|fadditional |
| reviewer(s)are
| sooced _ ]

Pl hore:* s

ReguestAuthorizing Oficit*
lons Sected

Addtionel Reviewers:
Notin ound il

Reqestor.”
N Sected

Invoce Adress: " Requisiton umber.*

Validated:
Bureau (x): *

Fund (xx). *
Project Task:

Organization;
(bject Class:
fmount: *

The ACCS s valid

Program Code:

14 20002013

The Fiscal Year can be changed
by the FPO to use Prior Year
Funds
true

2000

FitalVear (yyyy): * ot

b
52-30-00-000

i} -} 61
b i

OHE fems
Funan alYearOrganization ~ Program  Project - Task(Obiect Classlmount. Prior YearDWalidated

10-01-0002-00-00-00-00 52-30-00-000 S4E0000-56€ 41-11-00-00 §2,000.00N fes

Accounting - ACCS Lines *
One item found.1

14 37 2011 50-42-0000-00-00- 03 03 02- DBRBESG 4l 12-00- $125,000.00 Yes

00-00
CS Ling
PRCF Total for this Award action: $125,000.00
Total Federal funds authorized for this Award action: $500,000.00

Bureau|Fund|Fiscal ~[Organization Program  [Project-  [Object IValidated|
ear Task Class

Automatically filled in after
Autharizing 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 (During
class each student should use his/her own training ID - e.g.,
gstudent25). 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:
« 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.

« Click the Cancel/Done button to return to the previous screen.
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O —
1 g oM
Procurement Procuremen(] Complete and
Request Request | Forward Each
| Document
:
Option to establish additional PRCF
reviewers between the Requester
and Authoriting Official.

16 |
B prove | Request Authorizing 18
Requestor procurement | Oﬁiiia\ Aoprove

Request = = = = == == === e
| N
\
| »}1 |
\ |
\ |
| 164 B
| Optional Approve. |
| Reviewer  rocurement |
| Request |
L |

Accounting - ACCS Lines *

No CD435 ACCS Lines have been defined,

Add New ACCS Line

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

Procurement Request Official Comments

Save and Return to Main | CBSValidate

Cancel

There is a “Validate” button on the
main Procurement Request screen
to do an edit check against the
main CBS database. This cannot

/ be used until after the ACCS line(s)

have been added.

CBS Result

Viendor Validation ; SINo 1; VendNo 90600;VendId 1;Tin 205533272;0uns 602201043;Active Y,
Item_No 001; Line_No 1; CD435_ACCS_ID 2025511,

| Error - Org4 0; Invald or inactive Org 4 Code; |
em_No 001; Line_No I; 11;

Error - Can not find the mask in FM0D3 -13-14-GAE0000-10-01-0005-00-00-00-0041-11-00-00;

Cancel

If there is a problem with the edit
check against CBS the system will
display a separate page showing a
message from the CBS system. If
the CBS Result 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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= The CBS Validator feature applies only to Interfaced Awards.
Currently, NOAA is the only Bureau with Interfaced Awards.

= There is a CBSValidate button on the main Procurement Request
screen. After entering the ACCS line(s), this button can be used to
check for sufficient funds. The CBSValidate process also validates
each component of the ACCS line and ensures the organization has
been linked to a valid vendor in CBS. The results of the CBS
validation process are displayed at the top of the Procurement
Request screen. If any edits checks are not passed, a CBS error
message indicates the cause of the validation failure.

NOTE: CBS validation is only required for the Budget Officer. The
functionality, however, is also available to the FPO and Requestor.

* 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.”

= |f the user needs to create more than one Procurement Request to
send through different approval routes, s/he can select “Create
New Procurement Request.” Remember, if there is more than one
Procurement Request for an Award, the total funding for all
requests must be equal to or less than the Total Federal Funds.

= Select “Save and Return to Main” to prepare to start the workflow.
The user is returned to the Procurement Request launch page.

* From the Action dropdown menu select “Forward Procurement
Request to Requestor” to begin workflow. Since 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, click the Tasks link and select that task.
Select “Approve Procurement Request” from the dropdown menu.
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Pl

PO Checkiist

1 3 P Ya kY

0_0-0l0.0.0.

PO Checklist

CompletePO | CertifyPO  Award  Forward Award File fo
Checklist Checklist ~ File Grants Specialist

PO Checklist - NA116079990039

1 Attachments:

No sttachments.

Add new tachment: 1
changes to i

General Award Information
Applicabon Organzatin: |

Grant Type®
0 rant

O Conperatve Ageeement
T Congerative Areenient, enter (0

Statutory Authority*

M3Eon on ths page should be saved befove addng or

d
Rudit Tral:

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

GrantType *  Guidance
C Grant

(" Cooperative Agreement
If Cooperative Agreement, enter Cooperative Agreement Special Award Condition

Project Description Abstract *

§500,000.00 50.00 0.0 ‘Source o Explanation of 0% Requred Cost Share: Nona
s

] Neql * B
2, Federal  |b. Required Non C. Required Cost Share % of  (d. Funding Source / Required
Share IFederal Total Cost Share Explanation
[Amount [Share Amount (Federal + Non Fed)
quired

Analysis of Matching Requirements

Negotiated Federal Share: $500,000.00

Total Fedsral Share (from Matching Requiraments): $500,000.00

Hegobiated Non-Federal Share: $0.00

Total Required Non-Federal Share: $0.00

Voluntary hon-Federal Share: 50.00

Minority Serving Institution

Does this award inclode any subaward to 3 Minority Serving Institution? MSI Coordinator: I:I
Ono Oves

Homeland Security Presidential Directive - 12

Doss the proposed award requre any recipient, subawardee, and/or
contractor personnel to have physical access to Federal premises
for mere than 180 days o to access 2 Fedral information system? @wo Oves

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

or any part ofthe proposed award, be used to conduct research? ONO OYES  @Not Anguered
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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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“Review Award File" Task Is placed into Grants

Specialist’s Inbox when FPO forwards Award Fle.

Atask also goes to Public Affairs to attach Press

Release. {Canceled if no action taken as of GO

aparoval Steg 10.) a

VRBA vnn‘nlzl
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Grants Specialist
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Upload to
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WebDocFlow
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Award File Final State
PO Checklist, NEPA,
Procurement Request,
GMD Documents

Initiate Award
Obligation

Accept

Decline

Grants Management Division Process

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

June 11,2012

Version4.09

\

A
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Workflow \
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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.

71



From:
To:
Date:

GrantsOnLine.test@noaa.gov (GrantsOnLine.test@noaa.gov)
grant.recipient@yahoo.com
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.

w

N o g &

Click the "Apply for Grants" link on the upper left side of the screen (under "For
Applicants"). Review the instructions and download/install the Pure Edge forms
program (if you have not already done so).
Click the "Download a Grant Application Package and Instructions™ link.
Enter the following Funding Opportunity Number:
e SEC-ONPO-2008-2001279
Click the Download Package button.
Click the "download" link under the Instructions & Application column.
Click the download links for the instructions and the application package.

Click the download links for the instructions and the application submission.

Information on the NOAA Request for Applications (RFA):

RFA Name: Generating Sample Notifications

Fiscal Year: 2008

CFDA Number: 11.469

Opportunity

Number: SEC-ONPO-2008-2001279

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

Pgm Office: USEC One NOAA Program Office (ONPQ)

Pgm Officer:  Program Officer

Closing Date:  2008-09-30 17:30:00.00

NOTE: This is the latest due 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

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

Lunch Break 12:00 — 1:00 (1 hour)

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

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

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

Objectives — By the end of this class students should:

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

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

Be able to create a Competitive RFA and route documents for publication
Be able to input a paper application and complete the “Review Minimum
Requirements” task

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

Be able to Conduct Negotiations and prepare an Award File for GMD review
Understand the Award File approval and acceptance process

Understand where to find additional help when needed

Training Materials:

1. Agenda and Objectives
2. Student Screen Shots with Process Maps
3. Course Evaluation
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Grants Online Training
Student Screen Shots
Competitive RFA
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Application Processing
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Competitive Process — RFA Creation

909

GRANTS(YY
ONLINE \&/

!

e 0 Create & Review RFA and Publish FFO Overview (COMP-1) October 16, 2014

Version 4.14
There is no workflow
prior to
Starting FFO.
Selectthe RFA Tab &
the Create RFA link h’—\ Create via links on RFA Details J/) =
P P, oy >
Start Select the option to K/
copy RFA from existing s
or create new RFA 2 3 4 5 6
1 RFA Addresses, Contacts, Mission Goals, Create Publication FFO FFO Routing Slip
RFA Creator Program Elements, Funding Priorities,
Competitions
ki Alter Competiion is created. “Review Reviewer Insiructions”
document is automatically created and made available to any
Certified FPO in Program Office.
Optional
* < y e < <
¢ § o
14 13 12 1_1 10 9 8 7
FALD Review FFO Grants Specialist Review Optional Reviewer| Review FFO Assigned Program Officer  Initiate FFO Workflow
FFO/FRN/Synopsis

“Review Reviewer Instructions™
- > > End workflow can be started after the
RFA has a Publication Date.
15

17

i Post FFO

el RFA Publisher

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 — (Competitive RFA 2 “Discretionary”; Universal
RFA 2 “Other”)

= 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 the 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 Ill. 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
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ONLINE\E

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
| f
A ?@Eggfrme RFA Addresses, Contacts, Mission Goals, Create Publca s FFOFRN Routing Siip
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
| nes ooy 208 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
s Student, NOAA v
R Ofcer =
Announcement Type - Inifa CFOANumber 111499 - NOWA Grants Online Traning ¥
Anticixpgtke"d Putlml"on : * Competitive —_—
il Only SbPogan  |-SekokaSubProgan: ¥
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 — “OCPQ")
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 SeetieRFA 2| Createvia 3
Tab&the Create finks on RFA
m . RFAlink . Defails .
| Selectthe opfionto i
II copyRFA from
" existing or create Add Contacs Mission Gost
new RFA REA Tesses, Contacts, Mission Goals, s SEOFRN
Creator Prograrq?lements.’FundingPriorilies. Ot Pubbioon ’
Competitions

FFO/FRM Routing Slip

RFA Supplementary Information

Anticipated Funding Amount * s:l

New Program *

This IS NOT a new program. A Federal Register Notice 1S 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* §
Anticipated Number of Awards*

Selected Federal Addresses *
No addresses have been selected.
Add/Edit

Selected Federal Contacts *
No contacts have been selected.

Selected Mission Goals *
No mission goals have been selected.
Add/Edit

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

Competitions

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

»\dd New

Search Addresses

Program Office Name:
Street Address: |:I
ary —
State: Please select a state
2 —
Search Results

Nothing found to display.

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.



81

4 § b
1 SlecttheRFA 2 | Createvia 3
Tab &the Create links on RFA
RFA link Details
7 Selectthe optmn fo |
! copy RFA from
ONLlNE estlmg orcreate i
< et A newRFA oA Addresses, Contacts, Mission Goals, Create Pubicaton FFOFRN FFO/FRN Routing Slip
LLLASE Creator Program Elements! Funding Priorities,
Competitions
Add Program Element/Funding Priority
Selected Addresses *
No addresses have been sekected. Label: D eq LA L 1) 1A
A Name: ™ [First Program Element;Funding Pririty |
Selected Contacts * Note: Reports and screen listings will use the label if entered, Otherwise, the name will be used.
No contacts have been seected. Description:
ik Description of Program Element "A" goes here,
Selected Mission Goals*
Ho mission goals have been selected,
Program Elements/ Funding Priorities *
No Program Elements/Funding Priorities Avalable
Competitions
I before selecting the following link(s)
No Competiton
45 / 4000 Spell Check
o]
Program Element/Funding Priorities
m_m
A First Program Element/Funding Priority  Description of Program Eleme Edit Delete
2 B Second Program Element/Funding Priority Description of Program Eleme Edit
Reorde
Add Ne

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.
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1 SolecttheRFA 2 Createvia 3
Tab &the Create links on RFA
H . RFAlink Detalls
I Selectthe cptmn fo |
copyRFAfrom
emshngorcreate .
A newRFA BEA Addresses, Contacts, Mission Goals,
Creator Progran.m.EIemenlsIFundingPrioritie&
Competitions

L FFO/FRN Routing Slip
Create Publication FFOFRN

Competition Name * |Sample Competitive RFA for FPO Training |Fisca| Year®

Competition Type * OGroup O Individual Qualification
Assigned Program Office™ | GOT One NOAA Program Office (ONPO)

Competition Manager * NOAA Student M

m Cancel

Application Routing *
No Program Officers are assigned to receive applications

View/Edit

Con A et 01 g Sren St  { s e * |
Competin Tz ©)roup Olndvidal Qufficabion

Compebkion Name *

Assgne ogan fice| OT One Comer Progan e (0R0) ¥
Competton Manager ™ Gt St \f
ety Ofel" |- Selcta e O ¥

M Max

Anboated Fdral Funding o tis Competton* \:]:
Requied Federal Funding (n Dokas] per :pphcahan\::
CostShare (4] Apiaben ‘:]D

nticipated Competiion Schedule
Pre-Applcation Dus Date Tme D PM v Eas

Appcaon * Do Date Tine: D Wy Eas
Jotpaed nard Date ‘:Daysa e Aplcation ue D
View Anticipated Competiion Schedule

Reie CrteaTie:" geny Standad (Felonctp e

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

View/Edit

Minimum Requirements *

Eligible Applicant

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

o
By
Ay

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

\iew/Edit
VIew/eqit

: " NOTE:
Review Events Review Events are required
No Review Events avalable, for the Competitive
Process but can be done
outside of Grants Online.

Save and Return to Main

View E’
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= By default, the RFA name is the same as the Competition Name.

GRANTS/ % Make changes as appropriate. Enter the Fiscal Year.
ONLINE 97 % PR
\&/
RS oTEAR 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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Determination:*

4
1 GdecttieRFA 2| Createvia 3 ’ 5
Q ™ A Tab &the Create links on RFA
@ ” . RFA link ¥ Detals
2\ I ISeEectme aplon to i
GRANTS II copy RFA from
ONLINE \&/ ecsing rcreds Siioess St o Gonl FFOFRNRetng
- newRFA oA resses, Contacts, Mission Goals, o atngip
NBbAeTaARE Creator Program Elements/ Funding Priorites, Crom Ui From
Competitions
Independent Individual Merit Review
Revien Event Name:* Reyiew Eyent 1 - Mert Review] |
;:”n'::ef:‘ie”t SytemUser v
Review Done By:* () Reviews assigned and completed using Grants Online, Sample Individual
v Reviews assigned and completed outside of Grants Online, Merit Review Event
Scored Criteria:™ Applications wil not be scored details page USing
Quantitative - Percent ot . ”
o Quantitative - Points Points
Qualitative
Summary Score N/A ®Mean O Median

Not Scored Criteria:* () Yas ®No
Bonus Points:* Yes @No
Anticipated Review Anticipated Review
Start Dater™ iz End Date:* a1l

d Agency Standard Criteria
Points Scoring Criteria
_mm
Technical/Scientific Merit Required Required 400 Edt Delete
Importance/Relevance and Applicability of Proposal to the Program GoalsRequired Required 0‘0 200 Edt Delete
Overall Qualification of Applicant Required Required 0.0 150 Edt Delete
Project Costs Required Required 0.0 150 Edt Delete
Outreach and Education Required Required 0.0 100 Edit Delete
Add New >> Reorder >>

FFO Evaluation Criteria Report ~ Application Reviey

[ save [l Save and Return to Main

W Sconng Sheet

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).



4 § §
1 SdectheRFA 2 Createvia 3
Q ’ \ Tab &the Create links on RFA
@ll H . RFA link ) Detals |
GRANTS/Z I Selectthe option fo ]
@; II ¢opyRFA from
ONLINE \Y/| " axisting orcreate Addresses. Conacts Mission Goal FFO/FRN Routing S
‘ ‘ NeRFA R resses, Contacts, Mission Goals, o FFOFRN outing Slp
WL il ProgramElements/Funding e, e bt
Compettions
Competition
I 21971
Status:
Action: Please select an action m
Your Comments:
~Workflow Analysis RFA
The following needs to be completed before applications can be selected
competition: 2199641
- The RFA must be published. Status:
~ Reviewer Instructions must be reviewed by FALD. '
- There must be applcations that have passed minimum requirements, )
Action: Plaase select an action A
Please select an action
[Py pmoy (i3t the Federal Funding Opportuni
" View RFA Detals
L]
1 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.
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1 SdecttheRFA 2 Createvia 3
A Tab &the Create links on RFA Hﬁ
Q @'I S RFAInk Detals y
g ., Ill Selecthe cptmn to ’ J
GRANTS' copyRFA from
ONLINE \&/| " emshngorcreate isenm ok i L OFRN Rauting S
! ‘ newRFA RFA resses, Contacts, Mission Goals, _— FFORRN i auiing ofp
WBEAe LA il Program Elements FundngPrioies, ~ C1# Pubieaton !
Compettions

—

| MMl e+ | [ s i O
€ 5 C [ ey gantsorinenanngrdcnoas gov/i
O oot Ml @1 Yahwo!Maps O Yehoo! (] InpurtedFromIE. & NORA - Haticoal Ocea..

\D:

[ Othe bk

Federal Funding Opportunity

Please dlick on this icon o view the audt trailon this FFO: iﬂ

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

Requlatory Information Number (RIN)

~Executive Summary

Federal Agencs Name |arants Onlne Training (GOT), National Oceanic and Amospher

Funding ngortuTn'[E! ! 3 - Comp RFA Pre-Class Test
Title

Announcemert Type Initial
FFQ Number NOAA-GOT-0CPQ-2013-2003306

Catalog of Federal 11.999, Grants Online Training Program
Domestic Assistance

CFDA) Humber

~Full Text of Announcement

1. Funding Opportunity Description

B Brogram Priites (empty)
C. Brogram Authority (empty)

1. Award Information

<«

3

nl |
65,0

€' [ wwwcorporateservices nosa govirartsoring Decui g
O Yool N ©! Yool Meps ©1 Vaoo! (] npotedFromE. > (1] ther ook,

Grants Online
Federal Funding Opportunity,

and

Federal Register Notice
Document Creation Assistance

Last Update: 05/12/2011

Every oonpetiive annowncement MUST have  Federal Funding
Opportuaity (FFO). The FFO will be available on Grans.gov along
with the appleation package. It will be the priniary reference
document for applicants. All rant programs nust coninue to
develop FFO announcements, which incorporate all substantive
grant provisions, such as application requirements, evaluation
enterta and selection procedures, and to make it avalable on
Grants.gov. The Financial Assistance law Diviston (FALD) will
forward to the Office of the Assistant General Cownsel for
Legislation and Regulation (L&R), those FFO amouncements with
fiading that exceeds $100 mlion and announcenents for new
arant programs, so that L&R may coordinate the review and
clearance of those amnouncements with the Office of Management
and Budset (OMB).

The change in poliey does not supersede any statutory or
regulatory requrements fo publish a Notice of Funding Avadabiliy,
or other sinclor notice, in the Federal Register. Agencies must sl
publish such notices if required to do 5o by any law or reculation. |
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= Data previously entered into other parts of the RFA will not carry over

to these fields. This forces the user to format the paragraphs
appropriately for publication. Similarly, if the “Create New from
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 SelecttheRFA 2 Oreatevia §

@ )i Tab &the Create finks on RFA

o\ @ m . RFAlink Detals |

3 | Selectthe option to

GRANTS cepyRFAlmm
ONLINE \&/ P emshngorcreate Adkossss Conacs i Ga FEOFRN Rating

e b neWRFA %A Tesses, Contacts, Mission Goals, - o FRNRouting Slip
BB TaAL Skl Program Elements! Funding Priries, e Pk o

Competitions
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

BssignedProgramOfficer Grants Student00

Optional Reviewer

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

Nothing found to display.
Add Optional Reviewer

Grants Specialist

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

GrantsSpecialist  NOAA Grants Specialist

Federal Assistance Law Division (FALD)

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

Participant Namel
FALD

RFA Publisher

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

RFAPublicher

 Save Route | Start Workflow J Cancel |

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.
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Receive applications
Q
4 Applications submitted via Grants.gov
Y " GranTsGOw
: ) k :
Grants.gov 'j |t " '$ End
Start
3 4 5
Assigned Program Officer Review Minimum Requirements Approve/Reject
Input Paper Applications Checkdist (1 Per Application) Minimum Requirements

for RFA Checklist (1 Per Application)

2
1 RFA
NOAA
c " Y .
Review Reviewer Instructions
d “The Select Applications global option becomes
» » En ilable after the Review
‘The “Review Reviewer Instructions” Is completed (if there is no Review Event).
document is available, but nota task.
6 ! 8 9
Assigned Program Offcer  Reiew FALD Clear.
Reviewer Instructions Reviewer Instructions

Review Event Workflow

b
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.

0 A ﬁ 0
A N > End
) J

& Dependent upon completon of Reviewer For Competitive processng the Select 13
4 10{( Start Review Event jngtructions workflow and apprave/reject/ . 127 mmmw:m:u ,.;‘m;l,;lm:e Close Review Event
ompetition (¢
Manager  Global Optien Manager  lsaReview Event).

Global Option
Available without a task

Available without 2 task

|
|
|
|
|
|
|
|
|
|
|
|
I
|
|
|
|
|
|
|
|
|
(

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

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



Applications submitted through '
) Grants.gov

-
> GRANTS.GOM \
| | — End

ia Aoblicati Assngned ReviewMin.Req.  ApprovelRejectMin.
Createvia Applicatign Tab : E/ prgunOfcer  Cledsigs)  Reg Checie
(1App)

MEB)A‘F TRADE

Input Paper Applications
forRFA

Application Details - SF-424

Aot Tral ﬁ

L Attachments:

[+] Program Qffice Added Information
Proposal Number: BTestipp 1

Project Type: O Construction @Mon-Canstruction

Pcipa Inves kgaws
Prject Drect

Kepined's)

Applicant Information

Program Elsment | = o= LegalName: *
unding Pty AFirst Program ElementFunding Prosty ¥ \ : Ik"' :
gpartmnt Name:

Division Name: [ ]
coemeerlistepiing iR T

T o B o (90r 13 digit number)’ (x-000000)

Type of Submesion; @ dgpication OPre-Agpication () ChangediCorrected Application
Type of Appcation: ©niew O Contination (Revsion ORenewal O Resubmission

steat: [ |
IF Revision, select appropriata letter(s): -Sebect a Revision Ty i

kit - o ] o [
sate:* Distictof Cinba Vemiee [ ]
T ks [ » [T
e el T e T

focea g s QOURNIL | 1o SO0 Y asen Name and Telephone number of person to be contacted on application matters

phatits [ ] sewscamisie[ e " Pt Fistllane s s Lasttame it

e ¥ | Il ] Hone ¥

Tt [

Proetumtsr | Farlmbet

]
Onganicaton Aizhon ]
]
]

Enat [

Other Application Information
Tipe of appheantd: * Nonprofit with S01C3 IRS Status (Other than Institution of Hiher Education) ¥
Type of Appicant?: Please Select Appicant Type ¥
Type of igpicanty: Please Seect Appicant Type v
est/Training App 1 for Relzase 4.05 Comp RFA

Descrptive Tite of
Agplcant’s Project: *

Praject dreas:

D nber* 11999 Gants Onne Tramg Progam ¥
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To begin, 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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I M‘/’; GRANTS.GOV

Applications submitted through

4
) Grants.gov 3 5
/) I S i
O Createvia Applcatiqn Tab Done Assigned  Reviewhin.Req.  ApproveRRejectlin.
] w //ng[amomcer Checkist(1/App)  Req Checki
(1App)
NOAA InputPaper Applications
forRFA
Name of Federal Agency: MM |
Hpan Cogressin Dt | et CuapessionaOistt | ]
Is he Applicant Delinguent on any Federal Debt? ()ves Ot
Is 2pglicaben Subjectbo Reiiw by State Execudie Order 12372 Process?
) This applicadn was mads avalblef o Stts undir e Exeoutie Ot 12207 o ol
O» wn sl
Ot Programis ot cowredby£0. 12372
B e il i Edit Application Funding Details
pone I | oo v

T [

| ] Farthumte [

‘l a

[

Application Funding Deails: *

opan

MulbYear dward: Mo

Nelhni found to display.

Save as Draft

Save and Start Workfiow

Fiscal Year

| Application Total Funding : 500000

use format YYYY

Funding Start Date : *
(use format MM/DD/YYYY

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

m Close

011

Funding End Date : * _
001201 (use format MM/DD/YYYY 03/30/2018
1500,000.00 Program Income : \:|

1}

1$500,000.00

Multi Year Award:  No

2011
Add New

Application Funding Details: *

Total Funding: *
Fiscal Yearltart Dt End Date Federal _ |appicaniStatelLocaother(Total FundingsProgram IncomelActionlActon

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

Save and Start Workflow

§0.00 50.00 $0.00 $500,000.00

$0.00 Edit  Delete

The “Total Funding” amount includes both Federal and matching amounts.
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Q @ H/’»‘L GRANTS.GOV] \\ I‘I O
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v

L A 2
WBBA 73D E ° e LY Assigned ReviewMin.Req. | ApprovelRejectMin,
|=l Createvia Application Tab Done A ProgranOficer  Checkist(lgp) | Ret.Checi
(1/App)
NOAA Input Paper Applications
forRFA

Your Tasks

Status

Open ¥ Apply Filter >>

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

Document Type
Al e

Document|Task Id |Start Date |Completed|Applicant [Propos)
Date

Document (Project Title

02/01/2011 Application  Test/Training App 1 for Not
Release 4.06 Comp RFA Started

View Review Min, Req. N/A
Checklist

2199712 1795297

View Assign Award /A 01/04/2011 Application Test App for 405 In 2199526 1794572 01/25/2011 Institute LB - Te
Minimum Requirements Checklist
Minimum Requirement Met iComment
Requirement ?
Is the agplicant eigble to apply for this  ()yeg
RFA based on the applicant type? O
Dot dplcadle
Does the non-Federal funding prowide at () yes
Wiz the apicatin sbrited By e ()ves L e LI
deakc ale i cme} ENU prostadeulindy S
OMat ppicable
Does the apgcaion contanalof the (e
Doss the application request at east the (s oo Ohe
minimuan Federal funding required by the Ot (ot Applcable
RFA2
Oiot dlcavie
Dogs the apphcation request nomare  (yes
than the marimum Federal funding 0o . .
requred by the FFAY -:Nn Overall Comments:
CNot Applicable
o o
Does the mon-Federal fundng provide at. ()yes
least the mnmum match percentage of Ohe
the total ? Spell Check
% o ndng . 1
Al requirements questions must be answered before the application can be approved or rejected for minmum]
requrements
] et pemioton ] e

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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)
-0

o Review Reviewer ,
FPQ- Certified ket FALD CIeangwewer
Instructions
(global option)
Sub Documents
T I Status |
Applications Report 2199731 Applications Report
Selected Applications 2199731 Selg=*=**
3 7 Reviewer Instructions
Reviewer Instructions 2199732 Rdv i
< Attachments:

Export options: Exce

Name Short (Created Date Internal Use  FALD LogisticallRemove)
Description |Only Reviewed

TestFle 1 Ul 011 07:24.23 Bo

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

Logistical Reviewer Instructions

< Attachments:
Name (Short Description (Created Date Internal Use  [FALD LogisticallRemove)
Only Reviewed
Test Fle 2 02/01/201107:26:58 No Yes
Logistical L

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 ondy be used for attaching instructions refated to travel and meeting
dates, times and locations, 35 wel as meeting requirements and reimbursement instructions. DO NOT attach any
instructions on ha to how to conduct the review, review priorities, etc, The Logistical Reviewer Instructions do not
fequire 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
before 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.
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10 Onlyf Review Event

1

Exists
[
i
Start Review
Event

(Global Option - Avalleblevithouta task)

W — ()

Close Review
Event

(Global Option= Availablewthouta task)

Instructions workflowand

applicaions.

Dependentupan completion of Reviewer

approve/rejectiithdraty status on all assoclated

SelectApplcations gobalopbonbecomesavalable
after Review Event workfiow s completedifthereis
aReviewEvent

Independent Individual Merit Review

1 2253410
Status:

Action: Please select an action v

Your Comments: R Iy

Start Review Event]
ew Review Event Detals

‘ Spell Check

Id: 2253411

Action:
Your Comments;

Status: ManageReviewEvent - Not Started

Close Review Event v

Assign Applications To Review Event

Please select an action ‘
Assign Reviewers To Applications

Close Review Event

View Review Event Detas

View Review Event Summa
S STETCIEH p—

Save Comment
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= Initially 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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Select Applications for Funding Overview Version4 14

%

NOTE: The "Select J
Applications” option "
remains avallable on the 1 LR 3 T o 5
Competition Launch page. Competition Manager pstecApprcatins N Recommended ey Selecting Official
This s a global option N g Applications Applications to SO
whichis available even A
‘when the user does not +  Recommended Optionis dependent upon
have a “Select Applications for funding completion of Reviewer
Applications” task. +  Global option on ‘wmliml.:n 6
Eﬂdmm;:*"ﬂb":‘ competition launch page Ratveon m‘l jon of Review Recommended
chosen and additiona Review Event workflow (if one Applications
applications are selected, exists).
the entire selection
process must be
1 10 3 7
Forward to CM Assign Award 9 . oy,
£ Initiate Award  Accept Applications
For Selection Package Number Recipient Assigned Program Officer (g e e
»  Generate Award Number
s Associate Applicant Org
«  Associate Authorized Rep
12 3 i 15 16 ) 18 1
Competition  Review Selection  Selection Package Initiate SO Review  Selecting Official  Initiate FALD Review FALD  Review Selection Package
Manager Package  (Addattachments)  of Selection Package of Selection Package (No Legal Objection)

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
workflow.
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12

1 10 9

b 0

- Assign Award Number/Recipient )
Competition Fomardto M for - Assigned
Manager Selecton Package Program Officer
-ASSOCIATE APPLICANT ORG
-ASSOCIATE AUTHREP

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

Document |Project Title

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

Date

(Applicant
Name

Proposal
Number

ew Assign Award /A 02/02/2011 Application Test/Training App 1 for Not 2199712 1795321 iemr LB Test
Number/Recipient Release 4.06 Comp RFA Started Appl
View Assign Award ~ N/A 01/04/2011 Application  Test App for 4.05  In 2199526 1794572 01/25/2011 Institute LB - Test
Number/Recipient Process Maps Progress for App1
Application Submission Type and Date Information | )
Type of Submission: © Application OPre-Application O Changed)Corrected Application Step 1 :_ Ol’g LOOkUP - ":”-"d
Type of Appiication: ®New () Continuation (/Revision () Renewal () Resubmission organiz ation’s record in
1f Revision, select appropriate letter(s): _-SE\S(EEREVIS\OHTWE'- V| database or add if necessary
Use format MM/DD/YYYY for date fields.
Fiojt St Déte * PrjdEndDate:* 09/30/2015 | SuboitedDate | |

State Reochied Date

Il

Federal Agency Received Dale: " 102/01/2011 Time:* _PM ¥ Easlem

Applicantdentifer. |:|

Stale Application |dentfer ‘

| FederalIdentfier ‘ |

Applicant Information

Legal ame: * eme

o3 o |

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

Department Name: 1
T Select Organization
DunsNumh_er_‘ : : Enter your search criteria to find the organization,
(9 or 13 digit number) Organization Name
aresscy [ ]
ousumber [ ]
N
Address-State  [Please select a state k|
DUNS+[EIN 5
Id
Select 2002469 Institute for 123 Main 123456789 987654321 12345 true
Community btreet,
Managed WWashington,
Resources PC 20000 USA
(ICMR)
Select 2002490 Institute for  NTI& 123 Main 123456789 123456789 true
Community Street,
Managed Washington,
Resources DC 20001 USA
(ICMR)
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Assigned Program Officer.

* 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 he 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).

b. 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.

c. 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.
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Add New Organization

Add Qrganization

** ¥4 PROVISIONAL ORGANIZATION* ****

Description

Organization Type *

—
National Qoeanic and Atmospheric Administration (NOAR)
- not specfied -
Minority Business Development Agency (MBOA)
Intemational Trade Administration (ITA

Bureau *

Applicant Type

Organization Name

Natio \OAL)
 National Telecommunications and Information Administration (NTLA)
IC-03

Identification L8 R e

Duns Number

EIN Number
(se-nsonse)

W&l Code

I

|- not specfied -

CAGE CODE: [ ]
CCREXPIRATIONDATE ]

Please press ‘Save’ before you add attachments

Save and Return to Main

+
(9 digit number) :| (4 digit numher):
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7o 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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‘ 2
m—OrQ

Aware

Pumb
Ré

[Start Date DocumentiTask Id jAward Number ProposaliApplicant Name ‘mved otal Federal [Project Titi
i Federal  [Funding

Id Number |
fiew Not  Application Assign Award 2433636 3461250N/A N/A  ChesapeakeResearch  N/A $1,00000  Chesapeaky
Started Number/Recipient Fellowship Professional
Develo...
T Mot AwardTle BVIEW Release Of Fungs I orid Widite Fung, Inc X
Started Smart Gear
iew Not  Performance Progress  Review Progress Report 2404002 3410775NALONMF4540293N/A National Fish and Wildlife N/A $2,000,000.00 TEST RECOH
Started Report Foundation Fisheries Ini
iew Not 5 Performance Progress  Review Progress Report 2403830 3406249 NAOSNMF4570410N/A Unwers}ty of Maryland,  N/A $422,644.00 TESTRECO
Starbad Donark Lantar fnr Gy |
0 . Prgramis suject i E 0. 1237 uthasroboenseected by Pt st i, step 2: Authorized
Oc Frganis B.124 .
= Representative Lookup —
uthorized! i : :
:léiv irsll,::z':-:;gmmll:.‘ ame._ Lastams Sufic F"nd AUH’J‘ Rep n database
(777 | | E—

Fhots Number

Tt *
M Year Award: Mo

Fscal eartrt Daelend ate ederl_hppicanttteocal therTotl Fdings roam IcomeAcislActin]

20m 10/01/2011 09/30/2015 $500,000.00$0.00  $0.00 50.00 $0.00 $500,000.00  $0.00

v Step 3:
e Gen'era te or
associate award
Nate; The pbn to assaziate this apgication anardis ot 2 pient arg s Nt yet assaciated with the appicat num b er.

[save ] saveand Rotum 1o Moin
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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.

Please note that a multiple year award refers to an award that spans
across more than one year. A multi-year award would have more
than one line of funding; whereas a multiple year award would not
necessarily have more than one line of funding.
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ssign Award

1
Forvardto CM
ForSelecin Package

Number Recipient

o

Assigned Program Officer

CRANTS Competitive Process (COMP-3) iy 2.3
'\,J Select Applications for Funding Overview Verskn 410
ONLINE \& pp 4
?\ﬁﬁf‘? TRIDE ﬁ A
\ K K , 0
e ¢ JEF
remains available on the . ; \\ . ! 5
Mmhmmw ComettionVager 2 oS N . n:::m:nw rm::::;c::mm Sing Ol
which s available even o cations
when the user does not
have a “Select & Recommended Option s dependent upon
Applcations” Applications fo funding completionofReviewer
time Iﬁsup?bn%dxﬁ & Global optionon mm:‘:ﬂ
and additional competition launch page. mm Ga |
wpbtos e slce Review entworkfonfone. |
the entire slection
process must be

¢

Review Recommended
Applications

Initiate Award
Number Assignment

Accept Applications

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

& . . ‘5 % m 1 1
RevewSelcion SechonPadge  nfateSOReVeW  ctngOffcal It FADRediw  FALD v Seectindage
Vager  Paclage  [Addattachments)  ofelectionPackage e Wil sl




107

09
GRANTS(E)
ONLINE

iBBA- :_MDE

Steps 12-15

= 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.

= If 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 an 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)

October 16, 2014

Version 4,14
If needed, you can renegotiate the make any
* For NOAA, NTIA, and EDA the NEPA process is required. For other bureaus the NEPA changes before forwarding the Award File to GMD
process s not available. (See separate “Renegotiation” Process Map)
“Review Award File” Task i placed
Into Grants Specialist's Inbox when
- FPO forwards Award File,
4 5 Sa 2
POChecklist ~ POChecklist ~ Complete PO Certify PO Award File Forward Award File to
(NOM and NTIA Only) CheckList Checklist i Grants Specialist
1b
1a § 9 10
Competition  StAWA  pcopneq REEA e M;':;ao":nzf:“ Selected Approve NEPA
Manager Processing  program Officer NEPA Official Q
7 l 0
22 3 N
P >
Once the PO / ’
mdd:: :een / 1 1 13 7 /15 1
Compete an / Procurement  Procurement  Complete and Heciech / hpprove RequestAuthorizing 17
certifed Steps 4 [ Request Request Forward fach  "CausOr /procurement Official Approve
ands), the system | Document ! Request A
will generate the | / |
“Forward/ Revise Option to establish aditional PRCF Nightly
Award File" task, I NOTE 1: Step 19 involves a manual Vendor ion Failure JI Uploadto |
which allows the | check against the CCR website. and Authorizing Offical. | | [T =—===== Mars 3
Program Officer to I ) N
fowardthe | | D
AvardFletothe | 5 1§A| e
Grants Specialist | | Rm.m' Procurement Request
inGMp. | il
| 2 Automated Task
4 Reject Vendor Info/CBS Errors
A
|
/
/ ey A
= :0 > L > > » End
) ]
18 19 20 2 2 % 25
Data Quality Validate Org Vendor Data Initiate Get Vendor Data ~ Accept Vendor [nfo/ System  Link Vendor with
Validator Profile (CCR) Control Vendor Info Control  Request New Vendor Admin Org Profile
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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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la
Competition
Manager

Start Award
Processing/ Program Officer

2
PO Checklist

Assigned

/!
/
/
|3

To Provisional
Organization
Workflow

11
Procurement
Request

Award File In Progress - NA1260T9990022

I 2245442

Please seledt an adtion B

Spel Check

Print Award File History

4 Atachments:

Pending Actions X

§iterns found, displaying al items.1

[lvpe 10
2045444 051222012 §5,000,00

Your Tasks

Document Type
Al v

Status

Open ¥ Apply Filter >>

32 items found, displaying aitems.1
View[Task Name  |Award Number [Task

Document |Project Title

Jicw Procurement  NAL1GOT3990039 02/02/2011 Procurement Test/Training App 1 for Not
Reguest and Release 4,06 Comp RFA Started
Commitment

of Funds

%9722 195342

iz NEPA Document  NAI1GOT9990039 02/02/2011 NEPA
(NEPA -
NOAA, NTIA,
& EDA Only)

Jicv Complete PO NATIGOT9990039 02/02/2011 PO Checklist Test/Training App 1 for Not
Checkist Release 4,06 Comp RFA Started

Test{Training App 1 for In %9724

Release 4,06 Comp RFA Progress

1795341 02/02/2011

2109723 1795340

Completed
Date

Institute LB Test
for Appl
Community
Managed
Resources

(1)

Institute LB Test
for Aop 1
Communty
Managed
Resources

LOR

Vi Assgn dward A 299526

Number/Recipient

0L/04/2011 Application. Testdpp for 4.05  In
Pracess Naps Prograss

1794572 01/25/2011

Insbitute LB - Teg
for App 1
Community

Not Started |

PO Chadklist 012 Complete PO Chacklist: Not Started

NEPA 2245446 05/22/2012 $5,000.00 a1 NEPA Docurnent: Not Started

o 150202010 o dCacnanitmant o4

Organization Profile 224544505/22/200245,000.00 2012 Validate Organization Prefile: Not Started

Organization Profile 2245445 05/22/201245,00000 2012 Validate Organization Profile: Not Started |
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* In the Competitive application process, the Provisional Organization

workflow is initiated at the same time as the PO Checklist, 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 FPQO’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)

“Review Award File" Task s placed into Grants
Award File.

‘Atask also goes to Public Affairs to attach Press
Release. (Canceled if no action taken a5 of GO
approval -Step 10,)

1
Grants Specialist

Nightly Upload to CBS DW for ARRA
File generation for FAADS/USASpending

October 16, 2014
Version 4.14

. 4

2 3
Complete GMD GMD Checklist
Checklist

4 5
Complete  ¢p-450/451
€0-450/451

ward s cannot be signed by Granis

ASAP Only

—_\ Done
L

7’ A N,

" FALD/0IG Optional \,
/ Workflow

J=1 3
L

6
Award File Final State

Forward to
PO Checklist, NEPA, Grants Officer
Procurement Request,
GMD Documents

Validation

" dl:& i 3 1 1 10 9 8
8o ran it i
e B €BS 192 CBs dst/and Initiate Award Review Grants Officer
2 1 Approval Approval Approver/ Obligation €0-450/451
AS Authorization Officer CBS Interface
Authorizer
AUTOMATED TASK
END
Real Time Upload to
WebDocFlow ASAP Only
CD-450 - Closeout Process or
*AUTOMATED TASK
@ (based on Data m[;::;amu?:m
Warehouse Recards, not See DA-1and DA2)
(If NOAA, Grants > 100,000 only) or  (IF NOAA, Grants > $500,000 Only) €8S Interface)
or
(If Other Bureau, all Grants)
f Othy ]
If Other Bureaus,all Grants) 3
19 20
=R 0 floance Certification g i
h . Office IRecipient Authorized
Bureau OLIA Clear artment Clear i
oy MwardFie DRI pwar il
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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 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.

* If 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.

* If 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
o0 Reference #19 on the PMO website
- Correct Award Dates (Administrative Amendment)
0 Grants Specialist must initiate action to make
the correction
- Organization Profile Change Request

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

Additional Resources and Training
Questions and Comments
Evaluations

12:15 —12:30 (15 min)

Objectives — By the end of this class students should:

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

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

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

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

Know where to find help when needed

Training Materials:

agrwNE

Agenda and Objectives

Process Maps — AAR Workflow

Process Map — Progress and Financial Reports
Student Screen Shots — Post Award Processes
Course Evaluation
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™ A Award: Electronic Recipient acceptance Overview (ERA) horl5, 2013
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Note: Recipient Training Page link:

http://www.corporateservices.noaa.gov/grantsonline/gol_training_GRANTEE.htm
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Grants Online Process Maps
& Screen Shot

Award Action Request (AAR)

November 2014
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. Award Action Request Workflow (AAR-1) October 21,2014
Version 4.14
sar (i ] ] ’ ]
1 2 3 4 5
AAR Initiator Search for Awards Access Grants File page Select Type of AAR Initiator . 8 "
via the Awards Tab and Select Award Action Award Action Request, Redew Alard Action I}equest
Request from the Enter required fields [maic e Ahtﬁunzed
Action Dropdown Menu and Start Workflow et

AR 1-Note 1: If the AR becomes an Amendment, the workflow is
the same except that the approval document will be 8 Amendment.

Approval Notification Representative 2) Approve AAR or Amendment

AAR1-Note 2: A would have o b

2, Forward to Grants Officer

2,) Forward to Grants
Specialist

__________ -
i i
> > > N | > ‘
» > | t

|
| |
7 8 9 10 1 [~ mw
Recipient Authorized Review Award Action Request Assigned Program 1.) Review Award Action Request Grants Specialist | w':'ﬂ f’ andfor ;
Representative Forward to Agency Offcer 2. Forward o Grants Speciaist : biri Director |
| |
| |
| |
| |
| |
| |
| |
1 1
| |
| |
| |
| |
| |
| |
Q | L |
A\ 1 :

- ” o4 il ”

End € « < | “ i
| |
| N !

16 15 1 1B 2 ;] o1 1 Review Award |

AAR or Amendment Recipient Authorized 1) Review AAR or Amendment Grants Officer 1) Review Award Action Request | Grants Specialist  Action Request :
: |

| |

1 |

1 |

| |
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Award Action Request Index Page

Award Action Requests marked with an asterisk (*) will always result in an amendment
to the award (if approved). Other requests generally result in a notification of approval.
However, any request may result in an amendment at the discretion of the Grants
Officer. Please refer to the Guidance document for additional information.

* No Cost Extension - Prior Approval Requred

Extension to Close Out

i

" Change In Scope
* Transfer of Award

(Change in Prncipal Investigator/Project Director

Chanae in Key Person Specified in the Application

Satsfied Special Award Conditions

Transfer of funds alotted for training to other cateqories of

Ho Cost Extension - Prio Approval Waived (Research Tems and Conditons)
Reprogram or Rebudget
Equpment Purchase

Foreign Trave
Sole Source Contract

Absence of more than 3 months or 25% by project drector or 1

Inclusion of cost that require prior aporoval based on cost prncioles

* Sub award, transfer or contracting out of any work under the award if not descrbed in the

eipenses
Pre-Award Cost

Submit Addtional Closgout Documents
Other

approved application

Reference: Award Action Request Guidance link:
http://lwww.corporateservices.noaa.gov/grantsonline/Documents/AAR _Assistance/Recipient_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)

November 2014
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CRANTEZZ, - Routing of Performance Progress Report (PPR October 16,2014
ONlulNE g g p ( ) Version4.14
WBA, I»RAID.E

*Step 8-All Auth Reps will get the task to

Review Progress Report. Only one needs to

acton itto Forward to Agency.

Progress Reports created By “Submitting” Pl

Return for Revisions

Start | q » q
3
1 L ; 4 5 6 7 8 9
Principal Investigator  Search Awards or 1 Clllckun Dof g Principal Investigator  Review Forward To Recipient Review  Foryard to Agency
or Co-Pl Search Reports  PPOPrate '_T”“"‘“ orCoPReview  Progress  Muthorzed  AuthorizedRep  Progress
(Authorized Representative) goto detals page Report Representative Report *
tofill out form
2.) Add attachments and
start workflow
Return for Revisions
ENDi————-$&——§<——~$«—$&-«ﬁem-— <

A

17 15 14 13 n
Approve Progress psgigned Program  Add Commentsand  Review Optional Approve Progress Review Assigned
Report Officer Returnto Progress  Reviewer ReportorSend For  Progress Program Officer
Program Officer Report Optional Review Report
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Routing of Federal Financial Reports (SF-425) Octoer 16,2014

Version 4.14

Financial Reports created By “Submitting”Biz/Fin Rep ugie i atauth heps wi et thetaskto

Review Financial Report. Only one needs to
acton it to Forward to Agency.

1 2 3 9
Business-finance  Search Awardsor  Click on ID of appropriate  Forward To Recipient * Review Forward to Agency  Assigned Review Financial
Representative, Search Reports  report andgotodetails  Authorized Authorized Financial o Return for Grants Report or return
Authorized Representative pagetofilloutform  Representative Representative Report Revisions Specialist for revisions

Done

S

3 12 11 10 ;
Accept Financial Review Finance Foma;d to F\nanc;
Report Or Return Financial Office Dept for approva

{only for a Final report)

AL Return for Revisions

T

Financial Reports created By “Submitting”Biz/Fin Rep

Within NOAA, the user is only required to complete two fields (Cash Receipt & Cash Disbursements)
for the interim Federal Financial Report; however for the final Federal Financial Report, all fields need
to be completed. All other Bureaus are required to complete all fields on both the interim and final
Federal Financial Reports.
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GRANT [.\ Routing of Federal Financial Reports (FR-2) Februaw!:ﬁﬁo
ONLINE\Y|  (sram) :

WA LA NOTE: System shouid prevent .
Auth Rep from subeitting SF-270 1 ky/sn
f NOA CBS and ASAP and NOT
High Risk —> HsP
‘Also System should prevent if
NIST CBS AND ASAP 7 8
START Assigned Accept SF70
Financial Reports created by *Submitting” Biz/Fin Rep can Grants
be forwarded directly to the Agency Specialist
Non-
5
Only
9 {Asynch
Finance Office/ from
m;m smhmﬂs cuckmo mnnmhmd MM Fmd:nweﬂ:v sinertace | APS1
Representative, of appropriate report Representathve.  ptied
I detal Representative
1o fill out form
10
Unapproved
Voucher
igh Risk ASAP Only (Need ASAP Autharization Amount) Racordedfasyc)
y SF270-A5AP Notification @
1
Depends on post a5 Approved o inance Office
Unapproved.Controlled by 85
Default table.f Approved date s
null steps 11and 12 are.
5 16 M manual. Otherwise, wil be cosed
i & i Grants Online,
Postis Unkooroied e ASAP Certification reiR by
(Controlied by CBS Default Tables) Regresentative .
Resdew SF-270/Send
END Funds to Recipient

END
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Grants Online Training
Post Award Processes

November 2014




Partial Funding Workflow (PR-1)

October 15, 2014
Version 4.14
Processis ‘J >
nitiated by u
FPO selecting 3
“Partaly 2 6
Fond s Iiiate Para PartalFunding Memo  Fnvard v Pl (0 Grts sl MW CD51,
Award® Funding Memo IS Forward to Grants Officer
gobal ogtion P
from Grants |
i Assigned |
Program |
Officer
A el 2 % /szs A '
1 Procurement  Progurement Complete and prove /. |
Requestor /. Request  Approve
| Request  Requesl  Forward Each s FrocReq. / Authariing |
| Docunéat offcal |
e seoas = = NOTE Any time the
Nighth N “Validate® button is pressed, there will be a call to the CBS interface for
;mmu::::f:‘m“ N 2 Vendor Check, ACCS Check, and Funds Check. (Warning) We should display
] - 29 g PR
N Optional bprove
X Reviewer Procurement Request |
""""""" ~ |
ASAP Only & Validation |
Al Uploadto Sl Faiure
: MARS

by 13
ASAP ASAP Record Grants 13
Authaitier Authorization Officer Approval ~ Grants
Officer
l AUTOMATED TASK.

Real Time Upload to
WebDocFlow

8
Review
Initate Award 450  OramsOfficer
Obigation
i NISTAP

¥

(1f NOAA, Grants > 100,000 only) or

(IF NOAA, Grants > $500,000 only) or
(If other Bureaus, all Grants)

(If Other Bureaus, all Grants)

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

Decline =2 s ? {is
—» (See
= N (0A-2) Side]
19 20 e

C’IS 16 Finance i p @ A:‘wll
lear Clear Certification Recipient

(Bureau OLIA Office: Decline
(o) Award Filg Depaml:!nt Award File AW’IMM-I
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FPO - Partial Funding Steps 1 -3

Search Awards

Award Number: )
Recpent e [ | Grants File - NAO9GOT4990038

Project Tite: | |

Award Status:  |Open ¥ % bm

Status: Accepted
meotasthane:
 Reset | Action: Please select an action v m

ly Fund this Award

Please use the above fields to namow down your search,

Searches are not case-sensitive. Flelds can be partialy completed to gat all matching result Your Commienls

i
View/Manage Award-related Personnel
Search Results

26 items found, displaying all items.1

g - % | —_—
Status )

JADSGOTASON0IE 2001932 sttt for ~ TEST RECORD - Grants Accepted  fon Save Comment
Culturally Managed ~ Online Training
Resources (ICMR)  Application05

nstitute for TEST RECORD - Grants Accepted  None Designated
Culturally Managed  Online Training
Resources (ICMR) ~ Application07

HAD9GOT490008 2001932 Instibute for TEST RECORD - Grants Accepted  None Designated

Culturally Managed  Online Training

Resources (ICMR)  Application

NANGENTA00NN24 7N1077 Inekihita far TECT REFARN - frante Arrontad  Nana Nacinnatad

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
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Partial Funding -- NA09G0T4990038

Memo *

—

Approved Plan and Prior Obligations

Application | Project Title
D

[ 2139113 TEST RECORD - Grants Online Training Application05

. Approved Plan and Prior Obligafions

Selected Application
None Bl Action Application | Project Title
D
Selzn l 139113 TEST RECORD - Grants Online Training Application0S
. Planned Year  |ApprovedFed  [Obligated Approved Non-Fed|Assigned Non-Fed
Share Share Share
2009 $125,000.00 §125,000.00 §0.00 $0.00
00 $125,000.00 50.00 50.00 $0.00
211 $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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FPO - Partial Funding Step 6

- : Institute for Culturally Managed AR .
Organization Name: Resoutces ICMR) Electronic Recipient: Yes SAP Recipient:
SF-425 Frequency: PRI IRt (- Pastia Funding Guidance - Windows Internet x... E@E\ Frequenc
(after 3/31/2009) Report N F — — 4/1/200¢

SACMld b s
Progress Report Frequency:  Semi-Annually I report is
= kbl Fle Edt Vew Favrtes Tods Hep :
Final Reports Due On: 12/29/2012 | —— »
Project Tite: TEST RECORD - Grants i ¢ & | BB
Prmcmal.Invesngators-Pro]ect None Designated A
Directors: [

Grants Online

Partial Funding -- NAO9GOT4990038 Partial Funding Guidance

Partial Funding Memo
Memo * Guidance
Enter appropriate memo lanquage here. See quidance. The Partial Funding Memo is used to explam the state of
finding for the approved Application. A clear and precise
explanation of what is happening in this Partial Funding wil
greatly assist GMD personnel in processing the action.
Typically, Partiel Funding actions are used to fid te out-
vears of multi-year awards, with a single application being
submitted for the award's duration. However, some awards
will have mulple mlti-vear applications associated with
them. Other awards are single-vear awerds for which the

Spell Check fuly approved amount was not provided in the itial award.

Every situation requres an explanation.

v

i | Tusted stes Hoo -

6. Reference the “Guidance” link for an example of the language that
should be used for the Memo box.




FPO - Partial Funding Steps 7 -9

Partial Funding -- NAO9GOT4990038

Nemo*

Enter appropriate memo languzge here, See guidance.

Windows Internet Explorer

) | WARNING: Relase of Funds and Procuement: Request workflo tasks il be plcedin your b,

re you sure you wish to proceed?

(o ] Ceom ]

Selected Application

pplication |Approved Fed |Remaining
0 [Share

Iﬂending Fed ~[Fed Add Amount
Fed Share |5|ur:

Pending
Non-Fed
Share
$0.00

Non- Fed Amount

D [Projectitle

Approved  [Remaining
Non-Fed Non-Fed Share
Share

$0.00

2139113 $500,00000 537500000  $325,00000] 3 o0 50,00

TESTRECORD - Grants
OnlingTraining
Application0s

Note: Feceral Add A
Share, enter & memo

sum of all prioe obligations may be up to 5% greater than che Approved Feceral Share, If excesding the Approved Federa

Note: Only ane applicazion may be funded per Parvl Funding aczion

 Save | Save and tart Workflow Cancel

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 v 70pen v Apply Filter >>

34 items found, displaying al items. 1

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

View 1380605 NA09GOT4990038 Procurement Request and Not Institute for Culturally Managed Procurement Request and
Commitment of Funds Started  Resources (ICMR) Commitment of Funds

View 1380604 NAQ9GOT4990038 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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FPO - Partial Funding Step 12

Award File In Progress - NAD9GOT4990038

I 2147982
Status: ProgramOfficardctions - NotStarted

Action: Forward to Grants Spacizlist for Revien v m
Please slect an action

Edit Spacial Anard Conditions

Forward to FALD for Review

Reassign Auarc File

View Amendment Details

Vigw FAIS Sheet

Vien Reporting Frequencies

Vien/Edit Partial Funding Document

Your Comments:

NOTE: Be certain the
Procurement Request has
been approved before

forwarding the Award File to
the Grants Specialist.
| (The Red “X” should change
Httachmerts to a green check mark.)

Pending A:hons

Print lwadhk Hxslnq

Ongitem founcd

i ILast Action Status Last Action  Last Action
Fuudl Date

Procurement Requestand Commitmentof  214795.04/24/200¢ 008 P ang Commi NOAA Student
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.

sEXAMPLE 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...

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

EXAMPLE 4*) This release... Due to ____, additional
unds 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
inal 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 fo 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.

« **|f 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) October 15, 2014

Version 4.14

3
Reduce ASAP Threshold

2
ASAP
Authorizer

10 1

(]
1 Initiate Partial partial  Forward Award Review 9 Record Recipient Accept
Assgned N\poobiigation pecbligation  Fleto _OrNs Partil GNS  \onl  adhoried DS
Program Officer \ pemo Mo Grants  SPeCRlist  pa.obiigation Officer Representative
Specialist Forward to

Grants Officer

1. Nightly Upload to
Process is CBS DW for ARRA
initiated by 2. File generation for
O 23 FAADS/USASpending.
selecting | procyrement
,u'n':"""‘,, Request s
dobal ] !
nﬂmbn ] ‘f Interface creates. i
|
e r-u. | Unapproved ASAP :
| ProfleforDe- !
I | autherization i
/ / | - 17 16 I
Pmr.uzr:manl Cmp'zesmand 5 2% // Ap:r.:m /7 B 2 1 o i
7/ Request ; wthorization
Rewsst  povardiach o/ PocRen /) smerng Aopoe 1 Authorizer :
1
Document // // Official I :
1 I
)
NOTE: Correspanding Negative e ! i
Procurement Requests should be placed in ) [
Assigned FPO Inbox | 1
|
i 2 1 i
Seceon| s 2 a ) 0 1|
Redewer P:o:uremnm t De-obligate  CBS1st2nd | ASAP  Finance :
e Funds Approver/ } ASAP Onl Certification Officer | |
CBSInterface | v :
)

The Reduction in Funding workflow follows a very similar process to the Partial Funding
workflow and has the same “Look and Feel.”



A Reduction in Funding Action is
initiated from the Grants File page I 2245484
GRANTS similar to a Partial Funding action. \ Status: Acceptedt
ONLINE \&/

Grants File - NA12GOT9990023

Action: [Please select an attion

MBB/‘\' T8 ADE

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

. Please selact an action

B st

Reduce Funding -- NA12G0T9990023

dane

Memo *
Reduction in Funding v

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

14374000 | SIS

Approved Plan and Prior Obligations

= Application | Project Title
D

2245483 For Reduction in Funding Streen Shots

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

012 $10,00000 $10,00000 $0.00 $0.00

Selected Application

ApplicationApproved  |Remaining  [Pending Fed |Fed Deduct Amount |Approved Non- [Remaining Non-
1D Fed Share  |Fed Share  [Share Fed Share Fed Share

245483 $10,00000  $0.00 $0.00 F0.00 $0.00 $0.00

Pending Non-

AMD
ND.

INnn-Fed Amount

Project Title

For Reduction in
Funding Sereen
Shots

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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J 94 G2 10Ul U, WIS TINY G KGN &

\ 7
4 View|Award Number Task Id [Task Name Task  (Document Type DacumentSlartDatv Approved [Total iApplicant
Status Federal  |Federal I\ame
Funding  |Funding

W NA12GOT9930023 05/22/20122534353merement Requestand Not  Procurement Request 2245494 Nf& $10,000.00 Enwrunmental
Commitment of Funds Started and Commitment of
Funds Cumrmttee of
Wast Marin
View NA12GOT9990023 05/22/2012 2534352 Reduce Funding Amendment Nt Award Flle 2245493 NfA $10,00000 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

Accounting - ACCS Lines *
One Jtem found.l

14 20002012 10010002000000-00 522000000 SEQDO0GHE  41-12000 (FLODOOIN  Yes it Dete

Add
Aad New

CCS 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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A

MEMORANDOM: NOAA Finance Office

ot FROM: Grants Management Division
SUBJECT: DE-OBLIGATION

De-obligation Request for Award: NA12GOT9890023

Total Federal Funding entire award): $10,000.00

Recipient Name: Environmental Action Committee of West Marin
EIN: 237115368
DUNS: 793971490
ASAP ID (if applicable):
Award Period: 05/01/2012 - 04/30/2013
Federal Program Officer: Grants Student00
Obligation Number: 374002
Requested De-obligation Amount: $100.00
Item #/MDL ACCS Amount

2245494 / 2025338 14 2012 2000 52-30-00-000 SAE0000-54€ 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 authonzation to proceed with the de-
bligation process,

Spell Check

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

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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. o Declined Amendment Workflow (DA-2) Octaber 16, 2014

CD'451 Version 4,14
Steps 23-24 from PR-1

¢
‘ 23 u - 1 2 3 4 Interface creates
% Unapproved ASAP Profile
Recipient Declined ASAP Reduce ASAP  cranes Officer Acknowledge for

Authorized Award Authorizer  Threshold Declined Award

Representative

15
ASAP
Authorizer

ASAP
Authorization

FAUTOMATED TASK
[based on Data
Warehouse Records,
not CBS Interface)

10 1
: 9 o
Partal F:;‘:;“;:‘:ﬂ":’ s Review Pl Initiate [ 17
Speciaist  Specialist 'Bab.m:m Award Between Steps 16-19add Finance Office
De-Ob Optional Error Handiing.

18
ASAP Only [4_##

Certification
i
/ 4
% 25 n 4
2% / /B b1
Procurement Complete and /" Approve
Requestor /  Request Approve
Reauest  Forward Each / Proc. Req. , Authorizing
pocurest Offical 5 g 0 n
', Record Approval  Grants Officer D'F 'mgs fets “‘:t:s
OTE: Corresponding Negative Procurement e
Ilqumshould be placed in Assigned FPO Inbox AUTOMATED
o ey - e——
Procurement S e EWRCARA
lemewer A Upload to 2.File generation for
Request s MARS? FAADS/USASpending
END

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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GRANTS/ %)
ONLINE

mﬂr 1rnin's

Correct ACCS Lines on Approved Award (PR-3) October 15, 2014

(No Net Dollar Change)

Version 4,14

Nightly Upload to MARS.
Validation Failure

Mw—@wviw

Asysned |mualeAcC$ PfDN'lmnl Cnmplettand

e : ol e ’ S Appmv!
R e M s T me faRn
Request e /
ﬁt’ i :
Comment Will be Required.
Procurement Request will be added as a Sub- 6a 6b
‘Document 1o the Award File. Optional Approve
Reviewer Procurement
Request
Proement Requestand Commitment ofFds -NALZGOTO00Y4 | l
‘ THIS DOCUENT ISLOCKED o |0
END =
THIS REQUEST 1§ APPROVED

Comrect ACCS Lines 1 -

ficcounting - ACCS Lines *
2 items found, displaying al items.1

pureaufundiscal YearlOrganization [Program __Project -TaskiObject Classmount__|Prior YearDWalidated
14 1 212 06 -02 -0004-01-00-00-00 01-01-02-000 14K3BNS-PO0 41-11-00-00 $10,00000 N Yes

14 20002012 10-01 -0002-00-00-00-00 52-30-00-000 SAE00D0-SAE  41-12-00-00 ($10,000.00) N Yes
Add New ACCS Ling

PRCF Total for this Award action: $10,000.00

Total Federal funds authorized for this Award action: $10,000.00
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i 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.
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Administrative Amendment - Date Changes (GMD-2) Octber 16,2014
Non-Funded Amendment Version 4.14
1 2 3 i 5

A Search for Awards Select link for Amendment . 1) Review

Sl speciay viathe and complete Required fields Grants Specialst Amendment

Awards Tab (add new fields for Project Dates) 2 Forward to

Grants Officer
Optional E,:“ )

‘.‘).
Accept Q, '4 0,
9 5 7

15 u 13 12 10 6
€8S 1st/2nd 1 Grants Online
Unapproved M:\::: aer CBS fstand2nd =, oy Initizte g, Adm':w Accept/ Recipient Aoprore pandf Grants Officer
profile update Approval - CBS (njerface 0b Mod A Decline Authorized fep  Modify Datels)in
Dale Extension Amd Grants Online
|
|
END ]
Step 10~ If error, send notification to
AMD GrantsOnlneSys Admin, Willnvestigate N
and restart manually as needed. Decline|
|
o |
Amendment to Finandial Assistance Award |
| 1. Nightly Upload to CBS DW for ARRA
CHO Number: GrantType: 3 Flegenefation e FDSPSASpendine
1199 ® erant € Cooperative Agreement —l
{anditon)
Awiard Number: Amendment Number: 0
HA1260TH090014 Pending
o 98
Recipient Name: Street Address: - 9
Insute forCommaiy Managed Resoumes (IOR) 123 Main st Acknowledge Decline (Grants Online  Granes pficer
Washingten, OC 20000 date change(s) are rolled back.)
Amendment Start and End Dates: * Extend Work Completion To:
. N]A
TheAreninent St and €0 Do i e
Project tartand nd Date fekds are it partof the
afc 0451, The Anendrent St and Ed s e fr
Intml repuing purposes oy and cannot b uoed
by themseives o extend the award. The award can anly be
p
using the Profect End date fekd or by submissin ofa
Hio-Cost Extension Award Acton Request,
Project Start and End Dates:

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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| T

QOrganization Profile Change Request
» Manage Organization: Institute for Community Managed Resources (ICHR) (2002469)
Recipient Users [EETE  Lcy
 Organiztion
pmﬁle Chﬂﬂge Legal Name or DBA  Institute for Community Managed Resources (ICHR) [ \
Re (]UESt Physical Address
» SF-425A for
Multiple Awards Street Address 123 Main Street
) Search Awards tity Washngn 1
) Search Reports State 0C - Distrct of Columbia | I
Zip/Postal (ode 20000 ]
Country LS - United States | |
Phene 301-555+1212 ]
Mailing Address
Mailing Name ICHR [
Street Address 123 Main Street
/)
tity Washington :’
State 0C - Districtof Columbia [ A
Zip/Postal (ode 20000 ]
Country USA - Uried States | -
Business Identifiers
EIN 98-7654321 (—
DUNS 122456785 [
DUNS Plusd |
CAGE / NGAGE |
ASAPID
whontpe s et ] 3
*Justification for Changes
I

The New Organization Profile Change Request screen allows recipients to submit changes
to data fields associated with Organization and Vendor 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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Grants Online Training
Review Event

Process Maps

November 2014
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. o
" Review Event Workflow - Federal Agency (REF) Apils, 2013
i \m Vsend 1l
"3‘, s/ Ocly if Review Event Exists
GRANT ,;’.\ o Review Events are optional in Grants Orline
'\. *  Review Event s condusted for both Competinive and Usiversal ¥ (hosn.
ONLINE / o Review can be conducted using Geants Orline functionality o ostside of Grants Online. Once the Cempettion
M-Bﬁf\‘i rHoE W‘
Manage Aplication Reviewer Functicaaity o1 Grants Onfine reviewers” ek,
Assgn ppliason o fiiew Evert, Sepd s Hreviese Netfoard
reguired ool after the First Review Event as the »
First Reshew Event il pot every agphcation added
ta it atoraocaly. Appicatons for subsequent
Reshen Event st be added by the congetiion 14 New Reviewer
Marager.
G ' /‘: ' ' Nl User = ‘
1 1 3 s § \\Iadh!rmerle 9
Congeton  StartReview Bt View RevewEent. Asinipplcation S49h o et Vabd learto™F Revew
Vougr  GWOXO g toReventun et
; e 4
Avalabie without a tisk ‘ = Mnge
and 8
WVadUstr= Y Adsign Reviewers
ToAopication

This actioawil piace the review assignmest Back in the reviewer's inbon
J

Bevwees Work Flow
Iy -
I S
1 ] 4]

o e ISy Feon e for
Teew |
Apvien Ereat Marager can Enter Aeview o0
| ekl ol Redewe, I Beview was stmtted
via Emad oe Mol
Notifcaticn wil e the folowrg.
Lyparin to Reviewer Logn

wadh] bowscrpiedé

For further training material, please refer to item #15 on the PMO website:
Review Event Quick Reference Guides
¢ Creating a Review Event
¢ Conducting a Review Event
¢ Conducting an Application Review
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Review Event Workflow - Reviewer (RER)

gﬁfﬁ{TEs wmu—umumuu

) i NowFedsra Enplopes ceereethe et sty

MBDAC T rAD e - COSTUcorfmeabty envicatin o Non Gverrmeal
et :

(]
5
Review the Applcation Certfy Conlict
of hterest

Reviewe! Recewe Notfiation  Seket applcation
Via Emal foRevew

Natficaben wil have the fcowing;
1Ayperiink to Reaewet Logn
bl Addvess § wed 289
Usermame for the Reviewers.

L Adcharacter code b provided
wused 16 P and i vl tll the

Accept

6 7
Fevew AppltOnENMEr  foyrd Review to Agency
Scores Comments)

April5, 2013

Versend 1]
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