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Federal Program Officer Training Agenda

Day 1

Grants Online Overview and System Navigation
Universal RFA Creation / Application Processing

Introduction and Agenda

Grants Online Overview and Log On

System Navigation — Workflow and Account Management

Viewing RFAs and Awards

Online Demonstration/Process Maps
Hands-On Participation — Completing a Non-Competitive RFA

Online Demonstration/Process Maps
Hands-On Participation — Processing a Non-Competitive RFA

Wrap Up:
Additional Resources and Training
Questions and Concerns

OBJECTIVES - By the end of the day, students should:

Understand the roles of Grants Online and the Grants Online PMO

within the Department of Commerce Grants community

Understand the underlying structure of the Grants Online system

Locate basic Grants Online application and award information
Understand the difference between a Competitive RFA and other types of
Universal RFA (previously aggregated using the label “Non-Competitive”)
Understand the difference between the Certified and Uncertified Federal
Program Officer/Program Office Staff roles

Create and route a variety of Universal RFAs

Input a paper application and complete the “Review Minimum Requirements
task

Conduct Negotiations and prepare an Award File for Grants Management
review

Understand the Award File approval and acceptance process

Know where to find help when needed

TRAINING MATERIALS:

Noo,rwhE

Agenda and Objectives

List of Acronyms

Grants Online Overview Presentation

Grants Online User Roles (Spreadsheet)

Grants Online User Roles — Federal and Grantee (Definitions)
System Navigation Manual

Process Maps and Screen Shots
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August 2015




@l Project Goals
%09

GRANTS A Single Unified Grant Processing and Administration system
ONLINE \&/ that uses an electronic solution to reduce processing time.

W e Areliable, robust, and scalable solution that can
accommodate mission-critical, high-volume usage.

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

« Standardized business processes that contribute to a more
efficient 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 — FY 2006

Rollout to DOC — March 2009

Review Module — October 2011
CBS Interface — June 2012
Rollout to EDA — FY 2015

Rollout to NIST — FY 2017 (In Planning)




Grants Life Cycle
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GRANTS Grants Online System Requirements
ONLINE\S/

VEBA= TRADE

The System

Grants Online operates in a web environment and is
accessible anywhere and anytime the user has Internet
access. There is not a need for the user to install any
special software on his/her computer. However, each user
must register and obtain a unique login id and password
from the appropriate official at his/her agency.

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




Grants Online and Grants.gov
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9()s) Grants Online and ASAP

GRANTS/3)
ONLINE

VEBA= TRADE
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Grants Online Document Relationships
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ONLINE'\E

VEBA= TRADE

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

(2 Grants Online - Windows Internet Explorer

@'\:} v | € https:/arantsoniine rdz noaa.govflows home Lagin/LoginContraller,jof ¥

Fle Edt ‘View Favortes Tools  Help

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

The page at https://grantsonlinetraining.rdcnoaa.gov says: *

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

|

i

ml

REVIEWERS Grants Online is the premier
L » Access current applications Federal solution for full life-
to assigned to you cycle grants management

* Submit your review comments processing.
and scores

» If you have been assigned a
review in Grants Onlineg, you
must login through the

Username

Beview page. Password

Federal Staff .

* Generate funding notices
5 * Review grant applications
r s Select applications for award
* Process selected applications
* Award and manage grants
* Correspond with Grant
Recipients

Fal

YOUr USEMame?

Forgot your password?
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°.Q Grants Online Helpful Hints (continued)

WA o 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.

[Sove [ Sove and Start Workdiow ] Cancei | print

Notifications

+ Notifications Your Tasks

} Task
Management Document Type Status

} Tasks [l v] [open v DTECES
11 items found, displaying all items.1
ask StatusDocument Type ___[Document Id/Start Date [Completed Date

View 2564265 Notify Recipients In Progress RFA 2256808 DSIQD[Z[} 14

View 2556044 Notify Recipients In Progress RFA 2256757 05/01/2014 NfA
View 2556041 Conduct Negotiations In Progress Application 2256738 06/12/2014 NA14GOT9990069
View 2554004 Review Award Action Request Not Started Award Action Request 2256304 N/A

View 2553876 Review Award Action Request Not Started Award Action Request 2256303 N/A
View 2553942 Manage Review Event In Progress Review Event 2256285 02/10/2014 N/A




2) Buttons vs. Column Heading

12

Competitions
Press Save before selecting the followind link(s)

Competition Name

Capy of Training Competitive RFA Dec 2008 Screen Shats Edit Delete
Add New

{1 Attachments:

Create Publication(s) Save & Continue

Document Typa Status

WV

9 items found, displaying all items.1

View|Task Id |Task Name Task
Status

View 1365154 Certify/Revise Award File Not Award Fle
Started

View 1365050 Review Reviewer Instructions Mot Review Instructions
Startad

View 1365026 Certify/Revise Award File Not Award File
Startad

Document Type



13

Large File Guidance

\/ @) As a security measure, there is a 5 minute time limit for the download and
iy upload of files. If the user uploads a file and it takes approximately 5 minutes,
GRANTS the file upload may appear to have been successful. To test the integrity of the
ONUNE |\ uploaded file, download and attempt to open the file. If the file does not open,
NBBA TRADE the file is probably corrupted — the attempt to upload was incomplete and
i 4 therefore unsuccessful.

Solutions for File Upload Problems

= To determine if the upload process resulted in a corrupted file, download the
recently-uploaded file and compare the size of that to the original file.

If most of the file uploaded before failing (indicated by a slight variation in
the size of the two files), attempt to upload the file when there is less Internet
traffic.

» Use afaster Internet connection and try the upload process again.

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 Adobe Acrobat Professional or equivalent software is
available; with the file open, from the File Menu, select Save as Other. From
the subsequent dropdown menu, select Reduced Size PDF.

= Options for recipients attempting to upload Progress Reports:

« Contact your Program Officer for acceptable options to upload the file (e.g.,
burn the document to a CD and mail to your Program Officer).

= Options for Federal personnel:

« Contact the Help Desk to determine what additional solutions are available.

Solutions for File Download Problems

= Download speeds are typically an order of magnitude faster than upload
speeds; therefore, there should be fewer file download problems.

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

= Contact the Help Desk to determine what additional solutions are available.




9()s) Federal Grants Personnel

GRANTS
ONLINE \&/ _ _
DA T8 = 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 Grants
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)

» Project Officer (EDA-Specific Role)

 Fulfills roles of both the Program Office and
Grants Office, with the exception of the final
Grants Officer review and approval.
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%()s Grants Management Advisory Council

ORANTS(E) (GMAC) Contacts
ONLINE \Y
MFSBA HtAn ‘E
NOAA/NESDIS | Ericka Rosier 301-683-3512
NOAA/NMES Dan Namur 301-427-8730
Melanie Gange 301-427-8664
NOAA/NOS Regina Evans 301-713-3050 x183
Laurie Golden 301-713-3338 x151
NOAA/NWS Carla Kirby 301-427-6923
NOAA/OAR Brenda Alford 301-734-1174
NOAA/OED Carrie McDougall 202-482-0875
Meka Laster 301-628-2906
MBDA Joann Hill 202-482-4826
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

NOTE: Contact Name & Phone Number based upon Dept. of Commerce or NOAA
Personnel Directories -- Accessed: April 7, 2015
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Q I&H . . .
GRAS Grants Online Training and Help Desk
ONLINE\Y/

NRBAC T RAD E

= 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.gov

_ Call 301-444-2112 or 1-877-662-2478 toll free
— Hours: 8:00 AM — 6:00 PM Eastern Standard Time
« Ready to start working in Grants Online?

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




809
GRANTS/ X\
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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 click
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.

Grants Online
- DoC General Public REVIEWERS Grants Online is the
. NOAA Uss our Public Search feature  =Access current spplications ~ premier Federal solution
to szz infarmation pertaining assignad to you for full life-cycle grants
. DOC/OS/OHRM te awarded Department of = Submit your review management processing;
Commerce grants. comments and scores ——
. MBDA *Ifyou have been assigned 3 Username
Public Search review in Grants Online, you _
« ITA must login through the
ey Grant Applicants S e Password
To Find and Apply fora S
. EDA E=deral grane, go to the
Grants.qov website, Federal Staff
» Grants.gov =Generate funding notices
. =Review grant applicstions Forgot your username?
el t Grant R t rgot your usemname?
- Grants T =Gelect zpplications for award
sView information sbout your  wprocass selected Forgot your password?
o t DoC/OS, NOAA, I
Division e applications
MBDA, ITA, NTIA or EDA «Award and mansgs grants
grants =Correspond with Grant
=Submit post-award action Recipients
requests, progress reports,
and financial rzports Training
+Correspond with your Federsl [ Grante online Training
Program Officer and Grant
Specialist

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.

Q Warning! If the user enters his/her username or password incorrectly s/he will see



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.

o 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.

o 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.

» Advisories
» Archived
Notifications
+ Notifications Advisories

+ Task
Management

+ Tasks

" ** NOAA Grants Training 2014
05/11/2014 06:28 PM

Hafa Adai Guam partners! l

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

Mdvisories

" ** NOS New FPO Ti [

03/01/2014 05:42 PM
‘Welcame to the NOS Spans X cffs.  Your instructor is Lilian Barnes, Flease feel free to ask quastions at any
ume, The Grants Onling Pro abeen m this time with us.

" == EDA and Restore g8
02/19/3014 10:11 AM

the TRAINING envirgnment for testing of Grants Onbne. EDA s m.rru-rumu User

Please note that there are off ~
of Restore Act is using the ITA bureau at this time for seff-paced te:

Acceptance Testing for Test
For assistance contact:

GrantsOnhne HelpDeskSnodll 4
e Lilkan.L BamasSnoaa.gofl =

Hedp 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.

o
"uu o

Inbml[ll—l Application | Awards

Breadcrumb Trail

1

03/01/2014 05:42 PM

wilcome to the NOS Sponsored Grants Online Training class for New Federal Program Officers.  Your instructor is Lilkan Bames, Please feel free to aa
time. The Grants Online Pragram Managament Cffice wants you to get the most you can from this tms with ug.

=* DA and Restore Act Testing

02/19/2014 10:11 AM

Please naote that thera are currently personnal from both EDA and Restore Act Councl using the TRAINING environment for testing of Grants Online. £
Acceptance Testing for Test Release 1 of Release 4.14 whach will roll EDA into Grants Onhne. Restore Act s usng the ITA bureau at thes time for self-pag

Far asgstance conkact:

GrantsOnline HelpDesk@noaa.gov
ce: Lilian.L Barnes @noaa.gov

Help Desk Phone Number: 301-444-2112

in Grants Online. Using the browser’s “Back”

E Warning! Please DO NOT use the browser’s “Back” button
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.

» Advisories

¢ Archived
Notifications Contents Index Search

» Notifications Advisori

[') www.corporateservices.noaa.gov/g

i ‘ t@serGulde )
Management lobal Navigation Bar

) Tasks eft Navigation Menu GRANTS
06/29/2d| ogin Screen ONLINE
All Testers, isclaimer Page R St

ccept Delegations A

Please nolll (21 searen uncaomaty v Welcome to Grants
NOAA is Inf| dvisories | H
EDA, MBDA atifications Onl ine
Thanks, el
Lillian asks Please view the topics on the left for help in performing your werk in Grants Online

ccount Management Ifyou need to reach the Grants Online Help Desk, please call or email.
ending Notifications Toll free: 1-877-662-2478
Local (DC area): 301-444-2112

Email: GrantsOnline HelpDesk@noaa qov
Preferences Hours: Wonday-Friday, 8:00 am to 5:00 pm Eastern

elegate Authority
ystem Administration
anage Organizations

rofile

Note: You must call (or send an email with a phone number where you can be
reached) for a password reset. Security regulations prohibit sending passwords by
email

Grants Online Help Desk personnel do not have expertise in the use of the Grants.gov
Sers application submission system. For questions regarding Grants.gov, please call the
ystem Advisories Grants.gov Help Desk at 1-800-518-4726

Manager Certifications -
B ] » Please click here to access Grants Online Training I =
= —}

Grantsonl




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 a Task

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

Wiekcome s Granks Geline Ha. Grants Stabentz3. You s logged in t TRATRIP. | Log off |

* Advisories Babsisaries 7 Tushs
* Archived

Notifications
¥ Notifications Your Tasks

¢ Task
Management Dacument Type Status

17 items found, displaying all items. 1

Awvard Number |[REA Mame lask Applicant Iask Name |lask  |Document Start i
I Received (Name Status [Type
Dale

View NA14GOTS990070 Competitive RFA 041514 08/06/2014 SKILLTCnLEE 2571210 Procurement Not Procurement 2259324
Request and Started Request and
Commitment Commitment
of Funds of Funds

Vigw RA14GOT9990070 Competitive RFA 041514 OB/06/ 2014 EK[lI IGALEE 2571209 Procurement Not Procurement 2259323

squest and Started Request and
Commitment Commitment
of Funds of Funds
------ v NA14GOTI990070 Competitive RFA 041514 0B/06/2014 SK.ILIJGﬂLf_E 2571077 PFrocurement In Procurement 2259284  OB/0G/|
INC Raquaszt and Progress Request and

Commitment Commitment
of 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

B Your Tasks
* Task

Management Document Type Status
» Tacks [ *]  [open +]

g all iterms. 1

BFA Mame

Dal
NAL4GOTI990070 Competitive RFA 041514 08/06/2014 SKILLIGALEE 2571210 Procurement Not Procurement 2259324
INC Request and Started Request and
Commitment Commitrment

of Funds of Funds
-‘b\l-‘| GOTY990070 Competitive RFA 041514 0B/06/2014 SKILLIGALEE 2571209 Frocurement Mot Procurement 2259323
INC Raquast and Started Request and

Commitment Commitrment
of Funds of Funds

View NA14GOTS930070 Competitive RFA 041514 08/06/2014 SKILLIGALEE 2571077 Procurement In Procurement 2259284  DB/0G/|

z Request and Progress Request and
Commitment Commitment
of Funds of Funds
w MA14GOTI990070 Competitive RFA 041514 08/06,/2014 SKILLIGALEE 2571076 Review Mot Award File 2259283

Release of  Started

Funds

Filter a Task

1. Specify the Document Type from the dropdown list.
2. Specify the Status from the dropdown list.
3. Click the Apply Filter button.

Your Tasks

Document Type Status

[RFA *]  [open -]

4. The Tasks screen shows only the filtered tasks. NOTE: In this example, only the
Open RFAs are visible.

Your Tasks

Document Type Status

\RFA g | |Gpen b | Apply Filter >>

4 items found, displaying all items.1

View(RFA Id |REA Name Task Id |Task Name Document

Type Id

View 2259009 Student25_080414_Universal N 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

(GDFFT) Recipients




Account Management Tab
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The Account Management Tab allows the user to view and update his/her profile; customize
his/her natifications and tasks preferences; and delegate his/her Inbox to other users.

» My Delegations Advisories

+ My Preferences

» My Profile
Account Management

- My Delegations -

- My Preferences -

- My Profile -

50 that the Help Desk can provide you with password assistance.

This feature allows you to view and update the users to whaom you have delegated your wark. You may search for users that have similar permissions|
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 al
Note: Your delegate(s) will NOT receive notifications of tasks as they arrive in your inbox.

This feature allows you to view and update your current system preferences. These preferences include your system password, the columns you woul
displayed on your Inbox view as well as the order in which you would 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.

This feature allows you to view and update your personal profile. You may update your name and address information, as well as your security guesti
may also view your system profile attributes, including your username and your currently assigned roles. Please ensure that your security question an|

Access the User Profile

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

screen is visible.

rie commars) Manage Profile (oo

Profic:

Frst Mame:  System
Middle Name:

Last Mame:  User

Affx:
Persen ID: 2013855

Usar Account Datails
User Name:  aholt02
Actiea Flag:  true

Securily Questions

1 What ara tha first threa lattars of the month in which your fathar was bam?  JAN
2 What are the first three letters of the month in which your mother was born?  FEB
3 wha is your youngest sister's birthday (MMDD)? L

Edit Security Questions

A

AITatrens
Deotalls | Org D

ails 1003209 Chesapeake GIS

Position | Phone Address F-Mall

Assigned Rales

Role Org 1D __Organization

Foderal Program 1001336 Fisheries NOAA

Officer « Cartified Chasapeake Ray Office
(NCRD)

301-444-1234 123 name street , Edgewater, MD 21037 USA ana.holt®noaa.gav

ax prinary i
trus

trug

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
account.

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.

ne commerts) Manage ProfilD

Prefin: Ms.

First Name: Grants
Middle Name:

Last Name: Student25
Affi

Person 10v 2010915

User Account Details
User Name:  gstudent2s
Active Flag:  true

Security Questions

[+ Queion ex

1 What is your mother's marden name?  Jan
2 What is your father's middle name? Feh
3 What is your mather's middle name?  Mar
Edit Security Ques|

2. Click the Details link.

Security Questions

[+ quemion toxt L mwor x|

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

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.

Affiliation
Organization GQOT One Commerce Program Office (OCPO)
Primary Flag true
Active Flag true * Primary affiliation must be active.
Title
Street Address
A
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




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

. If the user opts to click

Affiliation view >>

Organization GOT One Commerce Program Office (OCPQ)

Primary Flag true
Active Flag true * Primary affiliation must be active.
Title [ |

Street Address © 20020 Century Blvd

City |Germantown |
State * [MD |
Zip * [z0874-1143 |
Country [usa |
Mail Route | |
Phone Number [Bo1-555-1212 | Extension
Alternate Phone Number | | Extension
Fax Number | |
E-Mail |testemai|@msg2.rdc.nﬂaa.gov |
|

Alternate E-Mail |

| Save || Cancel |

]
]

5. Click the Done button to finalize the process and return to the main Account

Management screen.

Security Questions

¢ Jovesion et anower ]

1 What s 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

Aftiliations

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

Assigned Roles

2002468 GOT One Commerce
Program Office (OCPQ)

Federal Program
Officer - Certified

[cm]

[ | org 1 organizaion | osiion | Phone L Aaress —————Jemn |

testemail @msg2.rdc.noaa.gov

| S
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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 naotifications. 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 [+]

r Number of Bread Crumbs

1 Look and Feel
DOC  v| [+]

r Workflow Warming -

Yes ¥| [+]

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 column ———
Project Title Task Id
Proposal Number Tack Name
Total Federal Funding (Award Number
Approved Federal Funding Status
Applicant Name Document Id
Task Received Date BE=X [Document Type [ up |
Award Start Date Start Date
Completed Date | Down |

Post Award Tasks

-——-- Please select an inbox column -——— --——- Please select an inbox column ———
Project Title Task Id
Proposal Number Tack Name
Total Federal Funding (Award Number
Approved Federal Funding Task Status
Applicant Name Document Id
Task Received Date BE=X [Document Type [ up |
Award Start Date Start Date
Completed Date

[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 impact 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.

—> Motification Preferences

Password Expiration

Scheduled Downtime

Policy Update

System Generated Waorkflow
Task Assignment
ltam Submission
Delegation of Wark

Expired Certification
Pending Due Date

Overdue Ttem

— L . |

General Tasks

Please select an inbox column
Project Title
Propasal Number
Total Federal Funding
Approved Federal Funding
[ Award Start Date
| Competition Name

Grants Online
Inbax

System Generated Advisories

E F

4

#
4

System Generated Notices

+ #
-
+

Please select an inbox column

Award Number
RFA Name
Task Received Date
Applicant Name
Task Id

g (Task Name
Task Status
[=<] Document Type

Document: Id

Start Date
Completed Date

3. For the Task Preferences, use the Push [>>] and Pull [<<] functionality to
specify the columns that will display in the user’s Inbox.

4. For the Task Preferences, use the Up or Down buttons to select
the column order that should be displayed in the user’s Inbox.

5. Click the Save button at the bottom of the screen.

Post Award Tasks

Please select an inbox column
Project Title
Proposal Number
Tatal Federal Funding
[Approved Federal Funding
[Applicant Name
Task Received Date
Award Start Date

1

Please select an inbox column
Task Id
Task Name
Award Number
Task Status
Document Id
Document Type
Start Date
(Completed Date

38



Change the Password

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

User Preferences
Site Preferences

Page Size
[1oo | [+

Number of Bread Crumbs

[0 | [+

Look and Feel

[boc +] 11

Workflow Warning

[Yes 7] 11

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 : ‘ ‘

New Password :* ‘ ‘

Confirm New Password :* ‘

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

Password Guidelines :

i | e

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

« Passwords cannet 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:
underscore "_", dollar sign "s", and pound sign "=".

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

» 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 full
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: AGO

ASAP Authorizer

Award Mailer

Budget Officer M

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:  [student |

Organization: ‘ ‘

Role: AGO

ASAP Autharizer

Award Mailer

Budget Officer -

||




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

First Name: ‘ ‘

Last Name:  [tudent |

Organization: ‘ ‘

Role: AGO

ASAP Authorizer

Award Mailer

Budget Officer -

Search Results

PiGrants Student00
Grants StudentD1
Grants StudentD2
|Grants Student03 ~

[z

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

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

=t Current Peers on delegation List:

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 M

Action |Prefix |Affix [Name ______lPhone _____[Email ______________|fax[Title|Organization |

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

Ly



Rescind A Delegation

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.

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:

Email _________________[Fax[TitleOrganization ________|

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

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 i
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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 "Continue to Inbox' to work as yourself.

Select _ lUser Name |
Grants Student00

Continue to Inbox >>

0 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 Application | Awards | Reports | Help
OPERATING AS DELECATE FOR Grants Student00. You are logged in to TRAIN2P.
* Advisories

* Archived
Notifications

N NOnhcarions T —— Current user is operating as the

. Delegate for Gstudent00.
Management Document Type Status
* Tasks [an *]  [open ]

124 items found, displaying 1 to 100.[First/Prev] 1, 2 [Next/Last]

W-W-W--m-m----w-m

View N/A 09/06/2014 2572977 Notify Recipients Not 2258903 N/A
Started
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 -

Negotiations. Progress lillian
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Grants Online Training

Universal RFA Creation &
Application Processing

August 2015
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GRANTS/
ONLINE

M\BBA. TRADE

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 = “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 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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Select the RFA Tab & A
the Create RFA link ](;m: ¥ia finks on RFA hcurh_

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

Start Select the optionto Z
copy RFA from exsting
or create new RFA 2 3
1 RFA RFA Name, Fiscal Year,
RFA Creator CFDA Number
Universa| RFA Type
~
e
Pl
'
’
'
s
A
AR d Reviewet L
For BAA RFAs the R
will e automatically penerated by the system.

RFA Routing Slip Start Workflow

(Select optional review if needed)

5/11/2015
Version4.15

o
—~

8
RFA Publisher

|

n
Notify Recipients

=

10

RFA Creator Post Application Package
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GRANTS/
JONLINE \ ,

Selectthe RFA
Tab&the Create
RFAlink
Selectthe option
' to copy RFA 3
fromexisfing or Createvia links 4 §
createnew RFA on RFA Details
Shrt| | = - \a@
J
REA RFA RFANarme, FiscalYear, | ~ RFARoutingSlip i
3 a
CFDANumber, (sectoptonal o
Creator UniversalRFAType | reviewerifneeded) 'O
RFA Details
RFA Header Information
Ocument 0 2100733 Illssmn _Gua%s Tnformation * No mission goals have been selected,
RFA Name * [universal &
_— fiiaa Application Routing *
Fiscal Year
o No Program Officers are assigned to receve appications
Announcement Type 1 2
fl”wf OpPOrtnty  youg.Gor-0ce0-2011-2002649
e Application Package *
) .
Un? a5 G_rants ARTRBEY) - An application package has not been selected.
éi;g’e oo GOT One Commerce Program Office (0CPO) ¥, View/Edit
ésr;\t%r:ed Program Student, Grants 3: Minimum aequiremenls'
CFOA Number * ;!1.999 - Grants Oniine Training Program ¥
SubProgram -Select a Sub o sesch dareses ] 2 comtpeten Fundng
RFATypE ™ Noncompetiie g oficerane ] 3 CorectMateh
ki - ¢ Comp!ele Apphcation

RFA Additional Information

Antidpated Funding Amount for
: Search Results

Al Recipients
Application Due Date™
(MMDD/YYY)
Anncupated Award Date

Selected Federal Addresses *
No addresses have been selected
View/Edit

Selected Federal Contacts
No contacts have been selected.

Recipient Information/Application Det:

Nothing found to display,

Selected Addresses for this RFA

Oné item found.1

Remove from RFA

=

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

Matching Requirements
No Matching Requirements have been defined.

J Attachments:
No attachments,

Add new Attachment; [+]

Any changes to information on this page shoud be saved before adding or removing attachments.
Larg ince

 ave | RFA Routing ip - Start Workfiow

When adding a recipient to the RFA use the DUNS number to perform the lookup.
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I,\ﬁBﬁA’ TRADE

Selectthe RFA
Tab &the Create
RFAlink
Selectthe option
' to copy RFA 3
from existing or Createvialinks 4 §
. createnew RFA on RFA Details
bor oy ——{ 1 — I~
I I =
REA RFA RFANarme, FiscalYear, | ~ RFARoutingSlip i
CFDANumber, (sectoptonal kan
Creator UniversalRFAType | reviewerifneeded) 'O
Matching Requirement
- Statutory Autherty:* [gtat Authority goes here,
Application Package
Select aForm Family = |SF-424 _V_
Select a Template ; * NOA - Non Construction v2 v
Minimum Cost Share (%); *
Maimum Cost Share (%): *

Budget Narrative Attachment Form
(D-511

Project Narrative Attachment Form
SF-424

SF-424A

SF-4248

Optional Forms

Other Attachments Form
SF-LLL

L Attachments:

For Universal RFAS, you may attach Application Instructions to the RFA. Use
Application Instructions as the short description. Only one file may be attached
at Grants.gov as Application Instructions. The preferred file format is pdf,

m Cancel/Done

| Special Award Condition Details

Name: * Programmatic SAC

Descrpton:*  [GaC Descrption goes here
Spell Check

e

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
% 0%
& 0 D Selectthe option
GRANTS(3) T s
ONLINE \®/ from existing or Createvialinks 4 :
SRSt . createnew RFA on RFA Details
Start | —— ™0
1] |
RFA RFAName, Fiscal Year, | RFARoutingSlip
RFA CFDANumber, (selectoptional WST;
Creator UniversalRFAType | reviewerifnesded) 'O
Routing Slip
RFA Creator

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

Participant Name

RFACreator Grants Student

Optional Reviewer

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

Nothing found to display.

Add Optional Reviewer

RFA Publisher

AIIRFA 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
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-~

)
End /\_/\ i

RFA
Notify Recipients Creator

Jiew Notify Recipients N/A

Your Tasks
Document Type Status
Al ¥ |Open v Apply Filter >>

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

Document

Project Title

02/03/2011 RFA N/A Not 2199733 1795365
Started

Completed
Date

Applicant
Name

N/A

Proposal
Number

NA

RFA

I 2199733
Status: NotifyRecipients - Not Started

Action: Please select zn action v [N

Please select an action
Notify

Your Comments:

| Spell Check

+ Workflow History

Date Date Date Performer Action Taken Current
Assigned [Started  [Completed Status

Post 02/03/201102/03/201102/03/2011 Steve  RFAPublisher ApplicationPackagePosted Complete
Application 05:37:05  05:37:39 05:37:39  John
Package PM M M Dres

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

Export options: Excel

RFACreator  InitiateApplicationPackagePosting Complete

User
Comments
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Grant Applicant Email

From:
To:
Date:

GrantsOnLine.test@noaa.gov (GrantsOnLine.test@noaa.gov)
grant.applicant@gmail.com
Wednesday, December 10, 2014 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.

The Grants.gov URL is: htip://www.grants.gov. If not registered for Grants.gov, please begin the registration process
immediately. It can take up to 2 weeks to fulfill all the registration requirements.

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

1.
2.

From the Grants.gov home screen, click the Applicants tab.
The user may click either the Search for Grant Opportunities link or the Apply for a Grant Opportunity Today
link.
If the user selects the Apply for a Grant Opportunity Today link, click the Download Application Package
button.
Enter the following Funding Opportunity Number:

* NOAA-ONPO-2015-2001279
From the Actions column, click the Select Applieation Package to Download link.
The user should supply his/her email address so s/he can be notified of changes to the application before the closing
date. If the user does not provide an email address, s/he cannot be apprised of changes to the application
requirements. This limits his/her knowledge of all conditions that must be met to be selected for an award.
Click the Download Application Instruction link.
Click the Download Application Package link.
Complete the fillable pdf form and submit.

Information on the NOAA Request for Applications (RFA):

RFA Name: Generating Sample Notifications

Fiscal Year: 2015

CFDA Number: 11.999

Opportunity

Number: NOAA-ONPO-2015-2001279

Agency: National Oceanic and Atmospheric Administration

Opening Date:  2014-12-10 10:54:01.0

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

Closing Date: ~ 2015-09-30 17:30:00.00

NOTE: Please contact the NOAA Program Officer for verification of when an 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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Applications and Review Event Overview (UNI-2)

Receive applications

/
s
= GRANTS.GOV*

1
Grants.gov

Start

Applications submitted via Grants.gov

3
Assigned Program Officer

:0 >‘ End

4 5
Review Minimum Requirements Approve/Reject
Checklist (1 Per Application) Minimum
Checklist (1 Per Application

5/11/2015

Version 4.15

Review Reviewer Instructions

d muﬁﬁmmu
“Review Reviewef Instructions” i En completedfthere s o Review Event

‘document is avallable, but nol a task.

8 ! 8 9
Assigned Program Officer Review FALD Clear
Reviewer Instructions Reviewer Instructions

Review Event Workflow

B TR TR RN RO R=»= )

| Only if Review Event Exists
|

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

&

g

10 Start Review Event mrm“ o ¥} [Erm ey S 3
Competition i approve/refect/ Competiion  |ERARRRIE prei [« Event
Manager  Global Option Manager  Event

Available without a task

Global Option
Available without a task

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

A review event is optional for the Universal process.
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Applications submited through
) Grants.gov

4
3 5
/ ._L
| M\ GRANTS.GOV \ Iil ., _, H
V0D, | T \ / \ /

2
" o ' ReviewMin.Req.  Approve/RejectMin.
GRANTS/2\ o Creetevia pplcaidi Tab Done / Rssigned e
@ | l A~ ProgramOfiicer  Checklist(1/App)  Req.Checklist
ONLINE \Y/ n ([
< ‘_ (1/App)
WRBATHaD s NOAA Input Paper Applications
; forRFA
Application Details - SF-424
Augit Trak: j
i Attachments:
(-] Program Office Added Information
Proposal Number:
Project Type: Oonstrction ©tor-Construction
Princpal Invesbgators-
Project Dirsctirs:
Keywords):
Agplcant Iformation
e s B Py i — |
N Department Name: | ]
Division Nams [ ]
Application Subiission Type and Date Information Ouns Iwm;i[ y—[ EIN Humbsr: ’—I
Type of Submession: @) Applicaton OPre-Apphcation () ChangediCorrected Applcatin (or13dight 2 &
Type of Appbcation: @New (Continuaton ORevisun ORenewal O Resubmission Sruck \ I
1f Revision, select appropriate letter(s): -Select a Revision Type- ¥ ay: County:
State: " Diskict of Columbia ¥ Fm‘mce::|
Usse format MM/00/ YYYY for date fields,
P | T o o [
" | R e Name ang f person t cali
" |:];;:;mxm|:| Piefic  Firsthame W tame:  Lasthlame S
tooe ¥ [ | I tone v

Tt [ ]

Ongaticion katon | ]

Phonethmte: [ | Fartiomier | ]

Enai [ |

Other Application Information

Trpe of Applicantl: * .lbwlmﬁlmﬂl 501C3 IRS Status (Other than Insbtubion of Higher Education) ¥

Type of Apphcant2: Please Select Applicant Type v

Type of Agpicant3: Please Select Appicant Type 4
(Test/Traning pp 1 for Release 4.06 Comp RFA

Destnptive Tt of

Applicant's Project: *

Project Areas:

CFDAMurber; *| 11,999 - Grants Onine Training Program ¥

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

The Application Details screen contains most of the fields found on an SF-424. After entering all
required fields, click “Save as Draft.” If you have missed any required fields you will see an error
message with guidance regarding the missing fields.
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Applications submited through
) Grants.gov

(-
||

2
0 . Assigned ReviewMin.Req.  ApprovelRejectMin.
|H| Createvia Applicatign Tab Done ProgrnOficer  Checkitfigp)  Reg Cheki
(1/pp.)
NOAA Input Paper Applications %
forRFA

Name of Federal Agency: HOAR J

Hoplcant Congressonal Ditict l:]?rmc:n;rassucna wwa

Ishe AgglicantDelinquent on ans Federal 0et” Q)ves Ot

Is4 o by 1&3i2Fracess?
O This gl e Ot 12T P
O 2 e sale o,

Q¢ Programisnotoveredby EO. 12372

huthorized Representative
Prec Fistilame Middle Name: _ LastName: Suffc
Hore I I ] bene v

weo | ] ﬁ
Phoce Nomber | | Fauttomter | |

| ]

Fiscal Year : *

Edit Application Funding Details

Application Total Funding : 500000

Application Funding Details: *
Tota Fondig:*

Mulb Year Award:  No

(use format YYYY )
Funding Start Date ; *

11

Funding End Date : *
(use format MM/DD/YYYY ) 0/01/2011 (use format MM/DD/YYYY ) LEVPS

Hothing found to dsplay. Federal Funding : *

1
1500,000.00 Program Income :

i T W
State Funding : :
Local Funding : |:|
Other Funding : :

Total Funding :

m Close

$500,000.00

1

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

211 10/01/2011 09/30/2015 $500,000.00 $0.00

Add New

Save as Draft Save and Start Workflow

FiscalYearStart DatelEnd Date Federal _ Applicantitatelocalothedotal FndingsProgram IncomelActolActior]

$0.00 $0.00 $0.00 $500,000.00  $0.00

Edt  Delete

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



Applications submitted through i
) Grants gov 3 5
M/J’.‘h GRANTS.GOV] \ .
\ - — R B
%09 g 1l
Createvia Application Tab Done Assigned  ReviewMin.Req. | ApproveRefectfn
856”}? IH' ! PP //;rogramofﬁcer Checklist(1/App) | Req.Checklist
& (1gp)
NBBATaADE NOAA |nptll PaPETApPIicaﬁODS
j forRFA

2 items found, displaying all items.1

ViewITask 1d ITack Name { ‘ Comnleted DatelAward
View 1364984 Review Min, Req. Checklist Not Started Application 2138624 N/A
View 1364983 Notify Recipients In Progress  RFA 2138600 12/01/2008 N/A

Minimum Requirements Checklist

Minimum Requirement Met Comment
Requirement ?

Received on Time OYes
Oo
(ONot Applicable
Overall Comments:
Spell Check
Correct Federal Funding Oves
ONo
Ohot Applcable
l Check
Emeckiat O tions must be answered before the application can be approved or rejected for minimum}
Yes requirements.
o em
s
(Ohot Appl\cab\e
Speii Check
Complate Application Oves
Oto
(ONot Applicable
Spell Check

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.



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.

ONLINE S

I’\w; I. R VAI‘ D' IE

S

Applicant Registers
in SAM using the
EIN or DUNS.

ﬁAM Grants Online info is

SYSTEM FOR AWARDMANAGEMENT  manually checked
against the SAM
record.

ASAP ID

b

>

GRANTS.GOV* aniaios BURAsS

Systems (CBS)

FIND, APPLY. SUCCEED"

Grants Online Org

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

NE @)%
GRANTS(
ONLINE

INTERNATIONAL

uuuuuuuuuuuuuuu

GRANT

DUNS
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5/11/2015
Version 4,15
* For NOAA and NTIA the NEPA process is required. For other bureaus the NEPA
proess s not avalble -- +‘— --
/ 68 \
7 6 - “Review Award File”
/ No Legal SN s Taskis placed into
7 FALD Objection Assigned \  |IW[0 st
Program Officer Y Inbax whenFP0
> forwards Award .
31
PO Checklist PO Checklist  Complete PO Certify PO Forward Award File to
CheckList Checklist Grants Specialist
NEPA NEPA Review a911|iselm a EDA Only
Assigned Cundncl (NOA EDAandNTIAl  NEPA Official Selected Approve NEPA
Program Officer Negotiation: NEPA Official
l
2 1 1 6 |
Once the PO Checklisthasbeen | procyrement  Procurement  Completeand 15. Approve | ::M " 1 i 2? . n i 1?
completed and certified (Steps5and poqueq Request  ForwardBach RO procremont | Mquesl i nzmkmm ommit porove  Commit Approve
6], the system will generate the Document Request Approver Approver
“Forward Revise Award File" task,
which allows the Program Officer to Option to establish additional PRCF
forward the Award File to the reviewers between the Requester
Grants Specialistin GMD. SHLEE R If needed, you can renegotiate and make any
changes before forwarding the Award File to GMD
(See separate “Renegotiation” Process Map).
= Oplioml
L | Prmtmm
NOTE 1: Step 24 invotves a 1 /, HXeMorVi;da!miaMm I
ool check ogainst the OCR i Refect Vendor Info/ | Automated Task
website. 7 [

(BS Errors |

23 £
23 9 5 26 27 2 Grants Online  Link Vendor with
DataQuality  Validate Org Vendor Initiate Get Vendor Accept Vendor Info/ System Admin ~ Org Profile
Validator  Profile {CCR) pata Control  Vendorlnfo DataControl  Request New Vendor
Manual updates in CB5 to the vendor

record if necessary before selection




3
PO Checklist
B 7
— NEPA
4
g n
Assighed CMM Procurement
Program Negotiations Request
Officer

33 items found, displaying all items. 1

View[Task Name  [Award Number |Task Document [Project Title Task  [Document|Task Id [Start Date |Completed|Applicant |Proposa
Received [Type Status [1d Date Number
Date

View Conduct N/A 02/05/2011 Application LB Universal2 RFA App Not 2199761 1795527 icmr LB Univ2
Negotiations Started App
| \liaw Natifu Rariniente N/A N2/05/2011 REA N/A In 21007A0 1708628 N2/NG/2N11 N/A N/A

Application Submission Type and Date Information

Type of Pre- Changed/Corracted Application
Type of Application: New Continuation Revision Renewal Resubmission
If Revision, select appropriate letter(s): [-Select a Revision Type- v
Use format MM/DD/YYYY for date fields.
Project Start Date: * [05/01/2014 Project End Date: 'Dg@o:zoﬂ Submited Date:
State Received Date Federal Agency Received Date: ~[08/01/2014 : Eastern Ste p 1: 0 rg
Applcant dentifier State Appication Kentifier: [ g ] "
Appticant ; Lookup - Find
Legal Nome: - T TasronE | < ization’
Please Associate an Organization within Grants Online using the Org Lookup button. Orgar”za t',on S
Note: If this is a Conti ion or skip this step and click on the “Associate Award Number” button at t H
| record in database

Department Name [
Division Name: [ ] or add if necessary
Ouns Number: = 123356789 EIN Number: * I:I

(9 or 12 digit number) (3ex-300000X )

Street: ]

City: County: ]
State: * [Maryland ¥ | Province: ]
Country Zip:

Select Organization

Enter your search criteria to find the organization.
Organization Name
Address-City

DUNS Number 123456789
EIN Number
Address-State Please select a state b

[ Search | Cancel |

Add a new organization >>

2 items found, displaying all items.1

Select 2002469 Institute for 123456789 987654321

Community
Managed
Resources (ICMR)
Select 1000059 St Martin Parish NOAA  P.O.Box 9, St. 123456789 726001273 true
Police Jury Martinville, LA

70582 USA
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. An additional identifier on the Organization Profile called the

“Cage Code” may be returned in the search results. The Cage
Code is a data field from the System for Award Management (SAM).

. 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 Organization

""" PROVISIONAL ORGANIZATION™****

Description

Organization Type * External Recipient v

Bureau * National Oceanic and Atmospheric Administration (NOAA) v

Applicant Type Other v

o Name *  [An Organization that is External to NOAA |

Identification

Duns Number =

{5 digit number) 287654321 + (S ——
EIN Number

(rxoooooor) 23456789

MSI Code [ not specified -

Note: Addresses must match the physical and mailing addresses in the SAM for the associated FFATA DUNS.
The Physical Address is the address used for searching and viewing throughout the system,

SAM Physical Address
1457 Main Street

Street Address *

City * IGermantown ]

County I

State * Maryland v| zip *[20874
Country * United States v

Phone * 301-123-9876

SAM Mailing Address
S4M Mailing Name]

Street Address

city | Note: Leaving the City blank will copy
the Physical address on Save >> Exit,

State [Please select a state v] Zip

Country [United states ]

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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33 items found, displaying all items. 1

View|Task Name  [Award Number |Task Task Completed|Applicant [Proposal
Date Name
View Conduct N/A 02/05/2011 Application ~ LB Universal2 RFA App Not 2199761 1795527 icmr LB Univ2
Negotiations Started App

\iaw_Nntifi Rariniante N/A N2/05/2011 REA NI In 2100760 1708528 N2/05/2011 NiA NIA

[-1 P Office Added Informati IS .

Propo';glgnTzlr:ber: h T L | tep 2: Select

Project Type: Construction © Non-Construction © Both <€ OnStI’UCﬁOn, Non-

Principal Investigators- Construction or Both

Project Directors:

Keyword(s):

/)
Principal Place Of Performance : Search FIPS Data [RENGERISS

Authorized Representative

Prefic  FirstHlame: Middle Name:  LastName: Suffc

Hon I I  tene v

Tt [ |

aneuumuer‘ ] Fa Humher| \

Email ‘ I )

Please d Representative within Grants Online for the Organization mentioned above using Ste p 3: A Utho”zed
i 1o butlon . Representative

< Lookup ~ Find Auth

Rep in database

Step 4: Generate

Award Number:

| Generate New Award Number P28 New Award Number

N or Associate with
Existing Award

Save || Save and Return to Main ] Cancel

We are currently working on a new award. When working on a continuation amendment, the user
will only have the option to select an organization identified on the original award.
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PO Checklist

> >
No Procurement Request for
Zero Dollar Awards
1 2 2
2 Conduct NEPA
Assigned
s NOAA, NTIA, EDA
Program Officer Negotlat'lpns { 0
E nly)
’
’
’
To y
Provisional
Organization 12
Workflow Procurement
Request
Your Tasks
Document Type Status
i ms

Award File In Progress - NA12G0T9990022

s 2245442
Status:

Action:
Your Comments:

Please select an adion :

Spell theck

omment

J Attachments:

Pending Actions X

5 items found, displaying all Rems. 1

o deral Funding
2245444 05/22/2012 45,0000

32 items found, displaying all items. 1
k

Procurement
Request and
Commitment of
Funds

NAT160T990039 02/02/2011 Procurement Test/Training App 1 for Not
Request and Release 4,06 Comp AFA Started
Comeitment
of Funds

2199722 1795342

¢t NEPA Document  NAT1G0T$990039 02/02/2011 NEPA 2199724

(NEPA -
NOAA, NTIA,
EDA Only)

Vien Completz PO NALIGOT9990039 02/02/2011 PO Checklist Test/Training App 1 for Not
Checklst Release .06 Comp RFA Started

Test/Training &pp 1 for In
Release 4,06 Comp RFA Progrese

1795341 02/02/2011

299723 1795340

Insbitute
for
Community
Managed
Resources
(1)
Institute
for
Community
Managed
Resources
(104R)
Institute
for
Community
Managed
Resources

e

LB Test]
Appl

18Tes
Mp1

LB Test
g1

View Assign Award  N/A
Number/Recipient

01/04/2011 Application Test App for4.05 I
Process Maps Prograss

2199526 1794572 01/25/2011

Institute
for
Community

1B~ Teg
Aol

Not Started

PO Cheklist 02 Qomplete PO Checklist: Not Started
LY 2245446 05/22/2042 §5,000.00 2012 NERA Docurnent: Not Started

2L TCPETLILrantE 201 d oo e
Organization Profile 2045445 08/22/2012§5,000.00 2082 Walidate Organization Profile: Not Started
Organization Profile ooo.00 2012 W ganization Profle: Nok Started
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* In the Universal application process, the Provisional Organization

workflow is initiated at the same time as the PO Checklist, NEPA, and
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 will have either two (2) or 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.) Only NOAA, NTIA, and EDA receive the NEPA
Document. The other bureaus only receive the PO Checklist and the
Procurement Request.

An Award File has also been created in the database. These tasks will
move along separate workflow paths but will become a part of the
same Award File in the Grants Specialist’s Inbox. The 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 documents
that comprise the Award File are complete. The user should
periodically check the Workflow History to ensure the Procurement
Request (and if appropriate the 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 the user completes the PO Checklist.)
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B g
Ol
NEPA! NEPA Reviewand
3 select NEPA
official

% 7 B
[ ) 0
—5 — —
OTwE 0

Selected NEPA Official ~ Approve NEPA

L1 Attachments:

No attachments.

Add new Attachment: [+]

Any changes to information on this page should be saved before adding or removing attachments. File nam

Large File Guidance

Guidance

a.)Level of Review

Indicate below the level of environmental review that has been
conducted by the Responsible Program Manager for the proposed action
in accordance with the applicable provisions of the NOAA Administrative
Order 216-6 entitled, "Environmental Review Procedures for
Implementing the National al Policy Act™

Categorical Exclusion (CE) Memorandum completed and signed by
the Responsible Program Manager along with related CE review
checklist, as appropriate
Select/View CE

Categoria Excusons

(£ |CEDescrption
(ategory

7603 Mavanen i et
Y

(160523 Mgt nsnennent ey e ctecaly el o e NE s
(1) o e oo chnge s el o cumdiel o e B
e rcurdvith copy bt o the A Conrnt, i tement it

Nothing found to display.

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

Environmental Impact Statement (EIS) with signed Record of
Decision (ROD)

Not Required

b.) Mitigating Measures

If either an EA or EIS was completed, did the analysis of the @NO O Spedal Award
environmental impacts require the implementation of one or more YES Condition

mitigation measures?
¢.) Bost Award NEPA Review Process
Does the proposal include funding for one or more projectsthat have @ NO

not yet been identified and therefore NEPA review cannot be YES
completed?

Please Select a NEPA Official for routing purposes:

m Save and Return to Main

B (16003 Hoo i ats coechin, o st et
e
(]2 Restallon At T Lanage Asesnentnd et Progm ey s
a0ttt m o sfant pacs o e gy o e b ronmen,
cumdatiel v st o e b eviement ., achrs i
(AR 15084)

Dt b Chl e 3 10
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NOAA, NTIA, and EDA ONLY

From the Action Dropdown menu, select “Complete NEPA Document”
and click the Submit button. The NEPA Details screen displays three
questions for which the user must provide a response. After
responding to the questions, add any relevant attachments and
identify the NEPA Official who will perform the final NEPA approval.

NOTE: The user can opt to send the NEPA document to NEPA
Reviewers prior to forwarding to the NEPA Official. In that scenario,
the NEPA document is sent to all identified NEPA Reviewers for the
user’s Program Office. The NEPA Reviewer who acts on the task first is
the “owner”; the task is removed from the Inbox of all remaining NEPA
Reviewers.

For this class select “Internal Reviewer” as the NEPA Official. After
clicking Save and Return to Main, select “Forward NEPA Document”
from the Action dropdown menu and click the Submit button. The
user is redirected to his/her Inbox where s/he will see the NEPA
Document task is no longer visible. The task has advanced to the next
step in the workflow. The user can locate old tasks by changing the
filter on his/her Inbox from “Open” to “Closed.”

NOTE: For additional information regarding the NEPA process, please
reference:
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30 3
Q07T
O 7%
]
Procurement 1 O
Request Procurement I ,1‘ | l_'
Request | Complete and Approve
: F%Mard Eatch Requestor _ _PToc R_eq_ ‘; Request  Approve
| B | | | Authorizing
| ! | Official
| 4 I |
) . | 34A Y 3¢
Option to establish additional 4 Approve
PRCF reviewers between the | ( Procurement |
Requester and Authorizing | Request |
Official
| Ophonal |
I Reviewer |
Ifadditional |
reviewer(s)are
I soeced _ ]
FderalShare:

-

ReguestAuthorzng Offcial:
lone e,

Aol Reviewers:
Motk Fund b digey.

[Faasa g et S

Requestor.*
N St

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

The ACCS is valid

Validzted: true

Bureau (x): *

Fund (x): * 2000

Fiscal Year (yyy): * po1a)

Projett Task: E 2
Program Code:  52-30-00-000

Organization: @@@@

Object Class: E - @ @

ot fhooogy | Prorvear e i) / 3

le YearOrganization
14- 20002013

002:000200-00000032-30-00000SHE0000SAE 411000 2000000 Vs

Ivoce Address.” Requsiton mber.” 1

L

Accounting - ACCS Lines *
One jtem found.1

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

14 37 201 50-42-0000-00-00- 03-03-02- D8R3BSG-  41-12-00- $125,000.00 Yes
00-00 000 POO 00

Delete

Ade CS Line
PRCF Total for this Award action: $125,000.00
Total Federal funds authonized for this Award action: $500,000.00

Automatically filled in after
Authorizing Official and
Requestor have been selected




809
WY = Next, select the “Procurement Request” task from the Inbox and then
GRANTS/A\ select “Complete Procurement Request and Commitment of Funds”
ONLINE \@/ from the Action dropdown menu. Note that this “Procurement Request”
R Tiis 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., gstudent01).
Select Save.

* Now the “Requisition Number” and “Ship To” boxes have heen
populated 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. If necessary, this field can be manually updated.

FY 2015 UPDATE

* The Department of Treasury’s Bureau of Fiscal Services mandated
changes that impact how some NOAA awards are processed by
Automated Standard Application for Payments (ASAP). Prior to FY 2015,
all NOAA Awards were processed as Regular Accounts. Going forward
(starting with FY 2015) new NOAA awards, except Cooperative Initiative
(Cl) awards, will be processed as Control Detail Accounts.

* For a detailed discussion of the conventions and rules associated with
Control Detail Accounts, please refer to the Training Manual reference:
http://www.corporateservices.noaa.gov/grantsonline/Documents/ASAP_
FPO2015Feb.pdf

* The essential data entry requirements for the two award types, and the
corresponding ACCS Lines, will be discussed at a high level.




69

y09

GRANTS/ Y\
ONLINE \@/

NBDA=TRAaDE

Regular Accounts

* When a recipient logs into ASAP to draw down funds from a Regular
Account award, s/he requests an amount that will be deducted from the
total balance of the award’s authorized funds. When entering the ACCS
Lines for this type of award, standard procedures will apply.

Control Detail Accounts

*= Each Control Detail Account award has an authorized total award funding
amount. The total award funding amount is divided into to smaller sub-
units, each of which is associated with a Unique Account ID. When
requesting payments from the award account, the recipient must specify
one or more Unique Account IDs and the draw down amount for each
Unique Account ID. When entering the ACCS Lines for a Control Detail
account, additional requirements apply.

* To facilitate the use of Unique Account Descriptors, a new Grants Online
role has been created — the Lead Budget Officer. The person in this role
is responsible for maintaining all Unique Account Descriptor codes in the
Grants Online system for a particular Line Office.

ACCS Lines (Regular Accounts)

* The user must supply data for the ACCS Lines. To complete this task,
select the “Add New ACCS Lines” link. The “Fiscal Year” defaults 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.
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ACCS Lines (Control Detail Accounts)

* To supply data for Control Detail Accounts ACCS Lines, click the “Add
New ACCS Lines” link. As for the Regular Accounts, the “Fiscal Year”
defaults 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.

* In addition to the usual information, a Unique Account Descriptor and a
Fund Type must be entered.

« When data for Project, Task, Organization, Object Class, and Amount is
entered; Fund Type is populated based upon the Project and Task.

« Click the Save button.
« The new ACCS Line displays at the bottom of the screen.

NOTE: The Data Warehouse (DW) Validation is an optional step for the
Federal Program Officer or Program Office staff user. That step is not a
prerequisite to add the Account Descriptor. However, DWValidate must be
completed before the Budget Officer can approve the Procurement
Request.

« Click the Select Descriptor link to specify the Unique Account Descriptor.

« Based upon the line office, a list of the available Unique Account
Descriptor is visible.

« To filter by a Program Office, select the appropriate Program Office from
the dropdown list and click the Apply Filter button.

« Click the Select link next to the Unique Account Descriptor to complete
the ACCS Line information that should be added to the Procurement
Request.
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9 ()s)  « After entering the ACCS information.

GRANTS « Click the Save button.

ONLINE '/ « Click the DWValidate button to validate the data against the CBS Data
WBBAC - Lh0 Warehouse tables. If the validation is successful, the Program Code is
populated.

« When the user enters a valid ACCS Line, the words “The ACCS is
Valid" displays at the top of the Accounting — ACCS Line section of the

« Click the Cancel/Done button to return to the previous screen.

« Continue to process and forward the Procurement Request as usual.

* A validated ACCS Line for a Regular Account:

The ACCS is valid
validated: true
Bureau (xx): =
Fund (0q): =
Fiscal Year (vyyy): 2014

projeccTask:  [iigapa] - POO ]

Program Code: 04 -04-01-005

Organization: o | - o] - pooe] - o] - B5] - Bo] - Bl
pr]-fa] 3

Eld

Object Class: -o]
Amount: * 5[1,250.00 Prior Year Fund:
One item found.1

BureauFund Fiscal YearlOrganization ______lProgram __IProject — TasklObject ClassiAmount _IPrior YearlDWValidated}
147 2014 20-01-0000-00-00-00-00 04-04-01-005 4RM2APA-PAD. 41-11-00-00 £1.250.00N Yes

* A validated ACCS Line for a Control Detail Account (includes Unique
Account Descriptor):

The ACCS is valid
Validated:

Bureau (xx): *
Fund (xx): *

Fiscal Year (yyyy): *
Project Task:
Program Code:
Orqamza!mn
Object Class:
Unique Account Descnptor NEW DESCRIPTOR _ Select Descriptor Fund Type: X

amount: T — prio Year Func: (7]
| save | bwvalidate | Cancel/Done
Add New ACCS Line

Dnentem found.1
Dwvabdatei
1 2015 30 31 -0002-00-00-00-00 02-; 21 16-001 28LEF29-P00  41-11-00-00 5250 OON Yes NEW DESCRIPTOR-X-999-001

screen. In addition, the word “True” displays next to the Validated field.
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) I 6|

Procurement ProcU’ememl omnleteand B approve | Request Authorizing 18
Request Request | Forward Exch Requestor procurement | ofﬂiﬂ Approve

| Document Requestl- ----------- 7

I [ | :

| ——

Optlonlombﬂshlddlthnﬂm | |

reviewers between the Requester | |

and Authoritng Offical, | 16 168 |

| Optional Aoprove |

| Reviewer Procurement |

| Request :

Accounting - ACCS Lines *
No CD435 ACCS Lines have been defined,

Add New ACCS Line

PRCF Total for this Award action: $0.00

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

Total Federal funds authorized for this Award action: $5,000,00 / be used until after the ACCS line(s)

Procurement Request Official Comments

have been added.

Save and Return to Main

Cancel

| Error - Org4 0; Invalid or inactive 0rg4Code

CBS Result

Item_No 001; Ling_No 1; CD435_ACCS_ID 2025511,

em_No 001; Line_Nao 1; CD4 D 2025511,
Errar - Can not find the mask in FMUUl ~13-14-84E0000-10-01-0005-00-00-00-0041-11-00-00;

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

the CBS Result message is difficult

to understand, contact the Grants

Online Help Desk for assistance.

In this example one component of
the org code is incorrect.

Vendor Validation ; SLNo 1; VendNo 90600;Vendd 1;Tin 209533272;0uns 602201043, Active Y,
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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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0-0D
PO Checklist PO Checklist

P i

0

Ua £l

10.0. -

PO Checklist - NA14GOT9990103

L1 Attachments:
No attachments.

Add new Attachment: [+]

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

Large File Guidance

General Award Information
Application Organization: SKILLIGALEE INC
Applicant’s EIN and DUNS numbers have been verfied:*

State:MD

Grant Type*  Gudance
Grant
Cooperative Agreement

1f Coaperative Agreement, enter Coopera

CompletePO | CerifyPO  Award  Forward Award Fileto
Checklist Checklist — File Grants Specialist

General Award Information

Application Organization: emr2  State:OC

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

Grant Type *
* Grant

" Coaperative Agreement
If Coaperative Agreement, enter Cooperativ

Guidance

ent Special Award Co

tive Agreement Spedial Award Condttion ‘

Statutory Authority *  Guidance AuditTraiI:ﬁ

Project Description/Abstract *  Guidance

Spell Check
IMPORTANT: PLEASE REVIEW CAREFULLY for spelling or punctuation err’
(as can oceur with copy/paste from Word).

Matching Requirements: *

2. Federal (b, Required Non- ic. Required Cost Share % of  |d. Funding Source / Required

[Share Federal Total Cost Share Explanation

Amount [Share Amount |(Federal + Non Fed)

£500,000.00  $0.00 ‘Source o Explanation of 0% Required Cost Share: None  Edit Dell
Requred

Analysis of Matching Requirements

Negotiated Federal Share: $§500,000.00

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

Negotiated Non-Federal Share: $0.00
Total Required Non-Federal Share: $0.00
Voluntary Non-Federal Share: $0.00

Minority Serving Institution
Does this award include any subaward to a Minority Serving Institution? MSI Coordinator: :|
Ono Oves

Homeland Security Presidential Directive - 12

Does the proposed award require any recipient, subawardee, andfor

contractor personnel to have physical access to Federal premises

for more than 180 days or to access a Federal information system? OO OYES

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

or any part of the proposed award, be used to conduct research? ONo OYES  ©MNot Ansmered
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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 Grants Management; however, NOAA policy specifies
that the FPO should enter complete and accurate information.

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

* The user should verify the accuracy of the EIN and DUNS; indicate
verification by marking the checkbox on the General Award
Information section of the screen. Verifying those two variables will
diminish the possibility of errors that delay receiving applications
and processing the award.

* Matching Requirements —

a. If using a ratio, remember that the number on the left of the
colon plus the number on the right of the colon equals to the
total number of even parts. (Ex: 1:4 ratio means that the
award total is divided into 5 equal parts with the recipient
contributing a match of 1 part for every 4 parts of the Federal
share). Using real numbers, for a $500,000 total award there is
$100,000 in matching funds to $400,000 in Federal funds.

b. If using percentages, the percentage is based on the total
award (Federal plus match), not a percentage of just the
Federal funds. (Ex. A 20% match means that the total award
contains 80% Federal funds and 20% matching funds). Using
real numbers, for a $500,000 total award there is $100,000 in
matching funds (20% of $500,000) to $400,000 in Federal funds
(80% of $500,000).

* The correct “Special Award Conditions” links must be used for
Grants Online to associate the condition with that item in the “PO
Checklist.” The “Special Award Conditions” at the bottom of the
page should be used only for additional programmatic award
conditions not covered elsewhere on the page.
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Grants Management Process

5. .. GMD Review, Obligation, Approval and Award Offer (GMD-1) Octoer 16,2014
“Review Award File" Task is placed into Grants.
Specialist's Inbox when FPO forwards Award File. Done
Ataskalsogoes t Pulic Affas o atach ress T
mfm“mmm””m ’ FALD]OIGOpliuaa\\ \
) 3 Workflow
Complete GMD GMD Checklist
Checklist
1 Done ) 7
- Award File Final State Forward t
Grants Specialist PO Checklist, NEPA, Gr::l’:a()fﬁ:E
Nighthy U poad 1 G35 O o ARRA i ; Przc:;vg::t Request,
File generation for FAADS/USASpending Complete CD-450/451 Lol
CD-450/451

Award Files cannot be signed by Grants
reisa

Validation

10

Initiate Award Review Grants Officer
Obligation  CO-450/451
END

€D-450 - Closeout Process o |
CD-451 - De-ob Process

Dedline L] ¥

2
Recipient Authorized
Representative

ASAP Only
Upload to
MARS
ﬁ ‘ u 5 2 1
15 Record Grants u CBS 1st/2nd
CBS 192"
16 ASAP Officer Approval ~ Grants Approval Approver/
AShP Autharization Officer CBS Interface
Authorizer
AUTOMATED TASK
r
Real Time Upload to
WebDocFlow ASAP Grip
9 *AUTOMATED TASK
(based on Data
Warehouse Records, not
(If NOAA, Grants > 100,000 only) or  (IF NOAA, Grants > $500,000 Only) €8S Interface)
or
(If Other Bureau, all Grants) 1f Other Bureaus,all Grants)
—>
20
== . e A0
d Certification
1 18 Office
Clear a
Bureau OLIA 4 Department ear_
(olA) Award Filel A Award File

See DA-1and DA-2)
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When the Award File has been forwarded to Grants Management there
are several additional steps that take place before the award offer is
sent to the recipient. NOAA Grants Management 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 Grants
Management, 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.

For non-NOAA bureaus (except EDA) using Grants Online, all awards
are routed to WebDocFlow for OLIA clearance, irrespective of award
amount. In addition, this rule applies to awards that require bureau-
level OLA clearance. For NOAA, the determining factor for
WebDocFlow routing is the award amount. For EDA, the OLIA and OLA
tasks are manually cleared.
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Federal Program Officer Training Agenda

Day 2

Competitive RFA / Federal Funding Opportunity (FFO) Creation
Application Review and Processing

Introduction and Agenda
Online Demonstration/Process Maps

Hands-On Participation — Creating a Competitive RFA
Online Demonstration/Process Maps

Hands-On Participation — Processing Applications for a Competitive RFA
Wrap Up:

Additional Resources and Training

Questions and Concerns

OBJECTIVES - By the end of the day, students should:

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

- Understand the difference between the Certified and Uncertified Federal
Program Officer/Program Office Staff roles

- Create a Competitive RFA and route documents for publication

- Input a paper application and complete the “Review Minimum Requirements”
task

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

- Conduct Negotiations and prepare an Award File for Grants Management review

- Understand the Award File approval and acceptance process

- Know where to find help when needed

TRAINING MATERIALS:

1. Agenda and Objectives
2. Process Maps and Screen Shots

79
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Grants Online Training

Competitive RFA / FFO Creation

August 2015
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Competitive Process — RFA Creation

R - : , _
gﬁms Create & Review RFA and Publish FFO Overview (COMP-1) si0ts

Version 4.15
No workflow prior to
Starting FFO.
Select the RFA Tab &
the Create RFA fink |l | Create via links on RFA Details N //\} N
Start Select theoptionto u v
copy RFA from existing ¢
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
After ( created.” Mm Reviewer
document Is automatically created and made available to any
Certiied FPO in Program Office:
Optional
1 13 1 i 10 9 8 7
FALD Review FFO Grants Specialist Review Optional Reviewer Review FFO Assigned Program Officer  Initate FFO Workflow
FFO/FRN/Synopsis
“Review Reviewer Instructions”
‘ > » End wrkllow cn b stated after
RFA has Publication Date.
15 1 17 "
Clear FFO RFA Publicher Post FFO
Nota separate task in

Grants Onling.
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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 = “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 Compelitive RFAs the user should know the person(s) in his/her
Program Office who will receive the application(s) for the initial Minimum Requirements
Check.
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Additional RFA Fields Posted to Grants.gov for

Competitive Announcements

* Eligible Applicants — FFO Details screen, Section lll. A

* Cost-Sharing or Matching Requirement — “Yes” or “No” (based on FFO)

Details screen, Section lll. B

» Expected Number of Awards — Anticipated Number of Awards (Min)
* Estimated Total Program Funding — Anticipated Funding Amount

» Award Ceiling - Anticipated Award Amount (Max)

» Award Floor - Anticipated Award Amount (Min)

* Funding Opportunity Description — FFO Details screen, Executive

Summary, Funding Opportunity Description

= Competition ID — System Generated ID for the Competition(s) associated

with the RFA

» Competition Title — Competition Details screen, Competition Name
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4
I SelectineRFA 2| Createvia 3 5 ﬁ
. Tab& the Create finks on RFA
M RFAlink Details
Ill Salectthe opionto 1
ll copy RFA from
A e Addresses, Contacts, Mission Goals FFOIFRN Routing Siip
new RFA RFA ) ] ] -
Creator Program Elements/ Funding Prioriies, Gl L2k By
Compefitions
—— RFA Header Information
reate
Document 0 24783
Choose Type: % ini
© Competitive ('8road Agency Announcement Wking Iiample FEAfrFe0 Ty |
(0 Congressionally Directed () Congressionally Mandated Fiscal Year® (Y/YY)
OFomulz/Alotment () Institutional \ A —
Otencomettve mnouncement Type  Inita
Antiipated Publication ** Competitive
| T L Only
Choose Action: k ‘
O Create New from Scratch O Create New from Existing Funding Opportnty NOM: GOT-01P0- 2008001084
Number
reate
Lig Offce” NOAA Grants Onlne Traiig (60T)
igned Pri
éﬁﬁsﬁ?m U030 cor one NOKA FrogamOfce (W) ¥
RFA Name® | Assigned Program
: Student, NOA v
maver ) [ Offcer |
Announcement Type - it CFORMumber* 11,499 - NOAA Grants Onlng Traiing ¥
Anticpated Publicaion I:' “* Competitive —_— :
T e Only SbProgam  -Seecta Sub rogam: ¥
Line Office™ Es——————
(AJ;stgled Pogam [ oelct a Program Office- Y
g;s{;ge:ed Pogiam [ elct a Program Officer- v
COAMumber' |-Selecta DA ®: ¥
Sub Program -Select a Sub Program- \;

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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1 SdetieRFA 2| Createvia 3

Q \ . Tab&the Create inks on RFA

,:,." @) | M RFAlink . Details |
GRANT ,.\ Ill Selectthe opion to i

:. II copy RFA from
ONLINE \Y/ & rsting orcreate DA Bl T EFOFRN Rl 1
e | whiah | new RFA REA lesses, Contacts, Mission Goals, o outing oip
WBDA L8RS | Credtor Program Elements/ Funding P, | - C1e8te Publcation PO
| Compeitions

RFA Supplementary Information
Anticipated Funding Amount * §
New Program *
This IS NOT a new program, A Federal Register Notice 15 NOT REQUIRED unless anticipated funding is $100M or greater.,
This IS a new program. A Federal Register notice IS REQUIRED.
Min Max
Anticipated Award Amount* § | | |

Anticipated Number of Awards* I |

Selected Federal Addresses *
No addresses have been selected.

Add/Edit
Search Add
Selected Federal Contacts * i e
No contacts have been selected. Program Office Name:
AdafEat sweetadpess, [ ]
Selected Mission Goals * j:yt % =
No mission goals have been selected, s L 4
e o —
=
Program Elements/ Funding Priorities *
No Program Elements/Funding Priorities Available Search Results
Add/Edit : .
. Nothing found to display.
Competitions
Press Save before selecting the following link(s)
No Competition
Add New Selected Addresses for this RFA

Nothing found to display.

Remove from RFA

Save and Return to Main

As of April FY 2011 — FRNs are no longer required for any Grant Programs. Always click on the 1t radio button.
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RFAlink Details

L4

Selectth apton fo
copy RFA from

ONLINE \&/ axistng orcreete Tl W FFORRN Roding Si
| iy newRFA REA resses, Contacts, Mission Goals, e 0FR oufing Slip
BA- TRADE P N
Lot Creator Program Elements/ Funding Prioriies, CraatsPlcaon
Compettions
Add Program Element/Funding Priority
Selected Addresses *
No addvesses have been selected. Label: l:l eg.1 AL, 1) La
e Name: * [irst Program Element/Funding Prioity
Selected Contacts * Note: Reports and screen istings will use the (abel if entered. Otherwise, the name wil be used.
No contacts have been selcted, Description:
S Description of Program Element 'A" goes here,
Selected Mission Goals™
No mission goals have besn selected.
Program Elements/ Funding Priorities *
No Program Elemeats/Fundng Proniies Avalable
Competitions
Press Save before selecting the following link(s)
No Competition

o cons]

Program Element/Funding Priorities

Order{Label[Name __IDescription _______[it[Delete]
1 A First Program Element/Funding Priority  Description of Program Eleme Edit Delete
2 B Second Pragram Element/Funding Priority Description of Program Eleme Edit

Reorder

Add New

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 SelkctteRFA 2 | Createvia $

Tab & the Create links on RFA
” . RFAlink Detals |

l Selectthe aption o i

l copyRFA from
axisting or create 3
new RFA oA Addresses, Contacts, Mission Goals,

Creator Program Elements/ Funding Prioriies,

Competiions

FFO/FRN Routing Slip

Create Publication FFO/FRN

Competition Name * \Sample Competitive RFA for FPO Training |Fisca| Year |2009

CompetiionType* ~ Q)Group O Individual Qualification
Assigned Program Office™ | GOT One NOAA Program Office (ONPO) \

Competition Manager * | NOAA Student V|

m Cancel

Competton e “ICuem REA forFeb 2011 Trag Sereen Shas - '}Flstah‘ear‘ [201!
ConpetinTpe* crup (i Quelftin

AssgnedProgram Offe" GOT (ne Conmerc Progran Ofce (00%) ¥
Competton Manager :Gfants Stugent v
et O -SelectQSeIeglfmqfﬁciar-:v

Hin M

Aetiipted el Fnng o s Compeien :[:‘
Requred Federa unding (Dol per wp\\whun::i
Cost Share (%] per plcaion ::]

Antipated Compettion Schedule
Pedgpicaton D Dite

\ TWE:D My £xitem
|TW£1D LY xten

ki D |

Integaed Avard Dte” :I Days after Applcatin Due Date
View Anticpated Competiton Schedule

Rein e Tie:" Q) geey Sttt Ol Caecs

Application Routing *
No Program Officers are assigned to receive applications

View/Edit

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

View/Edit

Minimum Requirements

Priority|Requirement Name

Eligible Applicant

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

e - R e

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

View/Edit

NOTE:

. = Review Events are required
No Review Events avallable. o, the Competitive Process
View/Edit but can be completed outside
of Grants Online.

m Save and Return to Main

Review Events

NOTE: Please reference the expanded version of the Special Award
Conditions data entry screen in the Universal Processing section.
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VRS TiAs NOTE: There can be competitions for more than one fiscal yearin 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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GRANTS copyRFA from
ONHNE REA emslmgercreate Add Centicts Micsion Bsal FFO/FRN Routing Sl
So eWRFA  pea Tesses, Contacts, Mission Goals, - o g Slp
VRS T2A01 Creator Program Elements Fundig Prres, |  C#2tPuleaton .
Competitions

Independent Individual Merit Review
Guidance

Revien Event Name:" Raview Event 1 - Merit Review| |
Review Event _
Manager:* System User \
Review Done By:* Reviews assigned and completed using Grants Online.
¥ Reviews assigned and completed outside of Grants Online.

Scored Criteria;” Applications will not be scored
Quantitative - Percent
¥ Quantitative - Points
Qualitative

Summary Score N/A ®Mean O Median
Determination:*

Not Scored Criteria:* () Yes ®No

Bonus Points:* Yes ®No
Anticipated Review Anticipated Review
Start Date:” L0/01/2014 End Date:* gl

NOTE: This link is not intended for EDA application processing.

Paints Scoring Criteria

ame _________________________Reviewer CommentsReviewer ScoreMinimum ScoreMaximum ScoreActiolAction
Technical/Scientific Merit Required Reqmred 400 Em Delete
Importance/Relevance and Applicabiity of Proposal to the Program Goals Required Required 0.0 20,0 Edt Delete
Overall Qualification of Applicant Required Required 0.0 150 Edit Delete
Project Costs Required Required 00 150 Edt Delete
Qutreach and Education Required Required 0.0 100 Edit Delete
Add New >> Reorder >>

FFO Evaluation Criteria Report ~ Application Review Scoring Sheet

Save Jll Soveand Retum to Main I Cnce|

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).



92

Y09
GRANTS3)
ONLINE §)

WBBA vnidil

4 5 6
1 SdecttheRFA 2 Createvia 3
Tab &the Create links on RFA
M . RFAlink . Detals | -
I ISelectEhe aption o i
I copy RFA from
eisting orcreate add Contacs Mission Gosk EFOFRN Rodina i
resses, Contacts, Mission Goals, - outing Slip
new RFA RFA Co 2 | Create Publication | FRORRN
Creator Program Elements/ Funding Priories,
Compefitions
Competition
d: 2199731
Status:
Action: Please select an action v m
Your Comments:
rWorkflow Analysis RFA
The folowing needs to be completed before applications can be selected
competition: Id: 2199641
- The RFA must be published. Status:
- Reviewer Instructions must be reviewed by FALD. i
- There must be applications that have passed minimum requirements.
Action: Please select an action G 5ot |
Please select an action
W Crcate the Federal Funding Opportunly e
Your Comments: View RFA Detais
L 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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‘ 4 5 5
1 SelectheRFA 2 Crealevia i
Tab &the Create links on RFA ﬁ'
m . RFAlink Detals
l.lse|ecnneopt\on'lo ' ‘J
ll copyRFA from
aisting or create
ﬂewRFgA " Addresses, Contacts, Mission Goals, Create Publcat EEOFRN FFOFRNRauting Slip
Creator ProgranleIementsﬁFunding Pririies, ¢ Uicaton
Competiions

Federal Funding Opportunity

Please click on this icon to view the audit trail on this FFO: \;ﬂ
Please read the appropriate quidance documents before filling out the fields below.

Requlatory Information Number (RIN

Grants Online

Federal Funding Opportunity,
and

r~Executive Summary

Federal Register Notice

Eederal Agency Name [Grants Online Training (GOT), National Oceanic and

Document Creation Assistance

Funding Opportunity Title kompeﬁﬁyg Test -- August 2015

Announcement Type Initial
FFO Number NOAA-GOT-0CP0-2014-2003461

Catalog of Federal Domestic 11,999, Grants Online Training Program
Assistance (CFDA) Number

Dates v

Funding Opportunity Destription ¢

ederal Funding Opportunity (FFO). The FFO will be available on Gr:
All grant programs must continue to develop FFO announcements, v
a and selection procedures, and to make it available on Grants.gov. 1
Counsel for Legislation and Regulation (L&R). those FFO announce
%R may coordinate the review and clearance of those announcements

r~Full Text of Announc

1. Funding Opportunity Description

A Pros Cbiectives ¥

C. Program Authority ¥/

11. Award Information

ory or regulatory requirements to publish a Notice of Funding Availg
f required to do so by any law or regulation. For these situations, Gr;

brants.gov throughout the fiscal vear. Federal Program Officers are ¢
your FFO being routed to FALD.

quired by the Office of Management and Budget. Additionally, the T
e a required standard format, modeled on the FFO, for the Federal R
Register Notice.

mat of the Federal Funding Opportunity details page that you will se
which will be posted at Grants.gov. Fields on the FFO page that are
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VDA 114Dt 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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4 5 6
1 SdectieRFA 2 Createvia 3 i
Q q Y . Teb&the Create finks on RFA —
g\ @ M I.I RFAlink R Details »
, Selectthe opton to i
GRANTS II copy RFA from —
ONLINE \Y/ & axsting orcrezte 7 ek AN AR FFOFRN Radine S
el | e REA A Tesses, Contacts, Mission Goals, - 2N Rouling Sip
WBDA L8RS | Credtor Program Elements/Funing Prirte, Gt bl || RS
Compefitions
Routing Slip

Assigned Program Officer

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

Participant Name
AssignedProgramOfficer Grants Student00

Optional Reviewer

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

Nothing found to display.
Add Optional Reviewer

Grants Specialist

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

Participant NamelUser Name |

GrantsSpecialist  NOAA Grants Specialist

Federal Assistance Law Division (FALD)

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

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,

Participant Name!
RFAPublisher

Start Workflow

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 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

i
Grants.gov

Start

-
¢ o

Input Paper Applications

Applications submitted via Grants.gov

/

GRANTS.GOV~

CHLRERY Applications and Review Event Overview (COMP-2) sfya01s

Version 4.15

for REA

)

3
Assigned Program Officer

h
|

:5 ;0 End
4 5

Review Minimum Reguirements Approve/Reject
Checklist (1 Per Application) Minimum Requirements

Checklist (1Per Application)

Available without a task

Global Option
Available without 3 task

2
1 RFA
NOAA
Review Reviewer Instructions
Select Applications global opton becomes
» » » End available ater Review Instructions workflow i
“Reviw Reviewer Instructions” completed i tere s no Review Event
document s available, but not a task.
3 1 8 5
Assigned Program Officer Review FALD Cear
Reviewer Instructions Reviewer Instructions.
eview Event Workflow
e i i e 3o e By b S o s S o s ne 1
| Only if Review Event Exists :
| [
1 +Review Events are optional in Grants Online :
: *Review can be conducted using Grants Online functionality or cutside of Grants Online }
[
: i
| ﬁ :
1 :.ﬂ >$ End |
1 |
1 4 Dependent pon campleton fReviewer For Compeiteprcessig Select Appeatons 1 }
|10 stortReiew Event | nsnuetons worklowandasproeeet & ool option Sk vl e e Reew Close Review Event |
| Competition withdraw status onall associted applications,  COmPetition. Event workflow is completed f there s Review |
: Manager  Global Option Manager  Event :
|
) i
L {
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Applications submitted throgh
) Grants gov

1
/) b -
& CreateviaApplicatidn Tab Done Assigned  ReviewlinReq  ApprovelRejecthin
IHI — A" ProgramOfficer  Checkst(1/App)  Req.Checklist
» (1/App)
NOAA Input Paper Applications
forRFA
Application Details - SF-424
»‘.‘Mﬂlaﬂ:ﬁ
d Attachments:
[] Program Office Added Information
Project Type: 0 onstructon B on- Canstnction
Prncpal Invesiigators-
Project Deectars:
Keywords):
Applicant Information
:;gjmml. Ay P Legaltiane: * o |
o Department Name: [ ]
Division Name: | \
Application Submission Type and Date Information ?;m;'ﬁw:;fi:[mmw'ﬁ E:urwrrna:’ i_|

Type of Submision: @ appication ()pre-Appication O Changed Comrected Appication
Type of Apphcabon: Otiew Ocontinuation Ofevisin ORenewal O Resubmission
1f Revision, selzct appropriata letter(s): -Select a Revision Type- ¥

Use format MM/DD/YYYY for date fields.
Propectstat Oate: * (10/01/2011 Frofes
Sule Racened Dty :#acm\qw
Sgpicantgesier :

| |

]

P —

o ]
» [

sute:* [Dstictof Cobba

I —

Hame and [ cted on application matters

Prefc_ Fssthlame Ligde Hame _ Lasthiams Sl

o - e v

Tt [ |

Orgaiczhon 4sigon | |

Ponetinaee [ ] Fantmee | |

Eml [ |

Other Application Information

Tyws of Applcant1: | Nanprofit with 501C3 IRS Status {Other than Institution of Higher Education) v

Twea!:;pbcam‘_masa&uc Agplcant Type iy

Type of Applicant3: Pléase’s&et WETW v
[TestyTraining App 1 for Release 4.06 Comp RFA

Descrptve Tile of

Apglicant’s Projct: *

Project Areas:

(CFDA Humber: * | 11.999 - Geants Onlinz Training Program ¥,
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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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Applications submitted throgh
) Grants gov

”/J " GRANTS.GOV]

Ishe Appécant Dsinguenton any Feceral D80 ()es Oo

s Aggicabon Subjectto Reven by Stale Evcoutie Order 12372 Fracess?

Oa s sy 4 L

On ey e o

O Programis ntonersd E0 12372

| 00 -

GRANT ,’.\ :
) O (reatevin Aupicaidt Tab D A55|gne[| ReviewMin.Req.  Approve/RejectMin.
ONLINE “/ |=] b |- e ngramOffcer Checklst(1/pp)  Req.Checklist
WEBA- v_n_ﬂ_éi ‘:”App}
NOAA Input Paper Applications
forRFA
Name of Faderal Agency: PUJAA |
gt vl it Paie Congrssivea Dbt | ]

Authorized R tat 2 T . 3
P‘v‘:—h.m Fmil:mf!" nvelh:t\ame Lastilame Suffc Edlt Appllcaﬂon F‘-lﬂdlﬂg DEtalls
fore ¥ | | |  tone ¥

| 1 ﬁ

Enovetumber | Factumiee | |

fat ] Application Total Funding : 500000

Fistal Year: *
Aoplication Funding Detals: {use format YYYY

Applicant Funding :

m Close

011
Tota Fundg: * Funding Start Date : * T
Ml Year Awzed: Mo (use format MM/DD/YYYY / Y

Nothing found 1o dplay.
dsw Federal Funding : * ﬂ 000.00 Program Income :

Save as Draft Save and Start Workflow |:I
State Funding : :I
Local Funding : |:|
Other Funding : :I
Total Funding : 18500,000,00

Fundmg EndDate :
(use format MM/DO/YYYY 302015

H

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

211 10/01/2011 09/30/2015 $500,000.00 $0.00  $0.00 $0.00 $0.00 $500,000.00

Add New

Save and Start Workflow

$0.00 Edit

FiscalYearStart Datelod Date Federal _ Applicanttatellocather Total FndingsProgram IncomelActolActor]

Delete

The “Total Funding” amount includes both Federal and matching amounts.
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Applicationssubmitted through
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4
3
V_ O @ | H/’L_s N ’
_ AW/ GRANTS.GOV] \
GRANTSE) | _’Q_" b
ONLINE ) 1 T)

VEBAS midal

» o e |7 Assigned ReviewMin.Req. | Approve/RejectMin.
|=| Createvia Application Tab i Done A ProgranOficer  Checkis(1App) | Reg Chenkis

» (1/App)
NOAA Input Paper Applications
forRFA
Your Tasks
Document Type Status

30 items found, displaying all items. 1

View|Task Name Task Completed|Applicant
Date Name
I_ View Review Min, Req. N/A 02/01/2011 Application  Test/Training App 1 for Not 2199712 1795297 icmr LB Test
Checkist Release 4.06 Comp RFA Started App 1
View Assign Award  N/A 01/04/2011 Application Test App for 4.05 In 2199526 1794572 01/25/2011 Institute LB - Te:
Minimum Requirements Checklist

inimum Requirement et
Requirement 2

s the appbcant eighle-to apply for this | ()yes
RFA based on the appheant type? M

ONot Applcable
W Dogs the non-Federal funding provide &t ()yes
Was the apphcation submitted by the  ()yes o more than the maimum match 0w
deading date and tme? Ot percentage of the total fundng? ‘:\:m‘ gt
Oot agpiicable
Spell Check
Spel Check Does the appication contan alof e Oyes
Dioes the application request at east the ()veg Ot
miinun Federal findng equed by the () Ohot plcabe
RFR?
Otiot picable (SR |
| spel Check
Daes the appication requestnomore  (yes
than the maxmum Federal funding P el .
requied by the B2 :No Overal Comments:
Oiot dppicable
Does the non-Federal funding provide 3t (s
least the mmaum match percentage of
the total i Spell Check
L Ot g 1]
spell Check_
u

! tions must be answered before the applcation can be approved or rejected for mimu)
requTEmEnts.

Save and Retum to Main m

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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. Review Reviewer ;
FPO- Certified hdthiobine FALD Clear ngewer
Instructions
(global option)
Sub Documents

pe D __[iite

Applications Report 2199731  Applications Report

Selected Applications 2199731  Selg=*

| Reviewer Instructions 2199732 Riv

Export options: Excel

Reviewer Instructions

J Attachments:

iShort Created Date lntema] Use  [FALD
Description Reviewed

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

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

Logistical Reviewer Instructions

 Attachments:
Short Description |Created Date Internal Use  [FALD Remove)
Only Reviewed

TestFle2 - 02/01/2011 07:26:58 N Yes
Logistical M

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

Note: The Logistical Reviewer Instructions may only be used for attaching instructions related to travel and mesting
dates, times and locations, 3 wel 35 meeting requrements and rembursement instructions. 00 NOT attach any
instructions on how to how to conduct the review, review pririties, etc, The Lagistical Reviewer Instructions do not
foquira 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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Onlyi ReviewEvent

‘ Exists :
L
|
Stat Review
Event

(Glabal Option - Avalable wihouta task)

CloseReview
Event

Instructions workfiow and

applications.

Dependentupon completionofReviewer

approvelrejectiwithdraw status on all associated

L] 'G“"‘

Manager (Glabal Qption- Avaiablewithoutatask)

4 Review Event.

SeleotApplications glotel option becomes avatable
aftt Review Event workfowis completed fihereis

Independent Individual Merit Review

Id: 2253410
Status:

Action: Please select an attion ¥

NIRRT LeH Please select an action

Start Review Event
ew Review Event Detalls

Spell Check

I 2253411

Action:
Your Comments:

Status: ManageReviewEvent - Not Started

Close Review Event v

Please select an action
Assign Applications To Review Event
Assign Reviewers To Applications

Close Review Event

View Review Event Details

View Review Event Summary
:FE‘I‘HIHHH e

Save Comment
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_ : * |nitially there is not a Review Event task in the Inbox. Therefore,
MB% TRADE

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.
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Oely if Review Event Exists.

Review Event Workflow - Federal Agency (REF)

GRANTS A\ o Review Evtnts are opconal in Grants Orlie
% i o Review Evint is conducted for both Competitive and Usiversal ¥ Chosen,
ON L! NE N4 o Review can be condected wsing Grants Onfine functionality or oustside of Geants Onfine.
MBBA-TRADE
Manage Apglication Reviewe! Fundtionaity 01 Grants Online
R Kpplcancn Yo e Evert, Repd 5 Hrevienet NotFourd
regred o e et e e e >
First Review Event mill pet every appication added
tokatoratialy Appkatons o sbuagunt 6
Review Euint et be added by the corgettion A4 New Reviewst
Monger,
E ' /\ : ' l M Vald User = "N" ‘
1 1 ] 3 5 Modfy Revewsr 10
Conpetiion  Star eview £t View Review Event - Assign cation Serch for reviewess Vabd Lserto "
Mauger  GOWOROY g toReventunt y 04
Iwaiable without a tisk A haaiables T
And 8
WaldUsrs Y Assga Reviewess
ToApghcation

Apils, 2013
Versend 11

A

ety Sedews KootDedne  Nothyagency
Pevieners Ievew

Review Event Masager can Enter Review on
Sebalf cf Revisay,  heview was e tied
va Emal or ol

v W ow

A A ." 1)
A\ E] )

'—y ’—o'——»
1 1 B b

even

Eveat

Marigee

This action will place the review assignment back in the reviewe’s indox

For further training material, please refer to item #15 on the PMO website:

Review Event Quick Reference Guides
» Creating a Review Event

e Conducting a Review Event

e Conducting an Application Review
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Review Event Workflow - Reviewer (RER) o5, 2013

GRANTS/Y)
ONLINE \S : Feblbtict.

Nofederl Enlopes dtemne the Confict o ety
VBBA a2 ST corbdaity i b o Gl
o v

Federal Employees, decermine the cafict of nteeest by the

S or Muibipie Apleators.
ncoe Notfabon

—¢—4 FH g

1
Reviewer Feceve mwm Select apolication
Via Emall 1o Revien

Nethicaten wil have the kbowng,
ik o Resewer Login
bl Addoess s wed a5
Usemame for the eviener.

LA charactes code s provided
e 6 PN aod o ol il the

R WL i,
;mmum

Rmmtuupam thCo'm
of Iterest

M!’IDecm

Accept

g 1
Resiew ApplCatONENE! foryed Review to Agescy
Scores/Comments)
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5/8/2015

Version 4.15

Compétitive Process (COMP-3)

Select Applications for Funding Overview

> {As
>
i
3

v
R
N
v
v

NOTE: “Select
Applications” option |
remains available on the ; 2 S 3 4 5
Competition Launch page. " Select Applications ™ Recommended Forward Recommended ) )
Thisis a lobal option Competition Manager N\ & i Applications o SO Selecting Official
which s avallable even N
mnmmm ¢ Recommended Option is dependent upon
2 icat i completion of Reviewer
Applications” task, Each Applications for funding i
time this option’s chosen +  Global option on / Ako
and additional competition launch page. dependentipon Mﬁ“ﬂ i
applications are selected, Review Event workflow if one
the entire selection oists,
process must be
repeated.
+ < < « < «
11 10 3 7 6
Forward to CM Assign Award 9 - o Review Recommended
2 b . Initiate Award Accept Applications. e
For Selection Package Number Recipient Assigned Program Officer Number Assgnment Applications
o Generate Award Number
o Associate Applicant Org
o Associate Authorized Rep
:@ :é :@ :6 :ﬁ > é > End
2 13 " 15 16 Y 18 19
Competition Review Selection  Selection Package  Iniiate SOReview  Selcting Official  Initiate FALD Review FALD  Review Selection Package
Manager Package  (Add attachments)  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 numbers to the application. This step is functionally the same as the
“Conduct Negotiations” step of the Universal Application Processing workflow.
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AssignAward Number/Recipient

Competition ———— —— Assigned
Manager SelecionPackage Program Officer
-ASSOCIATE APPLICANT ORG
-ASSOCIATEAUTHREP

30 items found, displaying al items.1

View|Task Name Task Start Date [Completed|Applicant
i Date  |Name
View Assign Award  N/A 02/02/2011 Application Test/Training App 1 for Not 2199712 1795321 icmr LB Test -|
Number/Recipient Release 4.06 Comp RFA Started App
View Assign Award  N/A 01/04/2011 Application  Test App for 405 In 2199526 179457201/25/2011 Institute LB - Test
Number/Recipient Process Maps Progress for App 1

Application Submission Type and Date Information

Type of Submission: © Application © Pre-Application © Changed/Corrected Application
Type of Application: © New © Ce Revision © Renewal O Re: i

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

Use format MM/DD/YYYY for date fields.

Project Start Date: * [09/01/2014 Project End Dote: ~[00/30/2017 Submitied Date
State Received Date Federal Agency Recened Dote: “[08J01/2014 ] Twe: Eastern Step 1: Org
Appicant Kentifier State Appication entifier Federal entifier

Lookup - Find

Applicant Information

P
Legal Name: * st name Last name \ <— organization’s

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

Note: If this is a Continuation or skip this step and click on the “Associate Award Number” button at b f@COrd [N database

Department Name: [ ]

Division Name: \ ] or add if necessary
(9 or 13 digit number) 123456789 Ooe-x0000000)

Street: ]

City: ] County: ]

State: = [Maryland ¥ | Province: ]

‘Country: Zip:

Select Organization

Enter your search criteria to find the organization.
Organization Name
Address-City

DUNS Number 123456789
EIN Number
Address-State Please select a state v

Select 2002469 Institute for 123456789

btreet,

Community
Managed amuning, GU
Resources (ICMR P0000 GUM
Select 1000059 St Martin Parish P.O. Box 9, St. 123456789
Police Jury Martinville, LA

70582 USA
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e ‘ * The “Assign Award Number/Recipient” task is now with each

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 be returned in the search results. The Cage
Code is a data field from the System for Award Management
(SAM).

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.




RS

111

Add Organization

Add Organization

Description

Organization Type * External Recipient hd

Bureau National Oceanic and Atmospheric Administration (NOAA) v

Applicant Type Other ]

o Name *  [An O that is External to NOAA ]
Identification

Duns Number -

(9 digit number PEZ654321 7] 2 1
EIN Number

(RX-XXXXK00K) 123456789

MSI Code | - not specified - ¥ |search MSI List

Note: Addresses must match the physical and mailing addresses in the SAM for the associated FFATA DUNS.
“The Physical Address is the address used for searching and viewing throughout the system.

SAM Physical Address

1457 Main Street

Street Address *
Z

City * [Germantown ]
County |
State * Maryland v| zip * [20874
Country * United States v|
Phone * [301-123-9876

SAM Mailing Address
SAM Mailing Name|

Street Address J

Note: Leaving the City blank will copy
the Physical address on Save >> Exit.
State [Please select a state v Zip

Country United States v

City [
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= When adding a new organization the user must select his/her

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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Slﬂri Date E)ocumenl

"~ |ate ,S atus

ask Name

Not  Application Assign Award 2433636 3461250N/A NA  ChesapeakeResearch  N/A $1,00000  Chesapeak{
Started Number/Recipient Fe!lo;sh\p Professional
Develo...
plew IDE Ewila FIE \EVIeW Release Of runds ol eFund, Inc §! I~
Started Smart Gear|
iew Not  Performance Progress  Review Progress Report 2404002 3410775NA1ONMF4540203N/A  National Fish and Wildife N/A $2,000,000.00 TEST RECOH
Started Report Foundation Fish;ries In|
Fun
liew Mot Performance Progress  Review Progress Report 2403850 3406949NADINMFAST0410N/A  University of Maryland,  N/A $422,644.00 TEST RECOH
Stasod Donor Lantar & ' ol

ask Id {Award Number |ProposaliApplicant Name
Number

otal Federal [Project Titl
[Federal  |Fundi
Fundinn

[-] Program Office Added Information
Proposal Number:
Project Type:

Construction © Non-Construction

Principal Investigators-
Project Directors:

Keyword(s):

Principal Place Of Performance :

Huthorized Representative
P Festiiamg gt Lastlame Sufic
Hone v I |  tene v
J
|
]

T [

hoeeNomber | Fetiomsir [

Authorized Representative Lookup

soth €—mm————

Step 2: Select
Construction, Non-
Construction or Both

Step 3: Authorized
Representative

Application Funding Details. *

Total Funding: = 500,000.00
Multi Year Award:  No

e 2 e

o 10/01/201109/30/2015 §500,000.0050.00  $0.00 $0.00 $0.00 $500,000.00  $0.00

Lookup — Find Auth
Rep in database

Step 4:

Award Number:

Generate New Award Number <

Generate New
Award Number

Associate with Existing Award

Save | Save and Return to Main J| Cancel

or Associate
with Existing
Award.
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* We are currently working on a new award. When working on a

continuation amendment, the user will only have the option to
select an organization identified on the original award.

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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LR
Competitive Process (COMP-3) sfganis
Select Applications for Funding Overview YESEALS
NOTE: “Selct . 4N >§ >
Applications” option \ 7
remains available on the X N 3 4 :
Competition Launch page. G Select Applicati 3 ed Forward Recommended S ol
This s a global option AMpEton gt N Applcatons Applications to SO SR UHice
which is avallable even N N
mammm +  Recommended Option i dependent upon
Applications” task, Each Applications for funding completion of Reviewer
time this option is chosen + Giobaloptionon Application workfiow. ::n
and additional competition launch page. MWMMH of
applications are selected, Review Event workflow if one.
the entire selection exists.
process must be
repeated.
< < € < < +
11 10 3 7 6
Forward to (M Assign Award 9 olate Aard Aot lepliations Review Recommended
For Selection Package Number Recipient Assigned Program Officer MirberAssgnmert G Applications

+  Generate Award Number

»  Associate Applicant Org

+  Associate Authorized Rep

> :@ » » > » End
2 13 L 1 16 7 1 19
Competiion ReviewSelecton  SelectionPackage — niate SOReview  selecting Official  Intiste FALDReview  FALD  Review Seecton Package
Manager  Pactage  (Addattachments)  Of Selecton Package 0f Selecton Package (No Legal Objecton)
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Sk L = At this point, the Competition Manager attaches all of the pertinent

Selection Package documents (e.g., Reviews, Conflict of Interest
Forms, Rank Order of Applications, etc.) to the Selection Package.
The Selection Package and all its component parts, are sent for final
approval.

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

Steps 16-17

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

Steps 18-19

* [f satisfied with the Selection Package, the FALD attorney will initiate
the Award File workflow by choosing the “No Legal Objection”
option. This will generate another “Selection Package” task for the
Competition Manager. At this point the Competition Manager can, at
their discretion, select additional applications and send the Selection
Package back through the approval process.

NOTE: If FALD has issues with the Selection Package, they may return it to
the Selecting Official once with the action: “FALD Comment.” The Selecting
Official has 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)

* For NOAA and NTIA the NEPA process s required. For other bureaus the NEPA

process Is not available,

“Review Award File” Task is placed
Into Grants Specialst's Inbox when
PO forwards Award File.
5 5a 30
POChecklist ~ POChecklist  CompletePO  CertifyPO AwardFile  Forward Award File to
CheckList Checklist Grants Specialist
1 § 7 8
1o ¢ i 10 EDA Only
NEPA NEPA R d select
Compettion SENHAWId pcbey Ay ool el AoprmieNERA
Manager Processing  propratn office NEPA Official Q
/ & o\
P
s
Once the PO ,f,
gm:m / Prom]liment Procu]liment Complfteand i AD;JIM nequest:nhorizing 17 4 9 0 2
certified (Steps 4 ! Request Request ForwardEach  REQUEStOr oo ement Offil ., Approve Commitl ~ Approve  Commit2 Approve
and5),the system | | Approver Approver
Document Reglest
willgeneratethe | |
“Forward/ Revise | Option o establish additional - Nighty |
T | PRCE s etween e Vendor Valdton Falure vpesdro | [
which allows the | check against the CCR website. | Reuesterandauthorizig | ST T T T T T Mars [0
Progan Offcerto Aol | : &
forward the | i
Award File to the | 015" | fra
Grants Specialist I m ; Procurement Request
in GMD.
| 2 Automated Task
| Reject Vendor Info/CBS Errors
| A
!
/ () 0 ..
I “ > | > S Create New Vendor :JUH > S End
’U ’M T ChoweCurervendor
n 3 b 5 2% 7 i} L
Data Quality Validator ~ Validate 08 Vendor Data Control  InitiateGet  vendor Data Control - Accept Vendor Info/ System  Link Vendor with
Profile (CCR) Vendor Info Request New Vendor Admin 0rg Profile

5/8/2015

Version 4.15

If needed, you can renegotiate the make any
changes before forwarding the Award File to GMD

(See separate "Renegotiation” Process Map).
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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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PO Checklist

» »
» >
)
L I i t NE7PA
Assigned onduc
4 Negotiations (NOAA, NTIA, EDA
Program Officer ’ Only)
’
’
i
To y's
Provisional
Organization 12
Workflow Procurement
Request
Your Tasks
Document Type Status
A v [y
32 tems found, displaying al items. 1
View|Task Name Completed|Applicant
Award File In Progress - NA1260T9990022
Procurement  NAT1GOT9990039 02/02/2011 Procurement Test/Traing App 1 for Not 2199722 1795342 Institute LB Test}
Mz Request and Request and Release 4,06 Comp RFA Started for App 1
Status: Comnitment of Commitment Community
Funds of Funds Managed
Hebion: Please select an adion I subooit Resources
Your Comments: —7] (ICMR)
it NEPA Document  NAT1GOT9330039 02/02/2011 NEPA Test/Training App 1 for In 2199724 1795341 02f02/2011 Institute LB Test}
Release 4.05 Comp RFA Progress for App 1
(NEPA & Community
HOKA, NTIA, i
& EDA Only)
(1)
Jie Complate PO NAT1GOTI990039 02/02/2011 PO Chechist Test/Trainng App 1 for ot 2199723 1795340 Insitute LB Test
Checkist Release 4.06 Comp RFA Started for il
Community
Mosage
Resources
(g8
View Rssign kward /A 01/04/2011 Application TestAppford05  In 2199526 1734572 04/25/2011 Institute L8 - Tes
' Attachments: Number/Recipient Process Maps Progress for App 1
Community

Pending Actions X

S items found, displaying all Rems. 1

PO Checklist

1D ral Funding
2245444 05/22/2012 $5,000,00

Nok Started |

012 Complete PO Checklist: Not Sta
WEPA 2245446 05/22/201245,00000 2012 NEPA Docurment: Not Started
d f o LSl e Gcazact Sasubacd i
Grganization Profile 2045445 0522/201245,00000 2012 Validate Organization Profile: Not Started
Organization Prefile $5,000.00 012 ld gani Profile; ot Started
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ARRS 7T * In the Competitive application process, the Provisional Organization

j workflow is initiated at the same time as the PO Checklist, the NEPA

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

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

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

NOTE: For detailed steps associated with completing the NEPA Document,
the PO Checklist, and the Procurement Request refer to the Universal
Processing section.
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Grants Management Process

. . .
GMD Review, Obligation, Approval and Award Offer (GMD-1) Octoher 16,2014
farsion 4.14
“Review Award File” Task is placed into
Award Fle. Done
Ataskalso g .;fm Affair > 7 o \
Release. (Canceled if no action taken as of GO
2 Esupm) " FALD/0IG Optional \,
pproval 3 Workflow
CompleteGMp  OMD Checkist » »
Checklis L
6
1 Done 4
» > Award File Final State Forward to
Grants Specialist PO Checklist, NEPA, Grants Officer]
Procurement Request,
0 ok 1, CES O o ARMA ¢ 3 GMD Docume?\ts
File generation for FAADS/USASpending Complete  cp450/451
CD-450/451
Award Files cannot be signed by Grants
Offcerfthere sa
Nightly
Upload to.
MARS.
u 9
Record Grants 13 #o  CBS 1stf2nd Initiate Award Revies y
nitiate Awa jiew
Officer Approval ~ Grants ) Approver/ a.e - €D-450/451 Gianks Gificen
B horaton Offcer CBS Iterface thit
Authorizer
AUTOMATED TASK
END
Y
Real Time Upload to
WebDocFlow Ar Dy
) €0-450 - Closeout Process or
@ jumsidey a g
(Dechined Workfiow -
Warehouse Records, not See DAL and DA-2)
(If NOAA, Grants > 100,000 only) or  (IF NOAA, Grants > $500,000 Only) €85 Interface) -
(IfOther Bureau, all Grants) ;’ X il
Other Bureaus,all Grants) —3
20
== N Finla?v:e AP a1
) td v Office Certification Recipient Authorized
Bureau OLIA CIear‘ Department Qear .
(olA) Award Filel oup  Awardfile
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When the Award File has been forwarded to Grants Management
there are several additional steps that take place before the award
offer is sent to the recipient. Grants Management has 60 days to
complete their review and approval process. The Grants
Management workflow steps for processing a Competitive
application package are exactly the same as for the Universal
application package with the exception of the Grants Management
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 Grants
Management, 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.

For non-NOAA bureaus (except EDA) using Grants Online, all awards
are routed to WebDocFlow for OLIA clearance, irrespective of award
amount. In addition, this rule applies to awards that require bureau-
level OLA clearance. For NOAA, the determining factor for
WebDocFlow routing is the award amount. For EDA, the OLIA and
OLA tasks are manually cleared.




Federal Program Officer Training Agenda

Day 3

Post Award Processing

Introduction and Agenda

Online Demonstration/Process Maps
Hands-On Participation — Electronic Recipient Acceptance (ERA)

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

Online Demonstration/Process Maps
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
0 Reference #19 on the PMO website
Correct Award Dates (Administrative Amendment)
o0 Grants Specialist must initiate action to make the correction
Organization Profile Change Request
Supplementary Information
Correspondence
Federal Reports

Wrap Up:
Additional Resources and Training
Questions and Concerns
Course Evaluation

Grants Management Functions or Open Lab

OBJECTIVES - By the end of the day, students should:

Understand the Recipient Award Acceptance process
Understand the use of an Award Action Request

Review an Award Action Request

Review, route and accept a Performance Progress Report
Locate and view a Federal Financial Report

Understand the use of a Partial Funding Action

Initiate and route a Partial Funding Action

Understand additional Post Award Processes

Know where to find help when needed

TRAINING MATERIALS:

1.
2.
3

Agenda and Obijectives

Process Maps and Screen Shots — AAR Workflow

Process Maps and Screen Shots — Performance Progress and Federal Financial
Reports

Process Map and Screen Shots — Post Award Processes

Course Evaluation

123



124



125

Grants Online Training

Post Award Processing

August 2015
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Award Action Request Workflow (AAR-1)

=

Award Action Request (AAR)

7/15/2015

Version 4.15

=
L

Recipient

Start b 4 T
1 3 4 5 6
v F I 4
AAR Initiator Access Grants File page Sel Eﬂ‘TYPE of AAR Initiator Review Award Acton Request
And Select Award Action Award Action Request, :
. Forward to Authorized
Request from the Enter required fields R Gl
Action Dropdown Menu And Start Workflow i b
AR 1 - Note 1: If AAR tums info an Amendment then the workflow
will bean
Amendment.
» > 1
|
|
7 9 1 1 | o B D
Recipient Authorized Review Award Action Request Assigned Program Officer 1.) Review Award Action Request Grants Specialist | U:’h;"ai £ andfor
Representative Forward to Agency 2 Forward to Grants Specialist 1‘ Review Diregtor
|
|
|
I
I
|
I
I
|
|
I
|
|
I
| N
|
End < < <+ < : <
|
| N
16 1 13 12 | 1 1) Review Award
AAR or Amendment 1) Review AAR or Amendment Grants Officer 1) Review Award Action Request | Grants Specialist  Action Request
Approval Notification 2)A MR 2.) Forward to Grants Officer | 2.) Forward to Grants
| Specialist
|
|
|
| - -
AAR1-Note 2: An
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.Q Award Action Request Index Page

GRANTS Award Action Requests marked with an asterisk (*) will always result in an amendment

ONLINEAY to the award (if approved). Other requests generally result in a notification of approval.

viph 1:i0: 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 No Cost Extension - Prier Approval Waived (Research Tems and Condions)
Extension to Close Out Reprogram or Rebudget
* Change in Scope Equpment Purchase

* Transfer of Award Foreion Travel
Change In Prncipal nvestigator/Project Director Sole Source Contract
Change in Key Person Specified i the Application Absence of more than 3 months or 25% by project drector or I

Satified Special Award Conditions Inclusion of cost that requie pror approval based on cost principes

Transfer of funds alotted for trainng to other cateqomes of * Sub award, transfer or contracting out of any work under the award if not descrbed i the
ADeNses approved application

Pre-Awarg Cost * Termination for Convenience

Submit Additional Closeaut Documents
Other

Reference: Award Action Request Guidance link:
http://www.corporateservices.noaa.gov/grantsonline/Documents/AAR_Assistance/Recipient_AAR_Help.htm




128

°@ Performance Progress Report (PPR)

GRANTS3)
m“ Routing of Performance Progress Report (PPR) Ooape e

Versiond.14

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

Progress Reports created By “Submitting” Pl

Return for Revisions

Q B B {
Start ' ‘rl =| >
3
1 2 ' 4 5 3 7 8 9
Principal Investigator  Search Awards or Y ‘{"‘:‘“" i "fnd Principal Investigator  Review Forward To Recipient RevieW  Fonyard to Agency
orCo-Pl Search Reports HPPWW': : 'T‘”" 2 orCoPlReview  Progress  Authorized  Authorized Rep Progress
{Authorized Representative) B9 otelols page Report  Representative Report *
1o fill out form
2.) Add attachments and
start workflow
Return for Revisions
7 1 15 1 bt} 12 1 10
Approve Progress Acsigned Program  Add Commentsand  Review Optional Approve Progress Review Assigned
Report Officer Return to Progress Reviewer Report or Send For Progress Program Officer
Program Officer Report Optional Review Report
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Federal Financial Report (FFR #1)

Routing of Federal Financial Reports (SF-425)

Financial Reports created By “Submitting”Biz/Fin Rep

October 16, 2014

Version 4.14

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

Q = Q
Start ' q J—W > >!
1 z 3 4 5 # 3 9
Business-Finance  Search Awardsor  Click on ID of appropriate  Forward To Recipient * Review Forward to Agency  Assigned Review Financial
Representative, SearchReports  reportand gotodetalls  Authorized Authorized Financial or Return for Grants Report or return
Authorized Representative pagetofiloutform  Representative Representative Report Revisions Specialist for revisions
Done
END < a+ %: < <
3 2 1 : A 2
Accept Financial Review Finance wa;d lo lnancle
Report Or Return Financial office lun?:f;r::mr:;n)
for Revisions Report
i 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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Federal Financial Report (FFR #2)

Routing of Federal Financial Reports (FR-2)

February 27, 2013
Version 4,10
(SF-270)
NOTE: System shauld prevent -
Auth Rep from submiting $F-270 NS
f NOAA CBS and ASAP and NOT /
Hgh Rk 14 1P
Also System should prevent if
NIST CBS AND ASAP 7 ]
START Assgned Accept$F-270
Financial Reports created by “Submitting” Biz/Fin Rep can Grants
be forwarded directly to the Agency Specialst
Non-
i
Only
{Asynch
Finance Office/ from
APS]
nus.m finance  Searth mm cl:km:o Furwu'dTuAmMnud Wm rumw.m 035 Inertace )
Representative, pprop i Authorized
Authorlzed Representative ndgotodeals e Representative
o fill out form
10
Unapproved
Voucher
High Risk ASAP Only (Need ASAP Authorization Amount) Recondedjasynch)
! 52704580 Noteation @
¥l
y % Depends oSt IS PBIORIOT FranceOfce
» Unapproved Controlled by C35
\/ Defulttablef Approved dte s
null steps 11 and 12 are
T manual.Otherwise,will be closed
4 { » by Grants Online,
Post as Unhgproved Finnce Offce ASAPCen  pugins France
(Controlled by CBS Default Tables) Representative 8
Review $F-270/Send
END Funds to Recipient
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Partial Funding

Partial Funding Workflow (PR-1)

May 8, 2015
Version 4.15
Process s » »
initiated by ’
£PO selecting
“Partally 2 bk \3F > 4 5 6
Fund this Initiate Partal  Partial Funding  Fonard Award e Review (D451,
Award Funding Memo Memo File to Grants Specialist et Forward to Grants Officer EDA Only
global option P
from Grants. 1
id Assigned
Program —
Officer
5 % ' n :
22 /
Procurement - Procurement  Complete and 2 / Approve /7 3 3 31_ 3 3“ %
Request Roquest  Fonward Eath Requestor  / Proc.Req. / Request  Approve Commitl Approve  Commit2 Approve
OIare Fat / Authorizing Approver Approver
Document Official
1. Nightly Upload to €8S DW for ARRA
2.File generation for FAADS/USASpending NOTEL GMD. Any
‘ 2 29 "Validate” b calltothe CBS interface f
Optonal Approve Vendor Check, ACCS Check, and Funds Check, (Warming) We should display
Revewer Procurement Request date/time of last successful validation for each category.
ASAP Onl!
i Nty
Upload to Validation
MARS

16
ASAP
Authorizer

—

ASAP
Authorization

Record Grants 13

Officer Approval G2t

Officer
AUTOMATED TASK

1 NOAA, Grants > $100,000
only; or f other Bureaus, all

Legislative Affairs

Grants

i

h 4

Clear

Award File OLA

(Interface to WebDocFlow for all Bureaus except EDA)

If NOAA, Grants > $500,000
only; or If other Bureaus, all
Grants

Department

Failure

n 9

1 i
i CBS st/2nd 10 e
O'l;imﬁﬁ" Approver/ Initiate Award 04 Grants Officer
CBS Interface Obligation

NNOTE 2: For non-NOAA, When step 12 is completed, send email notification to NIST AP |

= END
AUTOMATED TASK
(based on Data
Warehouse Records,
not CBS Interface)
Decline CD-451 - De-ob Process
’0 7 See Declined Award i)
0
U
19 PE]
18 g ASAP Accepl
v Finance  cenification Recipient Authorized Decline
i Office Representative
Award File
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q@ FPO - Partial Funding Steps 1 -3

GRANTS ) R
ONLINE

WEpA- Taise| | Search Awards

Award Number:
Recipient Name: | ‘ Gl'ants File = NA0960T4990038

Project Title: | ‘

Anard Status: | Open ¥, I 2139154

Status: Accepted
e tasthane |
 search | Reset | Action: Pese skectn acton O Subit

Please use the above fields to namow down your search, Your Comment Parna Iy Fund thls Award
Searches are not case-sensitive, Fields can be partially completed to get all matching result |View Accounting Detalls

View/Manage Award-related Personnel

Search Results

26 items found, dusplayung al\ items 1

% Sp&" -
SiaTlIE

NADSGOT4990038 2001932 Institut for TEST RECORD - Grants Accepted  Non|

Culturally Managed  Onfine Training
Resources (ICMR)  Application0S
1932 Institute for TEST RECORD - Grants Accepted  None Designated
Culturally Managed ~ Online Training
Resources (ICMR)  Application07
NAD9GOT4290008 2001932 Institute for TEST RECORD - Grants Accepted  None Designated
Culturally Managed  Oniine Training
Resources (ICMR)  Application

1077 Inchhita far TEQT REANRN - franke Arranted 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

Partial Funding -- NA09G0T4990038

Memo * Guidance

Approved Plan and Prior Qbligations

Application | Project Title
11}

[eg 2139113 TEST RECORD - Grants Online Training Application05

Selected Application Approved Plan and Prior Obligations

None: m nllgphcauon Project Title

2139113 TEST RECORD - Grants Online Training Application05
Share Share Share
2009 $125,000.00 $125,000.00 $0.00 $0.00
210 $125,000.00 $0.00 $0.00 $0.00
2011 §250,000.00 50.00 $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.)

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

FPO - Partial Funding Step 6

Institute for Culturally Managed

ASAP Recipient:

Organization Name: Electronic Recipient: Yes
Resources (ICMR) ‘
SF-425 Frequency: e ek Y (- Partial Funding Guidance - Windows Internet Ex... E]@E[ Frequenc|
(after 3/31/2009) Report A —— 1 4/1/200¢
. &) Bl ¥ G ¢ X | ,
Progress Report Frequency:  Semi-Annually h report s {
Fle Bk Vew Favrtes Tods Hep
Final Reports Due On: 12/29/2012 ——— 5
Project Title: TEST RECORD - Grants ominaﬁ_ Eratidfodmutre D)
Pr:incipal Investigators-Project None Desigated A
Directors: '
Grants Online
‘. . .
Partial Funding -- NAO9GOT4990038 Partial Funding Guidance
Partial Funding Memo
Memo * uidance
Enter appropriate memo language here. See guidance. The Partial Funding Memo is used to explain the state of
funding for the approved Application. A clear and precise
explanation of what is happening in this Partial Funding wil
greatly assist GMD persomel in processing the action.
Trpically, Partial Funding actions are used to fund the out-
vears of nuilt-vear awards, with a single application being
submutted for the award's duration. However, some awards
will have mnliple alt-vear applications associated with
_ them Other awards are single-year awards for which the
: fully approved amount was not provided in the initial award.
Every situation requires an explanation.
v
o J Tstedstes i

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

should be used for the Memo box.
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Mﬁﬁg E.RAPE.

FPO - Partial Funding Steps 7 - 9

Partial Funding -- NAD9GOT4990038

Mame *

Enter appropniate memo language hers, See quidance.

Windows Internet Explorer

) WARNING: Release of Funds and Procurement Request workfom tasks vl be placed in your nbor,
Are you sure you wish to proceed?

|

Selected Application
pproved Fed [Remaining  |Pending Fed  [Fed Add Amount Remaining - MD |Project Title
10} 3

[Share Fed Share Non-Fed Share Non-Fed

2135113 $500,00000 $375,00000 $325,00000] : 1 50.00

TESTRECORD - Grants
Onling Training
Application05

Note: Feciral Ade Amount plus Pending Fecera! Share plus the sum of all prier obligations may be up to 5% greater than the Approved Federal Share. If excesding the Approved Feders
Share, enter a memo explaining the reason for the additional funds.

Notes Only one app/icaion may be funded per Partia! Funding action

e | sveisatvotion ] o

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 |Open v Apply Filter >>

34 items found, displaying allitems,1

Award Number [Task Name Task Applicant Name Document Type
View 1380605 NAD9GOT4990038 Procurement Request and Not Institute for Culturally Managed Procurement Request and
Commitment of Funds Started  Resources (ICMR) Commitment of Funds
View 1380604 NADIGOT4990038 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

 ward File In Progress - NAO9GOT4990038

W 214982
Status: ProgramOfficarActions - NotStarted

Action: Forward to Grants Spacialist for Review v
Please select #n action

Edit Special Award Conditions

Forward to FALD for Revien

[Reassign Auar File

View Amencmant Details

\Vigw FAIS Sheet

View Reporting Frequancies

\Vign/Edit Partial Funding Documant

Your Comments:

NOTE: Be certain the

Procurement Request has
been approved before

forwarding the Award File fo
the Grants Specialist.
(The Red “X” should change

J Attachments: to a green check mark.)

Pending Actions X

Qngitemfounc

P 15 deral iscal |Last Action Status Last Action
unding ear | Date
Pracurement Request and Commitmentof  214795:04/24/200¢ 2003 P R 2 Commi unds: Not NORA Studant|
Funds Startad |

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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& N\A Sample Language for Partial Funding Memo
gﬁﬁg&? * (STANDARD) This release of funds of $____is for year __
’ - of a __ year multi-year award. All required Progress and

MBDA- 152 Financial reports have been submitted and accepted.

. #EXAMPLE 2) This release... Dueto________, total
unding for this award perlod is not available; additional
funds will be provided at a later date. All reqmred
Progress...

. #EXAMPLE 3) This release... Due to , total fundln?
or this award period is not available in this FY. Additiona
funds will be provided in FY__. It is our intent to provide
total funding for this award. All required Progress...

» (EXAMPLE 4*) This release... Dueto ___, additional
funds will not be provided and this award will be reduced
by __ All required Progress and Financial reports

have been submitted and accepted.

* (EXAMPLE 5) This release of funds is expected to be the
final release of funds in FY ___. The remainder of the
project is expected to be funded in FY___ through FY
assuming funds are available. All required Progress...

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

* NOTES:

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

Officer to create an amendment informing the recipient that no
additional funds will be provided. The recipient has the option of
continuing work with existing funds or terminating the award.

« *If Federal Funding is being reduced, the match should be reduced
accordingly.

« **If the Partial Funding is on a continuation application, instead of the
original award, note the appropriate amendment number in the Partial
Funding Memo.
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Reduce Funding

Reduce Funding Work]

3
2
o Reduce ASAP Threshold
Authorizer

ow (PR-2)

( InfiatePartill  partl  ForwardAward 7 Review 9
Assigned \pe.opiigation Decbligation  Flleto Gm.'"_s Partial Grants
Program Officer Mero Grants  SPECIIiSt  De-gbigation Officer

Specialist Forward to
Grants Officer

Processis
initiated by
FFO 3
::ﬂ Procurement
Fundingof Request
this Award”
global
option from
Grants Fie.

/ 4
P 2:mem 2 ANl // %
mm‘ Completeand — poovecor 7 AOIOK /T ponieg
Forward Each 7 Proc.Req. s Authorizing
Document // : offcial
NOTE: Corresponding Negative ——
Procurement Requests should be placed in
Assigned FPO Inbox
b] 8
Optional Approve
Reviewer Procurement
Request

END

10
Record
Approval

23
Approve

May 8, 2015
Version 4,15
[~ |
1 Automated Task :
| | Festeallwil
| | post with
i | negative
| ‘amountand
| | second call
1 1wl postwith
1 n A !l
Recipient Accept | Initiate |
Adthorized 0451 : Grants Officer " “
Representative VT —— |, —
1. Nightly Upload to
CBS DW for ARRA
2. File generation for
FAADS/USSpending
s .
|
|
' |
} Interface creates
| Unapproved ASAP
I Profile for De-
| authorizton : 1%
1
|
‘ i
} Authorizer
|
|
|
|
|
|
|
|
|
|
2 n } 0 19
De-obligale  CBS1stlnd | ASAP  Finance
Funds  Approver/ | Certfication Officer
e | ASAP Only
|

The Reduction in Funding workflow follows a very similar process to the Partial Funding workflow and

has the same “Look and Feel.”
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Grants File - NA12G0T9990023

A Reduction in Funding Action is
initiated from the Grants File page I 2245484

similar to a Partial Funding action. \ Status: Accepted
Action: B

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

Save Comment

Reduce Funding -- NA12G0T9990023

Memo*  Gu
[Reduction in Funding v
IThe Grants Management Division has reviewed the subject award,

IThis document serves as authorization to proceed with the de-
nbligation process.

[143 /4000

Approved Plan and Prior Obligations

. Application | Project Title
I

2245483 For Reduction in Funding Screen Shots

Planned Year inpnruved Fed  [Obligated 1ﬂpurnved Non-Fed|Assigned Non-Fed
|Share |Share Share

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

Selected Application

ApplicationjApproved  [Remaining
1D Fed Share [Fed Share

2245483 $10,00000 $0.00 $0.00

Pending Fed |Fed Deduct Amount [Approved Non- |Remaining Non- [Pending Non- Non-Fed Amount
Fed Share  |Fed Share Fed Share

$0.00 $0.00 $000

AMD|Project Title
For Reductionin
Funding Screen
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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gﬁﬂmTEs Bl 94 KRR 10U, WISMIGYIY SIS
£ View|Award Number [Task Task 1d [Task Name Task  [Document Type DurumeniStm Date [Approved |[Total Applicant
MBBA-Trhbe Regelved Status Federal Federal  [Name
Date Funding  [Funding
View NA12G0T9990023 05/22/2012 2534353 Procurement Request and Mot Procurement Request 2245494 A $10,000.00 Environmental
Commitrnent of Funds Started and Commitment of Aetion
Funds Committee of
West Marin
View NA12G0T9990023 05/22/2012 2534352 Reduce Funding Amendment Not — Award File 2245493 /A $10,000.00 Environmental
Started Aetion
Committee of
West Marin

Last C8S Validation:  Status:
Active Procurement Requests:
Nothing found to display.

Withdrawn Procurement Requests:
Nothing found to display.

Federal Share: *|$ [100.00

Accounting - ACCS Lines *
One item found.1

BureauFundfFiscal Year(Organization  [Program _|Project - TaskiObject ClasslAmount |Prior YearlDWyalidated Action |
14 20002012 10-01-0002-00-00-00-00 52-30-00-000 SAEQ0O0-GAE  41-12-00-00 (§100.00) N Yes Edit Delete
Add New ACCS Line

PRCF Total for this Award action: $-100.00

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

Similar to a Partial Funding, two tasks are generated in the FPO’s Inbox. The Procurement Request must be
filled out using negative numbers for the funding reduction. The workflow must be completed by the

Authorizing Official (Budget Officer role) to allow the Procurement Request to be forwarded to Grants
Management.
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MEMORANDOM: NO&A Finance Office
FROM: Grants Management Division
SUBJECT: DE-OBLIGATION

De-obligation Request for Award: NA1260T9990023

Total Federal Funding (entire award): $10,000.00

Recipient Name: Environmental Action Committee of West Marin
EIN: 237115368
DUNS: 793971490
ASAP 1D (if applicable):
Award Period: 05/01/2012 - 04/30/2013
Federal Program Officer: Grants Student0
Obligation Number: 374002
Requested De-obligation Amount: $100.00
Item #/MDL ACCS Amount

2245434 [ 2025338 14 2012 2000 52-30-00-000 SAE0000-SAE 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:

[The Grants Management Division has reviewed the subject award,
IThis document serves as authonzation to praceed with the de-
obligation process.

|

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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Declined Amendment (DA)
GRANTS )
ONLINE'\Y)

.
s o Declined Amendment Workflow (DA-2) October 16,2014
CD-451 Version 4,14
Slg_ps 23-24 from PR-1
i ¢
= % ) 5 4 Interface creates
X 1 Unapproved ASAP Profile
Recipient Declined asap ReduceASAP Gonicofficer  Acknowledge for De-authorization
Authorized Award Authorizer  Threshold Declined Award
i 15

Representative ASAP ASAP

Authorizer Authorization
*AUTOMATED TASK
(based on Data
Warehouse Records,
2 not CBS Interface)
1 i
Review Partial Initiate § )
: ... De-ob, Forward Award Finance Office
Specialist  Specialist Between Steps 1819 add
to Grants Officer De-0b Optional Error Handling
18

N ASAP
ASAP Only Certification
/

24 25 27
2% / /B =)
Procurement
beci Complete and Requestor 7 Ppprove Request Approve
Forward Each /o Proc.Res. Authorizing

Document /
Official n 2 0 1

De-0bligate: cgs 1t ang 2

/
? g /
Record Approval ~ Grants Officer Funds i
INOTE: Corresponding Negative Procurement RS Interface
J

20 d d Nightly Uplosd to C85
Optional Approve s
Reviewer Procurement ? oAty
Request 2. File generation for
&7 amosiusispendig

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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Correct ACCS Lines on an Approved Award

Correct ACCS Lines on Approved Award (PR-3)

May 8, 2015
(No Net Dollar Change)

Version 4.15

Nightly Upload to MARS
Validation Failure :

1 i 2 4 6 /9 8
Assigned Iné:::::(’:iis Pr:cumr::?nl ﬁ""‘pl:;ia": Requestor  / Approve /" Request Approve
Progom ; oS /  Proc.Req. Authorizing

Ot ocurement Document / % Offical
Request /
/ /
b Award & ‘
Comment Will be Required.
Procurement Request will be added as 3 Sub- 62 6b 9
Document to the Award File. Optional Approve Grants Officer
Reviewer Procurement
Request

Proc. Req.
EDA Only

14

T n
. 13 12
Procurement Request and Commiment of Funds - NAL2GOTO0DL | Complete e, o horizer | Obligatel i
| ASAP Profile De-obligate Approver/
CBS Interface
THIS DOCUMENT IS LOGKED — s

(Two separate steps

for NOAA, EDA)
THIS REQUEST IS APPROVED
Correct ACCS Lines

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

bureauFund iscal YearlOrganization [Program _[Project - Task{Object Class/Amount__ Prior YearDWValidated
14 1 2012 06-02-0004-01-00-00-00 01-01-02-000 14K3BNG-PO0 41-11-00-00 $10,000.00 N Yes

14 20002012 10 -01 -0002-00-00-00-00 52-30-00-000 SAE000-SAE 41-12-00-00 ($10,000.00)N Yes

Lddd New ACCS Line

PRCF Tatal for this Award action: $10,000.00

Total Federal funds authorized for this Award action: $10,000.00
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WBBA~ T80 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

Administrative Amendment - Date Changes (GMD-2)

Non-Funded Amendment

=)

October 16, 2014

Version 4.14

Optional

{ =
| L

h 4
g
>
@

v

2 5
e Sl A Search for Awards Select link for Amendment i :p!tialist 1) Review
PR via the and complete Required fields Amendment
Awards Tab (add new fields for Project Dates) 2) Forward to
Grants Officer

Y
Acoept $‘ iA 0. @
9 a 7

Project Start and End Dates:

15 1 13 n 10
CBS 35t/2nd 11 Grants Online 6
Unapproved ~ ASA GBS 1stand 2nd . i ' Accept/ Ressient Approve Amd/ Grants Officer
profile update A" | Approval = CB::: f:;;i! Orl:‘lljll:d Sys Admin Decline Auth ofiged ep Modify Date(s) in
Date Extension Amd Grants Online
|
|
END ‘ |
Step 10 - If error, send notification to
AMD Grants Online Sys Admin, Wil investigate |
and restart manually as needed. Decline|
|
s g |
Amendment to Financial Assistance Award I
| 1. Nightly Upload to C8S DW for ARRA
CFDA Nuntber: Grant Type: 2. File generation for FAADS/USASpending
1199 f"'Grant € Cooperative Agreement i
Award Number; Amendment Number; “
NAL260T99%0014 Pending
" 98
Recipient Name: Street Address: 7 5 9
Ingtitute for Communty Wanaged Resources 1CHR) 123 Wain Stret Acknowledge Decline (Grants Online Gy officer
Washington, DC 20000 date change(s) are rolled back.)
Amendment Start and End Dates: * Extend Wark Completion To:
< N
The Amendment Startand End Date ks and the
Project Start and End Date felds are natpart o the
offial C0-451. The Amendment Start and End Dates are fr
internal reparting purposes only and cannod be used
by themseves toexten the award, The award can only be
exended
using the Araject End aate feld o by subimission of 3
Ho-Cost Extension Award Acton Reguest.

Grants Management 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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°@ Organization Profile Change Request (OPCR)

GRANTS/ Y\ |
ONLINE ' Account Management m

Weicome to Grants Online Arthur RepOO. Your password expires in 16 drys. You are logged in to TRAINIP, Log Off

. + Manage

v Adviseries > > Organization Profile Change Request
Recipient Users

+ Organization

Profile Change Organization Profile Change Request

Request Organization: Institute for Community Managed Resources (ICMR) (2002469)
+ SF-425A for Request 1D: 2277047

Multiple Awards

T
+ Search Reports Legal Name or DBA Institute for Community Managed Resources (ICMR) I |
Physical Address
Street Address 123 Main Street
City Tamuning | |
State GU - Guam | v
Zip/Postal Code 20000 1
Country GUM - Guam | v
Phone 301:555-1212 ]
Mailing Address
Mailing Name 1CMR [
Street Address 123 Main Street
¥V
aiy T —
State GU - Guam | v
Zip/Postal Code 20000 — ||
Country GUM - Guam | 1]
Business [dentifiers
EIN 987654321 /1
DUNS 12345678 ]
DUNS Plus4 ]
CAGE / NGAGE
ASAP ID (When selecting this option, other changes will be ignored.)
Applicant Type M - Nonprofit with S01C3 IRS Status (Other than Institution of Y |

Higher Education)

*Justification for Changes

This Grants Online component allows recipients to request changes to Organization and Vendor records. In addition,
from this screen Non-ASAP recipients can initiate the ASAP Enrollment process. There is no need to send a separate
email, simply submit the recipient’s Point of Contact information.

For detailed Organization Profile Change Request information, please reference the link:
http://www.corporateservices.noaa.gov/grantsonline/Documents/Grantee/Org_Profile_Change Requests_Grantees.pdf

NOTE: The user cannot update the DUNS or EIN using the Organization Profile Change Request.
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