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Federal Program Officer Training Agenda

Day 1 - AM

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

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

Basic System Navigation;

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

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

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

Objectives — By the end of this class, students should:

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

Have a basic understanding of the structure of the Grants Online system
Be able to find basic application and award information in Grants Online
Know where to find additional help when needed

Training Materials:

NogohrwbdE

Agenda and Objectives

Acronym List

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

Course Evaluation
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Sl Project Goals

$09

GRANTS A Single Unified Grant Processing and Administration system
ONLNENE)  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

Create/Revie Submit —
w RFA/FFO in Recommend Progress Initiate
Grants anblicantiar Reports Close-Out
Online, Post Award
FFO/
Application Submit Submit
at Grants.gov Approve Financial Final
Selection Reports Documents
. Package
Apr(I)iE:Iz\ ts (Com petgijtive " U
anage User
(Non-Comp ) Accounts, Apl):[i)r:glve
only) Update Org Documents
Info

Modify/Withdraw

S Application
Applications i Certify Reconcile
via Progress & : i
Financial
Grants.gov i [ i
g Prepare FF'e”a”C;al Information
: Award eports
Receive Package
Applications Impose/Remove
. vt|a Special Award
rants.gov iti
g Obligate Conditions
Funds

Review Initiate |-
Application Award Action KEY
(Minimum

Federal User

Requirements) Functionality

Amend/Suspend/
Reactivate/Transfer/
Terminate Award

Accept Grant
Award

Grantee and
Federal User
Functionality

Reviewer
Functionality




ONLINE

MBDA= 78D

GRANTS Grants Online System Requirements
\

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

h / General

%09

> GRANTS.GOV*| Pubic
Applicants
DOC

INTERNATIONAL

Recipients ViBBA—TRADE
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%()s Grants Online and ASAP

GRANTS(3)
ONLINE &

MBDA= 78D

(%)  Department
Q] ONLINE \&)
of
WBDAZ LRSS Commerce

Recipients

. Department

Commerce Business of Commerce

Systems (CBS) —

Manual Data Entry (NOAA and

for NIST Finance NIST)
Treasury
Department

Recipients ASAP — Limited
Manual Data Entry
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Grants Online Document Relationships

Pre-Award
Processing

Post-Award
Processing

Application

*
Received by ‘\
Agency \
=" GRANTS.GOV* \‘
FIND. APPLY. SUCCEED™ ‘\
Application \‘
Submitted )
If Selected !
for
funding

AARs will become
amendments
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) Grants Online Helpful Hints

,@ ’ w

GRANTS
ONLINE \&/ » DO NOT use the browser’s “Back” button.

MBDA= 78D

(2 Grants Online - Windows Internet Explorer

@} v | € https: fgrantsonlinerdc.noaa,gov/flowsfhomejLogin/LoginController jpf v

File Edt View Favorites Took Help

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

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

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

a

]
T ST T W .'I

REVIEWERS Grants Online is the premier
o 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 Online, you Username
must login through the

Fal Review page.

Password

Federal Staff

» Generate funding notices

s * Review grant applications

e Select applications for award

* Process selected applications

« Award and manage grants Forgot your password?

-Cnrre;pnnd with Grant
Recipients
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“()9 Grants Online Helpful Hints (continued)

GRANTS/
ONLINE @

MBDA-

TRRDE

= 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 ond Start orkiiow ] Concel ] print

+ Archived
Notifications

F Notifications Your Tasks
+ Task
Management Document Type Status

eracks [an v] [Open ~]
11 items found, displaying all items.1
view(Task 1d | mm_
VI w 2564265 Notify Recipients In Prugress RFA 2256808 05,’20/ 014
w 2556044 Notify Recipients In Progress RFA 2256757 05/01/2014 NfA
VIE ¢ 2556041 Conduct Negotiations In Progress Application 2256738 06/12/2014 NA14GOT9990069
_____ x 2554004 Review Award Action Request Not Started Award Action Request 2256304
Vlew 2553976 Review Award Action Request Not Started Award Action Request 2256303 N/A

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

Competitions
Press Save before selecting the following link(s)

Competition Name

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

[ Attachments:

Create Publication(s) Save & Continue

Dacument Type Status

W W

9 items found, displaying all items.1

View|Task Id |Task Name Task
Status

View 1365154 Certify/Revise Award File Not Award File
Started

View 1365050 Review Reviewer Instructions ~ Not Review Instructions
Started

View 1365026 Certify/Revise Award File Not Award File
Started

Document Type
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Large File Guidance

Q @ As a security measure, there is a 5 minute time limit for the download and
n 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
ONLINE \ uploaded file, download and attempt to open the file. If the file does not open,
BB 78 0 ¢ the file is probably corrupted — the attempt to upload was incomplete and
E 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.




%()s) Federal Grants Personnel

GRANTS
ONLINE \&/ _ _
DA 78k = 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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%()9 Grants Management Advisory Council

DRANS ) (GMAC) Contacts
ONLINE \&/
Mﬁ% runli\_nz
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 'r\m.‘ . .
' Grants Online Training and Help Desk
QNS
\\w/

NBDA= T8 AD

= 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
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Grants Online Training

System Navigation

June 2015



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.

- NOAA

- MBDA

. ITA

« NTIA

- EDA

« Grants.gov

« Grants

« DoC/OS/OHRM

Grt‘ Online

General Public

Use our Public Search feature
to see information pertaining
to awarded Department of
Commerce grants.

Public Search

Grant Applicants
To Find and Apply for a
Federal grant, go to the
Grants.gov website.

Current Grant

REVIEWERS

*Access current applications
assigned to you

*Submit your review
comments and scores
«Ifyou have been assigned 2
review in Grants Online, you
must login through the
Grants Online Application
Review page.

Federal Staff
+Generate funding notices
*Review grant applications

“View about your

Division

current DoC/OS, NOAA,
MBDA, ITA , NTIA or EDA
grants

*Submit post-award action
requests, progress reports,
and financial reports

«Correspond with your Federal
Program Officer and Grant
Specialist

*Select for award

*Process selected
applications

*Award and manage grants
*Correspond with Grant
Recipients

Training
*Grants Online Training

Grants Online is the
premier Federal solution
for full life-cycle grants
management processing.

Username

Password

Forgot your usermname?

Forgot your password?

Q Warning!

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

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

link to obtain the Help Desk phone number.



https://grantsonline.rdc.noaa.gov/

Grants Online Navigation Features
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Access to certain Grants Online features is determined by the user’s role. Each registered
user is given a role and level of access sufficient to accomplish his/her assigned tasks.

Screen Layout

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

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

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

¢ 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

" % NOAA Grants Training 2014

) Tasks
= 05/11/2014 06:28 PM

Hafa Adai Guam partners! |

Navigation Pane Document Pane




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.

* Advisories

+ Archived
Notifications

» Notifications Advisories
» Task

Lo 22 ** NOS New FPO Tr
» Tasks e

ofrs. Your instructor is Lillian Barnes. Please feel free to ask questions at any
rdm this time with us.

the TRAINING environment for testing of Grants Online. EDA is performing User
Restore Act is using the ITA bureau at this time for self-paced testing.

03/01/2014 05:42 PM

Welcome to the NOS Spons
time. The Grants Online Pro|

prefarences.

" ** EDA and Restore [EEgiaES

02/19/2014 10:11 AM

Please note that there are d
Acceptance Testing for Test

For assistance contact:

GrantsOnline.HelpDesk@no:
cc: Lillian.L.Bamnes@noaa.g

Help Desk Phone Number:

Breadcrumbs

The Grants Online system keeps track of the pages the user has visited since s/he last
signed on. The software puts a “breadcrumb trail” of those pages at the top of the
document pane. This feature should be used instead of the browser’s “Back” button.

enT OF oo

4\‘ ﬁ“
cﬁ o
8 B,
| Awards |

R

» Advisories

» Archived
Notifications

» Notifications Advisories

» Task
Management

» Tasks

Advisories

Tesks >3 Sesrch RFAs >3 RFA >3

—

Breadcrumb Trail

** NOS New FPO Training **
03/01/2014 05:42 PM

Welcome to the NOS Sponsored Grants Online Training dlass for New Federal Program Officers. Your instructor is Lillian Barnes. Please feel free to as|
time. The Grants Online Program Management Office wants you to get the most you can from this time with us.

** EDA and Restore Act Testing
02/19/2014 10:11 AM

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

For assistance contact:

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

Help Desk Phone Number: 301-444-2112

Warning! Please DO NOT use the browser’s “Back” button
in Grants Online. Using the browser’s “Back”
button may sign you out of Grants Online.



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

i - B o s e — -
Awards | Account Management T_ System Administration ] Reports rHeIp ]

¢ Advisories

* Archived
Notifications
* Notifications
* Task
Management
* Tasks

| [J www.corporateservices.noaa.gov/grantsonline/help/golhelp.htm

‘ GRANT
ONLINE

l If you need to reach the Grants Online Help Desk, please call or email
Toll free: 1-877-662-2478
Local (DC area): 301-444-2112
Email: GrantsCnline Hel ki@n ¢
Hours: Monday-Fnday, 8:00 am to 6:00 pm Eastem

MIBBA= T aAD

" Welcome to Grants Online

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

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

\C o oL

| UNDER CONSTRUCTION

\ @ O &Y

|
The Help Feature is under construction. In the meantime, please visit the below training site

_IPI lick here to a rants Online Trainin I

funct

|Eontrol)




Inbox Tab
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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.

» Advisories

» Archived
Notifications

* Notifications

» Task
Management

» Tasks

Your Tasks

Document Type Status
[an v]  [Open -] Apply Filter >>

17 items found, displaying all items. 1
|Award Number

—  EEETTEEE

View NA14GOT9990070 Competitive RFA 041514 08/06/2014 SKILLIGALEE 2571210 Procurement Not  Procurement 2259324
Request and Started Request and

Commitment Commitment
of Funds of Funds
View NA14GOT9990070 Competitive RFA 041514 08/06/2014 SKILLIGALEE 2571209 Procurement Not Procurement 2259323
INC Request and Started Request and
Commitment Commitment
of Funds of Funds
View NA14GOT9990070 Competitive RFA 041514 08/06/2014 SKILLIGALEE 2571077 Procurement In Procurement 2259284  08/06/
Request 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

» Notifications Your Tasks
» Task
Management Document Type Status
* Tasks [l ] [Open ~]
17 items found, displ all items. 1

|Award Number [Task
[Received

View NA14GOT9990070 Competitive RFA 041514 08/06/2014 SKILLIGALEE 2571210
INC

IA14GOT9990070 Competitive RFA 041514 08/06/2014 SKILLIGALEE 2571209
INC

=3
)

w NA14GOT9990070 Competitive RFA 041514 08/06/2014 SKILLIGALEE 2571077
INC

View NA14GOT9990070 Competitive RFA 041514 08/06/2014 SKILLIGALEE 2571076
INC

Procurement Not Procurement 2259324
Request and Started Request and
Commitment Commitment

of Funds of Funds

Procurement Not Procurement 2259323
Request and Started Request and
Commitment Commitment

of Funds of Funds

Procurement In Procurement 2259284  08/06/]
Request and Progress Request and
Commitment Commitment

of Funds of Funds

Review Not 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

[rea ] [open -]

4 items found, displaying all items.1

o el e N ) el
N

View 2259009 Student25_080414_Universal 2569643 Notify In
Recipients

View 2256808 test 0508 N 2564265 Notify In
Recipients

View 2256757 Universal RFA 042914 N 2556044 Notify In
Recipients

View 2256176 Great Day For FPO Training N 2553586 Notify In

(GDFFT) Recipients

Progress RFA 2259009
Progress RFA 2256808
Progress RFA 2256757
Progress RFA 2256176

kwﬁ-w
Type Id
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Account Management Tab

32

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

' My Delegations Advisories

» My Preferences

» My Profile
Account Management

- My Delegations -

This feature allows you to view and update the users to whom you have delegated your work. You may search for users that have 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 a|

Note: Your delegate(s) will NOT receive notifications of tasks as they arrive in your inbox.

- My Preferences -

and non-daily users of Grants Online should NOT un-check their email receipt options.

- My Profile -

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

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|

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

_ino comments) Manage Profile Edit - -

Prefix:

First Name: ~ System
Middle Name:

Last Name:  User

i
PersonID: 2013855
User Account Details

User Name:  aholtoz
Active Flag:  true

Security Questions

[+ quesion et

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

3 What is your youngest sister's birthday (MM/DD)? 01/02

= RMhations

Details 1003209 Chesapeake GIS 301-444-1234 123 name street , Edgewater, MD 21037 USA ana.holt@noaa.gov true true

Assigned Roles

Org ID_lOrganization ]
Federal Program 1001336 Fisheries NOAA
Officer - Certified Chesapeake Bay Office
(NCBO)

et 0 10_organistion | postian phone——aaress o o pimory e

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.

0 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 commenis) Manage Profi

Prefix: Ms.

First Name: Grants
Middle Name:

Last Name: Student25
Affix:

Person ID: 2010915

User Account Details
User Name: gstudent25
Active Flag: true

Security Questions

¢ | Question tox

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

2. Click the Details link.

Security Questions

[+ Jqueston text ——————Janower 10|

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 (OCPQ) 555- Germantown, MD 20874-
12120 1145 USA

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

Affiliation
Organization GOT One Commerce Program Office (OCPO)
Primary Flag true
Active Flag true * Primary affiliation must be active.
Title
Street Address
4
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. If the user opts to click
the Cancel button, changes are not saved.

Affiliation view >>

Organization GOT One Commerce Program Office (OCPO)
Primary Flag true
Active Flag true * Primary affiliation must be active.
Title [ |
Street Address * 20020 Century Blvd
P
City |Germant0wn
State * [MD
zip [o874-1143
Country |USA
Mail Route [

Extension [ ]

Alternate Phone Number |

Fax Number |

E-Mail |testemai|@rnsg2.rdc.naaa.gov

|
|
|
|
|
Phone Number [po1-555-1212 | extension [ ]
|
|
|
|

Alternate E-Mail |

| Save || Cancel |

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

Security Questions

¢ [ouetion rex

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

[etait | 0 0 Jorgication | Position | Phone Jddrems—————Jewa
D s

2002468 GOT One Commerce 301- 20020 Century Blvd, testemail@msg2.rdc.noaa.gov
Program Office (OCPO) 555- Germantown, MD 20874-
1212 1143 USA

Assigned Roles

Role ________Jorg ID_l0rganization

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

[=]
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User Preferences

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

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

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

User Preferences
Site Preferences

Page Size

flo

Number of Bread Crumbs ‘

[ €3]

Look and Feel

[poc +] 1

Workflow Warning ‘

fres o] 11

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 Task Name
Total Federal Funding [Award Number
[Approved Federal Funding Status
[Applicant Name Document Id
Task Received Date Document Type m
[Award Start Date Start Date
Completed Date | Down |

Post Award Tasks

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

[e=]



Customize Tasks

1. The user can modify his/her notifications by clicking on the Notification Preferences
link (top potion of the image below). The modifications only 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.

Notification Preferences

Grants Online
Inbox

System Generated Advisories

Password Expiration
Scheduled Downtime
Policy Update

2
@

System Generated Workflow

Task Assignment
Item Submission
Delegation of Work

v

System Generated Notices

Expired Certification
Pending Due Date
Overdue Item

@
v

General Tasks

————— Please select an inbox column
Project Title

Proposal Number

Total Federal Funding

|Approved Federal Funding

|Award Start Date

Competition Name

77777 Please select an inbox column ——-
Award Number

RFA Name

Task Received Date

|Applicant Name

Task Id

[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.

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

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

Click the Save button at the bottom of the screen.

Post Award Tasks

Project Title
Proposal Number

Please select an inbox column -----

Total Federal Funding
[Approved Federal Funding
[Applicant Name

Task Received Date
[Award Start Date

----- Please select an inbox column -----
Task Id

Task Name

Award Number

Task Status

Document Id

Document Type

Start Date

Completed Date

1
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Change the Password

1.

Click the Change Password button on the User Preferences screen.

User Preferences
Site Preferences

Page Size
[100 | [+

Number of Bread Crumbs

[0 | [+

Look and Feel

[poc ~] 11

Workflow Warning

[Yes v] [+1

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 :* ‘ |

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

Password Guidelines :

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

s Passwords cannot contain quotation marks,

+ Passwords are case sensitive.

+ A Password must begin with an alphabetic character.

s 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

s 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

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

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 -

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:  [tudent |

Organization: ‘ ‘

Role: AGO

ASAP Authorizer

Award Mailer

Budget Officer -

[End e




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

Delegate Authority

You currently have no peers on your list of delegates

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

First Name: ‘ ‘

Last Name:  [rudent |

Organization: ‘ ‘

Role: AGO

ASAP Authorizer

Award Mailer

Budget Officer M

Search Results

PiGrants Student00
Grants Student01
Grants Student02
|Grants Student03 ~

[z

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

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

Delegate Authority

=t Current Peers on delegation List:

Action |Prefix |Affix[Name_______lPhone ___[Email _____ _________|rax[iitle|Organization |

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

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 Autharizer

Award Mailer

Budget Officer M




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[Title|Organization |

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

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
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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 "Contnue to Inbox' to work 25 yourself,

Grants Student00

o NOTE: When a user is signed into Grants Online as a delegate, the system
will identify him/her as a delegate of that individual (see below).
The tasks displayed on the screen are the tasks the delegate may
perform on behalf of the original user. Both the user and the
delegate can work in Grants Online simultaneously.

Inbox | RFA | Application | Awards | Reports | Help

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

Notifications h
e Current user is operating as the
¢ Notifications
e Your Tasks Delegate for Gstudent00.
Management Document Type Status
» Tasks [ait *| [open ~]

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

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

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

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

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

Negatiations Progress lillian
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Federal Program Officer Training Agenda

Day 1 - PM

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

Topic Duration
Introduction and Agenda 10:30 — 10:35 (5 min)
Online Demonstration and Hands-On Exercise 10:35 — 2:00 (3 hours and
with Process Maps: Completing a Non- 25 min with = 1hr lunch
Competitive RFA break)

with Process Maps: Processing a Non-

Online Demonstration and Hands-On Exercise 2:00 — 4:15 (2 hours and

Competitive Application 15 min with break)

Additional Resources and Training

Questions and Comments 4:15- 4:30 (15 min)
Evaluations

Objectives — By the end of this class, students should:

Understand the difference between a Competitive RFA and all other types of
Universal RFA (previously lumped under the label “Non-Competitive”)
Understand the difference between the Certified and Un-Certified FPO/Program
Office Staff roles

Be able to create and route any variety of Universal RFAs

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

Be able to Conduct Negotiations and prepare an Award File for Grants
Management review

Understand the Award File approval and acceptance process

Understand where to find additional help when needed

Training Materials:

1.

Agenda and Objectives

2. Student Screen Shots with Process Maps
3. Course Evaluation
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Grants Online Training
Student Screen Shots
Universal RFA
and
Application Processing

June 2015
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GRANTS( Y
ONLINE

WBBA-TeADE

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 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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y03
GRANTS,
ONLINE

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

BBA=TrADE
Sekect the RFA Tab & A
the Creste RFAink ) Cratevis ks on A Desils J/\} P
7 4
Start Sekct the Optionto '\\7
copy RFA from exsting
o create new RFA 2 3 4 5
! RFA RFA Name, Fiscal Year, RFA Routing Slip Start Workflow
AN CFDA Number
Universal RFA Type (Select optional review if needed)
Fd
s
-
7’
’
o
e
A Reviewer Instruct o
Fot BAA RFAs the R i
Wil be automatically generated by the system.

End

n
Notify Recipients

5/11/2015

Version4.15

r
| Optional

8
RFA Publisher

9
RFA Creator Post Application Package




47

GRANTS
ONLINE

MBBA=TrADE

Selectthe RFA
Tah&the Create
RFAlink
Selectthe option
1 tocopyRFA 3
fromexisting or Createvialinks 4 §
. createnew RFA on RFA Details
Start m = ‘ * *Q
“ =
RFA RFAName, Fiscal Year, |  RFARoutingSlip
RFA CFDANumber, (selectoptional st;
Creator Universal RFAType reviewerifneeded) O
RFA Details
RFA Header Information
—_— i !di“s:i:{lfnals Information * No nission goals have been selected,
REA Name * [umiversal REA
Fiscal Year 2011 (YY) Sppean M

Announcement Type |

Funding Oppartunty 4. o oceo-2011-2002849

Number

Line Office Grants Online Training (GOT)

g;g;%ne iprigi GOT One Commerce Program Office (CPO) ¥
e Gt Gt W

CFDA Number * 11,999 - Grants Oﬁﬂ'r;nirlg Progqv
SubProgram Fselect a Sub Pros sear(-h ;uidresnes

RFAType _ﬁqﬁco_mg_eliﬁl o

Street Address:

RFA Additional Information

Anticipated Funding Amount for i
All Recipients™ SI:

Application Due Date™

(MM/DD/YYY) |:

Anticipated Award Date Search Results
(MM/DDAYYY) |:

Nothing found to display,

Selected Federal Addresses "
No addresses have been selected

dit Selected Addresses for this RFA

Oné itern found.1
Selected Federal Contacts *

No contacts have been selected.
at

Remove from RFA

Recipient Information/Application Dets
Add New
: 1@

No Program Officers are assigned to receive applications
Application Package *
An application package has not been selected,

Minimum Requirements

1 Received on Time

1 Comect Federal Funding
3 Comect Match

4 Complete Applcation

yiEdi

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

Matching Requirements
No Matching Requirements have been defined.

3 Attachments:

lo attachments.

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

RFA Routing Slip - Start Workflow

When adding a recipient to the RFA use the DUNS number to perform the lookup.
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Y09

GRANTS(
ONLINE |

WBBA-TeADE

Selectthe RFA
Tab &the Create
RFAlink
Selectthe option
1 tocopyRFA 3
fromexisting or Createvialinks 4 §
. createnew RFA on RFA Details
Start m = = |-
| >
REA RFA RFAName, Fiscal Year, |  RFARoutingSlip S
GFDANumber, selectoptional o
i o Workflow
Creator UniversalRFAType | reviewerifneeded)
Matching Requirement
- Statutory Authorty - * [stat Authority goes here.
Application Package
SetafmFaniy:*  SF424 18
Select a Template : NOAA - Non Construction v2 v
Minimum Cost Share (%): * D
Marimum Cost Share (%): *
Budget Narrative Attachment Form
0-511
Project Narrative Attachment Form m
SF-424
SE-4MA | Special Award Condition Details
SF-4248 |
Name: * Programmatic SAC
Other Attachments Form
G-I | Descriobon: lGaC pescrption goes e
13 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.
soe
o

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
: RFA link
%08
0 j Selectthe option
GRANTS(3) G i :
ONLINE \S) from existing or Createvia inks 4 :
RSt . createnew RFA on RFA Details
St | —— 70
1] &
RFA RFAName, FiscalYear, | 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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GRANTS/3)
ONLINE &

¢

e

¢
[
i

RFA
Creator

&
w

Nofify Recipients

Jiew Notify Recipients N/A

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

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

Document

Award Number [Task

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

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

Package PM PM M

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

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

Export options: Excel

Action: Pease select anaction v [
Please select an action

Your Comments: .
View RFADetals |
| Spell Check

+ Workflow History

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

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

Complete

RFACreator InitiateApplicationPackagePosting Complete

User
Comments
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GRANTS( X\
ONLINE @,

VBBATaADE

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: http://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 :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
“Reviw Resiewer Isrctons” 2 En e eliSIY dist el et

‘document is avallable, but not a task.

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

Review Event Workflow

i -

| 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

f

g

10 Start Review Event mnml o 2 Forcimpeion proeiang s fpictons 3
view workflow and approve/reject/ glol Review 1oce Revi
Competition e Competit Erentworkiow s k2 [« Event
Manager  Global Option Manager  Event bl Goten

Available without a task

Available without a task

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

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

4
) Grants.gov 3 §
N . .
»* GRANTS.GOM \
m—( ) B
" o ' ReviewMin.Req.  Approve/RejectMin.
GRANTS/2\ il Oreatevia Appliatidn Tab Done / Assigned e A
| é II A" ProgramOfficer  Checklist(1/App)  Req.Checklist
ONLINE \ 1 {
s (1/App)
WRBASTa D s NOAA Input Paper Applications
} forRFA
Application Details - SF-424
it Tra; ﬁ
i Attachments:
(-] Program Office Added Information
Project Type: Oonstrction ©tor-Construction
Princpal Invesbgators-
Prject Drechirs:
Keywords):
‘Agplcant Information
::a:jr:::fﬂ:;;n AR Legalfame:* o ]
N Department Name: | ]
Division Nams [ ]
Application Submission Type and Date Information Dmﬂwmr[ ] EN Humber: ]
Type of Submesion: @ Applcation O Pre-Apphcation () ChangedCorrected Applcatin (or13dight X &
Type of appbcation: ©iew OContinuation Ofevison Oenend O Resubmission syt | ]
1f Revision, select appropriate letter(s): -Select a Revision Type- ¥ ay: County:
State: " Diskict of Columbia v Fm‘mce::|
Use format MM/00/ YYYY for date fields,
. K el oot o 0] Y. s Name and f person cali
" |:];5:;4;|xm|:| Piefic  Firsthame Wi tame:  Lasthlame e
tooe ¥ [ | I tone v
Tt [ ]
Ongaticion katon | |
Pronethntsc [ | Fartiomeer | ]
Enai [ |
BmerApﬂicalionb_w«mmm
Type of Applicant1: *  Nanprofit with S01C3 RS Status (Other than Institubon of Higher Educabon) ¥
Type of Appicant?: Please Select Applicant Type v
Type of Agpicant3: Please Select Appicant Type ¥
(Test/Traning App 1 for Release 4.06 Comp RFA
Destnptive Tite 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
: Assigned ReviewMin. Req
& Createvia Applicatidr Tab Done i el
|H| i —A"  ProgramOficer ~ Checklist(1/App.)
Input Paper Applications
s for RFA

Name of Federal Agency: HOAR

Hopkcant Congressional Ditict l:]?rmc:n;ressucna Distit I:l

Ishe Agglicant Delinquent on ans Federal 0t O ves Oty

Is4 o b der 12372 Process?
O This g e Ot 12T P
O 2 e sale o,

Q¢ Programisnotoweredby EO. 12372

SO
||

Approve/RejectMin.
Req. Checklist
(1/App,)

.Plrl:mzsllmw?mhmmmmmt LastHame; Sufic Edlt Application Fuﬂding DEtalls
tone v I | ] one
wo | | ﬁ
Phooe Nomber | | Fauttomber | |
| ] Application Total Funding : 500000
= = Fiscal Year : * i
Application Funding Details; * (use format YYYY )

Tota Fondig:*

Mulb Year Award:  No

Funding Start Date ; *

Hothmng found to depl

M; e Federal Funding : *

Aplant ey
State Funding :
Local Funding :
Other Funding :

Total Funding :

m Close

[l

5500,000.00

Funding End Date : *
(us¢fomat Myoppyvvy ) (OMM2OLL (use fmat oDy | RE0/A0S
1500,000.00 Program Income :

I

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

Add New

$0.00 50,00 $0.00 $500,000.00  $0.00

Save as Draft Save and Start Workflow

FiscalYeartart Datelnd Date Federal _ Applcantitatelocalothedotal FndingsProgram IncomelActolActior]

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

EdE  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 Bl
%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
Oho
(ONot Applicable
Overall Comments:
Spell Check
Comect Federal Funding Oes
ONo
(Ohot Applcable C ]
l Check
S O tians must be answered before the applcation can be approved or rejected for minimum)
Yes requirements.
e
Mot Applicable
Spe]i Check
Complate Application Oves
Oto
(ot 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.
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‘ Applicant obtains
N DUNS # from Dun
\ and Bradstreet

Applicant Registers
in SAM using the
EIN or DUNS.

ﬁAM Grants Online info is

SYSTEM FOR AWARDMANAGEMENT  manually checked
against the SAM
record.

h
4

GRANTS.GOV*

FIND, APPLY, SUCCEED"

GRANT
#

DUNS

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

ASAP ID

US Department of
Commerce Business
Systems (CBS)

NE@%
GRANTS(
ONLINE A=

INTERNATIONAL

Grants Online Org
is linked to CBS
Vendor which is

linked to ASAP ID

all using the DUNS

Number

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
process s not avalable -- +’- --
/ 68 \
/7 6 & . “Review Award File”
7 No Legal 2N > Taskis placed into
/ FALD Objection Assigned ', HO Grants Specialist’s.
Program Officer Y Inbax whenFP0
> forwards Award Fie.
5 3
PO Checklist PO Checklist  Complete PO Certify PO Forward Award File to
CheckList Checklist Grants Specialist
! 1 EDA Onl
" nly
pssgoud ki o (NOM,E‘;AP:nd T RT?;;&E:“ Steciu B Sosre LA
Program Officer Negotiation: NEPA Official
l
12 13 i % |
Oncethe PO Checkisthasbeen | procurement  procurement  Compiteand = Aporove | ::m " 1 i 2? " 2L - 1?
completed and certified (Steps Sand pogoqy Request  ForwardEach U procyromont | m"“' "‘“Approve oz ppeove Commica. Approve
6), the system will generate the Document Request Approver Approver
“Forward/ Revise Award Fle” 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 “Renegatiation” Process Map).
o 7 Opmml Pmmmnt
P Vendor Valdaton ailure Ll
7z 24 |
o Reject Vendor fol | Automated Task

CBS Errors |

e 2t 2 % = "

Daaualty  ValdteOrg  yendor  InfiateGet e o

Validator Profile (CCR)  pataControl  Vendor Info Data Control eiest N Vascor
Manual updates in CBS to the vendor

record if necessary before selection

— End
9 30
Grants Online  Link Vendor with
Kystem Admin  Org Profile




3
PO Checklist
. 7
\‘_— NEPA
.
Assiged . gt Procurement
‘ by Progam Negotatons Reques
VBBA-TaaD: 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 O Renewal O Resubmission
If Revision, select appropriate letter(s): [-Select a Revision Type- v
Step 1: Org
use format MM/DD/YYYY for date fields.
Project Start Date: * [00/01/2014 Project End Date: *[08/30/2017 Submitted Date: Lookup -
State Received Date Federal Agency Received Date: *[0B/01/2014 : Eastern F . d
Applcant identifier: State Appication Kentifier:[ ] ] n
: )
Applicant " organization’s
Legal Name: * [First name Last name ] 0ro Locwun E i
Please Associate an Organization within Grants Online using the Org Lockup button. record in
Nota: If this is a Continuation or skip this step and click on the "Associate Award Number” button at bottor
Oepsrtment Name: [ ] database or
Division Name: ( | P
Duns Number: * RIS EIN Homber: = 1 add if
(9 or 12 digit number) (3X-2000X XXX ) necessary
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.




v09

GRANTS( X\
ONLINE ‘

e oo Add Organization

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 numper) 287654321 + (S ——
EIN Number

(X=2000KK ) 123456780

MSI Code [ not specified - v |sear

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 *
2

City * IGermantown ]

County J

State * Maryland v| zip *[20874

Country * United States v

Phone * 301-123-9876
SAM Mailing Address
SAM Mailing Name]
Street Address

)
City | Note: Leaving the City blank will copy
the Physical address on Save > 3> 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 Document [Project Title

View Conduct N/A 02/05/2011 Application LB Universal2 RFA App Not 2199761 1795527 icmr LB Univ2
Negotiations Started App
llaw:Notifu Rariniente NI N2I05/2011 REA N/A In 2100760 1705525 A2/NG/2011 N/A N/A

Step 2: Select
Construction or
principal Investigators- Non-Construction
Project Directors:

Project Type: Construction © Non-Construction <=

Keyword(s):

principal Place Of Performance : [ | YRS cuidance

Authorized Representative
Prefic  FirstHame: Middle Name:  LastName: Suffic
Hone v [ I I ] one v
Tt [ |
Phone Humber ] Fartiumer | | Ste p 3:
et | ] Authorized
Pleas: Representative within Grants Online for the Organization mentioned above using Representative
the & ookup butten )
< Lookup — Find
Auth Rep in
database
Award Number: Step 4: Generate
New Award Number

or Associate with

Existing Award

Save | Save and Return to Main m

We are in the process of creating a new award. At this point, the user may select an

organization (as pre-defined by his/her Program Office) using the Org Lookup feature in the
Conduct Negotiations phase.

When the user is working on a continuation amendment and selects the “Associate with an
Existing Award” button, only the awards associated with the organization entered for the
original award will be available to the user. Specifically, the user can only select from the
awards with an organization id that correspond to the original organization information.
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PO Checklist

> >
: . : NEPA
Assigned onduct
it NOAA, NTIA, EDA
Program Officer Negotiations  \{ b

No Procurement Request for
Zero Dollar Awards

;2245442

Status:

Hction:

Print Award File History

J Attachments:

’
’
'I
To V'S
Provisional
Organization 12
Workflow Procurement
Request
Your Tasks
Document Type Status
u ¥ lm¥
32 items found, displaying all items. 1
k
Award File In Progress - NA12G0T9990022
Procursment  NAIGOT9930039 02/02/2011 Procurement Test/Traming App 1 for ot 2188722 1785342 Insbtute LB Test
Request and Request and Release 4,06 Comp AFA Started for App 1
Commitment of Commitment Community
Funds of Funds Managed
Resauess
(1)
View NEPA Document  NA11GOT990039 02/02/2011 NEPA Test/Training App 1 for In 2199724 1795341 02/02/2011 Insbtute L8 Test|
Release 4.06 Comp RFA Progress for App 1
(N EPA - Community
| - NOAA, NTIA, ::;q:ﬂs
EDA Only) (1CHR)
Ve Completa PO NA1160T 2011 PO Checklist Test/Training App 1 for Not 2199723 1795340 Institute LB Test
Checklst Release 4,06 Comp RFA Started for Appl
Community
Managed
Resources
(ou)
View Assign Award N/ 01/04/2011 Application TestAppfor405 In 2199526 1784572 01/252011 Institute LB~ Teg
Number/Recipient Process Maps Progress for Appl
Community

Pending Actions X

5 items found, displaying all Rems. 1

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

Qomplete PO Checklist: Not Started

PO Checist w0
LY 2245446 05/22/2042 §5,000.00 2012 WERA Docurnent: Not Started
a0d Lo TLPETLI L antt 20 a0 Caczaitzaac of Suade: ot Stared
Organization Profile 2045445 08/22/201285,000.00 2082 Walidate Organization Profile: Not Started
Organization Profile o000 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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5 oemme 8
2 i ' %
0~0~OTH0
|
NEPA! NEPA Reviewand
select NEPA Selected NEPA Official  Approve NEPA
A
official
 Mtachments:
— Categorcal Exclusions
Add nevi Attachment: (=]
Ay cf rmation on this page should be saved befure adding or removing attachments.
,,,,,, (F CEDescripion
N (ilegory

2.) Level of Raview

Indicate belowthe level of environmental review that has been
conducted by the Responsible Program Manager for the proposed
action in accordance vith the applicable provisions of the NOAA
Administrative Order 208+ entitled, ‘Environmental Review

dures for Implementing the National Envi 1tal Policy Act”

O Categorical Exclusion (CE) Memorandum completed and signed by
the Responsible Program Manager zlong vith relzted CE raview
checklist, 23 approprizte

7603 Wegement n s,
b

(633 Mavageen ety b el o e 5

(1) achonad tepropeschige s e ol o el o0 B

Heecrd it coy it the EPA o, nda i ttemen i

(633 Moo eic s, coeis, o s o gt
]

o | (60T Rt At TeDanage et nd et P oy s

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

O Environmental Impact Statement (ELS) with signed Record of
Decision (ROD)

) Not Reguired

b.) Mitigating Measures

1f either an EA or EIS vas completed, did the analysis of the Ono
environmental impacts require the implementation of one or more Oves
mitigation mezsures? i

¢.) Post Avard HEPA Review Process

Does the proposal include funding for one or more projects that hav+@) o
not yet been identified and therefore NERA review cannot be Oves
completed?

Please Select 2 NEPA Official for routing purposes:

m Save and Returnto Main

[+ Select A HEPA Offcl- ¥,

0ty pose st g nte ekt of B une vronnent 3
el st o e Punn nvonnen (., ackons i i
R

FLANh Y Cyamalae of Dasbaration Anhiane Chahls boe s €
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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:

http://www.corporateservices.noaa.gov/grantsonline/NEPA Guidance.
html
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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
Y I |
) . | 34A Y 3¢
Option to establish additional / Approve
PRCF reviewers between the | ( Procurement |
Requester and Authorizing | Request |
Official
| Ophona! |
I Reviewer |
Ifadditional |
reviewer(s)are
I soeced _ ]
FderalShare:

-

ReguestAuthorzng Offcial:
lone e,

Aditional Reviewers:
Ntk Fund b digey.

(Faasarilg et s 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 a6 i) / 3

le YearOrganization
14- 20002013

002:000200-00000032-30-00000SHE0000SEE 411000 2000000 Vs

Ivoce Address,”  Requisiton 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 Edit
00-00 000 POO 00 Delete

i« ACCS Line
PRCF Total for this Award action: $125,000.00
Total Federal funds authonzed 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”
ey 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.
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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.




69

y09
GRANTS )
ONLINE S

WBBATan:

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 L0 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] - BOO ]

Program Code: 04 -04-01-005

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

ild

Object Class: -po ]
amount: - S[LZE000- ] Priorvear Fund:
DWValidate | Cancel/Done

Add New ACCS Line

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 YearFunc: (3]
| 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 Authorirng 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_Na 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;vendld 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.




2 n pi i Ua 3

0-0.010.0-0-

GRANTS/2\ PoCheckist  POCMEMS!  ConiteP) | CoiyPO  Avard  FomardAwardFilto
0NL|NE \ Checklist Checklist ~ File Grants Specialist

2
Mﬁ{}ff TRADE

PO Checklist - NA14GOT9990103

L1 Attachments:
No attachments. General Award Information
Addnew Attachment; <] #pplication Organization: 2 State:0C

Any changes o nformation on this sage shouldbe saved befure addng orrémd Apphcant's EIN and DUNS numbers have been verified:* [
Large File Guidance

*

General Award Information Ghint Ty

Application Organization: ~ SKILLIGALEEINC  State:MD € Grant

Applicant's EIN and DUNS numbers have been verified: € co perative Agreement

GrantType*  Guidance If Cooperative Agreement, enter Cooperativ ent Special Award Condition

Grant
Cooperative Agreement
1f Cooperative Agreement, enter Cooperative Aqreement Special Award Condtion ‘
ﬁ Matching Requirements: * ¢

Statutory Authority = Guidance  Audit Trall: & a. Federal b, Required Non-  (c. Required Cost Share % of
[Share Federal Total Cusl Share Explanation
Amount [Share Amount |(Federal + Non Fed)
£500,000.00  $0.00 0.0 ‘Source or Explanation of 0% Required Cost Share: None  Edit

Requred

Project Description/Abstract *  Guidance
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? MS Coordinator: :|
Ono Oves

Spell Check
IMPORTANT: PLEASE REVIEW CAREFULLY for spelling or punctuation err) Homeland Security Presidential Directve - 12
(a5 can occur with copy/paste from Word). 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 partof the proposed award, be used to conduct research? ONO OYES  @fot Ansiered
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The user now has one more task in his/her Inbox to complete for this
application: “Complete PO Checklist.” Click on that task and go to
the details page. Fill out this form carefully. Each section is
important.

» Statutory Authority — Data must be entered. The information can be
modified by GMD; however, NOAA policy 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

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

!—|Dnne
‘ =l

“Review Award Fle” Task s placed into Grants
Specialsts nboxwhen FPO forwards Award e,
Atask aiso goes to Public Affairs to attach Press
Release. {Canceled if noaction taken asof GO
aporoval Step10)

1
Grants Specialist

1. gty Upload to CBS DW for ARRA
2, File generation for FRADS/USASpending

Completegiip €MD Checkist
Checklist

4 5
Complete D450
CD-450/451

Nehty E i
Usleadto

—

=

[ §
! Awiard File Final State Forwardto
| PO Checklst, NEPA, Grants Office

Procurement Request,
GMD Documents

=2

June 11, 2012

I Verson 409

,611\

/ \
/ FALD/0IG Optional \, =

Wordlow 0

==-

Representative

=
s & .
‘ | ]
i ™
Real Time Uploadto : Suocessful
i 11
i 12
WebDocFlow E Recod Ganis 1 P Revin 8
£ Offcer Approvel ~ Grants | Aowrover] [nitiate Award D450 Grants Officer
Officer (S Interface Obligation
>$100,000 Only |
| AUTOMATED TASK
| AUTOMATEDTASK
 [basedon ASAP
£ Approval Flags)
i \
- : \ SAUTOMATEDTASK
5 \\ . lsedondan
o | Warehause Recards, not Acce
e 0L A”E;;_‘ g 1y LN 7 i) - END
o ward File i . | s
|, ssoomoony | |
Q § i : (D450~ CoseoutProces o
N ; N & Decliie | 0451-DeonProcess
i [ ¢ 7 {Decined Worklow-
1 SeeDAlandDA2)
18 4
% , 7 I
Department et 1 Ay th':SALPm finance el 3 Aniw
4 & uthorization feationl ¢ . 3
ok AwardFile Authorizer Offce Certfication | Recipient Authorzed o
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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 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.

Please note that for Non-NOAA bureaus using Grants Online, all
awards are routed to WebDocFlow for OLIA clearance irrespective of
the award amount.




Federal Program Officer Training Agenda

Day 2 - All Day

Session 3: Competitive RFA Creation / Application Processing

8:00 am — 4:30 pm

Topic

Duration

Introduction and Agenda

8:00 — 8:15 (15 min)

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

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

Lunch Break

12:00 - 1:00 (1 hour)

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

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

Additional Resources and Training
Questions and Comments
Evaluations

4:15 — 4:30 (15 min)

Objectives — By the end of this class, students should:

Understand the difference between a Competitive RFA and a Universal RFA

(previously called “Non-Competitive”)

Understand the difference between the Certified and Un-Certified FPO/Program

Office Staff roles

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

Requirements” task

Understand the Competition Manager and Selection Official functions in the

Competitive RFA workflow

Be able to Conduct Negotiations and prepare an Award File for Grants Management

review

Understand the Award File approval and acceptance process
Understand where to find additional help when needed

Training Materials:

1. Agenda and Objectives
2. Student Screen Shots with Process Maps
3. Course Evaluation

77
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Grants Online Training
Student Screen Shots
Competitive RFA
and
Application Processing

June 2015




79

y09

ONLINE \S/

NRBA T aA0E

GRANTS.

Competitive Process — RFA Creation

Create & Review RFA and Publish FFO Overview (COMP-1)

5/8/2015
Version 4.15
No workflow prior to
Starting FFO.
Select the RFA Tab &
the Create RFA link A Create via links on RFA Details ;/) -
Start : 7 ™7 b
elect the option to /
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 Comptition s created.‘Review Reviewer Instructions’
document is aulomatically created and made available to any
Certfied FPQ in Program Office
Optional
¥
1% 13 iv) 1 10 9 & 1
FALD Review FFO Grants Specialist Review Optional Reviewer| Review FFO Assigned Program Officer Initiate FFO Workflow
FFO/FRN/Synopsis
“Review Reviewer Instructions™
» » End worklow canbestarted after
RFA has Publication Date.
55 . 7 -
Clear FFO RFA Publisher Post FFO
Not a separate taskin

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

» Eligible Applicants - FFO Details screen, Section lll. A

» Cost-Sharing or Matching Requirement - “Yes” or “No” (based on FFO)
Details screen, Section lil. B

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

= Award Ceiling - Anticipated Award Amount (Max)

* Award Floor - Anticipated Award Amount (Min)

* Funding Opportunity Description — FFO Details screen, Executive
Summary, Funding Opportunity Description

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

= Competition Title — Competition Details screen, Competition Name




I SeketineRFA 2| Createvia 3 : 5 B
A Tab &the Create links on RFA
Ve Stat .l RESAE " Deis
2 ke 4 I Selectthe option to i
GRANTS II copyRFA from
ONLlNE \Y/ - existing orcreate Add Earfc s tout OBl Rl
S Lol new RFA RFA resses, Lontacts, Mission Goals, —_ outing olip
L Creator Program Elements/ Funding Prioriis, Ssinlogcamy R
Compettions
iR RFA Header Information
reate
Document 0 24783
Choose Type: " T
© Competitive ('8road Agency Announcement FeNang ISampIe FEAfrFr0 Tramlng |
O congressionaly Directed (O congressionally Mandated FisealYear* (YY)
(OFomula/Alotment O tnstitutional e Titd
ONoncompetitive Annguncement Type  Inlta
Arcpated Publication ** Competitive
| N oy LA Only
Choose Action: : ;
(©Create New from Seratch O Create New from Exsting Funding Opportnty NOM: GOT-01P0- 2008001084
Number
reate
Lin Offce* NOAA Grants Onlne Trainig (60T)
PO re o g e 0
RFA Name® | Assianed Program Stuent O i
e Ofke —_—
Announcement Type It CFORNumber* 1499 - NOAW Grants Onln Training v
Anticipated Publcation I:' ** Competitive
ke Only SbPogam  -Selecta SubProgram: ¥
Line Office™ i
gsf;gled Pogam  [_elct a Program Office- v
Aosr;lgerrlsdprogram -Select a Program Officer- v
CFDA Number* -Select 3 CFDA #- v
Sub Program -Select a Sub Program- v
s crs|
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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 - “OCP0QO")
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 SelectineRFA 1| Createvia 3
Q 23\ Tab&the Create links on RFA
N\ @ S .l ReAIK Deta
2 Selectthe opton to i
GRANTS Il o
A py RFA from
ONLINE \&/ i existing o create Aesses Contacs.Mcon el FROFRN Rauting S
ke | ot e RFA - fesses, Contacts, Mission Goals, -
WBDA T a0 Creator Program Elements/ Funding Pririties, Chsee st e
Competitions

RFA Supplementary Information

Anticipated Funding Amount * s:

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

Min Max
Anticipated Award Amount® § | | |
Anticipated Number of Awards* | |
Selected Federal Addresses *
No addresses have been selected.
Add/Edit

h Add

Selected Federal Contacts * AL
l?lo contacts have been selected. Progran Offce Name:
”;d d/Edit Street Address: |:|
Selected Mission Goals * S:te ﬁ
No mission goals have been selected. o .
AddEdit Z —
Program Elements/Funding Priorities *
No Program Elements/Funding Priorities Available Search Results
M 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 Cancel

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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1 SdecttheRFA 2| Createvia 3
e ™\ Tab&the Create links on RFA
e @ Ill REAInk Detais
‘ Selecthe opnon i
GRANTS ¢0py RFA from
ONLINE \&/ exxs!mgorcreale Adisses Contacs Miksion ek FFO/RN Rotting S
< sl newRFA A resses, Contacts, Mission Goals, o uting Slip
BB Tk : Creator Program Elements/ Funding Prirites, Wt kg fEnah
Competitions

Add Program Element/Funding Priority

Selected Addresses *
No addresses have been selected, Label: D eg. LA L 1) La

i Name: * [fist Program Element/Funding Prority

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

LU Description of Program Element "A" goes here,

Selected Mission Goals™
No mission goals have been selected,

Program ElementsFunding Priorities *
No Program Elements{Fundng Proibes Avalable

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

D

Program Element/Funding Priorities

M_@

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

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 SdecttneRFA 2 | Createvia 3
Tabéthe Create finks on RFA
m RFAlink Details

Ill Selectthe oplion'to '

II copyRFA from
existing or create S s
e RFA FA Addresses, Contacts, Mission Goals,

Creator ProgramE!emenls! Funding Priorities,

Competitions

FFO/FRN Routing Slip

Create Publication FFOFRN

Competition Name * \Sample Competitive RFA for FPO Training ]ﬁscal Year * 2009

OGroup O Individual Qualification
Assigned Program Office™ 7GOT One NOAA ng{am Office (ONPQ) v

Competition Type *

Competition Manager * | NOAA Student \

m Cancel

Conptin ane* o A i 2011 T S s o er*

Compettion Type ™ @Gmup (idhidul Quaifcatin

Compettion anager ™ Grants Student v
Siylil’  Sdtaely O ¥

] Mat

Anipatd Fadera Funding fr this Competiin :":]
Requred Federal Funding n Dlrs]per Apokeabon :“:
(CostShre (%) perAppcaion :“:

Anticpated Competiton Schedule
PreAoglcation ~ Due Date

vrl—lﬂme:[lﬂ' Exstem
Hopicatin* 'prue Dite v :]Tme: D @divr Eastem
Annapated Avard Date ™ :] Days afer Applcation Oue Date

Reven CteiaTe:* Olkgncy Standard (Funshp Cudince

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

dit

= U] o (O] & [ ro B

Special Award Conditions

No Special Award Conditions are associated with this competition.
View/Edit

NOTE:

. Review Events are required
No Review Events available.  for the Competitive Process
but can be completed outside
of Grants Online.

m Save and Return to Main

Review Events *

View/Edit

NOTE: Please reference the expanded version of the Special Award
Conditions data entry screen in the Universal Processing section.
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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 I copy RFA from
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DA~ LA Creator Program ElementsFunding P, e 4
Compeitions

Independent Individual Merit Review
Guidance

Revien Event Name:" Reyiaw Event 1 - Merit Review] |
Review Event
Manager:* (SystemUser 7|

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 NA ®Mean O Median
Determination:*

Not Scored Criteria:* () Yes @ No

Bonus Points:* Yes @ No
Anticipated Review Anticipated Review
Start Date:” 1012014 End Date:* Lkl

Al hgenoy Standard Ce: - NOTE: This link is ONLY applicable to NOAA grants processing.

Points Scoring Criteria

Name __________Reviewer CommentsReviewer ScoreMinimum ScoreMaximum ScorefctionAction
Technical/Scientific Merit Required Required 400 Ed|t De\ete
Importance/Relevance and Applicability of Proposal to the Program Goals Required Required 0.0 20 Edt Delete
QOverall Qualfication of Applicant Required Required 0.0 150 Edt Delete
Project Costs Required Required 0.0 150 Edt Delete
Qutreach and Education Required Required 00 100 Edit Delete
Add New >> Reorder >>

FFQ Evaluation Criteria Report  Application Review Scoring Sheet

 save [l Save and Returnto Main

At this point, you need to know some basic information regarding the Review Event(s). These details should reflect
the information posted in the FFO regarding evaluation criteria and, for the most part, should not be changed after
the FFO has been posted. The Review Event start and end dates can be modified as needed.

When you select “Save and Return to Main” you will go to the launch page for this new Review Event (not back to
the Competition Details page from which you navigated).
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. 4 5 6
T SeketiteRFA 1 Createvia 3
Tab&the Create finks on RFA
RFAlink ;
m . ' " Detals |
Selectthe option to
I I copy RFA from
existing orcreate 2 !
new RFA BEA Addresses, Contacts, Mission Goals, Crea Publiaton EFORN FFOFRN Routing Siip
Creator Program _Elementsl Funding Priories,
Compettions
Competition
o 20971
Status:
Action: Please select an action v m
Your Comments:
rWorkflow Analysis: RFA
The follosing needs to be completed before applcations can be selected
competiion: I 2199641
- The RFA must be published. Status:
- Reviewer Instructions must be reviewed by FALD. i
- There must be pplications that have passed minimum requirements,
Action: Please select an action v
Please select an action
:
Your Comments: View REA Detals
Spell Check
1 Attachments:

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

w

-
L

FFO/FRN

FFO/FRN Routing Slip

T SeectteRFA 2 Crealevia 3
Tab &the Create links on RFA
m RFAlink Details

Ill Selectthe oﬂliom'to i

Il copy RFA from
existing or create s
e RFA oA Addresses, Contacts, Mission Goals,

Creator PrcgramE!emenls;‘ Funding Priorites,

Competitions
[’Mmmh.\.bum 4 [ ot e FFO \D

€ - C B hiips://orentsoninetyaning rdcinoaa.gov fows document fpubca
O Vohoo! el @ Yaboo!Mags @ Yaboa! (] InpertedFrom E % NOAA - Ntiond Oea..

Federal Funding Opportunity

Please dlick on this icon to view the audit trail on this FFO: ﬁ
Please read the appropriate quidance documents before fling out the fields below.

b it 00

~Executive Summary

Federal Apency Name fiants Online Training (GOT), National Oceanic and Atmaspher

Fu_ndim_Qumm%m 8 - Comp RFA Pre-Class Test
Iide

Announcement Type Intial
FFO Number NOAA-GOT-OCPO-2013-2003306

Catalon of Federal 11999, Grants Online Training Program
Domestic Assistance
CFDA) Nurber

Full Test of Announcement

1, Funding Opportunity Description
A. Program Chiedtives ¥

gs (emply)

C. Tupe of Funding Instrument (empty)

111, Flinihility Tnfarmatinn

€[] www.coporateservces noaa gov rantsoring Docurne 7 |
O Yahoo! Wl ! Yaboolbags. @1 Yaroel [ Inported romE ™ () Other bookn!

Grants Online
Federal Funding Opportunity,

and
Federal Register Notice
Document Creation Assistance

Lust Update: 05/12/2011

Every compefitive announcement MUST have a Federal Funding
Opporfunty (FFO). The FFO will be available on Grants.gov along
with the apphication package. It will be the prunary reference
document for applicants. All grant programs must continue fo
develop FFO amouncements, which mcorporafe all substantive
arant provisions, such as application requirements, evaluation
cnteria and selection procedures, and to make it avatable on
Grants.gov. The Financial Assistance [aw Diviston (FALD) will
forward to the Offioe of the Assistant General Counsel for
Legilation and Regulation (L&R), those FFO announcements wik
funding that exceeds $100 nlion and announcements for new
arant proggams, so that L&R may coordinate the review and
dlearance of those announcements with the Office of Management
and Budget (OMB).

The change in policy does not supersede any statufory or
regulatory requiremnents o publsh a Notice of Funding Avaiabilty
or other sinular notice, in the Federal Register, Agencies must stl

e

publish such notices if required to do so by any law or reaulation.
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ONLINE \&/ * Data previously entered into other parts of the RFA will not carry over
Y 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 G
1 SdectieRFA 2 Createvia 3
Q A A Teb&the Create finks on RFA —
@. M RFAlink Details »
G NTS 2\ Ill Selectiheophonto 1
RA & copy RFA from -
ONLINE \Y/ : enstmgorcreate 3 ek RN TSR FFOFRN Radine S
Sk e RFA REA fesses, Contacts, Mission Goals, - N Routing Slip
WBDA L8R | Creator Program Elements FundngPrioies, ¢4 Publeaton - f - FFOFE
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 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

F |
E\j S GRANTS.GOV*
1

Grants.gov

Start

Input Paper Applications
for RFA

Applications submitted via Grants gov

CHLRERS Applications and Review Event Overview (COMP-2)

Version4.15

Assigned Program Officer

:‘5 ;5 End
4 5

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

5/8/2015

Available without 2 task

Available without a task

2
1 RFA
NOAA
Review Reviewer Instructions
Select Applications global option becomes
Fere Taiowa > » End avaiable after Review Instructions workfiow is
fedewer nanxtions if !
document is available, but not a task. oupiels | s € e Chert
8 o 8 9
Assigned Program Officer  Review ALD Clear
Reviewer Instructions. Reviewer Instructions
Review Event Workflow
R e e A e g bt S o e e o™ s 1
: 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 :
I i
| |
| ﬁ :
Al ‘l'j :% End |
| | ) |
] 1 Dependont pon comsleton of evewer ForCompetepocessng Select Apictos 3 :
|10 stantReview Event | jnsirctions worklowand approveleiect 12 gobaloption ecomes avlsbeafterReview Close Review Event |
| Competition withdraw statusonal asociated appications,  COMPEton. Event workflow i completed i there is2 Revew !
| Menager  GiobalOption Manager  [ERR Global Option :
| |

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

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



94

Applications submitted through

4

) Grants.gov 3 §
N~ .
" GRANTS.GOV] \
I I
: : Ji
g i ReviewMin.Req.  ApproveRejectMin.
i Createvia Applicatidn Tab Dong / Assigned ol O sl
IIII A~ ProgramOfficer  Checkiist(1App) e Checkist
WRDA T a0t (1iApp)
Input Paper Applications
NOAA
forRFA
Application Details - SF-424
Judt Tral: ﬁ
 Attachments;
[+] Program Office Added Information
Project Type: Ocenstruction Ot Constuction
Princgal Investgators:
Project Orectors:
Keyword(s):
Applicant Information
Program B G o Hame: *
Funding Prionity: fa b S bx :
Department bame: [ |
Divison Name: [ |
icati jssi i Duns Number: EIN Number:
:uuh-nnnmhmw‘sg:nrweundum WnnnalmA ‘ (m;“: it mnbe] ; - .
ype of Submission: § Applcation OPre-Applkation OChanged/Carrected Applcatin
Tyoe of Apgication: @New Contiuation ORevsin ORenemal OResubensson steet: | ]
1fReviion, seect appropriate ettes): -Select a Revison Type- ¥ Gy \:| Gy |:|
sute:” Dshictof Cokmbia weone[ ]
Use format MM /0D, YYYY for date filds, i
— rotentaRTREL ] senseoa [ o I— w  [—
sy RO *[EURIL|tve [S00] MY i o Racted on sophcotion matters
L I T I | P Fustans Uit lane_ Lastams L
None v [ ] tone ¥
The [ ]
Organizion Afign | |
Pueliondee [ | Faotme | |
Enal [ |
Other Application Information
Type of Appicant: * | Wanprofit with 5013 IRS Status (Other than Institubion of Higher Education) ¥
Type of Applcant?: | Please Select Applicant Type. /
Type of Applicantd: | Please Select Applicant Type v
[TestyTraining App 1 for Release 4.06 Comp RFA

Descrptive Tile of
Applicant's Project: *

Projact Arezs:

CFOA Huber:* 11,999 - Grants ke Tranng Progran ¥
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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 (GSTUDENTXxx) in the
Project Title. Adhering to that naming convention will make future
identification and/or location of the RFA easier.
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Applications submitted through

4
) Grants.gov 3 5
L ]
~ GRANTS.GOV]
m—( - b
| 2 I
i Createvia Applicatidn Tab Done Assigned  ReviewlfinReq  ApproveReiecthin
IIII A~ ProgramOfficer  Checklist(1/App)  Req.Checklist
) (1/App.)
NOAA Input Paper Applications
forRFA
Name of Federal Agency: [MDM I
ookt Congressiona i et Conyessina Disit ]
Is e AgpicantDelivquenton any Federal Debt” (ves O
s Application Subjectlo Reuew by Sale Enecue rder 12372 Process?
O s gl 12427 Pracese ,umm:I
OL"‘ WEQ, 137, e ebat e 1 da
O Programis ntemersd 0. 12372
Authorized Representati . K A i
P‘r‘eiw.m ?ﬁsne\:n?e" wllnﬂ\inm Lastllame: Sufic Edlt Apphcahon FU"dlﬂg Detalls
tooe ¥ | | ] e v
Tte [ | ﬁ
Shooe umber ] Fartumber [ ]
| ] Application Total Funding : 500000
Fisal Year: * 0
Appliation Funding Detail: * (use format YYYY ) i
Taea Funding:* Funding Start Date: * Funding End Date : *
Wi Yearhaa: o {use format MM/DD/YYYY L (use format MM/DD/YYYY EEIEES
L bt Federal Funding : * Drogram Income : [:l
Save as Draft Save and Start Workliow Applicant Funding l:l
State Funding : I:l
Local Funding : I:l
Qther Funding : :I

Total Funding :

m Close

1$500,000.00

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

211

Add New

iscalYeartart Datelnd Date Federal _ Applicanttatellocalother ot FundingsProgram IncomelActolActior]

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

Save and Start Workflow

$0.00 $0.00 $0.00 $500,000,00  $0.00 Edit  Delete

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

3
Q @ ”/ - GRANTS.GOV] N .
||

v
i

GRANTS(YY
ONLINE : 1

fide 1 AT —
VBB 1A O Croatevia Auplcaon Tab D LA Assigned ReviewMin.Req. | Approve/RejectMin.
IHI bl one/ Program Officer Checklist(1/App.) | Req.Checklist
(1fApp.)
NOAA Input Paper Applications
forRFA
Your Tasks
Document Type Status

il Gl

30 items found, displaying all items. 1

View|Task Name Task  |Document|Task Id [Start Date |Completed|Applicant [Proposd
Date Name

View Review Min, Reg. N/A 02/01/2011 Application Test/Training App 1 for Not 2199712 1795297 icmr LB Test;

Checklist Release 4.06 Comp RFA Started Appl

View Assign Award  NfA 01/04/2011 Application Test App for 405  In 2199526 1794572 01/25/2011 Institute LB - Te:
Minimum Requirements Checklist

[Minimum Requirement Met
Requirement 7

1 the applicant eighle to apely for ths ()yes
RFA based on the appheant type? Oho

Ohot Appicable
Spell Check Does the non-Federal funding provids 2t (yes
Was the applcation submitted by the  ()yes o mete than the njmmn match Ote
deacine dte andtne? Ot pestgsiog L
ONot Appicable
Spell Check Does the appication contan al of the () yes
)
Doesthe pplcation reqest ateast 16 e i ki 2 Ol
‘minimum Federal funding required by the OM Ot Agpicate
RFR?
Ohot Appicable
spel Check |
Does the application requestnomore () yes
than the masmun Federal funding Py veal Comosals:
requred by the AFA? :N" i
(ONot Applicable
Does the non-Federal funding provide at. ()yes
lest the minimum match percentage of Oho
the total fundng? Spell Check
d Ot g ]
Spell Check
All reg must be answered before the applcation can be approved or rejected for minimum|
requirements,

m Save and Return to Main

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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8
PO Certed Review Reviewer Clear Revi
- Certifie instuclions FALD et Reviewer
Instructions
{global option)
Sub Documents
e D [itl Status |
Applications Report 2199731 Applications Report
Selected Applications 2199731 Selg=~*
- - Reviewer Instructions
Reviewer Instructions 2199732 R4y
 Attachments:

Export options: Excel

Short Created Date Intemaluse FALD LogisticallRemove|
IDescription I(ewzwed

Test File 1 02/04/201107:24:23 No

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

Save

Logistical Reviewer Instructions

 Attachments:
Short Description |Created Date Internal Use  [FALD Logistical|Remove)
(L Reviewed
TestFle2 - 02/01/2011 07:36:58 No 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 refated to travel and mesting
dates, times and locations, as wel as meeting requirements and rembursement instructions, DO NOT attach any
instructions on how to how to conduct the review, review pnonties, etc, The Logistical Reviewer Instructions do not
require FALD review.
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Before starting the Review Event, the Reviewer Instructions must
be reviewed by FALD. The FPO does not have a task to start the
Reviewer Instructions workflow. The Review Event is started by
navigating to the Competition launch page and clicking the ID link
for Reviewer Instructions (under the sub-documents section).

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

The bottom section is not for FALD. The logistical instructions are
only for the reviewers. The main function of this section is to
provide instructions to panel reviewers associated with the
logistics of convening a panel to review the proposals.
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10 Onlyif ReviewEvent i ¢ 1
Exists &
‘ ~) 0 [
VIO L] [ —
A\ ] 1
G RAN TS StatReiiew Close Review
ONLINE \&/ o - a
P (Gobal Option~ Avadable wihoutatask) i :
Manager (Global Option - Avaablzwihouta task)
MBOA=Taa0e
Dependent upon completionof Reviewer
Instructions workdlow and Sellct Applcations globaloption bacomesavaiable
approve/refectivithdra status onall assoclated alterReview Event workflow s completediftherels
applications. 2 Raview Event

Independent Individual Merit Review

Id: 2253410

Status:
hction: Please select an action
Your Comments: NSRRI Bl

Start Review Event! ‘
ew Review Event Detalls

Spell Check

Save Comment

0 2253411
Status: ManageReviewEvent - Not Started

<

Action: [Cloge Review Event

Your Comments; | Please select an action

Assign Applications To Review Event
Assign Reviewers To Applications

Close Review Event
View Review Event Detals

View Review Event Summar

Save Comment
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: * Initially there is not a Review Event task in the Inbox. Therefore,
WDA, |‘RADE

the Competition Manager should navigate to the Review Event
Launch Page (from the sub-documents section of the Competition
Launch Page). When the Competition Manager completes that
process, the “Start the Review Event” option is now available on
the Action dropdown menu. Remember, the option to Start the
Review Event will only be available if the Reviewer Instructions
task has been completed by FALD.

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

NOTE : Refer to the Review Event Section at the end of the
Training Material for more details.
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Competitive Process (COMP-3)

Select Applications for Funding Overview

5/8/2015

Version 4.15

@ ;$ ;‘,

NOTE: “Select
Applications” option <
remains available on the 2 N 3 4
Competition Launch page. o l't'oIn Mo Select S Ree ded Forward Recommended Select'ns offcial
m;m ;'Pthn ol € N Aoplcatons Applications to SO ekl
even
Y
m.m“m «  Recommended Wi’*:“*"‘w
Jications” Applications for funding completion of Reviewer
::; this Mlﬂt::. th!::n »  Global option on 'mm"m' A .::o
and additional competition launch page. “ﬁ" deitupon ¢ .I on of
applications are selected, Review Event workflow if one
the entie selection exst,
process must be
repeated.
<+ - < < < < g +
1 10 8 2 6
Forward toCM Assign Award 9 o e Review Recommended
3 1 5 Initiate Award Accept Applications i
For Selection Package Number Recipient Assigned Program Officer Number Assigament Applications
¢ Generate Award Number
¢ Associate Applicant Org
o Associate Authorized Rep
:6 :@ :@ :@ :é > > $ » End
13 1 15 16 17 18 19
Competition  Review Selection ~ Selecton Package  itate SO Review  Selecting Officil  Inate FALD Review FALD  Review Selection Package
Manager Package (Add attachments)  Of Selection Package 0f 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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a0 0-¢

AssignAward Number/ Recnment

0 ot GENERATE AWARD NUMBER J"ed
[.m:ngel Selecion Package Program Officer
-ASSOCIATE APPLICANT ORG
—ASSOCIATE AUTHREP

30 items found, displaying al items.1
View(Task Name Task ject Title Task > |Completed|Applicant |Proposal

Date Name  |Number

I_ View Assign Award  N/A 02/02/2011 Application  Test/Training App 1 for Not 2109712 1795321 icmr LB Test -l
Number/Recipient Release 4.06 Comp RFA Started Appl
Assign Award ~ N/A 01/04/2011 Application Test App for 4.05  In 2199526 1794572 01/25/2011 Institute LB - Test
Number/Recipient Process Maps Progress for App 1

Application Submission Type and Date Information

Type of Submission: © Application © Pre-Application © Changed/Corrected Application
Type of Application: ©New © Cr Revision © Renewal

1f Revision, select letter(s): [-Select a Revision Type- ]

Use format MM/DD/YYYY for date fields.

Project Start Date: * [09/01/2014 Project End Date: * [08/30/2017 Submitted Date!|

State Received Date: Federal Agency Received Date: * [08/01/2014 Time: = Eastern
Appicant identifier State Appication dentifier Federal identifier

Applicant

Legal Name: = [First name Last name ] %
Please Associate an Drgamzatmn vithin Grants Online using the Org Lookup butto:
Note: If this is a C skip this step and click on the “Associnte Award Number” button at bottom o

Department Name: |

Division Name: |

(05 13 digit numhr}m o)

Street: ]

City: | County: ]

State: * [Maryland ¥ JProvince: ]

Country: Zip:

Step1: Org
Lookup - Find
organization’s
record in
database or
add if
necessary

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

Add a new organization >>

2 items found, displaying all items.,

Org Bureau Address IDUNS+[EIN

Select 2002469 Institute for 123456789 98765432

Community
Managed amuning, GU
Resources (ICMR] P0000 GUM
Select 1000059 St Martin Parish P.O. Box 9, St. 123456789 72600127
Police Jury Martinville, LA

70582 USA
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eany * 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.
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Add Organization

Add Organization

“PROVISIONAL ORGANIZATION™*

Description

Organization Type * External Recipient v

Bureau * National Oceanic and Atmospheric Administration (NOAA) v

Applicant Type Cther v]

o nName ©  [an O that is External to NOAA |
Identification

Duns Number

(9 digit number) + 1
EIN Number

(xx-xxxxxxx) 123956789

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

Note: Addresses must match the physical and mailing addresses in th M for the asseciated 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 * [Germantown I
County |
State * Maryland | zip *[20874
Country * United States v |
Phone * [301-123-9876 |

SAM Mailing Address

SAM Mailing Name|

Street Address J

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

State [Please select a state v]

Zip

Country [United states |
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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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[Task Name

View/Completed

Not  Application Assign Award 2433636 3461250N/A N/&  Chesapeake Research  N/A $1,00000  Chesapeak
Started Number/Recpient Fellowship Professional
Develo...
VIEW Unf Kwara F\ e EVIEw Release of Funds lidiite Fund, InC =
Started Smart Gear
Yiew Not  Performance Progress  Review Progress Report 2404002 3410775NAIONMF4540293N/A  National Fish and Wildifa N/A $2,000,000.00TEST RECOR
Started Report Foundation Fisheries In
Fund
Miew Not Performance Progress  Review Progress Report 2403850 3406949 NAOSNMFA570410N/A University of Maryland,  N/A $422,644.00 TEST RECO!
Stagtad Danngh Lantar u
huthorized Representative
Prefr  Fitsthame Mgl Name: _ Lasthiame Sulic
Nore v | ] More v,
T | |
Phane e | Fartumtec | ]
i | | Step 2:
A hin Grants Online Authorized
e Lovkp b Representative
Authorized Representative Lookup Looku Di= Find
Application Funding Details: * Auth Rep n
Total Funding: = (500,000.00 da tab ase
Multi Year Award: Mo
011 10/01/2011 09/30/2015 §500,000.00$0.00 5000 §0.00 $0.00 §500,000.00  50.00 Edt  Dexts
Step 3:

Award Number:

Generate New Award Number

Associate with Existing Award

Save || Save and Return to Main J| Cancel

Generate New
Award Number
or Associafe
with Existing
Award.
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We are in the process of creating a new award. At this point, the
user may select an organization (as pre-defined by his/her Program
Office) using the Org Lookup feature in the Conduct Negotiations
phase. However, when the user is working on a continuation
amendment and selects the “Associate with an Existing Award”
button, only the awards associated with the organization entered
for the original award will be available to the user. Specifically, the
user can only select from the awards with an organization id that
correspond to the original organization information.

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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Competitive Process (COMP-3)

ONLINE \8) 5/8/2015
S b Select Applications for Funding Overview M
I =1 ‘H ADE
NOTE: Sl : s 4 N S q
Applications" option J N /4
remains avalable on the : g V% 3 4 :
Competition Launch page. o Select Applications ™ Recommended Forward Recommended ¢ :
ﬁ?‘: ; dﬁ ;:!IM Competition Manager N < « Aosctons Applicatins 050 Selecting Official
a even
A
::m“m »  Recommended Option i dependent upon
Applicatons” task, Esch Applications for funding ‘“"’“""’Wn
time ths option’s chosen «  Global option on w‘*mﬁu‘""‘d il oy
and additional competition launch page. s dext o comaletn of
applications are selected, Review Event workflow if one
the entre selection —
process must be
repeated.
< < < ‘# ¢ +~
1 10 8 7 3
Forward to CM Assign Award (] 3 o Review Recommended
: 5 . : Initiate Award Accept Applications Sl
For Selection Package Number Recipient Assigned Program Officer Murmber Assgnment Applications
+  Generate Award Number
v Associate Applicant Org
¢ Associate Authorized Rep
» :@ :0 > > » End
2 3 u 15 16 7 18 19
Competition  Review Selection  Selection Package  nitate SOReview  selcting Offical  Intate FALD Review FALD  Review Selection Package
Manager Pacage  (Add attachments)  Of Selecion Package 0f Selection Package (No Legal Objection)
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s Lt = At this point, the Competition Manager attaches all of the pertinent

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

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

Steps 16-17

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

Steps 18-19

= If 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 ather bureaus the NEPA

5/8/2015
Version4.15

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

(See separate “Renegotiation” Process Map).

“Review Award Flle” Task s placed
into Grants Specialist’s Inbox when
' FPO forwards Award File,
2 3 4 5 5a 30
POCheckiist ~ POChecklist ~ Complete PO Certify PO AwardFile  Forward Award File to
CheckList Checklist Grants Specialist
1" Srthard NEPA NEPA Revizwasndselen 3 10 EDA Only
Compeition ;:;es‘;: Ass] (O, DR andNT epnoigal CEECED  ApproveNEPA
Manager B progrzm Offi NEPA Official
/
’
Oncetierd 7
Checklist has been f/ i i
completed nd Procurement  Procurement  Compl 2y A T2 8 1 ¥ u
plete and pprove  Request Authorizing 17 - -
certfied (Stepsd | [ Reques Rt FovardEach P proculnenc Ofidlg . Aproe Commitl  Approve  Commit2 Approve
and 5), thesystem | Dodiet Reghest | Approver Approver
Mllnnmwl:! [l |
“Forward/ ] Option to estabish additional - Nightly
Award il task, | | NOTE 1: Step 23 nvolves a manual PRCF rviewers between the Vendor Validation Failure ploadto | |
whichslowsthe | | check against the CCR website, | Requesterandauthoriing. | |~ ===~ Mas |0
Program Officer to | A offial. : N
forward the 158
ward it he : . s
Geants Specilt | R:::::r Procurement Request
inGMD.
| e Automated Task
| Reject Vendor Info/CBS Errors
| A
[
AV PV
| £ -
:‘,1 > M | Create New Vendor N y End
M M T GoseCuremvendor
n 3 u ] % u ] ®
Data Qualty Validstor ~ Validate 08 Vendor DataControl  InitiateGet  Vendor Data Control Accept Vendor Info/ System Link Vendor with
Profile (CCR) Vendor Info Request New Vendor Adttin Org Profile
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Steps 1a-1b

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

3
PO Checklist

) .
= =
L C ?j 'E NE7PA
Assigned onaLc
Program Officer Negotiations (NOAA, NTIA, EDA

Only)

‘
’
To X
Provisional
Organization 12
Workflow Procurement
Request
Your Tasks
Document Type Status
32 items found, displaying 3l items. 1
View[Task Name  [Award Number [Task (Completed
Date
Award File In Progress - NA1260T9990022
Procurement  NATLGOTS990039 02/02/2011 Procurement Test/Traning App 1 for ot 2199722 1705342 Institute L8 Test)
W s Request and Request and Release 4.06 Conp RFA Started fr el
Statust Commitment of Commitment Community
Funds of Funds Managed
Achon) Pl
Your Comments: (1)
12w NEPA Document NAI1GOT9990039 02/02/2011 NEPA Test/Training App 1 for In 2099728 1795341 020202011 Institute L8 Test}
Release 4.06 Comp RFA Progress for App 1
(NEPA - Community
NOAA, NT'A, Managed
& EDA Only) Resources
(ICMR)
_
iz Complete PO NATLGOTI990039 02/02/2011 PO Checkist Test/Training App 1 for ot 2199723 1795340 Institute L8 Test
Checkist Release 4.06 Comp RFA Started il
Community
Meraed
Resources
(gR)
View Rssign Award  N/A 01/04/2011 Application Testsppford.05  In 2199526 1794572 01/25/2011 Institute LB - Te
11 Attachments: Numbsr/Recipient Process Maps Progress for Mpt
Community

Pending Actions X

S items found, displaying all ems. 1
n

b 0] [Federal Funding
PO Checklist 2245444 05/22/2012 §5,000.,00 w012 Complate PO Chedlist: Not Started |
NP 2045446 051222012 45,000.00 2012 NEPADocurnent: Not Started

aod Cocnenicnact of Eund 22ASAAR 09219047 20l Sidcuanadt acuact sod Cozcal Ho Started |
Organization Prefile 2245445 05/22/2012 45,000.00 012 WValidate Organization Profile: Not Started

Organization Profile 2245445 05/22/201245,00000 2042 Validate Organization Profle: Not Started |
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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) October 16,2014
lersion 4.14
“Review Award File" Task is placed into
Avadtle. Done
Atask also goes o Public Affa P 5 7 2
Release. (Canceled if no action taken as of GO 6A
approval Step 10,) 7 FALD/0IG Optional \,
8 3 ) rY Workflow
Complete GMD GMD Checklist > >
Checkist
6
4 Done 7
iali » Award File Final State Forward t
Grants Specialist e 3 rward to
g PO Checklst, NEPA, Grants Officer
Nightly Upload to CBS DW for ARRA 4 Procurement Request,
File generatonfor FAADS/USASpending 5 GMD Documents
Complete CD-450/451
CD-450/451
Award Files cannot be signed by Grants
Officerif there is &
\ amendment.
ASAP Only @./
Nightly
Upload to.
MARS.
i i i s 8
15 ecord Grants i i
1 ASAP Offcer Approval  Grants [ftate erd ; xsgrtsl Grants Offcer
AP Authorization Officer CBS Interface Obligation
Authorizer
AUTOMATED TASK
END
Y
Real Time Upload to
WebDocFlow ASAP Only
D450 - Closeout Process or |
*AUTOMATED TASK
@ (based on Data ?ﬁlnmw
Warehouse Records, not Decline ml ldedl wmln HDA—“;I
(If NOAA, Grants > 100,000 only) o (IF NOAA, Grants > $500,000 Only) €85 Interface) a
or
(If Other Bureau, all Grants) 11 Other Bureausall Grants)
20
- N i & ASAP 21
L4 inance A
B y Office Certification Recipient Authorized
Bureau OLIA Uear‘ Department Clear ek
(OLA) Award file| oA Award File
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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.

* [f the recipient organization record attached to the application is not

marked as ASAP, the ASAP portion of the workflow will be skipped.
The recipient will have to use an Organization Profile Change
Request to initiate the ASAP enrollment after the award has been
accepted. This process must occur when the Non-ASAP record
rather than the ASAP record for an organization is accidently
associated with an application.

NOTE: For Non-NOAA Bureaus using Grants Online, with the exception

of EDA, all awards are routed to WebDocFlow for OLIA
clearance irrespective of the award amount.
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Federal Program Officer Training Agenda

Day 3 - AM

Session 4: Post Award Actions

8:00am — 12:30pm

Topic

Duration

Introduction and Agenda

8:00 — 8:15 (15 min)

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

8:15 — 8:45 (30 min)

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

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

Online Demonstration/Process Maps with Hands-On

Participation — Partial Funding
Process Map/Screen Shot Review of Additional Processes:

Reduce Funding
De-obligate Declined Amendment
Correct Accounting Classification Code Structure
(ACCS) Lines on Approved Award
o Reference #19 on the PMO website
Correct Award Dates (Administrative Amendment)
o Grants Specialist must initiate action to make
the correction

Organization Profile Change Request
Supplementary Information
Correspondence

Federal Reports

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

Additional Resources and Training
Questions and Comments
Evaluations

12:15 — 12:30 (15 min)

Objectives — By the end of this class, students should:

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

Be able to review an Award Action Request

Be able to review, route (if needed), and accept a Performance Progress Report
Be able to find and view a Financial Report
Understand the use of a Partial Funding Action

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

Know where to find help when needed

Training Materials:

abrwh =

Agenda and Objectives

Process Maps — AAR Workflow

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

119



120

GRANTS(2)
ONLINE

WBDA-Tahot

Award: Electronic Recipient Acceptance Overview (ERA)

Start

2 : cBs 1° 2 cass o &
Grants Officer Approve Award Fle s Approve 2 Approve
N
ASAP Retipients Only
islative Affa

7 8
ASAP ASAP
Authorizer  Authorization

I NOAA, Grants > $100,000
only; or If other Bureaus, all
Grants

(Interface to WebDocFlow for all Bureaus except EDA)

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

)4

-

13
Finance
Office

May 1, 2015
Version 4.15

14
ASAP
Certification

10 u 2
Bureau OLIA Clear Department Clear
(ota) Aviard File OLA Avard File
End

15
Recipient Authorized
Representative

i e

7

Recipient System

Admin

Accept Award

Note: Recipient Training Page link:

http://www.corporateservices.noaa.gov/grantsonline/gol_training_ GRANTEE.htm
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Award Action Request (AAR)

June 2015
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Award Action Request Workflow (AAR-1) s/a/01s

Version 415

= =) =

Start 4 4 4 4 s
1 2 3 4 5 5
AAR Initiator Search for Awards Access Grants File page Select Type of AAR Initiator . .
via The Awards Tab And Select Award Action Award Action Request, Review Award Action Fequest
3 Forward to Authorized
Request from the Enter required fields A o
Action Dropdown Menu And Start Workflow opreseatie
AAR 1~ Note 1: If AAR turns info an Amendment then the workflow
will nt that the app will be an
Amendment.
' I
) N » » |
»> P > L4 | |
| |
| |
Y G 9 o . I Forward for tAD :
Recipient Authorized Review Award Action Request Assigned Program Officer 1) Review Award Action Request Grants Specialist | Optonal andfor |
Representative Forward to Agency 2.) Forward to Grants Specialist { Review Direttor |
| |
| |
| |
| |
| |
| |
|
|
| |
| |
| |
| |
| |
1 |
| |
A |
\)\ |
' I
End 4 € < : I
| |
| N |
16 15 1 13 bt | 1 1) Review Award |
AAR or Amendment  Recipient Authorized 1) Review AAR or Amendment Grants Officer 1) Review Award Action Request | Grants Specialist ~ Action Request !
Approval Notification Representative 2} Approve AAR or Amendment 2] Forward to Grants Officer | 2, Forward to Grants :
| Specialist
|
|
|
|
' {
e s i
AAR 1 - Note 2; A have to bythe

Recinient
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809 Award Action Request Index Page

GRANT ’@\ Award Action Requests marked with an asterisk (*) will always result in an amendment

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

W 120 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 - Prir AporovalRequired No Cost xtension - ro Approval Waived (Research Terms and Condiions)

Extension to Close Out Reprogram or Rebudget

* Change in Scope Equipment Purchase

* Transfer of Award Forein Travel

Change n Principal Investigator Projct Director Sole Source Contract

Change n Key Person Specified n the Application Absence of more than 3 months or 25% by project drector or I

Satified Special Award Conditons Inclusion of cos that requre prier approval based on cost prnciples

Transfer of funds altted for traning ko other cateqonies of  * Sub award, transfer or contracting out of any work under the award if not descrbed in the
eXpenses approved application

Pre-Award Cost * Temiation for Convenience

Submit Additional Closeaut Documents
Other

Reference: Award Action Request Guidance link:
http:/f'www.corporateservices.noaa.gov/grantsonline/Documents/AAR_Assistance/Recipient_AAR_Help.htm
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Grants Online Process Maps
Overviews Only
Performance Progress Report (PPR)
&

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

June 2015
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Routing of Performance Progress Report (PPR)

Q

Start

October 16, 2014

Versiond.14

*5tep §-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

i
]

1 2 ' 4 5 6 7 8 9
Prindpal Investigator  SearchAwargsor 1) Cickon Daf g Findpaivestigator  Review  Forvard o Redpent ReVieW  Fonward to Agency
orCoPl Search Reports “pp'"p":te 'lef”" g orCoPReview  Progress  Authorized  Authorized Rep Progress
Authorized Representative) EoIoelals Rl Report  Representative Report*
1o fill out form
2.) Add attachments and
start workflow
Return for Revisions
END ———-*——i-——*-*—*ﬁr’— e
7 1 15 i 3 12 1 10
Approve Progress Acsigned Program  Add Commentsand  Review Optional Approve Progress Review Assigned
Report Officer Return to Progress Reviewer ReportorSendFor  Progress Program Officer
Program Officer Report Optional Review Report
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%DILN " Routing of Federal Financial Reports (SF-425) October 16,2014

Version 4.14
|

Financial Reports created By “Submitting”Biz/Fin Rep

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

Q Q
Start ' > >|—W > =' :(5—»0"”9 :
1 2 3 4 5 6 7 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

END < < é: < < bone

13 1 1 : d1uF
Accept Financial Review Finance wa; to mancle
Report Or Return Financial Office Dept for pprova

for Revisions Report (only for a Final report)

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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Ve roise | Routing of Federal Financial Reports (FR-2) February 27, 2013
‘ Version 4,10
(SF-270)
NOTE: System should prevent -
Auth Rep from submitting SF-270 M njsh
i NOAA CBS and ASAP and NOT /‘
High Risk 14 > HsP
Also System should prevent if
NIST C8S AND ASAP 7 ]
START Assgoed Accept SF210
Financial Reports created by *Submitting” Biz/Fin Rep can Grants
be forwarded directly to the Agency Specialist
Non-
> Asap
A 4 Only
9 (Asynch
2 3 4 13 Finance Office/ from
m..ml.;..m Search Awards  Clikon 0 Forward To Authorized M;m Forward to Agency 85 interace | AP
Representative, PO por Authorized
Authorlzed Representative andgotodetails page Representative
o fill out form
10
Unapproved
Voucher
High Risk ASAP Only (Need ASAP Authorization Amount) Recorded{asynch)
. 52704580 Noeation ﬁ
1
/\ Depends on postas Approved of  Finance Office
> » Unapproved Controlled by (85
\/ Defulttable f Approved dte s
i 1 il steps 11 and L2are
ASAP Authorizer P Authorizati . 16 7 manual Otherwise,wil be closed
¥ i - Grants Online.
Post s UnApproved Finance Offce AP Certcaton Business Finance by
(Controlled by €8S Default Tables) Representative Y
Review $5-270/Send
END Fundsto Redipient
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Partial Funding Workflow (PR-1) May8, 2015
Version 4.15
o
Process is P > P
initated by l_l
FPO selecting
“Partiall 2 . ‘\3F - 4 5 6
Fund this Initiate Partial ~ Partial Funding  Fonward Award Grants Specialist  Review (D451,
Award” Funding Memo Memo File to Grants Specialist i Forward to Grants Officer EDA el
globaloption P
from Grants 1
He: Assigned
Program =
Officer
/
b1 2% 7 » /
Procurement - Procurement  Complete and / Approve  / 30 3 32, # 34, 3
Request Request Forward Esch Requestor  / Proc.Req. / Request  Approve Commitl Approve  Commit2? Approve
Mo / Authorizing Approver Approver
Document official
1. Nightly Upload to €85 DW for ARRA
2. File generation for . NOTE 1: A valida y
2% 29 “Validate" button is pressed, there will be a call to the CBS interface for
e Approve Vendor Check, ACCS Check, and Funds Check. (Warning) We should display
Reviewer Procurement Request dateftime of last successful validation for each category,
ASAP Onl!
n Nty
Upload to Validation
MARS Failure 0

—

4—|' 1

" Valdation > ¢
Successful u
u v 9
€8S 15t/2nd 10 ok 8
Approver/ Initiate Award D450 Grants Officer
CBS Interface Obligation

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

16
ASAP Asap Record Grants 13 it
Authorlzer Authorization Officer Approval  Grants 8BS 142"
Officer porctal
AUTOMATED TASK
Legislative Affairs
(Interface to WebDocFlow for all Bureaus except EDA)

AUTOMATED TASK
1FNOAA, Grants > $100,000 1 NOAR, Grants > $500,000 (based on Data
only; or If other Bureaus, il only; or I other Bureaus, all Warehouse Records,

Grants Sl - not C8S Interface)
4 -
) > -
P
20
17 18 3 ASAP
Clear Department  Clear finance  certfication
Award File OUA  AwardFile Office

ril

Accepl/
Reciplent Authorized o c
Representative

=, END
Decline CD-451- De-ob Process
(See Declined Award Side)
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WEph 1eao: | |Search Awards

Award Number:
Recipient Name: | | Gl'ants Fiie = NA0960T4990038

Project Title: | |

Award Status: | Open ¥ Id: 2130154

Status: Accepted
peelasthane |
Action: Please select an action O subnit |

Pleage select an action
Please use the above fields to narrow down your search. Your Comments [artially Fund this Award
Searches are not case-sensitive, Fields can be partially completed to get all matching result lew Accounts

Ing e
View/Manage Award- reFated Personnel

Search Results

26 items found, disp!aymg all items 1

—_—
statn; ‘

NAQ9GOT4930038 2001932 Institute for TEST RECORD - Grants Accepted N

Culturally Managed  Online Training
Resources (ICMR)  Application0S
932 Institute for TEST RECORD - Grants Accepted  None Designated
Culturally Managed  Onling Training
Resources (ICMR)  Applicationd7
NAD3GOT4990008 2001932 Institute for TEST RECORD - Grants Accepted  None Designated
Culturally Managed ~ Online Training
Resources (ICMR)  Application

N4 I0N1037 Tnetitiita far TEQT RECORN - frante Arcontad Nana Nacinnatad

NAQIGOT.

HADSGO

1. From the Award Tabh, 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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ONLINE -

WRBA TRADE

FPO - Partial Funding Steps 4 and 5

Partial Funding -- NA09GOT4990038

Memo *

|

Approved Plan and Prior Obligations

Selected Application

None

Cancel

[
n

[TYI5q 2139113 TEST RECORD - Grants Onine Training Application0S

b

o

Approved Plan and Prior 0b|igations

Application | Project Title
i)}

TEST RECORD - Grants Online Training Application05

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

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 $0.00 $0.00 $0.00

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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GRANTS_

6.

FPO - Partial Funding Step 6

Organization Name: Resources (ICWR)

SF-425 Frequency:

Institute for Culturally Managed

Semi-Annual Cash Flow with

(after 3/31/2009) Repart
Progress Report Frequency:  Semi-Annually
Final Reports Due On: 12/29/2012
Project Title: TEST RECORD - Grants Onlin
;{mmpal llnvestlgators-Projecl Hone Desigated
irectors:

Electronic Recipient: Yes

ASAP Recipient:

| report is

Frequenc!
b4/1/200¢

(2 Partial Funding Guidance - Windows Internet Ex.., D@E

SOl Cr——

Fle Edt Vew Favootes Took Hep

U & g || BB
Grants Online

Partial Funding -- NA09GOT4990038

Enter appropriate memo language here. See guidance.

] o [

Partial Funding Guidance

Partial Funding Memo

The Partel Funding Memo is used to explain the stte of
funding for the approved Application. A clear and precise
explanation of whatis happenmg i this Partial Funding vl
greatly assist GMD personnel in processing the action
Tupicaly, Partial Funding actions are used to fund the out-
vears of aniti-vear awards, with a single application being
submitted for the awards duration. However, some awards
il have muliple multi-vear applications associated with
them. Other awards are single-year awards for which the
fully approved amount was not provided in the inial award
Every situation requires an explanation.

\/]

i  Trusted stes 100

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

should be used for the Memo box.
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GRANTS(YY
ONLINE -

WRBA Tadne

Partial Funding -- NAQ9GOT4990038

Memo*  Guid

Enter appropnate memo lnguzge hers, Sze quidance.

Windows Internet Explorer

| WARNING: Release of Funds and Procurement Request workfow tasks wil be placed i your inbox,
\/ Are you sure you wih to proceed?

(o (ot |

Selected Application

pplication [Approved Fed |Remaining  (Pending Fed [Fed Add Amount Approved  |Remaining
10] [Share Fed Share Non-Fed Non-Fed Share
Share
15000

2135113 $500,00000 537500000 $325,000.00]x) 50.00

TESTRECORD - Grants
Online Training
Applicationd5

Note: Feceral Acd Amaunt plus Pencing Feceral Share plus the sum of all srior obligations may be up to 5% greater thin the Anproved Fediral Share. If excesding the Agproved Fedend!
Share, enter & memo explaining the reason fir the addivional funds

Note: Only one application may be funded per Parmial Funding action

ve | e wisttobior o

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

8. Click “Save and Start Workflow.”

9. 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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WRBA Tadne

FPO - Partial Funding Step 10 - 11

Your Tasks

Document Type Status

u ORI ooy Filter >>

34 items found, displaying all items,1

Award Number |Task Name Task Applicant Name Document Type
View 1380605 NA09GOT4990038 Procurement Request and Not Institute for Culturally Managed Procurement Request and
Commitment of Funds Started  Resources (ICMR) Commitment of Funds
View 1380604 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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%09 o
GRANTS-

ONLINE '-”' | Award File In Progress - NAO9GOT4990038
L W 24

Action: Forvard to Grants Spacialist for Review v m
Plezse select 2n action

Your Comments; |Eoit Special Aard Conéltions
Fornard to FALD for Review

Reassign Award Flle

View Amencment Datalls

Vigw FALS Sheat

\Vign Reporting Fraquancias
(Viga/Edit Partia| Funding Document

NOTE: Be certain the
Procurement Request has
been approved before
forwarding the Award File to
the Grants Specialist.
(The Red “X" should change

i
U Attachments: to a green check mark.)

Pending Actions X

Oné item founcd
2 Federal Fiscll  |Last Action Status Last Action  |Last Action
Funding ear | Date |
Procursmant Requastand Commitmantof  214735:04/24/200¢ 2005 Procursmant Request and Commitment of Funds: Not NOAA Student|
Funds Startec

12. Usually, after the Procurement Request has been approved, the user
can select “Forward to Grants Specialist for Review” and add a
workflow comment. Do not make any modifications to the
“Amendment Details”; this will be done by the Grants Specialist. If
changes to the Partial Funding Memo or Funding Amounts are
necessary select “View/Edit Partial Funding Document.”

NOTE: If changes are being made to the Federal Funding Amount, the
Procurement Request task must also be in the user’s Inbox. Make certain
the same changes are made on both documents (the Procurement Request
and Commitment of Funds and the Review Release of Funds).
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Sample Language for Partial Funding Memo

%09

gﬁﬁ?s = (STANDARD) This release of funds of $____is for year __
of a __ year multi-year award. All required Progress and
MBDA-~ T2 Financial reports have been submitted and accepted.

unding for this award period is not available; additional
funds will be provided at a later date. All required
Progress...

. }EXAMPLE 2) This release... Due to , total

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... Due to ___, 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 3) This release... Due to , total fundin?

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

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

* NOTES:

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

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

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

« **If the Partial Funding is on a continuation application, instead of the
original award, note the appropriate amendment number in the Partial
Funding Memo.
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Reduce Funding Workflow (PR-2)

IntiatePertill  partpl  ForwardAward 7 Review S e Recpens  Accent 3
Assigned  \pa opiigation Decbligston  Fie 0 Gva_nr; Partial Grants R R (0451 Grants Officer
Program Officer "\ pemo Yo Grants  SPECIISt  pa-obigation Officer Resreseriative e
Specialist Forward to
Grants Officer
1 Nightly Uploadto
Processis €85 DW for ARRA.
initiated by 2.File generation for
0 3 FAADS/USASpending
"n':"" Procurement
“Reduce
Fndigol Request omI e
his Award” ]
global p ] Y
option from :
Grants Fle. 1 umﬁm«mun:?
) approved
1 Profile for De-
e | authorizaion
b 25 27 |
% i / B8 29
Procurement  Complete and /7 Approve |
uestor /  Request ve |
Request  Foryard Each i / Proc.Req. s Aute:oﬁung e ]
]
Dl v / obl |
]
|
NOTE: Corresponding Negative —— :
Procurement Requests should be placed in N 1
Assigned FPO Inbox E D |
\ ]
m 8 1
Optional Approve 2 2 )
Reviewer Procurement Decbigats  CBS 1st2nd :
uest
m Fnds — dpwoe] | poap Only
CBSInterface
|

2
AP Reduce ASAP Threshold
Authorizer

]
|
I
I
I
I
|

i
Automated Task

May 8, 2015

Version 4.15

|
1
1
: First call will
| [
| Megative
| ‘amount and
0 | secondall
| wilpostith
20,
Initiate |
De-ob :
___(___,
D
)
1
1
|
[
[
[
[
16 |
v o |
iati 1
Authorizer Authorization :
[
[
[
[
[
[
[
[
|
1
[
20 19 i
ASAP  Finance :
Certification Officer :
!
|

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 It 2245494

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

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

[Please select an acion K|

: Spell Check

Save Comment

Reduce Funding -- NA12G0T9990023

Memo* G g
Reduction in Funding M

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

[143/ 4000

Approved Plan and Prior Obligations

Bl Action |Application|Project Title
1D

2245483 For Reduction in Funding Screen Shots

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

2012 §10,000.00 $10,000.00 $0.00 $000

Selected Application
Pending Non- Non-Fed Amount

Application|Approved  [Remaining  [Pending Fed |Fed Deduct Amount [Approved Non- [Remaining Non-
1D \Fedshare Fed Share Fed Share Fed Share

2045483 $10,00000 $0.00 $0.00 af $000 $0.00

AMD|Project Title

0 For Reduction in
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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Ve NA12GOTI990023 05/22/2012 2534353 Procurement Requestand — Not  Procurement Request 2245494 NjA $10,000.00 Environmental
Commitrent of Funds Started  and Commitment of Action
Funds Comrittee of
West Marin
View NA1260T9990023 05/22/2012 2534352 Reduce Funding Amendment Not  Award File 2045493 Nj& $10,000.00 Environmental
Started Action
Committee of
West Marin

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

Withdrawn Procurement Requests:
Nothing found to display.

View|Award Number [Task Task Id [Task Name Task  |Document Type Document/Start Date (Approved |Total Applicant
Received Status 1d !Federal Federal  [Name
Date [Funding  [Funding

Federal Share: *| § (10000

Accounting - ACCS Lines *
One item found.1

BureaufFundFiscal YearlOrganization — [Program  [Project - TaskiObject ClassAmount [Prior Year DWValidatedlhction |
14 20002012 10-01-0002-00-00-00-00 52-30-00-000 SAE0000-SAE 41-12-00-00 (§100.00)N Yes Edit Delete
PRCF Total for this Award action: $-100.00
Total Federal funds authorized for this &ward 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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ONLINE \&/ MEMORANDOM: NOAA Finance Office

sk FROM: Grants Management Division
Lol SUBJECT: DE-OBLIGATION

De-obligation Request for Award: NA1260T9990023

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

Recipient Name: Envirgnmental Action Committee of West Marin
EIN: 237115368
DUNS: 793971490
ASAP ID (if applicable):
Award Period: 05/01/2012 - 04/30/2013
Federal Program Officer: Grants Student00
Obligation Number: 374002
Requested De-obligation Amount: $100,00
Item #/MDL ACCS Amount

2243494 / 2025339 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 autharization to proceed with the de-obligation process.

Justification for De-obligation:
Fhe Grants Management Division has reviewed the subject award.
ol

his document serves as authonization to proceed with the de-
bligation process.

Grants Officer Approval:
De-obligation Completed: ~ Grants Onling-C8S Interface
Finance Office Approval: ~ NjA

Concel | P0F

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.



141

%09

GRANTS_
ONLINEN®)
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NRBA T RADE
CD-451
Sto;ps 23-24 from PR-1
4 ¢
2% 2 4 Interface creates
b} A 1 3 Unapproved ASAP Profile
Recipient  Declined nspp  ReduceASAP Gy officer  Acknowledge for e-authorzation
Authorized Award Authorizer  Threshold Declined Award
Representative 15
Asap AR
Authorizer Autharization
*AUTOMATED TASK
(based on Data
Warehouse Records,
2 not CBS Interface)
Partial F:m;ds»:::‘a: 5{:’"3 Review Partal Initiate # iy
Specilist  Specialist S’G'm:m, i erd Between Steps 18-19 add Finance Office
De-0b Optional Error Handling
ASAP Only
! TS
2 25 27
2% 4 / B 29
Procurement
e Completeand — poror 7/ APBIO /T peciest  Approve
equ Forward Each 7/ Proc.Req. / Authorizing
Document // // Offcial . o 20 1
De-obligate cgs 11and 2
9 Record Approval  Grants Officer Funds VJCES
INOTE: Corresponding Negative Procurement ‘ == Interface
|
7 27b )
Optional Approve Lt
eviewer Procurement il
et 9 2. File generation for
fe &7 mosiusispend

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

award rather than the Federal Program Officer initiating the action.
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GRANTS Correct ACCS Lines on Approved Award (PR-3) R AU
ONLINE 7/ (No Net Dollar Change)

s
> Nightly Uplosd to MARS
Validation Failure &
| e

Version 4.15

NRBA T RADE

2 3 4

1 - 5 7N /o 8
- Initiate ACCS  Procurement  complete and Approve /
Assigned Request / Request Approve
P:::::m Correction  Reauest  conyard Fach bty Proc. Req. M::;i“s epey
Officer Procurement Document / / Official
Request /
Vi L
be initiated from Award File Launch ‘
Comment Will be Required.
Procurement Request will be added as 3 Sub- 6a b 9
Document to the Award File. Optional Approve Grants Officer
Reviewer Procurement
Request
£DA Only l
o
END o
1
T — b 1 1
Procurement Request and Commitment of Funds - NAL2GOTON0L4 | Complete cop s horizer | Obligate CoIE
ASAP Profile De-obligate Approver/
THSDOUNEN L06KED ' Fuds 5 e
(Two separate steps.
for NOAA, EDA}
THIS REQUEST IS APPROVED

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

BureaulFundFiscal YearlOrganization  [Program _[Project - TasklObject ClassAmount__[Prior YearDW¥alidated
4 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 SAE000Q-SAE 41-12-00-00 (£10,000.00)N Yes

Add 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-T8A 0 To make a correction to an ACCS line on an already
approved award:

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

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

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

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

5. Add one or more positive ACCS lines to create a net
balance of zero on the Procurement Request.

6. Start the workflow for approval of the new Procurement
Request.

NOTE: Only the Assigned Program Officer for the Award
can make a correction to an ACCS line on an award
that has been approved.
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Administrative Amendment - Date Changes (GMD-2) October 15 201¢
Non-Funded Amendment i
| = JM oene L‘
1 2 3 4 5 ‘
Gt Saailt Search for Awards selectlinkfor Amendment 1) Review
i viathe and complete Required fields 01 P Amendment
Awards Tab (add new fields for Project Dates) 2 Forward to
Grants Officer
Optional
Accept @,
15 1 i) g 9 8 7 6
Asap €85 1st/2nd 1 Grants Online
Urappracd Authorizer CBipLstanf?nd Approver/ Initiate: Sys Admin MEP ) peegt ‘W»NVEAM’: il Olficeg
profile update roval - 85 Interface M Decline Authorized Rep Modify Date(s) in
Date Extension And Grants Online
|
|
END i
Step 10~ Iferror, send notification to
AMD Grants Online Sys Adrmin. Willivestgate I
and restart manually as needed. Deciine|
_ | |
g |
Amendment to Financial Assistance Award |
| | 1. Nightly Upload to CBS DW for ARRA
(FDA Nuntber: Grant Type: 2.File generation for FAADS/USASpending
19% @ gt cooprative Ageenent ]
Aviard Number: Ariendrent Number: 01
NA1260T9990014 Pending
s 98
Recipient Name: Street Address: : 9A
Ittt forCommurty Wanaged Resourees ICHR) 123Man Street Acknowledge Decline (Grants Online  Grapys offcer
Washmgton, DC 20000 date change(s) are rolled back.)
Amendment Start and End Dates: Extend Work Completion To:
; N
The Amendment Start and £nd Date flds and the
Project Startand End Date felds are ot partofthe
offuial (D451, The Amendiment Start and End Dates a8 for
intemal eparting purpases only and cannot be used
memmmmmumww
o

using the Project End date fldor by submission of 3
Mo-Cost Extansion Award Action Request.

Project Start and End Dates:

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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GRANTS(5) |
ONLINE @. Inbox @] Account Management | Help |

Weicome to Grants Online Arthur Rep0O. Your password expires in 16 drys. You are logged In to TRAINIP. Log Off

. + Manage

v Advisories > > 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 ID: 2277047

Multiple Awards

e
+ Search Reports Legal Name or DBA Institute for Community Managed Resources (ICMR} I |
Physical Address
Street Address. 123 Main Street
4
City Tamuning | |
State GU - Guam | 7|
Zip/Postal Code 20000 ]
Country GUM - Guam [ v
Phone 301-555-1212 ]
Mailing Address
Mailing Name 1CHR [
Street Address 123 Main Street
City Tamuning |:|
State GU - Guam [ v]
Zip/Postal Code 20000 (|
Country GUM - Guam | v
Business [dentifiers
EIN 987654321 1
DUNS 123456789 ]
DUNS Plusd 1]
CAGE / NGAGE
ASAPID Enrollin ASAP >> | (When selecting this option, other changes will be ignored.)
Applicant Type :“;hﬁi:r\Epdr:::h\;:‘ﬂl\ 501C3 IRS Status (Other than Institution of v |

*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/Grantees/Org_Profile_Change_Req
uests_Grantees.pdf

NOTE: The user cannot update the DUNS or EIN using the Organization Profile Change Request.
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Review Event Workflow - Federal Agency (REF)

Oely if Review Event Exists

o Review Events are cptional in Grants Oeliss.
»  Review Eventis conducted fer both Competitive and Usiversal, ¥ Chosen.
o Review can be conducted using Grants Oriine functionality or outside of Grants Onfine.

Manage Apaication Reviewer Functicaaity on Grants Online

April 5, 2013

Verend 11

Resga Aot o hevew et Sep 4 P

e e e et s ——

Firs Resiew Event mal get evtey appication added

ta ikt astoratcaly. Applcations for ubsequent

Mariger.

E l /\ : ' ' ¥ Valid User =W '
3 r 5 Modhy ewener o 9
Competition  Start Review Event yvigw Review Event Assign hopheation Search for reviewers Vabd serto " Revew
Mauger  Giobal Option Detai toReven Event :. ’, Event
Avalatie without a task ‘ o Mingger
and 8
FvaldUser= " AssgrRevieners
ToAogiication
Set Riveew Dot Dat bekors Notcation
P |

Y

Bevigwers Work Fiow
ﬁ' L\l ;-,n‘
1 i B
tdenes AcceptDecine  Notly apency
Terew

Aniew et Masager can Enter Aeview on
| bl of By, FRevitw s sentted
va Enad or Mall,

veapedion)

This action wil pace the review assignment Back in the reviewer's inbox

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

GRANTS Federalbrployees, deterine the (o of st By the
ONLINE \&/ el o,
4l NonFederal Emploptes deteraoe the Corfict of nkeest by
MBBA= Taane D74 confdencalty cersficaticn fr Non Govesmmental
o
“me
@ Select tica ( 1
Le] ommen
Revewe m;‘ﬂ"::?“" m:n uemmaomm cmc«m Abou the Decine
of terest
Nebfcaten wil e hebowby,
yperieik to Revenst Legn ¥
Ll Kédvess s wed a2 3
Usermarme forthe Reviewers. §
LAd churcier code s provided b

6 7
Revew AoplcatonEMer fonuard Review 10 Apeacy
Scores/Comments)

April 5, 2013

Verseadl]

wil
oy

i1

C§x%

the Suts
p
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