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Document Conventions

Document Conventions

Overview Welcome to the Grants Online Training Manual. This manual is set up to
provide you with step-by-step information to accomplish tasks within Grants
Online. The manual is logically sequenced based on the National Oceanic and
Atmospheric Administration’s (NOAA) Grants lifecycle process and is written to
address your role within Grants Online.

Using this Use the following writing conventions as a guide in using the manual. The

Guide manual uses block label text in order to scan for the information desired.
Text Text; Example What it means.
Conventions Text in Bold; Click Done Indicates a command.
Text in Italics; RFA Details screen Indicates a screen.
appears.
Text in Bold Italics; Name ][n(?;cates data to be entered into a
ield.

Notes and Notes and Warnings are used to indicate additional information or advisories
Warnings when using Grants Online.

Note: A note is used to inform you about additional information

@ during the procedure or process.

A Warning! Business process may not work as desired or a
procedure may produce an undesirable effect.

Draft Version 1.0
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Grants Online Overview

Grants Online Overview

Overview

The National Oceanic and Atmospheric Administration (NOAA) offers a variety
of competitive and non-competitive grants (or awards) to various communities
including States, Universities, and non-profit organizations. Prior to the advent
of Grants Online, the processing of grants was a paper-based task involving
time-consuming human interactions and program polices to process the grants
and to ensure the awarding of the grant is given to the most qualified applicant
for a competitive award, and for qualified designated applicants of non-
competitive awards.

As part of its strategy to move scientifically and operationally into the 21%
century, Grants Online was developed. Grants Online is an E-Government
initiative to create an automated tool that will support the grant evaluation,
award, management and operations process. Grants Online significantly
streamlines and unifies grants processing throughout all of NOAA, allowing the
agency to increase efficiencies related to mission goals.

Grants Online has been developed to respond to several needs that occur
during award processing including:

Reducing or eliminating paper forms for application.

Providing an interface with Grants.gov to ensure applicants can apply
for grants electronically.

Reducing the processing time by incorporating workflows between
Federal Program Officers (FPO), Grants Management Division (GMD),
Financial Assistance Legal Division (FALD), and Reviewers.

Serving the NOAA community in its efforts to meet its mission goals
more effectively.

Grants Online Software Description

About
Grants
Online

Grants Online operates in a web environment. As such, you will be required to
use an internet browser to log in and use Grants Online. No software is
required for installation. As Grants Online is web-based, you may access the
system anywhere at anytime provided that you have internet access. Logins
and passwords are required and will be relayed to you once you are
established within the system.

Note: You must have an Internet connection in order to access
Grants Online.

Draft Version 1.0
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Module One, Getting Started

Getting Started

Overview When you are using any Windows-based software, navigation and ease of use
are key components. Grants Online incorporates an intuitive Graphic User
Interface (GUI) that assists end users to navigate and use the system
appropriately. In Grants Online, all actions within the system can be made
through mouse and keyboard. In this module, you will be shown the basics of
Grants Online, including the look and feel of the system, navigation, and user
customizations.

Module In Module 1: you will accomplish the following objectives:
Objectives e Obtaining your password
e Logging into the system
¢ Identifying Grants Online screen features
e Managing your Inbox
e Updating your profile

Overview Grants Online is accessible through your web browser. It works best with
Internet Explorer.

Accessing Grants Online

1 Click on the Internet Explorer Icon on your desktop
¢ Internet Explorer browser opens

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

https://pegasus.rdc.noaa.gov:7002

then press ENTER
e Grants Online Login page appears

Draft Version 1.0
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Logging in to Grants Online

L If you need help with your userid and/or password during the pilot, contact the Grants Online
Pilot Help Desk for assistance.

e Phone: 301-713-0105 x204
e Email: GrantsOnline.QandA@noaa.gov

2. Enter your assigned Username

3. Enter your assigned Password

4. Click Enter

m 5 ] RCH | SITE MAP | HELP

Grants Online

Grants Online

NOAA Grants Online is the
premier Federal solution for
full life-cycle grants

General Public
Use our Public Search feature to
see information pertaining to

awarded HORA grants. management processing.
Grant Applicants
Te Find 2nd Apply for 2 HOAA NOAA Staff
grant, 9o to the Grants.ao «@enerate funding netices Username
» NOAA Home : sReuiew grant applicstions
Current Grant Recipient +Select applications far award
» DOC Home P
evigw informstion about your +Procass selactad applications Password
» Grants.gov ~ cowen it HOAA grants +avard and manage grants
+Submit post-avard action +Carrespand with Grant
» Grants requests, progress reports, and Redipiants
Password
Management financial reports s Enter
Division «Correspend with your HOAA

Program Officer and Grant
Specialist

Publication of the National Dceanic & Atmospheric Administration Accessibility  Privacy Policy
(NOAA), of C rce.

Warning! If you entered your username or password incorrectly you will see an
error message in red on the screen. After three unsuccessful attempts
to log in, the system will lock you out and you will have to contact the
Grants Online Pilot Help Desk to unlock your account

If nothing happens when you click enter, it means the server is
down and will need to be restarted.

Version 1.0
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Logging in to Grants Online

5.
6.

The Notice to Users screen appears
Review disclaimer information and click OK

A Notice to Users

-Lng nﬂ

authorized site or NOAA.

warning.

Thig is & Federal computer system and is the property of the United States Government. It is for authorized use
only. Users {authorized or unauthorized) have no explicit or implicit expectation of privacy.

Any or all uses ofthis system and all fles on this system may be intercepted, monitored, recorded, copied,
audited, inspected, and disclosed to authorized site, NOAR, and law enfarcement personnel, as well a5
authorized officials of other agencies, both domestic and foreign. By using this system, the user consents to
such interception, monitoring, recording, copying, auditing, inspection, and disclosure at the discretion of

Unauthorized or improper use ofthis system may result in administrative disciplinary action and civil and
criminal penalties. By continuing to use this system you indicate vour awareness of and consent o these
terms and conditions of use. LOG OFF IMMEDIATELY if you do not agree to the conditions stated in this

Version 1.

0
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Grants Online Navigation Features

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

Screen Layout

RFA | Pre-Award I Award | Account | Manage Reports

E Management | Administration | Certifications

¥V ‘elcome to Grants Online Chares Peterson " Loa Off
* Advisories
" Notifications
* Archive
> Tasks

r Send Message

Screen Once you have successfully logged into Grants Online, the system will default
Layout you to the Inbox tab. Grants Online is actually broken into several areas (refer
Defined to illustration above):

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

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

M

[Log off

rd |  Account System

Advisories

There are currently no advisories
Unautharized to access this area

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

¢ Document Pane: Highlighted by the black border is the document pane.

It is located in the middle of the screen. This is where most of the data
in Grants Online will be displayed or input.

Version 1.0
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Managing Your Inbox

Managing your Inbox is a straightforward task. From your Inbox you can access and view information
related to: System Advisories, Notifications and Tasks. You may also send an email to a group or to
an individual.

Advisories  Upon successfully logging into the system, you will be taken by default to the
Advisories page within the Inbox Tab. In figure 3, you can view any advisories noted
in the system. These are created by the system administrator and cannot be edited.

- - < -
T s e e :

| Account System Manage
Management | Administration | Certifications Bepons

Welcome to Grants Online Mark La Fave il Log Off
Advisories

Advisories

Notifications

Tasks 101752004 03:44 PM Test new advisory

Send Message

Click on the links above to view Notifications,
Archived notifications, Tasks, or to Send a Message

Version 1.0
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Accessing Notifications

1. From the Inbox Tab, click Notifications
¢ Notifications screen appears

* Advisories

¥ Notifications

> Archive

> Tasks

* Send Message

Notifications
8

M F3F202 Solomon King
M 724053 Solomaon King
N £24013 Solomon King
1 E2gEs Solomon King
| e Solomaon King
1 E23893 Solomon King
[ EZ3853 Solomaon King
M 723813 Solomon King
|| Solomaon King
[ F23736 Solomaon King
| avciwe | velete |

Mark La Fave Procurement Request 103131 for Award File 103130 2005-04-05 18:28:01.0

Solormon King Reminder
Solomon King Reminder
Solormon King Rerminder
Solomon King Reminder
Solormon King Reminder
Solomon King Reminder
Solomaon King Reminder
Solormon King Rerminder

Solomon King Reminder

m

(Tog o

2005-03-2915:14:01.0
2005-03-291510:54.0
2005-03-2915:07:59.0
2005-03-2915:04:58.0
2005-03-2915:01:52.0
2005-03-2914:58:53.0
2005-03-29 1455620
2005-03-2914:52:53.0
2005-03-2914:49:52.0

Notifications

Version 1.0

Notifications are displayed in your Inbox to update you about work in the.

There are different types of notifications, which let you know:

1. You have a task to perform

2. An action has been taken on one of your documents.

Other types of notifications include information related to: direct assignments,
status within the workflow process, and overdue tasks. You can archive your
notifications or delete them by checking the box and clicking on the blue

Archive or Delete button.

Note:

@

You can modify the notifications that appear in your Inbox through
the Account Management Tab. Archived notifications appear in
your Archive folder, accessible by clicking on the Archive link.

8
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Archiving and Deleting Notifications

1. Click the check box next to the natification you wish to archive or delete
2.  Click the blue Archive button or the blue Delete button
e The task is moved to the Archives folder or is permanently deleted

Note: You can delete or archive an entire page of your notifications at

@ once by checking the box in the header column (seen below)
2 istification ID|Recivlent NamelSender NameSublect [cretedDate |
Warning! Once a natification is deleted, it cannot
be recovered.

Viewing Notifications

1. Click onthe ID number next to the notification you wish to view
¢ Notification Details screen appears

2. Click Ok to close the task and return to the Notifications screen

Version 1.0
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Archived Notifications

Archived Noatifications is your personal repository for all notifications you would like to maintain for
historical purposes.

Accessing Archived Notifications

1. From the Inbox Tab, click Archive
e Archive screen appears

10 items found, displaving all iterms .1
ondertame fouiect foreatedpate |
E 513670 Solomon King  Solomon King Reminder 2005-03-09 15:57:23.0
M 513636 Solomon King  Solomon King Reminder 2005-03-09 15:54:24.0
[ 513629 Solomon King  Solomon King Reminder 2005-03-08 15:54:24.0
M 513595 Solomon King  Solomon King Reminder 20059-03-08 15:51:25.0
[ 5135588 Solomon King  Solomon King Reminder 2005-03-05 15:51:24.0
[ 513552 Solomon King Solomon King Reminder 2005-03-09 15:48:25.0
[ 5135545 Solomon King  Solomon King Reminder 2005-03-09 15:48:24.0
I 513511 Solomon King Solomon King Reminder 2005-03-09 15:45:28.0
[~ 513504 Solomon King  Solomon King Reminder 2005-03-09 15:45:26.0
[ 513470 Solomon King Solomon King Reminder 2005-03-09 15:42:45.0

Deleting Archived Notifications

1.  Select the notification you wish to delete by clicking in the check box next to that action
2.  Click the Delete button
e The task will be removed from Archived Notifications

A Warning! Once a notification is deleted, it cannot be recovered

Viewing Archived Notifications

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

¢ Notification Details screen appears
2. Click Ok to close the notification and return to the Notifications screen
Version 1.0
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Tasks

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

Accessing Tasks

1. From the Inbox Tab, click Tasks
e Inbox Tasks screen appears
o —— e

: = e e -
] e R e o
LR System Manage
&rants Onli Pt n e i Management | Administration | Certifications | RePOrtS m

Welcome to Grants Online Bala Krishna "Log off

— — -

» Advisori
et Inbox Tasks

F Notifications

* Archive
B asks Document Type Status

hd - Apply Filter =>
b Send Message G =l [open ]

* Manage Workflow
Tasks

3 items found, displaying all items. A

WView 47353 AcceptDecling Aweard Mot Started  Award Package 104403 MADSKMFA331 229
Yiew 46756 Review Award File Mot Started  Award File 104373 MADSMNMF4331221
Yiew 46482 Review Amendment Mot Started  Amendment 104344 MADSMMF4331221
Wiew 45382 Review Award File Mot Started  Aweard File 104182 MADSMMF4441211
WView 45367 Review Amendment Mot Started  Amendment 104180 MADSMME 4441211
Wiew 44532 AcceptDecline Award Mot Started  Award Package 104066 MADSMMF 4331203

View 44355 Manage Award Users Mot Started  Award Package 104040 MADSMNME 4331201

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

Viewing a Task
|

1. Click View next to the task you wish to view
e Launch Page appears. From this page you may perform your assigned work by selecting
an action in the action dropdown.

Filtering Tasks

1. Select the Document Type in the drop-down menu
2. Select the Status in the drop-down menu
Diacument Type Status
3. Click Apply Filter Al - | AnplyFiter >> |

e Tasks screen appears

Version 1.0
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Send Message
Notifications can be created to send to an email to the address indicated in the user’s profile.

Accessing Send Message

From the Inbox Tab, click Send Message
¢ Send Message screen appears

Welcome to Grants Online Mark La Fave 'Lug off

» Advisories

Create Notification

P Notifications

F Archive
Please enter the message recipient
> Tasks

¥ Send Message Please use the "Search” button to search for users

To send notifications to & Grows OF users, click here: Send Group Notiilcations

o
Spell Check
Message” =

l Send Notifications I

Sending Individual Notifications

Select Search in the “To” field

Select the individual to whom you wish to send a notification
Type the body of the notification in the MESSAGE box
Click Spell Check to check your spelling

a c w Dp o

Click Send Notifications once the message has been completed

Version 1.0
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Managing Your Profile

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

E e T e -
MA 5 Account System Manage
GW—‘&M‘““ mn Pre-Award Sl . i

Welcome to Grants Online Mark La Fave "Log Off

¥ My Profile

Account Management

¥ My Preferences
* My Delegations - MY PROFILE -

This option allows you to view and update your personal profile. You
may update your name and address infarmation, as well as your
secUrity uestion and answer. You may also view your system profile
attributes, including your usemame and your currently assigned
roles

- MY PREFERENCES -

This option allows you to view and update your current system
preferences. These preferences include your system passward, the
columns you would like to have displaved on your Inbox view, and
your notification and email preferences

- MY DELEGATIONS -

This option allows you o view and update the users ta whom you
hawve delegated yourwark. You may search for users that have
similar permissions as you and choose to 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 activities.

Accessing My Profile

1. From the Account Management Tab, click My Profile
o My Profile screen appears

NAA _——————en
System Manage
mm LA DRUSTeTE ‘ e = m

Welcome to Grants Online Mark La Fave Log Off

* My Profile

» My Preferences Search Users ==

Pl Manage Profile coi--

Prefix Dr.
FirstMame Mark
Middle Name

LastMame La Fave
AT

User Account Details

User Name: mlafave_fpo
Security Question: mlafave_fpo
Security Answer: mlafave_fpo
Active Flag true

Reviewer Details
Is Acceptling Reviews? : true

Unavailable From Mone To:Mone

Skill= air, sea, fish

Affiliations

trs | organzoton oston | prans ——Jmaross = Tea s rmory e
Details  Fisheries (FO555-1212 1232 University Ave, Chicago, IL 94867 USA  mark lafave@noaa.gov true true

Assigned Roles

Rote ________________[organization

Budget Officer Fisheries
FALD FALD
Federal Program Cfficer - Certified Fisheries

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

7] Version 1.0
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Editing Your Profile
|

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

Make the necessary changes

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

1.
2.
3. Click Save to capture your changes
4.
5.

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

_ -..;,..__—_“-.

_ _ ___ — —
" ., . -
S " Account System Manage
Pre-Award EELEG LI Administration L s ]

Welcome to Grants Online Solomen King ’ll.ug .O.ﬂl

— -~

¥ My Profil
i Manage Profile

* My Preferences

* My Delegations

Prafix: My, =
First Marme: * ISoIomon
Middle Narmie: |

Last Mame: * IKing

Affix; Im

User Account Details

Ysertlame; sking Security Question and Security Answer are areas used
Security Question: * ftest < by the Help Desk team. If you call the Help Desk to
. _ request to reset your password, support specialist will
Security Answer. * Itest . K . . .
_ ask you this personalized question and you will provide

Active Flag: true the answer as a means of authenticating the caller.
Affiliations
oot [onnizaton ——————Jeoston[prone—Jaawress |

Details  SOUTH EAST REGIOMAL OFFICE - MMFS {(1113111-1111 1315 EastwWest Highway, Silver Spring, MD 20310 USA

Add a new affiliation ==

Assighed Roles

Role _______________Jorganization

Federal Program Officer - MNORTH EAST REGIONAL OFFICE -
Ceified MMFS
Federal Program Officer - SOUTH EAST REGIONAL OFFICE -
Ceified MNMFS

m Save and Return To Main Cancel

Version 1.0
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My Preferences

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

Accessing My Preferences

1. From the Account Management Tab, click My Preferences
. My Preferences screen appears

— e e -
" Account System Manage ROnGrTE
LENELEELISY Administration | Certifications 2

Welcome to Erants Online Mark La Fave "Log off

* My Profil
i User Preferences

¥ My Preferences

* My Delegations Site Preferences

Change Pasgward

Notification Preferences

Grants Online
Inbox

System Generated Advisories

Passwaord Expiration rd ~
Scheduled Downtime = ™2
Folicy Update = I~
Task Assignment I~ I~
Item Subrmission 7 I~
Delggation of Waork I I~
Expired Cerdification I~ I~
Fending Due Date 7 Ird
Overdue ltem 2 I~

Version 1.0
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Customizing Notifications and Tasks Headers

1. Select desired Natification and/or Task columns to enable/disable
2. Click box to enable or disable to the right of the Task Column Label
3. Click Save

Task Preferences

General Tasks

TaskId W
Tasgk Name I~
Task Status i~
Document Type I~
Document Id Ird
Start Date ird
Completed Date ird

Aweard Mumber

RFA Tasks

a

Task Id =4
Task Mame I~
Task Status I~
Daocument Type ~
Document Id I~
Start Date I~
TaskId =
Task Name 74
Award Mumber ~
Status I
Document Id =
Diocument Type =
Start Date I
Completed Date I
TaskId =
Task Mame =
Award Mumber I
Task Status =
Docurnent Id i~
Document Type I~
Start Date I~
Completed Date I

Version 1.0
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Changing Your Password

1. Click Change Password in the User Preferences screen

Account Ha nage
Lnagament ‘dm'"mmhn" m

(Log off

* My Profile

User Preferences

T My Preferences

WLULLEELEELERS  Site Preferences

Change Passwors

e Change Password screen appears

Enter old password (see picture below)
Enter new password (see picture below)

Enter new password again to confirm (see picture below)

o > w0

Click Submit

2 :_‘ .
Account

e Admmlstratmn m

Welcome to Grants Online Solomon King Log off

* My Profil
Yoslo® Change Password

T My Preferences

* My Delegations

0ld Pagswoard Il Password Guidelines

Passwards must contain at least eight(8) non-hlank charactars.

Passwards cannat cantain guotation marks.

Passwords are not case sensitive.

A Password must hegin with {n alphabetic character.

Atleast one ofthe characters must be a number(D-9) or a special character_§.#).
Six ofthe characters may only occur once in the pagsword.

Mewy Pageword ™ I

Confirm Mew Password :*I

o

Note: Please follow the indicated Password Guidelines. Also, note that
the special characters listed are the ONLY ones that are valid

- D)

Version 1.0
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My Delegations

When you select the My Delegations link in the Account Management Tab, you will be able to view
existing delegates, add delegates and rescind delegates. The only people you can select to be a
delegate are those that have roles matching yours. Example — an Authorized Represetative cannot

create a delegation to an individual who only has the role of Recipient Investigator.

Accessing My Delegations

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

N
Account
Management |

Pre-Award

VWelcome to Grants Online Solomon King "Log off
* My Profile

Delegate Authority

* My Preferences

T My Delegati
Y e e gl You currenthy have no peers on your list of delegates

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

First Name: ||

Last Mame: I

Qrganization: I

Rale: AGO =
Awardes :I
Budget Officer
CAMS Finance Representative hd|
[Fnapems

Adding a Delegation

1. Search by First Name, Last Name, Organization or Role
2. Click Find Peers Delegate Authority
3. SEleCt d6|egat|0nS You currently have no peers on your list of delegates
Search for Peers
. Flease note that this search will only cover those users who match the criteria and have atleastthe same permissions as you do.
4, Click Delegate

FirstName: [Chares
Last Narne,

Qrganization:

Raole AGO -
Awardee :I
Budget Officer
CAMS Finance Representative =

earch Results

Peterson Charles

Version 1.0 ﬁ
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Rescinding a Delegation

1.

2.

From the Account Management Tab, click My Delegations
¢ My Delegations screen appears
Click on Rescind to remove the individual as your delegate

e~ —

P T -
Account System Manage
| ndmi"istratio" Rapur‘s

Management
“Log Off

Welcome to Grants Online Solomon King
* My Profile £
Delegate Authority
* My Preferences
¥ My Delegations

Current Peers on delegation List:

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

First Marne ||
Last Mame |
Organization: |

Role: AGD -
Awardes :I
Budget Officer
CAMS Finance Representative hd|

| Find Peers

action _ [Prefix_|Affix JHame _______[Phone | Fax_[Title_[Organization |
M hr. Charles Petersan 301-713-0105 chatles peterson@noaa.goy SOUTH EAST

Version 1.0

19



Grantee Pilot, Grants Online Training Manual

Logging in as a Delegate

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

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

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

7 S — .
| — -
A -

Grants Online

Choose Active User

Other users have chosen to delegate theirwark to you.
ou may choose to wark as one of the users listed below.
Ctherwise, choose 'Continue to Inbox'to work as yourself.

Select ____JUsertame ________|

Select Solomon King

Continue to Inbox

Note: When you are in Grants Online as a delegate, the system will
) identify you as a delegate of that individual (see below). ** Both
you and the delegate can work in Grants Online simultaneously.

T

e e -
Tt | ol [ )

OPERATING AS DELEGATE FOR SOLOMON KING

(Tog Off

Version 1.0
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Working In Grants Online

How to Search For Your Award

This section will provide you with a step-by-step process on how to search for an award in Grants
Online

Award Search

1. Once you have logged in to Grants Online, click on the Award tab
2. Click on the Search option to search for an Award

B s
) n._cmunt-
mn Award Managem&nt .

Welcome to Grants Online Bala Krishna

“Log Off

F Search

Manage Awards

- Search Award -

3. Enter search criteria into at least one of the query fields listed
4, Click Submit (the “Nothing found to display” message displays until you click the submit button)

- i N '-:'-3-,--:1..‘:.._
] Account | System Manage
NSAW =T s R it i =

Welcome to Grants Online Bala Krishna '-Lng off

Search for Award

Applicant Mame :|

Award Mumber : 4331229

W Examples of good search criteria:

o Partial searches (entering the last 7 digits of the
Search Results award will pull up all awards with those numbers)

Mathing found to display. - WlEars ea e vEET

0 % will yield results that have zero or more
characters in between characters you entered
as nart of the search aiierv

Version 1.0
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Award Search

5. The results from your search will display under the Search Results header
6. Select the Award you want to view by clicking the award number link

e
—_—

e
Account
Management

e

T
System Manage
-m

Log off

Pre-Award BCUVELG]
[B]] coecsm

Welcome to Grants Online Bala Krishna

* Search

Search for Award

Applicant Name : |

Aweard Number . [NADSNMF4331229)]

Coumi | corce

Search Results
One iterm found. A

IADSHME4 331229 University of Chicago Fending lanage Recipient

Version 1.0
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Award Search

7. The Award Header page (Grants File) now displays

8. If you wish to view the history of this RFA click the view previous workflow history and
comments>> link

9. If you wish to view one of the Sub Documents, click on the link next to the document you want
to view

: = ——
- o Wy b - ey

Ll
Account System Manage R s
Management | Administration | Certifications SRS

(Log off

Grants File - NAOSNMF4331229

Id: 104388
Creator: SYETEM ACZCOUNT Create Date: 0B/02/2005
Status: Grants File Creation In Progress  Status Date: 06/02r2005

Last Edited User: SYSTEM ACCOUNT

This document currently has no tasks assigned to you. However, you may view previous workilow history and comments ==

Grant Information

CFDA Humber: 11.433 Award Period: OFiI01r2005 - 12031720058 Program Office: MNORTH EAST
Program Officer: Charles Peterson Program Officer Phone: 30-713-0104 Program Officer Email: charles.peters
Total Federal Funding: $100.00 Total Non Federal Funding: $0.00

Organization Name:  University of Chicago

Project Title: Testing for CCA falder changes

Sub Documents

3items found, displaying all items.1

Auvard Package 104403 Testing for CCB folder SYSTEM 06/02/2005 SYSTEM AQActions Mot Started 060212005
changes ACCOUNT ACCOUNT
Auvard File 0 1043849 SYETEM 06/02/2005 SYSTEM GrantsOfficerfctions OB/0252005
ACCOUNT ACCOUNT Caomplete
Auvard File In 104407 Chatles 06/0372005 Charles IM Progress 06/03/2005
Progress Feterson Feterson

Associated Documents
Mothing found to display.
Additional Documents
Mothing found to display.
Associated Attachments

Mothing found to display.

Edit Atachments

Version 1.0
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Accept or Decline an Award

This section will provide you with a step-by-step process on how to work on your first task in Grants
Online — Accepting or Declining your award.

Accepting an Award

™
= Py

1.  Once you have logged in to Grants Online, click on the Task link to view your tasks
= N T — _'_"r__

" — - - :'G..
-/ = =
[ 1 Account | System Manage
1
s n Pre-Award i | Administration Carliﬁs: ions Rapnrts

Management
Welcome to Grants Online Bala Krishna 'Log Off

T Advisories

Advisories

AdvisoryDate

F Notifications

F Archive

F Tasks

F Send Message

* Manage Workflow
Tasks

Version 1.0
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Accepting an Award

1. Click View next to the task to Accept/Decline Award

» Advisories

—— — .-‘n- -
Account
Manac

T

o, e

Svstern Manage

“Log Off

Pre-Award | Award

Welcome to Grants Online Bala Krishna

Inbox Tasks
P Notifications

P Archive
Document Type Status

|l =l |open =

T Tasks

Apply Filter =>

F Send Message

* Manage Workflow
Tasks

31 iterns found, displaying all items A

B CERIME 4294 200

AT s Ju I*"\ Lign o i rrl Llot Ot ol Ju rol O L 104407

46756 Review Award File Mot Started  Award File 104373 MAOSMMF4331221
46482 Review Amendment Mot Started  Amendment 104344 MNADSMME 4331221
45382 Review Award File Mot Started  Aweard File 104182 MADSMMF4441211
45367 Review Amendment Mot Started  Amendment 104180 MNADSHME4441211
44532 AcceptiDecline Award Mot Started  Award Package 104066 MADSMNMF4331203
44255 Manage Award Users Mot Started  Award Package 104040 MADSKMF4331201

2. Task Screen appears
3. Select an option from the action dropdown and click submit
e  Accept Award — Recipient accepts terms and conditions of award

o Decline Award — Recipient rejects terms and conditions of award and will not receive
funding (You will need to provide an explanation)

. Return to NOAA for Revisions — Recipient would like to request changes to award
View Award Detalls - ReC|p|ent wants to view terms and conditions of award

- Inbox m Pre-Award | Award |

Velcome to Grants Online Bala Krishna
» Advisories

Account

Log Off

Award Package - NA0OSNMF4331229

F Notifications

o Id: 104403

. 3

SIS Creator: SYSTEM ACCOUNT Create Date: 05/02/2005
¥ Tasks Status: Award Package AcceptiDecline Award Mot Started  Status Date: 06/02/2005

F Send Message Last Edited User: SYSTEM ACCOUNT

* Manage Workflow
Tasks

Action:

|F'Iease select an action

-

Accept Awvard :
Decline Award |

iSions
[View Aweard Details
——
—

Save Comment
Wiew previous workflow history and comments ==

Comment:

Version 1.0
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Accepting an Award

Details Screen appears
Review information

Click on to view a PDF version of the Award document
Click on to view a PDF version of the Special Awards and Conditions

Click to go back to your task

© N o ok

THIS DOCUMENT IS LOCKED

Financial Assistance Award

The systermn has calculated values for the Federal and Mon-Federal shares of funding hased on existing CD-43455 and negotiated funding amounts. Grants Online
users may aptionally Override these calculations via the Override checkhox below. Once checked, the values that are entered will he saved and available on the CD-
450 repart. Please note that when the Grants Officer signs, the systermn will automatically Override and store the currently populated funding fields.
Recipient Name: University of Chicago Fede.ral Share of $|1DD.DD

Cost:
Street Address: Main Street Recipient Share of $|D.DD

Cost:

City, State, Zip: CHICAGO | ILE0E01 Project Title: Testing for CCH folder changes  Total Estimated Cost: $|1DD.DD

Override M

CFDA Humber:  11.433 Award Number: NADSMMF4331229 Award Period: 07i01/2005 - 12/31/2005

CD-450 tems

M Department Of Commerce Financial Assistance Standard Terms and Conditions Required

HOAS Special Award Caonditions Required

=

Line lterm Budget (Attach File) Required

=

15 CFR Part 14, Uniform Administrative Reguirements for Grants and Agreements with Institutions of Higher Education, Hospitals,
Other Manprofit, and Cammercial Organizations

=

15 CFR Part 24, Uniform Administrative Reguirements for Grants and Agreements to State and Laocal Governments Required

K

OmMB Circular A-21, Cost Principles for Educational Institutions

U

OMB Circular A-87, Cost Principles for State, Local, and Indian Tribal Governments Required

OB Sircular A-122, Cost Principles for Nonprofit Organizations

EU

48 CFR Part 31, Contract Cost Principles and Procedures
OmB Circular A-133, Audits of States, Local Governments, and Ronprofit Organizations Reguired

[ Others) Required

<

Thete ate no altachiments on this Grants Flile
Grants Officer; Arlene Porter Signature Date: 060212005

This award approved by the MO&A Grants Officer constitutes an ohligation of Federal funding. By electronically signing, the Recipient agrees to camply with the Award provisions
checked on this document, as well as provisions incorporated into the Award. If nat electronically sighed without maodification by the Recipientwithin 30 days of receipt, the Grant
Cfficer may unilaterally terminate this Award.

l CD450 Report SAC Report
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Accepting an Award
|
9. Select an Action and click Submit

10. To view a document under the Sub Documents, Associated Documents, or Additional
Documents section click on the link next to the document you wish to view

Award Package - NAOSNMF4331229

Id: 104403
Creator: SYSTEM ACCOUNT Create Date: 06/02/2005
Status: fweard Package AcceptiDecline Award In Progress  Status Date: 06/02/2005

Last Edited User: SYSTEM ACCOUNT

Action: Accept Award j @

Comment: ;l

| Spell Check

Wiew previous warkdlow history and camiments ==

Grant Information

CFDA Number: 11.433 Award Period: 0701720048 - 1273172005 Program Office; MORTH EAST|
Program Officer: Charles Peterson Program Officer Phone:  301-713-0105 Program Officer Email: chatles.peter
Total Federal Funding: $100.00 Total Non Federal Funding: $0.00

Organization Name:  University of Chicago

Project Title: Testing for CCB folder changes

Sub Documents

One iterm found. 4

Amendment 104403 Testing for CCH folder SYSTEM ORMZ2005 SYSTEM ADActions In 0RM2/2004
changes ACCOUNT ACCOUNT Progress

Associated Documents

One iterm found. 1

Grants File 1043585 SYSTEMACCOUNT  06/02/2005 SYSTEMACCOUNT  IN Progress 060272005

Additional Documents

Jiterms found, displaving all items A

Manage Award Recipient
AcceptReject Award
Accounting Details

Version 1.0
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Accepting an Award

11. Verify information (Please note, this information is test data)
12. Change information if needed (use the Add/Change Recipient Administrator link)

13. Click Save

> . —

L

e ‘-. =
- B . e TR
Account System Manage

Management
Welcome to Grants Online Bala Krishna '_-Ln-g off

Pre-Award | Award

F Advisories

* Notifications Grant Information

F Archive
CFDA Number: 11.433 Award Period: 070152005 - 1273172005 Program Office:
= Program Officer: Charles Peterson Program Officer Phone:  301-713-0105 Program Officer Email:
F Send Message Total Federal Funding: §100.00 Total Mon Federal Funding: $0.00
» Manage Workflow Organization Hame:  LUniversity of Chicado
Tasks Project Title: Testing for CCB folder changes
Accept Award

Organization : University of Chicago

Recipient Administrator Information
Marme |Nick Gupta

Email |h@h.com

Phane [(1113111-1111
AddiChange Recipient Administrator

m Cancel
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Reviewing an Award File/Amendment

This section will provide you with a step-by-step process on reviewing Award Files/Amendments in
Grants Online.

Review Award File/Amendment

1. Click View next to the task you wish to work on (Review Award File or Review Amendment)

= — _\‘ S
Account Svstem Manage
Management | Administration Heposty
Welcome to Grants Online Bala Krishna Log Off

» Advisories

Inbox Tasks

* Notifications

* Archive
P aaka Cocurment Type Status

P Send Message J | £en J pply

* Manage Workflow
Tasks

30 iterns found, displaying all items 1

Wiew 46756 Review Award File Mot Started  Award File 104373 MADSNMF433122
j i t Rt Started  smendment 104344 I

Wiew 45382 Review Award File Mot Started  Award File 104182 MADSNMF4441211
Wiew 45367 Review Amendment Mot Started  Amendment 104180 MADSMMF 4441211

2. Select an action from the action dropdown
o We recommend you select View Amendment/Award File Details first
3. Click Submit

—= e ‘ﬁ
” p - — e
5 | Acmunt ( 5 stern Manage

Welcome to Grants Dnline Bala Krishna Log Off

s —

» Advisories

Amendment 1 - NA0OSNMF4331221

F Notifications

: Id: 104344
#4300 Creator: Charles Peterson Create Date: 05/30/2005
¥ Tasks Status: Amendment 1 Review Amendment Mot Started  Status Date: 0573052005
» Send Message Last Edited User: SYSTEM ACCOUNT
* Manage Workflow
Tasks Action: Please select an action

Comment: [Accept Amendment |
Decline Amendment

[Chsieusrndaent Dotail

| Spell Check

Yiew previous workflow history and comments ==
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Review Award File/Amendment

4.  View all information (including any reports)
5. Click Cancel to return to the task

T e R

. W S
System Manage
m

"Log Off

Welcome to Grants Online Bala Krishna
» Advisories

* Notifications Amendment Header Information

* Archive
CFDA Humber: 11.433 Award File Period: 05/20/2005 - 05/20/2006 Program Office: SOUTH EAST REGIO
g Program Officer: Charles Marcus Peterson Program Officer Phone:  301-713-0105 Program Officer Email: charles.peterson@no
* Send Message Federal Funding: $0.00 Non Federal Funding: §0.00 Grants Specialist: Undefined
» Manage Workflow Project Title: title title fitle fitle fitle fitle title title title
Tasks Organization Name:  University of Chicago

Amendment to Financial Assistance Award

THIS DOCUMENT IS LOCKED

Project Title:
fitle title title title title title title title title
CFDA Number: Grant Type:
11433 " Grant @ Cooperative Agreement
Award Number: Amendment Humber:
MAOSMMF 4331221 1
Recipient Name: Street Address:
Main Street
CHICAGD, IL 60601
Amendment Start Date (Effective Date): * Extend Work Completion To:

n6/20/2005 L
Currently, this field does net affect the Award start date

Amendment End Date *
05/20/2006
Currently, this fiald does not affect the Award end date

Bureau Fund Fiscal Year Project-Task Organization Object Class

The system has calculated values for the Federal and Recipient shares of funding based on approved CD-435s and negotiated funding amounts. Grants Of
override these calculations via the Override checkbox below. Once checked, the values that are entered will be saved and available onthe CD-451 repart. P
Grants Officer signs, the system will automatically override and store the currently populated funding fields

Manual Owerride: [

Costs Are Revised As Follows: Previous Estimated Cost Add Deduct Total Estimated Cost
Federal Share of Cost g[100.00 gfo.00 ) gf100.00

Reclpient Share of Cost 3/10.00 §0.00 gjn.00 310.00

Total Estimated Cost g110.00 50.00 gj0.00 g110.00

Reason(s) for Amendment: Enter Reasons

This Amendment approved by the MOAA Grants Officer constitutes an obligation of Federal Funding. By
electronically signing, the Recipient agrees to comply with the Amendment provisions checked on this docurment, as
well as previous provisions incorporated into the Award. If not electronically signed without modification by the
Recipient within 30 days of receipit, the Grants Officer may unilaterally terminate this Amendment.

¥ Special Award Conditions [ Line ttern Budget [T Other(s

Signature of Department of Commerce Grants Officer Date
Atlene Porter 05/30i2005

[E—
CD451 Report SAC Report Cancel
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Review Award File/Amendment

6. Select an Action
7.  Click Submit
8. Type and Save any comments you wish to be visible in the workflow history

==l

Welcome to Grants Online Bala Krishna

* Advisories

* Notifications
* Archive

¥ Tasks

F Send Message

* Manage Workflow
Tasks

Amendment 1 - NAOSNMF4331221

Id: 104344
Creator: Charles Petersan
Status: Amendment 1 Review Amendment In Progress

Last Edited User: SYSTEM ACCOUNT

Action: Accept Amendment j @

—
il

. e
| System Manage
samsemion | cariicsions | Bopors el

T TS

“Log Off

Create Date: 05/30/2005
Status Date: 05/30/2005

Comment:

| Spell Check

Wiew previous workflow history and comments ==
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Award Action Requests

During the post award phase there are often times when the recipient needs to request an action on
an award. This section goes through the steps needed to initiate an Award Action Request.

Processing an Award Action Request

1. Click on the Award Tab
2. Click Search Award

=

- *______ -
AN e G i [l o

Welcome to Grants Online Solomon King Log Off

* Search

Manage Awards

3. Search for Award screen displays
4. Enter the Award Number — you can search the award number by entering the entire number,
or pieces of it
5. Click Submit
a. Click Cancel to go back to the previous page

Ma nnge
Welcome to Grants Online Solomon King ’Log Off

* Search

Search for Award

Applicant Mame ; |

faeard Mumber |NADENMF434

Cancel

Search Results
Hothing found to display.
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Processing an Award Action Request

6. Search results are displayed
7. Click on the Award Action Reguest link to begin processing your action

Account [
Management |

“Log Off

Search for Award

Applicant Hame : |

Auwrard Mumber |

Search Results
G iterns found, displaying all iterms .1

HAOSMME4331063 University of Chicago Accepted Awvard Action Request ilanage Becipient
PADSHMF4331067 Lniversity of Chicago Accepted Aavard Action Reguest Manage Recipient
MADSMME4331068 University of Chicago Accepted Aavard Action Reguest Manage Recipient
BlADSHME4331 069 University of Chicago Accepted Aavard Action Reguest hanage Recipient
BADSHMF4331060 Liniversity of Chicago Accepted Aavard Action Reguest Manage Recipient
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Processing an Award Action Request

8. Click on the link of the Award Action Request you wish to initiate (they all have a similar

process)

a. Clicking will take you to the award package header screen. If you
want to initiate an Award Action Request, you'll have to repeat steps 1-8 again.

9. For the purpose of the manual, we will select No Cost Extension — Without Invocation of

Expanded Authority

M T
Account

Management | Administration | Certifications m

Welcome to Grants Online Charles Peterson

Grant Information

CFDA Number: 11.437 Award Period:

Program Officer: Charles Peterson Program Officer Phone:
Total Federal Funding: $326.00 Total Hon Federal Funding:
Organization Name:  University of California

Project Title:

Award Action Request Index

IND Cost Extension - Without Invocation of Expanded Authurﬁ_\{ I
Extension to Close Qut
Change in Scope
Transfer of Award
Chande in Principle Investigator
Chandge in Institution Marme
Chande in Key Person Specified in the Application
Satisfied Special Award Conditions
Transfer of funds allotted for training to other cateqaries of expenses

"'l-.og off

1002242005 - 09/30/2006 Program Office: SCOUTH BAST REGIOMNAL OFFIC
301-T13-0105 Program Officer Email: charles. petersoni@noaa.goy
F0.00

Mo Cost BExtension - Invocation of Expanded Authority
Feprogram or Rebudget
Equipment Furchase

Foreign Travel

Sole Source Caontract

Other

Ahzence of more than 3 months or 26% by project directar or P

Inclusion of costthat reguire prior appraval based on cost principles

Sub award, transfer or contracting out of any work: under the award it not described in t)

Fre-fAward Cost

Return to Main
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Processing an Award Action Request
|

10. Enter in the extension date

11. Provide a justification

12. Click Save to capture the changes

13. Click the Attach Files link to upload a budget of remaining funds

14, Once the file is attached, click Save and Submit to continue processing the request
a. Click Cancel to go back to the Award Action Request main page

Grant Information

CFDA Number: 11.437 Award Period: 1072212005 - 08/30/2006 Program Office: SOUTH EAST REGIO
Program Officer: Charles Peterson Program Officer Phone:  301-713-0105 Program Officer Email: charles petersongn
Total Federal Funding: $326.00 Total Hon Federal Funding: §0.00

Organization Name:  University of Califarnia

Project Title:

No Cost Extension - Without Invocation of Expanded Authority

Ne¢ Cost Extension - Without Invecation of Expanded Authority

Extension Date Month | May = vear [2006 7| pay [31

Enter the recipient's justification as to why they deserwve this extension, ;I
as well as why vou a5 the Program Officer approve it

Justification®

(Forthis requestto be considered complete, you MUST attach a hudget of remaining funds)

Attach Files

Save and Submit || Cancel
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Processing an Award Action Request

15. Navigate to your task inbox
16. You have a task to Review Award Action Request
17. Click View by that task

e = e A e
| Account System Manage
1] o o e o g o

'-Log Off

Welcome to Grants Online Bala Krishna

» Advisories

Inbox Tasks

* Notifications

* Archive
Document Type Status

¥ Tasks
R T

F Send Message

* Manage Waorkflow
Tasks

30 items found, displaying all items.1

i 51988 Review Award Action Request Mot Started  Award Action Request 104446 MADSHMF 4331063

e 46756 Review Award File Mot Started  Award File 104373 NADSMMF 4331221
View 45382 Rewiew Award File Mot Started  Award File 104182 MNADSHMF 4441211
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Processing an Award Action Request
|
18. Select the action in the action dropdown that best suits your need
a. Forward to Agency —if you are ready to send to NOAA for approval
b. Revise/Edit Award Action Request
c. Withdraw Award Action Request
19. Once you've selected an action, click Submit

e -
= - -
Account System Manage
t | Administration | Certifications | RePOrtS

“Log Off

Welcome to Grants Online Bala Krishna

Ertiniin Award Action Request - NAO5SNMF4331063

F Notifications

) Id: 104446
fanrEhict Creator: SYSTEM ACCOUNT Create Date: 06102005
¥ Tasks Status: Award Action Request Review Award Action Request Mot Started  Status Date: 0651 0520048
» Send Message Last Edited User: Bala Krishna
* Manage Workflow
Tasks Action: Please select an action |
|Please select an action
Comment: [Fo riia rd Tn Agency . ;I
Revise/Edit Award Action Request
Withdraw Award Action Reguest
[

| Spell Check

Wiew previous workflow history and comments ==
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