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Training Agenda

Day 1 - Processing a Non-Competitive Application (EDD Example)

8:30 am Overview and Logging in* (30 min)
9:00 am Basic System Navigation: Workflow and (60 min)
Account Management *
10:00 am Viewing RFAs and Awards* (30 min)
10:30 am Questions* (15 min)
10:45 am Morning Break (15 min)
11:00 am Overview of RFA’s and FFOs — (30 min)
Competitive, Non-Competitive,
Institutional
11:30 am SF-424 and Organization Profile (60 min)
12:30 am Lunch Break (60 min)
1:30 pm Procurement Requests (30 min)
2:00 pm NEPA Checklist (30 min)
2:30 pm Afternoon Break (15 min)
2:45 pm PO Checklist (60 min)
3:45 pm Questions (30 min)

Day 2 - Processing a Competitive Application (University Center Example)

8:30 am GMD Checklist (60 min)
9:30 am Special Award Conditions (30 min)
10:00 am CD-450 (30 min)
10:30 am Morning Break (15 min)
10:45 am Merit Review Module - Managing a (60 min)
Review Event
11:45 am Lunch Break (60 min)
12:45 pm Merit Review Module - Reviewing an (30 min)
Application
1:15 pm Selection Package* (60 min)
2:15 pm View Report: Application Report* (15 min)
2:30 pm Review of Application Processing Maps* (15 min)
2:45 pm Afternoon Break (15 min)
3:00 pm Recipient Award Acceptance (30 min)
3:30 pm View Report: Award Tracking Report (15 min)
3:45 pm Questions (30 min)




Day 3 - Post Award Processing

8:30 am Award Action Requests (30 min)
9:00 am Financial and Progress Reports (30 min)
9:30 am View Report: Satisfied Special Award (15 min)
Conditions
9:45 am Reduce Funding (15 min)
10:00 am De-Obligate Declined Award/Amendment | (30 min)
10:30 am Morning Break (15 min)
10:45 am Correct ACCS Lines on Approved Award (30 min)
11:15am Correct Award Dates (Administrative (30 min)
Amendment)
11:45 am Lunch Break (60 min)
12:45 pm Organization Profile Change Request (15 min)
1:00 pm Questions (30 min)
1:30 pm Discussion of Reporting Needs* (45 min)
2:15 pm Afternoon Break (15 min)
2:30 pm Meet with RO Leadership on Assignment | (60 min)

of Roles and Any Other Issues/Concerns*




Grants Online Overview




Grants Online Acronym List

AAR Award Action Request

ACCS Accounting Classification Code Structure

AO Authorizing Official on Procurement Requests (see also BO)

AR or AOR (Recipient) Authorized Representative

ARRA American Recovery and Reinvestment Act

ASAP Automated Standard Application for Payment (Department of the Treasury)

BAA Broad Agency Announcement

BO Budget Official (In Grants Online this is the Procurement Request Authorizing
Official)

CAMS Commerce Administrative Management System (now known as CBS)

CBS Commerce Business Systems (formerly CAMS)

CCR Central Contract Registry (now known as System for Award Management (SAM))

cb Congressional District

CD-XXX Commerce Department Form Number (e.g., CD-435, CD-450, CD-451)

CFDA Catalog of Federal Domestic Assistance

CFR Code of Federal Regulations

cm Competition Manager

Co-PI (Recipient) Principal Investigator - Secondary

DOC Department of Commerce

DOC-0S Office of the Secretary, DOC

DUNS Dun & Bradstreet Number

ERA Electronic Recipient Acceptance

EIN Employer Identification Number

FAADS Federal Assistance Award Data System

FAIS Federal Assistance Information Sheet

FALD Federal Assistance Law Division of DOC (EDA Note — OCC is “FALD” for EDA)

FFO Federal Funding Opportunity

FFR Federal Financial Report

FIPS Federal Information Processing Standards

FON Funding Opportunity Number

FPO Federal Program Officer

FRN Federal Register Notice

GMAC Grants Management Advisory Committee (NOAA)

GMD Grants Management Division (NOAA and NIST); other agencies use the term Grants
Management

GO Grants Officer

GS Grants Specialist

HDQ Headquarters (EDA Line Office)

LO Line Office




MARS Management Analysis and Reporting System

NCE No Cost Extension

NEPA National Environmental Policy Act

NFA or OFA NOAA Finance and Administration

NOAA National Oceanic and Atmospheric Administration

NOFA Notice of Funds Availability (See FFO, FRN, RFA)

OIE Office of Innovation and Entrepreneurship (EDA Program Office)

0GC Office of General Counsel, DOC

OHRM Office of Human Resource Management, DOC-0S

olIG Office of Inspector General, DOC

OLA Office of Legislative Affairs (Bureaus)

OLIA Office of Legislative and Intergovernmental Affairs, (Bureaus and DOC)

OoMB Office of Management and Budget (part of the Executive Office of the President)

oS Office of the Secretary, DOC

PD (Recipient) Project Director

Pl (Recipient) Principal Investigator

PO Program Office (sub-organization under a Line Office)

PPR Performance Progress Report

PRCF Procurement Request and Commitment of Funds (CD-435) / Funding Memo

RFA Request for Application

SAC Special Award Conditions

SAM System for Award Management

SF-XXX Standard Form issued by the Office Management and Budget (e.g., SF-424, SF-269,
SF-270, etc.)

SO Selecting Official




Grants Life Cycle
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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:

e Windows — Internet Explorer 8 or higher
o Attachments are not supported in IE 9
e Mac — Safari 3.1 or higher
e  Windows or Mac — Firefox 2.0 or higher
e Google Chrome

Grants Online and Grants.gov

b
> GRANTS.GOV*

FIND. APPLY. SUCCEED.

Applicants

General
Public

-
e
b
o
m

Recipient

DOC


http://www.grants.gov/

Grants Online and ASAP

" ONLINE Department
of
NIBDAS<>T p AL E Commerce
Recipients

‘0

S
~

Department

f Commerce
(NOAA and NIST)

Commerce Business
Systems (CBS) —
Manual Data Entry
for NIST Finance

Treasury
Department

Autornated Standard Appikcation for Payments

Recipients ASAP — Limited
Manual Data Entry

After the ASAP accounts have been set up, recipients can log onto ASAP.gov to electronically transfer
(draw down) their grant funds to their own bank accounts. For recipients who have already been set up
on ASAP, the funds are available when they accept their award in Grants Online. Recipients not yet set
up on ASAP must complete the ASAP enrollment process in order to get set up with an ASAP account to
draw down their grant funds.


http://www.asap.gov/

Grants Online Document Relationships

Pre-Award Processing Post Award Processing

RFA Grants File

" FFO

Competitions

/

GRANTS.GOV*

FIND. APPLY. BUCCEED"

Merit Reviews

L Award File J

Selected AppIications>

PO Checklist
GMD Checklist
CD-450/451
Special Award
Conditions




Grants Online Helpful Hints

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

(2 Grants Online - Windows Internet Explorer.

@% * | € https:{[grantsoning rdc.noaa.qov|HowsihomeLoginLoginContraller, jpf v

Fie Edt ‘iew Favortes Tools  Help

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

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

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

ml

REVIEWERS Grants Online is the premier
3 o Aceess 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 assignad a
review in Grants Online, you
must login through the

Username

Review page.

2l Password

Federal Staff

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

orgot vol Se ne?

Forgot your password?

After clicking “Save and Start Workflow” always go to the Inbox — Tasks for the next action.

[Sove [~ Sove and stort Workilow ] Cancel ] print|

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.



Application Account Management | Reports

Welcome to Grants Online Ms. Grants Student25. You are logged in to TRAIN2P.

» Advisories

Advisories 3> Tasks

» Archived
Notifications
' Notifications Your Tasks
' Task
Management Document Type Status
» Tasks |A“ bl | |0pen v | Apply Filter >>
11 items found, displaying all items.1
(Task Id | [Task Status|Document Type [Document Id/Start Date |Completed Date/Award Number |
View 2564265 Notify Recipients In Progress RFA 2256808 05/20/2014 N/A
View 2556044 Notify Recipients In Progress RFA 2256757 05/01/2014 N/A
View 2556041 Conduct Negotiations In Progress Application 2256738 06/12/2014 NA14GOT9990069
View 2554004 Review Award Action RequestNot Started Award Action Request 2256304 N/A
View 2553976 Review Award Action RequestNot Started Award Action Request 2256303 N/A

View 2553942 Manage Review Event In Progress Review Event 2256285 02/10/2014 N/A




Buttons vs. Column Headings

Competitions
Press Save before selecting the followi

Competition Name

Copy of Training Competitive RFA Dec 2008 Screen Shots Edit Delete

Add New

[ Attachments:

Documant Typa Status

W ¥

9 items found, displaying all items.1

View 1365154 Certify/Revise Award File

View 1365050 Review Reviewer Instructions

View 1365026 Certify/Revise Award File

Create Publication(s) Save & Continue

Task Document Type
Status
Not Award File

Started

Not Review Instructions
Started

Not Award File

Started

10



Large File Guidance

As a security measure, there is a 5 minute time limit for the download and upload of files. If the user

uploads a file and it takes approximately 5 minutes, the file upload may appear to have been successful.

To test the integrity of the uploaded file, download and attempt to open the file. If the file does not
open, the file is probably corrupted —the attempt to upload was incomplete and therefore
unsuccessful.

Solutions for File Upload Problems

e 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.
o 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.
e Use afaster Internet connection and try the upload process again.
e Reduce the file size:
o Split the file into multiple parts and upload as “Filename - Part 1,” “Filename - Part 2,”
etc.
Zip the file.
If the 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.

e Options for recipients attempting to upload Progress Reports:

o 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).

e Options for Federal personnel:
o Contact the Help Desk to determine what additional solutions are available.

Solutions for File Download Problems

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

o Wait to download the file when there is less Internet traffic.
e Use a faster Internet connection to perform the download.

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

11



Federal Grants Personnel

e Program Office (Federal Program Officers)
o Provides the funding for the grant award
o Federal Subject Matter Experts

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

e Grants Office (Grants Management Specialists and Grants Officers)
o Provides the final approval for all Grants Management matters
o Federal Grants Management Experts

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

e Project Officer (EDA-Specific Role)

o Fulfills roles of both the Program Office and Grants Office, with the exception of the
final Grants Officer review and approval.

12



Grants Management Advisory Council (GMAC Contacts)

NOAA/NESDIS

Ericka Rosier

301-683-3512

NOAA/NMFS 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

Directories -- Accessed: April 7, 2015

Personnel

13



Grants Online Training and Help Desk

=  Grants Online Website
® Looking For More Information About Grants Online?

— Go to the Grants Online PMO website at
http://www.corporateservices.noaa.gov/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

14


http://www.corporateservices.noaa.gov/~grantsonline
http://www.corporateservices.noaa.gov/~grantsonline
mailto:grantsonline.helpdesk@noaa.gov?subject=Grants%20Online%20Question
https://grantsonline.rdc.noaa.gov/flows/home/Login/LoginController.jpf

Grants Online User Roles - Federal

FUNCTIONS / ROLES cert - Uncert C)Pfiir:e Off?cl;(:g(ituth gfiincqe Pgm Office  NEPA = Selecting )\ Grants  Grants

FPO FPO . . Requester  Official  Official Specialist  Officer
Staff Official) Reviewer

View Awards X X X X X X X X X X X

Create RFA (Including FFO and Synopsis) X X X

Review FFO and Synopsis X X X X X X X X X X X

Review Reviewer Instructions X X X

Manage Competition X X X

Be Assigned Program Officer on RFA X X X

Be Assigned Program Officer on Application X X X

Notify Recipients for Non Competitive Apps X

Accept Competitive Applications X

Approve Selection Package X

Forward Documents to FALD X X

Complete Negotiations X X X

Accept Minimum Requirements Checklist X X X

Reject Minimum Requirements Checklist X

Complete PO Checklist X X X

Certify and Forward PO Checklist X

Complete and Forward NEPA Document X X X

Approve NEPA Document X

Complete and Forward Procurement Request X X X

Be Requester on Procurement Request X X X X X X X X X X

Review Procurement Request X X X X X X X X X X

Authorize Funds on Procurement Request X

Initiate Partial Funding X X X

Initiate Award Action Request X X

Initiate Amendment X

Complete Administrative Review of Award File X

Approve Award X
Accept Progress Report X

Accept Financial Report X
Authorize Bureau User Access to Grants Online X X
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Grants Online User Roles - Grantee

Recipient Recipient Recipient P RECE Recipient * ReFipient Recipient
Gl SRS Auth Rep Admin PI/PD e L A VY
Submitting Submitting
View Awards X X X X X X X
Initiate Award Action Request X X X X X
Submit Award Action Request X
Accept or Reject Award X
Manage Recipient Users X
Complete Progress Report X X X
Submit Progress Report X X
Complete Financial Report X X X X
Submit Financial Report X X

* Recipient Administrator needs to confer "Submitting" Role
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Grants Online User Roles - Definitions

ROLE NAME DEFINITION

ASAP Authorizer

Budget Officer
(Procurement Request Authorizing
Official)

CAMS First Approver

CAMS Second Approver

CAMS First and Second Approver
CAMS First Approver - D

CAMS Second Approver - D

CAMS First and Second Approver - D
CESU Manager (NOAA Only)
Commitl

Commit2

Credit Checker
Director (EDA Only)

FALD

This role is given to the users who are responsible for the first step (ASAP Authorization) of the 2-step
process used in setting up a new award in the ASAP System or adding funds to a current ASAP award. The
second step is ASAP Certification performed by a user with a role of "Finance Office". The ASAP Authorizer
is also responsible for releasing ASAP profiles as appropriate and reducing ASAP thresholds in the case of a
reduction in funding.

The "Budget Officer" role in Grants Online is given to users who are actually Procurement Request
Authorizing Officials. The person with this role checks availability of funds for the award and provides final
approval for the Procurement Request (CD-435) of those funds as well as validation of the ACCS codes if not
already done. This role has an accompanying threshold amount which the system uses to verify
authorization to approve the use of Program Office funds.

These roles are given to users responsible for entering grant obligations into the instance of the Department
of Commerce's CBS that tracks financial actions for that particular Bureau. The business process is slightly
different at different bureaus so the various roles reflect these differences.

These roles are given to users responsible for entering grant de-obligations into the instance of the
Department of Commerce's CBS that tracks financial actions for that particular Bureau. The business
process is slightly different at different bureaus so the various roles reflect these differences.

This role provides oversignt for CESU (Cooperative Ecosystem Studies Units) Awards.

These roles are given to users responsible for entering grant commitments (reservation of funds) into the
instance of the Department of Commerce's CBS that tracks financial actions for that particular Bureau. The
business process is slightly different at different bureaus so the various roles reflect these differences.

This role is given to the user within a particular Bureau who is responsible for requesting credit checks as
needed during the preparation of an award file for Grants Officer signature.

This role is unique to EDA and is given to the user who has Director-level approval authority on award
actions and payments.

This role is given to users in the Department's Financial Assistance Law Division who are assigned to a
particular Bureau. For some Bureaus there are Bureau-level instead of Department-level attorneys given
this role.
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ROLE NAME DEFINITION

Federal Program Officer - Certified

Federal Program Officer - Uncertified

Finance Office

Finance Reviewer

GMAC
(Grants Management Advisory
Committee)

Grants Officer

Grants Specialist

Lead Grants Specialist

This role is given to a user who is responsible for the development of funding announcements, application
reviews, and the processing of award and post-award recommendations to be sent to Grants Management.
Within Grants Online, only FPOs who are Certified can communicate between their own Program Offices
and outside entities such as FALD, Grants Management, and Recipients. For instance, an Uncertified FPO
cannot "Certify" a PO Checklist or forward an Award File to Grants Management. Individuals given this role
are assumed to have obtained a certain level of training in the Grants Management arena.

This role is intended for persons who are on track to become Certified Federal Program Officers but have
not yet obtained the necessary credentials required by their Line Office. They may assist with all tasks
normally done by a Certified Federal Program Officer, but cannot forward any documents to entities outside
of their own Program Office. The documents must be reassigned to a Certified Federal Program Officer for
that purpose.

This role is given to the users who are responsible for the second step (ASAP Certification) of the 2-step
process used in setting up a new award in the ASAP System or adding funds to a current ASAP award. The
first step is ASAP Authorization.

This role is given to users who perform the preliminary Finance Office review of Financial Closeout
documents. Workflow routing of tasks to this user is controlled by the "Reconciliation" checkbox on the
deobligation memo.

This role is reserved for the official members of the NOAA Grants Management Advisory Committee and
their designated back-ups, along with the points of contact for the non-NOAA Bureaus. There are usually
one or two GMAC users within each Line Office. The users with this role are responsible for authorizing the
addition, update, or removal of Grants Online users within their respective Line Offices. They also provide
input in prioritizing Grants Online system enhancement tickets.

This role is reserved for Grants Management personnel who have been given authority to make award offers
to recipients on behalf of DOC. They also make the final decisions with regard to approval or denial of
Award Action Requests. This role is accompanied by a system enforced approval threshold for funding.
This role is given to Grants Management personnel who have responsibility for administrative processing of
award files in preparation for DOC's offer to the recipient. They are also responsible for the review of
Financial Reports and Award Action Request recommendations from the Program Offices.

For every CFDA/Line Office combination, one Grants Specialist must be designated as the “Lead.” The “Lead”
is the initially assigned Grants Specialiast for any award with that CFDA/Line Office combination. The lead
also becomes the default Grants Specialist for certain tasks on an award (which can subsequently be
reassigned).
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ROLE NAME DEFINITION

Lead Budget Officer
NEPA Official/Coordinator
NEPA Reviewer

OLA

OLIA

Program Office Requestor

Program Office Reviewer

Program Office Staff

Progress Report Reviewer

The Lead Budget Officer has the responsibility of maintaining all of the Unique Account Descriptor codes in
the Grants Online system for a particular Line Office.

The NEPA Official reviews and approves the NEPA documentation as part of an Award File prior to
submission to Grants Management.

The NEPA Reviewer provides an additional review of the NEPA documentation as part of an Award File prior
to submission to Grants Management.

This role is given to a proxy Grants Online user account used to document the Bureau-level Legislative
Affairs step in a funded award file workflow. When a task is routed to the OLA user, Grants Online sends a
record to the Legislative Affairs system called WebDocFlow. A Grants Online notification is also sent to the
email address associated with that proxy user account. Legislative Affairs users then log into the
WebDocFlow system to complete appropriate actions related to congressional notification of awards. When
their actions are completed in WebDocFlow a message is passed back to Grants Online to move the award
to the next step of the workflow.

This role is given to a proxy Grants Online user account used to document the Department-level Legislative
Affairs step in a funded award file workflow. When a task is routed from the OLA user to the OLIA user
within WebDocFlow, a message is transmitted to Grants Online which correspondingly moves the workflow
in Grants Online to the OLIA step. A Grants Online notification is also sent to the email address associated
with the OLIA proxy user account. When the OLIA actions are completed in WebDocFlow a message is
passed back to Grants Online to move the award to the next step of the workflow.

The role of Program Office Requestor is given to a user whose only function is to provide first-level
"Requestor" approval on Procurement Requests (CD-435) prior to submission to the Budget Officer.

This role is usually given to a person who needs to be included in the workflow to review a Request For
Application (RFA), a Procurement Request, or a Performance Progress Report (PPR) but has no other role in
Grants Online.

This role is given to users who provide assistance to Federal Program Officers but do not have signature
authority. They are able to create RFAs and/or Federal Funding Opportunity notices, input paper
applications and approve (but not reject) Minimum Requirement Checklists, run the review process, and
complete (but not certify) the PO checklist. Users with this role have the same access in Grants Online as
users with the role of Uncertified Federal Program Officer, but are usually contract staff.

This is a Federal Program Office role given to a user whose only responsibility is to review Performance
Progress Reports received from the grant recipients. This functionality can also by done be users with other
Program Office roles such as Federal Program Officer (Certified or Uncertified), Program Office Staff, and
Program Office Reviewer.
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ROLE NAME DEFINITION

Public Affairs Liaison

Recipient Administrator

Recipient Authorized Representative

Recipient Business/Finance

Representative

Recipient Principle Investigator

RFA Publisher
Selecting Official

Vendor Control

Vendor Validator

View Program Office
(Line Office, Agency)

This role is given to users who need to be notified about grant awards for the purposes of preparing press
releases and/or other Public Affairs type activities which are separate and distinct from the Congressional
notifications performed by the Legislative Affairs offices.

Users with this role have the permissions needed to set up other people in their organization as users of the
Grants Online system and to give them access to specific awards as appropriate.

This role is intended for recipient users with signature authority to sign official grant documents such as an
SF-424 (application), or countersign an Award document such as a CD-450 (new Award) or CD-451
(amendment). More than one person can have this role at any organization; however on each Award one
person will be designated the primary “Authorized Representative.” (Designation as "primary" does not
provide any additional access to awards in Grants Online.)

This role should be given to recipient users who need to fill out Financial Reports (SF-425 and SF-270). There
are two versions of this role - users with a "submitting" role can submit Financial Reports directly to the
Federal Agency; users without the "submitting" role can only forward the Financial Reports to their
Authorized Representative who can in turn submit them to the Federal Agency.

This role should be given to recipient users who need to fill out Performance Progress Reports (PPRs). There
are two versions of this role - users with a "submitting" role can submit PPRs directly to DOC; users without
the "submitting" role can only forward the PPRs to their Authorized Representative who can in turn submit
them to DOC. Both versions of this role will allow the user to initiate an Award Action Request (AAR) but all
AARs must first be forwarded to an Authorized Representative for submission to DOC.

This role is given to users who are responsible for posting grant opportunity notices at Grants.gov.

The role of Selecting Official is given to a user who has the authority to approve the Selection Package
generated from applications received in response to a Competitive funding announcement.

This role is given to Finance Officer users who create and update vendors in CBS to be associated with
Grants Online Organizations on an "interfaced" award. Obligations for "interfaced" awards are created and
modified via transactions sent via webservices between Grants Online and CBS. For "non-interfaced"
awards the obligations are created and updated manually. Vendor Control users do not get workflow in
Grants Online for "non-interfaced" awards.

This role is given to Tier3 Help Desk personnel in the Grants Online Progam Management Office who
perform data quality assurance tasks on Grants Online organizaton records before they are passed to the
Vendor Control users in the Finance Office.

This role is available for Federal staff who need view-only access to Grants Files. The role is available at
three different levels: Program Office, Line Office, or Bureau (Agency).
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Grants Online System Navigation
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Accessing Grants Online

1.

Type https://grantsonline.rdc.noaa.gov in the address bar of your browser to launch the Grants
Online home page.

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.

Grnfs Online

« DoC General Public REVIEWERS Grants Online is the
premier Federal solution

. NOAA Use our Public Search feature *Access current applications e
to see information pertaining assigned to you for full life-cycle grants
. DoC/OS/OHRM to awarded Department of *Submit your review management processing,

Commerce grants. comments and scores

. MBDA +Ifyou have been assigned 3 Userame
. ITA must login through the
Grants Online Application Password

. NTIA GrantApplicants Review page
To Find and Apply for 3
. EDA Federal grant, go to the
il ey Federal Staff [Enter
. Grants.gov *Generate funding notices
gAs *Review grant applications Forgot 2
R rgot your username?
. Grants CurvsatiCeant Rechptents) «Select applications for award
“View ion about your .« procese selected Forgot your password?
s t DoC/OS, NOAA, icati
Division coment.Dx i applications
MBDA, ITA NTIAGrEDA . Award and manage grants
grants +Correspond with Grant
+Submit post-award action Recipients

requests, progress reports,

and financial reports Training
«Correspond with your Federal . g oo ot o inim
Program Officer and Grant e )

Specialist

A 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 of his/her account. The user must click 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.

22


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

Grants Online Navigation Features

Access to most 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:

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

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.

; %
3 \
I Inbox | RFA | Application | Awards | Account Hanagementl Reports Heln‘”

» Advisories

» Archived
Notifications

» Notifications Advisories

» Task
Management

» Tasks

Weicome to Grants Online Ms. Grants Student2S. You are logged in to TRAINZP. Log Off

" #* NOAA Grants Training 2014
05/11/2014 06:28 PM
Hafa Adai Guam partners! / \

Navigation Pane Document Pane
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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.

Welcome to Grants Online Ms. Grants Student

* Advisories Advisories
» Archived
Notifications
» Notifications Advisories

» Task
Management

+ Tasks

" %% NOS New FPO T
03/01/2014 05:42 PM

Welcome to the NOS Sponsof ~ ™

Account Management

My Delegations -

This feature allovs you to view and update the users to whom you
have delegated your vork. 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 vill be able to log in and perform all of your tasks and
activities.
(7 Note: Your delegate(s) will NOT receive notifications of tasks as they

a box.

time. The Grants Online Prog| This festure allovs you to view and update your current system

N T L e il preferences. Recipients and non-daily us:

02/19/2014 10:11 AM

Please note that there are c

Acceptance Testing for Test

For assistance contact:

GrantsOnline HelpDesk@noad queztion and ansve:

Ferances. These preferances include your system passvord,
the columns you would like to have displayed on your Inbox view
25 weell 35 the order in vhich you would like to have them
displayad. You may also modify your notification and email

ers of Grants Online
should NOT un-check their email receipt options.

F This faature allovs you to view and update your personal profie.
e your name and address information, as well as
Yot ATy SO ne e, Y ey Bl e 4o
system profile attributes, including your userame and your
currently assigned roles. Please ensure that your security
r are current so that the Help Desk can

cc: Lillian.L.Bames@noaa.goy provide you vith password assistance.

Help Desk Phone Number: 3

L-ddd-s11s

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

lo 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.

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.

Welcome to Grants Online Ms. Grants Student2S. Your password expires in 11 days. You are logged in to TRAINZP.

} Advisories
» Archived

Tasks >3 Sesrch RFAs > RFA >3 Advisories

prd
IS

Notifications

» Notifications.

» Task
Management

» Tasks

cc: Lillian.|

Advisories

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

" ** EDA and Restore Act Testing

02/19/2014 10:11 AM

For assistance contact:

GrantsOnline. HelpDesk@noaa.gov

L.Bames@noaa.gov

Help Desk Phone Number: 301-444-2112

Welcome to the NOS Sponsored Grants Online Training class 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.

Please note that there are currently personnel from both EDA and Restore Act Council using the TRAINING environment for testing of Grants Online. Ef]
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-pa|

l Breadcrumb Trail

— |

A WARNING!

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

When the user clicks the Help Tab, the following screen will display. The Help Desk contact
information and hours of availability are displayed in the blue shaded box. To access the
Grants Online training, click the Please click here to access Grants Online Training link at

the bottom of the screen.

O
GRANTS(T)
ONLINE &)
i

Welcome to Grants Online

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: GrantsOnline HelpDesk@noaa.gov

Hours: Monday-Friday, 8:00 am to 8:00 pm Eastern

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

ing Grants.gov, please call the Grants.gov Help

Grants Online Help Desk personnel do not have expertise in the use of the Grants.gov system. For
Desk at 1-800-518-4726

Ve FId

UNDER CONSTRUCTION

@V &

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

Please click here to access Grants Online Training I

Inbox Tab

Tasks

Email notifications alert the user to an action or task s/he must complete. When the user
selects a task, s/he has the opportunity to complete the action that has 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 dlsplayed

Wear o Cresta O e Crents Stdan 25 You s ogped i o TRABNL:
» Advisories
» Archived
Notifications

» Notifications Your Tasks
» Task

Management Document Type Status
* Tasks Alll v Open v Apply Filter >>

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

View NA14GOT9990070 Competitive RFA 041514 08/05/2014 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
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 Fund. of Fund:

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.
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View a Task

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

» Archived
Notifications

! Notifications

» Task
Management

> Tasks

Your Tasks

Document Type Status

[al ] [open v]

View NA14GOT9990070 Competitive RFA 041514

=
@

View NA14GOT9990070 Competitive RFA 041514

17 items found, displaying all items. 1
View(Award Number |REA Name

14GOT9990070 Competitive RFA 041514

v NA14GOT9990070 Competitive RFA 041514

[Task
IDate

Commitment Commitment
of Funds of Funds
08/06/2014 SKILLIGALEE 2571077 Procurement In Procurement 2259284  08/06/
INC Request and Progress Request and
Commitment Commitment
of Funds of Funds
08/06/2014 SKILLIGALEE 2571076 Review Not Award File 2259283
INC Release of  Started

08/06/2014 SKILLIGALEE 2571210 Procurement Not
Request and Started Request and
Commitment Commitment
of Funds of Funds
08/06/2014 SKILLIGALEE 2571209 Procurement Not
INC Request and Started Request and

Funds

Procurement 2259324

Procurement 2259323

Filter a Task

1. Select 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

7 [Gpen 1]

4. The Your Tasks screen shows only the filtered tasks. In this example, only the Open (In Progress)

RFAs are visible.

Your Tagks |
Document Type Status
[RFA 7] [Open *]

4 items found, displaying all items.1

(GDFFT)

Apply Filter >>

R i el =W il 7l
Type Status Type 1d

View 2259009 Student25_080414_Universal N

View 2256808 test 0508 N
View 2256757 Universal RFA 042914 N
View 2256176 Great Day For FPO Training N

2569643 Notify
Recipients
2564265 Notify
Recipients
2556044 Notify
Recipients
2553586 Notify
Recipients

v

In Progress RFA
In Progress RFA
In Progress RFA

In Progress RFA

2259009

2256808

2256757

2256176
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Account Management Tab

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

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

1 . - e
Reports | Help

Welcome o Grants Online Ms. Grants Student25. Your password expires in 11 days. You are logged in to TRAIN1P. Log Off

» My Delegations
» 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 ha
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 al
Note: Your will NOT receive notif i of tasks as they arrive in your inbox.

- My Preferences -
This feature allows you to view and update your current system preferences. These preferences include your system password, t

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

- My Profile -

This feature allows you to view and update your personal profile. You may update your name and address information, as well as|
may also view your system profile attributes, including your username and your currently assigned roles. Please ensure that your|
s0 that the Help Desk can provide you with password assistance.

2. The Manage Profile screen is visible. Click the Edit link.

Advisories > > Tasks > My Profile

| (o comments; Manage Profile

Prefix:

First Name: Grants
Middle Name:

Last Name: Student25
Affix:

Person 1D: 2010915

User Account Details
User Name: gstudent25
Active Flag:  true

3. The useris presented with a screen on which s/he can modify his/her identifying account
information. The variables First Name* and Last Name* are mandatory data entry fields.

_(ns comments) Manage Profile

Prefix:

First Name: ~ |Gr'ﬂnt5 |
Middle Name: | |
Last Name: *  [Student25 |

User Account Details
User Name: gstudent25
Active Flag: true




4. Scroll to the bottom of the screen and click the Save button. An indicator that data was saved is
accompanied by the message “Save was Successful” and is displayed at the top left-hand corner
of the screen. Although not required, it is strongly suggested that the user click the Save button
after each modification.

o commentsy Manage Profile

=P Save was successful.

Prefix:
Middle Name
Last Name:
e

User Account Details
User Name: gstudent25
Active Flag:  true

Security Questions

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

3 What is your mother’s middle name? ~ Mar

Edit Security Questions
Affiliations
[octats| o 10 Jorgonzation | poston Phone e ¢
Details 2002468 GOT One Commerce Program Office 301-555- 200xx Century Blvd, Germantown, MD 20874~ ¢
(ocPo) 5555 1143 USA

Add a new affiliation >>

Assigned Roles
[Role __________lorg ID_[organization |

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

Save | Save and Return To Main | Cancel

5. The Security Questions section displays the current questions and corresponding answers.
Initially, when a user logs into Grants Online s/he must specify this information. To change or
update the questions, click the Edit Security Questions button.

Security Questions

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

3 What is your mother's middle name?  Mar
Edit Security Questions
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6. From the screen displayed below, the user can modify his/her questions and answers. Click the
Save button and updates are confirmed with the message “Security questions saved
successfully.” Subsequently, the user must click the Save and Continue button. If the user opts
to just click the Save and Continue button, changes are saved but the message does not display.

Security Questions

Security ions saved successfully.

+ All questions must be answered

« No two questions can be the same

+ No two answers can be the same

+ Each answer must be at least 3 characters long

« Each answer may only contain alphanumeric characters, the "-", or the */" characters

Security Question 1 : [What is your mother's maiden name? -]

Answer : an

Security Question 2 : [What is your father's middle name? v

Answer : Feb

Security Question 3 : [What is your mother's middle name? -]

NOTE : You will be able to reset your own password in the future if you can answer
all 3 security questions with exactly the same answers that you provide here.

7. Toreset his/her password, the user must provide the correct responses to all security questions.
If the user contacts the Help Desk for assistance with a password reset, s/he must provide an
accurate response to all security questions. This assures the Help Desk that the user has the
right to access the Grants Online account.

8. To update his/her affiliations, the user should click the Details link under the Affiliations header.

Affiliations

T L e N = S|

2002468 GOT One Commerce Program Office 301-555- 200xx Century Blvd, Germantown, MD 20874- testemail@msg2.rdc.noaa.gov
[(e]e 0] 5555 143 USA

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

afftiation] i |
Organization GOT One Commerce Program Office (OCPQ)
Primary Flag true
Active Flag true * Primary affiliation must be active.
Title
Street Address
4
City Germantown
State MD
Zip 20874-1143
Country uUsA
Mail Route
Phone Number 301-555-1212
Alternate Phone Number
Fax Number
E-Mail testemail@msg2.rdc.noaa.gov
Alternate E-Mail
| Cancel |

29



10. As per convention, the data fields with a red asterisk require data. 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
Primary Flag
Active Flag
Title

Street Address *

City
State ©
Zip *
Country

Mail Route

Phone Number

Alternate Phone Number |

Fax Number

E-Mail

Alternate E-Mail |

[save | concel [

GOT One Commerce Program Office (OCPQ)
true
true * Primary affiliation must be active.

20020 Century Blvd

|Germa ntown
[MD
[20874-1143
lusA

[Bo1-555-1212

|testemai|@msg2.rdc.noaa.gov

% NOTE: If a user

wishes to change his/her
Organization, s/he must
contact his/her bureaus’
Grants Online
representative. That
person will contact the
Help Desk on behalf of the
user.

11. The final section on the Manage Profile screen cannot be modified without the involvement of a

Bureau’s Grants Online representative and the Grants Online Help Desk.

Assigned Roles

[Org ID_|Organization |
2002468 GOT One Commerce
Program Office (OCPO)

Federal Program
Officer - Certified

I Donc |

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

screen.

Security Questions

# ovesion 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

o | 0rg 10 orgmization | oston | Phone | maarezs —————Jewa ]

Details 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_________[0rg ID_[Organization |
Federal Program 2002468 GOT One Commerce
Officer - Certified Program Office (OCPO)

[cm]
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User Preferences

The user may customize his/her viewing preferences 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.

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 as you and chos
delegate your work to them. The users will then receive an email and/or notification, and they will be able to login and perform all of your tasks and activities.

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

- My Preference

This feature allows you to view and update your current system preferen ces. These preferences include your system password, the columns you would like to have di
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 preferences. Recipients and non
Grants Online should NOT un-check their email receipt options.

- My Profile -

This feature allows you to view and update your personal profile. You may update your name and address information, as well as your security question and answer.
view your system profile attributes, including your username and your currently assigned roles. Please ensure that your security question and answer are current so t
Desk can provide you with password assistance.

2. On the screen shown below, the user can customize the page size, number of breadcrumbs, the
look and feel, and the workflow warning.

User Preferences
Site Preferences

[ Page Size

Number of Bread Crumbs

=
5

1 Look and Feel

Warning

=

s ¥ [+]

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

Award Tasks

—— Please select an inbox colimn ——- —— 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 [ up |
Award Start Date Start Date
Completed Date =

- Please select an inbox calumn —— - 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 |_up |
Award Start Date Start Date
Completed Date [ Down |
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Customize Tasks
1. The user can modify his/her notifications using the checkboxes in the Email Inbox column (under
the Notification Preferences section — top potion of the image below). Any 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 make
modifications, click the Tasks 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.
1 ) Notification Preferences
Inbox Inbox
Password Expiration
Scheduled Downtime v
Policy Update v
Task Assignment 7
Item Submission 7
Delegation of Work
Expired Certification v
Pending Due Date 4
Overdue Item & )
iy e S
General Tasks
----- Please select an inbox column -—--- ----- Please select an inbox column -----
Project Title Award Number
Proposal Number RFA Name
Total Federal Funding Task Received Date
Approved Federal Funding Applicant Name
[Award Start Date Task Id
Competition Name Task Name
” Task Status ETH
e o
Start Date
Completed Date

3. Forthe Task Preferences, use the Push [>>] and Pull [<<] functionality to specify the columns
that will display on the Tasks portion of the screen.

4. For the Task Preferences, use the Up or Down buttons to select the column order
that should display on the Tasks portion of the screen.

5. Click the Save button at the bottom of the screen. The user has to scroll to the bottom of the
screen to see the Save button.

Post Award Tasks

————— Please select an inbex column --—- -—-- Please select an inbox column --—-
Project Title Task Id

Proposal Number Task Name

Total Federal Funding Award Number

\Approved Federal Funding Task Status

\Applicant Name Document Id

Task Received Date Document Type

|Award Start Date Start Date

Completed Date

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
[Loo | (21

Number of Bread Crumbs

[20 | 11

Look and Feel

[poc -]

Workflow Warning

[res 7] [+

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

Password Guidelines :

Old Password :* | ‘

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

« Passwords cannot contain quotation marks,

+ Passwords are case sensitive.

« A Password must begin with an alphabetic character.

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

Confirm Mew Password :* | ‘ + At least one of the characters must be a special character. The only special ch
underscore "_", dollar sign "s", and pound sign "#".

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

» At least 3 characters must be different than the previous password.

« Passwords must not contain the user's account name or parts of the user's full
Submn Cancel consecutive characters.

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

Mew Password :* |

ONOTE: 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 “#”.




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.

Account Management

- My Deleqations -

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

- My Preferences -

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

- My Profile -

“This feature allows you to view and update your personal profile, You may update your name and address information, s well as your security question and answer, You may also

view your system profile attributes, including your username and your currently assigned roles. Please ensure that your security question and answer are current so that the Help
Desk can provide you with password assistance

2. 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.

Firs Name: [

Role: AGO

ASAP Authorizer

Award Mailer

Budget Officer M

Add a Delegate

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

organization or role.

2. Click the Find Peers button.

Role:

| [Find peers |

Delegate Authority

You currently have no peers on your list of delegates

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

First Name: ‘ ‘

Last Name:  [student |

Organization: ‘ ‘

AGO

ASAP Authorizer

Award Mailer

Budget Officer i

34



3. When the search results are returned, choose the user 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:  [student |

Organization: | |

Role: AGO

ASAP Authorizer

Award Mailer

Budget Officer -

— I

Search Results

Grants Student00
Grants Student01
Grants Student02
Grants Student03 ~

4. The screen shot below is visible when a person is successfully chosen as a delegate. To specify
additional delegates, repeat steps 2-3 as many times as is necessary.

Delegate Authority

Current Peers on delegation List:
[Action [Prefix [Affix|Name ______[Phone _____[Email _______________[Fox|

Rescind Grants Student00 301-555-1212 testemail@msg2.rdc.noaa.gov

GOT One Commerce Program Office

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.

Frse Nome: | [_]
Lastame: [
organiaron: [ ]

Role: [AGO

IASAP Authorizer

(Award Mailer

Budget Officer M

Rescind a Delegation

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

Account Management

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

- My Preferences -

This feature allows you to view and update your current system preferences. These preferences include your system password, the columns you weuld like to have 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 preferences. Recipients and non-daily users o
Grants Online should NOT un-check their emall raceipt options.

- My Profile -

This feature allows you to view and update your personal prefile. You may update your name and address information, as well as your security question and answer. You may also

view your system profile attributes, including your username and your currently assigned roles. Please ensure that your security question and answer are current so that the Help
Desk can provide you with password assistance,
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2. 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.

3. 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:

Action [Prefix |Affix|Name ______[Phone ____lEmail ________________[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: I:l
el —
Organization: I:l
Role: [AGO

IASAP Authorizer

|Award Mailer
Budget Officer -

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

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

Choose Active User

Other users have chosen to delegate their work to you.
You may choose to work as one of the users listed below.
Otherwise, choose 'Continue to Inbox' to work as yourself.

Select  [userName |
Grants Student00

Continue to Inbox >>
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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.

* Advisories

* Archived
Notifications

* Notifications

» Task
Management

» Tasks

OPERATING AS DELEGATE FOR Grants Student00. You are logged in to TRAINZP. Log Off

Advisories > > Tasks

Reports

The current user is operating as the Delegate
for Grants Student00.

Your Tasks
Document Type Status
[An ] [Open v

| Apply Filter >>

124 items found, displayi

View N/A

View N/A

g 1 to 100.

Task Start Date (Task Id [Task Name [lo.cumgmAlzplu‘an.t
Received
Date

N/A

[First/Prev] 1, 2 [Next/Last]

09/06/2014 2572977 Notify Recipients Not 2258903 N/A
Started
08/06/2014 08/06/2014 2571285 Manage Review In Review 2259327 N/A
Event Progress Event
08/06/2014 08/06/2014 2571283 Conduct In Application 2259329  bangor -
Negotiations Progress lillian
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Viewing RFAs and Awards
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RFA: Request for Applications

Overview
Encompasses:
1. Federal Funding Opportunity (FFO)
2. Competitions (if any)
3. Merit Review Events (if any)
4. Applications Received
RFA Types:
e Competitive Mission Goals Information * o mission goals have been selected,
o Recipients are not known in advance et
o A selection package is required Application Routing *
e Non-Competitive No Program Officers are assigned to receive applications
Vi Edit
o Includes Institutional Awards (i.e. EDDs), and
earmarks Application Package *
o Main requirement is that recipients are An application package has not been selected.
View/Edit
known in advance
o No funding opportunity needed in Grants Vinimum Requirements*
Online
1 Received on Time
o Applicants can access application packages ) Corect Federd Funding
through grants.gov using the Funding 3 Corect Match
¢ Complete Application

Opportunity number, but the Funding
Opportunity cannot be “found” by

View/Edit

Special Award Conditions

Grants.gov’s search feature. . N T
No Special Award Conditions are assaciated with this RFA.

View/Edit
Setup of the RFA includes the designation of:
Matching Requirements
. . . No Matching Requrements have been defined.
e Basic data an information necessary to post an FFO e Edt I
on Grants.gov and set up applications in Grants
. . . . [ Attachments:
Online (CFDA #, Fiscal Year, Total Available Funding,
etc) No attachments.
e Staff who will initially receive and process Add new Attachment; [+
li . Any changes to infarmation on this page should be saved before adding or removing attachments.
applications Large File Guidance

o Can be done via WORKLOAD routing (i.e.

round-robin) or STATE routing (applications  save |

from specific states go to designated reps)

o Once applications are received, they can also be reassigned
e Minimum Requirements that applications must meet in order to be processed (Technical
Review)
e Review Events that will be handled through the Merit Review Module in Grants Online
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Searching for an RFA

/ Wy The Washington Post: Na: x { '] www.corporatesenvices.nc % f ['] Grants Online | Search RE. x Y it SEE =3
€« Cnfn https://grantsonline.rdc.noaa.gov/flows/document/rfp/Shared/Start/doSearch.do Qyy =
i Apps 2] Suggested Sites [ OECD [ OLIS [5d American Factfinder [ Los Angeles Times @ New Vork Times | Time & Attendance Wu Wall Street Journal  )) Washington Post B8 Weather » | [ Other baokmarks

U.S. ECOMQIIC DEVELOPMENT ADMINISTRATION

Welcome to Grants Online Kerstin Millius. Your password expires in 15 days. You are logged in to PRODIT. Log Off

¢ Create Omni
FRN

' Create RFA

Advisories >3 Tasks >3 Sesrch RFAs

. Search for RFA
+ Search Omni

cone

RFA Name :
' Search RFAs Funding Gppertunity Number :[ED
CFDA Number :

o ot 1
(use format YYYY)

Choose Type:
@ Al Meoncempetitive

Competitive Broad Agency Announcement
Congressionally Directed Congressionally Mandated
Institutional Formula/allotment

Search Results

12 items found, displaying all items.1

pe ICompetition Name ICompetition Publication
d Date
2015

2557452 FY 2015-2016 TAAF Federal Funding Opportunity Competitive ~ EDA-HDQ-TAAF-2015-
2004657

2544155 Integrating Economic Development Across the Federal Competitive EDA-HDQ-RNTA-2015- Integrating Econemic Development Across the 2544156 2015
Government 2004525 Federal Government
2553001 Innovation Policv Forum Noncompetitive EDA-HDO-RNTA-2015- 2015 2015-08-20 ~

Funding Opportunity Number Algorithm
BBB- YYYY-NNNNNNN (e.g. EDA- - -2016-2004559)

* BB Bureau Identifier: EDA

* YYYY Fiscal Year

. Line Office Identifier, e.g. Headquarters =

. Acronym for the relevant Program Office for the FFO (Note:
Funding Opportunities pertaining to all of EDA may be posted using PNP as the Program
Office)

* NNNNNN A sequence derived number
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Searching for an Award

+ SF-425A for
Multiple Awards

+ Search Awards
' Search Reports

» Supplementary
Information

Management

Weicome vo wrants unune derstin Millius. Your password expires in 15 days. You are logged in to PROD1T. Log Off

Advisories > > Tasks >3 Search RFAs > Search Awards

Search Awards

Award Number: ED—|

Reciplent Name: |
Project Title: |
Award Status: Open ¥

PI-PD Last Name:

Supplementary Information Category: k3
Supplementary Value:

Search I Reset

Please use the above fields to narrow down your search. Searches are not case-sensitive.
Fields can be partially completed to get all matching results. Use 9% as wildcard in search string.

Search Results

38 items found, displaying all items.1

pm-m - E

ED15HDO0300039 2003896 Pittsburg State University  Pittsburg Research Park AcceptedNone Designated

ED15HDQ0200013 2003712 Montana Economic Manufacturing MAcceptedMone Designated
Revitalization and Consortium of Montana
Development Institute Mansfield Prot...

ED15HDO0200027 2003726 REGIONAL DEVELOPMENT  Venture Acceleration Accepted Grace Brill
CORP Fund Enhancement

Project NM
ED15HDO0200005 2003692 Ohio Energy And Advanced Development of a High  AcceptedNone Designated
Manufacturina Center. Tnc. Strain Rate Metal

Award Number Algorithm

BBYY
* BB
* YY

* NNNN A sequence derived number that starts with 0001 for each line office for each

NNNN (e.g. ED14 0001)
Bureau Identifier: EDA = ED

Last 2 digits of Fiscal Year

Line Office Identifier, e.g. Headquarters =
The post-decimal part of the CFDA Number,
e.g. 11.303 (CCC --> )

Fiscal Year

EDA Line Office Identifiers:

Atlanta ATL
Austin AUS
Chicago CHI
Denver DEN
Philadelphia PHI
Seattle SEA
Headquarters HDQ

41



Processing a Non-Competitive
Application

(EDD Example)
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Applications and Review Event Overview (UNI-2)

Receive applications
()

Applications submitted via Grants gov

/

[
= GRANTS.GOV*

1 hﬁ

5/11/2015

Version 4,15

:‘ #0 End
4 5

Available without a task

Avalable without a task

Grants.gov |
)
Start
3 .
Assigned Program Officer Review Minimum Requirements ‘ IApprovethlaject
| Input Paper Applications Checklist (1 Per Application) Minimum Requirements
for REA al Checklist (1 Per Application
2
; RFA
NOAA
Review Reviewer Instructions
d Select Applications global option becomes
i 5 ',
. > » > En available after Review Instructions warkflow is

“Review Reviewer |nstructions campleted f there i no Review Event

document i5 avallable, but not a task,

3 ! 8 9
Assigned Program Officer Review FALD Clear
Reviewer Instructions Reviewer [nstructions
Review Event Workflow
___________________________________________________________________________ .
| Only if Review Event Exists I
|

[
I sReview Events are optional in Grants Online. |
| *Review can be conducted using Grants Online functionality or outside of Grants Online I
: |
| ﬁ '
! w =‘ End |
| 1 Far Competit ing, Select Appiica !
: Dependent upon campletion of Reviewer r Competitive processing, Select Applications 13 |
: 10 - Start Review Event  {nstnuctions workflowand approverefect/ 12 N global option becomes available after Review Cloge Review Event |
| Competition withdraw status on all associated applications. Competition  Event workflow is completed if there i a Review [
| Manager  Global Option Manager Event Global Oation I
! [

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

A review event is optional for the Universal process.



Receiving/Inputting a Paper Application

Applications submitted through 4
) Grants.gov

- GRANTS.GOV| \
| I —*
1

. ia Applicat Assmned ReviewMin.Req.  Approve/RejectMin.
|=| Createvia Applcaifn Teb ﬂ/ ProganOficer  ChecisThpp)  Rog Chckis

(1/App.
NOAA Input Paper Applications
for RFA

Applicant Information
Application Details - SF-424 Legaltane: = |

Department Name: | |

ﬁ Division Name | |
At Tra

Duns Number; l:l EIN Number: l:l

(90r 13 digit number) (30t-x000000X)

J Attachments:
[] Program Office Added Information Street: | |
Project Type: O Construction © Non-Canstruction ' ’

State: = District of Columbia ¥| Province ‘ |

o — S

Name and Telephone number of person to be contacted on application matters

Prefic_ FirstName: idde Name: Lzt Name: Sufic
Keywords) None "| ‘ I | None ¥
Tile \ |
i ey AP ety ¥ Onzson faen |
Proetumeer | Factiumnez | \
Ema ‘ |
Wkaﬁnn&missiun'lypeﬂndbatehﬂummﬁm
Type of Submission: ) appication {)Pre-appiication () Changed/Comected Application Other Application Information
£ Appiic ¢ Ocontnuztion Ofevan O (OResubmsson Type of Applicantt: * Nonrofit with 501C3 IRS Status (Other than Institution of Higher Education) v
m, select appropriate letter's): ~Select a Revision Type- v Type of Apphcant2: Plezse Select Applicant Type v
Type of Apphcant3: Please Select Applicant Type v

Use format lufDl]fYW‘rfm date fields. [Test/Training App 1 for Release 4.06 Comp RFA
e s = i Dh,m:h. Title of
= ‘”q 001 ‘ - | Applicant’s Project: *

Easem

Project Areas:

CFDA Number: * 11,999 - Grants Online 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.
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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.

Name of Faderal Agency: ‘NOM

< e Agpicant Deinquenton any Feceral Deat? () yes

Agplicant Co

Is Application Subjectto Revie by State Eveculive Order 12372 Process?

e Stafe under e Exe

ut has nat been selected by the state for review

Authorized Representative

P Fistllame Iidelleme:  Lstitame: Sulix
Hore I | | Hone v
Tt \ |
Phons P T |
Email ‘ |
Application Funding Details: *

Total Funding: *

Multi Year Award

Nathing found to displzy.

Save and Start Workdlow

e

FFr:casﬂ:rre‘\e.«'c-1|:|

Edit Application Funding Details

i

Application Total Funding : 500000

Fiscal Year :

(e format YYYY )
Funding Start Date : *

(use format MM/DD/YYYY |
Federal Funding : *
Applicant Funding :

State Funding ;

Local Funding :

Qther Funding :

Total Funding :

m Close

2011

10/01/2011

500,000.00
$500,000.00

Funding End Date : *

(use format MM/DDAYYYY ) N

Program Income :

Application Funding Details:
Total Funding; * (500000
Multi Year Award: Mo

Fiscal Yearitart Date[End Date Federal _{ApplicantSatel oca therTotl Fundingsfrogram IncomelActionActon

000 10/01/201109/30/2015 $500,000.0050.00  $0.00 $0.00 $0.00 $500,000.00  §0.00 Edit  Delete

Add New

Save and Start Workflow m

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



Minimum Requirements Checklist

Applications submitted through
) Grants.gov 5
M G GRANTS.GOV]
\ I — —b End
! 2
Createvia Application Tab Done Assmned Reviewlin.Req. | ApprovelRefectin.
|.| i A ngmmomce| Checklist(1/App.) | Req.Checklist
(1/App)
NOAA Input Paper Applications
forRFA

2 items found, displaying al items.1
View[Task Id [Task Name

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 Checkist
Minimum Requirement Met
Requirement 7
Received on Time OYes
Ot
(ot Applicable
Overal Comments:
Correct Federal Funding OYes
Onio
(ONot Applicable |
Correct Match (es = e S
e
(Mot Applicatle - -
Complete Application OYes
Ono
ONot Applicable

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



Rejecting or Withdrawing an Application

Withdraw — Use for duplicate applications

Reject — Use for applications that do not meet minimum requirements. Note: “Reject Application” does

not automatically notify the applicant that their application has been rejected. This should be done

outside the system, and a copy of the notice saved to the application file.

Federal Grants System DUNS Relationships

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

Applicant obtains
AN\ DUNS # from Dun
| and Bradstreet.

Applicant Registers

in SAM using the

, Ve Y J EIN or DUNS.
mAM Grants Online info is

manually checked
against the SAM
record.

b

> GRANTS.GOV*

FIND, APPLY, SUCCEED*

ASAP ID

GRANT #
DUNS

US Department of
Commerce
Business Systems
(CBS)

Grants Online Org
is linked to CBS
Vendor which is
linked to ASAP ID

all using the DUNS

Number

USA

Govemment spending at your fingertips

DUNS

GRANT #,
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SF-424 and Organization Profile: “Conduct Negotiations”

Version 4.15

3 4 5 6

PO Checklist ~ PO Checklist ~ CompletePO  Certify PO Forward Award File to
CheckList Checklist Grants Speciallst

EDA Only

20 21 22
Approve  Commit2 Approve
Approver

Automated Task
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i

F ]
I Y
{ PO Checklist

T
/’ |
-
-
=
=

LOINA 1

Assigned [Ur,d"f,n E0 proarement
Program Negotiations 3 / Request
Officer ’
33 items found, displaying all items.1
TaskName  |Award Number Document |Project Title Task (Document|Task Id |Start Date {Completed|Applicant
Received (Type Status [Id Date Name
View Conduct N/A 02/05/2011 Application LB Universal2 RFA App Not 2199761 1795527 icmr LB Univ2
Negotiations Started App
Vigw hntify Bariniante BI/A n2/nc/In11 BEA B In 2100740 17QCEIC AP/NEINTY hLIA M A
Application Submission Type and Date Information
Type of Submission: © Application © Pre-Application Changed/Corrected Application
Type of Application: © New © Continuation © Revision © Renewal © Resubmission
If Revision, select appropriate letter(s): | -Select a Revision Type- v |
Use format MM/DD/YYYY for date fields.
Project Start Date: * Froject End Date: *[08/30/2017 | submited Date: | |
StateReceived Date:[ | Federal Agency Received Date: * [08/01/2014 | vime: = [05:00_| [PM_¥] Eastern .
Applicant Identifier |:| State Application Identifier: | Federal Identifier: | | Step 1 - Org

Applicant Information LOOkUp - Fln’d
Legal Name: * [First name Last name | 5 Of'ganlzathn S

Please Associate an Organization within Grants Online using the Org Lookup button. .
Note: If this is a Continuation or Supplemental, skip this step and click on the "Associate Award Number” button at b record 18] database
Department Name: [ |

Divisian Name: | \ or add if necessary
Duns Number: ,—| EIM Number: * l:l

(9 or 13 digit ber) 123456789 (roe-3000000x)

Street: \

City: | County: | ]

State: * | Maryland ¥ |Province: | |

coury:| | O —

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

[ Search | Cancel |

Add a new organization ==

2 items found, displaying all items.1
HOrg Bureau Address DUNS+|EIN

Select 2002469 Institute for
Community
Managed
Resources (ICMR)

Select 1000059 St Martin Parish  NOAA

123456789 987654321
amuning, GU
PO000 GUM
P.O. Box 9, 5t. 123456789 726001273 true
Police Jury Martinville, LA
70582 USA 49



Associating an Application with an Organization Profile in Grants Online

1.

An additional identifier on the Organization Profile called the “Cage Code” may be returned in
the search results. The Cage Code is a data field from the System for Award Management
(SAM).

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

You will be able to tell whether or not an organization is already set up in ASAP by the presence
of an ASAP ID in the search results. If an organization record is non-ASAP, but that Organization
has been ASAP in the past, please contact the Grants Online Help Desk.
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Add a New Organization

Add Organization

Description

QOrganization Type External Recipient A |

Bureau * National Oceanic and Atmospheric Administration (NOAA) v

Applicant Type Other v |
Organization Name * |An Organization that is External to NOAA |

Identification

Duns Number

El 123456789

MSI Code [ not specified - ¥ |search MSI List

Note: Addresses must match the physical and mailing addresses in the SAM for the associated FFATA DUNS.

The Physical Address is the address used for searching and viewing throughout the system.

SAM Physical Address

1457 Main Street

Street Address *
4

City * Germantown
County
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 > Exit.

State | Please select a state v | Zip

Country [United states 7]

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 Task Completed|Applicant |Proposa
Date Name  |Number

View Conduct N/A 02/05/2011 Application LB Universal2 RFA App Not 2189761 1795527 icmr LB Univ2
Negotiations Started App
Vicw Nntifir Bariniante /A 172/05/7011 REA h/A In 7100760 1705575 A2/NE/011 N/A M/A
L;gpl:;glg’\t‘l'zmb(:rf:ﬁce Added leorn1mion | Step 2: SeIeCt
Project Type: Construction ' Mon-Construction © Both < COI’]S'[I‘UCtIOﬂ, Non-
Principal Investigators- Construction or Both

Project Directors:

Keyword(s):

e
Principal Place Of Performance : Search FIPS Data [JENGERS

Authorized Representative

Prefic FirstName Hidgle Name:  Last Name: Suffix

None ¥ ‘ H ” | None ¥

Tie [ |

31:15‘Iumher| | Favllm:e" |

mai | | )

B vithin Grants Online for the Organization mentioned above using Step 3

: : ‘ < Authorized
<

Representative
Lookup — Find
Auth Rep in
database
Award Number: Step 4. Generate
< New Award
Number or

Associate with

[ Save | o
Existing Award

We are currently working on a new award. When working on a continuation amendment, the user will

only have the option to select an organization identified on the original award.
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Conduct Negotiations Complete

PO Checklist
A - A -
» »
No Procurement Request for
;0N ; Zero Dollar Awards
1 §
: Conduct NEPA
Assigned
. NOAA, NTIA, EDA
Program Officer Negotlat;ons ( o
K nly)
2
¢
’t
To x
Provisional
Organization 12
Workflow Procurement
Request

Your Tasks
Document Type Status
A ¥ Open ¥ Apply Filter >>
32 items found, displaying all items.1
Award File In Progress - NA12G0T9990022
View Procurement  NA11G0T9990039 02/02/2011 Procurement Test/Traiing App 1 for Hot 2199722 1795342 Institute LB Tes
W 2205402 Request and Request and Release 4.06 Comp RFA Started fr Al
Status: Commitment of Commitment Community
Funds of Funds Mznagzd
i s
Your Comments: (IM)
View NEPA Document NA11G0T2990039 02/02/2011 NEPA Test/Tranng App 1 for In 2199724 1795341 02/02/2011 Institute LB Tes
Release 406 Comp RFA Progress for Ap1
A (N EPA - Community
/ Mznagad
Spell Check N OAA' RET:U-J;ES
NTIA, EDA =
View Complete PO Qﬂh‘r)mm 02/02/2011 PO Checkist Test/Traming App 1 for Not 2199723 1795340 Institute LB Tes
Checkist Release 4.06 Comp RFA Started fr Al
Moroge
Resources
[OR
View Assin Award A 01/04/2011 Application Test App for4.05  In 2199526 1794572 01/25/2011 Institute 1B - Teg
U Attachments: Number/Recipient Process Mzps Prograss for A1
Community
Pending Actions X
5 items found, displaying all items. 1
e D [statDate lrderal Funding Fscal Yearlast Acbonsistis i
PO Checklist 2243444 03/22/2012 45,000.00 2012 Gomplete PO Checklist: Not Started
NERA 2245446 05/22/201245,000.00 2012 NEPA Document; Mot Started
Lipauement Requect and Commitmant of Fundc 2245443 15/22/701 01 ! Not Started
Organization Prafile 2245445 03/22/2012 45,000.00 2012 Validate Organization Profile: Not Started
Organization Prafile 2045445 05/22/2012 45,000.00 2012 Validate Organization Profile: Nat 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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NEPA Checklist

NOAA NTIA
EDAOnIy
Q ] T
NEPA! NEPA Reviewand
3 selectNEPA
official

[ Attachments:

Mo attachments.

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

Guidance

a.) Level of Review

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

Categorical Exclusion (CE) Memorandum completed and signed by
the Responsible Program Manager aleng with related CE review
check\ as appropriate

Selec

Norhmg found to display.

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

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

Not Required

b.) Mitinating Measures

If either an EA or EIS was completed, did the analysis of the o NO
environmental impacts require the implementation of cne or more YES
mitigation measures?

¢.) Post Award NEPA Review Process

Does the proposal include funding for one or mere projects that have @ Ng
not yet been identified and therefore NEPA review cannot be YES
completed?

Please Select a NEPA Official for routing purposes:

 Save | Save and Retur o Main | Cancel

- Select A NEPA Official - ¥

wee <> (160523 Moo i e, coecos,r s 2 et g,

||—'”

Selected NEPA Official ~ Approve NEPA

Categorical Exchsions

(£ |CEDesciption
Category

6003 erepment on anechers,
|

f

(
(] et fln aenchent e b atgucaly exchde Fom e 6P g
(B}E)  atonnd he roped chage s o efect el or el o e
e mthacopy sttt EPA Concine, nd 2 e tement it

U
16082 eshron Acor. TheDenee st and osfratn P poky s o
3000 et may pose sipcant pacs n e ulty of e umn envronmen, 3
cumgely e spfant mpecs o e monmen e, acies it
E Y
i

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.

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.”
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Procurement Requests

Projact Task: 0

Organization:
Objact Class:

M fmount; *

Requetor”
P~ One temfoynd. 1
14 20002013

Progranm Code: 52 3

30 3
Qg7
O S %
I
Procurement I — Q
Request Procuremerti l I I_’
Request | Complete and Approve
Forward Each Proc.Re //
! Requestor _ __q_ J Request  Approve
: Document | | | Authorizing
# I : | Official
\J
' | 34A
Optionto establish additional / Approve
PRCF reviewers between the | r Procurement I
Requester and Authorizing I Request |
Official
| Optwnal |
| Reviewer |
|f additional |
| reviewer(s)are
| soeed _ !
Federa Sire: .
1. The Fiscal Year can be
The ACCS s vald Cha”%eq bi’(the Epodto use
o Yalidatad: trug rior year munds
mmmmwm: Burszi (py):
e Fmd (e 2000
Fiscal Year (yyyy: *
()

Oroanization ~ Program  Project - TaskObiect Classlmount Prior YearDWialidated

10-01-0002-00-00-00-0032-30-00-000 SAE0000-54E  41-11-00-00 §2,000.00N i

Toiehdess Rl

Accounting - ACCS Lines *
One item found.1

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

14 37 2011 50-42-0000-00-00- 03-03-02- DBR3BSG-  41-12-00- $125,000.00 Yes
00-00 000 POO

Add New ACCS Line
PRCF Total for this Award action: $125,000.00
Total Federal funds authorized for this Award action: $500,000.00

Automatically filled in after
Authorizing Official and
Requestor have been
selected
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o Next, select the “Procurement Request” task from the Inbox and then select “Complete
Procurement Request and Commitment of Funds” from the Action dropdown menu. Note that
this “Procurement Request” is only for the first year of funding. We will discuss how to fund the
out-years during the Post Award class.

e Fill in Authorizing Official (Internal Reviewer) and Requestor (During class each student should
use his/her own training ID (e.g., gstudent01). Select Save.

e Now the “Requisition Number” and “Ship To” boxes have been 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.

ACCS Lines (Accounting Codes)

e 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.

After entering the ACCS information.

e Click the Save button.

e C(Click the DWValidate button to validate the data against the CBS Data Warehouse tables. If the
validation is successful, the Program Code is populated.

e 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 screen. In addition, the word “True” displays next to the
Validated field.

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

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

o Avalidated ACCS Line for a Regular Account:

The ACCS is valid

validated: true
Bureau (xx): * 14
Fund {xx): = 7

Fiscal Year (yvyy): *[2o14

Project Task: JARM2APA| - m

Program Code: 04 -04 -01-005

Organization: 30 ] -[01 ] -[o000 ] -[oo |- o -0 -po ]
QObject Class: - - -

.00

Amount: * $[L,250.00 | PriorYearFund:
| save | DWValidate | Cancel/Done
Add New ACCS Line

One item found. 1

BureauFund|Fiscal YearOrganization ______[Program___[Project _Task/Object ClassiAmount _Prior YearDWValidaied
14

7 2014 20-01-0000-00-00-00-00 04-04-01-0054RM2APA-PO0 41-11-00-00 $1,250.00N Yes
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N 1 ) L
{ \..[OW & i & % \3
_H:. ;—i| " # 4 ._ _ F ';’
J J :
1 | Joogo
Procurement jctu - | Comp |F“‘d”d 15 Aporove | Request Authorizing 18
Request R | Forward Each Requestar Procurement | Uf[iiia| Aoprove
| Document Request . S |— 8
{
| | |
Rl 2
Dptlnnlo establish adeitional PRCF | ) . |
reviewers between the Requester | |
and Authorizing Ofic, | 16A 6
| Optiond Aporove |
- Procurement :
[ Request
L |

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.”
If the user needs to create more than one Procurement Request to send through different

approval routes, s/he can select “Create New Procurement Request.”

Remember, if there is

more than one Procurement Request for an Award, the total funding for all requests must be

equal to or less than the Total Federal Funds.

Select “Save and Return to Main” to prepare to start the workflow. The user is returned to the

Procurement Request launch page.

From the Action dropdown menu select “Forward Procurement Request to Requestor” to begin

workflow. Since the user has selected himself/herself as the requestor s/he will have a new task

in his/her Inbox to “Review the Procurement Request.”

Navigate to the Inbox, click the Tasks link and select that task. Select “Approve Procurement

Request” from the dropdown menu.
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PO Checklist

21 2 3 U Ua 39

0-0-.040.0-0-

POCheckist 1O Checklst CompletePO | CertifyPO  Award  Forward Award Fileto
Checklist Checklist — File Grants Specialist

PO Checklist - NA14G0T9990103

[ Attachments:
No attachments. General Award Information
Acd new Atachment: (-] Anplication Organization: cmr2 State: OC

Any changes to Information on this page should be saved before aading oremd plicant's EIN and DUNS numbers have been verfied:* [~
Large File Guidance

, Grant Type *  Guidance
General Award Information r
Application Organization: SKILLIGALEEING  State:MD Grant

Applicant's EIN and DUNS numbers have been verified: * e Cooperative Agreemert

GrantType*  Cuicarce If Cooperative Agreement, enter Cooperative Agreement Special Award Condition
Grant
Cooperative Agreement

If Coaperative Agreement, enter Cooperative Agreement Special Award Condition

Matching Requirements: *  Cuidance

o
Statutory Authority *  Guidance  Audit Trall: Lﬁ a. Federal  |b. Required Non- . Required Cost Share % of  |d. Funding Source / Required
Share Federal [Total Cost Share Explanation
[Amount Share Amount (Federal + Non Fed)

4§500,000.00 5000 0.0 Source or Explanation of 0% Required Cost Share: None
Required

Add New

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: 50.00

Total Required Non-Federal Share: 50.00

Voluntary Non-Federal Share: §0.00

Minority Serving Institution

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

IMPORTANT: PLEASE REVIEW CAREFULLY for spelling or punctuation err| Homeland Security Presidential Directive - 12

(35 can occur with copy/paste from Word). Does the proposed award require any recipient, subawardee, and/or
contractor personnel to have physical access to Federal premises

for more than 180 days or to access 2 Federal information system? @0 OYES

Research Tarms & Conditions Prior Approval and Other Requirements™  Guidance

Does the applicant follow 15 CFR Part 14 (OMB Circular A-110,

Future 2 CFR §215) and will the funding for the proposed award,

or any part of the proposed award, be used to conduct research? ONO OYES  @MNot Answered
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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.

Attachments:

= If the Grants Online Review Module was not used for the competition/award, but a
merit review was conducted outside of Grants Online, a copy of the review documents
should be saved here.

Statutory Authority — Data must be entered. The information can be modified by Grants
Management; however, NOAA policy specifies that the FPO should enter complete and
accurate information.

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

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

Matching Requirements —

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

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

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

Research Terms and Conditions — Generally, for EDA, this box should be checked “No.” The
effect of choosing “yes” on this page will allow a university to invoke a special authority to
unilaterally extend their award for up to one year without Grants Officer approval. Additionally,
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on the CD-450, the DOC Standard Terms and Conditions are left unchecked; and in lieu of these,
the Government-Wide Research Terms and Conditions are required.

Grants Management Process

GMD Review, Obligation, Approval and Award Offer (GMD-1) October 16,2014

“Review Award File" Task s placed into Grants
Specialist's Inbox when FPO forwards Award File.
A task also goes to Public Affairs to attach Press
Release. (Canceled if no action taken as of GO

e

\
7/ FALD/OIG Optional \

approval -Step 10,
i P 2 3 / Workflow & m 0
Complete GMD GMD Checklist f
Checklist
1 > ; Dot Award Fil GF' | S ’
Grants Specialist ‘ Ward File Final State Forward to
PO Checklist, NEPA, Grants Officer
Nightly Upload to CBS DW for ARRA 4 5 Procurement Request,
File generation for FAADS/USASpending Complete CD-450/851 GMD Documents
CD-450/451

Award Files cannot be signed by Grants
Officer if there is a
\ pending amendment.
ASAP Only @4/
Nightly

Validation

AUTOMATED TASK (based on Upload to
ASAP Approval Flz MARS
15 R dlg t 13 1z o " : 8
ecord Grants sond  CBS 1st/2nd Initiate Award Review )
16 Grant CBS 172 Grants Officer
ASAP s Sl Approval  Approver/ Obligation CD-450/451
Authorization Officer CBS Interface
Authorizer
AUTOMATED TASK
END
y Accept
Real Time Upload to
WebDocFlow ASAP Only

CD-450 - Closeout Process or
CD-451 - De-ob Process
(Declined Workflow -
See DA-1and DA-2)

@ *AUTOMATED TASK
(based on Data

Warehouse Records, not
(If NOAA, Grants > 100,000 only) o (IF NOAA, Grants > $500,000 Only) CBS Interface)

Decline

or 4 2

(If Other Bureau, all Grants) iF Gfter Bureaus il Grants) j i

Decline

20
19
= "@ » f$ Finance &AP. 2
17 office  Certification Recipient Authorized
18 .
Clear a Representative
Bureau OLIA : Department ear
Award Fil P .
(oLA) A& oy AwardFile

=  When the Award File has been forwarded to Grants Management there are several additional
steps that take place before the award offer is sent to the recipient. NOAA Grants
Management has 60 days to complete its review and approval process.
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= |f 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.

= |f the recipient organization record attached to the application is not indicated as ASAP, the
ASAP steps on this workflow will be skipped. Subsequently, the recipient must use an
“Organization Profile Change Request “ to initiate their ASAP enrollment after the award has
been accepted. This process must still take place even if a “Non-ASAP” organization was
accidently associated with the application instead of the ASAP record for that organization.

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

cleared.
Flnam:lal Asslslance Award
Recipient Name: University of Maryland, Center fer Envirenmental Science Federal Share of Cost: [550.00
Street Address: 2020 Herns Pint Rd Recipient Share of Cost: [£0.00
City, State, Zip: Cambridge , MD 21613-3368 Project Title: Do Not Pay Screenshot Total Estimated Cost: [$50.00
CFDA Number: 11.433 Award Number: NA15NMF4330041 Award Period: 09/01/2015 - 09/30/2016

internal Use Only

ASAP Authorize Amount: [£50.00 Prior Year Fund: no | DoNotPay List Checked

CD-450 Items

Required
Not Allowed
Not Allowed

Required

ce Financial Assistance Standard Terms and Conditions{DECEMBER 2014

he Dept.Of Commerce

Required
Adopted Pursuant to 2 CFR § 1327.101 Required

Required

for Grants and

(REF:79 FR 78390 DECEMBER 30, 2014)

Do Not Pay should be checked when SAM.GOV has been checked and no issues found.

Attachments
NOTE: Only save FINAL documents to the CD-450/451 page.

_
1 metrics.pdf i6 2015 Required Metrics 03,F13,f2015 11:28:41 AM No
FIMNA Line [tem Budget 03/13/2015 01:19:48 PM No
Authorized Scope of Work 03/13/2015 01:32:05 PM No
EDA Special Award Conditions 03/25/2015 12:24:41 PM No

NOTE: Short Descriptions of all file attachments should be entered into the “Other” field on the CD-
450 - this will ensure that they are included in the CD-450 “report” generated by the system.
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Other(s)

Co-Recipient: Clemson University Land Stewardship Foundation, Inc.

EDA Special Award Conditions

This award is being made under competitive Federal Funding Opportunity Mumber EDA-HDQ-0IE-2014-
2004219 posted at Grants.gov on 09/04/2014.

Also note any Co-recipients in the “Other” box, and be sure to add a special award condition through the
Grants Online interface to track whether the co-recipient has signed an “Acknowledgement and
Agreement of Co-Recipient.”

Filename Conventions for CD-450 Attachments

1. Line ltem Budget
a. File Name
i. Initial Award: “[Award Number] — FINAL Line Item Budget” (example:
ED15HDQ0200001 - FINAL Line Item Budget.pdf)
ii. Amendment: “[Award Number] — Amendment [#] FINAL Line Item
Budget”(example: ED15HDQ0200001 - Amendment 1 FINAL Line Item
Budget.pdf)
b. Short Description
i. Initial Award: “Line Item Budget”
ii. Amendment: FINAL Line Item Budget Amendment [#] (example: Line Item
Budget Amendment 1)
2. EDA-Specific Special Award Conditions
a. File Name
i. Initial Award: “[Award Number] — Special Award Conditions” (example:
ED15HDQ0200001 - Special Award Conditions.pdf)
ii. Amendment: “[Award Number] — Amendment [#]Special Award
Conditions”(example: ED15HDQ0200001 - Amendment 1 Special Award
Conditions.pdf)
b. Short Description
i. Initial Award: “EDA Special Award Conditions”
ii. Amendment: EDA Special Award Conditions Amendment [#] (example: EDA
Special Award Conditions Amendment 1)
3. Authorized Scope of Work
a. File Name
i. Initial Award: “[Award Number] — Authorized Scope of Work” (example:
ED15HDQ0200001 - Authorized Scope of Work.pdf)
ii. Amendment: “[Award Number] —Authorized Scope of Work Amendment
[#]”(example: ED15HDQ0200001 - Authorized Scope of Work Amendment 1.pdf)
b. Short Description
i. Initial Award: “Authorized Scope of Work”
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Amendment: Authorized Scope of Work Amendment [#] (example: Authorized
Scope of Work Amendment 1)
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GMD ChecKlist

GMD Checklist - NA15NMF4330041
3 Attachments:

No attachments.

Add new Attachment: [+]

Any changes to information on this page should be saved before adding or removing attachments. File name shou
Large File Guidance

| (Mo Commentz) - Comments

Checklist Items

Net Required Budget/Cost Analysis Memo

As Needed Intergovernmental Review of Federal Program
Applicants M t and Fil ial Capabilities

As Needed Credit Check

Required Delinguent Federal Debt

Required Single Audit

Required List of Parties excluded from Procurement/Mon-Procurement Activities

Required Past Performance

Net Required Pre-Award Accounting System Survey

As Needed High Risk Recipient

Mot Required Awards to Insular Area O Yes ) No ® Mot Answered

Required Grant Type ' Cooperative Agreement = Grant

Required Confirm Financial and Progress Report Reguirements

Required Review Special Award Conditions

Required Project Details

Required Statutory Authority

Required Project Dates

DoNotPay check is complete

University of Maryland, Center for Environmental Science

Edit ==

(Mo Comments) Internal Comments
Note: These comments are for internal use only.

Audit Trail: ﬁ

Description
Grants Online Bureau %0002 - National Oceanic and Atmospheric Administration (NOAA) I
Grants Online Org 1D 5041

Qrganization Type External All

Applicant Type Public/State Controlled Institution of Higher Education

With multiple Bureaus into Grants Online, the Grants Specialist is encouraged to click on the
View/Manage Recipient Organization link to confirm that the correct Bureau has been associated with
the organization record linked to the award.



Checking SAM.gov

SAM.gov should be checked for “Delinquent Federal Debt” and “List of Parties Excluded from
Procurement/Non-Procurement Activities.”

When SAM.gov is checked, a screenshot of the search results should be uploaded to the Organization
Profile for the applicant, and the date of the search should be filled in to the relevant fields. The
description of the SAM.gov screenshot should include the name of the applicant and the date of the
search, e.g.: “SAM.gov check for SRI International 20150917"

Grants Management - Due Diligence
Did Significant Name v o N
Check Findings Exist? e °

Name Check Expiration Date
Name Check Request Date
Credit Check Expiration Date
Credit Check Request Date

Credit Check Supplier Score

OIG Clear Date
Date of Last Drug Free Check Findings

High Risk Recipient Yes = No

Date of Delinquent Federal Debt Review |00/20/2015
Date of Qutstanding Delinquent Review |09/20/2015

Delinguent Debt Found Yes ® No
Name of Organization Debt Owed To
Delinguent Debt Amount

Is the Party excluded from
Procurement/Mon-Precurement Activities

Date of Check for Exclusion from ’—|
Procurement/Mon-Procurement Activitie 09/20/2015

Date Party was excluded from ’—|
Procurement/MNon-Procurement Activitie

Grants Management - Single Audit

1s the Recipient Current in its Single Audit Submission? ® ves © No Mot Required

Yes ® No

Questicned Costs? Yes @ No Findings? Yes ® MNo
Last Submission Date  [06/01/2015 Recipient Fiscal Year End Date|04/30/2015

No significant findings.

Comments:

24 /250 | spell Check |

Checking for the most recent Single Audit

Similarly, after checking the Clearinghouse for the applicants’ most recent single audit, the relevant
details should be completed on the Organization Profile for the applicant; a copy of the audit does not
need to be attached if enough information is completed in order to access it again on the Clearinghouse;
however, if there were no records found in the Clearinghouse, a screenshot of the search should be
attached. Any relevant questioned costs or findings should be addressed in the Comments box.
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Special Award Conditions

Special Award Conditions

Since this award requires the Recipient to provide $(From matching reguirement on CD-450 or 451} in
project-related costs from non-federal sources, the Recipient must maintain in its official accounti

Te al Monitor The Technical Monitor for this award is: Template
ct Milestones To ensure adeguate and timely progress towards project completion and achievement of the geals of the Template
Recovery Act with respect to project timing and associated expenditure of funds, NOAA and the gran

Matching Reguirement

Special Award Condition Details

Mame: * [Matching Requirement

Description: * Since this award requires the Recipient to provide $(From matching requirement on CD-450 or
451) in project-related costs from non-federal sources, the Recipient must maintain in its official
accounting records an accounting of $(From total on CD-450 or 451).

Spell Check
Response Required: Due Date: (mm/dd/yyyy) Satisfied Date:
Type: Administrative Pending

| Save l§ Save and Return to Main

e C(Clicking a template will pull up stock language for any given special award condition. This
language can then be edited for that particular award.

e All Special Award conditions entered through this screen will be aggregated into a PDF that is
automatically attached to the CD-450/451.

e Checking “Response Required” will allow you to track the grantee’s progress in fulfilling a
particular award condition.
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Processing a Competitive Application

(University Center Example)
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Merit Review Module - Managing a Review Event

Ocly If Rerew Event Exists

o Review Events are optionalin Grants Orlioe.
o Review Eventis conducted e both Competithe and Usiversal # Chosen,
o Review can be conducted wing Geants Onine fuctionaley o oxtside of Gants Orine.

freviewer Nt Feurd
4
A New Reviewer

Modfy Reviewer 10
Vabd Userto "
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Independent Individual Merit Review

I 2253410
Status:

Action: |Please select an action |

Your Comments R EESREEERETE

Yiew Review Event Details

Spell Check

Save Comment

I 2253411

Status: ManageReviewEvent - Not Started

Action: Close Review Event v
Your Comments: | Please select an action

Assign Applications To Review Event
Azsign Reviewers To Applications

| =] F'I-l||||-l|||| |||-l[|1'
View Review Event Detalls

Wiew Reviesw Event Summary —
[ JJET LTIECK |

Save Comment

e |nitially there is not a Review Event task in the Inbox. Therefore, the Competition Manager

should navigate to the Review Event Launch Page (from the sub-documents section of the

Competition Launch Page). When the Competition Manager completes that process, the “Start

the Review Event” option is now available on the Action dropdown menu. Remember, the

option to Start the Review Event will only be available if the Reviewer Instructions task has been

completed by FALD.

e When the Review Event has been started by the Competition Manger a “Manage Review Event”

task goes to the Review Event Manager. The Review Event functionality will be demonstrated

during the Open Forum session on Wednesday afternoon.
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Merit Review Module - Reviewing an Application

Y T
w Even ;f’?k«* flav
 Event Workflow
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Selection Package

Competitive Process (COMP-3) sjg/uts

i : : Version 4.15
Select Applications for Funding Overview il
A A af‘k
NOTE: “Selct s & "N~ S
Applications” option N\ !
remains available on the X 2 B 3 4 5
Competition Launch page. Select Applications R Forward Recommended
i N ecommended i i
ﬂ;:ls : : glob“al :Ipﬂon Competition Manager < y pdal Applications to SO Selecting Official
which is available even
A
when the user does not Gt
fidiea ealont o Recommended Option s dependent upon
Applications” task, Each Applications for funding completion m"" ;
time this option is chosen % {Giobal 9"_“0” on ::::uc:‘:':wnrkﬂ:v: ‘l':lso
and additional competition [aunch page. dependent upon completion of
applications are selected, Review Event workflow if one
the entire selection exists.
process must be
repeated. A A A A \
A A y a
g « <« y '\': < /"4—
11 10 8 7 6
Forward to CM Assign Award 9 " q - Review Recommended
For Selection Package Number Recipient Assigned Program Officer ey Accegt Anglications Applications
Number Assignment
¢ Generate Award Number
o Associate Applicant Org
o Associate Authorized Rep
Y
| A / i W A
| :Q N > > :Q > :" » End
2 /
Y 13 u 15 16 7 18 19
Competition Review Selection Selection Package Initiate SOReview  Selecting Official Initiate FALD Review FALD  Review Selection Package
Manager Package (Add attachments)  Of Selection Package Of Selection Package (No Legal Objection)
Steps 1-4

e The Competition Manager is responsible for reviewing the recommendations from the merit
reviewers and creating a list of recommended applications for the Selecting Official.

Steps 5-8

e The Selecting Official is responsible for reviewing the recommendations of the Competition
Manager and finalizing the list of selected applications.

Steps 9-11

e 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
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step is functionally the same as the “Conduct Negotiations” step of the Universal Application

Processing workflow.

Assign Award Number/Recipient

The “Assign Award Number/Recipient” task is now with each Assigned Program Officer:

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

Document |Project Title

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

View Assign Award /A

Number/Recipient

-

2199712

e (Completed|Applicant |Proposal
Date Name  (Number

1795321 icmr 1B Test

App 1

View Assign Award /A
Number/Recipient

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

2199526

1794572 01/25/2011 Institute LB - Test

for App 1

oS

o The requirements for this task are the same as the “Conduct Negotiations” task covered earlier.

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

When the Award number has been generated, click “Save and Return to Main.” Next, select the
option to “Forward to Competition Manager for Selection Package.” After the last application
has completed this step, the Competition Manager will receive the next task to Review the
Selection Package. After the Competition Manager reviews the package, it can be prepared for
approval by the Selecting Official and FALD.

Please note that a multiple year award refers to an award that spans across more than one year. A

multi-year award would have more than one line of funding; whereas a multiple year award would not

necessarily have more than one line of funding.

Create Selection Package

Steps 12-15

e 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.

e 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

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



Steps 18-19

e 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.

Start Award Processing

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 immediately 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.

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” after it has been
forwarded for Grants Specialist processing.
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View Report: Application Report

RFA

Id: 2499961
Status: Published

Action: [Please select an action v] bmi
Your Comments:

[ Attachments:

Competitive RFA Details
RFA Header Information

Document ID: 2499961 CFDA Number: 11.020
Announcement Type: Initial SubProgram:
Funding Opportunity EDA-HDQ-OIE-2014- E .. Office of Innovation and
Number: 2004219 AssiinediErogva ot ice: Entrepreneurship (OIE)
Line Office: EDA Headquarters (HDQ) Assigned Program Officer: Andria Fisanich
REA Name: FY 201? Regional Innovation Anticipated Publication 08/21/2014

Strategies Program Date:
Fiscal Year: 2014 Publication Date: 08/04/2014

Sub Documents

applications Report 2499961 4 cations Report

™ 2014 Cluster Grants for Seed Capital Funds CompetitionManagerActions -
Complete
Competition 2499994 FY 2014 Science and Research Park SelectingOfficial Actions -
Development Gran... Complete
Competition 2499973 FY 2014 i6 Challenge CompetitionManagerActions -
Complete
Federal Funding 2500026 FY 2014 Regional Innovation Strategies Publish - Complete
Opportunity Program

Export options: Excel

Click the ID link to download an excel file that shows all applications associated with the RFA, contact
information for the authorized representatives, and the disposition of the application in the application
review process (note: status does not update to follow the application after selection, so if an
application is awarded, the awarded status is not reflected here).

There is a similar link under each competition, which will limit the results to just that competition.
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Review of Application Processing Maps

Version 4.15

If needed, you can renegotiate the make any
(See separate “Renegotiation” Process Map).

2 3 4 5 58 30
PO Checklist PO Checklist ~ Complete PO Certify PO AwardFile  Forward Award File to
CheckList Checklist Grants Specialist

6 7

ik ‘ 8
1 1b : ; St 9 10 EDA Onl
Gt NEPA NEPA Review and select : Y
Competition StaxtAward NOA, EDAand NTIA]  NEPA Ofich Selected ~ Approve NEPA
fading, Processing (NOAA, EDA and NTIA) NEPADﬁic. NEPA il :

18 19 20 21
Commitl ~ Approve  Commit2 Approve
| Approver

) Approver

29
System  Link Vendor with
Org Profile
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GMD Review, Obligation, Approval and Award Offer (GMD-1)

“Review Award File" Task s placed into Grants
Specialist's Inbox when FPO forwards Award File.
Atask also goes to Public Affairs to attach Press
Release. (Canceled if no action taken as of GO
approval -Step 10.)

2
Complete GM|
Checklist
1
Grants Specialist —{
Nightly Upload to CBS DW for ARRA 4
File generation for FAADS/USASpending Complete
CD-450/451
Award Files cannot be signed by Grants
Officer if there is a

CRIILR S

Upload to
MARS

ASAP Only

AUTOMATED TASK (based on

ASAP Approval

?

(If NOAA, Grants > 100,000 only) or
(If Other Bureau, all Grants)

(IF NOAA, Grants > $500,000 Only)
or
If Other Bureaus,all Grants)

3

p GMD Checklist

5
CD-450/451

October 16, 2014
Version 4.14
Done
/o \\
/ FALD/OIG Optional \,

Workflow

Done . 8 : 4
Award File Final State Forward to
PO Checklist, NEPA, Grants Officer]
Procurement Request,
GMD Documents

Validation
Successful

10

h 4

18
Clear Cl
Bureau OLIA : Department ol
(OLA) Award File pol.l A Award File

(based on Data
Warehouse Records, not
CBS Interface)

—4—

o 13 12 1 9 8
15 Record Grants ol CBS 1st/2nd s ;
CBS 1712 Initiate Award Review :
16 ASAP Officer Approval ~ Grants o Approver e CD450/451 Grants Officer
ASAP Authorization Officer CBS Interface igation
Authorizer
AUTOMATED TASK
END
\ 4
Real Time Upload to
WebDocFlow ASAP Only

*AUTOMATED TASK CD-450 - Closeout Process or

CD-451 - De-ob Process
(Declined Workflow -

Decline See DA-Land DA-2)

=
20
.19 ASAP 21
Finance B
office  Certification Recipient Authorized
Representative

Recipient Award Acceptance

See the Recipient Quick Reference Guide posted as item #1 at:
http://www.corporateservices.noaa.gov/grantsonline/gol training GRANTEE.htm

NOTE: If the authorized representative identified on the application turns out not to be the person who
needs to accept the award at the organization, they must call the Grants Online helpdesk in order to
designate a new person to accept the award on behalf of their organization. EDA cannot change the
authorized rep once the award has been signed by the Grants Officer.
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View Report: Award Tracking Report

EDA

. ECONOMIC DEVELOPMENT ADMINISTRATION

Welcome to Grants Online Kerstin Millius. Your password expi we in 173 dsss Vau i re logged in to PROD2T. Log Off

* awar'l.jtTral: ng Advisories > Search RFAs > RFA > > Application - ED15HDQ0200023 > > Grants File - ED15HDO0200023 > > Award File 0 - ED15HDQ0200023 > > Comp
epol

¢ Grant Planning
for Competitive

Grants Report Parameters - Award Tracking
¢ :’:ra“t Haning Mote : Summary results of years prior to FY 2003 will be incomplete.
N oo Start Fiscal Year * | |
loncompetitive (use format YYYY)
Grants End Fiscal Year * | |
+ Unexpended (use format YY)
Balances Bureau Economic Development Administration (EDA) v
Line Cffice - Select a Line Office - 7]
Program Office - Select a Program Office - ¥ |
FPO - Select a Program Officer - v |
CFDA Number - Select a CFDA Number - ¥ |
Funded Only Yes

Award Number
Recipient Name
Recipient City
Recipient State - Select Recipient State - v

Congressicnal District within State |

Recipient Type - Select Recipient Type - v
Signed Award Only Yes

Award Start Date | |

(MM/DD/YYYY )

Award End Date | |
(MM/DDYYYY )

Gran_t Officer Sign Date Between | | and\
(MM/DD/YYYY )

Method of Selection: All b

Run Report

This is the only “customizable” report in Grants Online.



Post Award Processing
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Award Action Requests

General Award Action Request WorkFlow

Version 4.15
Start 4 > n y .
L 2 3 4 5 .
AAR Initiator Search for Awards Access Grants File page Select Type of AR Initiator
aTehouToh  AnSckcthuaritcion  AvandAcion hemet il el
Request from the Enter required fields S
Action Dropdown Menu A Start Workflow bl

Forward for
Optional

11 1.) Review Award
Grants Specialist ~ Action Request
2.) Forward to Grants
Specialist
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Award Action Request Index Page

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

* o Cost Extension - Pror Approval Required No Cast Extension - Por Approval Waived (Research Tems and Condiions|
Extension to Close QOut Reprogram ar Rebudget

* Change in Scape Equpment Purchase

* Transfer of Award Forein Travel

Change I Princinal Ivestigator/Project Director Sole Source Contract

Change n Key Person Specifed i the Appication Absence of more than 3 months or 25% by project drectar or Pl

Salisfied Special Award Conditons Inclusion of cost that require prior approval based on cost prncipls
Transfer of funds allocked fo training to other cateqonies of * Sub award, ransfer or confracting out of any work under the award f ot descrbed n the
BXDENSES approved apicaion

Pre-Award Cost * Termination for Convenience

Suomit Acditional Closeaut Documents

Other

81



No Cost Extension

(No Cost Extension — Prior Approval Required) Versond s

Start By =5 =y | ‘
AAR =] I=| = i ’

1 2 3 4 5
6
INITIATER (Recipient Search for Awards Access Grants File page Select Type of AAR Initiator
Authorized Representative, viaThe AwardsTab  And Select Award Action Award Action Request, MAWU;MMMM
PI, Co-Pl, or Finance Request from the Enter required fields Mmm
Representative) Action Dropdown Menu And Start Workflow

For No Cost Extensions, since project date updates are now going to be updated at CBS the workflow
will go through the CBS approval process. For ASAP awards a task will go to the ASAP Authorizer to
update the ASAP profile with the new date.
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Financial and Progress Reports

ASAP Drawdown Request

Version 4.15

Agency Review ASAP Recipients Only (Currently Only NIST)

" Mo Cost Estenslon - P Apnowal Regured Mo Cost Evtensian - Prin porosal Walved (Recearch Temns and Condltons|

Extansion o Closa Out Repraram or Rebudoet

" Changz in Suope Equment Purchise

M Transfer f dward Forsin T

Change n Pincial nvestigator Project Dvector Sile Source Cortratt

Chnge n ket Parsan Specfed nthe &poleation Absins of more that 3 martrs o 25% b proeet ety or )
Satefed Speil i Condlions Do ofcost o e i vl e on cost el
Transter of funde ot for i o other eateqones of - Sub awar, ranefr orcontratting aut of any work under the auared f ot discrbad i the aporove
BpETsEs annlcaton

Pra-diar Cost ! Tarminaton for Comiemience

LS4 Drawn Raesk

(ther
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SF-270

Routing of Federal Financial Reports (FR-2)

(SF-270)

START

1 2 3
Business-Finance  Search Awards Click on ID

Representative, of appropriate report
Authorized Representative and go to details page
to fill out form

Representative. 4\ whorized

Representative

November 6, 2013
Version 4.10
NOTE: System should prevent o
Auth Rep from submitting SF-270 15 /5
if NOAA CBS and ASAP and NOT / |
High Risk » :\H$§
Also System should prevent if
NIST CBS AND ASAP 7 8
Assigned Accept SF-270
Financial Reports created by “Submitting” Biz/Fin Rep can Grants
be forwarded directly to the Agency Specialist
\
o Non-
= ASAP
Only
9 (Asynch
Finance Office/ from
& 5 § APSI)
Forward To Authorized  geipient Forward to Agency CBS Inferface

10

Post as UnApproved
(Controlled by CBS Default Tables)

Unapproved
Voucher
High Risk ASAP Only (Need ASAP Authorization Amount) A
SF 270-ASAP Notification @
1
/\ Depends on post as Approved of  Finance Office
» » Unapproved.Controlled by CBS
\/ Default table.If Approved date is
null steps 11 and 12 are
16 9 manual Otherwise,will be closed
15 : ifcation S by Grants Online.
Finance Office ASAP Certfica Business-Finance
Representative
12
Review SF-270/Send
END Funds to Recipient

The option to submit a SF-270 is now only available to Non-ASAP recipients. A new Award Action
Request has been created for ASAP Recipients on the Agency Review process, who wish to inform the

agency that a drawdown request has been submitted in ASAP. (See ASAP Drawdown Request AAR.)
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Federal Financial Report

Version4.14

Financial Reports created By “Submitting”Biz/Fin Rep
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Performance Progress Reports

Version 4.14

Progress Reports created By “Submitting” Pl

Return for Revisions

16 14 3
Approve Progress Acsigned Program  Add Commentsand  Review Optional
Report Officer Return to Progress Reviewer
Program Officer Report
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View Report: Satisfied Special Award Conditions

Navigate to the Grants File for the award.

Scroll Down to “Sub Documents” and click “Special Award Condition Report.”

Sub Documents

fype _______________[ID il _____________ Swws |

Award Package 2278409 gstudent31 Accepted

Special Award Condition Report 2278409 Special Award Condition Report

Award File In Progress 2278495 gstudent31 Program OfficerActions - Not Started
Award File In Progress 2279008 gstudent31

Award File In Progress 2279010 gstudent31

Award File 0 2278127 gstudent31 Accepted

Export options: Excel
Associated Documents

pe Status
Award Action Request 2272419 Equipment Purchase GrantsSpecialistActions - Mot Started
Award Action Request 2272441 Satisfied Special Award Conditions  Program OfficerActions - Complete
Export options: Excel

Grantees must submit an award action request for “Satisfied Special Award” conditions in order to

document that a special award condition has been fulfilled.
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Partial Funding

Version 4.15

;0 i ;0
2 3 4 g 6

Initiate Partial ~ Partial Funding  Fonward Award G o Review CD-451,
rants Specialist 2
Funding Memo Memo  File to Grants Specialist i Forward to Grants Ofﬂi| ; EDAONlY
1
Assigned
Program |
Officer

25 26 27

29
28 Ve 30 3 32 3 34 35
Pro t :
Ri"q'::h;n Pmk?qmuo":m complfra:: Requestor  / PAr:st:: // Request Approve | Commitl  Approve  Commit2 Approve
e "0 " Athorizing _ Approver Approver

Document

o 2
Optional _ Approve

Reviewer Procurement Request
ASAP Only '

AUTOMATED TASK (based on
ASAP Approval Flags)

16 15 1
P ASAP Record Grants 13
Authorizer Authorization Officer Approval oo

Officer
L__avrowaten ask

Legislative Affairs

(Interface to WebDocFlow for all Bureaus except EDA)

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

I£NOAA, Grants > $100,000 1f NOAR, Grants > $500,000
only;or I other Bureaus, all only; or If other Bureaus, all
Grants

Grants

i ‘ v 20

: ’ 18 n ASAP

BureauOLA  Clear Department  Clear finance  certification
(OLA): Award File| OUA  AwardFile | ce
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Search Awards

Award Number:  |na09gat

Recipient Name: ‘

| Grants File - NAO9GOT4990038

Project Title: ‘

Award Status:
PI-PD Last Name: :I

[ search | Reset| Action: Please select an action v m

Please select an action

Id: 2139154
Status: Accepted

Partially Fund this Award

Please use the above fields to narrow down your search, Your Comments I
Searches are not case-sensitive. Fields can be partially completed to get all matching restlf

View/Manage Award-related Personnel

Search Results

26 items found, displaying all items. 1

Award Number [OrgID [Recipient Name  |Project Title Award : Spell Chek

Status
NAD9GOT4990038 2001932 Institute for TEST RECORD - Grants Accepted Mo el

Culturally Managed ~ Online Training

Resources (ICMR]  Application03

NAD9GOT4990027 2001932 Institute for TEST RECORD - Grants Accepted  None Designated
Culturzlly Managed  Online Training
Resources (ICMR)  Application07

NAO9G0T4990008 2001932 Institute for TEST RECORD - Grants Accepted  Mone Designated
Culturally Managed  Online Training
Resources (ICMR]  Application

NANGZATAQ0NN24 20N1027 Tnetituta far TECT RFCNRD - Grante Arrantad Mana Nacinnatad

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

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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Partial Funding -- NA09GOT4990038

Memo * Guidance

] o [

Approved Plan and Prior Obligations

ction Application | Project Title
D Approved Plan and Prior Obligations
CTad 2139113 TEST RECORD - Grants Online Training Application05
El
1]

2139113 TEST RECORD - Grants Online Training Application0®

Selected Application

Planned Year  (Approved Fed  |Obligated Approved Non-Fed|Assigned Non-Fed
None Share Share Share

2009 $125,000.00 $125,000.00 $0.00 30,00
2010 5125,000.00 50,00 $0,00 50,00
2011 5250,000.00 30.00 50.00 30.00

4. Click the “plus” (+) beside the Action box to get details for the appropriate application for Partial
Funding. (All applications associated with the Award will be available. However, Partial Funding
can be applied to only ONE application at a time.)

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

6. Inthe Memo box, provide a detailed explanation of why the partial funding action is being
completed (new year in a multi-year award, additional available funding after appropriations are
passed following a CR, etc).
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Partial Funding -- NAD9GOT4990038

Meme®™  Cuidance

Enter appropriats memo language hers, Sez quicance,

Windows Internet Explorer M

)\ WARNING: Release of Funds and Pracurement Request warkfow basks wil be placed in your inbox,
A7 by you sure yau wish bo proceed?

I oo

Selected Application

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

2139113 $300,000.00 $375,000.00 $3235,000.00 = mp; £0.00 0,00 0,00

TESTRECORD - Grants
Onling Training
Applicationd3

the zum of all prior abligations may be up to 5% greater than the Apgraved Federal Share. If exceeding the Approved Feders!

Share, enter 3 memo explzining the ressan for the additional funds.

Note: Fegers/ 4dd dmount plus Pending Federal Share plus

Note: Only ane spplication may be funded per Partial Funding action.

O T

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.



Your Tasks

Document Type Status

i

34 items found, displaying all items.1

View(Task Id [Award Number (Task Name Task  [Applicant Name Document Type

Vew 1380605 NAOIGOT4390038 Procurament Request and Not Institute for Culturally Managed Procurement Request and
Commitment of Funds Started  Resources (ICMR) Commitment of Funds

\View 1380604 NAD9GOT4990038 Review Release of Funds Nat 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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Award File In Progress - NAD9GOT4990038

0 2147532
Status: ProgramOfficerictions - Nat Started

Action: Forward to Grants Specialist for Review v m

Plezse zelect 2n action
Edit Special Award Canditions
Forward to FALD for Review

Yaur Comments:

Rzassign Award Filz

Vizw Amendment Detzilz

View FAIS Sheat

Vizw Reparting Fraquencizs
View/Edit Pardal 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
0 Attachments: to a green check mark.)

Pending Actions X

Onzitem founc.1

tart Date [Federal lscal ILast Action Status Last Action I.astAchon
Funding Date

Erocurement Requastand Commitmentaf  214755104/24/200¢ 2003 Pracuremznt Request and Commitment of Funds: Not NOAAStudent
Funds Startzz

12. Usually, after the Procurement Request has been approved, the user can select “Forward to
Grants Specialist for Review” and add a workflow comment. You will have the opportunity to

make modifications to the “Amendment Details”; in your role as “Grants Specialist.” If changes

to the Partial Funding Memo or Funding Amounts are necessary select “View/Edit Partial

Funding Document.”

NOTE: If changes are being made to the Federal Funding Amount, the Procurement Request task must

also be in the user’s Inbox. Make certain the same changes are made on both documents (the
Procurement Request and Commitment of Funds and the Review Release of Funds).
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Sample Language for Partial Funding Memo

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

(EXAMPLE 2) This release... Due to , total funding for this award period is not
available; additional funds will be provided at a later date. All required Progress...

(EXAMPLE 3) This release... Due to , total funding for this award period is not
available in this FY. Additional 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 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 $
which was originally funded as Amendment . All required Progress...

is for year __ of a_ year multi-year application

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.

® *[f Federal Funding is being reduced, the match should be reduced accordingly.

® **[fthe 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

Automated Task
m 0
0

14 E

Initiate
De-ob

13
Grants Officer

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

has the same “Look and Feel”.
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Grants File - NA12G0T9990023
A Reduction in Funding Action is
initiated from the Grants File page I 2245484

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

[Plaase select an acon |

YourComments-LPlease select an action
Pamall Fun this &ard

The Reduction in Funding memo ‘
Al O V|ew Accuuntmg Details
Screen IS also simiiar View Manage fward-related Parsannel
Funding action. ' E

: Spell Check

Save Comment

Reduce Funding -- NA12G0T9990023

Memo*  Guidarce
[Reduction in Funding v

The Grants Management: Division has reviewed the subject award,
This document serves as authorization to proceed with the de-
nbligation process,

Approved Plan and Prior Obligations

- Rpplication | Project Title
ID

elect 2245483 For Reduction in Funding Screen Shots

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

2012 $10,000,00 $10,000,00 §0.00 6000

Selected Application

pllcatmnnppruued Retaining  Pending Fed [Fed Deduct Amount [8pproved Non- [Remaining Non- [Pending Non- |Non-Fed Amount MDPru]ectTltIe
Fed Share  |Fed Share  |Share Fed Share Fed Share Fed Share

2245483 $10,00000  §0.00 000 fom o0 $0.00 §0.00 i 0 Forkedudioni
Funding Sereen
Shats
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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.

LTI TUUEW, WI2pNayiny ainivciia.

Award Number  [Task Task Id {Task Name Task |Document Type ucumen Start Date |Approved |Total Applicant
Received Status Federal  |Federal  [Name
Date Funding  |Funding

Yiew NA12GOTI990023 05/22/2012 2534353 Procurement Request and Mot Procurement Request 2245494 M £10,000,00 Enwironmental
Commitment of Funds Started and Commitment of Action
Funds Comrittee of
West Marin
Yiewy NA12G0TI930023 05/22/2012 2534352 Reduce Funding Amendment Mot Award File 2245403 il £10,000,00 Enwironmental
Started &ction
Committes of
West Marin

For a Reduction in Funding, two tasks
are generated in the FPO Inbox . ,
similar to a Partial Funding action. Last CBS Valdation:  Status;

Active Procurement Requests:

Nathing found to display,
The Reduction in Funding .
Procurement Request should be for a Withdrawn Procurement Requests:
negative dollar amount. Hothing found to display.

Federal Share: * § [.100.00
Accounting - ACCS Lines * \
Onmtem found.1

BureauFundFiscal YearOrganization __[Program __Project - TaskObject Classmount_Prior YearDW¥alidatedAction

14 20002012 10-01-0002-00-00-00-00 52-30-00-000 54E0000-54E - 41-12-00-00 ($IDD.DD) Y5 ﬂ Delete
Add Hew ACCS Ling
PRCF Tatal for this Award action: £-100.00

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

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

Authorizing Official (Budget Officer role) to allow the Procurement Request to be forwarded to Grants
Management.
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THIS DOCUMENT IS LOCKED

MEMORANDOM: NOAA Finance Office
FROM: Grants Management Division
SUBJECT: FINANCIAL CLOSEQUT

De-cbligation Request for Award: ED14HDQ3130053

Total Federal Funding (entire award): £150.00

Recipient Name: BANGOR PUBLISHING COMPANY
EIN: 010024570

DUNS: 001056642

ASAP ID (if applicable):

Award Period: 05/01/2014 - 07/16/2014
Federal Program Officer: Matthew Chasze

Obligation Number: [Available anly for
Interfaced Awards)
Total De-obligation Amount from CBS:

{Awvailable only for Interfaced Awards) $150.00
Item #/MDL ACCS Amount to De-obligate
o/0 Mot interfaced. No ACCS lines available. $0.00

The Grants Management Division has reviewed the subject award for final cleseout. This document serves as autherization to proceed with the de-cbligation process.

Justification for De-obligation:

The Grants Management Division received the Final SF-425 (attached) and recognizes
that it dees not reconcile with the Commerce Business System (CBS) due to
<REASON GOES HERE>. De-cbligations and closecut are authorized for the
remaining uncbligated balance as reported by CBS.

Spell Check

Financial Closeout Checklist:
The Grants Management Division recognizes there is a reconciliation issue with this grant in the CBS:

Grants Officer Approval: Lamar Dwayne Revis 07/
Finance Office Approval: Diana Carpenter o7/

[ Attachments:

Mo attachments.

Print Meme | Print Final Financial Report

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. For EDA (which is non-interfaced), the workflow will go
through the Finance Office where the de-obligation memo will be manually approved.

Note: For EDA, the accounting line will not be shown, because EDA’s accounting system is not interfaced
with Grants Online. The label that says "Total De-Obigation Amount from CBS" has a paranthetical
beneath it that indicates this data field is only available for interfaced awards but there is still an amount
showing which is actually coming from the final SF-425.
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De-Obligate Declined Award

Declined Award Workflow (DA-1) June 17,2012

CD_450 Version 4.09
Continued from GMD-1 Optional
= - . Red Zmp : Acko:Ad 3 IltitAsdd t
Recipient Authorized R ASAP Authori educe Grants Offi nowiledge Grants dl“n ate Award Closeou!
ecipient Authorized Rep  Decline Award ONE, g st AR R
Award Closeout
Continued on GMD-4

If an award is declined by the recipient, the extraneous CBS Approver task will be automatically closed
for interfaced awards. For non-interfaced awards the task should be manually closed by the CBS
Approver and then the Help Desk should be notified in order to remove the Closeout date from the

Award File. The Award still needs to go through a Financial Closeout process to de-obligate the funds via

the interface using the de-obligation memo.
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De-Obligate Declined Amendment

Declined Amendment Workflow (DA-2)

CD-451
Steps 23-24 from GMD-1

2 4

23 2% 1 3
Recipient DeclineAward ~ ASAP  ReUUCEASAP - Grpcopfeyr  Acknowledge
Authorized Authorizer  Threshold Declined Award

Rep

g 10 12

June 17, 2012
Version 4.09
_ Interface creates.
7 Unapproved ASAP Profile
for De-authorization
15 16
ASAP ASAP
Authorizer Authorization
*AUTOMATED TASK

(based on Data
Warehouse Records,

not CBS Interface) "

iiatepartal  Parlal FOMGONG " povewpatal o Initae ]
De-obMemo DE-0P Specalst  Specalit o0 Fovard Award Between Steps 18-19.add
Memo to Grants Officer De-Ob Optional Error Handling
Assigned
Program N 18
Officer 23 *ASAP
Procurement ASAP OnIy Certification
Request
Y
. > . °
> » [
/ .
/
u P n 7 2 1
2 / 2 2 2 21 e
Procurement  complete and /  Approve De-obligate €8S 112"
uestor /  Request Approve Record Approval  Grants Offi
Req pp rants Officer Approver/
Request Forward Each /  Proc.Req. / Authorizing AN Funds CBS

/ ,/ offca Intrface
AUTOMATED
TASK
NOTE: Corresponding Negative Procurement == 1. Nightly Upload to CBS
0 2.File generation for
7 280 é MARS?
Optional Approve

END

The Declined Amendment workflow looks just like a Reduction in Funding except that the De-obligation
Memo and De-obligating Procurement Request are generated when the Grants Officer acknowledges
the declined award as opposed to the Federal Program Officer initiating an action. The Declined
Amendment workflow will not be an “Award File in Progress” but will have the amendment number of

the Declined Amendment.
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Correct ACCS Lines on Approved Award

Correct ACCS Lines on Approved Award (PR-3) May 4, 2015

(No Net Dollar Change) Version 4.15

Nightly Upload to MARS
Validation Failure 4

1 i 8 g 8
Pfocuremenl
s RS P ottt /o0 v o
Program = 5 COWaIT o / Proc. Regq. Authorizing
Officer rocuremen Document 5 o
Request /
/ o
A
=l
Action to be initiated from Award File Launch page.
Comment Will be Required.
Procurement Request will be added as a Sub- 6a 6b 9
Document to the Award File. Optional Approve Grants Officer
Reviewer Procurement

Request

EDA Only

END ¢ ﬁ ¢

14
13

Complete 2
ASAP Profile ASAP Authorizer

To make a correction to the 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 on the “Correct ACCS” button. This will generate a new “zero-dollar” Procurement

Request.
4. Edit the ACCS line to make the amount (or portion of the amount) negative.
5. Add one or more positive ACCS lines to make a net balance of zero on the Procurement Request.
6. Start the workflow for approval of the 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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Drnrriement Ppry et and Ciy

mitment of Funds - NA12GOT9990014

THIS DOCUMENT I8 LOCKED

THIS REQUEST I8 APPROVED

Corract ACCS Lines
Last CBS Valdanon: ~ Status:

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

BureaFundFiscal YearOrganizaion [Program __Praject - Task Obect ClasslAmourt__Prior Year DW¥alidated

4 1 012 06 -02 -0004-01-00-00-00 01-01-02-000 14K 3BNS-PO0 41-11-00-00 $10,000.00 N Ve
14 20002012 10 -01 -0002-00-00-00-00 52-30-00-000 SAE0000-34E  41-12-00-00 ($10,000.000 N Yes
Add Hew ACCS Line

PRCF Total for this Award action: £10,000,00
Total Federal funds authorized for this Award action: $10,000.00

Correct Award Dates (Administrative Amendment)

Administrative Amendment - Date Changes (GMD-2) May 18,2015
Non-Funded Amendment T
1 ¢ 3 4 :
B s Search for Awards Selctinkfor Amendment o 1) Review
Ll viathe and complete Required fields o 2Pecials Amendment
Awards Tab {add new fields for Project Dates) 2.) Forward to
Grants Officer
Optional
\ of A o | A 4 ‘ A
y 1__,1:@“ ‘lﬁl @l oot A ) A
L]] %
N " a 2 i) . ; a 7 s
ASHP OB 15t/20d 1 Grants Online 2
Unapproved i Ceilsl and 2nd e e Sy i A(ce.pt/ Recipient AngroveAmd( Grants Officer
profile update pproval - CBS Interface Decline Authorized Rep Modity Date(s) in
Dale Extension L fabed | Ayd Grants Online
|
END |
Step 10~ if error, send notification to |
AMD Grants Online Sys Admin, Willinvestigate |
and restart manually as needed. Decline

1 Nightly Upload o CBS DW for ARRA
2. File generation or FRADSUSASpending

9A
Acknowledge Decline (Grants Online G, ve offcer
date change(s) are rolled back,)
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Amendment to Financial Assistance Award

CFDA Number:
11,999

fward Number:
NAT2G0TI990014

Recipient Name:
Institute for Community Managed Resources (ICMR)

Lmendment Start and End Dates: *

The Amendrment Start and End Date fialds and the

Broject Start and £nd Date fields are not part of the

official C0-451, The Amendrment Start and End Dates are for
internal reparting purnoses only and cannot be wsed

by themselves t extarnd the award, The award can only be
extended

using the Project End date fisld or by submission of 3
in et Dyt nime e loding nnT SI.

Project Start and End Dates:

Grant Type:

F pant © Cooperative Agresment
Condition )

Amendment Number:
Pending

Street Address:
123 Main Strest
Washingtan, DC 20000

Extend Waork Completion To:
N

The Grants Management Division can initiate administrative amendments to make corrections to Project
Start and/or End Dates without requiring the Recipient to submit a No-Cost Extension request.

Flagging an Organization as “High Risk”

Grants Management - Due Diligence

Did Significant Name P @
Check Findings Exist? Tes *hio

Name Check Expiratian Date :
Mame Check Request Date :

Credt Cheek Expiration Date :
Credit Check Request Date :
Credit Check Supplier Scare

016 Clear Date 1
Date of Last Drug Free Check Findings :
High Risk Recinient Cyas W o

EDA must contact the Grants Online Help Desk in order to change the High-Risk flag for an organization:
it cannot be changed manually through the Organization Details page.
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Organization Profile Change Request

Note — this functionality does not currently work for EDA grantees. Applicants must contact their
project officer with requests for changes, who will then work with the Grants Online Helpdesk and
NOAA Finance to make sure the updates get made in both Grants Online and CBS.

Closeout

Closeout Workflow (GMD-4) September§, 2014
Version 4.14
> 3 > » T Note:Anemail noificationsst tothe Grants
Submit Final Final PPR : ] _
FPO Accept wmmﬂﬂﬂlwmﬂ
Progress Report . A Bt
1 e 5
Grantee
2 4 4
sl g FlSas
Financial Report Specialist P!
» > END
7 Financial
Initiate 9 10 Closeout
Financial De-&belmtion Grants Approve & %
Close out Officer De-ob » »
(zero Dollar Award) Memo 5 20
Pos oo ooT oo 1 2 e 1 ASkP
! | : A !:ii:lzer / Unapproved ASAP Authorizer - DeAuthorization
| AU
i ces DeAuthorization e,
“.i—."c Interface
6 1 o 3 i 5 16 | :
Grants Initiate De-obligation | Finance Review De-Ob Grant Approve ] 2 -
oz :::emol; o feeur G Officer v ASAP Finance
Hemo | | Certifca tH
Onlyf Funds Remain Or Jvaics: | ATOORE Ol |
If Reconciliation Box Is Checked (ASAPwithFundsOnly | Lcessssssmsensnsnnsnnnansnnet £
\J
@
END END m
* 2 steps for NOAA CBS
o s ——
27 % % Closeout % 2 % 3
INtateGMD  rants &ND Financal  GrantsOnline | pe-oligate  CBS 1st2nd
Close out Officr  Closeout Closeout Sy Admin Funds  Approver/
i Interface*
AUTOMATED TASK '
- Step 29is dependent upon completion of Step 10 or 26 Only If Funds Remain
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Grants File - NA15N0S4820044

Id: 2439208
Status: Accepted

Action: Initiate Financial Closeout Il Submit |
Your Comments: | Please select an action

Create Administrative Amendment
Create Award Action Request
Create Enforcement

y
Initiate Manual Closeout - Override GMD Policy
Request Extension to Closeout

Submit Additional Closeout Documents

Submit Satisfied Special Award Conditions
View Accounting Details

View/Manage Award-related Personnel

THIS DOCUMENT IS LOCKED

MEMORANDOM: NOAS Finance Office
FROM: Grants Management Division
SUBJECT: FINANCIAL CLOSEQUT

De-cbligation Request for Award: ED14HDQ3130053

Total Federal Funding (entire award): £150.00

Recipient Name: BANGOR PUBLISHING COMPANY
EIN: 010024570

DUNS: 001096643

ASAP ID (if applicable):

Award Period: 05/01/2014 - 07/16/2014
Federal Program Officer: Matthew Chasse

Obligation Number: (&vailable enly for
Interfaced Awards)
Total De-obligation Amount from CBS:

(&vailable only for Interfaced Awards) $130.00
Ttem #,/MDL ACCS Amount to De-obligate
o/ 0 Mot interfaced. No ACCS lines available. £0.00

The Grants Management Division has reviewed the subject award for final cleseout. This document serves as authorization to proceed with the de-cbligation process.

Justification for De-obligation:

The Grants Management Division received the Final SF-425 (attached) and recognizes
that it does not reconcile with the Commerce Business System (CBS) due to
<REASOMN GOES HERE>. De-cbligations and closeout are authorized for the
remaining unobligated balance as reported by CBS.

Spell Check

Financial Closeout Checklist:

The Grants Management Division recognizes there is a reconciliation issue with this grant in the CBS: o+
Grants Officer Approval: Lamar Dwayne Revis 07/17/2014

Finance Office Approval: Diana Carpenter 07/ 17/2014

1 Attachments:

Mo attachments.

Print Memo | Print Final Financial Report
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