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Overview

Grants Online operates in a web environment. To access the software, a unique user name
and password are the only requirements. Please contact your Recipient Administrator for

assistance in obtaining log in credentials. The Grants Online Help Desk is available to provide
your Recipient Administrator’s contact information.

A recipient of a grant can use the Grants Online system to manage Post-Award grant
activities.

Grants Online allows recipients to:
e Accept awards electronically
¢ Manage user roles for individuals within their organization

e Submit Award Action Requests (AARS)

¢ Submit Federal Financial Reports (FFRs) and Performance Progress Reports (PPRS)

The Grants Online URL is: https://grantsonline.rdc.noaa.gov

For assistance using Grants Online contact the Help Desk:

e Hours of operation — 8:00 a.m. — 6:00 p.m., ET
o Monday through Friday, excluding Federal holidays

¢ E-mail: GrantsOnline.HelpDesk@noaa.gov

e Phone: 301-444-2112 (Washington, DC metropolitan area)
1-877-662-2478 (outside the Washington, DC metropolitan area)

A Warning! Do not use the browser’'s Back button in Grants Online. Using
the Back button may log the user out of the system.

An abbreviated version of the document (Grant Recipients Quick Reference Guide) is
available. The URL is:

http://www.corporateservices.noaa.gov/grantsonline/Documents/Quick%20Reference%20
Guides/GrantRecipients Quick Ref Guide.pdf
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Grants Online Tabs and Links

The Grants Online system’s main launch screen has Tabs from which the user can access
general categories of features. Each Tab has Links to the items associated with that
category. The links are displayed vertically in the left-hand column (the Navigation pane).
Links are also displayed in the main portion of the screen (the Document pane). To learn
more about the Grants Online Navigation Features, click the Grants Online System
Navigation link and refer to that section of the document.

Below is a list and explanation of the Tabs (Inbox, Awards, Account Management, and
Help) available to Grants Online recipients:

Inbox Tab:

Advisories — The first page displayed after successful login and acceptance of use
conditions.

Archived Notifications — Notifications that were originally accessible from the
Notifications link.

Notifications — Internal messages and external email messages. Notifications may
be viewed, deleted, or archived.

Task Management — Allows tasks to be reassigned between users. A task with a Not
Started status cannot be reassigned.

When the Accept/Decline Award task is selected, a notification that action needs
to be completed is routed to one Recipient Authorized Representative (RAR).

Other RAR tasks are sent to all RARs in that organization. When a RAR selects an
action from the dropdown menu and clicks the Submit button, the task is assigned to
that RAR. The View Details task is now unavailable to the remaining RARs. Unless
the task is reassigned, all subsequent workflow actions associated with that task will
be routed to the first RAR to View Details for that award.

Tasks — Tasks assigned to a user are visible. Refer to the Process an Inbox Task
section of this document.

Awards Tab:

ASAP Enrollment Request — Request an Automated Standard Application for
Payment (ASAP) user account.

Manage Recipient Users — Only the Recipient Administrator (RA) has this link. The
Recipient Administrator can perform his/her responsibilities and access his/her
organization’s award information. Refer to the Add or Edit Your Organization’s Users
section of this document.
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e SF-425A for Multiple Awards — The user can view, create or replace the SF-425
Federal Financial Reports for multiple awards for the same recipient organization.
Refer to the Submit a SF-425A Multiple Awards Federal Financial Report or an
Interim Report section of this document.

e Search Awards — Search for Awards by Award Number or Recipient Name. When no
parameters are specified, a general search is performed and returns all awards to
which the recipient has access.

e Search Reports — Search for Federal Financial Reports (FFRs) and/or Performance
Progress Reports (PPRS).

e Supplementary Information Management — The link is visible only when
Supplementary Information was added to an Award file. When visible, the link allows
a user to view, but not edit, the supplementary information associated with awards
and applications.

Account Management Tab:
o My Delegations — View and update the users to whom you have delegated your
Inbox tasks. Delegations may only be made to a peer with the same or lesser
access privileges.

e My Preferences — View and update site and notification preferences (e.g., passwords,
screen display, etc.). If the user unchecks the checkbox on the Task Assignment row
s/he will not receive email notifications to perform a task. The user cannot update any
rows in the Grants Online Inbox column.

e My Profile — View and update a user’s personal profile (e.g., name and address
information, security questions/answers, and email).

Click the Grants Online System Navigation link and refer to the sections with the following
titles and subtitles in that document:

e Account Management (Manage the User Profile)
e User Preferences (Access User Preferences, Customize Tasks, Change the Password)

e User Delegations (Access User Delegations, Add a Delegate, Rescind a Delegation,
Log In As a Delegate)

Help Tab:
Refer to the Overview section (page 5) of this document for the details associated with the
Grants Online Help Desk.
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Grant Recipient User Roles — Definitions

Grant Recipient User Roles — Definitions

User Role

Responsibilities

Recipient Authorized
Representative

(also referred to as the
Authorized Representative)

Has signatory authority for official grant documents (e.g., SF-
424). A person with this role may countersign Award
Documents (e.g., New Award, CD-450, or amendment (CD-
451)). More than one person may have this role at an
organization. For each award, only one person is designated
as the primary Authorized Representative.

Recipient Administrator

Has permission to set-up other people in his/her organization
as Grants Online users. The Recipient Administrator can also
give a user access, as appropriate, to specific awards.

Business / Financial
Representative (BIZ/FIN)

Can initiate Award Action Requests (AARs) and prepare
Federal Financial Reports (FFRs). A person with this role
cannot submit the FFR directly to the Federal agency; s/he
must send it to his/her organization’s Authorized
Representative.

Business / Financial
Representative — Submitting
(BIZ/FIN)

Has the same role as the Business / Financial Representative.
However, a person with this role may submit the FFR directly
to the Federal agency without routing it through an Authorized
Representative.

Principal Investigator / Project
Director (PI/PD)

Can initiate Award Action Reports and complete Performance
Progress Reports (PPRs). A person with this role cannot
submit the PPR directly to the Federal agency; s/he must send
it to his/her organization’s Authorized Representative.

Principal Investigator / Project
Director — Submitting (PI/PD)

Has the same role as the Principal Investigator / Project
Director. However, a person with this role may submit the PPR
directly to the Federal agency without routing it through an
Authorized Representative.

Key Personnel
(Recipient User)

Can view assigned awards for his/her organization and initiate
Award Action Requests. However, a person with this role must
submit documents to his/her organization’s Authorized
Representative. The Authorized Representative will review and
submit documents to the agency.

More than one user can have the same role.
A single user can have more than one role.
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Grant Recipient User Roles — Functionality

Grant Recipient User Roles — Functionality

Recipient . .
Role / Authorized Recipient BIZ/FIN BIZ/FIN PI/PD PI/PD Recipient

Functionality - Administrator | Representative | Submitting Submitting User
Representative

View/Access
All Org. X X X X
Awards

View/Access
Assigned X X X
Awards

Manage
Recipient X
Users

Reassign
Tasks X X

Submit an
ASAP X
Enrollment

Initiate
Award
Action X X X X X X X
Request

Submit
Award X
Action

Request

Complete
Financial X X X
Report

Submit
Financial X X
Report

Complete
Progress X X X
Report

Submit
Progress X X
Report

Useful Links:
Access the Grants Online login page.
https://grantsonline.rdc.noaa.gov/flows/home/Login/LoginController.jpf

From the Grants Online Program Management Office website there are links to: the Grants
Online Production Server, Release Notes, PMO Staff, Training Resources, Frequently Asked
Questions, Grants.gov, and the User Survey.
http://www.corporateservices.noaa.gov/grantsonline/
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Process an Inbox Task

Grants Online is a workflow system that sends a task to a user’s Inbox for each action the
user should complete. The action(s) a user can perform are dependent upon the information
in his/her user profile (organization and role(s)). The steps below explain how to access and

complete tasks in the user’s Inbox.
1. Click the Inbox tab.

2. Click the Tasks link.

3. Locate the task you wish to complete and click the View link beside that task.

dh > Award File 0 - MB > > Tasl

Your Tasks

Document Type Status

[an 7] [Closed v]

One item found.1

View|Task Id|Task Name ____|Task Status|Document Type|Document Id|start Date|Completed Date|Award Number |
06/07/2016 06/07/2016 MBE160BD8020044

4900548 Accept/Decline Award Complete  Award File 2602257

4. The launch page for the selected task is visible. Select an item from the Action
dropdown menu. Click the Submit button.

Award File 0 - MB160BD8020044

Id: 2602257
Status: Accepted

Action: Please select an action Y m
Your Comments: LEEEESEE SR LT

Manage Award Recipients

View Accounting Details

View Declined Award Comments
View Reporting Frequencies y

5. Perform the remaining steps associated with completion of the selected task.
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Reassign a Task

The following steps explain how to reassign a task between users in the same
organization. In addition to being affiliated with the same organization, the user to
whom the task is being reassigned must have the same Grants Online role. To locate

open tasks in his/her organization, a user should complete step 1-5 in this section of
the document.

1. Click the Inbox tab.

2. Click the Task Management link.

3. While on the Task Management launch page, select the appropriate role from the Search
Criteria dropdown list. The selection defaults to the user’s main role. For this example,
Recipient Administrator has been selected.

4. From the Organization dropdown list, select the appropriate organization.

5. Click the Search button, under the Task Management header.

Advisories > > Task Management

Task Management
Search Criteria: [Recipient Administrator ]

Award Number

Last Name of User:
Task ID

Drganizatiun: CORMELL COOPERATIVE EXTENSION ASSOCIATION OF SUFFOLK COUNTY ¥

Nothing found to display.

6. When search results display, click the Reassign link next to the task that is to be
reassigned.

Advisories > > Task Management

Task Management

Search Criteria: Recipient Administrator Y

Award Number

Last Name of User:

Task ID

Organization: CORNELL COQPERATIVE EXTENSION ASSOCIATION OF SUFFOLK COUNTY ¥

3 items found, displaying all items. 1

Reassign|/Award Number [Task Id] Project Title Document(Document|
1d Type

Reassign NA16NMF4540019 4909847 TEST RECORD - Coastwide Stock Structure of Atlantic Herring using DMA Analyses to determine the

Manage 2574882 Award
degree of mixing between stocks and spawning aggregations Award Users Package

Reassign MNA16NMF4540019 4009848 TEST RECORD - Coastwide Stock Structure of Atlantic Herring using DNA Analyses to determine the Manage 2574882  Award
degree of mixing between stocks and spawning aggregations Award Users Package

an | NA16NMF4540019 4009846 Christine  TEST RECORD - Coastwide Stock Structure of Atlantic Herring using DNA Analyses to determine the Manage 2574882  Award
Christie degree of mixing between stocks and spawning aggregations Award Users Package
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7. From the Search Users page specify the last name of the user to whom the task will be
reassigned. If the search is conducted using a common last name, also specify the first
name; that limits the number of records returned by the search. By default, the
organization is pre-populated with the information specified in step 4 of this section.

8. Click the Search button.

Advisories > > Task Management

Search Users

Please leave all fields empty to search for all results
Enter search terms to find a user.

First Name l:l
Middle Name l:l
Last Name
Organization
E-Mail Address l:l

State ‘Please select a state ¥

[search ||l cancel]

Mothing found to display.

9. Click the Select link next to the name of the user to whom the task should be reassigned.

Search Users

Please leave all fields empty to search for all results
Enter search terms to find a user.

First Name
Middle Name

E-Mail Address

|

|

State [Please select a state ]

One item found.1

Action[user Organization [Title|Primary Primary Address
m Phone

2004211 Christie, CORNELL COOPERATIVE EXTENSION ASSOCIATION OF SUFFOLK

631-727-7850 423 Griffing Avenue, Riverhead, NY 11901  testemail@msg2.r(
Christine COUNTY UsA

10. Click the Yes button to confirm the request; click the No button to cancel the request.

Task Management -- Reassign
st A yOU SUTE yOU WaNT to reassign the following task to Christine Christie 2

One item found.1

[Award Number [Task IdPro' ct Title RE

NA16NMF4540019 4909846 Christine  TEST RECORD - Coastwide Stock Structure of Atlantic Herring using DNA Analyses to determine the degree of Manage

257488
Christie  mixing between stocks and spawning aggregations Award Users
B
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Accept an Award

Recipient Authorized Representative (RAR) Only

The steps below explain how the RAR accepts a grant awarded to his/her organization.

1. Complete steps 1-3 from the Process an Inbox Task section of this document.

2. From the Action dropdown menu on the Award File O launch page the user can select from

the following options:

Option

Explanation of RAR Action

Accept Award

Acknowledge acceptance and concurrence with the terms of
the award.

Decline Award

Indicate intent to decline the award. In conjunction with
selecting this action, a reason must be given for declining the
award.

Manage Award Recipients

View and edit user roles for his/her organization. Can also
reset passwords and unlock accounts for users in his/her
organization.

Reassign Acceptance

Assign a task to another RAR. The RAR to whom the task is
assigned must have equivalent access rights to act on behalf
of the organization.

Return to Federal Agency for
Revision

Return an award to the originating agency for revisions prior
to acceptance.

View Accounting Details

View the following information about the award: ACCS Lines,
amount obligated, amount disbursed, and the transaction
date.

View Award Details

Verify the award details, associated attachments, and terms
of performance prior to accepting the award.

View Declined Award Comments

View the comments entered when an award was declined.

View Reporting Frequencies

View the frequency with which reports must be submitted.
e Performance Progress Reports (interim and final)
e SF-xxx (interim and final)

Version 4.20
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Grants Online allows a RAR to accept an award s/he has not viewed. However, it is
strongly recommended that the RAR review and ensure the accuracy of all award
details prior to accepting.

3. To accept the Award, select Accept Award from the Action dropdown menu and click
the Submit button.

Award File 0 - NA16NMF4540019

Id: 2574624
Status: Approved: RecipientAuthorizedRepresentativeActions - [n Progress

Action: Please select an action b -
Your Comments: LEEEERE e LT )
— Accept Award

Decline Award

Manage Award Recipients

Reassign Acceptance

Return to Federal Agency for Revision

View Accounting Details

View Award Details

View Declined Award Comments

View Reporting Frequencies

4. On the Accept Award page, scroll to the bottom of the page and verify the Recipient
Administrator Information.

5. If the Recipient Administrator Information needs to be updated, click the
Add/Change Recipient Administrator link. If the Recipient Administrator
Information is blank or cannot be updated, contact the Grants Online Help
Desk.

Accept Award

Organization : Universit

Recipient Administrator Information

Name | |

Email | |

Pthel |
If appropriate——»l.i\_dd Change Recipient Administrator |

6. By electronically signing, the Recipient agrees to comply with the award
requirements. If an award is not electronically signed within thirty (30) days of
receipt, the Grants Officer may terminate the award.
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7. To complete the task, click the Save button.

Accept Award

Organization : University of Florid:

Recipient Administrator Information

Marne |Brandi |

Email |test@aa.com |
Phone | 2-3516 |

Add/Change Recipient Administrator
Please use the link above to add/change the Recipient A

%NOTE: Although only one Recipient Administrator is visible in the screen image

above, the task to Manage Award Users is routed to all Recipient
Administrators associated with the organization.

The Recipient Administrator who initially completes the task has the

ability to add users to the award or to reassign a task to a different user.

The person to whom the task is reassigned must be affiliated with the
same organization and have the same Grants Online role.

Version 4.20
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Manage Award Users

Recipient Administrator ONLY

1. Complete steps 1-3 from the Process an Inbox Task section of this document.

2. While on the Award File O launch page, select Manage Award Recipients from the Action
dropdown menu. Click the Submit button.

Award File 0 is the original Award; Award File 1, Award File 2, etc. are amendments to the
original Award File.

Award File 0 - NA16NWS4680005

Id: 2578092
Status: Approved: RecipientAuthorizedRepresentativeActions - Not Started

Action: |Manage Award Recipients v ‘ Iml

Your Comments: | Please select an action
Manage Award Recipients
View Accounting Details
View Declined Award Comments
View FAIS Sheet A
IView Reperting ‘Frequencles A

3. Steps 4-15 should be completed to add a person for any role. The example
below focuses on adding a Principal Investigator/Project Director.

4. On the screen, click the Add Another Principal Investigator - Project
Director link to identify a Principal Investigator (PI) or Project Director (PD) for
the award. Notice the message: Nothing found to display for the PI/PD role
associated with the award.

Principal Investigators-Project Directors
st Nothing found to display.
Add another Principal Investigator - Project Director |

Business/Finance Rep
WARNING: The "UnAssign" link will remove this person as an
Business/Finance Rep from ALL awards for this organization.

3 items found, displaying all items.1

Phone  [Address ___________________|Action |

testemail@msg2.rdc.noaa.gov -12222- UnAssign
7127 0100

testemail@msg2.rdc.noaa.gov Albany,NY- UnAssign
5072 12222

testemail@msg2.rdc.noaa.gov Albany,NY- UnAssign
3890 12222-0100
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5. On the Recipient Search page, locate the person you would like to assign as a PI/PD
for this award. If the search returns one or more names, click the Select link in the
Action column to indicate the person who should be assigned.

6.

7.

Recipient Search

testemail@msg2.rdc.noaa.gov
Avenue,Albany,NY-12222

testemail @msg2.rdc.noaa.gov
Ave.,Albany,NY-12222-0100

testemail @msg2.rdc.noaa.gov B
Ave.,Albany,NY-12222-0100

testemail @msg2.rdc.noaa.gov
Ave. Albany, NY-12222-0100

Assistant

testemail@msg2.rdc.noaa.gov
Professor

Washington Ave.,

Last Name [b% First Name

Click "Search” with name fields blank to display all available users.”

Search for users in all of my organizations

Search Results 5 items found, displaying all items. 1

[Phone [Fax]
Select

If the PI's or PD’s name is not returned from the search,

link to establish that person as a Grants Online user.

click the Add a New User

Recipient Search

Last Name : ‘

First Name :

Click "Search” with name fields blank to display all available users.”
Search for users in all of my organizations:

Search Results Nothing found to display.

Information must be provided for each data item that has a red asterisk (*). Select the

appropriate User Role from the dropdown menu. In this
assigned to the Investigator role. Click the Save button.

example, the person is being

Create Recipient User
For Organization: NOAA - 1001227 - CORNELL COOPERATIVE EXTENSION ASSOCIATION OF SUFFOLK COUNTY
User Profile
Prefix @
Last Name: ISchmidlapp
Suffix :
User Account Details
User Name :
Username will be generated on save.
Reset Password
a n
P Role : [ v
Address :
Title [
strests _
Y
State : \Please select a state A
Email = [mschmidiapp |
Alternate Email : [ ]
Phone : [ot 444 5551 ] Extension ([ ]
Alternate Phone : | | Extension ([ |
Fax @ [ |
I save | Done
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8. A page is now available to make any additional edits. When finished editing, click the
Done button to return to the previous screen.

Edit Recipient User

For Organization: NOAA - 1001227 - CORNELL COOPERATIVE EXTENSION ASSOCIATION OF SUFFOLK COUNTY

User Profile

Prefix :
Middle Name: l:l
Suffix :

User Account Details

User Name :* mschmidlapp
Reset Password

Address :
Title : ‘

Street:
]

city - ]

State : \Please select a state M
Zip : 7 country s [ ]
Email : ‘mschmidlapp ‘

Alternate Email : ‘ ‘

Phone : [301 444 5551 ] Extension :[___ ]
Alternate Phone :‘ ‘ Extension :l:l

Fax : ‘ ‘

9. When the Recipient Administrator adds a Grants Online user and specifies the new
user’s role, that person is available for assignment to an award.

10. Inthe Action column, click the Manage Award Access link.

Advisories > > Search Awards > > Grants File - NA16NMF4530019

Manage Recipients

Individuals that belong to any of your organizations:

8 items found, displaying all items.1

Name (Last, First)
Re: nt|
Role
Y

isassociated|User Name
ate
N/A

Christie, Christine 631- cchristie
Y N/A
| N/A
N 02/26/2009 None
| N/A
et Schmidlapp, Mary 301 444 5551 Y N/A mschmidlapp
7 N/A
N N/A

If a single user has multiple accounts, you may contact the Grants Online Help Desk to have them merged into one account. Click on the Help tab ab

Add another use
Guidance
Click button below for a report of all users in the selected organization showing their rales on each award. This report may be exported to an Excel s

Generate Active Award Access Report
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11. From this screen the user can be assigned to additional roles (e.g., Recipient Authorized

Representative, Administrator, Business / Financial Representative, etc.)

Remember, the Principal Investigator(s) and Key Personnel should be the people whose
names were submitted on the application. To change the person assigned to those roles,
the applicant must submit an Award Action Request and receive approval from the DOC
bureau that originated the award. Each application must have a least one Principal
Investigator and one Recipient Authorized Representative identified on the application.

Locate the radio buttons for the various roles (PI/PD, PI/PD Submitting, Not a PI/PD, or
Key Personnel) on the row of the award on which you are working. Click the radio button
in the column that corresponds to the role the user should be assigned. In this example,
the person is assigned to the PI/PD Submitting role. To retain the selection, click the
Assign button.

I Manage Recipient - Mary Schmidlapp I

You are viewing the current access levels and roles for Mary Schmidlapp on all awards that belong to CORNELL COOPERATIVE EXTENSION ASSOCIATION OF SUFFOLK COUNTY

Please use the checkboxes found below to add or restrict access.

Check to add Mary Schmidlapp as the Recipient Authorized Representative

Check to add Mary Schmi as the inistrator
Mary Schmidlapp is:

® Not a Business/Financial Representative
A Business/Financial Representative
A Business/Financial Representative with authority to submit Federal Financial Reports directly to the Federal Agency without routing through the Recipient Authorized Representative
Please note that by checking the above hoxes this user will become the Recipient Administrator, Recipient Authorized Representative, or Business/Financial Representative for all Awards. Unchecking these boxes will
remove the user from the respective role for all Awards

A Principal Investigator/Project Director (PI/PD) submits Project Progress Reports through the Authorized Representative. A Principal Investigator/Preject Directer (PI/PD) - Submitting has the option to submit
Project Progress Reports directly to the Federal Agency without going through the Recipient Authorized Representative.

3 items found, displaying all items.1
|Award Title P1/PD|PI/PD - Nota |Key
Submitting [PI/PD |Personnel
B
.

MNA14NMF4630090 TEST RECORD - Long Island Sound Deep Water Derelict Lobster Gear Assessment, Removal and Prevention

NA14NMF4720314 TEST RECORD - Bycatch Avoidance Communication Network ion(C ion & ion to the Current Avoidance Network for River
A todacluda ob ihaibi dEiah

NA16NMF4540019 TEST RECORD - Coastwide Stock Structure of Atlantic Herring using DNA Analyses to determine the degree of mixing between stocks and spawning
aEEreEatiuns

Note: If you uncheck a box, the system will restrict access. If you choose to disassociate this user they will be removed from all awards under CORNELL COOPERATIVE EfTENSION ASSOCIATION OF SUFFOLK
COUNTY.

Assign | Cancel |

12. Note the message at the top of the screen:

The save was successful, this user’s Role(s) and Award Assignment(s) have been
modified accordingly.

Manage Recipient - Mary Schmidlapp

I T es rd Assi dinqul

RNELL COOPERATIVE EXTENSION ASSOCIATION OF SUFFOLK COUNTY

Mary Schmidlapp s the Recipient Authorized Representative

Mary Schmidlapp as the Administrator

p1/P)[P1/PD -
Submitti

Not a

P1/PD

Lobster Gear Assessment, Removal and Prevention .

NA14NMF4720314 TEST RECORD - Bycatch Avoidance Cor Expansion(Continuation & Augmentation to the Current Avoidance Network for River

Herring/Butterfish to Include GB Yellov quid Fishery

NA16NMF4540019 TEST RECORD - Coastwide Stock Structure of Atlantic Herring using DNA Analyses to dete:
aggregations

NA14NMF4630090 TEST RECORD - Long Island S Deep W.

e the degree of mixing between stocks and spawning

emoved from all awards under CORNELL COOPERATIVE EXTENSIO

ck a box, the system will restrict access. If you

Note: If y
COUNTY

| Assign | Cancel |

Disassociate User
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13. Areturn to the Manage Recipient Screen confirms the person has been added and
now is assigned a Recipient role.

Manage Recipients

Individuals that belong to any of your organizations:

8 items found, displaying all items.1

[Name (Last, First) |Action lHasa  |Disassociated|User Name
|Recipient|Date
LOICY

Christie, Christine 631- Manage Award Access cchristie

Ed\t Profile

Y N/A

0 Manage Award Access I N/A
Edit Profile

Aw N 02/26/2009 None
0 N/A
I Schmidlapp, Mary 301 444 5551 Y N/A mschmidlapp I
Manage Award Access I N/A

Eclit profil

14. The image (shown earlier in Step 4) of this section has been updated; the newly-added
user is now assigned the role of a Principal Investigator / Principal Director.

Award - NA16NMF4540019

Authorized Representative(s)

WARNING: The "UnAssign" link will remove this person as an
Authorized Representative from ALL awards for this organization.

3 \tems found, displaying a\l |tems 1

Primary|Name ____lEmail ______________lPhone JAddress _____________l[Action |
testema\l@msgz rdc.noaa.gov Unnsswgm
Christie, testemail@msg2.rdc.noaa.gov UnAssign
Christine Avenue,Riverhead,NY-11901
Primary testemail@msg2.rdc.noaa.gov = UnAssign

Principal Investigators-Project Directors
One item found.1

lond fName ——— Jemanl  lphone |adaress action |

4: Schmldlapp Mary mschmldlapp 301 444 5551 = UnAssign/Deactivate

Principal Investigator - Project Director

15. When finished making and/or updating person/role assignments, return to the Award
Package launch page. From the Action dropdown menu, select Manage Award
Complete. Click the Submit button.

Search Awards > > Award File 0 - NA16NMF4540019 > > Grants File - NA1GNMF4540019 > > Award Package - NAIGNMF4540019

Award Package - NA16NMF4540019

Id: 2574882
Status: Accepted

PlEaSE select an action I I
Your Comments: [l S = T M

Manage Award Cumplete
View Manage Award S(reen |

spell Check
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16. On the resulting screen image, the following message is visible:

Manage Award Users — Manage Award Complete is complete.

Your Tasks

I Manage Award Users - Manage Award Complete is complete. I
Document Type Status
[all v| [open v] [EETEELOESS

Mothing found to display.

17. Observe that at the bottom of the Manage Recipient screen there is a Disassociate
User button. This option should be used to curtail a user’s access to an award. This
is applicable when the person is no longer a member of the organization or is no
longer associated with the award.

For tracking purposes, this person’s name is still included in the list of individuals
associated with the organization. Although the name remains on the organization’s
user list, the date the person was disassociated with the award is displayed in the
Last Disassociated On column. Starting with the date on which the user was
disassociated, the user will not receive email notifications associated with the award
and organization.

|Award Title

NAL4NMF4620090 TEST RECORD - Long Island Sound Deep Water Derelict Lobster Gear Assessment, Removal and Prevention

NA14NMF4720314 TEST RECORD - Bycatch Avoidance Communication Network i Conti ion & ion to the Current Avoidance Network for River
Herring/Butterfish to Include GB Yellowtail in the Whiting/Squid Fishery

NA16NMF4540019 TEST RECORD - Coastwide Stock Structure of Atlantic Herring using DNA Analyses to determine the degree of mixing between stocks and spawning
aggregations

Note: If you uncheck a box, the system will restrict access. If you choose to disassociate this user they will be removed from 2ll awards under CORNELL COOPERATIVE EXTENSION ASSOCIATION OF SUFFOLK
COUNTY.

|!
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Print the Award Acceptance Letter

1. Click the Awards tab.

2. Click the Search Awards link. The Search Awards launch page is visible.

3. To search for the Award Acceptance Letter, use one of two methods:

a. For a general search, the user can specify the Award
leaving the remaining search criteria boxes blank.

b. To limit the number of results displayed when the search is executed, the user
may opt to specify the Award Number (or as in the example below, a portion of

Status as All or Open,

the Award Number). Note the use of the wildcard symbol (%).

4. Click the Search button. The award(s) to which the user has access and meet the criteria

specified are visible on the screen.

Search Awards

Recipient Name: |

Project Title: |

Award Status:
PreDtasthame: [ ]

ESrm

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

-sensitive.

in search string.

5. When the search results are displayed, click the Award
line as the award.

Number link on the same

Search Awards

Award Humber:

Recipient Name: |

Project Title: | ‘

Award Status: All v

Search Results

12 items found, displaying all items.1

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 % as wildcard in search string.

|IAward Number |Org ID |Recipient Name [Project Title Award |P
Status
Directors
NA14NMF4720314 1001227 CORNELL COOPERATIVE TEST RECORD - Bycatch Accepted
EXTENSION ASSOCIATION OF Avoidance
SUFFOLK COUNTY Communication Netw...
MF4540019 § 001227 CORNELL COOPERATIVE TEST RECORD - Accepted None
EXTENSION ASSOCIATION OF Coastwide Stock Designated
SUFFOLK COUNTY Structure of Atlanti...
NAD4NMF4540038 1001227 CORNELL COOPERATIVE TEST RECORD - Closed
EXTENSION ASSOCIATION OF Evaluation of the Effect
SUFFOLK COUNTY of Vent Siz...
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6. The Grants File launch page is visible. Scroll down to the Sub-Documents section and
click the ID link beside the Award Package.

Sub Documents

Award Package EST RECORD - Coastwide Stock Structure of Atlanti...  Accepted
Special Award Condition Report Special Award Condition Report
Award File 0 746524 TEST RECORD - Coastwide Stock Structure of Atlanti...  Accepted

Export options: Exce

7. The Award Package page is visible. Click the Go to Award Package Details Page link.

Award Package - NA16NMF4540019

Id: 2574882
Status: Accepted

vard Package Details Page >>

8. Scroll to the bottom of the page and click the CD-450 Report button. The Financial
Assistance Award document downloads to the user’'s computer as an Adobe PDF file.

3 Attachments:

name G ort Deseription Created Date

ERR-002 Revised Atl Herring SF-424A Signed.pdf Revised SF-424A 01/11/2016 11:33:22 AM

NA16NMF4540019 Official Accepted CD-450 06/09/2016 05:15:42 PM

Award Conditions.pdf NA16NMF4540019 Official Accepted Special Award Conditions 06/09/2016 05:15:44 PM
Grants Officer: Naabia Bannerman Signature Date: 01/27/2016
Recipient Authorized Representative: Mr. Vito Minei , Executive Director Signature Date: 06/09/2016

Last €BS Validation:  Status:

This award approved by the Agency Grants Officer constitutes an obligation of Federal funding. By electronically signing, the Recipient agrees to comply with the Award provisions checked on
as provisions incorporated into the Award. If not electronically signed without modification by the Reciplent within 30 days of receipt, the Grants Officer may unilaterally terminate this Award.|

I CD-450 Report I

9. Click the CD450 XXX.pdf (where XXX is replaced by the actual file name) on the
browser’s task bar to view and/or print the Adobe PDF file.

Grants Officer: NOAA Grants Officer-GOT Signature Date: 05/03/2016
Recipient Authorized Representative: Arthur Rep10 Signature Date: 09/08/2016
Last CBS Validation: ~ Status:

This award approved by the Agency Grants Officer constitutes an obligation of Federal funding. By electronically signing, the Recipient agrees|
this document, as well as provisions incorporated into the Award. If not electronically signed without modification by the Recipient within 30
terminate this Award.

CD-450 Report

L D450 (2).pdf |
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Submit & Review an Award Action Request (AAR)

1. Click the Awards tab.
2. Click the Search Awards link. The Search Awards launch page is visible.

3. Select Award Status = Open or input the Award Number or a portion of the Award
Number and click the Search button.

4. When the search results are returned, click the Award Number link next to the
appropriate award.

Search Awards

awardhumber: [ ]

Recipient Name: ‘ ‘

Project Title: \
Award Status:

[scarch | 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 % as wildcard in search string.

Search Results

3 items found, displaying all items. 1

|Award Number (Org ID |Recipient Name [Project Title [Award il
Status
Directors
NA14NMF4720314

F4720314 1001227 CORNELL COOPERATIVE TEST RECORD - Bycatch Accepted

EXTENSION ASSOCIATION OF Avoidance

SUFFOLK COUNTY Communication Netw...
4540019 1001227 CORNELL COOPERATIVE TEST RECORD - Accepted Mary
EXTENSION ASSOCIATION OF Coastwide Stock Schmidlapp
SUFFOLK COUNTY Structure of Atlanti...
NA14NMF4630090 1001227 CORNELL COOPERATIVE TEST RECORD - Long Expired
EXTENSION ASSOCIATION OF Island Sound Deep
SUFFOLK COUNTY Water Derelic...

5. On the Grants File launch page, select Create Award Action Request from the Action
dropdown menu. Click the Submit button.

Advisories = h Awards > 3> Grants File - NALGNMF4540018

Grants File - NA16GNMF4540019

Id: 2574623
Status: Accepted

Action: ‘Please select an action Y ‘ -

Your Comments: |Please select an action
Create Award Action Request
View Accounting Details
View/Manage Award-related Personnel

Spell Check
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6. The available AARs are visible on the Award Action Request Index page. The user
should click the link that corresponds to the AAR s/he wishes to create. In this example,
the No Cost Extension — Prior Approval Waived (Research Terms and Conditions)
link was selected.

Award Action Request Index - NA16NMF4540019

* Mo Cost Extension - Prior Approval Required
Extensi Out

award if not described in the approved application

Grantees:

Please note that the above listing contains all the possible Award Action Requests that can be created on this Award.
while the ability to create these Award Action Requests is given to all grantee users, they can only be forwarded to the agency by the Authorized Representative.

* Note: Award Action Requests marked with an * will always result in an amendment to the award (if approved). Other requests generally result in a notification of approval. However, any|
amendment at the discretion of the Grants Officer. See guidance document for more information.

7. By default, information for the Extension Date data element is pre-populated. It cannot be
modified. If appropriate the user can enter data for the Justification data element.
Click the Save button.

No Cost Extension - Prior Approval Waived (Research Terms and Conditions) - NA16NMF4540019

Note: The Attachments link does not appear until the document is successfully saved
No Cost Extension - Prior Approval Waived (Research Terms and Conditions)
Guidance

Extension Date Month Year Dpay

[This is where I would enter text to justify my request for additional ime

Justification

[76 / 4000 [ spetl check ]

[eve] canca |

8. The launch page for the selected AAR is re-displayed with an opportunity to include
attachments and/or input additional data. Upload any relevant documents and make any
necessary edits. Click the Save button.

9. When all information associated with the Award Action Request has been specified, the
user can click the Save and Start Workflow button.

No Cost Extension - Prior Approval Waived (Research Terms and Conditions) - NA16NMF4540019

4 Attachments:

No Cost Extension - Prior Approval Waived (Research Terms and Conditions)

C ] ey

Award Action Request Report

Save | Save and Start Workilow | Cancel |
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10. Inresponse to that action, the user is asked to confirm his/her intent to advance to the
next steps. To move forward, click the Yes button.

11. Areview task is sent to the user’s Inbox for the request. If the person who created the
AAR is the Recipient Authorized Representative (RAR), the task will first go to him/her
and then to the remaining RARSs in the organization.

12. If the user is the creator of the AAR and the Recipient Authorized Representative s/he
can submit the request to the agency.
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Submit an ASAP Enrollment

NOAA Only
For assistance with ASAP Enroliment the contact person is:
Darius Porter:  Darius.Porter@noaa.gov

1. Click the Awards tab.
2. Click the ASAP Enrollment Request link.

3. If presented with more than one organization, select the appropriate organization from
the dropdown list. Click the Submit button.

4. When presented with the screen below, complete the Point of Contact section.
Mandatory data entry items are indicated by a red asterisk (*).

5. Click the Save and Start Workflow button.

ASAP Enrollment Request
Organization: RESEARCH FOUNDATION FOR THE STATE UNIVERSITY OF NEW YORK, THE (2003334)
Request ID: 2602413

Information for the Point of Contact who will work with the Grants Making Agency to
complete the ASAP Enrollment for this organization.

Organization Profile

EIN/TIN#: 14-1368361

DUNS: 152652822

Name: RESEARCH FOUNDATION FOR THE STATE UNIVERSITY OF NEW YORK, THE
Type: H - Public/State Contrelled Institutien of Higher Education

Address: 1400 WASHINGTON AVE

ALBANY, NY 122220100

Point of Contact

[ Attachments:

No attachments

Add new Attachment: [+]
Any changes to information on this page should be saved before adding or removing attachments. File name should be 50 characters or less if there are more than 10 attachments.
Large File Guidance

—
| Save | Save and Start Workflow | Cancel | Print |
———————

The image below shows the Point of Contact information as it may have been
completed in the previous image.

Point of Contact

Mame: Jeannine Vaughne
Title: Dr.
Email: jvaughne@rdc.test.gov

Phone Mumber: 301 333 4444
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6. The user is presented with the Organization Profile Change Request screen. From
this point the options are: Forward Request to Authorized Representative, View/Edit
Request, or Withdraw Request. Select an option and click the Submit button. From
this screen there is also an option to click the Print Workflow History button.

Organization Profile Change Request

Id: 2602413
Status: In Progress: RecipientUserActions - Not Started

Action: [Please select an action v] -

Your Comments:  Please select an action
View/Edit Request
Withdraw Request

Spell Check

Print Workflow History

7. When Forward Request to Authorized Representative is selected, the task initially

goes to the document’s creator and then to the organization’s Recipient Authorized
Representative.

8. The following message on the screen confirms the request is complete:

ASAP Enrollment Request — Forward Request to Authorized Representative is
complete.

Your Tasks

I ASAP Enrollment Request - Forward Request to Authorized Representative is (umplete.l

Document Type Status

[ai I

One item found.1

Task [dTask Status|Document Type Document Ld(Start Date|Completed Date|Award Number|

View 4910109 ASAP Enrollment Request Complete Organization Profile Change Request 2602413 06/15/2016 06/15/2016 N/A

9. If the person who created the enrollment request also has the Recipient Authorized
Representative role, s/he can submit the request to the agency.

ITA, MBDA, NTIA, EDA

The ASAP Enrollment process for these four (4) agencies differs from that used by NOAA.
For assistance with ASAP enroliment, the contacts are as follows:

ITA, MBDA, NTIA/BTOP
Janet Russell: Janet.J.Russell@noaa.gov
Freddie Isaac: Fredrick.L.lsaac@noaa.qov

EDA
Roberta Duncan: Roberta.Duncan@noaa.qov
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Overview of Report Status (Financial and Performance Progress Reports)

The next few sections of this document are dedicated to the Post-Award component of the
Grants Lifecycle. During the Post-Award section, the Grant Recipient must submit one or
more reports: the Performance Progress Report and/or Financial Report (SF-425, SF-270
or SF-425A). The reporting requirements were specified in the Request for Application
(and other associated documents) and agreed to by the Grant Recipient when s/he
accepted the award.

When searching for reports (SF-xxx), the results are limited to the information available to
the grantee’s user account.

Search Financial and Project Progress Reports

Award Number : —
Recipient Name : [ ]
Report Period Start DateRange: [ |- [ ] [ Include reports with no Start Date(SF425)
Report Period End DateRange: [ |- [ ] Ol include reports with no End Date(SF270)
Program Officer Name : I
(First Name or Last Name)

Progress Report:

Financial Reports

SF270 Reports
® All Reports

Report Type :

Delinquent Only
Delinquent and Not Delinquent (all unsubmitted reports)
Report Status : Submitted (not yet Accepted)
Accepted
® All Reports

The Report Status options are explained below:

e Delinquent — The report due date has passed; the report has not been submitted to
the appropriate Department of Commerce (DOC) agency. Although a report was not
submitted by the deadline, it can still be submitted to the DOC agency using Grants
Online.

e Not Delinquent — The report has been created and is ready to be completed (by the
recipient) and submitted to the DOC agency. For 30 days after the report’s due date, the
status is Not Delinquent. For a FINAL report, the status is Not Delinquent for 90 days.
After either 30 days (for an interim report) or 90 days (for a FINAL report) the status is
changed to Delinquent.

e Submitted — The report has been submitted to the DOC agency but has not yet been
accepted.

e Accepted — The report has been accepted by the DOC agency.
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Submit a Performance Progress Report

NOAA, ITA, EDA, and OSEC
1. Click the Awards tab.
2. Click the Search Reports link.
3. The Search Financial and Performance Progress Reports launch page is visible.
4. To locate the Progress Report associated with the award, the user can perform a generic
search (leave all boxes at the top of the screen blank and select All Reports for the
Report Status and the Report Type). The user may also narrow the search by specifying

one or more additional search criteria. The screen image below shows a generic search.

5. Click the Search button.

Search Financial and Project Progress Reports

Award Number : ——

Recipient Name : ‘ |

Report Period Start Date Range : \ \ - \ \ Include reports with no Start Date(SF425)

Report Period End Date Range : \ \ - \ \ Include reports with no End Date(SF270)
Program Officer Name : l:l

(First Name or Last Name)

Progress Reports

Financial Reports

SF270 Reports
® all Reports

Report Type :

Delinquent Only
Delinquent and Mot Delinquent (all unsubmitted reports)
Report Status : Submitted (not yet Accepted)
Accepted
® All Reports

e

6. When the Search Report Results section is visible, locate and click the appropriate
Report link (in this case a Performance Progress Report). If there are numerous reports
of the type being sought, the user may have to scroll through several pages of reports.

Search Report Results

77 items found, displaying all items.1

Award"u'“ber : | -?
Officer

NA17FZ2764 09/01/2002 09/30/2002 10/31/2002 [athy Accepted CORNELL None
Bozek COOPERATIVE Designated
Status Report EXTENSION
ASSOCIATION
OF SUFFOLK
COUNTY
NA17FZ2764 10/01/2002 03/31/2003 04/30/2003 Cathy Accepted CORNELL Mone
Bozek COOPERATIVE Designated
EXTENSION
ASSOCIATION
OF SUFFOLK
COUNTY
NA17FZ2764 09/01/2002 12/31/2002 Cathy  Accepted CORNELL None
Bozek COOPERATIVE Designated
EXTENSION
ASSOCIATION
OF SUFFOLK
COUNTY

Principal
Investigators-|
ject

[
Directors
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7. The image shown below is a continuation of the screen in step 6. We have located a
Progress Report whose status is Not Delinquent. In the Report column, click the
Performance Progress Report — FINAL link.

NA14NMF4720314 01/01/2015 06/30/2015 07/30/2015

NA14NMF4630090 04/01/2015 09/30/2015 10/30/2015

NA14NMF4720314 07/01/2015 12/31/2015 01/30/2016

Accepted CORMELL
COOPERATIVE
EXTENSION
ASSOCIATION
OF SUFFOLK
COUNTY

Accepted CORMELL
COOPERATIVE
EXTENSION
ASSOCIATION
OF SUFFOLK
COUNTY

Accepted CORMELL
COOPERATIVE
EXTENSION
ASSOCIATION
OF SUFFOLK
COUNTY

NA14NMF4630090 07/01/2014 03/31/2016 06/29/2016

Not CORNELL

Delinquent COOPERATIVE
EXTENSION
ASSOCIATION
OF SUFFOLK
COUNTY

8. Click the Go to Performance Progress Report — FINAL Details Page link. In the
screen image below, a message states: This document currently has no tasks
assigned to you. The message indicates that the Performance Progress report
currently does not require the user take any action; in this case the Status is Not

Delinquent.

Id: 2591686
Status: Not Delingquent

Go to Performance Progress Report - FINAL Details Page >>

——»This document currently has no tasks assigned to you.

Performance Progress Report - FINAL - NA1ANMF4630090

9. From this page, the user can attach his/her report. The Federal Program Officer has

defined the acceptable format and content for Progress Reports; follow those

guidelines.

3 Attachments:

Mo attachments.

Add new Attachment: [+]
Any changes to information
Large File Guidance

Performance Progress Report - NA14NMF4630090

n this page should be saved before adding or removing attachments. File name should be 50 characters or less if

% NOTE: Occasionally there are problems associated with uploading a file. If the
user is unable to upload file(s), refer to the instructions accessible from the
Large File Guidance link.
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10. To upload attachments:
a. Next to Add New Attachment, click the [+] link.

b. Click the Choose File button and navigate to the appropriate file stored on the
computer.

c. The Description* data element is mandatory. The user won’t be able to navigate
away from this screen without providing a description of the attachment.

d. Click the Save Attachment button and the attachment is uploaded to Grants
Online.

e. Repeat steps 10a — 10d as many times as is necessary to upload each attachment.

Performance Progress Report - NA16GOT9980034

[ Attachments:

No attachments.

a. Add new Attachment: [-]
Filename: = Choose File |Nofie chosen D).

C. Description

4

(0l save Attachment ]

11. To start workflow, click the Save and Start Workflow button. A message displays
asking the user to confirm that s/he wants to start workflow.

Recipient Principal Investigators/Project Directors:
One item found.1

Telephone m Submitting?
1 I'N

Recipient Authorized Representatives:

[Name _[Telephone

Save || Save and Start Workflow | Cancel

12. To proceed, click the Yes button; otherwise click the No button.
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13. A task associated with this action is visible in the user’s Inbox. Follow the steps in the
Process an Inbox Task section of this document. The review task goes to the creator
of the document and the organization’s Recipient Authorized Representative(s). If the
user has the Recipient Authorized Representative role s/he will complete both actions
prior to forwarding the task to the appropriate Grants Online agency.

MBDA, NTIA

MBDA and NTIA do not submit reports directly to Grants Online. MBDA uploads its
reports to an internal system. Subsequently, the Program Officer obtains the relevant
information and enters data into Grants Online. In a similar manner NTIA extracts
information from an internal database and enters data into Grants Online.

For a detailed explanation of the steps involved in the process, the MBDA and NTIA user
should contact his/her Federal Program Officer. The FPO should be able to provide the
user with the relevant documentation.
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Submit a SF-425 Cash Flow or Federal Financial Report

1. Click the Awards tab.

2. Click the Search Reports link.

3. The Search Financial and Performance Progress Reports launch page is visible.

4. To locate the Financial Report associated with the award, the user can perform a
generic search. To do so, click the Include Reports with no Start Date (SF-425)
checkbox and leave the remaining boxes at the top of the screen blank. Select All

Reports for the Report Status and the Report Type.

The user may narrow the search (visible in the screen below) by clicking the Financial
Reports (Report Type) radio button and clicking the Submitted (not yet Accepted)

(Report Status) radio button.

5. Click the Search button.

Search Financial and Project Progress Reports
Recipient Name : ‘ ‘
Report Period Start Date Range : | |- ] ¥ Include reports with no Start Date(SF425) <mmmmm—
Report Period End Date Range : ‘ ‘ - ‘ ‘ Include reports with no End Date(SF270)
Line Office : [- select a Line office - ]
Program Office :
Program Officer Name : l:l
(First Name or Last Name)
Progress Reports
I *® Financial Reports I
Report Type :
P P FI70 Reports
All Reports
Delinguent Only
Delinguent and Not Delinguent (all unsubmitted reports)
Report Status : I * Submitted (not yet Accepted) I
ccepted
All Reports
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6. From the Search Report Results screen, locate and click the appropriate Report link (in
this case a SF-425: Federal Financial Report — Cash Flow). If there are numerous reports
of the type searched, the user may have to scroll through several pages of reports.

IT15INA1120013

12/31/2015 01/30/2016 Brad Hess

Submitted

RECREATION None

VEHICLE Designated
INDUSTRY
ASSOCIATION,
INC.
ED15HDQ3120042 12/31/2015 01/30/2016 John Cobb Submitted None

NALONMF 00000 T bl

NA14N0O54190099

1720100

12/31/2015 03/30/2016 kristin

INTERNATIONAL Designated

O72010 Lanm e SUBmITea

Submitted
ransom

TNTERNIA [ TOTAL
FUND FOR
ANIMAL
WELFARE, INC.

NATURAL
RESOURCES,
LOUTSIANA
DEPARTMENT OF

7. Click the Go to SF-425: Federal Financial Report — Cash Flow Details Page link.

Id: 2575880
Status: Submitted

SF-425: Federal Financial Report - Cash Flow - ED15HDQ3120042

to SF-425: Federa

Financial Report - Ca

sh Flow Details Page >>

8. The form contains several sections of detailed financial information. All fields that require
data entry are indicated by a red asterisk (*). Although some fields are locked and cannot
be edited, all fields must be reviewed for accuracy. Contact the Grants Online Help Desk
for assistance resolving inaccuracies for non-editable fields.

FEDERAL FINANCIAL REPORT

Follow form Instructions

1. Federal Agency and Organizational Element
to Which This Report is Submitted

Department of Commerce/EDA

2. Federal Grant or Other Identifying Number Assigned by Federal Agency Page of
(To report mutiple grants, use FFR Attachment] 1 2
pages
ED15HDQ3120042

SRI INTERNATIONAL

3. Recipient Crganization {Name and complete address including Zip code)

333 RAVENSWOOD AVE, MENLO PARK, CA 940253453 USA

4a. DUNS Number b EIN

5. Recipient Account Number or Identifying Number
(To report mutiple grants, use FFR Attachment)

7. Basis of Accounting

Semi-Annual

8. Project/Grant Period
From: {Month, Day, Year)

Movember 01, 2015

To: (Month, Day, ear)

February 28, 2017

10. Transactions

(Use lines a-c for single or mutiple grant reporting)

Federal Cash (To report multiple grants, also use FFR Attachment):

3. Cash Receipts Determine Casl

Receipts from the Federal accounting system

Annual v
Final oot
Acerual
5. Reporting Period End Date
(Month, Day, Year)
December 31, 2015
Cumulative
oo

Version 4.20
Page |35



Grant Recipients User Manual

9. To start the workflow, click the Save and Return to Main button. A task is sent to the
Inbox of the person who created the report.

a. Tvpe b. Rate c. Period From | Period To d.Base e Amount Gharged (e Federal Share
L Indirest Expense [ NIA A A A A T NI
_; o

12 Attach any explanations des
Viewiedit remarks >>

essary or information required by Federal sponsoring agency in compliance with governing legislation

13. Certification: By signing this report, | certify that it is true, complete, and accurate to the best of my knowledge. | am aware that
any false, fictitious, or fraudulent information may subject me to criminal, civil, or administrative penalities. (U.S. Code, Title 218, Section 1001)

a. Typed or Printed Name and Tl of Authorized Certifying Official ¢. Telephone (Area code, number and extension)

6. Email address

testemail@msgz.rdc.noaa.gov

b. Signature of Authorized Certifying Official e. Date Report Submitted (Month, Day, Year)
03/29/2016

FEDERAL AGENCY NOTE: 14. Agency use only:

Cash on hand greater than $5,000 or less than -$5,000 requires an explanation. View remarks >>

save | save and Return to M
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Submit a SF-425A Multiple Awards Federal Financial Report (for the Interim Report)

NOAA Only

1. Click the Awards tab.

2. Click the SF-425A for Multiple Awards link.

> ASAP
Enroliment
Request

* Manage
Recipient Users

» SF-425A for
Multiple Awards

» Search Awards
» Search Reports

Welcome to Grants Online Arthur Rep25. You are logged in to TRAIN1P. Log Off

>> Tasks >> MyPreferences

Awards

- ASAP Enrollment Request -
Request enrollment in the Automated Standard Application for Payments (ASAP).

- Manage Recipient Users -

The Manage Recipient Users feature allows you to manage responsibilities and access to awards for your organization. As a Recipient System
within your organization. You can also add new users for your organization. Please note that changes to Principal Investigators require an appl|
Personnel may require an Approved Award Action Request.

] - SF-425A for Multiple Awards - |

View, create or replace SF-425 Cash Flow Federal Financial Reports for multiple awards for the Recipient organization.

- Search Awards -

The Search Awards feature allows you to find Awards by Award Number or Recipient Name.

3. Onthe SF-425A Overview Page for the selected organization, specify an End Day (March
31 or September 30) and the End Year.

4. Click the Create Multiple Award SF-425A button.

SF-425A Overview Page for
GLOBAL ENVIRONMENT AND TECHNOLOGY FOUNDATION

Existing Multiple Award SF-425A Documents
None

Create a new Multiple Award SF-425A for the reporting period ending:

[March 31 +][2015 v]

I Create Multiple Award SF-425A I

5. If there are no or only one SF-425 Cash Flow Reports for the period selected, the user
receives one of two error messages:

a. There are no SF-425 Cash Flow Reports for the dates specified.

SF-425A Overview Page for
AOPA FOUNDATION, INC., THE

Existing Multiple Award SF-425A Documents

None

There are no SF-425 Cash Flow reports for active awards with this reporting period end date. No report was createa

Create a new Multiple Award SF-425A for the reporting period ending:

March 31 v][2015 v
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b. Only one SF-425 Cash Flow Report exists for the dates specified.

SF-425A Overview Page for
ALICE FERGUSON FOUNDATION INC

Existing Multiple Award SF-425A Documents

6. Instructions for the Federal Financial Report attachment can be accessed by clicking

the SF-425A Instructions link.

7. By default, all awards are under the Awards Not Included in this SF-425 header.
Placing a checkbox in the first column indicates the awards that should be moved
beneath the Awards Included in this SF-425 header. Place a check in the boxes that

should be included in the SF-425A.

8. Click the Add Selected Awards to Report button.

Multiple Award SF-425A for

=P Awards Included in this SF-425:

None

Awards Not Included in this SF-425:

|Award Number |Award |Award [Award
Start [End Status

¥ NA16GOT9980016 10/01/2014 09/30/2017 Accepted

CZM  (Project
Section|Title

04
Application
for

¥ NA16GOT9980017 10/01/2014 09/30/2017 Accepted
- App for
Comp RFA
May 2016
class
NA16GOT9980018 10/01/2014 09/30/2017 Accepted

NA16GO

9980020 10/01/2014 09/30/2017 Accepted Science!

Gstudent10

NA16GOT9980026 10/01/2014 09/30/2017 Accepted gstudent09

NA16GOTI980029 10/01/2014 09/30/2017 Accepted Description

Export options: Exce

| Add Selected Awards to Report

GSTUDENT-

Competition
GSTUDENTO00 SF-425 Delinquent 2595028 Arthur Rep00

NA16GOTI980024 10/01/2014 09/30/2017 Accepted gstudent1l
competitive
application

NA16GOT9980025 10/01/2014 09/30/2017 Accepted Emily's
application--

GLOBAL ENVIRONMENT AND TECHNOLOGY FOUNDATION

Note: Final SF-425 reports are not available for inclusion in the SF-425A (full explanation).

Report|Report  |Report |Principal

T Status  [ID Investigators|
SF-425 Delinquent 2595027 Arthur Rep04
Cash

Flow

Cash
Flow

GSTUDENTO03 SF-425 Delinquent 2595029 Arthur Rep03

Cash
Flow

SF-425 Delinquent 2595030 Arthur Rep12

(gstudent12) Cash

ow
SF-425 Delinquent 2595031 Arthur Rep11
Cash
Flow

SF-425 Delinquent 2595032 Arthur Rep10
Cash
Flow
SF-425 Delinquent 2595033 Arthur Rep09
Cash
Flow
SF-425 Delinquent 2595034 Arthur Rep22
Cash
Flow
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9. The selected awards are now located beneath the heading Awards Included

in this SF-425A.

10. The other SF-425s remain beneath the heading Awards Not Included in this
SF-425A.

VS.

Multiple Award SF-425A for

GLOBAL ENVIRONMENT AND TECHNOLOGY FOUNDATION

SF-425A Instructions

Awards Included in this SF-425: |

[Remove|Award Number (Award |Award
|Start [End

NA16GOT9980016 10/01/2014 09/30/2017 Accepted

A 79980017 10/01/2014 09/30/2017 Accepted

GSTUDENT-

04

Application

for

Competition

GSTUDENTOO $
- App for

Comp RFA

May 2016

class

|Award CZ |Project Rec:p:ent Account (Cumulative Federal
|Status |Section| Tltle Cash Disbursement tors|

Arthur Rep04.

Arthur Rep00

focats | ____________|_____[ [ [ | | soool |

Export options: Excel
Go to the SF-425 Details Page >>

Multiple Award SF-425A for

GLOBAL ENVIRONMENT AND TECHNOLOGY FOUNDATION

SF-425A Instructions

9 Awards Included in this SF-425:

ive Federal

Remove|Award Number |Award  [Award  |Award ZM Project IleclplentAccnunt Cumul
Start [End |Status Cﬂsh isbursement

NA16GOT9980016 10/01/2014 09/30/2017 Accepted

7 10/01/2014 09/30/2017 Accepted

GSTU DENT-

Application

or

Competition

GSTUDENTOO $
- App for

Comp RFA

May 2016

class

Arthur Rep04

Arthur Rep00

fotats 1 | | [ [ | | sooo |

Export options: Excel

mnm

Awards Not in this SF-425:

Note: Final SF-425 reports are not available for inclusion in the SF-425A (full explanation).

\ward |Award
Start [End Status SectlD
NA16GOT9980018 10/01/2014 09/30/2017 Accepted

[Award Number

Project Ilert Report  |Report
e Status [ID

GSTUDENTO03 SF 425 Delinquent 2595029 Arthur Rep03
ash

Elow

11. Enter information for the Cumulative Federal Cash Disbursement* (mandatory)
and the Recipient Account No. (optional) data fields. If the user would like to enter
data later, advance to Step 13.
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12. When data has been entered, click the Go to the SF-425 Details Page link to
launch the SF-425 form. The SF-425 contains several sections for detailed
financial information. Advance to step 14.

Multiple Award SF-425A for
GLOBAL ENVIRONMENT AND TECHNOLOGY FOUNDATION

SF-425A Instructions

Awards Included in this SF-425:

Remove(Award Number |Award [Award Award [CZM |Project
Start End Status [Section|Title
NA16GOT9980016 10/01/2014 09/30/2017 Accepted GSTUDENT-
04
Application
for
Competition
NA16GOT9980017 10/01/2014 09/30/2017 Accepted GSTUDENTOO
- App for 0|
Comp RFA
May 2016
class

fotals | _____( [ [ | | _______soool |

Export options: Excel

Recipient Account Cumulative Federal |Principal
No. Cash Disbursement [nvestlators

Go to the SF-425 Details Page >>]

| Save] Cancel | Print |

13. To save data entered thus far click the Save button; the user can resume data
entry at a later date. Click the Print button to generate a printable PDF version of
the SF-425A. To exit without saving the data entered, click the Cancel button.

Multiple Award SF-425A for
GLOBAL ENVIRONMENT AND TECHNOLOGY FOUNDATION

SF-425A Instructions

Awards Included in this SF-425:

Remove|Award Number |Award | Award |Award Project Ileclplent Account Cumulative Federal |Principal
Start [End Status Title Cash Disbursement |Investigators|
NA16GOT9980016 10/01/2014 09/30/2017 Accepted GSTUDENT- Arthur Rep04
04 0
Application =
for
Competition
NA16GOT9980017 10/01/2014 09/30/2017 Accepted GSTUDENTO00 $ Arthur Rep00
- App for 0
Comp RFA
May 2016

class

ot s 1 | | [ | | | [ soo0l |

Export options: Excel

Go to the SF-425 Details Page >>

14. On the SF-425, all fields that require data entry are indicated by a red asterisk (*).
The data on the form should be based on the transactions for all awards included
with the SF-425A.

All fields should be reviewed for accuracy. Contact the Grants Online Help Desk for
assistance resolving inaccuracies for non-editable fields.
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15. To start the workflow, click the Save and Return to Main button. A task is sent to the

16.

17.

18.

Inbox of the person who created the SF-425A.

13. Certification: By signing this report, | certify that it is true, complete, and accurate to the best of my knowledge. | am aware that
any false, fictitious, or fraudulent infermation may subject me to criminal, civil, or administrative penalities. (U.S. Code, Title 218, Section 1001)

a. Typed or Printed Name and Title of Authorized Certifying Offcial c. Telephone (Area code, number and extension;

d. Email address

b. Signature of Authorized Certifying Official
. Date Report Submitted (Month, Day, Year)

FEDERAL AGENCY NOTE: 14. Agency use only:
Cash on hand greater than $5,000 or less than -$5,000 requires an explanation. View remarks >>

Go to the SF-425A Details Page >>

This form is not validated and cannot be forwarded to agency. Clicking the Save button will show validation issues.

| Save [ Save and Return to Main | Cancel ] Print]

Click the Inbox tab and then the Task link (located on the left navigation pane).
Click the View link next to the SF-425A task.

The Federal Financial Report launch page is visible. The Action dropdown menu
contains the following options:

a. Forward Multiple Award SF-425 Cash Flow Report to Agency — forwards the
report to the agency for approval. (Available only to users with the Authorized
Representative or Business/Finance Representative Submitting role). Click the
Submit button.

b. Reassign Multiple Award SF-425 Cash Flow Report — routes the report to
another Authorized Representative for review and approval prior to the report being
submitted to the agency.

c. Review/Edit Multiple Award SF-425 Cash Flow Details — opens the Multiple
Award Details page for review. The document is unlocked and revisions can be
made prior to sending for approval.

d. Review/Edit SF-425 Details — opens the SF-425 Details page for review. The
document is unlocked and revisions can be made prior to sending for approval.

SF-425A: Multiple Award Cash Flow SF-425

Id: 2595042
Status: Delinquent

Action: Please select an action [l submit |
Your Comments: LR EEREN TR
Forward Multiple Award SF-425 Cash Flow Report to Agency
Reassign Multiple Award SF-425 Cash Flow Report
Review/Edit Multiple Award SF-425 Cash Flow Details
| Review/Edit SF-425 Details - y

Spell Check
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Create and Submit a SF-270 Request for Advance or Reimbursement

The SF-270 should only be used by organizations that are unable to draw down funds
using the Department of Treasury’s ASAP system. NOAA high-risk ASAP Recipients must

use the SF-270 to draw down funds.
1. Click the Awards tab.

2. Click the Search Awards link.

Enroliment
Request

» Manage
Recipient Users

» SF-425A for
Multiple Awards

» Search Awards
» Searcl Reports

Awards

- ASAP Enrollment Request -
Request enrollment in the Automated Standard Application for Payments (ASAP).

- Manage Recipient Users -

The Manage Recipient Users feature allows you to manage responsibilities and access to awards for your organization. As a Recipient System

Personnel may require an Approved Award Action Request.

- SF-425A for Multiple Awards -

View, create or replace SF-425 Cash Flow Federal Financial Reports for multiple awards for the Recipient organization.

R g

The Search Awards feature allows you to find Awards by Award Number or Recipient Name.

within your organization. You can also add new users for your organization. Please note that changes to Principal Investigators require an app]|

3. Enter the Award Number and click the Search button. The search results are displayed

at the bottom of the screen. Locate and click the Award Number link.

Search Awards

[NA16GOT9980049
Recipient Name: ‘ |

Award Number:

Project Title: ‘ |

Award Status:

PI-PD Last Name: \ |

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 % as wildcard in search string.

Search Results
Qne item found.1

[Award Number |Org ID |Recipient Name Project |Award |Principal Investigators-
Title Status |Project Directors

PNA16GOTIIE0049 2004695 GLOBAL ENVIRONMENT AND Training Accepted None Designated
TECHNOLOGY FOUNDATION App 01

Version 4.20
Page |42



Grant Recipients User Manual

dropdown menu. Click the Submit button.

Grants File - NA16GOT9980049

Id: 2595331
Status: Accepted

Action: [Please select an action v
Your Comments: | Please select an action
Create Award Action Request
Create SF270
View Accounting Details
‘Viewaanage Award-related Personnel ™ P

Spell Check
| Save Comment |

Reimbursement Details Page link.

SF-270: Request for Advance or Reimbursement - NA16GOT9980049

Id: 2595899
Status:
I Go to SF-270: Request for Advance or Reimbursement Details Page >> I

This document currently has no tasks assigned to you.

6. The SF-270 is shown in the image below; all fields that require data entry are

4. When the Grants File launch page is visible, select Create SF-270 from the Action

5. From the SF-270 launch page, click the Go to SF-270: Request for Advance or

indicated by a red asterisk (*). Specify the Type of Payment Requested — either

Advance or Reimbursement. For item 1(b) specify either Final or Partial.

Request for Advance or Reimbursement - NA16GOT9980049
- 1. Type of Payment Requested” (a.) @ Advance O Reimbursement (b.)* © Final @ Partial

2. Basis of Request ® Cash Accrual

3. Federal Agency and Organzation Element to Department of Commerce/NOAA
Which Report is Submitted

4. Federal Grant or Other Identifying Number Assigned by Federal Agency NA16GOT9980049

5. Partial Payment Request ber For This Request 0

6. EIN Number 541489434
7. Recipient Identifying Number
or Account Number

8. Period Covered By This Request - |D7/Dl,"2016 ‘ - |07/31,t‘2016
(MM/DD/YYYY - MM/DD/YYYY)

9. Recipient Organization
GLOBAL ENVIRONMENT AND TECHNOLOGY FOUNDATION
2900 S QUINCY ST STE 375, ARLINGTON, VA 22206-2231

10. Payee Where payment is to be sent if different than item 9

Address:
Number and Street:

City, State and Zip: A
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7. When finished data entry, click the Save button at the bottom of the screen.

Request for Advance or Reimbursement - NA16GOT9980049
1. Type of Payment Requested” (a.) ® Advance Reimbursement (b.)- ©Final ® Partial

2. Basis of Request ® Cash Accrual

3. Federal Agency and Organzation Element to Department of Commerce/NOAA
Which Report is Submitted

4. Federal Grant or Other Identifying Number Assigned by Federal Agency NA16GOT9980049

5. Partial Payment Request Number For This Request 0

6. EIN Number 541489434

7. Recipient Identifying Number

or Account Number

8. Period Covered By This Request *[07/01/2016 |- [07/31/2016

(MM/DD/YYYY - MM/DD/YYYY)

9. Recipient Organization
GLOBAL ENVIRONMENT AND TECHNOLOGY FOUNDATION
2900 S QUINCY ST STE 375, ARLINGTON, VA 22206-2231

10. Payee Where payment is to be sent if different than item 9

e
Number and Street: A

City, State and Zip: Y

SF-270 Instructions

Note: If the Special Award Conditions require submission of supporting documentation with the SF-270,
attach that documentation here.
1 Attachments:

No attachments.

Add new Attachment: [+]
Any changes to information on this page should be saved before adding or removing attachments. File name should be 50 characters or less if there are more than 10 atf

ATTACHING A FILLED OUT COPY OF THE SF-270 IS NOT ACCEPTABLE AND THE SUBMISSION WILL BE REJECTED.
YOU MUST FILL OUT THE SF-270 IN THE FORM ABOVE.

Save and Certify | Cancel | Print Report

8. The Type of Payment Requested (Advance or Reimbursement) determines the
secondary screen that must be completed.

a. The image below is associated with having selected the Advance radio button
for item 1(a). Click the Alternate Computation link.

10. Payee Where payment is to be sent if different than item 9

Number and Street: 4

City, State and Zip:

Enter the appropriate dollar amount(s) for items 12a, 12b, and 12c. To
return to the previous screen, click the Save and Return to Main button.

Alternate Computation

3. Federal Agency and Organzation Element to 4. Federal Grant or Other Identifying Number Assigned by Federal Agency
Which Report is Submitted

Department of Commerce/NOAA NA16GOT9980049

6. EIN Number 8. Period Covered By This Request

541489434 07/01/2016 - 07/31/2016

12, Alternate Computation for Advances Only Total
a. Estimated Federal cash outlays that will be made during period covered by the advance §[250.00

b. Less Estimated balance of Federal cash on hand as of beginning of advance period $j0.00

c. Amount requested (Line a minus line b) $|250.00

Save | Save and Return to Main | Cancel
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b. The image below is associated with having selected the Reimbursement radio
button for item 1(a). Click the Computation link.

10. Payee Where payment is to be sent if different than item 9

Number and Street: Y

City, State and Zip:

s

Enter the appropriate dollar amount(s) for items 11a — 11j. To return to the
previous screen, click the Save and Return to Main button.

Computation

3. Federal Agency and Organzation Element to 4. Federal Grant or Other Identifying Number Assigned by Federal Agency
Which Report is Submitted

Department of Commerce/NOAA NA16GOT9980049

6. EIN Number 8. Period Covered By This Request

541489434 06/01/2016 - 06/30/2016

11. Computation of Amount of Reimk s/Advances R ed

Program/Functions/Activities Total

a. Total program outlays to date (as ofdate)‘ ‘SD.DD <0.00

b. Less Cumulative program income $0.00 $0.00

c. Net program outlays (Line a minus line b) $0.00 £0.00

d. Estimated net cash outlays for advance period $(0.00 4{0.00

e. Total (Sum of lines ¢ and d) $0.00 £{0.00

f. Non-Federal share of amount on line & $0.00 40.00

g. Federal share of amount on line e $0.00 $0.00

h. Federal payments previously requested $(0.00 4{0.00

i. Federal share now requested (Line g minus line h) 40.00 <0.00

j. Advances required by 1st Month 5‘0_00 |S|0.00 |
month, when requested by

Federal grantor agency for 2nd Manth S‘U-UU |5|U-UO |
:Ziau;clzsakmg reschedulued 3rd Manth 5‘0.00 |5|0.00 |

Save | Save and Return to Main | Cancel

9. lIrrespective of the computation method used, click the Save and Certify button.

SF-270 Instructions

Note: If the Special Award Conditions require submission of supporting documentation with the SF-270,
attach that documentation here.
1 Attachments:

No attachments.
Add new Attachment: [+]

Any changes to information on this page should be saved befare adding or removing attachments. File name should be 50 characters or less if there are |
id

ATTACHING A FILLED OUT COPY OF THE SF-270 IS NOT ACCEPTABLE AND THE SUBMISSION WILL BE REJECTED.
YOU MUST FILL OUT THE SF-270 IN THE FORM ABOVE.

Save | Save and Certify | Cancel
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10. Indicate concurrence with the request and validate the accuracy of information
on the SF-270.

a. For an Advance, click the Agree button.

Certification

I certify to the best of my knowledge and belief that the data on the
reverse are correct and that all outlays were made in accordance with
the grant conditions or other agreement and that payment is due and
has not been previously requested.

Agree | Cancel

b. For a Reimbursement, click the Agree — Start Workflow button.

Certification

I certify to the best of my knowledge and belief that the data on the
reverse are correct and that all outlays were made in accordance with
the grant conditions or other agreement and that payment is due and
has not been previously requested.

Agree - Start Workflow

11. Atask is placed in the user’s Inbox to initiate the process of sending the SF-270 to
the appropriate Federal agency.

12. Navigate to the SF-270: Request for Advance or Reimbursement launch page. On
the Action dropdown menu, there are three (3) or four (4) options, depending upon
the user’s assigned role. In this example, because the user’s role is an Authorized
Representative or Business / Financial Representative (submitting), there are four (4)
options.

From the Action dropdown menu, select Forward Request for Advance or
Reimbursement to Agency. Click the Submit button.

SF-270: Request for Advance or Reimbursement - NA16GOT9980049

Id: 2595897
Status:

Action: [Please select an action M

Your Comments:; | Please select an action

Forward Request for Advance or Reimbursement to Age:

Reassign Review SF270 Report
View Request for Advance or Reimbursement
Withdraw Request for Advance or Reimbursement h Y

Spell Check

If the user’s role does not allow the individual to submit reports to the Federal
agency, s/he should forward the SF-270 to the Authorized Representative or the
Business / Financial Representative (submitting). The person with either role will
forward the form to the appropriate Federal agency.
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13. To confirm the intent to move forward, click the OK button on the pop-up screen.

grantsonlinetraining.rdc.noaa.gov says:

The action you are about to perform cannot be easily
undone and might reguire help-desk assistance. Are you
sure you want to continue?

Prevent this page from creating additional dialogs.

0K Cancel

14. The message on the screen confirms successful completion of the task.

Review Request for Advance or Reimbursement — Forward
Request for Advance or Reimbursement to Agency is complete.

Your Tasks
I Review Request for Advance or Reimbursement - Forward Request for Advance or Reimbursement to Agency is complete. I

Document Type Status

(@l A

46 items found, displaying all items.1

View/Task Id| [Documentype __________________IDocument Id|
el /iy 4855911 Review Request for Advance or Reimbursement Complete Request for Advance or Reimbursement 2595897 09/01/2016 09/01/2016

View 4855884 Review Request for Advance or Reimbursement Complete Request for Advance or Reimbursement 2595896 09/01/2016 09/01/2016

View 4855800 Review Progress Report Cancelled Performance Progress Report 2595887 08/22/2016

View 4855752 Review Progress Report Cancelled Performance Progress Report 2595833 08/22/2016

View 4855724 Review Progress Report Cancelled Performance Progress Report 2595838 08/22/2016

View 4855547 Review Progress Report Cancelled Performance Progress Report 2595844 08/04/2016
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Replace a Report

Any accepted Federal Financial Report or Performance Progress Report (for an open
award) can be replaced with a new report. This is a two-step process that involves
withdrawing the existing report and replacing it with a new report. The new report must be

processed using the same workflow as was applied to the original report.

Although there is no limit to the number of times a report can be replaced, the following

guidelines should govern replacing a report:

1. From the Grants File launch page, under the Financial Reports (or the Progress
Reports) header, locate the report that is to be replaced. Click the ID link that is

Reports for closed awards cannot be replaced
Only accepted reports can be replaced

Legacy reports and/or those created outside of Grants Online should only be
replaced if the value for the Cash On Hand data element is unacceptably

inaccurate

associated with the report.

2. The SF-425: Federal Financial Report — Cash Flow launch page is visible. Select
Replace Report from the Action dropdown menu. Click the Submit button.

Sub Documents

fype | [ride _____________________[Status |
Award Package 2595841 GStudent48 - Rolling Global Env Strategy Accepted
Special Award Condition Report 2595841 Special Award Condition Report

Award File 0 2595786 GStudent48 - Rolling Global Env Strategy Accepted

Export options: Excel
Associated Documents
Nothing found to display.

Financial Reports

Type 1D Period|Period Due Date |Status [(Amount
Start |End Requested|
SF-425: Federal Financial Report - Cash Flow 03/31/2016 04/30/2016 Accepted N/A

Export options: Excel

Progress Reports

fype ________________|ID____|PeriodStart _[Period End _|Due Date _[Status |
Performance Progress Report 2595844 10/01/2015 03/31/2016  04/30/2016  Submitted

Export options: Excel

SF-425: Federal Financial Report - Cash Flow

Id: 2595843

Status: Accepted
Action: ‘Please select an action v L@

Your Comments: Please select an action
Replace Report
View SF-425 Cash Flow Details

Spell Check
| Save Comment |
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3. To confirm the intent to move forward, click the OK button on the pop-up screen.

grantsonlinetraining.rdc.noaa.gov says:

The action you are about to perform cannot be easily
undone and might reguire help-desk assistance. Are you
sure you want to continue?

Prevent this page from creating additional dialogs.

OK

Cancel

4. The message on the screen confirms successful completion of the task.

Your Tasks

I Replace Report is complete. I

Document Type Status

10 items found, displaying all items.1

View 4855480 Manage Award Users Not Started
4855455 Manage Award Users Not Started
4853511 Review Amendment Not Started
4853473 Manage Award Users Not Started
4853383 Manage Award Users Not Started
4853379 Manage Award Users Not Started
n 4853351 Manage Award Users Not Started
w 4853286 Manage Award Users Not Started

[an *] [9pen ]

Award Package
Award Package
Award File

Award Package
Award Package
Award Package
Award Package
Award Package

2595673
2595841
2595465
2594898
2595377
2595397
2595389
2595385

View(Task Id [Document TypelDocument Id|Start DatelCompleted DatelAward Number

ED16GOT9970013
ED16GOT9970025
NA16G0OT9980021
NA16GOT9980015
NA16GOT9980036
NA16GOT9980032
NA16GOT9980034
NA16G0OT9980041

5. Navigate to the user’s tasks. Observe that the Review SF-425 Cash Flow Report
(Task Name) has a Task Status of Not Started. The user can now generate a hew
report to replace the previous version. Click the View link next to the new task.

Your Tasks

Dacument Type Status

[an ] [open ]

11 items found, displaying all items.1

1856049 Review SF-425 Cash Flow Report Not Started
4855480 Manage Award Users Not Started
N 4855455 Manage Award Users Not Started
4853511 Review Amendment Not Started
n 4853473 Manage Award Users Not Started
4853383 Manage Award Users Not Started
View 4853379 Manage Award Users Not Started
View 4853351 Manage Award Users Not Started

SF-425: Federal Financial Report - Cash Flow Only 2595901

Award Package
Award Package
Award File

Award Package
Award Package
Award Package
Award Package

2595673
2595841
2595465
2594898
2595377
2595397
2595389

Task Status|Document Type Document Id(Start Date|Completed Date
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6. The Financial Report launch page is visible. From the Action dropdown menu, select
Review/Edit SF-425 Cash Flow Details. Click the Submit button.

SF-425: Federal Financial Report - Cash Flow -

Id: 2595901

Status: Not Delinquent
Action: |Please select an action 9

Your Comments: | Please select an action
Reassign SF-425 Cash Flow Report

Review/Edit SF-425 Cash Flow Details

Spell Check

7. Make the appropriate changes to the SF-425. If the user has the appropriate access level
s/he can forward the report directly to the Federal agency; otherwise, the report should be
forwarded to the individual whose role permits him/her to forward the SF-425 to the
agency.

8. When the new Financial Report is completed and accepted, the status on the Grants File
page will be updated to Accepted.
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Add or Edit an Organization’s Users

Recipient Administrator ONLY

1. Click the Awards tab.

2. Click the Manage Recipient Users link.

3. Select the appropriate organization from the dropdown menu.

Manage Recipients

Please select an organization to display:

All Organizations
All Organizations

NOAA - 2004695 - GLOBAL ENVIRONMENT AND TECHNOLOGY FOUNDATION
EDA - 2004699 - GLOBAL ENVIRONMENT AND TECHNOLOGY FOUNDATION - TESTING VERY LONG NAME TO SEE IF IT PRINTS COMPLETELY

4. Alist of users for the selected Grants Online organization is visible.

Manage Recipients

Please select an organization to display:

[NOAA - 2004695 - GLOBAL ENVIRONMENT AND TECHNOLOGY FOUNDATION ¥

29 items found, displ
[Name (Last, First)

ing all ite 1

Individuals that belong to GLOBAL ENVIRONMENT AND TECHNOLOGY FOUNDATION:

@

Administrator, NOAA - 2004695 - 703-555- Manage Award radmin
Recipient GLOBAL ENVIRONMENT 1212 Access
AND TECHNOLOGY Edit Profile
FOUNDATION
Administrator - NOAA - 2004695 - 301-555- Manage Award i’ N/A radmineln
ELearning, Recipient GLOBAL ENVIRONMENT 1212 Access
AND TECHNOLOGY Edit Profile
FOUNDATION
Rep00, Arthur NOAA - 2004695 - 703-555- Manage Award [\ N/A arep
GLOBAL ENVIRONMENT 1212 Access
AND TECHNOLOGY Edit Profile
FOUNDATION
Rep01, Arthur NOAA - 2004695 - 703-555- Manage Award [\ N/A arep01
GLOBAL ENVIRONMENT 1212 Access
AND TECHNOLOGY Edit Profile
FOUNDATION

Observe the message regarding assistance with merging multiple accounts (assigned
to the same user) into one user account.

FOUNDATION

Rep25, Arthur NOAA - 2004695 - 703-555- Manage Award Y N/A arep25
GLOBAL ENVIRONMENT 1212 Access
AND TECHNOLOGY Edit Profile
FOUNDATION
Rep - Elearning, NOAA - 2004695 - 703-555- Manage Award e N/A arepeln
Arthur GLOBAL ENVIRONMENT 1212 Access
AND TECHNOLOGY Edit Profile

IIfa single user has multiple accounts, you may contact the Grants Online Help Desk to have them merged into one account. Click on the Help tab above for contact informatlon.l

Add another user

Guidance

Generate Active Award Access Report

Click button below for a report of all users in the selected organization showing their roles on each award. This report may be exported to an Excel spreadsheet.
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5. To update a user’s access:

a. Click the Manage Award Access link on the same line as the user's name.

Manage Recipients

Individuals that belong to CORNELL COOPERATIVE EXTENSION ASSOCIATION OF SUFFOLK COUNTY:

isassociated|User Name
ate

8 items found, displaying all items.1

Name (Last, First) [Action Ha.
& n
L
Y

Christie, Christine 631-727-7850 Manage Award Access N/A cchristie
Edit Profile
516727-3910 Y N/A
631-727-7850 Y N/A
Morgan, Mary 631-852-8660 Manag ward N 02/26/2009 None
631-727-7850 Manage Award Access Y MN/A
Edit Profile
Schmidlapp, Mary 301 444 5551 Y N/A mschmidlapp

b. Select or deselect the appropriate checkbox(s) for the level of access the user
should be assigned.

c. Click the Assign button at the bottom of the page to complete changes.

d. Click the Cancel button to return to the previous page (changes have been saved).

NA16GOT9980039 Gstudent 12 . b
NA16GOT9980041 Gstudent11 Competitive .
NA16GOT9980043 Gstudent02 - Title of Project

NA16GOT9980044 Setting up Krispy Kreme stores on the Moon

NA16GOT9980045 Manned mission to Mars 07

NA16GOTI980049 Training App 01

te this user they will be removed from all awards under GLOBAL ENVIRONMENT AND TECHNOLOGY

Note: If you uncheck a box, the system will restrict access. If you choose to disa
FOUNDATION

c. EmETE d.

6. To deactivate a user account:

a. At the top of the screen, uncheck buttons associated with the user’'s Grants Online
role.

b. Make certain the Not a Business/Financial Representative radio button is checked.

Manage Recipient - Arthur Rep06

You are viewing the current access levels and roles for Arthur Rep06 on zll awards that belong to GLOBAL ENVIRONMENT AND TECHNOLOGY FOUNDATION.

Please use the checkboxes found below to add or restrict access.

Check to add Arthur Rep06 as the Recipient Authorized Representative

Check to add Arthur Rep06 as the Administrator

Arthur Rep06 is:

——> ® Not a Business/Financial Representative
A Business/Financial Representative
A Business/Financial Representative with authority to submit Federal Financial Reports directly to the Federal Agency without routing through the Recipient Auth

Please note that by checking the above boxes this user will become the Recipient Administrator, Recipient Authorized Representative, or Business/Financial Representati
Unchecking these boxes will remove the user from the respective role for all Awards.

A Principal Investigator/Project Director (PI/PD) submits Project Progress Reports through the Authorized Representative. A Principal Investigator/Project Director (PI/PD,
option to submit Project Progress Reports directly to the Federal Agency without going through the Recipient Authorized Representative.
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Click the Disassociate User button at the bottom of the page. This removes the user’s
access to all awards associated with the specified organization. The user will no longer
receive Grants Online email notifications sent to users associated with the organization
and the award.

Note: If you uncheck a box, the system will restrict access. If you choose to disassociate this user they will be removed from all awards under GLOBAL ENVIRONMENT AND TECHNOLOGY
FOUNDATION.

| Assign | Cancel |

Please note that this will remove all roles and access to awards that this user holds in this Organization!

You may need to submit and get approval on a Change in Key Personnel Award Action Request before you take this action.

d. Click the Cancel button to return to the previous page (changes have been saved).

7. To add users to the organization, follow the steps below:

a. Complete steps 1-4 in this section of the document.

b. Click the Add Another User link at the bottom of the Manage Recipients page.

C.

Manage Recipients

Individuals that belong to CORNELL COOPERATIVE EXTENSION ASSOCIATION OF SUFFOLK COUNTY:

8 items found, displaying all items.1

Name (Last, First) Has a Disassociated|User Name
Recipient|Date
Role
¥ N/A

Christie, Christine 631-727-7850 cehristie
516727-3910 N/A
631-727-7850 Y N/A
631-852-8660 N 02/26/2009  Mone
631-727-7850 Y N/A

Schmidlapp, Mary 301 444 5551 7 N/A mschmidlapp
631-727-7850 ¥ N/A
631-727-7850 N N/A

Enter data for the mandatory red asterisk (*) data elements (first name, last name,
email address, and phone number) on the Create Recipient User page. The User
Name, as noted, will be generated when the information is saved.

Choose the appropriate user role from the User Role dropdown list. The default role
is Recipient User. Select the appropriate role for the person being added.

Click the Save button. If there are no errors, the user name is generated; otherwise
make the necessary corrections and attempt to save the data again.
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Create Recipient User

For Organization: NOAA - 2000175 - UNIVERSITY OF ALASKA FAIRBANKS

User Profile

Prefix : [fione 7]

Middle Name: [ ]
Suffix :

User Account Details
User Name :

| Username will be generated on save |

el User Role : [Recipient User v
Address
Title [
g
State : [Please select a state v
- I country: [ ]
Email : [ |

Alternate Email : [ ]

Phone : [ ] extension : [ |
Alternate Phone : [ ] Bxtension : [ ]
Fax : [ ]

Save | Cancel

8. To edit account details, unlock a user’s account or reset the user’s password, follow the
steps below:

a. Complete steps 1-4 in this section of the document.

b. Click the Edit Profile link on the same line as the user name.

Manage Recipients

Individuals that belong to CORNELL COOPERATIVE EXTENSION ASSOCIATION OF SUFFOLK COUNTY:

& items found, displaying all items. 1

Name (Last, First) [Action Has a Disassociated|User Name
Recipient|Date
Role
P d Y N/A

Christie, Christine 631- cchristie

Y N/A

631- Y N/A
N 02/26/2009  None

Y N/A

c. With the exception of the User Name, all information on the resulting screen can be
edited.
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Temporary password
provided to the user.

d. To unlock a user account:
[

Click the Unlock Account button on the Edit Recipient User page.

Edit Recipient User

For Organization: NOAA - 2004695 - GLOBAL ENVIRONMENT AND TECHNOLOGY FOUNDATION

User Profile
Prefix :

First Name :

Middle Name
Last Name :*

Suffix :

|Arthur

Rep01

None ¥

User Account Details

P it pa<swora | Tirvocic ccou] OB

User Name :

successfully unlocked.

A message on the screen displays when the user account was

Edit Recipient User

User account successfully unlocked.

User Profile

Prefix :
First Name :* |Arthur
Middle Name:

Last Name :* [RepO1
Suffix : None ¥

For Organization: NOAA - 2004695 - GLOBAL ENVIRONMENT AND TECHNOLOGY FOUNDATION

e. Toreset auser password:

Click the Reset Password button on the Edit Recipient User page.

Click either the Reset or the Done button. The Reset button generates a new

(temporary) password that should be provided to the user. The Done button

cancels the request.

Resetting password for: arep01

Are you sure?

Resetting password for: arep01
pp New password: A_RE0921165903
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o After the temporary password is provided to the user, use either the Done

button or the breadcrumbs at the top of the screen to navigate away from
the screen.

Advisories > > My Preferences =>§ Manage Recipient
Resetting password for: arep01

New password: A_RE0921165903

Reset <

% NOTE: The temporary password is valid for use ONLY on the
day it was issued.
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