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The purpose of this document is to provide Federal Program Officers (FPO) with 
a step-by-step guide for processing a partial funding action in Grants Online. 
 
 
Step 1:  Log into Grants Online by entering your Username and Password.  
 

 
 
Step 2:  Select the Award tab and click on the Search Award link. 
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Step 3: After selecting the Search Award link, the Search for Award page is displayed.  
Enter at least one search criterion, including Applicant Name and/or Award Number.  
Click Submit.  . 

 
 
Step 4:  Review Search Results for your award and select the Partially Fund this Award 
link.  
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Step 5:  The Partial Funding Document screen is displayed. Enter the appropriate text 
into the Memo field (can be copy/paste from another document). Select the radio button 
for the relevant fiscal year; if the fiscal year is not available as an option, please contact 
the Help Desk. In the Optional Partial Funding Amount section, enter the amount you 
would like to fund. Once all the information has been entered select Save followed by 
Save and Return to Main.  This will take you back to your Inbox. 
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Step 6:  Select the Tasks link from the Inbox tab. Review the task details on the 
Procurement Request and Commitment of Funds (PRCF) task, and select the View link. 

 
Step 7:  Select Complete Procurement Request and Commitment of Funds from the 
action dropdown menu, followed by the Submit button. 
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Step 8:  The Procurement Request and Commitment of Funds screen is displayed. 
Complete the mandatory fields marked with an asterisk.  This includes selecting the 
Request Authorizing Official and Requestor using the Search buttons. You may also add 
additional Optional Reviewers by selecting the Add button in the Additional Reviewers 
section. Select the link titled Add New ACCS line to add an ACCS line.  Once all the 
information has been entered select Save followed by Save and Return to Main. You 
may also view the CD435 report by selecting the View Report button at the bottom of the 
screen. 
 

 

This field pre-populates from the Optional 
Partial Funding Amount on the Amendment 
Supplement screen shown in step 5. 
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Step 9:  To view the CD 435 report, select the View Report button (see step 8), from the 
Procurement Request and Commitment of Funds screen. The following screen displays 
the printable version of the CD 435. 
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Step 10:  Once all the information has been entered in the Procurement Request and 
Commitment of Funds screen (see step 8) select Save followed by Save and Return to 
Main.  

 
 
Step 11:  The task launch page is displayed.  From the action dropdown menu, select 
Forward Procurement Request to Requestor and click Submit. A task to Review PRCF 
will then be sent to the Grants Online Inbox of the Requestor. Once the Requestor has 
approved the PRCF, the Requestor can forward it to the Request Authorizing Official. 
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Step 12:  From the Inbox tab, select the Tasks link. Review search results and for the 
Review Award File task and select the View link. 
 

 
Step 13:  The Award File screen is displayed.  From the action dropdown menu select 
View Amendment Details followed by Submit. Please note that from the action 
dropdown menu you may also select edit Special Award Conditions, forward to FALD 
for review, or view partial funding document. 
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Step 14:  The Amendment to Financial Assistance Award screen is displayed.  
Complete the Amendment details including the Grant type, Amendment start and end 
dates, reason(s) for the amendment, project title and project description. If you need to 
change the amounts listed in the federal and recipient shares of funding, select the 
checkbox next to Manual Override. You may also view the CD451 Report and the SAC 
Report by selecting the CD451 Report button and the SAC Report button at the bottom of 
the page. Once all the information has been entered select Save followed by Save and 
Return to Main. 
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Step 15:  The following screen is the task launch page. From the action dropdown menu 
select View Partial Funding Document and then click the Submit button. 
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Step 16:  The Partial Funding Document screen is displayed. Review the information 
that was previously entered (see step 5) in the Memo section as well as the Optional 
Partial Funding Amount section. Once you have reviewed the information, select Save 
followed by Save and Return to Main. 
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Step 17:  The following screen is the task launch page. From the action dropdown menu 
select Forward to Grants Specialist for Review and then click the Submit button.  This 
completes the Partial Funding Process for the Federal Program Officer. 
 
 

 


