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NOAA Grants Online
Partial Funding Processing Reference Guide for
Federal Program Officers

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.
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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.
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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: Seclect 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.
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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. Y ou
may also view the CD435 report by selecting the View Report button at the bottom of the
screen.
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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.

Jan 24, 2006 11:23:04 AM

Procurement Recuest and Commitment of Funds

CFDA Mumber :

Clearances/Remarks:

Jan 24, 2006 11:23:04 AM

11.432

/R - WA

Figheries Sourheast Region Program Office (SE)
Fahimm  Zshir nonEnon . com
50.00

50,00

Regina A. Evens

Triversity of Chicago

=t
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Mergaret Devidecn
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1990 Hobson Avenue, Charleston, SC 25405-2409 Ush
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1025 E. 57th St Orcsge, IL 80637

1234 strest, anytown, 00 12345 UMKNCWT
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o

Unapproved
2007
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Droject End Date: 2008-02-01
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Doject Description: test

Fage 1 of 2

Procurement Recuest and Commitment of Funds
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1236587876543

203-974-6220
123567876543

NAGO0000700002

NAGO0000700002

Telephone

00-00-00-000

LRCF Total for this Fend action:
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450, 000.00
$50,000.00
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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.
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Total Federal funds authorized for this Awsard action: $50,000.00
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Save and Save amd
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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.
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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. Y ou 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.

NSAA

Grants Online
Vrelcome to Grants Online Fahima Zahir Log OFf

r Advisories

-Amendment Header Information

CFDA ’ ... 03/01/2006 - Program Fisheries Southeast Re
Number: Llase Award Ells Betlod: ¢0in 5550, Office: (SE)
Program Fahima Program Officer Program Officer

> Send Message officer: zahir Phone: 12350707053 Email: Aon@oon;com

* Manage Woarkflow i . Non Federal ialist:

Mapo Federal Funding: £0.00 Fanding: $0.00 Grants Specialist: Regina 4. Evans

Project Title: test
Organization

e University of Chicago

Amendment to Financial Assistance Avward

GFDA Number: Grant Type:
11.433 @ Grant " Cooperative Agreement (#f changed, requires Coo
Award Number: Amendment Number:
MNAODEMNMF4330008 Pending
Recipient Name: Street Address:
o 25 E. 57th St

icago, IL 60637

Amendment Start Date (Effective Date): * tend Work Completion To:
a

03012008

Currentiy, this field doss not affect the Award start date

Amendment End Date *

03401/2007

Currentiy, this field doss not affect the Award end date

Project Title: *

test =

spell Gheck

Project Description: *

test =

spell Gheck

Bureau Fund Fiscal Year Project-Task Organization Object Glass

The system has calculated values for the Federal and Recipient shares of funding based on negotiated funding amounts. Grant
optionally override these calculations via the Owerride checkbox below. Once checked, the values that are entered will be saw:
CD-4E1 report. Please note that when the Grants Officer signs, the system will autamatically override and store the currently
fislds

Manual Override: M

Costs Are Revised As Follows: Previous Estimated Cost add Deduct Total Estimatt
Federal Share of Caost $[50000.00 ]  ¢[soooo.00 ] ${o.00 | ${zooo00 0o
Recipient Share of Cast oo.on ] ¢fooo ] 000 ] f0mo

Total Estimated Cost $[50000.00 ]  ¢[soooo.00 ] ${o.00 | ${zooo00 0o

Reason(s) for Amendment: Enter Reasons

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

I | save | Save and Return to Main CD451 Report SAC Report I
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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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* Send Message Last Edited User: Fahima Zahir
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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 Memeo 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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» Send Message Officer: Fahima Zahir Phone: 1ea-12E-134% Email:
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Organization Name: EE:EE;SDIW af Electronic Recipient: Mo
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Spell Check
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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.
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