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Conduct a Review Event Using Grants Online

Overview

The Review Event may be conducted using Grants Online or outside of Grants Online.
This document guides the Review Event Manager through the steps of conducting a
Review Event using Grants Online.

Process Diagram — Conduct a Review Event Using Grants Online

Conduct a Review Event Using Grants Online December 21, 2015
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* Applications are automatically assigned to the first Review Event when they meet the
Minimum Requirements. Applications must be manually assigned to subsequent Review
Events.

** Some reviews may be declined, others may be removed, and new reviews might need to be
assigned. Prior to closing the review event, accept all outstanding submitted reviews and
remove all outstanding un-submitted reviews.
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Conduct a Review Event Using Grants Online

Review Event Tasks — Summary

There is a one-to-one correlation between the items in the Review Event Task —
Summary section and the steps in the Conduct a Review Using Grants Online process
diagram.

1. Publication of the Federal Funding Opportunity (FFO) is a precondition for the
Review Event. The Application Review Information (section V.) of the FFO is the
source of information for the Review Event.

Sub Documents

fype  [ID  flitke  [Status |
Applications Report 2 B33 Applications Report
Competition Toch 22 Spnt 201S

Test #2 Sept 2015 Publish - Complete I

I Federal Funding Opportunity
EXpOrt options: cxcel

% NOTE: If the Review Event will be conducted using Grants Online, make
certain the Reviews assigned and completed using Grants
Online radio button has been selected.

REV?E‘W Done = Reviews assigned and completed using Grants Online.
By: Feviews assigned and completed outside of Grants Online.

2. Develop a set of Reviewer Instructions for each Review Event. For a secondary
Review Event, (e.g., a Non-consensus Panel Review conducted after an
Independent Individual Merit Review), ensure that all reviews (from the first
Review Event) that should be viewed by the secondary Reviewers are included
with the Reviewer Instructions.

3. For a Competitive Review Event, the Reviewer Instructions must be sent to
Federal Assistance Law Division (FALD) for review and approval. After FALD
approval, the Reviewer Instructions are a legal document and should not be
modified.

4. Each application will be evaluated to determine if it meets the standards specified
in the Minimum Requirements checklist. The Minimum Requirements checklist
may be a default set of standards to which a Department of Commerce (DOC)
agency must comply or a customized list developed by the Program Officer.

% NOTE: Prior to evaluating an application against the Minimum
Requirements checklist, all attachments should be included with
the application.
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Conduct a Review Event Using Grants Online

10.

11.

After verifying that all required “signatures” have been obtained and all documents
and components associated with the Review Event are in place, the Competition
Manager starts the Review Event.

Applications are automatically assigned to the first Review Event after they have
been evaluated and are found to meet the Minimum Requirements. Any additional
Review Events, (whether conducted concurrently or subsequent to the first Review
Event), must be manually assigned.

Assign Reviewers to applications. These assignments may be based upon
expertise or other appropriately-identified criteria as determined by the Review
Event Manager.

Notify Reviewers of their assignments. The task to assign Reviewers to
applications and notify Reviewers of their assignments is iterative; the process may
be repeated as Reviewers are added to, deleted from, or decline participation in a
Review Event.

Use the reports available on the Review Event Summary page to monitor the
progress of the Review Event. When tracking the progress of the Review Event, it
is expected that some Reviews will be declined, others will be removed, and new
Reviewers will need to be assigned.

Accept Reviews. If Reviews need to be redacted, the redaction is completed during
the acceptance phase. A precursor to closing the Review Event is to accept all
outstanding submitted Reviews and remove all outstanding un-submitted Reviews.

The final step is to close the Review Event.
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Conduct a Review Event Using Grants Online

Review Event Requirements / Guidelines — Summary

Requirements

The FFO must be published before workflow can be started on the Reviewer Instructions.
If the Review Event is for a Competitive Award, the Reviewer Instructions must be
reviewed by FALD prior to starting the Review Event.

Attachments typically should be added to an application prior to the start of the Minimum
Requirements check. The image shown below displays the Application Attachments that
will be and those that will not be included for review with the Application.

[+]1 Application Header

Application Attachments for Review

M Internal Use Only

Test Document #5.docx Attachment #5 12/[)7/2[)15 Yes
(CONVERT TO PDF)

v

W Test Document #3.docx Attachment #3. 12/07/2015 No
Remove (CONVERT TO PDF)

VS. Up Down Test Document #4.docx Attachment #4. 12/07/2015 No
Remove (CONVERT TO PDF)

Export options: Excel

File name should be 50 characters or less if there are more than 10 attachments.
Add new Attachment for Application Review: [+
PDF Application Review Report Guidance

Application Attachments NOT Included in the Application Review

Action ______[Filename ________[Description ___[Created Date_[Internal Use Only
Include for Review  Test Document #3.docx  Test document #3  12/07/2015 No
Export options: Excel

v

File name should be 50 characters or less if there are more than 10 attachments.
Add new Attachment NOT to be included in the Application Review: [+

Return to Application Details

An application must successfully pass a Minimum Requirements check prior to being
assigned to a Review Event.

The Review Event cannot be started until at least one application is assigned to it.

An application cannot be removed from a Review Event if it has assigned Reviewers;
assigned Reviewers must be removed and notified prior to excluding an application from a
Review Event.

A Reviewer can only be assigned to an application associated with an open Review Event.
An application is visible to the Reviewer only after s/he has been notified.

After a review is accepted it cannot be removed.

The Review Event cannot be closed until all reviews are completed (accepted, declined, or
removed).

Guidelines

Review Events can be modified before the Review Event has started (i.e., before the
Competition Manager selects Start Review Event from the Action dropdown menu).
Applications can be added to (or removed from) a Review Event after it has started.
However, there are rules regarding notification of a Reviewer when taking such action.

A Review that is assigned and removed before the Reviewer was notified is not retained
by the system (i.e., it is as though the assignment never occurred).

A closed Review Event can be reopened — if the list of selected applications has not been
sent to the Selection Official (Competitive Review Event).

The Review Event Manager can enter reviews on behalf of a Reviewer.

Version 4.18
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Conduct a Review Event Using Grants Online

Create Reviewer Instructions

By default, the system will generate Reviewer Instructions for the first Review Event.

If there are multiple Review Events for a Competition, the Competition Manager

should add a corresponding set of Reviewer Instructions for each new Review Event.
When there are multiple Review Events for a competition, the Review Events should
be placed in the order in which the reviews will be conducted (e.g., Individual Merit

Review Event followed by a Non-Consensus Panel Review Event).
1.

2.

Click the RFA tab.

Click the Search RFAs link.

Inbox RFA Application | Awards | Account Management | Reports | Help

Wieluwm bn Crants Guline Ma. Cranks A Sludenl 25, You are bgped in bn TRAINIF.

RFA

- Create REA -

The Create RFA feature allows you to create a new competitive or noncompetitive RFA, This may be done from scratch or by copying an existing REA. Wi
‘Copy of ...' Please change the name to something that makes sense to you and your applicants.

Search REAs

The Search RFAs feature allows you to search for existing RFAs, From the search results, you can access the RFA's Document Launch Page.

Aidvsaris ¥ Search kPt T3 KPS ¥ Competition ¥ Savewer lnsnetons

Enter data for one of the four (4) parameters on the Search for RFA screen. (e.g.,
RFA Name, Funding Opportunity Number, CFDA Number, or Fiscal Year (YYYY)).

Click the Search button.

Search for RFA

RFA Name : [ J

Funding Opportunity Number ; 3887

CFDA Number -

o ot I
{use farmat ¥YYY)

Choose Type:

< Al Noncompetitive

Competitive Broad Agency Annourncenmsent
Congressionally Directed © Congressionally Mandated
Tnstitutional Formula/allotment

Click the RFA ID link beside the RFA on which you would like to work.

Search Results

Version 4.18
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Conduct a Review Event Using Grants Online

6. Beneath the Sub-Documents header, click the ID link beside the Competition (Type).

Sub Documents

N I v
Applications Report 8 Applications Report

Competition est for Create Review Event

Federal Funding Opportunity 2281208 Test for Create Review Event Publish - Complete

Export options: Excel

7. Beneath the Sub-Documents header (different than the Sub-Documents header in the
previous step), click the ID link beside the words Reviewer Instructions (Title:
Reviewer Instructions for Review Event #1 — created...).

Sub Documents

fype 0 __Jlie  _____________ Jstaws |

Applications Report 2281181 Applications Report

Selected 2281181 Selected Applications

Applications

Review Event 2281183 Review Event #1 -- created December 14, 2015

Review Event 2281203 Review Event #2 -- created December 14, 2015 ManageReviewEvent - Not
Started

Reviewer 2281184Reviewer Instructions for Review Event #1 -- FALDActions - Complete

Instructions creat...

Reviewer 2281204 Reviewer Instructions for Review Event #2 -- FALDActions - Complete

Instructions creat...

Export options: Excel

8. Select View Reviewer Instructions Details from the Action dropdown menu. Click the
Submit button.

Reviewer Instructions

Il 2281221
Status:
Action: View Reviewer Instructions Details ~

Your Comments:

Spell Check

Version 4.18
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Conduct a Review Event Using Grants Online

9. At the bottom of the screen, there are two sections where Attachments can be added:
Reviewer Instructions and Logistical Reviewer Instructions. Beneath the Reviewer
Instructions header, locate the words Add New Attachment and click the [+].

Reviewer Instructions

- Attachments:

Mo attachments.
Add new Al{athnlun'.u
Any changes to inforfesesh on this page should be saved before adding or removing attachmeants.

I Logistical Reviewer Instructions I

1 Attachments:

No attachments.

Add new Attachment: |

Any changes to information on this page should be saved before adding or remaving attachments.
Note:

The Logistical Reviewer Instructions may only be used for attaching instructions related to travel and meeting dates, times and locations, as well as meeting requirements and reimbursement
instructions. DO NOT attach any instructions on how to how to conduct the review, review priorities, etc. The Logistical Reviewer Instructions do not require FALD review.

10. On the screen, Filename* and Description* are mandatory for data entry. Click the
Choose File button and navigate to the file you would like to attach. Enter a brief
description of the attached file. When finsihed specifiying details for the attachment,
click the Save Attachment button.

Reviewer Instructions
1 Attachments:
No attachments.

Add new Attachment: [-]
Filename: - Choose File | Review Event 122115 vsd

This file contains information that will be useful to the

. Reviewer Instructions.
Description: ~

142 / 1000 E:!! IE"!!!
Internal use only

Any changes to information on this page should be saved before adding or removing attachments.

% NOTE: Although it is a rare occurrence, if the attachment is for informational
purposes only and not to be displayed to the Reviewers, click the small
checkbox beside the Internal Use Only label.

Version 4.18
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Conduct a Review Event Using Grants Online

11. From the Reviewer Instructions screen, to remove an attachment click the Remove link.
To add another attachment, click the [+] and repeat step 10 for each attachment that
should be included with the Reviewer Instructions. Click the Save button when all
Reviewer Instructions have been added.

Reviewer Instructions
— Attachments;

Short Description Created Date [FALDY Remove
Reviewed

This file contains informatson that wall be useful to the Reviewers. | have opted to include this Visio file with  12/24/2015 No No _
the Reviewer Instructions. 11:52:00 AM

Add new .'\nadwenrﬂ
Any changes to inferrren on this page should be saved before adding or removing attachments.

ezl

12. Click the Start Workflow button at the bottom of the screen.

HReviewer Instructions
i AMtachments;

Short Description [Created Date Internal Use  |[FALD
Only Revicwed

This file containg infermation that will be useful to the Reviewers. T have opted to include this Visio file with  12/24/2015 No No 4 e
the Reviewer Instructions. 11:52:00 AM

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

E

13. In a similar manner, if appropriate, the user may click the [+] beneath the Logistical
Reviewer Instructions header (beside the words Add New Attachment). Follow the
instructions in step 10 to include attachments for the Logistical Reviewer Instructions.
When all neceesary information has been specified, click the Save Attachment
button.

14. When all relevant information has been entered for the Reviewer Instructions and/or
the Logistical Reviewer Instructions, click the Done button at the bottom of the page
to return to the previous screen.

Lagistical Reviewer Instructions
— Attachments:
Ne attachments,

Add new Artachment: [-]
Filename: Choose Filg | No file chosen

Drescription:

I socii Check ]

Internal use anly

Save Attachment

Any changes to information on this page should be saved before adding or removing attachments.

Note:
The Logistical Reviewer Instructions may only be used for attaching instructions related to travel and meeting dates, times and locations, as well as meeting requirements and reimbursement
instructions. DO NOT attach any instructions on how te how to conduct the review, review priorities, etc, The Logistical Reviewer Instructions do not reguire FALD review.
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Conduct a Review Event Using Grants Online

15. When the Review Event is associated with a Competitive RFA, the Reviewer
Instructions must be sent to FALD for review and approval. When the Review
Event is associated with a Universal RFA and there are legal concerns that need
to be reviewed, the Reviewer Instructions should be sent to FALD.

Logistical Reviewer Instructions, if completed, do not have to be sent to FALD for
review.

16. To send the application to FALD, select Forward to FALD from the Action
dropdown menu. Click the Submit button.

Reviewer Instructions

Id: 2281221
Status: ProgramOfficerActions - Not Started

Action: [Forward T FALD *]

Your Comments: |

R so-!l Check

—~Waorkflow

There is an open task to review the Reviewer Instructions.  Workflow on the Reviewer
}nsrructions workflow must be completed before applications can be selected for
unding.

17. A FALD staff member reviews the Reviewer Instructions. When satisfied the content
is complete and accurate, s/he will indicate there is No Legal Objection. The result
of the FALD review is shown in the next screen image on the Reviewer Instructions
Workflow History. After approval by FALD, the Reviewer Instructions should not
be modified.

Reviewer Instructions

Id: 2281221
Status: FALDActions - Complete

Action: [Please select an action B Submit |

Your Comments: ‘

[ S Check ]
[ Save Comment |

 Workflow

The Reviewer Instructions workflow has successfully completed. See the Competition
launch page for next steps.

Workflow History

I
I e i i N il = =

Review Reviewer 12/24/2015 12:33:08  12/24/2015 12:35:07  12/24/2015 12:35:16 FALD Complete
Instructions M PM

Review Reviewer 12/24/2015 12:26:03  12/24/2015 12:33:07  12/24/2015 12:33:07  Grants A ProgramOifficer Forward ToFALD  Complete
Instructions. PM EM PM it

Export options: Ex

Version 4.18
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18. After FALD has indicated there are No Legal Objections to the information in the
Reviewer Instructions, each application must be evaluated against the Minimum
Requirements.

% NOTE: If all Review Events are deleted, one set of Reviewer Instructions
remains associated with the Review Event. Only the Help Desk
staff has the administrative rights to remove the remaining set of
Reviewer Instructions.

Version 4.18
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Specify Application Attachments

1. While on the Application launch page, click the Go to Application Details Page link.

Application

Id: 2281257
Status:

Go to Application Details Page >> I

This document currently has no tasks assigned to you.

2. At the top of the Application Details — SF-424 page, locate and click the Attachments

link.

Application Details - SF-424

Audit Trail: _j

—d Attachments:

[-] Program Office Added Information
Propogal Mumber:

Project Type: Construction ® Non-Construction ) Bath

Principal Tnvestigatars-
Project Directors:

Keyword(s):

Program Element / NIA - Not Selected =

Funding Priarity:

Principal Place Of Performance :[ | STV RTIIOETEY G

3. Click the [+] next to the Add new Attachment for Application Review (under the
header Application Attachments for Review)

Click the [+] next to the Add new Attachment NOT to be included in the application

Review (under the header Application Attachments NOT Included in the

Application Review).

[+] Application Header
Application Attachments for Review

Nothing found to display.

File name should be 50 characters or less if are more than 10 attachments.
+

Add new Attachment for Application Review: u
PDF Application Review Report Guidance
Application Attachments NOT Included in the Application Review

Nothing found to display.

File name should be 50 characters or less if there are more than 10 attachments.

Add new Attachment NOT to be included in the Application Review: [+]

Return to Application Details

Version 4.18
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4. On the resulting screen, there are two mandatory data entry fields: Filename*
and Description*. Click the Choose File button and specify the file that will be
included as an attachment. Provide a brief description of the file. If the
attachment is for internal viewing, click the checkbox next to the Internal Use
Only header.

[+] Application Header
Application Attachments for Review

Nothing found to display.
File name should be 50 characters or less if there are more than 10 attachments.
Add new Attachment for Application Review: [-]

Filename: Choose File | No file chosen

Description: ~

Optlo n al et Initernal use onl
PDF Application Review Report Guidance

Application Attachments NOT Included in the Application Review

Nothing found to display.
File name should be 50 characters or less if there are more than 10 attachments.
Add new Attachment NOT to be included in the Application Review: [+]

Return to Application Details

5. When finished specifying the document that should be included with the
application, click the Save Attachment button.

[+]1 Application Header
Application Attachments for Review

Nothing found to display.

File name should be 50 characters or less if there are more than 10 attachments.
Add new Attachment for Application Review: [-]

Filename: Choose File | screen shot 122915 docx

This attachment will be included in the Application document.

Description: =

Internal use onl,
PDF Application Review Report Guidance

Application Attachments NOT Included in the Application Review

Nothing found to display.
File name should be 50 characters or less if there are more than 10 attachments.
Add new Attachment NOT to be included in the Application Review: [+]

Return to Application Details

6. Repeat steps 3-5 as many times as is necessary to add documents that should
—or — should not be included in the Application Review.

7. The order specified under the Application Attachments for Review heading is
the sequence in which the files will be assembled in the PDF file. Use the Up,
Down, Remove, and Include for Review links in the Action column to move and
reorder the files that are Application Attachments for Review — or —
Application Attachments NOT in the Application Review.

Version 4.18
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Conduct a Review Event Using Grants Online

When files are appropriately included / excluded and ordered, click the PDF

Application Review Report button to generate a PDF file of relevant attachments.
The set-up process includes converting any non-PDF files (e.g., Word, Excel, etc.) to

PDF files.

[+] Application Header

Application Attachments for Review

Export options: Ex

File name should be 50 characters or less if
Y chonant for Review

B PDF Application Review Report

Export options: Ex

Return to Application Details

Attachment #5

Action __JFilename ___________Description ___[Created Date __Intemal Use Only __|

Attachment #3.

Attachment #4.

h are more than 10 attachments.

Application Attachments NOT Included in the Application Review

File name should be 50 characters or less if there are more than 10 attachments.
Add new Attachment NOT to be included in the Application Review: [+]

12/07/2015 Yes

12/07/2015 No

12/07/2015 No

<4 Guidance Document

Test document £3  12/07/2015 No

% NOTE:

For detailed information on the process of assembling the application

and its associated attachments, follow the instructions accessible from

the Guidance link.

9.

Below is an example of the resulting PDF file.

ID:

Applicant Name:

Project Title:

Project Period:

Federal Funding Requested:
Non-Federal Funding Requested:
Fiscal Year of Funding Requested:
Federal Application Receipt Date:
Submitted for:

Federal Funding Opportunity Number:
CFDA Number: 11.999

File Name
screen shots -- 122915.docx

This Application Report was produced by DoC
01:56 PM EST

Application for Federal Assistance

Application Documents for Review

Description Page
This attachment will be included in the Application document.

This Application Report has non-PDF or "PDF Catalog" embedded attachments. To print the entire
application, each embedded attachment must be opened and printed separately.

2281257

Application submitted 122315

This application was submitted on 122315
10/01/2015 - 09/30/2016

$1,200.00

$300.00

2016

09/30/2015

Test for Create Review Event
NOAA-GOT-OCPO0-2016-2003887

Grants Online (https://grantsonline.rdc.noaa.gov) on 12/30/2015

Page 1 of 2
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Embedded Non-PDF File

Filename: screen shots -- 122915.docx
Description: This attachment will be included in the Application document.
Double-click the Paperclip link above to view the file.

PDF Catalog files cannot be concatenated like regular PDF files because they can contain multiple attachments
within them.

To print the entire application, embedded attachments must be printed separately.

Page 2 of 2
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Review Applications for Minimum Requirements

1. From the Application launch page, select Review Application for Minimum
Requirements. Click the Submit button.

Application

Id: 2281274
Status: ReviewMimmumReguirementsChecklist - In Progress

Action: Review Application for Minimum Requirements X

Your Comments:

spell Check

i Attachments:

2. Evaluate the application against each Minimum Requirement. As the instructions
indicate, for each question where ‘N0’ is the response, a comment must be provided
in the corresponding box to the right of the Minimum Requirement — or — a general
comment must be entered for the Overall Comments section at the bottom left-hand
portion of the screen. All questions must be answered before the content can be
saved and the user can navigate to the next section.

Minimum Requirements Checklist

If you choose No” for 2 Minimum Requirement, please provide a comment in the cormesponding baox to the nght or provide general comments in the ‘Overall Comments” section below.

Hligibde Applicant: Yes This is where the user would provide an
Is the applicant aligible to apply for this REA based on the applicant typa? = No ion as to why the ication did not meet
Mot Applicable the minimum requirement.

N =< ctoc: EEN

A 4

Application Received by Deadline: ® Yes
‘Was the application submitted by the deadline date and time? No
Mot Applicable
Complete Application: Yes i
Does the application contain all of the required forms? —— N
Mot Applicable

Querall Comments: [

Thas is anather place to provede an explanation as to why the application was
incomplete. This is where the user might indicate which compaonent(s) of the
application isfare missing.

TR spell Check

I All requirements questions must be answered before the application can be approved or rejected for minimum requirements. I

Version 4.18
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3. Click the Save button to capture the responses; click the Save and Return to Main
button to navigate to the previous screen.

T

Application Meets Maximum Match: ® Yeg
Does the non-Federal funding provide at no more than the maximum match No
percentage of the total funding? Not Applicable
Complete Application: Yes
Does the application contain all of the required forms? = No

Not Applicable

pell Check

Overall Comments:

Thiz is another place to provide an explanation as to why the application was
incomplete. This is where the user might indicate which component(s) of the
application is/are missing.

EENETC sp=l check |

All requirerments questions must be answered before the application can be approved or rejected for minimum requirements.

Save | Save and Return to Main | Cancel

4. From the Action dropdown menu, when appropriate, select Approve Application for
Meeting Minimum Requirements and click the Submit button.

Application

Id: 2281274
Status: ReviewMinimumRequirementsChecklist - In Progress

Action: Approve Application for Meeting Minimum Requirements v Iml
Your Comments: [LlCECReE Cea I a0
Approve Application for Meeting Minimum Requirements
Reassign Application
Reject Application
Review Application for Minimum Requirements
View Application Details
| Withdraw

% NOTE: From the Action dropdown menu, there are several other options:
Reassign Application, Reject Application, Review Application for
Minimum Requirements, View Applications Details or Withdraw.

Version 4.18
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Conduct a Review Event Using Grants Online

Identify Potential Reviewers

Although it can be done at any time, it is advantageous to identify Reviewers prior
to starting the Review Event and attempting to assign Reviewers to applications.

1. Click the Application Tab.

2. Click the Manage Application Reviewers link.

Frargy of

o 5 o N
Inbox | RFA  Application | Awards | Account Managem l[Rl:pcull Help

bt ks G . e &, Wsmke s 33, Tes s bgend i Vo TRASHER.

+ Tnpat Paper
Application
+ Manage
Application " .
Reviewers Application
* Reassign
Competition for
ations This feature allows you to input new paper applications to an existing RFA or competition. The actual application must be scanned and attached
database m order to properly process the application.

- Ingsut Paper Application =

+ Reassign
Program Officer
on Awards or
Applications This feature allows you to creste or maodify Application Reviewer users.

* Search

Applications

- Manage Application Reviewers -

Reassion Competition for Applications
This feature allows you ta reassign an Application to a different Competition within an RFA,

Reassign Program Olficer on Awards or Applications

3. To search for an Application Reviewer, specify information for the minimum
number of fields necessary to conduct the search. In this example, we specify
data for the Last Name. Click the Search button. When an Application Reviewer
has a common Last Name, it is recommended that the user also specify the First
Name — that will decrease the number of responses returned from the search.

Reports | Help

Welnme ta Grants Online M Grants A Student 25, Yoo are bgged in ta TRAINZE, Log OFf

Advisories > > Manags Applcation Reviewsrs

Manage Application Reviewers

Foter search terms Lo find a person.

Competition for

Aopscations Frst e —
+Reassion Midde Name —
Ercasen i I

on Awards or

Applications Expurtise
—— —
* Search B
Applications E-Mail Address I__i
State [Please select a state i
Exclude Unavailable Reviewers
| Search |

MNothing found to display.
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4. As an alternative, the user can specify Expertise or a valid email address to
search for a Reviewer.

% NOTE: Use the checkbox on the screen (see image below step 5) to
exclude Reviewers who are not available to evaluate applications.

5. When the value for the column Available is “N”, the Reviewer is currently not
available to conduct reviews. When the value for the column Valid User is “N” the
Reviewer does not have a unigue email address associated with his/her
username.

In the image below, several Grants Online users have the same email address
(testemail@msg?2.rdc.noaa.gov). Therefore only the user Grants Student00 has a
“Y” displayed in the Valid Users column; all other users shown on the screen
have “N” displayed in the Valid Users column.

Manage Application Reviewers

Enter search terms to find a person.

First Name
Middla Name

Last Hame Etuden

Please sebect 3 state x

10 Student0D, ¥ GOT Ora Commarea Pragram Office (OCPO) testamail @msg.rde.neas.gov (20020 Cantury Bivd, This parsen would
Grants 1212 M0 20874-  Chemistry,  make a stellar
Sratistics reiewer.
Studentdl, ¥ M GOT One Commerce Program Cffice (00RO) 301-554 testemail Gmsg.ric.noaa.ooda entury Blvd,
Granits 1212 , MO 20874
12 Student0z, ¥ L] GOT One Commerce Program Office (0CPO) 301-55% testemail @msg2.rde.noas. oo 20020 Century Bhvd,
Grants 1212 , MO 20874-
1143 usa
Studentod, ¥ M 50T Cne Commarce Program Céfice (OCPO) 301-55¢ testemall @meg ric.roaa. god 20020 Century Blvd,
Grants 1212 Germantown, MO 20874
13105
L1

6. Click the ID link next to the name of the Reviewer you would like to select.

Manage Application Reviewers
Enter search terms to find a person.
First Name
Middle Name | |
Last Name W‘
Organization I:|
E-Manl Address
State |F’|uas«_' select a state L |
Exclude Unavailable Reviewers
%arrh
.Wm_
User
Student0d, Y GOT One Commerce Program Office (QCPO) 301-555-  testemail@msg2.rdc.noaa.gov 20020 Century Blvd,
Grants 1212 Germantown, MD 20874-1143
usA
10891 Student01, ¥ N GOT One Commerce Program Office (OCPO) 301-555-  testemal@msg2.rde.noaa.gov 20020 Century Blvd,
Grants 1212 U&;:ﬁmanrown MD 20874-1143
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7. On the resulting screen, each data field with a red asterisk (*) represents
mandatory data entry. The Person Id is pre-populated with a unique number. The
Review Event Manager must provide a valid, unigue email address for each
person to whom the application might be assigned for review. The Review Event
Manager should also indicate whether the Reviewer is a Federal Employee*.

On the screen image below, note the message indicating the selected person has
an active Grants Online regular user account. In addition, under the Affiliations
header the value for Active is true.

On the other hand, an individual who is set up in Grants Online with a Reviewer
Only account must access the system using a unique email address and a
Personal Identification Number (PIN).

Manage Application Reviewer - Grants Student00

I Persan 1d: 2010830 l
Emall: I |
Used for login and ALL review notifications.
MName: Grants Student00

If the spelling of this person’s name is incomect, please contact the Help Desk for assistance.

From: L J o:| |

Expertise:

Federal

¥ N
Employee: b °

Note: The status of an Application Reviewer as a Federal employee affects their conflict of interest certification requirement. Application Reviewers have the opportunity to
correct this information during the application review,

__’ This person ha.l an active Grants Online regular user a{mnnrl They are required to manage their own affiliations through their regular Grants Online account.

Affiliations

[org 10 organization [ position [Phone—[nddress et
2002468 GOT One Commerce Program Office (OCPO) 301-555-1212 20020 Century Blvd, Germantown, MD 20874-1143 USA testemail @msg2.rdenoaa.gov  true true

% NOTE: If the Reviewer is an existing Grants Online user, the email address
data element on the screen should be pre-populated.

8. To generate an electronic copy of the selected Reviewer’s information (where
Active = true), the Review Event Manager can click the Print Reviewer
Information link at the bottom of the screen. A Word document is downloaded to
the user’s computer.

Click the Save button to preserve the information; click the Cancel/Done button
to exit the screen without saving any information.

This person has an active Grants Online regular user account. They are required to manage their own affiliations through their regular Grants Online account.

Atfiliations

oo _lorganization _______[rosicalPhone Jaddeess Jessd | rimany | active |
2002468 GOT One Commerce Program Office (OCPO) 301-555-1212 20020 Century Blvd, Germantown, MD 20874-1143 USA  testemail@msg2.rdc.noaa.gov  true true
Cancel/Done m
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9. An example of the Word document downloaded to the Review Event Manager’s

computer is shown below.

Application Reviewer Information for
Grants StudentXX

Name: Grants StudentXX

Username/Email: testemail@msg.rdc.noaa.gov
Phone: 301-555-1212

This person is not listed as unavailable.

Expertise: Biology, Chemistry, Epidemiology, Statistics
This person is not a Federal Employee.

Additional Information (INTERNAL USE ONLY)
This person would make a stellar Reviewer.

Affiliations
Organization: GOT One Commerce Program Office (OCPO)
Title:
Phone: 301-555-1212
Email: testemail@msg.rdc.noaa.gov
Address: 20020 Century Blvd, Germantown, MD 20874-1143 USA

10. If the Reviewer is not an active Grants Online user (Active = false), the
Event Manager must add the Reviewer and his/her affiliation informatio
Online. To specify a new user, scroll to the bottom of the screen and cli
a New Application Reviewer link.

Review
n to Grants
ck the Add

Manage Application Reviewers
Enter search terms Lo find a person.

First Name

Middle Name

Last Name

Expertise

Organization

E-Mail Addrets

State

Exclude Unavailable Reviewaes

tudento

Please select  stae

Availablcivalid  Drganizationis) lilePrimary  Email Fﬂ!ﬂ.ﬂ.mﬂ..r
jsar | Phona |

100 Student0d, ¥ ¥ GOT One Commerce Pregram Office 301-555- testemall@msg.rde.ncaa.gov 20020 Century Blvd, Germantown, MD 20874-
Grants (OCPO) n2 1143 Usa

11 Student01, ¥ N GOT One Commerce Program Office 201-555. testemal @mseg2.rdc.noad.gov 20020 Century Blvd, Germantown, MD 20874
Grants (oCPO) 1112 1143 Usa

Studentd2 ¥ N GOT One Commerce Program Office 301-555: testemall®msg2.rdc.noaa.gev 20010 Century Blvd, Germantown, MO 20874
Grants (OCPO) 1212 1143 USA

Student0 Y N GOT One Commerce Program Office 301-555 testemail @mag2 rdc.nosa.gov 20020 Century Bivd, Germantown, MD 20874-
Grants (ocra) 1212 1143 USA

Studentod ¥ N GOT One Commence Program Office 301-555. testemall@megd.rdc.noaa gov 20020 Century Blvd, Germantown, MD 20874-
Grants (oCPa) 1212 1143 USA

Studentds, ¥ N GOT One Commerce Program Office 301-555. testemall®msg2 rdc.noaa.gov 20020 Century Bivd, Germantown, MD 20874-
Grants (oePa) 1212 1143 USA

190 Sudentos, ¥ L] GOT Onie Comimerce Program Office 301-555 tetemal@mag? ridc.noaa.gov 20020 Century Blvd, Germantown, MO 20874
Grants (OCPO) 1212 1143 USA

! Studentd?, ¥ L} GOT One Commerce Program Office 301-555 testemall@magl.rde.noaa.gov 20020 Century Blvd, Germantewn, MD 20874-
Grants (OCPO) 212 1143 uUsa

J8 Student0s, ¥ N GOT One Commerce Program Office 301-555 testem il @meg2.rdc.noaa.gov 20020 Century Blvd, Germantown, MD 20874
Grants (ocea) 1212 1143 US4

399 Student0d, ¥ L} GOT One Commerce Program Office 301-555 testemall@msg2.rdc.noaa.gov 20020 Century Blvd, Germantown, MD 20874-
Grants (oCPO) 1212 1143 USA

Experise

Elolegy, Chemistry, Epldemiclegy]
Statistics
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11. Supply information for the data elements shown in the diagram below. All items
with a red asterisk (*) require data. Carefully enter data on this screen; after an
initial Save, the Reviewer’'s name cannot be changed.

Add New Reviewer

Email: |gctreviev\'er25@gmai\.com
Used for login and ALL review notifications.

Prefix:

First Name:
e, ]
Name:

A
Unavailable | ‘ Tu“
From: '
Expertise:  |Biology, IT, Statistics, Public Health
)

Federal
Employee:* es No

Note: The status of an Application Reviewer as a Federal employee affects their conflict of interest certification requirement. Application Reviewers have the opportunity to corred
Additional
Information:
(Internal
Use Only)

2
Note: Additional Information will NOT be displayed to the Reviewer. Use the Additional Information field to explain any issues with the Application Reviewer. Appropriate entries i
year, willingness to only perform application reviews for one Program Office, conflict of interest issues, a consistently high (or low) scorer, biases that affect their ability to provide

To ensure an understanding of the content/format of the requested information,
a quick walkthrough of the data elements in the image above is provided.

Email* — A unigue email address used to log on to the Reviewer’s Grants
Online account. If an attempt is made to use an email address that is
associated with another Reviewer, an error message is displayed. If a
Reviewer's email address changes, the existing email address can be
updated without losing any of the Reviewer’s review history.

Manage Application Reviewer - Grants Student01

Person Id: * 2010891

Email: * |gotrevie\.'\'er25@gmai|‘com
Used for login and ALL review notifications.

Name: Grants Student01
If the spelling of this person’s name is incorrect, please centact the Help Desk for assistance.

First Name*
Last Name*

Unavailable From: and To: — If the user will never be available to conduct
additional Reviews (due to retirement or relocation) enter a To: date well into
the future (e.g., 12/31/2070). The Help Desk should be contacted to
completely remove a Reviewer from the system.

Version 4.18
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Expertise — Information may be entered at the discretion of the Review Event
Manager (and/or that of the Reviewer). Data in this field provides an
additional means to search for potential Reviewers.

Federal Employee* — The Federal employment status determines the type of
Conflict of Interest certification that must be completed for the Reviewer.

o For Federal employees, conflict of interest is governed by Federal
ethics laws.

For non-Federal employees, conflict of interest is verified by
completion of the CD-571 — Reviewer Conflict of Interest and
Confidentiality Certification for Non-Governmental Peer
Reviewers.

(0]

If the Federal Employment status is unknown, take a guess. The Reviewer will
have an opportunity to correct this information when s/he certifies his/her
conflict of interest.

Additional Information (Internal Use Only) — Use this field to explain any
Application Reviewer issues (e.g., periods of unavailability, a busy schedule
during certain times of the year, willingness to conduct Reviews for certain
Program Offices, consistently high or low scores, information associated with
the Reviewer’s ability to provide unbiased evaluations of certain types of
applications).

13. When entering information for a new Reviewer, that person must also be
associated with an organization (i.e., the Reviewer must be affiliated with a valid

Grants
Search

Online organization). Without entering data in any of the boxes, click the
button.
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Cancel/Done Save

Affiliation

Organization *
Title

Street Address *

=

City |
State *

Zip

Country *
Mail Route

Extension
Extension

\ (use "USA”" for non-foreign)
Phone Number

Alternate Phone Number E

Fax Number

E-Mail * |

Alternate E-Mail |
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14. On the screen, enter data for the Organization Name or Address-City and/or
select a state from the Address-State dropdown menu. Click the Search button.

Select Organization

Enter your search criteria to find the organization.
Organization Name[pPMO

Address-City
Address-State Maryland v

Nothing found to display.

Add a new organization >>

% NOTE: The search results exclude all Recipient’s organizations. A separation of
the Recipient’s organization(s) from the Reviewer’s organization(s) is
necessary to prevent disclosure of the Reviewers to the Recipient
Administrator(s).

15. If one of the organizations returned by the search is applicable, click the Select
link next to that organization. Doing this will associate the Reviewer with that
organization. If the Reviewer is appropriately associated with the correct
organization, continue to step 16.

If the relevant organization is not returned by the search, advance to step 19 and
follow the instructions to add a new organization.

Select Organization

Enter your search criteria to find the organization.
Organization NamepMO

Address-Lity
Address-State Flease select a state

2 items found, displaying o items.1

1D Dureauladdres
[ 5elect RO00D152 NOAA Grants Orline PMO (PMO-NOAA 20020 Century Blvd, Germantown, MD 20874-1143
NOAA
2002603 NOAA Grants Onne PHO Test 20020 Century Boulevard, Suite 100, Germantown,
MD 20874 USA

16. When the organization has been selected, the image below is visible. A portion of
the Affiliation data sheet is pre-populated. Supply data for the remaining red
asterisk (*) fields. When data entry for all mandatory fields is complete, click the
Save button.

Affiliation
Organization =TT [NoAA Grants Online PMO (PMO-NOAA)
Title |
Street Address 20020 Century Blvd
A
City (Germantown
State MD.
Zip |20874-1143
Country UsA ] (use "UsA” for non-foreign)
Mail Route [
Phone Number * Extension | |
Alternate Phone Number Extension | |
Fax Number
E-Mail * ]
Alternate E-Mail |
Cancel/Done | [Save |
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17. When the Reviewer and his/her organization/affiliation information have been
saved, the image below is visible.

a. To perform additional edits to the Reviewer’s contact information, click the
Details link. From the Details page, click the Edit link (next to the word
Affiliation).

b. From the Manage Application Reviewer — GOT ReviewerXX screen, the
Review Event Manager can also click the Add New Affiliation link or click
the Print Reviewer Information link.

c. When all modifications are complete, click the Save button to retain updated
information. Upon return to the screen below, click the Save button and then
the Cancel/Done button to return to the previous screen.

Manage Application Reviewer - GOT Reviewer25

Person Id: * 2011488

Email: [potreviewer2s@gmail.com ]
Used for login and ALL review notifications.

New User=—= > name: GOT Reviewer25s

If the spelling of this person’s name is incorrect, please contact the Help Desk for assistance.

Unavailable I
From:
Expertise:

] To: [ |

y

Federal

Employee: Yes ® No

Note: The status of an Application Reviewer as a Federal employee affects their conflict of interest certification requirement. Application Reviewers have the opportunity to correct this inforr]

Additional
Information:
(Internal
Use Only)

4
Note: Additional Information will NOT be displayed to the Reviewer. Use the Additional Information field to explain any issues with the Application Reviewer. Appropriate entries include: a vd
vear, willingness to only perform application reviews for one Program Office, conflict of interest issues, a consistently high (or low) scorer, biases that affect their ability to provide fair evalua

This person does not have a Grants Online regular user account.

Affiliations

et 0rg 10_Jorgamizmion | postion [phome e e primany[acie]
a Details 1000152 NOAA Grants Online PMO (PMO-NQOAA) 301444 1111 20020 Century Blvd, Germantown, MD 20874-1143 USA gotreviewer25@gmail.com true true
Add a new affiliation >>

Info

e[ Eml—

18. If there are no additional modifications, advance to step 23.

19. When the Review Event Manager needs to add a new organization, s/he can click
the Add a New Organization link at the bottom of the screen to add a new
organization.

Select Organization

Enter your search criteria to find the organization.
Organization Name
Address-City

Address-State Maryland v

Version 4.18
Page |28



Conduct a Review Event Using Grants Online

20. Provide data for fields on the screen; fields with a red asterisk (*) are mandatory
for data entry. When finished, click the Save button to capture the data entered;
click the Save and Return to Main button to capture information and return to the
previous screen; click the Cancel button to exit without saving changes.

Add Organization

Description

Organization Name |NOAA Grants Online PMO Test

Address

20020 Century Boulevard, Suite 100
Street Address

%

City [Germantown |
County |
State * Maryland |
Zip 20876 |
Country United States v ‘
Phone 301 111 2222

Save | Save and Return to Main | Cancel |

21. When the Organization has been successfully added, the screen image shown

below is visible.

Edit Organization
NOAA Grants Online PMO Test

Description

trgu e * [NGAA Grants Online PG Tast

Address

20020 Contury Boubevard, Suite 100
Street address

[Germantown

Mardand v
Iip 08T4
Cauntry United States |
Phane |po1 111 2222 |

[ save | Save and Return 1o Main

22. The newly created organization is now available for the Review Event Manager to
associate with a new or existing Reviewer. Click the Select link next to the
appropriate organization’s name and proceed to the next section — Assign

Applications to the Review Event.

Select Organization

Enter your search criteria to find the organization
Qrganization NamepPMO
Address-City

Maryland

v

Address-State

One item found.1
Select] Bureau _Add

ew organization >>

q
2002607 PMO Grants Online Not Found 20020 Century Blvd. Suite 1-B, Germantown, MD 20874 USA
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23. If the Reviewer needs to make changes to the data on his/her account, s/he
should log on to Grants Online using his/her reqgular login (typically first initial and
last name). If not a reqular user, the Reviewer should login to his/her account
using the unique email address and PIN.

a. While on the My Profile page (under the Account Management tab), s/he
can update some components of his/her affiliation(s).

b. The fields that can be updated are: phone number, mailing address, and
email address.

c. The Reviewer’s organizational affiliation cannot be updated; that task is
performed by the appropriate Grants Management Advisory Council
(GMAC) staff member.
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Assign Applications to the Review Event

1. When ready to start the Review Event, navigate to the Review Event launch page
(RFA = Search for the RFA = Competition =» select the appropriate Review
Event). From the Action dropdown menu, select Start Review Event. Click the
Submit button. In this instance, we are working on the first Review Event (an
Independent Individual Merit Review).

Welmen tu Grants Online P Grants A Sldent 23, Tuw are bped in b TRAINIF,
* Create RFA
* Search RFAs

Adisuries >3 Tasks >3 L = Raview

Independent Individual Merit Review

Lel: 2279925
Status:

Yom’ Comments: P'fm select an action
arl Review Event
\'bgw Review Event Details

pell Check

Save Comment

2. Upon starting the Review Event, it should be noted (according the Workflow History);
the next person who has a Review Event task is the Review Event Manager. In our
example, the person performing the Review Event Manager role is the user Grant
FPOSpec (i.e., Grant is the first name; FPOSpec is the last name).

Ind

pend Individual Merit R

Id: 2279925
Status: ManageReviewEvent - Net Started

Action: [Pleace select an action __+| TR

Your Comments:

Spell Check

There is an open workflow task on the Review Event. All ae-m- Evlnn mull be
completed through closecut before applications can be selected for

Waorkflow History

Mame Date Assigred

|)..|.-. Completed Performer

Manage Review 11/02/2015 05:10:13 Grant FPOSpec ReviewEventManager Mot Started
Nt M

Start Review Event  11/03/2015 05:10:13 11/02/2015 05:10:13 11/02/2015 05:10:13
PM PM M

StartReviewtvent Complete

Export eptions: [xcel
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3. When the Review Event Manager has logged onto his/her account and the Workflow

History is visible, we can see that the task Start Review Event is complete.
However, the task Manage Review Event has not started.
option on the Action dropdown menu to Close Review Event.

In addition, there is an

Independent Individual Merit Review

L JZaooc

I Status: ManageReviewEvent - Not Started I

Action: Please select an action

Your Comments: LS EEET S ST L)
Assign Applications To Review Event
Assign Reviewers To Applications
_’Close Review Event
View Review Event Details
IVlC'N Review E\rlcnl Summary

~Workflow Anal

There is an open workflow task on the Review Event. All Review Events must be
completed through closeout before applications can be selected for funding.

-+ Workflow History
Name
Start Review Event 111"02."2015 05:10:13 PM 11f0b’£015 05:10:13 PM 11/02/2015 05:10:13 PM Jar
Export options: [

StartReviewEvent Complete

Date Completed mirm

4. Navigate to the Sub-documents section at the bottom of the screen. Locate the line

with the title Applications Assigned to the Review Event; click the ID link.

—RFA Header Information
Document ID: 2279918 CFDA Number: 11.999
Announcement Type: Initial SubProgram:
Funding Opportunity NOAA-GOT-OCPO-2016- A . GOT One Commerce
Number: 2003840 Assioned BrooramOiice: Program Office (OCPO)
Line Office: Grants Online Training (GOT) Assigned Program Officer: Ms. Grants A. Student25
. RFA -- Competitive -- Nov.  Anticipated Publication
RFA Name: 5015 Date: 11/15/2015
Fiscal Year: 2016 Publication Date: 10/29/2015
e . - n RFA -- Competitive --
Competition Number: 2279923 Competition Name: Nov. 2015
Anticipated Application
Due Date:

fype _____II0__flide ________ _______________ [Saws |

Application Scores 2279925 Reviewer Scores of Applications In Progress

Reviewer Instructions 2279924 Reviewer Instructions for Primary Review Event FALDActions -
Rev... Complete

22799250Applications Assigned to the Review Event
Applications

Application Reviewers 2279925 Assigned Reviewers to Review Event Applications
Review Event Summary 2279925 Reports for Managing the Review Event
Export options: Excel

Review Event

Associated Documents

fype _|iD e |Staws __________________|Program Officer |
RFA 2279918 RFA -- Competitive -- Nov.  Published Grants A.

2015 Student25
Competition 2279923 RFA -- Competitive -- Nov. CompetitionManagerActions - In

2015
Export options: bxcel

Progress
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% NOTE: Some of the items on the Action dropdown menu (1% image below) also
have links under the Sub-Documents heading (2" image below).

Action: Please select an action M m
Your Comments: [EEEEEE R IER)]
Assign Applications To Review Event
Assign Reviewers To Applications
Close Review Event
View Review Event Details
IView Review Event Summary
]

Sub Documents
T
Application Scores 2279925 Reviewer Scores of Applications In Progress
Reviewer Instructions 2279924 Reviewer Instructions for Primary Review Event FALDActions -
Rev... Complete
Review Event 2279925 Applications Assigned to the Review Event

Applications

Application Reviewers 2279925 Assigned Reviewers to Review Event Applications
Review Event Summary 2279925 Reports for Managing the Review Event

Export options: Excel

Comparison Between the Two Review Event Components

Action Dropdown Menu Sub-Documents (Type) Sub-Documents (Title)

Assign Applications to Review Event Review Event Applications Applications Assigned to the
Review Event

Assign Reviewers to Applications Application Reviewers Assigned Reviewers to Review
Event Applications

View Review Event Summary Review Event Summary Reports for Managing the Review
Event

5. The resulting screen indicates which applications have been included in the Review
Event and which applications have been excluded from the Review Event. By
default, when an application passes the Minimum Requirements checklist, it is
automatically assigned to the first Review Event.

In the screen on the next page, the Competition Manager has modified the
applications assigned to the Review Event. Otherwise all applications would be
listed under the heading Applications in Review Event.
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v

6. After the Review Event has been started, only the Competition Manager can assign

v

Review Event Applications
Review Event Information

Review Fvent Type: Independent Individual Merit

Review Event Name: Primary Review Event Review Event ID: 2279925
RFA Name: RFA -- Competitive -- Nov. 2015 RFA TD: 2379918
Competition Name: RFA -- Competitive -- Nov, 2015 Competition ID: 2279923
Program Office: GOT One Commerce Program Office (OCPOY)

There are multiple Done buttons on this page for the purpose of saving extra scrolling when the review event contains a large number of applications.
ﬂpplu.dr.lulls in Review Event

Appl
Nllmh@r Numhpr TIl‘lP Requested: m:r.ted
Total

2280 Appll-\.unL Description Review Minmum £2,500.00
Requirements Checklst -
Complete
10 Applicant  Description Review Minimum %2,500.00
#2 Requirements Checklist -
Complete
2280111 Applicant Description Review Minimum $2,500.00
#3 Requirements Checklist -
Complete
113 Applicant  Description Heview Minimum 2,900.00
25 Requirements Checklst
Complete

Export options: Ex

Applications Not In Review Event

Proposal |Award Applicant|Project  (PIs/PDs) Federal Amount
Number  [Number Tithe Hegquested:
Total

22801 ./Appllcant Description Review Minimum $3,500.00
Requirements Checklist -

Complete

applications to a Review Event. Although both the Competition Manager and the
Review Event Manager can add potential Reviewers to an application; only the

Review Event Manager can notify a potential Reviewer that s/he is being asked to

participate in a Review Event.

7. If the applications assigned to the Review Event needs to be updated, from the
Action dropdown menu select Assign Applications to Review Event and click the
Submit button.

Version 4.18
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Independent Individual Merit Review

Ik 2279925
Status: ManageReviewEvent - Not Started

Action: |A=..=.|gn Applications To Review Event '| Iml

Your Comments:

|B spell Check

To move an application from the Applications In Review Event heading to
the Applications Not In Review Event heading, click the checkbox in the far
left-hand corner (under the Remove column). Click the Save button beneath

the Applications In Review Event heading.

To move an application from the Applications Not In Review Event heading
to the Applications In Review Event heading, click the checkbox in the far
left-hand corner (under the Add column). Click the Save button beneath the

Applications Not In Review Event heading.
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Review Event Applications
Review Event Information

Review Event Type: Independent Individual Ment

Review Event Name: Review Event 21 Review Event ID: 2280335
RFA Name: Competitive -- November 12, 2015 RFA ID: 2280332
Competition Name: [= ber 12, 2015 Competition ID: 2280333
Program Office: GOT One Commerce Program Office (OCPO)

There are multiple Save and Done buttons on this page for the purpose of saving extra scrolling when the review event contains a large number of applications.

Applications in Review Event

[] Number [Nun

n
»

¥ Application  This is where you Review Minimum $3,500.
created on  would enter a Requirements

11/24/15  description. Checklist -

Complate

Export options: Cx
An application cannat be removed fram the Review Event if:
- it has a score (either reviewer's score or bonus paints)

= it is selected for funding
= it has assigned reviews

Applications Nul In Review Lveul

] N.m.u].u:r

15 Test Review Minimum $5,000.00
application - descnptlon Requirements.
11/25/15 would go Checklist - Complete

here,

v

Export options: Ex

B save | Done |

%NOTE: Only applications that have met the Minimum Requirements are visible
and available for selection. Applications with unresolved concerns will
be listed, but the checkbox will not be available for selection.

8. RFAs/Competitions with multiple Review Events must have the application(s)
manually added to the Review Event. Recall, when an application initially passes the
Minimum Requirements checklist it is automatically added to the first Review Event
and placed under the Applications in Review Event heading.

e This RFA/Competition has two Review Events: Review Event #1 is an
Independent Individual Merit Review; Review Event #2 is a Non-Consensus

Panel Review.

REA Header Information
Document 1ID: 2281179 CFDA Number: 11.999
Announcement Type: Initial SubProgram:
Funding Opportunity NOAA-GOT-OCPO-2016- - - GOT Gne Commaerce
Number: 2003887 Assignad Program Office: o .o office (0CPO)
Line Office: Grants Online Training (GOT) Assigned Proi * Ms. Grants A. Student25
REA Name: Test for Create Review Event Anticipated P 12/20/2015

Date:

Fiscal Yaar: 2016 Publication Date: 12/14/2015
Competition Number: 2281181 Competition Mame: é_‘;:‘”:"' CIARA R e
Anticipated Application
Due Date:

Suby Documents

T [ T T
applications Report 2281151 Applications Report

Sglactad Apolications Selected Applications —

Review Event 11153 Review Event 21 = created December 14, 2015 I

Raview Event 12 Review Event 23 -- craated December 14, 2015

Reviewer Instructions 1182 Reviewer Instructions for Review Event #1 creat... FALDActions - Complete
FALDActions = Complete

Reviewer Instructions 2281204 Reviewer [nstructions for Review Event 22 == creat...

Export options: [x
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At the conclusion of the Minimum Requirements check, all applications (in
this case, seven, are associated with the Applications in Review Event
section of Review Event #1). As the screen below indicates, there are no
applications in the Applications Not in Review Event section.

Review Event Applications

Review Event Information (Rev| ew Event #1)

sens =1 - created Decembar 14, 3015 | Review Event ID: 2281183
HEA 1D 2281179

Review Fvent Name:

REA Mane: ¥
Competition Name: Test for Create Review Dvent Competition ID: 2281181
Program Office: GOT One Commerce Program Office (OCPO)

There are multiple Save and Dang buttons on this page for the purpese of saving extra scrolling when the review event containg a large number of applications.

Applications in Review Event
V lmmwc_l roposal [Award P L/ PD Federal
Humber (Wumber| Anlnllnl
12 npmlraunn Application =1 Reviaw Minimum s-a 000.00
for December Requirements
2015 Test Chacklist -
Complate
1 -:r:;l cation Application =2 Review Minimum  $3,000.00
for Decembar Requirements
2015 Test Checklist
Complete
21 -J\Wllm!mrl Agplication 23 Review Minimum  $2,500.00
for December Requirements
2015 Test Checklist -
Complata
1 Ar"\l cation Application =4 Review Minimum  $3,500.00 . .
e ey — 7 applications
2015 Test Checklist
Complete
Application Application =5 Review Minimum  $2,500.00
=5 for Deeember Requirements
2015 Test Checkfist -
Complete
a_,ph“ugn application =6 Review Minimum  $4,000.00
for Gecombar Bequiremants
015 Test Chacklist
Camplete
Application Application =7 Raview Minimum  $1,000.00
for December Requirements
2015 Test Checklist -
Complate
Eeport aptions:
A cannot be removed from the Review Event if:
B —

SvigWar's seor8 ar Bonus paints)

- it has assigned P
{ savo | Dano |
: Applications Not In Review Event O ap p | | Cat| ons

Nothing found ta display.

On the other hand, none of the applications is associated with Review
Event #2. Referring to the Workflow Analysis, there were more submitted
applications for this RFA/Competition (7) than there were applications
assigned to the Review Event (0).

Non-Consensus Panel

(Review Event #2)
Id: 2281203
Status:

Action: |Please select an action v | m

Your Comments:

Spell Check

el \W o rkflOW Analysis

There were morg submitted applications for this RFA/Competition (7] fhan there were

applications assigned to the Review Event (0). [Please check the "Review Event
AP

plications” page under Sub Documents to ensure that all applications are correctly
asslgned to the Review Event.

There are not any applications that have passed minimum requirements associated with
this Review Event.
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An application can be moved from one section of Review Event #1 to another
section of Review Event #1 using the checkbox beside each application.
Simply, click the checkbox and click the Save button beneath the section from
which the move is being requested.

Review Event Applications
Review Event Information

Review Event Type: Independent Individual Marit (RevleW Event #1)

Review Event Name: Review Event =1 -- created December 14, 2015 Review Event 10: 2281183
RFA Mame: Test for Create Review Evert RFA ID: 2381178
Competition Name: Test for Create Review Event Competition TD: 2231181
Program Office GOT One Commerce Frogram Office (0CPO)

1 .ﬂuD‘an!luu Application &1 Review Minimum  $4.000.00
for December Requirements
2015 Tast Chackllst
Complate

M!p ication nnrl.- Review Minimum  $3,000.00

Decem Requirements
zu:; Test Checklist -
Complete
22m1 'IAppllc:llon application =3 Review Minimum  52,500.00
or December Requirements
2025 Test Checklist
n..—..pl.-:-
E 228121 i\|||> ication Application 24 i $3,500.00
for Dacambar
2015 Test
It Appllc:tlon spplication =5 Reviow Minlmum  $2,500.00
« December Requirements
2015 Test Checklist
Complete
17 Ape ication application 36 Review Minimum  54,000.00
o bar
2015 Tast
Complete
16 spplcation Rppiicaton &7 Review Minimum  $1,000.00
for December Fequirements
2015 Test Checklist -
Complete

Export options:
n canmot be ramaoved from the Review Evant If:
her reviewer's score or banus points)

In the resulting screen image, observe the results of moving an application
from the Applications in Review Event section to the Applications Not in
Review Event section.

Review Event Applications
Review Event Information

Review Event Type: Independent Individual Merit (ReVieW Event #1)

Review Event Name: Resiew Event 21 -« created December 14, 2015 Remcw Event 1D: 2261183
RFA Nama: Test for Create Review Event RFA TD: 2181179
Competition Name: Test for Create Review Event Competition ID: 2281181
Program Office: GOT One Commerce Program Office (OCPO)

hl_ll. are m |.Il|ph ux; and Dong buttens on this page for the purpose of saving extra scrolling when the review event contains a large number of applications.
—

> Lmn
T
251217 Application Application 1 Raview Minimum
a1 for December Requirements
2015 Test Checklist - Complete
# Application Application &2 Rview Minlmum  $3,000.00
22 for December Bequirements
2015 Test Checklist - Complete . .
1214 ﬂuim-m Application &3 Rbview Minimum  $2,500.00
for December Requirements —_— 6 ap p I IC atl ons
2015 Test Checklist - Complete
-\wiuua-,wh_.muu =5 Review Minimum  $2,500.00
VS. for December Requirements
2015 Tast Chacklist - Cemplata
i Wuucn application &6 for Review Minimum  $4,000.00
December 2015 Requirements
Test Checklist - Complata
-L!diullawwlx_allw &7 Review Minimum  $1,000.00
for Dacambar Requirsmants
2015 Test Checklist - Complete
B —
from the Review Event
e reviewer's scere o benus peints)
. nding
it has assiontd reviews
—

Not In Review Event

ddProposal Award 1D iApplicant Projec Pls/POsStatus dhe
= Mumber Humber] —

15 Apglication Apphcation =4 for Review Hinimum SJ S00.00
#4 December 2015 Pegquirements
Chacklist - Complete

v

—— 1 application

Export options:

S ] |
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e For Review Event #2, all applications are under the Application
Not In Review Event heading. There are no applications under the
Application in Review Event heading.

Review Event Applications
Review Event Information

(Review Event #2)

created December 14, 2015 | Revlew Event ID: 2381303
Test for Creates Heview Event REA 1D 2281179
Competition ID: 2201101

Review Fvent

HFA Nan

Test for Create Review Dvent
GOT One Commerce Program Office (GCPO)

Competition Nane:
Program Office:

There are multiple Saye and ong buttons on this page for the purpose of saving extra scrolling whin the review event containg a large number of applications.

Applications in Review Event p p | i i

Hathing found to display. O a ICB.tIOﬂS

an apu cation cannot be remaoved from the Review Event i
s 2 score (elther revlewer's score or bonus poings)

® salactad for funding

it has assigned reviews

el Applications Not In Review Event

2 Application Application =1 for
=1 December 2015

Raview Minimum
Requirements

Test Checklist - Completa

1 -KJD ication Application #2 for Review Minimum $3,000.00
December 2015 Requirements
Test Checklist - Complata

4 Qppllc.nlon.ipglic:hnﬂ =3 for Review Minimum  $2,500.00

December 2015
Test
15 application Application =4 for

Requiremants
Checklist - Complete
Revlew Minimum  $3,500.00

— 7 applications

December 2015 Requirements
Test Checklist - Complete

21216 Apnlluuennmm:annﬂ =5 for Review Minimum 52,500.00
December 2015 Requirements
Test Checklist - Complete
1 -pp ication application 6 for Review Minimum  54,000.00
December 2015 Requirements
Tast Chacklist - Complats
5 ﬂppllcvnnnﬂpghrﬂmn =7 for Review Minimum  $1,000.00

mber 2015 Requiremants
Ye:l Checklist - Complete
Export apticns:

S vavs | Dons |

¢ In a manner similar to that used for Review Event #1, select the application that
is to be moved by clicking the checkbox and then click the Save button.

created Decamber 14, 2015 Review Event TD: 2281203
RFA ID: 2281179
Competition 1D: 2281151

Review Event 22
est for Create Review Cvent
Test for Create Review Event
GOT One Commerce Frogram Office (OCPO)

(Review Event #2)

Competition Name:
Program Office:

There are mudtiple Saye and Done buttons on this page for the purpase of saving extra scrolling when the review event comains a large number of applications.
Applications in Review Event
Nothing found to display.
An application cannot be remaved from the Review Event if:
- it has a score {either reviewer's score or bonus points)
it is selected for funding
it has assigned reviews
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Save

Expart options:

| [cmjem

Apphnnnn Application 21 for
Dacember 2015

Test
51212 Application Applicatian 22 for
22 December 2015
Test
2281214 Application Application 23 for
23 December 2015
Test

1 .ﬂp[llm ation Application 24 for
December 2015
Test
16 Application Application #5 for
December 2015
Tast
1 J\ppht_allun apphcation #6 for
L1y December 2015
Tast
15 Application Application =7 for
=7 December 2015
Test

$4,000.00

Cheeklist - Complets
Review Minimum
Requirements
Checklist - Complete

$3,000.00

Review Minimum
Requirements
Checklist - Complere
Review Minimum
Requirements
Checklist - Complete

$2,500.00

$3,500.00

Review Minimum
Requiemnents
Checklist - Complate
Review Memmum
Fequiremants
Checklist - Complate
Raviaw Manimum
Requirements
Checklist - Complete

$2,500.00

$4,000.00

$1,000.00
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¢ Inthe resulting screen image, the selected application has been moved
from the Applications Not In Review Event section to the Applications
In Review Event section.

eated December 14, 2015 Review Event 1D: 2281200
RFA TD: 2281179 .
Test for Create Review Evens Competition 10: 2281181 (Review Event #2)

GOT One Commerce Program Office (OCPO)

Program Offi

There are multiphe Save and Done buttons on this page for the purpose of saving extra scralling when the review event contalns a large number of applications.

= Applications in Review Event

2281216 Application Application =5 Review Minimum  52,500.00 i I
=3 for December Requirements 1 app lication
2015 Test Checklist -

VS Complete
' Export options: Cige
An application cannot be removed from the Review Event if:
- It has a score (ither reviewsr's score or bonus points)
it is selected for fundi
« it has assigned rev

=y Applications Not In Review Event
Applicant (P [P0 Status
2 application Application =1 for Review Minimum  $4,000.00
.1 Decernber 2015 Pequirements
Test Checklist - Complete
1 Application Application =2 for $3,000.00
Py December 2015
Tost
281214 application Application #3 for Review Minimum $2,500.00 I 1 H
e ecambar 2015 FREraTi 6 applications
Test Chacklist - Complate
15 Application Application #4 for Review Minimum $3,500.00
=4 December 2015 fequirements
Tast Chacklist - Compiata
! application application =6 far Roview Minimum  $4,000.00
= Decembar 2015 Requirements
Test Checklist - Complete
application Application =7 for wavlew Minimum $1,000,00
=7 December 2015 Requirements
Test Checklist - Complete
Export options: Exce —

B <2ve | Done|
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Assign Reviewers to the Applications

1. Select Assign Reviewers to Applications from the Action dropdown menu.
Click the Submit button and continue with step 2 — or — advance to step 3.

‘Welcome to Grants Online Grant FROSpec. You are logged in to TRAIN1P. Log Off

Tasks > > i == == Individual Merit Review

Independent Individual Merit Review

Id: 2279925
Status: ManageReviewEvent - In Progress

Action: Assign Reviewers To Applications A ‘ Iml

Your Comments:

Spell Check

—Workflow Analysis:

There is an open workflow task on the Review Event. All Review Events must be
completed through closeout before applications can be selected for funding.

Workflow History

2. Under the Sub-Documents header, click the ID link next to the task entitled
Assigned Reviewers to Review Event Applications.

—RFA Header Information

Document ID: 2279918 CFDA Number: 11.999
Announcement Type: Initial SubProgram:
Funding Opportunity NOAA-GOT-0OCPO-2016- A . GOT One Commerce
Number: 2003840 f=signediBmoramiifice: Program Office (QCPO)
Line Office: Grants Online Training (GOT) Assigned Program Officer: Ms. Grants A. Student25
. RFA -- Competitive -- Nov.  Anticipated Publication

RFA Name: 5015 Dates 11/15/2015
Fiscal Year: 2016 Publication Date: 10/29/2015

. . - . RFA -- Competitive --
Competition Number: 2279923 Competition Name: Nov. 2015

Anticipated Application
Due Date:

Sub Documents

Tvpe _______Jip | Status |
Application Scores 2279925 Reviewer Scores of Applications In Progress
Reviewer Instructions 2279924 Reviewer Instructions for Primary Review Event FALDActions -
Rev... Complete
Review Event 2279925 Applications Assigned to the Review Event
Applications

Application Reviewers 2279929 Assigned Reviewers to Review Event Applications
Review Event Summary 2279925 Reports for Managing the Review Event
Export options: Excel

Version 4.18
Page |40



Conduct a Review Event Using Grants Online

3. To assign Reviewers to an application, click the Assign link on the Review Event —
Applications: Reviewer Assignments launch screen, as shown below.

Review Event - Applications: Reviewer Assignments
Review Event Information

Review Event Type: Independent Individual Merit

Review Event Name: Primary Review Event Review Event ID: 2279925
RFA Name: RFA -- Competitive -- Nov. 2015 RFA ID: 2279918
Competition Name: RFA -- Competitive -- Nov. 2015 Competition ID: 2279923
Program Office: GOT One Commerce Program Office (OCPO})
Guidance

e e e R G —

Number

] 2280109 Applicant #1 Description

] 2280110 Applicant #2 Description

= 2280111 Applicant #3 Description

) 2280113 Applicant #5 Description

Removal Reason:

New Assignment Due Date: |11/20/2015 There are no reviews currently tasked to reviewers.

Enter a date in the Open Reviews Due Date field to change the Due Date
of existing open reviews.

Open Reviews Due Date: l:l

All reviewers have been notified.

4. Enter at least one search criterion; the fewer the criteria entered, the more efficient
the search. Click the Search button. The user can Exclude Unavailable Reviewers by
clicking the small checkbox just above the Search, Add Selected Reviewers, and
Cancel buttons.

Manage Application Reviewers

Enter search terms to find a person.

First Name 7
Middle Name I:l
Last Name
Expertise L 1
Organization l:l
E-Mail Address I:l
State [Please select a state v

navailable Reviewers ¥
Add Selected Reviewers

isabled check boxes can be enabled by setting the person up as a reviewer.

5. All Reviewers who meet the specified criterion are displayed (and are therefore
potential Reviewers). To assign a Reviewer to the selected application, click the
checkbox next to the Reviewer’'s name. After selecting the checkbox next to the
Reviewer's name, click the Add Selected Reviewers button. This returns the
user to the Review Event — Applications: Reviewer Assignments launch page. If
all desired Reviewers have been successfully identified as being available and
valid, advance to step 8.
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% NOTE: The checkbox next to a user's name is only available for selection if the

value for Available is “Y” and the value for Valid User is “Y.” If more than
one Reviewer has the same email address or does not have a unique email
address, s/he is not a valid user (i.e., information in the Valid User column
displays “N”). This situation can be remedied by clicking the ID link and

entering a unique email address (typically the Reviewer’s username).

Manage Application Reviewers

Enter search terms to find a person.

enapled by setting the person up as a reviewer.

2001041 Brownmg Y Alaska Fisheries
Available James Development
Foundation, Inc.
to select 1000818 Browning, Y Y Maryland Department
—
_ Jean of Natural Resources
1010363 Browning, Y N University of Reading
: Keith
Not Available g
to select 1001463 Browning, Y N Virginia Center For
= 5 "
Wilson Innovative Technology

First Name L

Middle Name l:l

Last Name

Expertise L

Organization l:l

E-Mail Address I:l

State [Please select a state v
Exclude Un '

Select 1D [Available (Organization(s) Title|Primary Primary
Rewewer Pthe

907-
276-
7315

757-
622-
3321

browning002@gmail.com 431 W. S|
106, Anc

Browning001@gmail.com Tawes St}
Annapoli
2 Earley
Reading,
GBR - Un|

testemail@msg2.rdc.noaa.gov 2214 Rog
Herndon,

6. When the search is executed, if a Reviewer who meets the specified

criterion/criteria (and is an enrolled Grants Online user) is not located, the message

Nothing Found to Display is visible.

If necessary, a new Application Reviewer can be added. Click the Add a New

Application Reviewer link.

Manage Application Reviewers

Enter search terms to find a person.

First Name |
Middle Name |

Last Name |brownes

Organization |
E-Mail Address |

|
|
\
Expertise | ‘
|
|

State [Please select a state

Exclude Unavailable Reviewers
Search Cancel
Nothing found to display.

I Add a new Application Reviewer >=> I
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7. The Add New Reviewer screen (divided into two screen images for readability)
requires data entry — the top screen is for Reviewer information and the bottom
screen is for Reviewer Affiliation information. When finished data entry for all
mandatory fields and any appropriate optional fields, click the Save button. Click
the Cancel/Done button to return to the previous screen.

Add New Reviewer

Email: [ ]

Used for login and ALL review notifications.

Prefix:

First Name: |
Middle 1
Name:

Last Nama:

Affix: | None * |

Unavailable
From:
Expertise:

iTn:[

Faderal N
Emplayes: Yes No
Mote: The status of an Application Reviewer as a Federal employee affects their conflict of interest certification requirement, Application Reviewers have the opportunity to
correct this infarmation during the application review.

Additional
Information:
(Internal
Use Only)

Mote: Additional Information will NOT be displayed to the Reviewer. Use the Additional Information field to explain any issues with the Application Reviewer. Appropriate entries
include: a very busy schedule during certain times of the year, willingness to only perform application reviews for one Program Office, conflict of interest issues, a consistently
high (or law) scorer, biases that affect their ability to provide fair evaluations of particular kinds of applications, etc.

Affiliation

Organization ~ M|
Title |
Street Address *

City [

State * l:l

Zip * [ ]
Country * | ‘ (use "USA" for non-foreign)

Mail Route l:l
| Extension l:l
| Extension I:l

|
|
Fax Number | |
| |
|

Phone Number *

Alternate Phone Number

E-Mail ~

Alternate E-Mail

Cancel/Done Save
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8. The display of Reviewer Assignments is controlled by the [+] and [-] symbols in the
first column. When the user clicks the [+] s/he expands or opens the display of
information for that application; clicking the [-] closes the display of information for that
application.

With the display of Reviewer Assignments fully expanded, there is an opportunity to
remove a Reviewer. The steps that should be performed to remove a Reviewer will be
discussed later in the document (refer to step 16).

Review Event - Applications: Reviewer Assignments
Review Fvent Information
Review Fvent Type: Independent Individual Merit
Review Fvent Name: Primary Review Event Review Fvent TD: 2279925
RFA Name: RFA -- Competitive -- Nov. 2015 RFAID: 2279918
Competition Name: RFA -- Competitive -- Nov. 2015 Competition ID: 2279923
Program Office: GOT One Commerce Program Office (OCPO)
H e  |Proposal Number p Td icant Project Title PIs/PD=s Assign
Click to close|
N Revlmra
d |sp|ay of 2280109  Applicant 21 Description
Reviewer Reviewer Assignments:
Assi gnmen ts Reviewer Date Due Date Revlew Affiliations. Unsubmitted Assigned
Assigned sgigned Reviews  |This/Prior Year
g, Assignment waiting on reviewer Not " , Alaska Fisheries Development ; - ; y
natification. Assigned 11/20/2015 ! Faundation, Inc. Browning002@gmail.com 1 1/0
Assignment waiting on reviewer Not -1 1 Maryland Department of Natural
. notification. Assigned 11/20/2015 REEcIrcas Browning001@gmail.com 1 1/0
Click to open
di5p|ay of 8011 Applicant #2 Description
Reviewer E 11 Applicant #3 Description
. Applicant #5 Description
Assignments

9. The assignment of a Reviewer is a two-step process: 1) selection; and 2)
notification. The Reviewer does not get a natification or a task in his/her Inbox
until the Notify Reviewers button is clicked. This allows the Review Event
Manager to assign multiple applications to a single Reviewer and provide a single
notification that lists all of the Reviewer’s Review Assignments.

10. On the Review Event — Applications: Reviewer Assignments screen on the next
page, observe that:

a. The New Assignment Due Date has been specified. This is the due date
that will be included in all email notifications.

b. The Open Reviews Due Date is currently blank. The existence of this
field allows the Review Event Manager to modify the date when, and fif,
additional Reviewers are added.

c. There are no Reviews currently tasked to Reviewers.
d. There are ten (10) notifications pending.

11. Changing the Review Due Date for new notifications will not change the Review
Due Date for any Reviewers that were previously notified.
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12. Click the Notify Reviewers button to launch the email notifications.

Review Event Information

Independent Individual Merit
Primary Review Event
RFA -- Competitive -- Nov. 2015 RFA ID:

Review Fvent Type:
Review Event Name:
RFA Na

Review Event - Applications: Reviewer Assignments

n Mame: RFA -- Competiti Mov. 2015 Comp
GOT One Commerce Program Office (OCPO)

Compa
Program Office:

22 Applicant #1 Description
] 22 ) Applicant #2 Description
] 22 1 Applicant #3 Descnption
o 2280113 Applicant 25 Description

Review Event ID: 2279925
2279918
ID: 2279923

roposal App Id |Applicant Project Title Pls/PDs Assign
Number L2 WS
] i

Assigr

Assi

Removal Reason: |

a [New Assignment Due Date: [11/20/2015

Enter a date in the Open Reviews Due Date field to change the Due Date
of existing open reviews,

Open Reviews Due Date: | | b

| Save |
I | Notify Reviewers | I There are 10 notifications pending. I d

IThel\e are no reviews currently tasked to reviewers, I| C

13. There are now different messages on the screen: 1) There are no Reviews
currently tasked to Reviewers and; 2) All Reviewers have been notified.
Click the Done button to return to the previous screen.

Review Event Information

Review Event - Applications: Reviewer Assignments

Review Event Type:
Review Event Name:
RFA Name:
Competition Namea:
Program Office:

Proposal App Id Project Title P1s/PDs
Number
£l

Independent Individual Merit

Primary Review Event Review Event 10: 2279925
RFA -- Competitive -- Nov. 2015 RFA ID: 2279918
RFA -- Competitive -- Nov. 2015 Competition ID: 2279923
GOT One Commerce Program Office (OCPO)

Applicant #1 Description
el 0 Applicant #2 Description
a4 1 Applicant #3 Description
) 2280113 Applicant #5 Description

Remaval Reason: |

New Assignment Due Date: [11/20/2015

Enter a date in the Open Reviews Due Date fisld to change the Due Date
of existing open reviews,

Open Reviews Due Date:

All reviewers have been notified.,

]
I There are no reviews currently tasked to reviewers, I 1
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14. Upon returning to the previous screen, the message: There are 12 un-submitted
Reviews is visible. In addition, the Review Event Manager now has an
opportunity to update the Open Reviews Due Date.

Review Event - Applications: Reviewer Assignments
Review Event Information

Review Event Type: Independent Individual Merit
Review Event Name: Frimary Review Event Review Event 1D: 2279925
RFA Name: RFA -- Competitive -- Nov. 2015 RFAID: 2275918
Competition Name: RFA -- Competitive -- Nev. 2015 Competition ID: 2279923
Program Office: GOT One Commerce Program Office (OCPO)
=N
(Number Rovicwers)
" 2260109 Applicant #1 Description Assig
3 HO110 Applicant #2 Description Assig
2R0111 Applicant #3 Description A
2R0113 Applicant #5 Description

Remaval Reason: |
New Assignment Due Date: [L1/20/2015

Enter
of ex:

__> Open Reviews Due Date:

Remove ALL Unsubmitted Reviews

There are 12 unsubmitted reviews.

in the Open Reviews Due Date field to change the Due Date
g Open reviews,

All reviewers have been notified.

15. The image on the next page shows an example of the email notification sent to a
prospective Reviewer. The email provides the Reviewer with the following
information:

e A hyperlink (URL) to the Reviewer Login page. This allows the Reviewer to
navigate directly to the login page from the email.

e The Reviewer's username — the email address to which the notification was
sent.

o The Reviewer’'s Personal Identification Number (PIN). The PIN is a 4-character
code valid only for this Review Event and while the Review Event is open.

o The Reviewer’s point of contact — typically the Review Event Manager; that
person is the best primary point of contact.

e Issues associated with account locking or expired/forgotten passwords will
be addressed by the Grants Online Help Desk.
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Dear John Smith,

Thank you for agreeing to review the application(s) listed below. The applications,
Review forms, and instructions for completing the Review(s) are available online at the
Grants Online web site:
https://grantsonline.rdc.noaa.gov/flows/home/Login/reviewerlLogin.do.

The application(s) that you are requested to review is/are for Federal Funding
Opportunity Final Review Module Acceptance Test

FFO Number: NOAA-NMFS-SE-2012-2003142.

The Review Event is named: Mail Review

Your login credentials for this Review Event are as follows:
Username is: | John.Smith@sample.com.
Personal Identification Number (PIN) is: | 272D.
This PIN is valid for this Review Event only.

If you are having trouble logging in or otherwise having trouble conducting the
Review(s), please contact the Review Event Manager, listed below. The Review
Event Manager will need the information in the previous two paragraphs to assist you.

The Review Event Manager is: | Jeffrey E. Brown
301.444.1212
testemail@msg2.rdc.noaa.gov

The Review Event Manager has scheduled this Review Event to end on March 14,
2016. You may be contacted separately by the Review Event Manager regarding a
different due date for this Application Review.

The Application(s) you are requested to review is/are:

Application: Maine Department of Marine Resources
Project Title: TEST RECORD - Maine Red Tide Disaster Relief Program

If you are having trouble conducting the requested Review(s), first contact the
Review Event Manager listed above. If that person is not available, or otherwise
unable to assist you, please contact the Grants Online Help Desk at 1-877-662-2478
or 301-444-2112, Monday-Friday between 8:00 AM and 6:00 PM Eastern Standard
Time.

We at the Department of Commerce, National Marine Fisheries Service (NMFS),
appreciate and thank you for the time and effort you are taking to assist us with
this effort.

Sincerely,
Jeffrey E. Brown
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16. Removing a Reviewer from his/her assignment to an application is a two-step
process 1) removal; and 2) notification.

To Remove a Reviewer, click the Remove link in the right-most column.

a. If this action is taken before the Reviewer has been notified of an
application, an email regarding participation in the Review Event is not
sent to the Reviewer.

b. If the action is taken after the Reviewer has been notified of an
application, an email regarding participation in the Review Event is sent to
the Reviewer.

Review Event - Applications: Reviewer Assignments
Review Event Information

Review Fvent Type: Independent Individual Merit
Review Fvent Name: Primary Review Event Review Fvent TD: 2279925
RFA Mame: RFA - Competitive == Nov. 2015 RFA ID: 2279918
Competition Name: RFA -- Competitive -- Nov. 2015 Competition ID: 2279923
Program Office: GOT One Commerce Program Office (OCPO)
e e o B | B == 2
Revlmra
19 Applicant =1 Description

Reviewer Assignments:

Reviewer Date Due Date |Review Unsubmitted Assigned
Assigned Td sgigned Reviews  |This/Prior Year

Assignment waiting on reviewer Not " , Alaska Fisheries Development -
Sl Assigned 11/20/2015  oundation, Inc. BrowningO02@gmail.com 1 1/0
. Assignment waiting on reviewer Not 11/20/2015 226011 Maryland Department of Natural Browning001@omail.com 1 10
notification. Assigned Resources
] 22B011C Applicant #2 Description
] 2280111 Applicant #3 Description
] 1 Applicant #5 Description

17. If a Reviewer is notified of his/her Review Assignment and the Review is subsequently
cancelled, the Reviewer must be notified that s/he has been removed from the Review
Event. In concurrence with the removal notification, the Review Event Manager must
provide an explanation for removing the Reviewer from the Review Event.
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18. With the Review Assignments for a single application fully expanded (use the [+]
in left-most column), all Reviewers for that application are visible. As shown

below, the Reviewers have their assignments, but have not yet started the Review
process.

Event - Applicati Reviewer Assignments
Review Event Information
Review Event Type: Independent Indrvidual Merit
Review Event Mame: Primary Review Event Review Event TD: 2279925
RFA Name: RFA == Competitive == Nov. 2015 RFA ID: 2279918
Competition Name: RFA -- Competitive -- Nov. 2015 C ition ID: 2379923
Program Office: GOT One Commerce Program Office (OCPO)
Frowsal Number |App Id Pls/PDs Assign
Rl:vl EWETS
] Applicant #1 Description
el Applicant #2 Description
el Applicant #3 Description
3 Applicant #5 Description
ADR, Epa | Reviewer actions on Application | 1, 104:0015 11/20/2015 2 3 EDA Training Vendor rest@gmail.corm
— Review not started.
Abdelrat Reviewer actions on Application 2AN779
= arak Fieview not=tartads 11/04/2015 11/20/2015 228 OAR Climate Program Office (CPO) test3@gmail.com 3 30
e oo REviewer actions on Application Trustees of Columbia University in ’ & §
avis, Chiis oo mot started. 11/04/2015 11/20/2015 10 the City of New York testemail2# 51 @mag.rdc.noas.gov 1 10 Remay
Davis, Reviewer actions on Application . = 380143 e
It e 11/04/2015 11/20/201% 2260142 Naval Research Laboratory testemail 2% 52@msg.rdc.noaa.gov 1 10
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Complete a Review on Behalf of a Reviewer

There may be instances when the Review Event is being conducted using Grants Online
but a Reviewer cannot perform his/her Review using Grants Online. The Reviewer may
submit his/her Review by paper or email. Subsequently, the Review Event Manager can
enter Review information on behalf of the Reviewer.

1. On the Reviewer Assignments page, click the Review Id link.

Review Event - Applications: Reviewer Assignments
Review Event Information

Heview Event Type: Indapendent Individual Merit
Review Event Nama: Primary Feview Event Review Event 10z 2279925
REA Name: RFA -- Competitive -- Nov. 2015 RFA 1D: 2279918
Competition Name: RFA -- Competitive -- Nev, 2015 Competition ID: 2279923
Program Office; GOT One Commerce Program Office (OCPO)
0109 Applicant #1 Deseription ssign

Reviewer Assignients:

[Reviewer Due Date Unsubmitted
[Assigned Reviews

[Assigned
This/Prior

[Year
n vieweer actions on Application P
il 11/04/2015 11/ )u.f?m D Training Vendar test@gmail.com 30
L Re iewer actions on Application .Qla\kn Fisheries Development
R 11/04/2015 11/20/2015 7 A dsher e Brovming002@gmail.com 1 1/0
. Reviewer actions on Application P : -+ - Maryland Department of Natural N -
Rtvitn moh started, 11704/ 2015 11/20/2015 2ZB0LI6 oyt e Browming001@gmail.com 1 10
# Applicant #2 Description
# Applicant £3 Description
u Applicant £5 Description

2. From the Action dropdown menu on the Application Review page, select Enter Review
on Behalf of Reviewer and click the Submit button.

The Workflow Analysis provides information regarding the action the Review Event
Manager must complete on behalf of the Reviewer.

The Workflow History, as would be expected, indicates the Reviewer has not started
this task.

Application Review

Td: 2280219
Status: Reviewer actions on Application Review net started,

Action: Enter Review on Behalf of Reviewer )

Your Comments:

Spell Check

_'wmrldlmu lysi:

Status: Reviewer actions on Apphcation Review not started.

The review cannot be submitted until the following isswes are resolved:
The Conflict of Interest statement must be certified.

4 of 4 required scores must be

4 of 4 required comments must be ennmd

Opticnal Tters:
0 of 2 optional scores are entered.
2 of 2 optional comments are entered,

el Warkflows History
e Dot et oot St oot _cion fake e S e o
Application Review lh’wzm.» 11:14:21 AM AQE Reviewer
Export options.
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3. When the option to Enter Review on Behalf of Reviewer is selected, the task to review
the application is removed from the Reviewer’s Inbox and placed in the Review Event
Manager’s Grants Online Tasks Inbox.

Prior to moving to the next step, there is a warning message that asks the user to
confirm the action s/he is about to take. Click the OK button to move forward.

The page at https.//grantsonlinetraining.rdc.noaa.gov says:

Warning: This will remove the Review Application task from the
Application Reviewer's inbox and place the task in your inbox. Are
you sure you want to do this?

[]:Prevent this page from creating additional dialogs.

4. Note the Status message indicates Proxy Reviewer Actions on Application Review
Not Started. The Workflow Analysis confirms that the Review information is being
entered on behalf of the Reviewer (EDA AOR in this case) by the Grants FPOSpec.

Application Review

L aoflzls
Status: Praxy reviewer actions on Application Review nat started. ::

Action: Please select an action A Submit |

Your Comments:

Spell Check

rWorkflow Analysi:

Status: Proxy reviewer actions on Application Review nat started.

This review il entered by Grant FPOSpec on hehalf of EDA !\OR.::

The review cannot be submitted until the following issues are resolved:
The Conflict of Interest statement must be certified.

4 of 4 required scores must be entered.

4 of 4 required comments must be entered.

5. Alook at the Review Event Manager’s Inbox confirms s/he has a new task to
complete the Application Review on behalf of the previously-assigned Reviewer.

Your Tasks
Document Type Status
[l v [open ] EELCEE

15 items found, displaying all items. 1

View/Lask Id] M@_Mm@@

> iew 2627032 Application Review Not Started  Application Review 2280219
w 2626202 Manage Review Event In Progress  Review Event 2279925 11/02/2015 I‘J,. A
View 2623609 Manage Review Event Not Started Review Event 2278988 N/A

Version 4.18
Page |51



Conduct a Review Event Using Grants Online

6. To start the process, select the Review Application option from the Action dropdown
menu and click the Submit button.

Application Review

Id: 2280219
Status: Proxy reviewer actions an Application Review in progress.

Action: [Review Applicatian ]

Your Comments:

Spell Check

Status: Proxy reviewer actions on Application Review in progress.
This review is entered by Grant FPOSpec on behalf of EDA AOR.

The review cannot be until the issues are
The Conflict of Interest statement must be certified.

4 of 4 required scores must be entered.

4 of 4 requared comments must be entered,

Optional Items:
0 of 2 optional scores are entered.
2 of 2 optional comments are entered.

7. On the Application Review screen, the Review Event Manager will complete the
Application Review using the information provided by the originally-assigned Reviewer
and the Grants Online Application Review User Guide hyperlink.

Application Review I Grants Online Application Review User Guide I

Applicant: Applicant #1

Project Title: Description

Proposal Number: Internal ID Number: 2280109
Total Amount Proposed: $2,500.00 Federal Amount Requested: $2,500.00

Principal Investigators /
Project Directors:

Application Review Report

Criteria #1
Description of criteria #1
Scoring Range: 10.0 to 100.0
Score (Required):

Comments (Required):
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8.

9.

When finished entering a score and/or comments, click the Save button at

the bottom of the screen.

or

or

iteria #3

Description of Criteria #3

Scoring Range: 10.0 to 100.0

Seore (Required): 80

Comments (Required):

This is where comments for critenia #3 would be entered.

iteria #4

Description for Criteria #4
Scaring Range: 10.0 to 100.0
Seore (Required): B0
Comments (Required):

This is where comments for critenia #4 would be entered.

Iml

The Conflict of Interest form (CD-571) must be completed for non-Federal
employees. From the Action dropdown menu, select the Review Conflict of

Interest Form and click the Submit button.

1d:

Your Comments:

Application Review

2280219

Status: Proxy reviewer actions on Application Review in progress,

Action: Review Conflict of Interest Form -] I | Submit | I

| Save Comment |

Workflow
Status: Proxy reviewer actions on Application Review in progress.

This review is entered by Grant FPOSpec on behalf of EDA AOR.

The review cannot be submitted until the following issues are resolved:
The Conflict of Interest statement must be certified.

Optional Ttems:
0 of 2 optional scores are entered.
2 of 2 optional comments are entered,
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10. Complete the Conflict of Interest Statement and click the Save button at
the bottom of the screen when all required information has been entered.
As is indicated in the online version of the form, if the Reviewer has a
Conflict of Interest s/he must provide an explanation. The Conflict of
Interest Statement must be scanned and attached to the Review Event

launch page.

Reviewer Information

Reviewer Name:

Email:

Affiliations:

Currently Assigned Reviews:

Expertise:

Applicant:

Project Title:

Proposal Number:

Total Amount Proposed:

Principal Investigators /
Project Directors:

Conflict of Interest Statement

Grants Online Application Review User (

Guide

EDA AOR

test@gmail.com Phone

EDA Training Vendor

3 Reviews Assigned This/Prior
ear:

Applicant #1
Description

Internal ID Number:
$2,500.00 Federal Amount Requested:

301-555-1212

3/0

2280109
$2,500.00

CD-571 - Reviewer Conflict of Interest and Confidentiality Certification for Non Governmental Peer Reviewers

The Application Reviewer is a Federal employee. The above CD-571 does not apply.

The Application Reviewer has a conflict of interest and cannot perform this review.

If declining the review based on a conflict of interest, please enter the reason below:

The Application Reviewer has certified that they do not have a conflict of interest. They have returned a signed CD-571.

Save Cancel
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Submit an Application Review

When an application review is completed by a Reviewer (using Grants Online) the
Review must be submitted to the Agency from which it originated.

1. Navigate to the Application Review launch page. From the Action dropdown

menu, select the option to Forward Review to Agency and click the Submit
button.

Application Review

Tk 2280219

Status: Proxy reviewer actions on Application Review in progress.

Action: [Forward Review To Agency ]
Your Comments:

Save Comment

Status: Proxy reviewer actions on Application Review in progress.
This review is entéred by Grant FPOSpec on behalf of EDA ADR.

The review can be submitted when you are ready. To submit: Choose the option (o
“Forward Review To Agency” in the Action drop-down box,

Optional Itenms:

0 of 2 optional scoras are antered.

2 of 2 optional comments are entered.

2. The warning message that the next action cannot be easily undone is visible. To
proceed to the next step, click the OK button.

The page at https://grantsonlinetraining.rdc.noaa.gov says:

The action you are about to perform cannot be easily undone and

might require help-desk assistance. Are you sure you want to
continue?

Prevent this page from creating additional dialogs.

0K Cancel
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3. The Review Event Manager will receive a task to Accept Application Review in
his/her Inbox. Click the View link beside the Task Name.

Your Tasks

Document Type Status

(Al ] [Open +]

16 items found, displaying all items.1

View!Task Id|Task Name DocumentType _________________|Document IdlStart Date|Con
2628103 Accept Application Review Not Started Application Review 2280290

View 2628101 Application Review Not Started Application Review 2280219

View 2626202 Manage Review Event In Progress Review Event 2279925 11/02/2015

View 2623609 Manage Review Event Not Started Review Event 2278988

View 2590618 Procurement Request and Commitment of Funds In Progress

Procurement Request and Commitment of Funds 2263257 12/10/2014

4. The overall application score (if the Review Event is a scored event) and the
associated comments will not be retained and stored until the Review is accepted.
At this point, the Application Review is Pending Acceptance by the Review Event

Manager. When appropriate, select Accept Review from the Action dropdown
menu. Click the Submit button.

Application Review

Id: 2280290
P Status: Pending Acceptance by Review Event Manager.

Action: ‘Accept Review v | IMI

Your Comments:

g
Spell Check

5. When the Review is complete, forwarded to the Agency, and accepted by the

Review Event Manager, the Status is Accepted under the Reviewer Assignments
heading for that application.

Review Event - Applications: Reviewer Assignments
Review Event Information

Review Event Type: Independent Individual Marit

Review Event Hame: Primary Review Event -- Competitive -- Dec. 2015 Review Event ID: 2281117
RFA Name: Competitive -- Dec. 2015 RFA ID: 2281114
Competition Name: Competitive -- Dec, 2015 Competition 1D: 2761115

Program Office: GOT One Commerce Program Office (OCPO)

[App Id IApplicant Project Title Pls/PDs Assign
Reviewers

4 December 2015 22681128  App. #1 Submitted by Applicant #1

iliations Unsubmitted Aszigned
Assigned Reviews [This/Prior

Reviewer Assignments:

Year
, Alaska Fisheries Development y
/ 2981 ’ ¥
12/08/2015 12/21/2015 22 Foundation, Inc. Browning002@&@gmail.com 1 1o
L Reviewer actions on Application 12/08/2015 12/21/2015 2281135 1erviand Deparement of Natural g, i 001 @gmail.com 1 10
Review not started. Resources
3 December 2015 2281129  App. #2 Submitted by Applicant #2. Assigr
Reviewer Assiguments:
Unsubmitted Assigned A
Assigned Reviews|This/Prior
Year
Reviewer actions on Application Alagka Fisheries Development .
Review not started. 12/08/2015 12/21/2015 2 43 poundation, Inc. Browning002@gmail com i/ z y
Reviewer actions on Application 298113F
R ety 12/08/2015 12/21/2015 23t Academy of Natural Sciences  Jsmithing@gmail.com 1 10

. Reviewer actions on Application

AiGRianIE aaigsiana e con s o GOT One Commerce Program . A
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The possible workflow actions available to the Review Event Manager after
submission of the Review are:

Accept Review — Closes the workflow on the Review. The overall application
score is updated to include the scores given by this Reviewer. If necessary, the
Review Event Manager can return to the launch page and restart the workflow.

Redact / View Redacted Review Details — Opens a copy of the original
comments, as submitted by the Reviewer. The redacted version, at this
point, is an exact duplication of the original comments.

If the Review contains information that might potentially compromise the
identity of the Reviewer, the Review Event Manager should redact
comments before accepting the Review.

Return for Revision — Returns the Review assignment to the Reviewer’s
Inbox and notifies him/her via email that the Review is awaiting additional
action.

View Original Application Review Details — Displays a screen with the original
Reviewer's scores and comments. All other Reviewer’s reports are displayed
using redacted Review comments.
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Redact Reviewer Comments

For each Review Criterion (that allows comments), the scoring range and score (if
applicable) are displayed on the Redacted Review Details page.

1. The Review Event Manager can create a redacted version of the comments.
However, the score as submitted by the Reviewer cannot be modified. To create
the redacted version of the comments, navigate to the Application Review launch
screen and select the Redact / View Redacted Review Details from the Action
dropdown menu. Click the Submit button.

Application Review

Id: 2280219
Status: Pending Acceptance by Review Event Manager.

Action: |Redact / View Redacted Review Details '| Submit

Your Comments:

2. For each criterion, and as is appropriate, the Review Event Manager
would remove any information that might identify the author(s) of the
Review. After removing that information, scroll to the bottom of the screen
and click the Save button.

After modifications have been made, note the difference in file size for the
orginal and redacted version of the comments (i.e., 47 / 36).

The Word file on the following page is displayed when the Compare
Original to Redacted Comments link is clicked.

Criteria #5
Criteria #5
Scoring Range: 10.0 to 100.0
Score (Required): 39
Redacted Comments (Required): Restore Original Comments I Original/Redacted Sizes: 47/36 I
This comment was submitted by Jane.
¥ Spell Check
I Compare Original to Redacted Comments l
|@ Cancel/Done
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Application Review - Redacted Comment Comparison

Original Comment:
This comment was submitted by Jane Boltwright.

Redacted Comment:
This comment was submitted by Jane.

3. If the Review Event Manager wishes to restore the redacted comments to the
original version, s/he should click the Restore Original Comments link. In the
image below, the original Reviewer comments (for the current criterion) have been
restored. This is evident because the file sizes for the two versions are the same
(i.e., 47 1 47).

Criteria #5

Criteria #5

scaring Range: 10.0 ta 100.0
Score (Required): 99
Redacted Comments (Required): I gur I I Ongmal/Redacted Sizes: 47/47 I
This comment was submitted by Jane Boltwnght.

Spell Check

[ Save il Cancel/Done |
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Monitor Review Event Progress

1. Information associated with Reviewer progress can be viewed using one of three
approaches:

a. The Status column on the Review Event — Applications: Reviewer
Assignments launch page.

b. Click the Review Status Report link. The Review Status Report link
generates an Excel file. That file can easily be sorted by Reviewer and/or
Status to determine issues with Reviewer submissions.

c. The Review Event Summary page (located in the Sub-Documents section
of the Review Event screen). This page includes 5 links; each link
generates an Excel report that displays information regarding various
aspects of the Review Event.

¢ Review Status Report (excludes removed and declined Reviews)

¢ Declined and Removed Review Reasons Report

o Reviewers Scoring and Evaluation Report

e List of Reviewers Report (excludes unassigned Reviewers and
Reviewers removed from all applications)

o List of Applications Report

Review Event - Applications: Reviewer Assignments
Review Event Information

Review Event Type: Independent Individual Merit

Review Event Name: Primary Review Event Review Event ID: 2279925
RFA Name: RFA -- Competitive -- Nov. 2015 RFA ID: 2279918
Competition Name: RFA -- Competitive -- Nov, 2015 Competition ID: 2279923
Program Office: GOT One Commerce Program Office (OCPO)

2 Applicant 21 Description

Reviewer Assi

Unsubmitted [Assigned
(Assigned Reviews |This/Prior
Year

y | Proxy reviewer actions on Application | 44 64/5015 11/20/2015 2 EDA Training Vendor
* | Review in progress.

0, [Reviewer actions on Application Revie
not started.

test@gmail.com

1 o Alaska Fisheries Development

11/04/2015 11/20/2015 2280114 p it EO €T Browning002@gmail.com 1 1/0

9, JReviewer actions on Application Revie " sy 1 Maryland Department of -
] 11/04/2015 11/20/2015 228011 N [y ety Browning001@gmail.com 1 /0
F] Applicant 22 Description
Applicant #3 Description
) Applicant #5 Description
Removal Reasan: [ | Remove ALL Unsubmitted Reviews.
Mew Assignment Due Date: 11/20/2015 There are 15 unsubrmitted reviews.

Enter a date in the Open Reviews Due Date field to change the Due Date
of existhing open reviews.

Open Reviews Due Date:
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Sub Documents

fype ___ D _ffite ________ ________________ [satus |

Application Scores 2279925 Reviewer Scores of Applications In Progress
Reviewer Instructions 2279924 Reviewer Instructions for Primary Review Event FALDActions -
Rev... Complete
Review Event 2279925 Applications Assigned to the Review Event
Applications
Application Reviewers 2279925 Assigned Reviewers to Review Event Applications
c $» Review Event Summary 2279925 Reports for Managing the Review Event

Export options: Excel

2. When tracking the progress of the Review Event, it is expected that some requests
for Reviews will be declined, some Reviews may be removed, and new Reviews will
need to be assigned.

3. The Briefing Book of Reviewer Comments is also available from the Review Event
Summary page. The Briefing Book is useful when conducting a secondary Review
Event. Notice the options at the bottom of the page that allow the user to specify the
content and format of the Briefing Book.

After specifying the options (content and format), click the Run Report button.

Briefing Book
Applications in Review Event
Select|Proposal |Award [Applicant|Project |PIs/PDs|Status Total
L Number Number Title Score
2280109 Applicant Description Review Minimum 0.0
#1 Requirements Checklist -
Complete
2280110 Applicant Description Review Minimum 0.0
#2 Requirements Checklist -
Complete
2280111 Applicant Description Review Minimum 0.0
#3 Requirements Checklist -
Complete
2280113 Applicant Description Review Minimum 0.0
#5 Requirements Checklist -
Complete
Export options: Excel
Sort by: ® Funding Priority - Proposal Number Funding Priority - Score Proposal Number © Score
Reviewer Identification: ® Anonymous Reviews Identify Reviewers
. Review Comments: ® Include Review Comments <@ O [====p ' Exclude Review Comments
Optl ons 9 Review Scores: ® Include Review Scores Exclude Review Scores
Application Header: ® Do not add Page Break Add a Page Break after the Application Header
Output Type: ® PDF - Portable Document Format (Acrobat) ' Word (.docx)
| Run Report ||} Done |
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Close the Review Event

1. The Review Event can only be closed if there are no assignments open for review. In
the screen image below, there is one (1) un-submitted Review. There may also be
Reviews in the Review Event Manager’s Inbox that have not been accepted. Those
must be accepted prior to having an opportunity to close the Review Event.

Reviewer Assignments:

Reviewer [Status Date Due Date Rew ew Unsubmitted
[Assigned |Assigned
Ilevi ews

AOR, EDA  Accepted 11/04/2015 11/20/2015 2280221 EDA Training Vendor test@gmail.com
g?fj:‘?‘”'“ Accepted 11/04/2015 11/20/2015 2280227 ?(:“P%‘):"mate Ringlaiinifics test3@gmail.com 0

Florida Department of Agriculture
and Consumer Svcs

Baltimore City Department of

Jackson I Reviewer actions on Application

Margaret Review not stirted. I 11/04/2015 11/20/2015 2280136

testemail2#12@msg.rdc.noaa.gov 1

Jackson

Maraaret Accepted 11/04/2015 11/20/2015 2280134 Recreation and Parks testemail2#11@msg.rdc.noaa.gov 0
i;i::‘le‘j Declined 11/04/2015 11/20/2015 2280138 Southeastern Community College testemail2#13@msg.rdc.noaa.gov 1
a
] 2280113 Applicant #5 Description Assign

Removal Reason: |
New Assignment Due Date: |11/20/2015

Enter a date in the Open Reviews Due Date field to change the Due Date
of existing open reviews.

Open Reviews Due Date: l:l

Remove ALL Unsubmitted Reviews

There are 1 unsubmitted reviews.

2. Toremove Reviews from Reviewers who did not complete their Reviews, click the
Remove ALL Un-submitted Reviews button. If the Review Event Manager did not
specify a Removal Reason, an error message is visible.

et The removal reason must be entered before a review can be removed.

Review Event - Applications: Reviewer Assignments
Review Event Information

Review Event Type: Independent Individual Merit

Review Event Name: Primary Review Event Review Event ID: 2279925

RFA Name: RFA -- Competitive -- Nov. 2015 RFA ID: 2279918

Competition Name: RFA -- Competitive -- Nov. 2015 Competition ID: 2279923

Program Office: GOT One Commerce Program Office (OCPO)
Guidance
e i B i =<8

Number Rewewers

] 2280109 Applicant #1 Description Assign

£] 2280110 Applicant #2 Description Assign

) 2280111 Applicant #3 Description Assign

] 2280113 Applicant #5 Description Assign
Removsl Reason: L ) . || Remove ALL Unsubmitted Reviews |
New Assignment Due Date: There are 1 unsubmitted reviews.

Enter a date in the Open Reviews Due Date field to change the Due Date
of existing open reviews.

Open Reviews Due Date: I:l
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3. When a Removal Reason has been specified, there will be an opportunity to click the
OK button to proceed. The warning message indicates: You must click the Notify
link next.

The page at https://grantsonlinetraining.rdc.noaa.gov says:

You must click the Notify link next.

Prevent this page from creating additional dialogs.

oK

4. In the image below, note the two messages: 1) There are 1 un-submitted Reviews
and; 2) There are 1 notifications pending. Click the Notify Reviewers button at
the bottom left-hand side of the screen.

Review Event - Applications: Reviewer Assignments
Review Event Information

Review Event Type: Independent Individual Merit

Review Event Name: Primary Review Event Review Event ID: 2279925

RFA Name: RFA -- Competitive -- Nov. 2015 RFA ID: 2279918

Competition Name: RFA -- Competitive -- Nov. 2015 Competition ID: 2279923

Program Office: GOT One Commerce Program Office (OCPO)
Guidance

Number Reviewers

] 2280109 Applicant #1 Description Assign

) 2280110 Applicant #2 Description Assign

] 2280111 Applicant #3 Description Assign

] 2280113 Applicant #5 Description Assign
Removal Reason: rThis person does not possess the necessary expertise. \
New Assignment Due Date: % There are 1 unsubmitted reviews.

Enter a date in the Open Reviews Due Date field to change the Due Date
of existing open reviews.

Open Reviews Due Date:[ |
Review Status Report
Notify Reviewers There are 1 notifications pending. F
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5. The final step is to end the Review Event process. From the Action dropdown menu
select Close Review Event. Click the Submit button.

Independent Individual Merit Review

Id: 2279925
Status: ManageReviewFvent - In Pragress

Action: Close Review Event |

Your Comments:

I Sy Check |

rWarkflow Analysi

There iz an open workflow task an the Review Fvenr. All Review Fvents must be
completed through closeout before applications can be selected for funding.

6. The Review Event can be reopened. If the Review Event is associated with a

Competitive RFA, the option to reopen the Review Event is only available if the
Selection Package has not been created.
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