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Document Conventions

Document Conventions

Overview Welcome to the Grants Online Training Manual. This manual is set up to
provide you with step-by-step information to accomplish tasks within Grants
Online. The manual is logically sequenced based on the National Oceanic and
Atmospheric Administration’s (NOAA) Grants lifecycle process and is written to
address your role within Grants Online.

Using this Use the following writing conventions as a guide in using the manual. The

Guide manual uses block label text in order to scan for the information desired.
Text Text; Example What it means.
Conventions Text in Bold; Click Done Indicates a command.
Text in Italics; Amendment Details Indicates a screen.
screen appears.
Text in Bold Italics; Name Indicates data to be entered into a
field.
Text in All Caps; LOGIN Indicates a field name.

Notes and Notes and Warnings are used to indicate additional information or advisories
Warnings when using Grants Online.

Note: A note is used to inform you about additional information

" during the procedure or process.

A Warning! Business process may not work as desired or a
procedure may produce an undesirable effect.
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Grants Online Overview

Grants Online Overview

Overview

The National Oceanic and Atmospheric Administration (NOAA) offer a variety
of competitive and non-competitive grants or awards to various communities
including States, Universities, and non-profit organizations. Prior to the advent
of Grants Online, the processing of grants was a paper-based task involving
time-consuming human interactions and program polices to process the grants
and to ensure the awarding of the grant is given to the most qualified applicant
for a competitive award, and for qualified designated applicants of non-
competitive awards.

As part of its strategy to move scientifically and operationally into the 21%
century, Grants Online was developed. Grants Online is an E-Government
initiative to create an automated tool that will support the grant evaluation,
award, management, and operations process. Grants Online significantly
streamlines and unifies grants processing throughout all of NOAA, allowing the
agency to increase efficiencies related to mission goals.

Grants Online is developed to answer several issues that occur during the
award processing including:

Reducing or eliminating paper forms for application.

Provide an interface with Grants.gov to ensure applicants can apply for
grants electronically.

Reduce the processing time by incorporating workflows between
Federal Program Officers (FPO), Grants Management Division (GMD),
Financial Assistance Legal Division (FALD), and Reviewers.

Serve the NOAA community in its efforts to meet its mission goals more
effectively.

Grants Online allows Grantees to:

Accept Awards electronically.
Manage user roles for individuals within their organization.

Submit post-Award Action Requests, Performance Progress Reports,
and Federal Financial Reports.

Grants Online Software Description

About
Grants
Online

Grants Online operates in a web environment, and can be accessed anywhere
at anytime provided that you have Internet access. You will be required to use
an Internet browser to log in and use Grants Online. Internet Explorer is the
preferred browser for PC users; FireFox is the preferred browser for MAC
users. No software is required for installation. Logins and passwords are
required and will be relayed to you once you are established within the system

2

A

Note: You must have an Internet connection in order to
access Grants Online.

Warning: Please do not use the browser “Back” button in Grants Online.
Using the browser “Back” button will log you out of Grants
Online.
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Getting Started

Overview When you are using any Windows-based software, navigation and ease of use
are key components. Grants Online incorporates an intuitive Graphic User
Interface (GUI) that assists end users to navigate and use the system
appropriately. In Grants Online, all actions within the system can be made
through mouse and keyboard. In this module, you will be shown the basics of
Grants Online, including the look and feel of the system, navigation, and user
customizations.

Manual By using this Manual you will be able to accomplish the following objectives:

Objectives ,

Obtain your password

Login to the system

Identify Grants Online screen features
Manage your Inbox

Update your Profile

Find Award information

Overview Grants Online is accessible through your web browser, preferably Internet
Explorer.

Accessing Grants Online

1 Click on the Internet Explorer Icon on your desktop or Start Menu
¢ Internet Explorer browser opens

2. Enter the following URL information in your address bar of your browser:
https://grantsonline.rdc.noaa.gov then press ENTER

e Grants Online Home Page/Login Screen appears

3. Before logging into Grants Online, from this screen you can access the Public Search feature
as well as other useful links, including the Grants Online Training page.

rt mamas

partmant of Co "
04H/01/05 0502 v2.18
a.gov

Hational Groeanic & Atmaspheric Admintsiration
of Ce. ca.
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Logging in to Grants Online
|

L If you haven't already obtained your Username and Password, contact the Grants Online Help
Desk if you are an Internal NOAA/DOC user or your Recipient Administrator if you are a
grantee. If you have been designated as the Recipient Administrator for your organization,
contact the Grants Online Help Desk for additional assistance:

e Phone: 301-444-2112 or toll free 1-877-662-2478
e Email: grantsonline.helpdesk@noaa.qov

2. On the Grants Online Login Screen, enter your assigned Username

3. Enter your assigned Password

4. Click Enter

érants Online

Grants Online

NOAA Grants Online is the
premier Federal solution for
full life-cycle grants
management processing.

General Public

Use our Public Search feature to
s information pertining to
avarded NOAA grants.

Public Search

Username

Grant Applicants

To Find and Apply for a HOAA

grant, go to the Grants.gov
» NOAA Home visbsite.

== selected applications Password
» DOC Home Current Grant Recipient «Avard and manage grants

‘ +View information about your +Correspond vith Grant
» Grants.gov current HOAA grants Retinonts
Submit post-avard action i Forgot your @
» Grants requssts, rograss razerts and Password?
Management financial reports "Ea‘"":? nline T
Division +Carrespand vith your HOAA B
Program Officer and Grant
Spedialist

Publication of the National Oceanic & Atmospheric Administration Accessibility  Privacy Policy
(NOAA), U.S. Department of Commerce. Security Policy
Last Updated: 2008/01/05 05:02 v2.18

[Rresyy e————

error message in red on the screen. After three unsuccessful attempts
to log in, the system will lock you out and you will have to contact the
Grants Online Help Desk to unlock your account. Click on the “Forgot
your Password?” link for the Help Desk Phone Number.

i Warning! If you entered your username or password incorrectly you will see an

If nothing happens when you click the Enter button, it means the se
Grants Online server is down and will need to be restarted.

Release 2.18
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Logging in to Grants Online

5. The Notice to Users screen appears
6. Review disclaimer information and click OK

“Log Off

A Notice to Users

Thig is & Federal computer system and is the property of the United States Government. It is for authorized use
only. Users {authorized or unauthorized) have no explicit or implicit expectation of privacy.

Any or all uses ofthis system and all fles on this system may be intercepted, monitored, recorded, copied,
audited, inspected, and disclosed to authorized site, NOAR, and law enfarcement personnel, as well a5
authorized officials of other agencies, both domestic and foreign. By using this system, the user consents to
such interception, monitoring, recording, copying, auditing, inspection, and disclosure at the discretion of
authorized site or NOAA.

Unauthorized or improper use ofthis system may result in administrative disciplinary action and civil and
criminal penalties. By continuing to use this system you indicate vour awareness of and consent o these
terms and conditions of use. LOG OFF IMMEDIATELY if you do not agree to the conditions stated in this
warning.

Release 2.18
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Grants Online Navigation Features

Overview Navigating Grants Online is a simple process. The look and feel of the system
requires the use of a mouse and keyboard for navigation. Access to certain
features of Grants Online is based on your user role. Your user role determines
the required access for you to do your work in Grants Online.

Screen Layout

e e T T m—
| Account System | Manage
REA| SETecAward | Awrard E Management | Administration | Certifications

Reports

¥V ‘elcome to Grants Online Chares Peterson " Loa OFf
T Advisories
" Notifications
* Archive
> Tasks

r Send Message

Screen Once you have successfully logged into Grants Online, the system will default
Layout you to the Inbox tab. Grants Online is actually broken into several areas:
Defined e Tabs: Highlighted by the gold border and located at the top of the page

are Grants Online Tabs. Use the Tabs to navigate within the different
areas of Grants Online. Click on the appropriate Tab to navigate to the
desired area.

Note: Access to various Tabs is determined by your user role. A
grayed out Tab will denote restricted areas. If trying to
access a restricted area, a pop up message will display,
stating “Unauthorized to access this area” (see below).

.

Account System

Pre-Award | Award | Management | Administration | Certifications

{Log OFf
Advisories

There are cutrently no advisories.
Unauthorized o access this area

e Navigation Pane: Highlighted by the red border, is the navigation pane.
Based on the Tab that you are currently on, commands for certain
function display here. Click on the desired command to go to that
specific screen.

o Document Pane: Highlighted by the black border, is the document
pane. This is located in the middle of the screen. This is where most of
the data in Grants Online will be input.

Release 2.18
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Other User Interface Features

Since the go-live of Grants Online in January 2005, other features have been added to the User
Interface to facilitate the ease of navigation through the system.

Pop Up Short Cuts When placing your cursor over a tab at the top of the screen you will get a
pop-up menu that contains the same links as the left navigation pane for
that tab. This will allow you to navigate directly to one of those areas
without clicking on the tab first.

3 Grants Online | Advisories - Microsoft Internet Explorer == =]
File Edit Wiew Favorites Tools Help | a
= = N =
eBack - - |ﬂ @ .;;] | f\JSEarch o Favories ﬁ)‘ - - _J il 3
Address [&] https: {/grantsonlinstest. rde.noaa. gov/flows/homefLogin{checkDelegations. do = Go |Links | &y -

[Becouns: Manaserers Tap} et Tab

» Advisories

» Archived - My Delegations -
Motifications

This option allows you to wiew and update the users to whom you
have delegated your work, You may search for users that have similar o
permissions as you and choose to delegate your waork to them, The
users will then receive an email and/ar notification, and they will be

*» Send
* kK able to log in and perform all of your tasks and activities.
Message NOAA USE _

00/27/2006 11:02

+ Motifications Advisories

» Task - My Preferences -
Management
Grants Online invites | This option allows you to view and update your current system session are directed to
» Tasks internal NO&#& users, | preferences. These preferences include your systern password, the

colurnns you would like ta have displayed on your Inbax view, and
your notification and email preferences.

The User Group sessi
uszers with informatio] - my peofile - =

This option allows you to wiew and update your personal profils. You
rmay updats your name and address information, as well as your
security question and answer. You may also view your system profile
attributes, including your username and your currently assigned roles.

Agenda:
- Release 2.10 Highlig
- General questions

Date: Thursday, October Sth, 2006
Location: SSMCE (Silver Spring, 1315 East West Highway), Room 4527
Time: 1:00 pm, Eastern Standard Time

Breadcrumbs The Grants Online system keeps track of the pages you have visited since
you last logged on and put a “breadcrumb trail” of those pages at the top of
the Document Pane. This feature can be used in place of a “Back” button.

/3 Grants Online | Advisories - Microsoft Internet Explorer _18]x]

File Edit View Favorites Tools Help | -:,'
Qs - © - 11 &) (| e S @0 @ O B
Address I@ https: {fgrantsonlinetest, rdc.noaa. gov/Flowshome/Login/checkDelegations, do j Go Links ** @ -

b3 e e e =
M (; T [ : _‘ = ) ) T
Inbox Agcount e V?tem . M‘a_nag‘e Reporis
&rants Online | ration | Certifications

Welcome to Grants Online Noaa Student. "Log Off

» Advisories Grants File - NAO3NMF4440383 > Search Awards >3 Advisories

+ Archived
Notifications

+ Motifications Advisories e

» Send
Message

NOAA USERS ONLY ***

09/27/2006 11:02 AM

» Task
Management

Grants Online invites you to attend a User Group training session. The topics for this session are directed to
+ Tasks internal NOAA users, not recipients.

The User Grouo session on October Sth will orovide NOAA

Release 2.18
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Help Tab

The Help Tab provides information on accessing the Grants Online Help Desk as well as definitions
and/or guidance for various Grants Online functions.

Grants Online | Advisor! rantsonlinetest.rdc.noaa.gov - GOLHelp - Microsoft Internet Explorer - IEIIﬂ ;lilll
File Edit ‘iew Favorite » @ .

eBack . I\") ~ \ﬂ QBack - -\-I) - \ﬂ @ ;h | /i__j Search “g_r\\'s"Favorites €}| [_-:v ; Iy_;| o ""

Address I@ https:ffgrantson|

Contents Index Search

| v

mlUser Guide
Global Mavigation Bar
Left Mavigation Menu

. . Login Screen
» Advisories Disclaimer Page Flease use this help menu for help in performing your work > Search Awards == Advisories

Welcome
YWelcome to Grants Online

A Y ) i in Grants Online. If you need to reach the Grants Online
»
ar‘t:!‘f'.“'es. A“em Delegatians HelpDesk, please call ftoll free) 1-877-662-2478. The
D IS : Search Functionality HelpDesk hours of operation are Monday-Friday,frorm 9:00 |
» Motifications Advisories a.rmto 500 prn. For questions regarding Grants. goy,
Matifications please call the Grants.gov Contact Center at 1-800-518-
+ Send . 4726, Contact Center hours of operation are Monday-
Message Archive Friday, from 7:00 a.m. to 9:00 p.m. Eastern Standard Time.
Tasks
» Task Account Management Please click here to access Grants Online Trainin
I ETETE Sending Matifications P directed to
+ Tasks Profile

Preferances
Delegate Authority
Systern Administration

hanage Organizations -
I r
|@ Done ’_l_l_l_glﬂ Internet

REIEJSE LU Tt
- General questions and answers regarding Grants Cnline

|

Date: Thursday, October Sth, 2008
Location: SSMC3 (Silver Spring, 1315 East West Highway), Room 4527
Time: 1:00 pm, Eastern Standard Time

For those participants who will call in, follow the steps listed below:
Teleconference: Dial 1-866-427-0077

Passcode: *1328876% .
FRlmbms Tl et e veimt s mememmmd e Feem mimd = Fhae Flm mmemmmde
|

4 |

Release 2.18
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Inbox Tab

Managing your Inbox is a straightforward task. From your Inbox you can access and view information
related to: system advisories, notifications and tasks. You may also send an email to a group or to an
individual.

Advisories  Upon successfully logging into the system, you will be taken by default to the
advisories page within the Inbox Tab. In figure 3, you can view any advisories noted
in the system. These are created by the system administrator and cannot be edited.

Welcome to Grants Online Mark La Fave ( Log Off

Advisories

Advisories

Bohisoy Dt

Tasks 10752004 03:44 PM Test new advisory

Notifications

Archive

Send Message

e links above to view Notifications,
otifications, Tasks, or to Send a Message

Release 2.18
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Accessing Notifications
|

1. From the Inbox Tab, click Notifications
¢ Notifications screen appears

Notifications Notifications are displayed in your Inbox to inform you that you have tasks
assigned to you through the workflow process. Other types of notifications
include information related to: direct assignments, status within the workflow
process, and overdue tasks. You can archive your tasks or delete them by
checking the box and clicking on the blue Archive or Delete button.

Note: You can modify the notifications that appear in your Inbox through
@ the Account Management Tab. Archived notifications appear in
your Archive folder, accessible by clicking on the Archive link.

/3 Grants Online | Notifications - Microsoft Internet Explorer _1=]x]
File Edit ‘iew Favorites Tools  Help | ':,'

eBack - -J \j m )Search "nL(Favorites ﬁ} [_'\'v :_\_, l)_;.| - _J ﬁ ﬁ
Address I@ https: //grantsonlinetest.rdc. noaa. gov/Fows fhomeMavigation/navigatke ToP age. do?goToF‘age 1z j Go | Links * @ -

Nm R - — . o

Welcome to Grants Online Moaa Student. Log Off

» Advisories

Advisories > Federal Funding Opportunity > Netifications

+ Archived
Notifications

» Notifications Your Notifications

+ Send
Message MNew Features!
» Task
Management
» Tasks 310 items found, displaying 1 to 100.[First/Prev] 1, 2, 3, 4 [Mext/Last]
mloction ——— Jeom s ues ]
[ ¥iew Motification Moaa Student 12/23/2006 05:25:02 Review Event Review Event 1 - User Group 2,11
P
[T Wiew MNotification Moaa Student 1272272006 10:52:04 Review Event Review Event 1 - User Group 2,11
Al
[T Wiew Motification Wiew Lamar Revis 12/06/2006 04:16:01 MAD3OAR4600109 - Extension to Close Out
Task Pr
[ Wiew Motification  View Noaa Student  11/30/2006 01:54:55  Omnibus Synopsis for RFAZ for User Group 2,11 - nstw
Task P
[T Wiew Motification Wiew Noaa Student  11/30/2006 01:49:34 Federal Funding Opportunity for RFAZ for User Group 2
Task Pr
[ ¥iew Motification Wiew Moaa Student 11/29/2006 08:31:53 Reviewer Instructions for Review Event 1 - User Group
Task P
[ Yiew Motification Yiew  Dinah Flynn 11/298/2006 08:31:43 Omnibus Synopsis for User Group 2.11 Copy of Comp R
Task P nstudent
[ ¥iew Motification Wiew Noaa Student  11/29/2006 08:26:45 Omnibus Synopsis for User Group 2,11 Copy of Comp R
Task PM nstudent -
4] | _'lJ

Release 2.18
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Viewing Notifications
T

1. Click on the View Notification link next to the notification you wish to view (Pop-up of
notification details appears when cursor is placed on the link.)

¢ Notification details screen appears
2. Click Cancel to close the details screen and return to the Notifications list

3. NOTE: You can navigate directly to the task by clicking on the View Task link

| WIEW N gLl V-2 Ldiidl REYis Ll sy Uz, a2 Hawdid rag udn AU OCS R U L
Task Al
iew Motification e amar Rewis 135 ward File far
N Motificat W L R 11/28/2006 10:35:47 A d File for NADTSEC4690012
Task AM
iew Motification iz aja Ba 121 rocurement Request for -1, .
N Motificat W Haja Bah 11/28/2006 10:21:00 P t Req t for NAD7SEC4690012 - $1,000.0
Task AM
iew Motification iew nterna 118: ocument for -1, .
N Motificat W Int | 11/28/2006 10:18:58 MNEPA d t for NADO7SEC4690012 - $1,000.00
Task Reviewer AM
iew Motification e nterna 118: rocurement Request for - $1, .
N Motificat W Int | 11/28/2006 10:18:49 P t Req t for NAD7SEC4690012 - $1,000.0
Task Rewviewer AM
[T Wiew Motification Yiew MNoaa Student 11/28/2006 10:17:55  Procurement Request for NAO7SEC4690012 - $1,000.0
Task Al
[~ Wiew Motification Wiew MNoaa Student 11/28/2006 10:17:43  Procurement Request for NAO7SEC4690012 - $1,000.0
Task AR
| Wigw MNoaa Student 11/28/2006 10:15:18  Award File for NAO7SEC4690012
Task Award File is pending your review, &M
[ iew NOtfcd s, d nomber Nag7sccassnots | 11/28/2006 10:12:42  MEPA document for NADTSEC4630012 - $1,000.00
Task Project Title: A
: o JArmendment#: s s .
[ diew Hotificdgeneme T e of 11/28/2006 10:12:41 PO Checklist for NADTSEC4630012
Task Congressionally Mandated A
. . h
[ View Motifisa RS2l L coo.on 11/28/2006 10:12:41  Procurement Request for NAD7SEC4690012 - $0.00
Task Requested Start Date: Decernber | AM
[ view Motifisdh 2025 o e Homa 11/28/2006 10:10:02  application for LB Test RF4 For User Group Meeting R2
Task Pragram Office (OMPO) AM
I View Natificgio%3 Sficer; Hoaa Student 11/28/2006 10:09:10  Application for LB Test RFA For User Group Meeting R2
Task Task 1d: 252667 AM
[ Wiew HotificdSecument 1d: APP 2050803 11/22/2006 09:28:12  Award File for NADGSEC4600016

Task A
™ Yiew Mntificatinn Wiew MNnaa Student 11/21/200A 12:21:00 Award File for NAH?RFC4HQHHH9I _Iﬂ
3

Archiving and Deleting Notifications

1. Click the check box next to the notification you wish to archive or delete
2. Click the blue Archive button or the blue Delete button
e The task is moved to the Archives folder or is permanently deleted

Note: You can delete or archive an entire page of your notifications at

@ once by checking the box in the header column (seen below)
2 otsication 0 Recidect HamalSender Nam fsubiect {Creatediate |
Warning! Once a natification is deleted, it cannot
be recovered.

Release 2.18
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Archived Notifications

Archived Notifications is your personal repository for all notifications you would like to maintain for
historical purposes.

Accessing Archived Notifications

1. From the Inbox Tab, click Archived Notifications
e Archived Notifications screen appears

/) Grants Online | Motifications - Microsoft Internet Explorer == =]

Fle Edit view Favorites Tooks Help | w

@Back - \_) - \J @ _;j|f.7j5\aar(h 5. Favorites €3| 3~ :\? ] - _J i© b's 8

Address I@;I https: ffgrantsonlinetest. rde.noaa. gov/flowsgh

[MavigationfnavigateToPage .dorgoToPage=13

e ~

e SR ,

Im
ration Certif

(Log off

Account

Application | Award

Welcome to Grants Online Noaa Student.

+ Advisories

i > Federal Funding Opportunity > B i il > Archived * i

+ Archived

MNotifications b
P ——— Your Archived Notifications
» Send

Message New Features!
» Task

Management
» Tasks 100 items found, displaying all items. 1

[~ Miew Motification  Wiew Task Noaa Student  09/17/2006 02:01:02 PM Application for Final Trial rfaz for lillian

[~ Wiew Motification  Wiew Task Noaa Student  09/17/2006 01:15:12 PM Application for Trial rfaz for lillian

[~ Wiew Hotification  Wiew Task Noaa StudentlS 09/17/2006 12:49: 58 PM Review Event Copy of Review Event 1

[~ Wiew Motification  Wiew Task Noaa Student 09/17/2006 11:35:42 AM Application for Copyl of RFA2 for FPO Class - nstuc

[~ Wiew Hotification  Yiew Task Noaa StudentlS 09/16/2006 08:00: 46 PM Review Event Rewiew Event 1

[~ Wiew Motification  Wiew Task Noaa Student  09/16/2006 07:01: 14 PM Application for RFA2 for FPO Class - nstudent
[~ Wiew Hotification  Wiew Task Noaa Student  09/16/2006 06:54:21 PM Application for RFA2 for FPO Class - nstudent
M Wiew Hotification Wiew Task Dinah Flynn 039/16/2006 06:26: 46 PM Rewviewer Instructions for Review Event 1

[~ Wiew Hotification  Yiew Task Noaa Student  09/15/2006 08:59:37 PM Review Event Rewview Event 1

™ Wiew Hotification  ¥iew Task Noaa Student  09/15/2006 08:56:37 PM Review Event Review Event 1

[~ Wiew Hotification  Wiew Task Noaa Student  09/15/2006 08:53:37 PM Review Event Review Event 1

[~ Wiew Hotification  Wiew Task Paulette Moss  09/15/2006 08:50:53 PM Federal Register Notice for RFA2 for FPO Class -

ns
< | ;l_l

Viewing Archived Notifications

1. Click View next to the notification you wish to view
¢ Notification details screen appears

2. Click Cancel to close the details and return to the Archived Notifications list

Deleting Archived Notifications

1.  Select the notification you wish to delete by clicking in the check box next to that action
2.  Click the Delete button at the bottom of the screen

e The task will be removed from Archived Notifications
i Warning! Once a natification is deleted, it cannot be recovered

Release 2.18
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Send Message (Send Notifications)

Notifications can be created to send to an individual or to a group. The email is sent to the email
address indicated in the user’s profile.

Note: Notifications will be sent with a “From” email address of

(t ] GrantsOnlineQandA@noaa.gov. You must include your own
name in the body of the email message so the receiver will know
who the email is actually from.

Accessing Send Message

From the Inbox Tab, click Send Message
e Send Message screen appears

/3 Grants Online - Send Message - Microsoft Internet Explorer =& x|
Fle Edt View Favarites Tooks Help | w
eﬁatk > |ﬂ @ o /'j] Search ) CFavrtes %) -] - J el 3

Address [ €] hitps: forantsorlinetest.rdc.noaa.gov/flowsjhome NavigationfnavigateToPage. do?goToPage=15 | e |tnks 7| & -
ome

(Log Off

» Advisories

+ Archived
Notifications
___ Send Message
» Notifications
» Send Message

» Task

Please use the "Search" button to search for users if you do not know their email address,
Management

» Tasks

To send notifications to a group of users, click here: Send Group Notifications

o I | search |

Subject* | ‘

Message™ -

. @@ I
Spell Check

[sona | canco

Sending Individual Notifications

Click the Search button besides the “To” field

Select the individual to whom you wish to send a notification
Type the body of the notification in the MESSAGE box
Click Spell Check to check your spelling

o > W DR

Click Send once the message has been completed

Release 2.18
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Sending Group Messages

1 From the Send Message screen Click Send Group Notifications

2 Select the individuals to whom you wish to send a notification (You must select from both the
ORGANIZATIONS and ROLES fields).

3 Type the body of the notification in the MESSAGE box
4 Click Send

RO LU

o Send Group Message 2
» Notifications
» Send
Message Please select the message recipients.

» Task

Messages will be sent to any Grants Online user who
Management

meets all criteria specified below. Use "Ctrl" key to select
» Tasks multiple groups.

To send & notification to a single user, click here: Send Single Notification

Organizations:™ |3 Rjvers wet Weather Inc, i’
301 Longview Lane

4-H Marine/Aquatic Education

410 East Fork Road d

Roles:* AGD i’
Awardee

Budget Officer

CAMS First Approver j

Message: * -

Spell Check

m Cancel

=
4| | »

Release 2.18
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Tasks

While Notifications alert you to an action you must complete, Tasks allow you to complete that action
assigned to you within the workflow. Tasks that are assigned to you can be located in the Task
section in the Inbox Tab.

Accessing Tasks

1. From the Inbox Tab, click Tasks
e Your Tasks screen appears

» Notifications Your Tasks
+ Send Document Type Status

ESSEEE [an = [open =] Apply Filter >3

» Task

Management

25 items found, displaying all items. 1

Wi [Award Number |Ta [Task Name |Approved|Total Federal |Task [Document |Start Date DDr_‘lll“
i FEdEral [Funding Status |Type
[Funding

» Tasks

Wigw MAA 253670 11/30/2006 Review VTS Mot Omnibus 2050830
Started Synopsis

Wiew MAO7SEC4690002 251480 11/21/2006 Procurement MN/a $150,000.00 In Procurement 11/21/2006 2050787
Request and Progress Request and
Commitment Commitment
of Funds of Funds

Wiew MAO7SEC4690002 251479 11/21/2006 Review LIPS $150,000.00 Mot Award File 205078¢
Release of Started
Funds

Wisw MAMAMASATINNTN 2ENPAE 11 /1A PNNG Retisw L 4£an 410 nn mAt snard 2nsn7As

Note: Customizing the Tasks view may be accomplished through the
@ Account Management Tab.

Viewing a Task

1. Click View next to the task you wish to view
e Launch Page appears. From this page you may perform your assigned work by selecting
an action in the action dropdown.

Filtering Tasks

1. Select the Document Type in the drop-down menu
2. Select the Status in the drop-down menu
3. Click Apply Filter Dacument Type Status
e Tasks screen appears showing only filtered tasks.  [a] -
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Account Management Tab

The Account Management Tab allows you to view your Profile, Preferences and Delegations. Within

this tab you can update your profile, customize your Notifications and Tasks preferences, and
delegate your inbox to other users.

Svstem Managg Reports
ration | Certif ?

Welcome to Grants Online Mark La Fave Lng Off

> My Profil
d Account Management

F My Preferences
* My Delegations - MY PROFILE -

This option allows you to view and update your personal profile. You
rmay update yaur name and address information, as well as your
gecurity question and answer. You may algo wiew your system profile
attributes, including your username and your currently assigned
roles

- MY PREFERENCES -

This option allows you to view and update your current system
preferences, These preferences include your system passward, the
columns you would like to have displayed on your Inbax view, and
your notification and email preferences.

- MY DELEGATIONS -

This option allows you to view and update the users o whom you
have delegated your work. You may search far users that have
similar permissions as you and choose to delegate vour wark to
them. The users will then receive an email andfor notification, and
they will be able to log in and perform all of your tasks and activities

Accessing My Profile

1. From the Account Management Tab, click My Profile
) Manage Profile screen appears

sl x|
File Edit “iew Favorites  Tools  Help | e o \_) = |ﬂ Ig lj | f {:} | b ;v :_\; B - J ﬂ . ﬁ s >>|@ . | 4
Address [&] hitps:ifarantsonlinetest. rdc.noaa.gov/flawsiperson/UserManagement/saveaffiliation. do ~ EJ s
Manage Profile cait == =l
Prefix:
First Mame: Author
Middle Name:
Last Mame: Rep
affix:
User Account Details Security Question and Security Answer are areas used
usermams: ___ares by the Help Desk team. If you call the Help Desk to
oty anemme <— | request to reset your password, support specialist will
active Flag: true ask you this personalized question and you will provide
the answer as a means of authenticatina the caller.
Affiliations

T Y g ey T ) T

Details 2001661 Institute for LE55- 122 Main Street, Kansas City, KS test@aa.com true
Congressionally 1212 66101 USA
Mandated
Research

Assigned Roles

role ________Jorg 10

Recipient Authorized 2001661 Institute for =

Representative Congressionally Mandated
Research
<l | _>l_I
& [& [ Internet

distart| @ € () 7 €D Inbox For lllian..ba. | ) Grantes Manuals | [W]4 Micresoft Office. . - |[&] Edit Person - Mic... | 4] WebCims - Informa... | @| L [« B a16Pm

Note: To change roles and affiliations, contact the Help Desk
@
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Editing Your Profile
|

1. Click Edit (once you click edit, the screen will become formatted like the one below)

2. Make the necessary changes (Click on the “Details” link under Affiliations to update phone,
address, and/or email information.)

3. Click Save to capture your changes

4. Click Save and Return to Main to return to the Account Management tab main screen

5. Click Cancel to go back to the previous screen (any changes you made will NOT be saved)

<3 Edit Person - Microsoft Internet Explorer o =l
-~ A A : ; > L
‘ File Edit View Favortes Tools  Help ‘o d - lj Iﬂ ﬂ| pa ) 5 ( {3‘ = - - J ﬁ ‘3 Links ‘@ = ‘ .
|Address Iﬁ;l https: [ fgrantsonlinetest. rdc. noaa, gov/flows/person/UserManagement/getPerson. dofaction=edit3id=2003446 j . G0
Manage Profile
Prafix: INone vl
First Name: *
wide Name: [ ]
Affix: INDne vl
User Account Details
Uszer Mame: arep
Security Answer: ¥ [xxx
Active Flag: true
Affiliations
[otois org 10 orgeizaion |postion | phons | adross e o | primary |
Details 2001661 Institute for 555- 123 Main Street, Kansas City, KS  test@aa.com true tr
Congressionally 1212 66101 USA
Mandated
Research

Add a new affiliation ==

Assigned Roles

Role __________forgID_Jorganization |

Recipient Authorized 2001661 Institute for
Representative Congressionally Mandated
Research

m Save and Return To Main

-

4

| 3|
|@ l_ l_ l_ l_ E & Internst
o Startl afvon” & Inbox For lilian.l.ba... | |} Grankee Manuals | @4 Microsoft Office... v| @ Edit Person - Mic... @ WebCims - Informa. .. | f @| 2 |« y ﬁ 431 PM
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My Preferences

Customize your viewing preferences through the My Preferences screen. You may add/remove email
Inbox notifications. This will remove notifications sent to your external email account only. Headings
may be customized to display certain fields on your Tasks and Notifications screens. Additionally, you
may change your password for Grants Online.

Accessing My Preferences

1. From the Account Management Tab, click My Preferences
. User Preferences screen appears

2.  Customize Page Size, Bread Crumbs, and Workflow Warning as desired.

3. Click Save at the bottom of the page.

/3 Grants Online - Microsoft Internet Explorer (8]

File Edit ‘iew Favorites Tools Help | ':;'
3 s Y . 2 . v
@Back - ,\) - d @ ;h ‘/_)Search 5. Faverites {:‘} [_-_.-_-_\‘v = 19_’1 - ria 5
Address I@ https: {{grantsonlinetest.rdc.noaa. gov FlowshomeMavigation/navigateToPage.do?go ToPage=26 j Go | Links ** @ -
T A —— = - _
}1‘ " Account System Manage Reports !
s Onl RELELEGELIM Administration | Certifications P

Welcome to Grants Dnline Moaa Student. "Log Off

» My Delegations Advisories > Tasks > My Preferences

» My Preferences

» My Profile User Preferences

New Features!

Site Preferences

— Page Size

100 | -1

This number will be the number of elements displayed per page in search
results

— Number of Bread Crumbs

15 | -1

This is the maxirmum number of navigational bread crumbs to display

— Workflow Warning
IND 'l [-1

If this is set to 'ves', the system will warn you before initiating workflow
on a docurment

=
4| | »

[&] pone l_l_’_ ’_|§|° Internet
Eﬁ'startl © O (& O mboxforllia... | @WebCims-InF...' &) hiktpef oo, o, ”@ Grants Onlin... 8] Overview-Sys... | 1] System Navig... | & @| £ o7 |« ™Ry 1M
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Customizing Notifications

1. Select desired type of Notification to enable/disable
2. Click box to enable or disable to the right of the task

3. Click Save at the bottom of the page.

Eslegation af Work

Espend Cartificaton
Funsaing Dus Date
Overciu e

Customizing Tasks

Select desired type of Notification to enable/disable

4.

5. “Push” and “Pull” task columns to select the desired columns for display in Your Inbox.

6. Use “Up” and “Down” buttons to select the desired column order for display in Your Inbox.
7.

Click Save at the bottom of the page.

Y Graamil s Cndine - Micrisalt Tnbernet Exploner N

Fie Bl Vew Fovkes Tock  Help i

ok - 0 - (¥ (2] (| s S €0 -0 - JE B B

Adees [ ] e Mows home/h " Bl s > -
=l

Task Preferences

Goneral Tasks

Available Columns Selactad Columns
Please select an inbox colurnn Please select an mbox column
Project Title Award Humber
Fropasal Numbes Task Id
award Start Date Task Peceived Date

Task Hame

n Approved Faderal Funding
Tatal Faderal Funding

Task Status

' Document Type
Start Date

Dacumant Id

Completed Date

Applicant Name

HFA Tasks

Available Columns Selactad Columns
Please select an inbox column a Please select an mbox column

RFA Td Task Id

FF& Name Task Nama

RFA Type Task Status

Non=-Comp Type Document Type

Type Document [d

Fiszal Yaar = [Start Date Lo

CFDA Compheted Date

Sub Program

FF0 Numbar <<  Dovn |

Program Office 1d

Program Officer 1d w]
4l | '
e TrEETEe .
diseart| @ 29 (3 mew!wlmlba...' 483 Internet Bl ~ 2 !g_] .| wl LR AT we B am
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Changing Your Password
1. Click the blue Change Password button in the User Preferences screen

Account ARG
Management | ini Certifications | RePOrts

Welcome to Grants Online Noaa Student. “Log off

=3 Archived

* My Delegations dvisories >3 Federal Funding Opportunity >3

» My Preferences

» My Profile User Preferences

Mew Features!

Site Preferences

" Page Size ‘

T I €51

" Number of Bread Grumbs ‘

s m

No =i [+]

’* Workflow Warning ‘

Change Password

e Change Password screen appears

Enter old password (see picture below)
Enter new password (see picture below)

Enter new password again to confirm (see picture below)

a c w DN

Click Submit

—— - e

= s - S
e = E —
Account | ¥ g
Pre_nward Hanagement | “dminiStration m

“Log OFf

Welcome to Grants Online Solomon King

* My Profile Change Password

¥ My Preferences

* My Delegations

0ld Pagsward || Password Guidelines ;

Passwards must contain at least eight(8) non-blank characters.

Fasswords cannot contain guotation marks.

Pagswords are not case sengitive,

APassword must begin with {n alphabetic character.

At least one ofthe characters must be a number(0-9) or a special characteri_ §#).
Six ofthe characters may anly accur once in the passward.

Mew Pagsword :*I

Canfirm Mew Passward * I

[sums | cowor |

Note: Please follow the indicated Password Guidelines. Also, note that
the special characters listed are the ONLY ones that are valid

= (_s#)

Release 2.18
21




Grants Online Training Manual

My Delegations

When you select the My Delegations link in the Account Management Tab, you will be able to view

existing delegates, add delegates and rescind delegates. The only people you can select to be a
delegate are those that have roles matching yours. Example — a Program Officer cannot create a
delegation to an individual who only has the role of Budget Officer.

Accessing My Delegations

1. From the Account Management Tab, click My Delegations
o Delegate Authority screen appears

1 Account
mm i3 senagement]|

VWelcome to Grants Online Solomon King "Log off
* My Profile

Delegate Authority

* My Preferences

T My Delegati
Y e e gl You currenthy have no peers on your list of delegates

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

First Name: ||

Last Mame: I

Qrganization: I

Rale: AGO =
Aawardes :I
Budget Officer
CAMS Finance Representative hd|
[Fnapems
Adding a Delegation
1. Search by First Name, Last Name, Organization or Role
2. Click Find Peers Delegate Authority
3. SEleCt d6|egat|0nS You currently have no peers on your list of delegates
4,

Search for Peers
. Flease note that this search will only cover those users who match the criteria and have atleastthe same permissions as you do.
Click Delegate
FirstName: [Chares
Last Narne,
Qrganization:
Raole AGO -
Awardee :I
Budget Officer
| CAMS Finance Representative =
earch Results

Peterson Charles
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Rescinding a Delegation
|
1. From the Account Management Tab, click My Delegations

e My Delegations screen appears
2.  Click on Rescind to remove the individual as your delegate

— — T

| e A e

Manag
-m

Log Off

'A

-—

ﬂ

Account
Management

Welcome to Grants Online Solomon King

* My Profile =
Delegate Authority

* My Preferences

T My Delegations

Current Peers on delegatlon List:

mam_m

Charles Peterson 301-713-0105 charles. petersan@noaa.gov SOUTH EAST

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

First Mame: ||
Last Mame: |
Qrganization: |

Role: AGD -
Awardes :I
Budget Officer
CAMS Finance Representative =l

I Find Peers
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Logging in as a Delegate

1. Log in to Grants Online with your normal user name
2. Click OK on the Notice to Users page

3. Choose to either continue in as yourself (Continue to Inbox) or to go in as the person who
delegated to you (Select — by the person’s name)

Warning! It can take up to three minutes for the system to process your request
to go in as a delegate .

7 S — .
| — -
A -

Grants Online

Choose Active User

Cther users have chosen to delegate their work to you.
ou may choose to work as one ofthe users listed below:
Ctherwise, choose 'Continue to Inbox'to work as yourself.

Select ____[userame |
Select Solamon King

Continue to Inbox

Note: When you are in Grants Online as a delegate, the system will
@ identify you as a delegate of that individual (see below). ** Both
you and the delegate can work in Grants Online simultaneously.

—

== =T —
ndmi;ﬁstratiurl Certifications m

T

OPERATING AS DELEGATE FOR SOLOMON KING (Log Off
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Award Tab

This section will provide you with a step-by-step process on how to search for an Award that has been
signed by a Grants Officer. (Awards in Process are not viewable by Recipients.)

If you are a recipient, please refer to the Grantees Quick Reference Guide or the following Grantee
Training Manuals for additional guidance on Award Tab functions:

1. Accepting Awards and Managing Recipient Users
2. Performance Progress Reports

3. Federal Financial Reports

4. Award Action Requests

Searching for an Award

1. Once you have logged in to Grants Online, click on the Award tab
2. Click on the Search Awards option to search for an existing award

/3 Grants Online - Microsoft Internet Explorer =121

‘Flle Edit ¥iew Favorites Toals  Help ‘e d u m :]| /'__j “n‘- €3| [_’\. :\? - - _J ﬁ ‘3 Links »‘@ - ‘ ."l"r

| Address I@ https:ffgrantsonlinetest, rdc, noaa, gov,l’FIows,l’home,I’Nawgatlon,l’nawgateToPage do?goToPage— j Go

Welcome to Grants Online Author Rep. Your password expires in 18 days Log Off

Lo Advisories > Search Awards
Recipient Users

SF-2724 for
Multinle Award< Manage Awards

Search Awards
- Manage Recipient Users -

Sedrcn Keporcts

The Manage Recipient Users feature allows you to manage responsibilities and access to awards for vour organization. As a Recip
Administrator, you can modify or disassociate users within your organization, You can also add new users for your organization, P
changes to Principal Investigators require an approved Award Action Request and that changes to Key Personnel may require an »
Action Request,

- SF-2724 for Multiple Awards -

View, create or replace SF-272 Federal Financial Reports for multiple awards for the Recipient arganization.
- Search Awards -

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

NOAA Program Officers and Grants Management Division Users

Once you find an award, you can navigate to its Grant File launch page to review it or take action. The possible actions that you
in the Action dropdown box of the Grant File launch page.

Grantees

If you leave the search criteria blank, you will retrieve all of your awards when clicking the Search button, When you open a Grar
the possible actions that you can take are listed in the Action dropdown box, Scroll down to the sub-documents to view Project |
Reports shown as 'Delinguent’ or ‘Mot Delinquent' should be entered and submitted through the associated link.

K1l | _'l_I
[&] [T [ & [ meemnet
I'.E'Startl @ & 3 ) InboxForlillian.) barnes. . | | Grantes Manuals | 9] 4 Microsoft OFfice Ward '“@ Grants Online - Micro... i @| £ |« W 211/
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3. Enter search criteria if desired. Leave blank to display all awards to which you have
access.

4, Click Search

Grants Online - Microsoft Internet Explorer - 1= x|
‘ File Edit ‘iew Faworices Tools  Help ‘@ . O . @ @ Jb | p \ZJ:\? @| Eg,-zv :;’ a3 - J ﬁ ﬁ ke @ . ;'.F
= - -

| Address IE https: figrantsonlinetest. rdc.noaa. gov/flowshomeMavigation/navigateToPage. dorgo ToPage=23

. o A e 3
— g A — -
P Account I System Manage
% mn Application SLLILH management | Administration | Certifications | RePOrts

Welcome to Grants Online Author Rep. Your password expires in 18 days Log Off

» Manage

Lo Advisories 2> Search Awards
Recipient Users

» SF-272A for
G EEETN IS Sagrch Awards

» Search Awards

Recipient Name;

» Search Reports

award Mumber: |naD?sec |

[Search | roser]

Please use the above fields to narrow down your search.
Award Mumber Searches are not case-sensitive, and award numbers can be partially filled in to get all matching results,

« | _>lJ
|&] pone l_ l_ l_ l_ ré_ |4 Tnternet
mstartl a Q = Q Inba For lilian. | barnes. .. I 1) Grantee Manuals | E 4 Microsoft Office Word v“@ Grants Online - Micro... f @| 2y |« ! ﬁ 2113 PM
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5. The results from your search will display under the Search Results header
6. Select the Award you want to view by clicking the Award Number link.

Account
Management |
(Log oOff

+ Search Awards Grants File - NADSSEC4680027 >3 Grants File - NADSSEC4690025 3 Grants File - NADSSEC4680028 >3 Search Awards

» Search Reports

Search Awards

Recipient Name: | |

Award Number: |naOSsec |

Please use the above fields to narrow down your search.
Award Number Searches are not case-sensitive, and award numbers can be partially filled in to get all matching results.

Search Results

4 items found, displaying all items.1

Award Number |Org ID |Recipient Name Project Title
Status

NADESEC4690027 2001769 Institute for Congressionally Test App2 for Generating Accepted
Mandated Research (ICMR) Notifications
NADSSEC4690025 2001769 Institute for Congressionally Generating Notifications for Accepted
Mandated Research (ICMR) Grantee Samples
JADESEC4690028 PO01769 Institute for Congressionally Generation of Sample Automatic  Accepted
Mandated Research (ICMR) Email Notifications... B
NADBSEC4690026 2001769 Institute for Congressionally Testing Notifications Closed
MamA=tad Dara=r~k /TORMDY X
< | *
Release 2.18
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7. The Grants File Launch page is now displayed. From here you can navigate to any document
related to this award.

5"’ Ma nage
Admmlstratmn Certifications m

Log off

‘Welcome to Grants Online Program Officer.

» Search Awards Advisories > Search Awards >3 Grants File - NADBSEC4600028

+ Search Reports

Grants File - NAOSBSEC4690028

Id: 2104987

Status: Accepted

Action: Please select an action v| m

Your Comments:

Spell Check
[ Attachments:
—Grant Information
CFDA Award 10/01/2006 - Program
Number: 11.469 Period: 09/30/2009 Office: USEC One NOAA Program Office (ONPt
Program Program Officer _ _ Program Officer
officer: Program Officer Phone: 301-555-1212 Email: federal.program.officer@noaa.gov
Total Non
igtalicdesal $100,000.00 Federal $0.00 Multi-Year: Mo
Funding: L
Funding:

Organization Institute for Congressionally Electronic . - - . fim
Name: Mandated Research (ICMR) Recipient: R CELIP LImEREE e
Progress Rfspnrt Semi-Annually SF-272 ) Semi-Annually SF-269 Frequency: !Comprehen_swe - a final interim report
Frequency: Frequency: is not required
g':_a' Reports Due ;545000 Closeout Date: N/A
Project Title: Generation of Sample Automatic Email Notifications from NOAA Grants Online

Sub Documents

Type D _____[1itle Status |
Award Package 2104992  Generation of Sample Automatic Email Notifications... Accepted
Award File 0 2104988  Generation of Sample Automatic Email Notifications... Accepted

Export options: Excel

Financial Reports

Period Period Due Date Amount
Start End Requested|
SF-272: Federal Cash Transactions Report 2105371 10/01/2006 03/31/2007 04/30/2007 Delinquent N;'A

SF-272: Federal Cash Transactions Report 2105372 04/01/2007 09/30/2007 10/30/2007 Delinquent N/A
Export options: Excel

Progress Reports

D _____lperiod Start _|Period End _[Due Date _|Status ___|

Performance Progress Report 2105374 10/01/2006 03/31/2007 04/30/2007 Delinquent
Performance Progress Report 2105375 04/01/2007 09/30/2007 10/30/2007 Delinquent

Fynart antinne:
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