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Federal Program Officer Training Agenda

Day 1 - AM

Session 1: Grants Online Overview and System Navigation
8:00 am —10:15 am

Topic Duration
Introduction and Agenda 8:00 — 8:15 (15 min)
Grants Online Overview and Logging In 8:15 — 8:45 (30 min)

Basic System Navigation;

Workflow and Account Management 8:45 - 9:35 (50 min)

Viewing RFAs and Awards 9:35 — 10:05 (30 min)
Additional Resources and Training

Questions and Comments 10:05 - 10:15 (10 min)
Evaluations

Objectives — By the end of this class students should:

- Have a basic understanding of the roles of Grants Online and the Grants Online
PMO within the DOC Grants community

- Have a basic understanding of the structure of the Grants Online system

- Be able to find basic application and award information in Grants Online

- Know where to find additional help when needed

Training Materials:

Agenda and Objectives

Acronym List

Grants Online Overview Presentation
Grants Online User Roles Spreadsheet
Grants Online User Roles Definition
System Navigation Manual

Course Evaluation
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*" Project Goals
SNUNE® . . . o .
rrrrr e  Single Unified Grant Processing and Administration, using
i an electronic solution, that will reduce processing time.

A scalable solution for high volume usage and robust,
available operation.

» An interface with the Grants.gov initiative to provide “one-
stop” shopping for Federal grants-related activities.

» Standardized business processes that will contribute to a
more efficient and effective use of resources.

» A direct interface to other systems such as CBS/ASAP,
FinLitLog, and WebDocFlow

Contract Award — August 29, 2003
GO LIVE! (NOAA Feds Only) — January 10, 2005
Rollout to Grantees — October through August FY 2006
Rollout to DOC — March 2009
Review Module — October 2011
CBS Interface — June 2012

February 2014 Page




Grants Life Cycle
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Recommend Submit Initiate

Create/Revie

w RFA/FFO in Applicant for Progress Close-Out
Grants Award Reports
Online, Post
FFO/ )
Application Subm_lt Submit
at Grants.gov Apprqve Financial Final
Selection Reports Documents
Package
Notify (competitive
Applicants only) Manage User Approve
(non-comp Accounts, =il
only) Update Org Documents
— Modify/Withdr Info
Submit aw
Applications Application Certify
via Progress & Reconcile
Grants.gov Financial Financial
Prepare Reports Information
Receive Award R
Applications Package Impose/Rem
via ove Special
Grants.gov Award
"""" = Conditions

Obligate
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R(T'Viev'v Initiate
Aggclﬁzt'gn Award Action —
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Functionality
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: Grants Online System Requirements

GRANTS()
ONLINE
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WIBBA . . . .
Grants Online operates in a web environment. As such, you will

be required to use an internet browser to login to the system. No
software is required for installation. As Grants Online is web-
based, you may access the system anywhere at anytime
provided that you have internet access. Logins and passwords

are required and will be relayed to you once you are authorized
for access.

RECOMMENDED INTERNET BROWSERS:

» Windows — Internet Explorer 8 or higher

« Attachments are not supported in IE 9

Mac — Safari 3.1 or higher

Windows or Mac — Firefox 2.0 or higher

Google Chrome

February 2014 Page 4
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Grants Online and Grants.gov

Applicants

/

g

General

GRANTS.GOV®|| Public

FIND. APPLY. SUCCEED™

b -
4

L

g

Recipients
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Grants Online and ASAP

U ViBBA
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GRANTS/ .
ONLINE ” Commerce

T R A D E CBS — M I
anua
I\ﬁ%&o‘ﬁ’ Data Entry /;

for NIST '/ ;
Recipients Finance /

// ASAP — Limited
Manual Data
Entry

~ /Department
| of

Commerce
(NOAA and
NIST)

Treasury
Department

Department

Recipients
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Grants Online Document Relationships

&

GRANTS
ONLIN

Pre-Award Post-Award
Processing Processing

Application
Received
by NOAA
GRANTS.GOV*
FIND. APPLY. SUCCEED*
Application '
Submitted If Selected \\

AARs which turn into
amendments

February 2014 Page 7
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Grants Online Helpful Hints

= Do NOT use the Browser “Back” button

&
GRANTS . : )
ONLINENS  Grants Online - Windows Internet Explorer
L NVIBBA R | — —
\t O lg https:/farantsonline.rdc,noaa.gov/flows home/Login/LoginContraller. jpf v

Fle Edt View Favortes Tools Help

= On Home Page, click on “Forgot your username?” to get Help
Desk phone number.

RS Windows Internet Explorer
taining

tof

ﬂ To recover your username, please contact the Grants Online Help Desk at 1-877-662-2478 or 301-444-2112

o]

#Process selected applications Password

wAvard and manage grants
ient #Correspond vith Grant
bout your Recipients
JRA, MBDA,
action Trainiey

reports, and " Grants Online Training

wr Federal
d Grant

= After clicking “Save and Start Workflow” always go to your
Inbox Tasks for your next action. (If you do not see the new task,
click “Tasks” in the left navigation pane to refresh the page.)
Always check Tasks before logout.

» Advisories
» Archived
Notifications
» Notifications Your Tasks

visories

+ Send

Document Type Status
Message

Al Y Open v Apply Filter >>

12 items found, displaying all items.1

Award Number |Task [Task Name Task Document Type
Id Status

» Task
Mananament

» Tasks

View NAQBSEC4690025 833789 Review Request for Advance or Not Started Request for Advance or
Reimbursement Reimbursement
View NAOBSEC4690027 888887 Review SF-269 Report Not Started SF-269: Financial Status Report

February 2014 Page 8




- Buttons vs. Column Headi
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February 2014
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Competitions
Press Save before selecting the following link(s)

Competition Name

Copy of Training Competitive RFA Dec 2008 Screen Shots Edit Delete
Add New

[ Attachments:

m Create Publication(s) Save & Continue

Dacument Type Status

‘A]l } |0pen v‘ Apply Filter >>

9 items found, displaying all items.1

View|Task Id |Task Name Task ocumentT
Status

View 1365154 Certify/Revise Award File Not Award File

Started

View 1365050 Review Reviewer Instructions  Not Review Instructions
Started

View 1365026 Certify/Revise Award File Not Award File
Started

Page 9
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Large File Guidance

& As a security measure, a 5 minute time limit is placed on uploading and downloading files.
GRANTS If you upload a file and it takes approximately 5 minutes , the upload may appear to have
ONLINE \&y correctly completed when it did not. Please test the validity of the file by downloading it

N and attempting to open the file. If it does not open, the file is corrupted because it did not

complete the upload.

Possible Attachment Upload Remedies

= |f you have a corrupted upload, check the size of the corresponding download and
compare to the size of the original file.

= If most of the file uploaded before failing, wait to upload the file when there is less internet
traffic.

= Connect to afaster internet connection to perform the upload.
= Reduce the file size:

« Split the file into multiple parts and upload as Filename - Part 1, Filename - Part 2, etc.
o Zip the file.

. Ifthe file is a PDF and you have Adobe Acrobat Professional or equivalent software, open
the file, click on the Document-> Reduce File Size... dropdown menu.

= Last resort for recipients uploading Progress Reports:
Contact your Program Officer for acceptable options to uploading the file. One approach
may be to burn the document to a CD and mail to your Program Officer.

= Lastresort for Federal personnel:
Contact the Help Desk to determine what additional remedies might be available.

Possible Attachment Download Remedies

= File download issues should be much less of a problem because download speeds are
always an order of magnitude faster than upload speeds.

= Wait to download the file when there is less internet traffic.
= Connect to afaster internet connection to perform the download.

= Lastresort:
Contact the Help Desk to determine what additional remedies might be available.

February 2014 Page 10
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- Federal Grants Personnel

GRANTS /)
ONLINE \:&

= Program Office (Federal Program Officers)
« Provides the funding for the grant award

« Federal Subject Matter Experts

« Provides oversight on the programmatic aspects

of the project — receives and accepts the Project
Progress Reports

» Grants Office (Grants Management Specialists
and Grants Officers)

 Provides the final approval on all grant
management matters

» Federal Grants Management Experts

« Provides oversight on the financial aspects of the
project — receives and accepts the Financial
Reports (SF-425, SF-270)

February 2014 Page 11
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Grants Management Advisory Council

(GMAC) Contacts

NOAA/NESDIS Ingrid Guch / Heather Hay 301-763-8282
NOAA/NMFS Dan Namur /Melanie Gange 301-713-1364 x118/
301-713-0174 x210

NOAA/NOS Jane Piercy 301-713-3050 x 161

NOAA/NWS Carla Kirby 301-713-0420 x 113

NOAA/OAR Brenda Alford 301-734-1174

NOAA/OED Carrie McDougall/ Meka Laster | 202-482-0875 / 301-713-9437

MBDA Joann Hill 202-482- 4826

ITA Brad Hess / Annette 202-482-2969 / 202-482-3995

Henderson

DOC-OS/OHRM | Valerie Revelez 202-482-4425

NTIA/BTOP Wayne Ritchie / Laura Pettus 202-482-5515 / 202-482-4509
February 2014 Page 12
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Grants Online Training and Help Desk

U NIBBA

= Grants Online Website

« Looking For More Information About Grants
Online?

— Go to the Grants Online PMO website at
http://lwww.corporateservices.noaa.qov/
grantsonline

« Have A Question When Training is Over?

— Email the Help Desk at
GrantsOnline.Helpdesk@noaa.qov

— Call 301-444-2112 or 1-877-662-2478 toll
free

— Hours: 8:00 AM - 6:00 PM Eastern
« Ready to start working in Grants Online?

— Go to https://grantsonline.rdc.noaa.qov

February 2014 Page

13



19

TRADE

ViBBA

February 2014 Page 14




20

aAleIUaSalIdaY DVYIND pue Jalyd AND wol) papasaN |eaolddy [e10adS 4«

UIJUQ Siuel9 0] SSLIJY I8sn nealng azlioyiny

1loday |eloueul4 1dasoy

11oday ssaibolid 1dadoy

plemy anoiddy

3|l4 plemy Jo MaInay aAllelisiulWpY a18|dwod

1UsWpuswy aeniul

XXX

xxX

1Sanbay U019y piemy areniu|

Buipun ellred aenul

1Sanbay 1UaWaIN201d U0 SpuUn4 azuoyiny

1Sanbay 1UBWaIN201d MaIASY

XXX

1sanbay 1uawaindold uo Ja1sanbay ag

XXX

XXX

XXX

1sanbay juswaind0id plemiod pue awp|dwo)d

juswnooq Yd3N anoiddy

1UBWN20Q Yd3IN piemioq pue aig|dwo)

1S11199YD Od psemliod pue A}111aD

1S1999YD Od 818|dwo)

1S1]399yD Sluswalinbay wnwiulN 12303

1SIP98YD S1udwalinbay wnwiuiN 14320V

suoinelnobapn av|dwo)d

XXX XXX X

d1v4d 01 sjusawndog plemioH

abexoed uol1oa|es anoiddy

XXX

suonesljddy aannadwo) 1dadoy|

sddy annnadwo) uopN 10} siuaidioay Aj110N

uonealddy uo 199110 weiboid paubissy ag

v4Y uo 1921}JO weiboid paubissy ag

uonnadwo) abeuepyy

SuUO0I11dNJISU] JIaMalNey MIINDY

X

X

X

X

X

X

X

sisdou/As pue Q44 malnay

(s1sdouAs pue 044 bBuipnjoul) Y4y 81e81d

X

X

X

X

X

X

X

X XXX XXX

XXX X XXX

XXX X XXX X

spiemy maln

132140
sjuelI)

Isijeloads
sjuels)

OVIND

[e1dHO
Bunosjas

[e190
Vd3N

Ja1sanbay
921140 whbd

lamainay

93140
wbd

(feroi40
yiny)
1991140
196png

jeis
CRlltle)
wbd

Odd
180un

Odd
Had

S3T0d/SNOILONNS

[eJapa- - S8|0Y J8SN 3UIjUQ SluelD




21

aloy ,Bunwgns, Juelb 01 spesN Jojensiulwpy 1ua1diosy 4

*X

uoday eloueuld 1wgns

110day reroueuld a|dwo)d

*X

110day ssaiboid 1wgns

XXX [X

110day ssalbolid av|dwo)d

slasn 1ualdioay abeuep

premy 10alay 10 1dadoy

1Ssanbay UoNOY piemy 1wqnsg

X

1Sanbay UoN0Y pJemy areniu|

X

X

X XXX

splemy MalIpn

uosliad
Aoy
dioay

day ui4/z19
dioay

ad/ild
dioay

ulwpy
dioay

day yiny
dioay

S37104d/SNOILONNS

991UBI9 - S3|0Y JaSN auljuQ sluelio




22

¢ abed

"*dWo 01 uoissiwgns 01 Jowd 84 premy ue Jo Led se uoneluswnaop Yd3IN ayl sanoidde pue smainal 219110 VdIN

J0jeulpJo0d/[eIdIHO VdIN

'$921110 Welboid 8yl Wol) suonepuswiwodal 1sanbay
uonoy premy pue suoday [eloueuld Jo MalAal 8] 1o} a|qisuodsal osfe ase Aayl -uaidioal ayy 01 Jajo S,00d Jo) uoneredalid ui
sa|l} pJeme Jo Buissaosold aanensiuiwpe Jo) Aljigisuodsal aAey Oym [suuosiad UoISIAIQ Juswaleury siuelS) 01 UBAIB SI 8|0l SIYy L

1Sle19ads siuelo

‘Buipuny Joj pjoysaliyl renoidde paslojus waisAs e Agq paiuedwodde si 9]0 SIyL
's)sanbay uondy plemy Jo [eluap Jo [eaosdde o} prebal yim SUoISIOap [euly syl axew osfe Asyl "D0d o Jeyaq uo swuaidinal
01 SJayo preme ayew 0} Aioyine uanlb uaaq aney oym [guuosiad uoisinig Juswabeue SlueIS 10} panIasal si 9104 SIY L

192140 S1UeID

"S801JJ0 8uIT aAndadsal JIsy)

UIYIM S18Sn auljuQ SiueiS Jo [eaowal Jo ‘Buirepdn ‘uonippe ay) Buizuoyine 1oy a|qisuodsal aJe 8|04 SIY} YIM SIasn 8yl 8910
aUIT Yoea UIYNIM SI3SN DYIND OMI 10 aUo Ajjensn are aisyl ‘sneaing yyYON-UOU a8y} 1o} 10e1uod Jo sjuiod syl yum Buoje ‘sdn
-yoeq pareulisap Jlay) pue asniWWo) AI0SIAPY Juswabeue|y SiURIS) YYON dU JO SISquIaW [eId10 aUY} 10} PaAISSal S| 3|0l SIY L

(ean1wwon
AloSInpY 1uBwabeuey S1UeI9) DVIND

"SaIlIAIOR IN0SSO|D [BIOURUL PUR SUONRILILIBD dYSY S UoNS S8|0J pale|al adurUl4 snoleA wiopad 0) siasn 0) usAlb s 8joJ SiyL

991JJ0 doUBUIH

‘asodind yeys 10} 192140 welbold [e1epad payiad e

0} paubisseal aq ISNW SUSWNIOP By ‘99O welboid UMO J1BY} JO SPISINO SIS 0} SIUSWNJ0P Aue premio) Jouued Ing ‘18dIPoO
welboid [e1apad payia) e Ag sauop Ajrewsou syse) [[e yim isisse Aew Aayl "a2140 aul 418yl Aq palinbai sjenuapald Aressaosu
3y} paureiqo 194 1ou aAey Ing S19910 welbold [elapa- paliiad awodaq 0} yoel) uo ale oym suosiad 1oy papuaiul Si 8|04 SIyL

paliiaaun - 199140 weibold [elapad

“euale uawabeue|y
sluelD ay) Ul Buiures Jo [9AS] UIRLISD B PaUIRIGo aABY 0] paWNsse ale 3|0l SIY) UsAIB suosiad UoisIAI] Juswabeuey
sjuel) ay) 0] 9i4 premy Ue pJemioy 1o IsIposyd Od B .AlaD, 10uued Od4 paiilaoun ue ‘asuelisul 104 ‘siuaidioay

pue ‘qNoO ‘aTv4 Se Yyons sannua apisino pue sadiO Welbold UMo Jiayl Usamiag a1ediunwiiod ued paliue) ale oym sQd4 Ajuo
‘aUIUQ SIUBID UIYIAA "UOISIAIQ Juswaleue|y siuelS) ay) 01 1USS a( 0} SUoITepusWWOo9a. pJeme-1sod pue preme Jo Buissadso.d
ay) pue ‘smainal uoiedljdde ‘sjuswadsunouue Buipuny Jo JuswWdodASp 8y} 1o} a|qisuodsal st oym uosiad e 0] uaaib si 8jol siyL

pal1jiia) - 1991110 weboid [elopad

‘neaing Jejnaiied e 0} paubisse are oym UOISIAIQ MeT] 82UBISISSY [eloueuld Sjuawiedaq ay) Ul S1asn 0} UsAIb si 8joJ SiyL

a-vd

"aineuBIs 192110 SIUeIS 10} 3|l preme ue Jo uonesedaid
ay1 Buunp papaau se s)29yd 1pald Bunsanbal loj sjgqisuodsal sI oym neaing Jejnoired e UM Jasn ay) o) uaAlb si 3]oJ SIyL

1939949 11PaID

"S90UBJIBYIP 8S8Y) 109|18] S3]04 SNOLIeA
8y 0s sneaing uaJayip 1e walayip Apybis si ssaodold ssauisng a8yl ‘neaing Jenanied 1ey) 1o} SUONJE [BIdUBUL SR Jey]
SgD s,92JawWwo) Jo wawiedsd ay) Jo adueIsul 8y} ojul suonebijqo uelB Bulsus 1o} a|gisuodsal s1asn 0] UaAIB ale s8jol 8say L

Janolddy puodss pue 1sii4 SINVYD
Janoiddy puodss SNVD
lanoiddy 1114 SWVD

‘spuny 821110 Welfold IWWod 01 uoiezioyine AjLiaA 01 Sasn WalsAS ayl YdIym junowe

ploysaliy) BuiAuedwooaoe ue sey a0l SIY] suop Apealfe 10U Jl S9p0d SOV Yl JO UoiepIfeA Se ||am Se spun) asoyl Jo (S

-dD) 1senbay 1wawalinooid 8y Jo} feaoidde [eul) sapinoid pue preme syl o) spuny Jo Aljige|reae s)o8yd ajoJ SIYl yim uosiad ay |
‘sferolyO Buizioyiny 1senbay 1uswainoold Ajrenioe ate oym siasn o) usalb aq pjnoys auluQ Siuelis uil 8|0l 4321 196png,, 8yl

(rero1jo
Buiziioyiny 1sanbay 1uawainso.d)
1901440 186png

‘a1edoidde se preme jualind e 0} spuny Buippe o (syuaidioal dvsSy
JUB.INI 10}) WAISAS dYSY 8y} ul pyeme mau e dn Bumas ui dais 1sli 8y} 1o} a|qisuodsal ale oym s1asn ayl 01 uanib si ajos Siy L

19Z110yiny dVSV

NOILINIF3d

JANVN 37104

suoniulaqg 8|0y 18sN auljuQ siuelD




23

1 abed

‘(Rouaby) neaing Jo ‘@210 aul] ‘@210 welbold
:S|9A3| JUBIBHIP 981U} Je 3|ge|leA. S| 9]0J BYL "S9]I SIUBIS) 0} SS999. AJUO-MBIA PaBU OYM Jels [elapa4 10} a|ge|iene S| 9|04 SIy L

(Aousby
'301}JO 3UIT) 3210 Welboid MIIA

‘Juswadunouue Buipuny aAnnadwo) e 01 asuodsal ul paAladal suonedldde
woJj paresauab abexoed uonaalas ayl anoidde 01 Aoyine ayl sey oym Iasn e 0 uanlb si reroiO Bunoslas Jo ajol ayl

[e19140 Bunsejes

'S9OII0N 4915169y [e19paH Jo uoireslgnd pue ‘jerosdde ‘malnal [9A3] Juswedap pue
neaing ay) Buieasiano Jo} pue Aob siuels 1e saanou Ayunuoddo juelh Bunsod Joy sjgisuodsal ale oym s1asn 01 UsAIB SI 8]01 SIY L

Jaysiiqnd v4d

00d

01 UoISSIWQgNS 10} aAeIUBSaIday PazLoyINy Ue 0) PapJemio] ad 1Sl 1SNW SYYY |8 Ing (4VYYV) 1senbay uonoy premy ue areniul
01 J3SN 81 MOJ[e [[IM 3]0 SIY} JO SUOISIaA Ylog DO 01 Wayl HWgns uiny Ul ued oym aaneluasalday pazuoyiny Jisyl 0l Sddd
ay1 pJemioj Ajuo ues sjoJ ,Bumiwigns, ayl INOYIM SIasn :D0Od 01 Adalip sHdd Nwgns ued ajoJ ,Bumiwgns, @ YlIim s1asn - 9|0l
SIU JO SUOISIaA OM] aJe a1ayl ‘(sydd) suoday ssalboid 198/01d N0 |11 01 pasu oym siasn juaidioal 0] UBAIB ag pinoys 8|0l siy L

Jorebnsanul ajdioulid 1uaidiosy

*20Q 0} uoissiwgns 10} aAlreluasalday pazuoyiny
ue 0} papJemio} aq 1Sl 1ISNW SHYY [[e INg (YVY) 1senbay uonoy premy ue ayeniul 0) 18Sn ay) MOJ[e ||IM 3]0J SIY} JO SUOISIBA Ui1og
*20d 0] Way) HWgns uin ui ued oym aAieluasalday pazioyiny Jiayl 01 suoday [elourulH ay) pJemio) Ajuo ued ajol ,Buniwagns,

3y} INoyIM sIasn :D0d 01 Apoauip suoday [elourul4 HWGNS Ued 3j0J ,BUumWANS, B YIM SI3SN - 8|04 SIY} JO SUOISISA OM) Bl
218yl '(692-4S '0L2-dS 10 2/2-4S ‘GZi-4S) sHoday [edurUlS INO ||l 0) PAdU OYM S1asN Juaididal 0) USAIB 8g PINOYS B]01 SIYL

aAlnuasailday
@oueUI4/ssauisng Juaidioay

("aunuO siueI9 Ul Spreme 0] SSa29e [euonippe Aue apiaoid Jou saop ,Arewld, se uoneubisaq)

" ANIeIUaSsalday pazioyiny, Arewnd ay) pareubisap aq |Im uosiad auo premy yoes uo Jansmoy ‘uoneziuebio Aue Je ool syl
aAey ued uosiad auo uey) aloN “(uswpuswe) TSAD 10 (plemy mau) 0Sy-adDd B Se Yons Juswndop piemy ue subisiajunod 1o
‘(uoneaidde) 7-4S Ue Se yans siuawnop juelb reioigo ubis 01 Aouine ainreubis yum siasn juaidioal Jol papualul Si 9104 SIY |

aAleIUasalday paziioyiny 1uaidioay

‘arenidoidde se spieme oi19ads 0] SS899e Way) aAIb 01 pue WalsAs
auIUQ SlueI9 8y} Jo siasn se uoneziuehio Jayy ul djdoad Jayjo dn 18s 0} papasu suoissiwiad ay) aAey 3|04 SIY} YIM SIasn

loresisiulwpy 1usidioay

"(SND) waisAs uonesyinoN
sjuels) ay) buisn [suuosiad Ag pawopiad ale ydoiym suoneaninou [euoissaibuo) ayl 01 pal) 10u ale Jeyl sanAnoe adA) sireyy dlgnd
Jay1o Jo/pue saseajal ssaid Buiop jo sasodind ayi 1o} spreme uelb Inoge payiou aq 01 Paau oYM SIasn 01 UaAIB Si 3jol SIYyL

uosre|q sireyy d1gnd

Jamainay 9210 welbold pue ‘yeis aaio weiboid ‘(payuasun Jo payia)) Jado
weiboid [elapa- se yans sa]0J 9210 welbold Jaylo Yim Siasn ag auop ag osfe ued Alfeuonouny siyl "siuaididal Juelh ay) wouy
panladal suoday ssalibold 199l0ld malnal 01 sI Alljigisuodsal Aluo asoym Jash e 01 UaAIB a]0J 3210 welbold [esapad e si Siyl

Jamainay 1oday ssaibolid

19210 Weiboid [elapa- payileaoun Jo 8|0l 8yl YIM JBsh Se auljuQ Ssiuelo
Ul SS829® awes ayl aney 9|0J SIY} YUM S1asn "Alessadau se 1SIpoayd Od 8yl a19|dwod pue ‘ssadold mainal ayi ul isisse ‘ssadoud
uoneoldde Jaded ay) ul 1siIsse ‘s,y4Y J0 Juawdojanap ayl ul 1sisse Aew Aay | "si1ao10 welbold [esapa- 01 ajo) Buiyels e si siyL

Jje1s 99140 weibold

"auIUQ SluRI9 Ul 9]0J J8Y10 ou sey Ing (ddd) uoday ssaibold 199lold e 1o ‘1sanbay Juswaindoid
e ‘(v4y) uonealddy 104 1sanbay e MalAal 01 MOJPHIOM 3U] Ul papn|oul 8¢ 01 Spaau oym uosiad e 01 uanib Ajjensn si ajoJ SIyL

lamainay ao1j0 welbold

19210 196png ay) 01 uoissiwgns o031 Joud (5e-aD) sisanbay uswaindoid
uo [eaoldde ,Joisanbay,, [9A8)-1s114 apInoid 01 SI uonRduNy AjlUO 8soym Jasn e 01 UaAIb si Joisanbay ad1O welbold o 8|0 ayL

Jo1sanbay 22110 welboid

"SUOITedIIOU B} SAI3J384 0} JBPIO Ul dUIjUQ SIURISD Ul JUNOJJe
ue aAey 0] pasu Aayl Ing ‘YIom Aue op 0} WBISAS auljuQ Siuels) ayl ojul Boj 01 paau 10U op Ayl WaISAS SNO 8y} 0] US Usaq
sey pJodal e Jey) auljuQ SiuelS) WOy SUOITRILIIOU SAISI3I [|IM 3]0J SIY) YiM uosiad ayl ‘SpJeme Jo SUOIRIIIOU [eUOISSIBU0D
01 Bunejal (SN9O) wWalsAS uonesynoN Siuels ayl ul Aljeuonouny |9Asl-neaing wiopad [jim oym uosiad ayp 01 uanib si 8joi SIyL

Y10

suoniulaqg 8|0y 18sN auljuQ siuelD




24



25

)

GRANTS/2\
ONLINE

TRADE

VIBBA-

Training Manual

Grants Online System Navigation

Grants Online Release 4.12
Last Update: November 6, 2013

Release 4.12



26



27
Grants Online Overview and System Navigation

Getting Started

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

= Note: Screen shots still contain the NOAA logo (as a holdover from the previous
manuals) instead of the new DOC logo. Future updates to this manual will include screen
shot updates with the DOC logo.

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.

+ DoC

= NOAA

* DoC/OS/OHRM

- MBDA

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 click on the
“Forgot your Password?” link to reset it using your security questions.

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

If you “Forgot your username”, click on that link for the Help Desk phone
number.

Release 4.12
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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

S ONLINE L

9 -
mm Application m Account Management | Reports m

Welcome to Grants Online GrantsOnline User. You are logged in to TESTL. Log Off
» Advisories Advisories

» Archived
Notifications

» Notifications Advisories

» Task
Management

» Tasks

" *x CBS Downtime DEC 2012 **
11/16/2012 11:09 AM

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: Use the Tabs located at the top of the page to navigate within the

different areas of Grants Online. Click on the appropriate Tab to
navigate to the desired area.

¢ 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.

e 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 4.12
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Other User Interface Features

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.

ST—

Genmts Orsirsg | Schrscrses m VL[] Ik 5] - Kavetha patns

ps//grantsonlinetestrdcnoaa.gov.

hred to migrate these appications to the Next Qeneralion OPerating System

frer 12 noon ET, Thursday 12/6 and no CEBS vakdations can ba performed after 12 noon ET, Friday 12/7.

apphcants may encounter the following emor that will prevent them from submitting ther application

11/09/2012 06:18 PM
Fadaral Program Officars &

358 Ml i the requred Neld (Reghlghted) bafors sewseng.

this issue, we that apph should they encounter this issue, submit thei sppbcation using any version below Adobe Reader X1

Ve Wil continue to keep you informed of cur investigation.*

" ®* NEW RELEASE - 10/27/2012 **
11/01/2012 02:05 AM

RELEASE 4.10 of Grants Online was deployed Octobar 27, 2012 +=

fixes to both Review Module and Grants Online-CBS Interface issues a5 well 35 3 few clder Bicket that wers put on hold for these last two projects.

e omd)

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.

« C & hupsy//grantsonlinetestrdenoaa.gov/flaws/home/Navigation/navigateToPage do?goToPage=11 Az =

Welcome to Grants Online Mr. Edward Sharp. You are logged in to TEST1. Log Off

*+ Advisories
* Archived
Notifications

* Notifications Advisories

» Task
Management

Award File In Progress - NA1ZNMF4370100 > > Tasks > > Advisories

Bread Crumbs

; Government Shutdown Notificati
09/27/2013 01:36 PM

» Tasks

Performance under Grants and Cooperative Agreements and a Lapse in Appropriations.
Should a lapse in federal appropriation occur on October 1, 2013, the National Oceanic and Atmospheric Administration (NOAA), a bt
Department of Commerce, will limit operations. Grants Officers will not be available during a lapse in appropriations. The Grants Onli

Release 4.12
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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.

Wuser Guise
18 Giobal Navigation Bar
B Lom nasgation Menu
=] Login Serean
(8 pisciaimer Page
B Accept Delegations
5] Search Functionasny
= anisenios
8 niotfications Please view the tapics on the lef for help in performing your work in Grants Online
B Ascrinve If you need to reach the Grants Online Help Desk please call or email

» Advisories 8 Tasks Tollfree: 1-877-652-2478

SR ﬂ_,mm S Local OC area 014442112

Sending Natifications Hours:ahdar i o 600 ar 1 6,00 o Eastem

Notifications ) profie
= - ™ preferences Hote: You Must call (57 S6nd an $mail with & phORS RUMBE! WhErs yOU CaN B8 FEAEhed) 167 3 PASSWOrd rset
* Notifications ¥ re o s eds by e
J Delegate Authority Security reguiations prohivit sending passwords by email
Grants Onling Help Desk personnil do not have expertise in the use of the Grants. gov applicaion submission

L] & System Administration - H i f:
Fanic jE o System Far qUEsHons reparsng Grants. gav. please call me Grants gov Help Desk at 1-800-518-4726
Management Manage Organizations -
: = r
* Tasks B K Nery L] Vi i

Jdministration (NOAA), a bureau of the U.5.

2 5 ] 3 L Propriations. The Grants Online System will not be
avallable As a result ﬂf Inm\ted federal operatlons recnpuer\ts who are pald on a relmbursable basls wxEI be unable to receive payment during a lapse in
appropriations. The Automatic Standard Application for Payment (ASAP) system is anticipated to be operational during a lapse in appropriations. Unless

Welcome to Grants Online

Inbox Tab
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

Your Tasks
Document Type Status

[ai =l [eren =l

25 items found, displaying all items, 1
iavel Avear: nber [Tosk Task Name |A Total Fedaral |Tosk locument |Start Date [Docum
Id Funding Status id

253670 11/30/2006 Reviaw N/A N/A Not amnibus 2050830
Started Synopsis

Procurement 11,/21/2006 2050787

Management

» Tasks

Views NAO7SEC4690002 251480 11/21/2006 Procurement N/A #150,000.00 In

Request and Progress Request and
Commitment Commitment
of Funds of Funds
View NAO7SEC4690002 251479 11/21/2006 Review N/ A $150,000.00 Not Award File 205078¢€
Release of Started
Funds
W NANARNNSAZANNIN 26N9A6 11/1A/2NNA Raviaw nMNSa €aQn 410 nNn mAr avsard PNEN7AT

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.
Release 4.12
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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
e Tasks screen appears showing only filtered tasks.

Document Type Status

Al N v| Apply Filter >>

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.

e )

Grants Omine| Account . x ] Inbion 10 - kviha patee .1———-‘4-

« & ntips//grantsonlinetestrdcnoaa.gov, flow

Account Management
- My Delegations -
This feature allows you to view and update the users to whom you have delegated your work. You may search for users that have simiar permissions as you and choose to delegate your work to them. The users will then
receive an emal and/or natification, and they will be able to log in and perform il of your tasks and activites.
Note: Your delegate(s) will NOT receive notifications of Lasks as thay Srrive i your nbox.
- My Prefe

This feature allows you to view and update your curent system preferences. These preferences include your system password, the columns you would like to have displayed on your Inbox view as well - the order in
which you weuld like to have them displayed. You may aiso modify your notification and emad preferences. Recipients and non-dady users of Grants Onine should NOT un-check their emal receipt option:

- My Profile

This feature slows you to view and update your personal profiie. You may update your name and address information, as well 33 your security Quesbon and answer. You may 3ls0 View your system profile attributes,
inchuding your usemame and your currently assigned roles. Please ensure that your security question and answer are current so that the Help Desk can provide you with password assastance.

|
Release 4.12
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Accessing My Profile
|

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

» My Delegations

Advisories 22> My Profile
» My Preferences
» My Profile

L (comment: edist) Manage Profile cdic -

Prefix: Mrs.
First Name: Grants
Middle Name:

Last Name: Student
Affix:

Security Questions are used to
allow you to reset your own
Former Security Question: What year did Grants Online go into Production? password. If ol call the Help
Former Security Answer: 2005 Desk to requeSt toa password
Active Flag: e reset, the support specialist will
ask you either your former
security question or one of these

User Account Details
User Name: gstudent

A

Security Questions personalized questions and you

O C N [T e
means of authenticating the

1  What is your mother's maiden name? Jan caller.

2 What is your father's middle name?  Feb

3 What is your mother's middle name? Mar

Edit Security Questions

Note: To change roles and affiliations, contact the Help Desk
L

Release 4.12
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Editing Your Profile

1.
2.

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

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

Click Save to capture your changes
Click Save and Return to Main to return to the Account Management tab main screen

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

comments exzt) M@anage Profile

Prefix: Mrs. =
First Name: =
Middle Name: I:l
Last Name: *
Affix: m

User Account Details

User Name: gstudent

Former Security Question: What year did Grants Online go into Production?
Former Security Answer: 2005

Active Flag: true

Security Questions
[+ Tauestontext —————Jarowertoxt
1 What is your mother's maiden name? Jan

2 What is your father's middle name? Feb

3 What is your mother's middle name?  Mar

Edit Security Questions

Affiliations
[octois | org 10 | organization | posiion | phone [ ndiress L e-mai | rax | primary L ncuve
de tail 2002200 GOT One 301- 20020 testemail@msg2.rdc.noaa.gov true true
Commerce 555- Century
Program 1212 Blvd,
Office Germantown,
(ocro) MD 20874-
1143 USA
Assigned Roles
Role __________lorg 0 _lorganization |
Federal Program 2002200 GOT One Commerce
Officer - Certified Program Office {OCPO)
Primary Office 2002200 GOT One Commerce
Contact Program Office (OCPO)

Release 4.12
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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
e User Preferences screen appears
2. Customize Page Size, Bread Crumbs, Look and Feel, and Workflow Warning as desired.

3. Click Save at the bottom of the page.

* My Preferences

* My Profile User Preferences
Site Preferences

Page Size

Number of Bread Crumbs

| — e

Look and Feel

[FORAT] )

Workflow Warning

Change Password

Release 4.12
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Customizing Tasks

A w0 N oPRE

Click Save at the bottom of the page.

General Tasks

Task Status
Completed Date
Proposal Number
Award Start Date
Competition Name

----- Please select an inbox column ----- -

----- Please select an inbox column
Applicant Name

Total Federal Funding
Award Number

Document Type

Task Name

Start Date

Task 1d

Task Received Date
Project Title

RFA Name

Approved Federal Funding
Document Id

RFA Create By

RFA Create Date
RFA Update By
RFA Update Date
FRN Id

FRN RIN Num

FRN Funding Title
FRN Federal Agency
FFO Id

FFO RIN Num

FFO Federal Agency
Omnibus Id

----- Please select an inbox column
Task Status
Document Type
Task Name

RFA Name

Start Date
Document Id
Task 1d

FFO Funding Title
RFA Id

CFDA

(Completed Date

RFA Tasks

|
Select desired type of Notification to enable/disable

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

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

Release 4.12
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Changing Password

1. Click the blue Change Password button in the User Preferences screen

Welcome to Grants Online Mr. Edward Sharp. You are logged in to TEST1. Log OFf

Sy Delegations Award File In Proaress - HAIZNHEA370100 > > Advisories > > Tasks > My Preforences

* My Preferences

* My Profile User Preferences
Site Preferences

Page Size

[+

Number of Bread Crumbs

Look and Feel

Workflow Warning

[MoT (41

Change Password

2. Change Password screen appears.

Welcome to Grants Online Mr. Edward Sharp. You are logged in to TEST1. Log Off

LMy Delsgations Award Filk In Proaress - NALZNMF4370100 > Advisories > > Tasks >3 Hy Prefercnces
* My Preferences

> My Profile Change Password

New Password :* Passwords must contain at least twelve (12) non-blank characters.
ds cannot contain quotation marks.

Passwords are case sensitive.

A Password must begin with an alphabetic character.

At least one of the characters must be a number(0-9),

At least one of the characters must be a spedal character. The only special characters allowed are the underscore
"_", dollar sign "$", and pound sign "#".

Six of the characters may only occur once in the password.
m * At least 3 characters must be different than the previous password.

Passwords must not contain the user's account name or parts of the user's full name that exceed two consecutive
characters,

NOTE: Once the password is successfully modified you will be
redirected to login page

3. Enter old password.
Release 4.12
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=

Enter new password.
Enter new password again to confirm.
Click Submit.

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

Release 4.12
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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

Advizories > Hy Delegations
» My Preferences

* My Profile Delegate Authority
You currently have no peers on your list of delegates

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

ol E—
organization: )

Role: AGO P
ASAP Authorizer =)
Award Mailer
Budget Officar >

Search Results

Grant FPOSpec =
Grants StudentD0 =
Grants Student01

Grants Student02 -

Delegate

Adding a Delegation

Search by First Name, Last Name, Organization or Role

Click Find Peers

1.
2.
3. Select delegations Pelegate Authority
4,

‘ou currently have no peers on your list of delegates
Click Delegate Soarch for poors

[Please note that this search will only cover those users who match the criteria and have at least the same permissions as you do.

FirstName: [panas

LastName:

Organization:

Role: AGD -
Awardee :l
Budget Officar
CAMS Finance Representative =l

e Resuts please 4.12

Peterson Charles

e
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Rescinding a Delegation

1. From the Account Management Tab, click My Delegations

Advisesies >3 My Dulegations

* My Profile Delegate Authority

‘Current Peers on delegation List:

fuction Jovesc Jatx Joame ——— Tpbone ———feman ——— —lrux Time |
Besong Grants Student0d 301-555-1212 testemai@msg2.rdc.noaa.gov GOT One Commerce Program Office (OCPO)
Search for Peers

Please note that this search will only cover those users who match the criteria and have at least the same permissions 25 you do

] S—
Ll E—
s B—

ASAP Authorizer
Award Mader
t Officer

2. Click on Rescind to remove the individual as your delegate

ey
+ y Profie Delegate Authority

T (T (T
e T

aria and have st least the same permissiens 8% you $o.

Release 4.12
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Logging in as a Delegate

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

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)

“Log Off

Choose Active User

Other users have chosen to delegate their work to you.
You may choose to work as one of the users listed below.
Otherwise, choose 'Continue to Inbox' to work as yourself.

* Advisories

* Archived
Notifications

* Notifications

* Task
Management

+ Tasks

Michelle McClelland

ue 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.

Those are really tasks of the original
user that may be performed by the
delegate.

OPERATING AS DELEGATE FOR Ms. Michelle McClelland. You are logged in to TESTL. Log Off

S——_ Userldof the Operating Delegate

Advisories > > Jasks

Your Tasks Tasks of the delegate
Document Type Status
o 5 o=l
6 items foun
i Proposal Award Number |Doc tTask ocument|Task Id
Name d
View Land and $500.00 $285,000.00 TEST RECORD Not N/A NA12ZNMF4370100 Award File Review 2421463 34437725
Natural - 2012/2013 Started Release r
Resources, Hawaii Marine of I
Hawaii Recreational... Funds F
Dept of {
View Colorade $23,143.00 $21,644,820.00 TEST RECORD Mot NAQ90DARA4320074 NAD9OAR4320074 Award File Review 2409808 3426428(
State = Started EAR Release 1
University Environmental of
Applications Funds
Research
View Colorade $326,459.00 $21,644,820.00 TEST RECORD Mot NAOOOAR4320074 NADYOAR4320074 Award File Review 2409153 3426280¢
State - Started EAR Release 1
University Environmental of
Applications Funds

Release 4.12



Federal Program Officer Training Agenda

Day 1-PM

Session 2: Universal RFA Creation/ Application Processing
10:30 am —4:30 pm

Topic

Duration

Introduction and Agenda

10:30 — 10:35 (5 min)

Online Demonstration and Hands-On Exercise
with Process Maps: Completing a Non-
Competitive RFA

10:35 — 2:00 (3 hours and
25 min with ~1hr lunch
break)

Online Demonstration and Hands-On Exercise
with Process Maps: Processing a Non-
Competitive Application

2:00 — 4:15 (2 hours and
15 min with break)

Additional Resources and Training
Questions and Comments
Evaluations

4:15- 4:30 (15 min)

Objectives — By the end of this class students should:

- Understand the difference between a Competitive RFA and all other types of
Universal RFA (previously lumped under the label “Non-Competitive™)

- Understand the difference between the Certified and Un-Certified

FPO/Program Office Staff roles

- Be able to create and route any variety of Universal RFA

- Beable to input a paper application and complete “Review Minimum

Requirements” task

- Be able to Conduct Negotiations and prepare an Award File for GMD review

- Understand the Award File approval and acceptance process
- Understand where to find additional help when needed

Training Materials:

1. Agenda and Objectives

2. Student Screen Shots with Process Maps

3. Course Evaluation

Ly
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Grants Online Training
Student Screen Shots
Universal RFA
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Universal and Competitive RFA Fields Posted to
Grants.gov

Opportunity Number - Federal Opportunity Number
* Opportunity Title - RFA Name

* Opportunity Category - (“Discretionary” for Competitive RFA, “Other” for
Universal RFA)

* Category Explanation (*if opportunity category is other): RFA Type
* CFDA Number

* Posting Date — Publication Date

* Close Date — Application Due Date

* Close Date Explanation - (AS NEEDED)

* Agency Contact — RFA Publisher (Person listed as contact for users having
difficulty downloading the application forms)

* Email Address — (Email address of Agency Contact)
* Open Date - (Most of the time, same as Posting Date)
* Application Package — Forms listed on Application Package Details screen

* Application Instructions — File attached to Application Package Details
screen, or generic instructions if no file was attached.

Notes:

1. Assigned Program Officer on the RFA needs to be a “Certified FPQO” in order to
forward the documents through workflow.

2. For both Universal and Competitive RFA you will need to establish the person or
persons in your program office who will receive the applications for their initial
minimum requirements check.

V4.11- Feb 2014 Page

2
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Universal Process — RFA Creation

Create RFA, Post Application Package Overview (UNI-1) Jancary 22013

Version 4,10

Optional

Selectthe RFA Tab &
the CreateRFAlik | ™) Create vifnkson RFA Detal /> 4 4
>
Start Select the option to '}\‘/
4

copy RFA from existing
or create new RFA 2 3 :

i RFA s RFA Routing Sf fi ‘
RFA Creator HFA?:UT;‘:':;I@FM ouingSlo St Workom| | e Reien/agpione
Universal RFA Type (Select optional review if needed) |
7
7
4
s
7
7’

4
‘/
A Review Event and Reviewer Instructions document may be
created at this time. For BAA RFAs the Reviewer Instructions document
‘will be automatically generated by the system.

8
RFA Publisher

1 1 9
Notify Recipients

RiACreator  FostApplcation Package

V4.11- Feb 2014 age ;
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Selectthe RFA
Tah & the Create
RFAlink
Selectthe option
1 to copy RFA 3
fromexisting or Create via links 4 §
. createnewRFA on RFA Details
Start m) > = |~O
II =
RFA RFAName, Fiscal Year, | RFARoutingSlip
RFA CFDANurmber, (selectoptional Wsﬁt
Creator Universal RFAType | reviewerifneeded) kel
RFA Details
RFA Header Information
Document ID 10073 Mrsswon Paals Information * No mission goals have been selected.
RFAName * {universal REA o
Fistal Year 2011 YY) ApplicatonRouing

Announcement Type 1

Funding OpRaruntY 045 cor.oce0-2011- 2002849

Number

Line Office Grants Online Training (GOT)

asf;gne derogan 6OT One Commerce Program Offce (0CPO) ¥
Assigned Program

Offcer” Student, Grants ¥

CFDA Number * 11,999 - Grants Online Training Program ¥
SubProgram -Select 3 Sub Pro search Addresses

RFAType " Nﬂ‘_“"’!f“ﬂ“_e_ Program Office Name: :

Street Address:

RFA Additional Information

|

Antiipated Funding Amount for

All Recipients™
Application Dus Date*
[MM/DD/YYYY) |:
Anticipated Award Date I: search Resus
(MMDD/YYYY) Nothing found to display,
Add to RFA
Selected Federal Addresses
No addresses have been selected
View/Edit Selected Addresses for this RFA

One item found.1

Selected Federal Contacts * i progcom ofce ame
No contacts have been selected.

View/Edit

Remove from RF 4
Recipient Information/Application Deta

Add New

anyfice (0CPO) 20020 Century Bivd, Gemantonm, MD 208

No Program Officers are assigned to receive applications

w/Ed
J

Application Package *
An applcation package has not been selected.

Minimun Requirements *
rcityfequenent Name |
1 Received on Time

2 Comect Federal Funding
3 ComectMatch

4 Complete Application
Special Award Conditions

Mo Special Award Conditions are associated with this RFA.

Matching Requirements
Ho Matching Requirements have been defined.

L1 Attachments:

Ho attachments.

Add new Attachment: (<]
Any changes to information on this page should be saved before adding or remauing attachments.

RFA Routing Sip - Start Workfow

V4.11- Feb 2014

Page

4

Recipient — High Resolution Systems
DUNS - 602201043

When adding the recipient to the RFA do the lookup by the DUNS number.
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Selectthe RFA
Tab&the Create
RFAlink

Selectthe option
to copy RFA
fromexisting or
createnewRFA

1

Createvialinks
on RFA Details

Shrt by ——
I

e

J
RFA RFA RFAName, Fiscal Year, | RFARoutingSlip s
GFDANumber, selectoptional i
; seecop Workflow
Creator Universal RFAType | reviewerifneeded)
Matching Requirement
= Statutory Authorty :*  [otat Authoriy goes here.

Application Package

Select aForm Family : * | SF-424 I v“_

Select 3 Template : NOAA - Non Construction v2 v

Minimum Cost Share (%): * D

Masinum CostShare (6} "oy |

Budget Narrative Attachment Form

0-511

Project Narrative Attachment Form m

SF-424

SF-42A Special Award Condition Details

SF-4248

Name: * Proammatic SAC

Other Attachments Form

UL Descriptin: *  [GaC Description goes here)

 Attachments:

For Universal RFAs, you may attach Application Instructions to the RFA. Use

Application Instructions s the short description. Only one file may be attached

3t Grants.qov as Application Instructions, The preferred file format is pdf,

sove

e oo

V4.11- Feb 2014 Page

Most NOAA Program Offices use the Standard Non-Construction application

package. If the Program Office has specific instructions to the recipient they may
be attached on the Application Package screen; otherwise, the RFA Publisher will
upload a generic document.



Selectthe RFA

Tahé&the Create
9 RFAlink

Selectthe option

GRANTS 1 to copy RFA ) 3

ONLINE \YY fromexisting or Createvialinks 4 5

TRADE . createnew RFA on RFA Details
oo St : - Q
I >

RFA RFAName, FiscalYear, | RFARoutingSlip
RFA CFDANumber, (selectoptional Wsﬂt
Creator Universal RFA Type reviewerifneeded) O

Routing Slip

RFA Creator

1tis recommended, although not required that an RFA creator be a Grants Online user with certified
program officer role, or equivalent permissions. Within the context of RFA workflow, this is pre-
determined to be the person creating the RFA. Further, this role selects optional reviewers and initiates
application package posting.

Participant Name

RFACreator Grants Student

Optional Reviewer

An RFA can be sent for optional review. You may select one or more person(s) as optional reviewers. If
you select optional reviewers, please note that you will have to wait for ALL optional reviews to come
back before you can initiate application package posting,

Nothing found to display.

Add Optional Reviewer

RFA Publisher

AIIRFA Publishers will receive a task to review this document. One RFA Publisher will claim ownership.
This is the person who coordinates and publishes the Federal Register Notice and posts the FFO on
Grants.gov for competitive announcements. This person also posts the application package at Grants.gov
for competitive and non-competitive announcements.

Participant Name

RFAPublisher

sar Worklow

V4.11- Feb 201 page 6
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RFA
Notify Recipients Creator

Your Tasks

Document Type Status

I OCTIC ooy Fiter >>

31 items found, displaying al items.1
View|Task Name ~ [Award Number [Task

Document

Project Title

Applicant |Proposal

Notify Recipients N/A 02/03/2011 RFA

/A Not

Started

2199733 1795365

V4.11- Feb 20t=

RFA

I 2199733
Status: NotifyRecipients - Not Started

Action: please select an action v [
Pleage select an action

Your Comments:
View RFA Detalls |

: Spell Check

+ Workflow History

Date Date Date Performer Action Taken Current |User
Assigned [Started  [Completed Status |Comments|

Post 02/03/201102/03/201102/03/2011 Steve  RFAPublisher ApplicationPackagePosted Complete

Application 05:37:05  05:37:39  05:37:29 1

Package PM PM M

Approve or 02/03/2011 02/03/2011 02/03/2011 &

Review  05:36:41 05:37:04 05:37:04
M M PM

Export options: Excel

RFACreator InitiateApplicationPackagePosting Complete

Page

7




49

Y

GRANTS
ONLINE

TRADE

NiBDHs

Applications and Review Event Overview {UNI-2)

Receive applications
Q
Appications suomitted via Grants gov

= |
{ s
§ ¥ GRANTS.GOV

May 23,2012
Verson 409

) Q
1 Jil N
Grants.gov i B

;5 End

Start > . )
a 3 :
Q — ioigredrogem Oficer RV MrimumRequiements  Appovefct
| Input Paper Agafcations Checklst 1 Per Application) Minimum Requirements
Il y TorRFA Checklst {1 Per Application
e 2
: R
NOAA.
Review Reviewer Instructions
; SeectAaplications glotaloption becomes
i ; > > P End alableafter Review hstrudtions workdow s
e 1 comgeted Tthere s oReven et
documentis avallabe, but not atask. ) -
13 1 3 9
Assigned Program Officer Reie FALD Ceer
Reviewer Instructions Reviewer Instructions
Review Event Workflow
Only if Review Event Exists

+Review Events are optional in Grants Online.
+Review can be conducted using Grants Online functionality or outside of Grants Online

R Q
(
| N N >
U ,6 b ,5 End
i i
b4 1 sl kel et b For Comgelitive processng Select Aopi cations 13
L0 Sarhe i i 1 o3 gtion becomes avaabl altr Review Close Review Bvent
| Competition withdraw statusonallasocatedagoliatons, | COMPRtion  Eventworows completed  thereis aReview
boger  [ERLE Global Option

Manager  Global Option
Available without atask

Available without 2 task

V4.11- Feb 2014

Page

We will use the sample application in the training package for the data entry.

Areview event is optional for the Universal process.
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Applications submitted! through '
) Grants.gov 3 §
N .
” " GRANTS.GOV] \ L
m—( - b
| |
i
T ' ReviewMin.Req.  ApprovelRejectMin.
i Createvia Applicatign Tab Done /' Assigned Min.Req.  ApprovelRe
|“| X~ ProgramOfficer  Checkist(App)  Reaq.Checkist
' ; (lApp)
TRADE NOAA Input Paper Applications
i forRFA
T
Application Details - SF-424
Audt Tra: ﬁ
(D Attachments:
(-] Program Office Added Information
Proposal Mumber: BTestAon 1
Project Type: Oconstruction ©Non-Construction
Principal Investigators:
Preject Dvectars:
Keywards):
Applicant Information
ot g BT gy lephiac® R |
Department bame: | |
Division Name: [ |
Application Submission Type and Date Information Duns Humber: ] ENMmber. |
Type of Submisson: ©Apphcation O Pre-Applicaton O ChangediCumectid Applcatin (or 13 digtnumber) ¥ &
Type of Apphcation: @ew () Continuation ORevison ORenewal O Resubasssion .y | |
1F Reviskn, select appropriate letter(s): -Select a Revision Type- hd Gty County:
Stte:” DstictofCokia wwme[ ]
Use format MM/0D/YYYY for date fields. o ‘:| ZV I:
FpaSut0as * [0y | Prjet nd e * 3730 Stnitsdlik iy u
L I e 02 2 Hame and Telephone number of person to be contacted on application matters
LT I 1T I T | Pt Fisthane Lighetiane _ Lastlane e
tooe ¥ I I e v
Tie: | ‘
Orgaczion Aston | ]
Poelnize [ | Facomse ]
Enal [ ]
Other Application Information
Tipe of Apglicant1: * Nanprofit with 5013 IRS Status {Other than Institution of Higher Education) ¥
Type of Appheant?: | Please Select Applicant Type ¥
Type of Apphicantd: Please Select Appicant Type v
[Test/Training App 1 for Release 4.06 Comp RFA
Descrptive Title of
Applicant’s Project: *
Project Arezs:
CFDAMnber: * 11,999 - Grants Online Traiing Progran
V4.11- Feb 2014 page 9

To start, select the “Input Paper Applications” menu item under the Application tab. The data on the Application Details
screen will already be filled in if the application comes in from Grants.gov. However, if a paper application is received by
the Program Office the data must be entered on this screen. Only the required fields marked with an asterisk are required for
the application processing to continue.

The Application Details screen contains most of the fields found on an SF-424. After entering required fields click “Save as
Draft”. If you have missed any required fields you will get an error message with guidance regarding the missing fields.
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! Applications submitted! through '
) Grants.gov 3 §
”/; GRANTS.GOV] \ L
¢
Y ; 2 1]
A\ 8 Createvia Applicatign Tab Done Assigned  ReviewMin.Req,  ApproveReecthin
gm#iTEs |=| P ,/;mg,amofﬁcer Checkist(1/App) Reg.Checkllst
g (” pp}
TRADE NOAA Input Paper Applications
forRFA

Hame of Feeral A_Encv:hlw

LI (g8

Edit Application Funding Details

Application Total Funding : 500000
Fiscal Year: * )

(use format YYYY ) ol

Funding Start Date : * Fundmg EndDate:* _
LR (use format MM/DD/YYYY ) IS
500,000.00 Program Income : ]

(use format MM/DD/YYYY
Federal Funding : *

Applicant Funding :

State Funding :

Local Funding :

[l

Qther Funding :

Total Funding 15500,000.00

Save | Close

Fiscal Yeartart Datelnd Date Federal _ A pplcantittelocaotheotal FndingProgram IncomelActolActior]

Save and Start Workflow

$0.00 50,00 $0.00 $500,000,00  $0.00 Edit  Delete

iBB
s | ot
Is e ppbcant Qelinguent on anyFedera Oett? Qves Ot
O This sppcaon e 1237 :
Ob frard
O Frogramisnotowersdy EO. 12372
huthorized Representative
Prefic_ Fisthlame \iddle Name: _ LastHame: Sufic
Hene ¥ [ | I ] Hone
Tt [ Pl
Phone Humber | | Fatiumber
Emal [
Rpplication Funding Details: *
Total Funding: *
Muit Year Award:  No (use
Hothig found to dsplay.
Application Funding Details: *
Total Funding: * (500000
Multi Year Award:  No
011 10/01/2011 09/30/2015 $500,000.00 $0.00
Add New
V4.11- Feb 2014 10

Page

The “Total Funding” amount includes both Federal and matching amounts.
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' Applications submitted through [
) Grants.gov 3 §
<L 0
C GRANTS.GOV|
\ \‘ |.I — —b
Y ||

1

& Createvia Application Tab Done Assigned  Reviewlin.Req. | ApproveRejecthfn.
IH' PP ,/'pmgramomce.- Checklist(1/App) | Req.Checkist
(1iApp)
NOAA Input Paper Applications
forRFA

2 items found, displaying all items.1

2138624

5 RFA 7138600 12/U11 2008 N/A

Minimum Requirements Checklist

Minimum Requirement Met (Comment
Requirement ?

Received on Time QYes
Oho
(ONot Applicable
Overdl Comments:
Spell Check
Correct Federal Funding Qves
ONo
Ohot Applicable
Spell Check
Coﬂect Malch O Al reg, 8! st be answered before the application can be aporoved o ’EjE:CM’ for miimum}
Yes requirements.
8"" = e et i cor |
Not Applicable
Spell Check
Complete Application Oves
Olo
(Mot Applicable
Spell Check

V4.11- Feb 2014

Page
11

If the “No” radio button is selected on any of the items of a Minimum Requirements
Checklist, a comment should be entered in the associated comments box or in the
General Comments box at the bottom. The user will not be allowed to save the
screen without a comment if a “No” radio button has been selected.
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V4.11- Feb 2014

Prepare Applications for Funding Overview (UNI-3) ey, 00
Version 409
For NOAA and NTIA the NEPA prcess s requred.Forother bureausthe NEPA 2 ’
GRANTS /% process ot avalable, ——-w‘-——
ONLINE ¢ L
S A w B e eiew i
0 Lega 4 \ Task's placed into
’
TRADE o / FALD Objection ; mgﬁ; \ Grants Specalits
BB \ e
‘ 18 forwards Award File.
4 5 ] u
POChecklist  POCheckist  CompletePO  Certify PO Forward Award Flleto
memo“m&mklkl Checklist Grants Specialist
8 9
it : 10 1
hsigned tndut \ MR NERA Re::g‘;g;;:“ Sectd Approve NEPA
Program Officer Negotations NEPA Official -
! I
Oncethe P Checis as been 1 ﬁ i3 : K
completed and certified (Steps 5 Procurement  Procurement  Complete and - Approve Request Authorizing 18
and b), the system will generate Request Request  Forward Each < Procurement I cfrﬂ'al Approve
the Document Request |
“Forward)/ Revise Award File" |
task, which alows the Program Ootion o estabish additona! PRCF [} ;
Offier toforwardthe Avard e [T bl Ve Bt === ] e chi el e
e and authorizng offical. e make any changes before forwarding
i . J the Award Flleto GMD
Grants Specalst in GNID. e 168 (See separate ‘Renegotiaton” Process
—_— g i Approve Map).
'—/ = o= _Vendor Validation Omml Procurement
,/ [Fite Reviewer Request
NOTE £t involves a S m I
mertd check ot te CER 7" ReleetVendorlnfo/ | Automated Task
Webiie <
< / (8BS Errors
'HQL--- v Q
i | N Create NewVendor uu\
> '
U‘/ | T' >End
1 0 il 2 B u )
Dt QualtyVldstor Valtte Org Vendar Intateet  yendgr  AcceptVendorlfo/ 5 B
Profle(0R)  pata Control VendorInfo  pataControl  Reauest New Vendor Grants Onlne Lk Vendor with
SystemAdmin  Org Profle

Page
12
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3
PO Checklist

4 7
‘ - NEPA
A

)

e
Assgned . Conduct Procurement
Progam Negtatrs Request
Officer

33 items found, displaying al items.1

TaskName  [Award Number |Task Document [Project Title Task (Document|Task Id (Start Date|Completed|Applicant [Proposa
Type Status [1d Date Name

View Conduct N/A 02/05/2011 Application LB Universal2 RFA App Not 2199761 1795527 icmr
Negotiations Started
View Notifu Roriniante N/A N2/05/2011 REA N/A I 21007A0 1708525 12/0G/2011 Nl nia

I

Application Submission Type and Date Information

Type of Subnission: @ Applcation O)Pre-Application () Changed/Corrected Application Step 1 :. Org LOOkUP - ,_:’nd
Type of Application: @New OContinuation ORevision ORenewal OResubmission organization’s .r ecord in
f Revision, select appropriate letter(s): .-SeIeclaRevision Type- \ database or add if necessary

Use format MM/DD/YYYY for date fields.

Frojet e Dl ™ 10/01/2011 FrojetEndDate * [09/20/2015 | Submited Dt |
State Receiied Dale I:]Federa\ Agency Received Date. ™ [02/01/2011 Time: * My Easlem
Aoplcantldentfer E State Applicaton Identi [ J [ J

Applicant Information

Legal Name: * [icml |

Please Associate an Organization within Grants Online using the Org Lookup button

Department Name: ]
bsontane [ Select Organization

Duns Numbsr: * l: Enter your search criteria to find the organization.

(9 or 13 digit number) Organization Name

aggresscty [ ]
ouns bumber [ ]
entmber [ ]

Address-State  [Please select 3 state |

ICage|ASAP |Active|
Codelld

Select 2002469 Institute fof  NOAA 123 Main 123456789 12345true

Community Street,
Resources DC 20000 USA
(ICMR)

2002490 Institute for ~ NTIA 123 Main 123456769 123456769 true
Community Street,
Managed Washington,
Resources DC 20001 USA
(ICMR)
Page
V4.11- Feb 2014
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. When searching for an organization in the Grants Online database use the

9-digit DUNS number alone for the initial search. Do not include the extra
DUNS+4 digits in the search field if they are on the application.

« Recipient - High Resolution Systems

« DUNS -60220143

. It is important to select an organization for your Bureau. If the

organization that you would like to use is displayed in the search results
but is associated with a different Bureau, you will need to enter a new
record for your Bureau.

. An additional identifier on the Organization Profile called the “Cage

Code*” may be returned in the search results. The Cage Code is a data
field from the System for Award Management (SAM). SAM has replaced
the Central Contractor Registry (CCR). Cage Codes are NOT displayed in
Grants Online for organizations that are set up for ASAP.

. Only active records will be returned in the search results. If for some

reason an organization is marked as inactive in the Grants Online
database it will not show up in the search results even though it may be
associated with a current award or closed award. For example, when an
organization converts from non-ASAP to ASAP, the non-ASAP record will
be made inactive so that it cannot be selected for a new award. If there
are any closed awards for that organization before it coverts to ASAP,
they will remain associated with the non-ASAP record but the active ones
will become associated with the ASAP record.

. You will be able to tell whether or not an organization is already set up in

ASAP by the presence of an ASAP ID in the search results. If an
organization record is not ASAP, but that Organization has been ASAP in
the past, please contact the Grants Online Help Desk.

Page

V4.11- Feb 2014 14
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Add Organization

*# 44 PROVISIONAL ORGANIZATION®****

Description

Add New Organization

CAGE CODE: ]
CCREXPIRATIONDATE: ]

Organiation Type *  |-nok specfied - hd

Bureau *

Applicant Type - ok specfed -

Organization Name *

Nt catons and
Identiication DoC Office of the Sewretary (DOC-03)

11 Please press ‘Save' before you add attachments

Save and Return to Main

on (NTLA)

Duns Number :
(9 digit number)

e
(w )

h [
(4 digtt number)

MSI Code - ot spectied -

JE:

V4.11- Feb 2014

Page
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When adding a new organization you must now select your Bureau at the top of the page. If you
have the organization’s CAGE CODE it can be entered at the bottom of the page.

A required checkbox has been added to the PO Checklist so you can indicate if you have verified the
EIN and DUNS number that the recipient entered on the submitted application. (See Slide 20) There
have sometimes been typos in the EIN or DUNS number on the application which have led to
inaccuracies in the organization’s profile information as well as contributing to the grant being linked
to an incorrect vendor in the CBS s?/stem. The ideal time to check this information is during the

“Conduct Negotiations” (Universa

) or “Assign Award Number/Recipient” (Competitive) step.
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33 items found, displaying al items.1
View|Task Name Task Completed|Applicant [Proposal

Date
View Conduct N/A 02/05/2011 Application LB Universal2 RFA App Not 2199761 1795527 icmr L8 Univ2
| Negotiations Started App
View Notifu Roriniante N/A N2I05/2011 REA N/A In___ 2100760 1708525.A2/0G/201 1 N/ N/

Project Type: Construction © Non-Construction .
I y Step 2: Select Construction
Projact Obectacs: ) or Non-Construction
o

principal Place Of Performance : [ | [ESTENEIRIMIIY Guidance

enselcedy B s e step 3: Authorized
Representative Lookup —

IS i - Find Auth Rep in database
o e —

Authorized Representative Lookup

Application Fonding Detas:
TotaFunding: 000000
Mt Ve Award: N0

isca vtsan teend vte el nplcantatlocolotheiotlFndingsrogam conelicionictin

u 10/01/201109/30/2015 §500,000.00$0.00  $0.00 $0.00 $0.00 §500,000.00  §0.00

o : Step 4:

Awiard Number: G en.e i< te or

associate award

Hote: The opton to assaciate this appcation with.an existing award is not avalable because a recipient organization s ot yet associated with the apphcati num ber

fsove] _soveand et tobai | carce

Page

V4.11- Feb 2014 16

We are currently working on a new award. However, it is very important when working on
continuation amendments to select the exact same organization record that is on the original
award. Right now the system does not check to make sure they are the same. If a different

organization record is selected it will cause problems with the application processing further
along in the workflow.
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Program

Officer

3
PO Checklist
NOAA and NTIA
1
NEPA
Conduct 1
: No Procurement Request for
A0 yglaons e kmDMmM&M
Request
/
Y
To Provisional
QOrganization
Workflow
Your Tasks
Document Type Status

Award File In Progress - NA1260T9990022

rocurement  NALLGOTS990039 02/02/2011 Procurement Test/Training App 1 for ot 2199722 1705342 Institute L8 Test}
2265442 Request and Request and Release 4,06 Comp RFA Started for ool
Statust Commitment of Commitment: Community
Funds of Funds Managed
Aetioni Resources
Your Comments: (ICMR).
fle NEPA Document NAL1GOT3990039 02/02/2011 NEPA Test/Training App 1 for In 2099724 1795341 02/02/2011 Institute L8 Test
Release 4.06 Comp RFA Progress Bpp 1
(N EPA - Community
Managed
NO?)A’I e Resnugrtes
nly) (I0%)
izt Complete PO NAL1GOT9990039 02/02/2011 PO Chickist Test/Training App 1 for ot 2199723 1795340 Institute L8 Test
Checkist Release 4,06 Comp RFA Started Bpp1
Community
Managed
Resources
(1owR)
1 Attachments: Number/Recipient Process Maps Progress for Apl
Community
Pending Actions X
5 items found, displaying all terns. 1
[Start Date [Federal Funding Fiscal YeariLast Action Status
70 Chedklist 2245444 05/22/2012 45,0000 2082 Carnplete PO Checklist Not Started
Weph 2245446 05/22/201245,000.00 2002 NEPA Dacunent: Not Stated
oot Ede i NS i andLs Hot Started
Organization Profile 2245445 05/22/201285,000.00 2082 Validate Organization Profile: Not Started
Organization Profle 2245445 05/22/2012§5,00000 2012 Validate Organization Profile: Not Started :
Page

V4.11- Feb 2014
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* In the Universal application process, the Provisional Organization

workflow is initiated at the same time as the PO Checklist, NEPA, and
Procurement Request when the FPO selects “Negotiations Complete”.
However, the Organization Profile task for the Provisional Organization
Workflow is not in the FPOs inbox. Rather it is created in the inbox of a
new Grants Online user called the Data Quality Validator. The FPO can
monitor the progress of the Organization Profile by checking under
“Pending Actions” on the Award File launch page.

Until the Provisional Organization workflow is completed, the FPO will not
have an option to Certify the PO Checklist and the Budget Officer will not
have an option to Approve the Procurement Request.

You now have 3 new tasks in your Inbox. (If not, refresh your task box.) An
Award File has also been created in the database. These three tasks will
each move along three separate workflow paths but will all end up as a
part of the same Award File in the Grants Specialists’ Inbox. They do not
have to be completed in any particular order; however, the Grants
Specialist will often return an “incomplete” Award File back to the FPO
because they cannot complete their work until all three documents are
complete in the Award File. Therefore, you should periodically check
Workflow History to make sure the Procurement Request and NEPA have
completed their approval process before forwarding the Award File to the
Grants Specialists. (The task with the option to forward the Award File to
the Grants Specialist appears after you complete the PO Checklist.)

We will start with the NEPA Document. Only NOAA gets the NEPA
Document. The other bureaus only get the PO Checklist and the
Procurement Request.

Page
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25 (NOAR, NTIA Only) 26

e 0—¢@

NEPA NEPA Review and
n seloctNEPA
official

II_’QQ

Selected NEPA Official  Approve NEPA

[ Attachments:

lo attachments,

tian on this page should be saved before adding or remaving attachments.

3.) Level of Review

Indicate belowthe level of environmental revien that has been
conducted by the Responsible Program Manager for the proposed
action in accordance vith the applicable provisions of the NOAA
Administrative Order 216-6 entitled, ‘Environmental Review
Procadures for Implementing the National Envi tal Poliey Act”

O Categorical Exclusion (CE) Memorandum completed and signed by
the Responsile Program Manager along vith relted CE review
checklist, 23 approprizte

Cateorica Exclusions

(ateqory

603 Nanaement i e

o

[]6383 - Wanaeent o anecoentnay b el e e P

() ot andthe oo chng s et il o cumdatiey o e
terecud w3 copy it o the NPA Coninat, and b zement i

[]633 Mo i o, coecis, & s et

Y

(]G0 Testvalion At T Canae st and et P oy e

C[ CE Descrpion

() Environmental Assessment (EA) vith signed Finding of o
Significant Impact and concurrence by NOAA NEPA Coordinator

O Environmental Impact Statement (EIS) vith signed Record of
Decision (ROD)

() Hot Required

b.) Mitigating Measures

1 either an EA or EIS vas completed, did the analysis of the Ono
environmental impacts require the implementation of one or more Oves
mitigation measures?

«.) Post Avard HEPA Review Process

Does the proposal indude funding for one o more projects that hav~g) ko
not yet been identified and therefore NEPA review cannot be Oves
completed? )

Please Select 2 NEPA Official for routing purposes:

Save and Return toMain

- Select A HEPA Official - ¥

acons htmey os et impct n e ulty o e umn e, &
cundately e infant st uen et (., ¢ it
WGRERY)

V4.11- Feb 2014
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* |n the Action Dropdown select “Complete NEPA Document” and submit.
You will come to the NEPA Details screen which has 3 questions. After
completing those three questions add any appropriate attachments and
select the NEPA Official who will be doing the final NEPA approval. For
this class select “Internal Reviewer”. After clicking Save and Return to
Main select “Forward NEPA Document” from the Action dropdown box and
click Submit. You will be returned to your Inbox where you will see that
the NEPA Document task is no longer there since it has moved to the next
step in workflow. (You can always find old tasks by changing your Inbox
filter from “Open” to “Closed.”)

* NOTE: For more information regarding the NEPA process view see FPO
Training page item #18

Page
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]
Procurement 1 Q
Request Procurements l X I I_’
Request | Complete and Approve
Forward Each Proc.Re "
! Requestor _ _TToC _q_ & Request  Approve
: Document | | | Authorizing
[} 1 icl
¥ I + | Official
) ) | A P |
Option to establish additional +* Approve
PRCF reviewers between the | I Procurement |
Requesterand Authorizing | ] | Request |
Official .
| Optional |
I Reviewer |
Ifaclditional |
I reviewer(s) are
| _ selected I

FoderalShare:* 5

The Fiscal Year can be changed

The ACCS s valid

by the FPO to use Prior Year
Funds

Validzted: trug
Requet Authezing Offcl Burea (x1):
Yo S, Fund o o000
P Fiscal Year (yyy): * o1
Project Task: E 2
o Program Code:  52-30-00-000
hdtionalReviewers: -
Noigfund o Gy, Orqamzatlun. . m . @ @ @@
ObjetCass:~ ft - [ ]- po @
Amount; * $p,00000 Prior Year F / 3

Requestor,” \

e e, 0“9 |tem , ‘
Fis\ Program  Project - TaskiObiect Classimount Prior YearDW¥alidated

Search 14 20002013 10-01-0002-00-00-00-0052-30-00-000SAE0000-GAE. 41-11-00-00 $2,000.00N Yes

IviceAddess: " Requson Number* 1

[ |

Accounting - ACCS Lines
One item found.1

14 37 2011 50-42-0000-00-00- 03-03-02- DS8R3BSG-  41-12-00- $125,000.00 Yes

000 POO

PRCF TntaW for lhxs Award action: $125,000.00
Total Federal funds authorized for this Award action: $500,000.00

Bureau| Fiscal [Organization Program  |Project -  [Object Validated|Action
Year Task Class

Automatically filled in after
Authorizing Official and
Requestor have been selected

Page
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* Next, select the “Procurement Request” task from the Inbox and then
GRANTS select Complete Procurement Request and Commitment of Funds from the
ONLINE \&4 Action dropdown box. Note that this Procurement Request is only for the
puerd first year of funding. We will discuss how to fund the out-years during the
VBRL Post Award class.

* Fill in Authorizing Official (Internal Reviewer) and Requestor (NOAA
Student — each student should use their own training ID). Select Save.

* Now the Requisition Number and Ship To boxes have been filled in by the
system. Notice the data in the “Description:” box. If the Procurement
Request is done before the PO Checklist, the Grant Type (Grant or
Cooperative Agreement) is not available to be filled in. You can fill it in
manually if desired.

* You also get an error message prompting you to fill out the ACCS lines.
Select the “Add New ACCS Lines” link. The “Fiscal Year” will default to
the current fiscal year but can by changed by any user with edit rights on
this screen. The “Prior Year Fund” indicator is automatically set by the
system based on the data in the “Fiscal Year” field.

= After entering the ACCS information:
1. Click the Save button.

2. Click the DWValidate button to validate the data against the CBS Data
Warehouse tables to pull in the Program Code.

3. Click the Cancel/Done button to return to the previous screen.

Page
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\’/ | . VU V‘ . L4 L4 ’
' | 6 |
Procurement Procu'em ‘l Cama\eteand 15 Approve | Request Authorizng 18

Request Request | Forward Each Requestor procurement | ofﬁﬂa\ Approve

| Document Reques!l- ----------- il

I | | :

| _

omlomommwms | |

reviewers between the Requester | |

and Authoriing Ofica. | 164 168 |

| Optional Aoprove |

| Roviewer  Frocurement |

| Request :

Accounting - ACCS Lines *
No CD435 ACCS Lines have been defined.

Add New ACCS Line
PRCF Total for this Award action: $0.00
Total Federal funds authorized for this Award action: $5,000.00

Procurement Request Official Comments

CBSYalidate

Save and Return to Main

There is a “Validate” button on the
main Procurement Request screen
to do an edit check against the
main CBS database. This cannot
be used until after the ACCS line(s)
have been added.

7

CBS Result

Vendor Validation ; SLNo 1; YendNo 90600;Vendld 1;Tin 205533272;0uns 602201043;Active Y,

Item_No 001; Line_No 1; CD435_ACCS_ID 2025511;
Error - Org4 0; Invalid or inactive Org 4 Code;

Cancel

V4.11- Feb 2014

Item_No 001; Line_No 1; CD435_ACCS_ID 2025511;
Error - Can not find the mask in FMO01 -13-14-5AE0000-10-01-0005-00-00-00-0041-11-00-00;

If there is a problem with the edit
check against CBS the system will
display a separate page showing a
message from the CBS system. If

the CBS Result messages is
difficult to understand contact the
Grants Online Help Desk for
assistance. In this example one
component of the org code is
incorrect.

Page
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The CBS Validator feature applies only to Interfaced Awards. Currently,
NOAA is the only Bureau with Interfaced Awards.

There is a “CBSValidate” button on the main Procurement Request screen.
After entering the ACCS line(s), this button can be used to do a funds
check for sufficient funds. It will also check the validity of each
component of the ACCS line as well as check to see if the organization has
been linked to a valid Vendor in CBS. The CBS validation status will
appear at the top of the Procurement Request screen. If there is an edit
check that does not pass, a CBS Error screen will be displayed explaining
the cause of the validation failure. (Note: The CBS validation is only
required on the Budget Officer task, but is available for the FPO and
Requester.)

The amount in “PRCF Total for this Award action” must be equal to or less
than the amount in “Total Federal funds authorized for this Award action.”
If you need to create more than one Procurement Request to send through
different approval routes, you can select “Create New Procurement
Request” at this time. ( The funding total of the Procurement Requests
together must be equal to or less than the Total federal funds authorized
for this Award action.) Otherwise, select Save and Return to Main to get it
ready to start workflow. You will be returned to the Procurement Request
launch page. In the Action dropdown box select Forward Procurement
Request to Requestor to begin workflow. Since you have selected
yourself as the requestor you will have a new task in your Inbox to Review
the Procurement Request. Go to the Inbox - Tasks and select that task,
then select Approve Procurement Request from the dropdown box.

Page
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-0 _ 000 0.
poCheckist  POCPECKBt  Conisap) | CotiyPO  Award  ForwerdAwardFileto

Checklist Checklist ~ File Grants Specialist

iBBA-

PO Checklist - NA11G0T9990039

I Attachments:
Ho atachnens, General Award Information
[PR— Application Organization: State: DC

Any changes to information o ths page shoul e saved before adding or 1

Applicant's EIN and DUNS numbers have been verfied:* [~

Grant Type *  Guidance
General Award Information ¢
Application Organization: ns N Grant
T y Cooperative Agreement
Grant Type s T, S .
b If Cooperative Agreement, enter Cooperative Agreement Specia d Condition

() Coaperative Apreement
1f Conperative Agreement, enter Cooperat

Statutory Authority™  Cudnce
" y Matching Requi 0
a. Federal  |b. Required Non- - Required Cost Share % of |d. Funding Source / Required
Share Federal Total (Cost Share Explanation
Amount Share Amount (Federal + Non Fed)
$500,000.00  $0.00 00 source or Explanation of 0% Required Cost Share: None £t Dell
Project Description/Abstract *  Cudance

Analysis of Matching Requirements
Negotiated Federal Share: $500,000.00
Total Federal Share (from Matching Requirements): $500,000.00

Negotiated Mon-Federal Share: $0.00

Total Required Non-Federal Share: $0.00

Voluntary Non-Federal Share: $0.00

Minority Serving Institution

Does this award include any subaward to a Minarity Serving Institution? MSI Coordinator: :'
Ono O¥es

Homeland Security Presidential Directive - 12

Does the propased award require any recipient, subawardee, and/or
contractor personnel to have physical access to Federal premises
for more than 160 days or to access a Federalinformation system? ONO OYES

Research Terms & Conditions Prior Approval and Other Requirements™  Gudznce
Doss the applicant follow 15 CFR Part 14 (OMB Circular A-110,

Future 2 CFR §215) and will the funding for the proposed award,

or any part of the proposed award, be used to conduct research? Ono Oves

©Niot Answered

V4.11- Feb 2014
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You now have one last task in your Inbox to complete your work on this
application: Complete PO Checklist. Click on that task and go to the
details page using the action dropdown box. Fill out this form carefully.
Each section is important.

Statutory Authority - Something must be entered. Can be changed by
GMD, but NOAA policy is that this is the responsibility of the FPO.

Project Description/Abstract - Do not use abbreviations. This is the
information that is used for congressional notifications and for press
releases.

Matching Requirements -

a. If using ratio, remember that the number on the left of the colon plus
the number on the right of the colon equals to the total number of even
parts. (Ex: 1:4 ratio means that the award total is divided into 5 equal

parts with the recipient contributing a match of 1 part for every 4 parts

of federal share. In real numbers for a $500,000 total award this would

be $100,000 in matching funds to $400,000 in federal funds.

b. If using percentage, the percentage is based on the total award (fed
plus match), not a percentage of just the federal funds. (Ex. A 20%
match means that the total award contains 80% federal funds plus 20%
matching funds. In real numbers for a $500,000 total award this would
be $100,000 in matching funds (20% of $500,000) to $400,000 in federal
funds (80% of $500,000).

The correct “Special Award Conditions” links must be used in order for
Grants Online to associate the condition with that item in the PO Checklist.
The Special Award Conditions at the bottom of the page should be used
only for additional programmatic special award conditions not covered
elsewhere on the page.

Page

V4.11- Feb 2014 26




TRADE

NiBbi-

68

Grants Management Division Process

' ' '
GMD Review, Obligation, Approval and Award Offer (GMD-1) ~ wenm
Verson 409
“Review Award Fle" Tast s placed into Grants .
Specalsts hboxwiien F0 forwards Award e | Done
Atasialso goes to Pudlic Afals to attach Press 4 Fd \
Rease, (Canceed o acton taenasol G0 = //mwro?:o )
Sten 10] A ptional \
s 3 — / Wordlow
Complete GND GMD Checklist )
Cectlt =]
! 6
1 ‘ | Dane 1
- Award File Fina State Forwardto
Grants Specialist =l 0 Crcli 4, e
4 ; Procurement Request,
Complte v GMD Documents
04507451
1.Nigntly Unload to CBS DW for ARRA
2.Fle generation for FAADS/USASpending
Nigaty ‘ ==
Ugloadto &0
e Q & E
u ‘ ]
............................................... |I|] Valdation u
Real Time Upload to i Successful :
| 11
WebDocFlow Record Granls 3 CBSI: e CSIsnd 10 Review 8
i Ofearfgpioal G| S ) dgo hitatefward  gagg  CrenwOffcr
| Oficer €8S terfce Obligation
>5100,000 Only |
£ AUTOMATED TASK
| AUTOMATEDTASK
t [based on ASAP
© Approval Flags)
i \
= | \ *AUTOMATED TASK
% s \\ : [based on Data
& i Warehose Recorts, not Acces
ROl GE:;_‘ 8 e \\ Lo” sty - END
(o ward File EE vl 2.7
I>SSOU,DDDDnly
Q . (D450~ Closeout Process or
. A Declle . c0451-DeooProess
T k 5 7" {Decined Wordion -
y o 18 i M SeeDA-land DAZ)
KA 50 u
Clear ] ! b}
Depatment L R O Rocepl
o AwerdFie Aot e CETVIREEON - Recgent Avthorzed e
Representative
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; * Once the Award File has been forwarded to the Grants Management
GRANTS Division (GMD) there are several additional steps that take place before
ONLINE \&/ the award offer actually gets to the recipient. GMD has 60 days to
TRADE complete their review and approval process.
WiBbfr

* If funds have been removed from the ASAP accounts used on the
Procurement Request after the award file was sent to GMD, the Grants
Officer will not be able to approve the award and will return it to the
Program Office to remedy the situation.

* If the recipient organization record attached to the application is not
marked as ASAP, the ASAP steps on this workflow will be skipped and the
recipient will have to use an Organization Profile Change Request to
initiate their ASAP enrollment after the award has been accepted. This
process must still take place even if a “Non-ASAP” organization was
accidently associated with the application instead of the ASAP record for
that organization.

* Please note that for Non-NOAA Bureaus using Grants Online, all awards
are routed to WebDocFlow for OLIA clearance regardless of the award
amount.

Page
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From: GrantsOnLine.test@noaa.gov (GrantsOnLine.test@noaa.gov)
To: grant.recipient@yahoo.com

Date: Monday, December 10, 2007 8:54:40 AM

Subject: Notice of NOAA posting of Application Package at Grants.gov

This is an automated notification from NOAA Grants Online that an
application package has been posted at Grants.gov and you have been
selected by the posting Program Officer for notification.

Grants.gov is available at the URL.: http://www.grants.gov. If you are
not registered at Grants.gov, please begin the registration process
immediately. It can take up to 2 weeks to fulfill all of the

registration requirements.

To retrieve your application package from the Grants.gov home page:

1) Click the "Apply for Grants" link in the upper left (under "For
Applicants™). Review the instructions and download/install the PureEdge
forms program if you have not already done so.

2) Click the "Download a Grant Application Package and Instructions™
link.

3) Enter the following Funding Opportunity Number:

SEC-ONPO-2008-2001279
4) Click the Download Package button.

5) Click the "download" link under the Instructions & Application
column.

6) Click the download links for the instructions and the application
package.

7) Fill out the application and follow the Grants.gov instructions for
submission.

Information on the NOAA Request for Applications (RFA):

RFA Name: Generating Sample Notifications

Fiscal Year: 2008

CFDA Number:  11.469

Opportunity ~ SEC-ONPO-2008-2001279

Number:

Agency: National Oceanic and Atmospheric Administration
Opening Date:  2007-12-10 08:54:01.0

Program Office: USEC One NOAA Program Office (ONPO)
Program Officer: Program Officer

Closing Date: 2008-09-30 17:30:00.0- NOTE: This is the latest due

Page 1 of 2
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date for all applications in this RFA. Please contact
the NOAA Program Officer for verification of when
your specific application must be submitted for
timely award processing.

For further information contact:

Name: Program Officer

Phone: 301-555-1212

Address: 14th Street & Constitution Avenue, NW Washington, DC 20230
Email: federal.program.officer@noaa.gov
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Federal Program Officer Training Agenda

Day 2 - All Day

Session 3: Competitive RFA Creation/ Application Processing
8:00 am —4:30 pm
Topic Duration

Introduction and Agenda 8:00 — 8:15 (15 min)

Online Demonstration and Hands-On Exercise 8:15 - 12:00 (3 hours and
with Process Maps: Creating a Competitive RFA | 45 min with 2 breaks)

Lunch Break 12:00 — 1:00 (1 hour)

Online Demonstration and Hands-On Exercise
with Process Maps: Processing Applications for
a Competitive RFA

Additional Resources and Training

Questions and Comments 4:15 — 4:30 (15 min)
Evaluations

1:00 — 4:15 (3 hours and
15 min with 2 breaks)

Obijectives — By the end of this class students should:

- Understand the difference between a Competitive RFA and a Universal RFA
(previously called “Non-Competitive™)

- Understand the difference between the Certified and Un-Certified
FPO/Program Office Staff roles

- Be able to create a Competitive RFA and route documents for publication

- Be able to input a paper application and complete the “Review Minimum
Requirements” task

- Understand the Competition Manager and Selection Official functions in the
Competitive RFA workflow

- Be able to Conduct Negotiations and prepare an Award File for GMD review

- Understand the Award File approval and acceptance process

- Understand where to find additional help when needed

Training Materials:
1. Agenda and Objectives
2. Student Screen Shots with Process Maps
3. Course Evaluation
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Competitive Process — RFA Creation
¢

GRANTS Create & Review RFA and Publish FFO Overview (COMP-1) B 2013
ONLINE \/ Verson4.10

TRAD ‘E lbwuﬂuuh'h
b i i
Select the RFA Tab &
the Create RFAlink D Create i links on RFA Details y
» » / >
Start Select the option to ‘_, v/
topy RFA from existing v
orcreate néw RFA 1 3 4 5 6
RFA Addresses, Contacts, Mission Goals, Create Publication FFO FFO Routing Slip
REA Creator Program Elements, Funding Priorities,
Competitions
After Compelition is created."Review Reviewer Instructions”
document is auiomaticaly created and made available 1o any
Cerlifed FPO in Program Office
Optional
1 3 1 1 1 9 8 1
FALD  ReviewFFO  Grants Speclalist Review Optional Reviewer Review FFO Assigned Program Officer Intiate FF0 Werkfiow
FFO/FRN/Synopsis
ﬂ “Review Reviewer Instructions”
W || v End wofow n be tared ater
w RFAas Publication Date.
55 1 17
Clear FFO RFAPublher Post FFO
Not a separate task in

February 2014 Page
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Universal and Competitive RFA Fields Posted to
Grants.gov

* Opportunity Number - Federal Opportunity Number
= Opportunity Title — RFA Name

* Opportunity Category - (“Discretionary” for Competitive RFA, “Other” for
Universal RFA)

= Category Explanation (if opportunity category is “Other”): RFA Type
= CFDA Number

* Posting Date — Publication Date

» Close Date — Application Due Date

* Close Date Explanation - (AS NEEDED)

* Agency Contact — RFA Publisher (Person listed as contact for users
having difficulty downloading the application forms)

* Email Address — (Email address of Agency Contact)
* Open Date - (Most of the time, same as Posting Date)
* Application Package - Forms listed on Application Package Details screen

= Application Instructions - File attached to Application Package Details
screen, or generic instructions if no file was attached.

Notes:
1. Assigned Program Officer on the RFA needs to be a “Certified FPO” in order to forward the
documents through workflow.

2. For both Universal and Competitive RFAs you will need to establish the person or persons
in your program office who will receive the applications for their initial minimum requirements
check .

February 2014 Page

3

76



]

GRANTS %\
(ONLINE

TRADE

WiBBHr

Y,

77

Additional RFA Fields Posted to Grants.gov for
Competitive Announcements

= Eligible Applicants — FFO Details screen, Section Ill. A.

* Cost-Sharing or Matching Requirement - “Yes” or “No” based on FFO
Details screen, Section Ill. B.

* Expected Number of Awards - Anticipated Number of Awards (Min)
» Estimated Total Program Funding - Anticipated Funding Amount
= Award Ceiling — Anticipated Award Amount (Min)

= Award Floor - Anticipated Award Amount (Max)

* Funding Opportunity Description - FFO Details screen, Executive
Summary, Funding Opportunity Description

= Competition ID — System Generated ID for the Competition(s) associated
with the RFA

» Competition Title — Competition Details screen, Competition Name

February 2014 Page
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AN M Ill
ONUINE &

1 SelecttheRFA 2 Createvia i
Tab & the Create links on RFA
ReAlirk Detalls

L4

Selectthe opt mn
CopyRFA from
existing or create

A newRFA RFA Addresses, Contacts, Mission Goals, -y FFOIFRN Routing Slp
Creator Program Elements/Funding Priorities, Creta Publoation FrORRI
Competitions
ey RFA Header Information
reate
Document 0 21410
Choose Type: " o
® Competitive (Broad Agency Announcement RFANane bample FEAfrF0 Trang ]
() Congressionally Directed (O Congressionally Mandated Fisca Year* (Y1)
(O Formula/allotment Olnstitutional " i i
P nourcement Type - It
Antidpated Publcation ** Competitive
e gy A28 only
Choose Action: ) )
() Create New from Scratch O Create New from Existing FUﬂdlﬂg Oppartunty NORA-GOT-ONPO- 000 201986
Humber
reate
Lig Offce* NOA Grants Online Training (GOT)
f,;;?e'l"'d PO ne ook Prgn Ofice (W)
RFA Name* | Assianed Program
' Student, NOAA v
e Ofes e
Anqguncednwen;ljype Iitl CFOANumber 11499 - NOAR Grants Onlme Tag ¥
Antidpated Publcaton : * Competitive —
il Only Shhgen | SekctaSibBogan: v
Line Office* —_—
gsfglgeried g -Select a Program Office- v
gsf;g:sdprogram >-SelectaProgram Offcer- v
CFDA Number* ;-Select a CFDA #- v
Sub Program ;-Select a Sub Program- v,

Save | Cancel

February 2014
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All RFA workflow processes fall under two main categories -
“Competitive” and “Universal”. All of the sub-categories listed on the
“Create RFA” screen with the exception of “Competitive” follow the
“Universal” workflow process. For this class select “Competitive” as the
RFA type and “Create New from Scratch” as the Action.

On the next screen enter the RFA Name and Fiscal year. For class the RFA
name should include your training userid. This will make it easier to find in
future searches. You may also want to add today’s date in the name of the
RFA. For purposes of class set Anticipated Publication Date to tomorrow’s
date.

Select the OCPO Program Office and your training user as the Assigned
Program Officer. Select the only available CFDA Number. Click Save.

Note: Funding Opportunity Number has now been generated.

There is a pattern to this number:
First section — Bureau (for training - “NOAA”)

Next section - Line Office (for training - “GOT”) **In those organizations in
which the Bureau and Line office are the same, the Line Office is not
included.

Next section - Program Office (for training — “OCPO")
Next 4 characters — the Fiscal Year

Last 7 characters — system generated number

February 2014 Page
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1 SelectiheRFA 2 Createvia 3
Tab &the Create finks on RFA
M . RFAk Detals
| Selthe aptonto ’
II copyRFA from
" existing or create Add Contads. Misson Goa
newREA REA resses, Contacts, Mission Goals, - CORRN
Creator Program?lemenlsfFundingPriorih'e& C L) O
Competitions
REA Supplementary formtion
Acpated Funding Aot s\:
New Program
()This JSMOT a e peram. A Pl RegiteMoce 15 OT REQURED e ancpat g s S 100 o
e,
(s LS anen progam, A Federl Regatr noice 15 EQUIRED,
L Nar
Acpated e Amount § :":
Anuc\pateéNumbe:nHwards:“:]
Seected Federal Adresses *
o adessesbave i slcted Search Addresses
Program Office Name: 1
Selcted Federdl ontcts * StestAddress: [ | (=]
N s e e st City: ]
At State: Please select 3 _ |
Zip: 2
Selcted Misson Goals
Nomsin oz have been sfcted
= Search Results
Program ElementsFunding Priories * Nothing found to display, 3
o Program Esments Fundng s Avai
Competing Selected Addresses for this RFA
Fress Save eforeseecting the following k)
o Competiten Nothing found to display.

February 2014

Cancel

Save and Return to Main

FFO/FRN Routing Slip

Page
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As of April FY 2011 — FRNs are no longer required for any Grant Programs. Always click on 15t radio

button.

The Anticipated Award Amounts and Anticipated Number of Awards are not mandatory fields in Grants
Online but are important for Grants Planning purposes and they are data fields that are posted at

Grants.gov.



81

, ' 5 5
1 SoecttheRFA 2| Createvia 3
¢ Tab&the Creele links on RFA
m I.I RFAlink . Details
p Selectthe oofion o '
GRANTS I copy RFA from
0NL|NE ) i gxisting orcreate Add ¢ Mission Goal FFOFRN Routing Sl
outin
lanmy neiRFA RFA esses, Contacts, sion Goals Create Publcton FFORRN ing siip
BB Creator Program Elements/ Funding Priorifies,
VIBDrY Compettions

Add Program Element/Funding Priority

Selected Addresses *

No addresses have been selected. Label: D eg LA L 1) 1a

i Name: * [First Program Element/Funding Prorty

Selected Contacts * Note: Reports and screen listings will use the label if entered. Otherwise, the name wil be used.
No contacts have been selected. Description:

e Description of Program Element "A" goes here,

Selected Mission Goals™

No ission goals have been selected.

Program Elements/Funding Priorities *
o Program Elements/Funding Prorities Avalable

Competitions
Press Save before selecting the following ink(s)
No Competition
45 / 4000 Spell Check
o]
Program Element/Funding Priorities
mm_m
A First Program Element/Funding Priority  Description of Program Eleme Edit Delete
2 B Second Program Element/Funding Priority Description of Program Eleme Edit Delete
Add Ne!
February 2014 Page 8

Program Elements can be given custom labels. Applications that will later be associated with this RFA can
be linked to one (and only one) of the Program Elements defined at this step.

Before adding details for the Competition be sure to save the data entered thus far on the RFA.



4 5 6
1 Selectthe RFA 2 Createvia 3
. Tab &the Create linkson RFA
H . RrAlick Details | »

| Selectthe aptionto 1
II CopyRFA from

existing or create

newRFgA REA Addresses, Contacts, Mission Goals, CreatePublcat FORRN FFO/FRN Routing Slip
Creator Program _Elemenlsl Funding Priorites, Dibddl

Competitions

Competiion Name * {Sample Competitive RFA for FPO Training | Fiscal Year * 2009

Competition Type* ~ OGroup O Individual Qualification
Assigned Program Office™ GOT One NOAA Program Office (ONPO) ¥

Competition Manager * 'NOAA Student v

soe] o

Application Routing
No Program Officers are assigned to receive applications

aw [EdiF
view/eait

Conpettin e G A o e 201 Trnng S s | e fr* L.
ConpebtionType" Oroup Ol Qualficaton

&sﬂgnedpmgrammrmw Ong Conmerce Plomdihce (0@0]-"
Competion Manager* | Grants Student v
Seting O™ |-Seecta Selectng Oﬁcﬁ-;_

Jin izt

oigadrdfodirtscmpain [ |
Required Federal Funding [ s per Apcation :’:’
CostShare () e pplcation :":

Haticpated Competition Schedule

Peplcaten  DoeDale v T\me:DiPﬂt‘f Eatem
optin '_uue ate ¢ :ITWP:[]W ¥ eitem
nbpted Award ite : Days aftr gplcaton Due Date

Reven e Ty Ohgecy Standd Ofeleshp Qe

Application Package *
Package not found.
An application package has not been selected.

Minimum Requirements *
prioityRequirementhame |
1 Eligible Applicant

2 hpplication Received by Deadline

3 Application Meets Minimum Federal Funding
4 Application Meets Maximum Federal Funding
5 Application Meets Minmum Match

6 Application Meets Maximum Match

7 Complete Application

Special Award Conditions

No Special Award Conditions are associated with this competition,

{1[]

; . NOTE:
Review Events Review Events are required
No Review Events available, for the Competitive
- Process but can be done
View/Eqt outside of Grants Online..

m Save and Return to Main Cancel

February 2014
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The RFA name is repeated as the Competition name, make changes as
appropriate. Enter the Fiscal Year. (There can be competitions for more
than one fiscal year in a single RFA.) In most cases you will select Group
for Competition Type. (See explanation of Competition Types below.)

Group - All applications are due at the same time and evaluated against
each other.

Individual Qualification — Applications are typically due over the course of
a fiscal year and only need to meet or exceed an absolute standard to be
funded.

Remember to Save often.

You now have a page to add additional details for this Competition. Fill in
the blue hoxes.

. Select “Internal Reviewer” for the Selecting Official.

. Under “Anticipated Competition Schedule” the Application Due date can
be set as a hard date or a “relative” date based on the actual publication
date. This is usually set based on how close the application due date is to
the anticipated posting date to Grants.gov.

. Select View Anticipated Competition Schedule to see the system
calculated dates.

NOTE: The user who receives a routed application becomes the
“Assigned Program Officer” on that application and will get the tasks to
“Conduct Negotiations” as well as the three Award File tasks for the PO
Checklist, Procurement Request, and NEPA Document. If the user who
receives a routed application is NOT a Certified FPO, the application will
have to be reassigned to a Certified FPO for PO Checklist certification.

Click the “Save” button at the bottom of the screen before moving on to
the next sections.

February 2014 Page
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4 § b
1 SekctneRFA 2 | Createvia 3
) Tab &the Create inkson RFA
m . RFAlink Detalls
GRANTS/2\ I Selecthe ophon 1
@ copy RFA from
ONLINE \&/ s oxistng o ereate B il it A
resses, Contacts, Mission Goals, . outing Slip
TiAnt new RFA RFA S| CreatePublication  FFOFRN
Ve Creator Program Elements! Funding Prioites,
I Compettions
Independent Individual Merit Review
ReviewEvent Name:" ‘Sav':w Evert 1 - Ment Review
[ ] Sample Individual
RevienDone By € Reviens assigned and completed using Grants Orline. Merit ReView Evel‘lt
@ Reviews assigned and completed outside of Grants Online. . -
details page using
Scared Criteriz:” ( Applications will not be scored “POintS 2
(" Quantitative - Percent
( Quantitative - Points
( Qualtative
S\.'nmi.*,-i:ore (‘N.‘;‘ l["ar' Medr‘
Determination:
Not Scored Critetiar™ (1 ygg p8
Eenus Points:* Cyes
Anticipated Review 04/29/2011 Antici mtac‘le view 04/29/2011
Start Date:* - End Date:
Points Scoring Criteria
Reviewer Reviewer |Minimum  [Maximum Action
Comments  [Score Score Score
Technical/Scientific Ment Required Required 0.0 400
Impartance/Relevance and Applicability of ~ Required Required 0.0 200
Proposal to the Program Goals
Overall Qualification of Applicant Required Required 0.0 150
Project Costs Required Required 0.0 150
Qutreach and Education Required Required 0.0 10.0
5o

February 2014 Page 11

This is the point at which you will need to know some basic information regarding your Review Event(s).
These details should reflect the information that is posted in the FFO regarding evaluation criteria and, for
the most part, should not be changed after the FFO has been posted. The Review Event start and end
dates can be modified as needed.

When you select “Save and Return to Main” you will go to the launch page for this new Review Event (not
back to the Competition Details page where you came from.)



4 5 ]
1 SelectiheRFA 2 Createvia 3
. Tab&the Create inks on RFA
“ RFAlink Details

III Selectthe opton to

II copy RFA from

" existing or create Add Contacts Mission Gosl FFOFRN Routing S

et REA - resses, Contacts, Mission Goals, - FFORRN outing Sip
Creator Program .EIemenlsfFunding Priories, s rt
Competions

Competition

I 2109731
Status:

Action:

Please select an action v

February 2014

Your Comments:
Spell Check
Workflow Analysis RFA
The following needs to be completed before applications can be selected
competiton: I 2199641
- The RFA must be published. Status:
- Revigwer Instructions must be reviewed by FALD, .
- There must be appications that have passed mnimum requiements,
Action: Please select an action Ul suonit |
Please select an action
W Create the Federal Funding Opportunity
Your Comments: Vi FFA Detaks |
11 Attachments:

Page 12
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From the Review Event Launch Page navigate back to the Competition to check it out for completeness,
then navigate to the RFA to begin creation of the FFO.
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GRANTS /%)
ONLINE

TRADE

BB

1 SeecttheRFA 2 Createvia 3
. Tab &the Create inks.on RFA
M RFAlink Details
Ilhe\eclihe option fo i
|
existing or create -
new RFA oA Addresses, Contacts, Mission Goals,
Creator Program FIementleunding Piorites,
Competiions

Create Publication

h 4

J

FFO/FRN Routing Slip

=

FFO/FRN

|/ Mssthal-Bandbanestre ) [ s nie |0 \D
| € 5 € & s gantoretanng oiages v etk
| ©F Vahoo! el @1 Yatwol Meps @1 Yehoa! ] Inportd FromE & NOW - Neton Ccea..

February 2014

Federal Funding Opportunity

Pleiase cick on this icon to view the audit trail on this FFO: ﬁ
Please read the appropriate quidance documents before filing out the fields below.
Reaulatory Information Number (RIN

~Executive Summary

Fegeral dgency Name |Granks Online Training (GOT), National Oceanic and Atmosgher
Funding Opp! nrtU_EI'uEn B - Comp RFA Pre-Class Test

fnnouncement Type Initial
FFQ Number NOAAGOT-OCPO-2013-2003306
Catalog of Federal 11,999, Grants Online Training Program
Domestic Assistance

CFOA) Number
Dates v

~Full Text of

1. Funding Opportunity Description
A P T

Erogram Onjedives

B, Progeam Priorities emply)

C. Program Aythority (empdy)
11. Award Information

A Fun

B D

. ProjectAward Perind (empty)

ty (empty)

C. Type of Funding Instoument (empiy)

111._Flinihility Infarmatinn

C [ www Corporateservices noaagovr2nfso
O Yahoo! Bl ! Yohoo! Maps @ Vehoo! [ Inparted FromIE (] Otherbockm,

Grants Online
dng Oportmiy
and
Federal Register Notice
Document Creation Assistance

Last Updute: 037122011

Every competitive announcement MUST have a Federal Funding
Opportunity (FFO). The FFO will be avatlable on Grants.gov along
vath the application package. It wil be the prunary reference
documnent for applicants. A grant programs must confume to
develop FFO announcenents, which incorporate all substantive
arant provisions, such as applcation requirenients, evaluation
criteria and selection procedures, and o make it avaable on
Grants.gov. The Financial Assistance law Division (FALD) wil
forward to the Office of the Assistant General Counsel for
Legislation and Regulation (L&R), those FFO announcements it
funding that exceeds $100 milion and annowncements for new
arant prograns, so that LER may coordimate the review and
dlearance of those annowncements with the Office of Management
and Budget (OMB).

edera

The change i policy does not supersede auy statufory or
regulatory requirements to publish a Notioe of Funding Avalability
or other stutlar notice, i the Federal Regster. Agencies must still

e

publish such notices if required to do so by any law or regulation.

Page 13
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Data previously entered in other parts of the RFA will not carry over to
these fields in order to force the user to format the paragraphs correctly for
publication. For the same reason, if the “Create New from Existing” option
wats used to create this RFA, the publications fields will still be blanked
out.

No formatting (bold, italics, underline, etc.) is available at this time for
FFOs due to the historical link to a corresponding Federal Register Notice.

To have both windows open on one screen right click on the “guidance
documents” link and open in a new window. Resize the windows so you
can have the FFO screen and guidance screen side-by-side. Use the
samples from theguidance document to quickly fill in the links for the
FFO. You will need to customize the sample for your own Opportunity
notice. You can use the “Preceding” and “Subsequent” links to move
through the guidance pages.

Note: When creating a new RFA from an existing one, you could open a
second window with a plain text version of the old FFO and copy and paste
the data into the new RFA one field at a time, making appropriate changes
as you go along.

For any place where you have a “soft” date based on the publication date
of the Federal Register Notice you should use the phrase <INSERT DATE
45 DAYS AFTER PUBLICATION> (or the appropriate number of days based
on your RFA).

NMFS NOTE:

NMFS requires a funding statement under Funding Availability that states:
"Actual funding availability for this program is contingent upon Fiscal Year
20XX Congressional appropriations”

Do not indent the first paragraph of any section. The system will do that
for you. Subsequent paragraphs in the FFO for any one section should be
indented.

Notice that as you enter data into the various sections of the outline the
“(empty)” tag becomes a check mark. This is simply an indicator that you
have entered data into that section. You may still return to that section
and edit as needed. If all data is removed the “(empty)” tag will be
displayed.

February 2014 Page 14
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v

\

Teb &the Create inks on RFA
)
& gxisting or creale
ONLINE \&/

RFAlrk Details >
fuinl RFA  rewRFA oA Addresses, Contacts, Mission Goals, FFOFRNRouting Slip

1 SelectheRFA 2 Createvia 3

V]
. Selectthe opnunﬁo »
GRANTS '@ copyRFA from
S cati FFOFRN

A Creator Program Elements/ Funding Priorities, eail B
WiBEA- i
IVIBDI Compettions

Routing Slip

Assigned Program Officer

The Assigned Program Officer must be on the routing slip. The Assigned Program Officer is set
on the RFA details page.

BssignedProgramOfficer Grants Student00

Optional Reviewer

An RFA can be sent for optional review. You may select one or more person(s) as optional
reviewers. If you select optional reviewers, please note that you will have to wait for ALL
optional reviews to come back before you can initiate application package posting.

Nothing found to display,
Add Optional Reviewer

Grants Specialist

The lead Grants Specialist assigned to the line office and CFDA number associated with this RFA
is listed below and will receive a task to review this document. The Grants Management Division
has the ability to reassign the task at their discretion.

GrantsSpecialist  NOAR Grants Specialist

Federal Assistance Law Division (FALD)

All members of FALD will receive a task to review this document. One FALD user will claim
ownership of the review task and all further FALD tasks for this document will be assigned to
that person.

Participant Name

FALD

RFA Publisher

AlIRFA Publishers will receive a task to review this document. One RFA Publisher will claim
ownership. This is the person who coordinates and posts the FFO on Grants.gov for competitive
announcements. This person also posts the application package at Grants.gov for competitive
and non-competitive announcements,

Participant Name!
RFAPublisher

= Start Workflow

February 2014 Page 15

The only customizable part of the FFO Routing slip is the section for Optional Reviewers. The Assigned
Program Officer is from the RFA details. The Grants Specialist is the current lead Grants Specialist in GMD for
your Line Office and CFDA number. When the FFO goes to FALD and to the RFA Publisher, all users with
those roles for your agency will receive a task. The first user to take an action on the task will then become the
owner and it will be cleared from the inboxes of the other users.



Applications and Review Event Overview (COMP-2) Jnary 2013

Version4.10
Receive applications

Applications submitted via Grants.gov

/
.
= GRANTS GOV*

1 \‘% » . 2 .
Grants.gov ’]‘I d 'é '% End
Start — 4 :

Review Minimurm Requirements Approve/Reject
Checklist (1 Per Application) Minimum Requirements

Assigned Program Officer

Input Paper Applications

\ | Checklst 1 Per Application
v :
L REA
NOAA
Review Reviewer Instructions
) Select Applications global option becomes
o . : » 3 3 End  ovalableaferReviw rstuctons worlows
“Review l!wwnr Instructions* 1 completed f there is po Review Event
document is available, but nota task.
B T - E 7 s 9 e
Assigned Program Officer e FALD | O
Reviewer Instructions Reviewer Instructions

Review Event Workflow

Only if Review Event Exists

*Review Events are optional in Grants Online.
*Review can be conducted using Grants Online functionality or outside of Grants Online

Q >® rﬁ ’ :@ End

1
1 Dependent upan completion of Reviewer For Competitie processing, Select Applications s 1
10 stanReviewEvent | ntcionswordowand approve/relect/ N gotaloption becomes avalbleaferReve (ioce Roview vent
Competition itk statusonalassccated sppleations, | COPELLiOn  Eventwerfow iscomplted f there sa Review
Manager  Glokal Otion Manager | Bvent | bl Option

Mvalablewthoutatask Available without a task

February 2014 Page 16

We will use the sample application in the training package for the data entry.

Note : Refer to Review Event Section at the end of the Training Material for more details



Applications submitted through

4
) Grants.gov
<
W GRANTS.GOV]
I l
1 2
Createvia Applicatin Tab Done Assmned Rewew'Mm. Req. Approve!ngctMm.
| l —A"  ProgamOfiicer  Checkist(1/App)  Req.Checkist
8 (1iApp)
NOAA InputPaper Applications
forRFA
Application Details - SF-424
T ﬁ
" Attachments:
-] Program Office Added Information
Proposal Msber: BTestiop1
Project Type: Qcenston ©hon-Construction
Prncipal Investigaters
Proect Deectors:
Keymord(s):
Agpicant Information
! reimym B ¥ eplhne® [ |
Department dame: | I
Divsio Hame: [ |
Application Submission Type and Date Information ouns ?:‘.gnb_s_. 1| EINNumber: [
Type of Submssion; @ aggication () 9ee-sppicaton O ChangedComected dppication b ! !
Type of dppication: @tien Ocontruation ORevision ORenewal OResubsission p—

IF Resigion, select appropriat letter(s): ~Select a Revision Type- i

ise ormat WM/ D0/ YPYY for date fieds.

P 03" OOUIL
SRl e somnn Rt Ot ” QORI e ” -m~ )

Project End Date: 'mﬁduli ‘Submitisd Dt

plonfer ] oo sttt | Jresen

February 2014

State: * Distct of Coumbia. v Pﬂmnn

Hame and fp P

Preb_ Fsthlame: UdeHame: _ Lastame S

fone v I I ] one

™ [ |

Ongancafon b | |

Povennter [ | Fartreer | ]

Enai [ |

Other Apgiication Information

Tipe of tppieant:* NongeoRt nith S01C3 IS Stahs (Other than Inshituten of igher Edcaben) .

Type of gphcantz:  Please Select Apglcant Type ¥

Type of applcants: Please Select Appicant Type. v
frest/Traning App 1 fr Release 4.06 Comp FFA

Destrptiee Tee of

Apgicart'sproject

Project dress:

CFD Nurber: * 11998 - Grants Oning Traning Program ¥

Page
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®

= To start, select the “Input Paper Applications” menu item under the
Applications tab. The data on the Application Details screen will already
be filled in if the application comes in from Grants.gov. However, if a
paper application is received by the Program Office the data must be
entered on this screen. Only the required fields marked with an asterisk
are required for the application processing to continue.

= The Application Details screen contains most of the fields found on an SF-
424, After entering required fields click “Save as Draft”. If you have
missed any required fields you will get an error message with guidance
regarding the missing fields.

* Be sure to include your student userid (GSTUDENTxx$) in the Project Title
for easier identification later in the process.

February 2014 Page 18




Applications submitted through
) Grants gov

—N
\L GRANTS.GOV]

)
. S — Assigned ReviewMin.Req.  Approve/RejectMin.
|=| Create via Applicatin Tab Done /'P rogranOficer  Checkist(/App)  Req,Chect
(1/App)

Input Paper Applications

for RFA
Naé of Federal Agency: AR J
sopcantCoepressiona Distt | Frat Congressona Distit |
s the 4ppicant Definquenton any Federal Debt? ()ves Qo
I gglicaion Sttt Reden by e reete e 2372 Prcess?
ob o124 P
(e Progeaenis atcoredbyE0. 12372

: 00

e e e - Edit Application Funding Details
e | I I  Move ¥

o | ﬁ
Proothantee | Fautusnter | | L

m Close

i ] Application Total Funding : 500000
Fiscal Year : i
‘Application Funding Details: * use format YYYY
Total Fning: Funding Start Date : * oA Funding End Date : * s
Ml fexr Az o (use format MM/DD/YYYY use format MM/DD/YYYY
Nothing found to display,
. Federal Funding : * 500,000.00 Program Income : l:|
gatbnteg [ ]
State Funding 1
Local Funding : |:]
QOther Funding : |:]
Total Funding : 500,000.00

Application Funding Details: *

Total Funding: * 500000

Multi Year Award:  No

011

Add New

Save and Start Workflow

10/01/2011 09/30/2015 $500,000.00 $0.00

Fiscal Yearltart Datelend Date [Federal_|AppicantitaelLocaOtherTotl FundingsProgram Incomelctio]Action

$0.00 50.00 $0.00 $500,000.00

50,00 Edt Delete

February 2014
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The “Total Funding” amount includes both Federal and matching amounts.
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Al v Open ¥ Apply Filter >>

30 items found, displaying all items.1
.

Checkiist

oject Title Task |Document{Task Id [Start Date |Completed|Appli
Status (Id Date Name
ini Vi o

Release 4.06 Comp RFA Started

licant

Applications submitted through s
) Grants.gov 3 g
ft " .9
= GRANTS.GOV] \
| ? I
& CreateviaApplication Tab Done {7 Assigned  Reviwhin.Req. | ApproveRejecthn.
|=| " _/ Program Officer ~ Checklist(1/App,) | Req.Checklit
(1iApp.
NOAA InputPaper Applications
forRFA
Your Tasks
Document Type Status

Propos:
INumbe;

LB.T,

05 In 2199526 1794572 01/25/2011 Institute

Appl
LB - T¢|

lew Assign Award  N/A 01/04/2011 Application Test App for 4.
Winimum Requirements Checklist
Minimum Requirement ™ [Comment
iremer
Is the applcant ebgble o apply for s (ves
Reabasedon tesppicant bl
Ohot Appicable
Was the appication submitted by the  (yes
deadine date and tme? O
0ot Appicable
o [
Does the applicabon request at least the () yes.
minimu Federal funding requred by the Oko
L b=
Ot dppicable
Does the apglication requestno more— ()yes
tan the maumn Fedeal inding.
required by the RFA? £
Ohot Agpicable
Does the non-Federal funding provide at () yes.
st the imun natch prcentageof |y,
the toral funding?
balbdy (ot Appicable

SPE e
Dozs the non-Federal funding provide at. ()yes
ronore tan the nasen match (),
ercentage of the total funding? 5
i : Ohiot Agplicable
Spell Check

Doss the applicabon contain alof the () ves
required forms? O

(hiot Applicable
Overal Comments
3
A 5 ust be answered before the application can be approved or refected for minimum)
requi
e sove et ] s

February 2014
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If the “No” radio button is selected on any of the items of a Minimum Requirements Checklist, a comment

93

should be entered in the associated comments box or in the General Comments box at the bottom. The user

will not be allowed to save the screen without a comment.



| I—-Q )

" Review Reviewer '
FPO- Certified boehlbrie FALD CIearR.ewewer
Instructions
(globaloption)
Sub Documents

S T N Y

Applications Report 2199731 Applications Report

avzeron oL E—
: : Reviewer Instructions
Reviewer Instructions 2199732 Rev
5 Atachnients;

Export options: Excel

[Short (Created Date Internal Use ~ |FALD ILogistical[Remove
Description Only Reviewed

TestFiie 1 02/01/201107:24:23 No
™

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

Logistical Reviewer Instructions
5 Attachments:

Short Description |Created Date lInternal Use  (FALD ILogistical[Remove|
(Only Reviewed

Tesk File 2- 02/01/2011 07:26:58 No Yes
Logistical P

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

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

February 2014 Page 21




* Before starting the Review Event, the Reviewer Instructions must be
reviewed by FALD. The FPO does not have a task to start the Reviewer
Instructions workflow. It is started by navigating to the Competition
launch page and clicking on the ID link for Reviewer Instructions under the
Sub Documents section.

* There are two sections to the Reviewer Instructions details page. Only the
top section is mandatory. An attachment must be added before workflow
can be started.

* The bottom section is not for FALD. The Logistical instructions are only
for the reviewers. This section is used mostly to provide instructions to
panel reviewers regarding the logistics involved with convening the panel
to review the proposals.

February 2014 Page
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L Only if ReviewEvent
Exists

§—0—1g—0—

S"E,z:'w Close Review
' Event

(Global Option~ Avaiablewihouta task} (Gobal Opion~Avalablvihotatis)

Dependentuponcompletionof Reviewer

Instructions workflowand SelectApplications gobel option becomes avaable
approveirjectivithirawstatus onall associated aterReview Event workBow s completedifthereis
applications. aRevie Evenl.

Independent Individual Merit Review

Id 2253410
Status:
Action: Please select anattion v

LOTIRTITENE Plaace calect 2n action

Spell Check

Save Comment

& 2253411
Status: ManageReviewEvent - Not Started

B

Action: Close Review Event

Your Comments: | Please select an action
Assign Applications To Review Event
Assign Reviewers To Apnlications

Close Review Event
View Review Event Details

View Review Event Summa

Save Comment
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= To start the Review Event there is no task in the Inbox, so the Competition
Manager will have to navigate to the Review Event Launch Page from the
Sub Documents section of the Competition Launch Page. There will be an
Action dropdown option to Start the Review Event. This option will only be
available if the Reviewer Instructions task has been completed by FALD.

= When the Review Event has been started by the Competition Manger a
“Manage Review Event” task goes to the Review Event Manager. The
Review Event functionality will be demonstrated during the Open Forum
session on Wednesday afternoon.

= NOTE : Refer to the Review Event Section at the end of the Training
Material for more details.

February 2014 Page 24
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Competitive Process (COMP-3) iy 220

Select Applications for Funding Overview ini
©
J <
 Applcato’opion N : .
remats aiable nhe | PP } b 5
Competiton Launch page. Competition Manager AR 3 RZmTMM 0::9\@;;:?::5:) Selecting Offical
Thisisalotaloption \ Aovlcatons
which s available even A
when the user does not o Recommended Optnls dependent upen
have a “Select Applcatons for funding compieon ofReviewe .
Applications” task. Each + Global option on Hetons v
Rplcatonwofow. Asa :
:v:ﬁbapﬂm ischosen compelition aunch page. depnden g corletionof Review Recommended
m‘““ﬂ' el Review Event workfow Ifone Applications
osts,
the entir selection
process must be
i ) g ]
ForwardtoCM Assign Award 9 o =
For Selection Patkage Number Recipient Assigned Program Officer ot ot

Number Assigament
o Generate Award Number
o Associate Applicant Org
o Associate Authorized Rep

1 B u 15 16 i 1 1

Compediton RevewScietion  SeectonPeckage — inateSORevew  ofoeing Officl  Intiate ALD Review pAD  Review Seection Package
Mangger  Poclage  (Addatacments)  OfSelction Package Ofelcton Packige NoLegal Ojection]
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In class the Select Applications Workflow will be demonstrated using the Instructor’'s RFA. Students will
have tasks at Steps 9-11 to assign award numbers to the applications. This step is functionally the same
as the “Conduct Negotiations” step of the Universal Application Processing workflow.
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0 9
I

AssignAward Number/Recipient

Assigned
Forwardto CMfor | _GENERATE AWARD NUMBER Proaram Officer
Selection Package 9
-ASSOCIATE APPLICANT ORG
-ASSOCIATE AUTHREP

View Assign Award  N/A 02/02/2011 Application  Test/Training App 1 for Not 2199712 1795321 icmr LB Test
Number/Recipient Release 4.06 Comp RFA Started App 1
iyt AT iR S M T T Tt —
Number/Recipient Pracess Maps Progress for App 1

Application Submission Type and Date Inf )

Type of Subnission: © appication () Pre-Appication ()Changed/Comected Application Step 1: Or g Lookup - Find
0 X e

Type of Application: ®New O Continuation ORevision ORenewal O Resubmission Organ"zaﬁon s record in

If Revision, select appropriate letter(s): -Select a Revision Type- A database or add if necessary

Use format MM /DD/YYYY for date fields.

PjecttatOste” [10/01/2011 PuedEndOale " DO/30/2015 | Submite ke | |
Stte Recelied Dale Fedsral gencyRecefied Dae:™ 02/01/2011 | Time:™ _PM ¥ Easkm
Applicant|denbfier: :] Stahelaplwcanamdemmer| Eacera\ldsmsr‘ |

Applicant Information

Legal Name: * ome }

Please Associate an Organization within Grants Online using the Org Lockup button

Department Name: ]

piiion Name: . Select Organization

Duns Number: * : Enter your search criteria to find the organization.
(9 or 13 digit number) Organization Name

addresscy [ ]
ouwshumber [ ]
enwmber [ ]

AddressState  |Please select a state K|

I

Search

2 items found, displaying all items.1
Or ID |[Name Ruroanfddress

g

b

aqe(ASAP |Active
Codelld

Select 2002469 Institute fo 123456789 12345 true
Communi 3
Managed 3shington,
Resources DC 20000 USA
(ICMR)
Select 2002490 Institute for  NTIA 123 Main 123456789 123456789 true
Community Street,
Managed Washington,
Resources DC 20001 USA
(ICMR)
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= The “Assign Award Number/Recipient” task is now with each Assigned

/ Program Officer.
GRANTS * Step 1 on this page is to link the application to a recipient organization
ONLINE \&/ record in the Grants Online database.
TRADE
VBB a. When searching for an organization in the Grants Online database use the

9-digit DUNS number alone for the initial search. Do not include the extra
DUNS+4 digits in the search field if they are on the application.

= Recipient — High Resolution Systems
* DUNS - 602201043

b. Itis important to select an organization for your Bureau. If the
organization that you would like to use is displayed in the search results but
is associated with a different Bureau, you will need to enter a new record for
your Bureau.

c. An additional identifier on the Organization Profile called the “Cage
Code*” may be returned in the search results. The Cage Code is a data field
from the System for Award Management (SAM). SAM has replaced the
Central Contractor Registry (CCR). Cage Codes are NOT displayed in Grants
Online for organizations that are set up for ASAP.

d. Only active records will be returned in the search results. If for some
reason an organization is marked as inactive in the Grants Online database it
will not show up in the search results even though it may be associated with
a current award or closed award. For example, when an organization
converts from non-ASAP to ASAP, the non-ASAP record will be made
inactive so that it cannot be selected for a new award. If there are any closed
awards for that organization before it coverts to ASAP, they will remain
associated with the non-ASAP record but the active ones will become
associated with the ASAP record.

e. You will be able to tell whether or not an organization is already set up in
ASAP by the presence of an ASAP ID in the search results.
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Add New Organization

Add Organization

*****DROVISIONAL ORGNIZATION*****

Description
Organization Type *  [-nok specified - h
Bureay * g

-not specfied -
Minonty Business Development Agency (MBDA)
International Trade Administration (ITA

Applicant Type

Organization Name *

i

[dentification

CAGE CODE: 1
CREWRATONDATE:[ ]

Duns Number
(9 digit number) :
EIN Number :

Na n (NTIA)
| DoC Office of the Secretary (00C-05) |
+H
(4 digit number)

(n-xxinenx)
- not specified -

MéI Code

Please press ‘Save” before you add attachments

Save and Return to Main

[

February 2014
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) = When adding a new organization you must now select your Bureau at the
top of the page. If you have the organization’s CAGE CODE it can be
GRANTS entered at the bottom of the page.
ONLINE \Y/

TRADE

NIBEH * A required checkbox has been added to the PO Checklist so you can
indicate if you have verified the EIN and DUNS number that the recipient
entered on the submitted application. (See Slide 20) There have
sometimes been typos in the EIN or DUNS number on the application
which have led to inaccuracies in the organization’s profile information as
well as contributing to the grant being linked to an incorrect vendor in the
CBS system. The ideal time to check this information is during the
“Conduct Negotiations” (Universal) or “Assign Award Number/Recipient”
(Competitive) step.
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GRANTS/X)
ONLINE \:@

TRADE

iBbf-

1 g
]
—Ofo
|
Conduct
Negotigtions

33 items found, displaying all items.1
View|Task Name  [Award Number |Task

Date

Completed

Applicant
Name

Proposa
Number

View Conduct N/A 02/05/2011 Application LB Universal2 RFA App Not 2199761 1795527 icmr LB Univ2
Negotiations Started App
\liow Nntifu Reriniente /A N2/NS/2N11 REA N/A In 21007AN 1708875 N2/nS/2n11 N/A N/A
Step 2: Authorized
Representative Lookup —
Soizelfeprsrttie Find Auth Rep in database
ooz v|
zed Representative Lookup
Application Funding Details: *
TetalFunding:*  [500,000.00
Mult Year ward: Mo
riscal vearSar atelendDote [ederal _{appcanSttelocolthelotal Fundingsfrogram Inconebpctioncton}
2000 10/01/2011 0Y/30/2015 $500,000.0080.00  $0.00 §0.00 $0.00 $500,000.00  $0.00 Bl Dokle S tep 3:
— Gen_erare or
associate award
Mote: The option to associate this appication with an eaisting anard i not avadable because a recipint organization i not yet associated with the apphcati number
February 2014 Page 31
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= We are currently working on a new award. However, it is very important
when working on continuation amendments to select the exact same
organization record that is on the original award. Right now the system
does not check to make sure they are the same. If a different organization
record is selected it will cause problems with the application processing
further along in workflow.

* When the Award number has been generated, click “Save and Return to
Main”, then select the option to “Forward to Competition Manager for
Selection Package”. After the last application has completed this step the
Competition Manager will receive the next task to Review the Selection
Package so it can be prepared for approval by the Selecting Official and
FALD.
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12 13 14
Competition  Review Secton  Selection Package

Manager Package  (Addattachments)

February 2014

o Generate Award Number
o Associate Applicant Org
o Associate Authorized Rep

¢ Competitive Process (COMP-3) hniry 22013
GRANTS/2) Select Applications for Funding Overview it
ONLINE

TRADE | ﬁ
VR | o | A 7 '
Applicatons”aption \ :
remains avaabe on the ; BN 3 : 5
Compatition Launch page. Competition Manager Secthpplcations. . R:NTWM For:;;i:m:l:zesn;ed Selecting Offcal
Thissaglobaloption pplications
whichisavailble even M
‘when the user does not s Recommended Opton s dependentupon
have “Select Apdlicatons for funding completin of Reveer “
Applications” task. Each + Global option on Hopkcation wordo 6
time this option is chosen competition launch page. dependent ww::mf Review Recommended
adaditoa by s
e Review Event ifone Applications
exts.
the entire selection
process must be
I 10 s -
Forward 1o CM s Avard s piate ward Accept Applcat
‘ o ) i pt Applications
For Selection Package Number Recigient Assigned Program Officer T o

15 16

Initate SO Review  selecting Offcal  Intate FALD Review
OfSelction Package

OfSeection Package

44—
17 18 »

D Review Selecion Pctage

No Legal Ojecton)
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= Steps 12-15

Y

GRANTS

* This is the point at which the Competition Manager would attach all of the

pertinent Selection Package documents (e.g. Reviews, Conflict of Interest
ONLINE \/ Forms, Rank Order of Applications, etc.) to the Selection Package and
send for final approval.

= |f the actual Selecting Official is not logging into Grants Online, a copy of
the Approving Document with the signature of the actual Selecting Official
should be scanned and included as an attachment on the Selection
Package.

= Steps 16-17

* This constitutes the Selecting Official’s approval of the Selection Package.

= Steps 18-19

= |f satisfied with the Package the FALD attorney will initiate Award File
workflow by choosing the “No Legal Objection” option. This will generate
another “Selection Package” task for the Competition Manager. At this
point the Competition Manager can, at their discretion, select additional
applications and send the Selection Package back through the approval
process.

« NOTE: If FALD has issues with the Selection Package, they may return it
to the Selecting Official ONE TIME with the action: “FALD Comment.” The
Selecting Official has a choice of following or not following any advice that
FALD presents, but must send the Selection Package back to FALD.
FALD can then review the actions taken by the Selecting Official, but after
that they will only be able to choose the “NoLegalObjection” workflow
option even if they have a legal objection.
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Start Award Processing Overview (COMP-4) ey 2201

ltieﬂendw:lfoICBSErms

Version 410
If needed, you can renegotiate the
* For NOAA and NTIA the NEPA process I required. For other bureaus the NEPA make any changes belore forwarding
process is not available. the Award File to GMD
(See separate “Renegotiation” Process
Mag).
“Review Award il Taskis placed
ik Graks Spciliss boxhen
FPO forwards Award File.
4 5 5 26
POCheckist  POChecdlist  CompletePO  Cetify PO AwardFle  Forward Award Fileto
(O nd T 0ok CheekList Checklist Grants Speclalist
- " N[EPA u:m Reviwaandurm ; i
Competion  SETAWIT gy NEPA O Seleced ~ Approve NEPA
Manger TS progr Ofcer NEPAOfficial
/
’ 4
’ \ .
Onge the PO /f | ’ i ‘
R / 1 jt) 13 . !15
onpetedand Procurement  Procurement  Complete and Request Authorizig 17
certified (Stepsd I R Requestor /
equest Request Forward Each Pmcur!men! Official Approve
ands) tesysen | Document Requesl
vl gerentethe |
“ForwardRevise | 5 Oplion o stabsh aditonal PR Nighty
RwardFi"tad, | | NOTE1: 9 19 Fvokes 2 manil reviewers between the Requedter Vendor Validation Failure Upload to
wicidlowste || dedogitbe(Ruebdtn  wdwhugebel FommmmT ot
aganficerto | A ——
forward the | lSB
Award Filetothe | O»onal
Grants | Rxm Prowrmntﬂequm
inGMD. .
I Automated Task
|
|
|

e

1 i 2 3 m %
Data Quality Validstor mqu vmmw Initiate Get  Vendor Data Control Accept Vendor Info/ System  LinkVendor with
Profie CCR) Vendornfo Request New Vendor Adin Org Profle
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) = Steps 1a-1b
GRANTS
ON”NE &/ * To move forward with application processing, the Competition Manager
TARE would select the option to “Start Award Processing” from the “Review
WIBDA Selection Package” task. Once an award is checked, when the “Save”

button is clicked the system will immediately generate an Award File with a
PO Checklist, a NEPA document, and a Procurement Request. These
documents will be in the Inbox of the Assigned Program Officer who has
been working on the application. The Competition Manager can return to
this task and start the award processing as needed for each individual
selected application. The “Review Selection Package” task will remain in
the Competition Manager’s inbox until the “Terminate Selection Package
Processing” option is selected.
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Award File In Progress - NA12G0T9990022

Id: 7245442

Statust

Action: Please select an adion |
Your (omments:

Spell theck

1 Attachments:

Pending Actions X

§ ftems found, diplaying al dems. |

|Start Date Federal Funding|

3
PO Checklist
NOAA and NTIA
1
NEPA
Start
1 Aw:ud \ 12
Assignes  Process Procutement
Program oo Request
Officer /
Y
To Provisional
Organization
Workflow
Your Tasks
Document Type Status
N F mo

32 items found, displaying al items.1
w{Task Name

Document ed|Applicant

name

izt Procurement
Request and
Commitment of
Funds

%9722 179542
Requast and Release 4,06 Comp FFA Started for

NA11GOT3990030 02/02/2011 Procurement Test Training App 1 for Not Institute LB Test]

I3
Commitment
of Funds

Community
Managed
Resturces

(iowR)

Institute LB Test
for Apl
Community
Managed
Resturces

(1cvg)

Institute LB Test
for Apl
Conmunity
Managed
Resources

(ICHR)

i1 NEPA Document NALIGOTS990030 02/02/2011 KEPA
(NEPA -
NOAA, NTIA
Only)

Jicii Complete PO NAT1GOT3990039 02/02/2011 PO Checkist Test/Training App 1 for Not
Checkist Release 4,06 Comp fFA Started

Tesk/Traning App 1 for In
Release 4,06 Comp RFA Progress

2198724 1795341 02/02/2011

2109723 1795340

LRI e e L i

Number/Recipient Process Maps Progress

Nok Started

PO Checklist 2245444 05/22f2012 45,0000 2012 Complete PO Chadhlist: Not Started
NERA 2245446 05/22/201245,000.00 2012 NEPADocument: Not Staed

oo Q52202012 2000 £E
Organization Profle 2245445 05/22/2012 45,000,600 012 ‘Validate Organization Profile: Nok Started
Organization Profile U545 00 2012 Validate Organization Profile: Nok Started

February 2014
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* In the Competitive application process, the Provisional Organization

L/ workflow is initiated at the same time as the PO Checklist, NEPA, and

Procurement Request when the FPO selects “Start Award Processing”.

GRANTS However, just like with the Universal Process, the Organization Profile task

ONLINE \&/ for the Provisional Organization Workflow is not in the FPOs inbox. Rather

pusing it is created in the inbox of a new Grants Online user called the Data
BB Quality Validator. The FPO can monitor the progress of the Organization

Profile by checking under “Pending Actions” on the Award File launch
page.

= Until the Provisional Organization workflow is completed, the FPO will not
have an option to Certify the PO Checklist and the Budget Officer will not
have an option to Approve the Procurement Request.

* You now have 3 new tasks in your Inbox. (If not, refresh your task box.) An
Award File has also been created in the database. These three tasks will
each move along three separate workflow paths but will all end up as a
part of the same Award File in the Grants Specialists’ Inbox. They do not
have to be completed in any particular order; however, the Grants
Specialist will often return an “incomplete” Award File back to the FPO
because they cannot complete their work until all three documents are
complete in the Award File. Therefore, you should periodically check
Workflow History to make sure the Procurement Request and NEPA have
completed their approval process before forwarding the Award File to the
Grants Specialists. (The task with the option to forward the Award File to
the Grants Specialist appears after you complete the PO Checklist.)

* For the steps to complete the NEPA, PO Checklist, and Procurement
Request refer to the Universal Processing section starting with page 17.
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Grants Management Division Process

ASAP Only

i ‘ 14
bt]

February 2014

Page

10 9
lZ 8
18 Record Granis i 85 1/2nd » 3
17 ASAP Offcer Approval ~ Grants cf;:wzd W:V'ﬁf Iﬂllﬂlehfﬁrd Rem:sl Grants Offcer
AR putriaton Offcer S inetace Oblgation €O
Authorizer
AUTOMATED TASK
END
Real Time Upload to
WebDocFlow ASAP Only
"AUTOMATED TASK
(If NOAA , Grants > 100,000 only and If Other Bureau, all Grants) (based on Data
Warchouse Recards, not
(IFNOAA, Grants > $500,000 Only CBS Interface)
and
1 Other Bureau,all Grants) z
0
— % Asap 1
Hace Certification ;
B % Office o leapimhlh?ril!d
T bty O e
(oL4) Avard g o MardFle

39

GMD Review, Obligation, Approval and Award Offer (GMD-1) ~ toenters 0z
Version4.11
“Review Award File” Task s placed nto Grants
Specialast's Inbox when FPO forwards Award Fie. Done
Ataskako goes to Publi Afars o attach Press 7 \
Release. {Canceled if no action taken as 0f GO g /meu?mm; A
Lamendn 3 Workfow 0
Complete GMD GMD Checkist
Checklist
1 Done § 7
i Award Flle Final State
Grants Specialist O Chekls JEFA, G:::.:?é#;
Nighty Upload to CBS DWfor ARRA 4 § Procurement Request,
File generation for FAADS/USASpending Complete  (p.4syasi GMO Documents
CD-450/451
@ ard s caoot ey Grans
Offerftherels 2




= Once the Award File has been forwarded to the Grants Management

¥ Division (GMD) there are several additional steps that take place before
the award offer actually gets to the recipient. GMD has 60 days to
GRANTS complete their review and approval process. The GMD workflow steps for
ONLINE \&/ processing a Competitive application package are exactly the same as for
TRADE the Universal application package; however, the actual GMD review and
WRBA- approval process is not the same.

= |f funds have been removed from the ASAP accounts used on the
Procurement Request after the award file was sent to GMD, the Grants
Officer will not be able to approve the award and will return it to the
Program Office to remedy the situation.

= [f the recipient organization record attached to the application is not
marked as ASAP, the ASAP steps on this workflow will be skipped and the
recipient will have to use an Organization Profile Change Request to
initiate their ASAP enroliment after the award has been accepted. This
process must still take place even if a “Non-ASAP” organization was
accidently associated with the application instead of the ASAP record for
that organization.

= Please note that for Non-NOAA Bureaus using Grants Online, all awards
are routed to Web DocFlow for OLIA clearance regardless of the award
amount.
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Federal Program Officer Training Agenda

Day 3 - AM

Session 4: Post Award Actions
8:00am —12:30pm

Topic

Duration

Introduction and Agenda

8:00 — 8:15 (15 min)

Online Demonstration/Process Maps with Hands-On
Participation — Recipient Award Acceptance (EAR)

8:15 — 8:45 (30 min)

Online Demonstration/Process Maps with Hands-On
Participation — AAR, PPR, FFR

8:45—10:00 (1 hr 15
min with 1 break)

Online Demonstration/Process Maps with Hands-On
Participation — Partial Funding
Process Map/Screen Shot Review of Additional Processes:
- Reduce Funding
- De-obligate Declined Amendment
- Correct Access Lines on Approved Award
- Correct Award Dates (Administrative Amendment)
- Organization Profile Change Request

10:00 — 12:15 (2 hr 15
min with 1 break)

Additional Resources and Training
Questions and Comments
Evaluations

12:15 — 12:30 (15 min)

Obijectives — By the end of this class students should:

Understand the Recipient Award Acceptance Process
Understand the use of an Award Action Request
Be able to review an Award Action Request

Be able to review, route (if needed), and accept a Performance Progress Report

Be able to find and view a Financial Report
Understand the use of a Partial Funding Action

Be able to initiate and route a Partial Funding Action
Be aware of additional Post Award Functions

Know where to find help when needed

Training Materials:

arwnE

Agenda and Objectives

Process Maps — AAR Workflow

Process Map — Progress and Financial Reports
Student Screen Shots — Post Award Processes
Course Evaluation
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Award: Electronic Recipient acceptance Overview (ERA) April, 2013

Version 4.10
Y

GRANTS/X)
ONLINE ‘

TRADE
: |‘| °
WIBDA > » | 4
Start L I||
3 4 5 3
Grants Officer  Apgrove award File ﬁ:;':;« approve €85 2nd Approver approve
r
ASAP Recipients Only
[}
f
|
- g 13 4
e ASAP Finance ASAP 15
hoprover  Authorization Offce eorkation Recipient Authorized
Represqntative

END Q‘ 6-
19 18

17 16
Macn:“ﬁ;\rﬂ Manage Award Users RecigientSystem  ACCept Award
Admin

Note: Recipient Training Page link:

http://www.corporateservices.noaa.gov/grantsonline/gol_training_GRANTEE.htm

Page
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7

GRANTS XY
ONLINE (&)

VIBBA-

Grants Online Process Maps
& Screen Shot

Award Action Request (AAR)

February 2014
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CRANTS 2 Award Action Request Workflow (AAR-1) iy 10,203
ONLINE\E) .

TRADE

)
Wb
1 2 3 1 5 ¢
AR Initiator Search for Awards Access Grants File page Select Type of AR Initiator 2 §
via The Awards Tab And Select Award Action Award Action Request, Review Avard Acion Request
A Forward to Authorized
Request from the Enter required fields i
Action Dropdown Menu And Start Workflow ks
ARR 1~ Note 1: If AR turns info an Amendment then the workflow
will be the same except that the approval document will be an
Amendment,
> ) 3
>
7 8 9 10
Recipient Authorized Review Award Action Request Assigned Program Officer 1) Review Award Action Request
Representative Forward to Agency 1, Forward to Grants Specialist

o
End D< '4 61 ¢ ‘: 4
16 15 u 13 12 1

1) Review AAR or Amendment Grants Officer 1) Review Award Action Request Grants Speclalst

AARor Amendment  Recipient Authorized
toproaiNatficton  Repusenate 2 Apve MR acAmendnen Sl i b b
AR =Note 2 A hdbave tobeacceped by the

Reciplent Authorized Representatrve before becoming effective.

Page 2
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Y

GRANTS(2)
ONLINE

Award Action Request Index Page

* No Cost Extension - Pror Approval Requred No Cost Etension - Prior Approval Waved (Research Tems and Conditions)

Extension to Close Qut Reprogram or Rebudget
* Changg i Scope Equpment Purchase

* Transfer of Award Foreign Travel
Chanae in Prncipal Investiaator Project Drector Sole Source Confract

Change in Key Person Specified in the Application Absence of more than 3 months or 25% by project drector or PI

Satisfied Special Award Conditions Inclusion of cost that require prior approval based on cost principles

Transfer of funds alotted for trainng to other cateqones of * Sub award, transfer or contracting out of any work under the award if not descrbed in the
expenses approved appication
Pre-Award Cost * Temination for Convenience

Submit Additional Closeout Documents
Other

Note: FPO - Award Action Request Guidance link:

http://www.corporateservices.noaa.gov/grantsonline/Documents/AAR_Assistance/Re
cipient AAR_Help.htm

Page 3
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7

GRANTS ,f\.
ONLINE (&)

VIBBA-

Grants Online Process Maps
Overviews Only
Performance Progress Report (PPR)
&

Federal Financial Reports
(SF-425, SF-270)

February 2014
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Routing of Progress Report (PPR) ety 2, 2013

Version 4,10

"Step 8-l Auth Reps wil get the task to
Review Progress Report, Only one needs to
actonit to Forward to Agerxy,

Progress Reports created By “Submitting” PI

Return for Revisions

Start
1 2 n k’ - 4 5 6 ) 8 g
Principal Investigator  Search Awards o 4 g Principal Investigator  Review ForwardTo  Recipient RevieW  Foryardto Agency
[co, Search Reports "9"’“";:' ’,l‘p"""“" [CodReview  Progress  Autoried  AgthoriedRep  Progress
Authorized Representative “Z;“ﬁ" ::: ;:ra’:e Repot  Representative T Report *
2.) Add attachments and
start workflow
Return for Revisions
END - —---*—uﬁt——u"—*uﬁe- Lo
1 1 15 it} it} 1 1 10
Aoprove Progress. agigned program  Add Commentsand  Review Ogtional Approve Progress Review Assigned
Report Officer Returnto Progress  Reviewer ReportorSendFor  Progress  Program Offier
Program Officer  Report Optional Review Report

Page 2
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Routing of Federal Financial Reports (SF-425) Feruay 27,2013

Version4.10

Financial Reports created By “Submitting”Biz/Fin Rep 5ap AL Auth R il et e ko

Review Financial Report, Only one needs to
aton it 1o Forward to Agency.

Start
Business-Finance  Search Awards o Click on ID of appropriate  Forward To Recipient * Review Forward to Agency  Assigned Review Financial
Representative,  SeachReports  reportand gotodetalls  Authorized Authorized Finarial orRetumfor  Grants Report or return
Authorized Representative pagetofilloutform  Representative Representative Report Revisions Specialist for revisions

END <

-~

12 1

“ 10

o : g Forward to Finance
Accept Financial Review Finance ol
Report Or Return Financial Office muﬁnl::r;:: eport)
for Revs R |
for Revsions eport Return fot Revsions

Financial Reports created By “Submitting”Biz/Fin Rep

Page 3
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Routing of Federal Financial Reports (FR-2) February 27, 2013
Version 410
(SF-270)
NOTE: System should prevent N
Auth Rep from subritting SF-270 5 s
1 NOAA CBS and ASAP and NOT
ok o o
Also System should prevent if
ST CBS AND ASk? - 8
START Assgned Accept SF210
by *Submiting’ 8iz/Fin R Grants
i be forwarded directly to the Agency Specialist
Non-
r\/ .
(Asynch
Finance Office/ from
1 2 3 4 5 [ o
BusinessFinance  SearchAwards  Clickon 10 Forward To Authorized  geiciony Forward to Agency €8 Interface
Representative, of appropriate report Representative. 4 ibcired
Authorized Representative and goto detals page Representative
to fill out form
10
Unapproved
Voucher
High Risk ASAP Only (Need ASAP Authorization Amount) Recordedfanmeh]
SF20-A50P Notcaion @

Unapproved.Controlled by (85

1l
A ﬁ Dupends s 5 OPORY s fc

: r\/ i Detault table f Approved dateis
ullteps 11 and 12 are
- 16 n manual.Otherwise; il be closed
K if by Grants Online,
Postas Unkpgeoved Finance Ofice ASAP GBI e Foance
(Controlled by CBS Defaut Tables) Representative 2

Review $7-270/5end
END Funds to Recipient

END
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V

GRANTS /X
ONLINE 0.

VIBD+

Grants Online Training
Post Award Processes
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v

(GRANTS/ ¥
ONLINE

TRADE

BB

FPO sefecting
“Partly
Fund this
Award”
glotalogton

2
Initiate Partial
Funding Memo

x5 1%

Request  Request

1. Nighty Upoad to CBS DW for ARRA
1.Filegeneration for FAADS/USASpending

! Procwement Frocurement  Complete and

R 28m { Jmne  Request  Aoprove |
equestor  pop / Redu {
Forward Each = Authorizing !
Document. Official 1

3
Parial Funding Mermo

4
6
Forward Awrd Flleto Grants 5 )
i : Review CD-451
ecialst Grants Specialist g
2 Forward to Grants Officer

WebDocFlow-Grants

2 1 i e ot e B
Optional Approve
Reviewer Procurement Request

Valdaion |

I @ !

NOTE 1: A valdate button will be made avallable to GMD. Any timethe
“Valdate" button is pressed, ther il be  call tothe CBS interface for
Vendor Chick, ACCS Check, and Funds Check. (Warning) We should display

Failure

> $100,000 Only
Real Time
W/ Uploadto ¢ B n 1 9 s
| Grants 0B p"  CBS1st/and i} Rarieh.
O s it Aapove] Wiatedad gy e Cficr
: (based on ASAP €8S hnterface Obligation
. Approval Flags) AUTOMATED TASK
b NOTE 2 Forron-NOAA, When step 12scomplted, send emallotficatonto ST AP
i ASAP Only:, I
5 ‘
15 Cear | *AUTOMATED TASK
Bureat QA AwardFle | o basedonData Accept END
oy ‘ : Warehouse Retords, nat
3 3 4 4 08 nteface)
" : Decle  cp451-De oo roces
F e Deded v Sie)
ST 1 2
154 Oear  {| ASIKP AP & 1 154 @ u
Depatment AwardFle Authorization MaNCE - hest o ; Aocept/
o U | Autorer ofice CICON - RecpentAuthorzed r
BRI | ] Representative

February 2014
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GRANTS :

FPO - Partial Funding Steps 1 and 2
ONLINE

TRADE

iBEf-

Search Awards

Avard Number:  jpaloget | T .
Recipent Name: | \ Grants File - NAO9GOT4990038

Project Title: | ‘

Award Status:  Open ¥ M 2139154

Status: Accepted
mtstine |
= Action: Please select an action v

Please select an action

Please use the above fields to narrow down your search, Yok Coriirients: Partially Fund this Award
Searches are not case-sensitive. Fields can be partially completed to get all matching result " IView Ar_cOunﬁng Details

View/Manage Award-related Personnel

Search Results

26 items found, displaying allitems. 1

OrgID [Recipient Name  |Project Title Award  |Pril Spell Check
Status Inv
Din

NAOSGOT4390038 2001932 Institute for TEST RECORD - Grants Accepted  Non
Culturally Managed  Online Training
Resources (ICMR)  Application0S
01932 Institute for TEST RECORD - Grants Accepted  None Designated
Culturally Managed  Online Training
Resources (ICMR)  Application07
NAOIGOT4990008 2001932 Institute for TEST RECORD - Grants Accepted  None Designated
Culturally Managed ~ Online Training
Resources (ICMR)  Application

49001077 Tnekihba far TEST RECNRN - Cronte Arcanted  Nana Nacianated

1. From the Award Tab, search for the Award to be used for
Partial Funding.

2. From the Grants File Launch Page select “Partially Fund this
Award” in the Action dropdown list, then click “Submit”.

February 2014 Page 3
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FPO - Partial Funding Steps 3 and 4

GRANTS( ¥
ONLINE

1
| A5

Partial Funding -- NA09GOT4990038

Memo *

Approved Plan and Prior Obligations

Application | Project Title
|

[ra%eq 2139113 TEST RECORD - Grants Online Training Application05

. Approved Plan and Prior 0b|igati§ns

Selected Application
None 8 Application | Project Title
1]
sﬂm 139113 TEST RECORD - Grants Online Training Application05
Planned Year  [Approved Fed  |Obligated Approved Non-Fed|Assigned Non-Fed
Share Share iShare
2009 §125,000.00 $125,000.00 50.00 $0.00
2010 §125,000.00 $0.00 $0.00 $0.00
011 §250,000.00 $0.00 50.00 $0.00

3. Click on the “plus (+)” beside the Action box to get details for the
appropriate application for the Partial Funding. (All applications associated
with the award will be available, but Partial Funding can be done on only ONE
application at a time.)

4. Click the “Select” button to chose the desired application.

February 2014 Page 4
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(GRANTS/X\
ONLINE '

TRADE

iBEf-

FPO - Partial Funding Step 5

Organization Name: Resources (ICWR)

§F-425 Frequency:

Institute for Culturally Managed

Electronic Recipient: Yes

ASAP Recipient:

uix. LN

Semi-Annual Cash Flow with [ L T e e s

Frequenc|
4/1/200¢

| reportis |

(after 3/31/2009) Report = E’ mm]"@ 4l -
P Report F : Semi-Annuall
rogress Report Frequency mi-Annually B e e
Final Reports Due On: 12/29/2012 o | —— %
Project Tie: TEST RECORD - Grats o & | @Patafoigaigme || i~ )
;:::zitlzargnvestigators-Projecl None Designated A
Grants Online
. ’ )
Partial Funding - NAOYGOT4990038 Partial Funding Guidance
Partial Funding Memo
Memo * Guidance
Enter appropriate memo language here. See guidance. The Partel Funding Memo is used to explain the sate of
funding for the approved Apphcation. A clear and precise
explanation of what is happenmg in this Partial Funding vl
greatly assist GMD persomel in processing the acion.
Tupicaly, Partial Funding actions are wsed to find the out-
vears of mult-vear awards, with a single applicaion being
submatted for the awards dwation. However, some awards
wil have nlfiple mult-vear apolications associated with
e them. Other awards are single-vear awards for which the
: fully approved amount was not provided in the initial award
Every situation requres an explanation.
v

ot  Tstedskes

Hiom v

February 2014

5. Enter appropriate language into the Memo box. (See last slide for sample
language which is also available from the “Guidance” link.)

Page
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(GRANTS/X\
ONLINE

FPO - Partial Funding Steps 6 and 7

TRADE

iBEf-

Partial Funding -- NAD9GOT4990038

Memo®  Guidance

Enter appropnzte mems language here, See guidance,

Windows Internet Explorer

) WARNING: Relase of Funds and Procurement Request workfon tasks vl be placed i your inbox,
\-\/ ire you sure you wish to proceed?

|

Selected Application

pplication ppmvzd Fed (Remaining  [PendingFed [Fed Add Amount  [Approved  [Remaining ending  Non-Fed Amount Project Title
jio FedShare |Share Non Fed Non- Fed Share lkm Fed

2139113 $500,00000 $375,00000 532500000 5 TESTRECORD - Grants
Online Training
Application05

Note: Feceral Acd Amaunt plus Pending Federal Share plus the sum of all sror obligations may be up to 5% greater than the Approved Feckral Share. I exceading the Agproved Fedend!
Share, enter a memo exglaining the reason for the adéitional funds.

Note: Only ane applicazion may be funded per Fartial Funding action

ve | swistalior—{ o

6. Enter amount of Partial Funding into the “Fed Add Amount” box and
appropriate Non-Fed Amount if applicable.

7. Click “Save and Start Workflow.” Click “OK” on the warning message
alerting you that a Procurement Request is being put into your task box. You
will be returned to the launch page of the new Award File.

February 2014

Page 6
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(GRANTS /)
ONLINE

TRADE

BB

Y

FPO - Partial Funding Step 8

Your Tasks

Document Type Status

Al v‘ ‘Open v\ Apply Filter >>

34 items found, displaying all items,1
View|Task Id |[Award Number |Task Name

Applicant Name Document Type

View 1380605 NA09GOT4990038 Procurement Request and Institute for Culturally Managed Procurement Request and
Commitment of Funds Started  Resources (ICMR) Commitment of Funds

View 1380604 NAD9GOT4990038 Review Release of Funds Not Institute for Culturally Managed Award File

Started  Resources (ICMR)

8. Navigate to the “Inbox” “Task” screen. There should be two new tasks: (1)
Procurement Request and Commitment of Funds and (2) Review Release of
Funds. (The Procurement Request should be completed and sent through
workflow. The process works just like a new award and will not be repeated
here.) Click on “View” for Review Release of Funds.

February 2014 Page
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GRANTS /) FPO - Partial Funding Step 9
YN
ONLINE

% :\;ﬁsﬁ Award File In Progress - NAO9GOT4990038

2147992

Status: FrogramOficerdctions - Not Startad

Action: Fonward to Grants Specialist for Review v
Please select 2n action
Your Comments; |E<it Special Award Conditions
|Forward to FALD for Review
Reassign Avard Flle
Vi Amencment Datails
Vign FAIS Shest
Vign Reporting Fréquencies
View/Edit Partial Funcing Document

NOTE: Be sure
Procurement Request has

been approved before
forwarding the Award File to
the Grants Specialist. (Red

) “X” should change to a

U ddneris green check mark.)

Pending Actions X

Oneitemfoundd

[Start Date Federal Last Action L
Funding Date
Procurement Request and Commitmentof  214795:04/24/200¢ 2005 ProcurementRequestand Commitmentof Funds: Not NORA Student
Funds Startec

9. In most cases, after the Procurement Request has been approved, you can
simply select “Forward to Grants Specialist for Review” and add a workflow
comment. Do not make any edits to the “Amendment Details”; they will be
done by the Grants Specialist. If changes to the Partial Funding Memo or
Funding Amounts are needed select “View/Edit Partial Funding Document”.

NOTE: If changes are being made to the Federal Funding Amount, the
Procurement Request task must also be in your Inbox. Make sure the same
changes are made on both documents.

February 2014
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GRANTS

ONUNENY . (STANDARD) This release of funds of $____is for year _ of a
e year multi-year award. All required Progress and Financial

Sample Language for Partial Funding Memo

WBBA- reports have been submitted and accepted.

* (EXAMPLE 2) This release... Dueto________, total funding for
this award period is not available; additional funds will be
provided at a later date. All required Progress...

* (EXAMPLE 3) This release... Dueto | total funding for
this award period is not available in fhis FY. “Additional funds
will be provided in FY__. Itis our intent to provide total funding
for this award. All required Progress...

* (EXAMPLE 4*) This release... Dueto | additional funds

will not be provided and this award will be reduced by
All required Progress and Financial reports have been Submitted
and accepted.

*» (EXAMPLE 5) This release of funds is expected to be the final
release of funds in FY ___. The remainder of the project is
expected to be funded in FY___ through FY ___ assuming funds
are available. All required Progress...

* (EXAMPLE 6**) This release of funds of $____is for year __ of a
__ year multi-year application which was originally funded as
Amendment ____. All required Progress...

* NOTES:

« When no additional funds are fo be made available then the Program
Office needs to advise the Grants Officer so that an amendment can be
created informing the recipient that no additional funds will be provided
and that they have the option of continuing work with existing funds or
terminating the award.

« *If Federal Funding is being reduced, the match should be reduced
accordingly.

« **If the Partial Funding is on a continuation application instead of the
original award, note the appropriate amendment number in the Partial
Funding Memo.

February 2014 Page 9
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(GRANTS /)
ONLINE

Reduce Funding Workflow (PR-2)

TRADE

BB

10 Reduce ASAP Threshold

Authorizer

5 10

February 2014

: IitatePartial -~ partsl  Forward Award GT Review Gg Record
Ml \oochigion Decbigaion  Fleto S Pt 2 ol
Progrem Offcer \ pramo Merno Gants POt Deghiiation Officer
Specialist Forward to
Grants Officer
Processis.
initated by
i bes
:‘f"ﬂ Procurement
e
e
this Avard”
gobal
option from
Grants Fle.
il 25
bi] /
Precurement
Recues gmpleﬁ::: Requestor / A0 peniest Appre
tiall / RS/ puthoriing
Document: ; j,' Officl
NOTE: Coresponding Negative __—
Procurement Requests should be placed in &
Resigned F20 o END‘
T 28 :

May 22, 2012

Version 4x

Automated Task

| Frstaal il postwit
! negative amountand

¢ seoond cal il postwith
ze0.

1

Accept i &
o | Grants Officer
1. Nigatly Upload to
CBS D3 for ARRA
2. File generation for
A UShSpeig
‘ Interface creates 4 ‘
 Unapproved ASAP
| | Profleor De-
| | authorization |
] I 16 |
[ .
Authorier Authorization

Optere Hpprove 2 a oy
Reviewer P’::”“‘:"‘ Dechigele  CBSIstnd | @ﬁghn Fnace |
e ol el | popony o |

(85 Interface | Y i

Page
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The Reduction in Funding workflow follows a very similar process as the Partial

Funding Workflow and has the same “Look and Feel”.
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The Reduction in Funding memo
screen is also similar to a Partial
Funding action.

Grants File - NA12G0T9990023
GRANTS A Reduction in Funding Action is
0 | E initiated from the Grants File page I 2245484
NLINE \& similar to a Partial Funding action. \ Status: Acoepted
TRADE
WIBEA- Ation: [Plse seectan ation
T

I st

YourCgmments:_Please select an action

Save Comment

Reduce Funding -- NA126079990023

Memo*  Gudance
Reduction in Funding M
[The Grants Management Dirision has reviewed the subject award.

{This document serves as authorization to proceed with the de-
obligation process.

143/ 4000

Approved Plan and Prior Obligations

;-m 2245493 For Reduction in Funding Screen Shots
2012 $10,000.00 $10,000.00 $000

Selected Application

2245483 $10,000.00  $0.00 $0.00

: Application Project Title
Planned Year ~ |Approved Fed  |Obligated Approved Non-Fed|Assigned Non-Fed
Share Share Share

$0.00

nnnlltalmnnppmved Remaining  Pending Fed |Fed Deduct Amount [Approved Non- [Remaining Non- [Pending Non- [Non-Fed Amount ADPrnJectTﬂIe
Fed Share |Fed Share  [Share Fed Share  [Fed Share Fed Share

10000 $0.00 $0.00 $000

0 For Reduction in

Funding Streen

Shots

February 2014

Page
11

On the Reduce Funding Memo only the “Fed Deduct Amount” and “Non Fed
Amount” (also a deduction) are available for data entry of funding amounts. The
word “Deduct” will be added to the Non Fed Amount label to avoid confusion.
Even though positive numbers should be entered into these fields the amounts will

be deducted from the award.
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GRANTS
ONLINE \&/
TRADE V4 LGN 1UUI1U) UIPIaYIY G ILGHID &
WERL ViewlAward Number [Task Task Id [Task Name Task  [Document Type Document|Start Date (Approved [Total Applicant
Wi Received Status Id Federal  [Federal  [Name
Date [Funding  [Funding
View NAL260T9990023 05/22/2012 2534353 Procurement Request and — Not  Procurement Request 2245494 N/A $10,000.00 Environmental
Commitment of Funds Started and Commitment of Artion
Funds Committee of
West Marin
View NA12G0T9990023 05/22/2012 2534352 Reduce Funding Amendment Not  AwardFle 2045493 NjA $10,000.00 Environmental
Started Action
Committee of
West Marin

Last CBS Validation:  Status:
Active Procurement Requests:
Nothing found to display.

Withdrawn Procurement Requests:
Nothing found to display.

Federal Share: * § [ionm0

Accounting - ACCS Lines *
One item found.1

bureauFundFiscal YearOrganization _Brogram __Project - TasKObject Classlhmount_Prior YearlDWialidtediicion

14 20002012 10-01-0002-00-00-00-00 52-30-00-000 SAE000-SAE 41-12-00-00 ($100.00)N Yes Edit Delete
Add New ACCS Line
PRCF Total for this Award action: $-100.00

Total Federal funds authorized for this Award action: §-100.00

Page
February 2014
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Just like with a Partial Funding, two tasks are generated in the FPO inbox. The
Procurement Request must be filled out using negative numbers for the funding
reduction, and the workflow must be completed by the Authorizing Official (Budget
Officer role) in order to be able to forward the action to the Grants Management

Division.
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ONUNE FROM: Grants Management Division
A SUBJECT: DE-OBLIGATION
TRADE De-obligation Request for Award: NA12G0T9990023
BB
Total Federal Funding (entire award): $10,00000
Recipient Name: Environmental Action Committee of West Marin
EIN: 237115368
DUNS: 793971430
ASAP 1D (if applicable):
Award Period: 05/01/2012 - 04/30/2013
Federal Program Officer: Grants Student00
Obligation Number: 374002
Requested De-obligation Amount; $100.00
Item #/MDL ACCS Amount

2245494 / 2025338 14 2012 2000 52-30-00-000 SAEN000-SAE 10-01-0002-00-00-00-00 41-12-00-00 ($100.00)

The Grants Management Division has reviewed the subject award. This document serves as authorization to proceed with the de-obligation process.

Justification for De-obligation:

me Grants Management Division has reviewed the subject award.
is document serves as autharization to proceed with the de-

obligation process.

|

Grants Officer Approval:
De-obligation Completed: ~ Grants Onling-CBS Interface
Finance Office Approval: Nf&

Page
February 2014 %3

The Award File for a Reduction in Funding contains a de-obligation memo to
document the de-obligation by the system via the interface. In the case of a non-
Interfaced award the workflow will flow through the Finance Office to manually
approve the de-obligation memo. There is no activity required by the Federal
Program Officer on the de-obligation memo, but it is available for viewing.
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GRANTS/ %\
ONLINE '

TRADE

iBEf-

Declined Amendment Workflow (DA-2)

(D-451
Steps 23-24 from MAP4 pg 2
) : 0

.

3 n 1 ! 3 4

Recont  Decline Auard ASHP Reduce ASAP Grants Officer kcgmMedge
Authorized Authorer  Treshold Declined Award

Rep

10

1
Review Parial

- g
bitte P P Pt v G

i is  Grants
teoblemy D0 Filg to Granls

Gl it oo ffr

Assipned
Program
Officer pi}
Procurement
Request

U 5 % ," n zs 2
Ul Compeeatd g /MO g Agpone
Request o Each PR/ g
NOTE: Corresponding Negative Procurement -
Requsts hukd b placednAsgned PO nbox
. bif} 28
Optond Aoprove
Reviewer Procurement
Request

February 2014

May 22,2012
Version d.x
Interface creates
1 Unapgroved ASAP Profle
for De-authoriation
s el
Authorizer _ Authorization
*AUTOMATED TASK
(based on Data
Warehouse Records, p
not CBS Interface) e Ofe
Between Steps 18-19 add
Optonal mor Handling
18
i “ASap
ASAPONY Certification
) 0
-
I
2 i n ‘gufzu
0B
Record Approval - Grants Officer D:O:za Aoprove!
(BS
Interface
1 Nightly Upoadto CBS
W for ARRA
1. Filegeneration for
Page?
Page
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For a FPO, the Declined Amendment workflow looks just like a Reduction in
Funding except that the tasks are generated when the Grants Officer acknowledges
the declined award as opposed to the Federal Program Officer initiating the action.
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‘ Correct ACCS Lines on Approved Award (PR-3) May 22, 2012
V]

(No Net Dollar Change) Version 4

GRANTS( ¥
ONLINE

TRADE Nightty Upload to MARS

WBRL Validation Failure

/ /
it Procurement
Initiate ACCS Complete and Requestor /  Approve /7 Request Approve

:ij;!;i: Correction  Request  ponyard Each /  ProcReq 7 Authoriing
Offcer Procurement Document / Official
Request 7 /
/ /
Adtion to be intiated from Award File Launch page. % i )
Comment Will be Required.
Procurement Request will be added as a Su- 62 6 ]
Document tothe Avard File. Optional Approve Grants Officer
Reviewer Procurement
Request

Approve
Proc. Reg.

Procurement Request and Commitment of Funds - NA12G0T9990014

THIS DOCUMENT I8 LOCKED

_ END
THIS REQUEST 1S APPROVED
. Ohll;m\ cml:uzm
Do BT,

fccounting - ACCS Lines *
2 items found, displaying all items. 1

4 1 2012 06-02-0004-01-00-00-00 01-01-02-000 14K3BNS-PO0 41-11-00-00 $10,000.00 N Yes
14 20002012 10 01 -0002-00-00-00-00 52-30-00-000 SAE0000-SAE 41-12-00-00 ($10,000,00) N Yes
Add New ACCS Line

PRCF Total for this Award action: $10,000.00

Total Federal funds authorized for this Award action: $10,000.00

February 2014
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To make a correction to the ACCS line on an already approved award:
GRANTS
ONLINE \Y/ ; : " .
s . Navigate to the Award File containing the Procurement Request which
o needs to be corrected.

2. Access the details page of the Procurement Request that needs to be
corrected.

3. Click on the “Correct ACCS” button. This will generate a new “zero-
dollar” Procurement Request.

4. Edit the ACCS line to make the amount (or portion of the amount)
negative,.

5. Add one or more positive ACCS lines to make a net balance of zero on the
Procurement Request.

6. Start the workflow for approval of the new Procurement Request.

*** NOTE: Only the Assigned Program Officer on the Award has this option.

Page
February 2014 16
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(GRANTS/X\
ONLINE

TRADE

iBEf-

Administrative Amendment - Date Changes (GMD-2)

Non-Funded Amendment

May 22, 2012
Vesondx

m 'F\W Oong
ﬁ =] = i 5

2 3 H

1 4 )
5 Search forkmards  Select ik for Amendment . 1) Review
it vathe wonpechidiess  CUHIE neniren
AwardsTab  (add new s for Project Dates] 2 Forwardto
Grants Officer

B @_2

The Amendment Start and End Date fields and the
Project Start and End Date fields are not part of the

internal reporting purposes only and cannot be used

extended
using the Project £nd date field or by submission of 3
K i £st,

Project Start and End Dates:

February 2014

offital CD-451, The Amendment Start and End Dates are for
by themselves to extend the award, The award can only be

5 " 4 2 0
ao COSTaOdd  cxoignnd Ve 6t Onice
:;mi et Mm m Ll Sys Admin ﬁr
I
|
END |
Sy 0- e st |
AMD s O Ss A, WH st |
7nimmmu | Dadine]
|
I
I
Amendment to Financial Assistance Award @ ——————
CFOA Number: Grant Type: i e
11399 @ Grant " Caoperative Agreement | ecuspsidae
Award Number; Amendment Number:
NA1260TI990014 Pending
Recipient Name: Street Address:
Institute for Community Managed Resources (ICMR) 123 Main Street
Washington, DC 20000
Amendment Start and End Dates: * Extend Work Completion To:
| | Z

J
¢ 1$ ¢ ﬁ
' 1
8 AgproveAnd/ 6

Reciplent ModlyOaelsjin  GrantsOfficer
AthoczedReD  Grants Onne

1Nl U o COSOW ks AR
2 Flegeneatonfo AR UsSpndeg

Page
17

The Grants Management Division can now create an administrative amendment to
make corrections to Project Start and/or End Dates without requiring the Recipient
to submit a No-Cost Extension request. Both the Start and End dates can be

modified.
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(GRANTS/X\
ONLINE '

iBEf-

inbos | Avards | ccout Management e |

Organization Profile Change Request
» Manage Organization: Institute for Community Managed Resources (ICHR) (2002468)
Recipient Users OMTYugptE

| ——

melle Chdnge Legal Name or DBA  Institute for Community Managed Resources (ICMR) |
Request

) SF-425A for .
Multiple ﬂWﬂrdS Street Address 123 Main Street

» Search Awards tity Washingtn

» Search REI]UI’tS State DC - District of Columbia
Zip/Postal Code 20000

Physical Address

Country USA - United States

Phone 301-955-1212
Mailing Address

Mailing Name ICHR

Street Address 123 Main Street

City Washington

State DC - District of Columbia

Zip/Postal Code 20000

Country USA - United States

Business Identifiers

EIN 98-7654321
DUNS 123456789
DUNS Plus4
CAGE / NGAGE
ASAPID
Applicant Type M- Nonprofit with S01C3 IRS Status (Other than

Institution of Higher Education)

*Justification for Changes
|

February 2014 b

The New Organization Profile Change Request screen will allow recipients to
submit changes to their various data fields of identifying information on their
Organization and Vendor records. It also allows Non-ASAP recipients to initiate the
ASAP Enrollment process by submitting their Point of Contact information via
Grants Online instead of using a separate email.
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VIBBA-

Grants Online Training
Review Event

Process Maps
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Review Event Workflow - Federal Agency (REF) Ao, 2015

Versiond.11

Only if Review Event Exists
o Review Events are optional in Grants Online.

o Review Event is conducted for both Competitive and Universal, if Chosen,
*  Review can be conducted using Grants Online functionality or outside of Grants Online.

Manage Application Reviewer Functionality on Grants Online

Assgn Application to Review Event, Stepd i i und
required only after the First Review Event as the ot ¥
First Rewiew Event il gt every application added
fokavtomatcaly Applcaions or ubsequert
eview Event must be added b the competiton Add New Reviewer
Manager,
If Valid User = *"N*
"’ 4
1 ) 3 ' 5 Modify Reviewer to 9
Competition  Stat Review EVeNt View Review Event  pssign Appliation. 3641 for reewers K iy

Manager Global Option Deta to Rewi Event
otails 0 Review Event
Avalable without atask o= 4 Manager

nd ]
11Valid User="Y"  Assign Reviewers
To Application
St Revien Do Datebefore Notfcaton
l This action will place the review assignment back in the reviewer's inbox
Reviewers Work Flow

— {—@— @ —— - --—--—-
N::t)‘ it 2 t
; Reviewer Accept/Decline  Notify agency
Reviewers Review
Review Event Manager can Enter Review on
of| Applications.
mL Bel o eewer, Fhemvs surited
via Emal or Mail.
Notification will have the following;
1Hyperlink to Reviewer Login
2. Emal Address s used as
Username forthe Reviewers.
3.Ad character code i provided

wedsPHndsvldl e

(Original Comments

February 2013 Page

2
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Review Event Workflow - Reviewer (RER) Apils 2013
Version 411
e
g
Federal Employees, determin the Conlct o terest by he
Federal Ethic Laws .
Non-FederalEmployees determine the Confict of nterest by
05743 confidentialty entfication forNon Govermental
e e N e e l
;wuwwm |
(inoneNotification
e
2 See
> \ Decline Flag Under Manage
Decline Mg!;—
1 3 : : ]
R ReceveNotfication ~ Select appication el Su Comment
o Vsl oheiew W tedoplcton Ceﬂ;fv“"”‘ﬂ Aboutthe Decle
of Interest
Notiicaton wilhave the ollowing;
L Hyperink o Reviewier Login g
2. Emal Address s used a5 [
Username for the Reviewers, 8
3.Ad character code s provided b
used s PIN and is valld tll the
6 7
Review Application(Enter  foryard Roview to Agency
Scores/Comments)

February 2013 Page 3
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