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Version History

This section outlines changes that have been made since previous versions of this manual were

released.

Release Date ' Changes Made

October 2015

First edition of this Manual

December 2015

Typos and formatting errors fixed.

Training agenda updated.

Chapters on Task and File Reassignment Created.
Chapter on “Forward/Revise Award File” Created

October 2019

May 2020

Bowser, YD.

Respond to questions/concerns posed by
Bernadette Grafton.

Updated some process maps; others to be
updated

Decision needs to be made about font
consistency — some places it is 11pt; others it is
12pt.

Schedule for activities in the Training Agenda
needs to be updated — BG.

Decision needs to be made re: Acronym list —
strict alphabetization or other logic for the order
of the items. Also NOAA Program Offices are
omitted, need to decide if that information
should be included.

May 2020

A. Holt

Updated process maps

Updated screen shots

Updated the User Roles tables

Added Principal Place of Performance link
Removed references to NOAA where appropriate




Training Agenda

Day 1 - Processing a Non-Competitive Application (EDD Example)

8:30am Overview and Logging in (30 min)
9:00 am Basic System Navigation: Workflow and (60 min)
Account Management
10:00 am Viewing RFAs and Awards (30 min)
10:30 am Questions (15 min)
10:45 am Morning Break (15 min)
11:00 am Overview of RFA’s and FFOs — (30 min)
Competitive, Non-Competitive,
Institutional
11:30 am SF-424 and Organization Profile (60 min)
12:30 am Lunch Break (60 min)
1:30 pm Procurement Requests (30 min)
2:00 pm NEPA Checklist (30 min)
2:30 pm Afternoon Break (15 min)
2:45 pm PO Checklist (60 min)
3:45 pm Questions (30 min)

Day 2 - Processing a Competitive Application (University Center Example)

8:30 am GMD Checklist (60 min)
9:30 am Specific Award Conditions (30 min)
10:00 am CD-450 (30 min)
10:30 am Morning Break (15 min)
10:45 am Merit Review Module - Managing a (60 min)
Review Event
11:45 am Lunch Break (60 min)
12:45 pm Merit Review Module - Reviewing an (30 min)
Application
1:15 pm Selection Package* (60 min)
2:15 pm View Report: Application Report* (15 min)
2:30 pm Review of Application Processing Maps* (15 min)
2:45 pm Afternoon Break (15 min)
3:00 pm Recipient Award Acceptance (30 min)
3:30 pm View Report: Award Tracking Report (15 min)
3:45 pm Questions (30 min)




Day 3 - Post Award Processing

8:30am Award Action Request: Satisfied Specific
Award Conditions
9:15am Award Action Request: No-Cost Extension

10:15 am ASAP Drawdown Request

10:45 am Morning Break

11:00 am Partial Funding

12:00 am Lunch Break

1:00 pm Financial and Progress Reports
2:00 pm Questions
2:30 pm Discussion of Reporting Needs

2:45 pm Afternoon Break

3:00 pm Meet with RO Leadership on Assignment
of Roles and Any Other Issues/Concerns*




Grants Online Overview




Grants Online Acronym List

AAR Award Action Request
ACCS Accounting Classification Code Structure
AGO Acquisition & Grants Management Office, NOAA
AO Authorizing Official on Procurement Requests (see also BO)
AR or AOR (Recipient) Authorized Representative
ARRA American Recovery and Reinvestment Act
ASAP Automated Standard Application for Payment (Department of the Treasury)
BAA Broad Agency Announcement
BO Budget Official (In Grants Online this is the Procurement Request Authorizing Official)
CAMS Commerce Administrative Management System (now known as CBS)
CBS Commerce Business Systems (formerly CAMS)
CCR Central Contract Registry (now known as System for Award Management (SAM))
CD Congressional District
CD-XXX Commerce Department Form Number (e.g., CD-435, CD-450, CD-451)
CESU Cooperative Ecosystem Studies Units
CFDA Catalog of Federal Domestic Assistance
CFR Code of Federal Regulations
ClI Cooperative Institute
Co-PI (Recipient) Principal Investigator - Secondary
DNP Do Not Pay
DOC Department of Commerce
DOC-0S Office of the Secretary, DOC
DUNS Dun & Bradstreet Number
EDA Economic Development Administration
EIN Employer Identification Number
ERA Electronic Recipient Acceptance
FAADS Federal Assistance Award Data System
FAC Federal Audit Clearinghouse
FAIS Federal Assistance Information Sheet
FALD Federal Assistance Law Division of DOC
FAPIIS Federal Awardee Performance and Integrity Information System
FCS U.S. and Foreign Commercial Service, ITA
FFO Federal Funding Opportunity (Now known as NOFQ)
FFR Federal Financial Report
FIPS Federal Information Processing Standards
FON Funding Opportunity Number
FPO Federal Program Officer
FRN Federal Register Notice
GMAC Grants Management Advisory Committee (NOAA)
Grants Management Division (NOAA and NIST); other agencies use the term Grants
GMD Management
GO Grants Officer
GS Grants Specialist
HDQ Headquarters (EDA Line Office)
1A Import Administration, ITA
ITA International Trade Administration
LO Line Office
MARS Management Analysis and Reporting System




Grants Online Acronym List

MBDA Minority Business Development Agency
NCE No Cost Extension
NEPA National Environmental Policy Act
NESDIS National Environmental Satellite, Data, and Information Service (NOAA Satellite Service)
NFA or OFA  |NOAA Finance and Administration
NMFS National Marine Fisheries Service (NOAA Fisheries Service)
NOAA National Oceanic and Atmospheric Administration
NOFA Notice of Funds Availability (See FFO, FRN, NOFO, RFA)
NOFO Notice of Funding Opportunity (Previously FFO)
NOS National Ocean Service (NOAA's Ocean Service)
NTIA National Telecommunications and Information Administration
NWS National Weather Service, NOAA
OAR Ocean and Atmospheric Research (NOAA Research)
OGC Office of General Counsel, DOC
OHRM Office of Human Resource Management, DOC-OS
OIE Office of Innovation and Entrepreneurship (EDA Program Office)
OIG Office of Inspector General, DOC
OLA Office of Legislative Affairs (Bureaus)
OLIA Office of Legislative and Intergovernmental Affairs, (Bureaus and DOC)
OMB Office of Management and Budget (part of the Executive Office of the President)
oS Office of the Secretary, DOC
OTIA Office of Telecommunications and Information Applications, NTIA
PD (Recipient) Project Director
Pl (Recipient) Principal Investigator
PO Program Office (sub-organization under a Line Office)
PPR Performance Progress Report
PRCF Procurement Request and Commitment of Funds (CD-435) / Funding Memo
RFA Request for Application
RNTA Research and National Technical Assistance (EDA Program Office)
SAC Specific / Special Award Conditions
SAM System for Award Management
Office of the Under Secretary for Oceans and Atmosphere (USEC abbreviated to SEC for use
SEC/USEC in FON)
Standard Form issued by the Office Management and Budget (e.g., SF424, SF-269, SF-270,
SF-XXX etc_)
SO Selecting Official
TAAF Trade Adjustment Assistance for Firms (EDA Program Office)

For the Grants Online Glossary, please reference:

http://www.corporateservices.noaa.gov/grantsonline/Documents/GrantsOnline Glossary.pdf



http://www.corporateservices.noaa.gov/grantsonline/Documents/GrantsOnline_Glossary.pdf

Grants Life Cycle

Wa Wadl Wal
Create/Review Submit Progress
RFANOFO in Recommend Reports Initiate Close-Cut
Grants Online, Applicant for

Post MOFO/ Award
Application at Su hr;rt Fllr:ntam:lal
Grants.gov eports
Notify Applicants Manage User
(Men-Comp only)

Accounts, Update

Org Infio
Submit

Applications via i Certify Progress & Reconcile
Grants.gov Financial Reports Financial
........................................ Information
Receive
ImposeRem
Applications via ave

Specific Award
Grants_gov Dbligate Funds Conditions

Review Application
Package
{Miminmum
Requirements)

Initiate Award
Action Requests




Grants Online System Requirements

The System

Grants Online operates in a web environment and is accessible anywhere and anytime the user has Internet
access. There is not a need for the user to install any special software on his/her computer. However, each user
must register and obtain a unique login id and password from the appropriate official at his/her agency.

Recommended Internet Browsers:

e Google Chrome
e Firefox 2.0 or higher (PC or Mac)
e  Windows — Internet Explorer 8 or higher
o Attachments are supported in IE11 when settings are updated. Reference the following document
to update IE11 settings: http://www.corporateservices.noaa.gov/grantsonline/pdfs/IE%2
0Compatibility%20View%20Fix.pdf

Grants Online and Grants.gov

General

GRANTS.GOV*| Public

FIND. APPLY. SUCCEED"

L

Applicant

DOC

Recipient


http://www.corporateservices.noaa.gov/grantsonline/pdfs/IE%252
http://www.grants.gov/

Grants Online and ASAP

'''''''''

GRANT

T,
""’e,%
',- Department
ONLINE 3
NEDAT B AL . Commerce
Recipients

i

Commerce Business
Systems (CBS) —
Manual Data Entry
for NIST Finance

f Commerce
(NOAA and NIST)

Treasury
Department

Autemated Stondard Application for Payments

Recipients ASAP — Limited
Manual Data Entry

After the ASAP accounts have been set up, recipients can log onto ASAP.gov to electronically transfer (draw down)
their grant funds to their own bank accounts. For recipients who have already been set up on ASAP, the funds are
available when they accept their award in Grants Online. Recipients not yet set up on ASAP must complete the
ASAP enrollment process in order to get set up with an ASAP account to draw down their grant funds.


http://www.asap.gov/

Grants Online Document Relationships

Pre-Award Processing Post Award Processing

RFA Grants File

NOFO

Competitions

J

GRANTS.GOV*

FIND. APPLY. SUCCEED*

Merit Reviews

Award File

PO Checklist
GMD Checklist
CD-450/451
Special Award
Conditions

Selected Applications>




Grants Online Helpful Hints

> DO NOT use the browser’s “Back” button.

< & nhttps://grantsonline.rdc.noaa.gov/flows/home/Login/LoginController,jpf

rants Online x

L

File Edit View Favorites Tools  Help

» Onthe Home Page, click the “Need Help?” button. The Grants Online Help Desk contact
information is visible.

Grants Online

REVIEWERS Grants Online is the premier
Federal solution for full life-

* Aocess current applications

assigned to you cycle grants management
processing.

* Submit your review comments
and scores

» If you have been assigned 2 Username
review in Grants Online, you
must login through the Grants
Online Application Review
page. Password

Federal Staff

* Generate funding notices m

* Review grant applications

» Select applications for award Forgot your usemame?

# Process selected applications

# Award and manage grants Forgot your password?

» Correspond with Grant Need Help?
Recipients

Contact Grants Online Help Desk

Questions?

For assistance with completing tasks in Grant Online, please contact the
Help Desk at the following phone number or email address:

Phone Number: (240) 533-9533
E-mail: grantsonline.helpdesk@noaa.gov
Hours of Operation: 8:00 am to 6:00 pm EST




» Onthe Home Page, click the “Forgot your username?” button. Instructions that include the Help
Desk email address are visible.

Grants Online

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

Username
gstudant2

Password

FOLIT USETTIIMY E-

B

Forgot your passw ?

Meed Help?

grantsonlinetraining.rdc.noaa.gov says

To recover your username, please contact the Grants Online Help Desk

by email at grantsonline.helpdesk@noaa.gov

» After clicking the “Save and Start Workflow” button navigate to the Inbox tab and click the “Tasks”
link. To prevent unaddressed Tasks from remaining in the Inbox, always click the Tasks link prior
to logging out.

e e o s worow— Lcancat Lot

If you do not see the new task, click the “Tasks” link in the left navigation pane to refresh the
page.



Economic Development Administration Banner

EDA

U.S. ECONOMIC DEVELOPMENT ADMINISTRATION

Inbox RFA | Application Account Management m

Welcome to Grants Online Bernadette Grafton. You are logged in to PROD1Pv. Log Off

b L AR Advisories > > Tasks

» Advisories

» Archived
Notifications Your Tasks
+» Notifications

» Task Document Type Status

Management All . Open . Apply Filter >>

» Tasks 9 items found, displaying all items.1

10



Buttons vs. Column Headings

> Buttons

Action: |Please select an action ﬂm

Your Comments:

_AEACCS is valid
/ Validated: true
Bureau (xx): * 14
Dark blue Fund (x0): * 1
buttons with Fiscal Year (yyyy): * EIL
) . Project Task: 28LEF28 |- |BOOD
white lettering 02 - 21 - 16 - 001
9 g 30 |-|21 -jpooz |- (oo -m-m-m
indicate an o : rmirmEn o ]-po]-po ]
g Unique i 1 Select Descriptor Fund Type: X
action to be wunt: * 000.00 Prior Year Fund:
taken.
| Save | DWValidate | Cancel/Done |

All regfirements quest:'cj s must be ansWered before the application can be approved or rejected for minimum requirements.
y

m Save and Return to Main

» Column Headings

Workflow History

AsaPlAauthorization-Extension  01/24/2020 01/27/2020 01/27/2020 C0|umn headings
to Cloke Out 12:19:54 PM 08:19:35 AM 08:22:22 AM indicate that the

Review) Award Action Request 01/24/2020 01/24/2020
12:19:53 PM 12:19:53 PM data underneath
Review Mward Action Request 01/23/2020 01/23/2020
02:34:24 PM 02:34:24 PM can be Sorted by
/ that column. I
Dark blue column Your Tasks
headings look like
b h Document Type Status
uttons except that |AII il |Open il Appiy Filter >>
there are one or more 9 items found, displaying all items.1
additiona| |ines Of View|Task Received |[Task Name Task Document Type
. . Date Status
information beneath view 01/27/2020  Review ASAP Award Action  Not Award Action Request
them. The first line Request Started
. . . View 01/27/2020 Review ASAP Award Action Not Award Action Request
will be displayed with a Request Started
medium blue View 01/24/2020 Review SF-425 Full Report Not SF-425: Federal Financial
ek d d th Started Report
ackgroundan the View 01/22/2020 Review SF-425 Full Report Not SF-425: Federal Financial
next line will have a Started ~ Report

pale blue background. 1



Federal Grants Personnel

e Program Office (Federal Program Officers)
o Provides the funding for the grant award
o Federal Subject Matter Experts

o Provides oversight for the programmatic aspects of the project — receives and accepts the
Performance Progress Reports

e Grants Office (Grants Management Specialists and Grants Officers)
o Provides the final approval for all Grants Management matters
o Federal Grants Management Experts

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

e Project Officer (EDA-Specific Function)

o Fulfills roles of both the Program Office and Grants Office, with the exception of the final Grants
Officer review and approval.

o Includes both the Federal Program Officer and Grants Specialist roles on the same user account.

Authorized Account Approver (AAA) Points of Contact for EDA

Bernadette Grafton 202-482-2917
Ryan Smith 202-482-1464

12



Grants Online Training and Help Desk

Grants Online PMO

> Goto the Grants Training Resources website:

https://www.noaa.gov/organization/information-technology/grants-online-program-

management-office

> Have a Question when training is over?

— Email the Help Desk: GrantsOnline.Helpdesk@noaa.gov

— Call: 240-533-9533
— Hours: 8:00 AM —6:00 PM Eastern Standard Time
> Ready to start working in Grants Online?

— Goto https://grantsonline.rdc.noaa.gov

13


https://www.noaa.gov/organization/information-technology/grants-online-program-management-office
https://www.noaa.gov/organization/information-technology/grants-online-program-management-office
mailto:grantsonline.helpdesk@noaa.gov?subject=Grants%20Online%20Question
https://grantsonline.rdc.noaa.gov/flows/home/Login/LoginController.jpf

Grants Online User Roles - Federal or Recipient (Grantee)

Budget
Cert | UnCert Pgm Pgm

Officer
FUNCTIONS / ROLES FPO FPO Office e Of.ﬁce
Staff Official) Reviewer

Pgm Office| NEPA | Selecting GMAC Grants | Grants Ati:r:ie;;:‘ Recipient | Recipient Recipient

Requestor | Official| Official Specialist | Officer Admin. PI/PD Biz/Fin
Rep. Rep.

View Awards X X X X X X X X X X X X X

Create RFA (Including NOFO and Synopsis)

Review NOFO and Synopsis X X X X X X X X

Review Reviewer Instructions

Manage Competition

Be Assigned Program Officer on RFA

XXX |X|[X|X]|X
XXX |X|X|X

Be Assigned Program Officer on Application

XXX [X|X|X|X|X

Notify Recipients for Non Competitive Apps

Accept Competitive Applications X

x

Approve Selection Package

Forward Documents to FALD

Complete Negotiations

Accept Minimum Requirements Checklist

Reject Minimum Requirements Checklist

Complete PO Checklist

Certify and Forward PO Checklist

XXX [X|X|X|X

Complete and Forward NEPA Document

Approve NEPA Document X

x
x
x

Complete and Forward Procurement Request

x
x
x
x
x
x
x
x
x
x

Be Requester on Procurement Request

x
x
x
x
x
x
x
x
x
x

Review Procurement Request

Authorize Funds on Procurement Request X

Initiate Partial Funding X X X

Initiate Award Action Request X X X X X

x

Initiate Amendment

Complete Administrative Review of Award File X

Approve Award X

x

Accept or Reject Award

Manage Recipient Users X

Complete Progress Report X X X

Submit Progress Report X X X X*

Complete Financial Report

XX | X[ X

Submit Financial Report X*

Accept Progress Report X

Accept Financial Report X

Authorize Bureau User Access to Grants Online X X
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Grants Online User Roles - Definitions

User Role

Definition

Authorized Account Approver (AAA)

This role is assigned to users (Federal - internal and Recipient Administrators - external) who have been authorized to update
the Grants Online user accounts. Effective FY 2019, this role was added to the account of all users who operate in this
capacity.

Request Authorizing Official)

IASAP Authorizer This role is given to the users who are responsible for the first step (ASAP Authorization) of the 2-step process used in setting
up a new award in the ASAP System or adding funds to a current ASAP award. The second step is ASAP Certification
performed by a user with a role of "Finance Office". The ASAP Authorizer is also responsible for releasing ASAP profiles as
appropriate and reducing ASAP thresholds in the case of a reduction in funding.

Budget Officer The "Budget Officer" role in Grants Online is given to users who are actually Procurement Request Authorizing Officials. The

person with this role checks availability of funds for the award and provides final approval for the Procurement Request (CD-
435) of those funds as well as validation of the ACCS codes if not already done. This role has an accompanying threshold
amount which the system uses to verify authorization to approve the use of Program Office funds.

ICAMS First Approver
ICAMS Second Approver
ICAMS First and Second Approver

These roles are given to users responsible for entering grant obligations into the instance of the Department of Commerce's
CBS that tracks financial actions for that particular Bureau. The business process is slightly different at different bureaus so the
various roles reflect these differences.

ICAMS First Approver - D
ICAMS Second Approver - D
ICAMS First and Second Approver - D

These roles are given to users responsible for entering grant de-obligations into the instance of the Department of
Commerce’s CBS that tracks financial actions for that particular Bureau. The business process is slightly different at different
bureaus so the various roles reflect these differences.

ICESU Manager (NOAA Only)

This role provides oversight for CESU (Cooperative Ecosystem Studies Units) Awards.

Closeout Notification Receiver

This role is given to Grants Management personnel who receive notification that the Final Progress Report and Final Financial
Reports for the awards managed by each bureau have been accepted. The notification indicates that the award is ready for
closeout activities to proceed.

Commit1
Commit2

These roles are given to users responsible for entering grant commitments (reservation of funds) into the instance of the
Department of Commerce's CBS that tracks financial actions for that particular Bureau. The business process is slightly
different at different bureaus so the various roles reflect these differences.

Director (EDA Only)

This role is unique to EDA and is given to the user who has Director-level approval authority on award actions and payments.

FALD

This role is given to users in the Department's Financial Assistance Law Division who are assigned to a particular Bureau. For
some Bureaus there are Bureau-level instead of Department-level attorneys given this role.

IFederal Program Officer - Certified

This role is given to a user who is responsible for the development of funding announcements, application reviews, and the
processing of award and post-award recommendations to be sent to Grants Management. Within Grants Online, only FPOs
\who are Certified can communicate between their own Program Offices and outside entities such as FALD, Grants
Management, and Recipients. For instance, an Uncertified FPO cannot "Certify" a PO Checklist or forward an Award File to
Grants Management. Persons given this role are assumed to have obtained a certain level of training in the Grants
Management arena.
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User Role

Definition

IFederal Program Officer - Uncertified

This role is intended for persons who are on track to become Certified Federal Program Officers but have not yet obtained the
necessary credentials required by their Line Office. They may assist with all tasks normally done by a Certified Federal
Program Officer, but cannot forward any documents to entities outside of their own Program Office. The documents must be
reassigned to a Certified Federal Program Officer for that purpose.

IFinance Office

This role is given to the users who are responsible for the second step (ASAP Certification) of the 2-step process used in
setting up a new award in the ASAP System or adding funds to a current ASAP award. The first step is ASAP Authorization.

IFinance Reviewer

This role is given to users who perform the preliminary Finance Office review of Financial Closeout documents. Workflow
routing of tasks to this user is controlled by the "Reconciliation” checkbox on the deobligation memo.

GMAC
Grants Management Advisory Committee)

This role is reserved for the official members of the NOAA Grants Management Advisory Committee and their designated
back- ups, along with the points of contact for the non-NOAA Bureaus. There are usually one or two GMAC users within each
Line Office. The users with this role are responsible for authorizing the addition, update, or removal of Grants Online users
within their respective Line Offices. They also provide input in prioritizing Grants Online system enhancement tickets.

Grants Officer

This role is reserved for Grants Management personnel who have been given authority to make award offers to recipients on
behalf of DOC. They also make the final decisions with regard to approval or denial of Award Action Requests. This role is
laccompanied by a system enforced approval threshold for funding.

Grants Specialist

This role is given to Grants Management personnel who have responsibility for administrative processing of award files in
preparation for DOC's offer to the recipient. They are also responsible for the review of Financial Reports and Award Action
Request recommendations from the Program Offices.

ILead Budget Officer

The Lead Budget Officer has the responsibility of maintaining all of the Unique Account Descriptor codes in the Grants Online
system for a particular Line Office.

INEPA Official

The NEPA Official reviews and approves the NEPA documentation, a part of the Award File, prior to submission to Grants
Management.

INEPA Reviewer

The NEPA Reviewer provides an additional review of the NEPA documentation as part of an Award File prior to submission to
Grants Management.

OIG -- Clearance

If a Grants Specialist selects forward to OIG, the person with this role in the Office of the Inspector General would receive a
task to provide legal review.

OIG -- Oversight

The individual assigned to this role can view information associated with the legal aspects of an award. He/she does not have
any tasks associated with legal review.

OLA

This role is given to a proxy Grants Online user account used to document the Bureau-level Legislative Affairs step in a funded
award file workflow. When a task is routed to the OLA user, Grants Online sends a record to the Legislative Affairs system
called WebDocFlow. A Grants Online notification is also sent to the email address associated with that proxy user account.
Legislative Affairs users then log into the WebDocFlow system to complete appropriate actions related to congressional
notification of awards. When their actions are completed in WebDocFlow a message is passed back to Grants Online to move
the award to the next step of the workflow.
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User Role

OLIA

Definition

This role is given to a proxy Grants Online user account used to document the Department-level Legislative Affairs step in a
funded award file workflow. When a task is routed from the OLA user to the OLIA user within WebDocFlow, a message is
transmitted to Grants Online which correspondingly moves the workflow in Grants Online to the OLIA step. A Grants Online
notification is also sent to the email address associated with the OLIA proxy user account. When the OLIA actions are
completed in WebDocFlow a message is passed back to Grants Online to move the award to the next step of the workflow.

iPrimary Office Contact

This role is assigned to those who can make updates to the Supplementary Information category for each Line Office or
Program Office. If no one from either the Line Office or Program Office is assigned to this role, the Help Desk staff can
update the Supplementary Information category.

lProgram Office Reviewer

This role is given to a person who needs to be included in the workflow to review a Request For Application (RFA), a
Procurement Request, or a Performance Progress Report (PPR) but has no other role in Grants Online.

IProgram Office Staff

This role is given to users who provide assistance to Federal Program Officers but do not have signature authority. They are
able to create RFAs and/or Federal Funding Opportunity notices, input paper applications and approve (but not reject)
Minimum Requirement Checklists, run the review process, and complete (but not certify) the PO checklist. Users with this role
have the same access in Grants Online as users with the role of Uncertified Federal Program Officer, but are usually contract
staff.

IProgress Report Reviewer

This is a Federal Program Office role given to a user whose only responsibility is to review Performance Progress Reports
received from the grant recipients. This functionality can also by done be users with other Program Office roles such as
Federal Program Officer (Certified or Uncertified), Program Office Staff, and Program Office Reviewer.

iPublic Affairs Liaison

This role is given to users who need to be notified about grant awards for the purposes of preparing press releases and/or
other Public Affairs type activities which are separate and distinct from the Congressional notifications performed by the
Legislative Affairs offices.

IRecipient Administrator

IA user with this role can set up other people in their organization as users of the Grants Online system and can grant the
users access to specific awards as is appropriate.

IRecipient Authorized Representative

This role is intended for recipient users with signature authority to sign official grant documents such as an SF-424
(application), or countersign an Award document such as a CD-450 (new Award) or CD-451 (amendment). More than one
person can have this role at any organization; however on each Award one person will be designated the primary “Authorized
Representative.” (Designation as "primary" does not provide any additional access to awards in Grants Online.)

Recipient Business/Finance Representative

This role is given to recipient users who need to complete Financial Reports (SF-425 and SF-270). A user with this role
cannot forward the Financial Reports to the Federal Agency. He/she can only forward the Financial Reports to his/her
JAuthorized Representative; the Authorized Representative can submit Financial Reports to the Federal Agency.

IRecipient Business/Finance Representative -- Submitting

This role is given to recipient users who need to complete Financial Reports (SF-425 and SF-270). A user with this role can

submit Financial Reports directly to the Federal Agency.
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User Role

Recipient Investigator
Principal Investigator/Project Director)

Definition

This role is given to recipient users who need to fill out Performance Progress Reports (PPRs) or Research Performance
Progress Reports (R-PPRs). A user with this role can only forward the PPRs or R-PPRs to their Authorized Representative
who can in turn submit the PPRs or the R-PPRs to the Department of Commerce. A user with this role can initiate an Award
IAction Request (AAR). However, all AARs must first be forwarded to an Authorized Representative for submission to the
Department of Commerce.

Recipient Investigator -- Submitting

This role is given to recipient users who need to fill out Performance Progress Reports (PPRs) or Research Performance
Progress Reports (R-PPRs). A user with this role can submit PPRs or R-PPRs directly to the Federal Agency. A user with this
role can initiate an Award Action Request (AAR). However, all AARs must first be forwarded to an Authorized Representative
for submission to the Department of Commerce.

IRecipient User
Recipient Key Personnel)

IA person with this role can view assigned awards for their organization and initiate Award Action Requests. However, a person
with this role must submit documents to his/her organization's Authorized Representative. The Authorized Representative will
review and submit documents to the agency.

IRequestor
Program Office Requestor)

The role of Program Office Requestor is given to a user whose only function is to provide first-level "Requestor" approval on
Procurement Requests (CD-435) prior to submission to the Budget Officer.

IReviewer This role is given to a person who reviews applications during the Review Event Process. This person is typically a Subject
Matter Expert or has some level of expertise in a discipline associated with the award.

IRFA Publisher This role is given to users who are responsible for posting grant opportunity notices at Grants.gov.

ISelecting Official The role of Selecting Official is given to a user who has the authority to approve the Selection Package generated from

applications received in response to a Competitive funding announcement.

Vendor Control

This role is given to Finance Officer users who create and update vendors in CBS to be associated with Grants Online
Organizations on an "interfaced" award. Obligations for "interfaced" awards are created and modified via transactions sent via
lweb services between Grants Online and CBS. For "non-interfaced" awards the obligations are created and updated
manually. Vendor Control users do not get workflow in Grants Online for "non-interfaced" awards.

Vendor Validator

This role is given to Tier3 Help Desk personnel in the Grants Online Program Management Office who perform data quality
assurance tasks on Grants Online organization records before they are passed to the Vendor Control users in the Finance
Office.

View Agency

This role is available for Federal staff (at the Agency/Bureau level) who need view-only access to grants files.

View Line Office

This role is available for Federal staff (at the Line Office Level) who need view-only access to grants files.

View Program Office

This role is available for Federal staff (at the Program Office Level) who need view-only access to grants files.
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Certified Program Officer or
Uncertified Program Officer

Uncertified Federal Program Officers and Program Office Staff have identical Grants Online roles.

They can:

-- Be assigned as the Program Officer on an RFA or application.

-- Complete the PO Checklist.

-- Complete the NEPA document and forward it to the NEPA Official.

-- Complete Negotiations.

-- Complete the Procurement Request and Commitment of Funds (PRCF) and send it to the Requestor.

-- Initiate a Partial Funding.

-- Accept the Minimum Requirements Checklist ( NOTE: only the Certified Federal Program Officer can reject an Application).
-- Create a Progress Report (but cannot accept Progress Reports).

-- Be assigned as Requestors.

-- Manage a Competition.

They cannot:

-- Certify the PO Checklist (NOTE: only the Certified Federal Program Officer can certify the PO Checklist).

-- Forward an Award File to the Grants Specialist.

-- Create Award Action Requests (AARs). (Certified FPOs also cannot create Award Action Requests)

-- Create Amendments. (Certified FPOs also cannot create Award Action Requests)

-- Forward a RFA, the Reviewer Instructions, or the Federal Funding Opportunity (FFO); those tasks must be performed by the
Certified Federal Program Officer.

-- Forward Reviewer Instructions, AARs, the Award File or an Amendment to FALD for review.

NOTE:

An underlying rule is that the Uncertified Program Officer and Program Office Staff users cannot use the Grants Online system to communicate with

Grants Management, FALD, Applicants or Recipients.
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Grants Online System Navigation
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Accessing Grants Online

1. Type https://grantsonline.rdc.noaa.gov in the address bar of your browser to launch the Grants Online

home page.

2. Before logging into Grants Online, the user can access the public search feature, the Grants Online

training page, and other useful links from this screen.

« NOAA

« ITA

Management

Specialist

Grantk Online |

« DoC General Public

Use our Public Search featurs to
sea information pertsining to

DoC/0S/OHRM awarded Department of

Commerce grants.

Grant Applicants

NTIA To Find and Apply for a Federzl
grant, go to the Grants.gov

current DoC/OS, NOAA,

« EDA website,

+ CENSUS Current Grant Recipients
- Granu;_gov # View information about your
« Grants MBDA, ITA , NTIA, EDA or

CENSUS grants

anas » Submit post-award action

Division requests, progress reports,
and financial reparts

REVIEWERS

s Access current applications
assigned to you

« Submit your review commants
and scores

& Tf you have been assigned a
review in Grants Online, you
must login through the Grants
Online Application Review
page.

Federal Staff

» Generate funding notices

* Review grant applications

» Select applications for award

® Process selected applications

® Award and manage grants

» Correspond with Grant
Recipients

« Correspond with your Fadaral
Program Officer and Grant

» Grants Online Training

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

Username

Password

Forgot your usermame?

Forgot your password?

Need Help?

A WARNING!

If the user enters his/her username or password incorrectly, s/he will see a red
error message on the screen. After three unsuccessful attempts to log in, the
system locks the user out of his/her account. The user must click the “Forgot your
password?” link and provide the correct responses to his/her security questions. If
the issue is “Forgot your username?” click that link to obtain the Help Desk phone

number.
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Grants Online Navigation Features

Access to most Grants Online features is determined by the user’s role. Each registered user is given a role
and level of access sufficient to accomplish his/her assigned tasks.

Screen Layout

When the user has successfully signed into Grants Online, the system will default to the Inbox Tab. Grants
Online is divided into several content areas:

o Tabs: Highlighted by a red border at the top of the screen. Use the tabs to navigate to the
different areas of Grants Online.

e Navigation Pane: Highlighted by a green border on the left-hand side of the screen. The
options displayed in the navigation pane are determined by the active tab. Click on the
desired link to go to that content area of Grants Online.

o Document Pane: Highlighted by a black border located in the middle of the screen. This
is where most of the Grants Online details and information are displayed.

Welcome to Grants Online Bernadette Grafton. Your password expires in 9 days. You are logged in to PROD1Pv.

+ AAA Functions Advisories

» Advisories

+ Archived
Notifications Advisories

» Notifications

» Task Grants Online/CBS Maintenance

Management

10/07/2019 07:58 AM

} Tasks
T Grants Online/CBS Maintenance ALL USERS, A
L]
Navigation Pane Document Pane
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User Interface Features

Pop-Up Short Cuts

When the user places the cursor over a tab at the top of the screen, s/he will see a pop-up menu that

contains the same links as the left navigation pane for that tab. This allows the user to navigate directly to a
content area without first having to click the tab.

» AAA Functions Advisories

» Advisories

+ Archived
Notifications Advisories

» Notifications

» Task

Management

10/07/2019 O
» Tasks

Grants online/Cl
Please note the
GRANTS ONLINE
Grants online m:

Every 1st and 31

= Next Regularl

FRIDAY, Octobe!

U.S. ECONOMIC DEVELOPMENT ADMINISTRATION

- My Delegations -

This feature allows you to view and update the users to whom you have

jelegated your work. You may search for users that have similar
permissions as you and choose to delegate your work to them. The users
will then receive an email and/or notification, and they will be able to log
in and perform all of your tasks and activities.

m Note: Your delegate(s) will NOT receive natifications of tasks as they _

arrive in your inbox.

- My Preferences -

This feature allows you to view and update your current system
preferences. These preferences include your system password, the
columns you wiould like to have displayed on your Inbox view as well as
the order in which you would like to have them displayed. You may also
modify your notfication and email preferences. Recipients and non-daily
users of Grants Online should NOT un-check their email receipt aptions.

- My Profile -

This feature allows you to view and update your personal profile. You may
update your name and address information, as well as your security
question and answer. You may also view your system profile attributes,
including your username and your currently assigned roles. Please ensure
that your security question and answer are current so that the Help Desk.
can provide you with password assistance.

Account Management

epared for the system to be

Breadcrumbs

The Grants Online system keeps track of the pages the user has visited since s/he last signed on. The software

puts a “breadcrumb trail” of those pages at the top of the document pane. This feature should be used

instead of the browser’s “Back” button.

.S. ECONOMIC DEVELOPMENT ADMINISTRATION

a 0 e to z| 0 e Bes adetie 3 O o pa prd exp = 0 da O e logged

PROD1P Log Off

Advisories > > Tasks > 5F-425: Federal Financial rt - Full rt - ED17HDQ2030005 ¢

Inbox

- AAA Functions -

The AAA Functions allow the AAA to perform Annual Reauthorization process.

- Advisories -

The Advisories page is always the first page displayed after successful login and acce

- Archived Notifications -

Breadcrumb Trail

A WARNING!

Please DO NOT use the browser’s “Back” button in Grants Online. Using the
browser’s “Back” button may sign you out of Grants Online.
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Help Tab

When logged in to Grants Online, click the Help Tab.

» AAA Functions
+ Advisories

+ Archived
Notifications

+ Notifications

+ Task
Management

» Tasks

e

Account Management

Welcome to Grants Online Yvette Bowser. Your password expires in 2 days. You are logged in to TRAIN1AL.

Advisories > > My Preferences

Inbox

- AAA Functions -

The AAA Functions allow the AAA to perform Annual Reauthorization process.

Adyisories _

The screen shown below is displayed.

Questions?

Contact Grants Online Help Desk

For assistance with completing tasks in Grant Online, please contact the Help Desk at the
following phone number or email address:

Phaone Number: (240) 533-9533

E-mail: grantsonline helpdesk@noaa.gov

Hours of Operation: 8:00 am to 6:00 pm EST

Please note: Grants Online Help Desk personnel do not have Grants.gov expertise. For
Grants.gov questions, please call the Grants.gov Help Desk at 1-800-518-4726.
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Inbox Tab

Tasks

Email notifications alert the user to an action or task that needs to be completed. When the user
selects a task, he/she has the opportunity to complete the action that has been assigned to

him/her within the workflow.

Access a Task

1. From the Inbox Tab, click the Tasks link. A list of the user’s available tasks is displayed.

EDA

ONOMIC DEVELOPMENT ADMINISTRATION

Welcome to Grants Online Bernadette Grafton. Your password expires in 9 days. You are logged in to PROD1Pv. Log Off

D LYY TS Advisories > > SF-425: Federal Financial Report - Full Report - ED17HDQ3030005 > > Tasks

+ Advisories

+ Archived
Notifications Your Tasks

+ Notifications

» Task Document Type Status

Manaaement All . Open . Apply Filter >>

3 items found, displaying all items. 1

* Tasks

View 08/09/2019 Conduct Megotiations In Application 2828412 09/06/2019
Progress
View 07/29/2019 Review SF-425 Full Report In SF-425: Federal Financial 2823727 08/26/2019
Progress  Report
View 06/05/2017 Procurement Request and In Procurement Request and 2646454 06/05/2017
Commitment of Funds Progress Commitment of Funds

Task Document Type Document [Start Date
Status [Id D

View a Task
1. Click the View link next to the task you wish to view.

ONOTE: To

customize the look and
feel of Grants Online,
use the Account
Management Tab.
Details associated with
the Account
Management Tab are
covered later in this
document.

* Archived

Notifications

* Notifications Your Tasks

» Task
Management Document Type Status
» Tasks [an LA I Avply Filter >>

17 items found, displaying all items. 1

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

|A14GOT9990070 Competitive RFA 041514

View NA14GOT9990070 Competitive RFA 041514

View NA14GOT9990070 Competitive RFA 041514

View NA14GOT9990070 Competitive RFA 041514

08/06/2014 SKILLIGALEE 2571210 Procurement Not Procurement 2259324
Request and Started Request and

Commitment Commitment
of Funds of Funds
08/06/2014 SKILLIGALEE 2571209 Procurement Not Procurement 2259323
INC Request and Started Request and
Commitment Commitment
of Funds of Funds
08/06/2014 SKILLIGALEE 2571077 Procurement In Procurement 2259284  08/06/|
INC Request and Progress Request and
Commitment Commitment
of Funds of Funds
08/06/2014 SKILLIGALEE 2571076 Review Not Award File 2259283
INC Release of ~ Started
Funds
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Filter a Task
1. Select the Document Type from the dropdown list.

2. Specify the Status from the dropdown list.
3. Click the Apply Filter button.

Your Tasks

Document Type Status

[Ra 7 [open ]

4. The Your Tasks screen shows only the filtered tasks. In this example, only the Open (In Progress) RFAs
are visible.

Your Tasks

Document Type Status

[RFA 1] [open -]

4 items found, displaying all items.1

oiindd jiiaame A lekidflektame [od fument [0 fpament |
Type Status Type Id

View 2259009 Student25_080414_Universal N 2569643 Notify

In Progress RFA 2259009
Recipients

View 2256808 test 0508 N 2564265 Notify In Progress RFA 2256808
Recipients

View 2256757 Universal RFA 042914 N 2556044 Notify In Progress RFA 2256757
Recipients

View 2256176 Great Day For FPO Training N 2553586 Notify In Progress RFA 2256176
(GDFFT) Recipients

26



Account Management Tab

The Account Management Tab allows the user to view and update his/her profile; customize his/her
notifications and task preferences; and delegate his/her Inbox to other users.

Manage the User Profile

1. Onthe Account Management Tab, click the My Profile link.

EDA

U.S. ECONOMIC DEVELOPMENT ADMINISTRATION

(o | o | oo | v rrormr e oo oo |

Welcome to Grants Online Bernadette Grafton. Your password expires in 9 days. You are logged in to PROD1Pv. Log Off

b Ly b brz i Advisories >> h Awards >> Grants Fila - >3 Award Action Request - ED16HDQR120001 > > Tasks

» My Preferences
» My Profile
Account Management

- My Delegations -

This feature allows you to view and update the users to whom you have delegated your work. You
email and/or notification, and they will be able to log in and perform all of your tasks and activities|
Note: Your delegate(s) will NOT receive notifications of tasks as they arrive in your inbox.

- My Preferences -

This feature allows you to view and update your current system preferences. These preferences ind
like to have them displayed. You may also modify your notification and email preferences. Recipier

This feature allows you to view and update your personal profile. You may update your name and 4
username and your currently assigned roles. Please ensure that your security question and answer|

2. The Manage Profile screen is visible. Click the Edit link.

Manage Profile

————J (No Commants)

Grants Student25
Person Id: 2026097

User Account Details
User Mame: gstudent25
Active Flag: vyes O

3. The user is presented with a screen on which s/he can modify his/her identifying account
information. The variables First Name* and Last Name* are mandatory data entry fields.

Manage Profile

————J_(No Comments)

Prefix:
Middle Name: l:l
Affix:

User Account Details
User Name: gstudent25
Active Flag:  ves O
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4. Scroll to the bottom of the screen and click the Save button. An indicator that data was saved is
accompanied by the message “Save was Successful” and is displayed at the top left-hand corner of
the screen. Although not required, it is strongly suggested that the user click the Save button after
each modification.

Lo comments) Manage Profile

et Save wass successful.

Prefix
First Name: * |Grants
Middle Name: | A.

Last Name: *  |Student25

i

User Account Details
User Name: gstudent25
Active Flag:  true

Security Questions

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
[vetas | org 10 | organization L posion hone—Jndaress |
Details 2002468 GOT One Commerce Program Office 301-555- 200xx Century Blvd, Germantown, MD 20874- ]
(oceo) 5555 1143 USA

Add a new affiliation >>

Assigned Roles

Role _____[0rg ID_[Organization _____|
Federal Program 2002468 GOT One Commerce
Officer - Certified Program Office (OCPO)

Save and Return To Main | Cancel |

5. The Security Questions section displays the current questions and corresponding answers. Initially,
when a user logs into Grants Online s/he must specify this information. To change or update the
questions, click the Edit Security Questions button.

Security Questions

1 Whatis 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

6. From the next screen displayed, the user can modify his/her questions and answers. Click the Save
button and updates are confirmed with the message “Security questions saved successfully.”
Subsequently, the user must click the Save and Continue button. If the user opts to just click the Save
and Continue button, changes are saved but the message does not display.
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Security Questions

—pSecurity questions saved successfully.

= All questions must be answered

* No two guestions can be the same

* No two answers can be the same

« Each answer must be at least 3 characters long

« Each answer may only contain alphanumeric characters, the "-", or the "/" characters
Security Question 1 : |What is your mother's maiden name? 9 |
Security Question 2 : |what is your father's middle name? Y |
Answer : FEB
Security Question 3 : |What is your mother's middle name? Y |

Save and Continue

NOTE : You will be able to reset your own password in the future if you can answer
all 2 security questions with exactly the same answers that you provide here.

7. Toreset his/her password, the user must provide the correct responses to all security questions. If
the user contacts the Help Desk for assistance with a password reset, s/he must provide an accurate
response to all security questions. This assures the Help Desk that the user has the right to access the
Grants Online account.

8. To update his/her affiliations, click the Details link under the Affiliations header.

Affiliations

T e L e e ™ S|

2002468 GOT One Commerce Program Office 301-555-  200xx Century Blvd, Germantown, MD 20874-  testemail@msg2.rdc.noaa.gov
(ocpo) 5555 1143 USA

9. When the screen shown below displays, click the Edit link.

affliation] =i |
Organization GOT One Commerce Program Office (OCPO)
Primary Flag true
Active Flag true * Primary affiliation must be active.
Title
Street Address
4
City Germantown
State MD
Zip 20874-1143
Country USA
Mail Route
Phone Number 301-555-1212
Alternate Phone Number
Fax Number
E-Mail testemail@msg2.rdc.noaa.gov
Alternate E-Mail
| Cancel |
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10. As per convention, the data fields with a red asterisk require data. Make the necessary changes and

click the Save button. If the user opts to click the Cancel button, changes are not saved.

Affiliation view >>

Organization GQOT One Commerce Program Office (OCPQ)

Primary Flag true
Active Flag true * Primary affiliation must be active.
Title I |

Street Address = 20020 Century Blvd

City ‘Germa ntown
State * MD

zip [20874-1143
Country ‘USA

[301-555-1212

Phane Number *

Alternate Phone Number ‘

Fax Number ‘

E-Mail hestemail@msg2.rdc.nuaa.guv

|
|
|
|
Mail Route ‘ ‘
|
|
|
|
|

Alternate E-Mail \

NOTE: If a user
wishes to change his/her
Organization, s/he must
contact his/her bureaus’
Grants Online
representative. That
person will contact the
Help Desk on behalf of the
user.

11. The final section on the Manage Profile screen cannot be modified without the involvement of a
Bureau’s Grants Online representative and the Grants Online Help Desk.

Assigned Roles

Role__________[Org ID_lOrganization |

Federal Program 2002468 GOT One Commerce
Officer - Certified Program Office (OCPO)

I Dore |

12. Click the Done button to finalize the process and return to the main Account Management screen.

Security Questions

[+ | queson rext

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

Details 2002468 GOT One Commerce 301- 20020 Century Blvd,
Program Office (OCPO) 555- Germantown, MD 20874-
1212 1143 USA
Assigned Roles
0rg ID_|Organization ___|

2002468 GOT One Commerce
Program Office (OCPO)

Federal Program
Officer - Certified

[em]

e 0rg 10 | orgaiztion | Postion | Phone maaress —————Jewn |

testemail@msg2.rdc.noaa.gov
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User Preferences

The user may customize his/her viewing preferences using the My Preferences link. The user may add/remove

email Inbox notifications. This will remove notifications sent to the user’s external email account only.
Headings may be customized to display certain fields on the user’s tasks and notifications screens.

Additionally, the user may change his/her Grants Online password.

Access User Preferences
1. From the Account Management Tab, click the My Preferences link.

- My Preferences

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 similar permissions s you and chof
delegate your work to them. The users will then receive an email and/or notification, and they will be able to log in and perform all of your tasks and activities.

Note: Your delegate(s) will NOT receive notifications of tasks as they arrive in your inbox.

This feature allows you to view and update your current system preferences. These preferences include your system password, the columns you would like to have di
your Inbox view as well as the order in which you would like to have them displayed. You may also medify your notification and email preferences. Recipients and non
Grants Online should NOT un-check their email receipt options.

- My Profile -

This feature allows you to view and update your personal profile. You may update your name and address information, as well as your security question and answer.
view your system profile attributes, including your usemame and your currently assigned roles. Please ensure that your security question and answer are current so
Desk can provide you with password assistance.

2. Onthe screen shown below, the user can customize the page size, number of breadcrumbs, the look

and feel, and the workflow warning.

3. Scroll to the bottom of the screen and click the Save button to capture the changes.

User Preferences
Site Preferences

| Page Size

Number of Bread Crumbs

o
5

Look and Feel

Warning

Yes v

Award Tasks

—— Please select an inbox column —— [~ Please select an inbox column ——
Project Title Task Id

Proposal Number Task Name

Total Federal Funding Award Number

Approved Federal Funding Status

Applicant Name Document Id

Task Received Date
Award Start Data

Document Type
Start Date

(>> ]
Completed Date

- Please select an inbox column --—- - Please select an inbox column -
Praject Title Task Id
Proposal Number Task Name
Total Federal Funding Award Number
\Approved Federal Funding Task Status
|Applicant Name Document Id
Task Received Date Document Type | _up |
Award Start Date Start Date
Completed Date | Down |
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Customize Tasks
1. The user can modify his/her notifications using the checkboxes in the Email Inbox column (under the
Notification Preferences section — top potion of the image below). Any modifications only impact the
user’s Email Inbox; the Grants Online Inbox specifications cannot be modified.

2. The user can modify the type and order of preferences that display on the screen. To make
modifications, click the Tasks Preferences link (bottom portion of the image below). The user can
modify his/her preferences for General Tasks, RFA Tasks, Award Tasks, and Post Award Tasks.

1 —— Notification Preferences

Grants Online
Inbox
System Generated Advisories

Password Expiration

Scheduled Downtime 7
Policy Update v
Task Assignment 7
Item Submission 7

Delegation of Work

System Generated Notices

Expired Certification Z
Pending Due Date e
Overdue Item v v
—_—l
General Tasks
----- Please select an inbox column ----- ----- Please select an inbox column -----
Project Title Award Number
Proposal Number RFA Name
Total Federal Funding Task Received Date
[Approved Federal Funding Applicant Name
[Award Start Date Task Id
Competition Name Task Name
>>
- Task Status m
Document Type
Document Id [o=s=

Start Date
Completed Date

3. Forthe Task Preferences, use the Push [>>] and Pull [<<] functionality to specify the columns that will
display on the Tasks portion of the screen.

4. For the Task Preferences, use the Up or Down m buttons to select the column order that
should display on the Tasks portion of the screen.

5. Click the Save button at the bottom of the screen. The user has to scroll to the bottom of the screen
to see the Save button.

Post Award Tasks

————— Please select an inbox column —-—- -——-- Please select an inbox column -—--
Project Title Task Id

Proposal Number Task Name

Total Federal Funding Award Number

Approved Federal Funding Task Status

Applicant Name Document Id

Task Received Date Document Type

Award Start Date Start Date

Completed Date

1
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Change the Password
1. Click the Change Password button on the User Preferences screen.

User Preferences
Site Preferences

Page Size
[too | [+

Number of Bread Crumbs

ko | 2]

Look and Feel

[poc +] 1+

Workflow Warning

[res +] ]

Change Password

2. When the change Password screen is visible, specify data for mandatory data fields — indicated by a

red asterisk (*).
e Enter the old password*.
e Enter the new password*.
e Enter the new password again to confirm*.

3. Click the Submit button.

Change Password

Password Guidelines :

Old Password :* ‘ ‘

« Passwords must contain at least twelve (12) non-blank characters.

» Passwords 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 special character. The only special ch
underscore "_", dollar sign "$", and pound sign "#".

» Six of the characters may only occur once in the password.

+ 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

Cancel consecutive characters.

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

New Password :* ‘

Confirm New Password :* ‘ ‘

ONOTE: Follow the Password Guidelines as detailed
on the upper right-hand side of the screen.

ONLY the following special characters are valid:
underscore “_”, dollar sign “$”, and pound sign “#”.
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User Delegations

When the user selects the My Delegations link on the Account Management Tab, s/he will be able to view
existing delegates, add delegates, and rescind delegates. A user can only select as a delegate a person with an
access level that matches his/hers. For example, a certified program officer cannot delegate to someone who
has a lower level of access (e.g., an uncertified Program Officer or a Program Office staff member). In

addition to an equivalent level of access, the delegate must have the same organizational affiliation as the
delegator.

Access User Delegations
1. From the Account Management Tab, click the My Delegations link.

Account Management

- My Deleqgations -

This feature allows you to view and update the users to whom you have delegated your work. You may search for users that have similar permissions as you and choose to
delegate your work to them. The users will then receive an email and/or netification, and they will be able to log in and perform all of your tasks and activities.
Note: Your delegate(s) will NOT receive notifications of tasks as they arrive in your inbox.

- My Preferences -

This feature allows you to view and update your current system preferences. These preferences indude your system password, the columns you would like to have displayed on
your Inbex view as well as the order in which you would like to have them displayed. You may also modify your notification and email preferences. Recipients and non-daily users
Grants Online should NOT un-check their email receipt options.

- My Profile -

This feature allows you to view and update your personal profile, You may update your name and address information, as well as your security question and answer. You may also

view your system profile attributes, including your username and your currently assigned roles. Please ensure that your security question and answer are current so that the Help
Desk can provide you with password assistance

2. The Delegate Authority screen is visible.

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.

Role: AGO

ASAP Authorizer

Award Mailer

Budget Officer M

Add a Delegate

1. Search for the user(s) who will be chosen as a delegate using the first name, last name, organization
or role.

2. Click the Find Peers button.

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.

First Name: | |

Last Name:  [student |

Organization: | |

Role: AGO
ASAP Authorizer
Award Mailer

Budget Officer -

[Gns e
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3. When the search results are returned, choose the user you would like to assign as a delegate. Click

4. The screen shot below is visible when a person is successfully chosen as a delegate. To specify
additional delegates, repeat steps 2-3 as many times as is necessary.

the Delegate button.

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.

First Name: ‘ ‘

Last Name:  [student |

Organization: ‘ ‘

Role: AGO

ASAP Authorizer
Award Mailer
Budget Officer M

Search Results

Grants Student00
Grants StudentD1
Grants Student02
Grants Student03 ~

Delegate Authority

Current Peers on delegation List:

|Prefix [Affix[Name _______JPhone _____Jemail ________________[Fax]ritle [Organization |

Rescind Grants Student00 301-555-1212 testemail@msg2.rdc.noaa.gov GOT One Commerce Program Office

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.

First Name: I:l
Organization: I:l
Role: [AGO

[ASAP Authorizer

[Award Mailer
Budget Officer M

Rescind a Delegation

1.

From the Account Management Tab, click the My Delegations link.

Account Management

This feature allows you to view and update the users to whom you have delegated your work. You may search for users that have similar permissions as you and choose to
delegate your work to them. The users will then receive an email and/or netification, and they will be able to log in and perform all of your tasks and activities.

Note: Your delegate(s) will NOT receive notifications of tasks as they arrive in your inbox.

- My Preferences -

This feature allows you te view and update your current system preferences. These preferences include your system password, the columns you would like to have displayed on
your Inbox view as well as the order in which you would like to have them displayed. You may also modify your notification and email preferences. Recipients and non-daily users
Grants Online should NOT un-check their email receipt eptions.

- My Profile -

This feature allows you to view and update your perscnal profile. You may update your name and address information, as well as your security question and answer. You may also

view your system profile attributes, including your username and your currently assigned roles. Please ensure that your security question and answer are current so that the Help

Desk can provide you with password assistance.
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2. The Delegate Authority screen is visible. If the user has assigned one or more person(s) as a delegate,

the Current Peers on Delegation List will display; otherwise, the user is only presented with the
option to Search for Peers.

3. Click the Rescind link next to the name of the individual(s) you would like to remove as a delegate.

Delegate Authority

Current Peers on delegation List:

action Tprefix Affix[Name —— [phone —Jemail ————|rax|itle Organization |

Rescind Grants StudentO0 301-555-1212 testemail@msg2.rdc.noaa.gov GOT One Commerce Program Offic

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.

e Name: [

Role: [AGO

[ASAP Authorizer

Award Mailer

Budget Officer -

Log In As a Delegate

1. The user should log in to Grants Online with his/her normal user name.
2. Click the OK button on the Notice to Users page.
3. Choose to continue as yourself (click the Continue to Inbox link).

_Or_

Access Grants Online as the person who assigned you authority to access his/her account (click
the Select link next to the person’s name).

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.

Select

Grants Student00

Continue to Inbox >>

36



o NOTE: When a user is signed into Grants Online as a delegate, the system will identify
him/her as a delegate of that individual (see below). The tasks displayed on the screen are the
tasks the delegate may perform on behalf of the original user. Both the user and the delegate
can work in Grants Online simultaneously.

'OPERATING AS DELECATE FOR Grants Student00. You are logged in to TRAIN2P.
* Advisories

* Archived
Notifications

The current user is operating as the Delegate

* Notifications

Your Tasks for Grants Student00.
* Task
Management Document Type Status
+ Tasks [Al v]  [Open ] Apply Filter >>

124 items found, displaying 1 to 100.[First/Prev] 1, 2 [Next/Last]

o = i = ol e

View N/A N/A 09/06/2014 2572977 Notify Recipients Not 2258903 N/A
Started
View N/A N/A 08/06/2014 08/06/2014 2571285 Manage Review In Review 2259327 N/A
Event Progress Event
View N/A N/A 08/06/2014 08/06/2014 2571283 Conduct In Application 2259329  bangor -
Negotiations. Progress lillian

Reassignment Features

How to reassign a task

The Task Management feature in Grants Online will allow you to reassign a particular task from one person to
another.

For specifics on how to use the reassignment features, please reference the following Reassignments User
Manual.

https://www.noaa.gov/sites/default/files/atoms/files/Reassignments.pdf
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Viewing RFAs and Awards
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RFA: Request for Applications

Overview

Encompasses:

A

Notice of Funding Opportunity (NOFO)
Competitions (if any)

Merit Review Events (if any)
Applications Received

RFA Types: Competitive

©)
©)

Recipients are not known in advance
A selection package is required

o Non-Competitive

(@]

Includes Institutional Awards (i.e. EDDs),
and earmarks

Main requirement is that recipients are
known in advance

No funding opportunity needed in Grants

Online

Applicants can access application
packages through grants.gov using the
Funding Opportunity number, but the
Funding Opportunity cannot be “found”
by the Grants.gov search feature.

Setup of the RFA includes the designation of:

e Basic data and information necessary to post a
NOFO on Grants.gov and set up applications in

Grants Online (CFDA #, Fiscal Year, Total Available

Funding, etc.)

e Staff who will initially receive and process
applications
o Can be done via WORKLOAD routing (i.e. round-robin) or STATE routing (applications

from specific states go to designated reps)

Mission Goals Information * No mission goals have been selecte
View/Edit
Application Routing *

Mo Program Officers are assigned to receive applications
Workload State  View/Edit

Application Package *
An application package has not been selected.

View/Edit

Minimum Requirements *

Priority|Requirement Name

1 Received on Time

2 Correct Federal Funding
3 Correct Match

4 Complete Application

5 Data Management Plan
View/Edit

Specific Award Conditions
Mo Specific Award Conditions are associated with this RFA.

View/Edit

Matching Requirements
Mo Matching Requirements have been defined.

View/Edit

Review Events No review events have been definad.

Add New ==

3 Attachments:

Mo attachments.

Add new Attachment: [+]

Any changes to information an this page should be saved before ad
Large File Guidance

m RFA Routing Slip - Start Workflow m

o Once applications are received, they can also be reassigned

e  Minimum Requirements that applications must

meet in order to be processed (Technical Review)

e Review Events that will be handled through the
Merit Review Module in Grants Online
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Searching for an RFA

U.S. ECONOMIC DEVELOPMENT ADMINISTRATION

Weicome to Grants Online Kerstin Millius. Your password expires in L5 days. You are logged in to PRODIT. Log OFf

' E'r;“ate Omni Advisories > Tasks >3 Search RFAs

} Create RFA
5 Search for RFA
+ Search Omni
Ll RFA Name
» Search RFAs Funding Opportunity Number :|ED

CFDA Number :

s ot ]
(use format YYYY)

Choose Type:

« Al Noncom petitive
Competitive Bread Agency Announcement
Congressionally Directed Congressionally Mandated
Institutional Formula/Allotment

Search Results
12 items found, displaying all items.1

pe ICompetition Name ICompetition Publication
d Date
2015

2557452 FY 2015-2016 TAAF Federal Funding Opportunity Competitive EDA-HDQ-TAAF-2015-

2004657
2544155 Integrating Economic Development Across the Federal Competitive ~ EDA-HDQ-RNTA-2015- Integrating Economic Development Across the 2544156 2015
Government 2004525 Federal Government
2552901 Inpovation Policy Eorum. jtive EDAHDO-BNTA2015: 2015 __2015:08:20 |

Funding Opportunity Number Algorithm:
BBB- YYYY-NNNNNNN (e.g. EDA- - -2016-2004559)

* BBB Bureau Identifier: EDA

. Line Office Identifier, e.g. Headquarters =

. Acronym for the relevant Program Office for the FFO (Note: Funding
Opportunities pertaining to all of EDA may be posted using HDQ as the Program Office)

* YYYY Fiscal Year

* NNNNNNN Asequence derived number



Searching for an Award

+ SF-425A for
Multiple Awards

+ Search Awards
+ Search Reports

+ Supplementary
Information

Management

U.S. ECONOMIC DEVELOPMENT _ADMINISTRATION

m Application | Awards Account Management

Welcome to Grants Online Kerstin Millius. Your password expires in 15 days. You are logged in to PRODIT. Log OFf

[ Revorts | et

Aduisories > Tasks > Search RFAs 3> Search Awards

Search Awards

Award Number: ED—|

Recipient Name: ]
Project Title: |
Award Status: Open ¥

PI-PD Last Name:

Supplementary Information Category: v
Supplementary Value:

I Search | Reset

Please use the above fields to narrow down your search. Searches are not case-sensitive.
Fields can be partially completed to get all matching results, Use % as wildcard in search string.

Search Results

38 items found, displaying all items.1
Award Number Q Recipient Name Project Title

ED15HDO0200039 2003896 Pittsburg State University  Pittsburg Research Park AcceptedNone Designated

ED15HDQ0200013 2003712 Montana Economic Manufacturing AcceptedNene Designated
Revitalization and Consortium of Montana
Development Institute Mansfield Prot...
ED15HDO0200027 2003726 REGIONAL DEVELOPMENT  Venture Acceleration Accepted Grace Brill
CORP Fund Enhancement
Project MM

ED15HD0Q0200005 2003692 Ohio Energy And Advanced Development of a High  AcceptedNone Designated

Manufacturing Cantar Tnc  Shrain Bata Matal

Award Number Algorithm:

BBYY
* BB
* YY

* NNNN Asequence derived number that starts with 0001 for each line office for each Fiscal

Year

NNNN (e.g. ED14 0001)
Bureau Identifier: EDA = ED

Last 2 digits of Fiscal Year

Line Office Identifier, e.g. Headquarters =
The post-decimal part of the CFDA Number,
e.g. 11.303 (CCC --> )

\ EDA Line Office Identifiers:

Atlanta ATL
Austin AUS
Chicago CHI
Denver DEN
Philadelphia PHI
Seattle SEA
Headquarters HDQ
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Processing a Non-Competitive
Application

(EDD Example)
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-
-

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

Version 4.27
Optional
Select the RFA Tab &
the Create RFA link |—_ﬁmu|hmmmk9 = t_-—‘---b‘
Selectthecptionto | —— 5 — d
copy RFA from existing I_[
of create new RFA. 2 3 5 5 & 7
RFA RFA Marne, Fiseal Year, RF & Routing Slip Start i
RFA Optional w/Appe
Ertiphor CFDA Numiber
T R
f‘.ﬂ'
-
-
=




Receiving/Inputting a Paper Application

Ap;:ycations submitted via Grants.gov
- I
= GRANTS.GOW™
la

Grants.gov
Input Paper Applications -
for RFA -
2
1b RFA
NOAA

3
Assigned
Program Officer

4 5
Review Minimum Approve/Reject
Requirements Minimum
Checklist Requirements

Checklist
(1 Per Application)

(1 Per Application)

Application Details - SF-424

Audit Trail: &

[ Attachments:

[-]1 Program Office Added Information

Proposal Number; |

Project Type: Construction Mon-Construction © Both

Frincipal Investigatars-

Project Directors: additional Drmclpal_

Note: This section is for the
regulzr SF-424 ar for any

Note: While you will rarely have to
input a paper application, this section
will help you understand the data fields
and other information needed to
process an application in the system.

Investigatars / P
Directars not list:

Keyword(s):

Frincipal Place Of Parformance © ® applicant's Legal Address
Guidance Forsign

Multi-state

Statewide

Countywide

Citywide

Zipcode

Application Submission Type and Date Information

Type of Submission: © Application © Pre-Application © Changed/Corrected Application
Type of Application: © Mew O Continuation O Revision O Renewal O Resubmission
If Revision, select appropriate letter(s): [-Select a Revision Type- v)

Other (specify)
What other agencies?

Is this application being submitted to other agancies?

Use format MM/DD/YYYY for date fialds.
Project Start Date: *
State Received Date:

Project End Date: *
Federzl Agency Received Dats: *
State Application Identifiar:

Applicant Identifier:

Applicant Information

Legal Name: *

Department Name:

Division Name:

Dunz Number!

(9 or 13 digit llumlmr)|:|

EIN Number:
(3oe-x0000x)

[

Street: ‘
City: | County:
Stzte: © [Please select a state v Province:

Country:

Zip:

Person to be Contacted on Matters Involving this Application

Prefix:  First Name:

Middle Name:

Last Name: Suffix:

Title:!

Organization Affiliation:

Phone Number:

‘ Fax Number:

Email:

Street:

City:

‘ County:

State:

Country:

Flzase select a state

r ‘ Province:
‘ Zip:

[

Other Application

Type of Applicantl; *
Other (spacify):

Small Business Organization Type:

Descriptive Title of
Applicant's Project: *

Project Areas:

Please Select Applicant Type il

Women Owned | Socially and Economically Disadvantaged

CFDA Number: >‘|1L99B - Grants Online TRAINING - NOAA ¥ ‘
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To start, select the “Input Paper Applications” menu item from the Application tab. The data on the
Application Details screen will already be filled in if the application was exported from Grants.gov. However,
if a paper application is received by the Program Office the data must be entered on this screen. Only the
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 all required
fields, click “Save as Draft.” If you have missed any required fields you will see an error message with
guidance regarding the missing fields.

MName of Federal Agency: |NOAA |

Applicant Congrassionzl District: | |Droject Congressional District: |

Is the Applicant Delinguant on any Faderal Debt? O ves No

Is Application Subject to Review by State Executive Order 12372 Procass?

a. This application was made available to the State under the Executive Order 12327 Process for review on

b. Pragram is subject to E.0. 12272 but has not been salected by the state for review,
c. Program is not covered by E.O. 12272,

Project Director/Principal Investigator Contact Information

Prefix: First Mams: Middle Name: Last Name: Suffix:
[Hone ¥ || I I |[tiane ¥
Title:
Organization: . . . -
Department: Add Application Funding Details
Division:
Fhons Number: Application Total Funding : 500000
Email: ]
e oo |
Strest: (use format YYYY ) =
City:

Funding Start Date : * _ Funding End Date : *
Stat= [Plezse selecta state (use format MM/DD/YYYY ) LU0 (use format MM/DD/YYYY ) 9/30/2023

Country: |
Federal Funding : Program Income : |:|
Authorized Representative
Prefix:  First Name: Middle Mame: Last|  Applicant Funding : |:|
| Mone ¥ || || ||: ’
Title: State Funding : |:|
Phone Number: | Local Funding : |:|
Emnail: .
trest: Other Funding : |:|
Citys Total Funding :

State: [Please select a state

Country: | m

Application Funding Details: *

Totzl Funding: ¥ |So0000]

Multi Year Award: Mo
MNothing found to dizplay.
Add MNew

Save and Return to Main m

Application Funding Details: ©
Total Funding: *  [500000 |
Multi Year Award: MNo

Fiscal Year|start Date [End Date_|Federal __[applicant|state|L ocall0ther|Total Fundings|Program IncomefAction|Action|

2020 10/01/2019 09/30/2023 $500,000.00 $0.00 $0.00 $0.00 $0.00 $500,000.00 $0.00 Edit Delete

Save as Draft | Save and Start Workflow | Cance

The “Total Funding” amount includes both Federal and matching funds.
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Minimum Requirements Checklist

ﬁ Ap;])l}'cations submitted via Grants.gov
[ - ]
= GRANTS.GOW™
1la L »
Grants.gov L ” = END
3 4 5
— Assigned RevieV\{ Minimum Apprf)\{e/Reject
Input Paper Applications Program Officer Requirements Minimum
for RFA ” Checklist Requirements
(1 Per Application) Checklist
2 (1 Per Application)
1b RFA
NOAA
View[Task Id [Task Name Task Award Number (Document (Document Type
Id
r \iew 5694901 Review Min. Req. Checklist Not Started N/A 2714351 Application
View 5694490 Notify Recipients In Progress N/A 2714322 RFA

Minimum Requirements Checklist

If you choese 'No' for 3 Minimum Requirement, please provide a comment in the corresponding box to the right or provide general comments in the 'Overall
Comments' section below,

Minimum Requirement Met Requirement 2
Received on Time: Yes
Was the application received before the due date and time? No

Not Applicable

Correct Federal Funding: Yes
Does the application request the correct Federal funding No
amount?

Mot Applicable

Correct Match: Yes
Does the application contain the correct non-Federal funding No
amount?

Mot Applicable

Complete Application: Yes
Does the application contain all of the required forms? No

Mot Applicable

Data Management Plan: Yes
Was a Data Management Plan included with the proposal if No

required by the NOFQ? Not Applicable

Overall Comments:

Spell Check

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

Save | Save and Return to Main | Cancel
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If the “No” radio button is selected on any of the items comprising the Minimum Requirements Checklist, a
comment should be entered in the associated comments box or in the Overall Comments box (typically at the
bottom of the screen). The user will not be allowed to save the screen without a comment if a “No” radio
button has been selected.

Rejecting or Withdrawing an Application

Withdraw — Use for duplicate applications

Reject — Use for applications that do not meet minimum requirements. Note: “Reject Application” does not
automatically notify the applicant that their application has been rejected. This should be done outside the
system, and a copy of the notice saved to the application file.

Federal Grants System DUNS Relationships

Federal Grants System DUNS Relationships
An Awardmust be linked to the SAME DUNS Numberin all Federal Systems

Applicant

Applicant oblares DLUMS 2
from Dlun & Bradsree

' 'n INEAT)
l’ T i U5 Department of

= Cmimiarcs
MM Business Systems
P o maaatis s [CES)

Appicant Registers in 540 & ish
using the EF or DUNS & E_:"tm?“‘:u N ”{'"rzd Grants Cining Qg is linked
applicationis awa 10 GBS Verdor which is
' finked 10 ASAP ID, all using

. the GLUMS Humber
’

| ™
= GRANTS GOV

A,ppl;: a-r-.-l -s-a.i:-'nl:s LISA EFEN]&"B‘

applicalion via Granls.gov

Due Diligence
Comglsied using the DUMS Humbar

+ T SUREAL OF THE
| [ Fedaral Audit Clearinghousa | " Fiscal Senvice
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SF-424 and Organization Profile: “Conduct Negotiations”

Automated Task

ED& Only
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3

PO Checklist

\ 4

1
Assigned
Program Officer

7
NEPA

2
Conduct
Negotiations

12
Procurement
Request

Scenario 1: DUNS Number is found in Grants
Online

Application Submission Type and Date Information

Type of Submission: Application Pre-Application Changed/Corrected Application
Type of Application: New Continuation Revision Renewal Resubmission
If Revision, select appropriate letter(s]: |*Select a Revision Type- v

Other (specify) |

What other agencies?

Is this application being submitted to other agencies? |

Use format MM/DD/YYYY for date fields.

Project Start Date: * |10/01/2019

Project End Date: ~ [09/30/2023 Submitted Date: [ ]

State Received Date: l:l Federal Agency Received Date: = |10f30,f2019

| Time: = p2:00_|[PM v] Eastern

applicant tdentiiers [

State Application Identifier: l:l Federal Identifier:

Applicant Information Organization Profile

Legal Name: |MILAN CHAMBER OF COMMERCE INC

|

This Applicant has been automatically assigned a Grants Online Organization based on unique DUNS number match.

Department Name: |

Division Name: [

EIN Number: =

Duns Number: *
‘ (O XHXRHKX)

(2 or 13 digit number) |167479591

[B2-041g825 ]

Street: |1069 S MAIM ST

City: [MILAN ] County: [ ]
State: I‘I’ennessee ‘ Province: | |
Country: [USA ] Zip: [zeass-27a8

Person to be Contacted on Matters Involving this Application

Prefix:  First Name: Middle Name: Last Name: Suffix:

[None ][ \ |[nene ¥]

Title: | ‘

Organization Affiliation: |

Phone Number: [

Fax Number: [

Email: |

Step 1:

If the DUNS Number
was entered on the
application and the
organization is
found in Grants
Online, a message
in black bold text will
be displayed that
reads “This
Applicant has been
automatically
assigned a Grants
Online Organization
based on unique
DUNS Number
match.”

Proceed to Step 2.
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Scenario 2: DUNS Number was not entered on
the Application but the Organization exists in

Grants Online

Application Submission Type and Date Information
Type of Submission: Application

Type of Application: MNew

Pre-Application

Continuation Revision

Renewal

Changed/Corrected Application

Resubmission

If Revision, select appropriate letter(s): ‘ -Select a Revision Type-

v

Other (specify) ‘

What other agencies?

Is this application being submitted to other agencies?

Use format MM/DD/YYYY for date fields.

Project Start Date: = |10/01/2019
Applicant Identifier: l:l

Project End Date: = [09/30/2023 Submitted Date: [ |
State Received Date: l:l Federal Agency Received Date: = |10,,’30f2019
State Application Identifier: l:l Federal Identifier:

‘Time: = p2:00 ||PM '| Eastern

Applicant Information

Legal Name; ‘Bangur Publishing Company

|

I Please Associate an Qrganization within Grants Online using the Org Lookup button. I

Department Name: ‘

Division Name: \

Duns Number; * ‘
(9 or 13 digit number)

EIN Number: = ‘
(XX XXXXKAXK)

Street: |

City: [ |

State: * [Tennessee T

Country: | |

County: | |

Province: | |
Zip: |

Select Organization

Enter your search criteria to find the organization.

Organization Mame
Address-City

| DUNS Number  [001096643

o

EIN Number

Address-State Please select a state

Add a new organization >

One item found.1

SelectiOrg 1D

002880 BANGOR

Bureau|Add DUNS + Cage|? Act
Code|

NOASA 401 MATM ST,

Qoloose43 010024570 Lrug

PUBLISHING
COMPANY

BANGOR, ME
04401-5296 USA

Step 1:

a) If the DUNS
Number was not
entered a red
message is
displayed. Click the
Org Lookup button
to find the
organization's
record in the
database or add if
necessary.

b) Enter the search
criteria (enter DUNS
Number if available).
Click the Search
button.

c) If the desired
organization is
found, click the
Select link to
associate the
organization in
Grants Online.
Proceed to Step 2.
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Scenario 3: DUNS Number was not found in

Grants Online

Application Submission Type and Date Information
Type of Submission: ) application ) Pre-Application ) Changed/Corrected Application

Type of Application: Mew ' Continuation  Revision () Renewal " Resubmission

If Revision, select appropriate letter(s): ‘—Select a Revision Type- v |

Other (specify) ‘

What other agencies?

Is this application being submitted to other agencies?

Use format MM/DD/YYYY for date fields.

Project Start Date: * [10/01/2018 Project End Date: * [09/30/2023 Submitted Date: ||
State Received Date: I:l Federal Agency Received Date: “|10,‘30,’2019 |Time: = [12:00 \ Eastern
Applicant Identifier: l:l State Application Identifier: l:l Federal Identifier: l:l

Applicant Information

Legal Name: * ‘Gloha\ Environment and Technology Foundation

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

Department Name: \ |

Division Nama: \ |

(5 or 13 Higic Friiio —
(9 or 13 digit number) LGl {(xx—x000axx)

Street: | |

City: | \ County: | \

State: * |Virginia v Province: | ‘

country: \ ae [

Select Organization

No search results were found. Please change your criteria and search again.
Enter your search criteria to find the crganization.
Organization Name
Address-City

/

[ ouns Number __[s78128073 ]
EIN Number
Address-State Please select a state r
[Search
I Add a new organization >> I <
N

Nothing found to display.

Select SAM Organization

One or more organizations matching your search criteria were found in the System for Award Management (SAM)
database. Select a SAM organization to initialize the new organization from SAM data or select "Add a new blank
organization” to create an organization that is not initalized from a SAM organization.

NS+ Cage [Acti
Code

541489434 1DGI8 true

One item found.1

=]

BEATETTVIRONMENT 2900 5 QUINCY 5T STE 878128073
AND TECHNOLOGY 375, ARLINGTON, VA
FOUNDATION 22206-2231 USA

Add a new blank organization >>

Step 1:

a) If the DUNS
Number was not
found in Grants
Online a red
message is
displayed. Click the
Org Lookup button

ke | &to find the

organization's
record in the
database or add if
necessary.

b) The DUNS
Number will
automatically be
pre-populated in
the field. Click the
Search button.

c) If the desired
organization is
NOT found in
Grants Online, click
the Add a new
organization link.

d) If the
organization's
record is in the
SAM.gov file, click
the Select link.
OR
e) Click the Add a
blank
organization to
manually enter a
new organization or
individual recipient.
Proceed to Step 2.
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Associating an Application with an Organization Profile in Grants Online

1.

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).

Only active records are 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 converts 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 non-ASAP, but that Organization has been
ASAP in the past, please contact the Grants Online Help Desk.
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Add a New Organization

Add Organization

Description

Organization Type *

Bureau *

Applicant Type

Organization Name *

Identification

External Recipient ]

National Oceanic and Atmospheric Administration (NOAA)

Other

|&n Organization that is External to NOAA

Duns Number
(9 digit number) 987654321
EIN Number 53956780

MSI Code | - not specified -

“ I

¥ |Search MSI List

Note: Addresses must match the physical and mailing addresses in the SAM for the associated FFATA DUNS.
The Physical Address is the address used for searching and viewing throughout the system.

SAM Physical Address

Street Address *

1457 Main Street

City * Germantown

County

State * Maryland v zip *[20874
Country * United States 7]

Phone * 301-123-9876

SAM Mailing Address

SAM Mailing Name

Street Address

&
City [
State | Please select a state v |
Country | United States v |

Note: Leaving the City blank will copy

the Physical address on Save > > Exit.

Zip

When adding a new organization the user must select his/her 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 the user can indicate if s/he has verified the EIN
and DUNS number the recipient entered on the submitted paper application. On occasion, there have been

typos in the EIN or DUNS number on the application. Those typos frequently lead to inaccuracies in the

organization’s profile information and contribute 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” process step (Universal
RFA) or “Assign Award Number/Recipient” process step (Competitive RFA).
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3
PO Checklist

Y

2
Conduct
Negotiations

1
Assigned
Program Officer

Procurement
Request

View|Task Name Task Completed|Applicant
i Date Name
View Conduct N/A 02/05/2011 Application LB Universal2 RFA App Not 2199761 1793527 icmr LB Univ?2
Negotiations Started App
View Watify Bacinionte ALGA N2/NCII011 BEA MIA Tn 100740 170CEIC A2/ACIIn11 MIA MiA
[-1 Progl|ramboi'ﬁ|ce Added Information Step 2: Se/eCt
Proposal Number: .
Project Type: Construction Non-Construction Both < ] . CO”StrUCtIO”, NO”'
e Sraat o for oy Construction or Both

Principal Investigators-

- X additional Principal
Project Directors: Investigators / Project

Directors not listed below

Keyword(s): Step 3: Choose the

Principzl Placa Of Parformance : @ Applicant's Legal Address ~ PrinCipa/ P/aCe Of
Guidance oreign
bt _ Performance category,
atewide ~ =
Coumtyvide then provide the needed
i details based upon the
Authorized Representative SeIeCted Category
Prefix:  First Name: Middle Name: Last Name: Suffix:
[1one ]| | | |[mone ~]
Title: I |
Email: I |
Street: I | .
City: ‘ | County: | ‘ Step 4: Authorlzed
State: } Please select a state | v Province: | ‘ Representatlve Lookup
Please Associate an Authorized Representative within Grants Online for the Qrganization mentioned above using - Flnd AUth Rep n
the Authorized Representative Lookup button.
< database
Award Number: Step 5: Generate New

_
< Award Number or
Associate with Existing

Award

Save | Save and Return to Main ance
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Conduct Negotiations Complete

3

PO Checklist
5 ; No Procurement Request for
1
Assigned Conduct  \ Zero Dollar Awards
Program Officer Negotiations \

\
|
| Y
/ 12
/ Procurement
To P 4 Request
Provisional /&
Organization
Workflow
Your Tasks
Document Type Status
al oo v RS
32 items found, displaying all items.1
View|Task Name Task Completed|Applicant
Date
Award File In Progress - NA12G0T9990022
View Procurement  NA11GOT9990039 02/02/2011 Procurement Test/Training App 1 for Not 2199722 1795342 Institute LB Tes
M 2245442 Request and Request and Release 4.06 Comp RFA Started for pp 1
Status: Commitment of Commitment Community
Funds of Funds Managed
Action: |D\ease seledt an adion J m Resources
Your Comments: UCMR)
View NEPA Document  NA11GOT9990039 02/02/2011 NEPA Test/Training App 1 for In 2199724 1795341 02/02/2011 Institute LB Tes
Release 4.06 Comp RFA Progress far Appl
(NEPA - Community
snel Check 4 NOAA, NTlA, Managed
A EDA On|y) Resources
(CHR)
ave Comment
View Complete PO NA11GOT9990039 02/02/2011 PO Checklist Test/Training App 1 for Not 2199723 1795340 Institute LB Tes
Checkdist Release 4.06 Comp RFA Started for App 1
Community
Managed
Resources
[ICMR)
View Assign Award - N/A 01/04/2011 Application  Test App for 4.05 In 2199526 1794572 01/25/2011 Institute LB - Ta
1 Attachments: Number/Recipient Process Maps Progress for App 1
Community
Pending Actions X
5 iterns found, displaying all iters, 1
pe [0 lstatDate lFederalfundingisca YearllsstactionStabis i
PO Checklist 2045444 05/22/2012 $5,000.00 012 Complete PO Chedklist: Mot Started
HEPA 2245446 05/22/201245,000.00 2012 NEPA Docurnent: Not Statted
Dioparnant Boonact and ororpitrant of Eunde 2245449 110, il il Deogurarnant Banuaet and Corormitroant of Eueder ot Started
Organization Profile 2243443 05/22/2012 $5,000.00 2012 Validate Organization Profile: Not Started
QOrganization Profile 22454435 05/22/2012 §5,000,00 2012 Validate Organization Profile: Not Started
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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 FPO’s 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.

e 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.

e The user will have either two (2) or three (3) new tasks in his/her Inbox. (If there are no new tasks in
the Inbox, click the Inbox tab to refresh the screen display.) Only NOAA, NTIA, and EDA receive the
NEPA Document. The other bureaus only receive the PO Checklist and the Procurement Request.

e An Award File has also been created in the database. These tasks will move along separate workflow
paths but will become a part of the same Award File in the Grants Specialist’s Inbox. The tasks do not
have to be completed in any particular order. However, the Grants Specialist may return an
“incomplete” Award File to the FPO. The Grants Specialist cannot proceed to the next step until all
documents that comprise the Award File are complete. The user should periodically check the
Workflow History to ensure the Procurement Request (and if appropriate the NEPA) have completed
their approval process before forwarding the Award File to the Grants Specialist. (The task with the
option to forward the Award File to the Grants Specialist appears after the user completes the PO
Checklist.)

e For a detailed discussion of the rules associated with Principal Place of Performance, please refer to
the following training manual:

https://content-drupal.noaa.gov/sites/default/files/atoms/files/PPPER Quick Reference Guide.pdf
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https://content-drupal.noaa.gov/sites/default/files/atoms/files/PPPER_Quick_Reference_Guide.pdf

NEPA Checklist

A - A - A - A -
L Ll L >
6 7 ) 8 9 10
NEPA NEPA Review and select Selected A NEPA
(NOAA, EDA and NTIA) NEPA Official €lec e. . pprove
NEPA Official

Option to establish additional
NEPAreviewers.

NEPA Environmental Review Requirements - NA19NOS4730012

1 Attachments:

Mo attachments,

Add nave Attachmants 4] Categoricl Excusions

Any changes to information on this page should be saved before adding or removing attachm,
Large File Guidancs

Guidance

3. Level of Review * C[ CE DESCI‘i[}tiDII
Indicate below the level of environmentsal revigw that has been Categﬂw

conducted for the proposed action.
60323 Menagemen lan amendrets,

Categorical Exclusion (Attach mema if required.)
Select/View CE
MNothing found to display.

v

Finding of No Significant Impact associated with Environmental D

00583 enagenen anamencvent my b categocaly excuded fom e NEPA avlyg J

Asssssment Programmatic Envirenmentsl Assessmant. () achon and the proosedchang s o efect il o cumdately on e um
Record of Decision associated with Environmental Impact e record w2 copy submited o the NP Cordna, 2 3 e et
teh

Statement.

. nrtechncal o, comecos, o chngesf 2 nanagenent .

Other - Explanation in Attachment. DB'

b.) Mitigating_Measurss

1802 Resaton Actors, The nage Asessnent and esoraton Programpolcy st |
o e e e e vea® | At ma o sigmﬂcanti pcts on e qulty o e b nvionmet 3
migssion messures? (el ave st ingcts o e umenenvronment ., acng vt |m|
R84

Doss the proposal include funding for one or mars projects that have @ NO © Special

not yet been identified and thersfore NEPA review cannot be YES g S0k Poamles ofDrcineshon Achnne Cilodre . OT
complsted?

c.) Post Award MEPA Review Process

d.) Mational Historic Preservation Act

Indicate below the conclusion of the review conducted per section 106
of the National Histaric Preservation Act:
Mo potential to cause effects (36 CFR. § 800.3(a)(1)})
Mo historic properties affected (36 CFR § 800.4(d}{1)}
Mo adverse effect {36 CFR § 800.5{d){1))
Adverse effects resalved (36 CFR § 800.8)
# Not Fequired

Please Selact = NEPA Official for routing purposes: [- Select A NEPA Official - ¥ |

| Save | Save and Return to Main | Cancel |
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From the Action Dropdown menu, select “Complete NEPA Document” and click the Submit button. The NEPA
Details screen displays three questions for which the user must provide a response. After responding to the
questions, add any relevant attachments and identify the NEPA Official who will perform the final NEPA

approval.

» For this class select “Internal Reviewer” as the NEPA Official. After clicking Save and Return to Main,
select “Forward NEPA Document” from the Action dropdown menu and click the Submit button. The
user is redirected to his/her Inbox where s/he will see the NEPA Document task is no longer visible.
The task has advanced to the next step in the workflow. The user can locate old tasks by changing

the filter on his/her Inbox from “Open” to “Closed.”
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Procurement Requests

>

11 12 13 15 16
14 L.
Procurement Procurement Complete and Approve Request Authorizing 17
Requestor .
Request Request Forward Each Procurement Official Approve
Document Request

Option to establish additional
PRCF reviewers.

Request Authorizing Offcal: * ———————— e accs is valid

CEEENITTYTY | e

0y Bureau (xx): *
EDA Budgetand NEPA Offical ~ 303-355 1212 [V EII
‘ Fund (xx): *

Fiscal Year (yyyy): *

Project - Task: = [E000025 | -

Program Code: 3D 11-00- 000
ity 5 o+ ][00 0] -] -
m Object Class: * - - -

Amount: * _ Prior Year Fund: v
(Plsz note, you must pess Save and Retum o Main o the Route b be commitg) e

m DWValidate | Cancel/Done

=) | =
= ==
ra m
=

Additional Reviewers;

Requestor:*

Ielephone m One item found. 1

e 5 R ureau FundFicol Yearlorgaization ———program |project - Task
‘ 20 40 2020 99 -00 -0000-00-00-00-00 30-11-00-000 E000025-000 41-11-00-00 $2,000.00 N Yes

Federal Share: * s Redquisition Number: * \EDG00000000301

Affected Reference Number: NAISHNF4130006 EIN. 07654321 DUNG: 123436780

To: Description: *
TEST ORG INC, (CFDA Number: 11.413 i
123 Gemnantown Road Gemnantoun, M0 Project Sart Date: 2015-10-01
20876 Project End Date: 2019-09-30
(rant Type: nat entered v
Project Descrpton: Tralming App 1 y

Accounting - ACCS Lines *
One item found.1

oureaulrundliscal Yearlorganzation ———Jprogram —project - Tasklobject classJAmount [prior Yearlowvaldatediacton

20 40 2020 99 -00 -0000-00-00-00-00 30-11-00-000 E000025-000 41-11-00-00 $2,000.00 N Yes Edit Delate

PRCF Total for this Award action: $2,000.00
Total Federal funds authorized for this Award action:  $4,000.00
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Next, select the “Procurement Request” task from the Inbox and then select “Complete Procurement
Request and Commitment of Funds” from the Action dropdown menu. Note that this “Procurement

Request” is only for the first year of funding. If this is a multi-year award we will discuss how to fund the out-

years during the Partial Funding module.

e Fill in Authorizing Official (Internal Reviewer) and Requestor (During class each student should use

his/her own training ID (e.g., gstudent01). Select Save.

e Now the “Requisition Number” and “Ship To” boxes have been populated by the system. Notice the
data in the “Description” box. If the Procurement Request is completed before the PO Checklist, the

Grant Type (Grant or Cooperative Agreement) is not available to be filled in. If necessary, this field

can be manually updated.

ACCS Lines (Accounting Codes)

e The user must supply data for the ACCS Lines. To complete this task, select the “Add New ACCS Lines”
link. The “Fiscal Year” defaults to the current fiscal year but can be changed by any user who has the

right to edit the contents of 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.

Click the DWValidate button to validate the data against the CBS Data Warehouse tables. If the

validation is successful, the Program Code is populated.

3. When the user enters a valid ACCS Line, the words “The ACCS is Valid” displays at the top of the
Accounting — ACCS Line section of the screen. In addition, the word “true” displays next to the

Validated data element.
4. Click the Cancel/Done button to return to the previous screen.

5. Continue to process and forward the Procurement Request as usual.

6. A validated ACCS Line for a Regular Account:

Bureau (xx): -

rue
Fund (xx): =

Fiscal Year (yyyv): *[po1a

Project Task: 4RM2APA| -

Program Code: 04 -04-01-005

QOrganization:
Object Class: - - -

mm——)he ACCS is valid
Validated: ( T )

~I

Amount: * $[1,250.00 Prior Year Fund:
| save | DWVvalidate J| Cancel/Done

0One item found. 1
[BureaulFund|Fiscal YearlOrganization _______[Program ___Project — TasklObject ClasslAmount _|Prior Year DWValidated
14

7 2014 20-01-0000-00-00-00-00 04-04-01-005 4RM2APA-PO0 41-11-00-00 $1,250.00N Yes
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\ 4
Y
\ 4

v v v
11 12 13 15 16
14 .
Procurement Procurement Complete and R ¢ Approve Request Authorizing 17
Request Request Forward Each equestor Procurement Official Approve
Document Request

Option to establish additional
PRCF reviewers.

e The amount of the “PRCF Total for this Award action” must be equal to or less than the amount in
“Total Federal Funds Authorized For This Award Action.”

o [f the user needs to create more than one Procurement Request to send through different approval
routes, s/he can select “Create New Procurement Request.” Remember, if there is more than one
Procurement Request for an Award, the total funding for all requests must be equal to or less than
the Total Federal Funds.

e Select “Save and Return to Main” to prepare to start the workflow. The user is returned to the
Procurement Request launch page.

e From the Action dropdown menu select “Forward Procurement Request to Requestor” to begin
workflow. Since the user has selected himself/herself as the requestor s/he will have a new task in
his/her Inbox to “Review the Procurement Request.”

e Navigate to the Inbox, click the Tasks link and select that task. Select “Approve Procurement
Request” from the dropdown menu.
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PO Checklist

[y
2 3 4
PO Checklist PO Checklist Complete PO

CheckList

T
5 Sa 30
Certify PO Award File Forward Award File to
Checklist Grants Specialist

PO Checklist - NA20GOT9980016

1 Attachments:
No attachments.

Add new Attachment: [+]

Any changes to information on this page should be saved before adding or removing sttschments. File na|

Large File Guidance

General Award Information
Application Organization: GEMERAL ATOMICS State: CA
Applicant's EIN and DUNS numbers have been verified:*

Grant Type = Guidance
2 Grant
' Cooperative Agreement

If Cooperative Agreement, enter Cooperative Agreement Specific Award Condition

e
Statutory Authority = Guidance  Audit Trail: ﬁ

Project Description/Abstract * Guidance

Spell Check
IMPORTANT: PLEASE REVIEW CAREFULLY for spelling or punctuatig
(as can occur with copy/paste from Word).

Basis of Selection =  Guidance

0 Competitive

- Non-Competitive

' Congressionally Directed (Soft Earmarlk)
O Institutional {designated by Grants Office)
 Formula/Allotment

0 Congressionally Mandated (Hard Earmark)

Project Progress Reports Guidance
Any changes to these values will be applied to the entire grant.

Frequency
® Semi-Annually
2 Synchronized to the Federal Financial Report periods
2 annually (for multi-year/institutional )
' Quarterly
_' Mot Reguired (for "No Special Purpose” awards). Mo final report required. Final report selection is|
) Mot Reguired (for Single Year awards). One report, covers award period up to 12 months and is d

Final Report

® Comprehensive - a last interim report is required

) Comprehensive - a last interim report is not reguired
) Last Report

Specific Award Condition for Project Progress Reports

Project Progress Reporting C ts:

]

Mote: It is the Program Officer’s responsibility to create the Specific Award Condition for non-default
and the above values will be ruled in favor of the Specific Award Condition. If no Specific Award Con
award will require the default values as defined for the Agency in the Bureau (or Department) Stand

Conflict of Interest/Post Employment Restrictions  Guidance
Is there a former DOC employee working for the applicant who represented or will represent the app
involved in the merit review and/or selection process?
® NO O YES

If YES, please attach files below.
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2 3
PO Checklist PO Checklist

I,
4 5 Sa 30
Complete PO Certify PO Award File Forward Award File to
CheckList Checklist Grants Specialist

Matching Requirements: *  Guidance

b. Required Non-
Federal

c. Required Cost Share % of  |d
Total
(Federal + Non Fed)

Share Amount
50.00 0.0

§500,000.00
Add New
Analysis of Matching Requirements

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

Negotiated Non-Federal Share: £0.00
Total Required Non-Federal Share: 50,00
Voluntary Non-Federal Share: 50.00

. Funding Source / Required
Cost Share Explanation

IAction

Source or Explanation of 0% Required Cost Share: None  Edit Del
Required

Minority Serving Institution
Does this award include any subaward to a Minority Serving Institution? MSI C
Ono Oves

Homeland Security Presidential Diractive - 12

Does the proposed award require any recipient, subawardes, and/or
contractor personnel to have physical access to Federal premises

for more than 180 days or to access a Federal information system? N0 O

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

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

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

Project Specific Information  Guidance

Is PROGRAM INCOME anticipated being earned during performance of this project: ®no O vyEs Enter Comments
Will a VIDEQ be created for public viewing as part of this project? # Np O yEs Enter Comments
Is a SURVEY/QUESTIONNAIRE required by the Program Office for this project? ®Np O vyEs Enter Comments

Will Federal Agency owned equipment be provided to the recipient to use for this award? ® yp © ygs Specific Award Condition

Transfer Information  Guidance

Does this award include any Federal funds that were transferred
from another Federal agency specifically for this award?

If YES, enter transfer documents Enter Comments

UNO VYES

Programmatic Specific Award Condition

Are there any NEPA mitigating factors, Post Award NEPA reviews,
or any other programmatic restrictions that need to be placed

on the award? YN0 Y YES

Specific Award Condition

Additional Information

EDA Specific Information

View/Edit EDA Specific Information.
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k2
2 3
PO Checklist PO Checklist

EDA-Specific PO Checklist Elemen

Geographic Area of Project and Eligibility I

Description of Geographic Area that qualifies

(Colorade; and Colorado Springs, Celerade to host

[countries.

Jefferson County, Colorada; City and County of Denver, Colorada; El Paso County,

Exchange (ACE) to pursue economic links with economies from more than 25

_ I Check

Eligibility Determination Based On (choose one):™

r \.\ 4 \.l‘ (e _\\ \.l‘
— ';_,. . '
- - -
4 3 53 30
Complete PO Certify PO Award File Forward Award File to
CheckList Checklist Grants Specialist
ts
nformation
for EDA Assistance:”
the Americas Competitiveness
P

[Mot Applicable

Date/Ewvent of Eligibility Determination

Applicant Eligibility us g

Anticipated Economic Benefit

Anticipated Economic Benefit:*

By the end of the ACE, participants will see how host communities in urban and
rural areas of the Denver Region and their strategic clusters are ready to:

Per Capita Income [35,507 B1,177

Establish global commercial relationships and FDI partnerships among hosts

Unemplayment Rate

and participants. Share and promote best practices in economic development to
strengthen local innovation and entrepreneurship ecosystems. Showcase the

Source 2017 PCPI (BEA)

importance and benefits of: Public-private partnerships to advance a coordinated

If eligibility is based on a SPECIAL NEED, does the

an how the proposed project will meet the special

Need for the Project (Pressing Need/Econom

regional economic development strategy that leverages local assets and present
key lessans and paths defined by regional CEDS; A coordinated regional business
plan to stimulate capital investment and job creation: Research to understand

problems and develop tools to achieve environmentally sound economic A|

Estimated Jobs Created:™

v ]

(Colorado’s industry clusters are comprised of 2 di
innovative sectors, including a=rospace, avistion,
madical technolagy, energy and ocutdoor recreatiol

(ACE 12 will help Colorado urban and rural areas h
collaboration to find new opportunities to foster rg
international partnerships.

ACE 12 will provide Calorada the oppartunity to p
innovations in mobility, sustainability, and emergi

Spell Check

fog):
{%a):

Maximum Grant Rate Eligibility

This project benefits an area which is primar
[Regional/Multi-lurisdictional ¥ |

(Number should reflect amounts after attribution is applied. )}
A
e ]

Estimated Jobs Saved:*
Estimated Private Investment Leveraged:™

Source of Grantes Estimates (check as many as apply):
Input/Cutput Model (e.g. IMPLAN, REMI) |/ Comparison to Similar Projects

Unknown Method

Letters from Beneficiaries of the Project
Other Method (specify): |

Project Beneficiaries:
Mo beneficiaries have been selected.

Additional Project Information

Regional Cooperation (Collaborative Reg. Innovation) 0%/26/2019

Supports growing/emerging clusters {Collaborative Reg. Innovation) Yes 05/26/2019
Federal Partners Participating [Public/Private Partnerships) Yes 09/26/2019
State Partners Participating (Public/Private Partnarships) Yes 09/26/2019
Local Partners Participating (Public/Private Partnerships) Yes 0%/26/2019
Foundations Participating (Public/Private Partnerships) Yes 05/26/2019
Yes 27 Support Export Development and Assistance (Global Competitiveness) Yes 0%/26/2019
Mo 28 Attracts Foreign Diract Investment (Global Compatitiveness) Yes 09/26/2019
No 29 Encourages Commercialization and Tech Transfer {Global Competitiveness) Yes 0%/26/2019

525120

MAICS Code that best describes the EDA project:”

In the textfizld above, enter the code that corresponds to the
primary purpose of the project. NAICS codes can be obtained from:
http: /v nsus.gov/ecs /naics/index. html

Are reimbursables being used as EDA funds?*

Select the appropriate program under which this application will be funded:* [Select an Option
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The user now has one more task in his/her Inbox to complete for this application: “Complete PO
Checklist.” Click on that task and go to the details page. Fill out this form carefully. Each section is
important.

=  Attachments:

= If the Grants Online Review Maodule was not used for the competition/award, but a merit
review was conducted outside ot Grants Online, a copy of the review documents should be
saved here.

= Statutory Authority — Data must be entered. The information can be modified by Grants
Management; however, policy specifies that the FPO should enter complete and accurate
information.

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

= The user should verify the accuracy of the EIN and DUNS; indicate verification by marking the
checkbox on the General Award Information section of the screen. Verifying those two variables will
diminish the possibility of errors that delay receiving applications and processing the award.

= Matching Requirements —

a. If using a 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 the
Federal share). Using real numbers, for a $500,000 total award there is $100,000 in matching funds
to $400,000 in Federal funds.

b. If using percentages, the percentage is based on the total award (Federal plus match), not a
percentage of just the Federal funds. (Ex. A 20% match means that the total award contains 80%
Federal funds and 20% matching funds). Using real numbers, for a $500,000 total award there is
$100,000 in matching funds (20% of $500,000) to $400,000 in Federal funds (80% of $500,000).

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

= Research Terms and Conditions — Generally, for EDA, this box should be checked “No.” The effect
of choosing “yes” on this page will allow a university to invoke a special authority to unilaterally
extend their award for up to one year without Grants Officer approval. Additionally, on the CD-450,
the DOC Standard Terms and Conditions are left unchecked; and in lieu of these, the Government-
Wide Research Terms and Conditions are required.
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In addition to Page 1 of the PO Checklist, EDA project officers also need to complete the “EDA Specific

Information”.

= At the bottom of the PO Checklist, click “Save” and then select “View/Edit EDA Specific Information”.
= All Elements marked with an asterisk need to be completed on this page, however the Project Officer
should complete as many fields as possible

= These fields include the following:

o

o O O O O

Description of Geographic Area that qualifies for EDA Assistance

Eligibility Determination Based On (Choose from drop down menu)

Date/Event of Eligibility Determination

Need for the Project

Benefit area geography type (Choose from drop down menu)

Anticipated Economic Benefit

Estimated Jobs Created/Saved and Private Investment Leveraged with supporting
information as applicable

Special Initiative Codes

NAICS Code

Forward/Revise Award File

Once the PO Checklist has been completed and certified, the system will generate the Forward/Revise Award
File task, which will enable the project officer to move the file from the “Program Office” side of Grants
Online to the “Grants Specialist” side of Grants Online in order to continue processing.

NOTE that while the task will be generated once the PO Checklist is certified, the project officer will not be
able to move the file forward to the Grants Specialists tasks, until all of the Program tasks (the PO Checklist,
the Procurement Request and Reservation of Funds, and the NEPA Checklist), have been fully completed and
approved. A large red “X” will show on the Award File in Progress page, along with a table of outstanding
tasks, until all outstanding tasks are completed.
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Award File In Progress - ED1GATL3030059

Id: 2279929
Status: ProgramOfficerActions - Mot Started

Action: Please select an action Ml Submit |

Your Comments:

Print Award File History

[ Attachments:

Pending Actions X

2 items found, displaying all items.1

fflype D __[StartDate [Federal FundinglFiscal Year|Last Action Status lLast Action DatelLast Action User|
NEPA 227993212/17/2015$100,000.00 2016 Review NEPA Document: Not Started EDA Reviewer
Procurement Request and Commitment of Funds227993012/17/2015$100,000.00 2016 Review Procurement Request and Commitment of Funds: Not Started EDA Reviewer

After all the required tasks are completed, the red “X” will change to a green checkmark, signifying that the
file is ready to move to the Grants Specialist workflow.

Award File In Progress - ED16ATL3030059

Id: 2279929
Status: Program OfficerActions - Mot Started

Action: Please select an action Ml Submit |
Your Comments: ({2 EEEEREE 1Tl
Forward Award File to Grants Specialist
Forward Award File to Grants Specialist and Ignore Warnings
Reassign Award File
Renegotiate P
Revise NEPA Document
Revise PO Checklist
Revise Procurement Request and Commitment of Funds
View FAIS Sheet
View Reporting Freguencies

Print Award File History

1 Attachments:

Pending Actions \/

Mothing found to display.

Should any of the Program tasks need to be modified, the “Forward/Revise Award File” task will enable the
user to “revise” any of the Program documents, or “Renegotiate,” if elements of the SF-424 page need to
be corrected. If the project officer chooses to modify a document, it will need to move through the entire
workflow/approval process, before the file can move forward to the Grants Specialist workflow.
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For more specifics on how to revise an approved procurement request or correct ACCS lines on a funding
award, please reference the following user manual:

https://www.noaa.gov/sites/default/files/atoms/files/ACCS Correction Guidance.pdf

For more specifics on how to revise the components of an award package, please reference the following
reference guide:

https://www.noaa.gov/sites/default/files/atoms/files/Renegotiations QRG.pdf

Once all of the program tasks have been completed, the project officer should choose the “Forward Award
File to Grants Specialist” option. Note that this will automatically forward the file to the “Lead Grants
Specialist” for that line office/CFDA number combination. If the EDA project officer needs to complete the
Grants Specialist tasks, but is not the “Lead Grants Specialist,” the Grants Specialist task to “Review Award
File,” will need to be reassigned back to the EDA project officer (see chapter on reassignments).
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Grants Management Process

Threshold*) to attach Press Release. (Canceled if no
action taken a5 of GO approval -Step 10

*Bureau Threshold-

GMD Review, Obligation, Approval and Award Offer (GMD-1)

“Review &aard File” Task |s placed inbo Grants

¢

(I EDA, all Grants) / {IF Census, na Granks) Checklist
OR
(3 Dther Burzau = 5500,000 Onky) 1
Grants
Specialist
4
Mighsly Uplaad to CBS DWW far ARRA Complete
File fir FARDS/L CD-450/451

Award Flles cannot be signed by Grants
Officer if there is 2
pending amendment.

o

™~

Complete GMD GMD Checklist

oo ted

5
{D-450,/451

Specialist's Inboo when FPO forwards Award File. Dione
& task also goes to Public Affairs (based on the Bureau

3

#uward File Final State
PO Checklist, NEPA,
Procurernent Request,
GMD Documents

March 4, 2020

Wersion 4.26

Forward ta FALDY Rewiew davard Grants
Optional Reviewer ol File Specialist
Diréctor

T
ASAP Only AUTOMATED TASK Forward to
ALTOMATED TASK Nightly Grants Dfficer
Upload ta
MARS
2
i4
12 11 10 g
13 B
16 15 il s CBS 127 CBS 1st/2nd Initiate Award Review oo
Officer Approval ~ Grants - CD-450/451 ML APREL
ASAP ASAP ficar Approval Appraver Ohligation
Autharization Authorizer 25
Interface
b
. - - CO-450 - Closeouk Process or
Legislative Affairs €D-451 - De-aib Process
ASAP Only ‘workfiow -
(Interface to Data by Design for all Bureaus escept ED0) “ALTOMATED TASK See DA-1and DA-Z)
{based on Data
i':;“m"‘ » Grants > $50,000 Cinky] lrIJFr\hM , Grants = 500,000 Only) wmg:slsxif-icn::::' -
{IF Othar Buresw, oll Grants) [If Other Bureau, all Grants) Decline
6 _<s
1
- 4@ — s Acce
1 2 3 ‘ﬁu = =
8 0 Finance ASAP Recipient Authorized bl
17 Clear 19 offi Cansicats Award Decline
Chsas ice rification Representative
Bureau OLLA Amiard File Departrnent P Dietaits. END
(OLA) ouA are Fils

General Information

=  When the Award File has been forwarded to Grants Management there are several additional steps
that take place before the award offer is sent to the recipient. Grants Management has 60 days to

complete its review and approval process.

= |f funds have been removed from the ASAP accounts used on the “Procurement Request” after the
award file was sent to Grants Management, 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 indicated as ASAP, the ASAP
steps on this workflow will be skipped. Subsequently, the recipient must use an “Organization Profile
Change Request” to initiate their ASAP enrollment after the award has been accepted. This process
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must still take place even if a “Non-ASAP” organization was accidently associated with the application
instead of the ASAP record for that organization.

=  For EDA, the OLIA and OLA tasks are manually cleared.

CD-450

_{No Comments)
[Financial Assistance Award

Recipient Name: University of Maryland, Center for Environmental Science Federal Share of Cost: l£50.00

Street Address: 2020 Horns Pint Rd Recipient Share of Cost: [0.00

City, State, Zip: Cambridge , MD 21613-3368 Project Title: Do Not Pay Screenshot Total Estimated Cost: [£50.00

CFDA Number: 11.433 Award Number: NA1SNMF4330041 Award Period: 09/01/2015 - 09/30/2016

internal Use Only

ASAP Authorize Amount: [£50.00 Prior Year Fund: no | DoNotPay List Checked
CD-450 Items

artment of Commerce Financial Assistance Standard Terms and Conditions(DECEMBER 2014) Required

Not Allowed
by The Dept.Of Commerce Not Allowed
e Required
Required
irements, Cost Principles, and Audit Requirements as Adopted Pursuant to 2 CFR § 1327.101 Required
epartment of Comme ements for Grants and Cooperative Agreements Required

(REF 79 FR 78390 DE

Do Not Pay should be checked when SAM.GOV has been checked and no issues found.

Attachments
NOTE: Only save FINAL documents to the CD-450/451 page.

_
i 01 | i6 2015 Required Metrics 03;13;2015 11:28:41 AM No

Line Ttem Budget 03/13/2015 01:19:48 PM No

Authorized Scope of Work 03/13/2015 01:32:05 PM No

EDA Special Award Conditions 03/25/2015 12:24:41 PM No

NOTE: Short Descriptions of all file attachments should be entered into the “Other” field on the CD-450 -
this will ensure that they are included in the CD-450 “report” generated by the system.

< Other(s)

Co-Recipient: Clemson University Land Stewardship Foundation, Inc.

EDA Special Award Conditions

This award is being made under competitive Federal Funding Opportunity Number EDA-HDQ-0IE-2014-
2004219 posted at Grants.gov on 09/04/2014.

Also note any Co-Recipients in the “Other” box, and be sure to add a specific award condition through the
Grants Online interface to track whether the Co-Recipient has signed an “Acknowledgement and
Agreement of Co-Recipient.”
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Filename Conventions for CD-450 Attachments

1. Line Iltem Budget
a. File Name
i. Initial Award: “[Award Number] — FINAL Line Item Budget” (example:
ED15HDQ0200001 - FINAL Line Item Budget.pdf)
ii. Amendment: “[Award Number] — Amendment [#] FINAL Line Item Budget”(example:
ED15HDQ0200001 - Amendment 1 FINAL Line Item Budget.pdf)
b. Short Description
i. Initial Award: “Line Item Budget”
ii. Amendment: FINAL Line Item Budget Amendment [#] (example: Line Item Budget
Amendment 1)
2. EDA Specific Award Conditions

a. File Name
i. Initial Award: “[Award Number] — Specific Award Conditions” (example:

ED15HDQ0200001 - Specific Award Conditions.pdf)

ii. Amendment: “[Award Number] — Amendment [#]Specific Award
Conditions”(example: ED15HDQ0200001 - Amendment 1 Specific Award
Conditions.pdf)

b. Short Description

i. Initial Award: “EDA Specific Award Conditions”

ii. Amendment: EDA Specific Award Conditions Amendment [#] (example: EDA Specific
Award Conditions Amendment 1)

3. Authorized Scope of Work

a. File Name
i. Initial Award: “[Award Number] — Authorized Scope of Work” (example:

ED15HDQ0200001 - Authorized Scope of Work.pdf)
ii. Amendment: “[Award Number] —Authorized Scope of Work Amendment
[#]” (example: ED15HDQ0200001 - Authorized Scope of Work Amendment 1.pdf)
b. Short Description
i. Initial Award: “Authorized Scope of Work”
ii. Amendment: Authorized Scope of Work Amendment [#] (example: Authorized Scope
of Work Amendment 1)
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GMD ChecKklist

GMD Checklist - ED19DEN30300290
1 Attachments:

Mo attachments,

_{No Cormments} — Comments
Checklist Items
Mot Required Budget/Cost Analysis Memo
As Needed Property

Applicants Management and Financial Capabilities

Required ¥ Delinquent Federal Dabt

Required ¥ Single Audit

Required ¥ SAM Exclusions

Required ¥ Past Performance

As Neaded Rigk Recipient

Mot Required Awards to Insular Area © Yes © No ® Not Answered
Required * Grant Type '/ Cooperative Agreement * Grant
Required ® Confirm Financial and Progress Report Requirements
Required ¥ Review Specific Award Conditions

Required ¥ Project Details

Required ¥ Statutory Authority

Required ¥ Project Dates

DoNotPay check is complete

PAN AMERICAN DEVELOPMENT FOUNDATION, INC.

Edit ==

_{Mo Comments} Internal Comments
Note: These comments are For intermal uss only.

=
Audit Trail:

ription

l Grants Online Bureau 1000110 - Economic Develoemeni Administration 1EDAE l

Grants Online Org ID 2005589
Organization Type External Recipient
Applicant Type Nenprofit with 301C3 IRS Status [Other than Institution of Higher Education)

With multiple Bureaus in Grants Online, the Grants Specialist is encouraged to click on the View/Manage
Recipient Organization link to confirm that the correct Bureau has been associated with the organization
record linked to the award.



Checking SAM.gov

SAM.gov should be checked for “Delinquent Debt”. Check with Bernadette to see if List for parties excluded is
still being checked — no longer on the Grants Online screen.

When SAM.gov is checked, a screenshot of the search results should be uploaded to the Organization Profile
for the applicant, and the date of the search should be filled in to the relevant fields. The description of the
SAM.gov screenshot should include the name of the applicant and the date of the search, e.g.: “SAM.gov
check for SRI International 20150917”.

Grants Management - Risk Review

Risk Recipient true
Do Mot Pay Information

SAM Informa

Federal Awar

Performance and Integrity Information System (FAPIIS) Information
Megotiated Indirect Cost Rate Agreements [MICRA) Information
Other Information

Grants Online Specific

Grants Management - Do Not Pay
Delinguent Debt Review Date |]_0_.l’]_Bf2D]_B
Delinguent Debt Found OYes ®MNo

1 Attachments:

Mo attachments.

Grants Online Specific
Grants Management - SAM
Is the Party excluded from

C T
Procurement/MNon-Procurement Activities es ®Ha
Date of Check for Exclusion from

'

Procurement/MNon-Procurement Activities |DG' e |
Date Party was excluded fram | |
Procurement/MNon-Procurement Activities
CAGE CODE:
SAM ACTIVATION DATE: 05/03/201%
SAM EXPIRATION DATE: 06/02/2020

[ Attachments:

Mo attachments.

Checking for the most recent Single Audit

Similarly, after checking the Clearinghouse for the applicants’ most recent single audit, the relevant details
should be completed on the Organization Profile for the applicant; a copy of the audit does not need to be
attached if enough information is completed in order to access it again on the Clearinghouse; however, if
there were no records found in the Clearinghouse, a screenshot of the search should be attached. Any
relevant questioned costs or findings should be addressed in the Comments box.
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Specific Award Conditions

Specific Award Conditions

UpUUnS
Matching Requirement Since this award requires the Recipient to provide ${From matching requirement on CD-450 or 451] in m
project-related costs from non-federal sources, the Recipient must maintain in its official accounti

Te al Monitor The Technical Monitor for this award is: Template
P Milestones To ensure adequate and timely progress towards project completion and achievement of the goals of the Template

Recovery Act with respect to project timing and associated expenditure of funds, NOAA and the gran

Specific Award Condition Details

Name: * Matching Requirement

Description: ™ Since this award reguires the Recipient to provide $(From matching requirement on CD-450 or

451) in project-related costs from non-federal sources, the Recipient must maintzin in its official
accounting records an accounting of $(From total on CD-450 or 451).

Spell Check
Response Required: Due Date: (mm/dd/yyyy) Satisfied Date:

Type: Administrative  Pending

[Save [ Save and Return to Main | Cancel

e Clicking a template will pull up stock language for any given Specific Award Condition. This language
can then be edited for that particular award.

e All Specific Award Conditions entered through this screen will be aggregated into a PDF that is
automatically attached to the CD-450/451.

e Checking “Response Required” will allow you to track the grantee’s progress in fulfilling a particular
award condition.
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Processing a Competitive Application

(Regional Innovation Strategies Program Example)
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Merit Review Module - Managing a Review Event

Only if Review Event Exists

# Review Events are optional in Grants Onling.
# Review Event is conducted for both Competitive and Universal, If chosan.
#  Review can be conductad using Grants Online functionality or cutside of Grants Online.

M

2
1

e

Start Review Event

Competitian Manager s Assign Application|s] Revigw Event Assign Reviewer(s)
| ssigned Program Officer e Event Details To Review Event Manager Ta Applicatianis)
]
\ Y - - - - - = a
1
! Reviewers Workflow |

9

Decline

This applies to our Build to Scale (formerly Regional Innovation Strategies) program which follows a true

competitive process where applications are assigned to reviewers, scores are recorded and analyzed, and
funding decisions are made based on scores and other pertinent criteria set forth in the NOFO.
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Independent Individual Merit Review

L 12EQs5
Status:

Actiom Please select an sctian

¥ ouar Cosrmam | Please select an achisn
_m—ﬁbitm Review Cyent
Wiz Review Event Detalds

[ Seve Comenent |

Independent Individual Merit Review

s
I Stalus: HarageRewswEyent - Mol Stamsd I

Action; Please select an sction Qg st |
Your Commeenta; LGl LS el
Assign Applicatons Ta Review Evert
Azzign Reviewsrs To Applicstions
e e Piriern Evant
Wi Ravicw Event Dotalls
Yieew Review Event Sommary

o Laosmarmionk

arkflew Aaalyst
Ther= Is an apen workflow task on the Review Event. 8 Review Events must be
complated through chsecut bafore applications can be selected for funding.

= Wi rkilow Histor

Date Started v Current Status :
Start Review Event 110272045 05:10:13 PM 11/0272015 05:10: 13 PM 1140272015 05: 10: 13 PM Ciarts &, Studentd tartReviewEvent Complete
Expaort apbions; Exce

Initially there is not a Review Event task in the Inbox. Therefore, the Competition Manager should
navigate to the Review Event Launch Page (from the sub-documents section of the Competition
Launch Page). When the Competition Manager completes that process, the “Start the Review Event”
option is now available on the Action dropdown menu. Remember, the option to Start the Review
Event 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.
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Merit Review Module - Reviewing an Application

44440 -

Reviewer Receive Notification ~ Select Application Review the Review Application / Farward Review to
Wia Email ‘to Review  Application d.!lluu Enter Scores f Comments - Bgency
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Selection Package

Competltwe Process (COMP-3) March 4, 2020
Select Applications for Funding Overview Versian 4.28
Competition Page
NOTE: “Select A
Applications” option > - > >
remains available on the T - t\//j
Competition Launch page. -,
This is a global option 1 N 3 £ 5
which is available even Competition Manager Select Applications = Recommended Forward Recomme nded selecting Official
when the user does not - .. hpplications Applications to SO
have a “Select )
Applications” task. Each «  Recommended dption is dependent upan
time this aption is chasan Applications for funding completicn of Reviewer
and additional *  Global option on m’ "mn :":D
applications are selected, competition launch page. e " tetion of
the entire selection . i et
process must be repeated. ) Lt LTS
11 0 . a - [
Forward to CM Assign Award - 8 Review Recommended
Initiate Award Accept Applications
For Selection Package Number Recipiant . - Assigned Program Officer Nu arerent Applications
+  Generate Award Mumber - 'Y
e Associate Applicant Org Apglications can be
+  Assoriate Authorized Rep rejected at this step.
r
—C—¢—4—¢—4——-
12 13 € 15 16 17 18 13
Competition  Review Selection Selection Package Initiate 50 Review Selecting Official  Initiate FALD Review FALD  Review Selection Package
Manager Package (Add atrachments)  Of Selection Package Of Selaction Package {No Legal Objection)
Erom this paint
farward, the P
“Selection Package” H
T Selection Package Page
displayed.
Steps 1-4

e The Competition Manager is responsible for reviewing the recommendations from the merit
reviewers and creating a list of recommended applications for the Selecting Official.

Steps 5-8

o The Selecting Official is responsible for reviewing the recommendations of the Competition Manager
and finalizing the list of selected applications.

Steps 9-11

e During the 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 application. This step is
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functionally the same as the “Conduct Negotiations” step of the Universal Application Processing

workflow.

Assign Award Number/Recipient

The “Assign Award Number/Recipient” task is now with each Assigned Program Officer:

Your Tasks

DocumeEnt Type Status
Al r
b rams found, -ﬁ‘!.pl..’l- K J" LT |
43-‘3‘?'5315“?#" Award Mumbsr! ?El.'lP'IEFtHI.‘-t Started Amratmn :'-1-13';"33 ]
Wipw 3489952 Ansign Award MumbseRedpient Mot Started  Application 244 3878 M)
¢ 3489918 Conduct Negokiation= [n Progres=s Application 2494004 03112016 I
J48991 3 Fonyand) Fevtsp Swar] Fllp Lo Pragrees  Eward Flks 2443087 03112006 wEATEET R Rl e

The requirements for this task are the same as the “Conduct Negotiations” task covered earlier.
We are currently working on a new award. When working on a continuation amendment, the user
will only have the option to select an organization identified on the original award.

When the Award number has been generated, click “Save and Return to Main.” Next, 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. After the Competition Manager reviews the package, it can be prepared for approval by the
Selecting Official and FALD.

Please note that a multiple year award refers to an award that spans across more than one year. A multi-

year award would have more than one line of funding; whereas a multiple year award would not necessarily
have more than one line of funding.

Create Selection Package
Steps 12-15

At this point, the Competition Manager attaches all of the pertinent Selection Package documents
(e.g., Reviews, Conflict of Interest Forms, Rank Order of Applications, etc.) to the Selection Package.
The Selection Package and all of its component parts, are sent for final approval.

If the Selecting Official does not log into Grants Online, a copy of the Approving Document with the

signature of the Selecting Official should be scanned and included as an attachment with the
Selection Package.

Steps 16-17

This constitutes the Selecting Official’s approval of the Selection Package.
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Steps 18-19

e If satisfied with the Selection Package, the OCC attorney will initiate the 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 OCC has issues with the Selection Package, they may return it to the Selecting Official once with the
action: “FALD Comment.” The Selecting Official has an option to follow or not follow the FALD’s advice.
However, the Selecting Official must send the Selection Package back to FALD. FALD can review the actions
taken by the Selecting Official, but after that FALD will only be able to select the “No Legal Objection”
workflow option — even if they have a legal objection.

Start Award Processing

To move forward with application processing, the Competition Manager selects the option to “Start Award
Processing” from the “Review Selection Package” task. After an award is checked and 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 are delivered to the Inbox of the Assigned Program Officer (the
person who has been working on the application). The Competition Manager can return to this task and start
the award processing as needed for each selected application. The “Review Selection Package” task will
remain in the Competition Manager’s inbox until the “Terminate Selection Package Processing” option is
selected.

The user should now have three (3) new tasks in his/her Inbox. If not, the user should refresh his/her Task
screen (Do NOT use the browser’s “Back” button to refresh the screen display). An Award File has also been
created in the database. These three tasks will move along three separate (but parallel) workflow paths. All
three tasks, when completed, will comprise one “Award File” after it has been forwarded for Grants Specialist
processing.
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View Report: Application Report

RFA

Id: 2499961
Status: Published

Action: [Please select an action ] bmi
Your Comments:

[ Attachments:

Competitive RFA Details
RFA Header Information

Document ID: 2490061 CFDA Number: 11.020
Announcement Type: Initial SubProgram:
Funding Opportuni EDA-HDQ-OIE-2014- - - Office of Innovation and
Numbeg: pe v 2004218 Assunedibrowamiorice: Entrepreneurship (OIE)
Line Office: EDA Headguarters (HDQ) Assigned Program Officer: Andria Fisanich
REA Name: FY 201!} Regional Innovation Anticipated Publication 08/21/2014
Strategies Program Date:
Fiscal Year: 2014 Publication Date: 09/04/2014
Sub Documents
pe
Applications Report plications Report
T T 2014 Cluster Grants for Seed Capital Funds CompetitionManagerActions -
Complete
Competition 2499994 FY 2014 Science and Research Park SelectingOfficial Actions -
Development Gran... Complete
Competition FY¥ 2014 i6 Challenge CompetitionManagerActions -
Complete
Federal Funding 25000326 FY 2014 Regional Innovation Strategies Publish - Complete
Opportunity Program

Export options: Excel

Click the ID link to download an excel file that shows all applications associated with the RFA, contact
information for the authorized representatives, and the disposition of the application in the application
review process (note: status does not update to follow the application after selection, so if an application is
awarded, the awarded status is not reflected here).

There is a similar link under each competition, which will limit the results to just that competition.



Review of Application Processing Maps
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GMD Review, Obligation, Approval and Award Offer (GMD-1) March 4, 2020

versian 4.26
“Review Award Fike” Task Is placed into Grants
Speciaist’s Inboo when FPO forwards Award File. | Dane
Atask akso goes to Public Affairs [based an the Bureau

Threshald® | to attach Press Release. (Canceled If no

action taken 25 of GO approval -Step 10.] - 3
*Bureau Threshoid: Camplete GMD GMD Checklist —=|= - - -
{1 EDA, all Grantz) | {IF Censis, na Granks) Checklist
=3 &b Be Bd

oR
[IF Dther Bureau = 5500,000 Onky) 1 1 Done L]
Grants fard File Fine 581e | Farward 1o FALDY  Review Award  Grants
Spacisiist st MEPA, | e pional Reviewer g/ File Specialist
4 = Procurement Request, Director
pightly Uplaad to CBS W far ARRA Coenplete 450451 e
File generation for FAADS/LSASpending CD-450/451
Award Files cannot be signed by Grants
Officer if there is a
\ ‘pending amendment.
ASAP Only AUTDMATED TASK
AUTOMATED TASK raghtly
Ugload ta
MARS L]
=
" L] ]
14
11 10 2
13 1 g8
. s Record Grants Tt CBS 1"j2™  CBS 1st/2nd Initiate Award Review Grants Officer
— - Officer Appraval  Grants Approval  Approver/ Obligation Co-450/451
Authorization Authorizer b
Interface
¥
- - - D450 -llmmll'mun:r
Legislative Affairs £0-451 - De-ab Process
ASAP Only {Deciined Workfiow -
{Interface to Data by Design for all Bureaws escept EDW| “ALUTOMATED TASK Zee Dd-1 and DA-2)
[ based on Data
F A i75 . ‘Warchouse Record
3H MORAA | Grarts = S250,000 Only] E—I,;hw . Grants = 500,000 Only) m.;;;i:mf-‘c:;: .s' -~
{If Other Bureau, all Grants) (If Other Bureau, all Grants) L
’ .’
i
_ _ Acce
a‘ "’ = s M
21 o =l View Accept!
e 18 o n s ASAF Recipient Authorized — y g Decline
Clear Olear Office Certification Representative Det
Buresu OLIA  goscd File Departrnent =
(OLA) oUA HAoward File END

Recipient Award Acceptance

See the Recipient Quick Reference Guide:
https://www.noaa.gov/sites/default/files/atoms/files/GrantRecipients Quick Ref Guide.pdf

NOTE: If the authorized representative identified on the application turns out not to be the person who
needs to accept the award at the organization, they must call the Grants Online helpdesk in order to
designate a new person to accept the award on behalf of their organization. EDA cannot change the
authorized rep once the award has been signed by the Grants Officer.


https://www.noaa.gov/sites/default/files/atoms/files/GrantRecipients_Quick_Ref_Guide.pdf

View Report: Award Tracking Report

EDA

U.S. ECONOMIC DEVELOPMENT ADMINISTRATION

m Application m Account Managemen

Welcome to Grants Online Kerstin Millius. Your password exp| == i 17 dsus “ ' re logged in to PROD2T.

+ Award Tracking

R = Advisories > Search RFAs > > RFA > > Application - ED1SHDQO200023 > > Grants File - EDASHDQO200023 > > Award File 0 - EDASHDQO200023 > > Comp)
epol

+ Grant Planning
for Competitive

Grants Report Parameters - Award Tracking
¢ glrrant plansing Mote : Summary results of years prior to FY 2003 will be incomplete.
N - Start Fiscal Year * | |
oncompetitive (use format YY)
Grants End Fiscal Year * | |
+ Unexpended (use format YY)
Balances Bureau Economic Development Administration (EDA) v
Line Office - Select a Line Office - 7]
Program Office - Select a Program Office - ¥ |
FPO - Select a Program Officer - ¥ |
CFDA Number - Select a CFDA Number - ¥ |
Funded Only Yes

Award Number
Recipient Name
Recipient City

Recipient State - Select Recipient State - v

Congressional District within State |

Recipient Type - Select Recipient Type - v
Signed award Only Yes

Award Start Date | |
(MM/DD/YYYY )

Award End Date | |
(MM/DD/YYYY )

Grant Officer Sign Date Between |

(MM/DD/YYYY )

Method of Selection: All v

| and|

[ Run Report | Cancel |

This is the only “customizable” report for general award information in Grants Online. There is a production
control report service available, for more information contact the Grants Online Help Desk.
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Post Award Processing
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Award Action Requests

General Award Action Request Workflow

1 2 3 4 5
B
AMR Initiator search for Awards Arcess Grants File page select Type of AAR Initiztor
wia The Awards Tab A Select Award Action Award Action Request, Mnmmmm
Request from the Enter required fields
Action Dropdown Menu And Start Workflow Ladainsd

7 8
Recipient Authorized Review Award Action Request Assigned Program Officer

Representative

Forward to Agency

3

2} Forward to Grants
Specialist
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Award Action Request Index Page

Award Action Requests marked with an asterisk (*) will always result in an amendment (CD451) to the award
(if approved). Other requests generally result in a notification of approval. However, any request may result
in an amendment at the discretion of the Grants Officer. Please refer to the Guidance document for

additional information:

https://www.noaa.gov/sites/default/files/atoms/files/Recipient AAR Help.pdf

* Mo Cost Extension - Prior Approval Required

Extension to Close Qut

Change in Principal Investigator/Project Director

Change in Key Person Specified in the Application

Satisfy Specific Conditions

Transfer of Funds Budgeted for Participant Support Costs to Other

Mo Cost Extension - Prior Approval Waived (Research Terms and Conditions)

* Changes in Scope

Foreign Air Carrier for Travel

Disengagement for More Than 2 Maonths, or 25% Reduction by Project Director or PI
Inclusion of Costs Requiring_Prior Approval in Cost Principles

* Subaward, Transfer or Contract Qut Work Under the Award if Not Described in the

Categaories of Expenss

Rebudget - Prior Approval Reguired
Pre-&wiard Costs Mora than 30 Days
Submit Additional Clossout Documents
Other

Re-budget - Prior Approval Waived (Research Terms and Conditions)
* Termination by Consent
ASAP Drawdown Request
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https://www.noaa.gov/sites/default/files/atoms/files/Recipient_AAR_Help.pdf

No Cost Extension

"NoCost Extension — Prior Approval Required. Verson .26

1 2 E] 4 5
INITIATER (Recipient search for Awards Access Grants File page select Type of AR Initiator

Authorized Representative,  via The Awards Tab And Select Award Action Award Action Reguest,

Pi, Co-P1, or Finance Request from the Enter reguired figlds
Representative) Action Dropdown Menu And Start Workflow
hcﬂﬂt:llhl‘hed : : Officer oy =
Review Award Assigned Pragram 1] Review Avard Action Request  Grants spacialist
Representative s 2] Forwardita Grants Specalst o

For No Cost Extensions, since project date updates are now going to be updated at CBS, the workflow will go
through the CBS approval process. For ASAP awards a task will go to the ASAP Authorizer to update the ASAP
profile with the new date.
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Financial and Progress Reports

ASAP Drawdown Request

Agency Review ASAP Recipients Only (Non-MOAA Bureaus)

B sins Hinance SeRh Drawdown Request” from the

a 6
Forward To Authorized Recipient Forward to Agency
Representative Autharized

* No Cost Extension - Prior Approval Required
Extension to Closs Qut

Change in Principal Investigator/Project Director
Change in Key Person Specified in the Application
Satisfy Specific Conditions

Transfer of Funds Budgeted for Participant Support Costs to Other
Categories of Expenss

Rebudget - Prior Approval Required

Pre-fward Costs More than 90 Days

Submit Additional Clossout Documents

Other

Mo Cost Extension - Prior Approval Waived (Research Terms and Conditions)
* Change in Scope

Foreign Air Carrier for Travel
Disengagement for More Than 3 Months, or 25% Reduction by Project Director or PI

Inclusion of Costs Requiring_Prior Approval in Cost Principles

* Subaward, Transfer or Contract Qut Wark Under the Award if Mot Described in the
Approved Application

Re-budget - Prior Approval Waived {Research Terms and Conditions)

* Termination by Consent

ASAP Drawdown Request

90



SF-270

Routing of Federal Financial Reports (FFR-2)

5F-270 — Only available for Non-ASAP for all Bureaus or NOAA Risk Recipient ASAP

EDA Only
7a Tb 7e
Forwardtd gD Director/ Approve
Optional Reviewer Grants Officer

be forwarded directly ta the Agency

March 4, 2020

Wersion 4.28

o/
H='Ss.m

B

Financial Reports created by “Submitting” Biz/Fin Rep can %
|
|
|
L

1 i n: d Click on 1D & 5 & 7
Business-Finance rch Avwards or ols dte e Farward Tor Recipient Forward To Assigned
Representative, Search Reports 4o io details page  Authorized Autharized e Grants
Awthorized Representative 0 il ot form Representative Representative Specialist

Risk Recipient ASAP Only (Need ASAP Authorization Amount]
END
ASAP A:!rm i L
ThOrZer  asap Authorization 15 T 17
Finance Office *ASAP Certification Business-Finance
Representative
Post as UnA
[Controlied by CBS Default Tables)

Accept SF-X70
Non
ASAP
Anly
[asynch
3 from
Finance Dffice ARSI}
L]
Unapproved

Voucher
Recorded{asynch)

¥

11
Finance Office

12

Review SF-270/

send Funds to
Recipient

¥
END

The option to submit a SF-270 is now only available to Non-ASAP recipients. A new Award Action Request
has been created for ASAP Recipients on the Agency Review process, who wish to inform the agency that a

drawdown request has been submitted in ASAP. (See ASAP Drawdown Request AAR.)
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Federal Financial Report

Financial Reports created By “Submitting”Biz/Fin Rep -

e g e

1 z a
Business-Finance Search Awards o Cl:kmlndm Forward To

'lﬂbl mﬂww Assigned
Representative, Search Reports  report and go to details -* rized Financial or Return for Grants
Authorized Representative page to fill out form Rep Repart Revisians
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Performance Progress Reports

Progress Reports created By “Submitting” PI

Return for Revisions
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View Report: Satisfied Specific Award Conditions

Navigate to the Grants File for the award.

Scroll Down to “Sub Documents” and click “Specific Award Condition Report.”

Sub Documents

Condition Report
ward File

Export options: Excel

2811037

occurrence Between Wh...

Type Title Status
Date
Award Package 2813140 TEST RECORD - Identifying Co- Accepted 06/28/2019
Pyt Dn“ nnnnn Wik
Specific Award 2813140 Specific Award Condition Report

6/14/2019

Grantees must submit an award action request for Satisfied Specific Award conditions in order to document
that a Specific Award Condition has been fulfilled.
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Partial Funding

Version 4.27

3 15 17
i Initiate Partial  Partial Funding Forsa Awned =
FReview CD-451,
Funding Mema Eleto Grants Specialist
(Re of Funds) Memo Grants Specialst Forward to Grants Officer
1 EDA Only
Assigned
Program
Officer
11 12 13 14
Commitl Approve  Commit2 Approve
Approver mpprover
ASAP Only
AUTOMATED TASK

= 5
ASAP AsAP

Authorizer Authorization

{Interfaca te WebDocFlew for all Bureaus except EDA)

IF NEWAA, Grants > $100,000 IF NOAA, Grants > $500,000
anly; or Fother Bureaus, all oaly; ar If cther Bureaus, all

Grants Grants
‘- 2B } 0
27 Clear 29 Clear
oLls Mvward File Department  award File
L _ous |
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Search Awards

Award Number: ~ [na09got

Recipient Name: |

| Grants File - NAO9GOT4990038

Project Title: | |

Id: 2139154
Award Status: -0 en v
_ Status: Accepted
PI-PD Last Name: :

Action: : m
Reset | Please select an action v

4568 5@ 41 4
Please use the above fields to namrow down your search. PO § Pty Fund this Award |
Searches are not case-sensitive. Fields can be partially completed to get all matching resul View Accounting Detals

View/Manage Award-related Personnel

Search Results

25 items found, displaying all items.1

[Award Number |OrqID |Recipient Name  |Project Title I:I Spell Check
Status

NAQ9GOT4090038 2001932 Institute for TEST RECORD - Grants Accepted Mo Save Comment

Culturally Managed ~ Online Training

Resources (ICMR)  Application03

TEST RECORD - Grants Accepted  None Designated
Culturally Managed ~ Online Training
Resources (ICMR)  Application07

NAO9GOT4990008 2001932 Institute for TEST RECORD - Grants Accepted  None Designated
Culturally Managed ~ Online Training
Resources (ICMR)  Application

MANQRNTA00NN24 2001077 Tnetitita frr TECT RECORN - Crante Arrantad Nnna Nacinnztad

NAD9GOT4390027 2

1. From the Award Tab, search for the Award that will be Partially Funded.
2. From the Grants File Launch Page select “Partially Fund this Award” from the Action dropdown list.
3. Click the “Submit” button.



Partial Funding -- NA09GOT4990038

Memo * Guidance

—

Approved Plan and Prior Obligations

‘ction Application | Project Title
D Approved Plan and Prior Obligations

LTIl 2139113 TEST RECORD - Grants Online Training Application05

Selected Application

None

Application | Praject Title
U]

Select 2139113 TEST RECORD - Grants Onling Training Application05

Planned Year  (Approved Fed  |Obligated Approved Non-Fed|Assigned Non-Fed
Share Share Share

2009 §125,000.00 5125,000.00 50.00 50.00
2010 5125,000.00 50.00 50.00 50.00
011 §250,000.00 50.00 50.00 50.00

4. Click the “plus” (+) beside the Action box to get details for the appropriate application for Partial
Funding. (All applications associated with the Award will be available. However, Partial Funding can
be applied to only ONE application at a time.)

5. Click the “Select” button to choose the desired application.

6. Inthe Memo box, provide a detailed explanation of why the partial funding action is being completed
(new year in a multi-year award, additional available funding after appropriations are passed

following a CR, etc).
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Partial Funding -- NAD9GOT4990038

Memo®  Guidance

Enter approprizts memo language hers, See quidznce,

Windows Internet Explorer b_(

| WARNING: Release of Funds and Pracurement Request worklow tasks wil be placed i your nho,
27 e vou sure vou wish bo proceed?

I oo

Selected Application

pplication |Approved Fed |Remaining Remaining
1] [Share Fed Share Non-Fed Share (Non-Fed

2139113 30000000 =373,00000 %323,000.00 0,00 =0.00

TESTRECORD - Grants
Onling Training
Applicationd3

Note: Feceral 4 dmount plus Fending Feders! Share plus the sum of &l prior obligations may be up to 5% grester than the Approved Federsl Share. If exceeding the Approved Faders/

b TR Jaimimm o - S mha i ama] &
Share, enter 2 memo expiaining the reason for the aaaitional funas.

Note: Only one application may be funded per Fartisl Funding action.

soe [ Sovan it otdon | co |

7. Enter the amount for Partial Funding into the “Fed Add Amount” box and, if appropriate, the amount

for the “Non-Fed Amount.”
8. Click “Save and Start Workflow.”

9. Click “OK” on the warning message alerting you that a Procurement Request is being added to your

task box. The user will be returned to the launch page of the new Award File.
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Your Tasks

Document Type Status

Al ¥ |Open ¥ Apply Filter >3

34 items found, displaying al items.1

Applicant Name Document Type
View 1380605 NAQIGOT4930038 Procurement Request and Not Institute for Culturally Managed Procurement Request and
Commitment of Funds Started  Resources (ICMR) Commitment of Funds
View 1380604 NADIGOT4390038 Review Release of Funds Not Institute for Culturally Managed Award File
Started  Resources (ICMR)

10. Navigate to the “Inbox/Task” screen. There should be two new tasks:

(a) Procurement Request and Commitment of Funds
(b) Review Release of Funds

The Procurement Request should be completed and sent through the workflow process. The steps to
complete the Procurement Request are the same as those used for a new award and will not be repeated
here.

11. Click the “View” link for Review Release of Funds.



Award File In Progress - NAD9GOT4990038

Id: 2147532
Status: ProgramOfficerctions - Not Started

Action: Forward to Grants Specialist for Revizw ¥ m

Plzzzz selzct an action

Edit Special Award Conditions

Forward to FALD for Review

(Fanward to Grants Specialist for Review
Reassign Award File

View Amendment Datails

Vigw FALS Shest

\igw Reporting Frequencizz

\Vizw/Edit Partial Funding Document

Your Comments:

NOTE: Be certain the
Procurement Request has
been approved before
forwarding the Award File to
the Grants Specialist.
(The Red “X” should change
U Attachments: to a green check mark.)

Pending Actions X

Oneitemfouncd

tart Date [Federal lscal Last Action Status Last Action Last Action
Funding Date

Procurment Requestznd Commitmentof  214795:04/24/200¢ 2009 Procursment Request and Commitment of Funcs: Nat NOAAStudent
Fundz Started

12. Usually, after the Procurement Request has been approved, the user can select “Forward to Grants

Specialist for Review” and add a workflow comment. You will have the opportunity to make
modifications to the “Amendment Details”; in your role as “Grants Specialist.”
Partial Funding Memo or Funding Amounts are necessary select “View/Edit Partial Funding

Document.”

If changes to the

NOTE: If changes are being made to the Federal Funding Amount, the Procurement Request task must also

be in the user’s Inbox. Make certain the same changes are made on both documents (the Procurement

Request and Commitment of Funds and the Review Release of Funds).
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Sample Language for Partial Funding Memo

(STANDARD) This release of funds of $ is for year __ of a _ year multi-year award. All
required Progress and Financial reports have been submitted and accepted.

(EXAMPLE 2) This release... Due to , 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... Due to , total funding for this award period is not available in
this 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... Due to , 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 fundsin 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 to be made available, the Program Office needs to advise the
Grants Officer. This allows the Grants Officer to create an amendment informing the
recipient that no additional funds will be provided. The recipient has the option of continuing
work with existing funds or terminating the award.

® *[f Federal Funding is being reduced, the match should be reduced accordingly.

® **|[fthe Partial Funding is on a continuation application, instead of the original award, note
the appropriate amendment number in the Partial Funding Memo.
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Reduce Funding

Verdon 4.27
Automated lask
* o
0
14
13
Initiate
Grants Officer b
v
=
15 16
ASAP ASAP
26 Authorizer  Authorization
De-eommitment
Of Funds: |

-
]
17
18 Finance
ASAP Officer
Certification
ASAP Only

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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Grants File - NA12G0T9990023

A Reduction in Funding Action is
initiated from the Grants File page I 2245484

similar to a Partial Funding action. \ Status: Awceptad
Action: [Plaase select an acon |

YourComments-LPl2as select an action
PamaH Fund this &ard

The Reduction in Funding memo
screen is also similar to a Partial

V|ew Accuuntmg Detalls

. : WigtifManage Award-related Persorinel
Funding action. ' E

: Spell Check

Save Comment

Reduce Funding -- NA12G0T9990023

Memo*  Guidarce
[Reduction in Funding v

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

Approved Plan and Prior Obligations

- Rpplication | Project Title
ID

elect 2245483 For Reduction in Funding Screen Shots

Planned Year  |Approved Fed  |Obligated fipproved Non-Fed|Assigned Non-Fed
Share Share Share

2012 $10,000.00 $10,000.00 $0.00 £0.00
Selected Application
pllcatmnnppruued Retaining  Pending Fed [Fed Deduct Amount [8pproved Non- [Remaining Non- [Pending Non- |Non-Fed Amount MDPru]ectTltIe
Fed Share  |Fed Share  |Share Fed Share Fed Share Fed Share
2245483 $10,000.00 $0.00 U T 11 $0.00 §0.00 0 ForRedudionin
Funding Sereen
Shats
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On the Reduce Funding Memo only the “Fed Deduct Amount” and “Non-Fed Amount” (also a deduction) are
available for data entry. The word “Deduct” will be added to the Non-Fed Amount label to avoid confusion.
Although positive numbers should be entered into these fields the amounts will be deducted from the award.

SLALTHD TUUNIW WIDPIayiny ainiveiis. .

Award Number  [Task Task Id {Task Name Task  |Document Type Ducument Start Date |Approved [Total Applicant
Received Status Federal Federal  [Name
Date Funding  |Funding

Yiew NA12G0TI990023 05/22/2012 2934353 Procurement Request and Mot Procurement Request 2245494 il £10,000,00 Enwironmental
Cammitment of Funds Started and Commitment of Artion
Funds Cammittee of
West Marin
Yiewy NA12G0TI930023 05/22/2012 2534392 Reduce Funding Amendment Mot Award File 2245493 M £10,000,00 Enwironmertal
Started Action
Committee of
West Marin

For a Reduction in Funding, two tasks
are generated in the FPO Inbox

similar to a Partial Funding action. Last CBS Valdation: St

Active Procurement Requests:

Nothing found to display,
The Reduction in Funding .
Procurement Request should be for a Withdrawn Procurement Requests:
negative dollar amount. Hathing faund ta display.

Accounting - ACCS Lines *
Onmtem found.1

BureauFundiscal earOrganization __[Program __Project - TaskObject lass Amount_Prior Year(DW¥alidatedAction

\ Federal Share: * § [.1p0.00

14 20002012 10-01-0002-00-00-00-00 52-30-00-000 S4E0000-54E - 41-12-00-00 ($1DD.DD) s m Delete
Add New ACCS Line
PRCF Total for this Award action; £-100.00

Total Federal funds authonized for this Award action: $-100,00

Similar to a Partial Funding, two tasks are generated in the FPO’s Inbox. The Procurement Request must be
filled out using negative numbers for the funding reduction. The workflow must be completed by the

Authorizing Official (Budget Officer role) to allow the Procurement Request to be forwarded to Grants
Management.
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THIS DOCUMENT IS LOCKED

MEMORANDOM: MOAA Finance Office
FROM: Grants Management Division
SUBJECT: FINANCIAL CLOSEOUT

De-cbligation Request for Award: ED14HDQ2130052

Total Federal Funding (entire award): £150.00

Recipient Name: BANGOR PUBLISHING COMPANY
EIN: 010024570

DUNS: 001056643

ASAP ID (if applicable):

Award Period: 05/01/2014 - 07/16/2014
Federal Program Officer: Matthew Chasse

Obligation Number: [Available anly for
Interfaced Awards)
Total De-obligation Amount from CBS:

(Available only for Interfaced Awards) $150.00
Item #/MDL ACCS Amount to De-obligate
o/0 Mot interfaced. Mo ACCS lines available. 30.00

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

Justification for De-obligation:

The Grants Management Division received the Final SF-425 (attached) and recognizes
that it does not reconcile with the Commerce Business System (CBS) due to
<REASON GOES HERE>. De-cbligations and closecut are authorized for the
remaining unobligated balance as reported by CBS.

Il Sl Check]

Financial Closeout Checklist:
The Grants Management Division recegnizes there is a reconciliation issue with this grant in the CBS:

Grants Officer Approval: Lamar Dwayne Revis 07,
Finance Office Approval: Diana Carpenter

[ Attachments:

No attachments.

Print Memo | Print Final Financial Report

The Award File for a Reduction in Funding contains a de-obligation memo. This is used to document the de-
obligation by the system via the interface. For EDA (which is non-interfaced), the workflow will go through

the Finance Office where the de-obligation memo will be manually approved.

Note: For EDA, the accounting line will not be shown, because EDA’s accounting system is not interfaced with
Grants Online. The label that says "Total De-Obligation Amount from CBS" has a parenthetical beneath it that
indicates this data field is only available for interfaced awards but there is still an amount showing which is

actually coming from the final SF-425.
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De-Obligate Declined Award

Steps 23-24 from GMD-1

|

bric |
Recipient Authorized Rep Decline Award

If an award is declined by the recipient, the extraneous CBS Approver task will be automatically closed for
interfaced awards. For non-interfaced awards the task should be manually closed by the CBS Approver and
then the Help Desk should be notified in order to remove the Closeout date from the Award File. The Award
still needs to go through a Financial Closeout process to de-obligate the funds via the interface using the de-
obligation memo.

106



De-Obligate Declined Amendment

Declined Amendment Workflow (DA-2)

] : 8
T
Forward Award Grants Complete De-ob
File to Grants specialist Memao, Forward
Specialist ‘to Grants Officer
5 Step B is dependent upon
completion of Step 26 for
Assigned EDA, or Step 25 for all
ExDgrEm other Bureaus
Officer

9 10
Grants Approve
Officer Award

De-0b

Niote: The Federal Share
for a negative PRCF will
display as 50.00

March 11, 2020

Wersian 4.2%

CD-451
ASAP Only
Steps 23-24 from GMD-1
Q = ﬁ 5 i 4
PL] : 1 3 Acknowle
Recipient Decline ASAR Reduce ASAP Grants Officer Dmmg:se
Authorized ~ Amendment Authorizer Threshoid Amendment
Rep
ASAP Only

11
ASAP

Authorizer

: '
12
ASAP

Authorization

-ﬁ h$
13 14
ASAP

Finance Office

Certification

15 16
ces 1% De-cbligate
Approverf Furnds

cas

Interface

EDA Only

ﬂ@

6
De-commitrneant
Of Funds

AUTOMATED TASK

1B
Record Approval

7
Grants Dfficer

T

Upload to
MARS

1. Nightly Upload to CES
oW for ARRA

2. File generation for
FAADSNUSASpending

END

The Declined Amendment workflow looks just like a Reduction in Funding except that the De-obligation
Memo and De-obligating Procurement Request are generated when the Grants Officer acknowledges the
declined award as opposed to the Federal Program Officer initiating an action. The Declined Amendment
workflow will not be an “Award File in Progress” but will have the amendment number of the Declined

Amendment.
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Correct ACCS Lines on Approved Award

Correct ACCS Lines on Approved Award (PR-3) March 4, 2020

(No Net Dollar Change) Version 4.27
The Award must be accepted by the Recipient in crder for this aption to be avadable.

Hightly Upload to MARS
Validation Failure

e e e S e e e e e =

1 i 7 B
it OS5 Procurement Approve
ssigned At Al i TR B g uetor ol Regquest Approve
Pro Correction eues Forward Each i
gram Srziehioty Request Authorizing
Officer Lol Official
Request Option to establish

additional FRCF reviewers.

Action o be initiated from Award File Launch page.
Comment Wil be Required.
Procuremnent Request will be added as a Sub- g
Document to the Award File. Grants Officer

EDA Only :
/f\\ 42

- r - - | 1.

END ﬁ \.ﬁa— |"1

14 & o 1

COMPIEtE e op authorizer | Obligate\ S 15t/2nd

ASAP Profile De-cbligate Approver/
CBS

Funds

(Two separate steps
for NCA, EDA)

To make a correction to the ACCS line on an already approved award:
1. Navigate to the Award File containing the Procurement Request that 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 Procurement Request.

NOTE: Only the Assigned Program Officer for the Award can make a correction to an ACCS line on an award
that has been approved.

108




Dencurement Request and Commitment of Funds - NA12G0T9990014

THIS DOCUMENT I8 LOCKED

THIS REQUEST I8 APPROVED
Corract ACCS Lines

Lt CBS Validation: ~ Stats Accounting - ACCS Lines *

2 items found, displaving all items. 1

ureauFundFiscal YearOrganizaon [Program __Project - Task Object CasslAmourt__Prior Year DW¥alidated

4 1 01 06 -02 -0004-01-00-00-00 01-01-02-000 14K3BNE-PO0° 41-11-00-00 $10,000.00 M Yas

14 20002012 10 -01 -0002-00-00-00-00 52-30-00-000 SAE0000-34E 41-12-00-00 ($10,000.000 N Yas
Ldd Hew ACCS Line
PRCF Total for this Award action: £10,000,00

Total Federal funds authorized for this Award action: $10,000.00
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Correct Award Dates (Administrative Amendment)

Non-Funded Amendment et 20
1 5 c] 4 J B
Search for Award: select link for Amendme: 1) Review
Grants Specialist e e e s Grants Specialist Amendment Grants Officer
Awards Tab 2.) Forward 1o
Grants Officer
Optional

4

11 Granits Online
Initiate Sys Admin
Ob Mod

The EDA Project Officer can initiate administrative amendments to make corrections to Project Start and/or
End Dates without requiring the Recipient to submit a No-Cost Extension request.

1. Navigate to the Grants File and Select “Create Administrative Amendment” from the drop-down
menu.
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+ Advisories

+ Archived
Notifications

+ Notifications

» Task

Management

» Tasks

Grants File - ED17HDQ3120040

Id: 2653869
Status: Accepted

Please select an action

Action: Create Administrative Amendment
Your Comments: |Créate Award Action Request
Create Enforcement
Partially Fund this Award
Reduce Funding of this Award
Submit Satisfied Specific Award Conditions
View Accounting Details
View/Manage Award-related Personnel

2. Onthe Amendment page, fill in the required fields

CFDA Number:
11.312

Award Number:

TRUSTEES OF INDIANA UNIVERSITY

Street Address:
BRYAN HALL 107 S INDIANA AVENUE
ELOOMINGTOMN, IN 47405-7000

Amendment Start and End Dates: ©

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

using the Project End date field or by submission of a
No-Cost Extension Award Action Request.

Project Start and End Dates:

Amendment to Financial Assistance Award

ED17HDQ3120040 Pending
URI:
Recipient Name: DBA Name

official CD-451. The Amendment Start and End Dates are for

by themselves to extend the award. The award can only be extended

(0 Grant @ Cooperative Agreement

Amendment Number:

INDIANA UNIVERSITY

Extend Work Completion To:
M/A

Amendment Start and End Dates (date you are performing this action and the date you are

changing the project end date to)

Project Start and End Dates (current project start date and new project end date)

Reasons for Amendment: Select “Enter Reasons”

For funded amendments the Federal Share and Recipient Share fields are populated from the Procurement Request(s) associated w
For all other amendments the Recipient Share can be edited until the award is signed by the Grants Officer.

Costs Are Revised As Follows: Previous Estimated Cost Add Deduct Total Estimated Cost
Federal Share of Cost 4[2666691.00 | s[o.00 | #[0.00 | s[2666691.00 |
Recipient Share of Cost #[0.00 | sfo.00 | $[o.00 | $[o.00 |
Total Estimated Cost ¢[2666691.00 | s[o.00 | 4[0.00 | [z666691.00 |

— (s) for Amend

t: Enter Reasons

*Include a justification for the change.

3. Save and Start Workflow
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Flagging an Organization as “Risk Recipient”

Grants Management - Risk Review

Risk Recipient falz=

Do Mot Pay Information

SAM Information

Federal Awardee Performance and Integrity Information System (FAPIIS) Information
Megotiated Indirect Cost Rate Agreements (NICRA) Information

Other Information

EDA must contact the Grants Online Help Desk in order to change the High-Risk flag for an organization: it
cannot be changed manually through the Organization Details page.

Organization Profile Change Request (ASAP Enrollment Request)

Note — this functionality does not currently work for EDA grantees. Applicants must contact their project
officer with requests for changes, who will then work with the Grants Online Helpdesk and NOAA Finance to
make sure the updates get made in both Grants Online and CBS.

The EDA process is currently done outside of Grants Online. The EDA steps are as follows:

1. EDA Project Officers initiate the contact with the Recipients to get their enrollment forms and forward that
information to NOAA Finance/AOD.

2. AOD works with the Recipient to complete the ASAP enrollment process.

3. After the Recipient has been set up in ASAP and the vendor information has been updated in CBS, AOD wiill
send an email to the Grants Online Help Desk with the vendor no, vendor ids, and ASAP ID so that the
Recipient's non-construction awards can be switched to an ASAP organization profile in Grants Online. AOD
will cc: the Project Officer on the Help Desk request so EDA will know that the ASAP setup is now complete
for that award.

4. For Grants Online awards, EDA will notify the Recipient of their ability to request ASAP payments, but that
they will be using the "ASAP Drawdown" Award Action Request in Grants Online (with an attached SF-270)
before submitting the request in ASAP (See next slide).
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Closeout

For a step by step guide on how to closeout an award, please reference the following manual:

https://www.noaa.gov/sites/default/files/atoms/files/Closeout Processing.pdf
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https://www.noaa.gov/sites/default/files/atoms/files/Closeout_Processing.pdf

Grants File - NA15NOS4820044

Id: 2430208
Status: Accepted

Action: Initiate Financial Closeout Il Submit |
Your Comments: Please select an action

Create Administrative Amendment
Create Award Action Request
Create Enforcement

y
Initiate Manual Closeout - Override GMD Policy
Request Extension to Closeout

Submit Additional Closeout Documents

Submit Satisfied Special Award Conditions
View Accounting Details

View/Manage Award-related Personnel

THIS DOCUMENT IS LOCKED

MEMORANDOM: MNOAA Finance Office
FROM: Grants Management Divizion
SUBJECT: FINANCIAL CLOSEQUT

De-cbligation Request for Award: ED14HDQ2120052

Total Federal Funding (entire award): £150.00

Recipient Name: BANGOR PUBLISHING COMPANY
EIN: 010024570

DUNS: 001056643

ASAP ID (if applicable):

Award Period: 05/01/2014 - 07/16/2014
Federal Program Officer: Matthew Chasze

Obligation Number: [Available only for
Interfaced Awards)
Total De-obligation Amount from CBS:

(Available only for Interfaced Awards) $150.00
Ttem #/MDL ACCS Amount to De-obligate
o/0 Mot interfaced. Mo ACCS lines available. $0.00

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

Justification for De-obligation:

The Grants Management Division received the Final SF-425 (attached) and recognizes
that it dees not recencile with the Commerce Business System (CBS) due to
<REASON GOES HERE>. De-cbligations and closecut are authorized for the
remaining unobligated balance as reported by CBS.

I Sl check]

Financial Closeout Checklist:
The Grants Management Divisicn recognizes there is a reconciliation issue with this grant in the CBS:

Grants Officer Approval: Lamar Dwayne Revis 07/17/2014
Finance Office Approval: Diana Carpenter 07/17/2014

[ Attachments:

Mo attachments.

nancial Report
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