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Document Conventions 
Overview Welcome to the Grants Online Grants Management Division Training Manual. 

This manual is set up to provide you with step-by-step information to assist you 
in accomplishing tasks within Grants Online. The manual is logically sequenced 
based on the National Oceanic and Atmospheric Administration’s (NOAA) 
Grants lifecycle process and is written to address your role within Grants 
Online. Please note: this manual assumes the reader has basic knowledge of 
the NOAA grants management process. 

 

Using this 
Guide 

This manual has been categorized into modules, which contain step-by-step 
instructions on how to complete GMD activities in Grants Online. Each module 
includes screen shots, action steps and a summary of alternative steps that 
may be taken by the user. Additionally, each module utilizes the text 
conventions illustrated below.   

 

Text; Example What it means. 
Text in Bold; Click Done Indicates a command. 

Text in Italics; RFA Details screen 
appears. 

Indicates a screen name. 

Text 
Conventions 

Text in Bold Italics; Name Indicates data to be entered into a 
field. 

 

Notes and 
Warnings 

Notes and Warnings are used to indicate information or undesired effects when 
using Grants Online. 
 

 

Note: A note is used to inform you about additional information 
during the procedure or process. 

 

 
Warning!  Procedure may incur an undesirable result within 

the system. 
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1 Overview 
Background 
Information 

The National Oceanic and Atmospheric Administration (NOAA) offer a variety 
of competitive and non-competitive grants or awards to various communities 
including States, Universities, and non-profit organizations. Prior to the advent 
of Grants Online, the processing of grants was a paper-based task involving 
time-consuming human interactions and program polices to process the grants 
and to ensure the awarding of the grant is given to the most qualified applicant 
for a competitive award, and for qualified designated applicants of non-
competitive awards. 
As part of its strategy to move scientifically and operationally into the 21st 
century, Grants Online was developed. Grants Online is an E-Government 
initiative to create an automated tool that will support the grant evaluation, 
award, management and operations process. Grants Online significantly 
streamlines and unifies grants processing throughout all of NOAA, allowing the 
agency to increase efficiencies related to mission goals. 
Grants Online is developed to answer several issues that occur during the 
award processing including: 

• Reducing or eliminating paper forms for application. 
• Provide an interface with Grants.gov to ensure applicants can apply for 

grants electronically. 
• Reduce the processing time by incorporating workflows between 

Federal Program Officers (FPO), Grants Management Division (GMD), 
Financial Assistance Legal Division (FALD), and Reviewers. 

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

1.1 Audience 

Grants 
Management 

Division 

This manual is developed for the Grants Management Division staff. This 
functional guide will navigate the user through a variety of workflow actions and 
tasks that are done within Grants Online. This guide does not teach policy or 
business procedures for the Grants Management Division.  

 

 

Note: This manual will be updated for the Project Monitor 
Team when new Grants Online functionality is 
released. 
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2 Processing Request For Application 
Overview Grants Management Division (GMD) has the responsibility to provide 

awareness to the Grantee community of available programs. As such, GMD is 
responsible for the posting of Noncompetitive and Competitive applications and 
instructions to Grants.gov.  
 

 

 

Note: The review and posting of programs to Grants.gov is 
applicable to Grants Officers only. Grants 
Specialists may skip this module as needed. 

 

2.1 Module Objectives 

Module 
Objectives 

By the end of Module 2, the user will be able to: 
• Review and Post Noncompetitive Application Package. 
• Review the Federal Funding Opportunity (FFO) prior to publication. 
• Review the Federal Register Notice (FRN) prior to publication. 
• Publish the FFO and FRN. 
• Review and Publish the Omnibus Synopsis. 

2.2 Reviewing and Posting Noncompetitive Application Package 

Overview Following the completion of a Noncompetitive Request for Application (RFA), 
the Program Officer will submit a task to the Grants Officer for posting the 
application package to Grants.gov. The Grants Officer receives the task to post 
the application to Grants.gov or to reject the RFA without posting.  
 

 

 

Note: In some instances, the Program Officer may request 
a customized set of instructions. These will be sent 
separately in an email. It is recommended on an as-
needed basis to check with the Program Officer that 
the RFA will need to be posted to Grants.gov.  
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2.2.1 Selecting Post Application Package Task 

Figure 1: Inbox Tasks View 

 
 

To view Inbox tasks, perform the following steps: 

1.  From the Advisory screen, click Tasks. 
• Inbox Tasks screen appears. 

2.  Select desired task. In this case, select Post Application Package and click View. 
• Post Application Package task screen appears. 
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2.2.2 Posting Application Package 

Figure 2: Post Application Package Task 

 
 

To complete the posting of the Application Package, perform the following steps: 

1.  Enter application package into Grants.gov using application criteria the Program Officer 
has selected. Attach custom application instructions, if available. 

2.  From the Action Drop-Down list, select Application Package Posted. 

 

 

Note: Other options include Reject Without Posting, or 
View RFA Details. 

 
3.  Click Submit 

• The task disappears from Inbox view. A notification is sent to the Program Officer 
as well as the task, Notify Recipients. 
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2.3 Competitive Process 

Overview The Competitive approval process is slightly different and requires additional 
steps to review and approve the FFO and either the FRN, or Omnibus 
Synopsis. As opposed to the Noncompetitive RFA, the Competitive RFA goes 
through significant review from Line Office Management, and Federal 
Assistance Legal Division (FALD). 

2.3.1 Selecting FFO Task 

Figure 3: Inbox Tasks View 

 
 

To view Inbox tasks, perform the following steps: 

1.  From the Advisory screen, click Tasks. 
• Inbox Tasks screen appears. 

2.  Select desired task. In this case, select Review and click View. 
• Review FFO task screen appears. 
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2.3.2 Reviewing and Approving the FFO 

Figure 4: FFO Review Task 

 

To complete the FFO review, perform the following steps: 

1.  From the Action Drop-Down list, select View Details and click Submit. 
• Federal Funding Opportunity screen appears. 

2.  Review the FFO by clicking on the separate links. 

 

 

Note: The FFO may be generated in MS Word as well. 

 
3.  Once reviewed, click Save and Return to Main. 

• The FFO Review task screen appears 
4.  From the Action Drop-Down list, select Approve or Return for Revisions and click Submit. 

• The task disappears from the Inbox. A new task called Publish appears. 
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2.3.3 Publishing the FFO 

Figure 5: FFO Publish Task 

 

To publish the FFO, perform the following steps: 

1.  Enter application package into Grants.gov using application criteria the Program Officer has 
selected. Attach custom application instructions, if available. 

2.  From the Inbox Tasks screen, select Publish task and click View. 
• FFO Publish task screen appears. 

3.  From the Action Drop-Down list, select Publish and then click Submit. 
• The task disappears from your Inbox. At this time a Notification is sent back to the 

Program Officer indicating the FFO has been published. 

 



Module Two: Processing Request For Application 

Version 1.0 
7 

2.3.4 Selecting the FRN Task 

Figure 6: Inbox Task View 

 

To view Inbox tasks, perform the following steps: 

1.  From the Advisory screen, click Tasks. 
• Inbox Tasks screen appears. 

2.  Select desired task. In this case, select Review and click View. 
• Review FRN task screen appears. 
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2.3.5 Reviewing and Approving the FRN 

Figure 7:Approve FRN Task 

 

To complete the FFO review, perform the following steps: 

1.  From the Action Drop-Down list, select View Details and click Submit. 
• FRN Review task screen appears. 

2.  Review the FRN by clicking on the separate links. 

3.  Once reviewed, click Save and Return to Main. 
• The FRN Review task screen appears 

4.  From the Action Drop-Down list, select Approve or Return for Revisions and click Submit. 
• The task disappears from the Inbox. A new task called Publish appears. 
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2.3.6 Publishing the FRN 

Figure 8: FRN Publish Task 

 

To publish the FRN, perform the following steps: 

1.  From the Inbox Tasks screen, select Publish task and click View. 
• FRN Publish task screen appears. 

2.  From the Action Drop-Down list, select Publish and click Submit. 
• The task disappears from your Inbox. At this time a Notification is sent back to the 

Program Officer indicating the FRN has been published. Additionally, the FRN may be 
generated and reviewed outside the system for approval. 
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2.3.7 Selecting the Omnibus Task 

Figure 9: Inbox Tasks View 

 
 

To view Inbox tasks, perform the following steps: 

1.  From the Advisory screen, click Tasks. 
• Inbox Tasks screen appears. 

2.  Select desired task. In this case, select Review and click View. 
• Review Omnibus Synopsis task screen appears. 
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2.3.8 Reviewing and Approving the Omnibus Synopsis 

Figure 10: Omnibus Synopsis Review Task 

 

To complete the FFO review, perform the following steps: 

1.  From the Action Drop-Down list, select View Details and click Submit. 
• Omnibus Synopsis screen appears. 

2.  Review the Omnibus Synopsis by clicking on the separate links. 

 

 

Note: The Omnibus Synopsis may be generated in MS 
Word as well. 

 
3.  Once reviewed, click Save and Return to Main. 

• The Review Omnibus Synopsis task screen appears 
4.  From the Action Drop-Down list, select Approve or Return for Revisions and click Submit. 

• The task disappears from the Inbox. A new task called Publish appears. 
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2.3.9 Publishing the Omnibus Synopsis 

Figure 11: Omnibus Synopsis Publish Task 

 

To publish the FFO, perform the following steps: 

1.  From the Inbox Tasks screen, select Publish task and click View. 
• Omnibus Publish task screen appears. 

2.  From the Action Drop-Down list, select Publish and then click Submit. 
• The task disappears from your Inbox.  
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3 Preparing a Funded Award 
Overview In the award stage of the Grants Lifecycle Process, GMD reviews the Grant 

File packages as they are submitted from the Line Offices. Generally, the new 
Award package will include the following from the Program Office: 

• PO Checklist 
• NEPA Documentation 
• Procurement Request (CAMS commitment is required via the first 

and second approver process in order to issue the award.) 
• Press Release attachment from Public Affairs. (As determined by 

threshold.) 
• FAIS Sheet (Automatically generated within Grants Online.) 
• Application and attachments. 
• Reviewer and Selection information. 

Upon receiving the Grants File, the Grants Specialist completes the CD-450 
and the GMD checklist. Grants Once complete, they may submit to FALD for 
review or to the Grants Officer for approval. In some instances an award may 
reach a certain monetary threshold, which will require the Office of Inspector 
General or Office of Legislative and International Affairs to review. 

3.1 Module Objectives 

Module 
Objectives 

By the end of Module 3, the user will be able to: 
• Access the Award File. 
• Complete the GMD Checklist. 
• Complete appropriate sections of the GMD Checklist. 
• Complete the CD-450. 
• Complete the CD-451 (For Continuations). 
• Forward the Award File to the appropriate user in the workflow. 
• Approve the Award File. 
• Approve the Award File (For Continuations) 
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3.2 Grants Specialist, Accessing the Award File 

Overview Once the Program Officer has submitted the award file to GMD, a Grants 
Specialist will receive a task to Review Award File. At this time, this file is 
independent of the NEPA Document, or the Procurement Request (CD-435). 
Grants Specialists may view the status of the documents when opening the 
Review Award File Task. 

3.2.1 Selecting the Award File 

Figure 12: Inbox Tasks View 

 

To view Inbox tasks, perform the following steps: 

1.  From the Advisory screen, click Tasks. 
• Inbox Tasks screen appears. 

2.  Select desired task. In this case, select Review Award File and click View. 
• Grants File task screen appears. 
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3.3 Grants Specialist, Complete the GMD Checklist 

Overview: The GMD Checklist allows the Grants Specialist to review the recipient’s 
history and to ensure all the proper checks are in order such as credit check, 
past performance, and debarment, for example. Attachments such as line item 
budget information and any applicable forms may be uploaded here as well. An 
additional feature of the GMD Checklist is each check box will be automatically 
populated once the link has been reviewed. 

3.3.1 Accessing the GMD Checklist 

Figure 13: Review Award File Task 

 

To access the GMD Checklist, perform the following steps: 

1.  From the Review Award File  task screen, select Complete GMD Checklist and click Submit. 
• GMD Checklist screen appears. 
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3.3.2 Completing the GMD Checklist 

Using the 
GMD 

Checklist: 

The GMD Checklist contains links to subdocuments that are connected the 
organizations main file. Any attachments and history can be reviewed by 
clicking the links. Once the link has been accessed and information saved, the 
checkbox will be automatically populated with a checkmark. Review the 
following pages for information on each section of the GMD Checklist.  

 

Figure 14: GMD Checklist 
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3.3.2.1 Budget/Cost Analysis Memo 

Figure 15: Budget/Cost Analysis Memo 

 
 

To attach a budget/cost analysis memo, perform the following steps: 

1.  To access, click the Budget/Cost Analysis Memo link from the GMD Checklist. 
• Budget/Cost Analysis screen appears. 

 

 

Note: For space considerations, only the functional screen 
area is shown. 

 
2.  To add an attachment click Manage Checklist Attachments. 
3.  Click Browse for desired file and select Open. 
4.  Enter a description and click Save Attachment. 

5.  Click Done 
• Budget/Cost Analysis screen appears with the new file attached. 

6.  Click Save and Return to Main. 
• GMD Checklist screen appears. 
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3.3.2.2 Intergovernmental Review of Federal Program 

Figure 16: Intergovernmental Review of Federal Program 

 
 

To update the Intergovernmental Review of Federal Program, perform the following steps: 

1.  To access, click the Intergovernmental Review of Federal Program link from the GMD 
Checklist. 

• Intergovernmental Review of Federal Program s screen appears. 

 

 

Note: For space considerations, only the functional screen 
area is shown. 

 
2.  Select the appropriate radio button for yes or no for Executive Order 12372. 
3.  Enter the date. 
4.  Click Save and Return to Main. 

• GMD Checklist screen appears. 
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3.3.2.3 Credit Check 

Figure 17: Credit Check 

 
 

To update the Credit Check, perform the following steps: 

1.  To access, click the Credit Check link from the GMD Checklist. 
• Credit Check screen appears. 

 

 

Note: For space considerations, only the functional screen area 
is shown. 

 
2.  Verify date and enter comments if applicable. 

 

 

Note: Use the send notification to notify the Grants Officer 
if the credit check date is/about to expire. 

 
3.  Click Save and Return to Main. 

• GMD Checklist screen appears. 
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3.3.2.4 Delinquent Federal Debt 

Figure 18: Delinquent Federal Debt 

 
 

To update Delinquent Federal Debt, perform the following steps: 

1.  To access, click the Delinquent Federal Debt link from the GMD Checklist. 
• Delinquent Federal Debt screen appears. 

 

 

Note: For space considerations, only the functional screen area 
is shown. 

 
2.  Enter comments if applicable. 
3.  Click Save and Return to Main. 

• GMD Checklist screen appears. 
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3.3.2.5 Name Check 

Figure 19: Name Check 

 
 

To update Name Check, perform the following steps: 

1.  To access, click the Name Check link from the GMD Checklist. 
• Name Check screen appears. 

 

 

Note: For space considerations, only the functional screen area 
is shown. 

 
2.  Enter comments if applicable. 
3.  Click Save and Return to Main. 

• GMD Checklist screen appears. 
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3.3.2.6 List of Parties excluded from Procurement/Non-Procurement Activities 

Figure 20: Check For Exclusion From Procurement/Non-Procurement Activities 

 
 

To update Check for Exclusion, perform the following steps: 

1.  To access, click the List of Parties excluded from Procurement/Non-Procurement 
Activities link from the GMD Checklist. 

• Check For Exclusion From Procurement/Non-Procurement Activities screen 
appears. 

 

 

Note: For space considerations, only the functional screen area 
is shown. 

 
2.  Enter comments if applicable. 
3.  Click Save and Return to Main. 

• GMD Checklist screen appears. 
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3.3.2.7 Past Performance 

Figure 21: Past Performance 

 
 

To update Past Performance, perform the following steps: 

1.  To access, click the Past Performance link from the GMD Checklist. 
• Past Performance screen appears. 

 

 

Note: For space considerations, only the functional screen area 
is shown. 

 
2.  Select yes or no for Past Performance Acceptable? 

3.  Enter comments if applicable. 

4.  Click Save and Return to Main. 
• GMD Checklist screen appears. 
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3.3.2.8 Pre-Award Accounting System Survey 

Figure 22: Pre-Award Accounting System Survey 

 
 

To update Pre Award Accounting System Survey, perform the following steps: 

1.  To access, click the Pre Award Accounting System Survey link from the GMD 
Checklist. 

• Pre Award Accounting System Survey screen appears. 

 

 

Note: For space considerations, only the functional screen area 
is shown. 

 
2.  Select yes or no for, Is the Pre-Award Accounting System Survey required? 

3.  If yes, Enter Date Completed and Date Requested. 

4.  Enter comments if applicable. 

5.  Click Save and Return to Main. 
• GMD Checklist screen appears. 
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3.3.2.9 High Risk Recipient 

Figure 23: High Recipient 

 
 

To update High Risk Recipient, perform the following steps: 

1.  To access, click the High Risk Recipient link from the GMD Checklist. 
• High Risk Recipient screen appears. 

 

 

Note: For space considerations, only the functional screen area 
is shown. 

 
2.  If applicable, select action if the recipient is deemed High Risk. 

3.  Enter comments if applicable. 

4.  Click Save and Return to Main. 
• GMD Checklist screen appears. 

 



Grants Management Division, Grants Online Training Manual – Final 

Version 1.0 
26 

3.3.2.10 Confirm Financial and Progress Report Requirements 

Figure 24: Confirm Financial and Progress Report Requirements 

 
 

To update Confirm Financial and Progress Report Requirements, perform the following steps: 

1.  To access, click the Confirm Financial and Progress Report Requirements link from 
the GMD Checklist. 

• Confirm Financial and Progress Report Requirements screen appears. 

 

 

Note: For space considerations, only the functional screen area 
is shown. 

 
2.  If applicable, select desired frequency. 

3.  If applicable, select desired last report. 

4.  Click Save and Return to Main. 
• GMD Checklist screen appears. 
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3.3.2.11 Review Special Award Conditions 

Figure 25: Review Special Award Conditions 

 
 

To update Special Award Conditions, perform the following steps: 

1.  To access, click the Review Special Award Conditions link from the GMD Checklist. 
• Review Special Award Conditions screen appears. 

 

 

Note: For space considerations, only the functional screen area 
is shown. 

 
2.  If applicable, to add a special award condition, click Add a New Special Award 

Condition, or click Add from the templates provided. 

 

 

Note: If a programmatic special award condition exists, it 
must be associated here. 

 
3.  Click Save and Return to Main. 

• GMD Checklist screen appears. 
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3.3.2.12 Project Details 

Figure 26: Project Details 

 
 

To update Project Details, perform the following steps: 

1.  To access, click the Project Details link from the GMD Checklist. 
• Project Details screen appears. 

 

 

Note: For space considerations, only the functional screen area 
is shown. 

 
2.  If applicable, edit Project Details. 

3.  Click Save and Return to Main. 
• GMD Checklist screen appears. 

 



Module Three: Preparing a Funded Award 

Version 1.0 
29 

3.3.2.13 Project Dates 

Figure 27: Project Dates 

 
 

To update Project Details, perform the following steps: 

1.  To access, click the Project Dates link from the GMD Checklist. 
• Project Dates screen appears. 

 

 

Note: For space considerations, only the functional screen area 
is shown. 

 
2.  If applicable, edit Project Start Date and End Date. 

3.  Click Save and Return to Main. 
• GMD Checklist screen appears. 

3.3.3 Submitting the GMD Checklist 

Once the GMD Checklist is complete, perform the following steps: 

1.  To save the GMD Checklist and work on it later, click Save. 
To save and return to the Grants File task screen, click Save and Return to Main 

• Review Award File task screen appears. 
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3.4 Grants Specialist, Completing the CD-450 

Overview: The CD-450 is the Department of Commerce standard terms and conditions 
form that is sent to recipients. There are hyperlinks that refer to the various 
terms and conditions of the award. The CD-450 may be printed from Grants 
Online and sent to the recipient as a hard copy. 

 

Figure 28: Grants File Task 

 

To begin processing the CD-450, perform the following steps: 

1.  From the Action Drop-Down list, select Complete CD-450, and then click Submit. 
• CD-450 screen appears. 

2.  Click CD-450 Details link at the top of the page. 
• CD-450 Details screen appears. 
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3.4.1 Completing the CD-450 

Using the 
Cd-450: 

It is important to note that Award Period and Total Estimated Cost are above 
the CD-450 items section.  

 

 

Note: Instructions on how to complete the CD-450 are on 
the following page. 

 
 

Figure 29: CD-450 Details Screen 
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3.4.1.1 Using the Funds Override 

To use the Override feature, perform the following steps: 

1.  Click Override in the upper left-hand corner of the screen.  

 
Warning!  By using the Override feature, funds indicated on 

the CD-450 will reflect different values than on the 
CD-435.  

2.  The following pop-up appears to inform the user:  

 
Click OK. 

3.  Enter adjusted Federal Share and/or Recipient Shares of cost. Total Estimated Cost will 
automatically update. 

4.  Continue finalizing the GMD Checklist for submission. 

 

 

Note: The Override feature is temporary and be removed 
in the future. 

 
3.4.1.2 Completing the CD-450 Items 

To complete the CD-450, perform the following steps: 

1.  Select the appropriate check boxes as identified by the Required column.  

2.  Click each required hyperlink to sure existing recipient data is valid or has not expired. 

3.  Attach applicable files such as the Line Item Budget file. 

3.4.1.3 Printing the CD-450 

To print the CD-450, perform the following steps: 

1.  Once the CD-450 is complete and saved, click CD450 Report. 
• An Adobe Acrobat file opens in a separate window, displaying the CD-450. 

2.  Click the Adobe Print Icon. 
• The report is printed to default printer. 
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3.4.1.4 Saving and Exiting the CD-450 

To save and exit, perform the following steps: 

1.  Click Save and Return to Main. 
• CD-450 Screen appears. 

2.  Click Tasks in the Navigation Pane and access the Award task as needed. 
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3.5 Grants Specialist, Submitting the Award File 

Figure 30: Award File Task 

 
 

To submit the Award, perform the following steps: 

1.  From the Action Drop-Down list, select Forward to Grants Officer. 

 

 

Note: In order to view/select the Grants Officer, the CD-
450 and the GMD Checklist must be completed. 

 
2.  Click Submit 

• The task disappears from the Inbox. 
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3.6 Grants Specialist, Continuations 

Overview: The CD-451 is the Department of Commerce amendment to an existing award. 
In this context, it is used for continuations. The CD-451 may be printed from 
Grants Online and sent to the recipient as a hard copy. 

 

 

Note: Initiating and reviewing Amendments appears in a 
later module. Navigation through the corresponding 
Grant File to the applicable amendment is required 
to view the GMD Checklist.  

3.6.1 Accessing a Continuation 

Figure 31: Review Award File 

 

To access the CD-451, perform the following steps: 

1.  From the Inbox Tasks screen, click Review Award File.  
• Award File task screen appears. 

 

 

Note: Task Review Award File in the Inbox may be a 
continuation. This will be updated in the near future. 

 
2.  From the Action Drop-Down list, click View Amendment Details. 

3.  Click Submit 
• The Amendment Details screen appears. 
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3.6.2 Review Continuation 

Figure 32: Amendment Details Page 

 
 

 

Note: Instructions are on the following page. 
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3.6.2.1 Using Manual Override (Optional) 

To use the Override feature, perform the following steps: 

1.  Click Override in the upper left-hand corner of the screen.  

 
Warning!  By using the Override feature, funds indicated on 

the CD-450 will reflect different values than on the 
CD-435.  

2.  The following pop-up appears to inform the user:  

 
Click OK. 

3.  Enter adjusted Federal Share and/or Recipient Shares of cost. Total Estimated Cost will 
automatically update. 

 

 

Note: The Override feature is temporary and be removed 
in the future. 
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3.6.2.2 Entering Reasons 

Figure 33: Reasons 

 
 

To enter Amendment reasons, perform the following steps: 

1.  Click Enter Reasons link. 

2.  Click Reason Template Language 
• Select the appropriate continuation funding language and edit. 

3.  Click Done. 
4.  Click Save 

3.6.2.3 Printing the CD-451 (Optional) 

To print the CD-451, perform the following steps: 

1.  Once the CD-451 is complete and saved, click CD451 Report. 
• An Adobe Acrobat file opens in a separate window, displaying the CD-451. 

2.  Click the Adobe Print Icon. 
• The report is printed to default printer. 

 

 

Note: Repeat the steps to generate the SAC Report. 

 
3.6.2.4 Saving the Amendment 

To save the Amendment, perform the following steps: 

1.  At the bottom of the Amendment Details screen, click Save and Return to Main. 
• Review Award File task screen appears. 
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3.6.3 Submitting the Continuation 

Figure 34: Review Award File  

 

To forward the continuation, perform the following steps: 

1.  From the Action Drop-Down list, select Forward to Grants Officer for Review. 

2.  Click Submit. 
• The task has been forwarded to the Grants Officer. 

 

 

Note: The task may also be routed to whomever needs to 
review the continuation prior to the Grants Officer. 
After review the task will be forwarded back to the 
Grants Specialist who will forward to the Grants 
Officer.  
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3.7 Grants Officer Approval, New Award 

Overview Once the Grants Specialist has submitted the Award File, a task will appear in 
the Grants Officer Inbox to review and approve electronically the award file. 
Ensure that all items are completed appropriately. A red ‘X’ indicates some 
items are not fully processed. A green ‘ ’ indicates all items are complete 
within the system. 
 
Once the file is approved, the Grants Specialist will receive a notification that 
the award was approved. The Grants Specialist may print out the CD-450 and 
submit the form to the recipient. The CAMS Second Approver receives a task 
to commit the funds in CAMS. 

 

Figure 35: Review Award File 

 

To complete the Grants File approval, perform the following steps: 

1.  From Inbox Tasks screen, click View to open the Approve Grants File task. 
• Review Award File task screen appears. 

2.  Review items within the Grants File. Once complete, select from the Action Drop-Down List 
Approve, and then click Submit. 

• The task disappears from the Inbox.  
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3.8 Grants Officer, Approving a Continuation 

Figure 36: Review Award File 

 

To review the award file, perform the following steps: 

1.  From Inbox Tasks screen, click View to open the Approve Grants File task. 
• Review Award File task screen appears. 

2.  From the Action Drop-Down list, click View Amendment Details, and then click Submit. 
• Amendment Details screen appears. 

3.  Review amendment information. 

 

 

Note: Reviewing Amendments including screenshots may 
be found in Module 6. 

 
4.  Click Save and Return to Main. 

• Review Award File task screen appears. 
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3.8.1 Approving the Continuation 

Figure 37: Review Award File 

 

To approve the award file, perform the following steps: 

1.  From the Action Drop-Down list, click Approve Award File, and then click Submit. 
• Task is approved and removed from Inbox. 
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4 CAMS Approval 
Overview: CAMS Approvers review and commit the Procurement Request and 

Commitment of funds into CAMS. In the workflow, CAMS Approvers initiate the 
commitment of funds into CAMS; perform the first commitment once the Grants 
Officer has signed off on the Award. Once the first approval is complete, a 
second or final commitment into CAMS is accomplished and the funds are 
obligated.  

 

 

Note: This module is for CAMS Approvers only. Grants 
Specialists and Grants Officers may skip this 
module. This section does not cover CAMS or 
ASAP processing. This functionality will be removed 
once Grants Online develops an interface with 
CAMS.  

4.1 Module Objectives 

Objectives: By the end of Module 4, the user will be able to: 
• Access a CAMS Task. 
• Complete Initial CAMS Approval 
• Complete First Approval 
• Complete Second Approval 
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4.2 Selecting a CAMS Task 

Figure 38: Inbox Tasks 

 

To access a CAMS task, perform the following steps: 

1.  Click on the Inbox tab. 

2.  Click Tasks. 
• Inbox Tasks screen appears. 

3.  To select desired task, click View.  
• Task screen appears. 

 

 

Note: This procedure will be referred to throughout the 
module. 
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4.3 Complete Initial Work in CAMS  

Figure 39: Start Initial Work in CAMS  

 

To start initial work in CAMS, perform the following steps: 

1.  Review procedure in Section 4.2 and click View for task Start Initial Work on Award in 
CAMS. 

• Start Initial Work on Award in CAMS task screen appears. 
2.  To review the Procurement Request, select from the Action Drop-Down list, Review 

Procurement Request and click Submit. 
• Procurement Request and Commitment of Funds screen appears. 

3.  Review Procurement Request and Commitment of Funds and when complete, click 
Cancel. 

• Start Initial Work on Award in CAMS task screen appears. 
4.  From the Action Drop-Down List, select Initial Data Entry in CAMS Complete and click 

Submit. 
• The task disappears from the Inbox. 

 

 

Note: Alternately the task may be returned to the Budget 
Officer for corrections. 
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4.4 Complete CAMS First Approval 

Figure 40: CAMS First Approval 

 

To complete CAMS First Approval, perform the following steps: 

1.  Review procedure in Section 4.2 and click View for task Conduct CAMS First Approval. 
• Conduct CAMS First Approval task screen appears. 

 

 

Note: This task only appears after the Grants Officer 
approves the award. 

 
2.  To review the Procurement Request, select from the Action Drop-Down list, Review 

Procurement Request and click Submit. 
• Procurement Request and Commitment of Funds screen appears. 

3.  Review Procurement Request and Commitment of Funds and when complete, click 
Cancel. 

• Conduct CAMS First Approval task screen appears. 
4.  From the Action Drop-Down List, select CAMS First Approval Complete and click 

Submit. 
• The task disappears from the Inbox. 
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4.5 Complete Second CAMS Approval 

Figure 41: CAMS Second Approval 

 

To complete CAMS Second Approval, perform the following steps: 

1.  Review procedure in Section 4.2 and click View for task Conduct CAMS Second 
Approval. 

• Conduct CAMS Second Approval task screen appears. 

 

 

Note: This task only appears after the CAMS First 
Approval is complete. 

 
2.  To review the Procurement Request, select from the Action Drop-Down list, Review 

Procurement Request and click Submit. 
• Procurement Request and Commitment of Funds screen appears. 

3.  Review Procurement Request and Commitment of Funds and when complete, click 
Cancel. 

• Conduct CAMS First Approval task screen appears. 
4.  From the Action Drop-Down List, select CAMS Second Approval Complete and click 

Submit. 
• The task disappears from the Inbox. 
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5 Initiating Post Award Actions 
Overview: In Grants Online, Grants Specialists have the capability to initiate Award Action 

Request (AAR), Amendments, and Enforcement actions as necessary.  
• An AAR is a request by the Grantee that requires prior approval in order 

to perform the necessary action. For example, Foreign Travel. 
• An Amendment is a request by the grantee that requires  
• Enforcement is an action to prevent the award or organization from 

failing to meet the awards objectives or as a penalty in extreme cases. 
For example, a Grants Specialist may need to designate a “High Risk” recipient 
for various reasons, suspend funding, or even terminate an award. In addition, 
Grants Specialists may initiate an AAR, Amendment, or set up Out-Year 
funding for a multi-year award. 

5.1 Module Objectives 

Objectives: By the end of Module 5, the user will be able to: 
• Search for an Award. 
• Initiate an Enforcement Action. 
• Initiate an AAR. 
• Initiate an Amendment. 
 

 

 

Note: The review and approve process for AAR’s and 
Amendments is documented in Module 6, 
Reviewing Post Award Actions. 
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5.2 Grants Specialist, Award Search 

Figure 42: Award View 

 

To search for an award, perform the following steps: 

1.  Click Award Tab 

2.  Click Search for Award Hyperlink 
Award Search screen appears. 

3.  Enter either the Applicant Name or Award Number. 

 

 

Note: A partial text string may be used to yield greater 
search results. The applicant name referred here is 
the Recipient.  

4.  Click Submit. 
• Awards View screen refreshes with search results 
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5.2.1 Award Search Results 

Figure 43: Awards View 

 

Award 
Searches: 

After receiving the award results, users may access the award itself, or initiate 
the following actions: 

• Enforcement 
• Award Action Request 
• Amendment 

 
Warning!  A Grants Specialist should not initiate partial 

Funding. 
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5.3 Grants Specialist, Enforcements 

Overview: Enforcements are initiated by the Grants Specialists when a recipient may be 
jeopardizing the terms and agreements of the award. By using the 
Enforcements feature in Grants Online, the Grants Specialist may perform the 
following: 

• Designate an award or recipient as “High Risk”. 
• Suspend payments to an award. 
• Suspend the award. 
• Termination of the Award for cause. 

Again, the Grants Specialist initiates workflow in Grants Online. Enforcement 
action is complete; the task may be routed to the Grants Officer for review and 
approval. An important note the workflow and screens on the following 
demonstrate one of the enforcements actions only. Workflow and screen 
functionality are similar for the other enforcements. 

 

 

Note: Upon approval of the Enforcement, the Grants 
Specialist receives a task called Reactivate. The 
Grants Specialist will use this task after the recipient 
has made the necessary corrections to begin the 
award again.  
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5.4 Grants Specialist, Initiating an Enforcement 

Figure 44: Award View 

 

To initiate an Enforcement, perform the following steps: 

1.  Search for desired award. 
• Award appears in Search Results. 

2.  Click Enforcement 
• Enforcement Details screen appears 
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5.4.1 Enforcement Details 

Figure 45: Enforcement Details 

 

To initiate an Enforcement, perform the following steps: 

1.  From the Enforcement Drop-Down list, select Suspension of Payments. 

2.  Click Go 
• Suspension of Payments screen appears. 
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5.4.2 Completing Suspension of Payments 

Figure 46: Suspension of Payments 

 
 

To complete the Suspension of Payments, perform the following steps: 

1.  Select the scope of suspension, select Suspend By Award or By Organization. 

2.  Enter text for Reason for Suspension 
3.  Enter text for Corrective Action 
4.  Select either Suspend Immediately or Notice – Recipient Action Required in 30 Days 

5.  (Optional) Click the Create Transmittal Letter link to generate letter. 

6.  Click Save and Return to Main 
• Task has been sent to the Grants Specialists Inbox. 
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5.4.3 Submit Enforcement Task 

Figure 47: Enforcement Task 

 

To complete the Enforcement Task, perform the following steps: 

1.  From the Inbox view, select Review/Revise Enforcement 

2.  Click View 
• Enforcement Task appears. 

3.  From the Action Drop-Down, select Forward to Grants Officer for Review 
4.  Click Submit 

• Task disappears from Inbox. 
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5.5 Grants Specialist, Initiating an AAR 

Overview: A Grants Specialist has the capability of initiating an AAR as necessary on 
awards. Once the Grants Specialist completes the AAR, it will be sent as a task 
for review to the Program Officer assigned to the award. The Program Officer 
reviews the AAR and it is sent back to the Grants Specialist. The Grants 
Specialist in turn, submits it to the Grants Officer for review and approval. 

 

 

Note: As there many types of Award Action Requests, 
screen shots of all screens shall be provided at the 
end of Module 5.. 

 
 

Figure 48: Award View 
 

 

To initiate an Award Action Request, perform the following steps: 

1.  Click the Award Tab 

2.  Search for desired award. 
• Award search results appear. 

3.  Click Award Action Request 
• Award Action Request screen appears. 
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5.5.1 Selecting an AAR  

Figure 49: Award Action Request 

 

To select an Award Action Request, perform the following steps: 

1.  Click desired the Award Action Request link. 
• Award Action Request Details screen appears. 

 

 

Note: The following scenario demonstrates the request for 
Foreign Travel. Other screens may have different 
fields to populate. All workflow processes as 
described in the overview will remain the same.   
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5.5.1.1 Award Action Request Details  

Figure 50: Award Action Request Details 

 

To complete Foreign Travel AAR, perform the following steps: 

1.  Select compliance for the Fly America Act. 

2.  Enter justification, if required.  

3.  Click Save. 
• Attach Files link appears after saving. 

4.  Click Attach Files link. 

5.  Attach files as necessary. 

6.  Click Save and Submit 

 

 

Note: A task is sent to the Program Officer. Review 
Module 6 on processing AAR’s. 
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5.6 Grants Specialist, Initiating an Amendment 

Overview: A Grants Specialist has the capability of initiating an Amendment as necessary 
on awards as well. Once the Grants Specialist completes the Amendment, it 
may be sent as a task for review to the Program Officer or the Grants Officer. If 
the Program Officer reviews the Amendment it will be sent back to the Grants 
Specialist. The Grants Specialist in turn, submits it to the Grants Officer for 
review and approval. 

 

Figure 51: Award View 
 

 

To initiate an Amendment, perform the following steps: 

1.  Click the Award Tab 

2.  Search for desired award. 
• Award search results appear. 

3.  Click Amendment 
• Amendment Details screen appears. 
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5.6.1 Creating an Amendment (CD-451) 

Figure 52: Amendment Details 

 
 
 

 

Note: Instructions are on the following page. 
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5.6.1.1 Selecting Appropriate Grant Type 

To select appropriate Grant Type, perform the following steps: 

1.  Select Grant or Cooperative Agreement 

 

 

Note: Add a Special Award Condition for a Cooperative 
Agreement if changing from Grant. 

 
 

5.6.1.2 Using Manual Override (Optional) 

To use the Override feature, perform the following steps: 

1.  Click Override in the upper left-hand corner of the screen.  

 
Warning!  By using the Override feature, funds indicated on 

the CD-450 will reflect different values than on the 
CD-435.  

2.  The following pop-up appears to inform the user:  

 
Click OK. 

3.  Enter adjusted Federal Share and/or Recipient Shares of cost. Total Estimated Cost will 
automatically update. 

 

 

Note: The Override feature is temporary and may be 
removed in the future. 
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5.6.1.3 Entering Reasons 

Figure 53: Reasons 

 
 

To enter Amendment reasons, perform the following steps: 

1.  Click Enter Reasons link. 

2.  Click Reason Template Language 
• A screen display for prepopulating standard language. Ensure dates are correct 

as applicable. 
3.  Click Done. 
4.  Click Save 
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5.6.1.4 Adding Special Award Conditions (Optional) 

Figure 54: Special Award Conditions 

 
 
 

 

Note: Instructions are on the following page. 
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5.6.1.5 Adding a Customized Special Award Condition 

To add a custom Special Award Conditions, perform the following steps: 

1.  If applicable, click Add a New Special Award Condition. 
• Add a New Special Award Condition screen appears. 

2.  Enter Name of the condition. 

3.  Enter Description. 

4.  Click Done. 
• Special Award Conditions screen appears. 

5.  To add this to the Special Award Conditions, click Add. 

5.6.1.6 Adding a Special Award Condition from the Template 

To add a Special Award Condition from the Template, perform the following steps: 

1.  Select from the Administrative Award Conditions template list. 

2.  Click Add 
• Associated Special Award Condition populates. 

3.  Click Return to Main 
• Amendments Details screen appears. 

5.6.1.7 Printing the CD-451 (Optional) 

To print the CD-451, perform the following steps: 

1.  Once the CD-451 is complete and saved, click CD451 Report. 
• An Adobe Acrobat file opens in a separate window, displaying the CD-451. 

2.  Click the Adobe Print Icon. 
• The report is printed to default printer. 

 

 

Note: Repeat the steps to generate the SAC Report. 

 
5.6.1.8 Saving the Amendment 

To save the Amendment, perform the following steps: 

1.  At the bottom of the Amendment Details screen, click Save and Return to Main. 
• A task is generated to the Grants Specialist Inbox. 
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5.6.2 Submitting the Amendment 

Figure 55: Amendment Task 

 

To submit the amendment, perform the following steps: 

1.  From the Action Drop-Down, select desired recipient. 

2.  Click Submit. 
• The task disappears from the Inbox. 

 

 

Note: For processing and approving Amendments, see 
Module 6. 
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5.7 Award Action Request Screens 

Overview: The following are all the screens located on the Award Action Request Index 
screen. The screens are self-explanatory. Some screens are very similar to 
each as well. 

 

 

Note: In order to attach a file to an Award Action Request, 
the file must be saved first. All screens shown will 
show only the functional area of the screen. 

 
 

Figure 56: No Cost Extension Without Invocation of Expanded Authority. 

 
 

Figure 57: Extension to Close Out 
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Figure 58: Change in Scope 

 

Figure 59: Transfer of Award 
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Figure 60: Change in Principle Investigator 

 

Figure 61: Change in Institution Name 
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Figure 62: Change in Key Person Specified in Application 

 

Figure 63: Satisfied Special Award Condition 
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Figure 64: Transfer of Funds 

 

Figure 65: Pre-Award Cost 
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Figure 66: No Cost Extension-Invocation of Expanded Authorities 

 

Figure 67: Reprogram or Rebudget 
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Figure 68: Foreign Travel 

 

Figure 69: Sole Source Contract 
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Figure 70: Other 

 

Figure 71: Absence of More than 3 Months 
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Figure 72: Inclusion of Costs that Require Prior Approval 

 

Figure 73: Sub Award, Transfer or Contracting Out of Any Work 
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6 Reviewing Post Award Actions 
Overview: This module will cover the review of Award Action Requests (AAR) and 

Amendments. Grants Online is not fully accessible by the Recipients. As a 
result, Program Officers will submit AAR’s and Amendments on behalf of 
recipients to GMD.  

 

 

Note: Close Outs are not available within Grants Online at 
the time of this writing. An update shall follow when 
the functionality is released. 

 

6.1 Module Objectives 

Module 
Objectives 

By the end of Module 6, the user will be able to: 
• Review an Award Action Request 
• Submit an Award Action Request 
• Approve an Award Action Request 
• Review an Amendment 
• Submit an Amendment 
• Approve an Amendment 
• Approve an Enforcement 

6.2 Grants Specialist, Reviewing an Award Action Request 

Overview: The following scenario is applicable to all AAR’s. The Initiator will create the 
request, attach files, and then submit the AAR to the Program Officer. Once 
reviewed by the Program Officer it is sent administrative processing to GMD. 
The GMD. Once received by the Grants Specialist, they will review the request 
and submit it to the Grants Officer, or send back to the Program Officer for 
revisions.  
 

 

 

Note: Extension to Close-Out goes directly to GMD for 
processing and does not go through the Program 
Officer for review.. 
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6.2.1 Accessing the Award Action Request Task 

Figure 74: Inbox Tasks View 

 
 

To view Inbox tasks, perform the following steps: 

1.  From the Inbox, click Tasks. 
• Inbox Tasks screen appears. 

2.  To select desired Award Action Request, click View. 
• Award Action Request task screen appears. 
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6.2.2 Reviewing Award Action Requests 

Figure 75: View Award Action Request 

 

To view the Award Action Request, perform the following steps: 

1.  From the Action Drop-Down, select View Award Action Request Details. 

 

 

Note: The Program Officer will include a comment 
indicating their recommendation to approve the 
AAR in the previous workflow history.  

2.  Click Submit. 
• Award Action Request Details screen appears. 
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6.2.3 Reviewing Award Action Request Details 

Figure 76: Action Award Request Details Page 

 
 

To review Award Action Request, perform the following steps: 

1.  Review justification block if applicable. 

2.  To review attachments, click View Files. 
• Current Attachments screen Appears 

3.  Click desired attachment to view.  
• Attachment appears. 

4.  Click Cancel to return to the Award Action Request Task screen. 
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6.2.4 Forward Award Action Request 

Figure 77: Forward Award Action Request 

 
 

To forward the Award Action Request, perform the following steps: 

1.  From the Action Drop-Down, select Forward to Grants Officer for Review 

2.  Click Submit. 
• The task has been forwarded to the Grants Officer for approval. 

 

 

Note: The task may be returned to the to the Program 
Officer, or forward to FALD as appropriate. 
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6.3 Grants Officer, Review and Approve Award Action Request 

Figure 78: Inbox Tasks View 

 

To access the Award Action Request, perform the following steps: 

1.  From the Inbox, click Tasks. 
• Inbox Tasks screen appears. 

2.  To select desired Award Action Request, click View. 
• Award Action Request Task screen appears. 
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6.3.1 Reviewing Award Action Request 

Figure 79: Award Action Request Task 

 
 

To view the Award Action Request, perform the following steps: 

1.  From the Action Drop-Down, select View Award Action Request Details. 

2.  Click Submit. 
• Award Action Request Details screen appears. 

3.  Review justification block if applicable. 

4.  To review attachments, click View Files. 
• Current Attachments screen appears. 

5.  Click Cancel to return to the Award Action Request Task screen. 
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6.3.2 Approving Award Action Request  

Figure 80: Approving Award Action Request 

 

To approve the Award Action Request, perform the following steps: 

1.  From the Action Drop-Down, select Approve Award Action Request 

2.  Click Submit 
• The Program Officer will receive a Notification that the AAR was approved. 
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6.4 Grants Specialists, Amendments 

Overview: This section will provide an example of the workflow for an Amendment for 
Grants Specialists and Grants Officers. Typically the workflow is similar for 
each task. Once the Program Officer has forwarded the task to GMD, the 
Grants Specialist will receive the task in the Inbox. Once the task is complete, 
the Grants Specialist will forward the Amendment to the appropriate workflow 
user in the list. In addition Grants Specialists may create an amendment as 
well. 
 

 

 

Note: In some instances certain AAR’s will be converted 
into Amendments as the terms of the award will be 
changed. 

 

6.4.1 Accessing an Amendment 

 Figure 81: Inbox Tasks View 

 
 

To access the Award Action Request, perform the following steps: 

1.  From the Inbox, click Tasks. 
• Inbox asks screen appears. 

2.  To select desired Award Action Request, click View. 
• Amendment Task screen appears. 
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6.4.2 Reviewing an Amendment 

Figure 82: View Amendment Details 

 
 

To view the Award Action Request, perform the following steps: 

1.  From the Action Drop-Down, select View Amendment Details. 

2.  Click Submit. 
• Award Action Request Details screen appears. 
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6.4.3 Reviewing Amendments 

Figure 83: Amendment Details 
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6.4.3.1 Using Manual Override (Optional) 

To use the Override feature, perform the following steps: 

1.  Click Override in the upper left-hand corner of the screen.  

 
Warning!  By using the Override feature, funds indicated on 

the CD-435 will reflect new values.  CHSNGE this to 
what we had elsewhere.  

2.  The following pop-up appears to inform the user:  

 
Click OK. 

3.  Add or deduct Federal Share and/or Recipient Shares of cost. Total Estimated Cost will 
automatically update. 

6.4.3.2 Review Amendment 

To review the amendment, perform the following steps: 

1.  Click Enter Reasons link. 

2.  Click Special Award Conditions, if applicable. SEE SECTION 5…. 
3.  Click Line Item Budget, if applicable. 
4.  Click Others, if applicable. 

5.  Click Save and Return to Main. 
• The Review Amendment Task appears. 

6.4.3.3 Printing the CD-451 (Optional) 

To print the CD-451, perform the following steps: 

1.  Once the CD-451 is complete and saved, click CD451 Report. 
• An Adobe Acrobat file opens in a separate window, displaying the CD-450. 

2.  Click the Adobe Print Icon. 
• The report is printed to default printer. 
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6.4.3.4 Printing the SAC 

To print the Special Award Conditions, perform the following steps: 

1.  Once the CD-451 is complete and saved, click CD451 Report. 
• An Adobe Acrobat file opens in a separate window, displaying the CD-450. 

2.  Click the Adobe Print Icon. 
• Print Dialog Box appears. 

6.4.3.5 Printing Current Special Award Condtions 

Figure 84: Print Dialog Box 

 
 

To print applicable Special Award Conditions, perform the following steps: 

1.  Under Print Range, choose applicable range such as Current Page or Pages from x to 
y. 

2.  Click Ok 
• The print job is sent to the printer. 
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6.4.4 Forwarding an Amendment 

Figure 85: Amendment Task 

 

To forward the Amendment, perform the following steps: 

1.  From the Action Drop-Down, select Forward to Grants Officer for Review 

2.  Click Submit. 
• The task has been forwarded to the Grants Officer for approval. 

 

 

Note: This scenario shows the forwarding of the task to 
the Grants Officer, you may refer to the a, or 
Forward to FALD.  

 



Module 6: Reviewing Post Award Actions 

Version 1.0 
91 

6.5 Grants Officer, Review and Approve Amendment 

Figure 86: Inbox Tasks View 

 

To access the Amendment, perform the following steps: 

1.  From the Inbox, click Tasks. 
• Inbox Tasks screen appears. 

2.  To select desired Amendment, click View. 
• Review Amendment Task screen appears. 
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6.5.1 Viewing the Amendment 

Figure 87: Amendment Task 

 

To review the Amendment, perform the following steps: 

1.  From the Action Drop-Down list, select View Amendment Details. 

2.  Click Submit. 
• Amendment Details screen appears 
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6.5.2 Reviewing the Amendment 

Figure 88: Amendment Details 
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6.5.2.1 Using Manual Override (Optional) 

To use the Override feature, perform the following steps: 

1.  Click Override in the upper left-hand corner of the screen.  

 
Warning!  By using the Override feature, funds indicated on 

the CD-435 will reflect new values.  
 

2.  The following pop-up appears to inform the user:  

 
Click OK. 

3.  Add or deduct Federal Share and/or Recipient Shares of cost. Total Estimated Cost will 
automatically update. 

6.5.2.2 Review Amendment 

To review the amendment, perform the following steps: 

1.  Click Enter Reasons link. 

2.  Click Special Award Conditions, if applicable. 
3.  Click Line Item Budget, if applicable. 
4.  Click Others, if applicable. 

 

 

Note: Only check boxes that are enabled by the Program 
Officer need to be reviewed. Grants Officer may 
make edits as necessary.  

5.  Click Save and Return to Main. 
• The Review Amendment Task appears. 

6.5.2.3 Printing the CD-451 (Optional) 

To print the CD-450, perform the following steps: 

1.  Once the CD-450 is complete and saved, click CD451 Report. 
• An Adobe Acrobat file opens in a separate window, displaying the CD-450. 

2.  Click the Adobe Print Icon. 
• The report is printed to default printer. 
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6.5.3 Approving the Amendment 

Figure 89: Amendment Task 

 

To approve the amendment, perform the following steps: 

1.  From the Action Drop-Down list, select Approve Amendment. 

2.  Click Submit. 
• The task disappears from the Inbox. 
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6.6 Grants Officer, Approving Enforcements 

Figure 90: Inbox Tasks View 

 

To access the Enforcement Task, perform the following steps: 

1.  From the Inbox, click Tasks. 
• Inbox Tasks screen appears. 

2.  To select desired Enforcement task, click View. 
• Enforcement task screen appears. 
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6.6.1 Approving an Enforcement 

Figure 91: Enforcement Task 

 

To review and approve the Enforcement, perform the following steps: 

1.  From the Action Drop-Down, select Review Enforcement Details. 

2.  Click Submit 
• Enforcement Details screen appears.  

3.  Review the Enforcement and click Save and Return to Main. 
• Enforcement task screen appears. 

4.  From the Action Drop-Down, select Approve Enforcement. 
• Enforcement Task disappears from Inbox. 

 

 

Note: Upon approval, the Grants Specialist receives a 
task called Reactivate. The Grants Specialist will 
use this task after the recipient has made the 
necessary corrections to begin the award again.  

 
 


