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Document Conventions

Document Conventions

Overview

Using this
Guide

Text
Conventions

Notes and
Warnings

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.

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 Indicates a screen name.

appears.

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

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

o during the procedure or process.

A Warning! Procedure may incur an undesirable result within
the system.

Version 1.0
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Module One: Overview

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

Grants Online is developed to answer several issues that occur during the
award processing including:
¢ Reducing or eliminating paper forms for application.

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

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

e 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.
Version 1.0

1



Grants Management Division, Grants Online Training Manual — Final

This page intentionally left blank.

Version 1.0

2



Module Two: Processing Request For Application

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.

I~

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 By the end of Module 2, the user will be able to:

Objectives o
[ ]
o
o

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.

Version 1.0

1



Grants Management Division, Grants Online Training Manual — Final

2.2.1 Selecting Post Application Package Task

Figure 1: Inbox Tasks View
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To view Inbox tasks, perform the following steps:

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

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

Version 1.0
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2.2.2 Posting Application Package

Figure 2: Post Application Package Task

m !Inbox m
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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.

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

Note: Other options include Reject Without Posting, or

View RFA Details.
&

Click Submit

e The task disappears from Inbox view. A natification is sent to the Program Officer
as well as the task, Notify Recipients.

Version 1.0
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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
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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.
e Review FFO task screen appears.

Version 1.0
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Module Two: Processing Request For Application

2.3.2 Reviewing and Approving the FFO
Figure 4: FFO Review Task
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To complete the FFO review, perform the following steps:

1 From the Action Drop-Down list, select View Details and click Submit.
e 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.
o The FFO Review task screen appears

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

Version 1.0
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2.3.3 Publishing the FFO

M !I nbox n

Figure 5: FFO Publish Task

Welcome to Grants Online Steve Drescher Log Off
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=
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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.

o FFO Publish task screen appears.

3. From the Action Drop-Down list, select Publish and then click Submit.

e The task disappears from your Inbox. At this time a Notification is sent back to the
Program Officer indicating the FFO has been published.

Version 1.0
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2.3.4 Selecting the FRN Task

Figure 6: Inbox Task View
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To view Inbox tasks, perform the following steps:
|

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

2. Select desired task. In this case, select Review and click View.
o Review FRN task screen appears.

Version 1.0
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2.3.5 Reviewing and Approving the FRN

Figure 7:Approve FRN Task
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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.

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

e The task disappears from the Inbox. A new task called Publish appears.

Version 1.0
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Module Two: Processing Request For Application

Figure 8: FRN Publish Task
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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.

e 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.

Version 1.0
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2.3.7 Selecting the Omnibus Task

Figure 9: Inbox Tasks View
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To view Inbox tasks, perform the following steps:
|

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

2. Select desired task. In this case, select Review and click View.
o Review Omnibus Synopsis task screen appears.

Version 1.0
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2.3.8 Reviewing and Approving the Omnibus Synopsis

Figure 10: Omnibus Synopsis Review Task
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Comment: p L =]

I ;l Spell Check

Wieww previous warkflow history and comments ==

To complete the FFO review, perform the following steps:
1. From the Action Drop-Down list, select View Details and click Submit.

e 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.

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

e The task disappears from the Inbox. A new task called Publish appears.

Version 1.0
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2.3.9 Publishing the Omnibus Synopsis
Flgure 11: Omnibus SynopS|s Publish Task

— A‘* ™ - ' —
MA i | Account Sysbnm Manage Recorts
Srants Onli Management | Administration | Certifications E

Welcome to Grants Online Steve Drascher Log Off

» Advisories

Omnibus Synopsis
- e Ick: 103106 Title: Testmark 5

LI Creator: Mark La Fave Create Date: 04/05/2005
¥ Tasks Status: Ormnibus Synopsis Publish Mot Started  Status Date: 04/05/2005

* Notifications

» Send Message Last Edited User: Mark La Fave

jon: 1 2 i 1
ot ooz =h [N
lewy Lletalls
Comment: |, i hdraw | -]

;l Spell Check

Wienw presvious wiotkdlow history and comments ==

To publish the FFO, perform the following steps:

1. From the Inbox Tasks screen, select Publish task and click View.
e Omnibus Publish task screen appears.
2. From the Action Drop-Down list, select Publish and then click Submit.

e The task disappears from your Inbox.

Version 1.0
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Module Three: Preparing a Funded Award

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:

e PO Checklist
¢ NEPA Documentation

e Procurement Request (CAMS commitment is required via the first
and second approver process in order to issue the award.)

e Press Release attachment from Public Affairs. (As determined by
threshold.)

e FAIS Sheet (Automatically generated within Grants Online.)
e Application and attachments.
e 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)

Version 1.0
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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

T R s D~ =
o — e g =
NEAAR — g T
Inbox Pre-Award RS S_V?Inrn 2 M‘a_nag‘e Reporis
&rants Online ration | Certifications

Welcome to Grants Online Mark La Fave "Log Off

» Advisories Inbox Tasks

* Notifications

* Archi
chitthts Document Type Status

T

F Send Message

11 items found, displaying 1 to 10 [FirstPrev] 1, 2 [Mexdila=i

Wiew 28619 Review Mot Started  Federal Register Motice 102046 [iA
Wiew 28616 Review Mot Started  Federal Funding Opporfunity 102045 [HiA
Wiews 28581 Review Award File Mot Started  Award File 102151 MAOSMMF 4071125
= S e = I = 0 [0) @1 ] I8 = TOoe0S MAOSMMF 4521001
Wiew 28299 Review Award Action Request Mot Started  Award Action Request 102024 MAODSMMF4081112
Wiew 28127 Review Award File Mot Started  Award File 101590 MAOSMMF4331110
Wiew 27804 Publish Mot Started  Federal Funding Opportunity 101712 (WTE
WView 27134 Puhlish Mot Started  Federal Funding Oppoartunity 1014538 A
Wiew 26983 Review Mot Started  Federal Funding Oppartunity 10087 [iA
Wiew 23028 Review Amendment In Progress Amendment 100098 010920045 MNADASNMF 4521001
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.

e Grants File task screen appears.

Version 1.0
14




Module Three: Preparing a Funded Award

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

"m Inbox n Pre-Award

Welcome to Grants Online Kevin Conaway ".Log off

» Advisories

Award File 0 - NAO5SNMF4361152

F Notifications

- ) Id: 103130 Title:
SICHIS Creator: SYSTEM ACCOUNT Create Date: 04/05/2005
¥ Tasks Status: Awvard File O Review Award File Mot Started  Status Date: 04/05/2005
» Send Message Total Federal Funding: §10,000.00 Total Mon Federal Funding: $0.00
Last Edited User: SYSTEM ACCOUNT Grants Specialist: kevin Conaway
Action:  [Please select an action | (IR
Please select an action ‘
Comment: ;I
FunwaTa s
Forward to OLIA
Return Award File to PO ] sven check
-

View previous workflow history and comments ==

To access the GMD Checklist, perform the following steps:

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

Version 1.0
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3.3.2 Completing the GMD Checklist

Using the The GMD Checklist contains links to subdocuments that are connected the
GMD organizations main file. Any attachments and history can be reviewed by
Checklist: 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

—~— - — ::.;1:&‘_ ——
m : ] | : 5 -_a-
System ge
LEt I Certifications e m

Welcome to Grants Online Kevin Conaway ".Log Off

» Advisories

* Notifications Application Header Information

F Archive
CFDA Number: 11.436 RFA Document ID: 103112

T Tasks

Program Office: SOUTH EAST REGIONAL OFFICE -
F Send Message MMF S
Application ID: 103128 Project Title: Text
Applicant: Bean University Fiscal Year: 2005

Award Number: MNADSMMF 4361152

RFA Document Title: Mark Test 7

GMD Checklist

Checklist tems

™ BudgetCast Analysis Memo Reguired
[ Internovernmental Review of Federal Prograr As Needed
[™ applicants Management and Financial Capabilities Required
[ Credit Check
L] Delinguent Federal Debt Required
[T Mame Check Review
I List of Parties excluded from PracurementiNon-Procurerment Activities Reguired
[T PastPerformance Required
I Pre-Award Accounting System Survey Reguired
™ High Risk Recipient As Needed
[T mwardsto Insular Area © ves @ Nao Mot Reguired
[T GrantType © Cooperative Agreement @ Grant Mot Required
™ Confirm Financial and Progress Report Requirements Reguired
[T Review Snecial fward Conditions Reguired
I Project Details Required
T Project Dates Required
Funds have not Auto-committed with CAMS. The Budget Official has signed this outside of committing funds fram CAMS.
There are no attachiments on this Crganization
There are no attachments on this Checklist
Manane Checklist Attachments ==
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3.3.2.1 Budget/Cost Analysis Memo

Figure 15: Budget/Cost Analysis Memo

Budget Cost Analysis Memo

There are ho altachiments on this Qrganization

Thera ate no atachiments on this Chackiist
Manage Checklist Attachments ==

Return to Main

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.
e Budget/Cost Analysis screen appears.

Note: For space considerations, only the functional screen
area is shown.
bt
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
e Budget/Cost Analysis screen appears with the new file attached.

6. Click Save and Return to Main.
e GMD Checklist screen appears.

Version 1.0
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3.3.2.2 Intergovernmental Review of Federal Program

Figure 16: Intergovernmental Review of Federal Program

Intergovernmental Review

Is this application exercising Executive Order 12372 Intergovernmental Review? © T Yes € Mo
Date : I

There are ho atachments an this Qrganization

Therg are no attachments on Whis Checilist
Manage Checklist Attachments ==

m Save and Return to Main

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.
e Intergovernmental Review of Federal Program s screen appears.
Note: For space considerations, only the functional screen
area is shown.
it
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.
e GMD Checklist screen appears.

Version 1.0
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3.3.2.3 Credit Check

Figure 17: Credit Check

Credit Check

Credit Check Expiration Date:
Date of Last Request for Credit Check:

Send Motification to Bequest a New Credit Check ==

02/02¢2008
04/06/2005

Comments:

I Spell Check

There are no attachments on this Qrganization

There are no aftachments on this Checliist
Manage Checklist Aftachments ==

m Save and Return to Main Cancel

To update the Credit Check, perform the following steps:

1.

2.

3.

To access, click the Credit Check link from the GMD Checklist.

e Credit Check screen appears.

Note:

is shown.
Eﬁ

Verify date and enter comments if applicable.
Note:

For space considerations, only the functional screen area

Use the send natification to notify the Grants Officer

if the credit check date is/about to expire.

=

Click Save and Return to Main.
e GMD Checklist screen appears.

Version 1.0
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3.3.2.4 Delinquent Federal Debt

Figure 18: Delinquent Federal Debt
Delingquent Federal Debt

Date Review Parformed: Qzioarzo08

Delinguent Debt Found:  vas & No

Date of Outstanding Deht:
Marme of Creditor Qrganization: 02252008
Amount of Deht Owed:

Comments:

I Spell Check

There ate no atachiments an this Qrganization

There ate no atachments on this Checlilist
Manage Atachments ==

Save Save and Return to Main Cancel

To update Delinquent Federal Debt, perform the following steps:

L To access, click the Delinquent Federal Debt link from the GMD Checklist.
e 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.
e GMD Checklist screen appears.
Version 1.0
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3.3.2.5 Name Check

Figure 19: Name Check

Name Check

I Spell Check

There are no altachments on this Qrganization

There are no altachrments on this Checi st
Manage Atachments ==

Mame Check Expiration Date: Qzrozrzo0a
Diate of Last Mame Check Reguest:

Send Motification to Reguest a Mew Mame Chechk ==

Did Significant Findings Exist?  ves & po
Comments:

m Save and Return to Main

To update Name Check, perform the following steps:

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

e Name Check screen appears.

Note:
is shown.
Li_i
2. Enter comments if applicable.
3. Click Save and Return to Main.

e GMD Checklist screen appears.

For space considerations, only the functional screen area

Version 1.0
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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

Check for Exclusion from Procurement/Non-Procurement Activities

Date of Review: 0210252008

I5 the Party excluded from  ves & pNo
Procurement™on-Procurement Activities?

Date Party was excluded from
Procurement™aon-Pracurement Activities:

Comments:

I Spell Check

There are ho altachments on this Organization

Thete ate ho altachments on this Checklist
Manage Attachments ==

m Save and Return to Main

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.

e Check For Exclusion From Procurement/Non-Procurement Activities screen

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

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

e GMD Checklist screen appears.
Version 1.0
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3.3.2.7 Past Performance

Figure 21: Past Performance

Past Performance
Fast Performance Acceptable? Covas O Mo
Comments:
=
[ -
I
There are ho altacimeants on this Organization
There are no sltachments on this Checkiist
Manage Attachments ==
 Save
To update Past Performance, perform the following steps:
1. To access, click the Past Performance link from the GMD Checklist.
e Past Performance screen appears.
Note: For space considerations, only the functional screen area
is shown.
i
2. Select yes or no for Past Performance Acceptable?
3. Enter comments if applicable.
4. Click Save and Return to Main.

e GMD Checklist screen appears.
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3.3.2.8 Pre-Award Accounting System Survey

Figure 22: Pre-Award Accounting System Survey

Pre-Award Accounting System Survey

I5 the Pre-Awvard Accounting System Survey Reguired? & voe € pg

Ciate Completed: I

Ciate Requested: I

Camments:

I Spell Check

There ate ho altachiments an this Organization

Thete ate ho aftachments on this Checkiist
Manage Checklist Attachments ==

m Save and Return to Main

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

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

e GMD Checklist screen appears.
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3.3.2.9 High Risk Recipient

Figure 23: High Recipient

High Risk Recipient

Is the Recipient Considered High Risk?  vas @ Mo

Ifthe recipientwas considered High Risk, please make a selection below:

" Do NOT make the award.
& Delay the award until the condition is corrected.
" Proceed with the award with Special Sward Condition.

Comments:

I Spell Check

There are no aitachrments on this Organization

There ate ho altachments on this Checkiist
Manage Attachments ==

m Save and Return to Main

To update High Risk Recipient, perform the following steps:

1.

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

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

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

Click Save and Return to Main.
e GMD Checklist screen appears.

Version 1.0
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3.3.2.10 Confirm Financial and Progress Report Requirements

Figure 24: Confirm Financial and Progress Report Requirements

Confirm Financial and Progress Report Reguirements

Progress Report Requirements

Frequency

= Sermi-Annually

7 Annually (far rulti-yearinstitutionaly
 Quarterly

Final Report

& Comprehensive Final Report

" Last Report

There are ho altachiments on this Qrganization

There ara no atachiments on this Checklist
Manage Attachments ==

m Save and Return to Main Cancel

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

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

e Confirm Financial and Progress Report Requirements screen appears.

Note: For space considerations, only the functional screen area
is shown.
L
2. If applicable, select desired frequency.
3. If applicable, select desired last report.
4. Click Save and Return to Main.

e GMD Checklist screen appears.
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3.3.2.11 Review Special Award Conditions

Figure 25: Review Special Award Conditions

Special Award Conditions

Add a Mew Special Avward Caondition

Programmatic Special Award Conditions
Mo programmatic Special Award Conditions found.

Administrative Special Award Conditions
Mo administrative Special Award Conditions found.

HOARA Administrative Special Award Conditions

d___|condition _______________ [Actions |
100001 Financial Repors Add View
100002 Performance/Progress Repors Add View
100003 Award Payments Add Wiew
100004 Budget Revizions and Transfers Among Cost Categaries Add View
100005 Indirect Costs Add View
100006 Other Program Revisions Add View
100007 Program Income Add Miew
100008 Extensions Add Wiew
100008 Publications and Acknowledgerment of Sponsorship Add Wiew
100010 Fareign Travel Add iew
100011 Inventions and Intellectual Property Rights Add View
100175 Multi-vear Special Award Condition Add View
100173 Partial Funding Special Award Condition For Increases  Add View
100180 Partial Funding Special Award Condition For Reductions  Add Wiew

Associated Special Award Conditions
Mo agsociated Special Award Conditions selectad.

Save Amendment and Return to Main Cancel Amendment

To update Special Award Conditions, perform the following steps:

1.

2.

3.

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

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

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.
£

Click Save and Return to Main.
e GMD Checklist screen appears.

Version 1.0
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3.3.2.12 Project Details
Figure 26: Project Details

Project Details

Edit Project Details

=]

I Spell Check

Thete are ho altachments on his Organization

Thets gre no attachments on this Checkiist
Manage Attachments ==

m Save and Return to Main Cancel

To update Project Details, perform the following steps:

1. To access, click the Project Details link from the GMD Checklist.
e Project Details screen appeatrs.

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

2. If applicable, edit Project Details.

3. Click Save and Return to Main.
e GMD Checklist screen appears.
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3.3.2.13 Project Dates

Figure 27: Project Dates

Project Dates

Edit Project Dates

Froject Start Date: |I35fEI1 f2005 mmiddinn

Froject End Date: |DAISDI20EIE (mmiddinne

There ate ho aftachiments an this Qrganization

There are no aftachrmants on this Checkist
Manage Attachments ==

m Save and Return to Main

To update Project Details, perform the following steps:

L To access, click the Project Dates link from the GMD Checklist.
e 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.

e 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

e 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.

Flgure 28: Grants File Task

NSAA W )

VWelcome to Grants Online Kevin Conaway Log Off

* Advisories

Award File 0 - NA0O5SNMF4361152

F Notifications

. o Id: 103130 Title:
L0 Creator: SYSTEM ACCOUNT Create Date: 04/05/2005
¥ Tasks Status: Aweard File 0 Review Award File Mot Started  Status Date: 0410572005
» Send Message Total Federal Funding: §10,000.00 Total Non Federal Funding: $0.00
Last Edited User: SYSTEM ACCOLUINT Grants Specialist: Kevin Conaway
Action: Please select an action j I Submit
commen} ECTTEICOE TR I
Forward to 1G
Forward to OLIA
Return Award File to PO ] sveil check

Save Comment
Wiew previous workfow history and comments ==

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.
e (CD-450 screen appears.

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

Using the It is important to note that Award Period and Total Estimated Cost are above
Cd-450: 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

Application Header Information

CFDA Number: 11.408 RFA Document ID: 101959
Program Office: gfﬂg;H SSERSEITRALBIAAG == RFA Document Title: Mark Test 3
Application ID: 102157 Project Title: Test
Applicant: Bean University Fiscal Year: 20048
Award Number: MNAODSMMF 4081126

Financial Assistance Award

The system has calculated values for the Federal and Mon-Federal shares of funding hased on existing CD-435s and negotiated funding amounts. Grants Online

users may aptionally Override these calculations via the Override checkbox below. Once checked, the values that are entered will he saved and availahle on the CD-
450 report. Please note thatwhen the Grants Officer signs, the system will automatically Override and store the currently populated funding fields.

Recipient Mame: Bean University Federal Share of Cost: $|1 000000 G
Street Address: 1335 Main Street Recipient Share of $|D.DD
Cost:
City, State, Zip:  BUFFALO, NY 14201 Project Title: Test Total Estimated Cost: $|1 0000.00
CFDA Number: 11.408 Award Number: NAOSNMF4081126 Award Period: 04/01/2005 - 03/31/2006

CD-450 tems

[~ Department Of Commerce Financial Assistance Standard Terms and Conditions Required
Special Award Conditions Required
Line Iterm Budget (Attach File) Required

18 CFR Part 14, Unifarm Administrative Reguirements for Grants and Adreements with Institutions of Higher Education, Hospitals Required
Other Monprofit, and Commercial Organizations

15 CFR Part 24, Uniform Administrative Reguirements for Grants and Agreements to State and Local Governments

OMB Circular A-21, Cost Principles for Educational Institutions Required

OMB Circular A-87, Cost Principles for State, Local, and Indian Tribal Governments

OMB Circular A-122, Cost Principles for Monprofit Organizations

48 CFR Part 31, Contract Cost Principles and Procedures

[ (S ( mE  (m EEE .

OB Circular A-133, Audits of States, Local Governments, and Monprofit Organizations Required

1

Other (Attach Files) Required

There are no altachiments on this Grants Flfe
Edit Grant File Attachments ==

Grants Officer:
This award approved by the NOAA Grants Officer constitutes an abligation of Federal funding. By electronically signing, the Recipient agrees to camply with the Award pravisions

checked on this document, as well as provisions incorporated into the Award. If not electronically signed without modification by the Recipient within 30 days of receipt, the Grants
Officer may unilaterally terminate this Award.

m Sawve and Return to Main CD450 Report SAC Report
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3.4.1.1 Using the Funds Override

To use the Override feature, perform the following steps:

L 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:

Microsoft Internet Explorer x|

MamUAL OYERRIDE:

Walues entered will be saved specifically

far this award document, Once avertidden the
end user is responsible For these Fundings.

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.
it

3.4.1.2 Completing the CD-450 Iltems

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:
|

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

2. Click the Adobe Print Icon.
e 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.
o (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

Welcome to Grants Online Mark La Fave Log Off

» Advisories

Award File 0 - NAOSNMF4081138

* Notifications

S eieg Id: 102326 Title:

Creator: SYSTEM ACCOUNT Create Date: 030742008
¥ Tasks Status: Award File 0 Atach Press Release Mot Started  Status Date; 030772005
* Send Message Total Federal Funding: §10,000.00 Total Non Federal Funding: $0.00

Last Edited User: SYSTEM ACCOUNT Grants Specialist: Mark La Fawve

Action:  [Fopyard to Grants Oficer -]  |IEITAQ

Please select an action

Comment: |“omplete CD 450 ] ;I
Complete GMD Checklist

Forward to FALD

Farward to |G

Fanvard to OLIA Rdj spell Check
Return Award File to PO
iew previous workflow history and comments ==

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
e 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
e Grant File to the applicable amendment is required
to view the GMD Checklist.

3.6.1 Accessing a Continuation

Figure 31: Review Award File

A_cmu nt ;
Management |

Welcome to Grants DOnline Kevin Conaway Lng Off

gelicace. Award File In Progress - NAO5SNMF4081142

F Notifications

S Id: 103392 Title:
Creator: SYSTEM ACCOUNT Create Date: 0471 5/2005
¥ Tasks Status: Auvard File In Progress Rewview fward File In Progress  Status Date: 04156520045
* Send Message Total Federal Funding: $10,000.00 Total Hon Federal Funding: $0.00
Last Edited User: SYSTEM ACCOUNT Grants Specialist: Kevin Conaway
Actio:  |plogce select an action |
Please select an action
comment: | Edit Special Award Conditions H
Forward to FALD for Review
\Ennward tn Grants Officer for Beyiew ]
etum Award File to Program Officer

B4} Spell Check

Wiewy previous workflow history and comiments ==

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

1. From the Inbox Tasks screen, click Review Award File.
o 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
e The Amendment Details screen appears.
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3.6.2 Review Continuation

Figure 32: Amendment Details Page

Award Header Information

Award ID: 102453 CFDA Number: 11.408 Program Office: SOUTH EAST REGIOMAL OFFICE - MMFS
Program Officer: Mark La Fave Program Officer Phone:  301.555.1212 Program Officer Email: miafave@noaa.net

Organization Name:  Bean University Award Number: MNADSMMF4081142

Project Title: Test

Amendment to Financial Assistance Award

Project Title:
Text
CFDA Number: Grant Type:
11.438 @ Grant € Cooperative Agreement (if changed, requires Cooperalive Agreement Special Award Condition )
Award Humber: Amendment Humber:
MAODSMNMF4081142 Pending
Recipient Name: Street Address:
Foster Brooks 1335 Main Street
BUFFALD, MY 14201
Effective Date: Extend Work Completion To:

Effective Upaon Execution  05/31/2006

Bureau Fund FiscalYear Project-Task Organization Object Class

The system has calculated values for the Federal and Recipient shares of funding based on approved CD-4355 and negotiated funding amounts. Grants Online users may optionally
override these calculations via the Override checkbox below. Once checked, the values that are entered will be saved and available onthe CD-451 report. Please note that when the
Grants Officer signs, the systern will automatically override and store the currently populated funding fields.

manual Override:

Costs Are Revised As F Previous Estimated Cost Add Deduct Total Estimated Cost
Federal Share of Cost §/10000.00 g10000.00 gl0.00 $20000.00
Recipient Share of Cost $ID.DD $ID.DD $|D_UD $|D_DD

Total Estimated Cost §/10000.00 §/10000.00 gl0.00 §/20000.00

Reasonis) for Amendment: Enter Eeazons

This Amendment approved by the NOAA Grants Officer constitutes an abligation of Federal Funding. By
electranically signing, the Recipient agrees to comply with the Amendment pravisions checked on this document, as
well as previous provisions incarporated inta the Award. If not electronically signed without modification by the
Recipient within 30 days of receipit, the Grants Officer may unilaterally terminate this Amendment

[T Special Award Conditions ™ Line itern Budget [ Other(s

W Save and Return to Main I CD451 Report SAC Report

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:

L 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:

Microsoft Internet Explorer x|

MamUAL OYERRIDE:

Walues entered will be saved specifically

far this award document, Once avertidden the
end user is responsible For these Fundings.

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

Enter Reason

Eeason Template Languade

To prowvide continued funding for the project entitled ‘:J
TITLE per the receipient's application dated DATE, and
revizion dated DATE, which are incorporated by

reference.

I Spell Check
[ save § cancer

To enter Amendment reasons, perform the following steps:

1. Click Enter Reasons link.

2. Click Reason Template Language
e 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.
e The report is printed to default printer.
Note: Repeat the steps to generate the SAC Report.

i
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.

o Review Award File task screen appears.
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3.6.3 Submitting the Continuation

Figure 34: Review Award File

— = e --‘—3 e
- — e

= = e
M Account System Manage R t
Management | Administration | Certifications Lt

&rants Online

Welcome to Grants Online Kevin Conaway "Log Off

* Advisories

Award File In Progress - NAOSNMF4081142
S aiog Id: 103392 Title:
Creator: SYSTEM ACCOUNT Create Date: 04182008
¥ Tasks Status: Awiard File In Progress Review Award File In Progress  Status Date: 04M 52005
* Send Message Total Federal Funding: §10,000.00 Total Mon Federal Funding: $0.00
Last Edited User: SYSTEM ACCOURNT Grants Specialist: Kevin Conaway

Action: | pjsase select an action Bl submit

Please select an action
Edit Special Award Conditions ;l
FUrwATT T T ALLETOT HI:‘ViI:.‘W

F Notifications

Comment:

Return Award File to Program Officer

i Amendment Details
j Spell Check

Wiew previous workflow history and comments ==

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.
e 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
e 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 ‘v 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

I Account System Manage Redorta
Management | Administration | Certifications P

Welcome to Grants Online Steve Drescher "Log Off

» Advisories

Award File 0 - NAOSNMF4081138
Id: 102326 Title:

* Notifications

* Archive

Creator: SYSTEM ACCOUNT Create Date: 03/07i2004
¥ Tasks Status: Aweard File 0 Review Award File Mot Started  Status Date: 03/07/2004
F Send Message Total Federal Funding: $10,000.00 Total Non Federal Funding: £0.00
Last Edited User: SYETEM ACCOUNT Grants Specialist: hark La Fawve
Action: | nenrove Award File =l
IGL;I;UII I I
Comment_is o == ﬂ
Return Award File to Grants Specialist
&
Wiew previous workflow history and comments ==
To complete the Grants File approval, perform the following steps:
1. From Inbox Tasks screen, click View to open the Approve Grants File task.
e 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.
e The task disappears from the Inbox.
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3.8 Grants Officer, Approving a Continuation

Figure 36: Review Award File

“"—_;' — ._j'_'-; -~ ' e e -
Account System Manage
Welcome to Grants Online Steve Drescher -’Log Off
» Advisories i
B Award File In Progress - NAOSNMF4081142
F Notifications
2 it Id: 103392 Title:
Archive Creator: SYSTEM ACCOUNT Create Date: 04/15/2005
¥ Tasks Status: Aweard File In Progress Review Award File Mot Started  Status Date: 04/ 52005
* Send Message Total Federal Funding: $10,000.00 Total Hon Federal Funding: $0.00
Last Edited User: SYSTEM ACCOUNT Grants Specialist: Kevin Conaway
Action: | pnnrove Award File EA Q[ submit |
Please select an action
Comment: [&pprove Award File H
Edit Special Award Conditions
Reject Award File
BTOTT Aoward FIE 10 Granis speclains
“mendment Details = Spell Check
Wiew previous wiorkfilow history and comments ==

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.

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

Figure 37: Review Award File

NSAA eSS
I B Account System Manage
Gt Oniine RO n Brecaward Management - Certifications | RePO'tS

Welcome to Grants Online Steve Dreschar "Log Off

» Advisories

Award File In Progress - NAOSNMF4081142

F Notifications

e 1d: 103382 Title:
Creator: SYSTEM ACCOUNT Create Date: 04152005

¥ Tasks Status: Award File In Progress Review Mward File Mot Started  Status Date: 0471572005

» Send Message Total Federal Funding: $10,000.00 Total Non Federal Funding: §0.00
Last Edited User: SYETEM ACCOUNT Grants Specialist: Kevin Conaway
Action:  fapnroyve Award File =

- |

f v
ST OO

TSrecTat
Reject Award File
Return Award File to Grants Specialist

Wiew Amendment Details
LI Spell Check

Yiew previous workflow history and comments ==

To approve the award file, perform the following steps:

1 From the Action Drop-Down list, click Approve Award File, and then click Submit.
e 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:
e Access a CAMS Task.
¢ Complete Initial CAMS Approval
e Complete First Approval
e Complete Second Approval

Version 1.0
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4.2 Selecting a CAMS Task

Figure 38: Inbox Tasks

T . i

- = T T
( Account System Manage

Welcome to Grants Online Sundie Approver

m

“Log Off

» Advisories

Inbox Tasks

* Notifications

* Archive
Daocument Type Status

T Tasks
AT 5 [open o

* Send Message

Document ldstart Date|Completed Date|
Start Initial Ywork on Award in CAMS Mot Started  Procurement Reguest and Commitment of Funds 103393
Start Initial Work on Award in CAMS Mot Started  Procurement Request and Commitment of Funds 1033949
Conduct CAMS First Approval Mot Started  Procurement Reguest and Commitment of Funds 103253
Conduct CAMS First Approval Mot Started  Procurement Request and Commitment of Funds 103240
Start Initial Ywork on Award in CAMS Mot Started  Procurement Request and Commitment of Funds 103220
Start Initial Woark on Award in CAMS Mot Started  Procurement Request and Commitment of Funds 100831

Review Award File Mot Started  Award File 103164
Conduct CAMS First Approval Mot Started  Procurement Request and Commitment of Funds 103131
Conduct CAMS First Approval Mot Started  Procurerent Request and Gommitment of Funds 102906
Conduct CAMS First Approval Mot Started  Procurement Reguest and Commitment of Funds 102857

To access a CAMS task, perform the following steps:
|

1. Click on the Inbox tab.

2. Click Tasks.
e Inbox Tasks screen appears.

3. To select desired task, click View.
e Task screen appears.
Note: This procedure will be referred to throughout the
module.
i
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4.3 Complete Initial Work in CAMS

Figure 39: Start Initial Work in CAMS

== s oot ey -
" - -~ . — =
M f 3 T 'n_c“:-"_"t. System Manage
- |
érants Online s n el |t I Certifications S m

Welcome to Grants Online Sundie Approver ".Log Off

::::::::ns Procurement Request and Commitment of Funds - NA0O5SNMF4081142
Id: 103383 Title: Tent

7 U Creator: SYSTEM ACCOUNT Create Date: 041512005
T Tasks Status: Procurement Request and Commitment of Funds Start Initial Work on Award in CAME Mot Started  Status Date: 0401552005
* Send Message Last Edited User: SYSTEM ACCOUNT
Action: | Peview Procurement Reguest Jd| -
Please select an action
Comment: |INtial data entry in CAMS complete |
Eeturn Pro ement Hegue o b et Off
o
Save Comment
Wiew previous workflow history and comments ==
To start initial work in CAMS, perform the following steps:
L Review procedure in Section 4.2 and click View for task Start Initial Work on Award in
CAMS.
e 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.
e 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.
e 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
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Procurement Request and Commitment of Funds - NAOSNMF4361166
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. Id: 103421 Title: Text
LaATChiv Creator: BYSTEM ACCOUNT Create Date: 04/15/2005
¥ Tasks Status: Frocurement Reguest and Commitment of Funds Conduct CAMS First Approval Mot Started  Status Date: 0401572005
F Send Message Last Edited User: SYSTEM ACCOUNT
Action: Flease select an action j -
Commen[ : -]
B8] Sooi crec_|
Wiew previous workflow history and comments ==
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.
e 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.
e Procurement Request and Commitment of Funds screen appears.

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

e Conduct CAMS First Approval task screen appears.

4. From the Action Drop-Down List, select CAMS First Approval Complete and click
Submit.

e The task disappears from the Inbox.
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45 Complete Second CAMS Approval

Figure 41: CAMS Second Approval
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Procurement Request and Commitment of Funds - NA05SNMF4361168
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i Id: 1034453 Title: Text
ST Creator: SYSTEM ACCOUNT Create Date: 04/15/2005
T Tasks Status: Frocurement Reguest and Commitment of Funds Conduct CAMS Second Approval Mot Started  Status Date: 04/15/20058
» Send Message Last Edited User: 5vSTEM ACCOUNT

Action: | Please select an action 4| -
Commentt ond Af C =
=
Wiew previous waorkdlow history and comments ==
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.
e 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.
e Procurement Request and Commitment of Funds screen appears.
3. Review Procurement Request and Commitment of Funds and when complete, click
Cancel.
e Conduct CAMS First Approval task screen appeatrs.
4. From the Action Drop-Down List, select CAMS Second Approval Complete and click
Submit.
e The task disappears from the Inbox.

Version 1.0
47




Grants Management Division, Grants Online Training Manual — Final

This page intentionally left blank.

Version 1.0

48



Module 5: Initiating Post Award Actions

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 necessatry.

¢ 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

o 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:
e Search for an Award.
¢ Initiate an Enforcement Action.
e Initiate an AAR.
e 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

7] eaenees -

Welcome to Grants Online Grace Spencer

.n_cmunt
Management |

“Log Off

* Search Search for Award

Applicant Narne : ||

Awvard Mumber |

s [f cocor |

Search Results
Maothing found to display.

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
e the Recipient.

4, Click Submit.
e Awards View screen refreshes with search results
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5.2.1 Award Search Results
Figure 43: Awards View

e,
Mn"‘" Imm

Welcome to Grants Online Grace Spencer Log Off

L1 h
= Search for Award

Applicant Name :|

Award Mumber |

[ Suimi |
Search Results

3 items found, displaying all iterns .1

FADSMMEA0E1142  Bean University  Accepted Enforcernent  Award Action Request Armendment  Parial Funding
MADSMME4081112  Bean University  Accepted Enforcerment  Award Action Reguest Amendment  Parial Funding
FADSRMEA051138  Bean University  Accepted Enforcernent  Award Action Request Amendment  Padial Funding

Award After receiving the award results, users may access the award itself, or initiate
Searches: the following actions:
e Enforcement
e Award Action Request
¢ Amendment

Warning! A Grants Specialist should not initiate partial
Funding.
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5.3 Grants Specialist, Enforcements

Overview:

Version 1.0

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

Welcome to Grants Dnline Grace Spencer Log Off
L] h
ERue Search for Award

fpplicant Name :|

Auweard Mumber |

Search Results
3 items found, displaying all iterns .1
MADSNMFA0E1147  Bean University  Accepted M mward Action Request

Amendment  Partial Funding
FADARME4A0E1112  Bean University  Accepted Enforcernent  Award Action Reguest Amendment  Pardial Funding
MADSMME4081138  Bean University  Accepted Enforcement

Aweard Action Reguest Amendment  Partial Funding

To initiate an Enforcement, perform the following steps:

1. Search for desired award.
e Award appears in Search Results.
2. Click Enforcement

e Enforcement Details screen appears

Version 1.0
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5.4.1 Enforcement Details

Figure 45: Enforcement Details

“Log Off

Award ID:

Program Officer:
Organization Hame:
Project Title:

Enforcement History

Award Header Information

Enforcement Guidance

SOUTH EAST REGIOMAL OFFICE - NMFS
mlafavei@noaa.net
NADSMMF 4361152

103134 CFDA Number:

Mark La Fave Program Officer Phone:
Bean University

Text

11.436 Program Office:
301.555.1212 Program Officer Email:
Award Number:

Enforcement Details

High Risk
igh Risk

n of Payments

o nf A

Termination for Cause

Mo Enforcement Histary

Return to Main

To initiate an Enforcement, perform the following steps:

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

e Suspension of Payments screen appears.
Version 1.0
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5.4.2 Completing Suspension of Payments

Figure 46: Suspension of Payments

: G -
ration
“Log off

Welcome to Grants Online Grace Spencer
» Search
Award Header Information
Award ID: 102330 CFDA Number: 11.408 Program Office: SOUTH EAST REGIONAL OFFICE - MMFS
Program Officer: Mark La Fave Program Officer Phone:  301.555.1212 Program Officer Email: mlafavei@noaa.net

Organization Name:  Bean University Award Number: MNADSMMF4081138
Project Title: Test

Suspension of Payments

Suspend by " (™ pward 7 Organization

Reason for Suspension d
Spell Check
Corrective Action: ]

Spell Check

© Suspend Immediately © Nofice - Recipient Action Required 30 Davs from Grants Officer Signature

Please hit'Save'to add Aftachments Create Transmitial Lefter

w Save and Return to Main Cancel

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

1.

2.

S

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

Enter text for Reason for Suspension

Enter text for Corrective Action

Select either Suspend Immediately or Notice — Recipient Action Required in 30 Days
(Optional) Click the Create Transmittal Letter link to generate letter.

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

Figure 47: Enforcement Task
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To complete the Enforcement Task, perform the following steps:

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

2. Click View
o Enforcement Task appears.

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

4. Click Submit
e 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
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Welcome to Grants Online Grace Spencer "Lug Off

Search for Award
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Search Results
3 items found, displaving all iterms.1

MADSKME4081142  Bean University  Accepted Enforcement | Award Action Reguest Amendment  Partial Funding
BADSRIMEA0E1112  Bean University  Accepted Enforcernent  Award Action Reguest Amendrment  Partial Funding
MADSKIMF4081138  Bean University  Accepted Enforcement  Award Action Reguest Amendment  Parial Funding

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
o Award Action Request screen appears.
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5.5.1 Selecting an AAR

Figure 49: Award Action Request
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Award Header Information
Award ID: 103456 CFDA Number: 11.436 Program Office: SOUTH EAST REGIONAL OFFICE - NMFS
Program Officer: hark La Fave Program Officer Phone: 301 55512172 Program Officer Email: mlafave@noaa.net
Organization Hame:  Bean University Award Humber: MADSHME 4361168
Project Title: Text
Award Action Request Index
Mo Cost Extension - Without Invacation of Expanded Authority Mo Cost Exension - Invocation of Expanded Authority

Extension to Close Out Reprograrm or Rebudget
Change in Scope I = A58
Transfer of Award

Change in Principle [nvestinator

Change in Institution Mame Other
Chande in Key Person Specified in the Application Absence of mare than 3 maonths or 25% by project directar or PI
Satisfied Special Award Conditions Inclusion of costthat reguire prior approval based on cost principles

Transfer of funds allotted for training to other cateqories of expenses  Sub award, transfer or contracting out of any wark under the award ifnot described in tl
Pre-fwvard Cost

Return to Main

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

T -__-“

Svslnm Manag R t
[ ration Cerllflcallons SRS

Welcome to Grants Online Grace Spencer Log Off

» Search

Award Header Information

Award ID: 102019 CFDA Number: 11.408 Program Office: SOUTH EAST REGIONAL OFFICE - NMFS
Program Officer: Mark La Fave Program Officer Phone:  301.555.1212 Program Officer Email: mlafave@noaa.net

Organization Name:  Bean University Award Number: MADSMMFA081112

Project Title: This is far research.

Foreign Travel

Foreign Travel

Areyou in compliance with Fly & ves

Ametica Act? " Mo

What is Fly America Act © Mot Applicable

=
If na, please prvide justification”
=
I

Aftach Files

Save Save and Submit Cancel
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.

e 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.
&
Version 1.0

59



Grants Management Division, Grants Online Training Manual — Final

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

T

n

e
| System Manage

"Log Off

—

h_cunu nt
Management

Welcome to Grants Online Grace Spencer

* Search

Search for Award

spplicant Name : |

Awvard Number |

Search Results
3items found, displaving all items.1

MADSMUF40E1142  Bean University  Accepted Enfarcernent  Award Action Request Partial Fundirig
EADERMEA0ET1112  Bean University  Accepted Enforcement  Award Action Reguest Amendment  Parial Funding
MADSHME4081138  Bean University  Accepted Enforcement  Award Action Reguest Amendment  Parial Funding

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

)‘--h‘-
s
Account

s~y =
ST
System
inistration

=

-

Welcome to Grants Online Grace Spencer

» Search

Award ID:

Program Officer:
Organization Name:
Project Title:

Award Header Information

102453 CFDA Number:

Mark La Fave Program Officer Phone:
Bean University

Test

-

11.408 Program Office:
301.555.1 212 Program Officer Email:
Award Number:

Amendment to Financial Assistance Award

Project Title:
Test

CFDA Number:
11.408

Award Numk

Grant Type:

@ Grant © Cooperative Agreemment (If changed, requires Coonerstive Agresment Special Award Condibion )

MNADSHMF4081142

Recipient Hame:
Foster Brooks

Effective Date;

Pending

Street Address:
1334 Main Street
BUFFALC, MY 14201

Extend Work Completion To:

Manage
Certifications m

“Log Off

Effective Upon Execution  NA&

Bureau Fund FiscalYear Project-Task Organization Object Class

The systern has calculated values for the Federal and Recipient shares of funding based on approved CD-4355 and negotiated funding amounts. Grants COnl
overtide these calculations via the Override checkbox below. Once checked, the values that are entered will be saved and available onthe CD-451 report. Pleg

Grants Officer signs, the system will automatically override and store the currently populated funding fields.

Manual Override: [~

SO0UTH EAST REGIOMAL OFFICE - NMFE
mlafave@noas.net
MAOSHMFE4081142

Costs Are Revised As Follows: Previous Estimated Cost Add Deduct Total Estimated Cost
Federal Share of Cost $|mggg_gg $|D.DD $ID-DD $|1DDDD-DD
Recipient Share of Cost $|D.DD $|D.DD $|D_DD $|D_DD

Total Estimated Cost gf10000.00 gj0.00 $/0.00 $/10000.00

Reason(s) for Amendment: Enler Reasons

This Amendment approved by the NOAS Grants Officer constitutes an obligation of Federal Funding. By

electronically signing, the Recipient agrees to comply with the Amendment provisions checked on this document, as
wiell 2 previous provisions incorporated into the Award. If not electronically sighed without modification by the

Recipient within 30 days of receipit, the Grants Officer may unilaterally terminate this Amendment.

¥ Special Award Conditions [ Line ltern Budget I Otheris)

- Save and Return to Main CD451 Report SAC Report

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:

L 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:

Microsoft Internet Explorer |

MAMUAL OVERRIDE:

Yalues entered will be saved specifically

faor this award document, Once overridden the
end user is responsible For these Fundings.

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

Enter Reason

Reason Template Language

=l
[
— o
oo | canc |

To enter Amendment reasons, perform the following steps:

1. Click Enter Reasons link.

2. Click Reason Template Language

o 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

= =
= oon e -
System age
‘ € ations SRRt m

Welcome to Grants Online Grace Spencer “Log Off

L1 h
e RFA Header Information

Document ID: 101859 CFDA Number: 11.408

Announcement Type: Initial SubProgram:

Funding Opportunity Number; MMF3-SERC-2005-100174 Assigned Program Office; SOUTH EAST REGIONAL OFFICE - MM
Line Office: MATIOMNAL MARIME FISHERIES SERYICE Assigned Program Officer: null Mark La Fave

RFA Name: hiark Test 3 Honcompetitive RFA Type: Congressionally Mandated (Hard Earm
Fiscal Year: 2005

Application Header Information

Application ID: 102446 Award Humber MADSMMF4081142

Applicant Name: Bean University Application Receipt Date: 03i09/2005

Project Title: Test Applicant Type: Private Institution of Higher Education
Program Officer hark La Fave DUNS Number: 1234445585

Federal Funding Requested: §10,000.00 Application Submission Type: Application

Special Award Conditions

Add a Mew Special Award Condition

Programmatic Special Award Conditions
Mo programmatic Special Aveard Conditions found.

Administrative Special Award Conditions
Mo administrative Special Award Conditions found.

NOAA Administrative Special Award Conditions

Condition m
100001 Financial Reports Add Wiew
100002 Performance/Progress Repords Add Wiew
100003 Award Payrments Add Wiew
100004 Budget Revisions and Transfers Among Cost Categories Add Wiew
100005 Indirect Costs Add Wiew
100007 Program Incorme Add Wiew
100008 Fublications and Acknowledgement of Sponsarship Add Wiew
100010 Fareign Travel Add Wiew
100011 Inventions and Intellectual Property Rights Add Wiewr

Associated Special fward Conditions View Version: | Curtent Amendment - Pending |

la |amendment|condition [iype  [Required|Due Date]Satisfied|Satisfied Date[actions

100008  Current  Edensions Administrative [ Edit Condition Rermnove

Return to Main

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:
|

L If applicable, click Add a New Special Award Condition.
e Add a New Special Award Condition screen appears.

2. Enter Name of the condition.
3. Enter Description.
4. Click Done.
e 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
e 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.
e An Adobe Acrobat file opens in a separate window, displaying the CD-451.

2. Click the Adobe Print Icon.
e 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.

o Atask is generated to the Grants Specialist Inbox.
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5.6.2 Submitting the Amendment

Figure 55: Amendment Task

e

e

= i‘ - J’ S — L
f - ¥ N
System Manage R ¢
| Administration | Certifications R

“Log Off

A_cmu nt
Management

Amendment - NAOSNMF4361166

Id: 103512 Title: Text
Creator: Grace Spencer Create Date: 04/17/2005
Status: Amendment Review Amendment Mot Stated  Status Date: 04/17/2005

Last Edited User: Grace Spencer

Action: Please select an action j I Submit

Please select an action
Comment: Edit Special Award Cont!itions ;I

[t
iew Amendment Detail
iew Amendment Details [B4) Spell Check

Save Comment
Wiew previous warkflow history and comments ==

To submit the amendment, perform the following steps:

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

2. Click Submit.
e 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.

No Cost Extension - Without Invocation of Expanded Authority
No Cost Extension - Without Inveocation of Expanded Authority
Extension Date Wonth I.January j Year IEDDSj Day |31

=]
Justification™

=

I
Attach Files (Forthis requestto be considered complete, you MUST attach a budget of remaining funds)
[ save | save ana sunmit_| cancel |
Figure 57: Extension to Close Out

Extension to Closeout
Extension to Closeout
Closeout Date 0972712006
Extension Date Month | January j Year |2DEI5j Day |31

=l
Justification®

=

—
[ Save ] cancel
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Figure 58: Change in Scope

Change in Scope

Change in Scope
Mew Seope of Wark dnclude widustification or Attach)

=
Justification
=l
]
[ save ] cancol |
Figure 59: Transfer of Award
Transfer of Award
Transfer of Award
I5 this & Movation Agreement? @ ves
Mo
=
Justification®
=

I Spell Check

(S ] ol |
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Figure 60: Change in Principle Investigator

Change in Principle Investigator

Change in Principle Investigator

Mew Pl Information Mame(Last,
Search Pl Firsty I

Ernail |

Fhone Numberl

Effective Date |

Address
[
Justification®
[ |
I
[ save J cancel |
Figure 61: Change in Institution Name
Change in Institution Name
Change in Institution Name
Pleaze provide justification ar upload attachments
=
Justification®
[ |
I
[ Save | Cancel |
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Figure 62: Change in Key Person Specified in Application

Change in Key Person Specified in the Application

Change in Key Person Specified in the Application
fou may provide optional justification or upload attachments

Mew Person's Information  pame(Last, I

i
[Sov ] cancol

Search Person First) Ermail |
Phone Number | Title |
Y
Address Effective Date |
Justification
[ -

Figure 63: Satisfied Special Award Condition

Satisfied Special Award Conditions

Satisfied Special Award Conditions

I Spell Check

m Cancel

SAC Marme® IF'Iease Select SAC Namej

=
SAC Description

E
Due Dats* [
Wersion® |

=
Justification™

=
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Figure 64: Transfer of Funds

Transfer of funds allotted for training to other categories of expenses
Transfer of funds allotted for training to other categories of expenses
Transfer Amount® |
=
Justification™
[ -
I
| Savo | Cancel |
Figure 65: Pre-Award Cost
Pre-Award Cost
Pre-Award Cost
Pre-Awvard Time Period® Fram I Ta
Budget Line lterm™ I
Amaount® I
-
Description of Task*
[
I
=
Justification®
=
]
[ savo J Cancel |
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Figure 66: No Cost Extension-Invocation of Expanded Authorities

No Cost Extension - Invocation of Expanded Authority
Mo Cost Extension - Invocation of Expanded Authority
Extension Date Month |05 vear |2007 Day [30
B
Justification
E
I
 save ] cancei |
Figure 67: Reprogram or Rebudget
Reprogram or Rebudget
Reprogram or Rebudget
[
Justification®
-
I
 save ] cancel |
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Figure 68: Foreign Travel

Foreign Travel

Foreign Travel

Areyou in compliance with Fly ves
Armerica Act? = Mg

What is Fly Armerica Act " NotApplicable

If no, please pride justification®

—
[Save [[conce |

Figure 69: Sole Source Contract

Sole Source Contract

Sole Source Contract

Description of Sole Source Contract Required(either provide an attachment or provide description in the text field helow)

Justification

| Spell Check
[ Save ] cancor
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Figure 70: Other

Other

Other
Description of other award action request required. (Please provide description and justification. Attachments are optional )

Desctiption®

Justification™

I Spell Check
[ save | cancal

=

=
— - -

=

=

Figure 71: Absence of More than 3 Months

Absence of more than 3 months or 25% by project director or Pl

Absence of more than 3 months or 25% by project director or Pl
Flease provide justification. ¥ou may optionally upload attachments

Justification™

I Spell Check
 Save ] Cncol |
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Figure 72: Inclusion of Costs that Require Prior Approval

Inclusion of cost that require prior approval based on cost principles

Inclusion of cost that require prior approval based oh cost principles

Cost Amount® I

Justification™

I Spell Check
 souo | canco

Figure 73: Sub Award, Transfer or Contracting Out of Any Work

Sub award, transfer or contracting out of any work under the award if not described in the approved application

Sub award, transfer or contracting out of any work under the award if hot described in the approved application

Method of Selection™ INon-Competitive 'l

Description of work®
I Spell Check
Justification for Mon-Competitive™

I Spell Check

[sove ] carce |
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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

. e

SN S, 7
Nm Inbox | SCEounE | S.V?bern . i Reports
Erants Online ration | Cer ons

Welcome to Grants Online George Unitas ’Log Off

-

b Advisori
—— Inbox Tasks

P Notifications

* Archive
B asks Document Type Status

A 5
* Send Message j I pan j by

17 items found, displaying 1 to 10.[FirstPrev] 1, 2 [Mexd/Las

Wiew 30322 Review Award Action Reguest Mot Started  Award Action Request 102529

wiews QMULE Procurement Requestand Commitment of  InProgress Procurement Request and Commitrmentof— TU2302 U307r200s
Funds Funds
Wiewe 29027 Review Award File In Progress Award File 102301 0350752005
Wiew 28010 Review Award Action Reguest In Frogress Award Action Request 101857 0212652005
Wiew 28003 Review Award Action Request Mot Started  Award Action Reguest 101954
Wiew 27828 Review Amendment Mot Started  Amendment 101865
Wiew 27827 Review Award Action Reguest Mot Started  Award Action Request 101866
Wiew 27781 Review Award File In Frogress Award File 101840 021262005
Wiews 27722 Review Award File Mot Started  Aweard File 101718
Wiew 27710 Review Award File In Progress Award File 101820 0202652005

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
e >

N === S
i Account System Manage

"Log Off

Welcome to Grants Online Grace Spencer

foitite Award Action Request - NAOSNMF4361152

F Notifications

- T Id: 103520 Title: Equipment Furchase
il Creator: SYSTEM ACCOUNT Create Date: 04/17/2005

¥ Tasks Status: PAweard Action Reguest Review Award Action Reguest Mot Started  Status Date: 0471752005

Last Edited User: SYSTEM ACCOUNT

Action: | pjgase select an action RAl[ Submit

Flease select an action
Edit Special Award Conditions H
Forward to FALD for Review

Forward to Grants Officer for Review
Eeturn Bennect o Suthorixing Official

F Send Message

Comment:

[E4) Spell Check

Save Comment
‘i previous warkflow history and comments ==

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
e AAR in the previous workflow history.

2. Click Submit.
e Award Action Request Details screen appears.
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6.2.3

Reviewing Award Action Request Details

» Advisories

* Notifications
F Archive

¥ Tasks

* Send Message

Figure 76: Action Award Request Details Page

Welcome to Grants Online George Unitas

Award Header Information

Equipment Purchase

Equipment Purchase

Wias Lease vs. Purchase Analysis
Completed:

Equiprment Description™

Justification™

Wiewr Files

Lancel

Award ID: 101247 CFDA Number: 11.433 Program Office:
Program Officer: Chatles Peterson Program Officer Phone: 1234567530 Program Officer Email:
Organization Mame:  University of Chicago Award Number:
Project Title:

(o] Yes, please aftach analysis for PO's review
@ Na, please provide justification for not doing the analysis

Log off

SOUTH EAST REGIONAL OFFICE - NMFS
ab.cd@abed.com
MNADSMMF 4331071

Spell Check

New fishing vessel. ;I
|

Spell Check
Required ;I

To review Award Action Request, perform the following steps:

Review justification block if applicable.

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

Click desired attachment to view.
Attachment appears.

Click Cancel to return to the Award Action Request Task screen.

1.
2.

[ )
3.

[ )
4,
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Figure 77: Forward Award Action Request

. - - e
e —— « '-..x..':"':-l-

T

6.2.4 Forward Award Action Request
) (o e o e

Welcome to Grants Online Grace Spencer ".Log Off

Management

Pre-Award

» Advisories

Award Action Request - NAOSNMF4361152

S Id: 103520 Title: Equipment Furchase
Creator: SYSTEM ACCOUNT Create Date: 041752005

¥ Tasks Status: Aweard Action Regquest Review Award Action Reguest Mot Started  Status Date: 0401752005

F Send Message Last Edited User: SYSTEM ACCOUNT

Action: Please select an actian j I Submit

Please select an action
Edit Special Award Conditions |
rurwara o ASCL T
Return Reguest to Authorizing Official
Wiew Award Action Request Details

Save Comment

Wiewy previous workflow history and comments ==

F Notifications

Comment:

EwIC vy

B2 Spell Check

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.
e 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
e ]

P - -
Certifications m

Welcome to Grants Dnline Steve Drescher "Log Off

* Advisories

Inbox Tasks

F Notifications

F Archive
Document Type Status

-

T Tasks

F Send I'|ge

4 items found, displaying all items A

Document ld[start Date [Completed DatelAward Number |
U200 Fevew Award rie TOT Sratey Awrard rie 100665 MAOSHMF 4521001
View 30163 Review Award File In Progress Award File 102463 030852005 MADSHMF 4331062
Wiew 25983 Review Mot Started Federal Funding Cpportunity 101097 RIS

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

. — " —— e -
M ( T e e
Inbox n Pre-Award Account S_v§tgm E M‘a_nag‘g Reports m
&rants Online | ration | Certif

Welcome to Grants Dnline Steve Drescher (Log Off

» Advisories

Award Action Request - NAOSNMF4631004
Id: 100429 Title: Foreign Travel
Creator: SYSTEM ACCOUNT Create Date: 01/1772005

¥ Tasks Status: mveard Action Reguest Review Award Action Request Mot Started  Status Date: 0141772008

* Send Message Last Edited User: Bala Krishna

Action:  [vigw Award Action Request Details +| (BTG

Comment: |Please select an action :l
Approve Award Action Reguest

Edit Special Award Conditions

Reject

Clas

* Notifications

» Archive

E2] Snell Check

RFA Header Information

Document ID: 100038 CFDA Number: 11.463
Announcement Type: Initial SubProgram: Regional Restaration

Line Office: MNATIONAL MARINE FISHERIES SERYICE Assighed Program Officer: Wr. Charles mark Peterson

Funding Opportunity Number: NMFS5-SERC-2005-100003 Assigned Program Office: SOUTH EAST REGIONAL OFFICE- N

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

L 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.
e 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

Pre-Award

> By Py - S
o s g -
Account System Manage Reports
| Administration rtifications

Management

“Log Off

Welcome to Grants Online Steve Drescher

* Advisories

Award File 0 - NAO5SNMF4081138

* Notifications

S cive Idd: 102326 Title:

Creator: SYSTEM ACCOUNT Create Date: 03/07/2004
¥ Tasks Status: Award File 0 Review Award File Mot Started  Status Date: 0307¢2005
* Send Message Total Federal Funding: §10,000.00 Total Non Federal Funding: £0.00

Last Edited User: SYSTEM ACCOUNT Grants Specialist: Mark La Fave

Action: Approve Award File j W
]

]| oloct o octioe

B

;| Spell Check

Save Cornment

Wiew previous warkflow history and comments ==

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

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

2. Click Submit
o 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
u into Amendments as the terms of the award will be
- changed.

6.4.1 Accessing an Amendment

Figure 81: Inbox Tasks View
e TE ‘M,-.-

_ - ,
NEAAE: ' S S A

= ccoun ystem anage
(7] - Cgs (o Y

Welcome to Grants Online Grace Spencer "-Log Off

» Advisories Inbox Tasks

* Notifications

P Archive

P asks Document Type Status

F Send Message J I HER J poly

9 items found, displaying all iterms.1

View 24408 Review Amendment In Progress AMEN 100474 0141820045
_"M‘QTD | =J=Ir1 & ] 1 klotStartad  AhdE bl 100452

WView 24378 Review Amendment Mot Started  AMEN 100450 |

Yiew 24375 Review Amendment ot Staned  AMEN TO0432

Wiew 24374 Review Award Action Reguest In Progress  AAR 100429 0141 720045
Yiew 23103 Review Award File In Progress AWARDFILE 1001493 01409720045
Yiew 230689 Review Amendment Mot Started  AMEN 100171

Yiew 23027 Review Amendment In Progress AMEM 100135 01/09/2005
Wiew 22877 Review Award File In Progress AWARDFILE 100032 01/0842005

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.
o Amendment Task screen appears.
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6.4.2 Reviewing an Amendment

Figure 82: View Amendment Details

Welcome to Grants Online Grace Spencer “Log Off

» Advisories

Amendment - NAOSNMF4271014

F Notifications

PRy Id: 100533 Title:
Creator: SYSTEM ACCOUNT Create Date: 01/24/2005
¥ Tasks Status: Amendment Review Amendment In Progress  Status Date: 01/25/2005
» Send Message Last Edited User: Grace Spencer
Action:  |pjegse select an action =l
Comment: |Flease select an action =

Edit Special Award Conditions
Farward to FALD for Review
Farward to Grants Officer far Review

Return Request to Autharizing Official Spell Check
iew Award Action Reguest Details il _sr
B

RFA Header Information

Document ID: 100346 CFDA Number: 11.427

Announcement Type: Initial SubProgram: Competitive

Funding Opportunity Humber: MMFS-SERD-2005-100038 Assigned Program Office: SOUTH EAST REGIOMAL OFFICE - M
Line Office: MATIONAL MARIME FISHERIES SERVICE Assigned Program Officer: Mr. Charles marks Petersaon

RFA Hame: smi112Comp Anticipated Publication Date: 0152002005

Fiscal Year: 2008

Application Header Information

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

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

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

Version 1.0
86




Module 6: Reviewing Post Award Actions

6.4.3

¥elcome to Grants Online Mark La Fave

* Archive
¥ Tasks

¥ Send Message

Reviewing Amendments

Figure 83: Amendment Details

= - = < -—
e
System a
(st | cotatons| 5o [ 4o

"Log OFf

Award Header Information

Award ID: 102330 CFDA Humber: 11.408 Program Office: SOUTH EAST REGIONAL OFFICE - NMFS
Program Officer: Mark La Fave Program Officer Phone:  301.555.1212 Program Officer Email: mlafave@noaa.net

Organization Name:  Bean University Award Number: MNADSMMF4081138

Project Title: Test

Amendment to Financial Assistance Award

Project Title:

Test

CFDA Number: Grant Type:

11.408 @ Grant © C ooperative Agreement (if changed, requires Cooperative Agreement Special Awzrd Condition )
Award Number: Amendment Number:

MNADAMMFA081138 FPending

Recipient Hame: Street Address:

Foster Brooks 1335 Main Street

BUFFALO, MY 14201

Effective Date:
Effective Upan Execution

Extend Work Completion To:
MIA

Bureau Fund FiscalYear Project-Task Organization Object Class

The system has calculated values for the Federal and Recipient shares of funding based on approved CD-435s and negotiated funding amounts. Grants Onll
override these calculations via the Override checkbox below. Once checked, the values that are entered will be saved and available on the CD-451 report. Ple:
Grants Officer signs, the systerm will automatically override and store the currently populated funding fields.

Manual Override: [~

Costs Are Revised As Follows: Previous Estimated Cost Add Deduct Total Estimated Cost
Federal Share of Gost gf20000 00 fom gpoo $20000.00
Recipient Share of Cost $|D_DU $|D 0o $|D_DD $|D.DD

Total Estimated Cost gf20000 00 som spoo $[20000.00

for Enter Reasons

This Amendrment approved by the NOAA Grants Oficer constitutes an obligation of Federal Funding. By
electronically signing, the Recipient agrees to comply with the Armendrnent provisions checked on this document, as
well a8 previous provisions incorporated into the Award. If not electronically signed without modification by the
Recipient within 30 days of receipit, the Grants Officer may unilaterally terminate this Amendment.

? Special Award Conditions [T Line lter Buduet [T Other(s)

Sawve and Return to Main CD451 Report SAC Report m
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6.4.3.1 Using Manual Override (Optional)

To use the Override feature, perform the following steps:

L 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:

Microsoft Internet Explorer x|

MamUAL OYERRIDE:

Walues entered will be saved specifically

far this award document, Once avertidden the
end user is responsible For these Fundings.

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 Iltem Budget, if applicable.
4. Click Others, if applicable.

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

6.4.3.3 Printing the CD-451 (Optional)

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

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

2. Click the Adobe Print Icon.
e 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:
|

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

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

6.4.3.5 Printing Current Special Award Condtions

Figure 84: Print Dialog Box

Print 21|
r Printer
(PR HP Laser et 8100 Series PS Properties |
Statuz:  Feady [ Print ta file
Type:  HF Laser)et 8100 Senies PS5 I~ Print colar as black
Priri-Frar o= — Preview
e Al E a5 |
" Current view i
" Current page SR W S
{” Pages from:|1 to: |4 __'_" —
Subset:l.t’-‘-.ll pages in range j [ Reverse pages

— Page Handling
Copies: I'I 3: ¥ Callate 1

Page Scaling: IShrink large pages j

[¥ Auto-Rotate and Center

[T Choose Paper Source by PDF page size

el

Print WWhat: A
IDl:u:ument J rits: Ihckes Zoom: 96%
Frinting Tips | Advanced I QK I Cancel

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

e The print job is sent to the printer.
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6.4.4 Forwarding an Amendment

Figure 85: Amendment Task

"-h-u-—
% — = ‘E&_,(___“ -—
Account Syslnm Manage R t
Management | Administration | Certifications i R

Log Off

Amendment - NAOSNMF4361166

Id: 103512 Title: Text
Creator: Grace Spencer Create Date: 0451772005
Status: Amendment Review Amendment Mot Started  Status Date: 04/17/2005
Last Edited User: Grace Spencer
Action: Please selact an action j
Please select an action
Comment: Ed|t Spema'l_pnﬁlw\rfrrd Cnndmons ;|

‘Forward to Grants Officer for Review
arward to Frogram UMCer 1ar Review

Wiew Amendment Details
LI Spell Check

Save Comment

Wienw presiou s wiatkflow history and comments ==

To forward the Amendment, perform the following steps:

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

2. Click Submit.
o 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.
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6.5 Grants Officer, Review and Approve Amendment

Figure 86: Inbox Tasks View

= s A "._‘.F’-’-'-:‘_C'f..._
g O -
- "l i o
BresAward Management | Administration | Certifications BSpurts m

Welcome to Grants Online Steve Drescher "Log Off

* Advisories

Inbox Tasks

* Notifications

F Archive
Docurment Type Status

R

T Tasks

F Send Message

A items found, displaying all iterms .1

Wiew 0373 Review Amendment o Progress Amendment 102553 031152005 MAODSMMF 4081138
Wiew 30347 Review Mward File Mot Started  Award File 102509 MADSMMF4331103
“iew 30289 Review Award File Mot Started  Award File 100665 NADSNMF4521001
Wiew 30163 Review Award File  In Progress Award File 102463 030952005 MADSMMF4331062
Wiew 29983 Review Mot Staned Federal Funding Opportunity 101097 RIS

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

S~

( Svsterrl Manage
t I cerl.flcatlu"s m

Welcome to Grants Online Steve Drescher Log Off

—
L T
Account

» Advisories

Amendment - NAOSNMF4081112

* Notifications

S, Idd: 103522 Title: Thig ig for research.
Creator: Grace Spencer Create Date: 0401772005

¥ Tasks Status: Amendment Review Amendment Mot Started  Status Date: 04017/2005

* Send Message Last Edited User: Grace Spencer

Action: Please select an action j I Submit

Please select an action

Approve Armendment H
Edit Special Award Conditions
Reject Amendment

Comment:

Amendment Details
- e — B2} Spell Check

Wiew previous warkflow history and comments ==

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

- M - -
e ) )
f on | Cel

Welcome to Grants Online Steve Drescher

Log Off
» Advisories
F Notifications Award Header Information
* Archive
Awveard ID: 102330 CFDA Number: 11.408 Program Office: SOUTH EAST REGIONAL OFFICE - MNMFS
] Program Officer: Mark La Fave Program Officer Phone:  301.555.1212 Program Officer Email: mlafave@noaa.net
F Send Message Organization Name:  Bean University Award Number: NADSHMFA081138

Project Title: Test

Amendment to Financial Assistance Award

Project Title:
Test
CFDA Number: Grant Type:
11.408 & srant Cooperative Agreement (i changed, requires Cooperative Agresment Special Award Condition )
Aweard i
MADSMMFA081138 Fending
Recipient Name: Street Address:
Foster Brooks 1334 Main Streat
BUFFALD, MY 14201
Effective Date: Extend Work Completion To:

Effective Upon Execution  MNIA

Bureau Fund FiscalYear Project-Task Organization Object Class

The systern has calculated values for the Federal and Recipient shares of funding based on approved CD-4345 and negotiated funding amounts. Grants Onl
override these calculations via the Override checkbox below. Once checked, the values that are entered will be saved and available on the CD-451 repart. Ple:
Grants Officer signs, the system will automatically override and store the currently populated funding fields

Manual Owerride: [

Costs Are Revised As Follows: Previous Estimated Cost Add Deduct Total Estimated Cost
Federal Share of Cost $I2DDDD.DD $ID.DD $|D.DD $|2DDDD_DD
Recipient Share of Cost gom gom gj0.00 go.o0

Total Estimated Cost $|2DDDD.DD sle.DD $|D_DD $|QDDDD_DD

Reason{s) for Amendment: Enier Reasons

This Amendment appraved by the NOAA Grants Officer constitutes an obligation of Federal Funding. By
electronically signing, the Recipient agrees to camply with the Amendment pravisions checked on this document, as
well as previous provisions incorporated into the Award. If not electronically signed without modification by the
Recipient within 30 days of receipit, the Grants Officer may unilaterally terminate this Amendment.

¥ special Award Conditions [ Line itern Budnet 7 Otheris)

- Save and Return to Main CD451 Report SAC Report
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6.5.2.1 Using Manual Override (Optional)

To use the Override feature, perform the following steps:

L 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:

Microsoft Internet Explorer x|

MamUAL OYERRIDE:

Walues entered will be saved specifically

far this award document, Once avertidden the
end user is responsible For these Fundings.

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 Iltem 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.

o The report is printed to default printer.
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6.5.3 Approving the Amendment

Figure 89: Amendment Task

g A - 6=
- ~ .
= - - "
System Manage
I certificaliuns m

Welcome to Grants Online Steve Drescher "Log Off

dvisories
s Amendment - NAO5SNMF4361166

F Notifications

- : Id: 103512 Title: Text
o Creator: Grace Spencer Create Date: 0451 7/2005

T Tasks Status: Amendment Reviews Amendment Mot Started  Status Date: 0451772005

* Send Message Last Edited User: Grace Spencer

* Manage Workflow
Tasks Action:  |pjease select an action B[ Submit

Please select an action

Comment _Eéﬂ C‘p . o nﬂii s ;I

Reject Amendrnent
Return Amendrnent to Grants Specialist

Wiew Amendment Details
B2 Spell Check

Save Comment
Wiew previous watkflow history and camments ==

To approve the amendment, perform the following steps:

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

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

Figure 90: Inbox Tasks View

;cmu nt
Management |

Welcome to Grants Online Steve Drescher Log Off

» Advisories

Inbox Tasks

¥ Notifications

F Archive
Dacument Type Status

¥ Tasks
AT E [oen o

* Send Message

8 items found, displaving all iterns.1

start Date [Completed Date|Award Number |
Wiews 30403 Review Enforcement Mot Stanted  Enforcement 102575 MADSHMF4081112
e T TOZo60 MADSHMFA081112
Wiews 30379 Review Amendment In Progress Amendment 102560 031172005 MADSMMF 4081142
Yiew 30375 Review Award File Mot Started  Award File 102483 MNADSNMF4271014
Yiew 30347 Review Award File Mot Started  Award File 102509 MADSMNMF 4331103
Wiew 30289 Review Award File Mot Started  Award File 100665 NADSNMF4521001
Wiew 30163 Review Award File  In Progress Award File 102463 0370972005 MADSHMF 4331062
Wiew 25983 Review Mot Stanted  Federal Funding Opportunity 101097 (WIS

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.
o Enforcement task screen appears.
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6.6.1 Approving an Enforcement

Figure 91: Enforcement Task

e e T A .
Account System Manage Reports
Management | Administration | Certifications P

Welcome to Grants Online Steve Drescher "Log Off

F Advisories
Enforcement - NAOSNMF4081142

F Notifications
: Id: 103810 Title:
# A4 Creator: SYSTEM ACCOUNT Create Date: 04/17/2005
¥ Tasks Status: Enforcernent Review Enforcement Mot Started  Status Date: 04011 772005
* Send Message Last Edited User: 5YSTEM ACCOUNT
Action: Please selact an action j
[=T] P R T |
I LRl e Ly I
W Anprove Enforcement
Cl]mmenl._mm EToTCerent ! =
Return Enfarcement to Grants Specialist
Review Enforcement Details
=
Save Comment
Wiew previous workflow history and comments ==
To review and approve the Enforcement, perform the following steps:
1. From the Action Drop-Down, select Review Enforcement Details.
2. Click Submit
o Enforcement Details screen appears.
3. Review the Enforcement and click Save and Return to Main.
o Enforcement task screen appears.
4. From the Action Drop-Down, select Approve Enforcement.
o 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.
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