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A new screen “Grants List” is provided for users to find and manage awarded grants to which they are assigned through Grant Assignments or Office 
Assignment. 

 

New “Grants List” screen. 

All Grantor roles have access to the screen to find grant records, except the following:  

FPAR coordinator(Program Staff(FPAR))  

Grants Quality control staff(Grant Staff (GQC))  

Grantee and System Administrator roles do not have access.  
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1. Default Grants List  screen 

When user access “Grants List” the default screen will not have any grants listed, but two search criteria’s are pre-selected for the user’s convenience. The 

user can either simply hit the search icon or enter different search criteria and perform the search. 

  

Two default search criteria’s. 

By default, expired grants are not displayed. The user can include expired grants in the 

results set by changing the option from “Active Projects Only” to “Include Expired 

Projects”. By default, only grants assigned to the user is displayed. User can change 

this option to “All Grants” to view all grants assigned to the office of the 

user. 
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2. Default search result 

When user performs search without entering any search criteria the system would populate grants based on the following default criteria. 

 Grants of all active projects assigned to the user. 

 Grantor user assigned with multiple office assignments will have access to find grant records and the data associated with their office assignment as long 

as the user has an active office assignment for a role that is authorized to access. 

 

The default search criterion is to search grants of all active projects assigned to the user.  Both Assignment 

Type and Expired/Active are required fields to perform a search. System will provide the following pop up 

message if the user attempts to delete these two search criteria. 
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3. Search filter 

Users can filter Grants using the following search criteria: 

1. Assignment Type = User can choose from drop down or enter one of the two types. 

2. Categories = User can choose from drop down or enter category. 

3. Closeout = Users are provided with three subcategories from which they should choose at least one. 

 Closeout Type = Users can choose from drop down one of the three options 1) All Closed, 2) Marked as Closed and 3) Ready to Close. 

 Closed after Date = User can enter the date or select the date from calendar widget. 

 Will Expire In = Users have three options to choose from the drop down, they are 30 days, 60 days or 90 days. 

4. Country = User can enter or select from drop down list which provides a complete list of country based on the ISO standard. 

5. Expired /Active = this is a mandatory field and user should choose either Active projects or Include expired projects in the search along with active 

projects. 

6. Federal Staff Name = User can enter a federal staff name and the system will assist user by providing a list of Federal staff name relating to that project. 

7. Fiscal Year = Users can enter or choose from a list of fiscal years. List consists of 10 fiscal years including the current fiscal year. 

8. Grant Number = User can enter complete or partial grant number as the system supports partial search. 

9. Grantee Staff Name = user can enter a grantee name and search for grants. 

10. Grant Program = User can enter a Grant Program name and the system will assist by displaying a drop down of grant program names 

11. Grant Service Office = User can enter a grant service office or choose from the drop down and perform the search. 

12. Obligation Document # = User can enter an obligation document number and search for grants relating to that obligation number. 

13. Organization = User can enter or select organization name from a drop down list of all organizations available. 

14. Program Activity = User can enter a program activity or choose from the drop down and perform search. 

15. Program Service Office = User can enter a program service office or choose from the drop down and perform search. 

16. US State or Territory = User can enter or choose from drop down list which provides a complete list of all US State and territories. 

 

Country and U.S. State or Territory: 

 When user selects any country other than United States in search criteria, the “U.S. State or Territory” search criteria will be disabled. 

 When user selects any state or territory in search criteria, the “Country” search criteria will automatically be set as United States. 
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User can start to filter search result or enter 

search criteria by clicking on this icon. 

Once the icon is clicked, the system displays a drop down 

of search options, which is used to filter the result.  The 

search criteria once selected will be displayed under the 

search criteria column. 
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Close out option in search criteria has 

three more options to choose from. User 

should choose one of the options which 

will be used for search. 
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4. Hide Columns: 

New feature is provided for users to reduce the number columns displayed in the search grid. Grants list has 7 columns; user can hide one or more columns they 

don’t want to see. All columns except Grant Number and Organization can be hidden. 

 

When a column is 

checked, that column is 

displayed in the gird. 
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5. Details Section: 

Details section also provides user with grant record details which are the following: 

1. Project Title  
2. Federal Budget  
3. Budget Period  

 Start Date  
 End Date  

4. Last Issued Award  
 Grant Number  
 Issued Date  
 Amendment Number  
 Terms & Conditions Due Date(Count is listed in parenthesis)  

5. Non-Competing Continuation  
 Non-Competing Status  
 Non-Competing Due Date  
 Non-Competing Continuation Action(s) ( actions available below based upon status)  

6. Posted Competing Continuation Announcements (with click through to view the announcement)  
 View Application link (when submitted)  

7. Posted Directed Announcements (with click through to view the announcement)  
 View Application links (when submitted)  

Details section also provides user with links to the following: 

1. Award Summary  
2. Contact Management  
3. Terms & Conditions  
4. View Report Forms  
5. Change Project Locales  
6. Manage Commitments  (If commitment accounting is required for the grant program) 
7. Send Message  
8. Manage Project Abstract  
9. Categories  (If enabled at the Grant Program Level) 
10. Risk Assessment  
11. Task Management  

https://wiki.grantsolutions.gov/index.php/User_Story_-_Award_Summary
https://wiki.grantsolutions.gov/index.php/Contact_Management_-_Epic
https://wiki.grantsolutions.gov/index.php/User_Story_-_Set_Project_Locale
https://wiki.grantsolutions.gov/index.php/User_Story_%E2%80%93_Link_to_Manage_Commitments_from_My_Grants_List
https://wiki.grantsolutions.gov/index.php/Epic_-_Manage_Project_Abstract
https://wiki.grantsolutions.gov/index.php/User_Story_-_Set_Project_Categories
https://wiki.grantsolutions.gov/index.php/Risk_Assessment
https://wiki.grantsolutions.gov/index.php/Task_Management


11 

 

12. Closeout Check list 
13. Mark Grant Closed 

 

Grant record details 
User can use any of these links 

to navigate to their respective 

screen. 
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When “Mark Grant Closed” lick is activated 

user will get the following pop-up message. 
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6. Manage Assignments. 

 

User is provided with an option to 

manage assignment for multiple grants. 

User should select a minimum of two grants to 

manage assignments. If the user clicks on “Manage 
Assignments” without selecting multiple grants the 

system will provide this error message. 
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User is provided with options 

to Assign, un-assign and 

replace person-role 

assignment.  

When user clicks on close after making changes, 

but before clicking on assign, un-assign or replace 

the system will display this pop up message. 
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Assign option will display list of staffs that 

could be assigned to the grants selected. 

User must select a start date to 

assign a person. End date is 

optional. 



16 

 

 

 

Unassign option will display list of staffs that 

are currently assigned to the grants selected.  

User must select an end date.  This 

indicates the date the selected person’s 

assignment to the grant will end. 
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This option is provided for users to 

replace a person who is currently 

assigned to the grant with a person 

who is not assigned to the grant. 

At this date the “Replace with person” 

will be assigned to the grant. 

At this date the “Replaced” will be 

unassigned from the grant. 
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Drop down list provides a list of 

staffs assigned to the grants 

selected. 

Drop down list will provide list of 

staffs who could be assigned to the 

selected grants. 

This message will be displayed when 

user selects replace without selecting 

the staff to replace with. 
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7. Grant Assignments. 

 

Option provided to 

manage grant 

assignments for a grant. 
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This section provides a list of grantor staff 

and grantees staff assigned to the grant. 

Users can un-assign a person by just un-

checking the check box and saving the 

change. 

User has option to provide when the assignment 

should end. If user didn’t provide an end date the 

system will automatically assign the current date.  

Actual un-assignment would only happen on the 

next day. 

System will provide this pop up message, if user makes 

changes to grant assignment and attempts to leave the screen 
without saving the change. 
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This section provides list grantor staff who 

could be assigned to the grant. 

Users can assign a person by just 

checking the check box and saving the 

change. 

If user did not select a start date the system 

would take the current date as start date. 
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This section provides list of grantee staff who 

could be assigned to the grant. 

Users can assign a person by just 

checking the check box and saving the 

change. 

This section provides list expired grantee and 

grantor staff assignments. 

If user did not select a start date the system 

would take the current date as start date. 


