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Overview

With this release, Grant Recipient users can access various Grant Projects on the “My Grants List”
screen in the New Experience of GrantSolutions. The “My Grants List” screen in the New Experience of
GrantSolutions is the new landing screen for Grant Recipient users upon log in. Additionally, a “Grant
Details” screen is included to provide more detailed information for each Grant Project.

Both the new “My Grants List” and “Grant Details” screens provide a more intuitive user experience,
increase efficiency, and increase productivity so Grant Recipient users can focus on delivering mission
success.

GRANT RECIPIENT ROLES AND ACTIONS

Grant Recipients with the following roles can access the “My Grants List” and “Grant Details” screens in
GrantSolutions:

e Grantee Authorizing Official (ADO)

e Principle Investigator/Program Director (PI/PD) assigned to the Grant Project
Financial Official (FO)

Grantee Support Staff (PDS)

Grantee Financial Support Staff (FOS)
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My Grants List Screen

LOGIN

To access the “My Grants List” screen in the New Experience of GrantSolutions, perform the following
steps:

1. From a browser such as Internet Explorer or Google Chrome, navigate to
www.grantsolutions.gov and click the Login button.

e < https://home.grantsolutions.gov/home/ ~ @ & || Search... o~ TR {::,

& Home - GrantSolutions x |LT

File Edit View Favorites Tools Help

FAQS CONTACT US

Partnering to better serve the grants community.

ABOUT BENEFITS SERVICES RECIPIENT INSIGHT PARTNERS NEWS

PARTMERS IN INNOVATION

Recipient Insight: =
ClrantSOI.UtDnS USASPENDING sev
Get more out of

yo ur g ra nt Eedeml Audit Clearinghouse @]IRS
investments

UisaM  PSC  FApis
Collects key data for over 750,000 federal grant recipients

from a variety of public data sources, uses advanced data

Figure 1: GrantSolutions Home page with Login button
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2. The “GrantSolutions Login” screen appears. Log in with your GrantSolutions username and
password, PIV card, or Login.gov account if applicable.

3. The “My Grants List” screen appears.

(=)
GrantSolutions Opportunities Applications Grants ® @ v

My Grants List

. Show Closed Grants

All Grants (29)

@ Active ® Active ® Active
PROJECT TITLE PROJECT TITLE PROJECT TITLE
GRANT PROGRAM GRANT PROGRAM

GRANT PROGRAM

Figure 2: My Grants List screen
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GLOBAL NAVIGATION BAR

At the top of the “My Grants List” screen, the Global Navigation bar contains user information and
options for navigating to other screens.

GrantSolutions Logo Button

Click the GrantSolutions logo button to navigate to www.grantsolutions.gov.

CrantSolutions Opportunities Applications Grants @] e v

Figure 3: Global Navigation bar with GrantSolutions logo button

Grant Recipient Organization

View the Grant Recipient organization name to the right of the GrantSolutions logo button.

GrantSolutions Opportunities Applications Grants @ e ~

Figure 4: Global Navigation bar with Grant Recipient name

Opportunities Tab

Click the Opportunities tab to access available funding opportunities.

GrantSolutions ‘OppoﬂunitiES\ Applications Grants ® @ v

Figure 5: Global Navigation bar with Opportunities tab
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Users are routed to the “Funding Opportunity” screen in the GrantSolutions Grants Management
Module (GMM).

Account Management <  Funding Opportunity Applications Grants < Online Data Collection Help/Support =

Funding Opportunity

Competing Announcements - Application Kits

Click on the link provided in the announcement title to view details about the selected announcement. Click on the Apply link at the right to begin the application.

Announcement Title Program Office Grant Program Due Date Announcement Type Action
11/30/2020 New Apply,
11/30/2020 New Apply.
10/15/2020 New Apply.
05/05/2020 New Apply
07/10/2021 New Apply,
01/06/2022 New Apply.

Figure 6: GrantSolutions GMM Funding Opportunity screen

Applications Tab

Click the Applications tab to access applications.

GrantSolutions Opportunities Applications Grants @ e ~

Figure 7: Global Navigation bar with Applications tab

Users are routed to the “My Applications List” screen in the GrantSolutions GMM.

Account Management = Funding Opportunity Applications Grants = Online Data Collection Help/Support =

Applications
My Applications List-

Application Number

CraciNie e Title Application Type Fed Received Date Project Period Due Date Status Action
Mew 02/14/2017 06/01/2017 - 05/31/2018 03/06/2017 Review in Open |
0500 PM Progress Notes
EST
Mew 08/01/2016 10/01/2016 - 09/30/2018 09/01/2016 Awarded Open |
12:00 AM MNotes
EST

Figure 8: GrantSolutions GMM My Applications List screen
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Grants Tab

The marker below the Grants tab indicates the Grants tab is currently active.

GrantSolutions Opportunities Applications Grants @) e v

Figure 9: Global Navigation bar with Grants tab and indicator

Help Center Icon

Click the Help Center icon to the right of the Grants tab to access help and support resources.

GrantSolutions Opportunities Applications Grants ® e ~

Figure 10: Global Navigation bar with Help Center icon

Users are routed to the “Grant Recipient Support and Reference” screen.

©

GrantSolutions

PARTNERS IN INNOVATION

Grant Recipient Support and Reference

GrantSolutions Grants Management Module Materials
Documentation

« GraniSolutions Grants Management Module Grantee Guide
« Quick Sheet: Apply for a Directed Announcement

+ Quick Sheet: Accept a Grant

« Quick Sheet Add a Grant Note

« Quick Sheet: Budget Revision Amendment

« Quick Sheet: Carryover Amendment

« Grant Recipient Process: Federal Financial Report

Figure 11: Grant Recipient Support and Reference screen




S
ClrantSOlUtIOI'lS Recipient Grants List & Details User Guide

PARTNERS IN INNOVATION FEerarYZOZI

User Avatar Drop-down

User Initials
View the user initials in the User Avatar to the right of the Help Center icon.

o -
GrantSolutions Opportunities Applications Grants @ e hY

Figure 12: Global Navigation bar with user initials in the User Avatar

User Functions
To access additional user functions and personal customization options, click the User Avatar drop-
down to the right of the user initials.

Granté?iﬁtbns Opportunities Applications Grants ® e ~

Figure 13: Global Navigation bar with User Avatar drop-down

The user’s first and last name appear at the top of the drop-down, and additional functions appearin a
list below.

Grants ® e N

A

Update Profile

Change Password

User Roles

Notification Preferences

User Account Management
Online Data Collection

Provide Feedback

Pending Grants

Switch Back to Classic

® A Log Out

Figure 14: User Avatar drop-down with name and additional functions
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Update Profile
Click the Update Profile button to update profile information (see Figure 14). Users are routed to the
“Profile Update” screen in the GrantSolutions GMM.

Account Management — Funding Opportunity Applications Grants = Online Data Collection

Help/Suppaort 7

Profile Update for - . =

* indicates a required field.

Prefix % | v |

[T other, specify

Position Title % | Grantee - Position Title |
Work Phone % | |
Fax | |
Mobile | |

Carrier(Carrier charges may apply) | Select one T |[ Test SM3

Cther Phone | |
Email % |

Enable Two Factor Authentication ) Yes ® Np

Frimary Address Information

Division/Department

Country % UNITED STATES v

|

|

Street Address * |

Mail Stop |
City % | |

|

|

|

State #

County:
Zip Code %

[ Savel [ Cancel]

Figure 15: GrantSolutions GMM Profile Update screen
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Change Password
Click the Change Password button to change the user password (see Figure 14). Users are routed to
the “Change Password” screen in the GrantSolutions GMM.

<. GrantSolutions.gov -

Account Management = Funding Opportunity Applications Grants < Online Data Collection

Help/Support =

Change Password

+% indicates a required field.

GrantSolutions Password Policy

Passwords must:

« he &t least & characters

« contain at least 1 uppercase letter

« contain at least 1 lowercase letter

« contain at least 1 number

« contain at least 1 special character(!, @, #, §, etc)

Passwords should not:

« hbe the same from your last 6 passwords

« contain dictionary words

« Contain common names

« contain all or part of your username

« contain consecutive character strings{abcdefg, 12345678)

« contain simple keyboard{gwerty)

« Lse special characters to replace letters to spell a word{P@ssword1)

Current Password % | |

MNew Password ¥ | |

Confirm Mew Password % | |

|suBmiT| [caNcEL|

Figure 16: GrantSolutions GMM Change Password screen
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User Roles
Click the User Roles button to view roles (see Figure 14). Users are routed to the “Your Roles in Grants
Management” screen in the GrantSolutions GMM.

¢ GrantSolutions.gov %

Account Management - Funding Opportumity Applications Grants =

Cnline Data Collection Help/Support ol

Your Roles in Grants Management

| Grantee Administrative Official / Grantee Authorized Representative
| Grantee Principal Investigator / Program Director

Figure 17: GrantSolutions GMM Your Roles in Grants Management screen
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Notification Preferences

Click the Notification Preferences button to setup notification preferences (see Figure 14). Users are
routed to the “Notification Preferences” screen in the GrantSolutions GMM. All checkboxes are
selected by default.

Account Management = Funding Opportunity Applications Grants = Online Data Colleciion Help/Support -
Grantor Experience
Notification Preferences
Global Notifications
Select/Unselect ALL ]

Correspondence Application Note Added (¢

Correspondence Grant Mote Added L]
Internal Application Note Added [«
Internal Grant Note Added vl
Award Notifications

Select/Unselect ALL [«
Application Not Funded vl
Application Not Selected for Review vl
Award Finalized el
Grantee Award Acceptance @

Pre-Award Notifications

Select/Unselect ALL ¥
Application Funded [«
Application Returned [+

Competing Continuation Annguncement Availablel¥!
New Announcement Available #
Mon-Competing Announcement Available [#

Supplemental Announcement Available (¢

Fost-Award Notifications
Select/Unselect ALL [«
Amendment Application Returned vl

Federal Financial Report Notifications

Select/Unselect ALL #
Federal Financial Report Approved ¥
Federal Financial Report Overdue ¥
Federal Financial Report Rejected ¥
Federal Financial Report Reminder ¥

Figure 18: GrantSolutions GMM Notification Preferences screen
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User Account Management
Click the User Account Management button to expand the user account management functions (see
Figure 14). The Review Requests and Manage Accounts buttons appear.

o @ ~

Update Profile

Change Password

User Roles

Notification Preferences

User Account Management A

Review Requests

Manage Accounts

Online Data Collection
Provide Feedback
Pending Grants

Switch Back to Classic

Log Out

GRANT PROGRAM
Figure 19: User Avatar drop-down with Review Requests and Manage Accounts buttons
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e Review Requests: Click the Review Requests button.

Grants ® e A

A

Update Profile

Change Password
User Roles
Notification Preferences

User Account Management A

Review Requests

Manage Accounts

Online Data Collection
Provide Feedback
Pending Grants

Figure 20: User Avatar drop-down with Review Requests button

Users are routed to the “User Registration | Administration Request List” screen in the Grantee Self
Registration (GSR) module. This feature is only available to Grant Recipients with access to GSR based
on partner settings.

S
GrantSolutions  User Registration | Administration = Menu
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REQUEST LIST

No Pending Requests

No Completed Requests

Figure 21: GSR User Registration | Administration Request List screen




@

GrantSolutions

PARTNERS IN INNOVATION

e Manage Accounts: Click the Manage Accounts button.

Grants ® @ A

A

Update Profile

Change Password

User Roles

Notification Preferences

User Account Management A

Review Requests

Manage Accounts

Online Data Collection
Provide Feedback
Pending Grants

Figure 22: User Avatar drop-down with Manage Accounts button

Recipient Grants List & Details User Guide
February 2021

Users are routed to the “User Registration | Administration Manage Accounts” screen in the Grantee
Self Registration (GSR) module. This feature is only available to Grant Recipients with access to GSR

based on partner settings.

)
GrantSolutions | User Registration | Administration = Menu
MANAGE ACCOUNTS
First Name Last Name
Email Username

Figure 23: GSR User Registration | Administration Manage Accounts screen
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Online Data Collection

Click the Online Data Collection button to access the Online Data Collection (OLDC) (see Figure 14).
Users are routed to the “OLDC Home” screen in OLDC. This feature is only available to Grant Recipients
with access to OLDC based on partner settings.

0 . . rame: [ Q
C,_ On-Line Data Collection ). S flelp LFAS

F——————
Activity Report | Report Due | My Recent Activity |

Report Form Entry N
Report Data Upload Program - |Select Program - 6

User / System Settings

| Page Hi
|

Grantee | Select Grantee

Brivacy
Accessibility.
Help/ FAQ

News & Tips No items to display

End OLDC

Figure 24: OLDC Home screen
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Provide Feedback

1. Click the Provide Feedback button to submit optional feedback in a survey for the New
Experience (see Figure 14). The “GrantSolutions Feedback Survey” screen appears. Click the
Begin Survey button to provide feedback.

S
GrantSolutions

PARTNERS IN INNOVATION

GrantSolutions Feedback

Begin Survey

Figure 25: Grantsolutions Feedback Survey screen with Begin Survey button
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2. Select answers to the survey and continue to completion. Click the arrows on the right and left
sides of the screen to navigate between questions.

1. I think that | would like to use this system frequently.

Strongly Agree

Agree

Neutral

Disagree

Strongly Disagree

Figure 26: GrantSolutions Feedback Survey screen question

3. Atthe end of the survey, enter contact details. Click the Submit button to submit the survey.

11. If you would like to be contacted, please provide your contact
details.

Figure 27: Contact Details section with Submit button

4. Once the survey is submitted, users are routed back to www.grantsolutions.gov.
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Pending Grants
Click the Pending Grants button to access pending grants (see Figure 14). Users are routed to the
“Pending Grants” screen in the GrantSolutions GMM.

Account Management =  Funding Opportunity Applications Grants = Online Data Collection Help/Support L4
Pending Grants
Grant Number Issued Date Program Program Office Grant Program Action
05/03/2018 View Award
Accept
Decline
04/08/2019 View Award
Accept
Decline
04/08/2019 View Award
Accept
Decline
05/01/2019 View Award
Accept
Decline
10/15/2019 View Award
Accept
Decline
04/21/2020 View Award
Accept
Decline

Figure 28: GrantSolutions GMM Pending Grants screen
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Switch Back to Classic
In the New Experience, users can switch back to the Classic Experience of the “My Grants List” screen
by clicking the Switch Back to Classic button.

Grants ® e A\

Update Profile

Change Password

User Roles

Notification Preferences

User Account Management v
Online Data Collection

Provide Feedback

Pending Grants

Switch Back to Classic

@ A Log Out

Figure 29: User Avatar drop-down with Switch Back to Classic button
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Start Survey

1. A window appears with the message, “Before reverting back to Classic, we’'d like to hear from
you.” Click the Start Survey button to begin the Feedback Survey for the New Experience.

Note: The survey prompt appears each time the Switch Back to Classic button is selected.

Before reverting back to Classic, we'd like to X
hear from you

GrantSolutions is committed to providing our customers
with the best service and quality. Please share your opinion
s0 we can better understand what we are doing well and
what we can do to improve your experience before reverting
back to the classic experience.

Figure 30: Switch Back to Classic message with Start Survey button

2. The “New Experience Survey” screen appears. Click the Provide Feedback button to provide
feedback.

S

GrantSolutions

PARTNERS IN INNOVATION

New Experience

‘ Provide Feedback

Figure 31: New Experience Survey screen with Provide Feedback button
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3. Select answers to the survey and continue to completion. For questions that require a rating,
select a star to indicate the rating. Click the arrows on the right and left sides of the screen to
navigate between questions.

How useful did you find the new experience?

W W W W

Not useful Extremely useful |

Figure 32: New Experience Survey screen question

4. At the end of the survey, click the Submit button to submit the survey.

How likely are you to recommend the new experience to others?

Not likely Extremely likely m

Figure 33: New Experience Survey screen with Submit button
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5. The survey is submitted and users are routed to the Classic Experience of the “My Grants List”
screen.

Account Management — Funding Opportunity Applications Grants — Online Data Collection Help/Support -

My Grants List (Switch to New Experience)

Show Expired Grants

Grant Number: View NGA
Grant Motes

Grant Program:
g Funding Restrictions

Program Office: History

Project Title: Manage Amen&i;}e;‘:_}:
Performance Raﬁ

Award lssue Date: @ 06/13/2017

Project Period: 08/19/2011 to 09/30/2023

Budget Period: 08/19/2011 to 07/31/2017

Total Approved Budget (Federal): $294,781,579

MNext T&C Due Date: MN/A

Status: Mo Existing Amendments

Maon Competing Status: Pending

Maon Competing Due Date:

Figure 34: Classic Experience of the My Grants List screen

Note: If users switch to the Classic Experience of the “My Grants List” screen, upon subsequent log ins,
the New Experience of the “My Grants List” screen appears. Click the Switch Back to Classic button
upon each log in to switch to the Classic Experience of the “My Grants List” screen.
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No Thanks
Alternatively, click the No Thanks button to switch back to the Classic Experience of the “My Grants
List” screen without completing the Feedback Survey.

Before reverting back to Classic, we'd like to Y
hear from you

GrantSolutions is committed to providing our customers
with the best service and quality. Please share your opinion
50 we can better understand what we are doing well and
what we can do to improve your experience before reverting
back to the classic experience.

Figure 35: Switch Back to Classic message with No Thanks button

Users are routed to the Classic Experience of the “My Grants List” screen.
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Switch to New Experience
In the Classic Experience, users can switch to the New Experience of the “My Grants List” screen by
clicking the Switch to New Experience link.

Account Management — Funding Opportunity Applications Grants — Online Data Collection Help/Support -

My Grants Lis

- . . Show Expired Grants

Grant Number: View NGA
Grant Motes

Grant Program:
g Funding Restrictions

Program Office: History

Project Title: Manage Amen&i;&;ﬁ:
Performance Raﬁ

Award lssue Date: ® 06/13/2017

Project Period: 08/19/2011 to 09/30/2023

Budget Period: 08/19/2011 to 07/31/2017

Total Approved Budget (Federal): $294,781,579

MNext T&C Due Date: MN/A

Status: Mo Existing Amendments

Maon Competing Status: Pending

Maon Competing Due Date:

Figure 36: Classic Experience of the My Grants List screen with Switch to New Experience link
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Users are routed to the New Experience of the “My Grant List” screen.

=
GrantS%uﬁons Opportunities Applications Grants ® Q N

My Grants List

. Show Closed Grants

All Grants (29)

@ Active ® Active ® Active
PROJECT TITLE PROJECT TITLE PROJECT TITLE
GRANT PROGRAM GRANT PROGRAM

GRANT PROGRAM

Figure 37: New Experience of the My Grants List screen
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Log Out
To log out of the New Experience, click the Log Out button at the bottom of the User Avatar drop-
down.

Grants ® ° N

Update Profile

Change Password

User Roles

Notification Preferences

User Account Management v
Online Data Collection

Provide Feedback

Pending Grants

Switch Back to Classic

® A | Log Out |

Figure 38: User Avatar drop-down with Log Out button
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GRANT PROJECT CARD

Grant Project cards appear on the “My Grants List” screen, each representing an individual Grant
Project. Grant Project information appears on each card and includes the Grant Number, FAIN, Grant
Project Status, Project Title, and Grant Program.

® Active

PROJECT TITLE

GRANT PROGRAM

Figure 39: Grant Project card
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Grant Project Status
The Grant Project Status may appear as Active, Active-Restricted, or Closed, depending on the Grant

Project.

Active
Active appears for a Grant Project if the Project Period is started and the Closeout process is not

complete.

PROJECT TITLE

GRANT PROGRAM

Figure 40: Grant Project card with Active status

Active-Restricted
Active-Restricted appears for a Grant Project if the Project Period is started, restricted funding is

applied, and the Closeout process is not complete.

™y
iy
WL

Active - Restricted

PROJECT TITLE

GRANT PROGRAM

Figure 41: Grant Project card with Active-Restricted status
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Access Funding Restrictions
To access funding restrictions for Grant Projects with the Active-Restricted status:

1. Click the Information icon to the right of the status.

Active - Restricted

PROJECT TITLE

GRANT PROGRAM

Figure 42: Grant Project card with Information icon

2. A “Restrictions have been placed on the funds allocated to this grant project” message appears.
Click the See full details button for additional information.

et
W

Active - Restricted

Restrictions have been placed on the funds

allocated to this rant project.
ISee full details...

Figure 43: Grant Project card with See full details button
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3. Users are routed to the “Track Funding Restrictions” screen in the GrantSolutions GMM.

BARTMERS IH IN

FUNDING RESTRICTIONS

©
CrantSolutions  Track Funding Restrictions

Organization:

Project Title:

DUNS:

Grant Number:
Amendment Number: 1
Budget Period Number: 1
FAIN:

Application Number:

Workflow Status: Completed

CCR EIN:

Approved Amount: $0.00

Funds Restricted:

Project Period: 02/01/2018-02/01/2019
Budget Period: 02/01/2018-01/31/2019
Application Type: Post Award Amendment

Last Updated By/Date: foo | 10/26/2018

RESTRICTIONS LIST

Include In List:

| Pending - ] Submitted
o || Late € (i)

| Approved ] Returned || Released
i} i) [i]

Late Submitted
Li]

o

Closed
Li]

o

Update Filter

Figure 44: GrantSolutions GMM Track Funding Restrictions screen
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Closed
Closed appears for a Grant Project if the Project Period is complete and the Closeout process is

complete.

Note: Grant Projects in the Closed status only appear if the Show Closed Grants slider is active (see
Show Closed Grants Slider section).

_>

PROJECT TITLE

GRANT PROGRAM

Figure 45: Grant Project card with Closed status
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MY GRANTS LIST HERO

The My Grants List Hero appears below the Global Navigation bar. The My Grants List Hero offers
additional accessibility and sorting options for Grant Projects.

My Grants List

. Show Closed Grants

All Grants (29)

Figure 46: My Grants List Hero

Show Closed Grants Slider

Click the Show Closed Grants slider to display Closed Grant Projects only. The All Grants indicator
disappears.

My Grants List

@ Show Closed Grants

PROJECT TITLE PROJECT TITLE PROJECT TITLE

GRANT PROGRAM GRANT PROGRAM GRANT PROGRAM

Figure 47: Show Closed Grants slider with Closed Grant Projects
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Click the Show Closed Grants slider again to display Active and Active-Restricted Grant Projects. The All
Grants indicator reappears with the number of Grant Projects displayed.

My Grants List

. Show Closed Grants

I All Grants (29) I

PROJECT TITLE PROJECT TITLE PROJECT TITLE

GRANT PROGRAM
GRANT PROGRAM
GRANT PROGRAM

Figure 48: Show Closed Grants slider with Active Grant Projects and All Grants indicator
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Grid View and List View

Click the Grid View icon to view Grant Projects in grid format. Grant Projects appear as cards.

My Grants List

. Show Closed Grants

All Grants (29)

® Active ® Active ® Active

PROJECT TITLE PROJECT TITLE PROJECT TITLE
GRANT PROGRAM

GRANT PROGRAM
GRANT PROGRAM

Figure 49: My Grants List screen in Grid View with Grid View icon
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Click the List View icon to view Grant Projects in list format. Grant Projects appear as rows. All fields in
Grid View are columns in List View.

Note: Grid View appears by default upon first log in. The view that is selected is retained for
subsequent log ins.

My Grants List

. Show Closed Grants

All Grants (29)
J—
Grant# v FAIN # Project Title Grant Program Status
( e Active )
( "o Active )

Figure 50: My Grants List screen in List View with List View icon

List View — Sorting by Column

If List View is active, click a column name to sort Grant Projects by that column in descending order.
Click the column name again to sort Grant Projects by that column in ascending order. The column
selected is indicated by an arrow to the right of the column name.

LR ———— e ——

Grant rE «~ FAIN # Project Title Grant Program Status

( e Active )

( e Active )

Figure 51: List View with column names and arrow indicator
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FOOTER

At the bottom of the “My Grants List” screen, the Footer contains additional information relevant to
GrantSolutions and contact information for Grant Recipients seeking support services.

GrantSolutions Logo

Click the GrantSolutions logo button to navigate to www.grantsolutions.gov.

Help Center Freedom of Information Act Contact Us

Web Accessibility Disclaimers Xy {202) 401-5282 or

. . B . (866) 577 0771
Privacy & Security Notice Provide Feedback

™  help@grantsolutions.gov

Figure 52: Footer with GrantSolutions logo button

Help Center

Click the Help Center button to access help and support resources.

= Help Center Freedom of Information Act Contact Us

GrantSolutions

Web Accessibility Disclaimers % (202) 401-5282 or
(866) 577 0771

Privacy & Security Notice Provide Feedback

& help@grantsolutions.gov

Figure 53: Global Navigation bar with Help Center icon
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Users are routed to the “Grant Recipient Support and Reference” screen.

S
CrantSolutions

Grant Recipient Support and Reference

GrantSolutions Grants Management Module Materials
Documentation

» GrantSolutions Grants Management Module Grantee Guide
« Quick Sheet: Apply for a Directed Announcement

« Quick Sheet: Accept a Grant

= Quick Sheet: Add a Grant Mote

« Quick Sheet: Budget Revision Amendment

» Quick Sheet: Carryover Amendment

« Grant Recipient Process: Federal Financial Report

Figure 54: Grant Recipient Support and Reference screen

Web Accessibility

Click the Web Accessibility button to learn more about requesting accessibility assistance in
GrantSolutions.

Help Center Freedom of Information Act Contact Us

Web Accessibility Disclaimers X {202) 401-5282 or

. i i . (866) 577 0771
Privacy & Security Notice Provide Feedback

help@grantsolutions.gov

Figure 55: Footer with Web Accessibility button
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Users are routed to the “Accessibility And Compliance Statement” screen.

Gra

FPARTNERS IN INNOVATION

ABOUT BENEFITS SERVICES RECIPIENT INSIGHT PARTNERS NEWS

Accessibility And Compliance Statement

GrantSolutions Is committed to making its electronic and information technologies accessible to individuals
with disabilities by meeting the requirements of Section 508 of the Rehabilitation Act (29 U.S.C. 754d), as
amended in 1598.

In 1998, Congress amended the Rehabilitation Act of 1973 to require Federal agencies to make their electronic and information technology
(EIT) accessible to people with disabilities. Section 508 was enacted to eliminate barriers in information technology, open new
opportunities for people with disabilities, and encourage development of technclogies that will help achieve these goals. More
information on Section 508 and the technical standards can be found at www.section508.gov.

If you have an accessibility concern, issue or request accessibility assistance with the GrantSolutions website, GrantSclutions applications,
or documentation please contact us by sending an email:

* Provide as much detail as possible, specify the address of the web page, or a screen shot
» Reference a document and provide link if applicable
e Let us know if you use assistive technology (provide name and version)

* Email to coe508@agrantsolutions.gov

The GrantSolutions suppart staff will address your concern, issue or request as quickly as possible.

Figure 56: Accessibility And Compliance Statement screen
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Privacy & Security Notice

Click the Privacy & Security Notice button to learn more about the Privacy Policy of the Department of
Health and Human Services (HHS).

Help Center Freedom of Information Act Contact Us

Web Accessibility Disclaimers X {202) 401-5282 or

- = = . (866) 577 0771
Privacy & Security Notice Provide Feedback

help@grantsolutions.gov

Figure 57: Footer with Privacy & Security Notice button

Users are routed to the “HHS Privacy Policy Notice” screen of HHS.gov.

H H S . gOV U.S. Department of Health & Human Services

I'm looking for... pey

A-Z Index

of s i vt oot N Ay

Home > HHS Privacy Policy Notice

TextResize A A p | Printem Share ] 1 +

HHS Privacy Policy Notice

This privacy notice applies to www.hhs.gov and a number of other HHS websites with unique domains, such as www StopBullying.gov. However, some
HHS websites maintain their own privacy policy notices. You can find links to the applicable privacy notice in the footer of each HHS website.

« \We do not collect personally identifiable information (PIl) about you unless you choose to provide that information to us.
« Any personal information you chose to provide is protected by security practices.
« Non-personal information related to your visit to our website may be automatically collected and temporarily stored

+ HHS does not disclose, give, sell, or transfer any personal information about our visitors unless required for law enforcement or by
Federal law.

Health Information Privacy
For more information on your health information privacy and security rights, or on the HIPAA Privacy and Security Rules, visit the HHS Office for Civil
Rights.

Privacy Act Information
You may also want to read information about the Privacy Act at HHS. If you have privacy questions or issues, contact an HHS Privacy Official Also see
the Privacy Act of 1974 (Department of Justice).

Figure 58: HHS Privacy Policy Notice screen
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Freedom of Information Act

Click the Freedom of Information Act button to learn more about the Freedom of Information Act
(FOIA) as described by HHS.

Help Center Freedom of Information Act Contact Us

Web Accessibility Disclaimers X {202) 401-5282 or

. i i . (866) 577 0771
Privacy & Security Notice Provide Feedback

help@grantsolutions.gov

Figure 59: Footer with Freedom of Information Act button
Users are routed to the “Freedom of Information Act” screen of HHS.gov.

U.S. Department of Health & Human Services

I'm looking for... pe

A-Z Index

.{Lﬁ About HHS r @ Re:ul:iiins

Home = FOIA (Freedom of Information Act)

Freedom of Information Act - TextResze A A p  Printeg | share ] B2 +

Submit & Check Status of FOIA .

Requests FOIA (Freedom of Information Act)

FOIA Contacts & Requester Service The Freedom of Information Act (FOIA) is a federal statute that allows individuals to request access 1o

Centers and Privacy Act Contacts federal agency records, except to the extent records are claimed as exempt from disclosure under one
or more of the nine (9) exemptions of the Freedom of Information Act. If you have any questions or

HHS FOIA Reporis concerms regarding FOIA, please feel free to send an email to HHS. ACFO@hhs.gov.

Annual Reports

Quarterly Reports

. i Submit & Check Status of FOIA Contacts & Requester
Chief FOIA Officer Report . ;
FOIA Requests Service Centers and Privacy
Open Pending FOIA Request Contacts
Reports Submit or check the status of a request
through our Public Access Link. You also Contact the HHS FOIA Requester Service
FOIA Library / Electronic Reading may contact the FOIA Office directly at Centers (FSRCs) that respond to FOIA
SELIT (202) 690-7453. requests for HHS records.

2016/2017 HHS Presidential
Transition Documents

FOIA Exemptions & Exclusions

Figure 60: HHS Freedom of Information Act screen




S
Gl’antSOlthlonS Recipient Grants List & Details User Guide

February 2021

Disclaimers

Click the Disclaimers button to review disclaimers as described by HHS.

(=) Help Center Freedom of Information Act Contact Us

GrantSolutions
FATTREES [ R Web Accessibility Disclaimers Xy {202) 401-5282 or

. . B . (866) 577 0771
Privacy & Security Notice Provide Feedback

help@grantsolutions.gov

Figure 61: Footer with Disclaimers button

Users are routed to the “Web Site Disclaimers” screen of HHS.gov.

U.5. Department of Health & Human Services

I'm looking for... pey

A-Z Index

About HHS

Laws &
Regulations

Home = Web Site Disclaimers

TextResize A A o PrintZ | share ] B4 +

Web Site Disclaimers

Privacy Policy

Endorsement Disclaimer - Links to Other Sites

Our web site has links to many other federal agencies. and in a few cases we link to private organizations. You are subject to that site's privacy policy
when you leave our site. We are not responsible for Section 508 compliance (accessibility) on other federal or private \Web sites.

Reference in this web site to any specific commercial products, process, service, manufacturer, or company does not constitute its endorsement or
recommendation by the U.S. Government or HHS. HHS is not responsible for the contents of any "off-site” web page referenced from this server.

Endorsement Disclaimer - Pop-Up Advertisements

When visiting our Web site, your Web browser may produce pop-up advertisements. These advertisements were most likely produced by other Web
sites you visited or by third party software installed on your computer. The U.S. Department of Health and Human Services does not endorse or
recommend products or services for which you may view a pop-up advertisement on your computer screen while visiting our site.

Information Disclaimer

The information provided using this web site is only intended to be general summary information to the public. It is not intended to take the place of
either the written law or regulations.

Figure 62: HHS Web Site Disclaimers screen
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Provide Feedback

Click the Provide Feedback button to submit optional feedback in a survey for the New Experience.

(=) _ Help Center Freedom of Information Act Contact Us
S

Gran
PRITHEE Web Accessibility Disclaimers Y (202) 401-5282 or

. . B . (866) 577 0771
Privacy & Security Notice Provide Feedback

help@grantsolutions.gov

Figure 63: Footer with Provide Feedback button

The “GrantSolutions Feedback Survey” screen appears. Click the Begin Survey button to provide
feedback.

=
GrantSolutions

GrantSolutions Feedback

‘

Figure 64: GrantSolutions Feedback Survey screen with Begin Survey button
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Contact Us

In the Contact Us section, use either telephone number to contact GrantSolutions manually from a
telephone or click either telephone number to contact GrantSolutions through the web browser.
Finally, click help@grantsolutions.gov to email GrantSolutions.

Help Center Freedom of Information Act Contact Us

Web Accessibility Disclaimers X {202) 401-5282 or

. i i . (866) 577 0771
Privacy & Security Notice Provide Feedback

help@grantsolutions.gov

Figure 65: Footer with Contact Us section with Help Desk telephone numbers and email address.
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Grant Details Screen

The “Grant Details” screen includes project information relevant to each Grant Project. This screen
contains information associated with the Project Period, Budget Period, Current Approved Budget, and
Notice of Award. Users can also access tabs on this screen including Details, History, Reports,
Amendments, and Notes.

OVERVIEW AND NAVIGATION

From the “My Grants List” screen, navigate to the “Grant Details” screen by clicking the arrow button
on a Grant Project card while in Grid View.

® Active

PROJECT TITLE

GRANT PROGRAM

Figure 66: Grant Project card with arrow button
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Alternatively, click the Grant Number button in a Grant Project row while in List View.

Grant# ~ FAIN # Project Title Grant Program Status

I ( o Active B

Figure 67: Grant Project row with Grant Number name button

The “Grant Details” screen appears.

GrantSdut'lons Opportunities Applications Grants [©) e '

Active —————————————————————————— () ————————————————————————————————
11/0 Current Budget Period: 0 (20f2) 12/31/2018

Details History Reports Amendments Notes

$100,000.00

CURRENT APPROVED BUDGET (1)

Tasks

i i View Non-Competing Continuation P
View Notice of Award Nor peting 06/20/2017 Submitted View Application
Application —

GRANT PROGRAM
Grant Details

PROJECT TITLE
Notice of Award
Issued: 06/20/2017

Federal Information

PROGRAM OFFICE FEDERAL PROJECT OFFICER GRANTS MANAGEMENT OFFICER

Figure 68: Grant Details screen
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GLOBAL NAVIGATION BAR AND FOOTER

The “Grant Details” screen includes the same Global Navigation bar found on the “My Grants List”
screen. The Global Navigation bar appears on the “Grant Details” screen regardless of the active tab
(see Global Navigation Bar section).

= i - P
GrantSolutions Opportunities Applications Grants )] ~

Figure 69: Global Navigation bar

Similarly, the “Grant Details” screen also includes the same Footer found on the “My Grants List”
screen. This Footer appears on the “Grant Details” screen regardless of the active tab (see Footer
section).

Help Center Freedom of Information Act Contact Us

Web Accessibility Disclaimers Xy {202) 401-5282 or

. . B . (866) 577 0771
Privacy & Security Notice Provide Feedback

™  help@grantsolutions.gov

Figure 70: Footer
GRANT DETAILS HERO AND LEFT RAIL

On the “Grant Details” screen, a Grant Details Hero and Left Rail appear regardless of the active tab.
Both the Grant Details Hero and the Left Rail display basic information about the Grant Project.

Grant Details Hero

The Grant Details Hero appears below the Global Navigation bar.

Active
L] L]
e - - 04/01/2017 Current Budget Period: 04/01/2017-03/31/2018 (1 of 3) 03/31/2022

Figure 71: Grant Details Hero

Click the Back button to return to the “My Grants List” screen.

Active
L] L]
e - - 04/01/2017 Current Budget Period: 04/01/2017-03/31/2018 (1 of 3) 03/31/2022

Figure 72: Grant Details Hero with Back button
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The Grant Project Status, Grant Number, and FAIN appear on the left side of the hero.

Active
I ————
e - - 04/01/2017 Current Budget Period: 04/01/2017-03/31/2018 (1 of 3) 03/31/2022

Figure 73: Grant Details Hero with Grant Project Status, Grant Number, and FAIN

A Project Period Timeline appears on the right side of the hero. The Project Period Timeline represents
the Project Period for the Grant Project. For Grant Projects with multiple budget periods, the Project
Period Timeline is divided into segments, each representing an individual Budget Period.

Active
L] L]
e - - 04/01/2017 Current Budget Period: 04/01/2017-03/31/2018 (1 of 3) 03/31/2022

Figure 74: Grant Details Hero with Project Period Timeline

The date displayed below the left side of the timeline represents the Project Period Start Date.

Active
A ————
e - - 04/01/2017 Current Budget Period: 04/01/2017-03/31/2018 (1 of 3) 03/31/2022

Figure 75: Grant Details Hero with Project Period Start Date

The date displayed below the right side of the timeline represents the Project Period End Date.

Active
L] L]
e - - 04/01/2017 Current Budget Period: 04/01/2017-03/31/2018 (1 of 3) 03/31/2022

Figure 76: Grant Details Hero with Project Period End Date

The Current Budget Period appears in the middle, below the Project Period Timeline. In the Current
Budget Period field, the Budget Period Start Date and Budget Period End Date appear. The position of
the current Budget Period in the total amount of Budget Periods appears at the end of the field.

Active
I ————
e - - 04/01/2017 Current Budget Period: 04/01/2017-03/31/2018 (1 of 3) 03/31/2022

Figure 77: Grant Details Hero with Current Budget Period
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Left Rail

The Left Rail appears on the left side of the screen below the Grant Project Status, Grant Number, and
FAIN.

$643,240.00

CURRENT APPROVED BUDGET @

<'u'iew Motice of Award )

GRANT PROGRAM

PROJECT TITLE

Figure 78: Left Rail

The Current Approved Budget appears at the top of the Left Rail.

$643,240.00

CURRENT APPROVED BUDGET @

<'~Jiew Notice of Award )

GRANT PROGRAM

PROJECT TITLE

Figure 79: Left Rail with Current Approved Budget
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Click the Information icon to the right of the Current Approved Budget field. A message appears stating
the field is defined as “The total federal amount awarded for the current budget period”.

$643,240.00
CURRENT APPROVED BUDGEE

Grant

The total federal amount awarded for the

current budget period
UiEw NULIVE W Mvwan ) "J
(: / L

GRANT PROGRAM

Federall

PROJECT TITLE PROGRAM

Figure 80: Left Rail with Information icon and message

The Grant Program and Project Title appear at the bottom of the Left Rail.

$643,240.00

CURRENT APPROVED BUDGET (D

<'~Jiew Notice of Award )

GRANT PROGRAM

PROJECT TITLE

Figure 81: Left Rail with Grant Program and Project Title
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Click the View Notice of Award button to view the latest Notice of Award issued for the Grant Project.

$643,240.00

CURRENT APPROVED BUDGET @

< View Notice of Award >

GRANT PROGRAM

PROJECT TITLE

Figure 82: Left Rail with View Notice of Award button

The Notice of Award appears in PDF format.

Grant Agreement

1. RECIPIENT NAME AND ADDRESS
2. AGREEMENT NUMBER: 3. AMENDMENTNO. 0
4. PROJECT PERFORMANCE PERIOD: FROM  10/01/2015 TO 09302017
5. FEDERAL FUNDING PERIOD: FROM 10/01/2015 TO 09/3012017

IA. IRS/VENDOR NO.

6. ACTION  New

1B. DUNS NO.

7. CFDA#: TITLE FEDERAL NON-FEDERAL TOTAL

8. FROFECEIIITE 9. PREVIOUS AGREEMENTS 0.00 0.00 0.00
10. THIS AGREEMENT 643.240.00 0.00 643,240.00
11. TOTAL AGREEMENT 643,240.00 0.00 643,240.00

12. INCORPORATED ATTACHMENTS
THIS AGREEMENT INCLUDES THE FOLLOWING ATTACHMENTS, INCORPORATED HEREIN AND MADE A PART HEREOF:

Figure 83: Notice of Award PDF
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GRANT DETAILS TABS

On the “Grant Details” screen, users can access tabs including Details, History, Reports, Amendments,
and Notes. The tabs contain additional details and important functions pertaining to Grant Projects.
The Details tab is active by default.

Details History Reports Amendments Motes

Figure 84: Grant Details screen with tabs

Details Tab

Tasks

On the Details tab, the Tasks section appears dynamically if a Non-Competing Continuation application,
a Directed Supplement application, or a combination of both exist. The color indicator on the left side
of a task row represents the status of the application submission and application due date. Color
indicators include the following:

e Green: The application due date is 15 or more days away and the application is started, or the
application is submitted.

e Gray: The application due date is 15 or more days away and the application is not started.

e Yellow: The application due date is 7 to 14 days away and the application is not submitted.

e Red: The application due date is less than 7 days away and the application is not submitted, or
the application is overdue.

TaV
Start.Norl-CompetmgContmuatlon 07/01/2012 Not Started ( Start Application )
Application

Figure 85: Tasks section with color indicator.

The name of the task that is required appears in the first column of the task row.

Tasks

Start Non-C ting Continuati .
a . orl ompeting Lontinuation 07/01/2012 Not Started Start Application
Application

Figure 86: Tasks section with first column
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The due date of the application appears in the second column.

Tasks

Start Non-C ting Continuati L
a . orn ompeting Lontinuation 07/01/2012 Not Started Start Application
Application

Figure 87: Tasks section with second column

Actions
Depending on the following status’ in the third column, users can perform specific actions in the fourth
column:

e Not Started: The application is not started. A Start Application action button appears in the
fourth column to begin the application.

e In Progress: The application is started but is not submitted. An Edit Application action button
appears in the fourth column to edit the application.

e Submitted: The application is submitted. A View Application action button appears in the
fourth column to view the application.

Click the action button in the fourth column to perform an action.
Note: If the user role is not configured to process Non-Competing Continuation applications or

Directed Supplement applications, the user can successfully click an action button but cannot submit
an application.

Tasks

Start Non-C ting Continuati .
a . ori ompeting Lontinuation 07/01/2012 Not Started Start Application
Application

Figure 88: Tasks section with third and fourth columns
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If the action occurs for a Non-Competing Continuation application, users are routed to the
“GrantSolutions Non-Competing Continuation Application Control Checklist” screen in the
GrantSolutions GMM.

GrantSolutions Non-Competing Continuation Application Control Checklist

Work in Progress

This is your GrantSolutions Application Control Checklist (EACC). You will use the EACC to frack the status of your application.

To complete your application electronically, enter information by using the online forms andfor adding attachments {upload/mail-in). Required items are noted by the exclamation
point image. If an enclosure has not been verified, a red X" image is displayed.

Print Application:
QOriginal Submission

Graniee

Grant Number

Application Number (To be assigned) g

Froject Title

Due Date

Figure 89: GrantSolutions Non-Competing Continuation Application Control Checklist screen

Alternatively, if the action occurs for a Directed Supplement application, users are routed to the
“GrantSolutions Direct Supplement Application Control Checklist” screen in the GrantSolutions GMM.

GrantSolutions Direct Supplement Application Control Checklist

Work in Progress

Ths is your GeantSolutions Agpicaton Control Checkist (EACC). You will use the EACC 10 wack !he status of your appiicaton

To complete yout appicaton sectroncally. enter mformation by using the online forms and'or addng sttachments (upicad mai-n). Regured tems are noted by the exclamaton
point mage. ¥ an enciosure has not been verfied, 3 red X' mage = Gsplayed

To viaw the @rant announcemant 3nd Fppicaton kit detals. mcluding 3l gUCancs and IRQUISMENts, please cick hers

Prnt Application:

Figure 90: GrantSolutions Direct Supplement Application Control Checklist screen

If a Non-Competing Continuation application or Directed Supplement application is awarded, the task
disappears from the Tasks section. A record of the awarded Non-Competing Continuation application
or Directed Supplement application appears in the History tab.
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Actions List Icon
Click the Actions List icon (three vertical dots) to print the application.

View Application

Figure 91: Actions List icon with Print button

Grant Details
In the Grants Details section of the Details tab, a Notice of Award button appears with the date on
which the award was issued. Click the Notice of Award button to view the Notice of Award.

Grant Details

Notice of Award

Issued: 04/04/2017

Figure 92: Details tab with Notice of Award button and date issued

The Notice of Award appears in PDF format.

Grant Agreement

1. RECIPIENT NAME AND ADDRESS
2. AGREEMENT NUMBER: 3. AMERDMENT NO. 0
4. PROJECT PERFORMANCE PERIOD: FROM 10012015 TO 048302017
5. FEDERAL FUNDING PER10OD: FROM 10012013 TO  0930/2007

1A. IRS/VENDOR NO.

6. ACTION  New

1B. DUNS NO.

7. CFDA#: TITLE FEDERAL NON-FEDERAL TOTAL

8 PROIECTTITLE 9. PREVIOUS AGREEMENTS 000 000 L]
10. THIS AGREEMENT 643 240.00 0.00 643,240 .00
11. TOTAL AGREEMENT 643, 240.00 .0k 643,240.00

Figure 93: Notice of Award PDF
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Federal Information

Federal Information including the Program Office, Federal Project Officer, and Grants Management
Officer appear in the Federal Information section. Below the Federal Project Officer and Grants
Management Officer fields, names appear with initials to the left of the names.

Federal Information

PROGRAM OFFICE FEDERAL PROJECT OFFICER GRANTS MANAGEMENT OFFICER

Figure 94: Federal Information section

Recipient Information

Grant Recipient information including Name & Address, Project Director, and Authorizing Official
appears in the Recipient Information section. Below the Project Director and Authorizing Official fields,
a name appears with initials to the left of the name.

Recipient Information

MAME & ADDRESS PROJECT DIRECTOR AUTHORIZING OFFICIAL

Figure 95: Recipient Information section

Not Available Label
If Federal Information or Recipient Information is not available for a specific role, a Not Available label
appears in the field.

Not Available (i)

Figure 96: Not Available label
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Click the Information icon to the right of the Not Available label to learn who to contact for
information regarding the role.

The following message appears if information is not available for the role:

e Federal Project Officer: Federal Project Officer information is not available for this project.
Please contact the Program Authorizing Official for more information.

e Grants Management Officer: Grants Management Officer information is not available for this
project. Please contact the Grants Management Specialist for more information.

e Project Director: Project Director information is not available for this project. Please contact the
Program Authorizing Official for more information.

e Authorizing Official: Authorizing Official information is not available for this project. Please
contact the Grants Management Officer for more information.

Not Availabld (D

Grants Management Officer information is not
available for this project. Please contact the

Grants Management Specialist for more
information.

Figure 97: Not Available label with Information icon and message
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SAM.gov Status

Status Button
At the bottom of the Details tab, a SAM.gov Status field appears. A status button appears in the field
with a SAM.gov status. Statuses include the following:

e Active — No Exclusions: The Recipient organization’s SAM.gov registration is active and the
organization is not on an excluded parties list. A checkmark appears to the left of the status.

e Active — Exclusions: The Recipient organization’s SAM.gov registration is active and the
organization is on an excluded parties list. An exclamation point appears to the left of the
status.

e Expired — No Exclusions: The Recipient organization’s SAM.gov registration is expired and the
organization is not on an excluded parties list. An exclamation point appears to the left of the
status.

e Expired — Exclusions: The Recipient organization’s SAM.gov registration is expired and the
organization is on an excluded parties list. An exclamation point appears to the left of the
status.

Click the status button to navigate to the “Organizational Detail Record from SAM.gov” screen.

SAM.GOV STATUS

QEctive - No Exclusions||
Expires 12/02/2020

[ Learn More at SAM.gov

Figure 98: SAM.gov Status with status button
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Users are routed to the “Organizational Detail Record from SAM.gov” screen.

Organizational Detail Record from SAM.gov

Basic Information
Legal Business Name:

Doing Business As (DBA):
Division Name:

Division Number:
Company URL:

Registration Status:
Delinquent Federal Debt:
Exclusions in SAM.gov:

Type of Organization:
Business Types/Grants:

Business Start Date: 04/01/15932
Duns:
CAGE/NCAGE:

Figure 99: Organizational Detail Record from SAM.gov screen

Expiration Date
The expiration date of the Grant Project in SAM.gov appears below the status.

SAM.GOV STATUS

@ Active - No Exclusions
Expires 12/02/2020

[? Learn More at SAM.gov

Figure 100: SAM.gov Status with expiration date
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Learn More at SAM.gov Button
Below the expiration date of the Grant Project, click the Learn More at SAM.gov button to navigate to
SAM.gov.

SAM.GOV STATUS

@ Active - No Exclusions
Expires 12/02/2020

[ Learn More at SAM.gov

Figure 101: SAM.gov Status with Learn More at SAM.gov button

Users are routed to the “About” screen of SAM.gov.

SSAM i

SYSTEM FOR AWARD MANAGEMENT

Login.gov FAQs

HOME SEARCH RECORDS DATAACCESS CHECKSTATUS ABOUT HELP

About

Overview

What is SAM? The System for Award Management (SAM) is an official website of the U.5. government. There is no cost to use SAM. You can use
this site for FREE to:

News
« Register to do business with the U.5. government
Contact Us « Update or renaw your entity registration

» Check status of an entity registration

« Search for entity registration and exclusion records

Getting Started
You must have an active registration in SAM to do business with the Federal Government. To register in SAM, at a minimum, you
will need the following information:

TU.5. Registrants:
1. Your DUNS Number, Legal Business Name, and Physical Address from your Dun & Bradstreet (D&E) record.
» Ifyou don't already have one, you can request a DUNS Number for FREE from D&B.
2. Your Taxpayer Identification Number (TIN) and Taxpayer Name associated with your TIN. Review your tax documents from the
IRS (such as a 1099 or W-2 form) to find your Taxpaver Name.
3. Your bank's routing number, your bank account number, and your bank account type, i.e. checking or savings, to set up
Electronic Funds Transfer (EFT).

International Registrants:
1. Your NATO Commercial And Government Entity (NCAGE) Code.
» Ifyou don't already have one, you can request an NCAGE Code online for FREE,
2. Your DUNS Number, Legal Business Name, and Physical Address from your D&B record. Make sure your DUNS information
and NCAGE information match.
« Ifyou don't already have one, you can request a DUNS Number for FREE from D&E.

Figure 102: SAM.gov About screen
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History Tab
To view the Grant Project history, click the History tab.

Details Reports Amendments Motes

Figure 103: Grant Details screen with History tab

The History tab opens.

Grant History

* == - 06/27/2017 £ View Notice of Award

Post Award Amendment ~~

o == - 04/03/2017 £ View Notice of Award

Mew w»-

Figure 104: History tab

A historical timeline for the Grant Project appears on the left side of the display. The full Grant Number
for each application or amendment appears to the right of each point on the timeline.

Grant History

. 06/27/2017 £l View Notice of Award

050 AWanr menament »

° 04/03/2017 £ View Notice of Award

2W N

Figure 105: Grant Number for each amendment
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The date the application or amendment was awarded appears to right of the Grant Number.

Grant History

* W= - B View Notice of Award

Post Award Amendment ~~

¢ - = - B View Notice of Award

Mew -

Figure 106: Application and amendment due dates

The Amendment Type appears below the Grant Number. The Amendment Type may appear as the
following depending on the amendment:

New

Directed Supplement

Competing Continuation

Post Award Amendment

Non-Competing Continuation Application

Grant History

o - 06/27/2017 £l View Notice of Award

Post Award Amendment

o = = - 04/03/2017 £ View Notice of Award

Figure 107: Amendment Type
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Click the arrow button below the Grant Number to expand additional historical information. A
historical status indicator appears on the right side of the expansion, and the date the application or
amendment was awarded appears to the right of it. The following fields appear below:

e Application Number
e Project Period

e Budget Period

e Amount

o TS 06/27/2017 £ View Notice of Award

Post Award Amendmen

Application # ( ® Awarded-06/27/2017 )

Project period 10/01/2016 - 08/30/2018
Budget period 10/01/2016- 05/30/2018 {1 of 1)

Amount $8,787,812.00

Figure 108: Expand arrow button and additional historical information

Application Number and Historical Status Button
Click the Application Number button or the historical status button to access the “GrantSolutions
Application Control Checklist” screen.

o W= 06/27/2017 £ View Notice of Award
Post Award Amendment

Project period 10/01/2016 - 0%/30/2018

Budget period 10/01/2016- 05/30,/2018 (1 of 1)

Amount S8,787,812.00

Figure 109: Application Number button and historical status button
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The “GrantSolutions Application Control Checklist” screen appears.

GrantSolutions Application Control Checklist

Awarded (Read Only)

This iz your GrantSolutions Application Control Checklist (EACC). You will use the EACC to frack the status of your application.

To complete your application electronically, enter information by using the online forms andfor adding attachments (upload/mail-in). Regquired items are noted by the exclamation
point image. If an enclosure has not been verified, a red "X’ image is displayed.

To review the grant announcement and application kit details, including all guidance and requirements, please click here.
Print Application:

Original Submission

Applicant
Application Number -

Grants.gov Tracking Number

Program

Announcement

Service Area

Project Title

Due Date 09/01/2016 12:00 AM (GMT - 05:00) Eastern Time (US & Canada)
Submitted Date 08/01/2016 04:28 PM Eastern Time

Figure 110: GrantSolutions Application Control Checklist screen

View Notice of Award Button
Click the View Notice of Award button on the right side of the row to access the Notice of Award for
the desired application or amendment.

Grant History

o e - 06/27/2017 £ View Notice of Award

Post Award Amendment ~~

s == - 04/03/2017 £ View Notice of Award

New s

Figure 111: View Notice of Award button
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The historical Notice of Award appears in PDF format.

Grant Agreement
1. RECIPIENT NAME AND ADDRESS
2. AGREEMENT NUMBER: 3. AMENDMENT NO. 1
4. PROJECT PERFORMANCE PERIOD: FROM  10/01/2016 TO 09302018
5. FEDERAL FUNDING PERIOD: FROM 10/01/2016 TO 09302018
1A. IRS/'VENDOR NO.
6. ACTION
1B. DUNS NO.
7. CFDA# TITLE FEDERAL NON-FEDERAL TOTAL
£ EROIBCTILLE 9. PREVIOUS AGREEMENTS 3,702,767.00 653,430.00 4,356,197.00
10. THIS AGREEMENT 8,787,812.00 1,550,791.00 10,338,603.00
11. TOTAL AGREEMENT 12,490,579.00 2.204,221.00 14,694 800.00

12. INCORPORATED ATTACHMENTS
THIS AGREEMENT INCLUDES THE FOLLOWING ATTACHMENTS, INCORPORATED HEREIN AND MADE A PART HEREOF

Figure 112: Historical Notice of Award PDF
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Reports Tab

To view Grant Project reports, click the Reports tab.

Details History Amendments Motes

Figure 113: Grant Details screen with Reports tab

The Reports tab opens with the Current Reporting Period section expanded by default. Both Federal
Financial Reports (FFRs) and Performance Progress Reports (PPRs) appear in each section.

Reports
Report Type
All Reports (10) A4
Past Reporting Periods A4
Current Reporting Period 7N\
TYPE DUE DATE REPORTING PERIOD STATUS ACTION
10/30/2020 - Not Started
- Start Report
Quarterly FFR o 2 months 07/01/2020 - 09/30/2020 p
10/22/2020 - Not Started
rterly PPR 07/01/2020 - 09/30/2020 ot otarte Start Report
Quarterly in 4 months o1/ /30/ P
Future Reporting Periods AV

Figure 114: Reports tab with Current Reporting Period section
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Click the Report Type drop-down to filter search results by Report Type.

Reports

Report Type

All Reports (48) Al

All Reports (46)

[ |} FFR(22)

[ 1 PPR(24)

Figure 115: Report Type drop-down

In the Past Reporting Periods, Current Reporting Period, and Future Reporting Periods sections, click the
arrow on the right side to expand each section.

Reports

Report Type
All Reports (10) N

Past Reporting Periods N

Current Reporting Period v

Figure 116: Reporting Period section expansion arrow button
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Reporting Period Section
FFRs and PPRs for the desired reporting period appear in rows, and the following columns appear:

e Type: Quarterly, semi-annual, annual, or final depending on the Federal agency reporting
requirements.

e Due Date: The report due date. Users can start, edit, and submit a report even if the due date is
passed. A countdown is included in this column.

e Reporting Period: The reporting timeframe.

e Status: The current report workflow status. Click the Status button to view the workflow history
and any comments. Statuses include the following:

Not Started: Data is not entered in the report.

In Progress: Data is entered in the report and not submitted.

Submitted: The report is submitted to the Grantor.

Accepted (may appear as Approved): The report is approved by the Grantor.

Returned: The report is returned to the Grant Recipient by the Grantor for edits.

Withdrawn: The report is withdrawn by the Grant Recipient.

No Data Available: No data is available for the report.

© O O O 0O O O

Past Reporting Periods Fas

TYPE DUE DATE REPORTING PERIDD 5TATUS ACTION

06/15/2019 - i ; .
Semi-Annual FFR - 04/01/2018 - 05/16/2019 D Submitted View :
about 1 year ago Report

Figure 117: Reporting Period section with Status button

The “Reporting Workflow History” screen appears.

FFR Reporting Workflow History p 24

® Submitted 07/27/202006:11 PM EDT View Submission

# InProgress 07/27/202006:07 PM EDT

Figure 118: Reporting Workflow History screen
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e Action: Start, edit, or view a report depending on the current report workflow status. Some
report workflow statuses do not have an applicable action. Click the Action button to perform
an action for the FFR or PPR. Actions include the following:

o Start Report: Begin the FFR or PPR form.
o Edit Report: Continue editing the FFR or PPR form.
o View Report: Upon submission, view the contents of the FFR or PPR form.

Note: If the user role is not configured to submit FFRs or PPRs, the user can successfully click an action
button but cannot successfully submit the report.

Past Reporting Periods -~

TYPE DUE DATE REPORTING PERIOD 5TATUS ACTION

06/15/2019 - ; ; .
Semi-Annual FFR i 04/01/2019 - 05/16/2019 D Submitted View :
about 1 year ago Report

Figure 119: Reporting Period section with Action button

Actions List Icon
Click the Actions List icon (three vertical dots) to print the report or download a PDF version. This
option is available for all statuses except Not Started.

Print

¥ Submitted

Download

Figure 120: Actions List icon with Print and Download buttons
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Amendments Tab

1. Toview Grant Project amendments, click the Amendments tab.

Details History Reports Amendments Notes

Figure 121: Grant Details screen with Amendments tab

2. The Amendments tab opens. Features within this tab are currently unavailable. A “Coming
Soon” message appears in the middle of the tab.

Bie

Coming Soon!

We're continuously working on upgrading
GrantSolutions experience. This feature is coming soon,
but in the meantime you can view notes for this grant in

the classic experience.

View Amendments

Figure 122: Amendments tab with Coming Soon message

3. To access amendments, click the View Amendments button below the “Coming Soon”
message.

Coming Soon!

We're continuously working on upgrading
GrantSolutions experience. This feature is coming soon,
but in the meantime you can view notes for this grant in

the classic experience.

View Amendments

Figure 123: Amendment tab with View Amendments button
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4. Users are routed to the Manage Amendments screen in the GrantSolutions GMM.

Manage Amendments

Grant Number

Grantee Name

Froject Title
Project Start Date 10/01/2015
Project End Date 093072017
Last Issued NGA 05/24/2016 {View NGA)
Amendment # Status Submitted Date Type Budget Period Action

{There are no Amendments found for this Grant.)

M Close

Figure 124: GrantSolutions GMM Manage Amendments screen

Notes Tab

1. Toview Grant Project notes, click the Notes tab.

Details History Reports Amendments

Figure 125: Grant Details screen with Notes tab

2. The Notes tab opens. Features within this tab are currently unavailable. A “Coming Soon”
message appears in the middle of the tab.

Coming Soon!

We're continuously working on upgrading
GrantSolutions experience. This feature is coming soon,
but in the meantime you can view notes for this grantin

the classic experience.

Figure 126: Notes tab with Coming Soon message
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3. To access grant notes, click the View Grant Notes button below the “Coming Soon” message.

Coming Soon!

We're continuously working on upgrading
GrantSelutions experience. This feature is coming soon,
but in the meantime you can view notes for this grantin

the classic experience.

View Grant Notes

Figure 127: Notes tab with View Grant Notes button

4. Users are routed to the Grant Notes screen in the GrantSolutions GMM.

Grant Notes

Grant Number
Grantee Name
Project Start Date 10/01/2015
Project End Date 09/30/2017

Grant Note Create Date | - |To| | - |
Grant Note Type
Grant Note Category
Author
Subject |
Hide Automatic Notes v

Add Search

Total 0 notes
Mo Records
Add Cancel

.ﬁ Has Attachment (2 Edit Note ] Delete Note ™. View Note

Figure 128: GrantSolutions GMM Grant Notes screen
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