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Processing Non-Competing Applications in GrantSolutions

Introduction

The first step in using GrantSolutions is to get an account. Information about getting an account to GrantSolutions can be found in the Getting Started

section of the GrantSolutions website. The URL for GrantSolutions is http://www.grantsolutions.gov.

‘€ GrantSolutions - Windows Internet Explorer
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Home Services

Home

COE Partners

Federal Agency Partner Login

COE Updates

Subscribe to our mailing list to
receive updated information about
the Grants COE via email

Welcome New COE Partners!
COE Mewsletter
MNews Archive

News

ACF Partnership Success Story
Department of State

Federal Railroad Administration

THE GRANTS CENTER of e Vb

COE Support Contacts Site Map

The Grants Center of Excellence

The Grants Center of Excellence (COE) serves as one of three consortia leads under the Grants
IManagement Line of Business (GMLoB) E-Gov initiative offering government-wide grants
management system support services. The COE is managed by the Administration for Children
and Families (ACF) within the Department of Health and Human Serices in partnership with 17
agencies as of September 2008.

To leamn more. you may go to the following

GrantSolutions gov Overview ( ppt - 382 MB ) (txt - 8 kb )
COE FAQs ( doc - 58 kb)

COE Brochure (2006-2007) { pdf - 397 kb } (txt -4 kb )
COE Federal Agency Partners - Additional Documentation

Office of Management and Budget

« Guidance on the Grants Management Ling of Business (GMLoB) initiative

‘) GrantSqutlons gov

ing Services, Salution:
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GrantSolutions System Status

] System Status: Norma

Access GrantSolutions

Click the login butten to acces,
GrantSolutions

Login to GrantSolutions.gov

Funding Oppertunities

To view a list of open Federal
Agency grant opportunities, click ™

Select the Login to
GrantSolutions.qgov link.

GrantSolutions Home Page
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Login To GrantSolutions

Once you get your username and password, you are ready to login. The login page will ask you for your username and password. Enter the information
and select the Log In Button. Upon your first successful login to the system, you will be prompted to change your username and password.

F -Jokd

GrantSolutions - Windows Internet Explorer
@* - :ﬁ htkps: | frana, grantsolutions . govigs ispflogingjaas-login. jsp V = (|| XK L cf yoliRd
File Edit Wiew Favorites Tools  Help
@ 5
e:f hr i;ﬁGrantSolutions | - I’:I\ - B - _" Page v L Tools - 2
E il = - _,\_:

Unauthorized Access Warning
You are accessing a U.S. Government information svstem, which includes (1) this computer, (2] this computer network, (3) all
computers connected to this network, and (4) all devices and storage media attached to this network or to a computer on this
network. This information svstem is provided for U.S. Government-authorized use only. Unauthorized or improper use of this
systemn may result in disciplinary action, as well as civil and criminal penalties.
Bv using this information system, vou understand and consent to the following:

= You have no reasonable expectation of privacy regarding anv communications or data transiting or stored on this
information system. At anv time, and for any lawfil Government purpose, the government may monitor, intercept. and
search and seize anv communication or data transiting or stored on this information system.

Any communication or data transiting or stored on this information svstem may be disclosed or used for any lawful

Government purpose.

First Time Users Login to GrantSolutions.gov

Click the button below to create a Usemname: @

GrantSolutions.gov User Account. Password: ﬂ
REGISTER LOG IN
Forgot Password?

View Grant Opportunities

GrantSolutions.gov User Support
301-231-6005
1800-618-0223

help@grantzolutions.gov
(8 AM - & PN Eaztern Time M-F})

GrantSolutions Login Page
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Change Password Page

When you login to the system for the very first time, you will be prompted to change your password. After entering the information, you be taken back
to the login page where you can enter your new password.

Current Password
*New Password

“Confirm New Password

SUBMIT || CANCEL

Change Password Screen
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Description of Menu Items

(O GrantSolutions.gov E
Account Management = Funding Opportunity Applications Grants = Repors - Help/Support
Menu Item Description
Account Management If you need to edit any of your user information you will go to Account Management. Under update profile you

will be able to edit your contact information. If you want to change your password you will go to Change
Password and follow the prompts

Funding Opportunity You will go to Funding Opportunity to see all grants that you are eligible to apply for. Once you review the Grant
Announcement, you can apply from this screen. You will access your non-competing continuation application
from this menu option. After you have submitted your non-competing application, you will access it from the
Applications menu.

Applications Once you have started to fill in an application online, you can access the application and any previously entered
applications from this menu item.

Grants The Grants link on the menu contains My Grants List (MGL), which is a central point of management for all
grants assigned to a user. Most grant information may be obtained, and Post Award actions may be controlled,
from this location. The MGL lists all awarded grants.

Reports The Reports section allows you to fill out the Federal Financial Report, the Financial Status Report, and the FPAR
when the time comes. Additional training material on the FSR module is available under the Help section of
GrantSolutions.

Help/Support The Help/Support link will give you the contact information for the GrantSolutions Helpdesk, as well as user
manuals, and release notes.
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Processing Non-Competing Applications in GrantSolutions- Summary

The chart below describes the high level process using GrantSolutions to submit your non-competing application.

Step | Description Notes
1 Request a user account if you have not received one already. There is an online account request form.
2 Login to GrantSolutions and access the online See instructions below.
forms/enclosures/instructions/program and budget narrative
templates.
3 Upload your budget/program narrative and fill out the online
forms.
4 Review your application.
5 Submit your application.
6 Check on the status of your application.
7 Add optional grant notes, correspond with grant/program

officers, upload additional documents.
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Accessing Your Non-Competing Application for the 1st Time

When you login to the system for the first time, you will be presented with a screen similar to the one below.

e N Lt e I T RN L e

< > GrantSolutions.gov

Accounthanagement = Funding Opportunity Applications Grants = Reports = Help/Support

‘ You have no existing grants available
If you like to see the pending grants. please click on Pending Grants link from menu

If you like to see the existing applications. please click on Applications link from menu

To access your non-competing application/forms, select Funding Opportunity from the menu and click the Apply link adjacent to the Competing
Continuation Announcement title. If you have already started to fill out the application, you will select the In Progress action. If you have already
submitted the application, it will be available from the applications menu item.

[aturner:] | GrantSolutions-3.6.4.13 0:1/25/2008

{_ GrantSolutions.gov

Account Management = Funding Opportunity Applications Grants = Reports = Help/Support
Funding Opportunity

Non-Competing Grants - Application Kits
Grant Number Budget Period Project Period Grant Program Due Date Action
90FE0013-04 09/30/2009 to 09/29/2010 09/30/2006 to 09/29/2011 Healthy Marriage Grant Program 07/01/2010 In Progr
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Filling in the Online Forms

Upon accessing your application you will come to the Application Control Checklist Page. This is the page that allows you to fill in forms, download
templates, and submit your application.

& GrantSolutions - Windows Internet Explorer L‘Jw

g |E‘ https:,l',l'demo.rnsolutions.cam,l'gs,l'servlet,l'eacc.noncomp.E.ﬁ.CCInProgressServIet?Application_Id=132D30&close_ur|=.,,I'customerStaFF.ﬁ.pplicalil @ Certificate Error | 1| X ._.ClC-l Search | P =

File Edit Wiew Favorites Tools  Help

Wk |@Grant50lutions I | - B A= v [ikpage - £ Tods - =

ATurner:] | GrantSolutions-3.9.4.13 01/25/200g | Log C-ut|:|
¢ GrantSolutions.gov =

Account Management = Funding Opportunity Applications Grants = Reports = Help/Support

GrantSolutions Non-Competing Continuation Application Control Checklist

Work in Progress
This is your GrantSeclutions Application Control Chedklist {(EACC). You will use the EACC to tradk the status of your application.

To complete yvour application electronically, enter information by using the enline forms and/or sdding sttachments [uplead/mail-in). Reguired items are noted by the exclamstion point image. |f an enclosure has net been verified, ared 7 image

is displaysd.

Print Application: Qriginal Submission

Grantee: Organization for Change

Grant Mumber 90FE0013

Application Murnber:(To be assigned) =

; y Healthy Marriage Demaonstration

Exagolt ille. ISramr‘:frF'riorit},r ,gﬂ\rea 2

Due Date: 07/01/2010 12:00 AM (GMT - 05:00) Eastern Time (US & Canada)
Submitted Date:  02/01/2010 12:00 AM Eastern Time

|Online Forms

Attachment(s) @
Project Abstract Summary Enter Online

Enter Comments [0 Uploaded Files
0 Mail-in ltermns

SF 4244 Budget Enter Online MNIA Y

I =3 |1|
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The Application Control Checklist

The application control checklist is where you fill out forms, download documents and instructions, upload files, and submit and unsubmit your
application.

Entering/Saving Online Form Information

To enter online form information, select the “Enter Online” link associated with the item you wish to fill out. (ex 424a). When you are done entering in
the information, select the Save button at the bottom of the screen. You do not have to fill in ALL of the information in 1 session. However, the online
forms must be validated before you can submit the application.

Validating Online Form Data

Upon completing the online form information, select the Validate button at the bottom of the page. Any validation errors, such as missing required data,
will be presented to you. If you are filling out the 424A form, the system will prompt you to copy the budget information over to the 424 form. Select
“Yes’ if you wish to do so.

Entering Comments for a particular form

Select the ‘Comments’ link for the item you wish to add comments to.

Account Management = Funding Opportunity Applications Grants = Repors = Help/Support

Application Enclosure Comments
Crganization Mame: Organization for Change

Application Mumber: (To be assigned)
Project Title Healthy Marriage Demonstration Grant: Priority Area 2
Project Period 09/30/2006 to 09/29/2011

Enclosure: Program Marrative Upload
Please enter your comments concerning this enclosure into the text box below. When you are finished. press the "Save” button

{limit to 80 characters)

‘Comments:

Save Cancel

Processing Non-Competing Grant Applications - Grantee Manual Page 10



Uploading a File as part of your application

If you wish to upload a file as part of your application, select the appropriate item and select the Uploaded files link. From there, you will be able to

upload a file from your computer to the system.

Select ‘Upload Attachment’ to upload a file to the system.

< GrantSolutions.gov

Account Management = Funding Opportunity Applications Grants - Repors - Help/Support

Attachments

You may upload file attachments or specify mail-in items for the enclosure below:

Organization Mame: Organization for Change

Application Number: {To be assigned)

Project Title: Healthy Marriage Demonstration Grant: Priority Area 2
Project Period: 09/30/2006 to 09/29/2011

Enclosure: Project Abstract Summary

Number of Attachments: 0

litem Description Type|
|[Empty]

Upload Attachment ] [ Add Mail-in ltem ] [ Close ]

Attachment Notice:
GrantSolutions will perform a virus scan on all uploaded attachments. If GrantSolutions finds a virus, the file will be purged and the attachment will not be accepted. If the uploaded file is virus-free and a
supported document file type, GrantSolutions will convert the file into PDF format and store it on the system. Where possible. please consolidate the number of uploads.

Please he aware that these operations could take up to five minutes to complete and that this page will not automatically refresh itself. If the word "Pending” appears next to your file upload. wait a few
minutes and then refresh the page by pressing your browser's refresh button. Alternatively. press the "Close” button and return to this screen later.
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Viewing the full Application Submission (Print Application)

To view your entire application click Original Submission on the GrantSolutions Non-Competing Continuation Control Checklist.

A new window will open with a PDF version of your application, which you can print.

File Edit Wiew Favorites Tools  Help

W |@Grant50lutions | |

‘& GrantSolutions - Windows Internet Explorer \ E]
@@ > (] https:,l’,l’demo.rnsolutions.com,l’gs,l’servlet,l’eacc.noncomp.EACCInProgressServlet?AppIication_Id=13203\ |V§ ':,f' Certificate Errar || #4 | A

Pl

— = = »
fi v B - & - [5hPage - ©Tok -

|~
Account Management = Funding Opportunity Applications Grants = Repors = elp/Support
GrantSolutions Non-Competing Continuatiop Application Control Checklist
Work in Progress
This is your GrantSolutions Application Control Chedilist (EACC). Yeou will use the EACC tc tradk the status of your application
your applicaticn electronically, enter information by using the enline forms and/or adding attachments (uplcad/mail-in). Reguiled items are noted by the exclamation point image. If an enclosure has not b sred X imags L
Print Application: Criginal Submistion
Grantes: Crganization for Change
Grant Mumber 90FEN013
Application Number:{To be assigned)
. ) Healthy Marriage Demanstration
Project Title Grant: Priority Area 2
Due Date: 07/01/2010 12:00 AM (GMT - 05:00) Eastern Time (US & Canada)
Submitted Date 02/01/2010 12:00 AM Eastern Time
[Online Forms - I
Attachment(s) @ .
Project Abstract Summary [Enter Online )
Enter Comments |0 Uploaded Files
.SF 424A Budget Enter Online if‘l.-'A ...... —
Attach t(s) &]
SF-424 Application for Federal Assistance E Onli rAEmCInEne i
(Version 2.0) Enter Online ; FAAY|
2 Enter Comments 0 Uploaded Files
0 Wail-in Items il
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Submitting your application

Once you have completed your application, click the Verify Submission button at the bottom of the page.
Then click Einal Submission.
Your application has now been submitted to the Grant’s Staff for review.

@ GrantSolutions - Windows Internet Explorer g@

— = :
@ = |E https:ffdemo. rmsolutions . com/gs/servieteacc. noncomp. EACCSubmitapplicationSerylet Papplication_Id=132030 |V_=@-| Certificate Error | *3| % | Aol Search | 2=

File Edit Wew Favorites Tools Help

'ir-? hr |§Grant50lutions

[ | ﬁj r B :é v |k Page - ’:;‘ Tools = =

ATurners] | GrantSelutisns-3.5.4.13 01/25/2005 | Log C-utl_’l_l
< GrantSolutions.gov = =

Account Management = Funding Opportunity Applicaticns Grants = Repors = Help/Suppert

GrantSolutions Non Competing Application Submission Verification

You are about to submit the following application:

Grantee: Organization for Change

Grant Number: 90FED013

Project Title Healthy Marriage Demonstration Grant: Priority Area 2

Due Date: 070142010 12:00 AM{GMT - 05:00) Eastern Time (US & Canada)
Submitted Date:02/01/2010 12:00 AM Eastern Time

Online Forms
i”"F'rUject Abstract Summary

Il‘_‘_"SF-42¢1 Application for Federal Assistance
(Version 2.0)

[Program Narrative |
i""‘Prngréﬁ% MNarrative Upload |

“** It appears from what you have entered that your application is not complete. To correct, press the "Cancel” button to return to the Application Control Checklist.

Final Submission ] ’ Cancel ]
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Application Workflow Status

Workflow Description

The following workflow states exist for your application. This is referred to as the application status. The status of the application is displayed at the top
of the Application Control Checklist Page.

Application
Status Name

Description

Work In Progress

An application that has been started but not submitted yet. Applications that are in the Work in Progress status can
be modified.

Submitted

Once an application has been submitted, it can no longer be modified without contacting your federal
representative. If a change needs to be made AFTER you have submitted your application, your federal
representative must be contacted, and they can unlock the application so you can make changes to it.

Review in Progress

Your application is being reviewed and processed by your federal organization.

Awarded

Your application has been awarded.

Processing Non-Competing Grant Applications - Grantee Manual
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Other System Features
Accessing/Requesting Help

To access online help, select Help/Support from the menu item. This is located on the right side of the menu bar.

@ GrantSelutions - Mozilla Firefox

@ % c {mt ﬁ@ hitbps: fdema. rsolutions. comygs/servletfeacc. newapp, EACCINProgressServet tApplication_ld=132031&close_url=.. fcustomerStaffApplical .7 -"_ J.'
03 Hematology and Onco... |:| GrantSolutions Dey |_] Mew “’ MEW DEY |_1] PART Training
Ij GrantSolutions 4 i - -
tﬂ"il Do you want Firefox ko remember the password For "aTurner1" on rnsolutions.com? Remember ] [ Mever For This Site ] [ Tk Mo I ﬁ
. [ATurnera] | GrantSolutions-3.9.4.13 o1/25/2009 | Log C)ut{A
O GrantSolutions.gov

Account Management = Funding Opportunity Applications Grants = Reports —  Help/Support /

GrantSolutions Application Control Checklist

Work in Progress

Thiz iz your GrartSolutions Application Cortrol Checklist (EACC). Yiou will use the EACC to track the status of your application.

To complete your application electronically, enter information by using the online forms andior adding sttachments (uploadimail-in). Recguired tems are noted by the exclamation point image. If an enclosure has not been verifisd, & red W' images is displayed.

To reviewy the grant announcement and application kit details, including &l guidance and requirements, please click here.

Print Application: Criginal Submission

Applicant: Cirganization for Change

Application NUmMBEer:(To be assigned) €

Frogram: AT - Anti-Trafficking

Announcement: Lydia's 10/14 Public Opportunity Title

Service Area; DOS/GTIF Central

Project Title: Lydia's 10/14 Public Opportunity Title

Due Date: 10/14/2010 0800 PM (GMT - 05:00) Eastern Time (US & Canada)

Program MNarrative

—— [

javascripk:open'wind'http: f v, grantsolutions. gov/cfidisplay fGrantesUsers/Home!, 750,500, ves', 'ves', 'ves), 'ves

/ B
File Edit Yiew History Bookmarks Tools Help
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Grantee Help Page

Upon selecting Help, a new window will appear and show information similar to the window below. An email and phone number for help desk
is provided, in addition to links to online manuals, training materials, release notes.

@ GrantSolutions - Mozilla Firefox

)

File Edit Wiew History Bookmarks Tools  Help
c (el iiff SI:nlrJin:nn's.- o | https:,l'_,l'www.g_rantsolutions.govll'cf,l'displqy!l'_GranteeUsers!l'Home -.'l 2 P
4 GrantSolutions —
]
H
VN* 7V ) 23 Wals C
wancrss @Y CEllCNICE L comsicionsso
Linking Services, Solutions. Communities
".“E;
Home
Center of Excellence Reference Library: Applicants / Grantees
Help Desk GrantSolutions.gov
The GrantSolutions. gov mission is to provide a comprehensive and cost effective grants management solution for grantors, grantees and applicants. We
service all types of grants (service, training, demonstration, social research, and cooperative agreements) across all grant categories (discretionary,
formula, black, and entitlement).
Tel. 1.800.618.0223 or
301.231.6005 = .
GrantSolutions.gov Materials
Email helpi@grantsolutions. gov
Hours 10 AM - 6 PM EST, User Guide
Monday - Friday
Applicant / Grantee User Manual ( pdf - 5.49 mb )
Release Notes
Release notes for GrantSolutions Yersion 3.7 7/23/2009 ( .pdf- 13 kb )
Release notes for GrantSolutions Yersion 3.4 5/8/2003 { pdi- 15 kb )
Release notes for GrantSolutions “ersion 3.3 3/9/2009 ( . pdf- 14 kb )
Release notes for GrantSolutions Yersion 3.2 1/8/2009 { pdf- 13 kb )
Release notes for GrantSolutions Yersion 3.1 12/12/2008 ( _pdf - 80 kb )
Release notes for GrantSolutions Yersion 3.0 1172008 ( pdf - 81 kb ) |
Dorie 2]

support
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Sending a Message

GrantSolutions provides for the ability to contact your federal grant or program officer directly in GrantSolutions without leaving the system. On the
navigation bar click Applications, and then under the action column select the Send Message link that coordinates with your current application.

Message Create

*To |- Please select- V_'
* Subject Grant Number; 30FEQ013-04

Urgent El

Contents:

= = | Styles » Paragraph = Fontfamily = Fontsize -
] B— g == |
e 1= 1= 2=

| VEFOm|HO G|
| i | |—elEx x |Q|& w3
|4 || T

Fath: p
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Viewing Grant Notes

On the navigation bar click Applications, and then under the action column select the Notes link that coordinates with your current application.

To view an existing note, select the View option in Action link column.

@ Mozilla Firefox

File Edit Wiew History Bookmarks Tools  Help
- c (ai lr}|_1 ipicte (e siate il hikbps: ffderno, risolutions, comygs listhote. gs2layoutwithoukMenu=Y&applicationTd=132029 i -"-"'

|_1'] https://demo.rnso...icationld=132029 | -+

Application Notes

3 notes

| Date |Application Number|

Subject

| Author IGrant Note Type Action

02/04/2010[FE201000007 1

Reguest for Resumes of Key Personnel

Mrs. Geneva Ware-Rice|Correspondence [View

02/04/2010[FE201000007 1

Wanlication Being Reviewed by Program OfficeMrs. Geneva Ware-Rice|Correspondence [View

02/04/2010[FE2010000071

[Cuestion for Grantee - Allowahle Activities

Mrs. Geneva Ware-Rice|Correspondence View

| Add | | Cancel |

Done
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Adding an Application Note

On the navigation bar click Applications, and then under the action column select the Notes link that coordinates with your current application.

Select the Add button at the bottom of the screen. If you wish to attached a document to your note, select the browse button and navigate to the file on

your computer to upload it with your note.

Application Notes - Add

Author; Mrs. Grantee

“Subject  Resumes of Key Persons

‘Mote Type: | Correspondence |v|

Uplazd File:

“Mates: (Limit to 2000 characters)

Attached, please find the
resumes you reguested.

| Add | | cancel

Done
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