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Introduction

The Office of Public Health & Science Program Offices (OPHS)/Office of
Grants Management (OGM) manages all financial and business functions
throughout the life of the grant from application to close-out. As the official
signatory for obligating Federal grant funds, grants business management, and
prior approval requests, the OGM monitors all business and financial
transactions for grants compliance with Federal Regulations.

Designed to support the OPHS/OGM business process, the GrantSolutions
System is a fully automated web-based J2EE compliant system. GrantSolutions
can be used to capture, manage and process the entire discretionary grants
management business life cycle.

As an interactive input and retrieval system, GrantSolutions allows users to
perform grants management functions and maintain all information related to
applications and grants. Through GrantSolutions, users can maintain applicant
information, recommend and award funds, and view the status of pending
applications and approvals. Users can also perform award-funding calculations,
release and print awards, submit award data to external systems, and facilitate
changes in data such as the recipient’s address or the contact information of a
grants management officer (GMO).

GrantSolutions consists of four modules:
1. Pre-Award
2. Award
3. Post Award
4. Administration

Each module provides independent functionality that can be used to manage a
specific grant business process or combined the individual modules provide a
complete grants management solution.

The Administration (ADMIN) subsystem provides the security and
communication infrastructure for the GrantSolutions system. Designed for
System Administrators, this subsystem can be used to gather user information
for creation, maintenance, and monitoring of user accounts and maintains
system security by providing access controls using secured usernames and
passwords.

The subsystem allows the Administrator to manage user tables, look-up tables,
templates, and send internal communications and self-reminders.

Introduction
GrantSolutions.gov
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e-Commerce is electronic
business transactions conducted
over a computer network using
applications that rely on the
Internet.

Arole is a set of privileges
granted to a user based upon
assigned duties and
responsibilities.

Project Officer

System Requirements

The GrantSolutions System exists in a 3-tier environment using an industry-
standard e-Commerce capable web server, a Java Application Server, and a

high-performance Oracle Database. Accessing the system is available from
user’s workstation using one of the following internet browsers:

o Internet Explorer 5.01 higher.
e Alternatively, Netscape 4.7 or higher.

Security

The GrantSolutions system is intended for use by Grants Management and
Program Staff, and our grantee business partners. OPHS staff members have
access privileges based on job roles and assignment to defined “groups” within
the GrantSolutions security system. Grant applicants and grantee business
partners register their name and organization with GrantSolutions and receive a
confidential user name and password that will provide access for online
application, grant announcements, and electronic submission of post-award
reports and activities.

GrantSolutions User Roles

A variety of access roles are available within the GrantSolutions System, which
provide user privileges as well as protect the integrity of the data. Security is
necessary to restrict access based upon a user’s status and responsibilities.

GrantSolutions is customized and based upon user’s system roles, which fall
into three basic categories:

1. Program Staff
2. Grants Staff

3. Grantee

Program Official/Project Officer (PO) is the designated official responsible for
the programmatic, scientific, and/or technical aspects of HHS programs. As a
member of the Program Staff, the PO serves as the counterpart to the
Department’s Grants Management Officer and can work on multiple projects.
The PO system responsibilities include:

e  Setting disposition on scored applications that emerge from ORC.
e Recommending award amounts for funded applications.

e Drafting the funding memo and submitting it for further review.

e Review and initiate prior approval memos.

e Review post-award actions and non-competitive applications.

NOTE: The system may or may not treat RMHCs as POs. RMHCs are
approximately equivalent to OFP’s RPC (Regional Program Consultant).

April 13, 2007
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Program
Coordinator

Office Director

Grants
Management
Officer

Grants
Management
Specialist

Responsible for managing the PO, the Program Coordinator (PC) makes
program level decisions for an entire program. As a member of the Program
Staff, the PC has the access rights to perform any PO responsibilities. The PC
system responsibilities include:

e Review funding memos.

e  Concurring or not concurring with post-award action memos.

NOTE: Other titles associated with the PC include, Grants Coordinator and
Program Grants Coordinator.

The Program/Office Director (OD) or the Regional Program Consultant (RPC)
is the individual responsible for all grants within a program area.

The Grants Management Officer (GMO)/Grants Officer is the individual
designated to serve as the HHS official responsible for the business management
aspects of a particular grant(s) or cooperative agreement(s). This level of
security provides access to all data elements that encompass the creation and
modification of records relevant to the review, negotiation, award and
administration of grants, and the interpretation of grants administration policies
and provisions.

The GMO serves as the counterpart to the Business Officer of the recipient
organization. Working closely with the PO, the GMO has the ability to perform
any GTA or GMS functions and responsibilities. As the leader for the Grants
Office, the GMO system responsibilities include:

e  Creating new announcements and assigning grants staff.

e Posting and un-posting application Kits.

e Assigning grants personnel for an announcement.

e Rejecting, concurring, or not concurring with funding memaos.
e  Generating transaction files regarding submissions to PMS.

e  Confirming applications as ineligible.

e Signing ineligible letters.

e Issuing NGAs.

e  Approving post-award actions and prior approval memos.

Reporting to the GMO, the Grants Management Specialist (GMS) oversees the
business and other non-programmatic aspects of one or more grants and/or
cooperative agreements. These activities include, but are not limited to,
evaluating grant applications for administrative content and compliance with
regulations and guidelines, negotiating grants, providing consultation and
technical assistance to recipients, post- award administration and closing out
grants.

Working closely with the GMO, the GMS has the ability to perform any GTA
function and responsibilities. GMS system responsibilities include:

e  Starting (but not posting) application kits.

Introduction
GrantSolutions.gov
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Grants Technical

Assistant

Authorizing
Official

GrantSolutions User Roles

Creating application kit templates.

Performing the Grants Business Review.

Editing budget on NGA and submitting it for GMO review.
Creating prior approval memos.

Performing Eligibility Review.

Primarily responsible for administrative tasks, the Grants Technical Assistant
(GTA) has the lowest access role level of the Grants Staff. Working closely
with the GMO, GTA system responsibilities include:

Upon paper receipt of any forms (including grant applications, post-
award action applications, FSR, FMR, cooperative agreement project
applications), enters form data to the system.

Creating first draft of the NGA; however, does not submit the NGA or
edit the budget.

Upon receipt of mail-ins, makes notes in the system that the mail in
was received.

Generate unfunded letters and application receipt acknowledgements.
Performs information changes for post-award actions.

Generates transaction files regarding submissions to CLO and TAGGS.

The Authorizing/Approving Official (AO) is responsible for accounting
administration and review, and has fiscal authority to review budgets. Often has
the last word on all grant decisions and works closely with the FMO. AO
system responsibilities include:

Verifies Common Accounting Numbers (CAN) and Object Class Code
(OCC).

Approves funding memos.

April 13, 2007
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Login Procedure

The User Name and Password
entries are case sensitive.

Forgotten Account Name
and Password

Accessing the System

Accessing the System

An account and password from an Administrator is essential to using the
GrantSolutions System. To access the system for both data entry and
information retrieval:

o  Enter the following URL to access the GrantSolutions Welcome
Screen.

http://www.grantsolutions.gov

e Select the Login button.

O
GrantSolutions.gov

ution for
ol research, and

GrantSohs

pormes ol 140 o award processes both for awardng agences and recperds as wel
23 extensive and flexible post-award reporting mechanesms.

Our serace covers the bull Mecycle of the grants management busness which ncludes the folowing

a8 types of grants
ol reports, audt racking
< performance reports
ertacies 10 Geaets gow and other watemal fystems

First Time Users Login to Grarm Solutions gov

e

Contact Us | Web Accessitaiey | Pravacy and Secunty Notce | Ereedom of information Act | Desclamens

Figure 1. 1 GrantSolutions Welcome Screen.

Once the Logon screen displays:
1. Enter your User Name (Press Tab to move to the Password field).
2. Enter your Password.

3. Click the Login button.

NOTE: Please notify the GrantSolutions Administrator when access to
GrantSolutions is no longer needed.

In the event you forget your password:
e From the Login page

e Select the Forget your username or password link

Once your identity is confirmed and the provided information matches your
stored profile, a new password will be sent to your email address.

Introduction
GrantSolutions.gov
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You must be logged
into GrantSolutions in
order to access the
Message Center.

Inbox

GrantSolutions Message Center

Registered users of the GrantSolutions System have access to the Message
Center. Once access is granted, the GrantSolutions Menu and Message Center
displays.

To access from any location (Screen):

e Select the Messages link from the left-menu.

S [oRrE Y pradile
. GrantSolutions.gov QPHS Chansabale o,
LA PRES oo e

Message Center
View Outbox

Inbox

I Select All Message Type SentDate Due Date From Subject

r Message 01032007 A ;::'j;:x:“ Offeer e BpEicaon subsrted
Reeald Banks Approyal of Recommendation and Fundag Memo lor Grant
Reggonal Healh Admewstraor S5 PHPANNDE

r Message 122072006 N,
r Qo $2:202006 01022007 Nancy Maiane-Smih l and F e Cieard NEPHPADDOEE

I
Fegonal Program Gonsutan

Mancy Mautone-Smih R T
B alPrnqnmCoﬂ’.n.ﬂnH STmerdal angd for Grant SFPHPAQSOIN

{1 T V22B2006 01022007

Girar Sohutions lnes Support[ 331.731.580x 147 | heg@araninatdnn o

SaiactUs | YeskAccessiity | Erhoac.cd Secerty Hstior | Exssdanal nfrmsen A | Dnceer =

Figure 1. 2 Message Center Screen.

The Message Center is similar to an email account; however, sending and
receiving messages are restricted only to registered GrantSolutions users.
Messages can be viewed, replied to, or deleted.

o New messages cannot be sent directly from the Message Center.

e New messages can be generated from specific locations within the
GrantSolutions System and from natifications and tasks occurring as a
result of a GrantSolutions process.

NOTE: When a new message can be generated (e.g., from the My Grants List
screen), you will see a Send Message link. For more information, see the
heading “My Grants List” on page 175.

The inbox is the holding area for all incoming messages that have been sent to
you.

e Ared exclamation point adjacent to a message indicates the
message/task has been marked as urgent.

e Select the email subject link to access/view the message.

April 13, 2007
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GrantSolutions Message Center

—_— Rearobel-CAM)
L E= o= oty
— U Pt antSondons.
GrantSolutions.gov S e 111182000
Inbox - Message View
From Haren Mak
T HKaren Gampbel
Subject Appihc aton(To be assigned) - AppScabon nale added by applicant
Message Type: Message
Sent Date 1211472008
Urgent Ho
Contents:
Boas Raren Casphell: &

[& eoreespondence application moee has been
posted o aystem by the applicant -
szate of Hawall Departsment of Bealeh for

application? (Te be assigned).
Sinceraly,
I ) E)
ConlacUs | Web | Eroacy and | Eneecom of infprmution Act | Disclarsess

Figure 1. 3 Viewing Messages from the Inbox.

When viewing the message from the Message View Screen:

e Click the Reply button.

‘:"—‘-. E _ Rearobel-CAM)
== Use et CrantSohions.
GrantSolutions.gov o 111182000
Message Reply
From Karen Campbell
To Karen Mak
"Subject [FE RepteatonsiTa ba
Message Type: Message
Sertt Diate: 1272072008
Urgert r
Contents:
=

-==3 Pravicus Message Text [12/14/2006) <---
Doar Raren Campbell:

n eorrespondence application note has been
lposted te the system by the applicase -
Ftate of Hawaii Department of Health for

|spplicarions (To be assigned).

[pincazery,

[Send| [ Cancel |

Contaci Us | Web Bigtice. | Ereedom ol information Act | Disclosmers

Figure 1. 4 Message Reply.

e Enter a response and click the Send button, which returns to the
Message Center.

Introduction
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GrantSolutions Message Center

Alternatively, click the Complete button (when applicable) to reply
to the sender that the task is complete.

Click the Delete button to delete the message without replying.

Select the Close button to return to the Message Center and abandon
any changes.

Deleting Messages Messages can be deleted one at a time or as a group.
— —
S5 = T omma
GrantSelutions.gov e o 11 12483004
Message Center
View Outbox.
Inbox
—
| Salect All ITPqge Type Sent Date Dus Oate From otecy, |t
=3 Message 120006 HIA g‘:‘c"l mobel Ocer L. apphcation submitte:
r Message 121972008 NA orarty Mmnanarmard Ciliar Late: axppbe gtion subsitles)
! [ciows inteeret xplorer. 1 R
C Message Liie: Spphc aton Subemtted
B "

age Lale apokcation submitted
o — _one | —
r Message  tzmezmeswa e Campbel L appicgton submitied
r Uessage 121872008 HIA O i Clicer Late appkcation submitled
r Uessage 121142008 WA bl e R AE PSR Dospormved
[ Message 121142006 NIA &:‘““emw"m e Wmﬂﬂﬂéﬂm w&m-.mmm:
r Messige 12V008 NA K;:f”"‘*"l i ESR Disapproved
r Qg 12132008 WA ot L it Ol RE_FSR Dessporved

g : Susan Sam Grant=FPHPADSIIZE- 34 - grant note added
K3 Message fRNR005HA Graniee Financial Official T i s
o Message 1211272008 WA gﬁ?:?:-cuouu Litte sppkcaton subrtted for FPHEADBOG2E
= Uessage  MZAZOSNA | ENRCOIRRE e Late soplesion subemitted
Jarice E Meme far
r L1 2 101972008 102472008 LI hﬁngan%ﬂ.la’l ﬂ“mmm
Michaal Wénar = finepsursrd Saz nmonand oo, sod. Cunsne. s
3. Dore =l |7} et e -

Figure 1. 5 Deleting Messages from the Inbox.

Place a check mark adjacent to each Message to be deleted.
Click the Delete button and a Confirmation Dialog box displays.

Click OK to delete all selected messages.

Outbox The Message Outbox displays all messages that have been sent to other
GrantSolutions users. These messages can be viewed; however, they may not be
deleted.

To view:

Select the View Outbox link at the top of the Message Center Screen.

April 13, 2007

8 Introduction
GrantSolutions.gov



System Administrators User Manual

Exiting

GrantSolutions

Getting Help

GrantSolutions Message Center

\D E m I.L-nusnl-ﬂuﬂ
GrantSelutions.gov = =™ ho
Message Center
View Inbox
Outbox
‘Message Type Sent Date Due Date To Subject
t0onia IR et Late apoicaton siberated
1272002008 NA e st Seciatit Lt agmicaton subenitled
122072006 HIA gﬁ:“r*“m“m Speciia Late oppbe st suberdled
122002008 MIA St Pregesms o Late. applcation submitied
12E02008NA e O et Late apgic stion suberitted
1272002006 NA g"’_ffm S Late. agpbcatin submited
12202008 M gm;"w P Late applcation suberitied
122002006 NA m‘:;rmmaa Lile sppicaten submited
127202008 N Lt"',"‘la""“ Offcer Lt ppication subetled
s K g(n::ll.::apm Speciabst e
127002006 NA e M et S iata Lt sk ation subanitled
122072006 NIA :f::u‘:f;‘;'m Spocia Late ppbeaton suberdted
1272072008 NIA T et spaciatet Late agication submited
12202008 MA (SN e Late: apoe e suberitled
12200008 MA gxlw"“ Speciaist Lt apsicaten. submtted
127202008 NiA m"l Grifiths Speciait Lasie ook ation subrmitied E

Figure 1. 6 Message Center - Outbox.

NOTE: Messages appearing in the Outbox will be removed once the recipient
deletes the message (within their inbox) that you have sent.

To exit the GrantSolutions System:

e Click the Logout option at the top of screen, above the Main Menu.

When a problem occurs, help options are available from GrantSolutions’ Main
Menu.

e Above the Main Menu, select the HELP link to access the on-line User
Manual.

e At the bottom of the screen, select the help@GrantSolutions.qov
email link, which launches your default email application with the
GrantSolutions email address added within the “To” field.

NOTE: Use the following IE Browser menu selections to set a default email
program for use with Internet Explorer (IE): Tools; Internet Options; Programs
tab; and the e-Mail drop-down list button.

e Contact the GrantSolutions Help Desk Toll Free at 1 (800) 618-0223,
locally at (301) 231-6005, or by FAX (301) 231-7223.

NOTE: The GrantSolutions Help Desk hours are 10:00 am through 6:00 pm
(Eastern Time), Monday through Friday.

Introduction

GrantSolutions.gov
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Audit Log

The Search Audit Log is used by the Administrator to view user access. This
screen can assist the Administrator with performing basic trouble-shooting
operations concerning user access and activity.

To access:

e Select the System Security option from the Main Menu.

—_— e =
GrantSelutions.gov OPHS E— =
(S 9 P o
e e —
Secaty Log Uasd Graupy
Mhenape Gt

e Search Audit Log

Audie nfo. o]

Figure 2. 1 Search Audit Log page.

Performi ng a To view the User Audit Log, a search must be performed. The search can be
executed by using one or a combination of parameter fields located at the top of
Search the screen. In the illustration above:

e Login Entry Dates was used as criteria.
e Click the Search button.

NOTE: Search criterion is case insensitive.

April 13, 2007 10 Audit Log
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Basic Lookup Tables

System Administrator Tables

The GrantSolutions System Administrator Subsystem enables the system
administrator to maintain several tables that store GrantSolutions’ information.
They include:

Look-up Tables

User Accounts Table
User Groups Table
Persons Table
Organizations Table
Regional Authority Table
Grant Office Assignment Table
Function Access Table
Status Deadlines

Form Letter Templates
Hash Checking

Basic Lookup Tables

The Lookup Table Maintenance page allows administrators to manage various
lookup lists of valid selection criteria. There is a list of 46 tables, organized into
two (2) categories: Basic and Advanced. Most of the tables have the same
editing, deleting, adding, and printing functionality.

To access:

Select the Data Reference option from the Main Menu.

System Administrator Tables
GrantSolutions.gov
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Address Type

Administrative Code

Advice of Allowance
Comment

() GrantSolutions.gov 8!

e, Leck-up Table Maintenance
pr
e ——
ADDRESS TYPE
DESCRIPTION ACTIVE?
&l' ,wj (Add Clon

Graeniohtons Paer Suppeet| 311145
Castact s | Miab Accessbliy | Bctopey i

Dere & Inteeret: o v

Figure 3. 1 Look-up Table Maintenance page.

Lookup Tables are data structures containing additional attributes stored — to
speed up computations.

Illustrated above, the Address Type table sets-up various address types that can
be associated with people or institutions (i.e., recipient’s address or the contact
information of a Grants Management Officer (GMO).

e Highlight the Table name and click the Retrieve button to retrieve a
list of existing address types.

e Click the Add button to Add an Address Type.
e Click the Edit link adjacent to an existing Address Type.

e Click the Delete link adjacent to an existing Address Type to
permanently delete.

e Click the Print Table button to preview a select list of tables for
printing.

NOTE: Each of the following tables has the same add, edit, delete, and print
functionality.

The Administrative Code table enables the maintenance of administrative codes
and descriptions. A GMO is able to select from these administrative codes in
Section 5 of the Notice of Grant Award - Draft form.

The Advice of Allowance Comment (AoA) table maintains comments regarding
the advice of an allowance. These comments can be selected when generating a
memo from the Advice of Allowance page.
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Application Decision
Code

Authorization

Budget Category Code

CFDA Code

Country

Degree Type

DHHS Region

Document Type

Financial Assistance Type

FPAR Age Category Detail

FPAR Contraceptive

Method Code

FPAR Deadlines

FPAR Export Override

Basic Lookup Tables

The Application Decision Code table sets-up the application decision codes and
descriptions. These descriptions are used in the Application Disposition List
and Funding Memorandum Log pages.

The Authorization table sets-up authorization by program code and text
(description). This text is shown in the upper right corner of the Notice of Grant
Award form.

The Budget Category Code table contains descriptions and active statuses of
budget category codes. The budget descriptions are listed in Section B — Budget
Categories, of the SF-424 A Budget Information — Non Constructive Programs
form.

The CFDA (Catalog of Federal Domestic Assistance) Code table sets-up and
maintains information about CFDA codes. A staff member may select from a
list of these codes from the Grant Announcement Maintenance page when
creating a new grant.

The Country table sets-up and maintains information about country codes.

The Degree Type table maintains the code, degree name, and active status of
degree types. (Presently not used.)

The DHHS (Department of Health & Human Services) Region table classifies
regions by code and description.

The Document Type table sets-up document types by description and Adobe
parameter. The system recognizes only the GrantSolutions-supported document
types of files uploaded by applicants.

The Financial Assistance Type table maintains information about financial
assistance types, including codes and descriptions. (Presently not used.)

The FPAR Age Categorical Detail table sets-up FPAR age categories and their
ordering display.

The FPAR Contraceptive Method Code maintains a list of contraceptive method
types with their descriptions, active statuses, and detail codes.

The FPAR Deadlines table sets FPAR deadline dates, such as the approval
deadline, export deadline, etc.

The FPAR Export Override allows you to override a FPAR export by entering a
new due date or deleting it entirely.

System Administrator Tables
GrantSolutions.gov
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FPAR Gender Category

FPAR Hispanic Race
Code

FPAR Income Status
Category

FPAR Medical Staff Code

FPAR Race Code

FPAR Revenue Source
Code

FPAR Service Code

Grant Program Type

IC (Indirect Cost) Rate

Base Code

LLL (Disclosure of
Lobbying Activities)
Action Status

LLL Action Type

LLL Entity Type

LLL Report Type

The FPAR Gender Category table maintains a list of gender categories and
detail codes.

The FPAR Hispanic Race Code maintains a list of Hispanic race codes and
descriptions.

The FPAR Income Status Category maintains a list of FPAR income status
codes and descriptions.

The FPAR Medical Staff Code table maintains a list of FPAR medical staff
codes, descriptions, and categories.

The FPAR Race Code table maintains a list of FPAR race codes, descriptions,
and categories.

The FPAR Revenue Source Code table sets-up FPAR revenue source codes and
descriptions.

The FPAR Service Code table sets-up FPAR service codes and descriptions.

The Grant Program Type maintains a list of grant program types by code and
description. A program staff member can select the type of grant program while
creating a new grant in the Grant Announcement Maintenance — Add page.

The IC (Indirect Cost) Rate Base Code sets-up indirect cost rate base codes by
code and description. (Presently not used.)

The LLL (Disclosure of Lobbying Activities) Action Status sets-up a federal
action status by code and description. An applicant is able to select from these
action statuses in Section 2 of the Disclosure of Lobbying Activities form.

The LLL Action Type sets-up a federal action type by code and description. An
applicant is able to select from these action types in Section 1 of the Disclosure
of Lobbying Activities form.

The LLL Entity Type sets-up a reporting entity type by code and description.
An applicant is able to select from these action types in Section 4 of the
Disclosure of Lobbying Activities form.

The LLL Report Type sets-up a report type by code and description. An
applicant is able to select from these report types in Section 3 of the Disclosure
of Lobbying Activities form.
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Note Type

Object Class Code

ORG (Organization)
Component Code

Organization Type

Post-Award Action

Program Income Type

Questionnaire

Revision Type

System Role

TAGGS (Tracking and
Accountability of Grants
in Government System)
Activity Type Code

TAGGS Award Action
Type Code

Basic Lookup Tables

The Note Type maintains a list of note types, including automatic,
corresponding, and internal.

The Object Class Code sets-up an object class code by code and description. A
GMO is able to select from these object class codes in Section 17 of the Notice
of Grant Award - Draft form.

The ORG (Organization) Component Code sets-up an organization component
code by code and description.

The Organization Type sets-up an organization type by code and description.
An applicant can select from a list of these organization types in the Guestbook
Sign-In page.

The Post-Award Action maintains a list of post-award actions, such as
administrative supplement, budget revision, etc.

The Program Income Type maintains a list of program income types (deduction,
additional costs, matching, etc.). (Presently not used.)

The Questionnaire allows the administrator to create a questionnaire concerning
GrantSolutions.

The Revision Type maintains a list of revision types (increase award, decrease
award, etc.) used in the post-award phase. (Presently not used.)

The System Role maintains a list of the system roles assigned to GrantSolutions
users by role code and description. The functionality of the system is different
from user to user, depending upon their system role (applicant, grantee
administrative official, data analyst, etc.).

The TAGGS (Tracking and Accountability of Grants in Government System)
Activity Type Code: (in development).

The TAGGS Award Action Type Code is in development.

System Administrator Tables
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Application Kit
Enclosures Table

Enclosure Code

Description

Advanced Look-up Tables
The following advanced tables are available from the
To access:

e Select the Data Reference option from the Main Menu.

The Application Kit enclosures table contains information about the enclosures
used when a staff member creates an application kit. Enclosures may be added
from the Enclosure Type table in the Lookup Table Maintenance page.

To access:
e Highlight the table name.
e Click the Retrieve button.

(> GrantSolutions.gov OPHS

Srmast i) Look-up Table Maintenance

IAFFLICATION KT ENCLOSURES -~

[ Rarave

APPLICATION KITENCLOSURES

ENCLOSURE CODE DESCRIPTION

Figure 3. 2 Application Kit Enclosures Table

The four (4) columns are available for update in the Application Kit Enclosures
table and are described below.

The Enclosure Code is a required unique number to identify the enclosure. The
code field is four (4) characters long. The coding method show below was used
to formulate the Code in the Enclosure Type table:

Code Description

A[xxx] The “A” indicates the enclosure is for OAPP and [xxx] is a 3-digit
unique sequential number, for example “A001”

F[xxx] The “F” indicates it is for OFP and [xxx] is a 3-digit unique
sequential number, for example “F001”
SF[xX] The “SF” indicates it is a Standard Form and [xx] is a 2-digit

unique sequential number, for example “SF01”

A description of the enclosure. (Required)

April 13, 2007
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Type The type of the enclosure, e.g. attachment, online form, etc. (Required).

Active A radio button determining the active status of the enclosure.
e Select the Yes radio button to set the enclosure to active.

e Select the No radio button to set the enclosure to inactive.

Editing the Enclosure 7o edit the Enclosure:

e Click the Edit link adjacent to the selected Enclosure
e Update the enclosure description and options as necessary.
e Click the Save button.

e Press the Save button to return to the Application Kit Enclosures table
displaying the saved change(s).

Deleting the To delete an Enclosure:
Enclosure e Click the Delete link adjacent to the selected Enclosure.

e  Click the OK button on the confirmation dialog box to proceed with
the deletion.

e Alternatively, select Cancel to return to the Application Kit
Enclosures table.

Display Use To view the application templates and Kits that utilizes a specific enclosure:
e Select the Display Use link.

e Click the Close button to return to the Application Kit Enclosures
table.

CAN (CO mmon The CAN (Common Account Number) table lists the CAN number,

authorization text, region number, appropriation, allotment number, allowance
Account Number) number, and active status. The CAN may be selected in items 20a, 21a, and 22a
Table in the Notice of Grant Award — Draft form.

To access:
e Highlight the table name.
e Click the Retrieve button.

System Administrator Tables 17 April 13, 2007
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CAN Number

Fiscal Year

Authorization

Region

Appropriation Number

Allotment Number

Allowance Number

o 2 i = e
GrantSolutions.gov QOPHS =
S 3 ek LEEETT
B e T S
Mrasage Conter
[
]
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Figure 3. 3 CAN Table.

The seven (7) columns available for update in the Application Kit Enclosures
table are described below.

A seven-character billing reference number used to specify the appropriation
and allowance to be charged.

A four-digit Federal budget year (i.e., October 1 to September 30). (Required).

Text describing the authorization of the CAN.

o  Click the drop-down button to select from a list of available region
options. (Required).

The DHHS (Department of Health & Human Services) Region.

e  Click the drop-down button to select from a list of available options.
(Required).

A budget designation that identifies the source or destination of funds related to
an agreement.

The Allotment number is

The Allowance number is

Active A radio button determining the active status of the CAN.
e Select the Yes radio button to set the CAN to active.
April 13, 2007 18 System Administrator Tables
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Editing the CAN

Deleting the CAN

Enclosure Type
Table

Enclosure Type Code

e Select the No radio button to set the CAN to inactive.

To edit the CAN:
o Click the Edit link adjacent to the selected CAN
e Update the CAN options as necessary.

e Click the Save button to update the database and return to the CAN
table displaying the saved change(s).

To delete an Enclosure:
o Click the Delete link adjacent to the selected Enclosure.

e  Click the OK button on the confirmation dialog box to proceed with
the deletion.

e Alternatively, select Cancel to return to the CAN table.

The Enclosure Type Table lists the type code, description, display order, and
active status of enclosures used in application kits.

To access:
e Highlight the table name.
e Click the Retrieve button.

() GrantSeolutions.gov OPHS ._-'_

ENCLOSURE TYPE
ad_| P Praves

TYPE COOE DESCRIFTION DISPLAY ORDER ACTIVE FLAG

14 e e (o

Figure 3. 4 Enclosure Type Table.

The four (4) columns are available for updates in the Enclosures Type table are
described below.

The Enclosure Type Code is a unique code number to identify the enclosure
type. (Required)

System Administrator Tables
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Description

Display Order

Active

Editing the Enclosure
Type

Deleting the
Enclosure Type

A description of the enclosure. The maximum number of characters allowed is
40. (Required)

The numeric data entered here will group all enclosures according to their
corresponding enclosure types in ascending order. (Required)

A radio button determining the active status of the Enclosure Type.
e Select the Yes radio button to set the Enclosure Type to active.

e Select the No radio button to set the Enclosure Type to inactive.

To edit the Enclosure Type:
e Click the Edit link adjacent to the selected Enclosure Type.
e Update the enclosure options as necessary.

e Click the Save button to update the database and return to the
Enclosures Type table displaying the saved change(s).

To delete an Enclosure Type:
e Click the Delete link adjacent to the selected Enclosure Type.

e  Click the OK button on the confirmation dialog box to proceed with
the deletion.

e Alternatively, select Cancel to return to the Enclosures Type table.

State Table The State Table lists the states’ code, name, SPOC name, FIPS code, Ul state,
region, and active status.
To access:
e Highlight the table name.
e Click the Retrieve button.
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Figure 3. 5 State Table.

The six (6) columns are available for updates in the State table are described

below.
State Code The abbreviation of the State Name.
State Name The state name. (Required)
SPOC Name The name of the state’s SPOC (State Single Points of Contacts) person.

e Select the State SPOC Person by entering a name as a parameter.
e Click the Search button.

e Click the Select link adjacent to the person’s name in enter the name.

FIPS Code The state’s Federal Information Processing Standard code (FIPS), unique 5-digit
number that is assigned to each county in the United States. (Required)

Ul State The Ul (Unemployment Insurance) State Name.
Region The Department of Health & Human Services (DHHS) region the state belongs
to.

e  Select the drop-down list button and select the names of the region
from the available list.

Active A radio button determining the active status of the State.

e Select the Yes radio button to set the State to active.

System Administrator Tables 21 April 13, 2007
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e Select the No radio button to set the State to inactive.

Editing the Enclosure T edit the State:
e Click the Edit link adjacent to the selected State.
e Update the description and options as necessary.
e Click the Save button.

e  Press the Save button to return to the State table displaying the saved

change(s).
Deleting the To delete a State:
Enclosure e Click the Delete link adjacent to the selected State.
e  Click the OK button on the confirmation dialog box to proceed with
the deletion.
e Alternatively, select Cancel to return to the State table.
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Printing a Table

From the Lookup Table Maintenance page, each table can be printed.

e Click the Print Table button to access the Look-up Table in a
separate window.

e Select one of the Table names from the list

'€ GrantSolutions - Windows Internet Explorer g il

& | htkp: ffacfsrve rnsolutions, com: 7777 fegrants/serviet fsysadmin tablemaint, Lkup TablesListPrintServiet

GrantSclutions - 1710

Look-up Table List

[ADDRESS TYPE [~
|ADMINISTRATIVE CODE
|ADVICE OF ALLOWANCE COMMENT
|APPLICATION DECISION CODE
|APPLICATION ELIGIBILITY CODES
|APPLICATION KIT ENCLOSURES
|AUTHORIZATION ;
lcan [l

Option
@  Table Name Only
O Table Mame with Column List

I Print Selected ] [F'r\ntAII] [Cancel]

Done & Internet +100% v

Figure 3. 6 Look-up Table List.

NOTE: To make more than one table name selection, Press and Hold the Ctrl
key while left-clicking your mouse on the choices.

e Select one of the two radio buttons: (1) Print the table name only or (2)
Print the table name and its column list.

e Click the Print Selected button to print only those table names
selected.

e Alternatively, click the Print All button to print all the table names in
the scroll box.

e A separate page will display the Table List Print Result page.

e Select the File; Print option from your browser window, which sends
the list to your local printer.

System Administrator Tables
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User Information

User tables identify the group of persons that have been granted access to the
GrantSolutions” System. It is used by the Administrator to maintain User
Accounts, Organizational information, Staff Assignments and allows
administrators to manage system access.

Manage Person Information

Users must be identified for purposes of accounting, security, logging and
resource management. The Manage Persons Screen allows the Administrator to
search for users, view existing information, update user/organization
information, and/or delete users within the GrantSolutions’ System.

To access:
e Select the Org/User Management option from the Main Menu.

e Select the People option from the Sub-menu.

__ GrantSelutiens.gov OPHS temarirs [T
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Unyaenne )
Tl
Hamme{Last Fine e
Middie) Active)

[Pasition Tite) !

Hackng Samal | 6476 | Addsen Coumy Parern
Hasgrrg Cossandia L

1 jake]

Figure 4. 1 Manage Persons page.
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Performing a
Search

Viewing Person
Information

Edit Person
Information

Manage Person Information

A Person search can be narrowed by entering specific criteria in the parameter

fields:

The person’s last name, first name, and organization can be entered
when searching for a specific individual record.

Alternatively, the entire list of GrantSolutions’ users can be retrieved
by leaving the parameter fields blank.

Click the Search button.

Once a search has been executed

Select the Person’s Name link to access a view-only pop-up window
of the Person Information Screen illustrated below.

‘€ GrantSolutions - Windows Internet Explorer

| & | http:ffacfsrv4.rnsolutions .com: 7777 fegrants/servlet/sysadmin. PersonInfoServlet?Person_Id=20854 |»

GrantSolutions - 750

TEQ

Person Information Screen

General
Full Name
Gender

Theodore Harding

American Lung Association of
San Diego and Imperial
Counties

Title: Professor

Active Yes

Crganization

Phone

Work Phone: 212-555-1212 Home Phone
Fax Mohile
Other Phane:

Address Information

Address null
123 A Street, SE
San Diego, CA 15892
UNITED STATES

Close

Done

g Inkernet

H100% -

Figure 4. 2 Person Information Screen.

Once a search has been executed:

Select the Edit Person link adjacent to the Person’s Name to update
the person information.
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Figure 4. 3 Edit Person Screen.
e The Contact Information may be updated.
e The Primary Address Information may be updated.
Add an Address Once a search has been executed, additional Addresses can be added to a
Person’s account:
e Select the Edit Address link adjacent to the Person’s Name.
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Figure 4. 4 Person Address.

e Click the Add Address button.

(2 GrantSolutions.gov OPHS Sy [
Add Person Address
Hams 0] | Harding, Bryam (21254
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Figure 4. 5 Add Person Address.
e Select an Address Type from the drop-down list button.
e Complete all Required Fields.
e Click the Save button to update the database with the additional
address.
e Alternatively, click the Save As Primary button to make the new
address the Primary Address.
e Click Cancel to return to the Manage Person Screen.
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Deleting the
Person
Information

Adding a Person
Record

Manage Person Information

Once a search has been executed, the Person record can be marked for deletion:

o Click the Delete Person link adjacent to the Person’s Name.

il

O GrantSolutions.gov OPHS

LEERLT

Copancatons  People  UserAccounds

[Messegs Crmter Manage Persons

i
Name Comtact Info

Wizt ks

Figure 4. 6 Delete Person Record.

e Click the OK button once the Window dialog box displays to confirm
the deletion.

NOTE:

To add a Person record, make certain the person does not have an existing
account by performing a search.

The search can be executed by using one or a combination of parameter fields
located at the top of the screen.

o lllustrated in Figure 2. 1, the person’s last name was entered as
criterion.

e Click the Search button to execute the search.
e Review the list of retrieved names.

e Select the Add Person button at the bottom of the page to access the
Add Person page.
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Figure 4. 7 Add Person page.

e Complete all required fields.

e Click the Save button to update the database with the new record and
return to the Manage Person Screen.

Creatin ga User A user account can be created directly from the Manage Person Screen. Once a
Person record has been added or a search has been performed:
Account _ o
e Click the Create User Acct link adjacent to the Person’s Name.
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Figure 4. 8 Add User Account Screen.

e  Select the Group Name from the drop-down list.

e Select the Primary Access Role from the drop-down list.
e  Enter the Password.

e Enter the Confirmation Password.

e Click the Save button.

Managing User Accounts

System Administrators may use the Manage User Accounts Screen to create
new user accounts, modify existing accounts, and grant or remove access to the
GrantSolutions System.

To access:

e Select the Org/User Management option from the Main Menu

e Select the User Accounts option from the Sub-menu.
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Figure 4. 9 Manage User Account Screen.

Performi ng a To view and access user accounts, a search must be performed. The search can
be executed by using one or a combination of parameter fields located at the top
Search of the screen.

Once the criteria has been entered:

e Click the Search button.

NOTE: The Manage User Accounts page allows the Administrator to search by
User Names and/or Organization. Additionally, the search criterion is case
insensitive.

Viewing Inactive, Deleted, Accounts that are Inactive, Deleted and/or Locked can be accessed from the
or Locked User Accounts  Manage User Accounts page.

e Click the checkbox adjacent to the desired option.
e Enter any additional search criteria (i.e., User’s Organization).

e Click the Search button and the retrieved list of accounts display.
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Figure 4. 10 Manage User Accounts — Show Deleted Records.

In the illustration above, the “Show Deleted Records” checkbox was selected.
The System Administrator has the option of un-deleting or removing the user
account.

e Click the Undelete link to unmark the record’s delete flag within the
database, which allows the user account to be searched without having
the “Show Deleted Records” checkbox checked.

NOTE: The user account will remain inactive until it is marked as Active in the
Edit User Account screen.

o Click the Remove link to permanently delete a user account from the
database.

e  Click OK when the confirmation dialog box displays to proceed with
removing the user account.

e Alternatively, click the Cancel button to abandon the deletion and
return to the Manage User Account Screen.
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Performing a
Search

Viewing Deleted
Organizations

Creating User Groups

Creating User Groups

The User Group Screen allows you to search for or add a group. The following
groups are required for GrantSolutions:

e  Administrator

e External
e Grantee
e  Staff
Q GrantSolutions.gov QPHS

Saudiloy  UswGroups

Hrsaage Crcter

i
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Figure 4. 11 User Group Search Screen.

To view and access user groups, a search must be performed.
e Enter the Group Name.
e Click the Search button.

NOTE: Search criterion is case insensitive.

To view only the deleted user groups from the User Group Search Screen:
e  Click the Show Deleted Items Only checkbox.
e Enter any additional search criteria (i.e., User Group Name).

e Click the Search button and the retrieved list of User Groups
displays.
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Editing a User
Group

Deleting an
Organization
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Figure 4. 12 User Groups — Show Deleted Records.

In the illustration above, the “Show Deleted Items Only” checkbox was selected.
The System Administrator has the option of un-deleting or removing the user
account.

o Click the Undelete link to unmark the record’s delete flag within the
database, which allows the organization to be searched without having
the “Show Deleted Items Only” checkbox checked.

NOTE: The User Group record will remain inactive until it is marked as Active.

e Click the Remove link to permanently delete the user group record
from the database.

e Click OK when the confirmation dialog box displays to proceed with
removing the user group record.

e Alternatively, click the Cancel button to abandon the deletion and
return to the User Group Search Screen.

To edit a User Group, once a search has been executed:
e Select the Edit link adjacent to the User Group Name.
e Make any changes to the text fields.

e Click the Save button and return to the User Group Search Screen.

To delete an Organization, once a search has been performed:
e Click the Delete link adjacent to the User Group Name.

e  Click the OK button within the confirmation dialog box to proceed
with the deletion.

e Alternatively, click the Cancel button to abandon the deletion.
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Adding a Role to
a Group

Creating User Groups

To add a role to a User Group, a search must be executed.

o Select the Edit link adjacent the User Group to access the Edit-User
Group Screen.

Q> GrantSolutions gov

Messoge Conte Grnselutors - 170
Tasks (01 User Group - Edit
“Group Name: ADMIN
[ SelediedRoles |
[System Administrator
Secuy Adminsirato
ISystem Monitor Remove
Add Role o Group
AR

GrantSolutions User Support | 301-231-5005 or 1800-512-0223 | helo@orantsolutons.ov

Contact Us | e Accessibi: | Privacy and Secury liotce | Freedom of nformation Act | Disclaimers

Figure 4. 13 User Group — Edit.

e Click the Add Role to Group button.

/€ GrantSolutions - Windows Internet Explorer g@ﬁ
el http:,i,iachrv‘I.msqutions‘com:7?7?,|’egrants;’servlet;’sysadmin‘UserGroupRoIeServIet?action=.ilVi
il

GrantSclutions - 1708
User Group - Add Role

Group Name: ADMIN
Group Role ‘iﬁgg_ig_nal'HeamAdminism

Al Im | [_)j

Done € Internet H100% v

Figure 4. 14 User Group — Add Role.

e Select the Group Role from the drop-down list.

e Click the Add button to add the role and return to the User Group
Search Screen.
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To remove the role:
e Click the Remove link.

e Click OK on the confirmation dialog box to proceed with removing the
role.

e Alternatively, click Cancel to return to the User Group — Edit page.

Manage Organizations

The Manage Organizations Screen allows Administrators to search for, add new,
edit and delete organizational information.

To access:
e Select the Org User Management option from the Main Menu.

e Select the Organizations option from the Sub-menu.

) GrantSolutions.gov

| GrastEausen - 20013
it Manage Organizations

Pareen Organizasion
fLevel) Actlon
[

E"ﬂj | Addintamal Org | | Cancal

Figure 4. 15 Manage Organizations Screen.

Performin ga To view and access Organization records, a search must be performed.
Search e Select the Organization Type. (Internal is the default)

e Select the Organization Level from the drop-down menu. (This is a
required field when performing a search).

e Alternatively, enter the Organization’s Name.

e Click the Search button.

NOTE: To search for an organization, the organization’s name, abbreviation,
EIN (entity identification number), and parent organization name can be used as
search criteria. Search criterion is case insensitive.
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Viewing Deleted
Organizations

To view only the deleted organizations from the Organization Search Screen,
enter your search criteria (optional) and click the “Show Deleted Items Only”
checkbox. Next, click the Search button. You now have the option of un-
deleting or removing organizations from the system.

To view only the deleted organizations from the Organization Search Screen;
e  Click the Show Deleted Orgs checkbox.
e Enter any additional search criteria (i.e., Organization Name).

e Click the Search button and the retrieved list of Organizations
display.

() GrantSelutions.gov (

Orpanizabons  People User Acotunts

Mewnage Censer

oy : THTED ST
[‘f‘% |uCancel

Figure 4. 16 Manage Organizations — Show Deleted Records.

In the illustration above, the “Show Deleted Orgs” checkbox was selected. The
System Administrator has the option of un-deleting or removing the user
account.

e Click the Undelete link to unmark the record’s delete flag within the
database, which allows the organization to be searched without having
the “Show Deleted Orgs” checkbox checked.

NOTE: The Organization record will remain inactive until it is marked as
Active.

e Click the Remove link to permanently delete the organization record
from the database.

e  Click OK when the confirmation dialog box displays to proceed with
removing the user account.

o Alternatively, click the Cancel button to abandon the deletion and
return to the Manage Organizations Screen.
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To edit an organization, once a search has been executed:

Editing an

Org anization o Select the Edit link adjacent to the Organization Name.

e Make any changes to the text fields.

e Click the Save button and return to the Organization Screen.

Deleti ng an To delete an Organization, once a search has been performed:
Organ ization e Click the Delete link adjacent to the Organization Name.

e Click the OK button within the confirmation dialog box to proceed
with the deletion.

e Alternatively, click the Cancel button to abandon the deletion.

Addin ga New To add an organization, once search has been performed:

Organization e Scroll to the bottom.
e Click the Add Internal Org button.

5 GrantSelutions.gov QPHS

T oo g G Wkt g Sy o S soty TGS Mot

Organtessony  Fecgle e sscounts

ey Fet T Add Organization
Imbail

13-

Geantioiuncns lner Support| L3118 o 1800410520 MenBcrndtoeny 50
Covincis | Vsl Accomminlhy | Priency i Sorarly gty | Frosiem pl pdprenipn Azt § Dncimery

Figure 4. 17 Adding and Organization.

e Complete all required fields (fields prefaced with a red asterisk).

e Click the Add button to save the record and return to the Manage
Organizations Screen.
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Combine/Remove
an Organization

Manage Organizations

To combine two organizations, once a search has been performed:

e Select the Combine/Remove link adjacent to the Organization

Name.

€ GrantSolutions - Windows Internet Explorer

BIE]

e http:,l’,l’acfsrv4.rnsulutiuns.cUm:7777,l’egrants,l’servlet,l’award.nga.NgaOrganizat\UnInfUServIet?OrganizatiUnID=2057; VJ

GrantSolutions -

228

Organization Information Screen

General
Organization Mame:
Abbreviation

EIN:

DUN

Organization Type
Organization Level
External Org Mo
Fegion

FPAR#

Org Component Type:OPHS Grants Servicing Office
Parent Org Name
Active

OPHS/OGM

Other (specify)
GHO

Yes

Phone

Phone: REMOVED Fax

Address Information

Address Type: 547

Address REMOVED
REMOVED
Rockville, MD
UNITED STATES

Awarded Grants
Mone

Office of Grants Management

REMOVED

Combing/Remove

[

] [Close ]

=)

2]

Done

@ Internet

Ho100% -

Figure 4. 18 Organization Information.

e Click the Combine/Remove button to search for the Target
Organization.
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@ GrantSolutions - Windows Internet Explorer g[ﬁ]
M

& | httpe ffacfsrvd rnsolutions, com: 7777 fegrants/searchMergeCrganizations, dorrequestSourceCr ganizationId=8696 I

GrantSolutions - 10086

Select a Target Organization

You have just indicated that an erganization should be removed. and all of its
associated data should be transferred to another organization. Flease use the
search fields below to select the organization that should receive this data - the
target organization

Organization Mame:

City. |

State: —-Please select a state |ﬂ

Abbreviation . i

EIN | |

Parent Org Mame | —-Please selecta parentorganization |V_I
Organization Level: | —-Please selectan organization level [:I

Show Deleted ltems Only: O Yes @& No

|Organization Name EIN Street Address|City|State Organization LeveI!Ac‘lioni

Cancel

Done & Internet F100% T

Figure 4. 19 Select the Target Organization.

User Information 41

April 13, 2007
GrantSolutions.gov



System Administrators User Manual Manage Service Region

Grants Workload Management

Performing a

When managing the Grants Workload the following screens assist the Grants
Staff with pre-planning and distribution of the workload.

Manage Service Region

The Manage Service Region Screen allows Administrators to add, edit, or delete
Regional Authorities.

To access:

e Select the Grants Workload Management option from the Main
Menu.

e Select the Service Region option from the Sub-menu.

Eant Pl

) GrantSolutions.gov [

s oY

U
Grants Workioad Managemae

Sarnca Reghone Peograms Granty Clcas

[ e Manage Service Regh
2 nage Service Keglon
Immid

Bssion Notes:
Delate: &

I'J_k-gi Remaen

Coet s © ie Sccens

Figure 5. 1 Manage Service Region.

To view, add, or edit a Service Region, a search must be performed. The search
can be executed by using one or a combination of parameter fields located at the

Search top of the screen.
Once the criteria has been entered:
e Click the Search button.
NOTE: The search criterion is case insensitive.
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To edit a region, once a search has been executed:

Editing the _ L :
. . o Click the Edit link adjacent to the selected Region Name.
Service Region
C::,. GrantSeolutions.gov QPHS ... I-— ‘::':‘-:::.;9? ““m':'{%r:
Grants Werkload Management

Geantiolunons User Support | 151371400 o 1455180307 | MecSememiaien o
: b Aceueniily | Brbiuc td Bsrty Bufce | Prbudan o ntmalen .t | Disclatvary

Figure 5. 2 Edit Service Region.
e Place a checkmark adjacent to the Service Area that should be added
to the selected Service Region.
e Alternatively, click the checkbox to remove a checkmark.

e Click the Save button to update the Service Region with the addition
and return to the Manage Service Region Screen.

Deleting a Service To remove a regional authority from the list:
Reg ion e Click the Remove link adjacent to the Region Name.

Addin ga Service To add a regional authority to the list, once a search has been executed:
Reg ion e  Click the Add button from the Manage Service Region Screen.
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" . cchismS: UserProfile
() GrantSolutions.gov OPHS e o
AR Scal (oS GrantSolutions-2.0 04023007 2INT L0GOUT

Grants Workload Management

SeniceRegions  Programs  Granis Ofices  Program Offices  Post-Award Action Kit Management

GrantSolutions - 20003

MERE Loty Add Servics Region
Messages (0)
Tasks (0)

Description:

Grant Humber Region Code (2 digits)

-

GrantSolutions User Support | 301-231-5005 or 1800-613-022 | heb@orantsolutions.qov.
Contact Us | Web Accessibity | Privacy and Securty litice | Freedom of informatin Act | Disclaimers

Figure 5. 3 Adding a Service Region.

e Enter a Description and a two-digit Regional Code.

e Click the Save button to update the database and return to the Manage
Service Region Screen.

NOTE: The newly added name will display on-screen.

Manage Programs

To access:

e Select the Grants Workload Management option from the Main
Menu.

e Select the Programs option from the Sub-menu.
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Q GrantSolutions.gov QPHS
Grants Werkload Management
Programs
Wesange Contes e Manage Programs
Iung

family plasnieg

eleted
gred 1o Meadquate Oice

=
[ Aeed |
Humbss Of Programs: 1

Gaaet §
tame Dvc\nr:n 160 Office / Location  Active Program Activites GRTs (=208 Acticn

Famiy Plasneg  PA  Ofice of Famdy Y  Famity Plannng infermation snd | Exendly Plaaneng lnlormatica snd 93217 Edt
F Educstion

aemiy Plantng Saraces (FRH|  Famy Plannng Sanices

AL

Figure 5. 4 Manage Programs.

Performi ng a To view, add, or edit a Program, a search must be performed. The search can be

executed by using one or a combination of parameter fields located at the top of
Search the screen.

Once the criteria has been entered:

e Click the Search button.

NOTE: The search criterion is case insensitive.

Edit Program To edit a Program:
e Click the Edit Program link adjacent to the selected Program.
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Program Abbreviation

Program Name

Grant # Program Code

Agency Name

— . e Pl
5> GrantSolutions.gov g
Frograms
Message Centar %
Program - Edit
| Tamen
atea )
Salact the CFDAs for this Program

CFDA TITLE
LA
AR

Figure 5. 5 Edit Program

The updateable fields are described below along with the functionality:

Pre-assigned abbreviation of the Program name.

The name of the program.

The Program Code is a unique code that identifies the program. (Required)

The name of the federal agency using the program.

e  Click the drop-down button to view a list of Federal Agencies for
selection. (Required)

Active The Active radio button determines the active status of the program.
e Select the Yes radio button to set the program to active.
e Select the No radio button to set the program to inactive.
CFDA The Catalog of Federal Domestic Assistance (CFDA) Code that accurately
references the Title of the Federal assistance program.
Once changes have been made:
e Click the Save button to update the Program and return to the Manage
Programs Screen.
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Manage Program
Activities

Manage Program
Types

Manage Programs

To manage the Program Activities:

e Select the Manage Program Activities adjacent to the selected
Program Name.

cehismSA
ChanseRole
GranSelutons 2.0 04022007 7IT

Grants Workload Management

OPHS

(D GrantSolutions gov

SeniceRegions  Programs  Grants Ofices  Program Offices  Post-Award Acfion Kit Management
" : GrantSolutons - 20052
lessage Center Manage Program Activities
TM'@“ For HRSA/Organ Transplantation
Number Of Program Activities: 2
Name Activity Code Active Grant Program Types (GPT) CFDA Action
Organ Donation Stage Il aDé Y Organ Donation Stage |l 93134 Edit Program Actiity
Delete Program Activity
Manage GPTs
Best Practices Organ Donation D61 Y Best Practices Organ Denation Grants 93134 Edit Program Activity
Grants Delete Program Activity

Idanage GPTs

Action Notes:

Delete:  An operafion of delete veil mark a delete flag of the record and ine record wil remain naciive:
until system administrator make t actice

Undelete: 41 operation of undekete wil unmark a delete fiag of the record and the record wil remain
nactive untl system adminstrator make 1 active,

Remove: An operation of remove wil permanently delete a record database. For ihose records have
been used by ofher tables, please refer back to database adminisirator

1

GrantSolutions User Support | 301-231-5008 or 1800-618-0222 | peb@grantsoluions.gov
ContactUs | Web Accessibity | Privacy and Securty lotice | Freedom of nformation Act | Disclaimers

Figure 5. 6 Manage Program Activities Screen.

To Manage Program Types:

e Select the Manage Program Types adjacent to the Program Name.

i 2 echism-Sa TserProfile
O] GrantSolutions.gov OPHS Chanzetale i
iy GranSshutisns-2.0 04022007 INT 10GOUT

Grants Workload Management

SeniceRegions  Programs  Grants Offices ar Post-Award Action
GrantSolutions - 20055
Wessage Center Manage Grant Program Types
s For Program Activity: Organ Donation Stage lll (OD6 )
Humber Of Grant Program: 1
GPT Name CFDA Code / Title TAGGS Activity Type Active Action
Organ Donation Stage 93134 - Grants To Increase Organ Donation Other ¥ Edit
Delste
[__Show Deleted ltems | [__Backto Program Activities | [ Back o Programs

Action Notes:

Delete:  An operation of delete vl mark a delete flag of the record and the record wil remain inactive:
unti system administrator make it active.

Undelete: 4n operation of undelete wil unmark a delete fiag of the record and the record wil remain
nactive untl system adminisirator make £ aciive.

Remove: An operation of remove wil permanently delete a record database. For ihose records have
been used by ofher tables, please refer back to database adminsiraior

1Y

GrantSolutions User Support | 301-231-5005 or 1800-512-0223 | helo@orantsolutons.ov
Contact Us | e Accessibi: | Privacy and Secury liotce | Freedom of nformation Act | Disclaimers

Figure 5. 7 Manage Grant Program Types.
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Grant Assignment

The Grants Office Assignment List Screen allows Administrators to manage
federal staff assignments by Office or Person.

Grant Assig nment Grant Assignment by Office

by Office To access:
e Select the Grants Workload Management option from the Main
Menu.

e Select the Grants Offices option from the Sub-menu.

e Select the By Office link from the left-menu.

—_ % < cehismSA UserProfile
O] GrantSolutions.gov OPHS sl e
IS T, GOt GrantSelurisns-2.0 sasz200=INT 10GOUT
Grants Workload Management
i Programs. Program Offices  Past-Award Action Kit Management

Assignments

By Office GraniSolutions - 20022

By Person Grants Office Assignment List

Message Center Grants Office Name
e
I Grants Office Type: ® GHO O GS0 O Bath

Show Inactive O

Assignment

Number OF Assignments: 2

GHO - Office of Grants Management
Start Date End Date Actions

Name (Last, First) User Account Role (MVDDIYYYY) (MM/DDIYYYY) Add New Person

Bagley. Tammy thagley GMS Edit Assignments
End All Assignments

Hitton. Pam philton GMO Edit Assignments
Al mﬂ End Al Assignnents

GrantSolutions User Support | 301-221-8005 or 1800-618-0222 | heb@grantsolutions.qov.

Contact Us | Web Accessibity | Privacy and Securty Notice | Freedom of nformation Act | Disclaimers

Figure 5. 8 Grants Office Assignment List.

Grant Assignment Grant Assignment by Person

by Person To access:
e Select the Grants Workload Management option from the Main
Menu.

o Select the Grants Offices option from the Sub-menu.

e Select the By Person link from the left-menu.
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GrantSolutions.gov OPHS [
L% s o
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Humbar of Unassigned Saffsls: 0
GHO - Office of Grants Managemant
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Narme {Lase, Firsth Uret Account Rote MO Actions
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G350 - Office of Grants Management
‘Start Dote. End Dare
Name jLas, First) User Account Hobe mmoeeY ALDOrYY) Actions
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Fezgosd Siem shizgeraisgmo =2
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moo. Pam phelten G0 s :
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Figure 5. 9 Grants Office Person List.
Manage Program Offices
Manage Program Offices can be accomplished by
Man age prog ram Manage Program Offices by Headquarters
Offices by To access:
Headq uarters e Select the Grants Workload Management option from the Main
Menu.

e  Select the Program Offices option from the Sub-menu.

e Select the Headquarters link from the left-menu.
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(> GrantSolutions gov OPHS = [
L Manage Program Headquarters Offices
PHO Name: ‘Om:e of Minarity Health El
Search Options [ Show Deleted
[Show Unassigned
Office of Minority Health Rockville, MD Minority Health Mimi Chafin Y Edit Org.
Select Programs
Manage PHO
(GrantSolutions User Support| 201-221-5008 or 1800-618-0222 | helb@arants olutions. gov
— : 7\ | @temet | % l
Figure 5. 10 Manage Program Headquarters Offices.
Man age by Manage by Program Office
Program Office To access:
e Select the Grants Workload Management option from the Main
Menu.
e Select the Program Offices option from the Sub-menu.
e Select the By Office link from the left-menu.
(> GrantSolutions.gov OPHS . e I
Program Office Assignment List
Progiam (fice Hame [bopen
Progiam (fice Type O rmasquaner & Serice O Al
biackic oL
GrantSalusons User Supeor | 1012118008 o PEOCA1E-0000 | pemiBargeingites oo
Sammaciin | Wen dcoesaiity | Ecvacyacs Secects dooce | feedan pdnforion 40 | Dacmen ]
B @ et LA
Figure 5. 11 Program Office Assignment List.
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Manage by

Program Person

Manage Program Offices

Manage by Program Person
To access:

e Select the Grants Workload Management option from the Main
Menu.

e Select the Program Offices option from the Sub-menu.

e Select the By Person link from the left-menu.

— < cchismSA User Proile
SWRL OPHS o me
i GrantSslutisns-2.0 04022007 2INT 10GOUT

Grants Workload Management

SericeRegions  Programs  Grants Offices Program Offices  Post-4ward Action Kit lanagement
Headguarters.
Assignments GrantSolutons - 20037
B

By Office. Program Office Person List
By Person

Role | Program Authorizing Offcial i‘:l

e Cent
lessage Center NameiLast. First)

Tasks (0)

Show O Assigned @ Unassigned O Both

Inactive Assignments

Number of Unassigned StaffiRole: 2

Unassigned

Name (Last, First) User Account Role Actions
Acuna, Sandy sacuna-ao A0 Edit Assignments
Edit Person

Pascal, Chiis B. cpascal A0 Edit Assignments
'\‘wm:i Edit Person
Jioe

GrantSolutions User Support | 301-221-8005 or 1800-618-0222 | heb@grantsolutions.qov.

Contact Us | Web Accessibity | Privacy and Securty Notice | Freedom of nformation Act | Disclaimers

Figure 5. 12 Program Office Person List.
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Viewing the

Action Kit

Post Award Action Kit Management

Post Award Action Kit Management

Managing the Post Award Action Kit involves

(> GrantSolutions gov OPHS P

GrantSolutions .0 0402007 INT LocouT

GreniSolutions - 144

Post-Award Action Kit

Budget Re‘ws\én o iew |

hange Grantee Address &w\ Edit

Other Supplements iewy | _Edit!
Expansion with New Funds igw | _Edit]
Expansion without New Funds &\ew | Edit
Extension with/without Funds Qw\ Edit!
Change PI/PD Visw | Edit
NGA Revision View | Edil

Request for Use of Unobligated Funds&w | Edit
Grant Closeout Qw\ Edit|

GrantSolutions User Support| 301-231-5005 or 1800-618-0223 | helb@orantsoltions oov
ContactUs | Web ity | Privacy and Securty Nofce | Ereedom of information Act | Disclaimers

Figure 5. 13 Post Award Action Kit.

To view the Action Kit, once a search has been performed:

o Select the View link adjacent to the Action Kit Name.

(> GrantSolutions.gov OPHS Sy o i
e - |
|« ] |

3 Aentuncesant of Antipated Aadabidy of | | |
smhmmn ) Frojects 1est
[ v | v |[v]| v« ‘
I !
| ]
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| [ v ]
i [
anmimmm!m | |
LINH0N o 1ISSHIAEITY {
Lempmiig L Cotwewrsy ;
e @ Intwret Ko v |

Figure 5. 14 Viewing Post Award Action Kit.
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Assemble
Application Kit

Post Award Action Kit Management

To assemble the Application Kit:
Select the Edit link adjacent to the Action Kit name.
Click the Next button

(> GrantSolutions.gov OPHS e
FaciBalonece BA2
Action Kit - Edit
Action Kit Nama: Adminetrative Supplemest Increase

D) 2002 Anmeuncement of Aticpated Aradstity of urds for il Speciaty Tramng Projects
[ 2002 Anccuncement of Anticipabed Awadability of Funds for Famdy Seraces Grants:

012003 Anecuncement of Antizipated Avadabilty of Funds for Cirscl Speciaty Temnng Prjects test
) 2003 Anncuncement of Anticipated Fradabilty of Funds for Famidy Seraces Grants:

12003 Anncunzemint of Anticicated Avadabilty of Funds for Famdy Sendces Grants Revision|
[a]’ of Avalabilty of Funds F. B

¥
12003 Anvssuncement of Avadatdty of Funds for Family Planning Usle Repmductive Heath Research
00 2053 Annguncement of Aualaaty of Funds for Wale Repmductss Healh Apsearch Comcsion 1

) 2003 Anvesuncement of Avslaity of Funds fkx Male Reproductoe Heath Resemch Conection 2
) 2004 Anncuncement of Anticipated Avadabity of Funds for PP Seeices Grants. Comsction 1

112004 Anvuincement of Anticipsted Avaabsbty of Funds for FP Senices Grants, Carrection 2
0 2004 of Anticipated v Granis

312004 Arunceent o vty o s forCooprave peemets o sl Paing Reseach
O 2004 of ¥ of Funds. ty Planning Male Training Grast &l
@ et Ao -
Figure 5. 15 Action Kit.
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System Configuration

The system configuration area allows the Administrator to manage the tables
that set-up an assortment of components to assist users with the GrantSolutions
System.

e Text Configuration

e Form Letters

e Hash Checking

e Offsets

e Task Messages

e Password Management

o EIN Management

Manage Text Configuration

To access:

e Select the System Configuration Main Menu option.

e Select the Text Configuration Sub-menu option.

. GrantSolutions.gov OPHS Frestarien e

e T —

Tont Configuration  Form Luber Templates. HahCnedhieg  Offyety Tass Uwssape

Mwsaage Cariee
e
pEs Text Configuration List

Modute Hams Taxt Type Action

14 e

A Interret oo -

Figure 6. 1 Text Configuration List Screen
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Edit Textual
Modules

To edit the CLO_SUBMIT_FROM email address:
e  Click the Edit link.

—_ Y : femSA User Profile
() GrantSolutions.gov OPHS xendls i
i s GrantSslurions-2.0 04522007 INT 10GOUT
System Configuration
TextConfiguration ~ Form LetierTemplates  Hash Checking  Offsets  TaskMessage DueDates  Password Management  EIN Management
e Granigolutions - 2082
Messages (0}
Tasks (0 Manage Text Configuration
WModule Name: |CLO_SUBMIT_FROM
Text Type Email Address
egrants-adminénns.gov
Text
Save Changes
'\‘mm
Jike
GrantSolutions User Support | 301-231-6008 or 1600-618-0222 | helo@arantsoltons.qov
ContactUs | Yieb Accessibiy | Privacy and Securty Notice | Freedom of information Act | Disclaimers

Figure 6. 2 Manage Text Configuration Screen.

Form Letter Templates

The Form Letter Templates page allows administrators to manage the form letter
templates used in the reports system. Form letter templates can be used for
grant approval letters, grant disapproval letters, pending applications, etc. You
may upload form letter templates by first downloading the standard form letter
merged fields data source file and then downloading the sample template.

To access:

e Select the System Configuration option from the Main Menu.

e Select the Form Letter Templates option from the Sub-menu.
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Upload Template

Form Letter Templates
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Figure 6. 3 Form Letter Templates.
To uploading a Form Letter Template:
Click the Upload Template button
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Figure 6. 4 Upload Form Letter Temp

e Enter a title name.

e Click the Browse button.

e From the Choose File dialog box, locate the file you wish to upload.

e  Click the Open button, which adds the selected filename to the

Upload File field.
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e Click the Add button and the Form Letter Templates page displays the
uploaded file.

NOTE: Save the file to your local hard drive and when you open the template,
you will be asked to locate the data source file. Point to the location of the data

source file.
Viewing, Activating,  To view a template:
and Downloading e Click the View Template (PDF) link in the Action column and a
Templates .PDF version of the file will be displayed. (In development)
e Click File/Save As from the menu.
e Enter a file name and click the Save button.
To download a template:
e Click the Download (MS Word) link, which displays the file in
Microsoft Word.
e Click File/Save As from the menu.
e Enter a file name and click the Save button.
To de-activate a template:
o Click the Set Inactive link and an Alert popup window displays.
e Click the OK button to make the template inactive.
To re-activate a template:
e Click the Re-Activate link and an Alert popup window displays.
e Click the OK button to re-activate the Template
Up load SQL To upload a SQL statement from the Form Letter Templates page:
Click the Upload SQL button.
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Figure 6. 5 Upload Form Letter SQL. [2112].

e Enter a SQL title.
e Enter the SQL statement.

e Click the Add button to add the SQL statement and return to the Form
Letter Template Screen.

NOTE: One SQL statement can be linked to multiple templates; however, only
one template can be linked to only one SQL statement.

Hash Checking

The Hash Checking page allows administrators to verify the validity of an
uploaded file. A hash is fixed-length value calculated from digital data to
uniquely identify data. Hashes are used to check the integrity of files and
documents and are designed so that a small change in a document will produce a
big change in the hash.

Hash checking occurs when the hash function is executed and, within
GrantSolutions, may be performed on:

1. Application attachments
2. Application notes
3. Enclosures

NOTE: The Administrator does not have access to “Work in Progress” files.
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To perform hash validation on application attachments:

Application N : :
e Select the System Configuration option from the Main Menu.
Attachment Hash et the Hach Check PR
. . e Select the Hash Checking option from the Sub-menu.
Validation
e Select the Application Attachment from the left-menu.
(D GrantSolutions gov OPHS .
TextConfiguration  Form Letter Templates  HashChecking  Offsets  TaskMessage Due Dates Password lanagement  EIN Management
Application Aftachment
Note Attachment S
Enclosure Attachment
Hash Validati
Message Center
Jgssanss (() Application Number.
Jut) Grant Number.
Grantee Name
1.
GrantSolutions User Support | 301-231-5005 or 1800-618-0222 | helo@arantsolutions. gov
‘Contact Us | eb Accessibity | Privacy and Securty liotie | Freedom of Information Act | Disclaimers

Figure 6. 6 Application Attachment Hash Validation Screen.

A search must be executed:

o Enter an application number, a grant number, or a grantee name in the
parameter fields

e Alternatively, to search for all the attachments, leave these fields blank.
e Click the Search button.
e Select the checkbox adjacent to the file you wish to validate.

e Click the Validate button and the Hash Verify screen displays,
indicating whether the original hash is valid or not.

e To open the file, click the document name link.

e To close the page, click the Close button.

Ap P lication Note To perform hash validation on application notes:
Hash Validation e Select the System Configuration option from the Main Menu.

e Select the Hash Checking option from the Sub-menu.

e Select the Note Attachment from the left-menu.
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Enclosure
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Hash Checking
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Figure 6. 7 Application Note Hash Validation.

To perform hash validation on an enclosure:

e Select the System Configuration option from the Main Menu.

e Select the Hash Checking option from the Sub-menu.

e Select the Enclosure Attachment from the left-menu.
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Figure 6. 8 Enclosure Attachment Hash Validation.
e Select an enclosure from the drop-down list.
e Click the Search button (not displayed)
e  Select a document by clicking a checkbox.
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Click the Validate button and the Enclosure Hash Verify page
displays indicating whether the original hash is valid or not.

e To open the file, click the document name link.

e To close the page, click the Close button.

Status Deadlines

The Offset menu provides the Administrator with several menus for defining
values for deadline date parameters for GrantSolutions.

To set the FSR application deadlines:
Select the System Configuration option from the Main Menu.

FSR Offsets

°
e Select the Offsets option from the Sub-menu.

e Select the ESR link from the left-menu.

() GrantSolutions.gov OPHS

IV m{

[~ re] o .

Figure 6. 9 FSR Offsets.

To set the Non-Competing application deadlines:

Non-Competing
Select the System Configuration option from the Main Menu.

Offsets .

e Select the Offsets option from the Sub-menu.
e Select the Non-Competing link from the left-menu.

April 13, 2007
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Figure 6. 10 Non-Competing Offsets.

e  Enter the number of days/months in the text field.
e  Select the days/months from the drop-down list.
e Click the Save button.

To set the CLO Expiration Date Delays:

e Select the System Configuration option from the Main Menu.

o Select the Offsets option from the Sub-menu.
o  Select the CLO link from the left-menu.

D GrantSolutions.gov OPHS e
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GrantSolutions System Configuration

CLO Offsets

CLO Delay Expiration Date is|30 ‘ after the award issue date.
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Figure 6. 11 CLO Offsets.
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FPAR Offsets To set the FPAR reminder dates:
e Select the System Configuration option from the Main Menu.

e Select the Offsets option from the Sub-menu.
e Select the EPAR link from the left-menu.
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Figure 6. 12 FPAR Offsets.

Task Messages

Fundi ng Memo To set the Task Message due dates for the Funding Memo:

e Select the System Configuration option from the Main Menu.

e Select the Task Message Due Dates option from the Sub-menu.

e  Select the Funding Memo option from the left-menu.

System Configuration 63 April 13, 2007
GrantSolutions.gov



System Administrators User Manual Task Messages

—_— % 2 cohismSA User Profile
O GrantSolutions.gov OPHS sl e
g e e GrantSelutisns-2.0 0402200~ TNT 106 0T
System Configuration
TextConfiguration  Form Letter Templates i Offsets. P El
Funding Memo
Priot Approval Wemo GraniSolutons - 3260
Message Center GrantSolutions System Configuration
LUessaces (0
Tasks 1) Funding Memo Task Message Due Dates
After PO Recommends Memo: Response is dug in E Days | v

After OD/RPC Recammends Memo: Response is due in|5

g

ys
ARer ODIRRC Rejects Memo Responseisdusin |5

Agter GMO Concurs Memo: Response is due in 5 Days

=3

After GMO Rejects Memo: Response is due in 5 Days |

I e

GrantSolutions User Support | 301-231-8005 or 1800-618-0222 | heb@grantsolutions. gov

Contact Us | Web &ccessibity | Privacy and Securiy Notice | Freedom of nformation Act | Disclaimers

Figure 6. 13 Funding Memo Task Message Due Dates Screen.

Prior Approval To set the Task Message due dates for the Funding Memo:
Memo e Select the System Configuration option from the Main Menu.

e Select the Task Message Due Dates option from the Sub-menu.

e Select the Prior Approval Memo option from the left-menu.
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Figure 2. 1 Prior Approval Memo Task Message Due Dates Screen.
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Password Management

To manage system notices for GrantSolutions user passwords and to ensure
unauthorized user access:

e Select the System Configuration option from the Main Menu.

e Select the Password Management option from the Sub-menu.
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Figure 6. 14 Password Management.

EIN Management

The Employer Identification Number (EIN) is assigned by the United States
Internal Revenue Service to uniquely identify an organization.

To access:
e Select the System Configuration option from the Main Menu.

e Select the EIN Management option from the Sub-menu.
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Figure 6. 15 EIN Management Screen.

Performin ga To view or edit an EIN, a search must be performed. The search can be
executed by using one or a combination of parameter fields located at the top of
Search the screen.

Once the criteria has been entered:

e Click the Search button.

NOTE: Search criterion is case insensitive.

Adding an EIN To add and EIN:
e Select the Add link
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Figure 6. 16 Adding an EIN.

System Configuration 67 April 13, 2007
GrantSolutions.gov



System Administrators User Manual ETL Queue

Gates Management

GATES ETL (Extract, Transform, and Load) module developed for bridging
data from the legacy GrantSolutions System to GATES by extracting
GrantSolutions data and loading the extracted data into GATES database once
an NGA is issued in GrantSolutions. (SQL Data warehouse function)

ETL Queue

To access:
e Select the GATES Management option from the Main Menu.
e Select the ETL Queue option from the Sub-menu.
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Figure 7. 1 ETL Queue Screen.

ETL Log

To access:

e Select the GATES Management option from the Main Menu.

e Selectthe ETL Log option from the Sub-menu.
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