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Grants Online Overview 
Materials 

The following Grants Online reference materials 
are available from the Grants Online 101 web 
page: 

 Grants Online Overview

 Grants Online Glossary

 Explanation of Grants

Online Roles
 System Navigation

https://www.noaa.gov/organization/info
rmation-technology/grants-online-101 
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Pre‐Award / Award Activities 

For all Pre‐Award / Award activities, please use your assigned Student 
Number: 

Student# Name
01 Larry Evans  

02 Mackenzie Griffin 

03 Ian Sears 

04 Nicholas Dawson 

05 Bill Cushman 

06 Jessica Cross 

07 Gabby Kitch 

08 Kerry Yannacito 

09 Roberta Lusic 

10 David Herring 

11 Frank Niepold 

12 Todd Christenson 

13 Carmen Davila 

14 Claudia Rojo 

15 Jennifer Hunter 

16 Zach Topor 

17 Ryan Holman 

18 Brittany King 

19 Mandy Bromilow 

21 Hideyo Hattori 

22 Victoria Dodd 

23 Tamara Marshall-Jones 

24 Ashlee Jones 

26 Trevon Pitt 

27 Andrew Garrow 

28 
29 
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Grants Online Training

Competitive RFA / NOFO Creation 

Module #02

February 2023

5



Module Overview

The first step in the grant process is to create a Request For 
Application (RFA) and Notice of Funding Opportunity (NOFO) in 
Grants Online.  In a real world scenario, once the RFA has been 
completed in Grants Online, it will be posted on Grants.gov for the 
public to submit their application package. 

Module Objectives 

Upon completion of this module, students will be able to: 

 Understand the Competitive Process – Create and Review RFA  and 
Publish NOFO Overview Process Map

 Complete a Request For Application (RFA) 

 Complete the Notice of Funding Opportunity (NOFO)
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Competitive Process – RFA Creation

Corresponding Video

Hands on activity for this Module starts here. 
You will be completing steps 1 – 6.

To begin, access the Grants Online Training site. 

The gstudent account represents a Certified Federal Program Officer. 
Sign in with your gstudentXX account. 

The password is gotremfeb23XX$$
Note: XX is your Student Number.
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https://www.youtube.com/watch?v=yw_X7xbJGYM&list=PL7eEDcBSoNkuAiMOOvMt_1Y41Zs4bcGBu&index=7&t=0
https://grantsonlinetraining.rdc.noaa.gov/flows/home/Login/LoginController.jpf


2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

To begin, click on the RFA tab. 
Then click on the Create RFA link. 

Choose Type: Choose Competitive. 
Choose Action: Choose Create New from Scratch. 
Then click the Create RFA button. 
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Enter or select a value for every field with a red asterisk.  

 RFA Name: Enter the RFA name of your choice, please include your
gstudent number in the name for the purpose of tracking.

 Fiscal Year: Enter the current four digit Fiscal Year.
 Anticipated Publication Date: Enter tomorrow’s date.
 Assigned Program Office: Choose One Commerce Program

Office (OCPO)
 Assigned Program Officer: Choose your StudentXX number
 CFDA Number: Choose 11.998 – Grants Online Training
 Sub Program: This is the only entry field that does not have a red

asterisk next to it. This can be left blank.

Click on the Save button. 
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Enter the following values:

• Anticipated Funding Amount = 10,000,000
• Anticipated Award Amount Min = 10,000
• Anticipated Award Amount Max = 1,000,000
• Anticipated Number of Awards Min = 10
• Anticipated Number of Awards Max = 20

Note that the Funding Opportunity 
Number is set at this time. 
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Step 2 – Enter “OCPO” in 
the Program Office Name 
field, then click the Search
button. 

Step 3 – Click the check 
box in the search results, 
then click the Add to RFA
button. 

Step 4 – Click the Done
button.

Step 1 – Click the Add/Edit link.

Selected Federal Addresses
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Step 2 – Enter your XX
number in the Last Name 
field, then click the Search
button. 

Step 3 – Click the check 
box in the search results, 
then click the Add to RFA
button. 

Step 4 – Click the Done
button.

Step 1 – Click the Add/Edit link.

Selected Federal Contacts
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Step 1 – Click the Add/Edit link.

Step 2 – Click the check 
box  next to one of the 
Mission Goal(s) to add to 
this RFA, then click the 
Add to RFA button. 

Step 3 – Click the Done
button. 

Selected Mission Goals
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Throughout this process, please 
remember to Save often. 

Click the Save button. 

2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Step 1 – Click the Add/Edit link.

Note that Program Elements can be assigned custom labels.  Applications that 
will later be associated with this RFA can be linked to one (and only one) of the 
Program Elements defined at this step.

Step 2 – Add a Label, 
Name and Description, 
then click the Save button. 

Step 3 – Once all Program 
Elements have been 
added, click the Done
button. 

Program Elements/Funding Priorities

Step 4 – Click the Save button at the bottom of the screen. 
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Step 1 – Click the Add New link.

Competitions

Note: There may be one or more competitions per RFA. 

Step 2 – Enter or select a value for every field with a red asterisk. 

 Competition Name: Leave this field as is.
 Fiscal Year: Enter the current four digit Fiscal Year.
 Competition Type: Choose Group.
 Assigned Program Office: Choose OCPO.
 Competition Manager: Choose your Student XX number

Click on the Save button. 
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Enter or select a value for every field with a red asterisk.  

 Selecting Official: Choose “NOAA Official” from the
dropdown menu.

 Anticipated Federal Funding for this Competition -
Min = 1,000,000
Max = 10,000,000

 Application: From the dropdown menu, choose Days
after RFA Publication.
 In the field next to it, enter 1
 In the time field, enter 11:59 PM

 Anticipated Award Date = 180

Note: When the Competition Type is Group, all applications must be 
submitted by the Application due date and time.
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Step 1 – Click the State radio button 
then click the View/Edit link.

NOTE that the Review Criteria Type is only 
available for NOAA application processing. 

Step 2 – Click the Add New link. 

Step 3 –
Enter or select a value for all fields. 
 Routing Group Name: Enter a name.
 Available States: Select APO’s and

Foreign State and click the >> button.
 Available Users: Select Student01,

Student02 & Student03 and click the
>> button.

Then click the Save button. 

Application Routing
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Step 4 – Click the Add New link.

Step 5 –
Enter or select a value for all fields. 
 Routing Group Name: Enter a name.
 Available States: Select States A-M 

and click the >> button. 
 Available Users: Select Student00, 

and click the >> button. 
Then click the Save button. 

Step 7 –
Enter or select a value for all fields. 
 Routing Group Name: Enter a name.
 Available States: Select all remaining

States and click the >> button.
 Available Users: Select Student14,

Student15 & Student16 and click the
>> button.

Then click the Save button. 

Step 6 – On the next page, click the Add 
New link. 
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Step 7 – Click the Save and Return 
to Main button. 
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Step 1 – Click the View/Edit link.

Step 2 – Choose the following from the 
dropdown menus: 
• Select a Form Family: SF-424
• Select a Template: NOAA Standard Non-

Construction Application Package

Then click the Save and Return to Main
button. 

Application Package
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Specific Award Conditions

Step 1 – Click the View/Edit link.

Step 2 – Click the Create From Scratch link.

Step 3 – Enter a value in both fields: 
• Name: NOAA Logo Required
• Description: All publications resulting

from this grant award project must
display a NOAA Logo on the cover
sheet.

Click the Save button. 
Then click the Done button. 

Step 4 – Click the Done button.
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Step 1 – Click the Add New >> link.

Step 2 –
• Review Event Name: Enter a name
• Review Basis: Choose Independent

Individual Merit from the dropdown menu

Then click the Save button. 

Review Events
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Enter or select a value for every field with a red asterisk.  

 Review Event Manager: Choose your Student XX
number from the dropdown menu.

 Review Done By: Choose the “using Grants
Online” option

 Scored Criteria: Choose Quantitative – Percent
 Summary Score Determination: Choose Mean
 Not Scored Criteria: Leave as No
 Anticipated Review Start Date: Today’s date
 Anticipated Review End Date: Tomorrow’s date

 Click the Add Agency Standard Criteria link

Then click the Save button. 

Note: A Review Event may be conducted outside Grants Online. However, 
you must attach the scores and comments received from Reviewers to the 

Selection Package.
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Note that the top of the page has text in red. This section explains what 
needs to be filled out in order to complete this step. 

For this example, the criteria needs to be updated to have scores and 
weights. 

Click the Edit link for the first criteria. 

10/15/2022 10/16/2022
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Enter a value for every field with a red asterisk. 

 Criterion Name: No need to modify.
 Reviewer Comments: Choose any of the options.
 Reviewer Score: Choose either option.
 Minimum Score: Can be left as zero.
 Weight (%): Enter an amount, in this example enter

20.
 Description: No need to modify.

Then click the Save button. 

Repeat this process for each criteria, ensuring that the 
sum of the Weight for all criteria equals 100. 

Note: At this point, you need to know some basic information regarding the 
Review Event(s). These details should reflect the information posted in the 
NOFO regarding evaluation criteria and should not be changed after the 

NOFO has been posted. 
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Click the Save and Return to Main
button at the bottom of the screen.

10/15/2022 10/16/2022
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

The Independent Individual Merit Review 
page is displayed. 

Scroll down to the bottom of the page. 

Click on the ID link next to the RFA 
document in the Associated Documents 

section.
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Note: For a Competitive grant program, the Notice of Funding 
Opportunity is used to communicate with the potential applicants.

The RFA page is displayed. 

Choose Create the Notice of Funding 
Opportunity from the dropdown menu and 

click the Submit button.
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Click the NOFO Routing Slip and Start 
Workflow button at the bottom of the 

screen.

For training purposes, enter data only in the following fields: Dates, 
Funding Opportunity Description and Program Objectives. 
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Click the Start Workflow button at the 
bottom of the screen.

Note:  The only customizable portion of the NOFO Routing slip is the Optional 
Reviewer section.  The Assigned Program Officer is copied from the RFA details.  

The Grants Specialist is the current lead Grants Specialist in the user’s Line Office 
and CFDA Number.  When the NOFO goes to FALD and to the RFA Publisher, all 

users with those roles in the user’s agency will receive a task.  The first user to 
take an action on the task will become the owner and it will be cleared from the 

inboxes of other users to whom the task was sent. 31



This completes the hands on activity for this Module. 
Please complete the assessment questions.

2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

The Notice of Funding Opportunity page is 
displayed. 

Choose Approve from the dropdown menu 
and click the Submit button.
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Grants Online Training

Review Event Processing

Module #03

February 2023
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Module Overview

Prior to this module, a Request For Application (RFA) must have been 
completed in Grants Online.  In a real world scenario, this RFA would 
have also been posted on Grants.gov and the public would have 
submitted their application packages. The applications then go through 
the Review Event.

Module Objectives 

Upon completion of this module, students will be able to: 

 Understand the Application and Review Event Process Map

 Understand the Review Event – Federal Agency Process Map

 Understand the Review Event – Reviewer Process Map

34



Competitive Process – Application and Review 
Event

Corresponding Video

There are no hands on activities for this module.

The assumption is that applications have been submitted. 

35

https://www.youtube.com/watch?v=P6W4cSJCI4U&list=PL7eEDcBSoNkuAiMOOvMt_1Y41Zs4bcGBu&index=10


Competitive Process – Review Event 

For further training material, please refer to the PMO website:  
https://www.noaa.gov/organization/information-technology/federal-program-office-pre-award-award-user-
resources

6. Review Event Guidance
• Create a Review Event
• Conduct a Review Event
• Conduct an Application Review

36

https://www.noaa.gov/organization/information-technology/federal-program-office-pre-award-award-user-resources


Competitive Process – Reviewer

37



Email to Application Reviewer

There are no hands on activities for this module.
HOWEVER

please complete the assessment questions.
38



Grants Online Training

Competitive Application 
Selection Process

Module #04

February 2023
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Module Overview

Prior to this module, a Request For Application (RFA) must have been 
completed in Grants Online.  In a real world scenario, this RFA would 
have also been posted on Grants.gov and the public would have 
submitted their application packages. The applications have gone 
through the Review Event. Now we will review how to select 
applications for funding. 

Module Objectives 

Upon completion of this module, students will be able to: 

 Understand the Select Applications for Funding Process Map

40



Competitive Process – Select Applications for 
Funding

Corresponding Video

There are no hands on activities for this module.

There are no hands on activities for this module.
HOWEVER

please complete the assessment questions.

41

https://www.youtube.com/watch?v=JxKLC4oHDsU&list=PL7eEDcBSoNkuAiMOOvMt_1Y41Zs4bcGBu&index=11


Grants Online Training

Universal RFA Creation

Module #05

February 2023
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Module Overview

The first step in the grant process is to create a Request For 
Application (RFA) and Notice of Funding Opportunity (NOFO) in 
Grants Online.  In a real world scenario, once the RFA has been 
completed in Grants Online, it will be posted on Grants.gov for the 
public to submit their application package. 

Module Objectives 

Upon completion of this module, students will be able to: 

 Understand the Universal Process – Create RFA, Post Application
Package Overview Process Map

 Complete a Request For Application (RFA)

 Complete the Notice of Funding Opportunity (NOFO)
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Universal Process – RFA Creation

Corresponding Video

Hands on activity for this Module starts here. 
You will be completing steps 1 – 11.

To begin, access the Grants Online Training site. 

The gstudent account represents a Certified Federal Program Officer. 
Sign in with your gstudentXX account. 

The password is gotremfeb23XX$$
Note: XX is your Student Number. 

44

https://www.youtube.com/watch?v=QwUibPXQQNA&list=PL7eEDcBSoNkuAiMOOvMt_1Y41Zs4bcGBu&index=13&t=0s
https://grantsonlinetraining.rdc.noaa.gov/flows/home/Login/LoginController.jpf


To begin, click on the RFA tab. 
Then click on the Create RFA link. 

2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
RFA Name, Fiscal Year, 

CFDA Number
Universal RFA Type

Create via links on RFA Details

5
Start Workflow

4
RFA Routing Slip

(Select optional review if needed)

1
RFA Creator

Choose Type: Choose Noncompetitive. 
Choose Action: Choose Create New from Scratch. 
Then click the Create RFA button. 
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
RFA Name, Fiscal Year, 

CFDA Number
Universal RFA Type

Create via links on RFA Details

5
Start Workflow

4
RFA Routing Slip

(Select optional review if needed)

1
RFA Creator

Enter or select a value for every field with a red asterisk.  

 RFA Name: Enter the RFA name of your choice, please include your
gstudent number in the name for tracking.

 Fiscal Year: Enter the current four digit Fiscal Year.
 Assigned Program Office: Choose One Commerce Program

Office (OCPO)
 Assigned Program Officer: Choose your StudentXX number.
 CFDA Number: Choose 11.998 – Grants Online TRAINING
 Sub Program: This is the only entry field that does not have a red

asterisk next to it. This can be left blank.
 RFA Type: Leave as Noncompetitive

Click on the Save button. 

Note: The Catalog of Federal Domestic Assistance (CFDA) Number can be 
shared by more than one Program or Line Office working collaboratively on a 

single grant program.
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
RFA Name, Fiscal Year, 

CFDA Number
Universal RFA Type

Create via links on RFA Details

5
Start Workflow

4
RFA Routing Slip

(Select optional review if needed)

1
RFA Creator

Note that the Funding Opportunity 
Number is set at this time. 

Enter the following values:

• Anticipated Funding Amount for All Recipients = 1,000,000
• Application Due Date = 9/30/2023
• Time: format is 11:59 PM
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
Addresses, Contacts, Mission Goals,

Program Elements, Funding Priorities, 
Competitions

Create via links 
on RFA Details

4
Create Publication

5
NOFO1

RFA Creator

6
NOFO Routing Slip

Step 2 – Enter “OCPO” in 
the Program Office Name 
field, then click the Search
button. 

Step 3 – Click the check 
box in the search results, 
then click the Add to RFA 
button. 

Step 4 – Click the Done
button.

Step 1 – Click the Add/Edit link.

Selected Federal Addresses
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
RFA Name, Fiscal Year, 

CFDA Number
Universal RFA Type

Create via links on RFA Details

5
Start Workflow

4
RFA Routing Slip

(Select optional review if needed)

1
RFA Creator

Step 2 – Enter XX
number in the Last Name 
field, then click the Search
button. 

Step 3 – Click the check 
box in the search results, 
then click the Add to RFA
button. 

Step 4 – Click the Done
button.

Step 1 – Click the View/Edit link.

Selected Federal Contacts
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
RFA Name, Fiscal Year, 

CFDA Number
Universal RFA Type

Create via links on RFA Details

5
Start Workflow

4
RFA Routing Slip

(Select optional review if needed)

1
RFA Creator

Step 1 – Click the Add New link.

Step 2 – Click the Search button.

Step 4 – Click the Select link next to 
the Organization.

Step 5 – Click the Save button.

Step 6 – Click the Save and Return 
to Main button.

Recipient Information/Application Details

Step 3 – Searching by the UEI is the 
most efficient way to search for the 
intended Recipient of an award. Enter 
“PJ2SP76D3HJ3” in the Unique 
Entity Identifier field. Click the Search
button.
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
RFA Name, Fiscal Year, 

CFDA Number
Universal RFA Type

Create via links on RFA Details

5
Start Workflow

4
RFA Routing Slip

(Select optional review if needed)

1
RFA Creator

Step 1 – Click the View/Edit link.

Mission Goals Information

Step 2 – Click the check 
box for the Mission 
Goal(s) to add to this RFA, 
then click the Add to RFA
button. 

Step 3 – Click the Done
button. 
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
RFA Name, Fiscal Year, 

CFDA Number
Universal RFA Type

Create via links on RFA Details

5
Start Workflow

4
RFA Routing Slip

(Select optional review if needed)

1
RFA Creator

Throughout this process, please 
remember to Save often. 

Click the Save button. 
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
RFA Name, Fiscal Year, 

CFDA Number
Universal RFA Type

Create via links on RFA Details

5
Start Workflow

4
RFA Routing Slip

(Select optional review if needed)

1
RFA Creator

Step 1 – Click the Workload radio 
button then click the View/Edit link.

Step 2 – Choose your Student XX
number and click the >> button to 
move to the “Selected Users to 
receive application” box. 

Application Routing

Step 3 – Click the Save and Return 
to Main button. 
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
RFA Name, Fiscal Year, 

CFDA Number
Universal RFA Type

Create via links on RFA Details

5
Start Workflow

4
RFA Routing Slip

(Select optional review if needed)

1
RFA Creator

Step 1 – Click the View/Edit link.

Step 2 – Choose the following from the 
dropdown menus: 
• Select a Form Family: SF-424
• Select a Template: NOAA Standard Non-

Construction Application Package

Then click the Save and Return to Main
button. 

Application Package
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
RFA Name, Fiscal Year, 

CFDA Number
Universal RFA Type

Create via links on RFA Details

5
Start Workflow

4
RFA Routing Slip

(Select optional review if needed)

1
RFA Creator

Step 1 – Click the View/Edit link.

Step 2 – Click the Delete link next to Priority 
items 4 & 5.

Then click the Done button. 

Minimum Requirements
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
RFA Name, Fiscal Year, 

CFDA Number
Universal RFA Type

Create via links on RFA Details

5
Start Workflow

4
RFA Routing Slip

(Select optional review if needed)

1
RFA Creator

Once all data has been entered, click the RFA 
Routing Slip – Start Workflow button. 
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2
RFA

Select the RFA Tab & 
the Create RFA link

Select the option to 
copy RFA from existing 

or create new RFA 3
RFA Name, Fiscal Year, 

CFDA Number
Universal RFA Type

Create via links on RFA Details

5
Start Workflow

4
RFA Routing Slip

(Select optional review if needed)

1
RFA Creator

Click the Start Workflow button at the bottom 
of the screen. 
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In the UNI-1 Process Map, this completes step 7. 
Training staff will be monitoring the workflow and will 

complete steps 8-9. Please check the “Your Tasks” page 
for the next step.   

Note when the RFA has been published in Grants.gov the CFDA 
number cannot be changed by using the “Amend RFA” process. 

The RFA page is displayed. 

Choose Initiate Application Package 
Posting from the dropdown menu and click 

the Submit button. 
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11
Notify Recipients

END

10
RFA Creator

By completing the Notify Recipient task you are completing 
steps 10-11 from UNI-1. This step completes the hands on 

activity for this Module. 

Please complete the assessment questions for 
this Module. 

The RFA page is displayed. 

Choose Notify from the dropdown menu and 
click the Submit button. 

Click the View link for the Notify Recipients 
task. 
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Sample Grant Applicant Email

From:     GrantsOnline.test@noaa.gov (GrantsOnline.test@noaa.gov) 

To:         Grant.Applicant@gmail.com

Date:      Wednesday, April 17, 2019  8:54:40 AM

Subject:  Notice of NOAA posting of Application Package at Grants.gov 

This is an automated notification from Grants Online that an application package has been posted at Grants.gov and you 
have been selected by the posting Program Officer for notification.

Grants.gov is available at the URL: http://www.grants.gov. If you are not registered at Grants.gov, please begin the 
registration process immediately. It can take up to 2 weeks to fulfill all of the registration requirements.

To retrieve your application package from the Grants.gov home page:

1. Go to the Applicant tab and click Apply Now.
2. On the next page enter the Funding Opportunity Number in the search box:

• NOAA-ONPO-2019-789654
3. Enter the application filing name.
4. Click on Create Workspace.
5. Use the Download or Webform option for the application (Webform is recommended).
6. Fill out the application and follow the Grants.gov instructions for submission.

Information on the NOAA Request for Applications (RFA):

RFA Name:  RFA_Name_Sample01  
Fiscal Year:  2019
CFDA Number:  11.998
Opportunity Number:  NOAA-ONPO-2019-7896543
Agency:  National Oceanic and Atmospheric Administration 
Opening Date:  2019-02-11  09:00:00.00 
Program Office:  One NOAA Program Office
Program Officer:  Program Officer 
Closing Date:  2019-06-11  23:59:00.00   

NOTE: This is the latest due date for all applications in this RFA. Please contact the NOAA Program Officer for 
verification of when your specific application must be submitted for timely award processing.

For further information contact:

Name:  Federal Program Officer 
Phone:      301.555.1212
Address:   14th Street & Constitution Avenue, NW

Washington, DC 20230 
Email:       Federal.ProgramOfficer@noaa.gov

Note the sample email below is sent to the applicant 
once you complete the Notify Recipient task. 

60



Grants Online Training

Universal Application Processing

Module #06

February 2023
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Module Overview

Prior to this module, a Request For Application (RFA) must have been 
completed in Grants Online.  In a real world scenario, this RFA would 
have also been posted on Grants.gov for the public to submit their 
application package. 

Module Objectives 

Upon completion of this module, students will be able to: 

 Understand the Universal Process – Application and Review Event
Overview Process Map

 Complete entering a paper application

 Complete the Review Minimum Requirements Checklist

 Understand the Universal Process – Prepare Application for Funding
Process Map

 Complete the Conduct Negotiations process
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Universal Process – Applications and Review 
Event

A Review Event is optional for the Universal process.

Corresponding Video

Hands on activity for this Module starts here. 
You will be completing steps 1 – 5.

To begin, access the Grants Online Training site. 

The gstudent account represents a Certified Federal Program Officer. 
Sign in with your gstudentXX account. 

The password is gotremfeb23XX$$
Note: XX is your Student Number. 
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https://www.youtube.com/watch?v=JCcSaHhz9-o&list=PL7eEDcBSoNkuAiMOOvMt_1Y41Zs4bcGBu&index=5
https://grantsonlinetraining.rdc.noaa.gov/flows/home/Login/LoginController.jpf


2
RFA1b

NOAA

Input Paper Applications 
for RFA

4
Review Minimum 

Requirements
Checklist 

(1 Per Application)

Applications submitted via Grants.gov

3
Assigned 

Program Officer

1a
Grants.gov

5
Approve/Reject

Minimum 
Requirements 

Checklist 
(1 Per Application)

END

Search for the Noncompetitive 
(Universal) RFA you just created 

in Module #5. 

If you don’t remember the RFA 
Name you used in Module #5, 

please ask any of the instructors 
for help. 

To begin, click on the Application tab. 
Then click on the Input Paper Application link. 

Click the Select link next to the correct RFA.

To ensure it is the correct RFA, please take 
note that the Publication Date should be 

today’s date. 
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Applicant Name: SCIENCE SYSTEMS AND 
APPLICATIONS, INC 
Applicant Type: Small Business
Applicant State: MD

Click the Save button.

2
RFA1b

NOAA

Input Paper Applications 
for RFA

4
Review Minimum 

Requirements
Checklist 

(1 Per Application)

Applications submitted via Grants.gov

3
Assigned 

Program Officer

1a
Grants.gov

5
Approve/Reject

Minimum 
Requirements 

Checklist 
(1 Per Application)

END

Principal Place of Performance defaults to 
“Applicant’s Legal Address” 
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2
RFA1b

NOAA

Input Paper Applications 
for RFA

4
Review Minimum 

Requirements
Checklist 

(1 Per Application)

Applications submitted via Grants.gov

3
Assigned 

Program Officer

1a
Grants.gov

5
Approve/Reject

Minimum 
Requirements 

Checklist 
(1 Per Application)

END

Project Start Date: 10/01/2022
Project End Date: 09/30/2024

Federal Agency Received Date: Today’s date
Time: Current time

Unique Entity Identifier SAM: PJ2SP76D3HJ3

To see what a SF-424 Paper Application looks like, click here.

Note: The DUNS Number was replaced by the Unique Entity Identifier SAM 
Number in April 2022, therefore the DUNS Number has been removed from this 
screen.  
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2
RFA1b

NOAA

Input Paper Applications 
for RFA

4
Review Minimum 

Requirements
Checklist 

(1 Per Application)

Applications submitted via Grants.gov

3
Assigned 

Program Officer

1a
Grants.gov

5
Approve/Reject

Minimum 
Requirements 

Checklist 
(1 Per Application)

END

Enter Title of Project. 
Within the title, use your 

gstudentXX number. This 
will allow for an easy way 

to search for your 
application if needed. 

Type of Applicant was 
already entered at the 

beginning of the 
application process. 

Total Funding = 20,000.
Click the Add New link. 
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2
RFA1b

NOAA

Input Paper Applications 
for RFA

4
Review Minimum 

Requirements
Checklist 

(1 Per Application)

Applications submitted via Grants.gov

3
Assigned 

Program Officer

1a
Grants.gov

5
Approve/Reject

Minimum 
Requirements 

Checklist 
(1 Per Application)

END

Start Date: 10/01/2022
End Date: 09/30/2024
(Both dates are auto-filled)
Federal Funding = 10,000 
Applicant Funding = 5,000
State Funding = 5,000

Click the Save button.

Note: The Total Funding amount includes both Federal and matching funds.

Please note that a multiple year award refers to an award that spans across more 
than one year.  A multi-year award would have more than one line of funding; 
whereas a multiple year award would only have one line of funding.

Click the Save and Start Workflow 
button at the bottom of the screen.
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2
RFA1b

NOAA

Input Paper Applications 
for RFA

4
Review Minimum 

Requirements
Checklist 

(1 Per Application)

Applications submitted via Grants.gov

3
Assigned 

Program Officer

1a
Grants.gov

5
Approve/Reject

Minimum 
Requirements 

Checklist 
(1 Per Application)

END

The Application page is displayed. 

Choose Review Application for Minimum 
Requirements from the dropdown menu 

and click the Submit button.

Click the View link for the Review Min. Req. 
Checklist task. 
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2
RFA1b

NOAA

Input Paper Applications 
for RFA

4
Review Minimum 

Requirements
Checklist 

(1 Per Application)

Applications submitted via Grants.gov

3
Assigned 

Program Officer

1a
Grants.gov

5
Approve/Reject

Minimum 
Requirements 

Checklist 
(1 Per Application)

END

Choose the Yes radio button for each 
criteria. Then click the Save and 

Return to Main button. 

Note:  If the “No” radio button is selected on any of the items comprising the 
Minimum Requirements Checklist, a comment should be entered in the associated 

comments box or in the Overall Comments box. The user will not be allowed to 
save the screen without a comment if a “No” radio button has been selected. 
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The Application page is displayed. 

Choose Approve Application for Meeting 
Minimum Requirements from the 

dropdown menu and click the Submit
button.

2
RFA

1a
Grants.gov

5
Approve/Reject

Minimum 
Requirements 

Checklist 
(1 Per Application)

END

1b
NOAA

Input Paper Applications 
for RFA

4
Review Minimum 

Requirements
Checklist 

(1 Per Application)

Applications submitted via Grants.gov

3
Assigned 

Program Officer

Note: Any Federal Program Officer may approve an application for 
meeting the minimum requirements. However, only a Certified Federal 

Program Officer may reject an application. 
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Universal Process – Prepare Applications for 
Funding

Hands on activity for this Module continue here. 
You will be completing steps 1 – 2.
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2
Conduct 

Negotiations

1
Assigned 

Program Officer

3
PO Checklist

7
NEPA

12
Procurement 

Request

Choose the Non-
Construction radio button. 

Choose the Statewide
radio button for the 
Principal Place of 
Performance category.

The Application page is displayed. 

Choose Conduct Negotiations from the 
dropdown menu and click the Submit button.

Click the View link for the Conduct 
Negotiations task. 
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2
Conduct 

Negotiations

1
Assigned 

Program Officer

3
PO Checklist

7
NEPA

12
Procurement 

Request

For a detailed discussion of the rules associated with Principal Place 
of Performance, please refer to the following training manual: 

https://www.noaa.gov/sites/default/files/2022-
10/PPoP_Quick_Reference_Guide.pdf

Choose Montana from the 
dropdown menu. 
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As the Unique Entity Identifier was entered on the application and the 
organization was found in Grants Online, a message in black bold text will be 
displayed that reads “This Applicant has been automatically assigned a 
Grants Online Organization based on Unique Entity Identifier SAM match.”

2
Conduct 

Negotiations

1
Assigned 

Program Officer

3
PO Checklist

7
NEPA

12
Procurement 

Request

Note: We are currently working on a new award.  When working on a 
continuation amendment, the user will only have the option to select 
an organization identified on the original award. 

12-3456789
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2
Conduct 

Negotiations

1
Assigned 

Program Officer

3
PO Checklist

7
NEPA

12
Procurement 

Request

Step 1 – Click the Authorized 
Representative Lookup button.

Step 2 – Enter your XX
number in the Last Name 
field, then click the Search
button. 

Step 3 – Click the Select
link next to the correct 
individual. 
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2
Conduct 

Negotiations

1
Assigned 

Program Officer

3
PO Checklist

7
NEPA

12
Procurement 

Request

Click the Generate New Award Number button. 

Note: The top of the page now shows the Award Number. 
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Once the funding lines are 
correct, click the Save and 
Return to Main button.

When applications come in, there will only be one line of funding. In 
order to make this a multi year award, click the Add New link. 

Start Date: 10/01/2023
End Date: 09/30/2024

(Both dates are auto-filled)
Funding will be split in half:

Federal Funding: 5,000 
Applicant Funding: 2,500

State Funding: 2,500

Now there are two lines of funding, however the total funding is 
currently at $30,000. Click the Edit link for the 2023 funding and 
split the funding in half, as per the above screenshot. 
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Choose Negotiations 
Complete from the 
dropdown menu, then click 
the Submit button. 

This completes the hands on activity for this Module. 
Please complete the assessment questions.

2
Conduct 

Negotiations

1
Assigned 

Program Officer

3
PO Checklist

7
NEPA

12
Procurement 

Request
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Grants Online Training

Award File: NEPA & PO Checklist
Processing 

Module #07

February 2023
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Module Overview

Prior to this module, an application was entered and the Conduct 
Negotiations step was completed. The following three components of 
the Award File were create:

 NEPA

 PO Checklist

 Procurement Request and Commitment of Funds

Module Objectives 

Upon completion of this module, students will be able to: 

 Understand the Universal Process – Prepare Application for Funding
Overview Process Map

 Complete the NEPA process

 Complete the PO Checklist process
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Competitive Process – Start Award Processing

Corresponding Video

Hands on activity for this Module starts here. 
You will be completing steps 3 – 11.

To begin, access the Grants Online Training site. 

The gstudent account represents a Certified Federal Program Officer. 
Sign in with your gstudentXX account. 

The password is gotremfeb23XX$$
Note: XX is your Student Number. 
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2
Conduct 

Negotiations

1
Assigned 

Program Officer

3
PO Checklist

7
NEPA

12
Procurement 

Request

To begin, click on the Inbox tab 
and Tasks link. 

Then click on the View link next to 
the NEPA Document task. 

The NEPA page is displayed. 

Choose Complete NEPA Document from 
the dropdown menu and click the Submit

button.
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7
NEPA

11
Approve NEPA

10
Selected

NEPA Official

8
NEPA

9
Review and select

NEPA Official(NOAA, EDA and NTIA)

Option to establish 
additional NEPA reviewers.

For a.) Level of Review, choose the 
Categorical Exclusion radio button. 
Then click the Select/View CE link. 

Click the Save and Return to Main 
button at the bottom of the screen. 

Click the checkbox next to the 
appropriate Categorical Exclusion(s). 
In the video, A05 & B10 were selected.
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7
NEPA

11
Approve NEPA

10
Selected

NEPA Official

8
NEPA

9
Review and select

NEPA Official(NOAA, EDA and NTIA)

Option to establish 
additional NEPA reviewers.

For b.) Mitigating Measures, leave the 
default response. 

For c.) Post Award NEPA Review 
Process, leave the default response. 

For d.) National Historic Preservation 
Act, leave the default response. 

Choose NOAA Official from the NEPA 
Official dropdown list.

Then click the Save and Return to 
Main button.
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7
NEPA

11
Approve NEPA

10
Selected

NEPA Official

8
NEPA

9
Review and select

NEPA Official(NOAA, EDA and NTIA)

Option to establish 
additional NEPA reviewers.

For additional information regarding the NEPA process, please 
reference:  http://www.noaa.gov/organization/information-
technology/guidance-for-national-environmental-policy-act-nepa

The NEPA page is displayed. 

Choose Forward to NEPA Official from the 
dropdown menu and click the Submit

button.
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To begin, click on the Inbox tab 
and Tasks link. 

Then click on the View link next to 
the Complete PO Checklist task. 

The PO Checklist page is displayed. 

Choose Complete PO Checklist from the 
dropdown menu and click the Submit

button.

3
PO Checklist

5
Complete PO

CheckList

6
Certify PO
Checklist

4
PO Checklist

31
Forward Award 

File to
Grants Specialist

6D
Award File
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3
PO Checklist

5
Complete PO

CheckList

6
Certify PO
Checklist

4
PO Checklist

31
Forward Award 

File to
Grants Specialist

6D
Award File

Click on the Marine 
Debris Program link. 

General Award 
Information: Confirm 
that the EIN and UEI 
have been verified by 
checking the checkbox.

Grant Type: Choose 
Grant. 

Statutory Authority: 
Click the Guidance link 
which will open up the 
SAM.gov website. 

Enter a CFDA Number 
in the search field. 
In the video, CFDA 
11.999 was used.

Click on the Search link. 
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3
PO Checklist

5
Complete PO

CheckList

6
Certify PO
Checklist

4
PO Checklist

31
Forward Award 

File to
Grants Specialist

6D
Award File

Scroll down to the 
Authorizations section of 
the page. Copy the 
information from this 
section and paste it in 
the Statutory Authority 
text box. 
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3
PO Checklist

5
Complete PO

CheckList

6
Certify PO
Checklist

4
PO Checklist

31
Forward Award 

File to
Grants Specialist

6D
Award File

Project Description: 
This information should 
be understood by the 
general public. 

The information entered 
in this text box is passed 
on to the Legislative 
Affairs team. That office 
notifies Congress of the 
Award. To ensure the 
content is understood by 
the majority of the target 
audience, do not use 
acronyms.

Basis of Selection:
Choose the Non-
Competitive radio 
button. 

Frequency:
Choose the 
Synchronized to the 
Federal Financial 
Report periods radio 
button. 

Then click on the 
Specific Award 
Condition for Project 
Progress Reports link.
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3
PO Checklist

5
Complete PO

CheckList

6
Certify PO
Checklist

4
PO Checklist

31
Forward Award 

File to
Grants Specialist

6D
Award File

Click the Create From Scratch link. 

The Name is prepopulated. 
In the Description field, enter a 
description. 

Then click the Save and Return to 
Main button.

Note: If you create a Specific Award Condition (SAC) when you set up 
a RFA or Competition, that SAC is automatically applied to all 
applications associated with that RFA or Competition.

At the bottom of the page, click the 
Done button.
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3
PO Checklist

5
Complete PO

CheckList

6
Certify PO
Checklist

4
PO Checklist

31
Forward Award 

File to
Grants Specialist

6D
Award File

Project Progress Reporting 
Comments: As a Specific Award 
Condition was created, comments are 
required in this box. 

Conflict of Interest:
Leave as default.

Matching Requirements: 
Click the Add New link.

Calculation of March = Percentage
Federal Share Amount = $10,000. 
Required Cost Share = 50%

Click the Save button.

92



3
PO Checklist

5
Complete PO

CheckList

6
Certify PO
Checklist

4
PO Checklist

31
Forward Award 

File to
Grants Specialist

6D
Award File

Minority Serving Institution: 
Leave as default. 

Homeland Security 
Presidential Directive - 12: 
Leave as default.

Research Terms & 
Conditions Prior Approval 
and Other Requirements: 
Click the Yes radio button.

Project Specific Information: 
Leave as default. 

Transfer Information: Leave 
as default. 

Programmatic Specific 
Award Condition: Click the 
Specific Award Condition 
link.  
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3
PO Checklist

5
Complete PO

CheckList

6
Certify PO
Checklist

4
PO Checklist

31
Forward Award 

File to
Grants Specialist

6D
Award File

Click the Create From Scratch link. 

Name: Enter “Permit Required.” 

Description: Enter “The recipient 
must show proof of obtaining the 
appropriate permit before using 
federal funds on the grant award 
project. A copy of the permit must 
be submitted to the Federal 
Program Office within 45 days of the 
Grants Officer signature on the 
award document.”

Response Required: Click the 
checkbox. Choose Days after Grants 
Officer Approval Date from the 
dropdown menu and enter 45 in the 
box. 

Payment Verification Needed: Click 
the checkbox.  

Then click the Save and Return to 
Main button.

At the bottom of the page, click the 
Done button.
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3
PO Checklist

5
Complete PO

CheckList

6
Certify PO
Checklist

4
PO Checklist

31
Forward Award 

File to
Grants Specialist

6D
Award File

NOAA Specific Information

Coastal Zone Management 
Awards: Leave as default. 

CESU Awards: Leave as 
default.

Other: 
Click the Yes radio button.

Click the Save and Return to 
Main button.   
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This completes the hands on activity for this Module. 
Please complete the assessment questions.

3
PO Checklist

5
Complete PO

CheckList

6
Certify PO
Checklist

4
PO Checklist

31
Forward Award 

File to
Grants Specialist

6D
Award File

The PO Checklist page is displayed. 

Choose Certify PO Checklist from the 
dropdown menu and click the Submit

button.
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Grants Online Training

Award File: Procurement 
Request & Commitment of Funds

Module #08

February 2023
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Module Overview

Prior to this module the NEPA and PO Checklist were completed. The 
following Award File component will be completed in this module:

 Procurement Request and Commitment of Funds

This module will conclude with completing the Award File process.

Module Objectives 

Upon completion of this module, students will be able to: 

 Understand the Universal Process – Prepare Application for Funding
Process Map

 Complete the Procurement Request and Commitment of Funds
process
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Universal Process – Prepare Applications for 
Funding Process Map

Corresponding Video

Hands on activity for this Module starts here. 
You will be completing steps 12 – 18 and 6D-31.

To begin, access the Grants Online Training site. 

The gstudent account represents a Certified Federal Program Officer. 
Sign in with your gstudentXX account. 

The password is gotremfeb23XX$$
Note: XX is your Student Number. 
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2
Conduct 

Negotiations

1
Assigned 

Program Officer

3
PO Checklist

7
NEPA

12
Procurement 

Request

To begin, click on the Inbox tab 
and Tasks link. 

Then click on the View link next to 
the Procurement Request and 

Commitment of Funds task. 

The Procurement Request and 
Commitment of Funds page is displayed. 

Choose Complete Procurement Request 
and Commitment of Funds from the 
dropdown menu and click the Submit

button.
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12
Procurement 

Request

13
Procurement

Request

14
Complete and
Forward Each

Document

16
Approve

Procurement
Request

18
Approve

17
Request Authorizing

Official

15
Requestor

Step 2 – Enter “Official” in 
the Last Name field, then 
click the Search button. 

Step 3 – Click the Select 
link next to the NOAA 
Official user.

Step 1 – Click the Search button.
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Step 2 – Enter your 
gstudentXX number only
in the Last Name field, 
then click the Search
button. 

Step 3 – Click Select link 
next your Grants 
StudentXX account.

12
Procurement 

Request

13
Procurement

Request

14
Complete and
Forward Each

Document

16
Approve

Procurement
Request

18
Approve

17
Request Authorizing

Official

15
Requestor

Step 1 – Click the Search button.
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Step 1 – Click the Add New ACCS 
Line link.

12
Procurement 

Request

13
Procurement

Request

14
Complete and
Forward Each

Document

16
Approve

Procurement
Request

18
Approve

17
Request Authorizing

Official

15
Requestor

012345678

Step 2 – Enter the following values:
• Bureau: Leave as 14.
• Fiscal Year: This can be changed by the FPO to use Prior

Year Funds. For class leave this as “2023”.
• Project: Enter 28LEF29
• Task: Enter P00
• Organization: Enter 30-31-0002
• Object Class: Enter 41-11-00-00
• Amount: Enter 5,000.00

Click the “Save” button. 103



At the top of the page, Validated should now 
be “true”. Additionally, the Fund code and the 

Program Code will be automatically 
populated. 

Unique Account Descriptor: Click the Select 
Descriptor link. 

Click the DWValidate button. 

Note that “DWValidate” button checks the accuracy of the 
information entered for the ACCS Lines for the fiscal year specified. 

12
Procurement 

Request

13
Procurement

Request

14
Complete and
Forward Each

Document

16
Approve

Procurement
Request

18
Approve

17
Request Authorizing

Official

15
Requestor
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Click the Cancel/Done button. 

Choose one descriptor by clicking the Select
link. In the video, the PGMOFFICE 

DESCRIPTOR was chosen. 

12
Procurement 

Request

13
Procurement

Request

14
Complete and
Forward Each

Document

16
Approve

Procurement
Request

18
Approve

17
Request Authorizing

Official

15
Requestor
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Enter the matching funds in the Recipient 
Share Total for this Award action field = 

$5,000.00. 

Then click the CBSValidate button.

Note that CBSValidate button checks the CBS table to determine if 
there are sufficient funding available at this moment in time. 

12
Procurement 

Request

13
Procurement

Request

14
Complete and
Forward Each

Document

16
Approve

Procurement
Request

18
Approve

17
Request Authorizing

Official

15
Requestor

012345678
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12
Procurement 

Request

13
Procurement

Request

14
Complete and
Forward Each

Document

16
Approve

Procurement
Request

18
Approve

17
Request Authorizing

Official

15
Requestor

012345678

The top of the screen shows that the CBS 
validation was successful. 

Click the Save and Return to Main button.
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You identified yourself as the Requestor, therefore you received another Procurement 
Request task. 

Click the View link for the Review Procurement Request and Commitment of 
Funds task. 

The Procurement Request and Commitment of Funds page is displayed. Choose 
Forward Procurement Request to Requestor from the dropdown menu and click the 
Submit button. 

12
Procurement 

Request

13
Procurement

Request

14
Complete and
Forward Each

Document

16
Approve

Procurement
Request

18
Approve

17
Request Authorizing

Official

15
Requestor
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12
Procurement 

Request

13
Procurement

Request

14
Complete and
Forward Each

Document

16
Approve

Procurement
Request

18
Approve

17
Request Authorizing

Official

15
Requestor

Choose Approve Procurement Request from the dropdown menu and click the 
Submit button. 

Click the View link for the Forward/Revise Award File task. 
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12
Procurement 

Request

13
Procurement

Request

14
Complete and
Forward Each

Document

16
Approve

Procurement
Request

18
Approve

17
Request Authorizing

Official

15
Requestor

In the UNI-3 Process Map, you completed step 16. 
Training staff will be monitoring the workflow and will 

complete steps 17-18 to review and approve the tasks 
under Pending Actions. Please check the “Your Tasks” 

page for the next step.   
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Click the View link for the Forward/Revise Award File task. 

All Pending Actions have been 
resolved, so a green check mark is 
now visible. 

Choose Forward Award File to 
Grants Specialist and then click the 
Submit button.

31
Forward Award 

File to
Grants Specialist

6D
Award File

Note: In the video, comments were added to the Your Comments box. 
This feature allows the FPO to communicate with the user who has 

the next task in the process and ensure comments are automatically 
included in the Award File Workflow History
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This completes the hands on activity for this Module. 
Please complete the assessment questions.
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Grants Online Training

Recipient Acceptance of Award 

Module #09

February 2023
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Module Overview

Prior to this module the Award File was completed by the Federal 
Program Officer. This module will show how the Recipient can accept 
their Award.

Module Objectives 

Upon completion of this module, students will be able to: 

 Understand the Electronic Recipient Acceptance Process Map

 Understand what tabs are available to the Recipient

 Understand who can accept the Award

 Understand how the Recipient can accept the Award

 Understand where to find the Recipient User Manual training guide

114



Electronic Recipient Acceptance Overview 
Process Map

Corresponding Video

There are no hands on activities for this module.

There are no hands on activities for this module.
HOWEVER

please complete the assessment questions.
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Sample New Award Email

Note the sample email below is sent to the only person who is 
allowed to accept the award. The FPO identified this individual when 

they were processing the application. In order to make a change to this 
person, the FPO would need to contact the Grants Online Help Desk.
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Post Award Activities 

For all Post Award activities, please use the following Award Numbers: 

Student# Name POST-AWARD#

01 Larry Evans  NA23GOT9980031 

02 Mackenzie Griffin NA23GOT9980032 

03 Ian Sears NA23GOT9980033 

04 Nicholas Dawson NA23GOT9980034 

05 Bill Cushman NA23GOT9980035 

06 Jessica Cross NA23GOT9980036 

07 Gabby Kitch NA23GOT9980037 

08 Kerry Yannacito NA23GOT9980038 

09 Roberta Lusic NA23GOT9980039 

10 David Herring NA23GOT9980040 

11 Frank Niepold NA23GOT9980041 

12 Todd Christenson NA23GOT9980042 

13 Carmen Davila NA23GOT9980043 

14 Claudia Rojo NA23GOT9980044 

15 Jennifer Hunter NA23GOT9980045 

16 Zach Topor NA23GOT9980046 

17 Ryan Holman NA23GOT9980047 

18 Brittany King NA23GOT9980048 

19 Mandy Bromilow NA23GOT9980049 

21 Hideyo Hattori NA23GOT9980051 

22 Victoria Dodd NA23GOT9980052 

23 Tamara Marshall-Jones NA23GOT9980053 

24 Ashlee Jones NA23GOT9980054 

26 Trevon Pitt NA23GOT9980056 

27 Andrew Garrow NA23GOT9980057 

28 NA23GOT9980058 

29 NA23GOT9980059 
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Grants Online Training

Award Action Request 
Processing

Module #10

February 2023
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Module Overview

Prior to this module, the Award File was completed and accepted by 
the Recipient. The Award Action Request process allows the Recipient 
to modify some Award stipulations, for example they may request an 
extension to the Award closeout date. 

Module Objectives 

Upon completion of this module, students will be able to: 

 Understand the Award Action Request Process Map

 Complete entering an Award Action Request

 Understand when an AAR results in an amendment

119



Award Action Request  (AAR) Process Map

Corresponding Video

Hands on activity for this Module starts here. 
You will be completing steps 1 – 10.

To begin, access the Grants Online Training site. 

The arep account represents a Recipient. 
Sign in with your arepXX account. 

The password is gotremfeb23XX$$
Note: XX is your Student Number. 
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Make sure you sign in with your 
arepXX account.

To begin, click on the Awards tab. 

Then click on the Search Awards link. 

Search for the Post Award assigned 
to your Student Number. The Post 
Award Number chart is found before 

this module.

Then click on the Award Number link. 

1
AAR Initiator

5
AAR Initiator

6
Review Award Action Request

Forward to Authorized 
Representative

2
Search for Awards

via The Awards Tab

3
Access Grants File page

And Select Award Action 
Request from the 

Action Dropdown Menu

4
Select Type of

Award Action Request,
Enter required fields
And Start Workflow

Note that a Recipient may submit an Award Action Request to officially notify 
the Program Office of the desire to use award funds in a manner other than 
what was specified in the original award document.
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1
AAR Initiator

5
AAR Initiator

6
Review Award Action Request

Forward to Authorized 
Representative

2
Search for Awards

via The Awards Tab

3
Access Grants File page

And Select Award Action 
Request from the 

Action Dropdown Menu

4
Select Type of

Award Action Request,
Enter required fields
And Start Workflow

The Grants File page is displayed. 

Choose Create Award Action 
Request from the dropdown menu.
Then click on the Submit button. 

The Award Action Request Index page is displayed. The 
student may choose any Award Action Request option. 

The following instructions will be as per the video.

Click the Satisfy Specific Condition link. 

Note if there is an asterisk next to an item on the Award Action Request Index 
page, an amendment to the Award will automatically be created. 
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1
AAR Initiator

5
AAR Initiator

6
Review Award Action Request

Forward to Authorized 
Representative

2
Search for Awards

via The Awards Tab

3
Access Grants File page

And Select Award Action 
Request from the 

Action Dropdown Menu

4
Select Type of

Award Action Request,
Enter required fields
And Start Workflow

The Satisfy Specific Conditions page is 
displayed. 

From the SAC Name dropdown menu, pick 
a Specific Award Condition.  

In the Justification box, enter the 
justification.

Then click the Save button. 
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1
AAR Initiator

5
AAR Initiator

6
Review Award Action Request

Forward to Authorized 
Representative

2
Search for Awards

via The Awards Tab

3
Access Grants File page

And Select Award Action 
Request from the 

Action Dropdown Menu

4
Select Type of

Award Action Request,
Enter required fields
And Start Workflow

The Attachments section is now visible at 
the top of the page. 

Click the Add new Attachment [+] link. 
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1
AAR Initiator

5
AAR Initiator

6
Review Award Action Request

Forward to Authorized 
Representative

2
Search for Awards

via The Awards Tab

3
Access Grants File page

And Select Award Action 
Request from the 

Action Dropdown Menu

4
Select Type of

Award Action Request,
Enter required fields
And Start Workflow

Click the Choose File button. 

From the navigation window, choose a 
file by double clicking on the file name. 
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1
AAR Initiator

5
AAR Initiator

6
Review Award Action Request

Forward to Authorized 
Representative

2
Search for Awards

via The Awards Tab

3
Access Grants File page

And Select Award Action 
Request from the 

Action Dropdown Menu

4
Select Type of

Award Action Request,
Enter required fields
And Start Workflow

In the Description box, enter a 
description of the file.

Click the Save Attachment button. 

Click the Save and Start Workflow 
button. 
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9
Assigned Program Officer

8
Review Award Action Request

Forward to Agency

7
Recipient Authorized

Representative

5
AAR Initiator

6
Review Award Action Request

Forward to Authorized 
Representative

The Award Action Request page 
is displayed. 

Choose Forward to Agency from 
the dropdown menu.

Then click the Submit button. 

Log off as the Authorized Representative. 

Log on as the Federal Program Officer. 
Sign in with your gstudentXX account. 

The password is gotremfeb23XX$$

Click on the Inbox tab. 
Then click on the Tasks link. 

Click the View link for the Review 
Award Action Request task. 

Note: Only an Authorized Representative can forward an Award Action 
Request to the Agency. 
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This completes the hands on activity for this Module. 
Please complete the assessment questions.

10
1.) Review Award Action Request
2.) Forward to Grants Specialist

9
Assigned Program Officer

8
Review Award Action Request

Forward to Agency

7
Recipient Authorized

Representative

The Award Action Request page is 
displayed. 

Choose Forward to Grants Specialist for 
Review from the dropdown menu. 
In the Your Comments field, enter 

“Recommending for Approval. All required 
documentation is attached.” 

Then click the Submit button.
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Grants Online Training

Performance Progress Report 
& Federal Financial Report 

Processing

Module #11

February 2023
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Module Overview

Prior to this module, the Award File was completed and accepted by 
the Recipient. The reporting requirements were specified in the 
Award’s Terms and Conditions and agreed to by the Recipient when 
accepting the Award. This module will cover how the Recipient can 
complete the Performance Progress Report and the Federal Financial 
Report. 

Module Objectives 

Upon completion of this module, students will be able to: 

 Understand the PPR and FFR Process Maps

 Complete entering a Performance Progress Report

 Complete entering a Federal Financial Report
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Performance Progress Report (PPR) Process 
Map

Corresponding Video

Hands on activity for this Module starts here. 

To begin, access the Grants Online Training site. 

The arep account represents a Recipient. 
Sign in with your arepXX account. 

The password is gotremfeb23XX$$
Note: XX is your Student Number. 
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Make sure you sign in as a Recipient 
with your arepXX account.

To begin, click on the Awards tab. 

Then click on the Search Awards link. 

Search for the Post Award assigned 
to your Student Number. The Post 
Award Number chart is found at the 

start of the Post Award section.

Then click on the Award Number link. 

1
Principal Investigator

/Co-PI,
Authorized Representative

4
Principal Investigator

/Co-PI Review

2
Search Awards or

Search Reports

3
1.) Click on ID of 

appropriate report and 
go to details page

 to fill out form
2.) Add attachments and

 start workflow

5
Review 

Progress
Report

Performance Progress Report
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1
Principal Investigator

/Co-PI,
Authorized Representative

4
Principal Investigator

/Co-PI Review

2
Search Awards or

Search Reports

3
1.) Click on ID of 

appropriate report and 
go to details page

 to fill out form
2.) Add attachments and

 start workflow

5
Review 

Progress
Report

The Grants File page is displayed.

Scroll down to the bottom of the 
screen. 

The last section of the page is the 
Progress Reports section. 

Click on the Performance Progress 
Report ID link. 

Performance Progress Report
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1
Principal Investigator

/Co-PI,
Authorized Representative

4
Principal Investigator

/Co-PI Review

2
Search Awards or

Search Reports

3
1.) Click on ID of 

appropriate report and 
go to details page

 to fill out form
2.) Add attachments and

 start workflow

5
Review 

Progress
Report

The Performance Progress Report 
page is displayed.

Click on the Go to Performance 
Progress Report Details Page link. 

The Performance Progress Report 
detail page is displayed. 

Click on the Add new Attachment: [+] 
link. 

Performance Progress Report
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1
Principal Investigator

/Co-PI,
Authorized Representative

4
Principal Investigator

/Co-PI Review

2
Search Awards or

Search Reports

3
1.) Click on ID of 

appropriate report and 
go to details page

 to fill out form
2.) Add attachments and

 start workflow

5
Review 

Progress
Report

Click on the Choose File button. 

From the navigation window, choose any 
file by double clicking on the file name. 

In the Description box, enter a 
description of the file.

Click the Save Attachment button. 

Performance Progress Report
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1
Principal Investigator

/Co-PI,
Authorized Representative

4
Principal Investigator

/Co-PI Review

2
Search Awards or

Search Reports

3
1.) Click on ID of 

appropriate report and 
go to details page

 to fill out form
2.) Add attachments and

 start workflow

5
Review 

Progress
Report

Click the Save and Start Workflow 
button. 

Performance Progress Report
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8
Review 

Progress 
Report *

7
Recipient 

Authorized Rep

10
Assigned 

Program Officer

9
Forward to Agency

11
Review 

Progress 
Report

The Performance Progress Report 
page is displayed. 

Choose Forward Progress Report to 
Agency from the dropdown menu.
Then click on the Submit button. 

Performance Progress Report
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Click on the Awards tab. 

Then click on the Search Awards link. 

Search for the Post Award assigned 
to your Student Number. The Post 
Award Number chart is found at the 

start of the Post Award section.

Then click on the Award Number link. 

The last section of the page is the 
Progress Reports section. 

Click on the Research Performance 
Progress Report ID link. 

1
Principal Investigator

/Co-PI,
Authorized Representative

4
Principal Investigator

/Co-PI Review

2
Search Awards or

Search Reports

3
1.) Click on ID of 

appropriate report and 
go to details page

 to fill out form
2.) Add attachments and

 start workflow

5
Review 

Progress
Report

Research Performance Progress Report
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1
Principal Investigator

/Co-PI,
Authorized Representative

4
Principal Investigator

/Co-PI Review

2
Search Awards or

Search Reports

3
1.) Click on ID of 

appropriate report and 
go to details page

 to fill out form
2.) Add attachments and

 start workflow

5
Review 

Progress
Report

The Research Performance Progress 
Report page is displayed.

Click on the Go to Research 
Performance Progress Report 

Details Page link. 

The Research Performance Progress 
Report detail page is displayed. 

Fill out all fields that have a red 
asterisk *.

Research Performance Progress Report
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1
Principal Investigator

/Co-PI,
Authorized Representative

4
Principal Investigator

/Co-PI Review

2
Search Awards or

Search Reports

3
1.) Click on ID of 

appropriate report and 
go to details page

 to fill out form
2.) Add attachments and

 start workflow

5
Review 

Progress
Report

Once all required fields have been 
filled out, click the Save button. 

Click the Save and Start Workflow 
button. 

Research Performance Progress Report
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8
Review 

Progress 
Report *

7
Recipient 

Authorized Rep

10
Assigned 

Program Officer

9
Forward to Agency

11
Review 

Progress 
Report

The Research Performance Progress 
Report page is displayed. 

Choose Forward Progress Report to 
Agency from the dropdown menu.
Then click on the Submit button. 

Research Performance Progress Report
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Federal Financial Report (FFR #1) Process 
Map

NOAA uses a modified SF-425 interim report called a “Cash Flow” report. It 
does not contain all of the data fields of a Full SF-425. For the Final Report 

NOAA does use a Full SF-425. 
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Make sure you sign in as a Recipient 
with your arepXX account.

To begin, click on the Awards tab. 

Then click on the Search Reports 
link. 

Federal Financial Report

1
Business-Finance 
Representative,

Authorized Representative

2
Search Awards or

Search Reports

3
Click on ID of appropriate 
report and go to details 

page to fill out form

4
Forward To 
Authorized 

Representative

5
Recipient 

Authorized 
Representative
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1
Business-Finance 
Representative,

Authorized Representative

2
Search Awards or

Search Reports

3
Click on ID of appropriate 
report and go to details 

page to fill out form

4
Forward To 
Authorized 

Representative

5
Recipient 

Authorized 
Representative

Search for the Post Award assigned 
to your Student Number. The Post 
Award Number chart is found at the 

start of the Post Award section.

Report Period Start Date Range: 
Check the Include report with no Start 

Date (SF425) checkbox.

Report Type: Select the Financial 
Report radio button.

Click the Search button. 

Then click on the SF-425 Federal 
Financial Report- Cash Flow link. 

Click the Go to SF-425: Federal 
Financial Report – Cash Flow 

Details Page > link. 

Federal Financial Report
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Enter or select a value in the following fields:  

• Basis of Accounting – Choose the Cash check box.
• Cash Receipts – Enter 2,000.
• Cash Disbursements – Enter 1,850.

Click the Save button at the bottom of the screen. 

1
Business-Finance 
Representative,

Authorized Representative

2
Search Awards or

Search Reports

3
Click on ID of appropriate 
report and go to details 

page to fill out form

4
Forward To 
Authorized 

Representative

5
Recipient 

Authorized 
Representative

Federal Financial Report

012345678

145



1
Business-Finance 
Representative,

Authorized Representative

2
Search Awards or

Search Reports

3
Click on ID of appropriate 
report and go to details 

page to fill out form

4
Forward To 
Authorized 

Representative

5
Recipient 

Authorized 
Representative

The top of the page shows an error 
message. 

Click the View/edit remarks >> link in 
box 12. 

Enter remarks. Then click the Save 
and Return to Main button. 

Federal Financial Report
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1
Business-Finance 
Representative,

Authorized Representative

2
Search Awards or

Search Reports

3
Click on ID of appropriate 
report and go to details 

page to fill out form

4
Forward To 
Authorized 

Representative

5
Recipient 

Authorized 
Representative

Click the Save and Start Workflow 
button. 

Federal Financial Report

012345678
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7
Forward to Agency 

or Return for 
Revisions

6
* Review 
Financial
Report

4
Forward To 
Authorized 

Representative

5
Recipient 

Authorized 
Representative

8
Assigned 
Grants 

Specialist

The SF-425: Federal Financial Report –
Cash Flow page is displayed. 

Choose Forward SF-425 Cash Flow 
Report to Agency from the dropdown 
menu, then click on the Submit button. 

Federal Financial Report
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12
Send For 

Optional Review

10
Assigned 

Program Officer

13
Optional 
Reviewer

11
Review 

Progress 
Report

15
Add Comments and 

Return to 
Program Officer

14
Review 

Progress 
Report

17
Accept Progress 

Report

16
Assigned Program 

Officer

Log out as the Recipient. Log in as the 
FPO with your gstudentXX account.

Click on the Inbox tab. 
Then click on the Tasks link. 

Click on the View link next to the 
Review Progress Report task for the 
Progress Report you submitted earlier 

in this module.

The Research Performance Progress 
Report or the Performance Progress 

Report page is displayed. 

Choose Accept Progress Report 
from the dropdown menu.

Then click on the Submit button. 

This completes the hands on activity for this Module. 
Please complete the assessment questions.

Research / Performance Progress Report
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Grants Online Training

Partial Funding Processing

Module #12

February 2023
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Module Overview

Prior to this module, the Award File was completed and accepted by 
the Recipient. This module will cover the Partial Funding process which 
is also referred to as release of funds. This process is used for an 
award where additional funding is being released. 

Module Objectives 

Upon completion of this module, students will be able to: 

 Understand the Partial Funding Process Map

 Complete the Partial Funding process
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Partial Funding Process Map  

Corresponding Video

Hands on activity for this Module starts here. 
You will be completing steps 1 – 15.

To begin, access the Grants Online Training site. 

The gstudent account represents a Certified Federal Program Officer. 
Sign in with your gstudentXX account. 

The password is gotremfeb23XX$$
Note: XX is your Student Number. 
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Make sure you sign in with your 
gstudentXX account.

To begin, click on the Awards tab. 

Then click on the Search Awards link. 

Search for the Post Award assigned 
to your Student Number. The Post 
Award Number chart is found at the 

beginning of the Post Award section of 
this manual.

Then click on the Award Number link. 

1
Assigned 
Program 
Officer

2
Initiate Partial 
Funding Memo

(Release of Funds)

3
 Partial Funding 

Memo

15
Forward Award 

File to Grants Specialist

NOTE: The Procurement Request 
workflow must be completed prior to 
forwarding Award File to the Grants 

Specialist (Steps 4-14)
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1
Assigned 
Program 
Officer

2
Initiate Partial 
Funding Memo

(Release of Funds)

3
 Partial Funding 

Memo

15
Forward Award 

File to Grants Specialist

NOTE: The Procurement Request 
workflow must be completed prior to 
forwarding Award File to the Grants 

Specialist (Steps 4-14)

The Grants File page is displayed. 

Choose Partially Fund this Award 
from the dropdown menu.

Then click on the Submit button. 

The Partial Funding page is displayed. 

Under Approved Plan and Prior 
Obligations, click the [+] sign.
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1
Assigned 
Program 
Officer

2
Initiate Partial 
Funding Memo

(Release of Funds)

3
 Partial Funding 

Memo

15
Forward Award 

File to Grants Specialist

NOTE: The Procurement Request 
workflow must be completed prior to 
forwarding Award File to the Grants 

Specialist (Steps 4-14)

In this example, there is only one 
application. 

Click the Select button to choose the 
desired application. 

The Selected Application section is 
now available.

Before entering in any values, enter 
text in the Memo field. Click on the 

Guidance link for sample language for 
the Memo.

In the video, the sample language 
from Example 1 is used.
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1
Assigned 
Program 
Officer

2
Initiate Partial 
Funding Memo

(Release of Funds)

3
 Partial Funding 

Memo

15
Forward Award 

File to Grants Specialist

NOTE: The Procurement Request 
workflow must be completed prior to 
forwarding Award File to the Grants 

Specialist (Steps 4-14)

In the Memo field, enter values where 
the sample language has 

placeholders. In the video, the 
following was used: This release of 
funds of $1,000 is for year 2 of a 2

year multi-year award.

In the Fed Add Amount field enter 
$1,000 and in the Non-Fed Amount 

field enter $1,000. Then click the Save 
and Start Workflow button. 

Note that according to DOC policy, the Performance Progress Report must be 
complete and up-to-date before additional funds can be released.
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1
Assigned 
Program 
Officer

5
Procurement 

Request

6
Complete and 
Forward Each 

Document

7
Requestor

4
Procurement 

Request

Click the Tasks link to refresh the 
Your Tasks page. 

Then click on the View link next to 
the Procurement Request and 

Commitment of Funds task. 

The Procurement Request and 
Commitment of Funds page is displayed. 

Choose Complete Procurement Request 
and Commitment of Funds from the 
dropdown menu and click the Submit

button.

Note that a Partial Funding Amendment is also known as a Release of Funds.
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Step 2 – Enter “Official” in 
the Last Name field, then 
click the Search button. 

Step 3 – Click Select link 
next to the NOAA Official 
user.

Step 1 – Click the Search button.

1
Assigned 
Program 
Officer

5
Procurement 

Request

6
Complete and 
Forward Each 

Document

7
Requestor

4
Procurement 

Request
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Step 3 – Click Select link 
next your Grants 
StudentXX account.

Step 1 – Click the Search button.

Step 2 – Enter your 
gstudentXX number only
in the Last Name field, 
then click the Search
button. 

1
Assigned 
Program 
Officer

5
Procurement 

Request

6
Complete and 
Forward Each 

Document

7
Requestor

4
Procurement 

Request
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1
Assigned 
Program 
Officer

5
Procurement 

Request

6
Complete and 
Forward Each 

Document

7
Requestor

4
Procurement 

Request

Step 1 – Click the Add New ACCS 
Line link.

Step 2 – Enter the following values:
• Bureau: Leave as 14.
• Fiscal Year: This can be changed by the FPO to use Prior

Year Funds. For class leave this as “2023”.
• Project: Enter 28LEF29.
• Task: Enter P00.
• Organization: Enter 30-31-0002
• Object Class: Enter 41-11-00-00
• Amount: Enter $1,000.00.

Click the “Save” button.

012345678
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1
Assigned 
Program 
Officer

5
Procurement 

Request

6
Complete and 
Forward Each 

Document

7
Requestor

4
Procurement 

Request

At the top of the page, Validated should now 
be “true”. Additionally, the Fund code and the 

Program Code will be automatically 
populated. 

Unique Account Descriptor: Click the Select 
Descriptor link. 

Click the DWValidate button. 
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1
Assigned 
Program 
Officer

5
Procurement 

Request

6
Complete and 
Forward Each 

Document

7
Requestor

4
Procurement 

Request

Click the Cancel/Done button. 

Choose one descriptor by clicking the Select
link. In the video, the PGMOFFICE 

DESCRIPTOR was chosen. 
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1
Assigned 
Program 
Officer

5
Procurement 

Request

6
Complete and 
Forward Each 

Document

7
Requestor

4
Procurement 

Request

Enter the matching funds in the amount of  
$1,000.00. 

Then click the CBSValidate button.

012345678
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1
Assigned 
Program 
Officer

5
Procurement 

Request

6
Complete and 
Forward Each 

Document

7
Requestor

4
Procurement 

Request

The top of the screen shows that the CBS 
validation was successful. 

Click the Save and Return to Main button.

012345678
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Choose Forward Procurement Request to Requestor from the dropdown menu and 
click the Submit button. 

You identified yourself as the Requestor, therefore you received another Procurement 
Request task. 

Click View link for the Review Procurement Request and Commitment of Funds 
task. 

6
Complete and 
Forward Each 

Document

7
Requestor

8
Approve 

Proc. Req.

9
Request 

Authorizing 
Official

10
Approve
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Choose Approve Procurement Request from the dropdown menu and click the 
Submit button. 

Click the View link for the Review Release of Funds task. 

6
Complete and 
Forward Each 

Document

7
Requestor

8
Approve 

Proc. Req.

9
Request 

Authorizing 
Official

10
Approve
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In the PR-1 Process Map, you completed step 8. 
Training staff will be monitoring the workflow and will 
complete steps 9 – 10 to review and approve the task 
under Pending Actions. Please check the “Your Tasks” 

page for the next step.   

6
Complete and 
Forward Each 

Document

7
Requestor

8
Approve 

Proc. Req.

9
Request 

Authorizing 
Official

10
Approve

Note that the Request Authorizing Official must have approved the Procurement 
Request before you can forward the Release of Funds document to the Grants 
Specialist.
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Click the View link for the Review Release of Funds task. 

All Pending Actions have been 
resolved, so a green check mark is 
now visible. 

Choose Forward to Grants 
Specialist for Review and then click 
the Submit button.

1
Assigned 
Program 
Officer

2
Initiate Partial 
Funding Memo

(Release of Funds)

3
 Partial Funding 

Memo

15
Forward Award 

File to Grants Specialist

NOTE: The Procurement Request 
workflow must be completed prior to 
forwarding Award File to the Grants 

Specialist (Steps 4-14)
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This completes the hands on activity for this Module. 
Please complete the assessment questions.

Note steps 33 – 34 of the PR-1 Process Map: A Partial Funding Amendment 
must be sent to the Recipient for acceptance. 
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Grants Online Training

Award Tracking Report, 
Correspondence & Federal Report, 

and Supplementary Information

Module #13

February 2023
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Module Overview

Prior to this module, the Award File was completed and accepted by 
the Recipient. This module will discuss how to track your Award and 
how to use the Correspondence and Federal Reports features. 
Additionally, Supplementary Information for awards can be used to 
assist users with day-to-day Award management. 

Module Objectives 

Upon completion of this module, students will be able to: 

 Understand how to use the Award Tracking Report feature.

 Understand how to use the Correspondence and Federal Reports
feature.

 Understand how to use the Supplementary Information feature.
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Corresponding Video

There are no hands on activities for this module.

Please complete the assessment questions.
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Grants Online Training

UEI Scenarios
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Scenario 1: UEI Number is found in Grants 
Online

98-7654321

If the UEI Number 
entered on the 
application is found 
in Grants Online, a 
message in black 
bold text will be 
displayed that reads 
“This Applicant has 
been automatically 
assigned a Grants 
Online Organization 
based on Unique 
Entity Identifier SAM 
match.”

This was covered in 
training and is 
considered the 
happy path, where 
no action is needed 
in order to proceed

Please note that an 
individual recipient 
/ applicant type 
should use twelve 
zeros for the UEI 
number. 

123456789
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Scenario 2: UEI Number matches with multiple 
records in Grants Online 

a) If the UEI Number
was not found in
Grants Online a red
message is
displayed. Click the
Org Lookup button
to find the
organization's record
in the database or
add if necessary.

b) The UEI Number
will automatically be
pre-populated in the
field.  Please note
that the UEI is the
only field that can be
modified and it is a
required field. Click
the Search button.

c) If the
organization's record
is in the SAM.gov
file, click the Select
link for the correct
organization.

123456789

123456789
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Scenario 3: UEI Number was not found in Grants 
Online – Adding a New Organization

a) If the UEI Number
was not found in
Grants Online a red
message is
displayed. Click the
Org Lookup button
to find the
organization's record
in the database or
add if necessary.

b) The UEI Number
will automatically be
pre-populated in the
field.  Please note
that the UEI is the
only field that can be
modified and it is a
required field. Click
the Search button.
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Scenario 3: UEI Number was not found in Grants 
Online – Adding a New Organization (Continued)

c) If the desired 
organization is NOT 
found in Grants 
Online, click the 
Add a new 
organization link. 

d) If the organization 
is found in SAM, 
click the Select link 
to enter this new 
organization or 
individual recipient in 
Grants Online. 

Please note: If the 
expiration date has 
past, there will not 
be an option to 
select this 
organization. The 
recipient will need to 
update their account 
in sam.gov. 

123456789
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Scenario 3: UEI Number was not found in Grants 
Online – Adding a New Organization (Continued)

e) Ensure all data is
correct, then click on
the Save and
Return to Main
button.

123456789
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To begin, know your Student Number. 
Student# Name

01 Larry Evans 
02 Mackenzie Griffin
03 Ian Sears
04 Nicholas Dawson
05 Bill Cushman
06 Jessica Cross
07 Gabby Kitch
08 Kerry Yannacito
09 Roberta Lusic
10 David Herring
11 Frank Niepold
12 Todd Christenson
13 Carmen Davila
14 Claudia Rojo
15 Jennifer Hunter
16 Zach Topor
17 Ryan Holman
18 Brittany King
19 Mandy Bromilow
21 Hideyo Hattori
22 Victoria Dodd
23 Tamara Marshall-Jones
24 Ashlee Jones
26 Trevon Pitt
27 Andrew Garrow

This is the 
number that 
will replace 
the XX in 

your 
username 

and 
password 

for training. 
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Each module starts 
with an overview and 

objectives. 

Process Maps are 
identified throughout as 

they show the steps 
and roles involved in 

completing the process

a

b

c

a

b

A link to the 
corresponding 

instruction video is 
provided. This section 
states if any hands on 
activities are needed 

and if so provides 
login information.

c

How to Use: Training Materials
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For hands on exercises, go to the Grants Online Training site. The 
link to the site and login information is included at the beginning of 

each module. 
Please do not reset or change any passwords. 

If you get locked out of your account, please notify the trainers. 

The Your Tasks screen is used extensively during class. Please 
note that any tasks dated prior to your class date should be 

ignored. Do not use previous tasks for your hands on activities. 

How to Use: Training Web Site
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d

e f

g

d

f

Snap Shot of Process Map – This shows the user 
what step of the process map they are working on.

g This icon is used when an additional 
explanation is being noted. 

Numbered 
Steps – Steps 
are numbered 

when 
completing 

one element 
requires 

multiple steps 
and/or 

screens.

e

The red box 
highlights the 
element to be 
completed on 

this page.

How to Use: Training Materials
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h

i

j

j This icon is repeated at the end of each module. Please complete 
the assessment questions before proceeding to the next 

module. In order to get a certificate for this class, each student must 
receive a total score of at least 75% on the assessment questions.

i
Yellow boxes 

contain the details 
that the student 

should enter, 
select and/or click. 

Do not use the 
details provided 
in the training 

videos. 

h

This icon shows 
where the training 

staff must complete 
some actions before 

the student can 
proceed with the 

module.

How to Use: Training Materials
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 Step 1 – Download the file to your workstation. Click here to
access the Grants Online Assessment. It will open up on your
browser.

 Step 2 – Save the file to your computer and rename replacing
the XX with your student number.  This can be done by clicking
on the download icon. When the popup window is displayed,
update the file name with your student number.

How to Use: Grants Online Assessment
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https://www.corporateservices.noaa.gov/grantsonline/Documents/Assessment_NOAA_FEB2023_STUDENTXX.pdf


How to Use: Grants Online Assessment

 Step 3 – Open the file in Acrobat to mark your answers. Use the
Adobe highlight tool to indicate your answer.

Remember to complete the assessment questions for each 
module before proceeding in the training. 

If necessary, 
right-click on 

the highlighted 
answer to 
delete the 

highlight and 
choose another 

answer.
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This Training is comprised of 13 Modules. 

Suggested Completion Pace

By the end of Day 1 Video 
Length

Grants Online Introduction and Overview Live/39:44

Create a Competitive RFA 55:09
Review Event 36:24
Competitive Application Selection 29:46
Create a Universal RFA 42:25

By the end of Day 2 Video 
Length

Universal Application Processing 36:01
Award Processing (NEPA and PO Checklist) 34:57
Award Processing (Procurement Request) 29:51
Recipient Acceptance of Award 20:53

By 3:15pm Eastern of Day 3 * Video 
Length

Award Action Request (AAR) 18:15
Performance Progress Report and 
Federal Financial Report 32:57

Partial Funding 17:26
Award Tracking / Correspondence / 
Supplementary Information 22:41

* All assessments should be submitted via email by
3:15 pm on the last day of training. 
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Need Help During Training?
Communicate with Trainers via email, phone, or Google Meet:

Email addresses: 
Lillian Barnes - Lillian.L.Barnes@noaa.gov
Yvette Bowser - Yvette.Bowser@noaa.gov

Ana Holt - Ana.Holt@noaa.gov

To receive help over the phone or via IM, please email all three 
trainers. 

Google Meet/Virtual Office links: 
https://meet.google.com/ytu-bqip-udj

Grants Online Virtual Office - Non-NOAA Students
https://global.gotomeeting.com/join/779185837

Need Help After Training?
Visit the Grants Online PMO website 

www.noaa.gov/organization/information-technology/grants-online-
program-management-office

Contact the Grants Online Help Desk 

GrantsOnline.Helpdesk@noaa.gov

240-533-9533

Hours: 8:00 AM – 6:00 PM Eastern Time 
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