GENERAL

Screen Layout

When the user signs into Grants Online and accepts the terms of use, the system
defaults to the Inbox Tab. The Grants Online main landing screen is divided into

three sections:

e Tabs: The red border at the top of the screen. Use tabs to navigate to the Grants
Online content areas.

e Navigation Pane: The green border on the left-hand side of the screen. The options

displayed in the navigation pane are determined by the active tab. Click the desired
link to go to that content area of Grants Online.
e Document Pane: The black border located in the middle of the screen. This is where

most detailed Grants Online information is displayed.
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Pop-Up Short Cuts

Document Pane

While the cursor is on a tab at the top of the screen, a pop-up menu is visible. The pop-
up menu contains the same links as the navigation pane and the document pane for that

tab.
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This feature allows you to view and updal
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Account Management

- My_Delegations -

This feature allows you to view and update the users to whom you have
delegated your wark. You may search for users that have similar
permissions as you and choose to delegate your work to them, The users

will then receive an email and/or notification, and they will be able to log
in and perform all of your tasks and activities.

Note: Your delegate(s) will NOT receive notificstions of tasks as they
arrive in your inbox.

- My _Preferences -

This feature allows you to view and update your current system
preferences. These preferences indude your system password, the
columns you would like to have displayed on your Inbox view as well as
the order in which you would like to have them displayed. You may also
madify your notification and email preferences. Recipients and non-daily
users of Grants Online should NOT un-check their email receipt options.

- My Profile -

This feature allows you to view and update your personal profile. You may
update your name and address information, as well as your security
question and answer. You may also view your system profile attributes,
including your username and your currently assigned roles, Please ensure
that your security question and answer are current so that the Help Desk
can provide you with password assistance.
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Breadcrumbs

The Grants Online system keeps track of the pages the user visits during each session.
The software displays a “breadcrumb trail” of the pages visited at the top of the document
pane. As a navigation short cut, use this instead of the browser’s “Back” button.
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Help Desk Phone Number: 301.444.2112

INBOX

View the Inbox

¢ From the Inbox Tab, click the Tasks link. A list of the user’s available tasks is displayed.
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View Tasks

e Click the View link next to the task you wish to view.
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Filter Tasks
e Select the Document Type from the dropdown list.
e Specify the Status from the dropdown list.

o Click the Apply Filter button.

Your Tasks

Document Type Status

[RFA ] [Open v]

e The Your Tasks screen shows only the filtered tasks. In this example, only the Open (In

Progress) RFAs are visible.
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4 items found, displaying all items.1

View 2259009 Student25_080414_Universal 2569643 Notify
Recipients

View 2256808 test 0508 N 2564265 Notify
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View 2256757 Universal RFA 042914 N 2556044 Notify
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View 2256176 Great Day For FPO Training N 2553586 Notify
(GDFFT) Recipients
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