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Introduction

Disclaimer:

This Presentation is intended to answer some common 
Program Office Questions. 

Please note that we are attempting to answer questions generically. 
Each partner may have unique workflow customizations.

Please contact your Partner Services team for questions regarding your organization’s 
specific processes.
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Where’s that 
application?

I need to create a Funding Memo, 
but the application does not appear 

on the Funding Memo screen.
What do I do?

Question 1
Pre-Award



1- Ensure you have the correct application/grant number entered in the appropriate field.

2 - Ensure the “All Statuses” check box is selected.

3 - Ensure the correct criteria is selected.

4 - Ensure you have a Program Office role. If you are unsure about your role contact the 
help desk.

5 - If New or Non-Competing Continuation, the application must be approved and saved on 
the Application Recommendation screen before it is available on the Funding Memo 
screen.

6 - If an Amendment Application, the amendment application must be in the “Complete” status 
before it is available on the Funding Memo screen.

Pre-Award

Answer 1
Pre-Award



I need to change the amount on
the Application Recommendation
screen, but the Funding Memo is 
already in the approval process.

Who do I need to contact?

Question 2
Pre-Award



To make changes to the Application Recommendation screen,
the Funding Memo must first be deleted. 

If the Funding Memo is already in the approval process, contact the Program Authorizing Official (PAO) 
to have them reject and delete the Funding Memo. 

Use the “Next Workflow Actions” link from the Funding Memo screen to determine which official can 
send it back in the process.

Answer 2
Pre-Award



What happens
when a

Funding Memo
is rejected? 

What do I do?

Funding 
memo

X
Reject

Question 3
Pre-Award



When the Funding Memo is rejected, if you are 
assigned to the project, you will receive email 
notification.

Answer 3 (1 of 2)
Pre-Award

1



Pre-Award

2

3

The Funding Memo is then in the Draft status. The
comments section of the Funding Memo will tell
you why it was rejected.

Answer 3 (2 of 2)



Question 4
Pre-Award

I am unable to locate my 
application on 
the Application 

Recommendation screen. 
What do I do?



Answer 4
Pre-Award

Answer 4 (1 of 4)
Pre-Award

1. Confirm the application type. Amendment applications do not appear on the Application 
Recommendation screen as they must be accessed from the Manage Amendments screen

2. Ensure the application/grant number is correct

3. Verify the application is marked eligible from the Intake Review screen (accessed from the 
Application Receipt and Logging screen)

4. When using the Application Recommendation – Advanced Search screen, verify all the criteria are 
correct. Specifically, check the Submitted Before and Submitted After dates as they may exclude 
some applications by default (the dates may be turned off by clicking the blue X from the Default/ 
Selected Search Criteria box

Check the 
following to try 
and locate 
applications on 
the Application 
Recommendation 
screen



Answer 4
Pre-Award

Answer 4 (2 of 4)
Pre-Award

1. Confirm the application type. Amendment applications do not appear on the 
Application Recommendation screen as they must be accessed from the Manage 
Amendments screen



Answer 4
Pre-Award

Answer 4 (3 of 4)
Pre-Award

1 Cont. Manage Amendments Landing Page



Answer 4
Pre-Award

Answer 4 (4 of 4)
Pre-Award

3. Verify the application is marked eligible from the Intake Review screen 
(accessed from the Application Receipt and Logging screen)



Question 5
Pre-Award

After searching for my 
application on the Application 
Recommendation screen, I do 
not see where I can enter the 
approval (disposition) status 
and the approved federal/non-
federal amounts. What do I 
do?



The Application Recommendation Results table is very wide. Scroll 
horizontally to locate the Recommended Decision, Recommended 
Non-Federal, and Recommended Federal columns.

Answer 5
Pre-Award



I do not see where I can 
type in the approved 
federal/non- federal 
amounts on the Application 
Recommendation screen. 
What do I do?

Question 6
Pre-Award



System 
Management

Account 
Management

User Roles 
and 

Assignments

Important: The Recommended Decision must be “Approved” on the Application Recommendation screen in 
order to add amounts to the Recommended Federal and Non-Federal fields.

Answer 6 (1 of 2)
Pre-Award

If you are unable to select or save the Recommended Decision, check the following:
• Verify that you have a Program Office role in the GMM



If you are unable to select or save the Recommended Decision, check the following:
• Make sure the Funding Memo is not yet created 

• To check from the Application Recommendation screen, click the blue plus sign in the first column to 
expand the section. Then view the Funding Memo status (it should say “N/A" to make changes to the 
Application Recommendation screen)

Answer 6 (2 of 2)
Pre-Award



Where do I access the 
Budget Worksheet for 
each Process
(New, Non-Competing 
Continuation, and 
Amendments)?

Question 7
Pre-Award



The Program Office can access the Budget Worksheet from the following screens:

New and Non- Competing Continuation Applications:
• Application Receipt Log Screen ->      -> 

Answer 7 (1 of 2)
Pre-Award

1

2



The Program Office can access the Budget Worksheet from the following screens:

Amendment Applications:
• Any Amendment that is in processing will have the Budget Worksheet link in the Manage Amendment screen

• Grants List ->

Answer 7 (2 of 2)
Pre-Award

1

2



Introduction Pre-Award 
Phase

Award 
Phase

Post Award 
Phase

General 
Support Questions?

Troubleshooting

Award 
Phase



Question 1Award

How do I delete an
Amendment application if
the draft Notice of Award

has been generated?



Steps to Walk Back an Amendment Application

Answer 1 (1 of 8)
Post-Award

Delete 
Draft 

Notice of 
Award

Reject OR 
Disapprove & 

Reopen 
Funding Memo

Delete the 
Funding 
Memo

Uncomplete 
the 

Amendment 
Application

Return or 
Delete 

Amendment 
Application

Note: This is a generic workflow. 
Workflows are configurable by organization and grant program. 



Deleting the Draft Notice of Award
The Grants Office GMO or GMS must first select “Delete Notice of Award” for the 
application. 

Answer 1 (2 of 8)
Post-Award

Award Award 
Processing

Award 
Overview

Note: 
All attachments 

should be 
deleted before 

the NOA is 
deleted



Rejecting the Funding Memo
Program Authorizing Official (PAO) can then “Reject” the Funding Memo.

30 Answer 1 (3 of 8)
Post-Award

Applications Funding 
memo

“Disapprove” puts 
funding memo in 
a holding pattern 
where it must be 

reopened by 
GMO.



Disapprove and Reopen Funding Memo
These two actions are generally performed by the GMO.

31 Answer 1 (4 of 8)
Post-Award

Applications Funding 
memo



Deleting the Funding Memo
Program Officer (PO) has option to select “Delete”.

32 Answer 1 (5 of 8)
Post-Award

Applications Funding 
Memo



Uncompleted Amendment Application
The Grants Office GMO or GMS can then “Uncomplete Amendment” from the GrantSolutions Amendment 
Application Control Checklist screen.

33 Answer 1 (6 of 8)
Post-Award

Grants List Manage 
Amendments

View 
Amendment



Returning Amendment Application
The Grants Office GMO and GMS have the option to select “Return” on Manage Amendment screen.

34 Answer 1 (7 of 8)
Post-Award

Grants List Manage 
Amendments

Electronic 
Submission 

Icon



Delete Amendment Application

• Federal initiated amendments allow the option to delete an amendment.

• Federal staff have the option to select “Delete Amendment” on Manage Amendment screen.

Answer 1 (8 of 8)
Post-Award

Grants List Manage 
Amendments

Paper 
Submission 

Icon
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My recipient is 
not able to view 
their Notice of 

Award. 
How can I help?

Question 1
Post-Award



#1 – Check if the Award is Accepted

• Check that the Award is Accepted (Not all agencies require this step). If required by policy, verify the recipient 
Authorizing Official has accepted the award.

Answer 1 (1 of 3)
Post-Award



#2 – Check the Organization

• Ensure the recipient is assigned to the organization that received the award. You may need to check the EIN and UEI

Post-Award
Answer 1 (2 of 3)



Post-Award

#3 – Check Project Assignments

• Recipients with the role Principal Investigator/Program Director (PI/PD) must be assigned to the grant for it to appear on 
their “My Grants List” screen. Check to see if the recipient has the project assignment. If they do not and need to be
assigned, contact the Grant Office to make the assignment.

Note: An organization’s Authorizing Official can view grants across their organization without a specific grant assignment.

Answer 1 (3 of 3)

1

2



I am unable to
locate the grant

that I am searching
for from the Grants

List screen.
What do I do?

Question 2
Post-Award



Important: Ensure you are looking for an awarded grant.
Applications that are processing but have not yet been awarded are not located on the Grants List screen.

To locate an awarded grant from the Grants List screen, check the following:
Simple Search Criteria

• Enter at least 3 characters of the award number in the Grant Number field and click the Search icon (do not 
enter an application number).

Post-Award
Answer 2 (1 of 3)



Post-Award

Simple Search Criteria
• Enter at least 3 characters of the recipient organization name in the Organization field. Click the Search icon.

Note: Entering partial search criteria my return several results.

Answer 2 (2 of 3)



To locate an awarded grant from the Grants List screen, check the following:
Advanced Search Criteria

• From the Grants List Advanced Search screen, change the Assignment Type from 
My Grants to All Grants. My Grants only returns grants to which you have received 
the Project Assignment.

• Modify the search criteria to ensure the parameters are not too narrow.
• Check all criteria to make sure they are correct.

If you are still unable to locate the grant, please contact the help desk for assistance.

Post-Award
Answer 2 (3 of 3)
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How do I find Program Office 
specific documentation, videos and 
recipient support documents and 
training videos?

Question 1
General SupportGeneral Support



2

2

3

1

4

5

Login Help/Support 
Tab

Documentation

Answer 1 (1 of 3)
General Support



General Support

Login Help/Support 
Tab Documentation

GMM User 
Guides and 

Documentation

GMM User 
Guides and 

Documentation

continuedAnswer 1 (2 of 3)
General Support



Login Help/Support 
Tab Documentation

Grant Recipient 
Support and 
Reference

Answer 1 (3 of 3)
General Support



How do I find user
account request
forms from the 

documentation site?

Question 2
General Support



Login Help/Support Tab Documentation Registration 
Information

Federal User 
Account Request 

Form

Answer 2
General Support



What are the best
browsers to use for

GMM?
Microsoft Edge

Safari

chrome

Question 3
General Support



Note: This information may change, so please refer back to the 
FAQ page for updates.

Grant Solutions 
Home Page FAQS tab

Answer 3
General Support



How can I see
all of the known

issues?

Question 4
General Support



Grant 
Solutions 

Home Page
Login Known 

Issues

Answer 4
General Support
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Questions

Please contact your Partner Services representative for questions 
regarding your organization’s specific workflow.
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