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Quick Sheet: Adding Post Submission Application Attachments

Audience: Federal Staff and Federal Contractors

PURPOSE

The Post Submission Supplemental Information section, located towards the bottom of the
“Application Control Checklist” screen, allows Federal Staff and Federal Contractors to attach files to
the submitted application package.

STEPS

To add Post Submission Application Attachments:

1. Loginto the GrantSolutions Grants Management Module (www.grantsolutions.gov).

2. The “Grants List Simple Search” screen appears. From the menu bar, select Awards > Award Processing.
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3. The “Award Processing Simple Search” screen appears. Use this screen or click the optional Advanced
Search link. Enter full or partial search criteria in a search field and click the Search icon (magnifying

glass).
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4. The screen refreshes. Results matching the search criteria appear in a table below the search fields.

From the Application Number column, click the Application Number link.

Note: The application may also be accessed using the “Application Receipt and Logging” screen,
the “Application Recommendation” screen, and the “Funding Memo” screen.

BELE Seaarch Export Results | | Hide Columns =

1-7 of 7 items 50 | 100 | 150 | 200 | 1000
r=n . = Application N Approved Budget Period
Ll Organization Award Number Number Application Type A nt Start Date
Commonwealth of Directed .
United Travelers AB12 34567 -01-00 APPOBTERL3 Supplement 528, 533.309.00 0400172011
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5. The “GrantSolutions Amendment Application Control Checklist” screen appears. Scroll to the Post
Submission Supplemental Information section and click the Attachment(s) link.

Post Submission Supplemental Information

Description Attachment({s): Uploaded Files
’/ Mo Aftachments Uploaded

Amendment Package Status: (Amendment) Aoproved (Processing)

Mail-n Package Information: ACF/OCS Cffice of Discretionary Grant is currently not expecting to receive a Mail-In Package for this application.

|A.pp ication Motes | | Close|

6. The “Application Post Submission Attachments” screen appears. Enter text in the required Description
field.

Application Post Submission Attachments

+% indicates a required field.

Description % &) |

File to Upload @ Choose File | Mo file chosen
| Upload |
Include In Review Upleaded Date Uploaded By Description Attachment Status Actions

* Status updates every 10 seconds

|Close|
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7. To select an attachment, click the Choose File button.
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Wepgy e
Application Post Submission Attachments
W indicates a requined field.
Cwescription W (F) |
Fiw t Upioad (B Creons P | [io B choen
Inchude In Review Updcaded Date Uploaded By Description Attachment Status Actions
* Status updates every 10 seconds

8. A window appears. Select the desired file and click the Open button.

- « 4 Il > ThisPC » Desktop
Organize » New folder
ProjectPath " Name 3
Revision - luly Document Control
> G OneDrve New folder
Policy Research
v S8 IR QuickSheet Search
Walic-Me

> (2 Documents " ER4_3ReleaseNotes

> & Downloads Q) GS Opesations Core SOP's 06.28.17
> D Music 1nm&¢te§32217
> B Pictures 87 SOP Considerations
> W Videos
> & 0S(C) . -
> @b Network

Date modified

&/19/2037 1:36 PM
777120107 920 AM
262007 207 PM
T77/2007 1:45 PM
4762017 1:26 PM
&27/2007 400 PM
6/28/2017 1:54 PM
442017 3:05PM
SIA02017 427 P
6/15/2017 3:09 PM
4752007 251 PM

v &

Type

File folder

File folder

File folder

File folder

File folder

Adobe Acrobat D,
Microsoft Exced W.,
Adobe Acrobat D...

Microsoft Wored D...

PG Fle

Microsoft Woed D..

Search Desitop

Saze

1,383 KB
23KB
STAKE
t3KB
116KB
12KB
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9. The “Application Post Submission Attachments” screen reappears. Click the Upload button.

Application Post Submission Attachments

W indicates a requined field.

Duseription % () Text Dooument
Fia o Uplosd (B Chocas File | Tesdom
Inchude In Review Uploaded Date Uploaded By Description Attachment Status Actions

* Status updates svery 10 ssconds

Choad

10. An upload bar appears while the file is attaching. Once the file is attached, it is visible in the
table below the Upload button. Add as many attachments as necessary.

Application Post Submission Attachments

# indicates a required field.

Desonption % (T

Fia o Unicad ‘2 [ Cnocae File | Mo fie chosen
pbnaed
Inchude In Review Uploaded Date Uploaded By Description Attachment Status Actions
gt Appleabie pEnET Fandaog Hia TaF Document T s FHCLEEERIL @@ a7

* Status updates every 10 ssconds

Close |

Note: The order in which attachments appear can be changed by clicking the Up and Down arrow
icons in the Actions column. From the Actions column, the user that uploaded the file may also delete
the attachment, edit the description, and view the attachment.

Action Icon Description
@ o Move Up and Move Down Arrows
:‘i Delete Attachment

@ Edit Description
m‘ View Attachment
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11. Once all attachments are uploaded, click the Close button.

Application Post Submission Attachments

+% indicates a required field.

Description % @ |
File to Upload @ Choose File | No file chosen
Upload

Include In Review Uploaded Date Uploaded By Description Attachment Status Actions
Mot Applicable 10/15/2018 Pam Scott Test Document Test doc.docx SUCCESSFUL OLHER

* Status updates every 10 seconds

12. The “Grantsolutions Amendment Application Control Checklist” screen appears. The Print

Application section has two printing options: Original Submission and Original Submission And
All Supplemental Information.

GrantSolutions Amendment Application Control Checklist

Post Award Action: Grant Closeout Action
{Amendment) Approved (Processing) (Read Only)

This is your GrantSaolutions Application Control Checkdist (EACZC). You will use the EACT fo track the status of your application.

To complete your application electronically, enter information by using the online forms andfor adding attachments (uploadimail-in). Required items are noted by the exclamation
pointimage. |fan enclosure has not been verified, 3 red 0 image is displaysd.

Print Application:

Original Submissicn
smlp | Original Submission And Al Supolemental Information




