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Quick Sheet: Assign a Project Category to an Application  
Audience: Federal Staff and Federal Contractors 

 

PURPOSE 

The purpose of this Quick Sheet is to provide step-by-step instructions for assigning a Project Category to an 

application and for searching by Project Category. Project Categories are useful for grouping applications or 

marking applications as duplicates. 

 

Note: Categories are activated and added administratively by a Partner Success Analyst (PSA) or Partner Success 

Director (PSD). 

 

ASSIGN A PROJECT CATEGORY 

 

To assign a Project Category: 

 

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

 

2) From the menu bar, select Applications →Application Receipt Log. 

 

 
 

3) The “Application Receipt and Logging” screen appears. From the Simple of Advanced Search screen, 

enter search criteria in one or more search fields and click the Search icon (magnifying glass). 

  

http://www.grantsolutions.gov/
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4) The screen refreshes and applications that match the search criteria populate in a table below the 

search fields. From the second column of the table, click the blue plus sign to expand the row. 

 

 
 

5) From the Other Actions line, select the Categories icon. 

 

 
 

6) The “Categories” page appears. To select a category, click the corresponding checkbox. Click the Submit 

button.  
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7) The “Application Receipt and Logging” screen reappears. The category is now visible in the expanded 

row. 

 

 
 

SEARCH FOR APPLICATIONS BY PROJECT CATEGORY 

To search for applications based on the Categories filter: 

 

1) From the “Application Receipt and Logging” screen, click the Advanced Search link. 

 

 
 

2) The “Application Receipt and Logging Advanced Search” screen appears. Click the binoculars icon. From 

the drop-down list, select Categories. 
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3) Click the arrow to expand the Categories drop-down list. 

 

 
 

4) Select a Category and click the Search icon (magnifying glass). 

 

 
 

5) All applications associated with the selected category appear in a table below the search fields. 

 

 
 
 


