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PURPOSE

This Quick Sheet provides step-by-step instructions for processing a Federal-Initiated Carryover Request
Amendment. When processing a grantee submitted amendment, begin with step 17: Verify Completion.

Note: Amendment names and workflow steps may vary by Partner agency. Please refer to an agency’s

Amendment Workflow document.
STEPS

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

2. The “Grants List” screen appears. Enter search criteria in the Simple or Advanced search fields and click

the Search icon (magnifying glass).

3. The screen refreshes and matching results display in a table below the search fields. Locate the desired

grant. From the Actions column, click the Manage Amendments icon.

Grants List
Advanced Search
Grant Number or FAIN
Organization
Search within results Search | | Expori Results | | Hide Columns =
1-12 of 12 items 50 | 100 | 150 | 200 | 1000 1 \
~ ~ - Project Peried 3 ~ | Project Period End - -
] ‘ Program Office | Grant Program 14 Grant Number 2~ Organization Start Date _ | Date Project Status Actions ‘
Universit Received (Post N -
O+ Office Initiative 1 02 SONersl ——— ngypi/2014 08/31/2019 Award Paper sl g ¢
E— Submission)

4. The “Manage Amendments” screen appears. Click the New button.

Manage Amendments
Grant Number 1 2
Grantee Name University
Project Title
Project Start Date 09/01/2014
Project End Date 08/21/2019
Last Issued NGA 01/26/2018 (View NGA)
Funding Memo Required
Amendment # Status Submitted Date Type Budget Period Funds Funds Appi Action
Funding Memo Status
(To be assigned) Recsived (Post Extension 4 NiA NiA No Edit Amendments
) Award Paper ‘Without 09/01/2017 - ———— Delete Amendment
Submission) Funds 08/31/2018 NIA Grant Notes
History,
Send Message
Set Budget Period
Close



http://www.grantsolutions.gov/
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5. The “Select Amendment Type” screen appears. Select the Carryover Request radio button. At the
bottom of the screen, click the Create Amendment button.

Select Amendment Type
Grant Number
Project Period to
Budget Peried to
Amendment Type © galance of Funds (Type 6)

Budget Revision (Type 6)
) Budget Revision (Type 3
IO Carryover Request (Type 6} I
'Change Grantee Address (Type 6)
) Change in PI/PD (Type 6)
() Change in Grantee Authorizing Official (Type &)
) Closeout by Budget Period (Type 6)
(U Disbursement (Type 8)
EIN Change {Deobligate) (Type 8)
! EIN Change {Reobligate) (Type 6)
J Grant Closeout Action (Type 6)
) Mandatory Grant Project Extension (Type 8)
' NGA Revision (Type &)
/ Name change (Type 6)

=) No Cost Extension (Type 6)

/ Revision & Extension (Type 6)

) Supplement (Type 6)

) Supplement & Extension {Type &)
Supplement & Revision (Type 6)

Create Amendment Cancel

6. The “GrantSolutions Amendment Application Control Checklist” screen appears. Locate the SF-424A
Budget Information line in the Online Forms section. From the Enclosure(s) column, click the Enter
Online link.

Information for the Applicant Enclosure(s) Attachment{s) Status
Carryover Request Instructions ACF View PDF MNiA =
View Original Version
I ‘eb Page MIA [
Attachment(s) Status
0 Uploadad Files .«ﬁl
er Comments 0 Mail-in ltems
SF-424 Application for Federal Assistance Version 2 Enter Online 0 Uploaded Files -
0 Mail-in ltems
Additional Information to be Submitted Enclosure(s) Attachment(s) Status
Cover Letter Upload 0 Uploaded Files -
0 Mail-in Items
Budget Narrative Upload 0 Uploaded Files -
0 Mail-in Items
SF-425 Upload 0 Uploaded Files
o | —
0 Mail-in ltems
Miscellaneous Information 0 Uploadad Files
- —
0 Mail-in ltems
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7. The “SF-424A” screen appears. In the Estimated Unobligated Funds column of Section A: Budget
Summary, enter the total amount of the Carryover Request in the Federal (C) field.

8. Inthe New or Revised Budget column of Section A: Budget Summary, enter the total amount of the
Carryover Request in the Federal (E) field.

A s 42020
SF.424A g atian S 26353
BUOGET BsFORMATION - NOK CONSTRICTION PROGAAUS
@ scsen b epered belt
Cogore Lot Mg Progect Tme Datpet Perio
S Dem @ SO
A e Numte s R—
Te 2a magrec Projest Paried b indXT 3|
» ¥ u N0
rrrgop—
2e:0s & botjer hmee,
Grant Program Funceon Cotwiog of Fesers! Domante Cvnr et Lncergimes fundy Vv o0 ovineg
o demvmy Sratance Mt Yo Foder st s N § o nt Yo
" 4 " @ " A
Degeen
I R Em Pame i s 004 [w) ¥ s q p R
o
3 5 e 2oie L 3 1 0% L 39 1 1% § 300 e
degoon
a T e T | ' ¥ ‘ . L
egeon

9. In Section B: Budget Categories, enter the Object Class Category amounts as they appear on the Grant
Recipient’s SF-424A.

w S=ction B Budgst Categornies
6. Object Class C
! o5 Categories ﬁemm PROGRAM, FUNCTION OR ACTIVITY
i} | FO - State Child FD - State Child | (3} | FD -Stste Chid | (4) | FD - State Chid Total
Support Support Support Support [&]
Enforcement Enforcement
ncies Agencies Agencies Agencizs
Demaonstration D D D
(a} Personnal E 10000.00] E| 0.00] E| 0.00] E .07 $10,000.00
() Fringe Benefits § 0005 E| 0.09] E| 0% E 0.5 $4D,000.00
(e} Travel E 00| El 0.09) E| | E 0.0 50.00
(d) Equipmant E 0000.00] E 0.09] El .00] E .09 $30,000.00
(e} Suppiies g 0.00] 9 0.00] 9 0.00] q 0.00] e
1f) Centractuzl § 20000.00] E| 0.00] q 0.00] q 0.00] 320.000.00
(g} Canstruction E 00 E 0.09] El .00] E .09 30.00
{h} Other g 0.00] 9 0.00] 9 0.00] q 0.00] e
ga}Tml Direct Charges (sum of 8a - $100,000.00 $0.00 0.0 $0.00 $100,000.00
(j) Ingirect Chargas E 000 o 0.00] El w00] El 0.00) 30.00
(k) Totals {sum of &i and 6 $100,000.00 50.00 $0.00 30.00 $100,000.00
7. Program Income E 00| El 0.09) E| 0.5 E .00 50.00
SR~ T~
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10. At the bottom of the screen, click the Save button.

11. A confirmation message appears with the text, “Would you like to transfer your budget totals
information to the SF-424 form?” Click the Yes button to continue.

Confirmation
Would you like to transfer your b otals information to the S5F-424 form ?

12. If there are no errors, a “Save Successful” message appears below the Save and Close buttons.

Sae

@ Save Successful

13. To return to the “GrantSolutions Amendment Application Control Checklist” screen, click the Close
button.

14. The “GrantSolutions Amendment Application Control Checklist” screen appears. Scroll to the bottom
and click the Verify Submission button.

Amendment Package Status: Received (Post Award Paper Submission)

Application Notes Verify Submission Close

15. The “GrantSolutions Amendment Submission Verification” screen appears. Click the Final Submission
button.

GrantSolutions Amendment Submission Verification

You are about 8 submat the folowng appication

Appicant
Geant Number
Project Title

Aston Carmyover Request

Online Forms
SF-424A Dodget Infoemation - Noa-Corgtncton

The grantes 230 view this amendmant sceevsson U Yes @ np
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16. The “Amendment Status Confirmation” screen appears. Below the Application Details section, click the
Application Control Checklist button.

Amendment Status Confirmation

Grants has marked the following application as submitted:

Applicant
Grant Mumber
Project Title
Action
Submitted Date

Application Details

Items
SF-424A Budget Information - Non-Construction

| Application Control Checklist |

17. The “GrantSolutions Amendment Application Control Checklist” screen appears. At the bottom of the
screen, click the Verify Completion button.

Amendment Package Status: Submitted (Post Award)

Mail-In Package Information: Grants Office is currently not expecting to receive a Mail-in Fackage for this application.

Application Motes | | Verify Completion ‘ | Close ‘

18. The “GrantSolutions Amendment Completion Verification” screen appears. Click the Final Completion
button.
GrantSolutions Amendment Completion Verification

Fosst are about b update the ssrtus of the Raileving Jpplication 1o "complse™

Ranphzaent
Qrant Kogrrbapt

ezt
Eberanied Dok

[Online Forms
EF LR Biodgut Irformarton « hige-Corgiracnon

bail-in Pachage Information

okt DRt BY SRSl E B mal-n package for thin apokcation

Firal Complatas Cansal
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19. The “Amendment Status Confirmation” screen appears. Below the Application Details section, click the
Application Control Checklist button.

Amendment Status Confirmation

Grants has marked the following application as "Complete (Fost Award)™....

Applicant
Grant Mumber
Project Title
Action
Submitted Date

Application Details

Items
SF-424A Budget Information - Non-Construction

Application Control Checklist

20. The “GrantSolutions Amendment Application Control Checklist” screen appears. At the bottom of the
screen, click the Close button.

21. The “Manage Amendments” screen appears. From the Action column, click the Funding Memo link.

Complete (Post 07172013 Carryover 2 MNiA MiA Yes View Amendment
Award) 03:39:57 PM Request 09/30/2011 - e

09/29/2012 MiA Funding Memo

Budget Worksheet
Grant Mates
History

Send Message

22. The “Funding Memo” screen appears. From the Action column, click the Create link.

Fundang List
Period ApplicantGrantee  Service Area Amoust Memo Status Categonesocale
) Central Federal NA Not Stanted Caeoodes
Center Office Non-Federal: N/A Federal $0.00 Cultural Preseration.
udget Pediod: 1 Non-Federal 000  Imtergenerational
tisd \oriow Adticns Leaming

Communities -
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23. The “Prior Approval and Funding Memo” screen appears. Ensure all amounts in the Recommended
Funding section are $0.00.

RECOMMERDED FUNINNG
FRIANCIAL ASEISTANCE

Othes .00 0o £0.00
Prosrrs

Othes 300 00 £0.00
Othee 000 oy .00
Cthis 0.00 060 £0.00
Othes .00 i £3.00
Dthes 000 oy .00
TOTAL £0.00 5000 £0.00

W THE AMOUNT Se0ut ABDSVE RCLUDES FLARDING FOR SPECIAL PATIATIES DR U0B, SO ANARD
SR T AT RN ST AELAE BESTION 0F Trag SolutalnT

UHOBLIGATED BALANCE OF FEDERAL FLNDS @ o0

24. At the bottom of the screen, click the Save button.

25. The “Funding Memo” screen reappears. Below the search fields, click the Close button to return to the
“Grants List” screen.

26. The “Grants List” screen appears. If necessary, enter search criteria to locate the grant. From the Actions
column of the results table, click the Manage Amendments icon.

Actions

By 99 &

L

27. The “Manage Amendments” screen appears. From the Action column, click the Budget Worksheet link.

Complete (Post | 07M7/2013 Carryover 2 A WA Yes View Amendment
Award) 03:39:57 PM Reqguest 09/30/2011 - Disapproval
09/29/2012 MiA Funding Memao

Budget Worksheet

History
Send Message
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28. The “Budget Worksheet” screen appears. From the Totals tab, scroll to the Final Budget Totals section.

Note: The Unobligated Funds — Reprogram field should equal the total amount of the Carryover
Request. The Total this Action field should equal $0.00, as this is a non-monetary action.

Final Budget Totals

Total Budget © 150,237.00
Mon-Federal (May Include Program Incame) © [ g
Federal © 150,237.00
Unobhigated Funds - Reprogram w
In Kind Contribution © | 000
Program Income @ 0.00
Previous Award (Dossn't Include Non-Federal) & 50,237.00

Fed Megotiator @ [ |

Grantes Negotiator @ [ |
Start By: @ Shadarani O7/17/2013 03:58:42 PM
Last Update By: @ SMadarani 07/17/2013 04:16:51 PM

Save Successful

[5ave | [Seve and Verify | [Close ]

29. At the top of the Budget Worksheet, select the second tab.

Current Scenario: |Initia| | (This is the Active Scenario)
| Add Activity | | | | Create New Scenario |
| Delete Activity | | Select an Activity v | | Reset |
| Rename Activity | | Select an Activity v | Delete Current Scenario |
|

Load Scenario | | Select Scenario ¥ |

m | Adjustments |
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30. In the Unobligated Balance column, enter the total Carryover amount in the itemized cost categories,
just as the Grant Recipient entered on the SF-424A.

EEE R
- =
|
|[comacns Trasem] = 1L = L e maram| e
[rectsatemsen o 2 1L = == om|
- =F uE N
[rere mever o z 1L g [ L 1.0
o 2 1L g [ oo 1.0
=
[owmmen cae o \ﬁ\ | [ LL.| 1.0
- m:j‘ =F = )
31. When all values are entered, click the Save button at the bottom of the screen.
Save and Verify || Close |

32. Toward the top of the Budget Worksheet, select the Totals tab. Scroll to the Final Budget Totals section.

33. Verify that the Unobligated Funds — Reprogram row now equals the total amount of the Carryover
Request.

34. Verify that the Total this Action row equals $0.00.

Final Budget Totals
Total Budget @ 150,237.00

Mon-Federal May Inclede Program Income) @ [

Federal @ 150,237.00

I nobligated Funds - Reprogram ,000. I
nobligated Funds set | 0.00
In Kind Contribution @ 0.00

Program Income @ 0.00

Previous Award (Dossnt Inciuds Non-Fegeral) © 50,237.00
Total This Action 0.00

Fed Negotiator @
Grantee Megotiator @

Start By: @ SMadarani 07/17/2013 03:58:42 PM
Last Update By: @ SMadarani 07/17/2013 04:16:51 PM

Save Successful
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35. At the bottom of the screen, click the Save and Verify button.

36. Click the Close button.

| Save | Save and Verify || Cloze |

37. The “Manage Amendments” screen appears. From the Action column, click the Funding Memo link.

fes

Funding Memo

Draft

Grant Notes
History
Send Message

38. The “Funding Memo” screen appears. From the Action column, click the Recommend link.

Total Records Count: 1
— Apnplication Number/ Grant Number 7 . Funding List . .
Select| | Application Type Budget Period Applicant/Grantee Service Area ey Memo Status Categories/Locale Action
[m] o 3 Federal: N/A Draft Delete
[Amendment: Program Non-Federal: N/A Federal: $0.00 Edit
Carryover Request) Budget Pericd: Office Men- History
Federal: 50.00 Set Budget Period
View
Next Workflow Grant Notes
Actions Manage Projsct Abstract
Project Assignments
Budget Worksheet

39. The “Action Requested: Recommend” screen opens in a new window. Enter optional comments and
click the OK button.

ﬂ"‘“""l - ¥;’:"" ”Cﬂ“ﬁnhﬂﬂppllunﬁ]n-n

‘.ﬂ-mendmam Camygver Rﬁaweﬁl ‘

Action Requested :Recommend

Add Comments
Commens. Recormends Carryover Reguest

|MM

40. The “Funding Memo” screen reappears, and the process is complete.




