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System Notifications – Common Questions and 
Issues
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Receiving Notifications
• Question: Why do I get all these notifications and why 

am I not getting notifications I want to receive?
o If a user is assigned to a grant, GMM sends important 

email notifications when the following actions occur:
▪ A correspondence note is added 
▪ An action is ready to be performed 
▪ An action is complete 

• What to Check:
o Check your Notification Preferences

▪ Log into the GrantSolutions GMM 
(www.grantsolutions.gov)

▪ From the menu bar, select System Management > 
Account Management > Notification Preferences 
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http://www.grantsolutions.gov


Role vs Assignment Based Notifications

• Question: What are the differences Between Role-Based and Assignment-Based Notifications?
o Role-Based notifications tell you what you can do 
o Assignment-Based notifications tell you what actions you need to perform

• Users receive notifications based on their specific role (GMO, GMS, etc) 
• It is possible that you would receive a notification for something you are not working on 

• Assignment-Based notifications are strictly based the projects that you are assigned to 
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Notification Best Practices

• To determine which notifications are necessary and which can be turned off, it is important to 
understand the type of notification, the roles that received the notifications, and the email 
text.

• The GMM Grantor roles are as follows:
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Program Office Grants Office Financial Office 

Administrative Director (AD)
Program Data Analyst (DA)
Program Officer Director (OD)
Program Authorizing Official (AO)
Deputy Authorizing Official (DAO)
Program Budget Officer (PBO)
Program Coordinator (PC)
Program Officer (PO)
Program Support Staff (PSS)
Research Director (RD)

Grants Management Officer (GMO)
Grants Quality Control (GQC)
Grants Management Specialist (GMS)
Grants Support Staff (GSS)

Financial Management Officer (FMO)
Program Budget Officer (PBO)



Example: Award Finalized
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Notifications Action Role Receiving Notification Email Text 

Award Finalized Grants Staff: GMO, GMS, GQC
Program Staff: PO, PBO, FMO, PC, OD, 
AD, AO

Subject:
The Grant of <Grantee Org Name> (<grant #>) has 
been awarded.
Text:
The Grant/Cooperative Agreement for Grant# xxxx 
has been award and released. To view the award in 
GrantSolutions, please click the grant number below 
or clock the following URL [Link to Grant]. 
If you do not have a Grantee account, please 
complete the Grantee Account Registration form and 
submit it to the Help Desk. After verification from the 
Grants Service Office associated with this award, the 
Help Desk will inform you of your new account 
information. Please follow the instructions provided 
in the form.
Organization: <Grantee/Applicant Org Name> 
Grant #:
Application #:
Application Type:
Program Office 
Grant Program:
Project Title:
Agency:

Role-Based 
notification



Example: Draft Award Rejected 
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Notification Action Role Receiving Notification Email Text

Draft Award Rejected GMO, GMS, GQC Subject:
Draft NGA for < Grantee Org Name ><grant 
#> has been rejected.
Text:
The draft NGA for Grant# has been rejected 
and requires your review:
Organization:
Draft Grant#:
Application#:
Application Type:
Supplement/Amendment:
Amendment Type:
Program Office:
Grant Program:
To review this action in GrantSolutions, 
please click the grant number above or use 
the following URL [Link to Grant].

Role-Based 
Notification 



Example: Funding Memo Rejected
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Notification Action Role Receiving Notification Email Text

Funding Memo Rejected Whomever performed an action since the 
draft status 

Subject: 
Funding Memo for ,Grantee/Applicant Org 
Name > (Applicant#) has been rejected 
Text: 
Funding Memo for <Grantee/Application Org 
> (Application#) has been rejected and 
requires your review.
Announcement:
Organization:
Grant #:
Application #:
Application Type:
Amendment Type:
To review this action in GrantSolutions, 
please click the application number above or 
use the following URL [Link to Application]

Assignment-
Based Notification



Example: Amendment Application Returned
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Notification Action Role Receiving Notification Email Text 

Amendment Application Returned Assigned GMS/RD/OD/PRC, PO/PC Subject:
Amendment Application# <Amendment 
Application#> for <Grantee Org Name > 
(grant#) has been returned to the grantee by 
the Grants Servicing Office
Text:
The following electronic Amendment 
application for <Org Name > (grant#) has 
been returned to the grantee by the Grants 
Servicing Office.
Application #:
Amendment Type:

Assignment-Based 
Notification



Funding Memo  – Common Questions and Issues
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Deleting a Funding Memo

• Question: How do I delete a funding memo? 

• What to Check:
❑ What is the status of the Funding Memo? 

▪ If the Funding Memo is in Draft, the PO will have the option to Delete 
▪ If the funding memo is in Approved status, the PAO will have the option to Reject and push it 

back to draft. The PO will have the option to delete.

• System Roles to Resolve the Issue:
❑ PO and PAO
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Deleting a Funding Memo
• Applications > Funding Memo. PO has option to select “Delete”.
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Rejecting a Funding Memo
• Applications > Funding Memo. PAO has option to select “Reject”.
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Updating a Funding Memo

• Question: How do I update the amount on the funding memo? 

• What to Check:
❑ What is the status of the Funding Memo? 

▪ If the Funding Memo Status is Draft, the PO can click “Edit” and then update the amount. 
▪ If the Funding Memo status is “Approved”, the PAO will need to Reject the funding memo. The 

screen will refresh and the Funding Memo will be in Draft. The PO can then click “Edit” to 
update the funding memo.

❑ What if the notice of award is in Draft status? 
▪ The GMO or GMS will click “Delete Notice of Award”. Then the PAO will click “Reject” on the 

Funding memo screen. The PO will then be able to click “Edit” to update the amount. 
• System Roles to Resolve the Issue

❑ PO, PAO, GMS, GMO
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Negative Amounts in a Funding Memo

• Question: How do I add a negative amount to a funding memo?

• What to Check:
❑ Negative amounts cannot be added to the funding memo. 
❑ If you are completing a deobligation, your funding memo should be $0.

• System Roles to Resolve the Issue
❑ PO, GMS, GMO
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Amendments – Common Questions and Issues
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Creating an Amendment

• Question: How do I create an Amendment?

• What to Check:
❑ What is the Amendment Workflow Process?
❑ Initiated by the Grantor or Grant Recipient?

• System Roles to Resolve the Issue
❑ GMO and GMS
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Creating an Amendment as a Grantor

● Log into Grantsolutions GMM.
● Grants List Screen > enter search criteria in either the Simple or Advanced search.
● When the results appear, locate the desired grant and click the Manage Amendments icon. 
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Manage Amendments 

• On the Manage Amendments screen, click “New”.
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Select Amendment Type 

● The “Select Amendment Type” screen will appear. Select the radio button to the left of the 
desired Amendment type. Then click the “Create Amendment” button.

● Note: Available Amendment types differ among Federal Agencies.
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Amendment Application Control Checklist

• The “GrantSolutions Amendment Application Control Checklist” appears.
• For this scenario, the Amendment Type selected is a change in PI/PD.
• Because the Amendment is initiated by Grantor Staff, the status is “received”.
• Click the “Verify Submission” button to submit the Amendment Application. 
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Complete All Necessary Forms

• Staying on the GrantSolutions Amendment Application Control Checklist
• Complete necessary online forms listed in the Enclosure(s) column
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Changing the Project Director

• In this example, the “Change Project Director” screen appears.
• Select a New Project Director from the drop down option. 
• Once selected, the Project Director details expand. 
• Click the “save” button at the bottom of the screen.
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Save Successfully

• A save successful message will appear below the close button.
• Status will display a green check mark, click “verify submission”. 
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Amendment Submission Verification

• The GrantSolutions Amendment Submission Verification screen appears.
• Review and click “Final Submission”.
• Once submitted, return to the Application Control Checklist page.
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Amendment Submitted

• We are back at the GrantSolutions Amendment Application Control checklist page.
• Verify the status shows “Submitted”. 
• This concludes how to create and submit an Amendment as the Grantor. .
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Deleting an Amendment

• Question: How do I delete an Amendment?

• What to Check:
❑ Organization’s Amendment Workflow Process
❑ Know the roles necessary to delete an amendment (GMO/GMS, PAO, PO)
❑ Only Federal initiated amendments allow the option to delete an amendment (Grantor initiated)

• System Roles to Resolve the Issue
❑ GMO/GMS, PAO, PO
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Amendment Workflow with Funding Memo
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Steps to Walk Back an Amendment Application
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Delete Notice 
of Award

Reject the 
Funding Memo

Delete the 
Funding Memo

Uncomplete 
the 

Amendment 
Application

Return the 
Amendment 
Application



Deleting the Notice of Award
• Awards > Award Processing > Award Overview.  GMO or GMS has option to select 

“Delete Notice of Award”.
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Rejecting the Funding Memo
• Applications > Funding Memo. PAO has option to select “Reject”.
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Deleting the Funding Memo
• Applications > Funding Memo. PO has option to select “Delete”.
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Uncompleted the Amendment Application
• Grants List > Manage Amendments ( ) > View Amendment.  GMO and GMS have 

option to select “Uncomplete Amendment” on GrantSolutions Amendment Application Control Checklist 
screen.
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Returning an Amendment Application
• Grants List > Manage Amendments. GMO and GMS have option to select “Return” on Manage 

Amendment screen.
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Electronic 
Submission 

Icon



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

• Grants List > Manage Amendments ( ).  GMO and GMS have option to 
select “Delete Amendment” on Manage Amendment screen.
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Paper 
Submission 

Icon



Final Q & A
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Resources

• All guides can be found on the FAIP 
SharePoint site and on uPerform.

• Notifications in GMM Quick Sheet

• Visit the Training on Demand Page to access 
additional training sessions on various GMM 
topics.

• All attendees will receive a follow-up email 
with links to the slides and recording of 
today’s session.
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https://doimspp.sharepoint.com/sites/ext-os-faip/SitePages/Group-B-Training.aspx
https://custom.cvent.com/1ACB402D3495443EA9CADEFBB7E04F31/files/f959f53f05f046ac94081c1e76af32bf.pdf
https://cvent.me/N9x15v


Help Desk
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• The GrantSolutions Help Desk is available to provide technical assistance
o Monday – Friday 7 AM to 8 PM Eastern Time

▪ Excluding Federal Holidays
o Email: help@grantsolutions.gov
o Phone: 202-401-5282 or 866-577-0771

mailto:help@grantsolutions.gov


Thanks  for attending! 
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