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COMPLETING THE INTAKE REVIEW

Once a new application is in the Complete status, the Intake Review is conducted. The Intake Review determines

if an applicant is eligible for a grant.

1. Loginto the GrantSolutions GMM (www.grantsolutions.gov).

2. The “Grants List” screen appears. From the menu bar, select Applications > Application Receipt Log.
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3. The “Application Receipt and Logging Simple Search” screen appears. Use this screen or click the
optional Advanced Search link to search for an application. Enter full or partial information in a search

field and click the Search icon (magnifying glass).
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4. The “Application Receipt and Logging” screen refreshes. The search results display in a table below the

search fields. An option to search within results is available.

5. Locate the desired application and click the Intake Review icon.
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6. The “Intake Review” screen appears. Answer each question by clicking the Yes, No, or N/A radio button.
Note: The amount and type of questions that appear will vary.
7. Inthe Eligibility section, select one of three statuses from the drop-down list:

e In Review: The Intake Review is still in progress. The application status has not changed to Yes
(move forward as eligible) or No (marked as ineligible).

e Yes: Application continues to Program Review.
e No: Application continues to the Grants Management Officer (GMO) for ineligibility signoff.

8. When the Question and Eligibility sections are complete, click the Save button.

Note: Questions with red asterisks are required.
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