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Quick Sheet: Supplement 
Audience: Program Office 

 

INTRODUCTION 

A supplement is a monetary post-award action where additional federal funds are given to a Grant Recipient.  

This Quick Sheet provides step-by-step instructions for processing a Federal initiated Supplement Amendment.  

 

Note: Amendment names and workflow steps may vary by Partner agency. Please refer to an agency’s 
Amendment Workflow document. 
 
SEARCH FOR A GRANT 

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

2. The “Grant’s List” Simple Search screen appears. Enter search criteria in at least one field on the Simple 
or Advanced Search screen and click the Search icon (magnifying glass). 

 
 

3. Matching results appear in a table below the search fields.  

 
 

4. Locate the desired grant and from the Actions column, click the Manage Amendments icon. 

  
 

 

 

http://www.grantsolutions.gov/
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EDIT FUNDING MEMO  

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

 
 

6. The “Funding Memo” screen appears with the Amendment in the Results Table. From the Actions 

column, click the Create link. 
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7. The “Prior Approval and Funding Memo” screen appears. In the Basic Operations row of the Federal 

Amount column, enter the Total supplement amount. 

 
 

8. Scroll to the bottom of the screen and click the Save button.  

 
 

9. The “Funding Memo” screen appears. Click the Close button to return to the “Grants List” screen. 

 

10. The “Grants List” screen appears. From the Actions column, click the Manage Amendments icon. 
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11. The “Manage Amendments” screen appears. From the Action column, click the Budget Worksheet link. 

 
 

12. The “Budget Worksheet” screen appears. If there is more than one tab, click the tab to the right of the 

Totals tab. 

Note: Please check all other tabs for values first. 
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13. From the Recommended column, verify the amounts entered are correct. Make any necessary changes. 

 
 

14. At the top of the table, click the Totals tab. 
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15. Scroll to the bottom of the screen to the Final Budget Totals section. The Total This Action filed should 

be equal to the Grand Totals amount (in this example, $10,000). 

 

16. Click the Save and Verify button and then click the Close button. 

 
 

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

 
 

19. The “Action Requested: Recommend” screen appears in a new window. Enter optional comments and 

click the OK button. 

 
 

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


