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PARTNERS IN INNOVATION

Quick Sheet: Return Directed Supplement or Competitive Applications

Audience: Grants Management Officers and Grants Management Specialists

NOTE

When an application is submitted through Grants.gov, as indicated by a computer icon with a “G” g , it cannot
be returned to the applicant. However, the Grant Office or Program Office can upload Post-Submission
attachments.

To return Directed Supplement and Competitive applications that were not submitted through Grants.gov, the
Grants Management Officer (GMO) or Grants Management Specialist (GMS) should complete the following

steps:

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

2. The “Grants List” screen appears. From the menu bar, select Applications — Application Receipt Log.

& GrantSolutions.gov IEETINE) ;

Grants List Funding Opporunities - Applications — Awards =  Grants Management = inSight = Sysiem Management = Online Data Collection Help/Support =
Grants List Lz Sy
Applicati ing
Application Recommendation
Funding Memo
AMETITETE Grants List
Grants.gov

Grant Number or FAIN | |
|

Crganization |

3. The “Application Receipt and Logging” screen appears. Enter search criteria and then click the magnifying
glass icon or your keyboard’s Enter key to search.

L) GrantSqutIons.gov ;

Grants List Funding Opportunities = Applications = Awards = Grants Management = inSight - System Management =  Online Data Collection HelpiSupport -

Appiications > Application Receip! Log

Application Receipt and Logging
Application Number

Grant Number or FAIN

Organization
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4. The screen refreshes and search results appear below the search criteria. Click the Open Application icon in
the Actions column.

Application Receipt and Logging

Application Number

Search | | Export Results | | Hide Golumns ~

1-10f 1item

50 | 100 | 150 | 200 | 100

B

] | Submission Date Application # Application Type | Announcement Grant Program Organization Budget Period End Date | Application Status | Actions

] 4 10M7/2013 04:10:05 PM L gﬂﬁﬂifmm NiA Review in Progress y- ey

5. The screen refreshes and the “GrantSolutions Application Control Checklist” screen appears.

Scenario 1: If the application status is Review in Progress, click the Withdraw Review button at the bottom
of the page.

Post Submission Supplemental Information

Description Attachment(s): Uploaded Files
Mo Attachments Uploaded

Application Package Status: Review in Progress
Sent To Review Status: Mo

Mail-In Package Information: Office of Acquisitions and Grants Management expects to receive a Mail-In Package by 10M17/2013 (Update)

Application Motes | [ Withdraw Review ]

Submission Notice

A warning message appears stating that “any existing draft NGA will be deleted.” If you wish to continue
with returning the application, click the OK button.
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Scenario 2: If the application status is Complete, click the Uncomplete button at the bottom of the page.

Post Submission Supplemental Information

Description Attachment(s): Uploaded Files
Mo Attachments Uploaded

Application Package Status: Complete

Sent To Review Status: Mo

Mail-In Package Information: Office of Acquisitions and Grants Management expects fo receive a Mail-in Package by 10M17/2013 {Update)

Application Noles| IUnmm:ieteI |Close|

Submigsion Notice

A warning message appears stating “the application is going to be uncompleted.” Click the OK button.

6. The “GrantSolutions Application Control Checklist” screen refreshes. At the bottom of the page, click the
Return button.

Post Submission Supplemental Information

Description Attachment(s): Uploaded Files
Mo Attachments Uploaded

Application Package Status: Submitted

Sent To Review Status: Mo

Mail-In Package Information: Office of Acquisitions and Grants Management expects fo receive a Mail-In Package by 10/17/2013 (Update)

Application MNoles | [ Return l | Verify Completion | | Close |

Submisszion Notice
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7. The “Enter Return Comments” box appears. Enter comments and click the Return button.

| Enter Return Comments L]

Applicant:
Application Mumber: g
Program:

Announcement:

= Comments

8. A message warning “the application is going to be returned” appears. Click the OK button to confirm.

9. The “Application Receipt and Logging” screen reappears and the assigned Grantee receives email
notification.

NOTE

If the Return button does not appear when the “GrantSolutions Application Control Checklist” screen
refreshes, as seen in the example below, it is because the Announcement is considered Past Due.

Post Submission Supplemental Information

Description Attachment(s): 1 Uploaded Files
K5 Semi Annual Progress Report Jan-Jun ALICMS030166 Progress Report KS 2012 Jan-Jun.pdf

Application Package Status: Submitted

Sent To Review Status: Mo

Mail-In Package Information: Office of Acquisitions and Gran anagement is currently nof expecting to receive a Mail-In Package for this application.

Application Noles.| |Verif5rCompIetion| |Close|

Submission Notice
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To correct this, the Grants Management Officer (GMO) should complete the following steps:

1. Select Funding Opportunities - Announcements - Manage Announcements from the menu bar.

& GrantSolutions.gov IETSTNNE e —

Grants List Funding_QOpportunities = Applications =  Awards =  Grants Management = inSight = System Management =  Online Data Collection Help/Support =
1
Annguncements b
Grants List Application Kits p | Mangs Announcements
_ Close Announcements

Funds Planning [
Mandatory Processing Cycle ATIITEEEL TEEE
Mandatory Program Graniees b Grants List
Formula Allocation [
Manage Commitments for FOA

Grant Normoer or = T

Crganization | | Al & % -

2. The “Manage Announcements” screen appears. Enter search criteria, check the box for Past Due
Announcements, and click the Search button.

Manage Announcements

Fiscal Year (YY) ]

Announcement Title | _|

FR Document Mumber \:I

Program [-Please select a Program- v

Program Office [ -Please select a Program Office- |

Grant Program | -Please select a Grant Program- v |

cFoA @

| -Select a CFDA Number-Default All- v
Search Cplions mpasl Due Announcements

! Pending Announcements
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3. The “Manage Announcement” screen refreshes with search results. Click the Unpost link from the
Action Column.

Manage Announcements

Fiscal Year (YY¥Y) ]

Announcement Title | |

FR Document Mumber I:I

nglam* [ v]

Frogram Office | -Please select a Program Office- v

Grant Program [ A

cFDA @
| -Select a CFDA Number-Default All- v

Search Opfions @Pasl Due Announcements
= Pending Announcements

Number of Announcements: 1
Competition 1D/

Annocuncement Title (Internal) Funding O tunity Number CFDA Publish Date Due Date Program Program Office Status Action
1 0772272013 1011772013 Posted & g
Email Sent
to FIND Resend to Grants gov FIND
Preview
Wiew App Kit

4. When the screen refreshes, click the Edit link from the Action column.

Aad
Mumber of Announcements: 1
Announcement Title (Internal) Eﬂm’"&’“m: nity Number CFDA  Publish Date Due Date ~ Program Program Office Status Action
= 072272013 | 10M1772013 Unposted after :
. Email Sent to (Edit |
FIND Pos
Preview
View App Kit
Edit App Kit
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5. The “Announcement — Edit” screen appears. Change the Due Date to a future date and click the Save
button at the bottom of the screen.

Announcement - Edit

* Oppertunity Category: @ | Discretionary v
* Publish Date (mm/ddiyyyy) @ 72272013 [=d
I Grant

- i - @ ‘
Funding Instrument Type: 2 Cooperative Agreement

) Procurement Contract

[ Other
* Internal Title: @
* Public Opportunity Title; @ \
. . o) I Agriculture
* Funding Activity Category: B Arts

[ Business and Commerce
) Community Development
2} Consumer Protection
| Disaster Prevention and Relief
L) Educatien
) Employment, Labor and Training
O Energy
L\, £ Environment
) Food and Nutrition
# Health
=) Housing
) Humanities
U Income Security and Social Services
[/ Information and Statistics
O Law, Justice, and Legal Services
[ Natural Resources
L Other
) Recovery Act
[l Regional Development
L Science and Te and other R and D
) Transpertation

E

Funding Opportunity Number: @ _—

* Funding Opportunity Description: @

Competiion 1D @ T —
FR Doc Number: @ L 1

* Due Date & Time:

Date (mmiddiyyyy): © [10M17/2013 [=]
Time: @ [15 v|[00 v| Time Zone: © [{GMT - 05:00) Eastem Time (US & Canada) v |
2

pd

* Agency Contact For Electronic Access GrantSolutions User Support | (282) 401-5282 or (866)
Problems: 577-8771 | help@grantsolutions.gov
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6. When the “Manage Announcements” screen refreshes, click the Post link from the Action column.

Number of Announcements: 1
Announcement Title {Internal)

MFP Tribal Inifiative

Competition 1D [

Funding Opportunity Number
CMS-1LI-14-001-018301 7
CMS-1LI-14-001

CFDA Publizsh Date Due Date Program
08242019 | Centers For Medicare | Division of Community

93.791 077222013

& Medicaid Services

Program Office

Systems Transformation

Status

Unposted after
Email Sent to
FIND

Action
\ﬁe_w

=1

View App Kit
Edit App Kif

7. Return to the “Application Receipt and Logging” screen (Applications — Application Receipt Log from
the menu bar), search for your application, and click the Return button on the “GrantSolutions Control
Checklist” screen.




