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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” , 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. Log into the GrantSolutions Grants Management Module (GMM) (www.grantsolutions.gov).  

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

 

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. 

 

 

  

http://www.grantsolutions.gov/
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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. 

 

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.  

 

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. 

 

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

 

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. 
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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. 

 

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

Announcements, and click the Search button. 
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3. The “Manage Announcement” screen refreshes with search results.  Click the Unpost link from the 

Action Column. 

 

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

 

  



QUICK SHEET: Return Directed Supplement or Competitive Applications 
May 14, 2018 

 

8 

 

 

8 

6. When the “Manage Announcements” screen refreshes, click the Post link from the Action column. 

 

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. 


