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Introduction

This Master Series provides instructions on how to walk back new 
applications and amendments to an earlier stage in the process or to send 
the action back to the recipient.
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Objectives
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Deleting the Draft Notice of Award

Rejecting the Funding Memo

Deleting the Funding Memo

Withdraw Review

Uncompleting an Application

Returning an Application

Objectives
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Walking Back a New Drafted Award
Reverse Workflow



New Application Workflow
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New Application Workflow with Funding Memo Bypass
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Steps in Walking Back a New Application
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Award Processing
• Awards > Award Processing. GMO or GMS has option to select a yellow folder to open the award to the Award 

Overview screen to take action in moving award back or forward in the workflow.
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Delete Notice of Award
• Awards > Award Processing > Award Overview. GMO or GMS has option to select “Delete Notice of Award”.
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Reject Funding Memo
• Applications > Funding Memo. PAO has option to select “Reject”.
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Disapprove and Reopen Funding Memo
• Applications > Funding Memo. GMO has option to select “Disapprove”.

• GMO has option to select “Reopen”.
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Delete Funding Memo
• Applications > Funding Memo. PO has option to select “Delete”.
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Delete Funding Memo
• Applications > Application Recommendation. PO has option to select edit, if Funding Memo is in “Not Started” 

status.
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Application Receipt and Logging 
• Applications > Application Receipt and Logging >                                  .. GMO or GMS have the option to select 

the Open Application icon.

•
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Withdraw Review
• Applications > Application Receipt and Logging >                                  .. GMO or GMS have the option to select 

“Withdraw Review” on the GrantSolutions Application Control Checklist screen.
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Return Application
• Applications > Application Receipt and Logging >                                  .. GMO or GMS have the option to select 

“Withdraw Review” on the GrantSolutions Application Control Checklist screen.
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Delete Application
• Applications > Application Receipt and Logging.  GMO or GMS have the option to select “                                     “ icon.
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Delete Application Icon Paper Submission Icon
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Walking Back an Amendment
Reverse Workflow



Amendment Workflow with Funding Memo
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Amendment Workflow with Funding Memo Bypass
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Steps in Walking Back an Amendment Application
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Award Processing
• Awards > Award Processing. GMO or GMS has option to select a yellow folder to open the award to the Award 

Overview screen to take action in moving award back or forward in the workflow.
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Delete Notice of Award
• Awards > Award Processing > Award Overview.  GMO or GMS has option to select “Delete Notice of Award”.
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Reject Funding Memo
• Applications > Funding Memo. PAO has option to select “Reject”.
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Disapprove and Reopen Funding Memo
• Applications > Funding Memo. GMO has option to select “Disapprove”.

• GMO has option to select “Reopen”.
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Delete Funding Memo
• Applications > Funding Memo. PO has option to select “Delete”.
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Grants List (Manage Amendments)
• Grants List > Manage Amendments ( )). GMO))). GMO and GMS have option to select                             “

28



Uncomplete 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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Return Amendment Application
• Grants List > Manage Amendments ( )).  GMO and GMS have option to select “Return” on 

Manage Amendment screen.
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Delete 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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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


Final Q&A
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