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QUICK SHEET: APPLICATION RECOMMENDATION – SERVICE AREA TRANSFER 

AUDIENCE: PROGRAM OFFICE 

 

PURPOSE 

Program Office staff can reassign an application’s service area from the “Application 
Recommendation” screen. The Service Area Transfer link is available when the Intake Review is 
complete, the status is Review in Progress, and the Funding Memo for that application has not yet 
been created. 
 
This Quick Sheet provides step-by-step instructions for reassigning a service area in GrantSolutions 
Grants Management Services (GMM). For instructions on reassigning a single application's service area, 
continue to the Performing Service Area Transfer for a Single Application section. For instructions on 
transferring multiple applications from one service area to another simultaneously, skip to the section 
Performing Service Area Transfer in Bulk. 
 
Note: For Login information and instructions, please view the GrantSolutions Login Quick Sheet. 
 

Performing Service Area Transfer for a Single Application 

To move a single application from one service area to another, perform the following steps: 
 

1. From the GMM menu bar, click the Applications drop-down and select the Application 
Recommendation option. 
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2. The “Application Recommendation” screen appears. Enter data into the Application Number, 
Grant Number or FAIN, or Organization fields, and click the search icon, which appears as a 
magnifying glass. 

 

 

  

3. A results table appears below the search fields. Click the view details icon to the left of the 
application to expand the row. 
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4. The row expands and additional fields and actions are available. To the right of the Service Area 
field, click the Change link. 

 

 

  

5. The “Change Service Area” screen appears in a new window. The Application Type, Application 
Number, Applicant/Grantee, and Current Service Area fields appear at the top for the previously 
selected application. Select a service area from the New Service Area drop-down. 
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6. Click the OK button. 

 

  

The “Application Recommendation” screen refreshes and the previous search is cleared. The 
application is now moved to the new service area. 
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PERFORMING SERVICE AREA TRANSFER IN BULK 

Users may also transfer multiple applications at once from one service area to another using Bulk 
Service Area Transfer. To perform a Bulk Service Area Transfer, complete the following steps: 
 

1. From the GMM menu bar, click the Applications drop-down and select the Application 
Recommendation option. 
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2. The “Application Recommendation” screen appears. Click the Advanced Search link on the right 
side of the screen. 

 

 

 

  

3. The “Application Recommendation” screen advanced search appears. To add additional criteria 
to a search, click the search criteria drop-down icon and select a option from the drop-down. 

4. Click the filter to the right of the search criteria drop-down icon. 
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Depending on the selected filter, the field to the right contains possible drop-down options, a calendar 
widget, or a text field to enter search information. 

 

 

 

  

If an option is selected or entered, it appears in the Default/Selected Search Criteria section. 

5. Click the Search icon (magnifying glass) to display search results. 
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6. A results table appears below the search fields. In the results table, select the checkbox to the 
left of each desired application. 
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7. Scroll to the bottom of the screen and click the Bulk Service Area Transfer button. 

 

 

  

8. The “Change Service Area” screen appears in a new window. The Application Type, Application 
Number, Applicant/Grantee, and Current Service Area fields appear at the top for the previously 
selected applications. Select a service area from the New Service Area drop-down. 
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9. Click the OK button. 

 

 

The “Application Recommendation” screen refreshes and the previous search is cleared. The 
applications are now moved to the new service area. 
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