
QUICK SHEET: Process New Applications 
Intake Review 

 1 

QUICK SHEET: PROCESS NEW APPLICATIONS – INTAKE REVIEW 

AUDIENCE: GRANTS MANAGEMENT OFFICERS (GMO), GRANTS MANAGEMENT SPECIALISTS (GMS), GRANTS 
SUPPORT STAFF (GSS) 

 

INTRODUCTION 

The “Intake Review” screen consists of a pre-set list of questions designed to help a screener 
determine whether an application is eligible to move forward in the application review process. Intake 
Review questions are set by the Grant Program and can also be defined by announcement for 
competitive funding opportunities. 
 
The “Intake Review” screen contains multiple choice and short answer questions. Each multiple-choice 
question allows the following responses: Yes, No, or Not Applicable. Each short answer text field allows 
up to 70 characters. This quick sheet provides step-by-step instructions for completing the Intake 
Review.  
 

PERFORM THE INTAKE REVIEW 

To verify an applicant’s eligibility in GrantSolutions GMM, follow the steps below: 
 
Note: For Login information and instructions, please view the GrantSolutions Login Quick Sheet. 
 

1. From the GMM menu bar, click the Applications menu drop-down and select the Application 
Receipt Log option. 
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2. The Application Receipt and Logging screen displays. From the Application Receipt and Logging 
Simple Search screen, enter the applicant organization’s name in the Organization field. 

 

 

  

3. Select the Search icon. 
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4. The Results table displays. From the Actions column, select the Intake Review icon. 

 

 

  

The “Intake Review” screen displays. Note: To view or create an Application Message, click the 
Application Notes link. To access the “GrantSolutions Application Control Checklist” screen, click the 
Application Number link. 
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5. Answer all required questions. 

Note: Questions with a red asterisk are required. Questions and required fields may vary. 
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6. From the Eligibly section at the bottom of the screen, select a status from the drop-down list. 

Note: The table below describes the Intake Review statuses: 

Intake Review Status Description 

In Review Application screening is still in progress or has not started. 

Yes The application is eligible and is available on the “Application 
Recommendation” screen. 

No The application is ineligible. The warning message “If this Application is 
marked ineligible due to an incomplete package, please verify that the 
contents of the submission are consistent with the original application 
in grants.gov or GrantSolutions” displays at the bottom of the screen. 
 
Select the required checkbox to confirm the application’s ineligibility.  

 

 

 

  

7. Select the Save button. 
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The “Application Receipt and Logging” screen appears. The Application Status is Review in Progress, 
and the Intake Review: Eligible icon shows in the Actions column. 

 

 

Note: The Intake Review status icons are displayed in the Legend at the bottom of the “Application 
Receipt and Logging” screen.  

The next step in the application process is to perform the Application Recommendation. 




