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QUICK SHEET: NOTICE OF AWARD (NOA) - READY FOR APPROVAL 

AUDIENCE: GRANTS MANAGEMENT OFFICERS (GMO) 

 

PURPOSE 

The purpose of this Quick Sheet is to provide instructions for kicking off the Notice of Award (NOA) 
approval process in GrantSolutions Grants Management Services (GMM). The approval workflow may 
vary depending on the Partner or Grant Program; however, the steps remain the same.  
 
Note: For Login information and instructions, please view the GrantSolutions Login Quick Sheet. 
 
1. From the GMM menu bar, click the Awards menu drop-down and select the Award Processing 

option. 
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The “Award Processing” screen displays. 

 

 

  

2. Enter the search criteria in the Simple Search fields by entering the application number, the grant 
number, or the recipient organization name. Partial searches are allowed; only three characters are 
required in a field to perform the search.  

Note: To search using more than one search criteria, use the Advanced Search. 
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3. Select the Search icon. 

 

 

 

 

  

The page refreshes and awards matching the search criteria display in the results table. 

Note: The Workflow Status will be Drafted or In Review, depending on the Program’s workflow process 
and the user’s assigned roles. 

4. From the Actions column, select the Open Award Overview icon. 
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5. The “Award Overview” screen displays in a new window. Select the View/Print Notice Of Award 
link from the Award Information column to review the NOA. 
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6. A pop-up displays the NOA. Confirm that the information in the draft NOA, terms and conditions, 
and award attachments are correct.   

7. To return to the “Award Overview” screen, click the close icon. 
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Note: Use the links from the Award Preparation column to make changes to the draft NOA. 

• Select Org Address – Update the recipient address. 

• Project Assignments – Assign Recipients and Grantors so they are available for selection on the 
Edit NOA screen. 

• Budget Worksheet – Update the Federal and Non-Federal amounts displayed on the NOA. 

• Terms and Conditions – Replace the final Grant Agreement attachment. 

• Edit Notice of Award – Make changes to the NOA. 
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8. From the Award Actions column, select the Ready for Approval link. 
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9. The “Transition Status” screen displays in a new window. Select the OK button. 

Notes:  

• If warnings are displayed, you will be able to move forward. But if errors are shown, the OK 
button will not be available, and it will be necessary to fix the errors to continue. 

• Comments are optional. 
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10. The “Changed Notices of Grant Awards” screen displays. Click the Continue button to return to the 
“Award Overview” screen.  

Note: The next person in the approval process receives an email notification that they have an action 
to perform in GrantSolutions GMM. The new Workflow Status and the next step in the process may 
differ by grant program. 

 


