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QUICK SHEET: PROJECT CATEGORIES 

AUDIENCE: FEDERAL STAFF AND CONTRACTORS 

 

INTRODUCTION 

In the GrantSolutions Grants Management Services (GMM), Project Categories are pre-defined labels 
that can be associated with an application or a grant project for filtering and reporting purposes.  
 
This Quick Sheet provides step-by-step instructions for assigning categories and searching for 
applications and grant projects by category.  
 

ASSIGN CATEGORIES TO APPLICATIONS 

To assign categories to applications during the application review process, perform the following steps:  
 
Note: For Login information and instructions, please view the GrantSolutions Login Quick Sheet. 
 
1. From the GMM menu bar, select the Applications menu drop-down and click the Application 

Receipt Log option.  
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3. The "Application Receipt and Logging" screen appears. From the Simple or Advanced Search screen, 
enter search criteria in one or more search fields and click the Search icon. 

 

 

 

  

4. The screen refreshes, and applications matching the search criteria populate in the table below. 
Click the View Details icon to expand the row. 

5. The row expands. From the Other Actions field, click the Categories icon. 
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6. The "Categories" screen appears. Select one or more categories checkboxes to assign to an 
application. 

7. Scroll to the bottom of the screen to click the Submit button to save the selected project categories 
to the application. 

 

 

 

  

8. Click the Close button to return to the "Application Receipt and Logging" screen. 
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The "Application Receipt and Logging" screen appears. The categories are now visible in the Categories 
field of the View Details row. 
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ASSIGN CATEGORIES TO AWARDED GRANTS 

To assign categories to awarded grant projects, complete the following steps: 
Note: For Login information and instructions, please view the GrantSolutions Login Quick Sheet. 

 

1. The "Grants List" screen appears. Use the Simple or Advanced Search screens to locate one or more 
awarded grant projects and click the Search icon. 

 

 

 

  

2. The screen refreshes, and grant project(s) that match the search criteria appear in the table below. 
Click the View Details icon. 

3. From the Actions column of the view details expanded row, select the Categories link. 
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4. The "Categories" screen appears. Select one or more categories checkboxes to assign to a grant 
project. 

5. Click the Submit button. 

 

 

  

6. Click the Close button to return to the "Grants List" screen. 
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7. The "Grants List" screen appears. The categories are now visible in the Categories field of the View 
Details row. 
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SEARCH FOR APPLICATIONS BY CATEGORY 

To search for applications based on the Categories filter: 
 
1. From the "Application Receipt and Logging" screen, click the Advanced Search link. 

 

 

2. The "Application Receipt and Logging" Advanced Search screen appears. Click the Search Criteria 
icon. 

3. Select the Categories option. 

4. Click the Filter drop-down and select a category option. 
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5. Click the Search icon. 

 

 

  

All applications assigned to the selected category appear in the results table. 
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SEARCH FOR GRANT PROJECTS BY CATEGORY 

To search for awarded grant projects based on the Categories filter: 
 
1. From the "Grants List" screen, click the Advanced Search link. 

2. The "Grants List" Advanced Search screen appears. Click the Search Criteria icon. 

3. Select the Categories options. 

 

 

 

 

 

4. Click the Filter drop-down and select a category option. 

5. Click the Search icon. 

6. All grant projects assigned to the selected category appear in the results table. 




