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ANNOUNCEMENT SPECIFIC INTAKE REVIEW QUESTIONS

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 review process. The Intake Review screen
contains multiple-choice or 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. Set
guestions as either required or optional.

The Intake Review is often set up in advance for a Grant Program. However, Grantors with the Grants
Management Specialist (GMS) or Grants Management Officer (GMO) role can create custom Intake
Review questions for competitive Announcements.

ADD INTAKE REVIEW QUESTIONS

To add Intake Review questions for a specific competitive Announcement, complete the following
steps.

Note: For Login information and instruction, please view the GrantSolutions Login Quick Sheet
The GrantSolutions GMM “Grants List” screen displays

(O GrantSolutions.gov

Grants List Funding Opportunities —  Applications = Awards = Grants Management = Insight = System Management = Online Data Collection Help/Support 2

0@99 Help

Grants List switch to New Experience)

Advanced Search
Grant Number or FAIN

Organization Q@ g~

Please filter your search as necessary

Figure 1: Grants List screen
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1. From the GrantSolutions GMM menu bar, select Funding Opportunities.

[ Grantsolutions gov —  —

Grants List Funding Opportunities - QApplications = Awards - Grants Management = |Insight = System Manageme
Grants List

Grant Number or FAIN | |
|

Organization |

Flease filter your search as necessary

Figure 2: GMM Menu Bar — Funding Opportunities menu drop-down

2. From the Funding Opportunities menu, select the Announcements option.
(O GrantSolutions.gov

Grants List Applications - Awards — Grants Management = Insight - System Ma
s it || ovoumcenenis b
dlnnin
Grants List
Grant Number or FAIN | |
Organization | | @ k-

Figure 3: GMM Menu Bar — Funding Opportunities > Announcements
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3. From the Funding Opportunities menu, select the Announcements > Manage Announcements
option.

| O GrantSolutions.gov

Grants List Applications = Awards = Grants Management = Insight = System Management = Online Data Collection Help/Support @

0&9(3 Help
Close Announcements

Funds Planning
Manage Commitments for FOA

Grants List (Switch to New Experience)

P
']

Advanced Search

Grant Number or FAIN ‘

Organization ‘

@ k-

Please filter your search as necessary

Figure 4: GMM Menu Bar — Funding Opportunities > Announcements > Manage Announcements

The Manage Announcements screen displays.

[ ¢ GrantSolutions.gov

Grants List Funding Opportunities =  Applications - Awards < Grants Management =  Insight = System Management =  Online Data Collection Help/Support -

Funding Opportunities > Announcements > Manage Announcements

O&QE Help

Manage Announcements

Fiscal Year (YYYY) ]

Announcement Title |

FR Document Number :

Program | -Please select a Program- v ‘

Program Office | -Please select a Program Office- v
Grant Program | -Please select a Grant Program- M ‘

CFDA ® [-Select a CFDA Number-Default All- |

Search Options () Past Due Announcements

(] Pending Announcements

Figure 5: Manage Announcements screen
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4. Enter or select criteria in one or more of the search fields. The search criteria fields are:

Fiscal Year (YYYY)

Announcement Title

FR Document Number

Program

Program Office

Grant Program

Catalog of Federal Domestic Assistance (CFDA)
Search Options

Past Due Announcements

Pending Announcements

Manage Announcements

Fizcal Year (YYYY)
Announcement Title |
FR Document Number \:\
Program | -Please select a Program- v |
Program Office | -Please select a Program Office- v
Grant Program | -Please select a Grant Program- v |
CFDA ® [ -Select a CFDA Number-Default All- v
Search Options ) Past Due Announcements
O Pending Announcements

Figure 6: Manage Announcements screen — Search fields
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5. Select the Search button.

Manage Announcements

Fiscal Year (YYYY) 2020

Announcement Title

FR Document Mumber :'

Program [ v

Program Office -Please select a Program Office- v
Grant Program [ A |

CFDA (® -Select a CFDA Number-Default All- v

Search Options ' Past Due Announcements

' Pending Announcements

[search] | [Ciose]

Figure 7: Manage Announcements screen — Search button
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Results display in a table below the search fields.

Manage Announcements

Figcal Yaar (YYYY) 2020

Aranouncomand Tite

FR Document Mumkses

Program -

Program Cfice | Phease selact 8 Program Office- b
Grant Program | = =]

CFDA @ “Select & CFDA Mumber-Detaul AR =]

Fearch OpSoes. ! Past Dus Announcemants

£ Pending Anncuncemeants

Search| [
-
Number of Announcements: 2
A Title (Invaenal) EomEedton 10 CFDA Publish Date Due Date Program  Program Cifice Status Action
B 15 615 O0EZ020 DSIOR2020 Posted View
% nts FEND mot configured
s P
Eraviesy
Lo Wiorer App KL
15615 0R2OTR0R0  OSAL0I0 Posted Vi

sl
Grants gov FIND mot configured
Erindiey

Mg Spe i
bianage imake Raview Chestong

Figure 8: Manage Announcements screen

Note: The Manage Intake Review Questions hyperlink displays in the Action column when Intake
Review questions are enabled at the Funding Opportunity Level for a Grant Program.

If the hyperlink does not display, please contact the GrantSolutions help desk at
help@grantSolutions.gov.
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6. Select the Manage Intake Review Questions hyperlink.

Manage Announcements
Fiscal Year (YY) 2|:IZI.'|_ ]
Anncunosmant Titlhe &

FIR Descurnint Rumbar

progam |

Program Ofice [-Proass solect a Program Offcs-
Grard Program [ 1
cFoA @ [-Selact o CFOA Number-Defauh At %)
Saarch Options = Pacst Due Anmouncemants
- Pending Announoements

[Seach | | Close |

add|
Humbeer of Annoumcements: 2
Aneuncement Tisle (internaf) Competition 1D/ Jy Namber CFOA_ Publish Date Due Date Program  Program Office Status Action
15615 D060 DSB200 Postad Vi
LUnpost
Geants, gaw FIND not configured
PBravige
N g KR
15615 Q207020 0531030 Posted Wiy
Geants. gav FIND not conSgurad
Bravios

)

Figure 9: Manage Announcements screen — Manage Intake Review Questions hyperlink
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The Manage Intake Review Questions screen displays.
GrantSolutions.gov

List Funding Opportunities =  Applications = Awards = Grants Management — Insight = System Management - Online

hg Qopartunies > Announcerments > Manage Announcemaents > Manage Infaxe Revew Queshons

Manage Intake Review Questions

Announcemant Title:
Mo Intake Review Questions have been created.

[ Copy Grant Progeam Questions| [ Add Intake Review Question| [ Finalize Questions | [Close|

Figure 10: Manage Intake Review Questions screen

7. To use the existing Intake Review questions already established for the Grant Program, select the
Copy Grant Program Questions button.

iutionsgov - 20 090000200

Funding Opportunities = Applications — Awards - Grants Management = Insight =  System Management = Online Data O

[es > Announcamants > Manage Announcements > Manage Infake Revew Queshons

Manage Intake Review Questions

Announcement Tithe:
Mo Intake Review Questions have been created.

| Copy Grant Program CluastiunsJ Add Intake Review Quesbion | Finalize Questions | | Close |

Figure 11: Manage Intake Review Questions - Copy Grant Program Questions

Note: It is helpful to start with the Grant Program questions to make the process more efficient. Once
copied, the questions can be edited, reordered, deleted, and new questions can be added.
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Note: If Intake Review questions do not exist for a Grant Program, the screen refreshes, and no

changes are made.
ov

rtunities =  Applications - Awards - Grants Management - Insight - System Management - Onlina Data Collection i

Manage Intake Review Questions

Announcement Tithe: |

— Mo Intake Review Questions have been created

[Cumr Grant Program Du-rsh'nns] |-ﬁ.dd Intake Review Question ;Fln-ah'm Quistions iEinm

Figure 12: Manage Intake Review Questions screen — “No Intake Review Questions have been created” message

8. To add new questions, select the Add Intake Review Question button.

a——

rtunities = Applications = Awards = Grants Management = |Insight = System Management = Online Data Collectio

Manage Intake Review Questions

Anncuncement Tithe:

No Intake Review Questions have been created.

Copy Grant Program Due&ﬁnns| i.ﬂ.ﬂd Intake Review Quastion | lFinallze Quasliom] |Cinsa|

Figure 13: Manage Intake Review Questions screen — Add Intake Review Question button
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The Add Intake Review Question screen displays.
(> GrantSolutions.gov

IGrants List Funding Opportunities = Applicaions = Awards = Granis Management = Insight = Syslem Management

Add Intake Review Question

Announcement Title: ]
Quastion %
{255 Maximum Characters) You have 255 characters remaining
Type | Texd v |
Required -

o) (G

Figure 14: Add Intake Review Question screen

9. Enter the text of the required question in the Question box.

< GrantSolutions.gov

Izrants List Funding Opporfunities =  Applications = Awards = Grants Management = Insight = System Management

Add Intake Review Question

Announcement Title:
CQuestion %
{255 Maximum Characters) You have 255 characters remaining
Type [ Text v
Required L

o) (G

Figure 15: Add Intake Review Question screen — Question text box

Note: There is a limit of 255 characters per question. If the 255 character limit is reached, the number
counting underneath the text box will display, “You have 0 characters remaining”.
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10. Select either Text or Multiple Choice from the Type drop-down list.
rantSolutions.gov =

Funding Opportunities = Applications = Awards = Grants Management = Insight = System Ma

Add Intake Review Question

Announcement Title:

Cuestion & Was the application submitted on time?

rs

grs) You have 217 characters remaining

Type

Required

|save| [Ciose]

Figure 16: Add Intake Review Question screen — Type drop-down list

11. Select the Required checkbox to require an answer to a question.
rantSolutions.gov

Funding Opportunities —  Applications — Awards - Grants Managememt — Insight = System Manaj

Add Intake Review Question

Announcement Title:

Cluestion % VWas the application submitted on tima?

A

(255 Maximum Characters) You have 217 characters remaining

Type
Required

[save]  [Close]

Figure 17: Add Intake Review Question screen — Required checkbox
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12. Select the Save button.

| (O GrantSolutions.gov ;

Grants List Funding Opportunities -  Applications — Awards - Grants Management = Insight =

Add Intake Review Question

Announcement Title:

Question % Was the application submitted on time?

4

(255 Maximum Characters) You have 21T characters remaining

Type [ Muttiple Choice |
Required )
[ Save J [ Close ]

Figure 18: Add Intake Review Question screen — Save button
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The Edit Intake Review Question screen displays with the message “Successfully saved question.”
rantSolutions.gov

Edit Intake Review Question

Announcement Title:

[ e Successfully saved question

Cuestion & Was the application submitied on lime?

A

(255 Maximum Characters) You have 21T characters remaining
Type Muliple Choice * |
Required Ll

Sa_wl | Chose |

Figure 19: Edit Intake Review Question screen — “Successfully saved question” message

13. Select the Close button.
[rantSolutions.gov

Funding Opportunities =  Applications = Awards = Grants Management = Insight = System Managament - Online Da

Edit Intake Review Question

Announcement Title:

6 Successiully saved guestion.

Cugstion & Was the application submitted on time?
4
(255 Maxdmum Characters) You have 217 characters remaining
Type Multiple Chaiee |
Required o

Figure 20: Edit Intake Review Question screen — Close button
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The Manage Intake Review Questions screen displays with the question added.

(Solutions gov . 0209090909090 0 0 0

Funding Opportunities - Applications - Awards - Grasts Management - Insight - System Managsment = Onine Data Collaction Halp'S

Manage Intake Review Questions
Announcement Tith:

Agd Indtaka Revees Choastion :-thzaﬂuom_ Closa |

Musmsber of Intake Review Cuastions: 1

Doscription Anwwer Type Required Action
Vo tha application submimed on Gme? .‘_—— Multipls Cholce Y Eda
Daitle
Audd infake Revere Cuostion :_le-.w Crueslons Clena |

Figure 21: Manage Intake Review Questions screen

14. To edit a previously added question, select the Edit hyperlink from the Action column.

Eramsmuﬂons-w - 0202020 000 00000000000
Funding Opponunities = Applcations = Awasrds = Grénis Mansgement = Insight =  System Mansgement =  Onling Dals Collaction HelpSups]

Manage Intake Review Questions

Announcement This:

A:dd Intake ﬁu'rit:m ljunbm Finakzs Cuaslions | Lﬂlm
Humbar of Intake Review Questions: 1
D cription Answer Type Requ
Vi'as the application submised on time? Multiple Choica  Yes
.Au:id Indake Rewview Dutﬂrm._ ;l-'lruhzn Clunslinrts-i iElorm.

Figure 22: Manage Intake Review Questions screen - Edit hyperlink

Note: To remove a question, select the Delete hyperlink from the Action column.
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The Edit Intake Review Question screen displays.

GrantSolutions.gov

L Funding Opportunities =  Applications = Awards = Grants Management = Insight = System Manag

Announcement Title:

CQuestion %

Type
Required

Edit Intake Review Question

Was the application submitted on tima?

A

(255 Maximum Characters) You have 217 characters remaining

| Multiple Choice *

o

|save|  [Close|

Figure 24: Edit Intake Review Question screen
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The Question, Type, and Required fields display with the previously added text or selections. Make
updates as desired.

GrantSolutions.gov

t Funding Opportuniies -  Applications = Awards - Granls Management = Ingsight = System Manag

Edit Intake Review Question

Announcement Title:

Question % |Was the application submitted on time?
)
{255 Maximum Characters) You have 217 characters remaining
Type [ Multiple Chaice ¥
Required

LSave | | Close |

Figure 25: Edit Intake Review Question screen — Question text box, Type drop-down, and Required checkbox fields
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15. Select the Save button.
GrantSolutions.gov

t Funding Opportuniies -  Applications = Awards = Granls Management = Insight = System Manag

Edit Intake Review Question

Announcement Title:

Cluestion % Was the application submitted an time?

o

(255 Maximum Characters) You have 217 characters remaining

Type | Multiple Choice

Required R

lSﬂ'\-‘E | | Clnsel

Figure 26: Edit Intake Review Question screen — Save button

The Edit Intake Review Questions screen displays the “Successfully saved question” confirmation
message.
o GrantSolutions.gov

Grants List Funding Opportunities - Applications = Awards = Granls Managemenl - Insight = System Management -  Online Dy

Edit Intake Review Question

Announcemant Tithe:

@ Successhully saved question

Question % [Vas the appBeation submitied on lime?

(255 Maximurm Characters) You have 217 characters remaining

Type [Muttiple Chaice * |
Raquired b
i Sa'.'e] | Clase

Figure 27: Edit Intake Review Question screen
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16. Select the Close button.

TS GrantSolutions gov . 0
e ———————————

—
Grants List Funding Oppontuniies - Applications - Awards —  Grants Manag - ghl = System Management - Oniine Da

Edit Intake Review Question

Annguncement Title:

a Successiuly saved guession

Question & Was the appication submitied on lima?

(255 Maximum Characters) You have 21T characters remaining

Type Multiple Choice ¥
Requited L]

| Save | | Closa |

Figure 28: Edit Intake Review Question screen — Close button

The Manage Intake Review Questions screen displays.

Funding Opporiunities =  Applications = Awards = Grants Management = Insight = System Management = Drllnal]alnc

Manage Intake Review Questions

\ Announcement Titbe:

Add Intake Review ﬂuasﬂinn] -Finali.ie- Quesliansj I:Ins.aJ

Humber of Intake Review Questions: 1

Deseription Anawer Type Reguired Action
Was the application submitted on time? Multiple Choice  Yes Edit
Dalate
| Add Intake Review Question | Finalize Questions Close |

Figure 29: Manage Intake Review Questions screen

Note: Add additional questions to the Intake Review as needed.
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Finalize the Intake Review questions when they are complete and ready to go live. Once finalized, they

are available for use.
To finalize questions:

17. At the top of the Manage Intake Review Questions screen, select the Finalize Questions button.

TSolutions.gov -—

Announcement Title:

Funding Opporunities =  Applications = Awards = Granis Managemem = Incight = System Management = Online Data C

Manage Intake Review Questions

Number of Intake Review Questions: 1
Daseription

Was the application submitied on tima?

..-".dd Intake Review Question i Close |

Answier Type Required Action
Multiple Choice  Yes Edit
Dalate

Figure 30: Manage Intake Review Questions screen — Finalize Questions button

Note: Finalize questions before the Intake Review process begins.
The “Once Intake Review Questions are finalized and are associated with applications, they can no
longer be edited. Are you sure you want to continue?” confirmation message displays.

Message from webpage

25|

continue?

Once Intake Review Questions are finalized and are associated with
applications, they can no longer be edited. Are you sure you want to

oKk | [ Cancel

Figure 31: Confirmation Message
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18. Select OK to continue or Cancel to return to the previous screen.
Message from webpage E

Once Intake Review Questions are finalized and are associated with
applications, they can no longer be edited. Are you sure you want to

continue?

The Manage Intake Review Questions screen displays, the screen is read-only.
blutions.gov

Figure 32: Confirmation Message — OK button

Funding Opportunities — Applcations — Awards —  Granls Management -  Insigt -  System Management =  Onling Data Collection Hey

Manage Intake Review Questions
Announcement Title:

Humber of Intake Review Questions: 1
Answer Type Required
Was the application submitted on time? Multiple Choice Y

Unfinalize Questions Close

Figure 33: Manage Intake Review Questions — Finalized Questions

Note: Questions can only be unfinalized and updated before the Intake Review screen is opened for an
Application associated with the Announcement. Once the Intake Review icon is selected from the
Application Receipt and Logging screen, the Intake Review questions can no longer be modified.
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19. To make additional changes to the Intake Review Questions, select the Unfinalize Questions

button.
bolutions gov e 00
Funding Opportunities -  Applications - Awards — Granis Management - Insight -  System Managemont -  Online Data Collection Hy

Manage Intake Review Questions
Announcement Title:

MHumber of Intake Review Questions: 1

Answer Type Required
Was the application submitted on timea? Multiple Choice Y

Unfinalize Questions Klose

Figure 34: Manage Intake Review Questions screen - Unfinalize Questions button

Note: The Unfinalize Questions button is no longer available after selecting the Intake Review icon for
an Application associated with the Announcement.

20. The Manage Intake Review Questions screen displays and the questions are editable.
rantSolutions.gov

Funding Oppertunities =  Applications = Awards =  Grants Management = Insight =  System Management =  Online Data Collaction HaipSy

Manage Intake Review Questions

Announcement Tithe:

_Adrl Intaka Review Quastion | .anaun Quaslions _.{:iusq |
Numbser of Intake Review Questions: 1
Dasscription Answer Type Required Action
Waes the application submitbed on time? Multiphe Choice  Yes Edi

| Audd Bntake Review Question | Finadize Quastions | Closa |

Figure 35: Manage Intake Review Questions screen

Note: Once questions are re-finalized, the Intake Review process can begin.
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