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QUICK SHEET: MANUALLY ENTER, SUBMIT, AND VERIFY COMPLETION OF NEW APPLICATIONS 

Audience: Grants Office  

PURPOSE 

For new applications, form information must be entered, submitted, and verified. The purpose of this 

quick sheet is to learn how to complete the new application process for the Grants Office role. 

MANUALLY ENTER, SUBMIT, AND VERIFY COMPLETION OF NEW APPLICATIONS 

1. From the “Grants List” screen, click the Applications drop-down and select the Application 

Receipt Log option. 

Note: For Login information and instruction, please view the GrantSolutions Login Quick Sheet" 

 

 

  

2. The “Application Receipt and Logging” screen appears. Click the Log Non-Competing 

Applications button.   



 Manually Enter, Submit, and Verify Completion of New Applications 
Quick Sheet 

  

2 

 

3. The “Add Non-Competing Application” screen appears. Select a Grant Number Prefix (Grant 

Program) from the drop-down list and click the Next button. 

  

 

  

4. The “Add Non-Competing Application” screen refreshes. Select a Grant Number from the drop-

down list and click the Next button. 
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5. The “Application Receipt Log – Create” screen appears. Complete all required fields and ensure 

information is correct. Click the Create button. 

Note: Required fields are marked with a red asterisk.  

 

The “Application Receipt and Logging” screen appears. 
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SUBMIT LOGGED APPLICATION 

The process for submitting logged applications is the same for New and Non-Competing Continuations. 

To submit a logged application, follow the steps below: 

1. Search for logged application using the Simple Search (pictured below) or Advanced Search 

(click the Advanced Search link) screens. From the Simple Search screen, enter an Organization 

name. From the Advanced Search screen, set the Application Status filter to Received.  Click the 

Search icon (magnifying glass). 

 

 

 

 

The screen refreshes and the search results appear in a table below the search criteria. An option to 
search within results is available. 
Note: The Application Status is Received because the package is not yet submitted. 

2. Click the Open Application icon (file folder) from the Actions column to complete forms 

electronically and upload attachments. 

The “GrantSolutions Non-Competing Continuation Application Control Checklist” screen appears. 

3. To open a form, click the Enter Online link from the Enclosure(s) column. 

Note: Icons in the Status column include a triangle with an exclamation point, which indicates a 

recommended item and a bracket, which indicates not started. 
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4. The online form appears. Complete all information and click the Save button. 

Note: Required fields are marked with a red asterisk.  

 

 

 

 

  

5. The “Save Successful” message appears. Click the Close button. 

When a form is saved, the status changes to a green checkmark icon and the Print Completed link 

appears.  

6. Once all forms are complete and attachments are uploaded, click the Verify Submission button. 



 Manually Enter, Submit, and Verify Completion of New Applications 
Quick Sheet 

  

6 

 

7. The “GrantSolutions Non-Competing Application Submission Verification” screen appears. Click 

the Final Submission button. 

 

 

  

8. The “Non-Competing Application Status Confirmation” screen appears. Click the Application 

Control Checklist button to verify that the application is submitted.  

The “GrantSolutions Non-Competing Continuation Application Control Checklist” screen appears with 

the Read-Only status noted at the top. 
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VERIFY COMPLETION AND FINAL COMPLETION 

Once an application is in the Submitted status, the next step is for the Grants Office to review the 

application to ensure all forms and attachments are included. To complete the application, follow the 

steps below: 

1. From the “Application Receipt and Logging Simple Search” screen. Enter an Organization name 

and click the Search icon.  

Note: From the Advanced Search screen, set the Application Status filter to Received.  Click the Search 

icon (magnifying glass). 
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2. The screen refreshes and the results appear in a table below the search criteria. An option to 

search within results is available. Locate the desired application. From the Actions column, click 

the Open Application icon (file folder). 

 

 

 

3. The “GrantSolutions Application Control Checklist” screen appears. Scroll to the bottom of the 

screen and click the Verify Completion button. 

4. The “GrantSolutions Application Completion Verification” screen appears. Click the Final 

Completion button. 

The “Application Status Confirmation” screen appears. The application is now complete. 
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