Grantsolutions Manually Enter, Submit, and Verify Completion of New Applications

PARTNERS IN INNOVATION Quick Sheet

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

Manually Enter, Submit, and Verify Completion of New Applications

Grant Mumder Prefix %

Add Non Competing Application

Cancel

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.

Application Receipt Log - Create

Grant Number =01
Postmiark Date (MMDONYYY) % A212015 | |
Received Date (MWDDNYYY) % 222015 [=]
Number Of Coples
Graniese Orgamizabion

Grantee Nama % [ Center |
Streel Address & ) ]

I |

I |
City % l J
Stale & Marytand -
Zipcode % ]
Country % UNITED STATES -
Phone Number [201-555-1242 |
Fax Number [ ]
Email Address [ ]

Name of Project Direclor / Principal Investigator

First Mame % |Josenn ]
Widdle Name ]
Last Mame % |
Prone o]
Email |js@demu 7] ]

Name of Contact Person

First Mame % Jageph

Middte Mame |
Last Mame %
Phong % |3n1-555-121z ]

Email is@demoxT

| Craate | [ Cancal ]

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).

Application Receipt and Logging
Advanced Search
Application Number "
optional
Grant Number or FAIN

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.

e - Search  Export Results  Hide Columns
1-50 of 51 items gptional 50 | 100 | 150 | 200 | 1000 120
[ml | Submission Date Application # Application Type | Announcemen t Grant Program Organization Budget Period End Date | Actions
[ %  05122020121009:53 AM 41# gg:‘ﬁgz'"‘:f:‘"g NIA Program Inc 013172014 ;, 3
Non-Competing — o — QF
[ #  09/0201112:00:00 AM 02 B et NIA s 082972013 ==y
[ &  07137201103:4452PM 4z [P gz:m:m“"g NiA College 0113122016 SEE)
[ & 07132011 032522PM L g;:"g‘;';‘ﬁfn""g NIA College 0113112016 QAgs
Q5
[] % 081292011 12:00:00 AM 26 P New Health Commerce NiA =IE) ]

The “GrantSolutions Non-Competing Continuation Application Control Checklist” screen appears.
3. Toopen aform, 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.

Online Forms Enclosure(s) Attachment(s) Status
SF-424A Budget Information - Non-Construction Enter Online NIA — i
SF-LLL Disclosure of Lobbying Activities Entar Online NiA —
SF-424B Assurances - Non-Construction Enter Online NiA &
SF-424 Application for Federal Assistance Version 2 Enter Online NiA &
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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.

20. TOTALS (sum of lines 16-19) $0.00 $0.00 $0.00 $0.00

« Section F Other Budget Information

21. Direct Charges. ‘ ‘
Vi

22. Indirect Charges ‘ ‘
Y

23. Remarks ‘ ‘
£

Save || Close

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

* Section F Other Budget Information

21. Direct Charges ‘ ‘
4

22. Indirect Charges ‘ ‘
£

23. Remarks ‘ ‘
Vi

Save || Close

/ [@ R—

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

appears.

Online Forms Enclosure(s) Attachment(s) Status

SF-424 Application for Federal Assistance Version 2 Enter Cnline MNiA ’
Erint Completed

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

Application Nutes] [Venf:.r Suhmissiun] [Clnsel
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7. The “GrantSolutions Non-Competing Application Submission Verification” screen appears. Click
the Final Submission button.

GrantSolutions Non Competing Application Submission Verification

Yoo are aboul 10 Subemil T folowing appicalion

Cranbee Canter

Grmnt Hamber -3

Praje T

e Dinb OIS

Submissd Dale DAPNPIAS 1200 Al Ensbim Tiorw

Ho data has bedn entered for this application, Thers i+ no information 1o submit

Finaal Sulimession SN

8. The “Non-Competing Application Status Confirmation” screen appears. Click the Application
Control Checklist button to verify that the application is submitted.

Non Competing Application Status Confirmation

Grans has marked Wi RBowing Apolcabon a8 Submised

Grantes e

G Number 05

Frogect Titla

D Dt DENT01E

Submitted Date: 04203015 12:00 AM Easben Tims

Application Details
ltems

Appliicabion Confrol Chacidist

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).

Applications > Application Receipt Log

0&99 Help

Application Receipt and Logging

Advanced Search

Grant Number or FAIN

Organization I I BJ i L

Please filter your search as necessary

Log Competing App\icauonsl l Log Non-Competing Applications
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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).

Application Receipt and Logging Sinot Seach
imple Searcl

Sim|
& [ -

~ Default / Selected Search Criteria

 * Assignment Type:All Applications| % Grant Program:AH - Head Start

Search within results Search Export Results | Hide Columns ~

1-100f 10 items 50 | 100 | 150 | 200 | 1000 1
O ‘ ‘Submission Date Application # Application Type A Organization ::;get (RELite) ] ‘ ;r:é:‘i:ation Actions
[[] %  12/04/2024 12:00:00 AM (To.be assigned) P New N/A Received 5/ &
[ 4  12/04/2024 12:00:00 AM (To be assigned) P New N/A Received [SISF 3
[ 4  12/04/2024 12:00:00 AM (Tobe assigned) P New N/A Receiv SISF A
[ %  12/04/2024 12:00:00 AM (Tobe assigned) | New N/A Received QT%

3. The “GrantSolutions Application Control Checklist” screen appears. Scroll to the bottom of the
screen and click the Verify Completion button.

Application Motes Return Werify Completion Close

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

Final Completion Zancel

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