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GrantSolutions

System Requirements

Introduction

e-Commerce is electronic
business transactions conducted
over a computer network using
applications that rely on the
Internet.

The Office of Public Health & Science Program Offices (OPHS)/Office of
Grants Management (OGM) manages all financial and business functions
throughout the life of the grant from application to close-out. As the official
signatory for obligating Federal grant funds, grants business management, and
prior approval requests, the OGM monitors all business and financial
transactions for grants compliance with Federal Regulations.

Designed to support the OPHS/OGM business process is the GrantSolutions
System, a fully automated web-based J2EE compliant system (OPHS
GrantSolutions) to capture, manage and process the entire discretionary grants
management business life cycle.

As an interactive input and retrieval system, GrantSolutions allows users to
perform grants management functions and maintain information related to
applications and grants. Through GrantSolutions, users can maintain applicant
information, recommend and award funds, and view the status of pending
applications and approvals. Users can also perform award-funding calculations,
release and print awards, submit award data to external systems, and facilitate
changes in data such as the recipient’s address or the contact information of a
grants management officer (GMO).

GrantSolutions consists of four modules:
1. Pre-Award
2. Award
3. Post Award
4. Administration

Each module provides independent functionality that can be used to manage a
specific grant business process or combine individual modules to provide a
complete grants management solution.

System Requirements

The GrantSolutions System exists in a 3-tier environment using an industry-
standard e-Commerce capable web server, a Java Application Server, and a

high-performance Oracle Database. Accessing the system is available from
user’s workstation using one of the following internet browsers:

¢ Internet Explorer 5.01 higher.
e Alternatively, Netscape 4.7 or higher.

Introduction
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GrantSolutions Security

Security

The GrantSolutions system is intended for use by Grants Management and
Program Staff, and our grantee business partners. OPHS staff members have
access privileges based on job roles and assignment to defined “groups” within
the GrantSolutions security system. Grant applicants and grantee business
partners register their name and organization with GrantSolutions and receive a
confidential user name and password that will provide access for online
application, grant announcements, and electronic submission of post-award
reports and activities.

January 11, 2007 2 Introduction



GrantSolutions

Login Procedure

The User Name and Password
entries are case sensitive.

Forgotten Account Name
and Password

Accessing the System

Accessing the System

An account and password from an Administrator is essential to using the
GrantSolutions System. To access the system for both data entry and
information retrieval:

o  Enter the following URL to access GrantSolutions’ Welcome Screen.

e http://www.grantsolutions.gov

e Select the Login button.

S
GrantSolutions.gov

The GrantSokicns, gov MISSION is 1o provide a comprehensive and cost effective grants managerment sohution for

grartors, grantees and applicants. We service all types of grarts (service, raining, demonstrabon, social research, and

cooperalive agreerners) across sl grant categonies (discretionary, formula, block, and entitlement).

GrantSeksons gov incorporates all 14 GMLOB grant award proc both for awarding pients as well
a5 extensive and flexible post-awand reporing mechansms

Our service covers the ful Hecych: of the grants management business which inchudes the following

+ Ful He-cyche peocessing (pre-award through post-sward) for all types of grants
« Funds control inegration with financal systems, financial repors, audd tracking
= Fleudble mechanisms for program-specific nesds and perdformance repots

= Standard system nberfaces to Grants gov and olher external systems

For security reasons, you have bean logged out of the Rlease login again,

First Time Users Login to GrantSalutions.gov

Chch tha bution taiom 32 creaigfl Unerriane

[ ———e

View Gram Oppar

GrantSolstons. gov User Suppert
301.231.5058

s
90 AM - & P Ea

Contact Us | Web Accessibity | Prvacy and Security Notice | Freedom of information Act | Disclamens

Figure 1. 1 GrantSolutions Management Welcome Screen.

Once the Logon screen displays:
1. Enter your User Name (Press Tab to move to the Password field).
2. Enter your Password.

3. Click the Login button.

NOTE: Please notify the GrantSolutions Administrator when access to
GrantSolutions is no longer needed.

In the event you forget your GrantSolutions’ account and password:
e From the Login page

e Select the Forget your username or password link

Once your identity is confirmed and the provided information matches your
stored profile, a new password will be sent to your email address.

Introduction
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GrantSolutions

Accessing the System

T ""vg»"

GrantSelutions.gov

Confirm your identity

Username |

greepic [ =]

Email — 1
Zip Ceds |

_OuPuivwoid | [Cless| [Ciose |

Figure 1. 2 Password Reset — Confirm Identity.

=
CrantSoiusons - 30378
£ i
L % .“f
GrantSelutions.gov
The GrantSolutions password has been reset for cchism1.

The new password has been emalled to: echism@rnsolutions.com.

When you receive your password, you may login to the GrantSolutions System and then change your password. Remember that your
usemame and password are CASE SENSITIVE.

Ciose

Figure 1. 3 Password has been reset.
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GrantSolutions

New applicants affiliated with
an organization already
registered with GrantSolutions
must complete the Grantee
Account Registration Form.

GrantSolutions New Applicant SignUp (GrantSolutions Registration)

GrantSolutions New Applicant
SignUp (GrantSolutions Registration)

Grantees that do not have a username and password, may access the New
Applicant Signup page.

NOTE: Existing grantees should not use this registration process. Doing so will
not associate any applicant activities with your grant.

To Sign-up:
e From the Login Screen, under the “First Time Users” heading.

e Select the Register button.

Grant:

lons New Applicant SignUp

If you are an existing grantes, please do not sign up for an using this reg process. Doing so will not associate any
applicant activities with your grantee organization. Instead, please colpplete and submit the following Grantee User Account Registration
Form to the GrantSolutions Help Desk in order to obtain your grantee §ser account. Please make sure to follow the instructions on the form.

GrantSolutions Grantee Account Registra

Title:
“Applicant Organization

*Ovgangation Type [Paaase sutnce =
"Address
[
[
—
“Stane [Femsesmeas &
“Zip Code Y
Courtry [LraTED STATES =]
Phane Number [
Fax Nurmber

*E-mail Address
DHHS Agencyis)el  ———————
urds

othes Federal Fy
q..hm-] Cancel |

Figure 1. 4 GrantSolutions New Applicant Sign-up.
The GrantSolutions New Application SignUp page (illustrated above) is a form
that must be completed by each new applicant.

e Complete each field to obtain a username and password.

e Click the Submit button when done.

NOTE: All fields prefaced with a red asterisk (*) are required when registering
as a new applicant.

e Contact the GrantSolutions Help Desk by calling (301) 231-9898 x142
or by email at help@GrantSolutions.gov

Once the form is complete and submitted, you will be given a confidential
GrantSolutions username and password.

Introduction
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GrantSolutions

Password
Suggestions

Entering New
Password

GrantSolutions New Applicant SignUp (GrantSolutions Registration)

T
GrantSelutions.gov

Figure 1. 5 GrantSolutions username and password.

The username and password are case sensitive and it is important to enter
them with the correct spelling and case to successfully login to GrantSolutions.

e Click the Start Login button.
e  Enter the username and password that was just assigned to you

e Click the Login button.

NOTE: When GrantSolutions provides a username/password, you will be
prompted to change the password immediately upon your first successful login.
The system assigned password will be randomly generated and will not be easily
remembered.

Suggestions for effective passwords include:
e Your password should be a minimum of 8 characters in length.
e Use a combination of alphanumeric, mixed case, and special characters.

e Use something you can remember without having to write your
password down.

o  Keep your individual GrantSolutions User_ID and password
confidential.

e Your GrantSolutions password should not be used to access any other
system.

You must enter your current password and your new password twice, the second
time confirms the change.

e Select the Change Password button to save the new password just
entered.

e A confirmation screen displays immediately upon successfully (or not)
changing the password.

January 11, 2007
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GrantSolutions

GrantSolutions New Applicant SignUp (GrantSolutions Registration)

A successful login will display the GrantSolutions Message Box and Main
Menu, requiring you to log into GrantSolutions again. There are several options
available to you from the Applicant Menu:

Contact OPA via email
Change your password
View the Message Center
View your Application List

View available Grant Announcements

Introduction
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GrantSolutions

You must be logged
into the GrantSolutions
System to access the
Message Center.

Inbox

GrantSolutions Message Center

GrantSolutions Message Center

Registered GrantSolutions users have access to the Message Center. Once
access is granted, the GrantSolutions Main Menu and Message Center page
displays.

To access from any location (Screen):

o Select the Messages 0 link from the left-menu under the
GrantSolutions.gov logo.

_— KmakADO
L) B= @ 6.
. 5 E— e ot GrariSchsbins.
GrantSolutions.gov s 111212008
Message Center
View Outbox
Inbox
I” Select All Message Type Sent Date Due Date From Subject
— " Karen Campbel BE_ Apphc stion®(To be agssgned) - application nole added by
r Wessage 1272052008 NA Grants Msgement Offices Sspbat
ContactUs | Web Accessibity | Priaicy aod Securty. botice. | Ersedom.ol informaten Act | Disclaimess

Figure 1. 6 Message Center Screen.

The Message Center is similar to an email account; however, sending and
receiving messages are restricted only to registered GrantSolutions users.
Messages can be viewed, replied to, or deleted. However:

e New messages cannot be sent directly from the Message Center.

e New messages can be generated from specific locations within the
GrantSolutions System and from natifications and tasks occurring as a
result of a GrantSolutions process.

NOTE: When a new message can be generated (e.g., from the My Grants List
screen), you will see a Send Message link. For more information, see “My
Grants List” on page 49.

The inbox is the holding area for all incoming messages that have been sent to
you.

e Ared exclamation point adjacent to a message indicates the
message/task has been marked as urgent.

e Select the email subject link to access/view the message.

January 11, 2007
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GrantSolutions GrantSolutions Message Center

_— FEampbeBGMO
A = @ .

L ] v Prafie CrankSohbons.
GrantSolutions.gov e 11 12962008

From: Haren Mak

Tor Karen Campbell

Subject To be assigned) - apphcant
Message Type: Message

Sent Date: 121472006

Urgent Mo

Contents:

Bear Raren cCampbell: -
|n correspondence application note has been
[peated ro the system by the applicant -
arare of Hawsil Depareasnt of Hsalth for

applicatizat {To ke assigned).

minsersly,

[Fegly | [ Dol | [Gioss |

Contaci Us | Web Accessbity | Progcy snd Securty Hotxe | Freedom o Information Act | Disclamers:

Figure 1. 7 Viewing Messages from the Inbox.

When viewing the message from the Message View Screen:
e Click the Reply button.

L = @ oo
Grantsolutions.gov &

“Subpect Appleatons(Ta be
Message Type Message

Sent Date:

Urgent r

Conlerts:

o
===> Previcus Message Text (12/14/2006) <--=
Dear Faren Caspbell:

i correspondence application note has besn
posted to the system by the applicant -
[9tate of Hawall Department of Health for
lapplicationd (Te be assigned) .

Aincarely,

S| owen|

Contact Us | Web Accessbity | Prvacy and Secunty Nobee | Ereedom of information Act| Disclarmers

Figure 1. 8 Message Reply.

e Enter a response and click the Send button, which returns to the
Message Center.
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GrantSolutions GrantSolutions Message Center

e Alternatively, click the Complete button (when applicable) to reply
to the sender that the task is complete.

e Click the Delete button to delete the message without replying.

e Select the Close button to return to the Message Center and abandon

any changes.
Deleting Messages Messages can be deleted one at a time or as a group.

Uiee Pratle  CrantSolusions.
] 1412182008

GrantSolutions.gov

Message Center
View Outbox
Inbox
—
I~ Select All Eqge Type SentDate Dus Date From |
’ Karen Carnpbel
S Message 1272072006 A a=iath T —_— Late apgication submited
r Message 121902006 NiA [aren Campbel @ etene Late apgication subriied
i inteenat Prptormr x|
r Message Latc apgdcabon submaed
J) A you sir you dhate
Praagt Late: apocation submilled
r Message m —I Lae applcation submified
] ) Karen Campbel
r Wessage 12182006 NA Grarks Management Officer Laie apedcabon submied
. ) Karen Carnpbel R
r Message 12182006 NA {Gearns et Offcer Late: apglcation submified
" Karen Campbel
y RE PSR Disaporoved
= Message 1A AR B {Granks Management Cfficer E
“ " Karen Mak Io be assigned]
= Message 12142008 {A (Grartes Administrative Oficial addid by apphcant
. Karen Carnpbel -
r Message 12132006 NA {Gearns et Offcer ESR Disapproved
0 Karen Camgbel
- RE PR Disaporoved
n Ouicssage 12132006 NA Granks Management Ceficer £
. ., Susan Sam GrantSFPHPADNGIE 34 - grant rote sdded by
r Message 1211202006 A s T o
" Susan Sam
r Message 121272006 NA e B ial Official Line: appication subminied for FPHPADBIGEG
, Karen Gampbel
r Message 1172872006 NA Geanks Management Céficer Late apocabion submiled
" Wanice El
r Qs 008 10242008 # Ely e Rﬂum%nanMHumim
T — T T T T -
i, Do [ { I M Intesret. Aok -

Figure 1. 9 Deleting Messages from the Inbox.

e Place a Check mark adjacent to each Message to be deleted.
e Click the Delete button and a Confirmation Dialog box displays.

e Click OK to delete all selected messages.

Outbox The Message Outbox displays all messages that have been sent to other
GrantSolutions users. These messages can be viewed; however, they may not be
deleted.

To view:

e  Select the View Outbox link at the top of the Message Center Screen.

January 11, 2007 10 Introduction



GrantSolutions GrantSolutions Message Center

L)
s bofle GrantSohces.

w
GrantSolutions.gov e 1112142004

"
!
|

Message Center

View Inbex
Outhox
Message Type Sent Date Due Date I . e
17202006 A g"‘:'f:;":“gnm Speciakist ———
1272002006 N R Moot Speciaket —_—
1212002006 NIA irf,;“;mm., Speciakst —
12202008 A -g'::ﬂmdm Ot es—
artn0alu Amanda Osbome Lifle sopbeaton submitied

VHPOR006 NIA ey Laie apgiciaton submiied

121202008 N Regienai Program Consutart e
1 2R02006 NA g‘;‘?‘mk“::-‘-.wm ——
1220008 Nk Lﬂ?"m Oticer B
127202006 NA s M st Speciolst ———

12702006 NIA mm Specialst e
120202006 A 2'::""::;..“ Spociolist i —
1202002006 A 2 et e Ao

s Management Speciakist

e TR o LI o e
1202006 A mmmmm o A
127202008 NI e come e et o S =

Figure 1. 10 Message Center - Outbox.

NOTE: Messages appearing in the Outbox will be removed once the recipient
deletes the message (within their inbox) that you have sent.

Exiti ng To exit the GrantSolutions System:
GrantSolutions e Click the Logout option at the top of screen adjacent to the American
flag.
Getti ng Hel p When a problem occurs, help options are available from GrantSolutions’ Main
Menu.

e At the top of the menu, select the HELP link to access the on-line User
Manual.

e Select the help@GrantSolutions.gov email link, which launches
your default email application with the GrantSolutions email address
added within the “To” field.

NOTE: Use the following menu selections to set a default email program for use
with Internet Explorer (IE): Tools; Internet Options; Programs tab; and the E-
mail drop-down list button.

e Contact the GrantSolutions Help Desk at 301-231-9898 ext. 142.

NOTE: The GrantSolutions Help Desk hours are 10:00 am through 6:00 pm
(Eastern Time), Monday through Friday.
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The Grant Announcements page

GrantSolutions

Grant Announcements

Pre-Award Module

displays all active grant

announcements and application

kits

The Pre-Award module enables the Grants Management Office to manage the
grant process from the initial grant announcement to grant receipt and funding
determination. Using GrantSolutions.gov, the Grants Management Officer
(GMO) initiates the announcement process, assembles the grant Application
Kit(s), and posts the Kits to the web. The grantee community browses the
announcements and selects applicable programs based on eligibility. Applicants
can complete on-line applications and electronically submit to the grantor.

Applicants may apply for funding opportunities in one of two ways:

1. Download the application kit materials, complete a hard copy of the
application, and mail-in the application to the grants servicing office.

2. Complete and submit the application electronically; then mail-in the
required signature items to the grants servicing office.

Grant Announcements

The Grant Announcements page provides users with general announcement
information, and access to all application kit materials for general viewing and
printing of information. The Grant Announcements page is used to reference
announcements and application kit materials, print the materials, complete, and
mail-in a paper application submission.

NOTE: It is not required to register as a GrantSolutions user or Login in order to
view grant announcements and download the application Kit.

To access:

e Enter the URL http://www.GrantSolutions.gov.

S

GrantSolutions.gov

Contact Us | Web Accessbily | Privacy and Securty Hetice | Exeedorn of Ioformation Act | Descismers

Figure 2. 1 GrantSolutions.gov — Login page.

January 11, 2007
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GrantSolutions Grant Announcements

e Click the View Grant Opportunities link below the Login box.

—
L
GrantSolutions.gov
Grant Announcements.

e, o view the
50 view all anmpuncenants. just press search:

Program [“Saier aPicgram - Desa AL 3]
Program Ofice. [
CFOA

Figure 2. 2 Grant Announcements Search Screen.

e Selecta Program from the drop-down list or keep the default
selection.

e Selecta Program Office from the drop-down list.
e Selecta CFDA number from the drop-down list.

e Click the Search button.

GCeantSoluions - 30010

—

LI
GrantSolutions.gov

Grant Anneuncements

The Grant Announcements page
- - - Please enter selection criteria 1o view the available announcements,
presents a listing of available to view al annauncements,just prass search:
announcements. Frogram Salecta Program - Dl ALL
Program Office: [“Suiecta Program Ofce vt All =]
CFDA Salect o CFDA Nomber - Defal ALL =
Lssarai]|

Click on the link provided in the announcement title to view details about the selected announcement.
that column,

Humber of Announcements: 3
Erogram

Famiy OPHS/OPAOFP Regon X - Famiy Planning
Planning Seattle, WA Sernces

2007 Family Planing Serdces (Region & - South Dakota) Family OPHSIOPAOFP Regon V- Famiy Planning T
Planning  Demwer, GO Senvices

2007 Famiy Planning Services (Regon § - Bnois, Chicage Area) Farrily OPHSIOPANOFP Regon V

Plannng  Chicago, L

DISCLAMIR
Tha eMicial 3owes e anscusscomints of granks and ocsaribee aresmenl copsunis i B Federal ugister The slectonic s of Bate anscuscemnt i Broided 51 3 comenmncs
1o wont of any " ' san. pou Shosld raly oa e intarmason in ha Faderal Recisser

Figure 2. 3 Grant Announcements.

To view the announcement details and links to each of the application kit
enclosures:

e Click the Announcement Title link, illustrated in Figure 2. 3.
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GrantSolutions

A link is available for
access to the “new
applicant signup process™
and the Help Desk.

Enclosures are available in
Adobe Acrobat format and/or
ASCII text files.

Other enclosures consist
of a link that refers users
to another website for
details (e.g. State Single
Point of Contact List).

Grant Announcements

Applicants may view each enclosure within a new browser window, save them

to your local computer/system, or print the files.

Ceaneobsons - 30811

—
L% I
GrantSolutions.gov

2007 Family Planning Services (Region 8 - South Dakota)

DECLAMER:
r— -
wpan
HoTEs
=
T: 2007 Famdy g Hegon B - South Dakota)
o egon VIl - Denver, CO
GRANT PROGRAM: Famiy Planning Senaces
CFDA: 83.004
a7
DUE DATE: 0012007
Fopuiation Aas (OFA)} anticipated avsdabaty of furets for Fescal Year (FY) 2007 tumaly planvng servces rants under fhe suthorty of

Tile . the Puiblic Heath Servce Act and sobcits apphcations fof competing grant awards to serve the aneas andior populations dentied witin the Federal
Respster anncurcement

Forthia only apphcaticns 10 serve the

anclior areas wil b accepled fof Peview nd posible hunding

» Sarvice Area and F\ Available:
© South Diakota - $1,014,000

Ta apply§
1 Subme an slectronc applcaton
In order 10 apph you musst first have an

cmw e Aecka St pragess. When s 1
mra-r-empa ssword I you are siready e =2 logen 1o DPHS elrart
nwmn:r.m plearse contact the OPHS eGrants Help Desk ai 301-231.6888 x142 or

I e et R, s G
OPHS eGrants provides you the abiity to entre applcation onkne. Mowever, mmmnlwmmumumwm
‘signatures,” and must be ‘the Granis Senacing Ofice by the due dale

usesmame Hyois are a new appicant, and da not not have ane. please
AN PIOCHSS 5 mnoim 8 new applicant user account will be S5ued, and you wil bo

I

2 Sm-mmk

Please prnt, comglete. and mad the requred g
announcement
Agency Contacts
Admnusiraive and budgetary requEeEments
OPHS Office of Grants Managemeet
240-453-8822

FAequrements or Technical Assstance:
OPHSAOPAORF - Aegen B

grani

M Leshe
303-844.7850
. you may Pt Fibes may be pr
{ POF) andor Test { ba)
Crant ANnouncement

2007 Famdy Planrang Seraces
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Figure 2. 4 Sample Grant Announcement page.
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Downloading Files

Make certain the downloaded
files are saved in a location
where they are easy to find.

My Applications
List

Electronic Applications

To download any of the forms or information files from this screen, you may do
one of the following:

Using MS Internet Explorer

¢ Right-click the View File link and choose the “Save Target As”
option.

e Select a location from the Save dialog box on your local
computer/network.

NOTE: Performing this action in MS Internet Explorer opens the file in a
separate browser window.

Using Netscape

e Right-click the View File link and choose the “Save Link As” option.

e Select a location from the Save As dialog box on your local
computer/network.

e Alternatively, point to the View File link and press and hold the
“Shift” key and click, which brings up a the Save dialog box.

NOTE: Registered GrantSolutions users (Grantee or Applicant) that have
logged in the system, may access this same information via the Funding
Opportunities Main Menu option.

Electronic Applications

GrantSolutions allows users to peruse published grant announcements, complete
and submit an application online. When completing an electronic application,
GrantSolutions utilizes a combination of online data entry forms and file
uploads to provide the greatest level of flexibility for applicants. The Pre-
Award module also provides a confirmation of submission and the ability to
verify the status of submitted applications.

My Applications List is the central point of reference for all applications
belonging to your organization. The My Applications Lists tracks all of a user’s
applications, relevant information, and the application’s status.

From the My Applications List page, you can edit or remove a WIP application,
view submitted applications, or add Application Notes.

To access:

e Select the My Applications link from the left-menu.

Pre-Award Module
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The number link indicates

the number of applications
currently listed on the My

Applications List screen.

First-time Applicants

Electronic Applications
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Figure 2. 5 My Applications Llst
Once you have applied for an application electronically, the My Applications
List will display general information about your application:

e The Application Number, which is assigned after submission.

e Grant Title and Application Type

o Federal Received Date and Grant Project Period

e Application Status, which includes: Work-in-Progress (WIP),
Submitted, Review-in-Progress, Awarded, and Not Funded.

e Action column containing links for editing or removing the application;
sending messages; and adding Application Notes. For more
information, see “Editing or Deleting an Application” on page 41.

First-time Applicants accessing GrantSolutions will encounter a blank page with
only column headings and the following text:

e “You have not started to work on any applications.”

e Click the Begin an application link to start the online application
process.

NOTE: Once you have successfully applied for a grant electronically, the My
Applications List will contain general information about your application.

NOTE: Applicants are presented with an Adobe PDF version of your completed
form prior to your submission, which allows you to verify and validate all
information, including layout and presentation, prior to submitting the
information. You may modify your data at any time before submitting the
application. Any changes can be viewed immediately within the PDF version of
the application.

January 11, 2007
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For application items such as Program or Budget Narratives:

o Applicants may complete these items according to the instructions and
provide GrantSolutions with the files.

e Usually this involves creation of word processing or spreadsheet files
using stand-alone desktop productivity software. Once complete,
applicants may upload the files to GrantSolutions.

GrantSolutions accepts most standard file formats including Microsoft Word,
Corel WordPerfect, and Microsoft Excel. For more information on acceptable
file formats, see “File Types” on page 36.

NOTE: Immediately upon uploading the files, GrantSolutions scans the files for
viruses and converts the file to an Adobe PDF format. If a virus is found, the
files will not be accepted and you will be notified at the time of upload. When
you are able to provide a virus-free file, upload the files again. Once the upload
is successful, you will have immediate access to view the converted PDF file.

Applying for an Announcement

Applicants typically apply for grants in the region in which they are located.

For example, when you or the representative organization is located in Maryland
and applies for a grant with a Program Office located in Region 1 (Boston, MA),
a pop-up window will announce: “The Announcement is not for your Region”
and offer a choice of continuing or canceling.

NOTE: GrantSolutions will never prevent Applicants from performing an
action; instead, it informs users of any issues or concerns that may arise from
performing the action; thereby allowing users to continue if desired.

To apply for a grant:

e Select the Funding Opportunities Main Menu option.
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GrantSolutions Application Control Checklist (GACC)
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Figure 2. 6 Competing Announcements - Application Kits.

NOTE: The Apply link is unavailable unless you are a registered
applicant/grantee and successfully logged into the GrantSolutions system

e Select the Announcement Title link to view the full announcement
details as illustrated in Figure 2. 3.

e Select the Program Office link to view the State Lists for the selected
Region in a separate window.

o Select the Apply link adjacent to the grant announcement of interest to
access the GrantSolutions Application Control Checklist (GACC),
which begins the grant application process. For more information, see
the GACC heading in the next section.

NOTE: Once you initiate the apply process, the application is added to the “My
Application List.”

GrantSolutions Application Control
Checklist (GACC)

The GrantSolutions Application Control Checklist (GACC) page is the central
point of control for the grant application. The GACC provides information on
the filing requirements for selected grant announcements and tracks the status of
your application throughout the entire application process.

The GACC screen is a universal page accessible to all users involved with a
specific application, providing real-time information and application status. The
Grants Management Office accesses the GACC to present Applicants with
individual components of the application Kit.
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Enclosures identified with an
exclamation mark, enclosed in a red
triangle, in the right column are
required for the application to be
considered complete upon receipt by
the Grants Servicing Office.

GrantSolutions Application Control Checklist (GACC)

e Selecting the Apply link accesses the GACC.
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Figure 2. 7 GrantSolutions Application Control Checklist (GACC)

OPHS-1: Standard Certifications

Serving as a guide and checklist for applicants during the application
preparation period, the GACC:

e Informs applicants of the filing requirements for the selected grant
announcement

e  Tracks the status of your application.

o Allows applicants to convey to the Grants Office what constitutes their
grant application.

e  Provides general application information: Applicant Name,
Application Number, Program, Announcement Title, Region, Project
Title, and Due Date.

o Direct access to viewing the announcement: the Announcement title
link and directs users to the details of the grant announcement when
selected.

e  Provides the ability to complete each of the application kit enclosures:
the GACC provides various methods for completing enclosures (e.g.,
online forms, uploads, mail-in items).

o  Ability to verify and submit the application.

NOTE: Informational sections or enclosures are provided to the applicant to
assist in the completion of the application. There’s no need to complete any of
these enclosures. Additionally, enclosures identified with an exclamation mark,
enclosed in a red triangle, in the far right column are required for the
application to be considered complete upon receipt by the Grants Servicing
Office.

Pre-Award Module
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Printing Forms

GrantSolutions Application Control Checklist (GACC)

This checklist will present the application kit, as designed by the Grants and
Program Offices. It will contain various sections, which may include:

Online Forms

Attachments (i.e., Progam Narratives)

Grant Announcement

Information for the Applicant

Proof of Filing (to be submitted by mail only)

Additional Information to be submitted

Within each section, is a series of enclosures, which may include a combination
of enclosure types such as online forms, file uploads, mail-in items,
informational files, or links to other sites.

The GACC provides a consolidated Adobe PDF version of the entire grant
application, which includes a Table of Contents, all completed online forms,
uploaded files, specified mail-in items, and enclosure specific remarks.

To print the application contents:

Select the Print Application link, located at the top and bottom
of the GACC.

January 11, 2007
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The GrantSolutions
Application Control
Checklist presents the
Application Kit designed
by the Grants and
Program Offices.

Printing Individual
Forms

GrantSolutions Application Control Checklist (GACC)
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Figure 2. 8 Printing from the GACC.

Once an enclosure is “complete,” each online form can be printed individually.
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View/Print Uploaded

Files

Completing the Electronic Application

e From the GACC.

e Click the Print Completed link adjacent to each online form
enclosure item and the GACC provides an Adobe PDF version of the
selected “Completed” online form.

NOTE: The Print Completed link only appears on the GACC after the enclosure
is completed.

To view and print uploaded files from the GACC:

e Click the Uploaded Files link adjacent to the online enclosure, which
accesses the Enclosure Attachment screen.

e Click the View link adjacent to the uploaded attachment and an Adobe
PDF version of the uploaded document is presented in a separate
browser window.

e Select the Browsers Print button to send the file to your local printer.

NOTE: For more information on file uploads, see the heading “Uploading File
Attachments” on page 33.

Completing the Electronic
Application

In order to mark the application as “Complete,” each enclosure presented on the
GACC can be completed using any combination of the following methods:

1. Completing an online form
2. Uploading a file attachment
3. ldentifying a mail-in item
4

Entering comments

For example, when completing the SF-424, you may wish to complete the online
form and attach a file upload. This could be the scenario if you select “Yes” for
item 20 on the SF-424 (Delinquency on a Federal Debt), which would require
you to attach an explanation.

With online forms, it is possible to save your data without completing all
required information. At the bottom of each online form there is a Save and a
Validate button.

NOTE: It is not possible for GrantSolutions to determine whether the form you
complete is actually complete. Instead, it simply identifies that the form was
entered and the entered data passed the minimum required validity checks when
last saved. It is up to the applicant to make the determination as to whether the
form is filled out completely and accurately prior to submitting the application.

January 11, 2007

22 Pre-Award Module



GrantSolutions

SF-424
Application for
Federal
Assistance

Completing Online Forms

Completing Online Forms

Data entry forms are used for most standard government forms. The Office of
Public Health Service (OPHS) utilizes the OPHS-1 Public Health Service Grant
Application for almost all grant announcements. This application set includes
the following forms:

1. SF-424 Application for Federal Assistance

SF-424A Budget Information (Non-Construction Programs)
SF-424B Assurances (Non-Construction Programs)
Standard Certifications

OPHS-1 Checklist

SF-LLL Disclosure of Lobbying Activities

PHS 5161-1 Grant Application (e.g., construction related grant
announcements) for certain funding opportunities.

N o g b~ D

8. Program Office specific forms (e.g., Program Assurances) for certain
grant announcements.

NOTE: GrantSolutions provides the capability to complete these application
forms online. Each form is listed as a separate enclosure on the GACC. The
data entry screen will only resemble; however, not replicate the original form.
Instead, it will be a streamlined version, which utilizes a more basic approach to
data entry.

To begin data entry for the SF-424:
e From the GACC.

e Select the Enter Online link adjacent to the form name, as illustrated
in Figure 2. 7, and GrantSolutions presents a data-entry screen for the
selected form.

NOTE: All fields prefaced with a red asterisks (*) are required when saving the
form.

Pre-Award Module
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GrantSolutions.gov
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An instructions link is
available at the top of the data
entry form, which provides
form specific instructions that
assists with completion of the
form for viewing or printing.

The form utilizes a data
calculation and validation
component. Basic calculations
within the form are completed
for you as you enter an estimated
figure, which avoids common
errors.

Figure 2. 9 SF-424 Form.

Completing Online Forms

Only whole dollar
amounts without
formatting are accepted.
No commas or decimal
points are needed.
Formatting is
automatically done on
the finalized printable
version of the completed
form (Adobe PDF
version).

This online form employs consistency checks, which ensures all entered data is
valid and accurate. The data-entry form pre-fills certain fields with information

January 11, 2007
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Data Entry

ltems 2,3 and 4

Federal Entity Identifier

State Application
Identifier

Organizational DUNS

Iltems 10, 11, and 12

Congressional Districts

Estimated Funding

Federal Debt

Completing Online Forms

the system already knows about the applicant. You can accept the pre-filled
information or make changes as needed.

NOTE: GrantSolutions will have very little information about Applicants
without a grant relationship with OPHS. However, existing Grantees already
having a business relationship with OPHS, will find more information
completed within the forms.

The SF-424 Application for Federal Assistance provides basic high-level data
regarding your application. The majority of information on this form is
required. When completing this form, keep in mind the following information:

These fields are for official use only and are pre-filled upon submission of the
application. Item 4 the Applicant Identifier is available for you to enter any
identifying numbers that you may use.

Item 5a the Federal Entity Identifier is for official use only and will be pre-filled
with the Application number that will be assigned upon submission of the
application.

Item 7 the State Application Identifier is also available for you to enter any
identifying numbers that you may use.

Item 8c, the Data Universal Numbering System (DUNS) is an identification
number used by government vendors that is needed to register in the Central
Contractor Registration database, a requirement for applying for a federal grant
or cooperative agreement from the Federal government.

The Name of Federal Agency, Catalog of Federal Domestic Assistance Number,
and Funding Opportunity number fields are pre-filled and may not be modified.

Item 16 contains the Congressional Districts of: link which accesses the
“Roll Call” website (http://www.rollcall.com/) in a separate browser window.
This website assists you with locating your Congressional District.

For item 18, Applicants are able to complete these fields. However, when
completing the SF-424a, you are given an opportunity to automatically transfer
the necessary information from the SF-424a to Item 18 of the SF-424. This
provides ease of use, and emphasizes validation between the forms.

Item 20 contains a Yes or No radio button:

e Selecting Yes requires applicants to enter an explanation within the
“Applicant Federal Debt Delinquency Explanation” text box at the
bottom of the screen.

e  Selecting No requires no additional information.

Pre-Award Module
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Saving the SF-424

Printing the SF-424

Completing Online Forms

NOTE: If you select “Yes” another option is to attach an explanation by adding
a file upload or mail-in item for this enclosure. For more information on
“Uploading a File Attachment,” see this heading on page 33 or “Mail-in items”
on page 38.

The SF-424 must be validated prior to submission. Three buttons are available
at the bottom of the form: Save, Validate, and Cancel.

Once all required data is entered, the form is converted to an Adobe PDF
format; thereby, allowing you to print the form with high fidelity. You will
notice that the completed form, which includes all of your entered data, looks
exactly like the original government form.

Save and Update Later
The Save button allows you to save all currently entered data without having
GrantSolutions validate the data.

e Click the Save button to save your current work (or any new changes
from the last saved version) for later completion and return to the
GACC.

e Select the Cancel button to abandon all entries/updates and discard.

NOTE: The 424 and 424A online forms may be saved temporarily with errorsby
using the Save button. A red image is displayed on the GACC to indicate that
the form was started, saved; however, not validated.

Save and Validate

The validation process ensures that the form passes validation checks
successfully; then saves the form and returns to the GACC. If the validation
fails, you will be presented with a pop-up window explaining the problem(s)
that needs correction. You will then be returned to the form to make the needed
changes, and provided the opportunity to save the form again, repeating the
process.

o Click the Validate button to save and perform the validation process

NOTE: If the form passes, a green check mark is displayed on the GACC for
the enclosure indicating the data has been saved and validated. If the form does
not pass validation, it will require the data to be corrected. However, users can
always select the Save button and correct the form later.

Once the SF-424 is “Complete,” users may return to the GACC to print the
form.

e Click the Print Completed link adjacent to the SF-424 form and the
GACC provides an Adobe PDF version of the online form.

NOTE: The Print Completed link only appears on the GACC after the enclosure
is completed.
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Verify Submission

Signing the Form

A digital signature is an
encryption technique that
guarantees a level of security
for a digital code attached to
an electronically transmitted
message that uniquely
identifies the sender.

SF-424A Budget
Information (Non-
Construction
Programs)

Completing Online Forms

On the GACC, the Verify Submission button ensures that all online forms have
been validated; however, if not validated the system prompts users to correct the
form before submission.

To Verify Submission:
e Select the Verify Submission button.

NOTE: Informational sections or enclosures are provided to Applicants that
assist with completion of the application. There is no need to complete any of
these enclosures. Additionally, enclosures identified with an exclamation point
(1) are required for the application to be considered complete upon receipt by the
Grants Servicing Office.

Some forms have a Sign button. GrantSolutions was developed with digital
signature technology in mind. Already containing a defined interface, the
GrantSolutions system is positioned to quickly integrate this functionality once
it becomes available. Until this time, the Sign button remains unavailable.

Therefore, forms requiring a signature require applicants to perform the
following:

1. Print the completed Adobe PDF version of the form.
2. Sign the form.

3. Mail the signed form to the specified Grants Servicing Office by the
due date requirements specified by the grant announcement.

Forms that require a signature will automatically add a mail-in item to your
GACC for the enclosure. For more information on “Mail-in items” see the
heading “Identifying a Mail-in Attachment” on page 38.

The SF-424A Budget Information (Non-Construction Programs) is a complex,
multi-purpose form allowing flexibility in its use. Applicants may propose up to
four programs or funding streams to be funded via the grant application request.

When working with the SF-424A data entry form, notice the use of columns and
rows and adhere to the column and row headers, as they specify the specific
program it pertains to (e.g., Program-1, Program-2, Program-3, and Program-4).
Figure 2. 10 illustrates a column and row.

To begin data entry for the SF-424A.:
e Fromthe GACC.

o Select the Enter Online link adjacent to the form name, as illustrated
in Figure 2. 7, and GrantSolutions presents a data-entry screen for the
selected form.

Pre-Award Module
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Figure 2. 10 SF-424A — Budget Information (Non-Construction Programs).

For example, if you are only requesting a single program to be funded, then you
will solely utilize all rows and columns identified by “Program-1,” and you will
not enter any information in any fields identified with Program-2, Program-3, or
Program-4.
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Saving the SF-424A

Completing Online Forms

NOTE: The column and row header names can be changed.

The SF-424A must be validated prior to submission. Three buttons are available
at the bottom of the form: Save, Validate, and Cancel.

Once all required data is entered, the form is converted to an Adobe PDF format,
which allows you to print the form with high fidelity. You will notice that the
completed form, which includes all of your entered data, looks exactly like the
original government form.

Save and Update Later

The Save button allows you to save all currently entered data without having
GrantSolutions validate the data. However, when saving the SF-424a data entry
form, a dialog box will prompt you with transferring the necessary budget
information to the SF-424 (Item 18 fields).

e Click the Save button to save your current work (or any new changes
from the last saved version) for later completion and return to the
GACC.

e Once prompted with the dialog box.

e Select Yes and all information necessary for the completion of Item 18
of the SF-424 will be transferred; overwriting any other data you may
have already entered on the SF-424.

e Select No and the SF-424A form will be saved, no information
transferred, and any other data you may have already entered in the SF-
424 Item 18 will be maintained.

e Select the Cancel button to abandon all entries/updates and discard.

NOTE: The 424 and 424A online forms may be saved temporarily with errors
by using the Save button. A red image is displayed on the GACC to indicate
that the form was started, saved; however, not validated.

Save and Validate

The validation process ensures that the form passes validation checks
successfully; then saves the form and returns to the GACC. If the validation
fails, you will be presented with a pop-up window explaining the problem(s)
that needs correction. You will then be returned to the form to make the needed
changes, and provided the opportunity to save the form again, repeating the
process.

o Click the Validate button to save and perform the validation process

NOTE: If the form passes, a green check mark is displayed on the GACC for
the enclosure indicating the data has been saved and validated. If the form does
not pass validation, it will require the data to be corrected. However, users can
always select the Save button and correct the form later.
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Printing the SF-424A

Verify Submission

SF-424B
Assurances (Non-
Construction
Programs)

Completing Online Forms

Once the SF-424 is “Complete,” users may return to the GACC to print the
orm.

e Click the Print Completed link adjacent to the SF-424 form and the
GACC provides an Adobe PDF version of the online form.

NOTE: The Print Completed link only appears on the GACC after the enclosure
is completed.

On the GACC, the Verify Submission button ensures that all online forms have
been validated; however, if not validated the system prompts users to correct the
form before submission.

To Verify Submission:
e Select the Verify Submission button.

The form completion procedures for the “SF-424B Assurances — Non-
Construction Programs” form asks whether or not you agree with the terms of
the Signing Agreement.

To begin data entry for the SF-424B:
e From the GACC.

e Select the Enter Online link adjacent to the form name, as illustrated
in Figure 2. 7, and GrantSolutions presents a data-entry screen for the
selected form.

=
knak-ADO
=xrm
<= Change Rale
A BE= | GrastSohions
GrantSolutions.gov = e -
1.1 12212006
ot A G g o
OPHSE.1 SF424B Assurances
Froject Tizle: 2007 Family Flanning Serwces (Region 5 - linois, Chicago Area)
Project Pariod: 09302007 10 0202012
Applicant Drganization: State of Harwan Department of Health
Autherized Certifying Official:
Tithe:
&1 DO NOT agree with the terms of the Signing Agreement
| agree with the terms of the Signing Agreement
Save | | Cancel
Contact Us | Web Accessibity | Privacy and Secunty Mobce | Ercedom of information Act | Disclamers
|

Figure 2. 11 SF-424B Assurances (Non-Construction Programs).

NOTE: The OPHS-1 application eliminates the signature requirements for the
SF-424B Assurances. Therefore, by mailing in the official signed copy of your
SF-424, you certify that you accept these Certifications and Assurances.
However, we ask that you also provide an electronic allegation that you agree to
the terms.
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Standard
Certifications

OPHS-1 Checklist

Completing Online Forms

The “Standard Certifications” form, illustrated below, asks whether or not you
agree with the terms of the Signing Agreement. To access:

To begin data entry for the Standard Certifications form:
e From the GACC.

e Select the Enter Online link adjacent to the form name, as illustrated
in Figure 2. 7, and GrantSolutions presents a data-entry screen for the
selected form.

kmak-ADO
oo =D g Role
A ot OratSolutions

GrantSolutions.gov =

1.1 12212006

OPHS-1 Certifications

Praject Tithe: 2007 Famity Flanning Servces (Regon 5 - Binos, Chicago Area)
Project Period: 0ArI0R007 ta 0HAT012

Applicant Grganization: State of Hawas Department of Health

Authorized Certitying Official

Title:

1 DO HOT agree with the lerms of the Signing Agreerment
| agree with the terms of he SGOing AgEement

| oo

Contact Us | Web Accessibity | Privacy and Securty Motice | Freadom of information A21| Declaimers

Figure 2. 12 Standard Certifications Online Form.

e Click the Signing Agreement link to view the Signing Agreement.

e  Select one of the radio buttons.

e Click the Save button.

NOTE: The OPHS-1 application eliminates the signature requirements for the
Standard Certifications. Therefore, by mailing in the official signed copy of
your SF-424, you certify that you accept these Certifications and Assurances.
However, we ask that you also provide an electronic allegation that you agree to
the terms.

The OPHS-1 Checklist data entry form allows you to complete the necessary
information in a simplified manner.

To begin data entry for the OPHS-1 Checklist form:
e From the GACC.

e Select the Enter Online link adjacent to the form name, as illustrated
in Figure 2. 7, and GrantSolutions presents a data-entry screen for the
selected form.
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SF-LLL
Disclosure of
Lobbying
Activities

Completing Online Forms
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© Comtrwation T Cortinustion ¢ Supplemental
Part A: The following checklist is provided to
assure that proper Signatures, assurances, and
certifications have been submitted.
Hot
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1 Proper Signature and Date for Rem 18 on SF 424 (FACE PAGE) r
2 Human Subjects Cenification, when applcable (45 CFR 48) r r
[Pan B: This pant s provided to assure that pertinent
has been in the
application.
Included Mot
Applicable
1 Hars 2 Pubiic Health Systern impact Staterment for the proposed - -
pmgnnvpm'rrlb(rn:mﬁ distributed as required?
Has the approprate box been checked for dem #16 on the
3—4zwmr:metnrmmmwm¢l renew r
under €0, 12372 7 (45 CFR Part 100)
3. Has the entre proposed project period been identified e
n tem 813 of the FACE PAGE?
4 Have bographical sketchies) win job descripbon]s) o o =

Figure 2. 13 OPHS-1 Checklist Form.

Make sure to:

e Select the correct “Application Type” (New, Non-Competing
Continuation, Competing Continuation, or Supplemental)

NOTE: If you are a grantee with an existing business relationship, then the
application type may already be selected, and may not allow you to make a
change.

Complete the SF-LLL Disclosure of Lobbying Activities form to disclose
lobbying activities pursuant to 31 U.S.C. 1352. Since the completion of this
form is optional, if it does not apply to you, simply select the “LLL Not
Required” box at the top of the data entry form and save it.

To begin data entry for the SF-LLL Disclosure of Lobbying Activities form:
e From the GACC.

o Select the Enter Online link adjacent to the form name, as illustrated
in Figure 2. 7, and GrantSolutions presents a data-entry screen for the
selected form.
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By uploading a file attachment,
you electronically send to OPHS
the essential narratives about
your program as an electronic
file, which allows you to develop
narrative pieces for your
application outside of the
eGrants system using standard
desktop productivity
annlications.

Uploading a File Attachment
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Figure 2. 14 SF-LLL Disclosure of Lobbying Activities Form.

Uploading a File Attachment

Some application enclosures are not completed via a structured data entry form;
therefore, GrantSolutions allows you to upload file attachments in order to
complete the enclosure. Typically, enclosures requiring some kind of narrative

fall within this category:
e Program Narrative
e Budget Narrative

e  Progress Report

Pre-Award Module
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Uploading a File Attachment

To add online attachments to your application:
e From the GACC.

e Click the Uploaded Files link adjacent to the enclosure that you wish
to add an attachment.

mmm e
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Attachments

You may upload file sttachments or speciy masl-in fems for the enclosure below

State of Hawss Department of Health

(To be assigred)

2007 Family Plarning Services (Region 8 - Scuth Dakota)
070172007 to 0602012

OPHS-1. Standard Certfications.
0

2, the e will be purged and the amtachment wil not be.

2 5280 on &l upioaded afiachments. f GrantSolutions finds &
ISolutians Wil convert the be o PDF format and stese § on the

vt free and document fis type, Grant

= page wil not sutormatic slty refresh tsel. I the word
by pressing your browser's refresh bution. Mernatvely, press the

ase be sware that thess oper) could take D 1o fve mimdes o complete and
‘erding” appears next 1o your file wist 8 few mwnes and then refresh the
'Close” butlon and return to ths screen

Contact Us | Web Accessbilty | Provacy and Securty Notwe | Freedom of infoemation Act | Distlamers

Figure 2. 15 Uploading a File Attachment.

e Click the Upload Attachment button, which accesses the
Attachment — Upload dialog box illustrated below.

/2 GrantSolutions - Windows Internet Explorer

GrantSolutions - 2548

Attachment - Upload

Organization Name: State of Hawaii Department of Health

Application Number: {To be assigned)

Project Title: 2007 Family Planning Services (Region 8 - South Dakota)
Project Period: 07/01/2007 to 06/30/2012

*Description: |Program Narratve

Select a file
|C'\Dncumsnts and Settings\RNSolutions| pdf Browse.

Press the attach button to have egrants upload the file. Please
allow sufficient time for the file upload to complete. This will

Step 2: vary based upon your connection speed and the size of your
file_ If the file is successfully uploaded, you will be returned to
the attachment list.

Cancel

“Step 1:

-]
|Dnne | lilililililo Internet H100% - v
Figure 2. 16 Attachment Upload Dialog box.
e Enter ashort Description for the attachment.
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File Types

Uploading a File Attachment

Click the Browse button to locate the file on your local computer or
network using MS Internet Explorer’s “Choose File” dialog box or the
“File Upload” dialog box in Netscape Navigator.

Highlight the file and click the Open button, which closes the dialog
box and returns to GrantSolutions’ Attachment —Upload page.

Click the Attach button.

GrantSolutions responds with a “Pending” indicator adjacent to the
uploaded file, as illustrated in Figure 2. 18. The Pending indicator
indicates GrantSolutions is performing a virus scan. For more
information see the heading “Virus Check” on page 36.

NOTE: Please allow sufficient time for the file upload to complete. This will
vary based upon your connection speed and the size of your file.

GrantSolutions accepts files from a majority of mainstream applications such as:

1.
2.

Microsoft Word, Microsoft Excel, and Corel WordPerfect.

Word processing files with multiple embedded fonts, page orientation
changes, and embedded tables.

Other advanced word processing features.

When uploading file attachments, a current list of valid file types is provided:

Click the supported document file type link from the Attachment
page, as illustrated in Figure 2. 15.

Selecting this link provides popup a window similar to the Figure
below.

Pre-Award Module
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Virus Check

Uploading a File Attachment

f:" Supported File Types - Windows Internet Explorer

€ | http:ffacfsre4 rnsolutions,com: 7777 fegrantseheln/2.2,16.1, 1.html

o
1o L

Help Index-2.2.16.1.1

Supported File Types

File Type
Encapsulated Postscript
EPS File with Preview
Excel 2.1 Worksheet
Excel 3.0 Worksheet
Excel 4.0 Worksheet
Excel 5.0/95 Worksheet
Excel 97/2000 Worksheet
Excel OLE DLL Signature
PerfectOffice Signature
Postscript® Data
PowerPoint 3.0
PowerPoint OLE DLL Signature
PowerPoint 95
PowerPoint 97/2000
Quattro Pro/DOS
Quattro Pro/Windows v1
Quattro Pro/Windows v2
RTF Files
\Word 6.0 Document
\Word 6.0 OLE Compound Document
\Word 95 OLE Compound Document
Microsoft Word 8.0 Signature
Word 8.0 OLE Compound Document
\Word 97/2000 Document File
Word OLE DLL Signature
Word for Macintosh 4.0
Word for Macintosh 5.x
Lotus Worksheet (v1)
Lotus Worksheet (v2)
Lotus Worksheet (v3)
WordPerfect

Close e
]
|Dnne ’7 ’7| | | ’7 ‘g Internat H100% < g

Figure 2. 17 Supported File Types.

File types that are not listed in the Supported File Types page will be rejected by
GrantSolutions.

e The “Pending” status is replaced with a message informing you that
GrantSolutions has rejected your file attachment because of an invalid
file format.

e You will only be provided with a Remove link. At that time, you
should remove the failed attempt, and attempt it again using a
supported file type.

NOTE: Not all enclosures allow file uploads or mail-in items. Users that wish
to add an attachment for an enclosure that does not provide this capability, look
for an application kit enclosure named “Exhibits/ Attachments” or
“Miscellaneous Information” (on the GACC) and add your attachments there.
Make sure to give a short explanation of the attachment using the adjacent Enter
Comments link. For more information, see “Entering Comments” on page 40.

After performing an electronic file transfer from your system to GrantSolutions,
a virus scan and conversion process takes place immediately. While
GrantSolutions performs the Virus Check you will see a status of “Pending”
adjacent to your file upload.

January 11, 2007
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Use the refresh function of
your browser to check for
an updated status of your
upload.

Virus Found

Uploading a File Attachment
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I
1
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Attachments

You may upioad file attachments or specily muak-in fems for the encksure below
State of Hawas Depariment of Health
(To be assigned)
2007 Farraty Planning Senvces (Region B - South Dakota)
OTI01/2007 to D6/302012

..... Program Narrative Uplad

river of Attachments: 1
Frogram Harmative Lipload | Pendng | Bemove

Lattachenent Notice:
SrantSoltons wil perform a vius scan on all uploaded aftachments. I GrantSolutions finds a vinus, the fie wil be purged and the attachiment will not be
aocepted. N the uploaded fie is wus-ree and a Suppored document fike vpe, GrantSoluon's will convert the fle ino FOF format and store it on the
Fstem. Where possioie, please consoldate the number of uploads.

ease be aware that Mese operations could take Up 10 five minUes 1 complets and that this page wil not automatcally refresh txef. ¥ the word
‘endng”

appears nest to your fike upload, wat a few minutes and then refresh the page by pressing your beowser's refresh bution. Afiematvely, press the
Close” button and returm 1o this screen later.

Contact Us | ¥Web Accessbity | Priacy and Secunty Nobce | Ereedom of information Act | Disclamers

Figure 2. 18 Uploaded File Attachment with *““Pending” Status.

When found virus-free the file is converted to an Adobe Acrobat .PDF file. The
original file and the .PDF version become part of your GrantSolutions electronic
application package.

e  Once the upload is complete, the status will change and the “Pending”
text is replaced with a View link.

o Click the View link to view the uploaded file you uploaded in the
converted Adobe PDF format.

e Click the Remove link if you decide that you would like to remove
the file attachment and not have it retained as part of your application.

NOTE: The View link indicates a successful virus scan and file conversion for
an uploaded attachment.

If a virus is found in a file you attempt to upload, GrantSolutions will not accept
the file and immediately notify you.

e The “Pending” status will be replaced with a message informing you
that GrantSolutions rejected your file attachment because a virus was
found in your file.

e You will be provided with a Remove link only. At that time, you
should remove the failed attempt, clean your file, and attempt the
upload again.

e You may add multiple file attachments, or remove an attachment at any
time prior to the submission of your application.
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Signhature pages

Proof of Filing

Competitive Marketing
Materials

Identifying a Mail-in Attachment

ldentifying a Mail-in Attachment

All filing materials cannot be accepted electronically. Therefore, hardcopy
materials that are required as part of your application, will have to be mailed-in.
Mail-In Items are similar to uploading attachments except they are hardcopy
materials that are included in your single Mail-In package that must be received
by the filing due date.

The main types of materials you will mail-in rather than submit electronically
are:

Signature pages are essential because without timely receipt of your hand-signed
signature pages, your grant application will not be considered a valid
application. GrantSolutions will automatically create a mail-in item on your
GACC for those forms requiring the submission of a hand-signed signature page
via mail.

Proof of Filing are documents (e.g., Articles of Incorporation, Proof of Non-
Profit status, an organization’s By-Laws, or a copy of an IRS letter as proof of
non-profit status) that cannot be accepted as image files, and a copy must be
examined for authenticity. Usually, these files are only required when first
applying for a new Grant from OPHS. Subsequent applications may not require
you to submit these materials again.

Competitive marketing materials are documents (e.g., Marketing materials,
Brochures, Videos, etc.) that you may wish to send only as hard copy to retain
the original look and feel of the document.

To add mail-in items:
e Fromthe GACC

e Click the Mail-In Items link adjacent to the enclosure that you intend
to mail-in.
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Attachments
You may upioad file attachments or specily muak-in fems for the encksure below

State of Hawas Depariment of Health

(To be assigned)

2007 Farraty Planning Senvces (Region B - South Dakota)
OTI01/2007 to D6/302012

Proofl of Non-Profit Status
s 0

(Empty)

Upload Amachment | AddMsdniem | Close

'mbolmnsmlmwnamsscmmnlwiommxmrls M GrantSolutions finds a virus, the fie wil be purged and the attachment wil not be
aocepted. N the uploaded fie is wus-ree and a Suppored document fike vpe, GrantSoluon's will convert the fle ino FOF format and store it on the
Fstem. Where possioie, please consoldate the number of uploads.

{Fieace be aware that these operabons could take up 10 fve minutes to complete and that this page will not aulomabcally refresh kel ¥ e word
'endny” appears nex 1o your fike upload, wait a few miies and then refresh the page by pressing your browser's refresh bution. Afematively, press the
Clorse” button and retum 10 this screen later

Contact Us | ¥Web Accessbity | Prmcy and Secunty Nobce | Ereedom of information ACt | Disclamers

Figure 2. 19 Adding a Mail-In Item.
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The description assists the
Grants Servicing Office with
understanding the theme of the
single main-in package.

The Mail-In feature can be
used to include materials not
specifically required in the
grant application kit, but
could add significant value to
your application or give you a
competitive edge.

Identifying a Mail-in Attachment

e Click the Add Mail-In Item button.

/2 GrantSolutions - Windows Internet Explorer
GrantSolutions - 2548
Attachment - Mail-In ltem
Organization Name: State of Hawaii Department of Health
Application Number: (To be assigned)
Project Title: 2007 Family Planning Services (Region 8 - South Dakota)
Project Period: 07/01/2007 to 06/30/2012
*Description: [Non-Profit Status
Cancel
[
|eacc.newapp.MaiIInFi\eEerv\et | ,7 ,7 ,7 ,7 ,7 |° Internet Hi00% -~ 4

Figure 2. 20 Attachment — Mail-In Item.

From the Attachment — Mail-In Item popup window:
e Enter ashort description of the document.

e Click the Add button and return to the Attachments page, which
displays the newly added description for the intended enclosure.

e Alternatively, click the Remove link to remove the mail-in item.
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Attachments
You may upioad file attachments or specily muak-in fems for the encksure below

State of Hawas Depariment of Health

(To be assigned)

2007 Farraty Planning Senvces (Region B - South Dakota)
OTI01/2007 to D6/302012

Proof of Non-Profit Status

tem Description Type
Hon-Profit Status |Main | Remave

UplosdAmchment | AddMsdniem | | Close

Notice:
'msﬂmawsxmmummxms I GrantSoluons finds a vinus, the fle wil be purged and the: attachment will not be
pcepted. ¥ the uploaded fle is vns-free and a suppored document fike ype, GrantSolutions will convert the file iflo FOF format and store it on the
stem. Vhere poessibie, please consoldate te number of uploads

ase be ware that these operabons could take up 1o fve minutes to complete and that this page will not aulomabcally refresh kel ¥ e word
‘enidng” appears ned 1o your fike upload, wast a few minuies and then refresh the page by pressing your browser's refresh button. Atematively, press the
Clorse” button and retum 10 this screen later

Contact Us | ¥Web Accessbity | Priacy and Secunty Nobce | Ereedom of information Act | Disclamers

Figure 2. 21 Mail-In Item Attachments.

NOTE: If you don’t find a Mail-In Items link for the related enclosure, look for
an enclosure named “Exhibits/Attachments” or “Miscellaneous Attachments.”
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GrantSolutions will create a list of the Mail-In Items you’ve entered, so that
Applicants and the Grants office can use to track your Mail-In Items until the
Grants Servicing Office receives them. The Grants Servicing Office will use
this list of Mail-In Items to log each item in, once it is received in your single
mail-in package.

For all mail-in items:

e Itis required that the applicant submit 3 copies of each item.

e Itis important that all items are mailed-in at one time in a single
package so that the Grants Servicing Office may receive it at the
correct location for timely processing of your application.

e All mail-in items are subject to the published filing due date
requirements as specified in the grant announcement.

e Should mail-in materials not be received by the specified filing due
date requirements, your application may be deemed ineligible.

Entering Comments

Comments are used to add filing details or informational text (e.g., a short
explanation, additional details, or relevant comments) regarding an application
enclosure.

For example:

1. You could show that your “Proof of Non-Profit Status” documentation
has been previously provided and is on file in the “institutional file”
maintained in the OPHS Regional Office.

2. Another example would be to let the Grants Servicing Office know that
you are not submitting a “required” enclosure because it is not
applicable to your organization.

Only one comment can be added per enclosure.
e From the GACC page.

e Select an Enter Comments link adjacent to the selected enclosure.
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Printing the
Application

Editing or Deleting an Application
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Organization Name: State of Hanwai Department of Health
Agplcation Nurmber. (To be assigned)

Project Trk: 2007 Farraty Planning Senvces (Region B - South Dakota)
Project Pefiod. 0710172007 to 06/30:2012

Enclosure: Miscellaneous information
Piease enter your comments conceming this enclosure into the 1ex box below. When you are frished, press the “Save” buion.

(it b5 80 characters)

Fﬂ aded anclosuzd j
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Contact Us | Web Accessibity | Privacy and Security Notice | Freedom of Information Act | Disclarmers

Figure 2. 22 Application Enclosure Comments.

e Enter the information in the text box.
e Click the Save button and return to the GACC.

Once saved, the GrantSolutions Application Control Checklist will display a
green checkmark adjacent to the enclosure, indicating that you have
successfully entered comments.

GrantSolutions provides a method to print the entire application via a “Single
Click” or print individual application enclosures. For detailed information, see
the Print the Application, under the GACC heading on page 20.

Editing or Deleting an Application

All applications that have not bee submitted as “Complete” are considered a
“Work in Progress (WIP).” This means that you may return to your application
and modify any enclosure while it is in the WIP status.

For example, you may:

e Upload additional files, view the files you’ve already uploaded, or
remove one or more of the files you’ve uploaded.

e View, add or remove any of the “Mail-in Items” you’ve told OPHS you
will provide with your electronic application.

e Add, view, or remove Comments for any of the application enclosures.

Additionally, while the application is in WIP status, you may choose to delete
the entire application.
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Deleting and Application

Editing and Application

OPHS will not have a valid
application until the single
mail-in package containing
these materials is received
by the filing due date.

Submitting Your Completed Application

To delete:
e Select the My Applications link from the left-menu.

e Click the Remove link located next to the application your wish to
delete.

NOTE: This will permanently delete the application, and any information
contained within it.

To change or update information entered into any GrantSolutions Online Form
and save the information and get a high-quality printable version of the new
information:

e Select the My Applications link from the left-menu.

e Click the Open link adjacent to the desired application.

e Fromthe GACC, select the View Online link adjacent to any Online
Form.

e Click the Save button at the bottom of the data entry online form.
e Select the Print Complete link to send the form to the printer.

Submitting Your Completed
Application

The following items allow you to inform the Grants Servicing Office about the
materials that comprises your completed grant application package.

1. Materials — those items submitted electronically through
GrantSolutions

2. Hardcopy materials — items you will mail-in that are related to your
electronic submission.

Electronically submitted application materials are received instantaneously.
However, all application materials cannot be received electronically, such as, the
SF-424 and SF-LLL signature pages (if applicable).

The GACC assists applicants and the Grants Servicing Office in tracking,
receiving, and accurately associating these hardcopy materials with your
electronic filing. Once you submit your electronic application, GrantSolutions
evaluates it based on two sets of criteria:

1. What has been specified as required for an application to be considered
valid and complete.

2. The information you have entered within GrantSolutions as mail-in
items (hardcopy materials).
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Verify
Submission

Continuing with the
Submission

Submitting Your Completed Application

Check the GACC to ensure all electronic filing requirements are complete and
that you have identified all mail-in materials that will be submitted. Once you
are certain that the GACC is complete:

e Click the Verify Submission button located at the bottom of the
GACC.

bmsk AD0

—
%
GrantSolutions.gov

I
i

Ui Posble  GrascARONS
e 11 12212004

You are about to submit the following application:

Apghcont State of Hawas Department of Health
Apphc ation Number (To be assigned)
Program OFP - Farmdy Plarring
Ammouncement 2007 Famiy Plaooing Serecers (Regen § - South Dakota)
Regon Region Vi - Denver, CO Area.
Propst Tile 2007 Farmiy Planring Services (Region § - South Diakota)
Due Date: DONZ007

Online Forms

-+ 424 Apglbeation for Federal Assistance (Version 2.0)

| OPHS-1: SF-424A Budget Informaan - Non-Constructon Programs
[*OPHS1. SF-474B Assurances - Non-Construchon Programs |
|~OPHS-1. Standand Cenications

s
ure Page) Reaured Sgnsture Page - Please 5n & mai |
S e X Assurances

(Misil-in Signature Page) Required Signature Page - Please sign & mal in
Program Harrative

Program Narratrve Upload

(Upload) Program Narrative
[***Budget Narmative Ugioad
I Additional Information to be Submitted
[Miscedaneous Information
- (Filing Detad) An acded enclosure
***Putic Healh System Impact Statement (PHSIS)
| Proof of Filing
|“**Copy of Articles of Incorparation
““*Capy of By-Laws
"= Copy of IRS Letier Showing EIN (Non-Profi)
[“*Evidence of Submission 1o SPOC (Executive Order 12372)
““Mission Statement for Prvate Non-Profit Organations
Proaf of Non-Profit Status

{Masi-in] Non-Profit Status

ot appears g Toco
Application Control Checklist.

“Enter the date Office of Grants Managerment wil receive your packioe
of madl-in attachments: (MMDODAYYYY)

“Timazane: |(GMT - 06.00) Central Standard Time x|

1. Done, but

Figure 2. 23 GrantSolutions Submission Verification.

If you forget to enter information for an enclosure that GrantSolutions considers
a requirement or that you indicated you would provide, GrantSolutions will
remind you on the GrantSolutions Submission Verification screen, illustrated
above.

These items which GrantSolutions considers incomplete are displayed with three
red asterisks “***” adjacent to the document.

e Click the Cancel button to terminate the electronic submission
process.

e Return to the GACC to complete the incomplete items.

However, if you feel your electronic application is complete regardless of
GrantSolutions’ evaluation, you may continue with the electronic submission as
follows:

Pre-Award Module
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The Grants Servicing Office
uses this date to track the
status of your application;
and ensure the mail-in
materials are recorded
accurately and associated
with your electronic
application materials when
received.

Submitting Your Completed Application

Enter the date you expect the Grants Servicing Office to receive your
single package of mail-in materials.

Click the Final Submission button at the bottom of the
GrantSolutions Submission Verification screen.

e Adialog box prompts you with the alert “Are you sure? If you press
OK, you may not alter any application information!” - reminding you
that once you submit your application, it is final and cannot be
changed.

o Finally, an “Application Status Confirmation” page, illustrated below,
displays your application number.

e The application status will be “Submitted.”

{_ GrantSolutions.gov QOPHS mm% L:% 5
T
[Ristdng Mesaboid Grasfichdon . 452
At Grmeme (1)
:::.mn Application Status Confirmation
aamtnge Comder, Grants has marked the following application as submitted. ..
Lt “You must print and sign all required signature pages identified below and inchude them in the maitin package.
Office of Grants Management
REMOVED
REMOVED
Rockville, MO
ant State of Hawsi Depariment of Heath
Gran Number FPHPADSCI2G
Apphe ation Number. FPH200702508
Program: CIFP - Family Planning
Annone ernent. 2007 Farnity Plannng Services (Region 9 - Commonenith of the Norbein Marang tsands)
Region Regeon [ - San Francisco, CAArea
Project Title 2007 Farnity Planning Senaces (Region 9 - Commorweath of the Norbern Manana lstands). lest etst
Due Date: DR 2006
Sutwritted Date 12112006 033713 PM
Sutwmitted Tenezone (GMT - 08:00) Central Standard Time
Application Details
ems. Ttem Attachments.
% pecied Receved
SF-424 Application for Federal
Assistance [Version 2.0}
OPHS-1: SF-424A Budget
Information - Non-
Construction Programs
OPHS-1: SF-424B Assurances
- Non-Construction Programs
OPHS-1: Standard
Certifications
OPHE. SFALL Disccnureof
Lobbying Activities.
E“_’% Apphcabon Control Chackist
) G(I“Ihltlml Unar Support )C'-“J'-.NWHI: mﬂg]"mg{x . ||

Figure 2. 24 Application Status Confirmation page.

NOTE: Remember, your mail-in package must be received according to the
application filing due date requirements as published in the grant announcement.

Once the Application Status Confirmation page displays on-screen, applicants
should perform the following items:

1.

2.

Application numbers are assigned upon the successful submission of
the application.

Please print the confirmation page and file it for reference.
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Checking the Application Status

3. You should make note of the assigned application number and refer to
this number whenever you correspond with OPHS or the Grants
Servicing Office regarding the application.

4. Write your assigned application number and organization name on each
of the mail-in materials that make up your complete package, to help
correctly associate your mail-in materials with your electronic
application. It may also be helpful to include a listing of all mail-in

items with your package.

Once the steps above are completed:
e Click the Application Control Checklist button to returnto a
read-only version of your GACC.

e The GACC will illustrate that the application has been submitted and is

no longer a “Work in Progress.”

NOTE: Once the Final Submission is complete, you may not alter your

application.

Checking the Application Status

Once the application is submitted, GrantSolutions can check the status.

e Login to the GrantSolutions System.

e Click the number link adjacent to the My Application List heading

in the left-menu.

e  Check the Status column adjacent to the application you’ve submitted.

Initially, the status will be “Submitted” and eventually update once the Grants
Servicing Office verifies the completeness and eligibility of your application.

NOTE: Other statuses include Review in Progress, Awarded, and Not Funded.

—
L% o
GrantSolutions.gov

Applcation TypsFed Received Dats|  Project Poricd |

My Applications List - kmak

070172006 - 06302011
Due Date: 03012007

702006 - D600
Due Date: 030172006

Workin Mot Avadlabile | bioles |
Progress Ry | Seod Message

Qpeen) | Hotes | Send
Awarded i snage

T 006 - DBA06N01 Y

Due Date: 06:012008

Cpen | Hotes | Send
Submiied sy e >

Figure 2. 25 My Application List with a Submitted Grant Application.
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e Click the Open link in the Action column to access the GrantSolutions
Application Control Checklist (GACC) display a read-only copy of
your application.

e Scroll to the bottom of the screen and select the Application
Package Status link, which displays the Application Status
Confirmation page.

e The Application Status Confirmation page provides the detailed status
information of each enclosure for your application.

o GrantSelutions.gov OPHS :..:' “"ﬂ
o LS EET

g et [ —
i Aopicatues (111
gt Application Status Confirmation
A em— O Grants has marked the follawing application 2 submitted....
Lt “You must print and sign all required signature pages identified below and inchude them in the maitin package.
Office of Grants Managsment
REMOVED
REMOVED
Ruckville, MO
Apphcant State of Hawai Depariment of Heath
Grant Number FPHPADGO32G
Appiation Murmber. FRHZ00T0Z509
Program OFF - Farrdy Planning
Anngunc ement 2007 Farnsty Plarong Servces (Regon § - Commornealh of the Horbem Marang tstands)
Regon Riegpon I - San Francisco, A Area
Profect Trie 2007 Farmidy Plarminy Services (Region 8 - Commoraeatt of the Northem Manara lstands). fest elst
Due Date 0am2006
Submited Date: 1271972006 03:37.13 P

Subrmitted Tamezone (GMT - 06:00) Central Standard Time

Application Details

SF424 AppBeation for Fadersl
Assistance [Version 2.0}
OPHS-1; SF-424A Budget
Information - Non-
Construction Frograms
OPHS-1: 5F-424B Assurances
= Non-Construction Frograms
OPHS-1: Standard
Certifications.
OPHS-1; Chacklist
OPHS-1: SF-LLL Disclosure of
Lobbying Activities

. Makin
Regured Sgnature Fage - r Hot
Fiease sign & mad in R”P"”""" OR0T  pecenved
OPHSIOFP Title X Assurances
Maiin
Fiequired Signature Page - ; Hat
Please sign & mad in "“'g:;:" OIR0T B eived

AM
e

GrantSoumons User Support| ¥1-211-5050 X142 | ep@stecions ooy
Cosdact Uy | Yigh & Bricgecy g Socurty Moty | Fromtom of At | Dnthinirs

111

Figure 2. 26 Application Status Confirmation page.

Ap P lication Notes Application notes consist of informational text that may be added to a “Notes”
file for a specific application. Added and viewed at many points during the
application process, each note contains the date, application number, subject and
author. Within the Pre-Award module, a comprehensive list of all notes
associated with the selected application can be viewed.

To view a note:

e Select the My Applications link from the left-menu.

o Click the Notes link adjacent to the selected application in the Action
column.
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Checking the Application Status

GrantSolutions - 250

Application Notes

1 notes

Application Number: FPH200501889
Date Subject Author |Grant Note Tyde
06/15/2005|Original Signature Pages/Welty, Debbie Correspondenc&

ﬂl Close |

Figure 2. 27 Application Notes.

e Click the View link to view the existing note.
e Click the Add button to add a new note to the application note file.

e Once the “Application Notes — Add” page displays, enter the required
information and include a file attachment (if desired) using the
Browse button. If the note contains a file upload, then that file will be
scanned for viruses and converted to Adobe PDF format.

e Press the Add button to save the new note.

NOTE: Application Notes are permanent. Once a note is added, it may not be
removed.

Pre-Award Module
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Accessing the Post-Award Module

Post-Award Module

The Post Award module allows the Grantor to monitor awards and grant
performance, and provides full audit trail and grant reporting capabilities.
Grantees are able to prepare and submit reports and respond to administrative
request over the web using this module.

Accessing the Post-Award Module

Once OPHS decides to fund an application, applicants are notified via the
GrantSolutions Message Center and email regarding the award.

S mxm e
GrantSolutions.gov S 3

Message Center
View Outbox

Inbox

T~ Select All Message Type Sent Date Due Date From Subject

- P - Karen Camnpbed EE_Apghcation®(To be assigned) - apohcaton nole added by
- Message 12r202005{HA Grarts Management Cfcer apghcart

Contact Us | Web Accessbidy | Pravacy and Sscunty Nobee | Ereedom of information Act | Disclarmer

Figure 3. 1 Message Center Notices.

Once the status of your application changes to “Awarded” the accounts
registered for your organization, which are associated with the awarded
application, automatically change to a “Grantee” account. As a grantee, you
now have an official business relationship with OPHS and you will be provided
additional access to GrantSolutions information, specifically in the management
of your awarded grant.

My Grants List (MGL)

The My Grants List is a central point of management for all grants assigned to a
user. Most grant information may be obtained, and Post Award actions may be
controlled, from this location. The MGL lists all awarded grants.

Post-Award Module
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My Grants List (MGL)

To access:

o Select the My Grants link from the left-menu.

—_— Fman g
L = = .
] U Belie At ohAons-
GrantSelutions.gov T e 1112212004
My Grants List
Show d Grants.
State of Hawsi Depariment of Heath
Grant Number. 2 FPHPADBIIZ5-34.00 Wiew HOA
Grant Program Geact Holes
Tre. Family Planring Sences Mistoey
Project Regon: Region I - San Francisco, CA Wm
Title ¥, Famdy Planning Services Program -
Project Tée: Famdy Planning Clinical Senaces, Education and
Cammunty Information
Award lssue Date: 0672172006
Project Fenicd: 071017200 1o 06/302009
Buadget Penod: 07012006 1o 063052007
Total Approved
Buocget (F egeraly 31775878
Hext TSC Due
e 0302007
Wk In Progress (Post Award)
S [ hange FYPD)
Hon Competing
Sttt nactve
Hon Competing . o
i) Q4012007
Close
=

Figure 3. 2 My Grants List.

By default the MGL displays all “Live Grants.”

e Select the Show Expired Grants link to view grants that have
expired. To return, select the Show Live Grants link.

The MGL provides the following information for each grant:
e  Grant Number
e Grant Program Type
e Project Region
e Project Title
e Award Issue Date (last issued NGA)
e  Project Period / Budget Period
e Terms & Conditions Due Date (if applicable)
e Grant Status

e Eligible Competing-Continuation Announcements and Application Kits
(if applicable)

e Non-Competing Status, Due Date and Application Kit (if applicable)

NOTE: The following sections detail the action links shown on the My Grants
List page: View NGA, Grant Notes, History, Send Message, Manage
Amendments and Apply action links.
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Viewing a Notice
of Grant Award
(NGA)

Grant Notes

My Grants List (MGL)

The NGA is a legally binding document that notifies a grantee and others that a
grant has been funded. It contains or references all terms and conditions of an
award and documents the obligation of federal funds.

To view the last issued NGA:

e Click the View NGA link and a PDF version of the NGA displays in a
new browser window.

f.'-' http:// acfsrv4.rhsolutions.com: 7777/ egrants/ printPdf.do?id=7630&pri = |EI 1[
& | http:f/a 4, rhzolutions.com: 7777 fegrants/printPdf.dofid =76 30&printer =NgaPrinter&fix = pof j
= i om - 9 - I ot
:Bm@,ﬁ‘i\.']} h‘@)\ Lol | | © [65% @|:
SEEW X! |
»
9 ~
= LDATEISSUED Mo Tuyt¥e) oFoAND. DEPARTMENT OF HEALTH AND HUMAN SERVICES B
g 5/21 93.217 PUBLIC HEALTH SERVICE
wd OPHS Office of Grants Management —
PR —— e S e
5 ADMINISTRATIVE COOES, e ST
26-34-00 premcsimbis Rockullle, WD 20852
Formeety 0SHO003ZE
ErmouEcT PERCO
e NOTICE OF GRANT AWARD
AUTHORIZATION (Legisiation/Reguiations )
7. BUDQET PERICD o Dhaye'rs PL 51-572 PHS Act See. IEE'I a5 Amended. 42 0FR 59
Fiem 07,/01/2008 Theoush O
8 TITLE P PROUECT (0F PADGRAN) iz & 20 somcgs) - - - - -
Titie X, Family ?lanning Services Program - Family Planning Clinical Services, Edueation and Community Information
S SRAUREESAN M ACOADSS 10, DIRECTOR OF PROJECT (PROGRAM CIRECTORPRINGPLE BVESTOATCR)
F 2 State of Hawaii Department of Health LAST NAME FRST AND ADGRESS)
vl EMOVED Mak, Karen
= REMOVED
£ in} REMOVED
= o REMOVED
= REMOVED. HI
Z Phone: REMOVED
2z m
=
I
£ FUTURE SUPFORT
£ 542, 0oy | Eumerss -
= S e T o O 0
3,000 [355 FSTTNTENN FETY
20,745 | b3s 1,884,028 |s 23
£,600 37 L 40
o [= v e
Patiert Care — Cutpatent E — 0| & AMOUNT OF PHE Dred Assstuscs o ;I
5 5 - L
= | N ENEE] I
‘Duwnluaded (0B): |® Unknown Zone | v

Figure 3. 3 Viewing the NGA

e Use the scrollbar to view all the contents

e Click the Printer icon to send the document to your local printer.

Similar to the Application Notes feature in GrantSolutions Pre-Award Module,
Grant Notes allow users to add a “Correspondence” note that is attached to an
application.

e Clicking the Grant Notes link adjacent to the grant you wish to view.

Post-Award Module
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Adding a Grant Note

Viewing the Grant
History

My Grants List (MGL)

ﬂ" GrantSolutions - Windows Internet Explorer =1 3
& | http:ffacfsrvd . msolutions.com: 7777 fegrants fservetjgrantlist, GrantlotesServiet 2Projld = 140498application_id=27100 - I
Wk fh-B -G-8 8
Grant Notes
3 notes
Date Beplicatioy Subject Author Grant Note Type| Action
Number
12/12/2006 FPH200602205|test 2 Sam, Susan |Correspondence View
12/12/2006 FPH200602205 test Sam, Susan |Correspondence View
02/27/2006 FPH200602205|Criginal Signature Pages|Welty, Debbie|Correspondence View
Add| Cancel |
[-|

Figure 3. 4 Grants Notes.

Grant Notes opens in a separate browser window and displays a comprehensive
list of all Grant Notes that exist over the entire Project Period. For each note,
the date, grant number, subject, and author are displayed.

e Click the View link in the Action column to view the full text.

e Click the Cancel button to return to the My Grants List page.

To add a new note to the Grant Note file:
e Click the Add button.

e  Enter the required information and include a file attachment (if desired)
using the Browse button.

e Click the Add button to save the new note.

If the note contains a file upload, then that file will be scanned for viruses and
converted to Adobe PDF format. For more information, see the heading
“Uploading File Attachments” on page 33.

NOTE: Grant Notes are permanent. Once a note is added, it may not be
removed. Additionally, the grants note file includes all Application Notes that
are associated with specific applications under the grant.

The Grant History page tracks all applications or grant actions throughout the
grant’s entire project period. It allows the grantee to access all applications that
have been submitted (e.g., Non-Competing Continuation, Competing
Continuation, New, Post Award Amendments), and the NGA associated with
the application, if an award was made.

To view a past application or a PDF version of your NGA:

e Click the History link from the My Grants List screen.
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— o400
) = 0 .
] [ CrantSohst,
GrantSolutions.gov = Y1008

Grantsobtons - 104
Grant History

Grantee Name: State of Hawae Department of Heakh

Project Tle:  Tithe X, Farmdy Flanning Senwces Program - Famsy Flanning Clinical Senaces, Education and Community information
Project Penod. 070172006 to 067302009

Budget Year. M4

e _ _ _
A Iﬁlﬂt“-w" Action Date Project Perlod Budget Period Award Amount  Application Type  Status. Action

2 FPHPADS0326-34-00 0770172006 OTH0N2006

N D6/2172008 o o S1T75870  Competing Conbrustion warded [ Aushcation
ERHOMUZ: 0AE02008  |DEH0E00T etk
Clase

Contaci Vs | Web Accessbity | Privacy s Security Notie | Fresdom of information Act | Disclamens

Figure 3. 5 Grant History.

The Grant History page provides the following information for each application:
Assigned Application number, Grant number, Action date (approval/disapproval
action date), Application Type, and the Award amount (if applicable).

e Click the View Application link shown in the Action column to view a
Read-only version of your application’s GrantSolutions Application
Control Checklist (GACC).

e Click the Close button at the bottom of the page to return to the Grant
History.

e Click the View NGA link in the Action column to access a PDF
version of the NGA in a new browser window.

e Use the scrollbar to view all the contents.

e Select the Printer icon to send the document to your local printer.

Sendi ng a Messages can be sent to the Grants Servicing Office by:
Message to the e Clicking the Send Message link.

Grants Office

Post-Award Module 53 January 11, 2007



GrantSolutions Viewing and Applying for a Competing Continuation Grant

7= GrantSolutions - Windows Internet Explorer =]
& | http:ffacfsred. rnsolutions.com: 7777 fegrants/ servlet/messagecenter MessageCreateServietPressagecentersenderkey=2 «
Message Create
From: Karen Mak
*Tao: Campbell, Karen 'I
*Subject: Grant Number. FPHPAD
——
“Me 5 T
Sent Date: 12/27/2006
Due Date:
Urgent:
Contents:
Cancel
[pore ] &8 mtermet WI00% -

Figure 3. 6 Sending a Message.

There are two types of messages:
1. A message is an informational text message, with no due date.

2. Atask message on the other hand, requires a due date.

To send a message:
e Select a name from the TO drop-down list
e The Subject is pre-filled from the My Grants List (MGL).
e Selecta Message Type from the drop-down list.
e Enter the Due Date (for Task Messages).
e Click the Send button.

The GMO or PO will be notified of the task and due date when the message is
sent, via GrantSolutions Message. Once the GMO has completed the task, you
will see a green checkmark next to this task in your Message Center’s Inbox.

Viewing and Applying for a
Competing Continuation Grant

A competing continuation grant extends a project period that would otherwise
expire for one or more grant budget periods; applications compete for funding.

When a new announcement is posted by OPHS, and it meets certain criteria that
distinguish it as a potential announcement to be used for your competing
continuation application, the announcement will appear as an available
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Viewing the Competing
Continuation Grant

Applying for a Competing
Continuation Grant

Viewing and Applying for a Competing Continuation Grant

competing-continuation announcement on the grantee’s My Grants List.
Additionally, you will be notified via the GrantSolutions Message Center and
email.

The criteria are as follows:

e The public announcement is posted for the same region and Grant
Program Type as the existing grant.

e  The due date for the public announcement is before the Project Period
End Date of the existing grant.

e The grant’s Project Period End Date is equal to the Budget Period End
Date (identifies a grant that is up for competition).

¢ An application has not already been created.

NOTE: GrantSolutions only presents potential announcements that may qualify
to be used as a grantee’s competing continuation announcement. It is the
grantee’s responsibility to confirm the appropriateness of the announcement, and
ensure that they apply for the correct announcement. If there are any questions
or concerns, then the grantee should contact the Grants Servicing Office for
further clarification or confirmation.

To view the competing grant announcement:

e Select the Funding Opportunities Main Menu option.

e Click the Announcement Title link to view the competing grant
announcement in a separate browser window.

To apply for the competing grant announcement:

e Select the Funding Opportunities Main Menu option.

o Click the Apply link adjacent to the Competing Continuation
Announcement title.

When you apply for the competing continuation announcement, a new GACC
for the competing announcement will be created and added to your Pre-Award
“My Application List.”

Post-Award Module
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The GrantSolutions
Competing Continuation
Application Checklist is
similar to the GrantSolutions
Application Control
Checklist (GACC).

Viewing and Applying for a Non-Competing Continuation Grant

—= o | meAO0
L)
GrantSolutions.gov v 1442242006

I
i
E

[ Control Checklist

Awarded (Read Only)

ot avieate
Applhicant State of Hawas Department of Heslth
Grant Number. FPHPADGO32G
Apphcabon Number. FPH200802205

5
Announc ement (Hawan and Federated States
ol Micronesia)

Regon Region [ - San Francisco, CA Area
Titke X, Famiy Planning
Services Program - Family
Project Title Planning Clrscal Servces,
Educaton and Comerunty
Information
Due Date 00172006
Submited Timezone (GMT - 10:00) Hawss
Oniline Forms.
Attachmentis) S
(OPHS.-1: SF-424 Apphcation for View Orine
Federal Assistance Py

Print Compleied 0 Upkoaded
N Gomments Entered| ¢ HH m?,“

‘OPHS-1: SF-424A Budget Information |View Orline 98 v
Han-Construction Programs P o Ugioaded Fies
Mo Comments Entered| g piag o perm

[OPHS-1° SF-4248 Assurances - Non- | View Onling n/ a

Figure 3. 7 GrantSolutions Competing-Continuation Application Control
Checklist.

Your application will be marked as a competing continuation and contain
references to the current grant. The grant number will be the same as the current
grant number, but with the support year incremented by one.

Viewing and Applying for a Non-
Competing Continuation Grant

The grantee’s MGL will always display the grant’s “Non-Compete Status,” and
if applicable, the due date of the non-competing continuation application. The
Grants Servicing Office will post a grantee’s non-competing continuation
application kit, and make it available to the grantee via GrantSolutions (This
may be as early as 6 months prior to the budget period end date, or as late as 3
months prior to the budget period end date). When the Grants Servicing Office
makes the non-competing continuation application kit available, it will appear
directly on the grantee’s My Grants List. Additionally, you will be notified via
the GrantSolutions Message Center and email.

To apply for the non-competing continuation:

e Select the Funding Opportunities Main Menu option.

e Click the Apply link adjacent to the Competing Continuation
Announcement title.

When applying for the non-competing continuation, a new GACC for the non-
competing application will be created and added to your Pre-Award “My
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Application List.” Your application will be marked as a non-competing
continuation and contain references to the current grant. The grant number will
be the same as the current grant number, but with the support year incremented
by one.

i T | =] f cos our]

GrantSolutions.gov b=

The GrantSolutions Non-
Competing Continuation
Application Checklist is
similar to the
GrantSolutions Application
Control Checklist (GACC).
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neshcabity (1001/2000) ars Copy (0} i
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Figure 3. 8 GrantSolutions Non-Competing Continuation Appllcatlon Control
Checklist.

Applying for a Directed Grant
Supplement

Not available to the public, a Directed Supplement is an application from an
organization where the competition was limited to a select group of current
grantees, identified by the Grants Servicing Office. The application is attached
to an existing grant and the grant number will be the same as the current grant.

When the directed supplement announcement is directed to a grantee
organization, then the Announcement will be shown directly on the Grantee’s
My Grants List, with an adjacent Apply link.

When applying for the Directed Supplement announcement, a new
GrantSolutions Application Control Checklist (GACC) for the announcement
will be created and added to your Pre-Award “My Application List.” The
application will be marked as a directed supplement and contain references to
the current grant.
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The GrantSolutions
Directed Supplement
Checklist is similar to the
GrantSolutions Application
Control Checklist (GACC).

Managing Amendments
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Figure 3. 9 Direct Supplement Application Control Checklist.

Managing Amendments

An Amendment is resubmission or a grant application that has been resubmitted.
Each resubmission is noted in its application identification number (e.g., Al,
A2). Applicants may begin a new grant amendment based on the following:

e Request an administrative supplement (Type 6)
e  Submit a budget revision (Type 6)

e Change grantee address (Type 6)

e Change the official grant PI/PD (Type 6)

e Request an amendment for other supplements (Type 6)
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Creating a New
Amendment

Managing Amendments

To access the Manage Amendments Screen:

e  Select the My Grants link from the left-menu, as illustrated in Figure

3.2.

e Select the Manage Amendments link adjacent to the intended grant.
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Figure 3. 10 Manage Amendments Screen.

A request for an increase in support, a new amendment can be created by:

e  Clicking the New button this accesses the Amendment type screen.
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Figure 3. 11 Amendment Type.

Each amendment action made available to Grantees has a pre-defined

application kit associated with it. These amendment application kits contain all
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information required by the Grants Servicing Office to process the amendment
request.

e Select the radio button adjacent to the Type of Amendment you
would like to initiate.

e Click the Create Amendment button, which accesses the
GrantSolutions Amendment Control Checklist, illustrated below.

NOTE: GrantSolutions allows grantees to submit multiple electronic
amendment applications for any awarded budget period, whether it is within the
current active project period or an older closed project period.

January 11, 2007 60 Post-Award Module



GrantSolutions

An Administrative Supplement
is a request for an increase in
support during a current
budget period for expansion
of the project’s scope or
research protocol or to meet
increased administrative costs
unforeseen at the time of the
new, noncompeting
continuation, or competing
continuation application.

Change the Grantee
Address

Managing Amendments

_— kmak-AD0
L% ) = 0 oo
= Vrar Pty GeantSohmons-
GrantSeolutions.qov . 1112000
Gnecsossces . 1382
d Control

Post Award Action:

Work In Progress (Post Award)

P been ventied, 100 ¥ Mage & Caclye

Pl AcotcaieT
Apphicant Siate of Hawa Depantment of Healh
Grant Humber FPHPADSO326 =
Apphcation Number. (To bt assigned) <
Acbon Admanistratree/Suppiemernt InCrease
Titie X, Famiy Planning
Seraces Program - Famiy
Progect Title Planning Clrcal Senaces,
Education and Communty
Informaton
Submised Timezone (GMT - 10,00) Hawai
D‘_.Fu- .
Attachrment]
SF 424 Appl ation for Federal Egtar Cntoa i 1Y
Asszstance (Version 20) Enter Comments |0 Unkiaded Fles
0 Makin Rems
imert
(OPHS-1: SF-424A Budget Information ey e . . A
late ogran Enter C Uploaded Fies
OMpdnlerns | |
mmﬂis}&]
EPRS-l SF.424B Azzurances . Nan- [Enter Ori y
o Enter C: 0 Upioacied Fles
OMabniems | |
mms}
|OPHS-1- Standard Cenifications Enler Onling s
Entir Comenents (0 Unioaded Fies
0 Makin Rems
nn.achmerqs}
'OPHS-1: Checkist Enter Oniing A
Enler C Uploaeded Fies @
OMadmRers | |
OPHS-1- SF-LLL Dischasure of Altachmani(s) &8)
Lobbying Activities e e is|0 Unloaged Files
1 Makin Rerns
Program Narrative :
(OPHS.1- Program and Budget .
| Harrative Instructions |Hard Copy [ pdf) |
Aitachmentis) )
Program Harmatve Upload Enter G -
OMabinlems | |
mms}
Budget Narmative Upload e ) )
OMabnlems |
Additional information to be Submitted
nnachmemis}
Exhibits/ Tables/Aftachments Enter C: A h
0 Mad-m Rerns
Anschanentis) )
Miscellanecus information - L
Eter C Usloaded Fies
0 Madin Refns
Brot Asotcatos

Amendment Package Status: Work In Progress (Post Award)

o .
chrererindgment ol recept by regur oalsl mal whe ol sudn sackeerts of fhe aschcalion package have been received. Pease be swars Sl eves # you subrt e sinckonic porion of yiur
toe, Giraetiotines wil WIT conaider yous s

Contact Us | ¥Web Accessbity | Pracy and Secunty Nobce | Ereedom of information ACt | Disclamens =

1. ore, LT e wtwat [Faors - |

Figure 3. 12 GrantSolutions Amendment Control Checklist.

Similar to the GrantSolutions Application Control Checklist (GACC), the
GrantSolutions Amendment Control Checklist can be used as a reference for
successfully completing the GrantSolutions Amendment Application.

The Grantee Organization address information can be updated by:

e Selecting the Change Grantee Address (Type 6) radio button
from the Amendment Type page, this creates a new amendment action.
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Managing Amendments
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Figure 3. 13 GrantSolutions Amendment Control Checklist (Change Grantee
Address).

e From the GrantSolutions Amendment Application Control Checklist:

e Select the Enter Online link to Change the Grantee Information
screen.
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Figure 3. 14 Change Grantee Information. [1422]
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Managing Amendments

e Enter data in all the required fields in the form (Each required field is
identified by a red asterisk “*”)

e Click the Save button to update the new information and return to the
GrantSolutions Amendment Control Checklist

e Select the Verify Submission button to submit your amendment
application.
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Figure 3. 15 GrantSolutions Amendment Submission Verification
e Click the Final Submission button
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Figure 3. 16 Amendment Status Confirmation.

e Click the Application Control Checklist button to return to the
GrantSolutions Amendment Control Checklist.
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Amendment Actions

Managing Amendments

e Click the Close button to return to the Management Amendments
page.

Once you complete and submit your amendment application, return to the
Manage Amendments page to view the amendment actions available to you.
Also note that the amendment status is “Submitted.” You may now:

e View the amendment you submitted
e View and add a Grant Note

e View the Grant History

e Send a message

e View the NGA in PDF format

NOTE: Select the View NGA displays the current awarded NGA and not the
NGA for this amendment.
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Figure 3. 17 Management Amendments

1. Once the amendment is received and considered complete by Federal
Staff, the status of your amendment will change from “Submitted” to
“Complete.”

2. Next, Federal Staff will evaluate the amendment and change the status
from “Complete” to “Review in Progress.”

3. When the amendment application is approved and an NGA is issued,
the status will change from “Review in Progress” to “Awarded.”

4. However, should your Amendment application not be approved, then
the application status will change to “Disapproved,” and you will
receive a Message Center notification regarding this outcome.
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Change Principal
Investigator (PI) /
Project Director (PI)

Managing Amendments

Grantees must notify the Grants Servicing Office when changing the currently
assigned Principal Investigator (P1) or Project Director (PD). You can request a
change in Project Directors for your grant by:

e Select the Change PI/PD (Type 6) option from the Amendment
Type page, which accesses the GrantSolutions Amendment Control
Checklist.
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Figure 3. 18 GrantSolutions Amendment Application Control Checklist —
Change PI/ PD.

e Select the Enter Online link.
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Figure 3. 19 Change Principal Investigator/Project Director Information.

e The form displays the currently assigned PI/PD.

e  Select the new PI/PD from the drop-down list of available names
(assigned the Project Director role only) for your Grantee organization

e Alternatively, enter information for a new person that is unknown to
the system.

e Click the Save button and return to the GrantSolutions Amendment
Application Control Checklist page.

NOTE: Should this amendment be approved, and the new Project Director
changed to a new person that does not exist within the system, you will need to
submit a GrantSolutions Account Registration form to request the creation of a
new GrantSolutions user account for the new person. This form must be
signed/submitted by an Authorized Representative of your organization. If the
Grants Office does not provide you with a copy of the registration form, please
contact the GrantSolutions Help Desk and request a copy.
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Creating and
Editing a FSR

The Financial Status Report (FSR)

Once you complete and submit your amendment application, return to the
Manage Amendments page to view the amendment actions available to you.
For more information, see the heading “Amendment Actions” on page 64.

The Financial Status Report (FSR)

The Financial Status Report (FSR) is a report of expenditures of the financial
status of funds for a grant or cooperative agreement. Mandatory for continued

funding, every grant budget period must have an FSR.

To access:

e Select the Reports Main Menu option.

e Select the Einancial Status Report sub-menu option.
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Figure 3. 20 The Financial Status Report (FSR) List.

Creating an FSR is based on a budget period. To begin:

e Click the Create link adjacent to the selected Budget Period.
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Data Entry

The Financial Status Report (FSR)
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Figure 3. 21 Financial Status Report.
Once the question “For the period covered by this FSR, do you have any
program income or matching funds to report?” displays:

e Selecting Yes accesses the FSR Long Form (SF-269)

e  Selecting No accesses the FSR Short Form (SF-269A)

The FSR is created for financial or expenditure reporting and required on an
annual basis.
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Grantees accountable for
the use of program
income should complete
the FSR Long Form. All
others should use the
Short Form.

Transactions

The Financial Status Report (FSR)
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Figure 3. 22 SF-269 - FSR Long Form.

NOTE: Some of the data is pre-filled upon initial access. These fields include
Sections 1, 2, 3, 4, 8, 9, 100, and 10p for the long form and Sections 1, 2, 3, 4, 8,
9, 10h and 10i for the short form.

The Transactions section contains values that are cumulative for the term of the
grant award. The FSR Form will auto-calculate certain fields in Section 10 -
Transactions.
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e Net Outlays (10d) and Unobligated Balance of Federal Funds (10p)
will total based on the data you entered beforehand.

Indirect Expense Indirect expenses are the costs associated with the general operation of an
Institution and conduct of its research activities.

e  Select the radio button for the Type of indirect cost rate that applies.
(Provisional, Predetermined, Final, or Fixed).

e  Enter the Indirect Cost Rate and Base.

e The Total Amount (item 11d) auto-calculates once you place the cursor

in this field.
Authorized Certifying Certification by an authorized official of the recipient organization indicates that
Official the information reported is correct and the outlays and unliquidated obligations

are for the specific purposes set forth in the grant award documents.

Section 13 — Certification allows you to search for an “Authorized Certifying
Official” within GrantSolutions.

e Click the Search button at the bottom of the FSR Form.

ﬂ" GrantSolutions - Windows Internet Explorer = |EI il

& http:ffacfsrvd.msolutions.com: 7777 fegrants/servietffsr PersonSearch

[l

Person Search

First Name:
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State: |—P\eese select- x|

Cancel

=]
\ [T | | |&mnteret 0% -

Figure 3. 23 Person Search Screen.

e Enter criteria in one or a combination of the parameter fields.
e Alternatively, enter one letter in one of the parameters fields.

e Click the Search button.
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Signing the Form

A digital signature is an
encryption technique that
guarantees a level of security
for a digital code attached to
an electronically transmitted
message that uniquely
identifies the sender.

Submitting the
FSR

The Financial Status Report (FSR)

ﬂ" GrantSolutions - Windows Internet Explorer =1
& | http: ffacfsrvd. msolutions.com: 7777 fegrants/servlet /far PersonList j
) Bl
Person List
| Name ‘ Address |Phone Number| Title |Sele::1
REMOVED e :
Karen Mak Honolulu, HI 21000 ‘REMOVED Acting Section Supervisor (Select
Avis Mukawa REMOVED REMOVED Project Secretary Select
Honolulu, HI
Revise Search | Cancel |
[Dore l_l_f_f_l_l_lg Internet wi100% - g

Figure 3. 24 Person List screen.

e The Person List Screen displays the results of the Person Search.
o Click the Select link adjacent to the person’s name.

Once you select a person, their name, title, and telephone number automatically
fill in the fields.

The FSR form has a Sign button. GrantSolutions was developed with digital
signature technology in mind. Already containing a defined interface, the
GrantSolutions system is positioned to quickly integrate this functionality once
it becomes available. Until this time, the Sign button remains unavailable.

Therefore, forms requiring a signature require applicants to perform the
following:

1. Print the completed Adobe PDF version of the form.
2. Sign the form.

3. Mail the signed form to the specified Grants Servicing Office by the
due date requirements specified by the grant announcement.

Forms that require a signature will automatically add a mail-in item to your
GACC for the enclosure. For more information on “Mail-in items” see the
heading “Identifying a Mail-in Attachment” on page 38.

FSRs are usually due at the end of both the Budget and Project Period within 90
days after the expiration date, and may be required at interim times as well.
However, before submitting your “Final” FSR, you may save a “Work In
Progress” FSR.
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Figure 3. 25 FSR List — Work In Progress FSR.

e  Select the Edit link if you must update the FSR again and begin where
you previously left off.

During the Work-in-Progress status, the Edit, Delete, Submit Final and Request
Extension action links are available. In the illustration above, these Action links
are available for the FSR due on 09/28/2007.

Once editing is complete and you wish to submit the final FSR:

e Click the Submit Final link and a dialog box displays.
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Figure 3. 26 Submitting the Final FSR - Prompt Message.
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e Click OK to submit the FSR as a Final report
e Alternatively, click Cancel to abandon the action.

e The FSR status changes to “Submitted Final — Awaiting Signature.”

NOTE: Only one “Final FSR” may be submitted. If you require additional time
to complete the FSR, you must select the Request Extension link (illustrated
above) before submission of the Final FSR.

To view and print your Final FSR in Adobe PDF format:

e Click the View Submissions link to access the FSR Submitted
Reports page.
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Figure 3. 27 FSR Submitted Reports.

e Click the View Final link and the PDF version will look similar to the
following figure:
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Figure 3. 28 Final FSR — PDF.

FSR Status While the Grants Office reviews your FSR submission, the FSR status is
“Complete — In Review.” Once the Grants Office “finalizes” (accepts) the FSR
as a final report, the FSR status becomes “Complete — Final.” If you need to
revise the final FSR:

e Select the Create Revision link from the FSR List page to start the
FSR process again.

|
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Grant Humber FPHPADS026-34
Current FSR Status: e
Currert FSR Due Date: CaaR007
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Figure 3. 29 FSR Extension Request.
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o Enter your requested FSR Extended Due Date.
e Click the Submit button.

e The Grants Servicing Office will review the request, and if approved,
assign the extended due date to your FSR.

e Return to the FSR List to see if the due date has been extended.

NOTE: GrantSolutions allows you to submit one final FSR and as many FSR
Revisions that are necessary to properly report for each Budget Period.

The following scenarios may be encountered while the Grants Office is
reviewing your FSR submission:

The “FSR is Returned” indicates your final FSR submission (either paper or
electronic submission) was not accepted and was returned to you electronically.
This means that the Grants office did not accept your submission, and the FSR is
returned to the Work-In-Progress state. In this state, you may update and
resubmit the FSR.

The “FSR is Accepted, but a Revision is required” indicates your final FSR
submission was accepted. However, the Grants Office determined the need for
the submission of a revision. You will be notified of this action, and a Create
Revision link will be made available to complete and submit the required
revision.

The “FSR is Accepted” indicates your final FSR submission was accepted by
the Grants Office and the process is completed.

The Family Planning Annual Report
(FPAR)

Family Planning Annual Reports may be submitted electronically by the Grantee
using the GrantSolutions FPAR module. This module does not eliminate the
ability for grantees to submit FPARs via paper if they choose, however,
electronic submissions will help reduce the timeframes associated with data
entry for both the Grantee and Federal staff, and processing of submitted reports.
This section describes the grantee’s electronic FPAR submission process. The
official FPAR instructions will continue to be distributed in the normal fashion,
and will continue to be the guiding document used by Grantees regarding the
completion of the Report.

NOTE: FPAR for use by existing Family Planning Service Grantees Only.

To access:
e Select the Reports Main Menu option.

e  Select the EPAR sub-menu option.
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Figure 3. 30 Grantee FPAR List.

Once the Grantee FPAR List page displays, a search must be performed.
e Entera Core Grant Number to retrieve one record.
e  Alternatively, select the Calendar Year drop-down list.

e Click the Search button.

NOTE: A search can be performed using one or a combination of available
parameter fields (e.g., Status types: Not Started, Work in Progress, Submitted,
Revision, Accepted, and Final).

Creatina a FPAR Grantees funded under Section 1001 of the Title X Public Health Service Act
9 (42 USC 300) should prepare and submit the FPAR. The family planning
services grantee is the direct recipient of the Title X grant.

To create your FPAR for the current cycle:

e Click the Create link adjacent to the selected core grant number, as
illustrated in Figure 3. 30, which accesses the FPAR Preparation
Control Checklist (FPCC).

NOTE: The Create link only displays for FPARs that are within the current
active FPAR cycle (calendar Year). Reports for prior years, if completed using
GrantSolutions, may only be viewed.
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Figure 3. 31 FPAR Preparation Control Checklist (FPCC)

The FPAR Preparation Control Checklist (FPCC) is the central point of control
for your FPAR. Use this checklist to complete all necessary reporting forms and
to control the electronic submissions/revision process. The FPCC displays the
following information:

The displayed Project Title is the official grant Project title.

The displayed Grant Number is the official grant number.

FPAR Number is a four-digit number assigned to the grantee by the regional
Department of Health and Human Services (HHS) office and display on the
FPAR Form. Grantees may change this information within the forms if
necessary.

The displayed Project Period is the current Project Period for the grant.
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The reporting period for the FPAR is based on a calendar year (i.e., January 1
through December 31) and the displayed dates are the time period covered by
the current FPAR.

Report Period

FPAR Status The displayed FPAR Status is the Current status of the FPAR (e.g., Not Started,
Work-in-Progress, Submitted, Revision, Accepted, and Final.

Submitted Date The Submitted Date specifies the date your agency (i.e., grantee) submits the
report.

To view the official FPAR instructions:

e Click the Instructions and Forms link at the top of the FPCC page
and a PDF version of the TitleX Family Planning Annual Report,
Forms and Instructions displays within a new browser window

,’:" http:; / a-fsrvd rnsolutions.com:77 77/ egrants/ pdf/ fpar-instructionsy2 o =1 3

& | http:ffacfsrea\nsolutions, com: 7777 fegrants/pdfifpar-instructionsv2, pdf j
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Figure 3. 32 Title X Family Planning Annual Report-Forms an Instructions.

To print the instructions and forms:

e Select the Printer icon on the browser’s menu bar and send the file to
your local printer.

FPAR Form Data The FPCC page lists the forms you must complete, their current status, and
Entry validation checks. These forms are described and listed in the headings that
follow.
Grantee Profile Form The Grantee Profile Cover Sheet provides important contact and summary

information about each grantee and the network of service providers supported
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through the Title X grant. A completed Grantee Profile Cover Sheet must
accompany the initial submission of the FPAR, as well as submission of any
revised tables.

Click the Edit link adjacent to the “Grantee Profile Cover Sheet.”

Cngt L | s Acsessletts | Frpoce sl Sevieny P | st o benatier A | Disaisemrs |

Figure 3. 33 Grantee Profile Form.

Once the Grantee Profile data entry form displays, notice that some of the fields

are pre-filled, including your Organization’s name, FPAR number, reporting
period, and address.

The Initial Submission radio button is checked, as illustrated in Figure
3.33.

NOTE: Unless you are entering a revision, the Initial Submission button
remains checked.

All required data entry fields are prefaced with a red asterisks.

Click the Save button to store all entries and return later for more
edits.

Alternatively, click the Complete button to save all entries and
initiate validation checks.

Once the data within the form passes the system validation checks and
is saved successfully, you are returned to the FPCC.

Post-Award Module
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e A green checkmark is displayed adjacent to the Grantee Profile Cover
Sheet form name, in the Validation Status column, indicating that the
form has been completed.

NOTE: A comment box is provided on all data entry forms, allowing you to
enter up to one full page of unformatted text. Descriptive information regarding
the data you provided should be entered within the form, which may be
extremely helpful to the OPHS Federal staff in understanding the data contained
within your report. The information you provide in each comment box will be
included in the PDF formatted print version. However, it will appear as separate
pages that are appended to the end of the PDF version of the report, and will not
appear directly on the specific table page.

Data reported in Tables 1 through 3 allow program administrators to monitor
access to and use of Title X services among the diverse population these projects
aim to serve. Tables 1, 2, and 3 describe the demographic characteristics of
family planning users, including the distribution of users by age, gender,
ethnicity, and race.

e Table 1 -Unduplicated Number of Family Planning Users by Age
Group and Gender.

e Table 2 -Unduplicated Number of Female Family Planning Users by
Race and Ethnicity.

e Table 3 -Unduplicated Number of Male Family Planning Users by
Race and Ethnicity.
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Figure 3. 34 Unobligated number of family planning users by age and gender.
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All three (3) forms are similar to the illustration above.

e Enter the number of males and females for each age category and race
accordingly.

e The Total fields automatically calculate and can not be changed.
e Enter comments if needed, see the note below.

e Click the Save button to store all entries and return later for more
edits.

e Alternatively, click the Complete button to save all entries and
initiate validation checks.

e  Once the data within the form passes the system validation checks and
is saved successfully, you are returned to the FPCC.

e A green checkmark is displayed adjacent to the Grantee Profile Cover
Sheet form link, indicating that this form has been completed.

NOTE: A comment box is provided on all data entry forms, allowing you to
enter up to one full page of unformatted text. Descriptive information regarding
the data you provided should be entered within the form, which may be
extremely helpful to the OPHS Federal staff in understanding the data contained
within your report. The information you provide in each comment box will be
included in the PDF formatted print version. However, it will appear as separate
pages that are appended to the end of the PDF version of the report, and will not
appear directly on the specific table page.

The data reported in Tables 4, 5, and 6 provide OPA with information on key
social and economic characteristics of individuals who receive family planning
and related preventive health care in Title X funded clinics.

e Table 4 —Unduplicated Number of Family Planning Users by Income
Level.

e Table 5 - Unduplicated Number of Family Planning Users by Their
Principal Health Insurance Coverage Status.

e Table 6 — Unduplicated Number of Family Planning Users with LEP.
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Figure 3. 35 Unduplicated Number of Family Planning Users by Income Level.

NOTE: A comment box is provided on all data entry forms, allowing you to
enter up to one full page of unformatted text. Descriptive information regarding
the data you provided should be entered within the form, which may be
extremely helpful to the OPHS Federal staff in understanding the data contained
within your report. The information you provide in each comment box will be
included in the PDF formatted print version. However, it will appear as separate
pages that are appended to the end of the PDF version of the report, and will not
appear directly on the specific table page.

Title X projects are required to provide a broad range of acceptable and effective
family planning methods and services.20 Tables 7 and 8 provide gender- and
age-specific information on the types of family planning methods that clients
use to prevent unintended pregnancy.

e Table 7 - Unduplicated Number of Female Family Planning Users by
Primary Method and Age.

e Table 8 — Unduplicated Number of Male Family Planning Users by
Primary Method and Age.

Tables 9 and 10 provide information on the cervical and breast cancer screening
activities that are performed in Title X-funded clinics.

e Table 9 - Cervical Cancer Screening Activities
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Table 13

Revenue Report

Printing the FPAR
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e Table 10 - Clinical Breast Exams and Referrals.

Report (FPAR)

Tables 11 and 12 provide information on the utilization of STD testing services
provided in Title X clinics.

e Table 11 — Unduplicated Number of Family Planning Users Tested
For Chlamydia by Age and Gender.

e Table 12 — Number of Gonorrhea, Syphilis, and HIV Tests.

Table 13 provides information on the number and type of family planning
encounters, as well as the utilization of clinical services providers in the delivery
of Title X-funded family planning and related preventive health services.

Title X grantees are required to maintain a financial management system that
meets the standards for grant administration, and to document and keep records
of all income and expenditures. Table 14 identifies the source and amount of
funds received during the reporting period that support activities within the
scope of the grantee’s Title X family planning services grant.

A PDF version of the FPAR is available for printing before submission.

e From the Grantee FPAR List:

L)
GrantSolutions.gov

Grantee FPAR List

Core Grant Number [

Calendar Year = =

Saatus. [Proase Selecta Staus. oferwmse detaultio at- =]

Grant Programy.  [Family Plasnieg Services =

_Search |

Grantee: State of Hawai Departrent of Health
FPAR Number 0008
Submession Deadine: June 02, 2006

Numsber of Records: 1
Core FPAR Submission
Grant Number Year Status

Type/Date
A000azE € 2005 Final Final
e 0252006

Calendar

Conteel Us | Web Accessbaly | Provacy snd Secunly Nolwe | Freedom of nformabion Act | Distlarners

Figure 3. 36 Grantee FPAR List.

e Click the View PDF link adjacent to the selected grant number.

e Once the PDF version of the FPAR displays with all the data entry
information for the forms you completed.

e Click the Printer icon from the browser’s menu bar.
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NOTE: There may be a momentary delay in displaying the PDF version of your
FPAR. This is due to the time required to compile the data from all forms and
convert it into a PDF format.

The FPAR module implements data validation consistency checks that are
required by the standard paper forms. The numbers entered in each form are
validated against other forms to ensure that the data is consistent across the
forms. These validation checks are done at the time of submission. During the
data entry process of completing and saving forms, you are able to save any data
entered. However, during the submission process, you are immediately
informed of any validation errors that exist across the forms and you are
required to correct these errors prior to submission.

To validate the data:

e Click the Validation Check button at the bottom of the FPCC page.

GrantSolutions - 70037

FPAR Validation Results

Project Title X, Family Planning

Title: Services Program - Family
Planning Clinical Services,
Education and Community

Information
Grantee State of Hawaii Department of
Name: Health
Core Grant FPHPAD90326
Number:
FPAR 0906
Number:

Download FPAR Instructions
Download FPAR Validation Rules

The following tests failed
Validation Field 2 Field 1 . Validation
. Rule ID# (Value) e (Value) oo Instructions

No Error Found!

ﬂl Close | ZI

Figure 3. 37 FPAR Validation Results.

The Validation Results notify you of any problems with the data you have
entered, indicating the errors that were found in the FPAR. The errors must be
corrected before FPAR submission will be allowed.

Submitting the FPAR as an “Interim” Report allows Federal staff access to your
FPAR, but you maintain the ability to continue working on the report. This
allows you to preserve the FPAR as a working copy and later submit it as a
“Final” report.

To submit your FPAR as an Interim report:
e Select the Submit Interim button at the bottom of the FPCC.

e Adialog box prompts you with an alert “Are you sure you want to
submit this FPAR?”
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e Click OK to successfully submit the interim report and return to the
Grantee FPAR List.

e The FPAR status is now “Submitted.”
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Figure 3. 38 Grantee FPAR List.

A View PDF or an Edit link is displayed and the e-Submission icon is displayed
adjacent to the grant number.

e Select the View PDF link and display a read-only version of the FPCC
for the submitted Interim FPAR.

o Select the Edit link and change the FPAR’s status to a “Work In
Progress,” allowing you to make further changes. An Edit/Submit link
will be shown in the Action column of the Grantee FPAR List.

NOTE: Once you select edit, and change the Interim report back to a “Work in
Progress” status, the FPAR is no longer available to the Federal Staff. You must
resubmit the report, either as another Interim or a Final report, for Federal staff
to again obtain access.

Once all forms are completed and all data has passed the validation consistency
checks, Grantees may electronically submit the FPAR. At the time of
submission, the FPAR forms are finalized (no further changes allowed) and
immediately made available to the Federal Staff for review and processing.

To submit a final FPAR:
e Click the Submit Final button at the bottom of the FPCC page.

e Adialog box prompts you with an alert “Are you sure you want to
submit this FPAR?”

e Click OK to successfully submit the FPAR Report and return to the
Grantee FPAR List.
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e The FPAR status is “Submitted.”

= m= m
GrantSelutions.gov T T

Grantee FPAR List

Core Grant Number.

Calendar Year 2005 2

Sxats [Plaase Select o Stats ofwewise dutatt 1o 58 =]

Grant Program [Proase Selecta Grant Program, ctherwse defautio o =]

_ Seach |

Grantes: State of Hawni Department of Health
FPAR Number: 0206
Submission Deadine. June 02, 2006

Calendar FPAR Submission Last Action
Action
Type/Date

2005 Final Final

Glass J View PDE
02152006 122772006

Conteet Us | Web Accesshity | Prvacy snd Security Notiwe | Freedom of nformation Act | Distlarners

Figure 3. 39 Grantee FPAR List.

A View PDF link is displayed and the e-Submission icon is displayed adjacent
to the grant number.

e Click the View PDF link to display a read-only version of the FPCC
for the submitted Final FPAR. You can only view the report at this
time, and no further changes may be made.

NOTE: An FPAR in a “Work in Progress” status is not available to Federal
Staff and can be accessed by the Grantee only. You may continue to complete
the report at any time while the report is in a “Work in Progress” status. Only
after successfully submitting the FPAR will the report be made available to the
Federal staff for review and the forms finalized, allowing no further changes.

Once the Final FPAR is submitted, no further changes may be made. If the
Grantee wishes to initiate a change, the Grantee must call the Program Office to
request a Revision approval. If the Program office chooses to approve your
request, you will be granted “Revision Access” in the FPAR module.

NOTE: At this time, electronic revision requests are not available.

The FPAR status of your report will change to “Revision,” allowing you to
make further changes to the report. You will now see an Edit/Submit link in the
Action column of the Grantee FPAR List. Open, correct and save any forms
that require changes. When all revision updates have been completed, resubmit
your FPAR as an Interim or Final report, as explained earlier.
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FPAR Approval Process

When the Grantee submits the final version of the FPAR, the Family Planning
Program Office will review the report and perform one of the following:

Accept the FPAR report: the submitted report (Final or Revised) is
acceptable to the Program Office and is forwarded to the Family
Planning FPAR Coordinator for final approval.

Issue Revision access to the Grantee: the submitted report (Final or
Revised) is not acceptable to the Program Office and is now available
to the Grantee to revise and resubmit.

When the Family Planning Program Office accepts your submitted FPAR report,
the status is change to “Accepted.”

When the Grantee submits the final version of the FPAR and the Program Office
Accepts the report, the Family Planning FPAR Coordinator reviews the report
and performs one of the following:

Approve the FPAR report: the submitted report (Final or Revised) is
acceptable, and receives its final approval.

Issue Revision access to the Grantee: the submitted report (Final or
Revised) is not approved, and is now available to the Grantee to revise
and resubmit.

When the Family Planning FPAR Coordinator approves your submitted FPAR
report, the status will change to “Final.”
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