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GRANT NOTES
 
Grant Notes are project specific, and will include all Application/Grant Notes from the application stage through award 

stage and will include all budget periods. Older Grant Notes may only be viewed. 

Grantor Staff Navigation of Grant Notes Feature 
Grantor staff will access the Grant Note feature from My Grants List by clicking on the Grant Notes link. Clicking the 

Cancel button will return the user to My Grants List. 

NOTE TYPES 

The Note Types for Grantor staff are: 

Correspondence –Viewable by all authorized users. 

Internal – Viewable only by Federal staff 

Automatic – System generated. These notes cannot be deleted or edited. 

 TO ADD A GRANT NOTE 
From My Grants List the user will click on Grant Notes. The Grants Note screen will be displayed. 

Click on the Add button to add a Grant Note. The Grant Notes‐Add screen will be displayed. 
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Required fields are: 

Subject: 

Note Type: Available for selection from the drop down menu 

Correspondence 

Internal 

Category Type: Category Types available for selection from the drop down menu 

Site Visit Report 

Grantee Marketing Materials 

Programmatic Report 

Policy Request 

Other 

Category Not Defined 

Programmatic Information Request 

Budget Information Request 

Notes: This field is limited to entry of 2000 characters. 
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Click the Add button to add the Grant Note. 

 CANCEL BUTTON 
Clicking on the Cancel button will return user to previous screen. 

 TO ADD AN ATTACHMENT TO A GRANT NOTE 
To add an attachment to the Grant Note the user will click on the Browse button and select the file to attach to the 

Grant Note. 
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 TO VIEW GRANT NOTES 
From My Grants List the user will click on Grant Notes. 

 EDIT GRANT NOTES 

Grant Notes are editable by clicking the Edit icon under the ACTION column. The Grant Notes Edit screen is displayed.
 

To save the edit(s) made to the Grant Note click on the UPDATE button. Clicking on the Cancel button will return the
 

user to the Grant Notes screen.
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 SORT GRANT NOTES 
Clicking on the Column Heading will sort Grant Notes. 

 VIEW ATTACHMENT(S) TO GRANT NOTE 
A Grant Note with a paperclip icon has an attachment. The attachment can be viewed by clicking on the VIEW icon in 

the ACTION column. The Grant Notes View screen is displayed. The user has a choice of viewing the attachment as a 

.PDF or as the original file. The user clicks on the Cancel button to return to the Grant Notes screen. 

 DELETE GRANT NOTE 
To delete a Grant Note click on the Delete Note icon in the ACTION column. System generated Grant Notes cannot be 

deleted. 
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Applicant Staff Navigation of Application Notes Feature 
Application/Grant Notes are project specific, and will include all Application/Grant Notes from the application stage 

through award and will include all budget periods. 

Applicant staff will access the Application Notes feature from My Application List by clicking on Notes in the Action 

column. 
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 The Application Notes Add screen is displayed.  


 TO ADD AN APPLICATION NOTE 
Required fields are: 

Subject: 

Note Type: Correspondence 

Category Type: Category Types available for selection from the drop down menu 

Site Visit Report
 

Grantee Marketing Materials
 

Programmatic Report
 

Policy Request
 

Other
 

Category Not Defined
 

Programmatic Information Request
 

Budget Information Request
 

Notes: This field is limited to entry of 2000 characters. 

Click the Add button to add the Applicant Note. 
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Cancel Button
 

Clicking the Cancel button will return the user to My Grants List.
 

 TO ADD AN ATTACHMENT TO AN APPLICATION NOTE 
To add an attachment to the Grant Note the user will click on the Browse button and select the file to attach to the 

Grant Note. 

 TO VIEW APPLICATION NOTES 
The user will click on the View note icon in the Action column. 

 VIEW ATTACHMENT TO APPLICATION NOTE 
Click on the view Attached File as PDF link or View Original File link 

Grantee Staff Navigation of Grant Notes Module 
Grant Notes are project specific, and will include all Application/Grant Notes from the application stage through award 

and will include all budget periods. 
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Grantee staff clicks on the Grant Notes link in My Grants List to access Grant Notes. 
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 The Grant Notes screen is displayed. 


 ADD A GRANT NOTE 
Click on the ADD button to add a Grant Note: 
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The Grant Notes – Add screen is displayed. 

Required fields are: 

Subject:
 

Note Type: Will always be “Correspondence” for Grantees)
 

Category Type: Category Types available for selection are
 

Site Visit Report 

Grantee Marketing Materials 

Programmatic Report 

Policy Request 

Other 

Category Not Defined 

Programmatic Information Request 

Budget Information Request 

Notes: this field is limited to entry of 2000 characters. 
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User may click the Cancel button to return to the Grant Notes screen. 

 ADD AN ATTACHMENT TO GRANT NOTE 
Users may upload a file which will be attached to the Grants Notes. The user will click on Browse to upload attachment,
 

complete all required fields, and then click on Add button.
 

User clicks the ADD button to add the Grant Note.
 

User is returned to the Grant Notes screen, which displays the Grant Note added.
 

The Grant Notes screen will display a paperclip icon if a Grant Note has an attachment.
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 SORT GRANT NOTES 
Clicking on the column Heading will sort the Grant Notes. 
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Reporting Status “All” has been added to Federal Financial 
Reporting 
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