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Introduction 

 
The Grants COE serves as one of three consortia leads under the Grants Management 
Line of Business (GMLoB) E-Gov initiative offering government-wide grants 
management system support services.  GrantSolutions.gov is a comprehensive grants 
management system provided by the Grants Center of Excellence (COE). 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 calculation 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:  

• Pre-Award  
• Award  
• Post Award  
• 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 or Higher 
• Netscape 4.7 or Higher 
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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. 

Grants Management Modular System 
 

 

 

Figure 1-1 GrantSolutions Overview 1 
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Login to GrantSolutions.gov 
 
To simply view Funding Opportunities (Announcements), you will not need to obtain an 
account (username and password) to log in.  To apply for a Funding Opportunity, you 
will need an account to log in.  If your organization has never applied or received a grant 
through the GrantSolutions system previously, then you can self-register.  If your 
organization has applied or received a grant through the GrantSolutions system 
previously, you will need assistance from the GrantSolutions help desk to ensure that 
your account is affiliated with the correct organization.  If you are accepting a grant, you 
may also need assistance from the GrantSolutions help desk to ensure that your 
account is affiliated with the correct organization. 
 

• The Production URL for GrantSolutions.gov is http://www.grantsolutions.gov/.   
 

 

Figure 1-2 GrantSolutions Production Home Page  

 

http://www.grantsolutions.gov/
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Note: When new employees arrive or when changes to existing 
accounts are needed, submit a Federal User Account Request form 
available by selecting the Getting Started link or by contacting your 
internal GrantSolutions Technical Coordinator, GrantSolutions 
Support team, or Partner Project Director (PPD).  The first time you 
log into the GrantSolutions system, you will be required to set your 
own password.  After setting your own password, you will then be 
returned to the login screen to enter the username and password that 
you indicated.  For existing user accounts that have already been 
established, you may reset your password or unlock your account by 
pressing the Reset Password/Unlock Account link. 

 
 

Passwords and Restrictions 
 
When setting your own password, you must ensure that the password complies with the 
following restrictions. 
 

• The minimum number of characters a password must contain is 8.  
• At least one upper-case, one lower-case, one number, and one special character 

must be used. (Special characters include: ! @ # $ % & * = ? < >) 
• The password cannot begin with a numeric character. 
• User accounts are locked out for 2 hours after three consecutive unsuccessful 

login attempts. Use the password reset function to unlock a locked account or 
contact the Custom Application Support & Training support center for assistance. 

• Passwords remain valid for 60 days and users will be prompted to change the 
password as the expiration date draws near.  
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To View a Funding Opportunity (Announcement without an 
Account) 

Menu Navigation 

View a Funding Opportunity (Announcement without an Account): 

1. Visit http://grantsolutions.gov/.   

2. Click the View Grant Opportunities link.  The Grant Announcements screen will 
appear.  This page allows you to view Funding Opportunities (Grant 
Announcements) that are open to the general public.  

Figure 1-3 View Grant Opportunities from Home Page  

http://grantsolutions.gov/
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Figure 1-4 Grant Announcement Search Page  

 

 
3. Select a Grant Program, Program Office and/or the CFDA Number from the drop 

down box and click on Search.  To view all Funding opportunities, leave the 
Grant Program, Program Office and CFDA fields blank (set to Default ALL) and 
click on Search.  The Grant Announcements screen will reload with the list of 
Funding Opportunities. 
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Figure 1-5 Select specific announcement on summary list page  

4. Click the Announcement Title link of the desired Announcement.  A synopsis 
(summary of the announcement will appear.   
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Figure 1-6 View sample PDF document from synopsis page   

Note:  The Synopsis may include a link for downloading a full version of the 
announcement. By downloading the full version of the announcement, users can read 
eligibility requirements and criteria that should be considered before applying for the 
grant.  

5. Scroll down the Synopsis to find the Grant Announcement section, click on the 
View PDF Version link to the right of the Announcement title and the file will 
begin to download in the Adobe reader. The Adobe reader is required for 
downloading the full Funding Opportunity/Announcement.  
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Figure 1-7 Typical PDF Document viewed from announcement page  

 

Note:  Clicking on the View Original Version link to the right of the Announcement title 
will direct you to the login page of GrantSolutions.  You must have a 
Username/Password to utilize this feature.   
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Applying for a Funding Opportunity 

Has your organization ever received a grant that was processed in the GrantSolutions 
system?  If not, you can self-register to receive an account (username and password) 
needed to apply for a grant. If so, you should have the helpdesk create your account so 
that it is associated with your organization and thus ensure that the process of 
accepting a grant proceeds smoothly if you receive a grant. You will need to download 
the appropriate forms, fill them out, scan them, and then email those forms back to the 
helpdesk to get an account (username and password).  

Self-Register 

Menu Navigation 

Self-Register only if you know that your organization has never processed an application 
in GrantSolutions before: 

1. Visit http://grantsolutions.gov/.  

2. Click REGISTER link.  The Welcome to the GrantSolutions New Organization 
Registration Page will appear. 

Figure 1-8 Self Registration Link on home page  

http://grantsolutions.gov/
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Figure 1-9 Self Registration instruction page  

 

Request an Account from the Help Desk 
 
Existing Grantee Organizations or users who have previously applied on GrantSolutions 
should always request a new account from the GrantSolutions Help Desk.  This process 
is necessary so that the correct Organization is mapped to the new account user. 
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Menu Navigation 

To Request an Account from the Help Desk: 

1. Visit http://grantsolutions.gov/.  

2. Click Getting Started link.  The Getting Started screen will appear. 

Figure 1-10 Getting started link on the home page  

http://grantsolutions.gov/
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Figure 1-11 Screen for getting started on obtaining an account  

 
3. Scroll down to the section labeled Non- Federal Customers (Existing Grantees 

and Prior Applicants). Click on the link for GrantSolutions Applicant/Grantee User 
Account Registration Form.  
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Basic Screen Navigation 
 
The basic Menu items are clustered at the very top of the Home page or My Grants List.  
A brief description of these menu items is listed below: 
 

 

Figure 1-12 Basic Menu Banner Links  

 

Menu Item Description 
Account Management 
 

If you need to edit any of your user information you will go to Account 
Management.  Under update profile you 

Funding Opportunity 
 

You will go to Funding Opportunity to see all grants that you are eligible 
to apply for. Once you review the Grant Announcement, you can apply 
from this screen.  You will access your non-competing continuation 
application from this menu option. After you have submitted your non-
competing application, you will access it from the Applications menu. 

Applications Once you have started to fill in an application online, you can access the 
application and any previously entered applications from this menu 
item. 

Grants 
 

The Grants link on the menu contains My Grants List (MGL), which 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. 

Reports 
 

The Reports section allows you to fill out the Federal Financial Report, 
the Financial Status Report, and the FPAR 
When the time comes.  Additional training material on the FSR module 
is available under the Help section of 

GrantSolutions. 
Help/Support The Help/Support link will give you the contact information for the 

GrantSolutions Helpdesk, as well as user manuals, and release notes. 
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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. 
By default the MGL displays all “Live Grants.”  
 
Menu Navigation 
 
To explore the My Grants list screen: 

1. Visit http://grantsolutions.gov/.  
 

2. Click Login to GrantSolutions.gov link.  The GrantSolutions Login page will 
appear. 
 

3. Enter Username and Password. After LOG IN, The My Grants List screen will 
appear.  
 

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

 
 

Figure 1-13 My Grants List   

http://grantsolutions.gov/
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In addition to providing detailed summary info for each grant, the MGL far right corner 
provides key action links for additional information and tools for managing existing 
grants and amendments. Information for each grant:  These basic actions include View 
NGA, Grant Notes, Send Message, History and Management Amendments.  These 
actions are briefly described below: 

Viewing a Notice of Grant Award (NGA)  
Menu Navigation 
 
To view a Notice of Grant Award (NGA): 

1. Visit http://grantsolutions.gov/.  
 

2. Click Login to GrantSolutions.gov link.  The GrantSolutions Login page will 
appear. 
 

3. Enter Username and Password.  Click LOG IN button.  The My Grants List screen 
will appear.  

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.  

 
 
Figure 1-14 PDF View of NGA   

http://grantsolutions.gov/
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Grant Notes 

 
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.   
 
Menu Navigation 
 
To add a grant note: 

1. Visit http://grantsolutions.gov/.  
 

2. Click Login to GrantSolutions.gov link.  The GrantSolutions Login page will 
appear. 
 

3. Enter Username and Password.  Click LOG IN button.  The My Grants List screen 
will appear.  
 

4. Click the Grant Notes link adjacent to the grant you wish to view.  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. 

 

Figure 1-15 Grant notes popup from My Grants List   

http://grantsolutions.gov/
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5. Click the View link in the Action column to view the full text.  
 

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

  

 

Figure 1-16 Grant notes search screen   

 

7. Click the Add button.  

 

8. Enter the required information and include a file attachment (if desired) using 
the Browse button. 
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Figure 1-17Grant notes add/edit page   

9. 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.  
 

10. 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.  

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.  
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History  
 

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. 

Menu Navigation 

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

1. Visit http://grantsolutions.gov/.  
 

2. Click Login to GrantSolutions.gov link.  The GrantSolutions Login page will 
appear. 
 

3. Enter Username and Password.  Click LOG IN button.  The My Grants List screen 
will appear.  
 

4. Click the History link.  The Grant History screen will appear. 

 

Figure 1-18 Grant history summary screen   

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).  

http://grantsolutions.gov/
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Post Award Management 
 

The Post Award Module is one of the more powerful tools or subsystems within 
GrantSolutions. This module allows Grantees the ability to electronically submit, track 
and manage applications; process amendments types; and communicate with the 
Federal Staff.  

To illustrate some of these features, the following guide introduces the reader to the 
amendment processing which is one of the more common post award activities in 
GrantSolutions. 

 

Amendment Processing 

 
The GrantSolutions Post Award Module provides the user the ability to create and manage 
amendments for previously awarded grants.  The amendment process is both intuitive and 
simple for both the Grantee and Grantor communities. 
 

 
 
Figure 1-19 Amendment Initiation  

For each type of amendment chosen (i.e., budget revision, expansion, change PI/PD), 
there is an associated default application kit which contains online on line forms, 
enclosures and basic information pertaining to that type of amendment. 
 
The amendment process is structured on several factors which would include: 1) who 
can initiate and edit an amendment 2) and who has authority to verify and submit the 
final application. Thus, amendment processing can vary depending on the program 
submission protocol for both the Grantee Organization and Program/Grants Office. 
 
This job-aid will primarily instruct a Grantee on how to initiate an amendment.  For more 
detailed information on specific functions in GrantSolutions the user is directed to the 
detailed Grantee Guide posted under the help link on the Grantee’s Log in Screen.  This 
guide covers more comprehensive topics including user accounts, login in, basic screen 
navigation, My Grants list, Application Control Checklist and applying for funding 
opportunities.  
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Amendment Creation (Grantee) 

Menu Navigation 

1. Log into GrantSolutions and access the MY GRANTS LIST screen. 

Figure 1-20 GrantSolutions Banner Link to My Grants List  

2. Scroll down the grants lists summary to locate the applicable grant requiring post 
administration. 

Figure 1-21 My Grant List Summary Screen  
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3. Click the MANAGE AMENDMENTS link.   
 
 

 

Figure 1-22 Manage Amendment Link  

4. The Manage Amendments screen will appear. Select NEW to begin the 
amendment process. 
 

 

Figure 1-23 Create New Amendment  

Note: If amendments were previously submitted, a record of each amendment would be 
visible on this screen, as seen in the below sample image. 
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Figure 1-24 Amendment History    

 

After selecting New, the Amendment Type screen will appear.  This is an important step as 
it determines the appropriate application kit required by the sponsoring agency.  Each 
application type represents a preconfigured kit developed for a specific post amendment 
action. These post amendment actions could range from a simple address change to a more 
complex scope and budget revision.  If the user is not sure about the appropriate application 
kit, the Grantee should contact their appropriate Program or Grants office for proper 
instructions.   
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1. The Select Amendment Type screen will appear. Click on the radio button for the 
amendment type you are creating. In this example we are selecting the Revision 
Carryover as the appropriate amendment type. 

 
2. Click the CREATE AMENDMENT button at the bottom of the screen 

 

 

 

Figure 1-25 Select Amendment Type 

3. Upon the selection of the Create Amendment Link, the system will generate the 
applicable GrantSolutions Application Amendment Control Checklist (GAACC) 
for the specific application type selected. 

 
The GAACC is a universal file cabinet or depository which is accessible to all authorized 
users.  This page not only provides a summary checklist of all required and accessory 
information; it further provides real time information and application status.  
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The amendment kit will contain both required and optional forms for successful 
completion of the specific amendment type.  Depending on the Amendment Type the 
contents of the GAACC can vary according to program policy or ongoing changes. As a 
grantee or applicant, application control checklist is where you will complete all on line 
forms, download and upload documents and instructions, and submit the final 
amendment application.  
 
Once an applicant has fully completed the GAACC, The appropriate Federal Staff will be 
able to electronically access this checklist and review the entire or individual components 
of the application kit as required. 

4. To begin entering or uploading the requested data into each section, select the 
Upload, Enter Online, or Enter Comments links (i.e., online forms, program 
narrative, etc.). 

 

Figure 1-26 Data Entry on the GAACC  
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Instructions for completing on-line forms are available by clicking the link at the top of 
each form. Certain online forms such as the SF-424 V2 and the SF-424 A will have a new 
error checking mechanism to assist the user in entering data. If the user enters a required 
value incorrectly, the system will provide additional error prompting for proper 
completion. An example of this real time error checking is illustrated below. 

 

 

 Figure 1-27 Error checking on the new SF424A online form  

 

5. After completing the specific on line form, scroll to the bottom for options to 
SAVE, SHOW ERRORS, OR CLOSE. 

 
6. Select “SAVE” and the page will update & return, then select “Close”. 
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After saving a form or uploading a file, the system will return to the default Amendment 
checklist page. At this point the system will clearly inform the user of any data entry 
problems by way of messages illustrated below:  
 
 

 
 

Figure 1-28 GAACC with incomplete entries 

 A green check mark indicates a form/selection was completed successfully 

   A red x marks means the data/form use not entered or uploaded successfully. This 

would indicate an error in the application and will require additional attention. 
 

  A red triangle is a warning that data has not been entered or uploaded. This 
warning suggests that the data in the specific section is incomplete. 
 
 

7. Continue entering data in each section until all required forms are completed 
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Helpful Hints:  
 

• Have a specific question about a required form with your amendment application? 
Consult with your Grant Official, as in some instances, completing a form/section may 
not be required. 

 
• For assistance with “how to” upload a document to your application or other system 

technical issues, please contact the COE Support Center. 
 

Uploading Attachments 
 

In many instances the appropriate Grant’s office will require additional forms, narratives 
and miscellaneous information.  The GAACC has been designed to easily accommodate 
the uploading of critical attachments to the GrantSolutions file cabinet.  

Menu Navigation 

1. On the Amendment Application Control Checklist, click the UPLOAD 

ATTACHMENT link. The Attachments screen will appear. 
 

 

Figure 1-29 Upload Attachment 
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2.  Enter a description of the document, followed by checking BROWSE to search 
and select a file to upload from your local computer’s document library. 

 

 

Figure 1-30 Browse and Title Attachment  

 

Helpful Hint:   
 

• It is recommended you upload files from your local computer rather than from an 
external network or web site so as to avoid upload delays or errors. 

 

3. Click the ATTACH LINK. System will return to Amendment list. 
 

4. Repeat steps to upload more attachments. Or, select CLOSE and return to the 
GAACC Default Screen. 

 



GrantSolutions ~ Amendments 

User Guide version 1.0 
 

    www.grantsolutions.gov                                                                             34 
 

 

Figure 1-31 Close Attachment and return to GAACC  

 

Verification and Completion 
 
 
When all required sections of the GAACC have been completed successfully, the Grantee 
will need to perform verification and final submission for the processed amendment. This 
is a two step process and may require another user other than the one who created the 
amendment.  
 
Note:   The authority to complete the submission process will depend on a Users’ role in 
GrantSolutions; and who was granted the appropriate Authorizing Official status by the 
program or grants office. If not sure please confirm with your respective program 
official. 
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Menu Navigation 
 

1. Scroll to bottom of the Amendment Application Control Checklist page and select 
the VERIFY SUBMISSION button. 

 

 
 
Figure 1-32 Verify Submission 

2. The Amendment Submission Verification page will appear. Select the FINAL 
SUBMISSION button; and then confirm the final verification warning by selecting 
OK. 

 
 

Figure 1-33 Final submission and confirmation  
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Note:  Once the appropriate Grantee executes the OK link, the amendment application 
becomes an official legal application. At this point the application cannot be edited, 
withdrawn or corrected. Should you need to make changes select CANCEL to return 
to the edit mode?  
 

3. The system will return to the Amendment Status Confirmation page. 
 

 
4. After reviewing the confirmation screen re select the APPLICATION CONTROL 

CHECKLIST button and select Close at the bottom of the GACC to complete the 
application process.  

 
 
 

 
 

Figure 1-34 Confirmation Page   
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Amendment Review and Printing 

1. From the MY GRANTS LIST screen, select MANAGE AMENDMENTS link to view 
the status/history of amendment applications. 

 
Figure 1-35 Amendment History Link  

2. Reopen the GACC and select the Original Submission link to generate a PDF 
copy of the applicaation  and with print capability. 

 

 
Figure 1-36 View and Print Application  

 
Helpful Hint: You can review or print the amendment application and see the status of 
the amendment submission from the Control Checklist or Manage Amendment screen. 
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Training and Support 
 
The COE Partner Education Services provides Training and Mentoring with and ongoing Help 
Desk Support for GrantSolutions. Support team personnel are available at 
(help@grantsolutions.gov) Monday through Friday 8 a.m. to 6 p.m. EST to assist in support 
issues. 

COE provides formal, hands GrantSolutions Suite training on a periodic basis.  Students are 
encouraged to participate and inquire of scheduled classes and registration via the help desk 
contact above. 

COE further provides specialized functional training such as budget worksheet and other new 
features depending upon product development cycles.   In addition, the group provides specific 
partner training negotiated through the Education Group. Information on either of these training 
opportunities can be accessed via the help line above 
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The Grants Center  
of Excellence 

 

Contact us: 
www.grantsolutions.gov 

1.866.577.0771   
202.401.5282 

http://www.grantsolutions.gov/
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