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Amendments

The GrantSolutions amendment module makes the process of creating and submitting
amendments easy. The streamlined process is simple for both Grantee’s and Grantor’s.

For each type of amendment chosen (i.e., budget revision, expansion, change PI/PD), there is a
default application kit associated with it which contains online forms/enclosures and basic
information pertaining to that type of amendment.

The amendment process is configured based on several factors, including who can initiate the
amendment, as well as, who needs to participate in the submission and verification of an
amendment. So, processing an amendment will vary slightly depending on who initiates the
amendment.

Type Description

Grantee Initisted Grantees login to GrantSolutions, select an option to view' manage amendments, and fill out all
onling forms.

Federal | nitiated Fed Staff manage the entry of data and fill out any online forms.

This job-aid will cover Grantee initiated amendments.



Creating a New Amendment

Menu Navigation

1. Loginto GrantSolutions and locate the grant record on the MY GRANTS LIST screen.

<D GrantSolutions.gov =

Account Management = Funding Opportunity Applications Grants = Repors = Online Data Collection

UM! Grants List
ending Grants

Wi e ¥ N

2. Click the Manage Amendments link. The Manage Amendments screen will appear.

My Grants List

MNATIOMNAL HISPAMIC MEDICAL ASSOCIATION

Grant Mumber: 6 MPCMP0931034-03-04 View NGA
Grant Motes

Grant P : Minarity Health C tive A t
rant Program: Minority Hea ooperative Agreements Send Messaqe

Program Office: USA Area History
Broject Ttle: Hispanic Physicians' Leadership Manage Amendments

* Development Initiative
Award Issue Date: @ 02/06/2012
Project Period: 09/01/2009 to 08/31/2014
Budget Period: 09/01/2011 to 08/31/2012
Total Approved Budget (Federal): $284,450
Next T&C Due Date: 12/29/2009
Status: Mo Existing Amendments
Mon Competing Status: Pending
MNon Competing Due Date:




3. Select “NEW” to begin the amendment process.

Manage Amendments

Grant Number: MPCMP091034
Grantee Name: NATIONAL HISPANIC MEDICAL ASSOCIATION
Project Title: Hispanic Physicians' Leadership Development Initiative

Project Start Date:  09/01/2009
Project End Date:  08/31/2014
Last Issued NGA:  02/01/2012 [View NGA)

Amendment # Status Submitted Date Type Budget Period Action

(There are no Amendments found for this Grant.)

gy = =

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

Grant Number: 90THO001
Grantee Mame: White Earth Band of Chippewa
Project Title: White Earth Home Health LIFE Program Expansion

Project Start Date:  09/30/2010
Project End Date:  09/23/2015
Last Issued NGA:  09/27/2010 (View NGA)

Funding
Memo
Submitted Budget Funds Funds Required .
AmErimaril | SR Date = Period Requested Approved LEIEE
Funding
Memo Status
View Amendment
View Memo
; Yes Process Memo
Review In Progress 10/12/2011 Budget Set Budget Period
x012000004 2 (Post Award) 12:00:00 AM Revison 0973072010 - NiA MAA Ready To Budget Workshest
09/29/2011
Approve Grant Motes
Histaory

Send Message

4. The Select Amendment Type screen will appear.
e Click on the radio button for the amendment type you are creating
e Click the “Create Amendment” button at the bottom of the screen

Select Amendment Type

Grant Mumber:  APHPA002033-6
Project Period:  01/31/2007 to 01/30/2013
Budget Period:  01/31/2007 to 01/30/2008

Amendment Type
O Administrative/Supplement Increase (Type 6)

Budget Revision (Type 6)

Change Grantee Address (Type 6)
Change PI/PD (Type 6)

Expansion with New Funds (Type 3)
Expansion without Mew Funds (Type 6)
Extension with/without Funds (Type 4)
Other Supplements (Type 6)

CO0OO0OCO0O0e®

Request for Use of Unobligated Funds (Type 6)

w Create Amendment ] l Cancel l
-




5. The Amendment Application Control Checklist will appear. The amendment kit contains
any required forms for completing the amendment (refer to page 4).

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

Print Application: Criginal Submission

Applicant: NATIONAL HISPANIC MEDICAL ASSOCIATION
Grant Mumber: MPCMP091034

Application Mumber: (Ta be assigned) E@'

Action: Budget Revision

Project Title: Hispanic Phy9|_C|_an_s Leadership
Development Initiative

Online Forms

ttachment(s) @ .
Enter Cnline My
Enter Comments |0 Uploaded Files
0 Mail-in ltems

Attachment(s)

Enter Online A
Enter Comments |0 Uploaded Files
0 Mail-in ltems

SF-424 Application for Federal Assistance
(Version 2.0)

SF-424A Budget Information - Mon-
Construction Programs

Program Narrative

ttachment(s) @ .
Budget Marrative A
Enter Comments g \yy155ded Files
0 Mail-in ltems

Additional Information to be Submitted

Attachment(s) @
Miscellaneous Information Enter C t M
EMier LOMments |y yploaded Files
0 Mail-in ltems

Helpful Hint:

[ Save || Show Error(s) || Close |

After completing the SF-424A, scroll to the bottom for options to “Save, Show Errors, or Close”
Select “SHOW ERROR” to view possible errors on the form that need correction.

Select “SAVE” and the page will update & return, then select “Close”.

Instructions for completing on-line forms are available by clicking the link at the top of each
form.

o0 oo



7. Each time after saving a form or uploading a file, the system will return to Amendment
Application Control Checklist.
8. Continue entering data in each section until green check marks appear for each section.

+
X

o=

A green check marks indicate a form/section was completed successfully.

A red “X” means the data/form was not entered or uploaded successfully in this
section. Indicates a section requires additional attention.

A red triangle ! is a warning that data has not been entered or uploaded. Indicates
the section is incomplete and requires attention.

Cnline Forms

N ) . Attschment{s) @
SF-424 Application for Federal Assistance | Entsr Online =
{Wersion 2.0) Prrint Eﬁ:-rr pleted 0 Unloaded Files

Enter Comments

v’

0 Waikin ltems

Attachmant(s) @

SF-4244 Budget Information - Mon- Enter Cnlins
Cionstruction Programs Print Completed | n | joinaded Files

Enter ComMENLS |~ pa=in [tems

Attachmant(s) @

Budget Narrative - _ ; I
Enter Comments | j |ploaded Files

FProgram Marrative

0 Wzikin [tems

Attzchmant(s) @

Miscellaneous Information Enter C ants Fi A
Entel LOMMENES | 0 Uplsaded Files

Bdditional Information to be Submitted

0 Wzikin [tems

Helpful Hint:

a.

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.



How to Upload Attachments into an Amendment Application

The Attachments screen will appear.

mmoo P

Application Control Checklist

On the Amendment Application Control Checklist, click the “Upload Files” link.

Select “Upload Attachment” — A new window will open.

Enter a description of the document, then click “BROWSE” to search and select a file to upload.
Click the “Attach” link. System will return to Attachments screen.

Repeat steps to upload more attachments. Or, select “CLOSE” and return to the Amendment

ez

ntormanion By using e online forms andior adding amacments (uploadimalinl. Requined Rems ane noted by The enclamazion

st if

GrantSolutions Amendment Application Control Checklist
Post Award Action: Budget Revision

Work In Progress (Post Award)

ST, You will use She EACT 10 Tack e sueus of your appikcation.

Print Application: Criginz| Submizsion

Appli;t:

Grant Numdbser:

NATIOMAL HISPANIC MEDICAL ASEOCIATION
MPCMPOE1034

Application Number: {To be assigned) g
Bud
Hizpanic Physicians” Leadership
Development Initistive

Action: t Revision

Project Titke:

Online Forms

Prajzct Titk:
Project Period:

Enclosure:
Number of Attachments: 0

Attachment Motice:

This is a Test message to verify that this pages loads correctly.(5)

Attachments

You may upload file attachments or specify maikin items for the enclosure beiow:

NETIONAL HISFANIC MEDICAL ASSOCIATION
(To be assigned)

Lesdership Devalopment Initiative
014

Budget Narative

ltem Description Type Review Action
(Empty)

[ Upoad Attachmant [FeavEin wm |

~,
~

Attachment{s) @
v

SF-424 Application for Federsl Aszistsnce | Enter Online
{Version 2.0} Frint Completed |,

T e lous Files
nter Comments 0 Maik =

<= https

{= GrantSolutions - Windows Internet Explorer

grantsolutions.goy,

§ Attachment(s) @
Enter Onling

Print Completed | o Uplozded Files

Enter Comments | o a5 [tems

Attachment{s) @

Budgst Narative - . i
2 Enter Comments g |jpjpzsed Fies |

0 Mazikin Items ‘

Attachment{s) @

Miscelansous Information - _ i
Enter Comments | Up Files |
0 Maikin Items

SF-424A Budget Information - Mon-
Construction Programs

I

Program Marrative

*Description:

“Step 1:

Amendment Package Status: Work In Frogress [Fost Aw: Step 2

erify Submission

Attachment - Upload
MATIOMAL HISPAMIC MEDICAL ASSOCIATION
{To bz sszigned)
Hispanic Physi

Crganization Name:
Application Mumbser:
Project Title:
Project Period:

ns' Leadership Development Initistive
2014

| Browse... ]

sllow sufficient time for the file
nd the size of your file. If the file is

Press the sttsch button to have GrantSolutions upload the file. Pleas:
upload to complete. This will vary based upon your connection spest
successfulty uplosded, you will b2 returned to the sttachment list.

I

Cirganization Nams:
Application Number:
Froject Title:
Project Period:

[To be a==ig

D201/2009 to DB/21/2014

Enclogurs:
Mumber of Attschments:

Budgst Marative

“ou may uplead file sttschments or specify maikin items

MATIOMAL HISFANIC MEDICAL ASSOCIATION

Hizpanic Physicians’ Leadership Development Initiative

Item Description Type Review Action
Budg Rev

Attachments

for the enchsure below:

Upload |Pending | Remove

[ Upload Attschment

] [ Add Maikin ltem ]

Attachment Notice:

This is a Test message to verify that this pages loads cnrrmly.@




Verifying & Completing the Amendment Application Submission

There are 2-steps remaining before the amendment application submission process is completed in
GrantSolutions. First, a verification step and then a final submission step.

Note: Authority to complete the submission process will depend on a Users’ role in GrantSolutions.

When all sections are complete, return to the Amendment Application Control Checklist screen to
begin the submission steps for your amendment application.

A. Scroll to bottom of the Amendment Application Control Checklist page:

e Select the “Verify Submission” button.

=
0 Maikin Items

Amendr-~nt Package Status: Work In Progress (Post Awsrd)

** Verify Submission ] [Ck:-ae]

e The “Amendment Submission Verification” page will appear.
e Select the “Final Submission” button.

GrantSolutions Amendment Submission Verification

You are about to submit the following application:

Applicant: NATIONAL HISPANIC MEDICAL ASSOCIATION

Grant Mumbsr:  MPCMPOS1024

Project Title: Hispanic Physicians” Lesdership Development Initistive
Action: Budgst Revision

Submitted Date: 04/02/2012 03:32 PM Eastern Time

Online Forms

SF-424 Applicstion for Federsl Assistance (Version
2.0)

SF-4244 Budgst Information - Non-Construction
Programs

Program Marrative

Budgset Marrative

— {Uplead) Budg Rev

Additional Information to be Submitted

**=Miscellansous Information

that your application is not complete. To correct, press the “Cancel”™ bj
Checklist. - -

[ Final Submission ] Ear::al]

10



GrantSolutions ~ Amendments & Budget Worksheet
Job Aid - version 2.0

B. The below common message window appears. To withdraw or make further edits, select
“Cancel”.
C. To proceed with submission process, select “OK”

NOTE: The application cannot be withdrawn and further edits/changes cannot be made after
selecting “OK”.

Message from webpage

\ ? } Are wou sure you want ko submik this application? You may not alker any infarmation once it is submitbed.

[ K ] [ Cancel

The system will return to the Amendment Status Confirmation page.

Amendment Status Confirmation

Grants h: i ey

Applicant Flanned Parenthood Leagus of Massachusetts

Grant Number:  FPHPAD16012

Project Tite: 2011 Family Planning Services Announcement (Region 1 - New Hampshire, Vermont, Maine, Rhode fsland, Connecticut, Central Massachusetts)
Action Budget Revision

Submitted Date:  06/21/2011 02:11 PM Eastern Time

Application Details

Items.
SF-424A Budget Non-C ion Prog

\

[ Application Contral Checkiist “

D. Click the “Application Control Checklist” button.

11



E. The Amendment Application Control Checklist screen will appear again.

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, refer to Page 5.

GrantSolutions Amendment Application Control Checklist
Post Award Action: Budget Revision
Submitted (Post Award) (Read Only)

TR 12 Jour GraTIScERRIONE APRISEToN CoTTHl CRECK:

1Yo W Ut T EACT 10 TACOTE 55T O J0ur S00UTETON

TS SOt 0. SRENSHNION 9 STISEN, A8 ITIMEDE I UEING T S8 AT 873G 831G STRSIMETIE (8N RETNED STE arE NS D) T8 SATIAMEION D mage.
8rea ' image is dispisjen

Print Application: Criginal Submizzion

Applicant:

AT = ASSOCIATION
Grant Number: MPCMP0S1034

Application Numbsr e e 2012001
iget Re:

Hispanic Physicians’ Leadarship

Development Initiative

Subminted Date:  04/02/2012 03:32 PM Eastarn Time

Action ol

Project Titls

Online Forms.

Attachmentis) &

SF-424 Application for Federal View Online
Assistance (Version 2.0) Frint Completed

L e .. 0lploages Fies
No Comments Entersd| 1o -5

Attachmentis) &

SF-4242 Budget Infarmation - Nor- | Vizw Online
Construction Programs. Erint Completed 0 Unlosges Files

Y
No Comments Entered o i

Program Narrative

Attachmentis) &

Budget Namative Mo Cemments Entered

ARy

tobe
Attachmentls) &
Mizozlanzous Information - - 4 i
No Comments Enterd g | e
0 Maikin

Post Submission Supplemental Information

i Attachment(s) |
Description

Uploaded Files

NS Uit

MailIn Package Information: Offics of Grants Management = Cmest ing jus = Mot Fackage for this application.

F. Select “Close” to complete the amendment application process.
G. From the My Grants List screen, select Manage Amendments link to view the status/history

of amendment applications.
I

Manage Amendments
Grant Numbsr: MPCMPDS1024
Grantzs Name: NATIONAL HISPANIC MEDICAL ASSOCIATION

Hispanic Physicians” Leadership Development Initiative
0301/2008
112014

2012 View NGA)

Amendment # Status Submitted Date Type Budget Period Action
Vigw Amendment
. ) e in - 3 Grant Notes
WFC2012001054 5 Submitted (Fost Award) D3/Z32012 05:18:3T FU Budget Revision e — o
Send Message
Wiew A ment
. ) s § 3
WFC2012001055 Submitted (Post Award) 04/02/2012 03:43:30 FM Budget Revision

020172011 - D&/31/2012




GrantSolutions ~ Amendments & Budget Worksheet

Job Aid — version 2.0

NOTES:
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