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Quick Sheet: Grantee View 
Audience: Grantees   

This quick sheet includes instructions for following actions 
1. Accept or Decline an Award 

2. Apply for a Sole Sourced/ Directed Announcement 

3. Request for an Amendment 

4. Add a Grant Note 

 

1. Purpose: Accept or Decline an Award 

Steps 
1. Once logged into GrantSolutions, click on Grants Pending Grants on the menu bar. 

 
 

  2.   Click Accept or Decline 
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2. Purpose: Apply for a Sole Sourced or Directed Announcement  

Steps: 

1. Once logged into GrantSolutions, click on Funding Opportunity on the menu bar. 

 

2. Click Apply under the Action column for the particular announcement.  Directed Announcement 

will be indicated as “Directed” under Announcement Type. 
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3. Purpose: Request for an Amendment  

Steps 
1. Once logged into GrantSolutions, the “My Grants List” screen will show all the grants that 

belong to the organization. If the user is a PIPD, the system will only show grants the user is 

assigned to.  

 
 

 

2. In order to begin the process, click Manage Amendments.  

3. Click New at the “Manage Amendments” screen (“Select Amendment Type” screen will 

appear). 
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4. Select the desired Amendment Type and click Create Amendment. 

 

 
 

5. This will bring you to the “EACC (Electronic Application Control Checklist)” screen. Click 
Enter Online next to the SF-424A form. 

 
 

6. Begin entering the total revised budget into the electronic SF-424A. The Federal amount 
being revised should be entered in the first row and the right most column labeled Federal 
(e). 
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7. In Section B Budget Categories, this is where the allocation should be made to the different 
categories. (NOTE: You should use the first column) 

 

 

8. Click Save, then click Close to return to the “EACC” screen. 
9. Upload additional documents as instructed.  
10. Scroll to the bottom of the “EACC” screen and click Verify Submission. 
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11. The next screen will ask for Submission Verification. Click Final Submission. 

a. Next message will ask “Are you sure you want to submit this application?” Click OK. 
 

 

 

a. The next step in the process will be for the Grantor staff to complete the application and 
move it forward within the workflow.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Page 7 of 8 
 

4. Purpose: Add a Grant Note 

Steps 

1. Once logged into GrantSolutions, the “My Grants List” screen will show all the grants that 
are assigned to you.  

2. To upload a Grant Note, from the My Grants List screen:  

3. Click on the "GRANT NOTES" link on the right of the My Grants List screen. A new window 
will appear. 

 

4. Click on "ADD" 

 

5. Enter the required information in the "GRANT NOTES" fields  
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6. To attach a document to the note: 

7. Click on "Browse" in the Note Attachments section and select the report to add  

8. Click on "UPLOAD" to attach the file in "GRANTS NOTES" 

9. Once you have uploaded the file, click “ADD” to attach the note  

 

*To cancel this action and return to “MY GRANTS LIST”, click “CANCEL" at any time. 

Once the note has been attached, you will be able to View, Edit, or Delete the note.  Only the user who 
created the note will be able to make modifications to it. 

 


