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WHY GRANTS ONLINE? 



WHY GRANTS ONLINE  

• Speeds EDA processing of awards via automatic 

download of applications and population of data 

from Grants.gov 

• Enables access to grant files – anywhere, anytime 

via the internet for both EDA and grantees 

• Fully electronic system eliminates need for paper 

files 



ACCEPTING AN EDA 
AWARD 



NEW AWARD NOTIF ICATION  

1. Notification will come via 

email to the Authorized 

Organizational Representative 

(AOR) 

2. The AOR should call or email 

the Grants Online Helpdesk to 

get a username and password 

 Once the award is accepted, 

the AOR will have the ability to 

designate other users for their 

organization 

 



LOGGING IN  

• https://grantsonline.rdc.noaa.g

ov/flows/home/Login/LoginCont

roller.jpf 

• System Requirements: Internet 

Access and a Browser 

• Don’t try to log in more than 

twice before clicking “Forgot 

your password” or your account 

will lock. 

• Don’t use your browser’s back 

button while in the system 
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VIEWING “TASKS”  

1. Click on the “Tasks” 

option under the “Inbox” 

tab 

2. Click “View” next to the 

“Accept/Decline Award” 

task 



REVIEWING AWARD DOCUMENTS  

3. From the “Action” Dropdown 

Box, choose “View Award 

Details” and click “Submit” 

4. The Award Details Page 

Contains links to Award Terms 

and Conditions 



ACCEPTING THE AWARD  

5. From the Action 

dropdown box on the 

main page, choose 

“Accept Award” and click 

“Submit” 

6. The system will not 

consider the award 

“accepted” until a 

“Recipient Administrator” 

is designated on the next 

screen 



DESIGNATE AN ADMINISTRATOR  
Option 1: AOR Is Also Administrator 

• For your first award, the system 

will default to making the 

Authorized Representative an 

Administrator for your 

organization. 

• If this is acceptable, just click 

“Save.” 

Option1 

Designated “Recipient Administrators” have the power to manage 

users for their organization, including adding/changing user roles 

and permissions in the system. 



DESIGNATE AN ADMINISTRATOR  
Option 2: Designate a Different Administrator 

Option 2 

1. If the AOR will not be the 

Administrator, then click “Add/Change 

Recipient Administrator”  

3. Fill out the form to create a new 

user for your organization 

2. If the your designated Administrator 

does not already have a Grants Online 

account, then click “Add a new User”  



MANAGE RECIPIENT USERS  

1 

2 

3 



SET UP PROJECT DIRECTOR 



LOCATING AWARD FILES 
WHEN NO “TASKS” ARE 
ASSIGNED 

The Next Day… 



SEARCHING FOR AN AWARD  

1. Click on “Awards” tab. 

2. Click on “Search Awards” 

on the left menu. 

3. Click on the “Search” 

button.  (Will bring up all 

awards for your 

organization in the Grants 

Online system.) 

4. Click on desired Award 

Number.  This will bring 

you to the “Grants File” 

page for that award. 

 



SAMPLE GRANTS F ILE PAGE  



PROGRESS REPORTS 

Post Award Management 



SUBMITTING PROGRESS REPORTS  

1. First, search for your award 

in Grants Online 

2. On the “Grants File” page, 

scroll down to the Progress 

Report Section, and click on 

the ID number of the 

Progress Report for the 

period you are reporting on 

3. Click through to the “details 

page” 



SUBMITTING PROGRESS REPORTS  

4. Complete the Progress Report 

Form.  Be sure to click “Save” 

before adding any 

attachments.  

5. Add any attachments (i.e. a 

word or pdf document with 

your complete report), using 

the small “+” sign. 

 

 

6. Click “Save and Start 

Workflow” – this will bring you 

back to the main report page. 

Click to add attachment 



SUBMITTING PROGRESS REPORTS  

7. In the action box, you should have an option to either “Forward 

Progress Report to Agency” or to forward the report to an AOR if 

you do not have submitting powers. 

 Any comments entered into the comment box will also be transmitted 

to EDA when you click “Submit.” 
 



FINANCIAL REPORTS 

Post Award Management 



SUBMITTING F INANCIAL REPORTS  

1. Search for your award in 

Grants Online 

2. On the “Grants File” page, 

scroll down to the Financial 

Report Section, and click on 

the ID number of the Financial 

Report for the period you are 

reporting on 

3. Click through to the “details 

page” 

 



SUBMITTING F INANCIAL REPORTS  

4. Complete the Financial Report 

Form.   

5. Links on the report will pre-

populate some information for you 

6. Red starred fields are required – if 

a field does not have a red star 

and is not relevant to your EDA 

award (i.e. program income), 

leave it blank, rather than add a 

zero.  This will reduce the 

likelihood of “errors” when the 

system checks your form 

7. Once the form is complete, click 

“Save and Start Workflow” – this 

will bring you back to the main 

report page. 

 

 



SUBMITTING F INANCIAL REPORTS  

8. In the action box, you should have an option to either “Forward SF-

425 Full Report to Agency” or to forward the report to an AOR if you 

do not have submitting powers. 

 Any comments entered into the comment box will also be transmitted 

to EDA when you click “Submit.” 

 



AWARD ACTION REQUESTS 

Post Award Management 



WHAT ARE AWARD ACTION 

REQUESTS?  

• Generally, anything that requires prior approval from EDA, should be 

submitted via an award action request in Grants Online. 

• Because all EDA awards are set to “Agency Review” in ASAP, this 

also includes an ASAP Drawdown Request for ASAP recipients. 

• Before initiating an Award Action Request, it is recommended you 

contact EDA for specific guidance regarding your particular request. 



CREATING AN AWARD ACTION 

REQUEST 

1. Search for your award in 

Grants Online 

2. On the “Grants File” page, 

choose “Create Award Action 

Request from the “Action” 

dropdown and click “Submit.” 

3. On the next page (Award 

Action Request Index Page), 

select the type of Award 

Action Request you would like 

to submit. 



SUBMITTING AWARD ACTION 

REQUESTS 

4. Complete the form on the next page, 

and click save.  This will enable an 

option for attachments. 

5. Once you have attached any required 

supporting documentation, click “Save 

and Start Workflow” at the bottom of the 

page – this will bring you back to the 

main Award Action Request page. 

6. In the action box, you should have an 

option to either “Forward to Agency” or 

to forward to an AOR if you do not have 

submitting powers. 

 Any comments entered into the comment 

box will also be transmitted to EDA when 

you click “Submit.” 

 

 



ASAP DRAWDOWN REQUEST  

1. Follow the steps to create an 

Award Action Request and choose 

“ASAP Drawdown Request” from 

the Index page. 

2. Complete the ASAP Drawdown 

Request form and click “Save.” 

3. If an SF-270 is required for your 

award, attach it using the 

attachments feature before clicking 

“Save and Start Workflow” – this 

will bring you back to the main 

Award Action Request page. 

4. In the action box, you should have 

an option to either “Forward to 

Agency” or to forward to an AOR if 

you do not have submitting 

powers. 

 



FOR MORE INFORMATION 



GRANTS ONLINE WEBSITE  

• Grants Online Website: 

– https://grantsonline.rdc.noaa.gov/flows/home/Login/LoginControll

er.jpf 

• Grants Online Quick Reference Guide for Grantees: 

– http://www.corporateservices.noaa.gov/grantsonline/Documents/

Quick%20Reference%20Guides/GrantRecipients_Quick_Ref_Gu

ide.pdf 

• Other Grants Online Training Materials and Information: 

– http://www.corporateservices.noaa.gov/grantsonline/gol_training_

GRANTEE.htm  
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GRANTS ONLINE HELPDESK INFO  

Email: GrantsOnline.HelpDesk@NOAA.GOV 

 

Phone: (301) 444-2112 or (877) 662-2478 (toll-free) 

 

Help Desk Hours:  

Monday – Friday, 8am-6pm (Eastern Time) 

 

 

mailto:GrantsOnline.HelpDesk@NOAA.GOV


QUESTIONS? 


