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PARTNERS IN INNOVATION

Quick Sheet: Creating and Posting Application Kits for Non-Competing
Continuation

Audience: Grants Management Specialists/ Grants Management Officers

INTRODUCTION

Non-Competing Continuation (NCC) kits must be created and posted in the GrantSolutions Grants Management
Module (GMM) before Recipients can electronically apply for their continuation awards. Grants Management
Specialists (GMS) may create the kits, but only users with the Grants Management Officer (GMO) role can post
kits in the GMM.

NCC kits may be created 270 days before the end of the current budget period end date.
CREATE APPLICATIONKIT TEMPLATE
Application Kit templates are a collection of pre-designated form selections that may be used repeatedly. Create

a NCC Template Kit before posting the kit to a grant.

1. Loginto the GrantSolutions GMM (www.grantsolutions.gov).

2. The “Grants List” screen appears. From the menu bar, select Funding Opportunities > Application Kits >
Application Kit Templates.
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3. The “Manage Application Kit Templates” screen appears. Select a Grant Program from the drop-down
list and click the Search button.

Manage Application Kit Templates
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4. The screen refreshes and existing templates for the Grant Program are listed in a table. Click the Add
button.

Manage Application Kit Templates
* indicates a required field.

Please enter search criteria

Grant Program %

<

Description [ ]
Search | [Close]

Description Grant Program Action
(COE) Competitive Applications
Delete

EEEE

(COE) NCC Application Kit
Delete

5. The “Application Kit Template — Add” screen appears. In the Description field, enter a name for the new
Application Kit template.

Note: Naming conventions are encouraged.

Application Kit Template - Add
Geand Program % -
Enclosure TypaTitle Reorder
] Gline Forms t4¥%%
1 ETEE SF-424 Applicaton for Federal Assistance Version 2 +4FE
BT 5F-4 244 Budge? Information - Mon-Canstruction LA E T -
IEETTE 574248 Assurancas - Hon-Constucion T4 TR

6. Click the checkbox next to each form to include in the kit template.

7. Click the Create button.

Application Kit Template - Add

Grant Program % [ ~

Description % [
Enclosure TypeiTitle Reorder
l online Forms te¥:
SN SF-424 Application for Federal Assistance Version 2 +3FS
EEE SF-424A Budget Information - Non-Construction LR X ¥ 1
TN SF-424B Assurances - Non-Construction +3 7
[ EEEETEESF424D - Construction Assurances OR SF424D - Assurances - Construction Programs *4F8
[] WESETI SF-LLL Disclosure of Labbying Activities *4FE
] tobe LR E ¥ J
[ SEETmBEudget Narrative LR X ¥
[] WNSETEmMiscelaneous Information *4FS
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8. The “Manage Application Kit Templates” screen appears, and the new template is available.

Manage Application Kit Templates
* indicotes a required feld,

Fipase ender search critena
Graek Program & -
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Search Close

Description Grant Program Action
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NCT K Eat
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CREATE NON-COMPETING CONTINUATION (NCCQ) KITS
1. Loginto the GrantSolutions GMM (www.grantsolutions.gov).

2. From the menu bar, select Grants Management > Grant Portfolio > Non-Competing Application Kits

Management.
T GrantSolutions.gov .
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3. The “Manage Non-Competing Application Kits” screen appears. Select a Grant Program from the drop-
down list.

Note: If desired, click the Clear Dates button to remove the default dates that display in the Budget
Period Start Date and Budget Period End Date fields.

4. Click the Search button.

Manage Non-Competing Application Kits

Grant Program % | [Fiease seiect a Grant Program | ~

Status | Please select a Status |

(Selecting a status il allow you to manage muliple grants. )
Budget Period Start Date (MMDDYYYY)
Budget Period End Date (MW/DDIYYYY) |

Optional
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5. The “Manage Non-Competing Application Kits” screen refreshes, and available grants display in the
table below.

6. Select available grants:

e If selecting only one grant, click the checkbox next to the grant and click the Create NC Kit link
from the Action column.

se'eﬁ‘ Al Grantee Name Grant Number Budget Period  Project Period  NC Due Date Status Action
ASSOCIATES 03 |01/01/2014 - 09/30/2011 - 1000212014  Fedlate  Create NG
120312014 - 06/130/2025 Kit
Street -03 01/01/2014 - 09/30/2011 - 10/02/2014 Fed Late Create NC
1213172014 - 06/30/2025 Kit
COMMUNITIES 05 0210172018 - 020172014 - Not Required
01/31/2019 - 01/31/2019
ASSOCIATES 04 01/01/2018 - 01/01/2015 - 1000212018 Fedlate  Create NG
1213172018 - 12/31/2019 Kit
D Street -04 01/01/2018 - 01/01/2015 - 10/02/2018 Fed Late Create NC
1213172018 - 12/31/2019 Kit
O |South 05 01/01/2018 - 0710172014 - 10/02/2018  Fedlate  Create NC
12/31/2018 - 06/30/2019 Kit
"PROGRAM, INC. 05 01/01/2018 - 01/01/2014 - Not Required
1203172018 - 12/3112018

o If selecting more than one grant, click the checkbox next to each grant, scroll to the bottom of
the page, and click the Create Selected NC Kits button.

Note: Select ten or fewer grants at a time to ensure the process completes successfully.

O Cotege 03 QU208 - OTION2016 - 10022018 Fedlate  Create NG

12312018 - 063072021 1]
Community 02 02012018 - 03012011 - ot

Q2ZR20M9 - 022a01e Fiequired

O Communiy L0 111182007 - 16015 - oanTaoa Fed Late Create NC
TUTSR0E - 11155020 ]

O Community O3 10207 - 11293015 - 42420148 Fed Late Create HC
11222018 - 11/2273020 K1

B4 | Community 03 12172017 - AXAT2015 0172018 Fediate  Create NC
12162048 - 12162020 ]

=) Comiranity 02 12012017 - 120172016 0H012018 FedLate  Coeate NG
TIE02098 - 1300 |4}

= Commanity A2 120207 - 12002016 - 0H012018 FedLate  Create NC
102018 - 117302021 1]

E | community w02 10172008 - OT22017 - 10022018 Fedlate  Create NC
12512018 - oTRTRENE2 L2

[ Cammnity 301 002507 - 08252017 FedLate  Cregte NC
DAT4R018 - Do anNE? ]

B Communty 01 12012007 - 120207 - FedLate  Cragle NC
WWI12018 - 11/300k023 s

Moty Selected Due Dates Create Selecied NC Kits | | Edd Selecied NC Kas |

7. A confirmation message appears. Click OK to proceed.

This site says...

Are you sure you want to perform this action on the selected
application kits?

I OK ' Cancel
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8. The “Assemble Non-Competing Application Kits — Add” screen appears. The grants selected from the
previous screen are already selected. If desired, click additional checkboxes to include additional grants.

9. Scroll to the bottom of the page and click the Next button.

01| 09302007 - 097302007 - |
Leaming 091292008 09/29/2012
031011999 - 09/30/1996 -

SERVICES 020 harzez000 02282001
- 08/01/2007 - 08/01/2007 -
University 0 or3zo0e 073172012

=] =

10. The “Non-Competing Applications Kits — Add” screen appears. Use the drop-down list to select a
template from the Non-Compete Kit Template field and click the Load button.

Non Competing Application Kits - Add

NonCompets Kit Tamplata m v [ Load ]

11. The template loads and the forms are pre-selected in the table below.

12. Click the checkbox(es) to indicate preferences for the selected forms:

e Display on Application Checklist: Enables the associated form(s) to appear on the GrantSolutions
Application Control Checklist. Note: Display on Application column is selected by default and cannot
be deselected.

e Submission Check: An optional checkbox that requires verification of the specific form’s submission.

e Allow Comments: An optional checkbox that enables the user to enter comments pertaining to the
specific form.

e Allow Attachment: An optional checkbox that enables the user to add supporting documents via the
Uploaded Files link.
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13. Click the Create button.

Non Competing Application Kits - Add
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14. The “Grants List” screen appears, and the kits are created.

POST APPLICATIONKITS
Only users with the Grants Management Officer (GMO) role may post Application Kits.

1. Loginto the GrantSolutions GMM (www.grantsolutions.gov).

2. From the menu bar, select Grants Management > Grant Portfolio > Non-Competing Application Kits
Management.

3. The “Manage Non-Competing Application Kits” screen appears. Select a Grant Program from the drop-
down list.

4. |If desired, click the Clear Dates button to remove the default dates that display in the Budget Period
Start Date and Budget Period End Date fields.

5. Click the Search button.



http://www.grantsolutions.gov/

S
GrantSOlutionS QUICK SHEET: Creating and Posting Application Kits for

PARTNERS IN INNOVATION Non-Competing Continuation
September 19, 2018

6. Grants with the View NC Kit link available in the Action column are accessible for GMOs to select. Click
one or more checkboxes to post NCC Application kits.

Salnct AN
o Grantee Name Gramt Nember Budget Period Project Pariod M Due Date Status Action
D1 GRONGA - UMINE  GArIB0E - VNGRS Fed  Cregle NOER
. 002025 Late
Sanaces 02 OWINZOTY - 09CW201Z 04302010 - 07012012 Fed iew NC KR
- RTRI0NS Late EHLBC K
Bt 1C Kt
Senvices D4 SO - 02EAANE G020 - MM Fed  ViewHCKR
- 02282016 Late  ESNCHR
®m 13 OTONZNN - DA0DRN4 OTRI011 - 04012014 Fad  YiewNC KR
. 0302016 Late Ecn NC Wiy
PosthC Kt
® Senices 03 OTONZNI - 08002014 OTRAZ0H - C4TIZ0M LATE  YhewNCKR
- BEGN01E Mnegsi G
(]
[ 'Educatian L4 OZOU20NE - OUMRNE GTOI2011 - MOHA014 Fed yigw NC KR
. 01312018 Late
e
HEALTH 02 RANIONI - 0RTIR014 CABOT0NZ - 0TRIR0  Fed  YiewNCKR
L GAR20T Late Eat e kit

7. Scroll to the bottom of the screen and click the Post Selected NC Kits button.

PWattare 04 401204 - 031015 | DRO RO - 12902014 Fed  Coeate NG
- 03012016 Latw
Leaming 42 0SANZ0NY . DSRARI4 0BSNE0N2 - 0TMARONS  Fed  Create NG
- 00202017 Lste
Govamer 92 0HE0TNG -D9IAT0I4 QRONE0NZ - UTOAZON4  LATE  ViewNCHR
. DRE2015 Uneoal NG
7]
Moddy Sefeded Due Dales ] [ Creale Soeleded HC Kis ] [ Edd Seleded NG Kis
Posl Salacied NC Kils 1] Lingosl Sebecsd NC Kils

8. A confirmation message appears. Click OK to proceed.

9. The “Manage Non-Competing Application Kits” screen refreshes. The kits are now posted to the grants.

Note: If a kit needs to be modified, the GMO may unpost, make the change, and repost.




