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[bookmark: _GoBack]Quick Sheet: Grant Notes
Audience: HUD Grantees 
Purpose
To add a grant note stating grantee acceptance of award terms and conditions. 
Steps
From an Internet browser (such as Internet Explorer, Google Chrome, or Mozilla Firefox), go to www.grantsolutions.gov.  
The “Grants Center of Excellence” Home page appears. Click the button Login to GrantSolutions. 
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The GrantSolutions “Login” screen appears. Enter the username in the Username field and the password in the Password field. 
Click the Login button.
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The “My Grants List” screen appears. Locate the desired grant in which to add your acceptance note. 
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The “Grant Notes” screen appears in a new window. The top portion of the screen contains the Grant information and the middle section contains search fields that may be used to locate specific Grant Notes. The search fields are follows:
· Grant Note Create Date: From and To dates 
· Grant Note Type: Correspondence 
· Grant Note Category: Pre-defined categories 
· Author: Name of user that created the Grant Note 
· Subject: Grant Note subject 
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To add a new note, scroll down towards the bottom of the window and click the Add button.
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The “Grant Notes-Add” screen displays. Complete the following information:
a. Subject: Please Enter “
b.  Note Type: Correspondence is the only option and is automatically selected
c. Category Type: From the drop-down list, select Other 
Notes: Please Enter “
d. Note Attachments (Optional): Attach one or more files by entering a file description and uploading the following:
· HUD-50080-SCMF
· HUD-91186A
· HUD-92456, Semi-Annual Performance Report
· Quality Assurance Report
· Other 

When done, click the Submit button.
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Click the Cancel button to close the window and return to the “My Grants List” screen.
[image: ]
	1
	www.grantsolutions.gov



	
	



2

image1.png
THE

sy
Sg§¥g§ EXCELLENCE GRANTSOLUTIONS GOV

Linking Services, Solutions, Communities

HOME A

The Grants Center of Excellence

The Grants Center of Excellence (COE) delivers end-to-end grants management services to over
17 Federal partner agencies through GrantSolutions gov. Managed by the Administration for
Children and Families (ACF) within the U.S. Department of Health and Human Services (HHS). our

mission is to provide comprehensive and cost-effective grants management solutions for grantors
grantees, and the public

Benefits Services

search |

NEWS

CoE User Group — 2013 Spring
Meeting Highlights





image2.png
First Time Users. Loginto

Click the button below to create a Before logging n please read he Waring Notce
User Account.

Usemame: @ jdoe
Password @
Having trouble logging in?
Reset Password/Unlock Account

View Grant Opportunities





image3.png
CD GrantSolution

Account Management  » Funding Opportunity Appications Gran's > Reports > Onine Data Collction HelpiSupport &
My Grants List
The COE Training Center ‘Show Expired Grants
‘Grant Number: 01CH1234-0100 ew NGA
‘Grant Program: CH - Head Start Projects
Program Office: Region | Grants Office - Region | Program Office \Manage Amen dm"
Manage Amendments

Project Title: Head Start and Early Head Start

Award Issue Date: @ 071032015

Project Period. 07/012013 to 0673012018

Budget Period: 07/0172015 to 06/3012016.

Total Approved Budget (Federal): 52,949,434

Next T&C Due Date NiA

Status: No Existing Amendments

Non Competing Status: Ready

Non Competing Due Date: 041012016




image4.png
Grant Notes

Grant Number Grant Information
Grantee Name:
Project Start Date

Project End Date

Grant Note Create Date
Grant Note Type

Grant Note Category
Author

Subject
Hide Automatic Notes

01CH1234-01-00
‘The COE Training Center

07/01/2013
06/20/2018

To

Search for Notes





image5.png
Grant Notes

Grant Number 1200Ms331365
Grantee Name The GoE Training Center
Project Start Date oai0212014
Project End Date 09012016

Grant Note Create Date: k)

Grant Note Type.
Grant Note Category

Author

e —

Hide Automatic Notes. o

‘Search

Total 0 notes

NoRecords

Add Cancel





image6.png
Totat notes 1
sttt o cotegors o connoisioe o] 4 [aunor o[BI susporves o Anpicaion unber o | Bulktes o Action
SF425 | FederalFinancial | Correspondence | 4 21020151142 |2 13CH297122 No 28 8
Report (SF-425) (GMT -04:56) EST
- 1
AN poete Note

ViewNote





image7.png
Totat notes 1

sttt o cotegors o connoisioe o] 4 [aunor o[BI susporves o Anpicaion unber o | Bulktes o Action

SF425 | FederalFinancial | Correspondence | 4 21020151142 |2 13CH297122 No 28 s
Report (SF-425) (GMT -04:56) EST

01CH1234





image8.png
The Grants Center of Excell
GrantSolutions




