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I. About GDMS

Background

Warranted grants officers who obligate funds for Federal Assistance awards (grants, cooperative agreements, voluntary contributions, or assessed contributions) are required to report these actions to the Grants Database Management System (GDMS) under Grants Policy Directive 21 (GPD 21). 

The GDMS is the only comprehensive repository of the State Department’s Federal Assistance award data. Consequently, the maintenance of an up-to-date and inclusive GDMS database is essential for the Department when Federal Assistance awards must be reported to the Secretary, congress, or other agencies. 

Several bureaus and agencies use GDMS data. The Office of the Inspector General (OIG) may require GDMS data in the course of their inspections. The Office of the Procurement Executive (A/OPE) and the Bureau of Resource Management (RM) need GDMS data for both annual reports and testimony to congress, as well as for presentations to the Secretary. Finally, GDMS data may be used by the General Accounting Office (GAO) for audit purposes. For these multiple reasons it is essential that the State Department maintain a comprehensive database of its Federal Assistance awards.

TOP (
Web GDMS

A/OPE has developed an Internet, web-based GDMS application that allows posts to enter federal assistance action data on-line directly to a file server at the time funds are obligated. 

The GDMS system is maintained by an outside contractor, and is therefore not available via the intranet. 

Users may encounter difficulties during their first-time use of the GDMS over OpenNet or OpenNetPlus. This is because the GDMS requires users to download “Crystal Smart Viewer” software to view reports (but not to enter, edit, or amend award information).

In addition to the GDMS data entry/editing system discussed in this manual, there is a GDMS GIS data viewing system. Through this system, any post or bureau may view (but not alter) all award data from all posts and offices in the Department of State. To access this read-only information repository, select “GDMS GIS” from A/OPE’s website at http://www.statebuy.gov or http://aope.a.state.gov. Internet access is also required to access this system.
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Benefits of the Web GDMS

Web GDMS:

( Provides the fastest, most convenient, and most effective data filing and reference system possible. GDMS offers multiple search types and feedback options, and is available at any time from anywhere with Internet access. Features include:

· “Download Grants” feature creates an Excel worksheet containing key award information, allowing for quick comparative or quantitative analysis of post award history and comparison/analysis of Award Records.

· “View Grant Details” feature that displays all information available on a selected grant.

· “View Reports” feature that allows grants officers to sort and examine awards according to their needs. For example, by examining all previous Ambassador Self-Help Awards or all awards given to an individual or organization.

· “Print Grant List” feature creates a list of all post’s grants including major details (amount, award/end dates, granting officer, etc) for easy reference.

( Eliminates the need for posts and bureaus to try and assemble scattered, and often incomplete, Award Records for annual reports or audits.

( Provides a comprehensive history of awards for all posts. An award history is an invaluable tool for grants officers new to post for two reasons. 

· A history of previous awards allows grants officers to establish the relationship between post and a recipient, resulting in better-informed decision-making when issuing new awards. 

· Given the Foreign Service’s high turnover rate at overseas posts, maintenance of accurate award histories is especially vital for effective decision-making. The GDMS makes all previous award information available in a current, organized, and easily accessible database.

( Permits posts to enter their federal assistance data on-line, via Internet, directly to the GDMS server at the time funding is obligated. This data may also be edited on-line at any time.

( Requires no additional software purchase, all that is needed is an Internet browser and your password.

( Provides several “smart features” to save data-entry time. GDMS:

-  Stores information on submitting grants officers and recipients, including items such as names, warrant numbers, and contact information.

-  Uses smart fields; some fields are automatically calculated from other data in the form. Others fields employ easy to use drop-down menus listing all possible selections.

( Supports multiple users; more than one grants officer may simultaneously enter or access information for the same post.

( Keeps the most current contact information on grants officers, allowing for one-on-one interaction between current and former post grants officers, when necessary, concerning former awards.

TOP (
II. Getting Started

Signing on to the System

You need to access the Internet GDMS site for these exercises. The exercises use GDMS accounts that have been designated for simulation purposes only! To enter actual award data for your post, you will have to enter your post listing and password at the entry portal. All data entered into GDMS is instantly available online to all posts and bureaus.

1. Access the GDMS portal at http://63.137.55.111/jsp/index.jsp. The portal is also accessible through A/OPE’s Intranet and Internet websites.

2. To enter the website select your post name and password. For these exercises, use Indus - DOM as the post name and indus123 as the password.

In addition to the exercises offered in this workbook, the GDMS website offers a user’s guide. The User’s Guide is a step-by-step walkthrough of adding, editing, and amending Award Records, as well as summary details about GDMS data sorting and viewing options. To access the guide, enter the GDMS website (Step 2, above) and select “Users Guide” from the top menu bar.
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Creating and Editing Your Grant Officer Account

When an Award Record is created, the grants officer must designate them- self as the awarding officer. In the GDMS, this is done by creating and/or activating your grants officer account.

Once you have created your grant officer account you will not need to reenter basic information such as warrant number, contact info, etc. All this data is stored in your account so that, when filling out forms, officers merely need to select their name from the officer list. If you have not entered your information, or need to edit your information, follow the directions given below. Grants Officers are responsible for entering, editing, activating, deactivating, and deleting their account information!

You will be required to create your account the first time you use the GDMS.

1. Select “Add a Grant” from the toolbar at the bottom of the screen.

2. Select “Add/Edit Grants Officer”

3. 
a) To create a new account, click the “Add” button. Fill in the requested information. Save and exit. Note - for all Ambassador Self-Help grants, the warrant number is GPD8.


b) To edit an existing account, use the drop-down menu “Select Grant Officer” to select your name. Fill in the requested information. Save and exit.

c) To activate an existing account, use the drop-down menu “Select Grant Officer” to select your name. 

A form will appear with your information. At the bottom of the form, select “Active”. 

This should be done upon being authorized or reauthorized by A/OPE as a grants officer. Save and exit.

d) To deactivate an existing account, use the drop-down menu “Select Grant Officer” to select your name. At the bottom of the form, select “Inactive”. This should be done if your grant authorization for post has expired. Save and exit.

e) To delete your account, click the “Delete” button. This should only be done if all Award Records that you were the signing grant officer for have been removed from the system! If you are no longer authorized by A/OPE due to a change in post, you should deactivate your account, not delete it!

TOP (
Award Records

There are two types of Award Records in the GDMS, original awards and amendments. The Award Record is composed of three forms: Grant Action, Grantee, and Program/Authorities. When an original (i.e. new) record is being created, these forms will be empty. If an amendment is being created, they will contain the data from the Award Record selected for amendment. The same is true when a record is opened for editing.

TOP (

III. Walkthrough and Practice Exercises

For each exercise, be certain you are using the designated exercise file, Indus-DOM (see part II. Getting Started – Signing on to the System). Also make sure you have already created your grant officer account (see part II. Getting Started – Creating and Editing Your Grant Officer Account).

When completing the Award Record, if at any point you need more information on a requested item (i.e. award instrument, statutory authority), or have any confusion on what should be entered into a field, left click once on the field’s title (in Bold Print). An information window to help you!

Save the Award Records you create in the practice exercises for use in later parts of the walkthrough.
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A. Adding a Grant

Select “Add a Grant” from the toolbar at the bottom of the screen. A new window will open containing an empty Award Record. 

Form 1: Grant Action

Each title indicates a field in the form.

Grant Number: 

This should be created in accordance with GPD 14, revision 1. To access the GPD, left click the field title Grant Number. 

Award Instrument:
This is a drop-down menu listing the award instrument types. An award instrument is the type of federal assistance being provided; a grant, cooperative agreement, voluntary contribution, or assessed contribution. For definitions of each instrument, left click the field title Award Instrument. 

Action Dollar Amount:

The Action Dollar Amount is the funding amount provided by a specific federal assistance action, in US currency. In other words, this is the amount of funding indicated in a single, signed award agreement. The Action Dollar Amount is not affected by amendments or funding deobligation.

Example – A $500 award is given to a local NGO. The Action Dollar Amount for this action’s Award Record is $500. The Action Dollar Amount will remain at $500 even if the recipient receives additional funds (in the form of an amendment) or has funding reduced (followed by deobligation).

Total Dollar Amount:

The Total Dollar Amount is the amount of all federal assistance awarded to a recipient under an award project, possibly including multiple award actions that fall under the project. The Total Dollar Amount is therefore affected by both amendments and funding deobligation. For more, see parts B. Amending a Grant and C. Editing a Grant.

Example 1 – A $1000 award is given to a local NGO. The Total Dollar Amount for the award is $1000. If the recipient receives additional funds (in the form of a $100 amendment) the Total Dollar Amount in both the original and amendment Award Records should then be $1100.

Example 2 – A $1000 award is given to a local NGO. The Total Dollar Amount for the award is $1000. If $100 of the award were deobligated, the Total Dollar Amount would be edited to $900.

Award Date:

The day the grant officer signs the award agreement is the award date. A calendar function is included in the form for quick, automatic date calculation and entry.

Duration (End Date):

The day funding for an award action expires, as stated in the award agreement (the “period of performance”). The End Date of an award should not be edited if the award has been amended! If an award is amended, the new end date set by the amendment is recorded in the amendment’s action report only! To learn how to do amendments, see part B. Amending a Grant.

Reporting Quarter:

The fiscal quarter an award is given in. This is automatically calculated from the Award Date.

Grants Officer:

This is the grant officer’s account information. To bring up your account, click the “Select Grant Officer” button. A new screen will open. Use the drag down menu to select your name. Click the “Submit” button. All the fields will be filled based on your account information. Note - your name will only appear if 1) You have entered yourself into the system, and 2) your account is currently active

Your account information should be your most current contact and status information, not that of your last posting as a grants officer. 

Note - For all Ambassador Self-Help grants, the warrant number is GPD8.
Practice Exercise 1:

You are the warranted grants officer for the embassy in Kiev. You award a $5,000 grant to the Kiev Learning Center, the fifth grant awarded that year. You sign the award agreement on May 1, 2004. The agreement expires on June 1, 2004. Fill out a Grant Action form based on this information. See p.1 of the Solutions Manual for answer.
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Form 2: Grantee

Each title indicates a field in the form.

Grantee Information:

There are four buttons in this field allowing for four possible functions. Two are used when editing awards: “Remove a Grantee” and “Edit a Grantee”. The other two are used when adding an award: “Add a New Grantee” and “Select Grantee from List”. The grantee list contains the most current information on recipients that an individual post or bureau has dealt with. Only a post or bureau may edit its recipient information.  

To see if a recipient is listed, or to select an already listed recipient, click “Select Grantee from the List”.

If the recipient is not listed, they may be added to the list by clicking “Add a New Grantee” and filling out the form that opens in a new window. Note – newly added recipients will not appear on forms that are open while the new recipient is added. The new recipient will appear on the list the next time a form is opened. 

If you have selected an existing recipient from the list, please ascertain that the recipient’s information is current and correct. To correct or update recipient information, click “Edit Grantee”. 

More than one recipient may be added. To remove a recipient, click “Remove a Grantee”.

Grantee Type:

Using the drop-down menu, select the type of recipient. The three recipient types are “US Organizations, Businesses, or Individuals”, “Foreign Governments, Organizations, Businesses, or Individuals”, and “International/Transnational Organizations”. The latter may include international regimes, non-profits, and businesses.

Purpose:

This is a brief summary description of the award’s purpose, goals, etc., about two or three sentences in length.

Practice Exercise 2:

The Kiev Learning Center, a local non-profit, is receiving a grant for the purchase of computer equipment for its new computer lab (2 computers, 2 monitors, and a laser printer). The center is located at 123 Non-Profit Street, and may be contacted by phone at 555-1234. The email contact is johndoe@emailaddress.com. Fill out a Grantee form based on this information. See pp. 2-3 of the Solutions Manual for answer.
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Form 3: Program/Authorities

Each title indicates a field in the form.

Statutory Authority:

This is the authorizing legislation. The drop-down menu contains the authorities most commonly cited by State Department grants officers. For definitions of each instrument, left click the field title “Award Instrument”. If the authority you are citing is not listed, select “Other Authority”.

Note - for additional details about the authorities, please reference the Federal Assistance Authorities listing on the A/OPE website at  http://www.statebuy.gov/grants/authorities.rtf. For Public Diplomacy authorities (Fulbright-Hays, Smith-Mundt), you may also reference summaries at http://www.statebuy.gov/grants/fhsm.htm.
Requesting Entity (Bureau or other Agency):

The bureau (regional or domestic) issuing the award, or, if not issued by the State Department, the issuing agency (i.e. USAID). Select the bureau or agency option, and a drop- down menu of the appropriate entities will appear. You may also enter the bureau office, when applicable.

Program Type:

The type of program being funded. This is typically closely associated with the Statutory Authority. For example, Smith-Mundt primarily encompasses public diplomacy programs; Fulbright-Hays chiefly encompasses public diplomacy and educational programs, but may also encompass other programs associated with education, such as democratic outreach programs.

Post:

The post issuing the grant.

Practice Exercise 3:

The Kiev Learning Center is receiving its grant because it advocates the principles of free information exchange with the West, particularly America. The Center’s stated goal is to foster cultural exchange by promoting Western cultural values and principles such as democracy, free market exchange, and individual liberties and human rights. The funding for the new computer lab will aid the center in accomplishing this task. The US government will NOT directly purchase the property acquired by the Learning Center through the grant. Fill out a Program/Authorities form based on this information. See p.3 of the Solutions Manual for answer.

You have Finished Part A. Save & Exit the Award Record you created for use in later parts of the walkthrough. There are more exercises in section IV. Exercises (p. 15).
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B. Amending a Grant

Select the award you wish to amend, and then click the “Amend Grant” button on the toolbar at the bottom of the screen. For the purposes of this exercise, select the Award Record that was created in Part A of the walkthrough. If you have deleted this file or have not yet created it, see pp. 1-3 of the Solutions Manual for answer.

A new window will open asking you to enter the amendment number. If this is the first amendment to the award, the amendment number should be 1. If it is the second amendment to the award it should be 2, and so on. Enter the appropriate number and select “Submit”. 

TOP (
Form 1: Grant Action

Each title indicates a relevant field in the form.

Action Dollar Amount:

The Action Dollar Amount should reflect the funds being made available by the amendment. 

Example 1 - If the amendment is written for $500, the Action Dollar Amount would be $500.

Total Dollar Amount:

The Total Dollar Amount reflects the sum of all Action Dollar Amounts relating to an award, including all amendments. This field should be edited in all files related to an award, including prior Amendment Award Records and the original Award Record. To learn how to edit, see part C. Editing a Grant.

Example – If the Total Dollar Amount prior to the amendment was $1000, and the amendment is for $500, the new Total Dollar Amount would be $1500. 

Award Date:

The day the grant officer signs the amendment award agreement is the award date (not the date the original award agreement was signed).

Duration (End Date):

The day funding for the award amendment expires as stated in the amendment award agreement.

Grants Officer:

Amendments are often done by a different grants officer than the one who issued the original award. The grants officer actually issuing the amendment should be entered here, not the grants officer who issued the original award.

Practice Exercise 1:
i) You are the grants officer for the embassy in Kiev. You previously awarded a $5,000 grant to the Kiev Learning Center, but a sharp increase in computer prices has meant that the center is unable to meet its needs, as stipulated in the grant agreement. In order for the Center to be able to purchase the remaining equipment, you complete an award amendment for $500. You sign the award amendment on June 1st. It expires on July 1st. Create a Grant Action form reflecting this information. See p.4 of the Solutions Manual for answer.

ii) Pretend you are a different grants officer, named Test A/OPE. You come to post Kiev in Late June, replacing the previous grants officer. You write an amendment that extends time period for execution of the Kiev Learning Center grant, which stands at $5500 (including the original grant and an amendment). You sign the award amendment on July 1st. It extends the end date to August 1st. Create a Grant Action form reflecting this information. See p.4 of the Solutions Manual for answer.
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Form 2: Grantee

Each title indicates a relevant field in the form.

Grantee Information:

This is the existing information on the grantee. It should reflect the most current information on the grantee (phone number, address, etc).

Purpose:

This is a description of what the amended award is being used for. It should state why and for what purpose additional funding is being awarded or why the award’s time period has been extended.

Practice Exercise 2:
i) As grants officer for post Kiev, you wrote a $500 amendment to the Kiev Learning Center award.  This was necessary because, due to a sharp increase in computer prices, the center was unable to meet its needs as stipulated in the grant agreement. Create a Grantee form reflecting this information. See p.5 of the Solutions Manual for answer.

ii) As grants officer for post Kiev, you wrote an amendment extending the time period for execution of the Kiev Learning Center grant. The reason for the extension was that the Learning Center would have been unable to purchase all of the computer equipment it needed in the preexisting time frame. Create a Grantee form reflecting this information. See p.5 of the Solutions Manual for answer.
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Form 3: Program/Authorities

No fields in this for should be affected by an award amendment.

You have Finished Part B. Save & Exit the Award Record you created for use in later parts of the walkthrough. There are more exercises in section IV. Exercises (p. 15).
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C. Editing a Grant

Select the award you wish to edit, then click the “Edit a Grant” button on the toolbar at the bottom of the screen. For the purposes of this exercise, select the Award Record that was created in Part A of the walkthrough. If you have deleted this file or have not yet created it, see pp. 1-3 of the Solutions Manual for answer.

There are several reasons why an Award Record should be edited; 1) data has been entered incorrectly, 2) grant officer or recipient contact information has changed, 3) some of the funding obligated for an award has been deobligated, or 4) the lead bureau or agency administering the grant has changed. All fields are open to editing if they contain incorrect information. The following walkthrough highlights fields that are affected under reasons 2-4 listed above.
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Form 1: Grant Action

Each title indicates a relevant field in the form. 

Total Dollar Amount:

The Total Dollar Amount should reflect the sum of all Action Dollar Amounts relating to an award project. This figure must be edited to reflect deobligations. In other words, the Total Dollar Amount should be the total amount of funds actually obligated to a recipient over the course of a project. Note -Changes in Total Dollar Amount as a result of amendment are reflected in the Amendment Award Record.
Example - If an action obligates a $500 award, but $100 dollars of the award ends up being deobligated, then the Total Dollar Amount should be edited to $400.

Grants Officer:

This information should be edited to reflect your most recent contact information and active/inactive status. Your account information should be current, not reflective of your last posting as a grants officer. 

To edit your account, click the “Add/Edit Grant Officer” button. Select you name from the drop-down menu to open your account. Edit your account as necessary, save and exit. 

Practice Exercise 1:
As the grants officer for the embassy in Kiev you awarded a $5,000 grant to the Kiev Learning Center for the development of their computer lab. A sharp decrease in computer prices has allowed the center to meet its needs, as stipulated in the award agreement, by spending only $4,750. The remaining funds have been deobligated. Edit the Grant Action form based on this information. See p.6 of the Solutions Manual for answer.
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Form 2: Grantee

Each title indicates a relevant field in the form.

Grantee Information:

This is the existing information on the recipient. It should be edited to reflect the most current information on the recipient (phone number, address, etc).

Purpose:

The Purpose should be edited if incorrectly entered, or to indicate that funds have been deobligated. The Purpose of an award’s amendment should NOT be indicated here, but in the amendment’s own Award Record.

Practice Exercise 2:

As the grants officer for the embassy in Kiev you awarded a $5,000 grant to the Kiev Learning Center for computer equipment. A drop in computer prices has meant that the center has met its needs, as stipulated in the award agreement, by spending only $4,750. The remaining funds have been deobligated. 

Additionally, the Kiev Learning Center has moved from the outskirts of town to a larger location downtown, at 789 Velikaya Ulitsa. They are keeping the same phone number. Edit the Grantee form based on this information. See pp. 6-7 of the Solutions Manual for answer.
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Form 3: Program/Authorities

Each title indicates a relevant field in the form.

Requesting Entity (Bureau or other Agency):

The Requesting Entity should only be edited if incorrectly entered, except in cases where multiple agencies are issuing a grant or cooperative agreement. In these cases, if the lead agency changes, the Requesting Entity should be altered to reflect the new lead agency.

You have Finished Part C. Save & Exit the Award Record you created for use in later parts of the walkthrough. There are more exercises in the following section.
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IV. Exercises

These exercises are designed to familiarize you with the various facets and possibilities of the GDMS system. You will need to save the Award Records you create in parts A and B. 

A. Adding a Grant

1. You are the grants officer for the Bureau of Population, Refugee, and Migration (PRM). The Office is giving $120,000,000 to the International Committee of the Red Cross (ICRC) for general support of the organization, not for a specific application or purpose falling under an OMB circular. There is no State Department-specific authority governing this award.

ICRC is an international organization with an office at 9999 Virginia Ave, Office 800, in Washington, DC. You have been in contact with their grants division head, Jane Doe, via email (janedoe@emailaddress.com) and phone (555-4321).

You sign the award agreement on the second Friday in March 2004. The agreement expires the following Friday. It is the 21st award of its type given that year. 

Create an Award Record based on this information. See pp.8-9 of the Solutions Manual for answer.

2. You are the grants officer for the embassy in Kampala. The Embassy is awarding $3,000 to a local professor, Gaetano Serugo. Serugo is a political science professor at Makere University in Kampala. He may be reached in his office at 340 Crested Crane Avenue, Office 220, or by phone at 55-50-00.

The award has been issued as a speaker’s fee. Dr. Serugo will be giving a series of five seminars in mid-November concerning the development of Democratic institutions in modern-day Uganda, as part of the embassy’s democracy outreach and education program.

You sign the award agreement on the first Monday of October 2004. The agreement expires 60 days after the Award Date. It is the third award of its type made by post that year. 

Create an Award Record based on this information. See pp.10-11 of the Solutions Manual for answer.

3. You are a grants officer for the Bureau of Educational and Cultural Exchange (ECA). You are arranging for several promising Chinese students, recipients of various academic achievement awards, to visit the United States. During their visit they will tour several east-coast universities and attend seminars hosted in by the Department at various Washington DC venues. 

The exchange program will be conducted with Asia Foundation. Asia Foundation is an international non-profit with headquarters in Washington DC at 9999 M Street. You have been in contact with their exchange coordinator Jane Doe via email (janedoe@emailadress.com) and phone (555-4321).

Asia Foundation will be responsible for administrative details such as arranging passports, visas, transportation, housing, and board. Asia Foundation will also make arrangements to meet with university officials and arrange campus visits. The Department will be actively involved in the program, working closely with the foundation to make its arrangements, as well as itself arranging Washington-area seminars and speakers.

The exchange program visit will last from May 10th through the 24th. The grant agreement expires two days after the last day of the visit, on the 26th. It is the 45th award of this type issued by ECA in 2004. You sign the agreement on March 5, 2004 for an award of $100,000. 

Create an Award Record based on this information. See pp.12-13 of the Solutions Manual for answer.
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B. Amending a Grant
For these exercises, you will need to use the Award Records created in part A. 

1. As grants officer for the Bureau of Population, Refugees, and Migration (PRM), you gave $120,000,000 to the International Committee of the Red Cross (ICRC). Soon after signing this award, you receive word that the Department of State wishes to give an additional $10,000,000. You swiftly sign the $10,000,000 amendment on March 17th. The amendment expires 14 days later. 

Create an Amendment Award Record based on this information. See pp.14-15 of the Solutions Manual for answer.

2. As grants officer for the embassy in Kampala, you awarded $3,000 to a local professor, Gaetano Serugo. Due to unforeseen events, the democracy seminar series has been pushed back to mid-December. Instead of canceling the Dr. Serugo’s award, you decide to amend the agreement and extend the End Date to January 1st. You sign the amendment agreement on November 1st. 

Create an Amendment Award Record based on this information. See p. 15 of the Solutions Manual for answer.

3. As grants officer for the Bureau of Educational and Cultural Exchange (ECA), you entered into a $100,000 cooperative agreement with Asia Foundation. Due to new developments, the program has been extended by 3 days, with the new End Date being May 30th. An additional $10,000 is now required to successfully cover the cost of the program. You sign the amendment agreement on April 18. 

Create an Amendment Award Record based on this information. See p. 16 of the Solutions Manual for answer.

TOP (
C. Editing a Grant

For these exercises, you will need to use the Award Records created in part A. 

1. As grants officer for the Office of Population, Refugees, and Migration (PRM), you gave $120,000,000 to the International Committee of the Red Cross (ICRC). The award was increased, adding an additional $10,000,000 by amendment.

When you originally entered ICRC’s recipient information, you mistakenly had the address listed as 9999 Virginia Ave, Office 800, when in fact the office number is 300. You have also been informed that Jane Doe has resigned her post, and the new grants division head is John Smith (email johnsmith@emailaddress.com, phone 555-4321). 

Edit the appropriate Award Record based on this information. See p. 17 of the Solutions Manual for answer.
2. As grants officer for the embassy in Kampala, you awarded $3,000 to a local professor, Gaetano Serugo. Due to unforeseen events, the democracy seminar series was pushed back to mid-December. An amendment to this award was written, extending the End Date to January 1st.

However, due to the new, condensed schedule, Dr. Serugo is only able to hold three of his five originally scheduled seminars. As a consequence, $500 from this award is not expended and is ultimately deobligated. Edit the appropriate Award Record based on this information. See p. 18 of the Solutions Manual for answer.
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V. Other GDMS Functions

A. Canceling, Uncanceling, and Deleting a Grant

Cancel a Grant
Award agreements that are canceled by post should be indicated as cancelled in the GDMS. To cancel an Award Record:

( Select the file to be canceled and click the “Cancel Grant” button on the toolbar at the bottom of the screen.

( A pop-up screen will ask you to confirm that you wish to cancel the selected Award Record. To proceed, click “OK”.

The Award Record will remain in the database, but will be clearly indicated as a cancelled action and it will not be included in GDMS GIS searches. 

TOP (
Uncancel a Grant

Award agreements that have been mistakenly cancelled or purposefully uncancelled should be reactivated in the GDMS. To uncancel an Award Record:

( Select the file to be uncancelled and click the “Uncancel Grant” button on the toolbar at the bottom of the screen.

( A pop-up screen will ask you to confirm that you wish to uncancel the selected Award Record. To proceed, click “OK”.

The Award Record will return to active status, and it will once again be included in GDMS GIS searches. 

TOP (
Delete a Grant

Only under rare circumstances should an Award Record be deleted. Deleting an Award Record will also delete any files associated with it (i.e. deleting an amendment will delete the original Award Record, and vice-versa). All information for the recipient (the Recipient Account) will also be deleted. This includes the deletion of recipient information from all other Award Records in which the recipient is listed, even files unassociated with the file being deleted. As an alternative to deletion, it is recommended that users take advantage of the “Edit a Grant” function to correct any mistakes in an Award Record.

To delete an Award Record:

( Select the file to be deleted and click the “Delete a Grant” button on the toolbar at the bottom of the screen.

( A pop-up screen will ask you to confirm that you wish to delete the selected grant. To proceed, click “OK”.
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B. Data Viewing Options

The following are different methods of soliciting post’s Award data from the GDMS. These five functions provide the basic analytic tools needed for grants officers to establish their post’s award histories, either in general or with specific recipients.

Sorting Options

This is the simplest analytical option. It allows grant officers to sort their Award Records by date, recipient, award number, or action amount. 

Sorting by date gives a chronological listing of post/office’s awards. Sorting by recipient allows grant officers to quickly establish a post or office’s history with a recipient. Sorting by award number shows the most popular award types, as well as grouping awards and their amendments together. Sorting by action amount allows for a quick breakdown of the largest and smallest awards issued for easy comparison.

To sort, select the sorting option you wish to use by clicking on the matching category heading (i.e. “Award Date”). The table will automatically sort into the desired layout.
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View Reports

This function allows grant officers to sort their Award Records by multiple variables simultaneously. For example, if you are only interested in Fulbright-Hays grants given in the latter half of 2002, you may sort for only those files.

( Select “View Reports” from the tool bar at the bottom of the screen. 

( A new window will open containing a variety of search criteria. Select the criteria appropriate to your search needs and submit the form. Note – if you are familiar with the GDMS GIS system, this is similar to the type of search form used in that program.

( A new window will open containing all Award Records meeting the requested criteria, including PRIMARY data (i.e. items such as award date and amount, but not purpose). If no Award Records are returned, that means there are no such files matching the requested criteria in the GDMS. Make sure that you entered the proper parameters!
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View Grant Details

This function provides ALL details of a selected Award Record in read-only form. In other words, it returns all the available Award Record info as entered in each of the three forms. To view:

( Select the Award Record you wish to view.

( Select “View Grant Details” from the tool bar at the bottom of the screen. 
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Print Grant List

Provides a comprehensive listing of all grants, including PRIMARY data (i.e. items such as award date and amount, but not purpose).

( Select “Print Grant List” from the tool bar at the bottom of the screen. 
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Download Grants

This is probably the best option for those interested in carrying out any statistical survey of Award data. This function creates an Excel spreadsheet containing all basic Award Record information. The tabular format allows for quick and easy data screening and manipulation. To open:

( Select “Download Grants” from the tool bar at the bottom of the screen.

( A pop-up screen will open asking whether you wish to view the spreadsheet in its existing location or download it to your computer. We recommend the first option as it opens the spreadsheet faster, and the spreadsheet may then be saved directly to your hard drive at any point. 
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