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Grant Application User Guide–Grantee without Delegates  
Submission Instructions: Noncompeting Continuation and New 

Noncompetitive Five Year Grants 
The Office of Head Start recently updated the HSES grant application section. The benefits include: 

 

• fully electronic signatures, eliminating the need for hard copy signatures and mailings 
• the ability to copy your previous budget into a new grant number when, for example, your grant 

transitions from indefinite to a five year project period, requiring a new grant number upon 
award 

• improved visibility of data previously “hidden” in sections, such as personnel 
• functional allocations used only  for administrative personnel  
• new PDF and Excel reports throughout the module, at much faster speeds. 
• guidance for submission of amendments 
• correspondence tab for communications with the regional office 

 

Get started by logging in and navigating to Financials > Application tab. 

 

Quick Guide 

Step 1. On the Application main page, choose budget period through drop-down lists. (1.1.1) 
Step 2. Select the type of application from the Applications table and click Start to start. (1.1.1) 

Step 3. Decide if you want to pre-populate your application with information from a previous 
application or start with a new (i.e., blank) application for each program type, then click the 
appropriate radio buttons.  (1.1.1) 

Step 4. Under the Program Schedules, enter the classes/groups and numbers of children in each 
Program Option at each of your centers, and the days the classes/groups meet. (1.5) 

Step 5. When you understand the special edit mode features on the Budget tabs, enter all 
relevant budget information for your programs. (1.6) 

Step 6. Enter any Other Funding amounts that apply. (1.7) 
Step 7. Complete the SF424A. (1.8) 
Step 8. Add or edit information as required.  (1.9) 
Step 9.  Upload all required documents. (1.10) 
Step 10. Submit Application (2) 
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1. Creating an Application 
 

1.1. Introduction to the Application tab main page 
 
 

Application tab main page 

 
 

 

 

1.1.1. How to Set Up the Application Process 
Step 1. On the Application screen, use the Fiscal Year and Budget Period drop-down lists to choose which applications 

appear in the Application table. (Default setting: current budget period) 
Step 2. Find the application type you need in the Applications table, then click the appropriate “view” link in the 

Actions column to begin the application. 
 
You will move to the Start Application page. On this page—which you will see ONLY the first time you start the 
application—you can select a previous application to use as a starting point. You can also simply start an 
entirely new application. 

Start Application page 
Step 3. Decide if you want to pre-populate your 

application with information from a 
previous application or start with a new 
(i.e., blank) application for each 
program type, then click the 
appropriate radio buttons in the Select 
column. (Or click Cancel to return to the 
previous page without starting an 
application.) 

  

Selecting Application Guide in the 
top right of the “Applications” table 
downloads a PDF guide detailing the 
application process. 

Once the application is started, the 
Application Status will change from “Not 
Started” to “Started by Grantee” and new 
Actions will become available. 

Add Amendment button procedures 
are discussed in Section 4. 

Fiscal Year and 
Budget Period 
drop-down 
lists 

Applications 
table 

Warning 
You will see this page ONLY the first time you 

start the application; after that, you will go 
directly to the Summary page described in the 

next section. 

Click arrow to see additional 
funding details. 

 



  Application Instructions: Grantee without Delegates 

 August 15, 2014 Page 4 

1.2. New Features and Basic Navigation 
This page and the next go over some of the features you will see throughout the application. 
 

In general, use the “Back” button” to return to the previous page. (From the Summary 
tab, it will return to the Application main page.) 

The “Edit” button is available on all application tabs, even when a page (like this 
one) has no editable content. How it works is described on the next page. 

View Grant Application: Summary tab 
 

 

 

 

Use the tabs to 
navigate between 
application sections. 

 

 

 

 

 

 
 

Warnings/Errors will display any validation warnings or errors triggered by your data. (You can submit an 
application with warnings, but not with errors.) 
Warnings and errors are displayed on the Summary tab (shown above) and on the budget tab (shown below). 
If you copied a previous application the warnings/errors from that application will appear. 

Sample warning message 

 
 

 

 

 

Many pages have download links for PDF or Excel reports that 
will contain the data on that page.  
Note: Reports are not accessible when you are in edit mode. 
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Edit Mode 

Once you click the “Edit” button, the “Back” and “Edit” buttons are replaced by “Save,” “Save and Stop Editing,” and 
“Cancel.” 

Buttons after selecting Edit 

 
• Save saves edits you have made and keeps you in edit mode. 
• Save and Stop Editing saves edits you have made and exits edit mode. 
• Cancel exits edit mode without saving any changes. 

You can navigate between tabs while in edit mode. (Save and Stop Editing or Cancel removes you from edit mode.) 
Note that switching between tabs saves edits you have made on that page. 

Editing data: 

• To edit or add data, click in any cell and type or use drop-downs as necessary. 
• Links and buttons become available to allow you to customize your application. For example, in the 

screenshot below, there are links that allow you to delete rows and a button that will allow you to add more 
rows. 

Note: You cannot download reports while in edit mode.  

Program Schedule tab in edit mode 
Edit mode buttons 

 

 

 

 

 

 

 
Delete link 
 
 
Add button 

 
Drop-down list 

Other: 

• Special features available in edit mode on the Budget section are discussed in that section. 
• The SF424 pages have “Help” buttons ( ) that provide additional details; an example is given in the SF424 

section. 
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1.3. Introduction to Tabs 
The tabs are arranged in the recommended order of completion: 

• Summary (this tab provides summary information—no data are entered on this tab) 
• Program Schedule 
• Budget (has multiple subtabs) 
• Other Funding 
• SF424A 
• SF424 
• Documents 
• Reports  
• Correspondence 

 
You can work on the tabs in any order, but you will find it useful to complete the Budget tab before you get to the SF424 
because HSES will pre-populate the SF424A and SF424 with information you enter in the Budget tab.  
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1.4. Summary Tab 
This tab displays the overall funding totals for the application and any warnings or errors triggered by the data you have 
entered on other tabs. You do not enter any data here.  

• If you opted to begin with a copy of a previous application, these data will be pre-populated, as shown in the 
screenshot below. 

• If you start with a new application, this table will have zeros to start with and will fill in as you enter and save 
data on the other tabs—particularly the Budget tab. 

Summary page 
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1.5. Program Schedule Tab 
This tab lists the types of programs you can provide (i.e., center-based, combination program, family child care, home-
based, and locally designed program) plus the funded enrollment total for Head Start programs and the funded child 
enrollment total, pregnant women, and funded enrollment total for Early Head Start programs. 

• The Enrollment by Program Option table at the top of the page is a rollup of the Program Schedules tables 
below and is not editable. As data are added or updated, the “Enrollment by Program Option” table at the 
top will automatically update. 

Step 4. Under Program Schedules, enter the classes/groups in each Program Option at each of your centers, as well as 
the numbers of children in those classes/groups and the days they meet. 

o To edit or add data, click in any cell and type or use dropdowns as necessary. 
o To add a row, click the Add… button below the appropriate table.  
o To delete a row, click delete in the “Schedule Number” column. 

 
Data in the example below were pre-populated by starting with an existing application on the “Start Application” page. 

Program Schedule tab in view mode 
 

 

 

 

 

Program Schedule tab in edit mode 

 

 

 

 
 
 

The schedule numbers are system generated:  

• The starting letters represent the program option (CB = Center-based, HB = Home-based, etc.).  
• The set of three numbers identify the program or delegate (000 = HS grantee, 200 = EHS grantee, 0XX = 

an HS delegate, etc.). The final number is sequential.  
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1.6. Budget Tab 
The budget tab has separate sections for Head Start and Early Head Start. Both have the same subtabs under Budget 
Details, but individual items on those pages may differ. 

Step 5. Use the special edit mode features (explained below and on the next two pages), and enter all relevant budget 
information for your programs. 

Budget Details tabs and subtabs: 

• Personnel 

o Child Health and Development 
o Family and Community Partnership 
o Program Design and Management 
o Other 

• Fringe Benefits 

• Travel 
• Equipment 
• Supplies 
• Contractual 
• Construction  
• Other 
• Indirect Charges

 

At the top right of the page, a “Reports” 
section lists the reports you can download 
as PDFs or an Excel spreadsheet. See info 
about “Actions” menu on next page. 

Budget tab and the Personnel subtab 
At the top of the Budget tab 
is the “Budget Summary” 
table—a roll-up of all the 
budget information entered 
in the Budget tab tables.  

 

Next on the page is the 
“Budget Details” section 
with its subtabs. 

The Personnel tab has two 
unique features: 

• A table showing the 
personnel total; and 

• A second set of tabs 
for personnel 
categories. 

 

 

 

Warnings and Errors may appear under the budget summary table when inconsistent or illogical 
values are entered. These will not appear until the data are saved. These will also appear under 
“Warnings/Errors” on the Summary tab.  
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1.6.1. Special Feature on Budget Summary: Actions Menu 
Entering edit mode on the Budget Summary tab removes the “Reports” links as it does on other pages. Here, however, it 
is replaced with the “Actions” menu. You can use this tab to copy budget data—and budget data only—from a previous 
application or reset all budget values to zero. 

Budget Summary tab showing Actions menu 

 
Under “Actions” are two options: copy previous application and reset.  

Copy previous application 

When you select the “copy previous application” option, a new page will open that lists previous applications of the 
same type.  

• Select a previous application and click Continue to proceed. 

Warning: Clicking “Continue” will overwrite any budget data that have been entered in the current 
application.  

Or,  
• Click Cancel in the bottom left to return to the budget page.  

Copy previous application page 

 
Reset 

• Select the “reset” option to change all values on the Budget tab to zero. You will be taken to the 
confirmation screen shown below.  

• On the Reset Application page, select Cancel to return to the Budget tab without making any changes or 
Reset to reset all values to zero. 

Budget reset warning page 
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1.6.2. Other Special Edit Mode Features in the Budget Section 
 

 

 

 

 
Editing budget data example

 
 

Add additional line items by clicking the “add” 
button in the “Other” category where applicable 
(below “Other Child Services” in this example). 

 
Additional line item 

 
 

You can delete any line items you add. 

 

1.6.3. Other Budget Tabs 
The other Budget tabs have similar layouts and identical functions to the Personnel tab. 

Other Budget tabs 

 

  

Under the “Admin Allocation” 
column, use the “0%” to reset 
the “Actual” value to the default 
value. 
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1.7. Other Funding Tab 
The funding entered on this tab is separate from the non-federal share match and should NOT be included in the NFS 
funding on the Budget tab. 

Note that USDA Funds for Nutrition Services has been renamed Child and Adult Care Food Program (CACFP) Funds. 

Entering zero for CACFP will result in an error. This error will not be displayed on this tab, but will display where data is 
rolled up (summary tab). 

Step 6. Enter any Other Funding amounts that apply. 

 

Other Funding includes the following categories (as shown in the screenshot below): 

Federal Funding 

1. Federal Child Development and Child Care Funds 
2. Child and Adult Care Food Program (CACFP) Funds 
3. Other Federal Funding 

State Funding 

4. State Preschool Programs  
5. Other State Funding 

Local Government Funding 

6. School District Funding 
7. Other Local Government Funding 

Other Funding 

8. Tribal Government Funding 
9. Fundraising Activities 
10. Other 

Other Funding tab 
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1.8. SF424A Tab 
Step 7. Complete the SF424A. Note: This form is no longer to be submitted on paper, and will be considered 

electronically signed when the Submit Application button is clicked. 

Note: Information previously entered and saved on Budget tabs will be used to pre-populate SF424 where possible. 

For example, In Section A - Budget Summary (see screenshot below), some information 
is editable and some is not. Text immediately below the section heading explains the 
source of the information that is not editable: 

• The New or Revised Budget Federal Column (e) is populated with amounts 
from Section B, Line 6.k. 

• The New or Revised Budget Non-Federal Column (f) is populated with 
amounts from Section C, Column (e). 

SF424A in edit mode and help button example 

 
 
 

  

Clicking on  (i.e., “Help” button) provides additional details. 
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1.9. SF424 Tab 
 

Step 8. Information on this tab is partly pre-populated from the Budget and the SF424A tabs. To adjust those figures, 
edit the Budget tab or SF424A tab. Add or edit information as required. 

Certifications and assurances can be downloaded at the bottom of this page. 

Click on  (i.e., Help button) to get additional information. 

To edit your location:  

• Click the “edit location” link in Section 8.d. 
• On the Edit Address screen, enter your address, then click the “continue” link.  
• The system will standardize your address, if necessary, though you may opt to continue without 

standardizing. 
• You will be asked to validate your address in the final step. To do so, follow the instructions in the dialog 

box.  
• Select finish to accept the edits, back to go back a step, and cancel to exit “edit location.” 

SF424 overview and edit address screens 

 

 
 

 

 

 

 

Final step in location process: 
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1.10. Documents Tab 
The documents tab provides folders for all the materials you are required to upload. 

• View and download documents in regular or edit mode. 
• Upload documents in edit mode only. 

Document tab in edit mode 
 

Open or close all folders or 
download all documents by 
using the appropriate links 
at the top of the table.  

 

 

 

 

 

 

 

 

 

 

 
To upload a document:  

• Select the Upload New Document icon ( ) in the appropriate row. 
• On the Upload application page, browse for the document to upload and 

provide a description of the file.  

 
Document upload page 

 
 

• Click Upload to upload the document and return to the documents tab or 
Cancel to return to the documents tab without uploading. 
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Once a document is uploaded, it will appear in the table and the Upload New 
Document icon will be replaced with the Edit Document icon ( ). 

Documents tab with sample document uploaded 
 

 

Open and close individual 
folders by using the /  
(i.e., Open/Close Folder 
icons). 

 

 

 

 

 

 

 

 

 

 
Click the  (i.e., the edit icon) to move to a screen where you can edit the 
document, replace it with another document, or delete it using the appropriate 
buttons under the Action menu. 

 
Edit Document screen 

 

 

Step 9. Upload all required documents. 
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1.11. Reports Tab 
The Reports tab allows you to download all reports that are available on any of the other tabs in the application. 

The certifications and assurances are not available on the reports tab. They can be downloaded at the bottom of the 
SF424 tab. 

 

Reports tab 

 
 

  



  Application Instructions: Grantee without Delegates 

 August 15, 2014 Page 18 

1.12. Correspondence Tab 
The correspondence tab allows users to communicate with program staff. All messages and attachments will become 
part of the final application. Sending correspondence sends and email to all recipients. Messages are also viewable 
within HSES. Note that attachments are listed in the email, but can only be downloaded through HSES. 

Correspondence tab 

 
To compose a message, click Add Correspondence. Use the check boxes to select relevant program staff. To include 
other recipients, check “Other(s)” and add email addresses separated by semicolons. Click Send to send and Cancel to 
discard any changes and return to the previous screen. 

Add Correspondence screen 

 
To attach a file, click Add Attachment. On the next screen, use Browse… to select a file, Upload to upload the 
attachments, or Cancel to discard any changes and return to the previous screen. 

Upload screen 
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2. Submitting an Application 
Step 10. Submit Application 

Once you are ready to submit an application (or amendment application), you may click on submit under “actions” 

Application main page with submit active 

 
Clicking submit will take you to the submit application page (below). On this page you will see a high level budget 
summary and a summary of any warnings that have not been addressed. To submit the page to the regional office, click 
Submit Application. To returns to the previous screen without submitting, click Cancel.  

Submit application page 

 

Once the application has been submitted, the status on the application main page will update to “Submitted to Regional 
Office” and the only option available under “Actions” is to view.  
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3. Adding an Amendment 
3.1. Application Main Page 

From the application main page you can add various types of amendments to the application. To add an amendment, 
click the Add Amendment button below the Applications table.   

Application Main Page showing Add Amendment button 

 
 

Once an amendment has been added, it may be viewed from the application main page by selecting View under the 
“Actions” column. 
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3.1.1. Select Amendment Type 
Doing this takes you to the Select Amendment Type page. Use the radio buttons under “Type” to select the type of 
amendment you wish to add and click the Continue button to proceed with the amendment or Cancel to return to the 
application main page without creating an amendment.  

Links in the “References” column open new tabs in your browser with additional information.  

Select Amendment Type page 
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3.2. Initial Amendment page overview 
 

On the initial amendment page, you can start amendments (under “Program”). 

 

Initial view of amendment page  
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3.2.1. Starting an Amendment Application 
To start an application, select start under “Actions”. You will be taken to the next page for confirmation. 

Start Application Confirmation Page 

 
 

Click Create New Application to confirm, or click Cancel to return to the previous page without creating the new 
application. 

View program application page 
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4. Viewing an in-process Application 
Once an application has been started, it can be viewed from the Application main page by clicking view under “Actions”. 

 
 

You will be taken to the main grant application page 

 

Grant application main page 
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