
1. Accepting an Award
As an applicant, if my application is approved I will need to know how to accept an award and begin
managing reporting requirements.

If you have been selected to receive an award, you will be notified by email. The email will also have a
PDF version of the award notification for your records:

1) Click on the link to Portal at the bottom of the email notification:



2) Log into Portal and click on the appropriate Award title, or from the Actions column, select
Accept/Decline Award:

3) From the following page, download any files from the Actions column. Then, click Continue:

4) Review and finalize your budget. Your granting agency may not have awarded you the exact
amount you requested. You can request changes if you believe the budgeted items are
justified:



5) You can include a narrative in the budget to further explain and justify your expenses. When
you are ready to finalize your budget click on “Save Changes.”

6) Select “Accept and Continue” at the bottom of the page.

If you plan to decline your award offer, click “Decline Award.”

If you would like to request a budget change before accepting, click “Request Budget
Change.” This will send a request to the grantor and you should expect an updated Award
Notification to accept:



7) If you need to attach files to accept the award, select Upload Files on the following page:

Files can be attached by selecting them from your File Explorer or dragging and dropping
files from your File Explorer to the browser:

Any uploaded file can be downloaded again, or deleted using the trash icon:



8) Select Finalize and Submit to send the Program Administrator notification that you have
accepted the award. You can also leave an optional note to the grantor and Program
Administrator:


