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Setting up Approval User Groups 
Workflows are set up in the Approval tab of a Solicitation. Workflows can be edited at any time 

throughout the duration of a grant program. Before adding user groups to approval workflows, they 

must be created.  For complex workflows, multiple groups can be created and organized into a 

workflow.   

 

To create a user group (Note: user groups can only be set up by DMAH’s) hover over the Administration 

tab and select Group Manager 

 

 

Click on the Add New Group button. 
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A new group form will appear allowing you to enter details, description, and create your group. Make 

sure the Group Name is easily distinguishable to you/your team. There are 2 types of groups that can be 

created: 

1. Standard Group – an item is sent to all members of a Standard group at the same time. Any 

member from this group can review/approve the item. Only one approval is needed for the item 

to be approved. 

2. Sequential Group – an item is sent to all members of a Sequential group in the order they are 

listed when creating the group. For example, if your sequential group is made up of Laura, Steve, 

and Brianna, the item is first sent to Laura, once Laura approves it the item is sent to Steve, once 

Steve approves it the item is sent to Brianna, and once Brianna approves it, the item is officially 

“approved” 
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If you select a Sequential workflow, you can also add a previously created group to another group 

workflow. For example, you need someone from the Programmatic Team group to approve something 

before someone from the Finance Team group approves. Once you select the “Sequential” radio button, 

a list of previously created groups will appear for you to choose from and put in the necessary order. 

 

 

Once you have created your group, click the Save button. This group can now be selected when setting 

up your Approval Workflows in your solicitations. 
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Recommendation Approval 
This approval workflow is triggered when an award recommendation has been created. It occurs before 

the applicant/subrecipient is notified of their award offer. 

There are 2 Approval Types, Standard and Sequential. If you select Standard, you can either designate a 

single staff member that will be the approver, or you can select a Standard Group, which will send the 

Award Recommendation to all members of the group, and whoever is the first to approve the item can. 

If you select Sequential, you must select a user group that has been set up. Click Save. 

 

Click Save. 

Once the Award Recommendation is approved, using whichever approval workflow chosen by your 

agency, the award package is sent to the subrecipient for them to review, make any changes, and accept 

or decline. 
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Final Award Approval 
This approval workflow is triggered when an award has been accepted by an applicant. This is the final 

approval before the award is considered Awarded. 

There are 2 Approval Types, Standard and Sequential. If you select Standard, you can either designate a 

single staff member that will be the approver, or you can select a Standard Group, which will send the 

Final Award Approval to all members of the group, and whoever is the first to approve the item can. If 

you select Sequential, you must select a user group that has been set up. Click Save. 

 

 

Click Save. 

Once the Final Award Approval is approved, using whichever approval workflow chosen by your agency, 

the applicant officially becomes a subrecipient. Subrecipients can then request funds for 

reimbursement, submit activity reports, manage their project team, submit amendments, etc. 
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Amendment Approval 
This approval workflow is triggered when a subrecipient requests a grant amendment. If selected, this 

workflow can also be used for financial amendments without changes to the award amount. 

There are 2 Approval Types, Standard and Sequential. If you select Standard, you can either designate a 

single staff member that will be the approver, or you can select a Standard Group, which will send the 

Amendment Approval to all members of the group, and whoever is the first to approve the item can. If 

you select Sequential, you must select a user group that has been set up. 

If the award amount checkbox is checked, this workflow will also be used for financial amendments that 

just move funds between budget categories and no changes made to the total award amount. 

 

 

Click Save. 
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Amendment Approval with Finance 
This approval workflow is triggered when a subrecipient requests a grant amendment with finance. 

Finance changes include moving money between budget categories, increasing or decreasing their 

award amount. 

There are 2 Approval Types, Standard and Sequential. If you select Standard, you can either designate a 

single staff member that will be the approver, or you can select a Standard Group, which will send the 

Finance Amendment Approval to all members of the group, and whoever is the first to approve the item 

can. If you select Sequential, you must select a user group that has been set up. Click Save. 

 

 

Click Save. 

Once the Amendment Approval with Finance is approved, using whichever approval workflow chosen by 

your agency, the changes will appear in the subrecipients budget. 
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Grantor Amendment Approval 
This approval workflow is triggered when a grantor requests a grant amendment and needs internal 

approval. 

There are 2 Approval Types, Standard and Sequential. If you select Standard, you can either designate a 

single staff member that will be the approver, or you can select a Standard Group, which will send the 

Grantor Amendment Approval to all members of the group, and whoever is the first to approve the item 

can. If you select Sequential, you must select a user group that has been set up. 

 

Click Save. 

Once the Grantor Amendment is approved internally, using whichever approval workflow chosen by 

your agency, the amendment is sent to the subrecipient for them to review, make any changes, and 

accept or decline. 
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Grantor Amendment Approval with Finance 
This approval workflow is triggered when a grantor requests a grant amendment with financial changes 

and need internal approval. Finance changes include moving money between budget categories, 

increasing or decreasing their award amount. 

There are 2 Approval Types, Standard and Sequential. If you select Standard, you can either designate a 

single staff member that will be the approver, or you can select a Standard Group, which will send the 

Grantor Amendment Approval with Finance to all members of the group, and whoever is the first to 

approve the item can. If you select Sequential, you must select a user group that has been set up. 

 

Click Save. 

Once the Grantor Amendment with Finance is approved internally, using whichever approval workflow 

chosen by your agency, the amendment is sent to the subrecipient for them to review, make any 

changes, and accept or decline. 
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Grantor Amendment Final Approval 
This approval workflow is triggered when final approval is needed by a subrecipient on a grantor-created 

grant amendment. 

There are 2 Approval Types, Standard and Sequential. If you select Standard, you can either designate a 

single staff member that will be the approver, or you can select a Standard Group, which will send the 

Grantor Amendment Final Approval to all members of the group, and whoever is the first to approve the 

item can. If you select Sequential, you must select a user group that has been set up. 

 

Click Save. 

Once a Grantor Amendment is final approved, using whichever approval workflow chosen by your 

agency, the amended changes will appear in the subrecipients award, 
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Financial Report (Payment Request) Approval 
This approval workflow is triggered when a financial report has been submitted by a subrecipient. 

Financial reports are the task assigned to a subrecipient to submit financial data. Financial reports can 

also include reimbursement requests (payment requests) and can be assigned on a cadence. 

There are 2 Approval Types, Standard and Sequential. If you select Standard, you can either designate a 

single staff member that will be the approver, or you can select a Standard Group, which will send the 

Finance Report (Payment Request) Approval to all members of the group, and whoever is the first to 

approve the item can. If you select Sequential, you must select a user group that has been set up. 

Instructions can also be added at this time. Instructions added here will appear for all subrecipients of 

this Program when they are submitting a Financial Report (Payment Request). The instructions box can 

be used to provide more detail on what a subrecipient needs to include in their Financial Report 

(Payment Request), such as back up documentation, etc. 
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Acknowledgement statements should be added to all Financial Report tasks. Specific language that can 

be copy and pasted can be found in the How to Add Subrecipient Certification Language user guide. This 

requires subrecipients to mark an acknowledgement checkbox before submitting their Financial Report 

(Payment Request). 

 

 

The last section when setting up a Financial Report (Payment Request) Approval workflow is the option 

to define a cadence of when subrecipients will submit Financial Reports to you. You can choose from 

different frequencies and intervals, and this will apply to all subrecipients as you award them. Reporting 

cadence can later be changed at the subrecipient level, if needed. 

 

 

Click Save. 

NOTE: Once a payment request is approved in eCivis, using whichever workflow set up by your agency, it 

will be sent to RIFANS and enter your existing RIFANS approval workflow before funds are sent to the 

subrecipient. 

https://controller.admin.ri.gov/grants-management/grant-management-system-gms/state-agencies/resources-state-agencies


 

Page 14 of 16 
Last Updated 5/5/2023 

 

Activity Report Approval 
This approval workflow is triggered when an activity report has been submitted by a subrecipient.  

There are 2 Approval Types, Standard and Sequential. If you select Standard, you can either designate a 

single staff member that will be the approver, or you can select a Standard Group, which will send the 

Activity Report Approval to all members of the group, and whoever is the first to approve the item can. 

If you select Sequential, you must select a user group that has been set up. Instructions can also be 

added at this time. Instructions added here will appear for all subrecipients of this Program when they 

are submitting an Activity Report. The instructions box can be used to provide more detail on what a 

subrecipient needs to include in their Activity Report, such as back up documentation, etc. Subrecipients 

can also report on their goals in Activity Reports. 
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The last section when setting up an Activity Report Approval workflow is the option to define a cadence 

of when subrecipients will submit Activity Reports to you. You can choose from different frequencies 

and intervals, and this will apply to all subrecipients as you award them. Reporting cadence can later be 

changed at the subrecipient level, if needed. 

 

 

 

Click Save. 
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Closeout Approval 
This approval workflow is triggered when the closeout process is triggered by a subrecipient.  

There are 2 Approval Types, Standard and Sequential. If you select Standard, you can either designate a 

single staff member that will be the approver, or you can select a Standard Group, which will send the 

Closeout Approval to all members of the group, and whoever is the first to approve the item can. If you 

select Sequential, you must select a user group that has been set up. 

Acknowledgement statements should be added to Closeout Reports. Specific language that can be copy 

and pasted can be found in the How to Add Subrecipient Certification Language user guide. This requires 

subrecipients to mark an acknowledgement checkbox before submitting their Closeout Report 

 

Click Save. 

 

https://controller.admin.ri.gov/grants-management/grant-management-system-gms/state-agencies/resources-state-agencies

