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How to Accept an Award in eCivis Portal 

Accepting an Award you Applied For 

Accepting a Direct (Non-Competitive) Award 
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Accepting an Award you Applied For 
 

Once you have submitted an application through eCivis Portal, you will see the status move from Draft 

to Under Review status in the My Applications tab: 
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If your application is approved and awarded, the user who submitted the application will be notified via 

email. An automatic email will be sent from Support@eCivis.com with award details, a note from your 

grantor, and a link to the eCivis Portal where you can review your award package and begin the 

acceptance process. 

Note: Only the user who submitted the application will have access to accept the award package. Once 

the award has been accepted, additional team members can be added to help manage post award 

activities. 
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You will also see your application status will change from Under Review to Pending Acceptance in the My 

Awards tab of your eCivis Portal 

 

 

 

To continue, click on the appropriate award title, or from the Actions icon, select Accept/Decline Award 
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The first page will include data of your award including approved award amount, match requirements, 

performance period, and award files. Download and review all files, including the Subaward Agreement, 

the Terms & Conditions, and additional appendices provided by your grantor before clicking Continue. If 

necessary, you can also click Decline Award to end the process here and decline your award. 

 

 

Note: Some grant programs may not have a budget and/or goals built into the system, therefore you 

may not see the Finalize Budget and/or Finalize Goals pages during your award acceptance. 
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The second page of the award package includes your approved budget. The top half of the page includes 

summary budget data and budget settings. You can also open each budget category by clicking the 

hyperlinked name to view line item details (if provided by the grantor agency). Review your approved 

budget as your grantor may have made some changes to your application budget. Review any 

notes/instructions from your grantor to know whether you can amend your budget before accepting 

your award. 

 

 

 

If you make any changes to the budget, you will need to click Request Budget Change. This will send 

your amended budget back to your grantor agency to review/edit before approving. If no changes are 

made, click Accept and Continue. 
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The third section (Goals) will show the target units approved by your grantor. Once reviewed (and 

edited if needed), select Save and Continue. 

 

The final section of your award package is to upload any files you wish to send your grantor. This 

includes a signed subaward agreement, any certifications/documentation they require, etc. Use the 

green Upload File button to load your files and select Finalize and Submit. If needed, you can also save 

and return to this page to accept/submit at a later time. 
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Note: If you made any changes to your budget or goals, the green button will read Return to Grantor and 

your award status in your eCivis Portal will update to Subrecipient Changes Requested. Once the grantor 

reviews changes made, your award package will be sent back to you. This process will continue until no 

more changes to the budget or goals are made. The button will then change to Finalize and Submit. 

 

Once finalized and submitted, your award status will update to Pending Final Approval. 

 

 

The Grantor agency now reviews all files you submitted with your award package and will go through a 

final approval process. Once your award is final approved, you will receive and email from 

Support@eCivis.com notifying you of your award. Your award status will update to Awarded. 

 

 

 

 

Reference the Subrecipient Post-Award Management user guide for information on submitting 

reimbursement requests, activity reports, miscellaneous reports, grant amendments, adding team 

members, and grant close out. 
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Accepting a Direct (Non-Competitive) Award 
 

Direct Awards do not require an application.  Direct Awards may be determined by formula or restricted 

to a limited pool of qualified entities.  An email will be sent from Support@eCivis.com. Open the email 

to read the note from your grantor agency and click on the hyperlink “Initiate Direct Award”. 
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You will be prompted to sign in to eCivis Portal. Once your credentials are entered, use the Portal Login 

button. If this is your first time signing in, use the green Create an Account button to create a username 

and password. 

 

Once logged in, you will be prompted to enter in some basic information. Once all fields are complete, 

click the green Continue button. You will not see any award details at this point.  If necessary, you can 

decline the award now or later and end the process.   
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Once the previous step is completed successfully, you will see your award enter the status of “Pending 

Direct Award” in your My Awards tab. This means your award is back with your grantor agency. 

 

 

Once your grantor agency has completed your award package and sent it to you, you will receive an 

automatic email from Support@eCivis.com. The email will contain summary data of your award, a note 

from your grantor, and a link for you to review further details and accept (or decline) the award. 
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You can also access your award package by logging into your eCivis Portal account, navigating to My 

Awards and clicking on the project that will now have a status of Pending Acceptance. 

 

Note: Only the user who accepted the Direct Award initiation will have access to accept the award 

package. Once the award has been accepted, additional team members can be added to help manage 

post award activities. 

To review your award package, either click on the hyperlinked Grant Title or from the Actions menu, and 

select Accept/Decline Award 

 

The first page will include data of your award including approved award amount, match requirements, 

performance period, and award files. Download and review all files, including the Subaward Agreement, 

the Terms & Conditions, and additional appendices provided by your grantor before clicking Continue. If 

necessary, you can also click Decline Award to end the process here and decline your award. 
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The second page of the award package includes your approved budget. The top half of the page includes 

summary budget data and budget settings. You can also open each budget category by clicking the 

hyperlinked name to view line item details (if provided by the grantor agency). Review any 

notes/instructions from your grantor to know whether you can amend your budget before accepting 

your award. 

 

 

 

If you make any changes to the budget, you will need to click Request Budget Change. This will send 

your amended budget back to your grantor agency to review/edit before approving. If no changes are 

made, and just a budget narrative is added, click Accept and Continue. 
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The third section (Goals) will only appear if your grantor agency set up goals they want you to report on. 

Target units may be pre-loaded by your grantor and can be edited if needed. Subgoals will roll up to the 

parent goals total (greyed out field). Once reviewed (and edited if needed), select Save and Continue. 

 

The final section of your award package is to upload any files you wish to send your grantor. This 

includes a signed subaward agreement, any certifications/documentation they require, etc. Use the 

green Upload File button to load your files and select Finalize and Submit. If needed, you can also save 

and return to this page to accept/submit at a later time. 
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Note: If you made any changes to your budget or goals, the green button will read Return to Grantor. 

Once the grantor reviews changes made, your award package will be sent back to you. This back-and-

forth process will continue until no more changes to the budget or goals are made. The button will then 

change to Finalize and Submit. 

 

Once finalized and submitted, your award status will update to Pending Final Approval. 

 

 

The Grantor agency now reviews all files you submitted with your award package and will go through a 

final approval process. Once your award is final approved, you will receive and email from 

Support@eCivis.com notifying you of your award. Your award status will update to Awarded. 

 

 

 

 

Reference the Subrecipient Post-Award Management user guide for information on submitting 

reimbursement requests, activity reports, miscellaneous reports, grant amendments, adding team 

members, and grant closeout. 
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