Request an Award Modification

0:00
Welcome to a demo on how to request an award modification during the life cycle of a research project.

0:07
You may need to modify an award due to factors such as budget adjustments or personnel changes.

0:13
During this training video, I'll show you how to create an award modification request and submit it for review.

0:20
To begin, click on the Grants header and then the Awards subheader.

0:27
Then select the award that needs to be modified to open the Award workspace.

0:32
As a note, only awards in the Active or Advanced account states will have this button available, so I'll start on the Active Awards tab.

0:47
Once you are in the Award workspace, select Request Award Modification from the list of buttons under Next Steps.

0:59
In the smart form, enter a title, due date if needed, and a description of the changes that need to be made.

1:22
Add in any supporting documents if needed by clicking Add or drag and drop a file.

1:30
For question six, select the request type or types, then click Save.

1:41
Some of the request types will generate additional pages after you click Save.

1:46
That's why it's important to click Save here in case additional pages appear for revision and supplement.

1:52
We don't have any additional pages, so I'll go ahead and click Finish.

2:04
From the Award Modification request workspace, we're going to click Submit to Specialist.

2:09
This is on the left hand side.

2:17
On the Submit to Specialist form, you have the option to add in any additional instructions and supporting documents.

2:33
Once simply click OK, the Award Modification request will move to the review state as seen here on the left, and will appear in the inbox of the assigned specialist for their review.

2:50
You've now learned how to request an award modification.

2:54
For additional information, please visit the training page.
