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Making an Award 
 

1. After you have completed the review/scoring process and have determined who will 
receive an award, select the application to be awarded:  

 
 

 
2. Select the folder drop down and select Awarded: 

 
 

3. At the bottom left of this window, click Save [Application name]: 
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4. From the right column, select the + icon next to Awards: 

 
 

5. On the award form, complete the following fields: 
 

• Submission: Select the application you want to award 
• External note: enter a note for the awarded applicant.  
• Internal note: text for internal purposes only  
• Project type: select Construction or Non-Construction 
• Internal Project ID (optional): Internal field used to identify the project  
• Internal Project Name (optional): Internal field used to name the 

project  
• Internal Grant ID (optional): Internal field used to identify the grant  
• Internal Grant ID (optional): Internal field used to name the grant 

award 
• Approval Amount: amount of funding approved  
• Match Type: Enter Yes, No, or Recommended 
• Cash and/or In-kind amounts (if applicable): amount of Cash and/or 

In-Kind amount(s) 
• Contract Start Date (if applicable): enter the first day of the 

performance period 
• Contract End Date (if applicable): enter the last day of the 

performance period 
• DUNS (if applicable): enter a DUNS number 
• Notes (optional): enter any additional notes 

 
6. After all applicable fields have been updated, select Save New Award at the 

bottom of the form. 

 
 

7. After saving the new award, click back on the top left corner until you are 
taken back to the Applications tab. Awarded applications will be listed in the 
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Awards tab: 

 
 
 

Making a Denial 
 

1. After you have completed the review/scoring process and have determined who will 
receive an award, select the application to be denied: 

 
 
 

2. Select the folder drop down and select Denied: 
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3. At the bottom left of this window, click Save [Application name]: 
 

 
 

4. From the right column, select the + icon next to Denials: 

 
 

5. On the Denial form, complete the External Message for the applicant 
 

6. After all applicable fields have been updated, select Save New Denial at the 
bottom of the form. Then, click Save and Return: 
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7. Click Back until you see the Applications tab:

 
 

8. All applications that are denied will appear in the Denials folder: 
 

 
 
 
 
 
 

Viewing an Award 
 

1. To view and manage subrecipients and their awards, log into Grants Network 
and in the Administration tab, select Organization Programs. 
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2. From the Program Dashboard, find your program and select View Detail:

 
 

3. Here, you can view all pending Financial reports and all your subrecipients: 

 
 
 

Managing a subrecipient 
 

1. Find the subrecipient and select View Detail: 

 
 

2. The Subrecipient Detail page will provide a summary of the subrecipient’s 
award, spending, and spending up to the latest financial report: 
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Compensating or Reimbursing a subrecipient 
 

1. From the Subrecipient Detail, select Add Payment: 

 
 

2. Select if the payment is to be advanced or reimbursed and enter the payment 
in the Amount column. The Available amount and total will automatically 
calculate according to this. Then, click Save: 
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Updating a budget 
 

1. Subrecipients cannot update or make changes to their budget; however, a 
program administrator can. From the Subrecipient Detail page, select 
View/Edit budget:

 
2. You will be taken to the Applicant’s budget in Portal. Click on the lock icon to 

make amendments to the award amount: 

 
 

3. Click on the title to expand the line items for each category. Edit the line items 
by clicking on the cog wheels. You can also add new line items by clicking on 
Add Row. Changes will automatically be calculated in the Budget Items 
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summary and the Budget summary: 

 
 

4. Click on the disk icon to save the new budget amounts: 
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5. To approve the new budget, click on the check mark: 
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