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Workflow Overview – Accepting the Award/Managing Users
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Alternate Workflow Overview – Accepting the Award/Managing Users (non 
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Alternate Workflow Overview – Accepting the Award/Managing Users for an 
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Accepting the Award: Role of Recipient Authorized Representative
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Managing Award Users: Role of Recipient System Administrator
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Workflow Overview – Award Action Requests
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Award Action Request: Role of Recipient Authorized Representative

Recipient 
Authorized 

Representative

Award Action Requests may include:
• Dates
• Justification
• Budget of remaining funds
• Supporting documentation
• Lease vs. purchase analysis
• Compliance with Fly America Act
• New PI contact information
• SAC completion justification
• Cost amount
• Transfer amount
• Sub-award method of selection

Receives task in 
Inbox to Review 
Award Action 
Request

Withdraw 
Award Action 
Request

Edit/Review 
Award Action 
Request

Forward to 
Agency Program Officer

7

9

9

Program Officer
Forward 

to 
Agency

Return for 
Revision

5

Recipient 
Investigator



12Version 2.11

Program Officer

FALD

Receives task 
in Inbox to 

Review 
Award Action 

Request

Edit Special 
Award 

Conditions

Forward to 
FALD for 

review

Forward to Grants 
Specialist for 

Review Grants Specialist

View Award 
Action Request 

Details

Click Add New 
Special Award 

Condition

Enter SAC 
Name and 
Description

Click Save Click Done

9

11

Award Action Request – Program Officer

Award Action Requests may include:
• Dates
• Justification
• Budget of remaining funds
• Supporting documentation
• Lease vs. purchase analysis
• Compliance with Fly America Act
• New PI contact information
• SAC completion justification
• Cost amount
• Transfer amount
• Sub-award method of selection

Click Save Click Done



13Version 2.11

FALD

Receives task 
in Inbox to 

Review 
Award Action 

Request

Edit Special Award 
Conditions

Forward to FALD for 
review

Forward to Grants 
Officer for Review

Return to Program Officer

Click Add New 
Special Award 

Condition

Enter SAC 
Name and 
Description

Click Save
Click Done

11

13

Grants 
Specialist

Grants Officer

Award Action Request – Grants Specialist

Reject

Program Officer

View Award 
Action Request 

Details

Award Action Requests may include:
• Dates
• Justification
• Budget of remaining funds
• Supporting documentation
• Lease vs. purchase analysis
• Compliance with Fly America Act
• New PI contact information
• SAC completion justification
• Cost amount
• Transfer amount
• Sub-award method of selection

9



14Version 2.11

Receives task 
in Inbox to 
Approve 

Award Action 
Request

Edit Special 
Award 

Conditions

Return to Grants 
Specialist for Review

View Award 
Action Request 

Details

Click Add New 
Special Award 

Condition

Enter SAC 
Name and 
Description

Click Save Click Done

13

11

Grants 
Officer

Grants Specialist

Award Action Request – Grants Officer

Reject

Approve Award Action 
Request

Award Action Requests may include:
• Dates
• Justification
• Budget of remaining funds
• Supporting documentation
• Lease vs. purchase analysis
• Compliance with Fly America Act
• New PI contact information
• SAC completion justification
• Cost amount
• Transfer amount
• Sub-award method of selection



15Version 2.11

Program Officer

FALD

Receives task 
in Inbox to 

Review 
Amendment

Edit Special 
Award 

Conditions

Forward to 
FALD for 

review

Forward to Grants 
Specialist for 

Review Grants Specialist

View Award 
Action Request 

Details

View 
Amendment 

Details

Click Add New 
Special Award 

Condition

Enter SAC 
Name and 
Description

Click Save Click Done

6

8

Award Action Request which turns into an amendment – Program Officer

Award Action Requests may include:
• Dates
• Justification
• Budget of remaining funds
• Supporting documentation
• Lease vs. purchase analysis
• Compliance with Fly America Act
• New PI contact information
• SAC completion justification
• Cost amount
• Transfer amount
• Sub-award method of selection

Amendment Details
• Grant Type
• Project Title
• Project Description
• Amendment Start and End Dates
• Costs
• Reasons for Amendment
• Special Award Conditions
• Line Item Budget



16Version 2.11

FALD

Receives task 
in Inbox to 

Review 
Amendment

Edit Special Award 
Conditions

Forward to FALD for 
review

Forward to Grants 
Officer for Review

Return to Program Officer

Click Add New 
Special Award 

Condition

Enter SAC 
Name and 
Description

Click Save
Click Done

8

10

Grants 
Specialist

Grants Officer

Award Action Request which turns into an amendment – Grants Specialist

Reject

Program Officer

View Award 
Action Request 

Details

View 
Amendment 

Details

Award Action Requests may include:
• Dates
• Justification
• Budget of remaining funds
• Supporting documentation
• Lease vs. purchase analysis
• Compliance with Fly America Act
• New PI contact information
• SAC completion justification
• Cost amount
• Transfer amount
• Sub-award method of selection

Amendment Details
• Grant Type
• Project Title
• Project Description
• Amendment Start and End Dates
• Costs
• Reasons for Amendment
• Special Award Conditions
• Line Item Budget



17Version 2.11

Receives task 
in Inbox to 

Review 
Amendment

Edit Special 
Award 

Conditions

Return to Grants 
Specialist for Review

View Award 
Action Request 

Details

Click Add New 
Special Award 

Condition

Enter SAC 
Name and 
Description

Click Save Click Done

Recipient 
Authorized Rep.

10

8

Grants 
Officer

Grants Specialist

Award Action Request which turns into a non-funded amendment– Grants 
Officer

Reject

Approve Amendment

View 
Amendment 

Details

Amendment Details
• Grant Type
• Project Title
• Project Description
• Amendment Start and End Dates
• Costs
• Reasons for Amendment
• Special Award Conditions
• Line Item Budget

Award Action Requests may include:
• Dates
• Justification
• Budget of remaining funds
• Supporting documentation
• Lease vs. purchase analysis
• Compliance with Fly America Act
• New PI contact information
• SAC completion justification
• Cost amount
• Transfer amount
• Sub-award method of selection

12



18Version 2.11

Receives task 
in Inbox to 

Review 
Amendment

Edit Special 
Award 

Conditions

Return to Grants 
Specialist for Review

View Award 
Action Request 

Details

Click Add New 
Special Award 

Condition

Enter SAC 
Name and 
Description

Click Save Click Done

Recipient 
Authorized Rep.

10

8

Grants 
Officer

Grants Specialist

Award Action Request which turns into a funded amendment– Grants Officer

CBS 2nd Approver
(Review)

CBS 1st Approver 
(Review)

Approve Approve

Reject

Approve Amendment

View 
Amendment 

Details

Amendment Details
• Grant Type
• Project Title
• Project Description
• Amendment Start and End Dates
• Costs
• Reasons for Amendment
• Special Award Conditions
• Line Item Budget

Award Action Requests may include:
• Dates
• Justification
• Budget of remaining funds
• Supporting documentation
• Lease vs. purchase analysis
• Compliance with Fly America Act
• New PI contact information
• SAC completion justification
• Cost amount
• Transfer amount
• Sub-award method of selection

12



19Version 2.11

Amendment: Role of Recipient Authorized Representative

Recipient 
Authorized 

Official

Receives task 
in inbox to 

Review 
Amendment

Decline 
Amendment 

View 
Amendment 

Details 

Return to 
Grants 

Officer for 
Revisions 

Grants 
Officer

12

Amendment Details
• Grant Type
• Project Title
• Project Description
• Amendment Start and End Dates
• Costs
• Reasons for Amendment
• Special Award Conditions
• Line Item Budget

Accept 
Amendment

13

Notification
Program Officer

Notification
Program Officer


