
UOVC ~ How to Submit a

Grant Amendment

UOVC instructions for submitting grant amendments.



Click on the 'Grants' tab to find your

current grants.
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Find the grant and click on the

corresponding 'Eye' icon.
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Click on 'Awards'

step 3 of 23



Find the 'Activated' Award and click on

the corresponding 'Eye' icon.
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Click on 'Requests'
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Click 'New' to create a new amendment

request.
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Select the Amendment Type
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Add the Purpose of the amendment.

Click 'Next' to continue.
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Add the Impact of the amendment.

Click 'Next' to continue.
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Click on 'Save'
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Click on 'Edit'
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Select if this is a Key Contact change or

Other. Assign the new Key Contact, if

applicable. Include a justification.

Select 'Next' to continue.
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Identify any time or budget changes.

When complete click 'Next' to continue.

Options include: Key Contact, Cost Change,

Cost and Budget Period Change. Include a

justification and any other descriptions.
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If you're requesting a cost change,

input the New Budget here. When

complete, click 'Next' to continue.

Use the 'Expand' icons in the right column to

open and edit budget categories. Add new

Federal, In Kind, and Cash amounts.

step 14 of 23



Click on 'Save'
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Click on 'Attachments'
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Click 'Add' to upload any supporting

documents.
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Select Type of document.

step 18 of 23



Choose a File to Upload.
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Add a Description. To continue, click

'Next'.
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Click on 'Save'
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Once saved, click on the 'X' to close the

window.
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Click on 'Submit For Approval' to send

this request to the Grantor.
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Your Amendment Request has been submitted to the

Grantor for Approval.


