
To complete the revisions:  
 
Log into the system 
Click the "Applications" tab 
Click "Pending Tasks" 
Click the Play button next to the application you need to amend. 
 

 
 
 
 
Click the Budget tab 
Expand the Budget fields using the "+"  
 

 
 
 



Click the Pen Icon to edit each budget category. (Be sure to "Save" after you edit each 
section).   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Once you're finished with your Budget edits, click on the "Attachments" tab, make any 
changes to your attachments if needed, then click the "Validate" button at the top (be 
sure you are done with all of your edits before you Validate, it won't let you make any 
further changes after validating). 
 

 
 
Once you've edited and validated your attachments, click on the "Revisions" tab and the 
Green Eye icon  
 

 
 
 
 



Click the "Edit" button in the top right corner 
 

 
 
 
Enter the Applicant Comments at the bottom of the page.  
 

 
 
Then click Submit Request.  
 
This should complete the revisions. They will then go back to our office for review and 
approval and activation of the award. Once that is complete, you'll be able to submit 
reports and reimbursement requests.  
 


