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Grantee Portal Training Manuals 

How to Edit an Application 

 

1. Click on the “Draft Application Pending” card or “Final Application Pending” card under the “Requests” 
section depending on what part of the process your application is currently in.
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2. Select the application that you would like to edit.

 
 

3. Click on the “edit” button on the upper right side.
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4. The form will open up on the right side of your screen. You will also see a Table of Contents that you 
can click on to navigate the different sections in the form.
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5. You can also simply scroll down to each of the different sections and click on the arrows to 
expand/collapse the contents for each section [red boxes].
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6. Fill out all the required questions in the form. Required questions are bolded so you can easily identify 
which questions are mandatory. Almost all the questions in the application are required so it is 
recommended to answer all the questions to avoid any submission errors.
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7. Once you are satisfied with all your answers, you can click the “Save & Close” button on the bottom 
right to save your changes.

 

Notes: 

- Remember to click “Save and Continue” on the bottom right as much as possible. As the system 
does not perform autosave, this will prevent you from losing important work. 

- Remember to try and not leave any required fields empty. This will trigger an error and the 
system will let you know where it is. Note that leaving a field is not limited to leaving text boxes 
empty. It can also mean leaving a currency field empty, not selecting a date, not selecting an 
option in the dropdown menu, and not uploading required documents.  

 

 

 


