
Appendix 6-10

Completing an Amendment Request in the Grants Network Portal.

Step Action 

1 Grantee logs into their Grants Network Portal account. 

2 Find the award for which you wish to request an amendment under My Awards, then click 
on the award title.  

3 

This takes you to the Award Dashboard. Click the Request Grant Amendment button. 

4 

This takes you to the Grant Amendment screen. 

 You should see 4 progress tabs that represent steps in the process: Award Details,
Financial Information, Finalize Goals, and Attach Files. The Award Details tab is
selected.

Review your information and click the Save and Continue button. 

5 

This takes you to the Financial Information tab. If the amendment request includes a 
financial change, as indicated on your Revision / Amendment Form, click the box labeled, 
“This amendment includes a financial change.” 

 This step is CRITICAL to allowing budget changes of ANY KIND.
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Step Action 
 If it does not include a financial change, leave this box unchecked.

6a 
IF the amendment includes NO financial changes… 
Click the blue Continue button. Go to Step 7. 

6b 

IF the amendment DOES include financial changes… 
The Grantee will be presented with a set of fields showing budget information. 

 Budget Summary information CANNOT be edited. It will be automatically updated
when the Grantee updates the separate Budget Items.

 To make changes, scroll down to the Budget Items section.

 Click on the name of the budget item you want to change.

 Make changes in the cost fields or add a row for new expenditures.
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Step Action 
 ONLY CHANGE the Cost field, DO NOT CHANGE Description, Units, Unit Cost,

Extended Cost, or Item Type.

 If you need to add cost to a category (e.g., Activity Delivery), simply replace the
zeros in the Cost field with the new cost.

 Once budget changes are complete, click Save Changes.

 A pop-up window appears, listing the budget revisions. Add a note that says, “The
budget changes made are shown in the attached Revision / Amendment
Request form.” then click Save.
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Step Action 
 In the Budget Narrative section, enter the phrase, “The budget changes made are

shown in the attached Revision / Amendment Request form.”

 If the Grantee prefers, they may enter a short description of the change to the
narrative.

 When the narrative is complete, click Save Narrative.

 Another pop-up window will appear. Inserting a note in this window is NOT required.
SKIP this note and click Save.
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Step Action 
 Once all updates are complete, click the blue Continue button at the bottom of the

screen.

7 

This takes you to the Finalize Goals tab. Grantees should enter information on this tab 
ONLY if they show Beneficiaries changes on their Revision / Amendment Request 
form.  

 If there are changes, enter the updates in the fields provided.

 When updates are complete (or if there are none), click the Save and Continue
button at the bottom of the screen.

8 This takes you to the Attach Files tab. Click the green Upload button. 
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Step Action 

 A pop-up window appears. Grantees can drag documents into the indicated space
or click it to browse for files to upload.

 Upload the SIGNED Revision / Amendment Request form first, followed by any
supporting documentation.

 Click the Done button when all files are uploaded.

9 
Fill in an Amendment Narrative. 

 Type in “See attached Revision / Amendment Request form.”
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Step Action 

10 When your narrative is complete, click the blue Submit Amendment button. 

11 

 A pop-up warning window appears. The Grantee has the OPTION of entering a few
short notes to the approver. If the amendment is complete, click Save.
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