AWARD PORTAL -JOB AID

(Campus)

Create a New Ticket
(formerly Grant Tracker “Notes”)

1. Click the Award Portal button on the
Grant & Contract Accounting website
2. From the Home tab, Search for the grant.

W Greniand Contract Accouniing

Award Portal Search

Notes: | | == -
e Refer to this guide to cross- |_ |
reference old Grant Tracker fields
to new ones.

e To narrow your search results,
use the Grant ID or Budget
Number

3. From the Search Results window, click
the Grant ID hyperlink
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4. Expand the Open Tickets option by T
clicking anywhere on the bar.

Grant Informationz

Note: The Submit New Ticket option is Open Tickets
accessible from the Open Tickets
bar for convenience. You may Award Line Financial Informationz

also scroll down to the bottom of

the screen to access the button. All Taskszz B

All Tickets
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https://uwnetid.sharepoint.com/:w:/s/FTReadiness/EXjnXaGiARJJuOHfhjvDvH8BXSrZidJ2NxujKhKrkYe2CA?e=D44nBF

Create a New Ticket
(formerly Grant Tracker “Notes”)

5. Scroll down and click Submit New e
Ticket .

Open Tickets

Ticket ID Status Topic
=D

Award Line Financial Informationz

All Tasks= @

All Tickets

6. Enter information into the required fields p——
(Subject, Topic, and Description)

Notes: :
e Topic field: Use this guide to cross-
reference old Grant Tracker topics

to new ones.

¢ Required fields are denoted by
asterisks S -

7. Click Submit

End of Job Aid
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