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AWARD PORTAL – JOB AID 
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Sponsored Programs Finance 

Update and Respond to a Ticket  
(formerly Grant Tracker “Notes”)  

 
Method 1:   Updating Ticket From Email Notification 

 
1. Locate the Award Portal 

Notification email in your inbox 
and click on the View in Award 
Portal button 

 
2. Respond directly to the ticket by 

updating the Description fields.  

 
3. Click Submit 

 
Note:  All tickets are also 
accessible via Award Portal by 
searching for the associated 
grant, shown in the next steps. 

 
 

 

 
 

Method 2:  Updating Ticket Within Award Portal 
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Sponsored Programs Finance 

 

Update and Respond to a Ticket  
(formerly Grant Tracker “Notes”)  

1. Locate the Grant associated 
with the open ticket in Award 
Portal.  Refer to the “Create a 
Ticket” job aid for query tips.   
 

2. From the Grant ID column, click 
the Grant ID to view the ticket. 

 
 
 

 
3. From the Open Tickets 

dropdown, click the Ticket ID.   
If the ticket has been 
completed, click All Tickets to 
locate your ticket.    

 
Note: You may reopen a 

completed Ticket within 
90 days of its 
completion date.  After 
90 days, you will need to 
create a new Ticket 

  

 

4. Update the Description and 
any other editable fields 
 

 

 
5. Click Submit 

 

 
 

End of Job Aid 

https://uwnetid.sharepoint.com/:w:/r/sites/FTReadiness/Shared%20Documents/13_Training/Grants%20and%20Contract%20Accounting/Job%20Aids/01_Campus/Award%20Portal%20Create%20Ticket_Campus.docx?d=w4310c4dcf341479d882965179de432a3&csf=1&web=1&e=VqdyiJ
https://uwnetid.sharepoint.com/:w:/r/sites/FTReadiness/Shared%20Documents/13_Training/Grants%20and%20Contract%20Accounting/Job%20Aids/01_Campus/Award%20Portal%20Create%20Ticket_Campus.docx?d=w4310c4dcf341479d882965179de432a3&csf=1&web=1&e=VqdyiJ

