
Award Notifications 
1. Your award notification will be sent via email. The email will also have a PDF version of 

the award notification for your records: 

 
 

2. Click on the link to Portal at the bottom of the email notification: 

 
3. Log into Portal and click on the appropriate Award title, or from the Actions 

column, select Accept/Decline Award: 

 



4. From the following page, download any files from the Actions column. Then, click 
Continue: 

 
5. If you need to attach files to accept the award, select Upload Files on the 

following page: 

 
6. Files can be attached by selecting them from your File Explorer or dragging and 

dropping files from your File Explorer to the browser: 

 
7. Any uploaded file can be downloaded again, or deleted using the trash icon: 

 
  



8. Select Finalize and Submit to send the Program Administrator notification that 
you have accepted the award. You can also leave an optional note to the grantor 
and Program Administrator: 
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