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It is the responsibility of the entity Authorized Officials to assign entity users to a Grant 

Application/Report.  This can only be done after a grant application/report has been 

initiated by the Authorized Official.   

Helpful Tips:   

o This is step #2 – completed only after the user has been added to the 

entity/organization “pool” of users (for step #1, see Adding & Inactivating Users 

Instructions, only required to be completed once).   
 

Assigning Users: 

• Select the Searches tab 

• Select Applications link 

 

 

• Type (copy & paste) in the Document Number into the textbox or 

• Select the Grant Application from the dropdown link  

o To narrow the list, also type in the Fiscal Year 

• Click the Search button 
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• Once the screen refreshes, click on the Document Number hyperlink 

 

 

• Scroll down to the Add/Edit People link on the side navigation bar 

• Click on the plus (+) sign upper right side of screen 

 

 

 

• Select Add Users from Organization 
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• Type in last name of user or 

• Select Role from dropdown 

• Click Search button 
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• Once the screen refreshes, select the Role from the dropdown  

o Note: it can be different from the Organization role 

o If the desired user does not appear, or does not have an Organization listed, 

that means step #1 has not been completed (see Adding Inactivating Entity 

Users Instructions) 

• Select the date from the calendar or type in the date 

o Note:  for a temporary employee or auditor, you may also include an Inactive 

Date to automatically relinquish the user’s access once the inactive date 

expires 

• Click the Save button 

 

 

• Screen will refresh and display all active users for the grant application/report 


