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Authorizing Access to Applications—Subgrant Applicants

The following steps will walk you through the process of authorizing
access to an application.

Start from the Subgrant Applicant Homepage.

A .

Select the appropriate link to access the application.

a. For un-submitted subgrant applications, select the
Update/Complete Un-submitted Application(s) link.

b. For submitted subgrant applications, select the Revise/Amend
Submitted Application(s) link.

You will see a list of the applications you have completed. From this
list, select the View Details link under the Authorize/Revoke Access
column for the application you are providing access to.

Select the Authorize Access button.

5. Input the search criteria you are using to search for the person to
whom you are providing access.
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choose to sort
the results by
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results you want to display.

Once you have entered the search criteria, select the Search button.

From the list of results, select the radio button corresponding to the
name of the person you wish to provide access to.

Select the Authorize Access button.
Determine the access level.
10. Determine the Period of Time and the Unit of Time.
a. The unit of time can be in Day(s), Week(s), Month(s), and Year(s).
11. Select the Save and Continue button.

12.The person to whom you wish to provide access should now show up
in the list of people who have access to the application.
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