
How to make changes to a 
report that has a 

‘Resubmission Request’



If you receive a ‘Resubmission Request’ for your report, it means you need to edit your report online and send it back to us.
Firstly, you will receive an email that looks like this. To make changes, click on the link.



The link will take you to our Grants Portal Login Page.
Enter the e-mail address and password that you used when creating your account. Click ‘Login’.



This is your homepage. Click on the ‘Requirements’ tab.
‘Requirements’ are any tasks you need to complete for your application.



Click on the title of the requirement to work on it.
The two arrow symbol, to the left of the document name, indicates which requirement has been ‘sent for resubmission’



Use the right-hand side menu to see your ‘New Requirements’.
‘New Requirements’ are tasks you have not worked on yet. 

Once you have started, it will become an ‘In Progress Requirement’.



At this stage, unfortunately our system does not allow us to add headings to the list. 
Please find the headings labelled above. This is a work in progress!

Requirement Name Type Doc No. Date sent Due Date



To navigate between pages of your application, click on the headings.



Don’t forget to regularly save your progress by clicking ‘save & continue’ or 
‘save & finish later’ at the bottom of your screen.



When you have completed your report, click ‘Review & Submit’. 
This will take you to a summary of your report.



If you have made any final edits on the ‘Review’ page, click ‘Update’



You will then be asked to review once more. Once there are no error messages or missing information, 
you will have the option to click ‘submit’ to send your report to the Charity.


