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The Grants Portal allows agency users the ability to review and approve applications in one location. 
This job aid provides an overview of how to evaluate the applications collected in the Grants Portal. 
The specific review and approval/denial criteria should be determined and retained by each agency.  

 

Using the Portal 

To begin using the Portal, the State of Ohio agency user will log into the site using their OH|ID.  
 

Reviewing Applications 

 
1) Log into the Grants Portal. 

• Open http:grantsportal.ohio.gov. 
 
2) Log in using your OH|ID credentials. 

 
  

http://grantsportal.ohio.gov/
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• The Ohio Grants Portal Home page displays. 

 
 
3) Select Grant Applications from the top menu. 
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4) The Application Search page displays. Select the funding opportunity title from the Funding 
Opportunity dropdown. 

• Selections in the other filter criteria are not required to view the list but can be used to target 
certain applications. 

• Select “All” from the Status dropdown to search for everything, but draft and “sent back” 
statuses. 

 
 
5) Click Search. 

• The Request Queue displays. 

• Click View/Edit on the application to view. 
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• The application opens in a new tab. The Request Queue will remain open in a different tab 
and will provide real-time updates to any application statuses that may change. 

• The Edit Application Submission page is displayed on a new tab. 

 
 
6) Review the application information, attachments, and/or additional questions. 

• Attachments can be downloaded and can be added to the application. 
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7) Expand the Administration section by clicking on the arrow.  

 
 
8) Change the Status of the application as your agency determines how to proceed with application 

review.  

 
 
9) The status selections are: 

a) Approve – Application is approved for the funding. 
b) Reject – Application is denied for funding. 
c) Sent Back – Sends the application back to the applicant for changes. 
d) Hold - Internal status. No email generated to applicant. 
e) Review – Internal status. No email generated to applicant. 
f) Release For Payment – Internal status. No email generated to applicant. 
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10) (Optional) Click Add New Award Distribution. 

 
• Adding a New Award Distribution is an optional field. 

 
a) Click the Award Distribution Type drop-down and select “Initial.” 

 
• The types are: 

o Initial – Only option for the first distribution. 
o Correction – Revise the award amount or date funded. 
o Amendment – Adding or subtracting from the initial amount. 

b) Fill in the Award Amount. 
c) Fill in the Date Funded.  

• This is important to complete if the entity applying will have to do activity reporting for a 
period before their application was approved. Date Funded should go back to the start date 
of the project period or beginning of desired reporting period. 

 

11) (Optional) Enter a Work Note. Work notes are internal comments that are retained with this 
application, only viewable by agency users.  
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12) Click Save. 

 
 

• Saving with a status of either “Approve,” “Reject,” or “Sent Back” populates a Send Email 
window. 
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• For “Approve” and “Reject,” if “Yes” is selected, enter Comments to be included in the system-
generated notification email (see examples 3 and 4 at end of document).  

 
 

• If saved with a status of “Send Back.” 
o Determine whether to send email to the contacts. Sending an email is recommended to 

ensure the application is notified.  
o Enter the Resubmission Deadline. 
o The resubmission deadline allows an extended period for the applicant to gather the 

additional information needed and/or update their application.  
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EMAIL EXAMPLES 
 
The following are examples of the automated emails sent from the Grants Portal. 
 
1) Application Initiated Email. 

 
 
2) Application Received Email. 
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3) Application Approval Email. 

 
 
4) Application Rejection Email. 
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5) Application Sent Back Email. 

 
 
 
   


