PROCESSING SIGNED GRANT AGREEMENTS
June 27, 2011

1. When the signed grant agreement (contract) is received, locate the grant in Gifts by searching the Request tab for the ID# found on the contract. 
2. Focus and move to the Requirements tab.  

3. Click to highlight the “Contract due” requirement.  (Gifts automatically generated this requirement as the grants were awarded.)
4. At the very top of the screen, choose Action, Mark as Done, Okay and okay.  
5. Next, move to the payments tab and double click to open the payment record(s).
6. At the top of the payment screen, select Action, then Activate; save and close.  
7. Stamp the signed agreement with the red “Entered” stamp.

8. Place the agreement in the open agency file area for the Program Assistant to file (if a thank-you letter was also received, staple it behind the three-page agreement).
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