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The “Application Details” and “Award 
Details” pages are temporary and shown 
only when an application or award record 
is selected. These pages provide: 

• An overview of key information about the
record

• Access to related forms, if applicable

• Access to 5 sub-tabs:
• Application/Award Details: Contains key

information/forms for an application/award
• Participants: Contains lists of active and

inactive participants as well as open invitations.
Users can manage participant access from
these sub-tabs if they have proper participant
management access.

• Tasks: Contains all tasks assigned by the VA for
an application/award

• Requests: Contains all requests previously
opened or submitted and provides the ability to
create new requests

• File Spaces: Contains all PDF files associated
with an application/award

Navigating “Application Details” & 
“Award Details Pages
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The “Participants” sub-tab is where participants can be 
managed:  

• To manage access for active or inactive users:
• Select the drop-down arrow next to their name and the select the

action to be performed

• To add participants from the account to an application or
award record:

• Important! Participants must be added to the Organization profile
first. Additionally, participants must be added to each Application or
Award record to access the records

• Navigate to the “Active” tab and click “Add from Account”

• Select the user to add using the checkbox next to their name and
click “Next”

• Fill out required fields and click “Apply”:

• Permissions = manager, editor, or viewer; the only difference
between manager or editor is the ability to e-sign forms.

• Access Expiration = when the participant's access to the
application/award will expire.

• Participant Management Access = manage, edit, view; controls
the access they’ll have to manage participants on the account,
application, or award .

Navigating “Participants” Sub-Tab
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The “Tasks” sub-tab contains all tasks for 
an application or award:

• To open the task form:

• Click the dropdown arrow at the bottom of the
task card 

• Click “Go to Award Form” button now displayed

• User can view status and due date of tasks in
the top right of the task card

• To group tasks by categories:

• Select “task sets” from the “Group By” drop-
down

• This will display the tasks in sets and display
information on how many have been
completed, started, etc.

Navigating the “Tasks” Sub-Tab
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The “Requests” sub-tab contains all 
requests for an application or award:

• To access an existing request:

• Select the hyperlinked record

• Request Form is opened

• To open a new request:

• Click “New Request” button

• Select the request then click “Create”

• New request is opened and is displayed in the
list view where the user can identify the creation
date and status

Navigating the “Requests” Sub-Tab
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The “File Spaces” sub-tab provides access 
to generated PDF files for an application 
or award: 

• The user can download any file by clicking the 
hyperlinked record

• Open the downloaded file to view the 
contents 

Navigating the “File Spaces’ Sub-Tab
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