
How to make changes to an 
application that has a 

‘Resubmission Request’



If you receive a ‘Resubmission Request’ for your application, it means you need to edit your application 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’.



On the home page, scroll all the way down to the bottom, using the arrow key 
or by clicking and dragging the grey bar on the right-hand side of your screen



The application you need to make changes to can be found under the subheading ‘new’. 
Click on the link to make changes.



Make any changes needed to your application.
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.



You will need to reattach your Part 2 Project Budget, Part 3 Organisation Budget and Annual Accounts.
There are separate guidelines on ‘How to upload a document’.



When you have finished making changes to your application, click ‘Review & Submit’. 
This will take you to a summary of your application.



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 resend your application to the Charity.



How to continue making 
changes to the application 

you have begun editing 

This section applies if you have logged out and logged back in again to continue making changes.



The application you have started to edit will now be under ‘In Progress Applications’.
You can tell which application has been ‘sent for resubmission’ as it will have two arrows next to it.



To continue making changes, click on your application’s name. 
Follow the steps earlier in these guidelines to save and resubmit your application. 


