
Steps Screenshots

1. Navigate to the Award Profile page: Nav Bar > Menu > Core-CT Financials > Grants > 
Awards > Award Profile OR Core-CT Financials > Grants Management >  Award Profile

2. Select Core-CT Financials then 
select the Grants Management Tile

3. Select Awards Profile Tile

Purpose:
This job aid will help you view an Award Profile for an awarded grant in Core-CT.
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4. Use the lookup icon to select a valid 
Business Unit.

5. Enter the Award ID or other search 
criteria.

6. Click the Search button.

7. Click on the Funding tab.

8. Update the Start Date and End Date, if necessary.
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9. Click on the Award tab.

10. Optional: Click on the View Contract hyperlink to view the contract.

11. Optional: Click on the View Proposal hyperlink to view the proposal.

12. Click on the Project ID hyperlink.

13. Use the lookup icon to select a Project Type. 
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14. Click the OK button in the popup message.

15. Click the Save button.

16. Click on the Project Status hyperlink.

17. Optional: Update the Effective Date to change when the Project will be open to start billing.

18. Click the lookup icon to select a Status.

19. Click the Save button.

20. Click the Return to Project General hyperlink.
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21. Click on the Project Activities hyperlink.

22. Update the Project Activity Start Dates and End Dates, if necessary.

23. Click the Save button.

24. Click on the Return to Project General hyperlink. 
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25. Click the Attachments tab.

26. Click on the paperclip icon to add an attachment.

27. Click the Save button.

28. Click the Project Team hyperlink.

29. Click the Add Team Member button.
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30. Click the Add to My Projects button.

31. Click the OK button in the popup message.

32. Click on the Location tab.

33. Click on the “+” button to add a new effective dated location to the project.

34. Use the lookup icon to select a new Location Code.

35. Update the Effective Date.

36. Click the Save button.

37. Click on the “>” tab.
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38. Use the lookup icon to select the Employee ID. 

39. Enter the Email ID. 

40. Use the lookup icon to select the Project Role.

41. Click the Save button.

42. Click the Return to Project Team Summary hyperlink.

41. Click the Save button.

42. Click the Return to Project General hyperlink.
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