
Change Applica�on Owner 
Each applica�on in Utah Grants has an assigned owner.  This is the individual responsible for comple�ng the 

applica�on.  Typically, this is the first individual to accept the applica�on pending task.  If the assignment needs 
to be changed, the subrecipient can assign a new applica�on owner.  This func�on is limited to the current 

owner, the Key Point of Contact, and the Subrecipient Administrator. 

1. The applica�on owner is shown on the Applica�on Overview Tab.
Note: If the owner shown is “Subqueue,” the applica�on is available for ownership by all ac�ve users
from Applica�on > Pending Tasks.

2. The current applica�on owner, the Key Point of Contact or the Subrecipient Administrator will see a
“Change Owner” buton.
Note: the change owner buton is only available before the applica�on submission or while being
revised by the subrecipient.

3. A pop-up window will appear.  User is able to select the new owner and save.

Note: The applica�on pending task will be transferred to the new owner and will remain open un�l the 
applica�on is submited. 
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Collab Feature 
Subrecipients can collaborate on work within Utah Grants u�lizing the Collab feature.  Users can tag and 
message other Utah Grants users within their organiza�on and Utah State Board of Educa�on.   Available 

records have a tab labeled “Collab,”  including applica�ons, payment requests and site visits.  

Collab My Feed 

My Feed can be used for collabora�on and messaging within Utah Grants.  When a user is tagged on a record, 
an email will be sent no�fying the user that they have been tagged.  

Available records show a tab labeled Collab.  Under My Feed, type @[name] to tag a user. 

• Type “@” (ampersand) and begin typing the name.  Then select the user to tag them in the message.
• Mul�ple users may be tagged within one message.
• Subrecipient can tag other users within their organiza�on or USBE users.
• Tagged users will receive an email with a link to the record in Utah Grants.

A�er ini�a�ng a conversa�on, users can 
comment or add atachments. 
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• Users will also see the message on the Home Screen of Utah Grants under My Feed. 

 

• User can link directly to the record by clicking the record ID hyperlink. 
• User can comment from the home screen or from the record. 
• Only the message creator and those tagged will view the message from the home screen.  However, 

messages can be viewed on the specific record by all users. 
• Messages can be deleted by the message creator or tagged par�cipants. 

 

Collab Messages 

Email messages can be generated directly from the record.    

Available records show a tab labeled Collab.  Go to the Message sec�on (below My Feed) to view and generate 
email associated with the record.  

 

• You must know the recipient’s email address to send an email from the record. 
• The email does not contain a link to the record yet, but func�onality is forthcoming. 
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• Email message sender and recipients will see the email message on the Home Screen of Utah Grants 
under My Workspace: Messages. 

 

• User can link directly to the record by clicking the box and arrow icon in the Ac�ons column. 
• User can view the email detail by clicking on the eye icon in the Ac�ons column. 
• Only email recipients and creator can view the message from the home screen.  However, email 

messages can be viewed on the specific record by all users. 
• Email messages can only be deleted by the email creator. 
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Subrecipient Administrator Role 
The Subrecipient Administrator is a new role within Utah Grants.  The Administrator has the same access and 

permissions as the Subrecipient Key Point of Contact, including reques�ng new users and changing the 
applica�on owner.  The Administrator must be an ac�ve user in the Approver role.   

1. From the Home tab, click Manage Organiza�on Profile on the le�.
2. The Administrator will be shown on the organiza�on Overview tab.
3. The Key Point of Contact and the current Administrator will see a “Change Admin” buton.
4. A pop-up window will appear.  The user is able to select the new administrator and save.

Note: The Administrator will be pre-assigned as the Subrecipient Key Point of Contact.  The Key Point of 
Contact can reassign the role to another ac�ve user with a role of “Approver.”  Therea�er, the 
Administrator role can be changed by either the Key Point of Contact or the current Administrator. 

The administrator role can request new users, change user permissions, and change applica�on ownership. 
Addi�onal administrator permissions and responsibili�es will be added with future updates.  

The Key Point of Contact will con�nue to be the default Internal Approver on applica�ons and payment 
requests. 
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