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Figure 1—Home—Submit Documents

1. Logonto GRANTS System. Note: Refer to Log On Document.

2. Click Submit Documents (Figure 1). The PTD Document: New
window displays.

New Application

3. Select the Document Type, Start Date and End date (figure 2).

4. If the document type selected requires a link to the agreement B O
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5. Enter the agreement number. Use search help to search and find an s rrmm——;

ound

agreement if necessary.

6. Use the Attachment button to attach documents Figure 3—Save Document

7. Click Attachment. ncoor % GRANTS
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8. Click Browse.
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9. Navigate to the document you would like to upload and double click. e == =
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10. Select Attach.

Agreement Reference
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9. Repeat steps 5-8 to add additional documents.

Agreement Number:

10. Click Save and Back to go back to Home Screen. (Figure 3)
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PTD—Display Documents

Lo ORANTS

1. Logonto the GRANTS System. Note: Refer to Log On Document.

Figure 1—Home—Display Documents
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2. Click Display Documents (Figure 1). The Search: window displays.

Grants Home

Help
FAQ's

Search: Activities Back ~ [0 -

Archive Search

Grants Home

Search Criteria Hide Search Fields

Help
FAQ's Document Type ~ | contains - &
Recentltems Maximum Number of Results: 100
Clear Save Search As ESave
Result List
mE=Y
Transaction No Document Type | Account Start Date End Date Contact Employee Respo... | Created on

3 Y I k s h E t th d t t d I k h PTD Documents: New
. OU Can ClICK Search or enter the aocument type and ClICK on searc @Savgamﬂackxmcg‘ | iNew. 1 | Mores
Grants Home .
~Task Details /|
Search: Activities Back Help EonerdiBitia
Archive Search FAds D
Grants Home T .
Search Criteria Hide Search | Sacont hems DosumeTyps
Help 242 Op_Stats Start Date:  03/19/2015
FaQ's Document Type ~ contains ~ [charted x|o 241 Charter End Date:  03/19/2015
7 e — Maximum Number of Results: 100 2l 2
Agreement Reference
Clear Save Search As: [ESave
Reference
Result List: 5 Activities Found Aqreement Number
[
| Transaction No Document Type | Account Start Date End Date Contact Employee Respo... | Created on
21 Charter NC STATE UNIV...  03/1812015 03/18/2015 Garret Nelson / R. 03/18/2015
237 Charter NC STATE UNIV...  03/16/2015 03/16/2015 Garret Nelson / R 03/16/2015
235 Charter NC STATE UNIV...  03/12/2015 03/12/2015 Garret Nelson / R 03/12/2015
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4. Click on Document type link to go into the document and add more

attachments.
5. Use the Attachment button to attach documents
6. Click Attachment.
7. Click Browse.
8. Navigate to the document you would like to upload and double click.
9. Select Attach.
10. Repeat steps 5-9 to add additional documents.

11. Click Save and Back to go back to Search Screen. (Figure 2)
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