
How to Complete an Award Modification Request (A

https://uservices.case.edu/U/Services/




1. Organization, which is the CWRU Department Name, or
2. ID, which is the CWRU Department six-digit speedtype number.
3. Once you find the department, you may select it.

b. To search by Person, click on the three dots to the right of the window.
i. Another window opens and you can search by the PI’s name.

1. Once you find the PI’s name, you may select it.
15) Next you need to select the Review Type. This will be the same as what you selected

for the AMR (i.e. Change of PI, No Cost Extension, Petition to keep account open…).
16) Select the “Yes” if this review is being done by the PI.
17) Add any comments you want the reviewer to know.
18) You can also attach any supporting documents for review.
19) Select “OK” and a message from Sparta Grants will be sent to the reviewer for them to

approve and submit the Ancillary Review.
20) Once the reviewer has submitted their Ancillary Review, a message from Sparta Grants

will come back to you saying, “Ancillary review has been completed for the Award. Click
the link above to access and review the submission details”.

21) Clicking on the AMR link in that email will take you back into the AMR in Sparta Grants.
The next step is to select “Submit to Specialist” from the menu on the left side of the
page.

22) The AMR is now submitted in Sparta Grants for processing. Once the requested award
action is completed, a final message will come back to you either saying the request has
been completed or requesting additional information or steps to be taken to complete the
action.


