Job Aid:
efs How to Look Up
N\ 4 Agency Award Documents

SPONSORED PROJECTS

Quick Navigation: Grants > Award > Award Profile > View Contract (hyperlink) > More (dropdown box
on bottom right) > Attachments.

The agency award documents and award guidance (if any) will be stored in the Contracts Module as
an Adobe pdf file.

To look up the agency award through the Grants module

1. In the Menu on the left side of the screen, navigate to the Award Profile search screen
(Grants > Awards > Award Profile)

2. Enter UMSPR in the Business Unit field if it did not default in. You can also search for it using
the lookup to the right of the field.

3. Entering information into one or any combination of the search criteria will narrow the search.

4. Press the button.

5. Click on the correct award from the search results.
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6. On the Award tab for the selected award, click on the View Contract hyperlink
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7. On the I tab, select Attachments from the More dropdown box located on the bottom right
of the screen.
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8. The agency awards will be listed as attached pdf files with a brief description of what each file
contains.

9. Click on the view attachment icon to open the file.
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