
How to Complete a Project Modification Request 
 

This document will walk you through how to complete a Project Modification Request - PMR 
(formerly Program Change Request) within the Egrant System. 

 
 
After you log into Egrants, you will come to this screen: 
 

 
Click the top “Click Here”. 
 
 
From the Project Management Search screen, enter the “Grant ID” number for the application you are trying 
to access and click “Search”. 
 

 
 
If you do not know the “Grant ID”, enter “%” into the Grant ID box and click Search. This will generate a list 
of all applications for your agency. You can refine the search by selecting a specific funding from the 
“Funding Announcement” dropdown list.



 
Once you are on the Project Summary screen, click the “Create Project Modification Request (PMR)” button. 
 

 
 
You will next see the “Create Project Modification Request (PMR) Confirmation” screen. If you want to 
continue with the creation of the PMR, click “Continue”. If you do not want to continue, click “Cancel”. 
 

 



 
Project Modification Request 
 

 
 
The sections listed above are those that can be modified.  
 
Each section’s status must be changed to Complete before the PMR can be submitted.  
 



How to Complete the Main Summary Information Section 
 

 
 
 
In the Main Summary Section the following changes can be made.  

 

 Project and Financial Contact Information 

 Project End Date 
 
In the “Submitted By” drop down menu select the person who is submitting the PMR. 
 
Each time a PMR is submitted the subgrantee must include the End Date whether it has been changed or not. 
 
A justification for any requested change must be included in the Main Summary section in the Justification 
for Requested Modification text box. 
 
When finished with the section change the Completion Status to Complete and Save. 
 



How to Complete the Budget Detail Section 
 

 
 
The Budget Detail section allows you to make any necessary changes to your budget. 

 

 In this section you can make the following changes: 
o Request additional funds 
o Request to move funds between line items in the same budget category 
o Request to add a new line item to a budget category 
o Request funds to be moved between budget categories 

 

 To make a change to a Budget, click the blue link for Budget Category you want to change. 



To make changes to an existing line item, click the link to open Budget Category and then click the link to 
open the line item. 

 
 

 
 Make the necessary changes in the column labled “New”. 

 

 Edit the “Computation” and the “Cost” for any line item that will have funds added or subtracted. 
 

 Once the changes have been make, click “Save”. 
 
 
To add a new line item to an existing Budget Category, click into the Budget Category you want to have funds 
added into and click the “Add New Line” button and then enter your line item information. 
 

 
 
You will do this same step to request funds be added into a Budget Category that does not have currently 
bugeted into it. 
 
After you have entered the information for the new line item, you will need to click “Save”. If you need to add 
multiple lines to a Budget Category, you can click “Save and Add Another” to add additional line items. 
 

 
 
 
Note: If you need to remove a line item from a Budget Category, click the line item to be removed. Then 
remove the information from the Computation and Cost boxes. 
 



If additional funds are being requested, or you are requesting funds be subtracted, from the budget, those 
funds must be included in the Source section of the Budget Detail. 
 
Select the Source by clicking the appropriate blue link. 
 

 
 
 

 
 
Make the necessary changes in the column labeled New. Once the changes have been made, click Save. 



 
When all of the appropriate changes have been made, change the Completion Status to Complete and click 
Save. 
 

 



How to Complete the Performance Indicators Section 
 
After you click “Performance Indicators from the Modification Summary Screen, you will see this: 
 

 
 
All you need to do to complete this section is change the Completion Status to Complete and click Save. 
 
 
 
 

How to Submit a Completed Project Modification Request 
 
When all of the Statuses are set to Complete on the Modification Summary screen, click Submit Modification. 
 

 
 
 
 
After you click Submit Modification, this message will appear: 
 

 
 
Click OK to proceed. 
 
A signature is not required for Project Modification Requests. You do NOT need to print the signature page of 
the PMR for signatures. 
 



If a PMR was submitted in error it can be withdrawn by clicking the Withdraw Modification button from the 
Modification Summary screen. 
 

 
 
 
 

 
 
If you click Withdraw Modification, the above message will appear. 
 
Click Back if you do NOT want to withdraw your PMR. 
 
Click Yes, Request my Modification be Withdrawn, if you want to continue with the Modification 
Withdrawal. 


