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GM 13.5 No Cost Extension
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We are going to go to our original award contract and add the extension. 

Process Step E-1 of 9 (Modify Award End Date) 
Grants > Awards > Award Profile > Profile 
 

 
 
Field Name Field Description/Purpose 
 Note: Step assumes award notice has been received from agency extending 

end date of the Award. 
Award To Change it to the new end date of the award supplemental 
Save Click Save 

Process Step E-2 of 9 (Process Award Modification) 
Click on the Award Modifications Hyperlink 
 

 
Field Name Field Description/Purpose 

 Select insert row icon  
Reference Award Number Enter supplemental reference award number 
Issue Date Date of the supplemental notice 



  North Dakota University Systems   
 

GM 13.5 Award_Mod_NO_Cost_Extension.doc  Page 3 of 9  

Begin Date Enter date in which you receive your supplemental award (make sure that 
the previous line end date is the day before the one in which you received 
your supplemental) 

End Date End Date of the date that your extension is finishing 
Amount In the Amount Field, enter one tenth of a penny (0.001)  
Short Desc Enter “No Cost Ex” as a Short Description 
OK Click OK 

Process Step E-3 of 9 (Update Award Funding) 
Grants > Awards > Award Profile > Funding 
 

 
 
Field Name Field Description/Purpose 
Begin Date Verify subsequent period date defaults based on award modification 
End Date Change the Award End Date 
Funded Amount Funded Amount stays the same 
To Project ID Verify subsequent period Project ID defaults based on award modification 
Save Click Save 

Process Step E-4 of 9 (Update Award Terms If Required by Sponsor) 
Grants > Awards > Award Profile > Terms 
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Field Name Field Description/Purpose 
Term/Condition Enter additional terms defined in supplemental award 

Process Step E-5 of 9 (Update Award Milestone if Required By sponsor) 
Grants > Awards > Award Profile > Milestone 
 

 
 
Field Name Field Description/Purpose 
Milestone ID Enter additional milestones defined in supplemental award 
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Process Step E-6 of 9 (Update Award Attributes If required by sponsor) 
Grants > Awards > Award Profile > Attributes 
 

 
 
Field Name Field Description/Purpose 
Attribute Code Enter additional attributes defined in supplemental award 

Process Step E-7 of 9 (Update Award Notepad if required by sponsor) 
Grants > Awards > Award Profile > Notepad 
 

 
 
Field Name Field Description/Purpose 
Description Enter additional comments if necessary 
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Process Step E-8 of 9 (Updating the Award) 
Grants>Awards>Awards Profile 
Click on the View Contract Hyperlink 
Under Contract Lines Tab 
Under Renewal SubTab 

 
Change the End Date to your new End Date. 
Click Save 
 
 

Process Step E-9 of 9 (Contract Amendment) 
 
 
The next step is to update the contract.  

From the Award page, click the  tab and then click the hyperlink. 

Navigate to the Contract Project page by clicking the  tab, the  sub 
tab and then the  hyperlink. You will end up on the project page for the contract.  
 

Click the icon to process an amendment. 
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Note that amendment 1 is now available for editing.  

Navigate to the  tab.  
 

 
Select the appropriate Amendment Type (Additional Time) and Reason from the pull down 
arrows. Click the  link by the current amendment you are processing to open the amendment 
up for finalization.  
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Change the Amend Status to Ready.  
 

 
Once you change the Amend Status to Ready the Process Amendment button appears directly 
above the Amend Status field. The current Amendment is ready to be processed. Click the 

button. 
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The Amend Status will change to Complete. The New Value under the Amendment Components 
will show the new limit amount for this contract and the field is no longer editable. 

 Click the  button on the bottom of the screen.  
 

 

 

 

 

 


