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Application Submission Process

 Step 1: Login Process 
 1. Enter http://grant.ug.edu.gh/ in your browser

a. Click on Login
b. Enter your UG Username (without @ ug.edu.gh) and active directory Password
c. Click Login

 Step 2: Initiating an Application 

Upon logging in, a Profile Screen will appear  

1. Click on Sponsored Projects  Create New Proposal 
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A welcome screen appears. 

a. Enter the funding name you are applying for (e.g Conference Grant) under Funding in the Sponsor Name text

box.

b. Complete the form by providing the other details.

c. Click on Create Proposal at the bottom of the form.

Note: All information must be entered accurately before clicking on “Create Proposal”. 

At the Setup Questions page, click on the drop-down arrow at the Default Screens and choose UG Conference Grant 

and click OK 
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Check the Completed Checkbox at the top right corner of the next screen. 

Step 3: Application Process 
1. Personnel Tab
a. Click on the Personnel Tab

b. Check the Completed Checkbox at the top right corner

If ALERT icon appears under “Alert”, you cannot complete the page. Click on Personnel Name 

to enter missing personnel   details.  
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2. Internal Documents Tab
a. Click on Internal Documents

b. Click on the Edit icon

c. Complete the Grant Application form, upload the required documents at the appropriate sections of the form.

d. Click the “Complete check box” at the top right corner of the Form to complete the form.
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e. Click Completed check box on the Internal Documents page to complete the section

f. Click on Budget Tab to proceed to the budget page

3. Budget Tab

a. Click Select Budget Category drop-down arrow under Non-Personnel to select your budget lines.

b. Click on Add Item to build your budget lines.
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c. Enter the amount under Unit Cost and click on Save and Close.

Repeat steps a – c until you are done with all your budget lines. 

d. Click on Complete Budget to complete the budget
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e. Click on  icon at the top left corner and click on Done to close the budget window. 

Please note that to revise your budget you must first click on Un-complete Budget. 

4. Finalise Tab
a. Click on Finalise Tab
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b. Click on Build

c. Click on the Build again on the next screen.

ROUTING YOUR APPLICATION TO YOUR UNIT HEAD 

d. Click on icon
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e. Click on the icon at the end of your name  to add your unit head.

f. Enter the Surname of your unit head in the Type Name text box and select your unit head.

g. Click on Add

The name of your unit head will appear below your name as shown below. 

h. Click on Submit to send the application to your unit head for endorsement.

Please note: 

You cannot access your application after you click on Submit. 
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Click on  and Done to complete the process 

NOTE: PLEASE NOTIFY YOUR UNIT HEAD TO FOLLOW THE PROCESS IN THE 

GUIDE FOR UNIT HEADS TO ENDORSE YOUR APPLICATION. 

  Please note 
To retrieve your application: 

a. Click on Sponsored Projects

b. Click on Locate Records or Locate My Records (select Locate Records if you know your application number,

otherwise, select Locate My Records)
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If you select Locate Records, click Record Number and enter your proposal number. 

Click on Search 

Hover the mouse on the application number, Proposal Development and click on Edit or View as the case may be. 
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User Guide for Unit Heads

ENDORSEMENT GUIDE FOR UNIT HEADS (HoD/DEAN/DIRECTOR/PROVOST) 

Please follow the steps below to endorse the application for Conference Grants. 

Step 1: Login   

i. Enter http://grant.ug.edu.gh/ in your browser to launch the application system (see figure 1).

ii. At the Login window, enter the first part of your UG email address (without the @ ug.edu.gh) as

Username and the email password as Password

iii. Click Login

Figure 1 

Step 2: Accessing Messages Requiring your Attention  
When an application requires your attention, you will receive a message within the InfoEd system requesting 

for your input to enable the application to proceed to the next stage. Please follow the steps below to access 

the message. 
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a. Click on Things to Do tab

b. Click on the blue text under Things to Do.  You may have more than 1 item.

Figure 2 

PLEASE NOTE THAT IF YOU LOGIN THROUGH THE LINK IN YOUR UG EMAIL, YOU 

WILL NOT GO THROUGH STEP 2. 

Step 3: Endorsement of Application 

a. Click on Review

Figure 3 
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b. Click the drop-down arrows under Review Status and change all the status from Un-reviewed to Reviewed

c. You may click on the PDF to access the application

 Figure 4 
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d. You may add comments at the appropriate section

e. Select Accept for Submission under Select a decision to approve the application. Returned for Changes will 
send the application to the applicant to make changes. Reviewed for processing does not apply to you.

f. Click on OK in the dialogue box that appears

Figure 5 

  The decision stage ends the endorsement process by the unit head. If the application is endorsed (by selecting 

“Accepted for Submission”) it is automatically submitted to ORID. The application then goes through the necessary 

review and approval processes and the final decision is communicated to the applicant. On the other hand, if it is not 

endorsed, the decision of the unit head will be sent automatically to the applicant via email.  




