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ENDORSEMENT GUIDE FOR DEANS AND HEADS OF DEPARTMENT 
 
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. There are two options of accessing the 
messages.  
  

 

  

OPTION I 

i. Click on Open under My Action Items at the bottom right corner of the screen (See Figure2 below) 

ii. Click the Open folder at the top left corner (on top of the applicant’s name) 

 

 

 

 

 

 

 

http://grant.ug.edu.gh/
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Figure 2 

 
 

 

 

Please ignore option II (a – c) and go to 3 (i) below if you are okay with option I (2 i - ii) above. 

OPTION II 

a. Select My Messages and click on Inbox at bottom right corner of your profile screen (see figure 3) 
 
 

Figure 3 
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b. Select the mail requiring your approval by clicking on the yellow mail icon  in your inbox (see 
figure 4) 

 
Figure 4 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

c. Click on Reviewer Dashboard. 

Figure 5 
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Step 3: Accessing the Application 

i. Select Review. 

Figure 6 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ii. Click on the PDF icon to see the Applicant’s documents.  

Figure 7 
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Step 4: Endorsement of Application 

 

To endorse/approve the application,  

i. Select the three Reviewed option as shown below  

ii. Click on Save icon at the top right corner of your screen to save (Figure 8) 

 
Figure 8 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

iii. Click on My Decision Is drop down menu to select decision (see figure 9 below) 

iv. Select Accepted for Submission to endorse/approve the application  

v. To decline endorsement/approval, select Returned for Changes and add your comments at 

the comments section 

vi. Click on Save icon at the top right corner to complete the process. 

 

Please Note: When you save at this stage, you cannot change your decision again. Also, take note that the 

option “Approved for Review” under “My Decision” drop down options does not apply to you. 
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   Figure 9 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The decision stage ends the endorsement process by the HoD and the Dean. 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 HoD and the Dean will be sent automatically to the applicant 
via email. 

 
 

 

 


