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8.4. Project amendments 

The Amendments tab is used to modify, suspend or terminate a Grant Agreement. In the 

Amendments tab of a specific project, the user can view all project amendments and, accordingly, 

create a new amendment entry, review existing entries, or delete them (provided its status allows it, 

i.e. when the delete icon  is visible; see section 8.4.2 for more details). 

 

 
 
 
 

8.4.1. Creating an amendment entry 
 
To create a new amendment entry, the user must click START NEW in the Amendments tab of the 
selected project. 
 

 
 
After clicking START NEW, a new window opens where the user must select project amendment 
type: 

• Amendment: to initiate a modification that is not related to Grant Agreement suspension or 
termination 

• Suspension: to initiate suspension of the Grant Agreement 

• Termination: to initiate termination of the Grant Agreement 
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After selecting the amendment type, the user must also specify the Project amendment purpose. 
The user may choose one of the values provided by the system or, if selecting Other, enter the 
required information in the additional Project amendment purpose (other) field. Please note that 
once the amendment entry has been created (i.e. after clicking SUBMIT), the user will no longer be 
able to edit the entered amendment purpose. If necessary, this may be edited by the responsible 
project coordinator of the Granting Authority. 

 

 
 

When all mandatory fields have been completed, the SUBMIT button becomes active. Clicking this 
button initiates the amendment and creates a new amendment entry in the system.  
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After clicking SUBMIT, the user is immediately redirected to the initiated amendment. The newly 
created amendment entry is also visible in the Amendments tab of the project, where the user can 

view the amendment details by clicking the ‘eye’ icon  or delete the initiated amendment by 

clicking the delete icon . 
 

 
 

 

8.4.2. Deleting an amendment entry 
 

An amendment entry can be deleted only if the delete icon  is visible next to the amendment in 
the Amendments tab of the project. 

 
If the user does not see this icon, the amendment cannot be deleted. An amendment entry may be 
deleted only when its status is one of the following: Draft, Pending unlocking of fields, or Fields ready 
for editing. Once the amendment has been submitted to the Granting Authority, the user can no 
longer delete it. 
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When the delete icon  is clicked, the system asks the user to confirm the deletion. Selecting 
CONTINUE will delete the entry, and selecting CANCEL will cancel the deletion process. 
 

 
 

 

8.4.3. Amendment type: Amendment 
 
In the project view, after selecting Amendments> Start new > Amendment, a window opens where 
the user must select Amendment in the Project amendment type field and specify the amendment 
purpose in the Project amendment purpose field. 
 

 
 
In the Project change purpose field, the user may select one of the values offered by the system or, 
after choosing Other, enter the required value in the additional Project amendment purpose (other) 
field. When all fields have been completed, the SUBMIT button becomes active: 
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After clicking SUBMIT, a window opens displaying a ‘cloned’ version of the project. Here, the user 
can see general information about the amendment and the button REQUEST TO UNLOCK GA 
SECTION(S). 
 

 
 

In the created amendment entry, the user can only view the information and cannot edit anything. 
Therefore, the first step is to request permission from the Granting Authority to make changes. To 
do so, the user must click REQUEST TO UNLOCK GA SECTION(S).  
 

IMPORTANT! 
In an amendment, it is not possible to remove project participants, work packages, activities or 
deliverables that were part of the initial Grant Agreement (i.e. those transferred into the project 
from the Grant Agreement), or those that were added during a previous amendment and 
approved (i.e. added in one amendment, and therefore cannot be removed in a later 
amendment). In such cases, project participants must have an Exit date recorded in the Data 
sheet, while the descriptions of work packages, activities and deliverables must specify that the 
work package, activity or deliverable is no longer implemented or pursued, e.g.: IRRELEVANT 
ACTIVITY (moved to WP003 after amendment of the Grant Agreement). 
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The REQUEST TO UNLOCK GA SECTION(S) button 

After clicking REQUEST TO UNLOCK GA SECTION(S), the user must complete an amendment request 
in the system explaining the need for the amendment and specifying which sections they require to 
be unlocked for editing. A grey instructional text appears in the request field, guiding the user on 
what information to provide; this grey text disappears once the user begins typing.  

 

 

After entering the information and clicking SAVE: 

• The amendment entry status changes from Draft to Pending unlocking of fields, 

• The responsible user at the Granting Authority receives a notification requesting the 
unlocking of the relevant sections for editing, and the message completed by the user (after 
clicking REQUEST TO UNLOCK GA SECTION(S)) appears under the Communication tab of the 
project. 

 

 
The user must then wait for the responsible person at the Granting Authority to grant editing rights 
(i.e. to unlock the requested sections for editing). Once this is done, the amendment entry status 
changes from Pending unlocking of fields to Fields ready for editing, and the user receives a system 
notification about the new message. In the project’s Communication tab, the user will also see a 
message confirming that the amendment sections have been unlocked for editing. 
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After opening the amendment entry, the user will see the pencil icon  next to the sections that 
have been unlocked for editing, and can make the necessary changes, for example: 
 

 
 

If, during the editing process, the external user notices that additional sections also need to be 
edited, they may click REQUEST TO UNLOCK GA SECTION(S) again. The process then continues in the 
same way as described above. 

 

The BACK TO AMENDMENT PREVIEW button 

To return from a specific amendment that is being edited or viewed to the main amendment, the 

user must click BACK TO AMENDMENT PREVIEW.  
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The FINISH CORRECTION SITE button 

When the user has made all the necessary corrections and ensured that the amendment is fully 

prepared and accurate, they may submit it to the Granting Authority by clicking FINISH CORRECTION 

SITE. 

 

In addition, when the user hovers the mouse pointer over this button, instructions explaining how it 
works appear. 
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After clicking FINISH CORRECTION SITE, a window opens where the user must complete the Message 
Text field and attach the supporting documents for the amendment (i.e. provide the information 
required for the amendment). Once all information is entered, the SAVE becomes active. 

 

After entering the information and clicking SAVE: 

• The amendment entry status changes from Fields ready for editing to In progress, 
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• The amendment information is forwarded to the Granting Authority, the responsible user at 
the Granting Authority receives a notification about the amendment submitted in the 
system, and the message completed at the moment of clicking FINISH CORRECTION SITE 
appears under the Communication tab of the project. 

 

After the amendment is submitted to the Granting Authority, the user must wait for the institution 
to review the amendment. The Granting Authority may also request clarifications. In such a case, the 
user will receive a notification requesting corrections and will see information indicating what needs 
to be amended or what additional information must be provided. The amendment entry status will 
also change from In progress to Returned for revision. 
 

 
 
Once the necessary corrections have been made, the user must click the FINISH CORRECTION SITE 
button again. 

When the Granting Authority has reviewed the amendment and made its decision, the user receives 

details of the decision: 

• If the amendment is approved, the user will receive a notification about the signing process, 
and the user with signing rights will be able to sign the amendment (the amendment entry 
status changes from In progress to Pending Coordinator’s signature). For more information 
on the signing process, see section 8.4.5. Once both parties (the Coordinator and the Granting 
Authority) have signed, the amendment entry status changes to Signed. 

• If the amendment is not approved (rejected), the user will receive information indicating that 
the amendment has been rejected (the amendment entry status changes from In progress to 
Rejected). 
 

8.4.4. Amendment type: Suspension/Termination 

If a user wants to suspend or terminate the Grant Agreement, they must click START NEW in the  

Amendments tab of the project and, in the window that opens, select the appropriate option in the 

Project amendment type field: Suspension if they want to suspend the Grant Agreement) or 

Termination (if they want to terminate the Grant Agreement). 
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After selecting the required Project amendment type, the user, just as in the case of the  
Amendment type, must specify the Project amendment purpose, and then the SUBMIT button 
becomes active. Please note that the Project amendment purpose field contains predefined values 
offered by the system, from which the user must select one. If no suitable option is available, the 
user should select Other,  and then enter the required value in the new Project amendment purpose 
(other) field. 
 

 
 
 

The PROVIDE JUSTIFICATION button 

After clicking SUBMIT, an entry is created, in which the user sees the PROVIDE JUSTIFICATION 

button.  
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After clicking PROVIDE JUSTIFICATION, the system opens a window to create a message, where the 
user must complete the Message Text field and attach the relevant supporting documents for the 
suspension/termination. Once the information has been entered, the SAVE button becomes active. 
 

  
 

 
After clicking SAVE, the responsible user at the Granting Authority receives a notification about the 
suspension/termination information submitted in the system, and the message completed at the 
time of clicking the PROVIDE JUSTIFICATION button appears under the Communication tab of the 
project. In addition, the entry status changes from Draft to In progress. 
 



 
 
 

 
 

14 

 
 
The user must then wait for the Granting Authority to review the submitted information. Once the 
Granting Authority makes its decision, the user receives the decision: 

• If the suspension/termination is approved, the user will receive information regarding the 
signing process, and the user with signing rights will be able to sign the 
suspension/termination (the entry status changes from In progress to Pending Coordinator’s 
signature). See section 8.4.5 for information on the signing (or refusing to sign) process. Once 
both parties (the Coordinator and the Granting Authority) sign the suspension/termination, 
the entry status changes accordingly to Suspended/ Terminated. 

• If the suspension/termination is not approved (rejected), the user receives information 
stating that the suspension/termination has been rejected (the entry status changes from In 
progress to Rejected). 

 

8.4.5. Signing / refusing to sign 

When the amendment status is Pending Coordinator’s signature, the system generates a PDF 
document. Before signing, the user can download and review this document. 

 

 
When the amendment entry status is Pending Coordinator’s signature, the user who has signing 
rights (i.e. the system displays Yes in the Permission to sign column next to the relevant user’s 
information under the Users tab) will see the buttons SIGN and REFUSE TO SIGN in the amendment 
entry: 
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The SIGN button 

If the user agrees to sign, they must click the SIGN button. After clicking, the signing process is 
initiated, and the procedure follows the same steps as other signing processes in the system. 
Specifically, after clicking SIGN, a window opens where the user must click SEND CODE. 

 

 

After clicking SEND CODE, the user receives an email containing the signing code.  
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The user must enter the received code into the Signature Code field that appears in the system. 

 
 

Once the signing code is entered, the SIGN THE DOCUMENT button becomes active. 

 

 

After clicking SIGN THE DOCUMENT, the signing action is recorded, and the information about the 
completed signature is forwarded to the Granting Authority. The signing information is also recorded 
in the generated PDF document, e.g.: 

 

Once both parties (the Coordinator and the Granting Authority) have signed, the amendment status 
changes to SIGNED (or, in the case of a suspension/termination, to Suspended/Terminated). If the 
amendment type was Amendment, all edits made within the amendment entry are then transferred 
into the project information in the system (i.e., the system updates the relevant project data).  
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The version of the Grant Agreement that existed before the amendment can be viewed by selecting 
Grant Agreements from the system menu and, in the relevant project page, clicking GENERATE PDF. 

 

 

After the amendment has been signed, the user can download the new version of the Grant 
Agreement by opening the relevant completed amendment (the latest version will be available under 
the most recently completed amendment). 

 

 

The REFUSE TO SIGN button 

If the user chooses not to sign, they must click the REFUSE TO SIGN button. 
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After clicking REFUSE TO SIGN, the system opens a new window where the user must specify the 
reasons for refusing to sign (in the Message body field). After entering the information, the REFUSE 
TO SIGN button becomes active in the displayed window. If the user wishes to cancel the action, they 
must click CLOSE.  

 
 

 
After clicking REFUSE TO SIGN: 

• The entry status changes to Coordinator refused to sign. 

• The responsible user at the Granting Authority receives a notification about the refusal to 
sign, and the message completed at the moment of clicking REFUSE TO SIGN appears under 
the Communication tab of the project. 

• The responsible user at the Granting Authority must review the information received 
regarding the refusal and confirm it: 

o If they agree that the Coordinator’s refusal to sign is correct and justified, they confirm 
the refusal to sign, and the entry status changes from Coordinator refused to sign to 
Signature refusal confirmed, and the user receives a notification that the amendment 
has not been signed and has been terminated. 

o If they do not agree with the Coordinator’s refusal to sign, the responsible user at the 
Granting Authority re-initiates the signing process, and all steps remain the same as 
during the initial signing. 
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