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CAL-E-GRANTS REFERENCE GUIDE: GRANT SHARING 
This document provides guidance to Fiscal Lead agencies and goes over the steps for sharing a grant with subrecipient agencies, i.e., 
users from a different organization (Lead Agency Applicant). Subrecipients will have access to add new data and edit existing grant 
participants. 

Note: Subrecipients will NOT have access to grant management (i.e. Budget Allocation, Modification Requests, Invoices, Progress Reports 
and Documents tab), but they will be able to access the Subrecipients, Participant Data, and Reports tabs (to view and export). 

1. Log in to the Cal-E-Grants system and navigate to the grant that needs to be shared. 
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2. Select the Subrecipients tab. 

3. Select the New button. 
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4. Complete the subrecipient organization/agency field and select Save. 

Note: Once the subrecipient is created, it will automatically navigate to the subrecipient page to view the details of the subrecipient.  
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5. The Share Grant to Subrecipient checkbox will be checked by default to grant access. 
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6. To edit Share Grant to Subrecipient field, select the pencil icon. 
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7. To REVOKE access, uncheck the box and select the SAVE button. 



Page 7 of 7 
 

8. To GRANT access again, check the box and select the SAVE button. 


