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Customizing Material Grants

Roles that Have Access: Agency Admin, Home Visit Manager, Home Visit Supervisor

Staff are able customize Material Grants at the agency level. This allows each agency to control Grants
to be used for families material goods and incentives provided. This instruction sheet will review how
to customize these Material Grants, among other actions as well.
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Navigating to Customize Material Grants

1 From the Agency Menu, select the “Families and Parents” menu item. From the submenu, then select
the “Customize Material Grants” menu item.

2 You will land on the “Customize Material Grant” record. It has tabs for Active and Archived Grants.

1|Back to top



Customizing A Material Grant

1 To create a Material grant, start by clicking on the blue “Add Material grant” button.

2 In the “Create Grant Customization” modal that opens, enter a ‘Material Grant Name.’

2|Back to top



3 Next enter the ‘Maximum Budget Allotment’ amount.

4 Lastly, add an ‘Allocation Category.’ You may add more than one by clicking on the blue “+ Add
Allocation Category” button and entering another allocation category. You may remove one by clicking
on the red ‘x’ next to a category.

Note: Once a Grant has been created, you are unable to edit the saved Category Allocations.
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5 Once done entering information for the Grant, click on the blue “Save” button. The Grant will then
appear in the “Active” tab.
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6 In order to edit an existing Grant, click on the pencil icon on the far right of the grid. In the “Updated
Material Grant Customization” modal that opens, you may edit the name and budget amount. Click
“Save” when done making edits to save any changes.
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Archived Material Grants

1 To archive an existing Grant, click on the folder icon on the far right of the grid in the “Actions” column.
You will be asked to confirm this action, click the blue “Save” button in order to archive the Grant.

2 You can find archived Material Grants within the “Archived” tab of the Customize Material Grants
record.
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3 To un-archive a Material Grant, click on the circle icon in the “Actions” column. Within the “Archived”
tab, can find archived Material Grants within the “Archived” tab of the Customize Material Grants
record. You will be asked to confirm this action, click the blue “Save” button in order to un-archive the
Grant.
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