
Subrecipient Administrator Role 
The Subrecipient Administrator is a new role within Utah Grants.  The Administrator has the same access and 

permissions as the Subrecipient Key Point of Contact, including reques�ng new users and changing the 
applica�on owner.  The Administrator must be an ac�ve user in the Approver role.   

1. From the Home tab, click Manage Organiza�on Profile on the le�.
2. The Administrator will be shown on the organiza�on Overview tab.
3. The Key Point of Contact and the current Administrator will see a “Change Admin” buton.
4. A pop-up window will appear.  The user is able to select the new administrator and save.

Note: The Administrator will be pre-assigned as the Subrecipient Key Point of Contact.  The Key Point of 
Contact can reassign the role to another ac�ve user with a role of “Approver.”  Therea�er, the 
Administrator role can be changed by either the Key Point of Contact or the current Administrator. 

The administrator role can request new users, change user permissions, and change applica�on ownership. 
Addi�onal administrator permissions and responsibili�es will be added with future updates.  

The Key Point of Contact will con�nue to be the default Internal Approver on applica�ons and payment 
requests. 
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