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	Script

	Hello. Welcome to the AmpliFund training series focusing on how, as a funder you can review and reopen a custom form extension. 

We’re going to go through this as a funder. As a funder, you’ll first need to locate the award that has the custom form you want to review and reopen. 

From your landing page you’ll navigate to Awards Management, then awards.

	From here, you’ll see the list of awards for your organization. You’ll scroll down and open up the award that you need to view the form on. 

	Once you’ve opened up the award you’ll come to Custom and select the name of the custom form that you need to review. 

	Here you will see each version of the custom form that the recipient has submitted. Click on the green hyperlink to open up the specific submission. 

	Here you can see the information that has been submitted by the recipient. You’ll click the box that says “Reopen for Editing” here. 

	This will prompt you as the funder to enter comments that you need to relay to the recipient and instructions on what they need to do. Once you’re done entering your comments back to the recipient you’ll click “Reopen”. As you see, this will remove the previous submission from the list here and reopen it for the recipient to edit and re-submit the form. 

	That is how, as a funder you can review and reopen a custom form. Thank you


