
Reviewing draft and 
submitted grant applications 

CITB ONLINE PORTAL USER GUIDE 



Reviewing draft and submitted grant applications 

2

Click on the 'Sign in' button at 
the top right corner of the portal.

You will be directed to the 
Sign in page.
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Section 1. Signing in
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Enter your email and password.

Click 'Sign in' to access the portal.
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Click on the ‘My grant applications’ tile.You can see applications which have 
been saved as a draft against your 
employer in the portal. This includes 
those saved by other grant users 
who have access to your employer. 
You can continue and submit draft 
applications or permanently delete 
them if they are no longer required.
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Section 2. View saved draft grant applications
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This page will display draft and 
submitted applications.

Click ‘View Bulk Application’ 
against a row in the draft 
applications table.
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You will be presented with the 
saved draft grant application form.

You can continue the application 
form through the submission, or 
permanently delete the application 
as needed.
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Section 3.	 View submitted grant application status
You can see applications which have been submitted against your employer in 
the portal. This includes those submitted by other grant users who have access 
to your employer. When you first submit an application form, you have one hour 
to edit or withdraw the application should you notice a mistake. If more than one 
hour has passed and you notice an issue with a submitted application, contact our 
Customer Operations team. 

Follow steps 1 and 2 from Section 2.
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Click ‘View application’ against a row in the submitted 
application table to view the application form in full.

You will be shown the details of that application.
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Submitted applications will be listed, ordered newest to oldest.
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If you are viewing the application within one hour of submission, 
you can click ‘Edit’ to make any amendments to the application, 
or ‘Withdraw’ to remove the application.
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Section 4. Updating/withdrawing a submitted application

If you click ‘Withdraw’ a warning 
message "Are you sure you want 
to withdraw the application?" will 
appear. Click ‘OK’ for confirmation. 
This will permanently delete the 
application form.

You will be presented with confirmation that the application has been withdrawn.
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