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This document summarizes how Grants Administrative Officers (GAOs) can reassign applications, claims, repayment requests, and reports in ezFedGrants. 

To access the reassignment button, log-in to ezFedGrants and click for the desire Report  on the navigation menu. If this tile is not visible, then you do not have 
the GAO user role, which is required to reassign work items.   

Instructions are provided at the top of the Item Reassignment screen. You can only reassign one type and status of work items for one organization and agency 
at a time. If you need to reassign a variety of work items for multiple agencies or organizations, you will need to repeat the procedure multiple times. Furthermore, 
you can only reassign work items in Not Started, Draft, or Returned status between users with the Grants Processor role. If you need assistance, please contact 
the ezFedGrants Help Desk at ezfedgrants-cfo@usda.gov. 

 

Search Work Items: 
Select the relevant report 
in the actionable items on 
the home screen. 

Select Work Items: 
Click the work item you 
want to reassign.  

Note: You can only 
reassign work items to one 
person at a time. 
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Reassign Work Items: Click the Reassign top right button of the screen, follow the instructions on the Work Item Reassignment popup window to select the 
user to whom the work items should be assigned, and then click the Next button. 

 

 

 


