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SAGE - Department of Health



Frequently Asked Questions

Q1. How do I assign a new user to my grant?

Q2. How do I review my grant agreement?

Q3. How do I submit my progress reports?

Q4. How do I submit my expenditure reports?

Q5. How do I submit a grant amendment or budget revision  
request?

Q6. How do I complete the grant amendment or budget revision 
process, if the Department accepts my request?

Q7.  How do I submit materials for a DOH Desk Audit?

Q8. How do I review DOH Desk Audit notices?



Q1: How do I assign a new user to 
my grant?



Q1: How do I assign a new user to my grant?
Note: All users must be assigned a “Role.” (“Agency Staff” 
have limited permissions.)

Agency Administrator Agency Staff

Auto-assigned to new 
grants; adds other users. X

Creates new amendment, 
revision, and report forms. X

Completes amendment, 
revision, and report forms. X X

Submits amendment, 
revision, and report forms. X



Q1: How do I assign a new user to my grant?

Click to open.

Step 1: Login to SAGE and click the “Organization(s)” link.



Q1: How do I assign a new user to my grant?
Step 2: Click the “Organization Members” link.

Click to access current members list.



Q1: How do I assign a new user to my grant?
Step 3: Click the “Add Members” link.

Click to add new member.



Q1: How do I assign a new user to my grant?
Step 4: Search for an existing user or create a new account.

Option 1: 
Enter name and click to search.

Option 2: 
Click to create new account.



Q1: How do I assign a new user to my grant?
Step 5 – Option 1: Assign an existing user to your organization.

a. Check and complete row.

b. Save to assign. 



Q1: How do I assign a new user to my grant?
Step 5 – Option 2: Assign a new user to your organization.

a. Complete required fields.

b. Save to assign. 



Q1: How do I assign a new user to my grant?
Step 6: Click the “Organization Documents” link.

Click to open. 



Q1: How do I assign a new user to my grant?
Step 7: Click the “Name” to open the grant.

Click to open. 



Q1: How do I assign a new user to my grant?
Step 8: Access the “Management Tools” menu.

Click or hover to open menu.



Q1: How do I assign a new user to my grant?
Step 9: Click to open the “Add/Edit People” tool.

Click to open.



Q1: How do I assign a new user to my grant?
Step 10: Assign the user to the grant.

Click to open.

a. Check and complete row.

b. Save to assign. 



Q2: How do I review my grant 
agreement?



Q2: How do I review my grant agreement?

Click to open.

Step 1: Login to SAGE and click the “Documents” tab.



Q2: How do I review my grant agreement?
Step 2: Perform a search for your grant.

b. Click to search.

a. Select from menu.



Q2: How do I review my grant agreement?
Step 3: Click the “Name” to open the grant.

Click to open.



Q2: How do I review my grant agreement?
Step 4: Access the “Forms Menu.”

Click or hover to open menu.



Q2: How do I review my grant agreement?
Step 5: Click the “Page Name” to view the first grant 
award form.

Click or Hover

Click to view.



Q2: How do I review my grant agreement?
Step 6: Click “Next” or access the “Forms Menu” to view 
the next form. (Repeat as necessary to view all forms.)

Option 1: Click to view.

Option 2: Click or hover to open menu. 



Q3: How do I submit my progress 
reports?



Q3: How do I submit my progress reports?
Note: Authorized Official or Agency Administrator 
permissions are required to initiate and submit a 
progress report.



Q3: How do I submit my progress reports?

Click to open.

Step 1: Login to SAGE and click the “Documents” tab.



Q3: How do I submit my progress reports?
Step 2: Perform a search for your grant.

b. Click to search.

a. Select from menu.



Q3: How do I submit my progress reports?
Step 3: Click the “Name” to open the grant. (Your grant 
must be in the “Grant Department Approved” status to 
initiate a progress report; previously submitted progress 
reports must be approved.)

Click to open.



Q3: How do I submit my progress reports?
Step 4: Access the “Related Documents and Messages” 
menu.

Click or hover to open menu.



Q3: How do I submit my progress reports?
Step 5: Click “Initiate a/an DOH Progress Report” to 
create a new report. 

Click to create a new report.



Q3: How do I submit my progress reports?
Step 6: Click “I Agree” to continue.

Click to continue.



Q3: How do I submit my progress reports?
Step 7: Access the “Forms Menu.”

Click or hover to open menu.



Q3: How do I submit my progress reports?
Step 8: Click the “Page Name” to view the first report 
form.

Click to view.



Q3: How do I submit my progress reports?
Step 9: Complete the required fields and click to “Save” 
the changes.

a. Enter data.

b. Click to save.



Q3: How do I submit my progress reports?
Note: If you receive a “Page Error,” follow the 
instructions on the screen. 

Review details here.



Q3: How do I submit my progress reports?
Step 10: Click “Next” or access the “Forms Menu” to 
open the next report form.

Option 1: Click to open form.

Option 2: Click or hover to open menu. 



Q3: How do I submit my progress reports?
Step 11: Repeat Steps 9 and 10 until all required forms 
are complete.



Q3: How do I submit my progress reports?
Step 12: Once the required forms are complete, access 
the “Status Changes” menu.

Click or hover to open menu.



Q3: How do I submit my progress reports?
Step 13: Click “Apply Status” to submit the report.

Click to submit.



Q3: How do I submit my progress reports?
Step 14: Click “I Agree” to continue.

Click to submit.



Q3: How do I submit my progress reports?
Note: If you receive a “Global Error,” follow the 
instructions on the screen.

Review details here.



Q4: How do I submit my 
expenditure reports?



Q4: How do I submit my expenditure 
reports?
Note: Authorized Official or Agency Administrator 
permissions are required to initiate and submit an 
expenditure report.



Q4: How do I submit my expenditure 
reports?

Click to open.

Step 1: Login to SAGE and click the “Documents” tab.



Q4: How do I submit my expenditure 
reports?
Step 2: Perform a search for your grant.

b. Click to search.

a. Select from menu.



Q4: How do I submit my expenditure 
reports?
Step 3: Click the “Name” to open the grant. (Your grant 
must be in the “Grant Department Approved” status to 
initiate an expenditure report; previously submitted 
expenditure reports must be approved.)

Click to open.



Q4: How do I submit my expenditure 
reports?
Step 4: Access the “Related Documents and 
Messages” menu.

Click or hover to open menu.



Q4: How do I submit my expenditure 
reports?
Step 5: Click “Initiate a/an DOH Expenditure 
Report” to create report. 

Click to create a new report.



Q4: How do I submit my expenditure 
reports?
Step 6: Click “I Agree” to continue.

Click to continue.



Q4: How do I submit my expenditure 
reports?
Step 7: Access the “Forms Menu.”



Q4: How do I submit my expenditure 
reports?
Step 8: Click the “Page Name” to view the first 
report form.

Click to view.



Q4: How do I submit my expenditure 
reports?
Step 9: Complete the required fields and click to 
“Save” the changes.



Q4: How do I submit my expenditure 
reports?
Note: If you receive a “Page Error,” follow the 
instructions on screen. 

Review details here.



Q4: How do I submit my expenditure 
reports?
Step 10: Click “Next” or access the “Forms 
Menu” to view the next report form.

Option 1: Click to view.

Option 2: Click or hover to open menu. 



Q4: How do I submit my expenditure 
reports?
Step 11: Repeat Steps 9 and 10 until all required 
forms are complete.



Q4: How do I submit my expenditure 
reports?
Step 12: Once the required forms are complete, 
access the “Status Changes” menu.

Click or hover to open menu.



Q4: How do I submit my expenditure 
reports?
Step 13: Click “Apply Status” to submit report.

Click to submit.



Q4: How do I submit my expenditure 
reports?
Step 14: Click “I Agree” to continue.

Click to submit.



Q4: How do I submit my expenditure 
reports?
Note: If you receive a “Global Error,” follow the 
instructions on screen.

Review details here.



Q5: How do I submit a grant 
amendment or budget revision 

request?



Q5: How do I submit a grant amendment or 
budget revision request?
Note: Authorized Official or Agency Administrator 
permissions are required to initiate and submit a grant 
amendment or budget revision request.



Q5: How do I submit a grant amendment or 
budget revision request?

Click to open.

Step 1: Login to SAGE and click the “Documents” tab.



Q5: How do I submit a grant amendment or 
budget revision request?
Step 2: Perform a search for your grant.

b. Click to search.

a. Select from menu.



Q5: How do I submit a grant amendment or 
budget revision request?
Step 3: Click the “Name” to open the grant. (Your grant 
must be in the “Grant Department Approved” status to 
initiate a grant amendment or budget revision request.)

Click to open.



Q5: How do I submit a grant amendment or 
budget revision request?
Step 4: Access the “Status Changes” menu.

Click or hover to open menu.



Q5: How do I submit a grant amendment or 
budget revision request?
Step 5: Click “Apply Status” to place your grant in the “Grant 
Amendment/Budget Revision Request Initiated” status.

Click to initiate.



Q5: How do I submit a grant amendment or 
budget revision request?
Step 6: Click “I Agree” to continue. (The system will create 
a new “Grant Amendment/Budget Revision Request” form.

Click to continue.



Q5: How do I submit a grant amendment or 
budget revision request?
Step 7: Access the “Forms Menu.”

Click or hover to open menu.



Q5: How do I submit a grant amendment or 
budget revision request?
Step 8: Click “Page Name” to open the “Grant 
Amendment/Budget Revision Request” form.

Click to open.



Q5: How do I submit a grant amendment or 
budget revision request?
Step 9: Complete the required fields and click to “Save” your 
changes. (Instructions are included at the top of the form.)

a. Enter data.

b. Click to save.



Q5: How do I submit a grant amendment or 
budget revision request?
Note: If you receive a “Page Error,” follow the instructions 
on the screen.

Review details here. 



Q5: How do I submit a grant amendment or 
budget revision request?
Step 10: If required, click “Save/Next” or “Next” to open the 
Budget Details form. Otherwise, skip to Step 12. 

Click to open.



Q5: How do I submit a grant amendment or 
budget revision request?
Step 11: Complete the required fields and click to “Save” 
changes. (Instructions are included at the top of the form.)

a. Enter data.

b. Click to save.



Q5: How do I submit a grant amendment or 
budget revision request?
Step 12: Once all required forms are complete, access the 
“Status Changes” menu.

Click or hover to open menu.



Q5: How do I submit a grant amendment or 
budget revision request?
Step 13: Click “Apply Status” to place your grant in the “Grant 
Amendment/Budget Revision Request Submitted” status.

Click to submit.



Q5: How do I submit a grant amendment or 
budget revision request?
Step 14: Click “I Agree” to continue.

Click to submit.



Q5: How do I submit a grant amendment or 
budget revision request?
Note: If you receive a “Global Error,” follow the 
instructions on screen.

Review details here.



Q5: How do I submit a grant amendment or 
budget revision request?
Step 15: Receive notification from the Department. If your 
request is accepted, see Q6.



Q6: How do I complete the grant 
amendment or budget revision 

process, if the Department 
accepts my request? 



Q6: How do I complete the grant 
amendment or budget revision process,  
if the Department accepts my request?
Step 1: Login to SAGE and open the grant from your “My 
Tasks” menu. (Your grant will be in the “Grant in 
Amendment” or “Grant in Revision” status.)

Click to open.



Q6: How do I complete the grant 
amendment or budget revision process,  
if the Department accepts my request?
Step 2: Access the “Forms Menu.”

Click or hover to open menu.



Q6: How do I complete the grant 
amendment or budget revision process,  
if the Department accepts my request?
Step 3: Click the “Page Name” to open any of the  
application forms that require modification. 

Click to open.



Q6: How do I complete the grant 
amendment or budget revision process,  
if the Department accepts my request?
Step 4: Complete or update the required fields and click to 
“Save” your changes. (If you are unable to save your 
changes, confirm with your GMO that you are permitted 
to modify the form.)

a. Enter data.

b. Click to save.



Q6: How do I complete the grant 
amendment or budget revision process,  
if the Department accepts my request?
Note: If you receive a “Page Error,” follow the instructions 
on the screen.

Review details here.



Q6: How do I complete the grant 
amendment or budget revision process,  
if the Department accepts my request?
Step 5: Access the “Forms Menu” to open the next 
application form that requires modification. 

Click or hover to open menu. 



Q6: How do I complete the grant 
amendment or budget revision process,  
if the Department accepts my request?
Step 6: Repeat Steps 4 and 5 until all required 
modifications are complete. 

Click or hover to open menu. 



Q6: How do I complete the grant 
amendment or budget revision process,  
if the Department accepts my request?
Step 7: Once all required modifications are complete, 
access the “Status Changes” menu.

Click or hover to open menu. 



Q6: How do I complete the grant 
amendment or budget revision process,  
if the Department accepts my request?
Step 8: Click “Apply Status” to place your grant in the “Grant 
Amendment Submitted” or “Budget Revision Review Required” 
status. (Authorized Official or Agency Administrator permissions 
are required to make either status change.)

Click or hover to open menu. 

Click to submit.



Q6: How do I complete the grant 
amendment or budget revision process,  
if the Department accepts my request?
Step 9: Click “I Agree” to continue.

Click to submit.



Q6: How do I complete the grant 
amendment or budget revision process,  
if the Department accepts my request?
Note: If you receive a “Global Error,” follow the 
instructions on screen.

Review details here.



Q6: How do I complete the grant 
amendment or budget revision process,  
if the Department accepts my request?
Step 10: Receive notification from the Department when 
your grant amendment or budget revision is approved.



Q7: How do I submit materials for 
a DOH Desk Audit?



Q7: How do I submit materials for a DOH 
Desk Audit? 
Step 1: Login to SAGE and open the DOH Desk Audit 
record on your “My Tasks” menu.

Click to open.



Q7: How do I submit materials for a DOH 
Desk Audit? 
Step 2: Access the “Forms Menu.”

Click or hover to open menu.



Q7: How do I submit materials for a DOH 
Desk Audit? 
Step 3: Click the “Page Name” to open the Audit Report 
form.

Click to open.



Q7: How do I submit materials for a DOH 
Desk Audit? 
Step 4: Complete the required fields and click to “Save” 
your changes. (Instructions are included at the top of 
the form.)

a. Enter data.

b. Click to save.



Q7: How do I submit materials for a DOH 
Desk Audit? 
Note: If you receive a “Page Error,” follow the 
instructions on the screen.

Review details here.



Q7: How do I submit materials for a DOH 
Desk Audit? 
Step 5: Access the “Status Changes” menu.

Click or hover to open menu.



Q7: How do I submit materials for a DOH 
Desk Audit? 
Step 6: Click “Apply Status” to place the DOH Desk 
Audit record in the “Audit Submitted” status.

Click to submit.



Q7: How do I submit materials for a DOH 
Desk Audit? 
Note: If you receive a “Global Error,” follow the 
instructions on the screen. 

Review details here.



Q8: How do I review DOH Desk 
Audit notices?



Q8: How do I review DOH Desk Audit 
notices? 
Step 1: Login to SAGE and click the “Documents” tab.

Click to open.



Q8: How do I review DOH Desk Audit 
notices? 
Step 2: Perform a search for the desk audit record.

b. Click to search.

a. Select from menu.



Q8: How do I review DOH Desk Audit 
notices? 
Step 3: Click the “Name” to open the record.

Click to open.



Q8: How do I review DOH Desk Audit 
notices? 
Step 4: Access the “Forms Menu.”

Click or hover to open menu.



Q8: How do I review DOH Desk Audit 
notices? 
Step 5: Click the “Page Name” to open any “Desk 
Review Result” form. (The notice date will appear in 
parentheses.) 

Click to view.



Q8: How do I review DOH Desk Audit 
notices? 
Step 6: Once you have reviewed the notice, access the 
“Forms Menu” to open any other notice that requires 
review.  

b. Click or hover to open menu. 

a. Review here.



SAGE Help Desk

Technical support is available Monday to Friday, 
9:00AM to 4:00PM.

609-376-8508 or njdoh.grants@doh.nj.gov

mailto:njdoh.grants@doh.nj.gov
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