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Award Portal Trouble Shooting Guide 

 

The portal is not recognising my email address and will not let me 

register it, what should I do?  

Please ensure that you check your email address and ensure all the data is correct, check to make sure 

you are using a full stop ‘.’ Instead of a comma ‘,’. Also ensure that your email address is spelt correctly as 

this will be the email address we will use to communicate with you. When registering please only use email 

addresses with a ‘.com’, ‘co.uk’ or ‘.org’ address. Please ensure there are no spaces after you have typed 

your full email address in.  

 

I have registered my details but the portal will not allow me to log in. 

Check to make sure you are using the same email address that you registered with, this will now be your 

user name and will be required to log in. If you have used an email address such as ‘support’ to register 

with, our system will unfortunately will not recognise this format of address and will not allow to log in. If you 

have used one of these addresses, please re register using one of the above-mentioned address formats 

or contact us directly awardapplications@unltd.org.uk 

If you have login details saved in your browser settings, you may want to check that the correct username 

and password have been inputted.  

 

Can I save my work as I go? 

You must save your work in progress by completing a question and pressing the ‘Save’ button at the 

bottom of the page. You can come back to this later to continue working. 

You will NOT be notified that your session has timed out, therefore it is very important that you ‘Save’ all 

your work as you go and try not to leave the web page inactive for long periods of time.  

 

I Am Unable to Submit my Expression of Interest 

If you find that you cannot submit your application, it may be that you have not fully completed the 

document section. If you have not uploaded any documents, you need to click on the No Documents 

button. 

 

I Can’t Highlight & Copy the Text from the EOI 

Although the cursor button shows as a red circle with a crossed line, it will still allow you to copy the text. 

Alternatively click your cursor in the box and press CTRL + A – to highlight all the text. 
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I Haven’t Received an Email Confirmation 

If all modules are complete and the application has been submitted successfully the status changes to 

SUBMITTED. You will not receive an email to confirm the submission. You will see a screen message 

referring to an email – this refers to the email you will see once the EOI has been assessed. 

 

How do I view the progress of my application/Award? 

Log into the portal and select ‘Awards portal’ towards the bottom of the page (left hand side). Once in the 

Award portal select ‘My Award applications’. This will then show you all Awards you have applied for. Next 

to each Award it will state the ‘Application status’ which will detail the progress of your current 

application/Award.  

 

 

 

 

 

 

 

 

 

 

 

 

How do I edit my personal details/ bank details? 

To edit your personal details, log into the portal and select ‘contact details’ from the home page. Once you 

have selected this select ‘change these details’ (as shown below). You will now be able to change/edit your 

details. Once you have finished editing your details, scroll to the bottom of the screen and select ‘Submit’. 
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To edit your bank details or payment schedule log into the online portal and select the ‘Awards Portal’ 

button towards the bottom of the screen. Once in the Awards portal select ‘My Award applications’ and then 

select your relevant Award. Once in your Award please select the ‘Payment of Award’ in the left-hand menu 

and edit your details, pressing ‘Save’ once you have finished. Remember to press the ‘Submit’ button to 

submit your details.  

 

I have received an email asking me to log in to complete the next 

section of my application, but when I log in the next section is not 

available for me to complete.  

Our systems update twice a day 12 noon and 12 midnight, and therefore our online system may not have 

pulled through all your details yet. If you received the email after 12 noon please log in the following 

morning and the sections should be available for you to complete. If you have logged back in and the 

sections are still not available for you to complete, please contact awardapplications@unltd.org.uk 
so we can assist.  
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Do I need to upload/complete the financial workbook? 

You will only be required to submit a financial workbook if you are applying for a ‘Grow It’ Award and have 

been invited to submit a full application (not required at Expression of Interest Stage) Please refer to the 

online guidance notes for more details. These can be found in the ‘Documents’ section.   

 

When inputting my budget details, I am getting the following 

message “A problem occurred submitting the details. Please make 

sure your venture budget matches the amount you are applying for”. 

What should I do? 

When submitting your budget details please ensure that each item of expenditure is rounded up or down to 

the nearest pound as our system will now allow you to put in a figure containing a pence value and will 

cause this error message to appear.  

You need to ensure that the amount you have requested from UnLtd and the amount you have listed in the 

expenditure list match.  

 

 

For more information please refer to the ‘Application Guidance’ packs that are 

available on the ‘Documents’ section of your Portal account. Any other queries 

please contact us at awardapplications@unltd.org.uk A member of the Award Team 

will assist. 
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