
 

 

 

GRANT MANAGEMENT SYSTEM USER GUIDE 
SUBMITTING A CHANGE REQUEST TASK  
 
This user guide outlines the steps you need to follow to submit a change request task after your grant 
has been approved.  
 
We have prepared four user guides to help simplify managing your grant. They are available at 
fwcp.ca/funding/user-guides-for-grant-recipients.html.  
 

Contact us anytime if you have questions about how to manage your grant 
If you have any questions, please contact a regional manager. If you aren’t sure who to talk to, contact 
us at fwcp@bchydro.com or 604-786-9409. 
 
Coastal Region Manager   Columbia Region Manager   Peace Region Manager  
Mark Sherrington                  Jen Walker-Larsen   Chelsea Regina   

Mark.Sherrington@bchydro.com    Jennifer.Walker-Larsen@bchydro.com Chelsea.Regina@bchydro.com 
604-830-9396                   250-814-6645    250-561-4884  

 

Start here: what is a change request task? 
Change requests are submitted within our grant management system and must be approved by FWCP 
staff. A change request is required when a project extension is needed or when there is a significant 
change to the budget or scope of work.  
 
The main project contact and any collaborators on the project may submit a change request. For the 
purposes of these instructions, the contact or collaborators will be referred to as “the proponent” or 
“you.”  
 
If you have initiated a progress report task that has not been approved, the system will no longer allow 
the creation of a change request task. The progress report and progress statement of accounts must be 
approved or deleted before a change request can be initiated. If you want your progress report activity 
deleted, please contact us at fwcp@bchydro.com  or 604-786-9409. 
 
Let’s get started! 
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CREATING THE CHANGE REQUEST  
To start a change request, log in to our grant management system at fwcp.smartsimple.ca.  
 
Click “Home” in the top menu bar, and then click the “Grants” tab.  
 
Then click the green “Open” button beside the appropriate project.   
 

 
 
Once the project is open, you can click the green “Change Request (optional)” button. 
 

 
You will  receive confirmation that the change request has been created. Click “OK.” 
 

 

https://fwcp.smartsimple.ca/
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ACCESSING AND COMPLETING THE INFORMATION IN THE CHANGE REQUEST  

Next, go to the “Change Request” section in the top menu bar. Here you will see the change request 
activity that was created. Click the green “Open” button to open the activity.  
 

 
 
Read the instructions on the “Instructions” tab, and then click the “Change Request Details” tab.  
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You will be required to answer three questions related to project extension, revision to a budget, and 
revision to the project scope. 
 

1. Project extension  

If you click “Yes” to the project extension question, you will be asked to enter the extension 

date and provide a rationale for the extension in the text box.  

 
 

2. Revision to a budget  

If you click “Yes” to the budget revision question, you will be asked to provide a rationale for the 
revision. 

 

 



 

User Guide: Submitting a Change Request  6  July 9, 2025 

After providing the rationale, you will need to make requested revisions to the budget. To do this click 
the green “Open” button. 

 
 
The current budget will be displayed and the system will allow you to make modifications to the FWCP 
contribution for each budget item. All items highlighted in yellow below can be modified. If you need 
to create new budget items, use the “+” sign.  
 

 
 
When you have made all the modifications, be sure to click the “Save” button before you close the 
window. 
 

 
 
Also note that if you increase or decrease the total budget, the system will still validate that the total 
expense is equal the total revenue. 
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3. Revision to the project scope  

If you click “Yes” to the project scope question, you will be asked to provide details of the scope 
change in the text box. If the scope change is fairly significant, you also have the option to upload a 
revised proposal. 
 

 
 

SUBMITTING THE CHANGE REQUEST  

Once you have answered the three questions and provided all of the appropriate information, be sure 
to click the green “Submit Change Request” button at the bottom. If you are not ready to submit, you 
can click “Save Draft” and return and complete the change request when you are ready.   
 
After you click “Submit Change Request,” FWCP staff will receive a notification to review your request. 
You do not need to email us. If you leave the change request in draft status, it will not be reviewed.  
 

 
 
If you have any questions about these instructions or require further clarification, please do not 
hesitate to contact us at fwcp@bchydro.com  or 604-786-9409. 
 

mailto:fwcp@bchydro.com
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