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SUBMITTING A MODIFICATION REQUEST 

 Overview 

This user guide provides step-by-step instructions for completing and submitting an AHP modification 
request in the FHLBI.GIVES system. 

 

 Process 
Note: This is the process for sponsors.  The member review process begins on page 8. 

If the project is active, navigate to Disbursement Phase. Select the drop-down arrow and select 
Modifications Add +. If the project is in initial monitoring, navigate to Project Completion. 
Select the drop-down-arrow and select Modifications Add +. If the project is complete, 
navigate to Long Term Monitoring. Select the drop-down arrow and select Modifications Add+. 
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Next you will choose the project that needs to be modified and then select the Start New 
Modification button. 

 

 

 

Choose the sections of the project that you will be modifying, then select Continue. This will 
unlock those sections and allow you to make the appropriate changes. 
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Next you will update the sections of the application you unlocked and wish to modify. When 
complete be sure to hit Save or Save & Continue. 
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Once all changes have been made, you’ll go to the Review & Finalize section where you will be 
prompted to explain the modifications. You will select the red Provide Explanation(s) for 
Variance(s) warning message or select the orange Explain/View Variance box.  

 

 

Be sure to provide a thorough explanation for each variance item flagging under the Sponsor 
Explanation column. 
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If supporting documentation is to be added to the modification request, you will do so using the 
red Attach Document box on the right-hand side of the screen. 

 

 

 

To attach a document, you will click on the paper clip under Sponsor Documents and next to 
Modification Documentation. You will have the option of either selecting a file from your local 
drive or dragging and dropping it in. If uploaded successfully, you will receive a notification 
indicating so.  It will then show up under Document Name to the right of the paper clip. 
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Once the variance items have been explained and saved and all related supporting 
documentation has been uploaded go back to the Review & Finalize section. Select the 
Certification button (may also be reflected as Terms and Conditions). Read through the 
certification statements and then select the Accept Terms and Conditions box. 
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You are now ready to submit the modification. Before doing so you may select the Modification 
Summary button to review the changes made and ensure the request is correct.   

 

 

 

To submit the modification simply select the Send to Member Bank button.  This will now go to 
your member for review, approval, and submission to the FHLBI. 
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Note: This is the process for Members. 

 

Once the sponsor has completed and submitted the modification request it will move onto the 
member for review and approval. It will appear in My Tasks under either Disbursement Phase, 
Project Completion, or Long-Term Monitoring depending on what stage of the award the 
project is in. Select Modifications under My Tasks where a number is shown next to that 
modification. Then you will click on the MOD ID. 

 

 

 

 

Next you will review the modification summary.  You can do this by going to the Review & 
Finalize section and selecting the Modification Summary button. The modification summary 
will provide details on what specifically is being modified. 
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If you are not comfortable with the modification or have additional questions for the sponsor 
you can send it back by selecting the Return to Sponsor button.  

 

If you are comfortable with the modification being requested, you will go back to the Review & 
Finalize section and select the Terms & Conditions button (may also be reflected as 
Conditions). Read through the certification statements and then select the Accept Terms and 
Conditions box.  
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Once you have accepted the terms and conditions you can submit the modification request to 
the Bank for review by selecting the Submit to FHLB button. 
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