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R2-04-G1_GR_Creating and Updating 

Fraud and Error Actions 

1. Cover 

Welcome to this guide on Creating and Updating Fraud and Error Actions 

 

2. Disclaimer 

This guide uses DESNZ training environment demo data, and reflects the system as 

of November 2025. For the best experience, have the system open and pause the 

video as needed to follow along. 

https://app.guidde.com/playbooks/4rRkM1Y6stj4yJ7QYbwU7S
https://app.guidde.com/playbooks/4rRkM1Y6stj4yJ7QYbwU7S
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3. Objectives 

This video aims to support you with the following on the Grant Recipient portal. 

Creating, Tracking, and Updating Actions for Fraud Cases. Understanding the 

'Overdue' status of Fraud Actions 

 

4. Confirm User Login Status 

In this example, we are logged into the Portal as a Grant Recipient Lead, for Local 

Authority 46. 
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5. Open Fraud and Error Section 

To access existing fraud records and related actions, click More, then navigate to the 

Fraud and Error area. 

 

6. View Existing Fraud Actions 

To view all Actions related to this Funding Award, select 'Manage Actions' in the top 

right-hand corner 
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7. Understand Actions Overview 

This navigates to show tabs for all Actions: performance actions, risk register 

actions, fraud and error actions, and general actions. 

 

8. Select Funding Award for Specific Actions 

To create or review Actions related to a specific Fraud record, Select the record, 
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9. View Actions for a Specific Fraud Record 

and click 'View Actions'. 

 

10. Review Actions Against Fraud Record 

In this example, two actions have already been created for this fraud record: one 

open, and one overdue. 
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11. Decide to Create New Action 

From here, you can Create or Edit existing Actions. We will start with creating a new 

one. First, click: 'Create New Action', then, click: 'Next'. 

 

12. Name the New Fraud Action 

Click the Action Title to name the Action. We will name this one, "Fraud Action 3". 
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13. Enter Action Description 

Click the Action Description field to enter details about the new fraud action. 

 

14. Proceed with Action Description Entry 
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15. Complete Action Details 

Add a due date as required. 

 

16. Choose Owning Team Option 

Assign an Owning Team. There are 3 options here. Choose 'Grant Recipient Lead' 

to assign the action to yourself, choose Delivery Partner to assign the action to your 

PSO. And only choose Scheme Lead, if you need to assign the Action directly to 

DESNZ. It is also important to note, that any user, with one of these roles on the 

Funding Award, will have permission to view or edit any action associated with it 

(even if owned by another team). 



 

 

OFFICIAL 

OFFICIAL 

 

17. Advance to Next Step 

Click Next to finish creating the Action. 

 

18. Verify Created Fraud Action Status 

Let's select the Fraud record to review the Action we've just created. 
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19. Select Fraud Action for Editing 

Click "View Actions" to confirm that the fraud action has been created. 

 

20. Open Action for Review 

We can see 'Fraud action 3' created with the status of 'Open'. 
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21. Open Action for Review 

Click here to select the fraud action for review or editing. 

 

22. Edit Action Description  

Click 'Edit Action' to update the record as needed. 
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23. Provide Progress Update 

Click 'Edit Action' to change details on the record, such as entering a Progress 

Update, or amending the Title. 

 

24. Change date to past to see overdue logic  

There is a background process that changes the Status to Overdue automatically 

once the due date passes. . 
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25. Change date to past to see overdue logic  

To show this logic, let's change the due date to a date in the past 

 

26. Return to Manage Actions Section 

Click "Update Risk Actions" to save your changes. 
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27. Observe Overdue Status 

Let's go back to the Action to review our updates. 

 

28. Confirm Progress Update Saved 

We can see that the status of the fraud action has automatically changed to 

Overdue. The 'Progress Update we typed in has also been saved. This is how you 

track and manage actions on fraud cases. 
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29. Summary 

This video helped you with: Creating, Tracking and Updating Actions for Fraud 

Cases in the Grant Recipient Portal. Understanding the Overdue status of Fraud 

Actions 

 

30. Thank you for watching 

Thanks for watching. 
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