
Report of Expenditures & 
Payment Request



Initiate, View, and Submit 
Payment Reports
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Two Ways To Initiate
Grant Subaward: My Tasks on 

Dashboard:



Grant Subaward



My Tasks on Dashboard









Must be the first day of 
the first month for the 

Reporting Period

Must be the last day of 
the last month for the 

Reporting period

Must select one of the 
radio buttons

KE24016701 – REP4









Budget Cost 
Categories 

and line-items

Fund Sources and 
allocations



Budget Cost 
Categories 
selected for 

budget

Budget Line-Items 
within the Budget 

Cost Category



Fund 
Source

Amount 
allocated to 

line-item

Amount 
remaining 

for line-item

Column 
Totals



Amount of 
Cash Match 
and In-Kind 

Match 
remaining 

for line-item

Percent of 
funds 

remaining 
for line-item



Totals 
include all 

Fund 
Sources

Total match 
reported for 
this report

Total of all 
payments 

requested for 
line-item

Total payment 
requested for 

this report

Total 
expenditures 

reported for this 
report



Enter expenditures and 
payment request amounts 

by line-item

500

1,000

500

1,000



Must be certified 
by the Grant 

Subaward 
Authorized 

Agent, Grant 
Subaward 

Director, Grant 
Subaward 

Financial Officer, 
or Board Chair

Jennifer Green



Submit Payment 
Report



Additional Report Request



Initiate From 
Grant Subaward or My Tasks 

From Grant 
Subaward

From My 
Tasks on 

Dashboard







Must be the first day of the first 
month for the Reporting Period

Must be the last day of the last 
month for the Reporting Period

Select the YES radio 
button and provide a 

justification



Enter expenditures and 
payment request amounts 

by line-item

Enter only the additional 
expenditure amount(s) and 
payment request amount(s)

$1,682

$18,406 $17,406



Jennifer Green

Must be certified 
by the Grant 

Subaward 
Authorized 

Agent, Grant 
Subaward 

Director, Grant 
Subaward 

Financial Officer, 
or Board Chair



Submit Payment 
Report



Demonstration



Business Rules



Initiate, View, and Submit 
Payment Reports
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Report of Expenditures & 
Payment Request Frequency

No longer have a defined reporting period 

Can submit reports with one or several months

No longer required to submit a report if there are not 
any expenditures

If submitting two reports at the same time, Subrecipients 
cannot request funds from a line-item that is requested 
in another active report



Reporting & Requesting Funds

State funds must be fully expended for a line-item 
before requesting a payment for federal funds for the 
same line-item

Subrecipients with state funds may request up to 25% of 
state funds awarded without reporting expenditures

Older funds must be fully expended for a line-item 
before requesting a payment for newer funds for the 
same line-item



Reporting & Requesting Funds
Expenditures reported must be equal to or less than 
funds available

Amount requested must be equal to or less than funds 
that are available

Amount requested must match the expenditures 
reported (federal funds*)

Cannot enter a match amount that is more than the 
remaining amount



Error Messages



First date entered must be 
the first of the month and the 

second date entered must 
be the end of the month

Incorrect

Correct



One of the radio buttons must 
be selected to continue

Select YES if any 
portion of the report 
period has previously 

been requested

Select NO if the 
report period has 
not already been 

requested



A Report of Expenditures & 
Payment Request has already 

been submitted for the 
timeframe requested

If this is an additional Report 
of Expenditures & Request for 

Payment, select YES and 
provide a justification



YES radio button was selected for an 
Additional Report of 

Expenditures/Payment Request for 
Reporting Period, but a justification 

was not included 

Incorrect

Correct



If there are state funds 
available on a line-item, those 

must be requested/fully 
expended before requesting 

federal funds

Incorrect
VOCA 
(Federal 
Fund) 

Correct VCGF 
(State 
Fund) 



Navigation Tips





Expands 
the 

navigation 
pane



Provides 
information 
(template 

type, status, 
etc.



Forms 
related to 

the 
document



Tools 
options



Status 
options



Documents 
related to 
the form 





Search Options





Thank You!


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Additional Report Request
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Demonstration
	Business Rules
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Slide Number 34
	Error Messages
	Slide Number 36
	Slide Number 37
	Slide Number 38
	Slide Number 39
	Slide Number 40
	Navigation Tips
	Slide Number 42
	Slide Number 43
	Slide Number 44
	Slide Number 45
	Slide Number 46
	Slide Number 47
	Slide Number 48
	Slide Number 49
	Search Options
	Slide Number 51
	Thank You!



