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Requesting Reimbursements in Utah Grants 
Activities that occur after the award is issued are considered post‐award activities.  These are managed in the 

Monitoring section of Utah Grants. 

Payment Creator 

1. Locate program for which reimbursement is being requested.  Click the Monitoring tab (top Menu) and

locate the program.  Expand the + (plus sign) to view line details, click green eye icon.

2. Create New Payment Request by selecting the $ Requests subtab, then selecting New Payment Request.
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3. Enter General Information and Save. 
a. Internal Invoice # Organization self‐generated invoice number 
b. Internal Approver Individual at organization assigned to approve this invoice (Utah  

Grants User with a role of Approver.  Use magnifying glass to search) 
c. Expense Fiscal Year State Fiscal Year of when the expense was incurred (use magnifying  

Glass and select valid year).  SFY begins July 1 and ends June 30 
(e.g., SFY 2018 begins 07/01/2017 and ends 06/30/2018) 

d. Expenses Incurred From  Start date of invoice period 
e. Expenses Incurred Through End date of invoice period 

4. On Financials tab, click the blue pen icon next to the budget category to open allow for editing 
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5. Enter values and Save 

6. After saving, indirect costs will calculate automatically based on the fiscal year and periods entered (if 
indirect costs are applicable).  Check calculations and totals. 

7. On Attachments tab, click Add to include supporting documentation, if required. 
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8. If it is necessary to make changes to information entered, Click Edit, make necessary changes and Save. 

9. After saving, Submit Request box will appear.  Click Submit Request 

4 | P a g e  



 

-Pfogte>s~
Vttt!wSrteV6its. 

I.L1MQe ?ayme,,1 R.equests 

" PIWSBE.00 

Approv~DKislon 

lot.allilltflo.13...,_...J 

Mi22,13'37 

.. R~mllMln•tHnt arid • u 5,BE 

"By s,gning this repor1. I certify 10 the beSI ol "'I l<no,,iledge and belief that the rel)0<1 ,s true, 
complete, and accurate and the expenditures, d1sbursemen1S arid cash r~ts are for the 
purposes and objectJves set forth m lhe lenns and conditions of the Federal award I am ai.vare 
that any false, iict,tious, or fraudulenl mformauon or the om,ssion ol any material fac~ may 
subject me to cnm1na1 CMI or adm1rnstratrve penalties for fraud, false stalements rarse da1ms or 
otherwise (U S Code Tille 18, Section 1001 and Tille 31 , Sec!JOns 3729-3730 arid 3801-3812) • I 

mllllll _ 

Payment ReQue$1-8W Tes, #1 

10 

PR-USBE-00 
PrOj«!Per>Od' 

7!112018--6/30/2019 

__ , 

''"'" SwmillH b ~,w.11 

Status 

Sut1rn11ted IO Grentor 

SIJ:mt1ed to Grantor 

--

1-. ..... 

71112018-·7/30t20 18 

lnvo.cel'er>Od 

71112018- 7/30/2018 

Internal Approver 

10. Internal Approver will receive an email with a link to the reimbursement request.
The Internal Approver can also locate the reimbursement request pending their approval by clicking on
Monitoring, Pending Tasks and selecting the task.

11. Internal Approver reviews information on all tabs and selects the necessary action.  A comments box
appears and is required. Click Submit

a. 
b. 

Approve 
Reject 

Sends application to USBE for approval and payment 
Cancels the reimbursement request.  A new payment request will need to be  
created. 

c. Send Back Sends the reimbursement request back to the creator for editing and  
resubmission

12. Read and acknowledge certification statement

13. Status is now updated to Submitted to Grantor
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Warnings and Errors 

14. An existing payment request is already in progress 
Reimbursement requests must be fully approved (Internal Approver through USBE Approval) before a new 
reimbursement request can be submitted. 

15. Requested amount cannot exceed 10% of approved category Budget 

Reimbursement requests are compared to the last approved budget.  Requests can exceed the approved 
budget by no more than 10%.  Budget categories that do not exist on the budget cannot be requested on 
the reimbursement. 
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16. Remaining funds exist in a related program.  Please use the waive remaining funds before requesting 
reimbursement on this program.   Click here to access related program. 

Programs from the same funding source but different fiscal years are considered to be related programs. 
For example, FY17 Title I, FY18 Title I and FY19 Title I are all considered to be related programs.  Recipient 
must fully utilize or waive funds in the earliest related program prior to requesting funds on a later 
program.  Request or waive funds on earlier program before proceeding. 

Alternate Navigation Option 

17. Payment requests can also be located by clicking on Grants (top menu), selecting the appropriate program 
by clicking on the green eye icon. 

Click on the Awards sub‐tab, then green eye icon. 

7 | P a g e  




Accessibility Report



		Filename: 

		Reimbursement Requests in Utah Grants.pdf






		Report created by: 

		


		Organization: 

		





[Enter personal and organization information through the Preferences > Identity dialog.]


Summary


The checker found no problems in this document.



		Needs manual check: 0


		Passed manually: 2


		Failed manually: 0


		Skipped: 2


		Passed: 28


		Failed: 0





Detailed Report



		Document




		Rule Name		Status		Description


		Accessibility permission flag		Passed		Accessibility permission flag must be set


		Image-only PDF		Passed		Document is not image-only PDF


		Tagged PDF		Passed		Document is tagged PDF


		Logical Reading Order		Passed manually		Document structure provides a logical reading order


		Primary language		Passed		Text language is specified


		Title		Passed		Document title is showing in title bar


		Bookmarks		Passed		Bookmarks are present in large documents


		Color contrast		Passed manually		Document has appropriate color contrast


		Page Content




		Rule Name		Status		Description


		Tagged content		Skipped		All page content is tagged


		Tagged annotations		Passed		All annotations are tagged


		Tab order		Passed		Tab order is consistent with structure order


		Character encoding		Passed		Reliable character encoding is provided


		Tagged multimedia		Passed		All multimedia objects are tagged


		Screen flicker		Passed		Page will not cause screen flicker


		Scripts		Passed		No inaccessible scripts


		Timed responses		Passed		Page does not require timed responses


		Navigation links		Passed		Navigation links are not repetitive


		Forms




		Rule Name		Status		Description


		Tagged form fields		Passed		All form fields are tagged


		Field descriptions		Passed		All form fields have description


		Alternate Text




		Rule Name		Status		Description


		Figures alternate text		Passed		Figures require alternate text


		Nested alternate text		Passed		Alternate text that will never be read


		Associated with content		Passed		Alternate text must be associated with some content


		Hides annotation		Passed		Alternate text should not hide annotation


		Other elements alternate text		Passed		Other elements that require alternate text


		Tables




		Rule Name		Status		Description


		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot


		TH and TD		Passed		TH and TD must be children of TR


		Headers		Passed		Tables should have headers


		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column


		Summary		Skipped		Tables must have a summary


		Lists




		Rule Name		Status		Description


		List items		Passed		LI must be a child of L


		Lbl and LBody		Passed		Lbl and LBody must be children of LI


		Headings




		Rule Name		Status		Description


		Appropriate nesting		Passed		Appropriate nesting







Back to Top


