Utah State Board of Education UTAH ﬂ’" ants

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.

HOME Oppomunities  Applcaions Granls  Manftoring

= Monitoring Schedule for all Active Grants

This Section Manages Post Award Activiies for Grant a3 below

Grantes Organization Grant Pariod # Awards Total Obligated Amount  Status Actions.

Titla Grantor Organization
Bl PRAV_SF1_2017.2017 USEE 201667302017 1 Active *
RAVSE_2015 - 2019 TI018-63072015 1 Active ®

n Thle Total Awarded Amount Total Obligated Amount  Status Actions

° 5l AD-USBE-39 PRAVSF_2019- 2018 TI2018--6302015 5110.00 SM000  Acsivated -

Total Riecords: 1 # =mT| "
1 Active -

T PRAV_FF_2018-2018 TI017-602018

B PRAV_SF 2017 -2017 TH2016-6302017 1 Active -
B KPF_2017. 2017 1201912312021 1 Active -
i+ KPF_2018- 2019 RS- 12312021 1 Active -
E]  KPF_2018-2018 2019123172021 1 Active =

TH2017-67307201% 1 Active L

# REIS_SF1018_2017 - 217 USBE

HOME  Opportunties  ApplcaBions.  Geants  Moniorng

PRAVSF_2019 - 2019

AD-USBE -39 it COu Actvated 20186202019

Granes and Aovirds e Munaged Butughint Program e cyce Tha Astds i aporivnd #nd muintsned by the Progeem Ofite Once B Asard is SCBvBl view more

Now Payment Roguest | Wab Funch I

Last Modified Pakd Total  Actions

P tecaedy hound

ADA Compliant 10-29-2018
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3. Enter General Information and Save.

a. Internal Invoice #
b. Internal Approver

Organization self-generated invoice number
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

Creale Payment Reques!

Overview

a General Information

*|nternal Invoices Type

Bw Test #1 o] Reimbursement
*Fiscal Year Cost Rate *Expenses Incurred From

2019 Q

07/01/2018

srant Award

AD-USBE-02

GT-USBE-003

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

(cance [[save | [

Fields marked as " are required

“Internal Approver

BW Approver Test Q

*Expenses Incurred Through &

07/30/2018

B2 E

4. On Financials tab, click the blue pen icon next to the budget category to open allow for editing

A EXZEE =
PR-USBE-24 PRAV_SF_2017 THRO16-6/30:2017 Created
v Period
TH2016-6/302017
W Overview | $ Financials L Attachments D History
« Budget Period Amounts
Total Awarded Amount Requested Amaount this Action YTD Rei ald
5110 $20 50
Restricted 0%
4 Reimbursement Grid - USBE =
Category Name Total Budget Total Grant Expenditure Fiscal YTD Expenditure Approved Remaining Balance This Request  Actions
Salaries (100) $10.00 50.00 50.00 5000 $10.00 SN0 » /
Employee Benefits (200) 510.00 50.00 5000 s0.00 51000 000
Purchased Professional & Tech Serv $10.00 $0.00 50.00 50.00 $10.00 5000 &
Purchased Property Services (400) $10.00 5000 50.00 s0.00 s10.00 000
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5. Enter values and Save

« Reimbursement Grid - USBE Print Budget
Category Name Total Budget Total Grant Expenditure Fiscal YTD Expenditure Approved Remaining Balance This Request Actions
Salaries (100) $500,000.00 $0.00 $0.00 $0.00 $500,000.00 5000 L |
Employee Benefits (200) $100,000.00 50.00 50,00 $0.00 $100,00000 1000 -]
Purchased Professional $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 &
Purchased Property Serv $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 ,’
Other Purchased Service. £0.00 $0.00 $0.00 $0.00 $0.00 000 &
Travel (580) $0.00 $0.00 $0.00 $0.00 $0.00 000 S
Supplies and Materials (6 $22 130.37 $0.00 $0.00 £0.00 $22,139.37  |3542 @
Property Including Equip $0.00 $0.00 $0.00 $0.00 $0.00 s000 4
Other (Not eligible for Ind $0.00 $0.00 $0.00 $0.00 $0.00 000 4
Indirect Cost $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

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.

e e aa— - -
Other Purchased Services (500) s0.00 s0.00 s0.00 50.00 50.00 000 2
Travel (580) 520.00 50.00 s0.00 5000 520.00 5000
Supplies and Materials (500) 510.00 5000 $0.00 $0.00 510.00 5000
Proparty Including Equipment (T00) 5000 5000 s0.00 5000 5000 5000
Other (Nt eligible for Indirect Cost) | 52991 5000 50.00 50,00 52991 3000 o
Indirect Cost 5009 5000 s0.00 5000 5009 s002 h
Tatal Records: 10

 Reimbursement Grid Totals

Toital Budgst Total Grant Expenditure Fiszal YTD Expenditure

590 S0 50
Appraved Remaining Balance This Requast ‘
50 590 s11.02

« Payment Requests ¥

L] Submitted Status Last Modified Total  Paid Actions
PR-USBE-23 Created 1071572018 542 AM sz -
Total Records. 1

7. On Attachments tab, click Add to include supporting documentation, if required.

Payment Request-BW Test #1 m m -

D Proje: Period

PR-USBE-00 TI2018--630/2019 Created TH2018--T/30/2018

Fieids marked as * are required
Add Attachments. ®
Overview  $Financlals | Attachments
- Attachment Upload file from Computer m

Name Type Description Da  ‘Type Actions

Period Statr Irvol

Choose File | No tie chosen m m

“Description
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8.

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

Payment Request-BW Test 81

PR-USBE-00

Project Penod 'i
7/1/2018--6/30/2019

Status

Created

Invoice Pernod

If it is necessary to make changes to information entered, Click Edit, make necessary changes and Save.

Submit Request | =] | =

7/1/2018--7/30/2018

Created

-

a General Information

Internal Invoice# ‘i
BW Test #1

Internal Approver ‘4
BW Approver 2 Test

Grantee Point Of Contact '3

Test

Payment Request-1

[}
PR-USBE-22

Invoice Period
2019113172019

R Attachments

Type ‘A
Reimbursement

Fiscal Year Cost Rate
2019

Expenses Incurred From "2

712018

Program Name
KPF_2017

roval Submitted o Gr

Projoct Perlad
11R2019-1273172021

Grantee Organization ‘4
Ballet West

Submission Date

Expenses incurmed Through "2

7/30/2018

Status

Created

Edit

Created

SFinancials % Attachments D History

a General Information
Iintemal Invoice® 1
1

Intarnal Appeover ‘1

Scott Crane

Grantee Point Of Contact 1
Crane

a Grant Reference
Grant (i

GT-USBE-033

Award Title (4
KPF_2017 - 2017

Type i
Reimbursement
Expense Fiscal Yoar

2019

Expenses Incurmed From 4
11209

Award 4
AD-USBE--32

Submitte

Grantee Organization (1
Carton Co School District (SESC)

Submission Date
Expenses Incumed Through (3

13172019

Budpet Pesiod '3
1201912317201

Paid
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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.

HOME Opporfunties Apphcations  Granls  Moniforing

 Pending Tasks (Assigned To Me)

Ref. ID Type Subject Created By Created Date Actions
PR-USSE-00 Reciplent Review Payment Re POPS - 2018 BW Creator Test 08262018 243 PM >

Total Records: 1

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

a. Approve Sends application to USBE for approval and payment

b. Reject 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

HOME  Opportunities  Applications  Grants  Monitoring

~
i A ayment RequestBW Test & =
L Project Pariod St nesce Period
PRAUSBE-00 TH2018-63072019 Subrrised for Appeoval THROB-TI302018
Approval Decision
Approve ) Relet () Send Back EZ3
o o
L 4 )
Submited for Anpeova
Woverew  SFimancials %y Atiachments "D History
a Budget Pericd Amounts
Total Awarded Amoun Fiequested Amount this Acian VIO Reimbersemment Paid
$622,139.37 9582 50
- Reimbursement Grid - USBE EZ== =
Category Name Total Budnet Total Grant Expenditure Fiscal YTD Expenditurs Aperoved Remaining Batance This Requast  Actions

12. Read and acknnwledoe certificatinn statement
=

“By signing this report, | certify to the best of my knowledge and belief that the report is true
complete, and accurate, and the expenditures, disbursements and cash receipts are for the
purposes and objectives set forth in the terms and conditions of the Federal award. | am aware
that any false, fictitious, or fraudulent information, or the omission of any material fact, may
subject me to criminal, civil or administrative penalties for fraud, false statements, false claims or
otherwise. (U.S. Code Title 18, Section 1001 and Title 31, Sections 3729-3730 and 3801-3812)."

Cancel | Continue

13. Status is now updated to Submitted to Grantor

Payment Request-BW Test &1
D Project Period Status Invoice Peniod
PR-USBE-00 711/2018--6/30/2019 Submitted to Grantor THI2018--7/3072018
A o e 0
Created Submitted for Approval Submitted to Grantor Ag v |
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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.

Award View

PRAV_SF_2017 - 2017

0
AD-USBE-40

Statu Budget Period

Activated TH206--6/30/2017

Grants and Awards are managed throughouwt Program life cycle The Awards is approved and maintained by the Program Office. Once the Award is activat_view mora

W overview  SBudget  $Requests  WAttachments D History

An 0xisting payment request is already in progress
~ Payment Requests | Now Payment Request | Waive Funds [l
Q]
L] Submitted Status Last Modified Paid Total  Actions
PR-USBE-24 Submitted for Approval 10192018 552 PM 2000 @
Total Records: 1

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.

L/ U
Created Submitted for Approva Submitted to Grantor \pproved Paid
W Overview SFinancials N Attachments D History
a Budget Period Amounts
Total Awarded Amount Requested Amount this Action YTD Reimbursement Paid
$622,139.37 $9,542 $0
Indirect Cost Type Indirect Cost %
N/A 0%
~ Reimbursement Grid - USBE Print Budget ) Save IS
Requested amount cannot exceed 10% of approved category budget ‘
Category Name Total Budget Total Grant Expenditure Fiscal YTD Expenditure Approved Remaining Balance This Request Actions
Salaries (100) $500,000.00 $0.00 $0.00 $0.00 $500,000 OOI 600000 I D
Employee Benefits (200) $100,000.00 $0.00 $0.00 $0.00 $100,000.00 $1,000.00
Purchased Professional &... $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
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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 |, FY18 Title | and FY19 Title | 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.

PRAVSF_2019 - 2019
AD-USBE-39 ) £-04 Activated 7201863072019
Geants and Awards e mansged Bcughout Program Me cycle The Awards is spproved and maintained by the Program Ofice Once T Amard is Scval  view more

BOvervew  SBudget  SRequests  WAmachments D History

Remaining St exinl in relsted program Pleste use of wake romanieg hunds Briors requestng femburtarment on thia program Chck PRAVSS J018 b sccess relabed prograrm
= Payment Requests CETm T =
| 1] Subemitted Status Last Modified Pald Total Actions

No records found

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.

HOME Oppornies  Applcaioss  Gearts  Monsorig

PS -
a POPS . 2019
GTUSBED0Y Aciwe AL UISBE 82 et Awards
B Tasks ~
My Tk -

W Overvew Srmu;-nemm Log  wAmachments  Hasory

- Awards

L Tl Grasti Ovpasizaticn Budgen Period Hmarded Amosnt  Ruvision Type Suens mm/
1 ADUSBE-S2 POPS . 2019 usne -4 ey r— -

1]

Taats Fovartts ~
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