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A. User Roles 

1. AGENCY Attorney 
• Sign Grant 
• Sign Certifications & Assurances 

2. AGENCY Authorized Official 
• Initiate, Complete, and Submit Applications 
• Cancels Applications 
• All, except manage the organization 
• Mayor, City Manager 
• Needs signature authority to submit grants 

3. AGENCY Financial Officer 
• Initiate Applications 
• Complete Applications 
• Invoice Processing 
• Submit Reimbursement Requests 

4. AGENCY Grant Writer 
• Start Applications 
• Cancels Applications 
• Complete the application. 
• Reviews Applications 

5. AGENCY Organization Administrator 
• Initiate, Complete, and Submit Applications 
• Cancels Applications 
• Initiate and Submit Reimbursement Requests 
• Manage the Organization profile and permissions 

6. AGENCY Viewer 
• View only permissions 
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B. Agate Help Desk Availability 

You can access the contact information on the login page and from the Show Help on the My Home page after you are 
logged in. 
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C. Add a New User / 1st Time Log In 

E-Grants Web Site:  https://egrants.azdot.gov 

All new users. 

Click on New User Registration. 

 
 
The registration process requires you to setup your user profile.  The new user completes all the contact 
information.  All fields with an asterisk (*) must be entered.  Make sure you enter your email address and create a 
username and password.  This is where you would also go to update your password.  Enter preferred role in Notes.  
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After you complete the registration process, one of the Program Managers will complete the approval process. They 
will check to make sure you don’t already have an E-Grants account and confirm there is already an Organization 
Administrator assigned. 

 
If you do not enter a preferred role in the Notes, you will be automatically set as an Agency Viewer.  The Agency 
Organization Administrator can update later with the preferred role. 

 
New Users will receive the following email after your registration request has been reviewed and approved: 
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D. Managing Your Organization 

1. My Organization(s) 

 

2. Organization Information  

Some of the information on this screen is updated by ADOT. 

We need you to make sure the fields highlighted with arrows are correct and completed. (DBA, COG/MPO, DUNS #, 
County, Email, and Type).  Type Options are State, Regional, County, City Government Agency, For-Profit, Non-Profit, 
Tribe, and Other.  We have found that typically these fields are not completed and cause issues when processing 
your application and payments. 

The main email for the organization is used for System Notifications so be sure to fill it in. 

Do not enter anything into the Vendor # field.  This is filled out by ADOT.  Agencies must apply for their Vendor 
Number\Address Code and submit it to ADOT.  The Acronym and Abbreviation fields are used for naming documents 
and may also be updated by ADOT. 

If your address changes or if your direct deposit account changes, please contact your Program Manager so we can 
update internal data to make sure your reimbursement requests process successfully. 

 



MANAGE YOUR ORGANIZATION 

 
Page 8 of 58 

 

3. Additional Information 

Additional Addresses and Certs & Assurances can be added here. 

 

 

4. Organization Members 

Users without permissions to administer Organization Members will see this screen: 
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Permissioned Agency Organization Administrators will see this: 

 

 

ADOT will add New Registered users to your organization during the User Approval Process.  If a preferred user 
role is not entered in the Profile Notes section, ADOT will by default assign the Agency Viewer role. 

Click on NEW MEMBER to add a new user that has not registered. 
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To adjust people’s roles, select the box for the user, assign their role, and click on SAVE.   

To remove a user from accessing the system, enter a date into the second date box and select Save.  This will 
keep them from accessing your organization documents from that date forward. 
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E. AGENCY - Begin New Application 

Users with the following User Roles may complete and submit an application in e-Grants: 

• AGENCY Organization Administrator 
• AGENCY Authorized Official 
• AGENCY Grant Writer 

Login to E-Grants application at https://egrants.azdot.gov 
 

Please note that if you try entering your password too many times, the system will lock you out and you’ll need to 
contact the Agate Help Desk. 

 
 
 

View Available Applications, Click on View Opportunities button. 
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Scroll down to view all opportunities.  Click on the Apply Now button for the program you would like to start a new 
application for. 

 

 
 

 
You will be asked whether you want to carry forward application data you have entered from a previous year.  You 
can choose to not carry forward or choose from the available previous year’s applications.  Once you have made 
your selection, click on the I Agree button on the Agreement page. 

 
 

You will then be taken to the Application Menu page.  Your application is now in progress. 

NOTE:  You can return to the application at any time by clicking the My Applications Tab and searching for your 
application.  Click on the Application Name in the results. 

 
If you chose to not copy forward by mistake, you can cancel this application and initiate a new one. 
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F. Agency - Add Users to an Existing Application 

Agency Organization Administrator: 

Confirm that members of your organization have access to application.  When you are added to an organization you 
are not automatically given permissions to applications that were previously created, you have to be given explicit 
permissions for all currently open or previous applications. 

Click  View Management Tools under Tools 

 
 

Click on ADD/EDIT PEOPLE 
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• Use Person Search, as needed. 
• Select box next to person you want to update. 
• Add an Active Date for users that you would like to have access to this application. 
• Change role, if needed. 
• Click on SAVE button. 
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G. Agency - Complete and Submit an Application 
Click on View Forms to begin filling out the application. 

 
 

Begin filling out all the forms starting at the top. 

 5310 Application - Application Selection through Exhibit G. 

 5311 Application - Program Information through Exhibit G. 

 Planning Application - Applicant and Study Information through Local Match Planning. 

 Planning Work Program Application – ADOT Work Program Budget. 
 
Make sure you SAVE each form and then go to the next form in the Navigation Links at the bottom of each page. 

1. 5310 Forms Screenshot 
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2. 5311 Forms Screenshot 

 

3. Planning Forms Screenshot 

 

4. Planning Work Program Forms Screenshot 
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After all forms are completed, you can either: 

Option 1 - Go back to the Application Menu by clicking on the Document Information link. 

 
 

Click on the “View Status Options” button under Change the Status. 
 

 
 
Click on “Submit Application” button under Application Submitted to submit the application to ADOT. 

 

 
or 

For 5310 Application Only 

Option 2 – On the Forms Menu, under Tools. 
Click on Click here to Submit Application. 
This link takes you directly to the Status Options page. 
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Click on Submit Application. 
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H. AGENCY – 5310 Notice of Award 

Users with the following User Roles may accept or appeal the award in E-Grants: 

 AGENCY Authorized Official 

 AGENCY Financial Officer 

 AGENCY Organization Administrator 

 AGENCY Grant Writer 

Once logged in, click on the My Applications tab. 

 

After you have navigated to your application, Under View, Edit and Complete Forms, Click on View Forms. 

Click on Exhibit A link to review your award. 

 

Contact your Program Manager if you see issues with the Exhibit A. 

If accepting the award, go back to the Application Menu, Under Change the Status, Click on VIEW STATUS 
OPTIONS. 

 Under PROCESSING AWARD, click on ACCEPT AWARD - RETURN TO ADOT. 
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I. AGENCY - 5311 Final Budget Set-up / Prepare for Reimbursements 

Grantees will be allowed to modify budget line items within the ALI category, based on the notice of award, but cannot 
change the Total Request dollar amounts.  The 5311 grantee will be required to modify the Final Budget column to fit 
the award. 

If Intercity was requested, the Grantees should also update the Intercity percentage if the award was different than 
what was requested. 

1. 5311 Finalize Budget 

The application must be in Finalize Budget status. 

Users with the following User Roles may complete and submit the Final Budget in e-Grants: 

 AGENCY Authorized Official 

 AGENCY Financial Officer 

 AGENCY Organization Administrator 
 
 

Once logged in, click on the My Applications tab. 
 
 

 
 

Click on View Forms. 
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Click on Budget Form. 

 

2. Awarded Budget Summary Report 

Click on the Awarded Budget Summary link on the Budget form to view the award. 

 

 

 

The link will open a PDF report with the Awarded Budget Summary: 
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 Update the Final Budget column based on award of Administration and / or Operating / intercity. 

 Reimbursement Requests will display line items based on the order entered on the Budget form. 

 Save the updates and verify the dollar amounts on the Requested Budget Summary section matches the 
Awarded Budget Summary dollar amounts. 

 Update your intercity % to match the award.  If you did not receive an intercity award, it is 0 or if you 
only receive intercity it is 100%. 

 SAVE all changes. 
 

 
 

 
Other items that may be needed: 

1. Contracts- All Exhibits should have the bottom box checked, particularly the Exhibit H which appears when 
the Grant Agreement is saved. 

2. Grant Agreement signature posted to Upload Page. 

3. Attorney Signature posted to Upload Page. 

4. Other Capital Requests.  Check with ADOT Program Manager first for permission, otherwise do NOT change. 
 

Last step: 

Change the Status.  Update the status to Budget Finalized Return to ADOT.  Applicant has 10 days to appeal and/or 
to update budget and notifies ADOT when they are complete by changing the status. 
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J. AGENCY – Planning Notice of Award 

Users with the following User Roles may accept or appeal the award in E-Grants: 

 AGENCY Authorized Official 

 AGENCY Financial Officer 

 AGENCY Organization Administrator 

 AGENCY Grant Writer 

Once logged in, click on the My Applications tab. 

 

 

After you have navigated to your application, Under View, Edit and Complete Forms, Click on View Forms. 

Click on Exhibit A link to review your award. 

 

Go back to the Application Menu, Under Change the Status, Click on VIEW STATUS OPTIONS. 

Subrecipient can either Appeal or Accept Award.  Click on your selection. 

Accept Award will auto-advance to CREATE PURCHASE ORDER. 

 

If award is appealed, work with your Program Manager to resolve.
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K. AGENCY – 5310 Budget Modifications After Submit 
L. 5310 applicants will view their award on the Exhibit A form.  Budget modifications must be done by completing the 

Award Modifications process.   
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M. AGENCY/ADOT – 5311 Budget Modifications After Submit 

Status is Budget Modifications Needed 

1. Agency Budget Modifications 

The following roles may modify the application during this status: 

 AGENCY Authorized Official 

 AGENCY Grant Writer 

 AGENCY Organization Administrator 

 AGENCY Attorney 

 AGENCY Financial Officer 

Grantee updates the Revised Budget column on the Budget page of the application.  The Grantee may also make 
changes to the Local Match page, and project pages. 

Go back to Application Menu and click on VIEW STATUS OPTIONS under Change the Status. 

Click on Return to ADOT under Processing Award. 

You will be required to agree to Agreement Language: 

I agree to complete budget modifications and the local match required. I have the authority to make this change for 
my agency. 

 
Grantee notifies the DOT Program Manager when complete. 
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N. Agency Award Modifications 

The Agency will receive an email notification from the Program Manager notifying them of the award 
modifications needed. 

Application status is Subrecipient Award Modifications Needed. 

If the agency is adding a new request, they may need to complete this process twice.  Once to enter the new request 
and a second time to update awarded amounts. 

Agency Organization Administrator, Agency Authorized Official, Agency Financial Officer: 

Note:  Do not delete any lines that have been awarded. 

Update the following 5311 forms as instructed: 

 Budget 
o Ignore the Revised Budget 2 Year column. 
o Update the Final Award column. 

 Local Match 
 Vehicles 
 Other Capital Requests 
 Planning 
 System Characteristics 

o Update Fare Revenue as needed. 

Note:  When adding new capital or planning lines make sure to resave the Budget page in order to pick up the 
changes on the Grant Administration pages. 

or 

Update the following 5310 forms as instructed: 

 Summary of Project and Funding Requests 
 Local Match forms 
 Capital 
 Operating Request 
 Vehicles 
 Regional Mobility Management Project Request 

or 

Update the following Planning Work Program form as instructed: 

 ADOT Work Program Budget 

or 

Update the following Planning form as instructed: 

 Applicant and Study Information 
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Change status to ADOT Award Modifications Needed.  Button will say Return to ADOT. 

For 5310 & 5311: 

Application status automatically displays as Award Modifications Needed. 

For Planning 

Application status automatically displays as Processing Award. 
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O. 5311 Agency Reimbursement Request Process 

1. Initiate a Reimbursement Request. 

The Reimbursement Request can be initiated after ADOT has created the Purchase Order and when the Parent 
Application (5311) has been changed to Active Grant status.  There can only be one Reimbursement Request 
processed at a time, but if the first Reimbursement Request has been approved and submitted for payment, a 
second one may begin its life and start going through the process steps. 

The Reimbursement Request holds two pages, the Reimbursement Request and the FTA Payment/Payment 
Approval (Only viewable by ADOT) page.  The Reimbursement Request is completed by the Subrecipients and 
the FTA Payment page is completed by ADOT and follows an approval process. 

Initiating and Submitting Roles: 

• Agency Organization Administrator 
• Agency Authorized Official 
• Agency Financial Officer 

From the Application Menu, click the View Related Items button under Contracts, Invoices, & Reporting 
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Next, click on Initiate a/an October 5311 RR link.  (Select the Month you are requesting reimbursement for.) 

 

 

When you initiate the Reimbursement Request, E-Grants creates the Reimbursement Request Forms and takes 
you to the Reimbursement Request Menu.  Current status is Reimbursement Request in Progress. 

From the Reimbursement Request Menu, click the View Forms button under View, Edit and Complete Forms 

 

 

Then click the Reimbursement Request form 
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Did the form populate with your Approved Budget dollars?  If not, cancel your reimbursement request and let 
your ADOT Program Manager know.  --You will need to finalize your budget in the application. 

 

 

The Billing Period Month and Year will auto-populate for you. 

E-Grants will generate the Invoice Number for you.  The Invoice Number may be modified if you prefer to utilize 
an invoice number generated from your agency’s internal system.    Invoice Number is limited to 30 characters. 

 

 

Enter the dollar amounts you are requesting reimbursement for in the Reimbursement Requests column.  Start 
with Administration and continue entering dollar amounts for Operating / Intercity, Capital, etc.   

 

 

Enter Fare Revenue for Operating / Intercity.  This can include Advertising Revenue.  It is your agency’s choice.  
This is a required field and entering zero is acceptable. 
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For Administration and Operating / Intercity funds, select Project Complete when you are fully finished billing for 
the section.  Most commonly, done at the end of the grant year. 

 

 

 
For Capital and Planning sections, select Project Complete when you are fully finished billing for a project 
anytime during the year. 

 

 

Click on SAVE. 

Ignore error messages for now.  Verify the calculated dollar amounts match what you expected. 

Attach back-up document and please follow these guidelines: 

 Backup Documentation is required. 

 

 Include the word ‘Back-up’, your agency name, and billing month/year in the document name. 

 You can upload multiple back-up documents. 

 Include accounting information that documents the expenditures and back-up documentation for 
capital purchases. Please coordinate with your PM. 
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Cash Match is what you paid using your funds.  Please list the source of the funds. 

 

 

Total Cash Match  +  Billing Period In-Kind Match Total should be equal or greater than the Total Local Share. 

 

 

In-kind Match must be pre-approved.  Billing Period Total Match Paid should be equal or greater than the Total 
Local Share. 

Update screenshot 
 

 

 

If you receive the following message, confirm that the Billing Period Total Match Paid equals  or  exceeds the 
Total Local Share. 
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Follow the link to enter your reporting data into the LPA contract reporting tool. 

After you complete your entry in the DBE System, then check the box next to I Agree. 

 

Enter any needed comments. 

Then certify your entries by selecting I Agree. 

 

SAVE and recheck all fields. Double check your Reimbursement Request and Match. 

 

2. Reimbursement Performance Data 

Starting the 2018 application cycle, subrecipients are required to complete this additional form on the 
Reimbursement Request.   

 
Click on View Forms. 

 
 

Click on Reimbursement Performance Data. 
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This information is required for NTD Reporting.  Please adhere to the guidelines below for completing this form.  
The guidance material can also be found in the Show Help of the Performance Data form. 

Guidance from NTD 

Subrecipients must first report their direct costs, or costs that can be easily attributable to one mode, to the 
respective mode/TOS. Afterwards, for their indirect or shared costs, they can use an allocation method (i.e. 
allocate by VRM). The excerpt from the policy manual is as follows: 

“Transit agencies must report costs associated with transit service, including direct and indirect expenses. Direct 
costs are expenses that agencies incur for a specific mode or service. Common examples of direct costs are: 

 Labor expenses for operators who work on one mode of transportation 

 Tire and tube expenses for directly-operated motor bus vehicles 

 Schedule printing costs for a commuter bus service operated under a purchased transportation contract 

 Diesel or gasoline expenses if transit agencies track fuel consumption by vehicle and the vehicles are 
operated on only one mode of service. 

Different modes of service share indirect expenses. Overhead expenses are a common example of indirect costs 
and typically include: 

 Salary expenses for the general manager who is responsible for the provision of transit services 

 Expenses for printing tickets, passes, and smart cards that can be used to ride bus or rail transit 

 Outside audit services to meet state and local requirements for a transit agency that provides multiple 
modes of service 

 Building maintenance expenses for an administrative building 

Transit agencies must report all costs related to their services. Additionally, agencies must accurately report 
direct costs—transit agencies may allocate indirect/shared costs to each mode and type of service.” 

Passenger-Paid Fares vs. Organization-Paid Fares 

Passenger-Paid Fares capture direct type fares traditionally considered as passenger fares. 

Examples: 

Full Adult Fares, Senior Citizen Fares, Student Fares, Child Fares, Fares for Individuals with Disabilities, No-show 
Fines 

Organization-Paid Fares capture fares earned from organizations for providing transit service. 
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Examples: 

Universities, State and Local Government, Reduced Fare Reimbursements, Special Route Guarantees, Other 
Special Contract Transit Fares 
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Sponsored Trips 

 Sponsored service is paid, in who or in part, directly to transit provider by a third party. 

 These services may be offered by transit providers as part of a coordinated Human Services 
Transportation Plan. 

 Common sponsors include the Veterans Administration, Medicare, sheltered workshops, the Association 
for Retarded Citizens-Arc, Assisted Living Centers, and Head Start programs. 

 Sponsored Trips are a subset of total UPT. 

 Total UPT = Non Sponsored UPT + Sponsored UPT 
 

Data from the Reimbursement Request is populated into this form in the following areas: 

 Performance Data by Mode – Fare Revenue Reported for the Month 

 Expenses Reported for the Month – Admin, Operating, Preventive Maintenance, and Other Capital 
 

Performance Data by Mode Section – Performance Data Total Fare Revenue must equal Fare Revenue Reported 
for the Month. 
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The Expenses Reported for the Month must equal the total of Direct Expenses by Mode and Allocated Expenses 
by Mode. 

 

 
 

3. Submit Reimbursement Request 

Go back to the Reimbursement Request Menu.  You can do so by clicking on the Document information link. 
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Select the View Status Options button under Change the Status. 

 

Then press the Apply Status button under Reimbursement Request Submitted. 

 

NOTE:  Once the Reimbursement Request is submitted, changes are no longer allowed to the Reimbursement 
Request forms.  Once the Reimbursement Request status changes from Reimbursement Request Submitted to 
Submitted for Payment or Paid, you can initiate a new reimbursement request. 

 

4. Cancel a Reimbursement Request. 

Once a Reimbursement Request has been initiated and has a status of Reimbursement Request in Progress, the 
Subrecipient has the option to cancel the reimbursement request.  This is done by going to the Reimbursement 
Request Menu, select the View Status Options button under Change the Status. 
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Then press the Apply Status button under Reimbursement Request Cancelled. 

 

Once you have cancelled a reimbursement request, the system will allow you to initiate another reimbursement 
request for that same period. 
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P. 5310 & Planning (FTA Only) Agency Reimbursement Request Process 

1. Initiate a Reimbursement Request. 

The Reimbursement Request can be initiated after ADOT has created the Purchase Order and when the Parent 
Application (5310) has been changed to Active Grant status.  There can only be one Reimbursement Request 
processed at a time, but if the first Reimbursement Request has been approved and submitted for payment, a 
second one may begin its life and start going through the process steps. 

Initiating and Submitting Roles: 

• Agency Organization Administrator 

• Agency Authorized Official 

• Agency Financial Officer 

From the Application Menu, click the View Related Items button under Contracts, Invoices, & Reporting 

 

 

Next, click on Initiate a/an Reimbursement Request 2017 link. 
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When you initiate the Reimbursement Request, E-Grants creates the Reimbursement Request Forms and takes 
you to the Reimbursement Request Menu.  Current status is Reimbursement Request in Progress. 

 
From the Reimbursement Request Menu, click the View Forms button under View, Edit and Complete Forms 

 

 
Then click the Reimbursement Request link. 

 

Select the Billing Period Month/Qtr and Year you are billing for. 

E-Grants will generate the Invoice Number for you.  The Invoice Number may be modified if you prefer to utilize 
an invoice number generated from your agency’s internal system.    Invoice Number is limited to 30 characters. 
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Enter the total dollar amount you paid in the Reimbursement Requests column, and not the federal portion you 
are expecting.  The federal portion will calculate for you upon SAVE.  When you see multiple lines for Project 
Title, e.g. SU MM Capital and SU Operating, that means multiple funding sources have been used.  Please always 
request reimbursement for the line items in the order they are displayed. 

The Fares/Deduction column is only used for Operating.  This can include Advertising Revenue.  It is your 
agency’s choice.  This is a required field for operating and entering zero is acceptable. 

The Project Complete column is required.  If there is an asterisk displayed, that means that the setting was 
marked Yes at one time.  Yes answers will be carried forward o future reimbursement requests. 

 

 

Click on SAVE. 

Ignore error messages for now.  Verify the calculated dollar amounts match what you expected. 

Attach back-up document and please follow these guidelines: 

 Backup Documentation is required. 

 

 Include the word ‘Back-up’, your agency name, and billing period/year in the document name. 

 You can upload multiple back-up documents. 

 Include accounting information that documents the expenditures and back-up documentation for 
capital purchases. Please coordinate with your PM. 

 

Cash Match is what you paid using your funds.  Please list the source of the funds. 

Your Approved Indirect cost Allocation Rate is displayed from your application. 

In-Kind Match must be Pre-Approved.  Approved amounts are displayed. 
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Update screenshot 
 

  

Total Cash Match  +  Billing Period In-Kind Match Total should be equal or greater than the Total Local Match 
Portion in the Reimbursement Request Section.  Otherwise, you will receive the following message: 

 

Fill in the two columns and press SAVE.  All fields are required.  Enter zero where applicable. 

Total Project Miles = Project Revenue Miles + Deadhead Miles 

 

 
Follow the link to enter your reporting data into the LPA contract reporting tool.  A new window will open to the 
DBE System. 

After you complete your entry in the DBE System, then check the box next to I Agree 
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Enter any needed comments. 

Then certify your entries by selecting I Agree. 

 

SAVE and recheck all fields. Double check your Reimbursement Request and Match. 

Go back to the Reimbursement Request Menu.  You can do so by clicking on the Document information link. 

 

Select the View Status Options button under Change the Status. 

  

 

Then press the Apply Status button under Reimbursement Request Submitted. 
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Note:  Once the Reimbursement Request is submitted, changes are no longer allowed to the Reimbursement 
Request.  Once the Reimbursement Request status changes from Reimbursement Request Submitted to 
Submitted for Payment or Paid, you can initiate a new reimbursement request. 

 

2. Cancel a Reimbursement Request. 

Once a Reimbursement Request has been initiated and has a status of Reimbursement Request in Progress, the 
Subrecipient has the option to cancel the reimbursement request.  This is done by going to the Reimbursement 
Request Menu, select the View Status Options button under Change the Status. 

 
 
 

Then press the Apply Status button under Reimbursement Request Cancelled. 
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Once you have cancelled a reimbursement request, the system will allow you to initiate another reimbursement 
request for that same period. 
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Q. Planning Work Program Agency Reimbursement Process 
1. Initiate a Reimbursement Request. 

The Reimbursement Request can be initiated after ADOT has completed a GAE transaction and when the Parent 
Application (Planning Work Program) has been changed to Active Grant status.  There can only be one 
Reimbursement Request processed at a time, but if the first Reimbursement Request has been approved and 
submitted for payment, a second one may begin its life and start going through the process steps. 

The Reimbursement Request holds two pages, the Reimbursement Request and the Payment Approval page.  
The Reimbursement Request is completed by the Subrecipients and the Payment Approval page is completed by 
ADOT and follows an approval process.  The Payment Approval page is not viewable by the subrecipient. 

Initiating and Submitting Roles: 

• Agency Organization Administrator 
• Agency Authorized Official 
• Agency Financial Officer 

From the Application Menu, click the View Related Items button under Contracts, Invoices, & Reporting 

 

 

Next, click on Initiate a Planning Reimbursement Request 2019 link. 

 

When you initiate the Reimbursement Request, E-Grants creates the Reimbursement Request Forms and takes 
you to the Reimbursement Request Menu.  Current status is Reimbursement Request in Progress. 
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From the Reimbursement Request Menu, click the View Forms button under View, Edit and Complete Forms 

 

 
Then click the Reimbursement Request link. 

 

Select the Billing Period Month/Qtr and Year you are billing for. 

E-Grants will generate the Invoice Number for you.  The Invoice Number may be modified if you prefer to utilize 
an invoice number generated from your agency’s internal system.    Invoice Number is limited to 30 characters. 
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Enter the total dollar amount you paid in the Reimbursement Requests column, and not the federal portion you 
are expecting.  The federal portion will calculate for you upon SAVE.  When you see multiple lines with the same 
Description, it means multiple funding sources have been used.  Please always request reimbursement for the 
line items in the order they are displayed. 

The Project Complete column is required.  If there is an asterisk displayed, that means that the setting was 
marked Yes at one time.  Yes answers will be carried forward on future reimbursement requests. 

 

Click on SAVE. 

Ignore error messages for now.  Verify the calculated dollar amounts match what you expected. 

If you answer Yes, to the Final Invoice question, the DBE Section is required.  Let your Program Manager/Planner 
know if your DBE Commitment will not be met. 
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Attach back-up document and please follow these guidelines: 

 Backup Documentation is required. 

 

 Include the word ‘Back-up’, your agency name, and billing period/year in the document name. 

 You can upload multiple back-up documents. 

 Include accounting information that documents the expenditures and back-up documentation for 
capital purchases. Please coordinate with your PM. 

 

Cash Match is what you paid using your funds.  Please list the source of the funds and which fund type it applies 
to.  Your Approved Indirect cost Allocation Rate is displayed from your application. 

  

Total Cash Match  +  Billing Period Total In-Kind Match Total should be equal or greater than the Total Local 
Match Portion in the Reimbursement Request Section.  Otherwise, you will receive the following message: 
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Follow the link to enter your reporting data into the LPA contract reporting tool.  A new window will open to the 
DBE System. 

After you complete your entry in the DBE System, then check the box next to I Agree 

 

Enter any needed comments. 

Then certify your entries by selecting I Agree. 

 

SAVE and recheck all fields. Double check your Reimbursement Request and Match. 

 

Go back to the Reimbursement Request Menu.  You can do so by clicking on the Document information link. 

 

Select the View Status Options button under Change the Status. 
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Then press the Apply Status button under Reimbursement Request Submitted. 

 

 

Note:  Once the Reimbursement Request is submitted, changes are no longer allowed to the Reimbursement 
Request. 

 

3. Cancel a Reimbursement Request. 

Once a Reimbursement Request has been initiated and has a status of Reimbursement Request in Progress, the 
Subrecipient has the option to cancel the reimbursement request.  This is done by going to the Reimbursement 
Request Menu, select the View Status Options button under Change the Status. 
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Then press the Apply Status button under Reimbursement Request Cancelled. 

 

Once you have cancelled a reimbursement request, the system will allow you to initiate another reimbursement 
request for that same period. 
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R. 5310 Application Process Steps 
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S. 5310 & Planning Reimbursement Request Process Steps 
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T. 5311 Application Process Steps 
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U. 5311 Reimbursement Request Process Steps 
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V. Planning Application Process Steps 

 


