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Welcome to E-Grants Planning Work Program 
Reimbursement Request Process Training 

 

Presenters:  
Diane Ohde    E-Grants System Administrator 
   dohde@azdot.gov 
   602-712-7465 
Sara Allred      Transit Program Manager 
Daniel Gabiou   Regional Planner 
 

mailto:dohde@azdot.gov
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Agenda 

 
 
• Welcome and introduction 

• Planning Work Program Application 

• Presentation on Reimbursement Requests 

• Demonstration of Reimbursement Request entry 

• Additional Guidance 
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Planning Work Program 
Purpose & Benefits 

  Purpose 
• Make the reimbursement request process more efficient, 

eliminate errors, assist with tracking balances, and 
expedite payment. 

  Benefits 
• Reimbursement requests are typically paid within a week.  

Average was 4 days in July 2019. 
• Reimbursements are maintained for historical purposes. 
• Reimbursement requests maintain purchase order 

balances. 
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Planning Work Program 
Reimbursement - Three Key Elements 

1. Work Program Budget – Typically filled out by ADOT 
and Subrecipient.  For 2019, all filled out by ADOT. 

2. Exhibit A – Created by ADOT. Displays your award 
amounts. Please review and confirm the dollar 
amounts are correct prior to processing any 
reimbursement requests. 

3. Reimbursement Request – Filled out  by 
subrecipient for each billing period and submitted 
for processing.  Will display your award amounts, 
Expended and Remaining Balance. 
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Planning Work Program Application 
E-Grants Presentation 

• For 2019, ADOT has completed the application for the 
subrecipients. 

• You may view your 2019 applications in E-Grants now. 

• This is a 2 year application. 

• Please refer to the following screens for how the 
application will be completed for the next application 
session. 
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To Login to E-Grants 

Use Internet Explorer to Access E-Grants 
https://egrants.azdot.gov 

Login with Username & Password 

Presenter
Presentation Notes
E-Grants currently only works with Internet Explorer.

The system will time-out on you so make sure you SAVE often.

General rule to remember is E-Grants functionality works with your assigned role and the status your document is in.  So if you are trying to do something and can’t, either you do not have the right role or the document is not in the correct status.

https://egrants.azdot.gov/
https://egrants.azdot.gov/
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My Applications 

Choose Application Type and click SEARCH. 

Presenter
Presentation Notes
Click on My Applications.

Select Planning 2019 from the Application Types dropdown.

Click on Search.
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Click on the Application Name. 

Presenter
Presentation Notes
On your Search results, click on the Application Name.

Make sure you click on the Application Name.  If you click on the Organization link, you will be taken to your organization profile.
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Planning Application Menu 

Under View, Edit, and Complete Forms, click 
on View Forms. 
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Planning Work Program Application 
Forms 

Planning Work Program application forms: 
 
 
  

Presenter
Presentation Notes
Your application will consist of two forms.  

The Work Program Budget and the Exhibit A.

The Reimbursement Request is a subdocument of the application.
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Planning Work Program Application 
ADOT Work Program Budget Complete MPO/COG 

Federal Funds Authorization 
Request for Fiscal Year 1. 

Presenter
Presentation Notes
Again, all information has already been entered for 2019.

Columns under the Black Section Header are filled out by ADOT.  Subrecipients will fill out the columns under the Yellow Section Header.

This screen shot is for Fiscal Year 1, 2020.

Most of the time the requested Federal Funds will match the Apportionment Federal Funds.

You will receive an error message if you enter an amount greater than the apportionment amount.

There is a Transit Planning (New) and a Transit Planning (Residual).  You would enter remaining funds for prior years into the Transit Planning (Residual) field.
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Planning Work Program Application 
ADOT Work Program Budget Enter MPO/COG Federal 

Funds Authorization 
Request for Fiscal Year 2 

The system 
will auto-
calculation 
Year 1 + 
Year 2. 

Presenter
Presentation Notes
This screen shot is for Fiscal Year 2, 2021.

There will be a Total section that will auto-calculate the Year 1 + Year 2.
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Planning Work Program Application 
ADOT Work Program Budget 
Enter the amounts you anticipate will be Carry Forward funds. (Optional) 

Enter the In-Kind Match amounts for each Funding Type. (Optional) 

Presenter
Presentation Notes
You will have the option of entering FHWA Carry Forward Funds.

The next section is for agencies that plan on using In-Kind Match.  Please enter the In-Kind Match you plan on using for each Funding Type and Request Year.  This information will populate onto your Reimbursement Request Form.  You have the option of entering per Unit, Hour, Mile, and Each.
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Planning Work Program Application 
ADOT Work Program Budget 

Sample Templates 

Presenter
Presentation Notes
You would enter your ICAP Rate here.  If an ICAP rate is entered, you will be required to attach your Agency Approved ICAP & Approval Letter.

Next, upload your Work Program, Budget Table, and Authorization Letter.  To view sample templates, click on these links.

Feel free to enter comments as needed for budget clarification purposes.
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Planning Work Program Application 
Exhibit A 

The Exhibit A displays the award amounts.  It is possible to have more than 
one Exhibit A if there have been award modifications. 

Hover your mouse over 
the Exhibit A link.  Click 
on the date of Exhibit A 
you would like to view. 

Presenter
Presentation Notes
An example of an award modification would be when a Budget Amendment is done.
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Planning Work Program Application 
Exhibit A 

The View Exhibit 
A PDF link will 
always generate a 
report of the 
latest version of 
the Exhibit A 
regardless of 
which version is 
on the screen. 

Presenter
Presentation Notes
The Exhibit A’s have been generated for your review.  

We would like for you to go into E-Grants to confirm:
Indirect Cost Rate.
All lines you are expecting are there.
The Fund Types are correct.
The dollar amounts are correct.
The match ratio is correct.

Call or email your Regional Planner/Program Manager if information is not correct.

If the Exhibit A looks correct, you will accept the award by changing the application status.
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Planning Work Program Application 
Exhibit A 

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

Presenter
Presentation Notes
Go back to the Application Menu by clicking on the Document Information link.

Click on VIEW STATUS OPTIONS, under Change the Status.



18 

Planning Work Program Application 
Exhibit A 

If the Exhibit A looks correct, click on ACCEPT AWARD, under 
Create Purchase Order.   

Presenter
Presentation Notes
If the Exhibit A looks correct, click on ACCEPT AWARD, under Create Purchase Order.  

Do not click on Accept Award if the information on the Exhibit A is incorrect.  Contact your Regional Planner/Program Manager.

Once you have accepted your award, we will create your Purchase Order so that you can start billing.

Unfortunately, a lot of staff will be out of the office, the week of August 26th. 

Therefore, we would like for you to accept your award in E-Grants as soon as possible.  By Wednesday morning, August 21st would be great, so that we can get the purchase orders created and provide assistance when you are creating your first reimbursement request.
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• E-Grants Planning Work Program Reimbursements 
Begin with the July 2019 Billing Period. 

•  Application Active Grant Status required to bill. 

Presenter
Presentation Notes
Your July 2019 Billing Period reimbursement will be entered into E-Grants.

The application must be in Active Grant status in order to initiate a reimbursement request.
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2019 Planning Work Program Application 
 

Presenter:  Diane Ohde 
E-Grants System Administrator 

E-Grants Planning Work Program 
 Reimbursement Request Processing 

Presenter
Presentation Notes
Now, we’ll go through the reimbursement request process.
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To Login to E-Grants 

Use Internet Explorer to Access E-Grants 
https://egrants.azdot.gov 

Login with Username & Password 

Presenter
Presentation Notes
Again,  you must use Internet Explorer.

Save your work often to avoid time-out issues.



https://egrants.azdot.gov/
https://egrants.azdot.gov/
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My Applications 

Choose Application Type and click SEARCH. 
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Click on the Application Name. 
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Planning Application Menu 

Under Contracts, Invoices, & Reporting, click 
on View Related Items 
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Planning Application Menu-Related Items 

Click on Initiate Planning Reimbursement Request 
(Year). 

Presenter
Presentation Notes
When you click on Initiate Planning Reimbursement Request, the system will create and open the Reimbursement Request document.

Look at the Document Information Link.  You are currently in the application.
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Reimbursement Request Menu 

Under View, Edit and Complete Forms, 
Click on View Forms. 

Presenter
Presentation Notes
Now look at the Document Information link.  You are now in the Reimbursement Request document.

The Reimbursement is a sub-document of the application.  You can click on the Parent information link to go back to your application.
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Reimbursement Request Menu-Forms 

Click on Reimbursement Request. 

Presenter
Presentation Notes
Click on the Reimbursement Request link to open your reimbursement request form.
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Reimbursement Request 
A list of error 
messages will 
display. 

 
You will receive a 
Page Warning if an 
award line has 
been marked 
complete.   

 

Presenter
Presentation Notes
The system will automatically save the page upon opening the form and will present you with error messages as to what the system is expecting for entry.

The Page Warning is for when an award line has been marked as complete and letting you know that you can no longer bill for that line.
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Reimbursement Request 

The Document 
Information name 
will update with 
the Billing Period 
selected when you 
SAVE. 

 
Invoice numbers 
must be unique.   

 

Presenter
Presentation Notes
You can change the Invoice Number if you have a Financial System that generates your own invoice number that you would rather use.
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Reimbursement Request 

Enter your total Reimbursement Request amount (Federal and 
Local). Project Complete entry required for each line. 

Presenter
Presentation Notes
The system will calculate the Federal and Local Match portion for you.

You can also see the cumulative reimbursement amount, award amount and Balance remaining for each line.

You are required to answer the Project Complete column for each award line.

Take note of the Local Match Portion.  Cash Match + In-Kind must equal or exceed this amount.
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Reimbursement Request 

 
 

BACK-UP DOCUMENTATION is 
required. Include Funding 
Source and Billing Period in 
each document name.   
 
Do not use special characters 
in the document name. 

If you answer Yes, to Final Invoice question, DBE Section is required.  Let your 
Program Manager/Planner know if your DBE Commitment will not be met. 

e.g. July2019PLExpenditures, July2019ProgressReport 

Presenter
Presentation Notes
These are samples of how to name your document.
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Reimbursement Request 

Total Cash Match + Billing Period Total In-Kind 
amount should be equal to or exceed the 
requested Local Match Portion. 

In-Kind Match data is pulled from 
the Budget page on your grant 
application.  



33 

Reimbursement In-Kind Match 

Enter the In-Kind amount by Fund Type and Year. 

The Value of Service/ Donation 
will show your total in-kind 

Presenter
Presentation Notes
ADOT has entered the Value of Service/Donation as one unit with Total Amount.  You can enter the In-Kind Match portion for the exact amount as needed to meet the Local Match requirements.
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Reimbursement Request 

By selecting I Agree you are certifying you have completed 
the requirements. Click Save button. 

Click on link to enter 
contract reporting 
information.   
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Guide to Entering Contract Payments 

www.azdot.gov/transitguidebooks 

Presenter
Presentation Notes
For some additional guidance on completing contract reporting, go to our Internet site for a great guide on how to enter contract payments for required DBE reporting.

http://www.azdot.gov/transitguidebooks
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Reimbursement Request 

The system will display error messages for incomplete data or when system 
business rules are not met. You will need to go back and make necessary 
corrections as instructed. 

Presenter
Presentation Notes
After you click SAVE, . . . .
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If all errors are corrected, you will see this message, 
“The information has been saved.” 

Click the Document Information filename to return 
to Reimbursement Request Menu page. 

Reimbursement Request 

Presenter
Presentation Notes
Next you will change the status to submit your reimbursement request.
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Reimbursement Request Menu 

Under Change the Status, Click on View 
Status Options.   



39 39 

Reimbursement Request Menu- 
Status Options 

Under Possible Statuses - Reimbursement Request 
Submitted, click on Apply Status. 

Presenter
Presentation Notes
Now you are all done entering your reimbursement request.

If for some reason you entered a reimbursement request that is no longer needed or find that award information and balances are not correct, you can change the status to Cancelled, and we’ll ignore it.

If you cancel the reimbursement request by mistake, please contact a Regional Planner or Transit Program Manager to reverse the cancellation.
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Initiating Multiple Requests Not Allowed 

Only one reimbursement request can be 
submitted at a time.  If you attempt to initiate a 
2nd request before the 1st request is approved by 
the Program Manager, you will get the error 
message above. 

Presenter
Presentation Notes
This is the end of the Reimbursement Request process presentation.  

For those of you that have not setup Automatic Deposit and are interested in doing so, please contact Angela Ringor for assistance.

Next we will go over some Additional Guidance.
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Register as a New User in E-Grants 

Presenter
Presentation Notes
The registration process requires you to setup your user profile.
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My Profile-Update 

 

Agency Viewers can see reimbursements, 
but Do Not receive notifications 

Presenter
Presentation Notes
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. Enter your preferred role in Notes. 

Once you are setup in the system, this is where you would also go to update your password. 
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Sources of Assistance 

• This PowerPoint presentation will be posted online. 

• Subrecipient User Manual 
www.azdot.gov/transitguidebooks 

 

 

 

• Upcoming Hands-On Training – August 26th & September 11th 

• Regional Planners/ Transit Staff 

http://www.azdot.gov/transitguidebooks


44 44 

THANK YOU! 
Any E-Grants questions can be directed to: 

 
 Diane Ohde at dohde@azdot.gov  

 
 

Questions ?  

mailto:dohde@azdot.gov
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THANK YOU! 
Any Planning Work Program questions can be directed to the DOT Program 

Manager and DOT Planners: 
 

 Sara Allred  sallred@azdot.gov 
or 

Jason Bottjen jbottjen@azdot.gov 
or 

Mark Hoffman mhoffman@azdot.gov 
or 

John Wennes jwennes@azdot.gov 
or 

Clem Ligocki cligocki@azdot.gov 
 
 

Questions ?  

mailto:sallred@azdot.gov
mailto:jbottjen@azdot.gov
mailto:mhoffman@azdot.gov
mailto:jwennes@azdot.gov
mailto:cligocki@azdot.gov
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