EUNA Grants

Creating Expenses, Reporting Periods and Payment Requests

To successfully submit a payment request you must

1. Enterallrelevant Expenses
2. Create & Close the Reporting Period
3. Create/Submit Payment Request with the Reporting Period

attached.
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e Begin by logging into Euna Grants.
e Once logged in, on the left side navigation bar, find the grant you want to work on
by clicking: Grant Management, Grants. A list of all your grants through MBCC

will populate.



o Tonarrow the search to ONLY populate ACTIVE grants click on:
Grant Management, click on the arrow for Grants, and then click

on Active Grants.
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After clicking on the grant you want, the Details page will open. The Details page provides a

summary of the grant information.



1. Entering Expenses

e From the navigation bar click on Post-Award, Financial, Expenses.
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Grants
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Recipient Award Mame

faar Documents

¢ Administration

Award Status
Grant-Funded Amount @
Match Reguirement @

Total Budget @

Expenses To Date @

Match Contributions To Date @
Invoiced To Date @

Pending Invaices @

Approved Invoices @

Cash Received To Date @
Remaining Available Grant-Funded
Amount @

Remaining Match Requirement @

Remaining Available Budget @
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Management »

Settings »
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Closed
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e The Expenses page will open. Start entering expenses by clicking on the
(+) located just below Actions

Details  Analytics  Post-Award v Tools »
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e Add Expense will open once the (+) is selected. Enter the required
information on EACH of the Tabs (General, Financial, Attachments)

General Tab
Add Expense

| E—

Financials Attachments
Grant Test Grant v
Category Select Category... v
Line item Select a Budget Item.. -
Item Type  Non-Personnel Line ltem
Direct Cost * $0.00
Db the date MUST be a
1 Exclude From Match . .
date within the reporting
Assignee(s) period
Created By  cjab05@mtgov
Expense Date * ]
Expense Status New b

Payment Status

Payee

Description

enter any clarifying notes here

v |Creste New @

Cancel



e Enterinformation in the following fields — Category, Line Item, Direct Cost, Expense
Date (this will default to the current date, the date MUST be withing the reporting

period), Payee, and description (if needed)

Financials Tab

e [fmatch needs to be reported, it will be recorded on the Financials Tab. Enter the
amount in either Cash or In-Kind Match and select the Dollar Field. * The match

Add Expense

General
Grant Funded  $0.00
Match Amount ~ $0.00

Direct Cost  $0.00

Amount
Cash Match
Amount
In-Kind
Amount
Other
Funding
Amount

GL Account

GL Source Code

$0.00

$0.00

0.00%

Dollar

Dollar Percentage

Match Amount

Attachments

amount is also entered into the direct cost field on the General Tab. Make sure

the exclude from match box is not selected on the General Tab or you will not be

able to enter the match.

Cancel



Attachments

Tab Add Expense

General Financials E

Attachments u Choose file(s)
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e Upload the backup documentation for the expenses here. After all the
information has been entered on each tab, click Create.

e Continue entering each expense for the period by repeating the process. Be sure
to keep everything in the correct budget category and line item.

Marking expenses in Reviewed Status

e After the expenses have been entered, they must be marked in reviewed status.
This can be done in two different ways. The method selected will be determined
by your organization and what process fits your needs. In some situations, one
employee could enter the expenses and another employee marks them as
reviewed as they check for accuracy and backup.

1t Method
O Fromthe list of expenses, you can change the expense status
from new to reviewed by clicking on the box next to each
expense and then click on the check mark under actions and
select complete. You can select multiple expenses at once

using this method.



Test Grant - Expenses

I Filter By
Grant Test Gr
Category Select a Category... -
Line tem Select a Budget ltem... A

Clear all filters

I All Expenses

Actions
I
Drag a column header and drop it here to group by that calumn
| Select A Expe... w Desc.. w Pay.. w Expe.. w Pay.. Origin
v 8/14/2024 Expense & Mew Mew Manual

Mark as Reviewed

Mark all selected expenses as reviewed?

2" Method

o Fromthe list of expenses click on the edit pencil. When the
expense opens, click on the drop-down box for Expense Status
and change from “New” to “Reviewed” and click Save. This

method could also be used as the expenses are being entered
into EUNA.



Test Grant - Expenses

I Filter By

Grant Test Grant
Category ’ Selecta Category... v
Line ltem Select a Budget ltem. .. v

I All Expenses

Actions
+vO

Drag a column header and drop it here to group by that column

Select All Expe... v Desc.. w Pay... w Expe.. v Pay... Origin w

8/14/2024 Expenze E Mew Mew Manual

Edit Expense

Grant Test Grant R
Category Contracted Services A
Line Item test v

Clear all filters

ltemType  Non-Personnel Line ltem
Direct Cost * $100.00

[ Exclude From Match
Assignes(s)  Autumn Test

Created By  mbcctest-elena@turnbows.org

ExpenseDate = | 6/14/2024 )

Expense Status

Payment Status
Matched
Payee SELEE v Create New @
Payment Requested r
Mo Momncs Paid

Denied
Cancel




2. Creating Reporting Periods

e From the navigation bar click on Post-Award, Management, Reporting
Periods.
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B Contacts .
Filter By
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e Clickonthe (+) located in the top right corner

I Details ~ Analytics  Post-Award v  Tools =

Test Grant - Reporting Periods

e Checkthe box for expenses, select the time period from the drop down
(these are preset by MBCC), click Save



Reporting Periods

Which grant would you like this closeout to apply ta?

Test Grant

What types of reporting periods would you like to include?

Expenses

Achievements

What period of time would you like to close?

SI2022-83172022 ) W

e Before the reporting period is closed make sure that there are no unreviewed
expenses. If there are unreviewed expenses, you must go back to the
expenses and change the expense status to reviewed. (If you click on the
unreviewed expense humber it will take you directly to the expenses
window). Any expenses nhot marked as reviewed will NOT pullinto the
reporting period.

This example shows 1 QOverall Expense Details This example shows 0

unreviewed expense unreviewed expenses
Total Awarded Amount  $150,000.00

I Overall Expense Details

Total Awarded Amount  $150,000.00

Total Expense Amount for Period@®  $10,000.00 Total Expense Amount for Period@ $5,000.00

Mumber of Unreviewed Expenses 1 Number of Unreviewed Expenses 0

Comments Comments

Attach Documentation . .
Attach Documentation



I Expenses Closeout

Selact All
Select

When there are “0” unreviewed expenses, scroll to the bottom of the page.
Make sure that there is a check mark on all boxes in the Expense Closeout,
click on close. A confirmation box will pop up, select Close. After the
reporting period is closed you will not be able to edit any expenses that are
attached to that reporting period. If you need to edit the expenses, you will
need to reach out to your grant account to have the reporting period
reopened. If you select Save it will not close the reporting period but only
save it. You will have to navigate back to the reporting period and close later.

Category Name

Budgeted Amount

Contracted Services $5,20834

I Chooseafile @

Reporting Period Reminder

By submitting, you will be sending the reporting period to your funder.

Taral Amount

$500.00

You cannot make any further changes to the expenses included in this period.

Close

Cancel

canes! Save




3. Create and Submit Payment Request

From the navigation bar click on Post Award, Cash Flow, Payment Request.

Details  Analytics | Post-Award = | Tools -
TestGra ™" -d Details
Performance »
I Award Inforr Iml e ———
Managsment » Cash Receipts tian, Fisca
Re Settings » Test Organization
Recipient Award Mame  Test Grant
Award Status  Approved
Grant-Funded Amount @ $150,000.00
Match Requirement @ $50,000.00
Total Budget @  $200,000.00
Expenses To Date @ $65,700.00
Match Contributions To Date @ $150.00
Invoiced To Date @ $59,900.00
Pending Invoices @ $59,900.00
Approved Invoices @ $0.00
Cash Received To Date @ $0.00

e Clickonthe (+) inthe upper right corner to create a new payment request.
O Ifyou need to edit a payment request that has already been
created DO NOT create a new payment request, click on the
edit pencil of the payment request and make correction/edits.



|Detans Analytics  PostAwerd = Tools +

Test Grant - Payment Requests

Drag a column header and drop it here to group by that column

I Payment Regquest.. v Date Created ~ Date Submitted ~ Related Tracking... v Expenses From ~ Expenses To ~ Amount Request... v Status ~ Decision Date ~

for that period has already been created.

‘ Details  Analytics Post-Award « Tools «

Select the edit pencil if a payment request Test Grant - Payment Req uests
Drag a column header and drop it here to group by that column
Payment Request... v Date Created ~ Date Submitted ~
Test Grant Peri 0
1?.53-3.;_;23 Em 1/8/2026 B

e Complete the following fields:

O

© O O O O O

Enter the payment Request Name

® Format should be the Grant Award, then period ending
(month or Quarter end date) Example MT-01-1176 Period
End 11.30.2023

Date Created (it will default to today’s date)

Related Reporting Period — This is where the reporting period is

attached that was created in previous steps. Attach by clicking

in the field and selecting the reporting period. The expenses

will pullinto the Payment Request when the Reporting Period is

attached. DO NOT ENTER ADDITIONAL EXPENSES HERE.

Review the expense amounts

Enter the Requested Amount

Enter any comments that may be needed for clarification

Backup can be attached here if needed

Certify the payment request

Click on Submit

® [fyou Click on Create this will only Save the payment
request. When you are ready to submit the payment
request you will click on the edit pencil of the payment
request, scroll to the bottom and click Submit.



Test Grant - Test Grant Period End 11.30.2023

I Organization and Grant Information

Funder Organization. Montana Doard of Crime Control

Grant Mame  Test Grart

I Payment Request Information

Payrnent Request Nanme * [ Test Grant Periad Cnd 11302023

Date Created *

Related Reporting Periods)

Lxpenses From

Payiment Type

Payment Regquest Stalus

I Financial Detail

Crewie New Expanze +

Expensed  Cash Mateh

Coriracted Services 3500000 $0.00

Totals $5,000.00 $0.00

R———

Remaininyg Grant Balance  $139,850.00

I Additional Information

Allachments. n Choaose file(s)

| 2 CFR 200.415[8] Certification

| certify Lo e bes af my dge and bebel that i ded herein is Lrue, complete, and accurate. | am aware that the provision af False, lietitious, o fraudulent informatisn, ar the omission of any
but rol limited 15 violasons of LS. Cade Title 18, Sections 2, 1001, 1343 and Tile 31, Sections 3726-3730 and 3801-3812

Cenilication Language

Cenification® () Yes, | certify the above.




