
EUNA Grants  

Creating Expenses, Reporting Periods and Payment Requests 

 

To successfully submit a payment request you must 

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

attached.  

 

 

• Begin by logging into Euna Grants.  
• 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 To narrow 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 
 

• From the navigation bar click on Post-Award, Financial, Expenses. 

 

 

 

 

 



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

• Add Expense will open once the (+) is selected. Enter the required 
information on EACH of the Tabs (General, Financial, Attachments) 

 

General Tab 

                                                                                                                                          

 

 

 

 

 

 

 

 

 

 

 



• Enter information 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 

 

 

 

 

 

 

 

 

 

 

 

• If match 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 
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.  

 

 

 

 



Attachments 
Tab 

 
 
 
 
 
 
 
 

• Upload the backup documentation for the expenses here. After all the 
information has been entered on each tab, click Create. 
                                        

• 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 

 
• 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.  

 
 

1st Method 
o From the 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. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  2nd Method 

o From the 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.  

 



 

 

 

 

 

 
 
 
 
 
 
 

 



2. Creating Reporting Periods 
 

• From the navigation bar click on Post-Award, Management, Reporting 
Periods. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
• Click on the (+) located in the top right corner 

 

 
 

 
• Check the box for expenses, select the time period from the drop down 

(these are preset by MBCC), click Save 
 



 

 

 

 

 

 

 

 

 

 

• 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 number it will take you directly to the expenses 
window). Any expenses not marked as reviewed will NOT pull into the 
reporting period. 

 

 



 

 

• 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.  

 

 

 

 

 

 

 

 

 

 



 

3. Create and Submit Payment Request 
 

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

 

 

 

 

 

 

 

 

 

 

 

 

• Click on the (+) in the upper right corner to create a new payment request.  
o If you 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.  
 



 
   

 

Select the edit pencil if a payment request 
for that period has already been created.  

 

 

 

• Complete the following fields:  
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 

o Date Created (it will default to today’s date) 
o 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 pull into the Payment Request when the Reporting Period is 
attached. DO NOT ENTER ADDITIONAL EXPENSES HERE. 

o Review the expense amounts  
o Enter the Requested Amount 
o Enter any comments that may be needed for clarification 
o Backup can be attached here if needed 
o Certify the payment request 
o Click on Submit 

• If you 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.  



 

 

 

 

 

 

 


