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Disclaimer 
 

Fleet-Net ® Corporation, wholly owned subsidiary of Avail Technologies, Inc. makes no warranties about the 
contents of the manual and specifically disclaims any implied warranties of merchantability or fitness for any 
particular purpose. Fleet-Net ® Corporation, wholly owned subsidiary of Avail Technologies, Inc. further 
reserves the right to make changes to the specifications of the program and contents of the manual without 
obligation to notify any person or organization of such changes. 

 

Copyright Notice 
 
This software package and manual are copyrighted in 2018. All rights reserved worldwide. No part of this 
publication may be reproduced, transmitted, transcribed, stored in any retrieval system, or translated into any 
language by any means without the express written permission of Fleet-Net ® Corporation, wholly owned 
subsidiary of Avail Technologies, Inc., 9183 W. Flamingo Rd., Suite 110, Las Vegas, Nevada 89147. 

 

License Agreement 
 

The software described in this manual is furnished under a license agreement and may be used or copied only 
in accordance with the terms of the agreement. Failure to sign this agreement and still use the software is 
illegal. 
 

Trademark Acknowledgment 
  

Fleet-Net® is the Registered Trademark of Fleet-Net ® Corporation, wholly owned subsidiary of Avail 
Technologies, Inc. Microsoft®, Access®, Windows®, the Windows® Logo, and other Microsoft® Office 
Products are either registered trademarks or trademarks of Microsoft®  Corporation in the United States 
and/or other countries. The names of actual companies and products mentioned herein may be the 
trademarks of their respective owners. 
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Product Description 
 
Grant Management provides a method of effectively tracking grant data. Our application will enable you to 
improve your agency’s operations and performance as well as minimize the risk of non-compliance with 
federal, state and local agencies.  

Grant Management provides financial reports to withstand an audit. Collaboration between staff and the 
grantee(s) can be tracked and maintained. Fleet-Net’s software is integrated to interface grants to projects, 
accounts payable and purchase orders. 

1. Grant Compliance 
o Record grant information 

o Attachments/Notes 

o Track grant status 

o Type of grants 

o Define funding source(s) 

o Amount of grant 

o Budget info 

o Grant allocation 

o Vendor, project info 

o Contact info 

o Manage the approval, distribution and tracking of grants 

2. Cost Management 
o Edit options pertaining to allocation 

o Track drawdown amounts 

o Fund transfers tracking at both the state and federal levels 

o Controls that ensure proper cost allocation 

o Accurate reporting features for the spending of grant funds 

o Interfaces grants to projects and purchase orders 

o Carry over unused funds from one budget period to the next 

3. Auditing 
o Complete financial system, encumbrance tracking, budget tracking, project tracking 

o System provides audit reports often required to be approved for a grant on the state 

and local level “single audit if federal grant exceeds 300K within a year (single audit = 

entire organization) 

o Income and expenditures associated with grant 

o Quality Review and Control   

o Track multiple grant sources  

o Streamline grant management tasks 

o Track closing out of a grant 

o Performance measures pertaining to project and completion  

o Report of active and non-active grants 

o Manage the approval, distribution and tracking of Grants 

4. Standard Reports and Inquires 
o Quality review and Control   

o Progress Reports 

o View Budget 

o Monthly and annual reports  

o Reporting by date range 

 

 
If you can’t find an answer to your question(s) please call our Support Hotline at (800) 258-2762. 
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Grant Management Implementation 
 
It is understood that the Systems Administration Guide had been followed completely and that all other 
modules are working prior to the Grant Management installation. 
 

As with all Fleet-Net® modules the module must first be installed as directed in the System Administration 

Guide.   
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About This Guide 
  
This guide contains standard procedures for operation and a description of each feature released with the 
module. The module description provides the intended application or use of the module and any comments 
that relate to this specific module.  
 
Below are features that are used through FNW applications. 
 

 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

  
 
 

 
 
 

 
 
 

 
 
 
 
 
 

 
 

 

   

The clock button allows for changing the time entry. 

 

 

To correctly exit a form or exit out of Fleet-Net® 
completely click on the Fleet-Net® Icon always 
located in the upper right of every form. 

Throughout Fleet-Net® modules, there are Green 
Check marks that will appear next to specific fields. 
These Green Checkmarks when selected will open the 
Misc. List Codes form allowing the user to setup the 
necessary codes and their value for the associated 
field. 

 

**When the binoculars search function is not available, 
nor a drop-down list, select ‘Ctrl F’ as a search tool.  
 

When using this button to search the following sample 

form will open. Use any of the search item criteria to find 
your item select it and it will populate at the bottom of 
this form. To populate the previous form with the 
selected item simply hover over the item # and double 
click it. Close the search form. 

 

The question mark button opens the search option. 

 

 

The Stop button aborts the current selection process. 

 

The calendar button allows for quick selection of a 
specific date via a calendar. Calendar defaults to 
current date. 

The calculator button allows for quick simple 
calculations on the fly. It opens up your systems 
calculator. 
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Grant Maintenance Checklist 
 

Initial Setup Checklist 
 
This checklist follows the instructions outlined on the following pages. 
 
  Done Menu  Program/Procedure 
 
 
  GM01 (a) Miscellaneous Codes defined using Edit Miscellaneous Codes   
 
  GM01 (b) Record Setup defined using Tran Control Form.  
 

 
Standard Cycles Checklist 
 
Done Menu  Program/Procedure 
 
 
  GM (a) Create New /Edit Grant. Grant Maintenance. 
        
  GM (b) Enter individual line items being funded & percentage. Grant 

Maintenance. 
 
  PT (c) Create Project. Project Tracking.  
 
  GM (d) Attach Project to Grant by Line Item if applicable. Grant 

Maintenance 
 
  GM (e) Enter Transaction for Grant Award by Line Item if applicable. Grant 

Maintenance. 
 
  GM (f) Allocate funds to the project by line item if applicable. Grant 

Maintenance. 
 
  GM (g) Drawdown required funds. Grant Maintenance. 
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Grant Management  
 

 
 

Grant Management Setup 
 
Click Grant Maintenance Setup to setup all required setups to utilize the Grant Management module. 
 

Edit Miscellaneous Codes 
 
Click Edit Miscellaneous Codes.  
 

Each Fleet-Net® application includes a list of miscellaneous codes that are used within the system. Some 

of these codes are preset by Fleet-Net® while others are user defined.  
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Field Description 

Type Select from the drop-down list or type in a new code. 

Code 
Enter the code associated with the value. The code is recognized by 
the program.  

Value 
Enter the description of the code. This value is used to identify field on 
reports and inquiries. 

 
Miscellaneous codes can be added or modified using this form. (Items entered via the green check mark 
options within the various GM options get written to this form.) 
 
The Miscellaneous Codes “Type” is a field that usually already exists or is set up by a Fleet-Net technician 
during installation of the product. The Type field is case sensitive and usually has no spacing between 
words. 
 
Users can add or revise the Code and Value but not the Type. (There are sometimes exceptions to this rule 
and some codes may not be modified or deleted.) 
 
ContactPhoneType (User Defined) 
  

 
 
ContractRelationship (User Defined)   
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ControlRecord (Specific) - Enter Codes and Values as shown in table below. 
 

 
 

Code Value 

JournalSource GEN 

 
DocumentType (User Defined) 
 

 
 
FundingSource (User Defined) 
 

 
 
TransactionType (Specific) - Enter Codes and Values as shown in table below. 
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Code Value 

1 Grant Amt Award – Post to GL 

2 Grant Amount Draw Down 

3 Grant Amt Award – No GL Post 

4 Grant Allocated to a Project 

 
Tran Control Form 
 
Click Trans Control Form to define the values for GrantTranNo field. 
 

 
 

Field Name Description 

Record Type Enter Exactly as shown above. (GrantTranNo) 

Value 
Enter zero during initial installation. This field will increase with each transaction that 
is processed in Grant Management. Do not edit this field. 

Maximum Value 
Maximum value is the last number the system will automatically assign for each 
transaction. When that number is reached, the system will restart the numbering.  

Max Digits 

Enter the numeric value for the Maximum Value. In the example, Maximum Value 
field is set to 1 million which has 7 digits therefore Max Digits is set to 7. The Max 
Digits cannot be any larger than 10; they can be set lower.  

Add Leading Zeros 
Check this box to have the system add leading zeros to the record type. With the 
field checked the transaction number will be 0000000001. With no check mark 1. 
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Grant Maintenance 
 
Click Grant Maintenance to add, edit or view Grants. 
 

 
 

 
 

New Grant 
 
Select Funding Source from drop-down list. 
 
Click New Grant to enter the information for a newly created Grant. The following form displays. 
 
Enter the new Grant Number.  
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Click OK to continue to the information form or Cancel to return to the Grant Maintenance main screen. 
 

 
 

  Click OK.  
 

 
 
The system defaults to New Grant in the Description field. Highlight the default description and enter a 
Description for the Grant; press tab or enter. The new Description now displays in both Description field. 
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Field 
Max Field 

Size Data Type Description 

Funding Source   
Select the applicable source from the drop-down 
list. 

Grant # 30 Alpha/Numeric 
Select an existing grant from the drop-down list. 
See below for instructions for adding a new grant. 

Description 100 Alpha/Numeric 
This field will auto-populate based on the Grant 
selected. 

Posting Date  Date/Time 

Transactions and Drawdowns can be posted to 
the General Ledger from Grant Management. The 
date entered in this field will be the date that the 
transaction is posted to the General Ledger. 

Application Date  Date/Time Enter the Grant application date. 

Award Date  Date/Time 
Enter the date the Grant was awarded, if 
applicable. 

Denied Date  Date/Time 
Enter the date the Grant was denied, if 
applicable. 

Closed Date  Date/Time When the Grant is closed, enter the date closed. 

Period Covered Start Date  Date/Time 
Enter the starting date for the coverage period of 
the grant. 

Period Covered End Date  Date/Time 
Enter the ending date for the coverage period of 
the grant. 

Comment 255 Alpha/Numeric 

Enter notes/comments as applicable. To enter 
additional lines of data, Hold down Control button 
and hit Enter. 

ECHO # 15 Alpha/Numeric 
Electronic Clearing House Operation number 
provided by FTA for grant funding. 

Amount Requested  Currency Enter the amount being requested. 

Eligible Cost  Currency 
This field will auto-populate when Award 
Transactions are entered and updated. 

Amount Awarded  Currency 
This field will auto-populate when Award 
Transactions are entered and updated. 

Allocated & % Allocated  
Currency / 
Percentage 

These fields will auto-populate when Grant Funds 
are allocated to Projects and updated. 

Grant Remaining & % 
Remaining  

Currency / 
Percentage 

These fields will auto-populate with the difference 
between Amount Awarded and Allocated to a 
Project or Projects. 

Drawn Down & % Drawn 
Down  

Currency / 
Percentage 

These fields will auto-populate with the running 
total of the funds drawn down. 

Draw Down Remaining & % 
Remaining  

Currency/ 
Percentage 

These fields will auto-populate with the difference 
between the Amount Awarded and the Amount 
Drawn Down. 
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Master 
 
Click Master to view or edit data for an existing Grant. 
 

 
 

Line Items 
 
Click Line Items to enter individual line items if applicable for the selected Grant. 
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Funding 
 
Click Funding enter the 100% in the % field. 
 

 
 
Once data is entered X out to return to the Grant Maintenance Form. 
 

 
 

  

Field 
Max Field 

Size Data Type Description 

Line Item 6 Numeric Enter the Grant Line Item number. (XX.XX.XX). 

Description 50 Alpha/Numeric Enter a Line Item Description. 

Fiscal Year  Numeric Select the Grant Fiscal Year from the drop-down list.  

FPC# 15 Alpha/Numeric Enter the Financial Purpose Code. 

Eligible  Currency 
This field will auto-populate when transactions are 
entered and updated. 

Allocated  Currency 
This field will auto-populate when transactions are 
entered and updated. 

Remaining  Currency 
This field will auto-populate when transactions are 
entered and updated. 
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Delete 
 
Click Delete to delete the funding line item entered. Line item can only be deleted when Eligible, Allocated 
and Remaining are zero. 
 

Projects 
 
Click Projects to allocate Grant funds to a Project or Projects (previously setup in PT: Project Tracking). 
Projects need to be assigned to the Grants prior to Allocation of Funds. 
 

 
 

Field Description 

Project # Select the applicable Project from the drop-down list. (Previously Setup in the Project Module. 

Project Description System defaults to the Description of the Project. The Description can be edited. 

Line Item Select the applicable Grant Line Item(s). Setup in the Line Items function. 

Funded 
This field will be auto populated when the Line Item is allocated to the Project through 
Transactions. 

 
  

Field 
Max Field 

Size Data Type Description 

Funding Source 1 Alpha Select the applicable funding source from the drop-down list. 

Grant #  Alpha/Numeric Select the applicable Grant Number from the drop-down list. 

Div # 4 Alpha/Numeric Optional Field. 

Debit Account # 10 Alpha/Numeric Optional Field. 

Div # 4 Alpha/Numeric Optional Field. 

Credit Account # 10 Alpha/Numeric Optional Field. 

%  Percentage Enter 100%. 
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Field Description 

Used 
This field will be auto populated when the Project and Grant are assigned in AP, PO, manual 
cost entries in Projects or GL transactions. 

Labor This field will be auto populated when the labor costs are entered on the Project. 

Remaining Calculated field – Funded minus Used minus Labor = Remaining. 

 

Notes 
 
Click Notes to view and/or enter notes or documents pertaining to the selected Grant. 
 

 
 
To add a new note or attach a new document select the Document Type from the drop-down list.  
 

 
 
To add additional information to a selected Document Type, use the Record Arrows at the bottom of the 
form to create a new record. 
  



Grant Management User Guide       

                                                                                                                                                  Page 19 of 35 

 

 

Field 
Max Field 

Size Data Type Description 

Reference 20 Alpha/Numeric 
Mandatory Field. Enter a user defined reference for the note or 
document being attached. 

Comment 255 Alpha/Numeric 

Name of user, current date, and time automatically populate after 
clicking in the comment field. Enter notes pertaining to the selected 
Grant. 

Attachment   
Right click in the field to attach a document. Utilize the Insert Object 
option. The document can also be attached as a link (Icon).  

 
 
Direction for Insert Object: 

 
 
Right Click in Attachment box. Select Insert Object. Microsoft Access window will display.  

Click Create from File button.  

Click Browse.                  

Locate the document or photo to be attached. Highlight the record. 

Click OK. 

File location will populate in the location box. 

Click OK. 

Document will display in the Attachment box. 

Double Click on the attached document to view. 
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Contacts 
 
Click Contact to add contact information to the selected Grant. 
 

 
 

Field 

Max 
Field 
Size Data Type Description 

# 5 Numeric Enter a number for each contact. 

Contact Name 30 Alpha/Numeric Enter the contact’s name. 

Relationship   Selection the contact’s relationship from the drop-down list. 

Phone Type   Select the contact’s phone type from the drop-down list. 

Phone 10 Numeric Enter the contact’s phone number. 

Ext 5 Numeric Enter the contact’s extension, if applicable. 

Description  Alpha/Numeric Enter title or other descriptive information. 

Email 30 Alpha/Numeric Enter the contact’s email address. 

Information 255 Alpha/Numeric Enter any notes about this contact.  
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Transactions – Award  
 
Click Transactions to enter Award transactions for the Grant.  
 

 
 

Field 
Max Field 

Size Data Type Description 

Date  Date Enter the Transaction Date. 

Type  Numeric 

Select from the following transaction types: 
   1 – Grant Awarded – Transaction posts to the GL** 
   3 – Grant Awarded – Transaction does not post to the GL** 
   4 – Grant Allocated – Allocates grant funds to a Project 

Line Item  Alpha/Numeric Select the applicable line item from the drop-down list. 

Fiscal Year   Auto-populates based on the Line Item selected. 

Description   
Auto-populates based on the Line Item selected; the field 
can be edited. 

Reference # 20 Alpha/Numeric Enter User Defined Reference Number (optional field). 

Amount  Currency Enter the amount awarded for the selected line item. 
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Enter GL 
 
If Grants are posted to the General Ledger when awarded (Type 1), verify that a Posting Date and a 
Fiscal Year has been entered. Click Enter GL. Once information has been entered Click Totals. Balance 
will equal $.00 as Debits & Credits must balance to zero. 
 

 
 

Field 
Max Field 

Size Data Type Description 

Fiscal Year  Alpha/Numeric Auto-Populates when Division is selected. 

Div 4 Alpha/Numeric Select the General Ledger Division from the drop-down list. 

Account # 10 Alpha/Numeric 
Select the General Ledger Account from the drop-down list. 
Debit and Credit entries are required. 

Description 50 Alpha/Numeric 
System defaults to the Description on the Transaction form. The 
Description can be edited. 

Posting Amount  Currency Enter the amount of the line item award. 

Posting Date  Date This field will be auto populated when the transaction is updated. 

Batch #   This field will be auto populated when the transaction is updated. 

Tran #   This field will be auto populated when the transaction is updated. 

 
**Both the debit and credit posting Divisions and Accounts must be selected. Typical general ledger 
entries for Type 1 transactions are a debit to grants receivable and a credit to revenue.  
 
Updating a Type 1 transaction creates a journal entry and updates the Grant Awarded field on the Master 
form. Other fields that will be affected are Allocation Remaining and Grant Remaining.  
 

 
 
If entry is out of balance, the following warning messages will display. 
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Click OK. 
 

 
Click OK. 
 

 
Click OK. 
 

Display GL 
 
Click Display GL to view the General Ledger entries after a transaction has been updated. 
 

 
 

Update 
 
Click Update to update the line item. 

If Grants are not posted to the General Ledger when awarded (Type Code 3), Posting Date and Fiscal 
Year are not necessary.  
 
 
 
 
 
 
 
 
 



Grant Management User Guide       

                                                                                                                                                  Page 24 of 35 

 

 
 
Click Yes to continue or No to cancel.  
 

 
 
Click OK. 
 
Updating a Type 3 transaction updates the Grant Awarded field on the Master form. Other fields that will 
be affected are Allocation Remaining and Grant Remaining.  

 

Transactions - Allocation 
 
The Transactions button is also used to allocate funds to a specific project or projects.  
 
Select Type Option #4 Project. Choose a Line Item from the drop-down and enter the Amount. The 
reference number is optional. Select a project from drop-down list.  
NOTE: Project(s) must be assigned to the grant prior to entering allocation transactions. 
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Field 
Max Field 

Size Data Type Description 

Date  Date Enter the Transaction Date. 

Type  Numeric 
Select from the following transaction types. 
 4 – Grant Allocated – Allocates grant funds to a Project. 

Line Item  Alpha/Numeric Select the applicable line item from the drop-down list. 

Fiscal Year   Auto-populates based on the Line Item selected. 

Description   
Auto-populates based on the Line Item selected. The field 
can be edited. 

Reference # 20 Alpha/Numeric Enter User Defined Reference Number (optional field). 

Amount  Currency 
Enter the amount being allocated to the Project for each line 
item. 

Project #   
Select the Project from the drop-down list. Only Projects 
assigned to the selected grant will be available for selection. 

Source   Auto-populates based on the Project selected. 

Grant #   Auto-populates based on the Project selected. 
 

Click Update to update the Project allocation to the line item.  
 
Click Delete to delete entries that have not been updated for the applicable transaction line. 
 
Once updated the amount allocated will be reflected on the Grant Master screen. 
 

 
 

Drawdown 
 
Click Drawdowns to record the drawdowns for the selected Grant. (Monies received or monies 
requested). Enter the GL Posting Date to reflect the date the transaction will impact the General Ledger 
accounts.  
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The system will allow for 2 different options for creating the draw down entry. 
 
Option #1   When the draw down impacts the Checking Account this option will create a journal entry and 
write to the bank reconciliation form. Table #1 reflects the information required for this type of draw down 
transaction. 

 

Field 
Max Field 

Size Data Type Description 

Checking Account   
Select the checking account from the drop-down were the 
grant funds will be deposited.  

Last Statement Date   Auto populates based on the last statement date. 

GL Division #   
Auto populates to the division associated with the checking 
account selected. 

GL Account #   
Auto populates to the General Ledger  
Account associated with the checking account selected. 

Fiscal Year   
Select the fiscal year from the drop-down box. The fiscal 
year is used to validate the GL account. 

Date  Date Enter Drawdown date. 

Type   System Defaults to   2- Grant Amount Drawdown. 

Line Item   Select the Line Item from the drop-down list. 

Fiscal Year   Auto populates when the line item is entered. 

Reference # 20 Alpha/Numeric Mandatory field: Enter user defined reference number. 

Description 20 Alpha/Numeric Defaults “Grant Amount Draw Down.” Field can be edited. 

Amount  Currency Enter the amount of the drawdown. 

Updated   Checkmark will populate once record is updated. 

Project #   Select applicable Project from drop-down. 

Request # 5 Numeric Optional field: Enter the draw down request number 

Echo # 20 Alpha/Numeric 
Optional field: Enter the Echo number assigned to the 
drawdown. 
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Enter GL 
 
Click Enter GL to enter the General Ledger account numbers impacted by the drawdown. 
 
Click Totals to verify that Debits & Credits equal the same amount, making sure the transaction is in 
balance. 
 

 
 

Field 
Max Field 

Size Data Type Description 

Fiscal Year   Auto-Populates based on the fiscal year selected on the main form. 

Div   
Select the GL Division for the drawdown entry from the drop-down 
list. 

Account #   
Select the General Ledger account for the drawdown entry from 
the drop-down list. 

Description 50 Alpha/Numeric 
Automatically populates with Grant Amount Drawdown. The 
Description can be edited. 

Posting Amount  Currency Enter the amount of the drawdown. 

Posting Date  Date This field will auto-populate when the transaction is updated. 

Batch #  Numeric This field will auto-populate when the transaction is updated. 

Tran #  Numeric This field will auto-populate when the transaction is updated. 

 
**Both the debit and credit posting Divisions and Accounts must be selected. Typical general ledger 
entries for Type 2 transactions are a debit to cash and a credit to revenue. If the grant was posted to the 
general ledger when it was awarded, the credit entry for a Type 2 transaction would be to a receivable 
account. 
 

Display GL 
 
Click Display GL to view the General Ledger Accounts associated with the line item selected for the 
drawn down transaction. 
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Option #2  If, the drawdown will not impact the Checking Account the drawdown is only being recorded in 
Grant Management Module.  
 

 
 

 
Both Option #1 & #2 will need to be updated. 
 
Option #1:  Once updated the system then creates journal entries based on the posting date entered. 
 
 

Field 
Max Field 

Size Data Type Description 

Checking Account   
Leave Blank if drawdown is not impacting the 
Checking Account at this time.  

Last Statement Date   Field will be blank. 

GL Division #   Field will be blank. 

GL Account #   Field will be blank. 

Fiscal Year   Field will be blank. 

Date  Date Enter Drawdown Date. 

Type   System Defaults to   2 – Grant Amount Drawdown. 

Line Item   Select the Line Item from the drop-down list. 

Fiscal Year   Auto-populates. 

Reference # 20 Alpha/Numeric 
Mandatory field:  Enter user defined reference 
number. 

Description 20 Alpha/Numeric 
Defaults to Grant Amount Draw Down. This field can 
be edited. 

Amount  Currency Enter the amount of the Drawdown. 

Updated   
This box will be checked and the transaction locked 
down once the update process is completed. 

Project #   Select the applicable Project from the drop-down list 

Request # 5 Numeric Optional field: Enter the draw down request number.  

Echo # 20 Alpha/Numeric 
Optional field:  Enter the Echo number assigned to 
the drawn down.  
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Option #2:  Will update only the Grant Management drawdown amount. No journal entries will be created. 
Once funds need to be deposited into the applicable bank account, entries can be made either through 
Accounts Receivable or by Journal Entries. 
 
Enter the General Ledger posting date and fiscal year.  
 

Update 
 
Click Update to update the transaction to Grant Management drawdown amount and General Ledger if 
applicable.  
 

 
 
The following message displays. 
 

 
 
Click Yes to update the Line Item transaction to the General Ledger or No to return to the Grant  
Maintenance form. 

 
 
Click OK on the confirmation message.  
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Delete 
 
Click Delete to delete to delete the Line Item prior to updating. Once the record has been updated the line 
item cannot be deleted. If line item has been updated, then the procedure to remove the line item transaction 
will be to enter a reversing entry against the line item entered and updated.  
 

Delete 
 
Grants are closed by entering a date in the Closed Date once date is entered Click Delete. 
 
Click Yes to Delete the Grant # and all related records for the Grant stated on the confirmation message or 
No to return to the Grant Maintenance form. 
 

 
 
Click Yes to delete the Grant or No to return to the Grant Maintenance form.  
 
 
 
 
 
 
 
 
 
 
 
 
Click OK. 
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Reports 
 
Select a Funding Source from the drop-down options and a Grant from the Grant # drop-down options. 
 
Click Reports to view the report options available to view and/or printed. 
 

 
 
Select any or all the options. Click Print to preview the report on the screen. Use Windows File/Print to print 
the reports. 
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Grant Allocation Report 
 
Click Grant Allocation Report to view and/or print all transactions that have been paid using the selected 
grant. The report will only populate the expenses that have been entered using the selected grant. 
 

 
 

Display 
 
Select the Funding Source and Grant # from the drop-down options.  
 
Click Display to view all costs associated with the grant # selected. No changes can be made from this 
form. 
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Print 
 
Click Print to print a report showing all the costs associated with the grant # selected. 
 

 
 

Grant Inquiry 
 
Click Grant Inquiry to view information and transaction associated with the Grant # selected. No changes 
can be made on this form. 
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Select Funding Source & Grant # from the drop-down options. 
 
Inquiry option allows for viewing only. No changes can be made when using the Inquiry form. 
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