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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 fithess 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

O 0 00O O O O O O O

Record grant information
Attachments/Notes
Track grant status

Type of grants

Define funding source(s)
Amount of grant

Budget info

Grant allocation

Vendor, project info
Contact info

Manage the approval, distribution and tracking of grants

2. Cost Management

O O O O O O O

3. Auditing
]
]

O O O O O O O

O

Edit options pertaining to allocation

Track drawdown amounts

Fund transfers tracking at both the state and federal levels
Controls that ensure proper cost allocation

Accurate reporting features for the spending of grant funds
Interfaces grants to projects and purchase orders

Carry over unused funds from one budget period to the next

Complete financial system, encumbrance tracking, budget tracking, project tracking
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)

Income and expenditures associated with grant

Quality Review and Control

Track multiple grant sources

Streamline grant management tasks

Track closing out of a grant

Performance measures pertaining to project and completion

Report of active and non-active grants

Manage the approval, distribution and tracking of Grants

4, Standard Reports and Inquires

O

O
O
O
O

Quiality review and Control
Progress Reports

View Budget

Monthly and annual reports
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.

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.

**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.

B FNWO_ItemsearchSubForm 02/25/2004 1 2010 Fleet-Net Corp

Item Search

Our ltem Description:

Product Class: |

WVendor Name: [

Model: [

8 0 T 3 ) 3

ltem #

escription

Unit Cost

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.

The clock button allows for changing the time entry.

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.

i frmCalendars x|
M epi |v] 4] 2010 ]p
Su Mo TuWe Th Fr Sa
12 3

4[5 8 7 8 9 10
1112 13 14 15 16 17

18 19 20 21 22 23 24
25 26 27 28 23 30

Lancel

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

GMO01 (@) Miscellaneous Codes defined using Edit Miscellaneous Codes

GMO01 (b) Record Setup defined using Tran Control Form.

Standard Cycles Checklist

Done Menu Program/Procedure
GM @) 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 ) Allocate funds to the project by line item if applicable. Grant
Maintenance.

GM (9) Drawdown required funds. Grant Maintenance.
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Grant Management

Rapid Transit
Grant Management

J Grant Maintenance

ﬂ Grant Allocation Report
j Grant Inquiry

j Project Tracking

E Grant Maintenance Setup
E Return to Previous Menu

L IR IR DR IS IR

4 | Enter your selection: [l Show Details
Ve 09.06 [8422/2017) | [JRohrbaugh FNLY45 GM Find

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.

Sample Transit
Grant Maintenance Setup
J Edit Mizcellaneous Codes v
ﬂ Tran Control Form ?
E Return to Previous Menu Y
4 | Enter your selection: [] Show Details
Ve 09,06 [1/3/2018] Iday FNLY42 GMO Find

Page 8 of 35



Grant Management User Guide

Module: ’W

Type: |

Modify } Add Misc List Codes

ContactPhoneType
ContactRelationship
CortralFecord
DacumentT ype
FundingS ource
TranzactionT ype

Field Description
Type Select from the drop-down list or type in a new code.
Enter the code associated with the value. The code is recognized by
Code the program.
Enter the description of the code. This value is used to identify field on
Value 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)

Module: W

Type: |ContactPhoneT ype

Modify { Add Misc List Codes

Code

Value

Buziness

Buziness Work Phone

Cel

Cell

Direct

Direct

ok

Office

ContractRelationship (User Defined)

Module: W

Type: |ContactRelationship

Madify | Add Misc List Codes

Code

Value

FTA

FTa

Dot

ID0T Grant Application Contact Person

Supervigor

Supervizor
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ControlRecord (Specific) - Enter Codes and Values as shown in table below.

Modify { Add Misc List Codes

Module: [GM
Type: ControlRecod W

Code Value

JourmalSource GEN

Code Value

JournalSource GEN

DocumentType (User Defined)

Madify } Add Misc List Codes

Module: |GM
Type: DocumentType w
Code Value Print
APL Application Letter
AL Award Motification Letter

» |

FundingSource (User Defined)

|Modily { Add Misc List Codes

Module: [GM
Type: |FundingS ource v
Code Value Print

F Federal

L Local

a Operatar

5 State

» |

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

Modify { Add Misc List Codes
Module: ,m
Type: TransactionT ype W
Code Value Print
1 Grant At Award - Post to GL
2 Grant &mount Diraw Down
3 Grant At Award - Mo GL Post
4 Grant Allocated to a Project
» |
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Code Value

Grant Amt Award — Post to GL

Grant Amount Draw Down

Grant Amt Award — No GL Post

AW NP

Grant Allocated to a Project

Tran Control Form

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

Transaction Control Record Setup Form

Record Type Value Maximum Value Max Digitz Add Leading Zeros
|GrantTranNn | 506 | 2000000000 | 10 [l
>
| | | | U
Field Name Description
Record Type Enter Exactly as shown above. (GrantTranNo)

Value is processed in Grant Management. Do not edit this field.

Enter zero during initial installation. This field will increase with each transaction that

Maximum value is the last number the system will automatically assign for each

Maximum Value transaction. When that number is reached, the system will restart the numbering.

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
Max Digits Digits cannot be any larger than 10; they can be set lower.

Check this box to have the system add leading zeros to the record type. With the

Add Leading Zeros | 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.

Grant Management
J Grant Maintenance | ?
ﬂ Grant Allocation Report | T
j Grant Inquiry | ?
j Projects | ?
E Grant Maintenance Setup | T
E HAeturn to Procurement | i
4 || Enter your selection: [ | Show Details
Vsn 09.06 [1/10/2017] || iday FNLV42 GM Find
Grant Maintenance Active Grants:
Fsu;:ié‘g Grant # Description
= = v PostingDate:| @
New Grant
Master
Line Items
Projects
Motes
Contacts
Transactions
Drawdowns
Delete
Reports
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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Microsoft Access
Enter Mew Grant 2 (30 Characters Mazx.)
Cancel

Click OK to continue to the information form or Cancel to return to the Grant Maintenance main screen.

Microsoft Access

o Mew grant # created.

Click OK.
Grant Maintenance Active Grants:
Funding
Source Grant # Description
|F w |NV-DDSSS w \New Grant v Posting Date: B
Description: [New Grant Comment: | A New Grant
Application Date: B [] Inactive Master
Award Date: B -
Denied Date: & e s
Clozed Date: & v Projects
Period Covered Start Date: @| Period Covered End Date: & Notes
ECHOD #: Amount Requested: Contacts
Eligible Cost: -
Transactions
Amount Awarded:
Allocated: % Allocated: Drawdowns
Grant Remaining: % Remaining: Delete
Drawn Down: % Drawn Down:
Drawdown Aemaining: % Remaining: iepoits
Created: |JHOhrbaugh |9.-"21 F201611:42:47 Al |FNGM_GrantMaintenanceForm
Updated: |JHOhrbaugh |9.-"21 2016 11:55:59 Al |FNGM_GrantMaintenanceForm

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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Max Field
Field Size Data Type Description

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

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

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

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
Posting Date Date/Time transaction is posted to the General Ledger.
Application Date Date/Time Enter the Grant application date.

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

Enter the date the Grant was denied, if
Denied Date Date/Time applicable.
Closed Date Date/Time When the Grant is closed, enter the date closed.

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

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

Enter notes/comments as applicable. To enter

additional lines of data, Hold down Control button
Comment 255 Alpha/Numeric | and hit Enter.

Electronic Clearing House Operation number
ECHO # 15 Alpha/Numeric | provided by FTA for grant funding.
Amount Requested Currency Enter the amount being requested.

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

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

Currency / These fields will auto-populate when Grant Funds

Allocated & % Allocated Percentage | are allocated to Projects and updated.

These fields will auto-populate with the difference
Grant Remaining & % Currency / between Amount Awarded and Allocated to a
Remaining Percentage Project or Projects.
Drawn Down & % Drawn Currency / These fields will auto-populate with the running
Down Percentage | total of the funds drawn down.

These fields will auto-populate with the difference
Draw Down Remaining & % Currency/ between the Amount Awarded and the Amount
Remaining Percentage Drawn Down.
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Master

Click Master to view or edit data for an existing Grant.

Grant Maintenance Gctivelliants:
Funding
Source Grant # Description
F w | |0 " |2D1 8 Revenue Yeihicles (4 Orion Buzes) w Posting Date: B
Description: 2015 Revenue Yeihicles (4 Orion Buses) Comment:
Application Date: 8127 @ [] Inactive
Award Date: | 1041/2017 &
Denied Date: ]
Closed Date: ]
Period Covered Start Date: 31/2017 || Period Covered End Date: | 12/31/2018 |@
ECHO #: Amount Bequested: $1.200,000.00
Eligible Cost: $E00.000.00
Amount Awarded: $E00.000.00
Allocated: $R00.000.00 % Allocated: | 100.00
Grant Aemaining: $0.00 % Remaining: 0.00
Drawn Down: $600,000.00 % Drawn Down: | 100.00
Drawdown Remaining: $0.00 % Remaining: 0.00
Created: |Iday |1 0/19/2017 1:31:25 PM |FNGM_GranlMainlenancEFUrm
Updated: |Iday |1 041942017 2:01:57 PM |FNGM_GrantMaintenanceForm

New Grant
Master
Line Items
Projects
HNotes
Contacts
Transactions
Drawdowns
Delete

Reports

Line ltems

Click Line Items to enter individual line items if applicable for the selected Grant.

Grant Maintenance Active Grants:
Funding
Source Grant # Description
F v |NV-DDBSS " |2D1B Operating Assistance v Posting Date: &
Grant Eligible: | $0.00  Awarded: | $0.00  Allocated: $0.00 Remaining: $0.00
Line Fiscal
Item Description Year FPC #
|D1.D‘I.D1 |First Line ltem |2D1? W | Funding | Delete
Eligible: Allocated: Remaining:
|D1.D1.02 |Second Line Item |2D1? W || Funding | Delete
Eligible: Allocated: Remaining:
| | [ L% | Funding || Delete

Eligible: Allocated: Remaining:

Eligible: Allocated: Remaining:

Becorde 44 0 of D | Search

Mew Grant
Master
Line Items
Projects
Notes
Contacts
Transactions
Drawdowns
Delete

Reports
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Max Field
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.
This field will auto-populate when transactions are
Eligible Currency entered and updated.
This field will auto-populate when transactions are
Allocated Currency entered and updated.
This field will auto-populate when transactions are
Remaining Currency entered and updated.
Funding

Click Funding enter the 100% in the % field.

Grant Maintenance Active Grants:
Funding
Source Grant # Description
F w | [NV-00399 v | |2016 Dperating Assistance w | Posting Date: [ 9/21/2006 @
Grant Eligible: $0.00  Awarded: $000  Allocated: $0.00  Hemaining: $0.00 New Brant
Line Fiscal
Item Description Year FPC # Master
[01.07.07 [First Line Item [2017 T 1| || Funding l Delete e
Eligible: ‘ Allocated: ‘ Remaining: ] — —
Projects
[01.01.02 [Second Line ltem EE| |ru..ding| Delete
Eligible: ‘ Allocated: ‘ Remaining: | Moz
| | [ *] | Funding | Delete Bl
Eligible: ‘ Allocated: ‘ Remaining: | Transactions
Drawdowns
Delete
Reports
Eligible: Allocated: Remaining:
Record: M 1of2 LI Search
[ Wsn: 09.06 [8/12/2016]

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

Line Item #: [020202 Fiscal Year: |2016  Eligible Amount: | $0.00  |Line 4
Funding Debit Credit
Source Grant # Div #t Account # Div # Account #
[F ] [2016FEDERALGRENT vi[ T v | vl v Delete

% | 10000 Funded: |

$0.00  Allocated: Remaining:

[ Il vl vl vl|

v | v

% | Funded: |

Allocated: Remaining:

Delete

Totals: | 10000 Funded: |

Record: M 10f1 L Search

$0.00 Allocated: |

Remaining: ,7
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Max Field
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%.

Delete

Click Delete to delete the funding line item entered
and Remaining are zero.

Projects

. Line item can only be deleted when Eligible, Allocated

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.

Funding
Source

Grant Maintenance

Grant #

Active Grants:

Description

[F [][nvnsss

w |201 E Operating Assistance

v  Posting Date: -

Search

Fiscal Line
Project # Project Description Line ltem Year Sic Line Item Grant # New Grant
SAMPLE PROJECT w | |Sample Project |D‘I.D‘I.D‘I w | [First Line [tem Delete Master
[2017 [F [Wv0093 Sinelllems
Funded: | Used: | Labor: | Remaining: Projects
SAMPLE PROJECT v | |Sample Project |D1 01.02| v, ||Second Line ltem Delete Hotes
[2o17  [F [Wvo03sa (Barfiesles
Funded: | Used: | Labor: | Remaining: Transactions
> | o ‘ Delete Drawdowns
| l—l Delete
Funded: | Used: | Labor: | HRemaining: Reports
Funded: | Used: | Labor: | Remaining:
Record: 4 4 2 0f2 L

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.
This field will be auto populated when the Line Item is allocated to the Project through
Funded Transactions.
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Field Description
This field will be auto populated when the Project and Grant are assigned in AP, PO, manual
Used 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.

Grant Maintenance Active Grants:
Funding
Source Grant # Description
|F W |NV-DDSSS W |201B Operating &ssistance w | Posting Date: -
Document Type: | v | | Existing Documents: " Hew Grant
APL Application Letter
Al Awvard Notification Letter Master
Line Items
Projects
Notes
Contacts
Transactions
Drawdowns
Delete
Reports

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

Grant Maintenance Active Grants:
Funding
Source Grant # Description
F W | [MY-00939 W |2D1B Operating Assistance v Posting Date: #@
Document Type: APL w o Existing Documents: v Mew Grant
#| Reference: [FTA Application Master
Comment: Attach I D t Attached ["] Print Notes
Line Items
Projects
Notes
Contacts
Transactions
Drawdowns
Delete
Created: |JF|0hrbaugh | 101142017 1:30:54 P |FNGM_GrantMaintenanceForm
Reports
Updated: | | |
Record: M 1of1 LI T 2 Search

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

" Create Mew

% Create From File

Max Field
Field Size Data Type Description
Mandatory Field. Enter a user defined reference for the note or
Reference 20 Alpha/Numeric | document being attached.
Name of user, current date, and time automatically populate after
clicking in the comment field. Enter notes pertaining to the selected
Comment 255 Alpha/Numeric | Grant.
Right click in the field to attach a document. Utilize the Insert Object
Attachment option. The document can also be attached as a link (Icon).
Direction for Insert Object:
Subform 3
[Micosoftomicenccess 21

File: Microsoft Word Document

9]4 |
IC:'l,Documents and SettingsijrohrbaughiDeskr

Browse. .. | [ Link Cancel |
¥ Display as Icon

=

| Result

_’@ icon will be linked ko the File so that changes ko the file will be

Sampledttachment,

Inserts an icon inko your document which represents the file, The doc

reflected in wour document,

Change Icon... |

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.

Grant Maintenance Active Grants:
Funding
Source Grant # Description
|F W |NV-DDSSS W |2D1B Operating Assistance w  Posting Date: &
# Contact Name Relationship Phone Type Phone Ext  Active Hew Grant
£ 1 [dohn Jahnsan [FTa v | |[Direct v | |+ | (600 5555555 [1234
Description | Email: || L=
Information: Line Items
Projects
* [ ™[ 2]
Description | Email: | Botes
Information: Contacts
T
Drawdowns
Delete
Reports
Max
Field
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.

Grant Maintenance Active Grants:
Funding
Source Grant # Description
‘F " |NV-DDSSS " |2D1B Operating Assistance w  Posting Date: [ 10/11/2017 |@
Transactions Fiscal Year: | 20158 |, - Mew Grant
Fiscal
Date Type Line ltem ‘:’icaal Description Reference # Amount Updated Master
[ a/21/2006 (@ || 3 [ |[01.00.01 [L][2017  [First Line Item [ | $75,000.00 m ors
Project #: | = ‘ Src: Grant #:
Projects
Enter GL || Display GL Update Delete
Motes
/2172006 (@ || 3 [ |[01.00.02 [L][2017  [Second Line ltem [ | $75,000.00
Project #: | ¥ ‘ Sre: Grant #: | (Berfiesto
Enter GL || Display GL Update Delete Transactions
[ 572172006 (@ | [ ][y |[0T0.07 [L][2077  [First Line Item [ [ gEO00I0 O Danionns
- N 1 Grant Amt Award - Post to GL . .
Project & Rt At Award- No B Fost Sre: Grant #: Delete
4 Grant Allocated to a Project Enter GL || Display GL || Update Delete Reports
@l [l vl | | O
Project #: | v Sre: Grant #: |
Enter GL || Display GL Update Delete
Record: 4 4 |7 of 7 L Search
Max Field
Field Size Data Type Description
Date Date Enter the Transaction Date.
Select from the following transaction types:
1 — Grant Awarded — Transaction posts to the GL**
3 — Grant Awarded — Transaction does not post to the GL**
Type Numeric 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.
Auto-populates based on the Line Item selected; the field
Description 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

Fiscal Year has been entered. Click Enter GL. Once information has been entered Click
will equal $.00 as Debits & Credits must balance to zero.

Date and a
Totals. Balance

Transaction Amount: | 7500000 Debits: | $7500000  Credits: [ $75000.00
Fiscal Posting Posting
Year Div Account # Description Amount Date Batch # Tran #
[2me [caTaly[1170000000 [y [First Line ltem | $75,000.00 | [ [
[2me[caTaly [azommoe (o] [First Line ltem | ($75,000.00) | [ [
dl | L vl I I | |
Balance: | $000
Max Field
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.
Select the General Ledger Account from the drop-down list.
Account # 10 Alpha/Numeric | Debit and Credit entries are required.
System defaults to the Description on the Transaction form. The
Description 50 Alpha/Numeric | 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.

Transaction Amount: | $75.00000 Debits: | $750,000.00  Credits: | $0.00
Fiscal Paosting Posting
Year Div Account # Description Amount D ate Batch # Tran #
» ERE] [CATA | 1110000000 | |First Line Item | $750,000.00 | | |
* [ L] vl] | | | |

If entry is out of balance, the following warning messages will display.
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Microsoft Access
|8I Debits exceed transaction amount.
Click OK.
Microsoft Access
I:G] Credits less than transaction amount.
Click OK.
Microsoft Access
|8I Debits/Credits do not balance.
Click OK.
Display GL
Click Display GL to view the General Ledger entries after a transaction has been updated.
Transaction Amount: | $75,000.00
Fiscal Posting
Year Div Account # Description D ebits Credits Date Batch # Tran #
2018 |CATA  [1110000000  |Fist Line ltem [ $75.00000 | | | |
2018 |CATA |4130101081 [First Line ltem [ | 47500000 | | |
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.
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Microsoft Access

9 Update Line tem...01.01.01 7

Click Yes to continue or No to cancel.

Click OK.

Microsoft Access

o Update Completed.

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.

Grant Maintenance Active Grants:
Funding
Source Grant # Description
|F W |NV-DDSSS W |2D1B Operating &ssistance w  Posting Date: &
Transactions Mew Grant
Fiscal
Date Type Line ltem Year Description Reference # Amount Updated Master
[ a/z1/2016 [@|| 3 [o|[01.00.00 [o][2017  [FistLine ltem | | $75,000.00
) Line ltems
Project #: | = ‘ Src: Grant #:
- Projects
Enter GL || Display GL Update Delete
372172006 [@|[ 3 [+ |[01.00.02 [o][2017  [Second Lineltem [ | $75.000.00 Notes
Project #: | = ‘ Src: Grant #: Contacts
Enter GL || Display GL Update Delete Transactions
11/9/2006 @ || 4 o |[01.01.01 [y |2D1? |ﬁrst Line [tem | | $75.000.00 O Drawdowns
Project #: |SAMPLE PROJECT w | |Sample Project Src:| F Grant #: |Nv-00939 Delete
Enter GL || Display GL Update Delete Reports
IEIINE vl] | |
Project #: | = ‘ Src: Grant #:
Enter GL | | Display GL Update Delete
Record: 4 4 4of4d M Search
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Max Field
Field Size Data Type Description
Date Date Enter the Transaction Date.
Select from the following transaction types.
Type Numeric 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.
Auto-populates based on the Line Item selected. The field
Description can be edited.
Reference # 20 Alpha/Numeric | Enter User Defined Reference Number (optional field).
Enter the amount being allocated to the Project for each line
Amount Currency item.
Select the Project from the drop-down list. Only Projects
Project # 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.

Funding
Source

Grant Maintenance

Grant #

Active Grants:

Description

[F [o][nvaosss

" |2D1 B Operating Azsistance

«  Posting Date: ]

Application Date:
Award Date: | 1215/2015 @

Denied Date: B
Clozed Date: 1

Period Covered Start Date:

Description: |2D1 E Operating Azsistance

12/7/2M5 @

1A/2006 |8

ECHO #:

Comment: New Grant
Line Items
Projects
Period Covered End Date: | 12/21/2016 & Notes

Drawdown Remaining: $150,000.00

Contacts

Amount Requested: $150,000.00
Eligible Cost: $150,000.00

Transactions

Amount Awarded: $150,000.00
[ Allacated: | $75.00000 | % Allocated: [ 50.00 Deeritas
Grant Remaining: IW % Remaining: ’w Delete
Drawn Down: $0.00 % Drawn Down:

FReports

% Remaining: | 100,00

Created: |J Rohrbaugh

[9/21/2016 11:42:47 &M [FNGHM_Grantt aintenanceF orm

Updated: |J Rohrbaugh

| 114942016 4:51:36 PM |FNGM_GrantMaintenanceForm

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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Grant Maintenance Active Grants:
Funding
Source Grant # Description
|F " |FEDGF|ANT1 " |Federal Grant #1 w Posting Date: | 1113/2017 |@

Drawdowns “! [ Mew Grant
Checking Account #: 345672912 v |Bank of America Grant Funding Account Last Statement Date: 9/30/2017 Master
GL Division #: ,DD— GL Account #: |‘ID1 0004 |GF|ANT FUNDING HOLDING ACCOUNT Fiscal Year: ’—V

Fiscal Line Items
Date Type Lineltem Year Reference # Description Amount Updated -
1072007 @) | 2 [ |[0T010 [, [2017  |oD #2 Grant Amount Diaw Down [ $2.000.00 PR
Project #: [PROJECT 1 w | |Project #1 Src: ’T Grant #: [FEDGRANTT Notes

Request #: ’— Echo #: ’7 Enter GL | Display GL Update Delete Contacts

T1A0L207 @ 2 | |D2.D‘I.D‘I W |2D1? |DD #2 Grant Amount Dravw Down | $500.00 Transactions
Project #: [PROJECT 1 w | |Project #1 Src: ’T Grant #: |FE|3'GF’-‘M”1-|"I Drawdowns

Request #: ’— Echo #: ’7 Enter GL | Display GL Update Delete Delete

1410/2017 (@ | 2 [o][0301m [y |2D1? |DD #2 Grant Amount Draw Dovn | $1.000.00 Reports
Project #: [PROJECT 1 | |Project #1 Src: ’T Grant #: |FEDGHANT1
Request #: ’— Echo #: ’7 Enter GL | Display GL Update Delete
11410/2017 (@ | 2 [o][0d.0100 [y |2D1? |DD #2 Grant Amount Draw Dovn | $500.00
Project #: [PROJECT 1 = ‘Proiect #1 Sre: ’T Grant #: |FEDGHANT1
Total: $52,700.00 -
Record: M 1of 10 LI T Search

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.
Max Field
Field Size Data Type Description
Select the checking account from the drop-down were the
Checking Account grant funds will be deposited.
Last Statement Date Auto populates based on the last statement date.
Auto populates to the division associated with the checking
GL Division # account selected.
Auto populates to the General Ledger
GL Account # Account associated with the checking account selected.
Select the fiscal year from the drop-down box. The fiscal
Fiscal Year 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
Optional field: Enter the Echo number assigned to the
Echo # 20 Alpha/Numeric | 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.
= FNGM_GrantMaintSourceObjectSubForm
Transaction Amount: | $5000000 Debits: | $50000.00 Credits: [ $50.000.00
Fiscal Posting Posting
Year Div Account # Description Amount Date Batch # Tran #
|2U18 |UEI w |'I41 Qo W |GlantAmountDraw Drowen | $50,000.00 | | |
[z018 |00 [, | [4000070 v | [Grant Amount Draw Down [ ($50.000.00] | | |
dl | Ll vl| I | | |
Balance: IW
Record: M 4 |3 of 3 H Search
Max Field
Field Size Data Type Description
Fiscal Year Auto-Populates based on the fiscal year selected on the main form.
Select the GL Division for the drawdown entry from the drop-down
Div list.
Select the General Ledger account for the drawdown entry from
Account # the drop-down list.
Automatically populates with Grant Amount Drawdown. The
Description 50 Alpha/Numeric | 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.

Grant Maintenance Active Grants:
Fsu;lﬂi:g Grant # Description
[F « | [FEDGRANTT | [Federal Grant #1 w | Posting Date: [11/13/2017 @
Drawdowns “! [ Mew Grant
Checking Account #: v | Last Statement D ate: Master
GL Division #:|  GL Account #: | FiscalYear: || [,
Fiscal Line Items
Date Type Lineltem ‘Year Reference # Description Amount Updated -
TTA0/2017 |g| | 2 [ |[0T0001 [o][2017 |oD #2 Grant Amount Draw Down [ $3.000.00 R
Project #: [PROJECT 1 w | |Project #1 Sre: ’? Grant #: [FEDGRANTT Notes
Request#:[ Echo®:[ Enter GL | Display GL || Update Delete Contacts
[1rA0zor7 @ 2 [o]Jrzoor ToT2m7 [oow2 [Grant Amaurt Draw Dawn [ $500.00 Transactions
Project #: [PROJECT 1 w | |Project #1 Sre:[ F Grant #: [FEDGRANT1 e hrme
Request#:[  Echo#:| Enter GL | Display GL || Update Delete Tl
[1rA02017 @) 2 [ |[ozmor [L7[2m7 [oo w2 Grant Amaurt Draw Dowr [ $1.000.00 Reports
Project #: |PF|DJECT 1 w | |Project #1 Sre: ,T Grant #: |FEDGF|ANT1
Request#:[  Echo#:| Enter GL | Display GL || Update Delete
1A27 (@ || 2 [o|[oemon [L][z2017  [oDosz Grant Amaunt Draw Down [ $500.00
Project #: [FROJECT 1 v |Pr0iect # Src: ’T Grant #: [FEDGRANT1
Total: $52,700.00 -
Record: M 1of 10 LI Search
Max Field
Field Size Data Type Description
Leave Blank if drawdown is not impacting the
Checking Account 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.
Mandatory field: Enter user defined reference
Reference # 20 Alpha/Numeric | number.
Defaults to Grant Amount Draw Down. This field can
Description 20 Alpha/Numeric | be edited.
Amount Currency Enter the amount of the Drawdown.
This box will be checked and the transaction locked
Updated 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.
Optional field: Enter the Echo number assigned to
Echo # 20 Alpha/Numeric | the drawn down.

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.
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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.

Grant Maintenance

Funding
Source Grant #

Active Grants:

Description

F | [FTFUNDING 20171024 v | [Remodel Restroams

v Posting Date: &

Project #: [TEST v ‘PTGrant Test

Request #: 1 Echoi:

Drawdowns
Checking Account #: v | Last Statement Date:
GL Division #: GL Account #: | [ Fiscal Year: =
Fiscal
Date Type Lineltem Year Reference # Description Amount Updated
1062007 @ | 2 | |D1.D‘I.D‘I W |2D18 |Draw Grant Amount Dravw Down | $50,000.00
Sre:[ F Grant #: [FTFUNDING 20171024

Enter GL | Display GL Update Delete

10/6/2007 (@ | 2 | w |D1.D1.D2 ¥ |2D18 |Draw2 Grant Amount Draw Down | $50,000.00
Project #: [TEST = ‘PTGrant Test Src:| F Grant #: |PTFUND\NG2D1 71024
Request #: 1 Echo i Enter GL || Display GL || Update Delete
& (vl vl [ | O
Project #: | w!| Src: Grant #: |

-

New Grant
Master
Line Items
Projects
Notes
Contacts
Transactions
Delete

Reports

The following message displays.

9 Update Line ttem...01.01.01 7

Microsoft Access

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

Maintenance form.

o Update Completed,

Microsoft Access

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.

Microsoft Access

0 Delete Grant 2 F TESTFED and all related records?

Click Yes to delete the Grant or No to return to the Grant Maintenance form.

Microsoft Access

o Grant F TESTFED Deleted.

Click OK.

Page 30 of 35



Grant Management User Guide

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.

["] Drawdowns
[[] Notes

["] Contacts
Print

Grant Maintenance Active Grants:
Funding
Source Grant # Description
|F W |NV-DDSSS W |2D1B Operating &ssistance w Posting Date: | 10/11/2017 @
Print Options New Grant
Master
[ Line ltems Line Items
["] Funding
Projects
[] Projects
[[] Transactions Notes
Contacts

Transactions
Drawdowns
Delete

Reports

Select any or all the options. Click Print to preview the report on the screen. Use Windows File/Print to print

the reports.

Grant Inquiry Report
Grant # PTFUNDINGZDTT 1024 Description: Remodsl Restrooms Echo #: [ Inactive
Application Date: 7/31/2017 BAwward Date: 2202017  Denied Date: Closed Date: Amount Requested: $100,000.00
Period Covered Start Date: 10712017 Period Covered End Date: 2202012 ECHO# Eligible Cost: $100,000.00
Created: lday 10242017 51502 AM FNPT_GmntMaintenanceForm Amount Awarded: $100,000.00
Updated: lday 10242017 1:5503 PM FNGM_Grantiainienanoefom Allocated: $100,000.00 % Allocated:  100.00
Comments: Grant Remaining: 30.00 % Remaining: 0.00
Drawn Dowere $100,000.00 % Drawn Downe 100,00
Drawdown Remaining: 30.00 % Remaining: 0.00
Activity Line Items
Fiscal
Line kem  Description FPC# Year Higible Allocated Remaining
010101 MensRcom nig $50,000 00 $50,000 00 3000
010102  Ladiss Room nie B50,000 00 550,000 00 000
Totals: F100 00000 F100,000.00 00
Funding
Fiseal
Line tem Year Src Grant # % Funded Allpcated Remaining
0101.0 2018 F PTFUNDINGZOTT1024 100.00 $50,000.00 350,000.00 0.00
o101 2018 F PTFUNDINGZOTT1024 100.00 $50,000.00 350,000.00 0.00
Totals: 5100,000.00 5100, 000.00 .00
Projects
Fiscal
Project # Line tem Year Src Grant# Funded Used Labor Remaining
TEST PTGrant Test
01.01.0 2018 F  PTFUNDING201T1024 $50,000.00 .00 50.00 360000 00
TEST PTGrant Test
0.0 2018 F  PTFUNDING201T1024 $50,000.00 .00 50.00 350000 00
Totls $100,000.00 .00 $0.00 $100,000 .00

Page 31 of 35



Grant Management User Guide

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.

Grant Management

EAEI PP N Y

Grant Maintenance

Grant Allocation Report|

Grant Inguiry

Grant Maintenance Setup

|

|

|
Projects | ¥

|

|

Return to Procurement

41 || Enter your selection: [] Show Details
Wari 09.06 [1/10/2017) Iday FHLW42 Gk

Find

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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Grant Allocation
Funding
Source Grant # Description
|F " |2D1 SREVEMNUEVEHICLESF v |2D18 Fevenue Yeihicles (4 Orion Buses) " [] All Grants
Fizcal
Grant # Line # Year Due Date Project # Div # Reference # Amount
|2D18HEVENUEVEHIELESF |D1.D1.18 |2D18 | 10/19/2017 |EUS PURCHASE 2018 | 10 |Travel2 Dl | $546.00
Src:| F Line Item Grant #: |2D1 SREVEMUEVEHICLESF |2 Orion Buses
Yendor #: 00000017 Yendor : |Drion Parts Division Desc: |
|2D18HEVENUEVEHIELESF |D1.D1.18 |2D18 | 10/19/2017 |EUS PURCHASE 2018 | 10 |EE2D‘I?1DSD Dl | $653.25
Src:| F Line Item Grant #: |2D1 SREVEMUEVEHICLESF |2 Orion Buses
Vendor #: [00000077 Vendor : [Drion Parts Division Desec: |Travel Expense Calton Drion
Total: $1.199.25

Print

Click Print to print a report showing all the costs associated with the grant # selected.

AIP Grant Allocation Report

Due

Date Project # Vendor # Vendor Name Dir # Reference #

Description Amount

Funding Source: F Federsl

Grant & 201EREVENUEVEHICLESF 2018 Rewenue Veihides (4 Orion Buses)

ActivityLine ktem: 01.01.12 Fiscal Year 2012 Source: F Grant# 201BREVEMUEVEHICLESF 2 Qrion Buses
10/ 2017 BUS PURCHASE 2018 000D00IT Orion Parts Division 10 Travs? o]
112017 BUS PURCHASE 2018 0000007 Oricn Parts Division 10 CC2MT1030 DI Trawel Expense Colon Orion
Activity Line llemTotal:
Grant Total:
Funding Source Total:

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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Grant Management

Grant Maintenance

Grant Allocation Report

and| | emd | emd

=)

Projects

AP PN Y

==

Grant Maintenance Setup

—
1]

|
|
Grant Inguiry |
|
|
Return to Procurement |

1 || Enter your selection: [] Show Details

Yer: 09.06 [1A110/2017] [day FMLY 42 G Find

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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Grant Inguiry
Funding
Source Grant # Description
F w W |HEmUdeIHeslrUUms W
Description: |F|em0de| Restrooms Comment: Master
Application Date: | 7/31/2017 [[]Inactive Line Items
Award Date: | 3/20/2017 .
Denied Date: figiccts
Closed Date: Notes
Period Covered Start Date: | 10/1/2017 Period Covered End Date: | 9/30/2013 Contacts
ECHO #: Grant Requested: $100.000.00 Transactions
Total Eligible Cost: $100,000.00 Drawdowns
Grant Awarded: $100.000.00
Grant Allocated: $100,000.00 % Allocated: | 100.00 Reports
Grant Remaining: $0.00 % Remaining: 0.00
Drawn Down: $100,000.00 % Drawn Down: | 100.00
Drawdown Aemaining: $0.00 % Remaining: 0.00
Created: |Iday |1D.-"24.-"2D1? 919:02 AW |FNPT?GrantMaintenanceForm
Updated: |Iday |1 0/24/2017 1:55:03 PM |FNGM_GrantMaintenanceFDrm
| Wan: 09.06 [9/15/2017]
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