UPLOADING EXPENDITURE REPORTS TO WEBGRANTS

Nebraska Children Webgrants Website Address: http://nebraska.dullestech.net

General Notes
The following document is a step-by-step instruction guide to uploading Expenditure Reports to
Webgrants. Above, you will find the website address for Nebraska Children’s Webgrants
platform. It will require an individual User ID and Password, which will be provided to each user
separately. To request a user be added or deleted, please contact Molly Rosenberg at
mrosenberg@nebraskachildren.org.

Before uploading your first Expenditure Report to Webgrants, here are some things you
should know:

e Uploading to Webgrants is completely secure. Your information is not accessible by
anyone other than the necessary Nebraska Children staff. The process by which you
upload is also secure, thereby eliminating the need for encrypted email submission.

e For a document to be uploaded to Webgrants, it must be in PDF form. This ensures that
the information you submit remains in the same format. Please scan or save documents
as PDF files before logging into Webgrants to submit.

e Each expenditure report must be uploaded as one complete PDF file. This means the
Invoice, expenditure report, and any supporting documentation (e.g., General Ledger, P&L,
etc.) must be combined into one PDF file before uploading.

e All expenditure reports must be signed before submission. Electronic signatures are
acceptable. Unsigned reports will not be accepted.

Email Reminders
Webgrants will automatically send email reminders to the assigned registered external users.
These reminders will arrive at three different intervals: 14 days, 7 days, and 3 days prior to the
due date of the report. If at any time the report is submitted, the reminder emails will stop. In
Webgrants, expenditure reports will be found within the Grant Components category labeled
“Status Reports”. You will see that language reflected in the email reminder. A sample of the
reminder is pictured below:

**** Do Not Respond to This Email ***
Your status report is due in 3 days for the following Grant:

Number: TEST 1234

Title: TEST

Program Area: Rooted in Relationships
Grantee Organization: BaseLine Organization
Grantee: Joe Hughes

If this requires your attention, you may log into the WebGrants grants
management system at the following location:
http://nebraska.dullestech.net/
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http://nebraska.dullestech.net/

Instructions to Upload Monthly Expenditure Reports

Step 1

Log in with your user information. This will take you to your community specific account. From the
main menu, click on “My Grants”

9 Welcome [l

Main Menu

Click Help above to view instructions. Go to "My Profile” to reset password.

\'j Instructions

8 wy Profile

‘tz Funding Opportunities
@ My Applications

e [} My Grants

Step 2

Under “Current Grants”, click on the “Title”. If you have more than one listed — selected the
grant with the most current contract year.

b Grant Tracking

Search Criteria

Program i=: Rooted in Relationships

Grants

The Grants that match your criteria appear below. You can click on the Granf title to view the details
You may also select multiple Grants at once and mark them all as Undenway.

Grant Grant Program S Program
?
Select? Number Status Year Title Area Organization Grantee Officer
Test Underwvay 2020 TEST Hostedw BaseLine Organization e s l

Relationships Hughes Anthony |
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Step 3
Click “Status Reports”

ik Grant Tracking

Grant: Test - TEST - 2020
Status: Underway
Program Area: Rooted in Relationships

Program Officer: Jamie Anthony

varded amourt: (D

Instructions
The grant forms appear balow:

Associated Forms

Grant Components
The components below are associated with the current Funding Opportunity. You can change these compc
You may associate specific forms in the Associated Forms section above. You can define your own alerts i
copy this grant and you can export the raw data.
Component

General Information

Claims
Status Reports

Step 4

Under “Status Reports” locate the status report due for the time period matching your
Expenditure Report dates. For example, if you are uploading the Expenditure Report due May 15,
2022, “Date From-To” will read 04/01/2022 — 04/30/2022 and “Due Date” will read

04/15/2022.

Note that you can verify from this page the due dates, dates submitted, and whether or not the
reports were submitted on time. Also note, once the form is in Submitted status, you will not be

able to upload or make any edits.

When you have verified you have the correct form with dates matching your Expenditure Report,
and that the form is in Editing status, click on “ID” to open the form.

Grant: Test- TEST - 2020
Status: Underway

Program Area: Rooted in Relationships

Program Officer: Jamie Anthony

Click the ID to
open the Awarded Amount: ([

status report I
— Double check that you are submitting the l Once status is “submitted” you will
report for the correct dates — no longer be able to edit
Status eports Copy Existing Status Report | I
ID Type | Date From-To Due Date | Submitted Date Arrived? I Status
Test - 01 Expenditure Report 03/01/2020-03/31/2020 04/30/2020 - Edmng
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Step 5
Clicking the ID will open a Status Report, where you may upload your Expenditure Report. To
upload, click “Expenditure Report”

Status Report: Test- 01
Grant: Test-TEST

Status: Editing
Program Area: Rooted in Relationships

Program Manager: Jamie Anthony

Components

Complete each component of the status repart and mark it as complete. Click Submit when you are done.

ame Complete?
General Information / v
Expenditure Report

Step 6
Click “Add”

Menu | Help | Log Out ‘-.’1@ Back | | Add |
ﬁ Grant Tracking

Status Report: Test - 01
Grant: Test-TEST
Status: Editing
Program Area: Rooted in Relationships
Grantee Organization: Baseline Organization

Program Manager: Jamie Anthony

Expenditure Report Create New Version | Mark as Complete | Go
Flease upload your monthly expenditure report here.

Description File Name
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Step 7

Click “Choose File” to Upload (1.). This will open a dialogue box to select a file from your

computer (2.). Once you have selected the file to upload, Click “Open” (3.).

ngenu | B Help | '@Log Qut

& Status Report

Attach File

Please upload your monthly expenditure report here.

1

Upload File: | Chogse File |No file chosen

Description: ™

NebGrants - Nebraska Children and Families Foundation

Step 8

€ Open
« « 4 [5 » ThisPC » Documents Search Documents
Organize Mew folder =~ [
eJ Mame - Date medified Type
v & Downloads File folder
n EC Admin Interview Packets 374 File folder
1 E Gallup Online Store - Verify Order_files 114 File folder
4 Invoices 1/ File folder
R MOUs 1/ File folder
Mew folder 2/ File folder
L OneNote Notebooks /. File folder
PDG C4K+ 3/ File folder
PDG SE Kits 3 File folder
Professional 4/ File folder
Rif Website Docs 5/1 File folder
® Rooted Expenditure Reports 2 File folder
a Zoom File folder
e— £
File name: All Files
Cancel

You will now be able to see the file name next to the “Choose File” box. Type the Title and Date
of the uploaded Expenditure Report in “Description”.

%Menu | B Help | @Log Out

5}: Status Report

Attach File

Please upload your monthly expenditure report here.

QQBack | |

Upload File: | Choose File | TEST UPLOAD.pdf

Description:*

Type the Title and Date of your
Expenditure Report
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Step 9
Click “Save”

@Menu | & Help | Log Out C.-gBacH | | | | k) save
5); Status Report

Attach File
Please upload your monthly expenditure report here.
Upload File: | Choose File | TEST UPLOAD.pdf

Description:*

Step 10
In order to complete the upload and submit your report to Nebraska Children, you must click

“Mark as Complete”. If this step is forgotten, the report will not be submitted.

Status Report: Test - 01
Grant: Test-TEST
Status: Editing

Program Area: Rooted in Relationships

Program Manager: Jamie Anthony C 0w
You MUST click “Mark as
Complete” for the report to
upload and submit!

Expenditure Report
FPlease upload your monthly expenditure report here.
Description

fl Mark as Complete | Gt

File Name

TEST UPLOAD TEST UPLOAD.pdf
Last Edite
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Step 11
After you click “Mark as Complete”, you will be returned to the Status Report page, where you

will see a check mark noting that your upload is Complete. HOWEVER, you must still click
“Submit” in order for NC to receive your report.

Status Report: Test - 01
Grant: Test-TEST
Status: Editing

Program Area: Rooted in Relationships

Program Manager: Jamie Anthony

Components Preview | Submit
Complefe each component of the status report and mark it as complete. Click Submit when you are done.
Name Complete? Last Edited
General Information v 04/29/2020
Expenditure Report i 05/14/2020
Step 12

After you click “Submit”, you will get a pop-up message, verifying you are ready to submit the
report in final draft. Click “Ok”

&« C 8 nebraska.dullestech.net/statusReportComponents.do?documentPk=1588189189663

o W

nebraska.dullestech.net says

Submitting the Status Report will lock all sections from further editing
Have you completed all sections? Are you sure you are ready to submit

qebraskachildren this Status Report?

| n Cancel I
‘?j}Menu | B Help | '@Log Out |

[ Grant Tracking

Status Report: Test - 01 Click “OK” when you are ready to submit.
Grant: Test-TEST This will fully submit the report and you will
=EE [BLHTE not be able to edit or undo this action

Program Area: Rooted in Relationships
Grantee Organization: Baseline Organization

Program Manager: Jamie Anthony

Components Preview |
Complete each component of the status report and mark it as complete. Click Submit when you are done.
Name Complete? Last Edited
General Information v 04/20/2020
Expenditure Report v 05/14/2020
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Step 13
After you click “Ok”, you will get a confirmation that you have submitted your report, and there

is no further action needed by you. You can now log out of the system until your next report is
due.

B X e N =

3 Contracts
Status Report Submitted Confirmation

You have successfully submitted your Status Report with Status Report ID [01216]. Grantor has received your Status Report for evaluation. You can
return to the Grant forms by clicking here
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