
INSTRUCTIONS FOR PROCESSING A REIMBURSEMENT REQUEST 
 

- To get started, you will need to login to the dotGrants system. 

 
 
 

 

 

  



- Click on the grant that you are submitting a reimbursement request. 

 

 
 
 
 

  



 
- Under the Related Items section, click on the “Create New” icon. 

 

 
 
 

- Then click on the “I Agree” icon. 

 

 
 

  



 
- Under the Forms section, click on “Reimbursement Expense Form”  

 

 

- Complete the form, then “Save”. 

 

 

  



Then return to the “BRF New Reimbursement Workflow Menu” 

 

 

- Then you will want to update the status to “Reimbursement Submitted” 

 

 

- Then you will want to hit the “I Agree” and your Reimbursement will be submitted. 

 

 


