INSTRUCTIONS FOR PROCESSING A REIMBURSEMENT REQUEST

- To get started, you will need to login to the dotGrants system.
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Welcome to the PennDOT Grant Management System. The system was designed to assist applicants to effectively organize and manage on-line grant
and grant-like requests for funding, allocation and distribution.

Username |

PENNDOT - SYSTEM TEST ENVIRONMENT -

New User? Forgot Password?
NEW PASSWORD/SECURITY UPGRADE

Coming Tuesday November 22 2011. Click here for more information

Help:
All help-related information is listed at dotGrants Home.

Read Me First:
Before you access this system you should first review the system requirements.

Additional guides for downloading:
 New User Registration Guide
 New User Activating Guide for Autharized Officials

Frequently Asked Login Questions:

When I try to login it tells me- “Your account's email has not been confirmed. Please confirm your email address via the E-mail Confirmation email
sent to you when you registered your account”. I did not get the email confirmation. Should I start over and register again?

There are a number of users who have registered in dotGrants multiple times. Only one account is activated by the Bureau administrator. Please make
sure you are using the correct username that was entered when you registered in dotGrants. If you are unsure of the correct username or may have
registered multiple times with multiple usernames, please send an email with your name, grant/program, organization/municipality to:
dotGrantsAdmin@state.pa.us.

When I log in, it says my password has expired? What should I do?

In dotGrants, passwords expire every 60 days. After you log in, you will be taken to the Contact Information screen with text at the top in a grey box
stating your password has expired. Enter in a new password in the Passward and Confirm Password text boxes. Click SAVE. A confirmation box will
appear at the top of the page. Click the Main Menu link at the top left to go to the home page.

I am trying to have my password sent to me using the Forgot Password? link on the home page, but I am having trouble.
Itis important that you use the correct username and email address that was entered when you registered. If you do not remember or you are using
the correct information and it still doesn't work, please send an email with your name and organization/municipality to: dotGrantsAdmin@state.pa.us.

I received the new password after clicking the Forgot Password? link, but once I log in, it takes me to my Contact Information screen and won't let
me go further?

After you receive the password and log in to dotGrants, the system requires vou to change that temporary password to a new password. Enterin a new
passward in the Password and Confirm Password text boxes. Click SAVE. A grey confirmation bax will appear at the top of the page. Click the Main
Menu link at the top left to go to the home page.
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- Click on the grant that you are submitting a reimbursement request.

Use the tree system below to view all your documents associated with a particular display filter, Selecting the '+ will expar
the view under each folder. Use the drop-down box to filter your documents.
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- Under the Related Items section, click on the “Create New” icon.

Organization:

BRF Grant Object 2012:

Status: Grant Awarded
BRF 2012 RFAP Application BRE-RFAP APP-2012

ADD NOTE

[E] MANAGEMENT ACTIVITIES
- [} Manuals and Guides
) user Manual
{5 New User Reqistration Guide
5 New User Activating Guide For Authorized Officials

'1_‘ BOA Formatted Reports
i L {9 DBE Report
e} B Administrative Links
- }& Add/Edit Organizations
- {31 Add/Edit People
.. ) Check for Errors
. B Status History
[ Date Modification Request
. 0 View Modification Histary
- [} Cocument availability
:& Manage Review Process
3 Wiew Full PDF
P e ——

- BRF New Reimbursement Workflow

;i BRF Reimbursement Rgst Newll

- BRF Reimbursement Rgst

(i INFORMATION Grows

. Grant Setup Section

| L. [3 Grant Processing Form (1)

- Grant Agreement Section

, ‘Q Attachment One (1)

L =-(\ Attachment Two (Trackwork Insp Criteria 5/11)

: t)\\ Attachment Three-Rail Car Movement Report
@, Attachment Fy

: Attachment Fiv mpetitiv

| &, Exhibit A (Right to Know)

L [ unexecuted Grant Agreement

L ) Executed Grant Agreemant

=. Project Specs/Bid Information

‘_;_ Project Specifications (1)

tandard Contract Provisions)
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Main Menu P | |Actions b | |BRF Grant Object 2012 Menu P

auditing and verification procedures.

I AGREE I DO NOT AGREE

BRF 2012 RFAP Application: ERF-RFAP APP-2012
BRF Grant Object 2012: RFAR-G-2012

By submitting this request for reimbursement you are certifying that the invoices being submitted are eligible expenses and meet all of the requirements as indicated in the grant agreement. Please note, any invoices submitted for payment are subject to
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- Under the Forms section, click on “Reimbursement Expense Form”

BRF Grant Object 2012: RFAP-G-2012
BRF New Reimbursement Workflow: RFR-2011/2012 ~

Status: Reimbursemant In Progress
User.

pennsylvama@

Mzin Meay | Proposal Menu

{Main Menu b

i NFORMATION growss

Organization: = 3{3 Grantee Required Documents
BRF New Reimbursement Workflow: RFR-2011/2012- L Reim Expense Form (1)
Status: Reimbursement In Progress

BRF Grant Object 2012 RFAP-G-2012-,

4
-

| ADD NOTE |
STATUS MANAGEMENT

Next Possible Statuses: .
| Reimbursement Submitted xj

| CHANGE STATUS

- Complete the form, then “Save”.

BRF Grant Object 2012: RFAP-G-
BRF New Reimbursement Workflow: RFR-2011/.
Status: Reimbursement In Progress
ser
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Main Menu b| | Actions b | |BRF New Reimbursement Workflow Menu b| |Related Pages b

SAVE | [ DELETE | [ viEw | [ appnote |

Crei By: System, Grant on 7/20/2012 8:37:49 AM

You gre here: > Grantee Required Documents
REIMBURSEMENT EXPENSE FORM

Instructions:

1. Enter the amount you are claiming for each line item in this reimbursement request.

2. Enter the total amount of the invoices that you are attaching as documentation for this line item.
3. Upload the backup documentation for each line item.

New Construction Related Items:

New Track Construction
Amount Budgeted for this line item: 30
Amount Previously Requested Against this Line Item:

1. Enter the amount you are claiming against this line item on this request:

2. Enter total amount of applicable costs for this line item in the attached backup documentation:
3. Upload backup documentation here:

Remaining Line Item Balance after this request:

Total Amount Claimed Against this Line Item:

Bridge Construction
Amount Budgeted for this line item:$0

Aewas ok Reninsinhs Baninbad Anainak bhin 1 ina Tham.




Then return to the “BRF New Reimbursement Workflow Menu”

BRF Grant Object 2012: RFAR-G:
BRF New Reimbursement Workflow: RFR-2011
Status:

mtu;se mant 'ln "-‘ruﬁress
User:

Main Menu b |Actions b | BRF New Reimbursement Workflow Menu k| |Refated Pages b

[save ] [ oetere || /por | [ Aop NoTE

Created By: System, Grant on 7/20/2012 8:37:49 AM

You are here: » Grantee Required Documents

DEIMRIIDCEMENT EVBERICE EARMA

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

BRF Grant Object 2012: RFAP-G

BRF New Reimbursement Workflow: RFR-2
Status: Reimbursemant [n Progress

User,

Main Menu | Proposal Menu

Main Menu b

6 INFORIATION [roms

Organization: _ =5 :{\, Grantee Required Documents
BRF New Reimbursement Workflow: RFR-2011/2012 i Reimbursement Expense Form (1)
Status: Reimbursement In Progress

BRF Grant Object 2012 REAP-G-2012-

ADD NOTE |
[E] STATUS MANAGEMENT

Next Possible Statuses:

Reimbursement Submitted | ¥
“

CHANGE STATUS .

[£] MANAGEMENT ACTIVITIES

- Then you will want to hit the “l Agree” and your Reimbursement will be submitted.
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BRF Grant Object 2012: RFAP-G-2012
h BRF New Reimbursement Workflow: RFR-2011/2012
| . . F l Status: Reimbursement [n Progress

User,
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Main Menu b | :mm.ns }| |BRF New Reimbursement Workflow Menu b |

Proof of payment to all contractors/sub-contractors for the State Amount Paid and the 30% Local Match must be provided to the Department within 30 days of receipt of funds (if not provided in this request).
IF YOU WOULD LIKE TO INCLUDE NOTES ABOUT THIS STATUS CHANGE. PLEASE SUPPLY THEM BELOW.

0 of 2000

TAGREE | [ 1DO NOTAGREE

by EntalliGrants

£ Copyright 2000-2007 Agate Software, Inc.



