Appendix 6-5: eCivis Financial Reporting
Process

Submitting the Financial Report in the Grants Network Portal

Grantees should complete the financial reporting process in the Grants Network Portal
by completing the steps shown in Exhibit 5, below.

Exhibit 5. Grants Network Portal Financial Reporting Steps

Step | Action

1 Log in to the portal with your credentials.

Scroll to Program Solicitation and click the link for the award that needs an
activity report.

B Make sure to select the option that shows Awarded in the status

o=
< Program Solicitation Due Date Status Actions
2020 ESG-CV 11/04/2020 Draft =
2 N/A
California Department of Housing and Community Development, ESG - CV
2021 - HOME Investment Partnerships Program (HOME) 07/31/2022 Draft =

CA HCD DEMO, Home - Projects st Account)

2021 Housing for a Healthy California (HHC) Article | 01/10/2022 Draft
CA HCD DEMO, NHTF - (Test Account)

CDBG - Competitive 10/15/2030 Draft

Home Rehabi

tion

CA HCD DEMO, Community Development Block Grants - (Test Account)

CDBG - Competitive 10/15/2030
SCREEN SHOTS

CA HCD DEMO, Community Development Block Grants - (Test Account)

Scroll to Pending Tasks and look for the report you would like to complete.

({ Pending Tasks )

Show 10 v entries Search:
Task Type Due Date Actions
Financial Report Request 07/15/2021 =
Activity Report Request 10/01/2021 =

3
©
Activity Report Request 11/01/2021 =
Activity Report Request 12/01/2021 =
Activity Report Request 01/01/2022
Financial Report Request 01/15/2022
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Click on the corresponding three lines under Actions and select Create
Financial Report in the pop-up window.
Create Financial Report
Mark Task Complete
Under Financial Report Details, find the Reporting Period field. Click in the
field and use the calendar to select the reporting period. Click Apply.
Financial Report Details
[Reporting Period: * ]D
‘ﬁ 11/15/2021 ‘ 8 11/15/2021 Cancel
< Nov 2021 Dec 2021 >
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
1 2 3 4 5 6 1 2 3 4

7 8 9 10 N 12 13 5 6 T 8 9 10 1

14 n 16 17 18 19 20 12 13 14 15 16 17 18

21 22 23 24 25 26 27 19 20 21 22 23 24 25

28 29 30 1 26 27 28 29 30 3
Enter claim totals for Activity, General Administration, Activity Delivery and/or
Program Income as applicable, based on the approved budget. These entries

6 must match the amounts on the Financial Reporting form Expenditures

worksheet.
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Financial Report Details

Reporting Period:

Invoice number:

Receiver ID:

Categot Spend Match Spend + Match Award Remaining
1. Activity $ 25 $ $ $
2. General Administratiop 3 7 $ $ ) S
3. Activity Delivery $ § $ $
Program Income Received Expended Balance
\. J § | 13444 § | 127,573.6¢ $
Report Total Spend Match Spend +Match
§ /69 § /0.0 $

Check the Reimbursement Request box at the bottom of the Financial
Report Details section if you are requesting reimbursement. The dollar value
will auto-populate based on the expenditures entered. Grantees can change
this amount, if desired.

Reimbursement Request®

$ 6,700.00

B If this is a zero-dollar Financial Report without a Reimbursement
Request, make sure that you DO NOT CHECK the Reimbursement
Request box.

U Reimbursement Request

Include a Financial Narrative that provides a detailed summary of
8 expenditures and an anticipated date of the next draw. This should include the
rationale if zero reimbursement is being requested.
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f 3\
( Financial Report Narrative *

Please develop your narrative below including key metrics, spending details, and other pertinent details.

< H H2 H3 B I U =|E = %

8000 characters remaining

Below the Narrative field, Grantees will find the Financial Report Files
section. Grantees should use the Upload file function.to upload the
completed Excel-based Financial Reporting form with the signed Coversheet
and Expenditures worksheet.

Financial Report Files

Please.upload any files necessary For your financial report. This may include financial transactions, receipts, program income, etc...
‘ Upload File & '
9 Show U v entries Search:

File Name File Size Actions

No files are available for download

Showing 0 to 0 of 0 entries Previous  Next

Save & Close Submit Report Cancel

Grantee should also use this feature to attach backup documentation in the
same order as the expenses listed in the Expenditures worksheet.

10

When the report is ready to submit, the Grantee clicks the red Submit Report
11 button at the bottom of the page.
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Step | Action

A warning box will pop up. The Grantee should click OK if they are ready to
submit the report.

B Clicking Cancel will take the Grantee back to the reporting screen.

12 Warning!

Are you sure you want to submit your financial report? This will send the contents of this
form to the grantor for approval.

Cancel m

13 | After selecting OK, the Grantee will be taken to the Award Dashboard.

Check status before exiting. Scroll to Award Activities and your submitted
report status should say Pending Approval.

Award Activities
1 4 Show 10 v entries Search:
Report Reporting Period Created By Date Created Current Status Actions
Financial Report 10/15/2021 -- 11/14/2021 Ineeda House [ 11/15/2021 Pending Approval View Report ]
Activity Report 08/02/2021 - 08/31/2021 Ineeda House 11/01/2021 Pending Approval View Report
Activity Report 11/05/2021 -- 12/13/2021 Ineeda House 11/01/2021 Pending Approval View Report

If the Grantee needs to save the report before it is ready to submit, they can
click Save and Close to return to the report later.

15 B The Grantee can locate the unfinished report under Award Activities
on the Award Dashboard.

The Current Status of the incomplete report should show as Draft, and Edit
Report should appear in the Actions column.
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