Grantee Guide for Entering Expenses into

Euna Grants (Powered by AmpliFund) for Reimbursement
updated July 2026

Overall Process To Obtain Reimbursement for Grants (detailed instructions below):
1. Enter expenses into Euna Grants website.

2. Create and submit your payment request.

3. SRBC reviews and either approves or rejects your request.

1. ENTER EXPENSES

A. Purpose: By adding an expense to Euna Grants, both you and SRBC can track actual expenditures
against budgeted items. Entered expenses can then be summarized into a Payment Request.
Please note that expenses must be entered prior to creating the Payment Request.

B. Navigation: Log into Euna Grants (Powered by AmpliFund):

https://www.gotomygrants.com/account/Login.aspx. Navigate to Grant Management > Grants >
Your Grant Name > Post-Award Tab > Financial > Expenses

EUNA

Powsred by Ampit-und Details  Analytics Post-Award « Tools =

ivi inanci Budget
Activit _ Financial » g
&) Acy Test Awe s
B Contact Performance b BRI
ontacts
I Award Inforr s
AR Cash Flow »
Grant Management o
Management p
IL'I Reports Re acipient - SRBC
Settings »

P Documents Recipient Awaraname  1est Award
a

Award Status  Approved
¢ Administration
Grant-Funded Amount @  $5,000.00
Match Requirement @  $0.00

Total Budget @  $5,000.00

Expenses To Date @ $4,300.00
Match Contributions To Date @  $0.00

Invoiced To Date @  $3,300.00

Pending Invoices @  $0.00
Em Approved Invoices @  $0.00
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https://www.gotomygrants.com/account/Login.aspx

C. Click on the +icon to add new expense (red box below).

Test Recipient - SRBC v

Tools v

Details  Analytics  Post-Award v

Activity Test Award - Expenses
B Cogtact I Filter By

;AR
B Grant Management

Time Frame Al v m

Grant
il Reports
I_ P Category Select a Category.. v

f Documents

Line Item Select a Budget Item... v

¢ Administration
Clear all filters

I All Expenses

Actions
+vi

Drag a column header and drop it here to group by that column

Select All Ex.. v | De.. v | Pa. v | E. v | Pa. v | Or. v | GL.. v | L. v | As.. v | Cr. v | Pa. v | Ca v | In.. v | Ot. v

Add Expense screen (see instructions below):

Add Expense

Financials Attachments

Grant Test Award v
Category Task 01 v

Line Item Buy Supplies v

Clear all filters

ltem Type  Non-Personnel Line ltem
Direct Cost * $0.00

O Exclude From Match
Assignee(s)

Created By

Expense Date * EI

D. Under the General tab, select the Category from the dropdown list (pick from your listed Tasks).
Categories match the Budget Category from your grant budget.

E. Select the Line Item for the type of expense that you are entering.
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F.

H.

K.

Enter the Direct Cost of the expense. The cost should include both the amount covered by the
grant and the amount for your match, if applicable. Note: Do not exclude match unless
requested by your Grant Manager.

. Input the Date of the expense. If the expense covers a range of dates (i.e., an invoice from a

contractor for the entire month of July), enter the last date in the range (i.e., July 31).

Scroll down to bottom of Add Expenses screen:

Expense Status Reviewed v
Payment Status ~ New

Payee Other v | Select Payee... v Create New @

Description of Expense

Description

Set the Expense Status to Reviewed. Please note that only expenses in a “Reviewed” status will
be included in your Payment Request.

For Payee, select the type of Payee from the dropdown menu. If needed, click on Create New
and enter the name of the Payee.

Enter a brief description of the expense in the Description field.

To document Cash Match or In-Kind Match contribution to an expense, click on the Financials tab
at top of Add Expenses screen (screenshot below). Then click on the dollar sign next to Cash
Match or In-Kind Match and enter in the dollar amount that is included as either Cash Match or
In-Kind Match. Verify that the amount shown as Grant Funded is the amount which should be
reimbursed by SRBC.
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Add Expense

General [

Grant Funded  $0.00
Match Amount ~ $0.00

Direct Cost  $0.00

Amount

Amount

GL Account

GL Source Code

Cash Match 0.00% | Dollar Percentage =0.00
Amount
In-Kind 0.00% | Dollar Percentage 50.00
Amount
OtheT 0.00% |I| Percentage 50.00
Funding

Attachments

Match Amount

Add supporting documentation associated with the expense in the Attachments tab (screenshot
below). All expenses submitted must include supporting documentation. If supporting
documentation is not attached, reimbursement may be delayed. Please refer to the table below
for required documentation by expense type. Additional backup may be requested as needed.

Expense Type

Required Documentation

Non-Personnel Expenses
(supplies, equipment, consultants, etc.)

Documentation of the expense (invoice,
receipt, contract, purchase order, etc.)

AND

Proof of payment (cancelled check, ACH/EFT
confirmation, bank statement or credit card
statement with relevant line items identified)

Personnel Costs

Timesheets (signed by employee and
supervisor)

OR

Payroll register / paystubs / payroll summary
(signed and certified by an authorized officer
of the organization) Note: Reports of staff time
must clearly show number of hours worked on
grant-related tasks.
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Click the Attachments icon to upload supporting documentation. If the invoice includes costs that
cover multiple tasks, a single upload of the invoice will suffice. Highlight and summarize
reimbursable costs on the invoice for each task requested. Click on Create.

A%:Id Expense l

General Financials

Attachmentsi) u Choose file(s)

After creating all expenses for the reimbursement period, you can create and submit a payment request
(Step 2).

Page 5 of 8



2. CREATE AND SUBMIT PAYMENT REQUEST

A. Purpose: By creating a Payment Request, you will be able to send in your “Reviewed”
expenses for the period and submit them to SRBC for payment (can be one or multiple
expenses).

Details  Analytics Tools =
Activity Test AWE Financial » rd DetaI‘S

B Contact Performance »
ontacts
I Award Inforr
Y

P L R &
- Cash Flow » .ayme{r’\j equests.
Grant Management )
Management p Cash Receipts
Lt Reports Re scipient - SRBC
Settings »

Recipient Awara Name — Test Award

'- Documents
Award Status ~ Approved
¢ Administration
Grant-Funded Amount @  $5,000.00
Match Requirement @  $0.00

Total Budget @  $5,000.00

Expenses To Date @  $4,800.00
Match Contributions To Date @ $0.00

Invoiced To Date @ $3,300.00

pending Invoices @  $0.00
m Approved Invoices @  $0.00

Test Recipient - SRBC =

B. Navigation: Grant Management > Grants > Your Grant Name > Post-Award Tab > Cash
Flow > Payment Requests

C. Click Run and your list of payment requests should appear below the All Expenses
section. (You can also filter by Category, Line Item, or Time Frame before clicking Run if
you have numerous expenses listed.) Click on the link of the expense you want.

Details  A'hlytics  Post-Award v  Tools v 8ik
I Filter By
Grant  Test Awa Time Frame Al v Run
Category Select a Category... v
Line ltem Select a Budget Item... v
Clear all filters
I All Expenses
Actions
+v@
Drag a column header and drop it here to group by that column
Select All Ex.. v De.. v Pa.. v | Ex.. v Pa.. v Or.. v GL.. ¥ L. v | As. v Cr.. v Pa.. Ca.. v In.. v Ot. v A. v
Payment
Expense Request. Bu: Admin
3/29/20... P Test Reviewed New Manual Y . $0.00 $0.00 $0.00 $700.00
& Supplies User
Award
_3/29/2...
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D. Click on + sign (at top right) to add new request.
Payment Request screen:

Test Award - Reimbursement #1

I Organization and Grant Information

I Payment Request Information

Funder Organizatien ~ Susquehanna River Basin Commissior

GrantName  Test Award

Payment Request Name * Reimbursement #1
Date Created *  6/2/2023 )
Related Reparting Period(s)
Expenses From 4/1/2023 | To 4/1/2023 |

Payment Type Reimbursement v

Payment Request Status ~ Not Submitted

Sl

In the Payment Request Name, enter “Reimbursement” and then the number of the
request. For example, if you are entering your first reimbursement request, you should
name it “Reimbursement #1” and follow suit for future requests.

Date Created will auto-populate, but you can change date if desired.

. Enter Expenses From and Expenses To. For example, if you are preparing a
reimbursement request for July-September expenses, you should enter July 1 in
Expenses From and September 30 in Expenses To. (These dates are very important
because Euna will only pull in expenses within this date range that are in a “Reviewed”
status into your reimbursement request.) Note: If reimbursement requests have
overlapping periods and there are expenses during that period, this will cause an error.
Verify that Reimbursement request periods do not overlap.

. For payment type, select Reimbursement.

Enter Requested Amount. This amount should only include expenses that are covered by
your grant. Expenses that were entered to meet match requirements should not be
included in the Requested Amount. If submitting a cash match only reimbursement
request, the reimbursement amount will equal $0.00. All Cash Match must be
documented.

Add Comments, if necessary.

Click Create or if you are ready to submit, click Submit.
a. If you click Create, you will be able to come back to the payment request later to
review and make edits before submitting.
b. If you click Submit, SRBC will be notified that your Payment Request is ready for
review and you will not be able to make any further edits.
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3. REVIEWING BY SRBC AND RECEIVING REIMBURSEMENT FUNDS

SRBC receives notifications when expenses are submitted for reimbursement. If the Expense is
inputted correctly, the reimbursement funds are generally dispersed within 30 days.

If there is an issue with the Expense submitted, SRBC will reject it. Reasons for rejection could
include incorrect supporting documentation for requested amounts or cash match amounts was
submitted, the grantee is over their budget for a task, or there was a general error. The rejected
request will detail the reason and instructions for correction. The grantee must revise the
Expense and resubmit for reimbursement. Note: Do not submit a new reimbursement request
for the same time period as it will cause a rejection.

Additional Resources:

Euna Grants Technical Support: https://grants-help.eunasolutions.com/hc/en-us

How to Add a Payment Request: https://grants-help.eunasolutions.com/hc/en-
us/articles/360020168693-How-To-Add-a-Payment-Request

SRBC Consumptive Use Mitigation Grant Program: https://www.srbc.gov/our-
work/grants/consumptive-use-mitigation-grant.html
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