
 

     
  

 

    

  

 

   
 

   

  

 

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. 

2 

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

 Make sure to select the option that shows Awarded in the status 
column. 

3 

Scroll to Pending Tasks and look for the report you would like to complete. 
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Appendix 6-5 

Step Action 

4 

Click on the corresponding three lines under Actions and select Create 
Financial Report in the pop-up window. 

5 

Under Financial Report Details, find the Reporting Period field. Click in the 
field and use the calendar to select the reporting period. Click Apply. 

6 

Enter claim totals for Activity, General Administration, Activity Delivery and/or 
Program Income as applicable, based on the approved budget. These entries 
must match the amounts on the Financial Reporting form Expenditures 
worksheet. 
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Appendix 6-5 

Step Action 

7 

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. 

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

8 
Include a Financial Narrative that provides a detailed summary of 
expenditures and an anticipated date of the next draw. This should include the 
rationale if zero reimbursement is being requested. 
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Appendix 6-5 

Step Action 

9 

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. 

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

11 
When the report is ready to submit, the Grantee clicks the red Submit Report 
button at the bottom of the page. 
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Appendix 6-5 

Step Action 

12 

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

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

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

14 

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

15 

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. 

 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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