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Expenditure Report 
Worklist

• The Monthly Expenditure Report is due 10 days after the end of each 
period.  Quarterly Expenditure Report is due 15 days after the end of 
each period

• Click “Submit Monthly/Quarterly Expenditure Report “
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Expenditure Report

• Click “New” to create the Expenditure Report
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Expenditure Report

• Click “Edit”
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Expenditure Report

• Enter Monthly “Actual Amounts” breakout incurred for the 
quarter

• Click “Recalculate”
• Click “Update”
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Expenditure Report

• Click “Personnel”
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Expenditure Report

• Click “Edit” to enter the expenses for the Personnel category
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Expenditure Report

• Enter Actual Expenditure amounts for each employee 

8



Expenditure Report

• Click “Update” to save information
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Expenditure Report

• Click “Other Direct Cost”
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Expenditure Report

• Click “Edit” to enter expenses for Other Direct Costs 
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Expenditure Report

• Enter Actual Expenditure amounts for each line item 
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Expenditure Report

• Click “Update” to save information
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Expenditure Report

• Click “Equipment”
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Expenditure Report

• If no expenditures are being reported continue to next 
category

• Click “Contracts”
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Expenditure Report

• Click “Edit”
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Expenditure Report

• Enter the Current Period amounts for the contractor by 
category
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Expenditure Report

• Click “Update”
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Expenditure Report

• ODH policy only allows obligations on the expenditure report 
prior to the final report, (ex. 4th quarter) however we are 
providing an example with this report

• Click “Obligations” 19



Expenditure Report

• Click “Edit”
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Expenditure Report

• Select appropriate Obligation Description for each entry from 
the pull down menu
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Expenditure Report

• Enter the Date Obligated (should not be later than grant end 
date) and Amount

• Click “Update”
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Expenditure Report

• Click “Summary”
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Expenditure Report

• Verify Net Amounts for Line “A and J” on the Summary page
• Click “Comments”
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Expenditure Report
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• Click “New”



Expenditure Report

• Enter comment
• If you need to upload an attachment with a report, do so 

within this page, by clicking “Browse” to locate document and 
“Upload” to attach 26



Expenditure Report

• Click “Update” to save the comment

27



Expenditure Report

• Click “Approve” to submit report
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Expenditure Report

29

• The Expenditure Report is successfully submitted! 


