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dotGrants System Overview

This document provides essential information for local governments to use dotGrants to complete their
Annual Reports online and is intended to provide step-by-step instructions for completing the forms.

Computer System Requirements

In order to use this system effectively all of the following standard items are required:
e Operating System Requirement: Windows or Macintosh
e Internet Connection Recommendation: 33.6 kbps or higher
e Internet Browser Requirement: Internet Explorer
e Printable Document Requirement: Adobe Acrobat Reader

How To Get Access

Before a user from a local government can access dotGrants, they must submit a Municipal Resolution
and/or an Electronic Access Licensing Agreement (EALA).

EALA Agreement & Municipal Resolution Forms

e http://www.penndot.gov/Doing-Business/LocalGovernment/LiquidFuels/

e Click the corresponding link for either Municipalities or Counties.
e Links to the forms are on the right side-bar.

Helpful Tips

e Email or call with questions BEFORE submitting the form at:
+» dotGrants-Support@pa.gov or 717-775-8135
e  ORIGINALS must be sent through the mail and they must be complete.

Process of Approval

1. Complete the forms and send the originals through the mail.
A division staff member will contact and guide you through the approval process.
Once the agreement is approved you will be contacted the same day and given instructions
to register a new user.

4. Once a newly registered user is approved and activated you will be contacted and can begin
using dotGrants.

The form requires approval from PennDOT’s Office of Chief Counsel before an account can be
activated. This process will take about two weeks. If the form(s) is incomplete, notification will be
sent to the municipality of the errors and request an updated form.

dotGrants System Login

% https://www.dotgrants.state.pa.us/egrants
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User Management

How to Change/Reset Your Password

Passwords expire every 60 days in dotGrants. If your m

password has expired, after you log in, you will be taken to

. . . Username
the Contact Information screen with text at the top in a grey
box stating your password has expired. Enter in a new Password
password in the Password and Confirm Password text boxes.
Click SAVE. A confirmation box will appear at the top of the New User? Forgot Password?

page.

How to Unlock your Account

If your account is locked due to unsuccessful login attempts, wait fifteen (15) minutes and the dotGrants
system will automatically unlock your account. Then, navigate to the Login page and click the Forgot
Password? link under the login box on the main login page for dotGrants. Enter your Username and your
email address. Click NEXT. Enter your Challenge Question answer and then click EMAIL ME.

A temporary password will be sent to your email. The temporary password will consist of your last name
with some numbers behind it. Log into dotGrants with your username and temporary password. You will
be taken to the Contact Information screen. From here you must enter a new password in the
PASSWORD and CONFIRM PASSWORD text boxes.

After you have entered a new password, click SAVE. A message will display in a grey text box stating
“Your password has been changed.....”

Click LOGOUT at the top right of the page. Click the link to login again and enter you username and your
new password.

Please refer to the Frequently Asked Questions section of the dotGrants home page for more
information regarding passwords.
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Introduction to Main Menu and Tabs

After successful login, users will be taken to the dotGrants home page. This page provides access to the
Municipal Services Dashboard where users complete their Annual Reports on-line.

Click Municipal Services Dashboard in the SYSTEM INFORMATION section to access your Projects and
Annual Reports tabs. (Note: only an Authorized Official can complete annual reports.)

1‘ MY DOCUMENTS

Use the tree system below to view all your documents associated with a
particular display filker. Selecting the '+ will expand the view under each
folder. Use the drop-down box to filter your documents.

Show
My Active Documents ~

- ] BMS Annual Report

SYSTEM INFORMATION

- ] System Administrative Links
.. {3y My Reports
.. Manuals and Guides

‘.. & Municipal Services Dashboard —

You will now be on the reporting menu page. All forms, information and messages regarding your
Annual Reports and Projects can be accessed from here.

Municipal Services Dashboard

The Municipal Services Dashboard provides access to your Annual Reports and Liquid Fuel Projects.

Dashboard Search Options

On the Projects tab, and the Annual Reports tab, users have the ability to search for items a variety of

ways.
A
of| | @ |2+ (B |m»
:Nf [ Quick Search - Search multiple columns at a time ]
!"_ =
ILﬂ [Hdvanced Search - Create a detailed search ]
'EE" - {Advanced Sort - Sort multiple columns at one time ]
E [ Column Select - Select columns for displa}r]
M Export - Save search results to Excel, Text File, Word,
: etc.
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*Municipal

User

*County
User

Inbox Tab

User: AQ muni25
Logout
-

i Projects Annual Reports

Welcome to your Dashboard! You are currently viewing your INBOX. From here, you can view and search for Annual Reports and Liguid Fuel
Projects. To view an item, double click on the selection in the list. To move to a different tab, select the tab name (i. e. Projects, Annual Reports)

PRrROJECTS
You currently do not have any Projects in your Inbox. DOU BLE CLICK

TO OPEN

ANNUAL REPORTS

Results Found: 1
REPORT TYPE

DISTRICT COUNTY
Municipal Liquid Fuels MS-965 _

MUNICIPALITY STATUS
Municipality 25 City (99999)

Results Found: 2

REPORT TYPE | YEAR | DISTRICT | COUNTY | MUNICIPALITY | STATUS
County Act 44 2014 06 Chester Chester County (15000) In Progress
County Liquid Fuels MS-991 2014 06 Chester Chester County (15000) In Progress

The first tab you will see is your INBOX. Any items requiring your attention will be listed here. To view an

item, double click on the selection in the list. To move to a different tab, select the tab name
(i. e. Projects, Annual Reports).

Projects Tab

Municipal Services Dashboard

Inbox Annual Reports |

CREATE COUNTY AID (MS-339)

of | | @ i+ M8 T2

Quick Search

DOUBLE CLICK
Ul

Results Found: 5
339/340 @

STATUS
C 12 19501 01 Culumbla Elluumsburg Town (19501) |See Attached Project Clozed
E12 19501 01 D Columbia Bloomsburg Town (19501) |Purchase of 2012 Ford F550 Project Closed
1119501 01 0 Columbis Bloomshirn Town (195011 The Town of Blonmshoros 2011 Broiect Cloced

The second tab you will see is PROJECTS, which shows all projects and their current statuses.

To view an item, double click on the selection in the list. To move to a different tab, select the tab name
(i. e. Inbox, Annual Reports).
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Annual Reports Tab

Municipal Services Dashboard

Inbox Projects i

DOUBLE CLICK

Quick Search TO OPEN

*Municipa] Results Found: 1
REPORT TYPE YEAR DISTRICT COUNTY MUNICIPALITY
User Municipal Liquid Fuels MS-965 icipality 25 City (99999
*County Results Found: 2
REPORT TYPE | MUNICIPALITY |
User County Act 44 06 Chester Chester County (15000) In Progress
County Liquid Fuels MS-991 2014 06 Chester Chester County (15000) In Progress

The third tab you will see is ANNUAL REPORTS. From here, you can view and search all your available
Annual Reports. Only reports from 2013 and forward will be listed here.

To view an item, double click on the selection in the list. To move to a different tab, select the tab name

(i. e. Inbox, Projects).
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Introduction to Annual Reports
Submitting Reports

To submit your report to your District Municipal Services Representative, select the Submission tab from
the Annual Report. If there are any errors or issues that require your attention, they will be listed here.

summary Planned Use Depositories Interest Receipts Expenditures | Contact/Bonding |

Before you can submit your report, you must correct any errors listed on this tab.

Errors marked 9 need to be corrected before report submission.

Errors marked with ! are informational warnings only and will allow you to submit your repaort.

Selecting the hyperlink listed under the Error message will take you to the specified error for correction. Once all errors have been

corrected, select the SUBMIT REPORT button to send the report to your District Municipal Services Rep. Once approved, yvou will be
notified via e-mail and dotGrants system message. Before you can submit your report, you must correct any errors listed on this tab.

Error Warning
e Errors that need to be corrected will be listed with an explanation that refers to the tab that
contains the error specified.

e Once these errors are corrected, the user will be able to submit the report.
e Reports will not be able to be submitted until after the 1st of January of each reporting year.

Informational Warnings
e Informational warnings will allow a user to submit the report and are listed to notify the user of
any possible informational issues that were identified in the report.

9 ERRORS

You must correct the following errors before you are able to submit your annual report to PennDOT.

PLANNED USE REPORT

& Please enter General Funds.

DEPOSITORIES

« Remaining Funds Available must equal the Reconcilation Depository Total

REPORT SUBMISSION

Please resolve the errors listed above before submitting your Annual Report.
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Printing Reports

In dotGrants, users are able to print per section of the Annual Report or print all of the sections of their
Annual Report. Each tab will display a PRINT SECTION OR PRINT REPORT button below the tabs.

I PRINT SECTION l PRINT REPORT I

Once a print button is selected, a PDF of the form will open in a new window. Save the form to your

computer hard drive or print a copy for your records.

Attaching & Deleting Documents to Reports

To upload supporting documents, select the Attachments icon from the Annual Report screen.

Dashboard 0 | attachments u Comments oHE|E

2013 MS-965 Municipal Liquid Fuels Report for

COUNTY Indiana
STATUS In Progress
i Planned Use | Depositories | Interest | Receipts | Expenditures | Contact/Bonding | Submission |

A dialog window will open. Select the ADD ATTACHMENT button.

Show entries  Sort by

No Records found

The types of documents that might be uploaded on this page include information that needs more than
the boxes provided and multiple cost estimates or explanations of expenses. File types include all
Microsoft Office formats (Office 97 to Office 2007) gif, jpg, pdf, png, tif, txt.

Please do not upload large documents such as an entire town plan report containing extensive data. If
submitting maps or other graphics to illustrate the information pertinent to the report please use a
commonly available format like PDF or JPG and compress the file if possible (30 MB limit).

Click the Browse... button to navigate to the document’s location. Enter a description and comment, if
desired. Click SAVE.

ADD ATTACHMENT
Attachment: H:‘\BondingInfo_2014.docx

Description: Bonding Information

Updated bonding information for 2014|

Comments:

dotGrants Annual Reports Reference Manual 7
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The document is added to the Attachments window. To edit the description, comment or document,

select the Edit icon to the right.

Bonding Information

Updated bonding information for 2014

Documents must be uploaded one at a time and saved. After you have saved the first document, you
can click the ADD ATTACHMENT button to upload an additional document.

Click the icon to close the Attachments dialog window and return to the Annual Report screen.

1 | attachments

The icon will update to show the number of attachments to the Annual Report.

Deleting Attachments
To delete an attachment, click the edit icon and select the DELETE button.

Adding & Deleting Comments on Reports

The ability to add a comment to your Annual Report is available by selecting the Comments icon from

the Annual Report screen.

Dashboard ° | attachments @ oLEIE

2013 MS-965 Municipal Liquid Fuels Report for

COUNTY Indiana
STATUS In Progress
i Planned Use | Depositories i Interest | Receipts | Expenditures |C0ntacthondingi Submission |

Once selected, the DISPLAY COMMENTS dialog box opens. Select the ADD COMMENT button.

DispLAY COMMENTS

| € e Newest v
No Records found
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Enter in the comment in the text box.

ADD COMMENT
SAVE

Comment:
I made a Bank change mid-vear, so the interest]

Status: Resolved - [¥] public comment
Active

Resolved

NA

Status: Active h Public Comment

Optional: select the Status drop down to choose an action. This can be used to track comments that
require follow-up or another action. Select the Public Comment checkbox to allow all authorized users
to view the comment, or unselect to keep the comment internal only.

Click SAVE.

The comment will be displayed in the DISPLAY COMMENTS dialog box.

DispLAY COMMENTS
| 5~ Newsst -

Re: 2013 MS-965 Municipal Liquid Fuels Report for Herndon Borough (49401)
Comment entered by BMS Admin PennDOT , BMS System Administrator on Wednesday, January 03, 2014 10:49 AM

Comment Status : Active |JReseivall Er

I made a Bank change mid-year, so the interest

Click the X to close the comment dialog box.

On the Annual Reports page, the comment will display in red to notify authorized
u Comments | users that a comment exists.

u Once the comment has been read and the comment status changed to Resolved,
Comments | the comment icon will display in gray.

Re: 2013 MS-965 Mu
Comment entered by BMS Ag
| Comment Status : lved

I made a Bank change
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Deleting Comments

To delete a comment, select the Comment icon on the Annual Report page to open the DISPLAY
COMMENTS dialog box.

Click the Edit icon next to the relevant comment.

Click the DELETE button in the EDIT COMMENT dialog box.

EpIr COMMEN
Re: 2013 MS-965 Municipal Liquid Fuels Report for

Person: |BMS Admin PennDOT  gole: |BMS System Administrator Date Created: |1/8/2014 10:49:01 AM

Comment:
I made a Bank change mid-year, so the interest

status: Resolved ~ (Y| public comment
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MS-965 Annual Report Instructions for Municipalities

Overview of Tabs

dotGrants has been updated with a fluid tab structure. This gives users the ability to access all of their
reports from one interface. Detailed explanations of each tab are listed below. The MS-965 Annual
Report for municipalities has the following tabs: Summary, Planned Use, Depositories, Interest, Receipts,
Expenditures, Contact/Bonding, Submission.

Most tabs will have the SAVE and RESET button: | SAVE

e SAVE button should be clicked when the data entered on the tab needs to be saved. Also, if you
click on a different tab, this will automatically save the current tab.

e RESET button should be clicked when the user wants to reset the data to the /ast save.
(Remember entries are saved by pressing the Save button OR clicking on a different tab.)

MS-965 Summary Tab

To open your Municipal MS-965 Liquid Fuels Annual Report from the Municipal Services Dashboard,
double-click on the current year report. The page will open to the Summary Tab.

Planned Use Depositories Interest ‘ Receipts | Expenditures |Contact.r‘Bcndmg Submission
PRINT SECTION I PRINT REPORT

This tab provides view only access to the Municipal Liquid Fuels report (MS-965) summary page. The totals from all tabs related to the MS-965 report will automatically appear on the
MS-965 Summary tab.

SECTION 1 - EXPENDITURE SUMMARY

430.26 - Minor Equipment Purchases 0.00
430.27 - Computer / Computer Related Training (890.38)
430.74 - Major Equipment Purchases 0.00
430.99 - Agility Projects 0.00
431 - Street Cleaning & Gutters 0.00
432 - Winter Maintenance Services 0.00
433 - Traffic Control Devices (350.14)
434 - Street Lighting 0.00
436 - Storm Sewers & Drains 0.00
437 - Repairs of Tools & Machinery (5,743.86)
438 - Maint. & Repairs Roads & Bridges (84,986.33)
439 - Highway Construction and Rebuilding Projects 0.00
MISC - Miscellaneous 0.00
Total Expenditures (91,970.71)
SECTION 2 - RECEIPTS SUMMARY
Actual Balance in Municipal Liquid Fuels Tax Fund on January 1st, 2013
State Funds Current Year (Act 655) 82,496.91
Turnback Allocation (Act 32) 9,520.00

Interest on Investments

Reimburseable Agreements

Miscellaneous Receipts
Total Receipts 92,051.39
Remaining Funds Available as of December 31st, 2013 3,074.64

Beginning Balance plus Total Receipts minus Total Expenditures

SEcTnn 3 - FoumesenT Bal ANCE
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e The Summary tab provides view only access. The totals from all tabs related to the MS-965
report are automatically calculated on the Summary tab.

o The Ending Balance from the previous year’s Annual Report will show in SECTION — 2 RECEIPTS
SUMMARY.

o Liquid Fuel or Turnback Allocations received from the Commonwealth are entered
automatically.

e This page will always reflect the most up-to-date information for your municipality.

MS-965 Planned Use Tab

The Planned Use tab displays information regarding municipalities estimated Liquid Fuels Allocations for
the upcoming reporting year as well as previous year balances. This tab simply estimates the amount of
Liquid Fuels Tax money and General Fund money that you’ll have available for highway maintenance,
construction and rebuilding in the coming year.

Municipalities are required (*) to enter the General Funds amount Tax Levied for Roads and/or millage
rate information. The totals will auto-calculate once entered.

MunicpaL PLANNED UsSE REPORT FOR 2014

BALANCE FROM PREVIOUS YEAR $194,814.55
ALLOCATION YEAR 2014 ALLOCATION ACT 655 $0.00
ALLOCATION YEAR 2014 TURNBACK ALLOCATION ACT 32 $0.00
TOTAL - TO BE BUDGETED IN STATE FUNDS COLUMN $194,814.55
ITEM GENERAL Funps * STATE FUNDS TOTAL
Expenditure Summary Total 0.00 $194,814.55 $194,814.55

TAX LEVIED FOR ROADS AND GENERAL

T TR 0.0000 MILLS OR OTHER SOURCE
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MS-965 Depositories Tab

The Depositories section is new for municipalities. Municipalities will need to enter banking information
for Liquid Fuels Tax bank accounts.

Summary Planned Use | Interest Receipts Expenditures | Contact/Bonding | Submission

RESET

Enter the ACCOUNT NUMBER, DEPOSITORY NAME and YEAR END BALANCE on this tab for all Financial Institutions where Ligquid Fuels money has
been deposited. Totals will auto calculate once entered. Enter any Outstanding Deposits and/or Outstanding Checks in the space provided. Click
SAVE once entered, or select a different tab to navigate to another section.

ACCOUNT o YEAR END
NUMBER * DE ORY NAME BALANCE *

Qutstanding Deposits
Qutstanding Checks

Enter the Account Number, Financial Institution (Depository Name) and Year End Balance for all Liquid
Fuels Tax bank accounts.

ACCOUNT o YEAR END
NUMBER * bz Ty D= BALANCE *
123456789 Capital Bank of Pennsylvania 101,258.35 | Close

The municipality will need to account for and enter any Outstanding Deposits and any Outstanding
Checks written on checking accounts dedicated to Liquid Fuels Tax money.

Once entered, the MS-965 Account Balance on the Summary tab must equal the Reconciled Depository
total for your Liquid Fuels Tax bank accounts at year end.

Outstanding Deposits

Outstanding Checks '
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MS-965 Interest Tab

Municipalities will need to enter the interest earned on all accounts that contained Liquid Fuels Tax
money for the reporting year. Interest will be reported on the monthly statements and year-end 1099
forms that your bank will send.

Summary Planned Use Depaositories | Receipts Expenditures | Contact/Bonding | Submission
SAVE RESET
Enter the DATE, DEPOSITORY and INTEREST AMOUNT in the spaces provided, if applicable. Totals will auto calculate once entered. Click SAVE
once entered, or select a different tab to navigate to another section.
12
S prwostro - e
-- Select -- -
-- Select -- hd
-- Select -- -
-- Select -- -
-- Select -- -
-- Select -- -
-- Select -- hd
-- Select -- -
-- Select -- -
-- Select -- -
-- Select -- -
-- Select -- -
-- Select -- -
-- Select -- -
-- Select -- -
-- Select -- -
-- Select -- -
-- Select -- -
-- Select -- -
-- Select -- -
‘PageTotal  $0.00
ReportTotal  $0.00
12

The Depository drop down list will contain all open bank accounts that were listed on the Depositories
tab. Select the relevant bank from the drop down list and enter the date and interest amount in the
spaces provided. Once entered, the total of all interest earned will populate at the bottom of the page.

DATE * o INTEREST
(mwo0rYYYY) DEPOSITORY AMOUNT *
07/28/2012 -- Select -- A 520.13

Capital Bank of Pennsylvania - 123456789
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MS-965 Receipts Tab

Any receipts deposited to your Liquid Fuels Tax account during the year, such as a payment from the
state or a reimbursement from your General Funds as a result of an audit finding, should be entered
here. Any Liquid Fuels money received from the Commonwealth will auto populate.

¢ Date — enter the date on which you deposited the receipt to a Liquid Fuels Tax bank account
¢ Payer — enter the payer of the receipt

Amount — enter the dollar amount of the receipt

Project # - if the receipt relates to an approved Liquid Fuels project, select the PROJECT #
project # from the drop down list -- Select -
Receipt Type — see below
Reimbursable Agreement # - enter the relevant agreement # (required if € 101950101
selected)

Description — briefly state the reason for the receipt

Summary Planned Use Depositories Interest | Expenditures | Contact/Bonding | Submission
SV
Enter the DATE, PAYER, AMOUNT, RECEIPT TYPE and DESCRIPTION in the spaces provided. If applicable, select the PROJECT # and the RECIEPT TYPE. If Reimbursable Agreement Receipt Typeg
is selected, enter the Reimbursable Agreement # in the space provided. Totals will auto calculate once entered. Click SAVE once entered, or select a different tab to navigate to another section.
12
(“E::‘JEWV:" PAYER * AMOUNT * PROJECT # RECEIPT TYPE * ':‘E[GR":E"':ES:TB;E DESCRIPTION
4/1/2012 Commonwealth of PA m Act 655 Liquid Fuels Allocation
4/1/2013 Commanwealth of PA 1,440.00 Act 32 (Turnback) Turnback Allocation
-- Select -- « - Select --- -
- Select - ~ --—-Select — -
- Select - ~ --—-Select — -
- Select - ~ --—-Select — -
- Select - ~ --—-Select — -
- Select - ~ --—-Select — -
-- Select -- « - Select --- -
-- Select -- w - Select --- -
-- Select -- « - Select --- -
-- Select -- w - Select --- -
-- Select -- « - Select --- -
- Select - ~ --—-Select — -
- Select - ~ --—-Select — -
- Select - ~ --—-Select — -
- Select - ~ --—-Select — -
- Select - ~ --—-Select — -
-- Select -- « - Select --- -
-- Select -- w - Select --- -
PageTotal | $53,600.35
[ReportTotal | $53,600.35
12
Receipt Types Column
There are three receipt types available for selection:
¢ Reimbursable Agreement receipt — for expenses paid from your Liquid Fuels Tax account
reimbursed by a third party in accordance with a written agreement.
¢ Receipt from Sale of Equipment — sold equipment that you
purchased with Liquid Fuels Tax money. RECEIPT TYPe =
¢ Miscellaneous Receipt — any other money deposited into your --- Select --- hd
Liquid Fuels Tax account, including reimbursement of Audit Miscellaneous Receipt
Findi Reimbursable Agreement
Inaings. Sale of Equipment
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MS-965 Expenditures Tab

The Expenditures tab will display all checks that you wrote against your liquid fuels checking account
and will show how the municipality spent their Liquid Fuels allocations for the year.

Record amounts such as bank fees deducted from the checking account, checking account adjustments
and transfers from checking to a liquid fuels savings account or certificate of deposit.

This tab records activity in your Liquid Fuels checking account, not your General Fund.

Summary Planned Use Depositories Interest Receipts | Contact/Bonding | Submission
ADD EXPENDITURE
To add a new expenditure, select the ADD EXPENDITURE button. Once entered, a summary of expenditures will display below. Totals will auto calculate once entered. Click SAVE once
entered, or select a different tab to navigate to another section.
1
CHECK / DATE * - + APPLIED BUDGET ITEM |
VOUCHER # * (wwnorrryy) RECIPTENT CHECK AMOUNT ™ puouUNT *  DESCRIPTION
1

How to add Expenditures

Select the ADD EXPENDITURE button from the Expenditures tab.
¢ The Expenditure Entry screen opens

EXPENDITURE ENTRY

Enter the CHECK/VOUCHER #, DATE and RECIPIENT in the spaces provided. If expenditure check/voucher doesn't exist, (i. e. EFT), select the CREATE TRANSACTION # button. A
system generated number will be entered for this expenditure.

To enter a VOIDED check, select MISC — Miscellaneous under the BUDGET ITEM NUMBER section, and enter VOID for the Description.

Select a BUDGET ITEM # from the list. If the expenditure is for an Approved Liquid Fuels project, select the 438 or 439 BUDGET ITEM # and enter the DESCRIPTION (optional) and
APPLIED AMOUNT.

To split a check, select the relevant BUDGET ITEM #’s from the list and enter the APPLIED AMOUNT(s).
Totals will auto calculate once entered. Click SAVE. Enter remaining expenditures as needed, to return to the Expenditure tab, select the RETURN button.

CHECK # / - =
VOUCHER # * DATE RECIPIENT TOTAL CHECK AMQUNT

[ Creste Transaction = T

BUDGET ITEM NUMBER *

[] 430.26 - Minor Equipment Purchase [7] 434 - Street Lighting

[7] 420.27 - Computer / Computer Related Training [7] 436 - Storm Sewers & Drains

] 430.57 - Agility Projects "] 437 - Repairs of Tools & Machinery

[] 430.74 - Major Equipment Purchase [C] 438 - Maint. & Repairs Roads & Bridges

7] 431 - Street Cleaning & Gutters "] 439 - Highway Construction and Rebuilding Projects
[T] 432 - winter Maintenance Services [C] MISC - Miscellaneous

[T] 433 - Traffic Control Devices

APPLIED
BUDGET ITEM DETAIL DESCRIPTION AMOUNT *

[Total Check Amoynt [ s000

Enter the CHECK/VOUCHER #, DATE and RECIPIENT in the spaces provided.

vg:tf::n##l - DATE * RECIPIENT *
1025 [ Create Transaction # ] 02/01/2013 Electric Supplier
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e Select a BUDGET ITEM NUMBER from the list that relates to the check transaction
0 The BUDGET ITEM DETAIL expands to show the permissible entries
e Enter a DESCRIPTION (optional, unless “OTHER” is selected) and the amount applied to this

expense
e Click SAVE
Vglrglfgk##f‘ DaTE * RECIPIENT * TOTAL CHECK AMOUNT
1025 Create Transaction # ] 02/01/2013 Electric Supplier _

[T 430.26 - Minor Equipment Purchase

[[] 420.27 - Computer / Computer Related Training
[C] 430.57 - Agility Projects

[C] 430.74 - Major Equipment Purchase

[[] 421 - Street Cleaning & Gutters

[C] 432 - winter Maintenance Services

BUDGET ITEM NUMBER *

[¥] 434 - Street Lighting

[T 436 - Storm Sewers & Drains

[C] 437 - Repairs of Tools & Machinery

[C] 438 - Maint. & Repairs Roads & Bridges

[] 439 - Highway Construction and Rebuilding Projects

[C] MISC - Miscellaneous

[T 433 - Traffic Control Devices

BUDGET ITEM DETAIL

DESCRIPTION

APPLIED
AMOUNT *

Fuel

Labor

Lighting Installation

Lighting Maintenance, Repair, or Parts
Lighting Operation or Electricity

SAVE DELETE

An informational message will appear above the
page (as shown on the right), and a blank
EXPENDITURE ENTRY screen becomes available
for the user to enter more expenditure items.

o Please review the information below.

+« 1025 has been successfully created.
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Creating Transactions when Check Doesn’t Exist

If an expenditure check/voucher doesn’t exist, (i. e. EFT), select the CREATE TRANSACTION # button. A
system generated number will be entered for this expenditure.

CHECK # / * *
VOUCHER # * DATE RECIPIENT
EFT835314986 [ Create Transaction # | 02/01/2013  Material Supplied

Expenditures for Approved Liquid Fuels Projects

If the expenditure is for an Approved Liquid Fuels project, select the 438 or 439 BUDGET ITEM NUMBER
and enter the DESCRIPTION (optional) and DISTRIBUTED AMOUNT, in the row containing the
appropriate project number.

The approved bridge project # will be available for selection in the BUDGET ITEM DETAIL section. Enter
the related project details in the text boxes and click SAVE to record the expenditure for the project.
Click RETURN to view the entered Expenditure.

How to Enter a Split Check

When a paid expenditure is for multiple Budget Item categories, the user must select the relevant
Budget Item numbers from the list.

CHECK # [

VOUCHER £ * DATE * RECIPIENT * TOTAL CHECK AMOUNT
EFTE35314986 Create Transaction # ] 02/01/2013 Material Supplier _
BUDGET ITEM NUMBER *

[7] 430.26 - Minor Equipment Purchase [T 434 - Street Lighting

[[] 420.27 - Computer / Computer Related Training [] 436 - Storm Sewers & Drains

7] 430.57 - Agility Projects 7] 437 - Repairs of Tools & Machinery

[7] 430.74 - Major Equipment Purchase [] 438 - Maint. & Repairs Roads & Bridges

431 - Street Cleaning & Gutters [] 439 - Highway Construction and Rebuilding Projects

W] 432 - Winter Maintenance Services || MISC - Miscellaneous

] 433 - Traffic Control Devices

BUDGET ITEM DETAIL DESCRIPTION CLEEED

AMOUNT *

Fuel

Labor

Tool or Equipment Rental Equipment Rental 2,525.00

Fuel

Other Winter Maintenance Services

Road Salt 8,500.00
Snow Fence

Storage Sheds or Buildings (Road Salt)

Winter Road Crew/Crew

To split a check, select the relevant BUDGET ITEM NUMBER’s and enter the APPLIED AMOUNT(s) and
DESCRIPTION.

Totals will auto calculate once entered. Click SAVE.
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How to Enter a VOIDED check

To enter a VOIDED check, select the ADD EXPENDITURE button. Enter the CHECK # and the DATE and
select the VOID CHECK button.

ToTAL
vgu.?:::n##’* DATE * RECIPIENT * CHECK VOID CHECK
AMOUNT
1234 | create Transaction # | = 05/21/2013 - VOID CHECK

A dialog box will open asking for confirmation. Click OK.

Message from webpage - — ﬂ

I.-"'_"\-. Do you really want to void the check? This will remove all funding but

W' leave a record of the check in the system.

Press OK - To Void the Check
Press Cancel - To Cancel the Request

I | 0K | [ Cancel

An informational message will appear above the page (as

shown on the right), and a blank EXPENDITURE ENTRY ) oo review the information below.

. # 1153 has been successfully created.
screen becomes available for the user to enter more

expenditure items.
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How to Void an Existing Expenditure

If a check has already been entered and needs to be voided, select EDIT next to the relevant check on

the Expenditures tab.

Summary Depositories Interest Receipts Acct. Receivables

ADD EXPENDITURE

Acct. Payables | Encumbrances | County Aid

Submission

0 add a new expenditure, select the ADD EXPENDITURE button. Once entered, a summary of expenditures will display below. Totals will auto calculate once
entered. Click SAVE once entered, or select a different tab to navigate to another section.

1
CHECK / SPLIT Cl D! B ITem |
voucueR #  DATE T TOTALAMOUNT  AMOUNT DescrapTIon
1152 03/01/2013 Contract 1,852.25 434 - Lighting Maint: , Repair, or Parts it |
ontractor Bulb Rlegplél'lcgemzlrl;ltznﬁnca £pair, or Fa Edlt
Click the VOID CHECK button.
vgl:':::k##f . DATE * RECIPIENT * TGI\::E)E:'FCK VOID CHECK
1152 [ CreateTransaction # | 03/01/2013  Contractor - VOID CHECK
A dialog box will open asking for confirmation. Click OK.
Message from webpage ——— u
- ‘-I Do you really want to void the check? This will remove all funding but
¥ leave a record of the check in the system.
Press OK - To Void the Check
Press Cancel - To Cancel the Request
| | oK | ’ Cancel
Al  ———
Click SAVE. Click RETURN to view the entered Expenditures.
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Viewing and Modifying Expenditures

After completion of entering your expenditures, select the RETURN button under the tab selection area.

The entered expenditures will appear under the Expenditures tab.

Depositories Interest Receipts Contact/Bonding | Submission
ADD EXPENDITURE

Eelect the ADD EXPENDITURE button. Once entered, a summary of expenditures will display below. Totals will auto ca
tt a different tab to navigate to another section.

1
CHECK [ DATE * APPLIED BUDGET ITEM |
VOUCHER # *  (MMDoNvYY) RECIPIENT * CHECK AMOUNT * AMOUNT * e
1025 2/1/2013 Electric Supplier 582.35 434 - Lighting Operation or Electricity
EFT835314986 2/1/2013 Matenial Supplier 11,025.00 2,525.00 431 - Tool or Equipment Rental
Equipment Rental
EFT835314986 2/1/2013 Matenial Supplier 11,025.00 8,500.00 432 - Road Salt

To modify an expenditure, select the Expenditures tab. Click Edit next to the relevant transaction.

Depositories Interest Receipts Contact/Bonding | Submission
ADD EXPENDITURE

Eelect the ADD EXPENDITURE button. Once entered, a summary of expenditures will display below. Totals will auto ca
tt a different tab to navigate to ancother section.

1
CHECK / DATE * APPLIED BUDGET ITEM |
VOUCHER # *  (MWDDNYYY) RECIPIENT * CHECK AMOUNT * AMOUNT * e
1025 2/1/2013 Electric Supplier 582.35 434 - Lighting Operation or Electricity
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Enter the updated data in the relevant text boxes. If necessary, to delete the amount entered
previously, select the new BUDGET ITEM NUMBER from the list and uncheck the incorrect BUDGET

ITEM NUMBER.

VOUCHER # *

CHECK # / DATE * RECIPIENT * TOTAL CHECK AMOUNT

1026 Create Transaction # ] 02/04/13 Electric Supplier _

BUDGET ITEM NUMBER *
430.26 - Minor Equipment Purchase 434 - Street Lighting
430.27 - Computer / Computer Related Training 436 - Storm Sewers & Drains CheCk #; Date:
430.57 - Agility Projects 437 - Repairs of Tools & Machinery Budget Item
430.74 - Major Equipment Purchase 438 - Maint. & Repairs Roads & Bridges Number and
431 - Street Cleaning & Gutters 439 - Highway Construction and Rebuilding Projects
amount have

432 - Winter Maintenance Services MISC - Miscellaneous

- been updated
[¥] 433 - Traffic Control Devices

BUDGET ITEM DETAIL DESCRIPTION mm‘
Fuel
Labaor
Operation/Electricity i 85235

Rail Traffic Signal Installation

Signal Maintenance or Repair

Street Sign

Traffic Calming Activites

Traffic Signal Installation

| e

Click SAVE. The item updates on the Expenditures tab.

CHECK [ DATE * APPLIED BUDGET ITEM |
VOUCHER # *  (Mm/DDiYYYY) SEEIEL Ll AMOUNT * DESCRIPTION
EFT835314986 2/1/2013 Material Supplier 11,025.00 2,525.00 431 - Tool or Equipment Rental
Equipment Rental
EFT8325314986 2/1/2013 Material Supplier 11,025.00 8,500.00 432 - Road Salt
1026 2/4/2013 Electric Supplier 852.35 433 - Operation/Electricity

Edit
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Uploading Expenditures

To upload expenditures into dotGrants, select the UPLOAD button on the Expenditures tab.

—

Encumbrances

PRINT REPORT

Acct. Payables

PRINT SECTION

Acct. Receivables |

ADD EXPENDITURE

The Expenditure Upload screen opens.

RETURN
ExPENDITURE UPLOAD

The Expenditure Upload allows the option of importing data from files that contain expenditure information instead of manually entering the data. You may upload all or
part of your expenditures using the template provided (listed below) or create your own Excel template.

The Excel file should only contain one sheet with no formulas. Column names must appear on Row 1.

Expenditure Upload Template (*.xlsx) Template
Expenditure Upload Help Document

To upload the file use Browse to select your file, and then select Upload Expenditure. The data will be added to your annual report once errors/warnings are corrected.

Preferred column heading names for the import file: Check #, Date, Recipient, Budget Ttem #, Budget Ttem Detail, Description, Amount

Expenditure Upload File:

[ Upload Expenditure ]

For each spreadsheet that can be imported, there are requirements for which fields are allowed and
which fields are required. Before importing a file, be sure to follow the below guidelines and
requirements in preparing an import file.
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Sample Check Expenditure Spreadsheet:

Type Date Num Name Account Debit Credit
Check 1/18/2013 4708 HILLSIDE STONE CASH 632.85
HILLSIDE STOMNE 438.25 MAINT SUPPLIES 632.85
@ 63285 632 .85
Check 2/2/2013 4709 BAYLESS FUEL CASH 2,853.48
BAYLESS FUEL 438.23 MAINT FUEL 2,853 .48
@ 2,853.48 2,853.48
Check 2/24/2013 4710 BAYLESS FUEL CASH 59513
@ BAYLESS FUEL 438.23 MAINT FUEL 59513
595.13 59513
Check 3/3/2013 4711 BAYLESS FUEL CASH 515.01
BAYLESS FUEL 438.23 MAINT FUEL 515.01
515.01 515.01
@ QuickBooks Export Tips | Sheet1 /¥J
Modifications will be required before the Excel file can be uploaded to dotGrants.
1. File cannot contain blank rows or columns
2. Delete all tabs, except Sheet 1
3. No total cells/rows
4. Each row/expenditure must contain the check number and date
Acceptable upload format:

Date Num Name Account Debit
1/18/2013 4708 HILLSIDE STONE 438.25 MAINT SUPPLIES 632 85
222013 4709 BAYLESS FUEL 438.23 MAINT FUEL 2853448
2242013 4710 BAYLESS FUEL 438.23 MAINT FUEL 59513
332013 4711 BAYLESS FUEL 438.23 MAINT FUEL E15.01
3242013 4712 CONWAY AND OMALLEY 437.25 MACH REP SUFPFLIES 1.129.98
3/28/2013 4713 BAYLESS FUEL 438.23 MAINT FUEL 2427 BR
4/4/2013 4714 5 HASBROUCK SAND & GRA 438.25 MAINT SUPPLIES 139.05
4/10/2013 4?15|FI"JE STAR EQUIP CO !43?_25 MACH REP SUPPLIES 239
4/10/2013 4716 WALSH EQUIFMENT 437.25 MACH REP SUFPFLIES 37T 58

| » ¥ Sheet1 /%3 ~
The spreadsheet now follows the guidelines for import.
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Other Guidelines to Consider
The predefined template contains the preferred column heading names for the spreadsheet import file.

Check # Date Recipient Budget Budget Item | Description Amount
Item # Detail

The column headings do not need to match the predefined headings (listed above), but the user may
modify the headings in the spreadsheet import file to match.

Once all modifications have been made to the spreadsheet import file,

1. Select the Browse... button to initiate the upload. Browse to the location and choose the file for

import.

Expenditure Upload File: H:\dotGrants\corrected_quickbooksexport.xls

Upload Expenditure

2. Click the Upload Expenditure button.

The spreadsheet import file contains different column headings that must be mapped to match the
current expenditure field names. Click the relevant drop down box and map the source column name to

the preferred column name.

9 Please review the information below.

« Column name(s) mismatch or improper column order provided. Please map and confirm the appropriate columns with the standard
format.

Source Column Target Column

Date Date

Num Check # -

MName Recipient -

Account Budget Item # -

Debit Amount -
Continue ]l[ Cancel |

ﬁ

Once the column names have been selected, click the Continue button.
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The UPLOAD READY DATA screen opens.

UpLoaD ReaDy Data

Nomper CHECK # RECIPIENT SUDGET ITEM  pETATL/DESCRIPTION AMOUNT CHECK STATUS [ROW STATUS |EDIT |DELETE
11 Errer EDIT || DELETE
12| Error EDIT | | DELETE

EDIT || DELETE
314709 02/02/2013 BAYLESS FUEL 438.23 MAINT| 2853.48| Infc  Invalid Budget item Number
FUEL
44710 02/24/2013 BAYLESS FUEL 438.23 MAINT] 595.13 Info Warning EDIT | [ DELETE
FUEL
54711 03/03/2013 BAYLESS FUEL 438.23 MAINT] 515.01] Info Warning EDIT [ DELETE
FUEL
64712 03/24/2013 CONWAY AND OMALLEY 437.25 MACQ 1129.98| EDIT | [ DELETE
REP SUPPLIE!
7la713 03/28/2013 BAYLESS FUEL 438.23 MAIN 2427.56| Info Warning EDIT | | DELETE
FUE
84714 04/04/2013 3 HASBROUCK SAND & GRA 438.25 MAINT] 139.05 Infg Warning EDIT | [ DELETE
SUPPLIES)
5la71s 04/10/2013 FIVE STAR EQUIF CO 437.25 MACH 2.39 Info Warning EDIT | [ DELETE
REP SUPPLIES|
10/4716 04/10/2013 WALSH EQUIPMENT 437.25 MACH 377.58 Info Warning EDIT | [ DELETE
REP SUPPLIES)

UPLOAD SUMMARY

$8,673.13
s0.00

sccept | [ Save Upload | [ Delete Upload |

- -
(N e

The UPLOAD SUMMARY section will display the total rows, amounts and errors/warnings from the
spreadsheet import file. Before the file can be uploaded, all errors/warnings must be corrected. You can
correct your file on your pc and upload the file again or make the corrections using the EDIT button next
to the line item.

Fixing Errors and Warnings
For each incomplete line item, a message will appear in the ROW STATUS column. Hover your mouse
cursor over the message to view the details.

| |ROW STATUS |EDIT |(DELETE

To delete blank lines from the imported spreadsheet, click the DELETE button.
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Click OK in the dialog box.

Message from webpage @
&% Do you really want to delete this Check (#:8nbsp;)? The information
cannot be automatically recovered,

Press OK - To Delete the Check
Press Cancel - To Cancel the Request

. ok || cancel

Click the EDIT button to modify the line item(s). The EXPENDITURE ENTRY screen opens.

CHECK # /
VOUucHER # *

4708 Create Transaction # 01/18/2013 HILLSIDE STONE _ $632.85

DATE * RECIPIENT * TOTAL CHECK AMOUNT UPLOAD CHECK TOTAL VOID CHECK

m'llaBEK CHECK # | DATE | RECIPIENT AMOUNT BUDGET ITEM/DETAIL | DESCRIPTION ‘ coPY
2 4708 01/18/2013 HILLSIDE STONE 632.85 438.25 MAINT SUPPLIES @
BUDGET ITEM NUMBER *
[] 430.26 - Minor Equipment Purchases [[] 434 - Street Lighting
[] 430.27 - Computer / Computer Related Training [[] 436 - Storm Sewers & Drains
[C] 430.74 - Major Equipment Purchases [C] 437 - Repairs of Tools & Machinery
[T] 430.99 - Agility Projects [C] 438 - Maint. & Repairs Roads & Bridges
[C] 431 - Street Cleaning & Gutters [C] 439 - Highway Construction and Rebuilding Projects
[7] 432 - Winter Maintenance Services [7] MISC - Miscellaneous
[7] 433 - Traffic Control Devices

DISTRIBUTED

copy BUDGET ITEM DETAIL DESCRIPTION e

SavE
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A common error is that the Budget Item # from the imported spreadsheet does not match the
predefined Budget Item #'s for expenditures. To fix this error, select the relevant Budget Item # from the
list, in this case, 438. The BUDGET ITEM DETAIL section displays below.

CHECK # /
e DATE * RECIPIENT * TOTAL CHECK AMOUNT VOID CHECK
4708 [ CreateTransaction # | 01/18/2013  HILLSIDE STONE _ VOID CHECK
NggrER CHECK # DATE RECIPIENT AMOUNT BUDGET ITEM/DETAIL ‘ DESCRIPTION | COPY
2 4708 01/18/2013 HILLSIDE STONE 632.85 438.25 MAINT SUPPLIES @
BUDGET ITEM NUMBER *
[T 420.26 - Minor Equipment Purchases [T] 434 - Street Lighting
[7] 420.27 - Computer / Computer Related Training [T 436 - starm Sewers & Drains
[ 420.74 - Major Equipment Purchases [T] 437 - Repairs of Tools & Machinery
[T] 430.99 - Agility Projects ¥| 438 - Maint. & Repairs Roads & Bridges
[7] 421 - Street Cleaning & Gutters [7] 439 - Highway Construction and Rebuilding Projects
[T] 432 - winter Maintenance Services [C] M1SC - Miscellaneous
[7] 433 - Traffic Control Devices
Copy BUDGET ITEM DETAIL DESCRIPTION D;zrmts_o
[ Copy | Aggregates 632.85

Click the Copy button next to the relevant detail item. This will carry the DESCRIPTION (if available),
DISTRIBUTED AMOUNT and the TOTAL CHECK AMOUNT from the imported data to the detail line item
for the expenditure. Manually enter any information that was not included in the upload.

| SAVE | | DELETE |

Click the SAVE button.

Once the expenditure item has been updated, the UPLOAD READY DATA table ROW STATUS changes
from Error to Valid. The UPLOAD SUMMARY displays “0” for TOTAL ERRORS/WARNINGS.

UprLOAD READY DATA

RECIPIENT 2UDGE”TE" DETAIL/DESCRIPTION AMOUNT CHECK STATUS |ROW STATUS |EDIT |DELETE
34709 02/02/2013 BAYLESS FUEL 438 $2,853.48 alid [ DELETE |
44710 02/24/2013 BAYLESS FUEL 438 $595.13 alid [ DELETE ||
5/4711 03/03/2013 BAYLESS FUEL 438/ $515.01 alid (_DELETE ||
s/a712 03/24/2013 CONWAY AND OMALLEY 437 $1,125.95 alid [ DELETE |
7|a713 03/28/2013 BAYLESS FUEL 438 $2,427.66 alid [ DELETE ||
ala714 04/04/2013 8 HASBROUCK SAND & GRA 438 $139.05 alid [oELETE |
94715 04/10/2013 FIVE STAR EQUIP CO 437 ‘ $2.39 alid [ DELETE |
1044716 04/10/2013 WALSH EQUIPMENT 437 | $377.58 alid [ pELETE |

UPLOAD SUMMARY

$8,673.13
1
s

[Tora: Exnons/Wamanes: | ¢
[Torn: Curocs Reconcreeo: | RN

[Accept | [ Bave Upload | [ Delete Upload |

Click the Accept button to finalize the spreadsheet import steps.
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A confirmation notification will be displayed.

EXPENDITURE UPLOAD

+ Imported information accepted Successfully.

o Please review the information below. If you need addition:

Click the RETURN button. The Expenditures page opens displaying the uploaded items.

bst ‘ Receipts

ADD EXPENDITURE

Contacthonding‘ Submission |

PRINT SECTION I PRINT REPORT

CHECK /[
VOUCHER #

4708
4709
4710
4711
4712
4713
4714
4715
4716
148

147

149

150

151

DATE
01/18/2013
02/02/2013
02/24/2013
03/03/2013
03/24/2013
03/28/2013
04/04/2013
04/10/2013
04/10/2013
06/05/2013
06/19/2013

08/21/2013

09/18/2013

10/02/2013

RECIPIENT

HILLSIDE STONE
BAYLESS FUEL
BAYLESS FUEL
BAYLESS FUEL
CONWAY AND OMALLEY
BAYLESS FUEL

8 HASBROUCK SAND & GRA
FIVE STAR EQUIP CO
WALSH EQUIPMENT

1D Diversified Services
HRG Engineering

Joseph McCormick Construction

Joseph McCormick Construction

Russell Standard Corporation

SPLIT CHECK DISTRIBUTED
TOTAL AMOUNT AMOUNT

632.85

2,853.48

505.13

515.01

1,129.98

2,427.66

138.05

2.39

377.58

37,304.22

68,750.60

29,124.06

81,242.49

e —

utton. Once entered, a summary of expenditures will display below. Totals will aute calculate once entered. Click SAVE once entered, or select a different tab to navigate to

1

BUDGET ITEM |

DESCRIPTION
438 - Aggregates
438 - Fuel
438 - Fuel
438 - Fuel
437 - Parts
438 - Fuel
438 - Aggregates
437 - Parts
437 - Parts
sl
3(1}5;(5 - Other (Flease Describe)

13-25220-002 Edit
439 - Highway Construction and Rebuilding Projects -
Pave sections on various township roads
E

13-25220-003
439 - Highway Construction and Rebuilding Projects

Place 19mm Binder on various roads
438 - Seal Coat (0il and Chipping) Edit
Sealcoat Various Township

The expenditures carry to the Summary page of the Annual Report.
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MS-965 Contact/Bonding Tab

Municipalities must enter the Name of the Bonded Person, bonded amount, bonding agent, time period
bonded until, the Municipal Secretary name and the phone number for the municipality. Additional
contact information, such as address, email address and fax number should also be entered. Enter
additional information as needed.

summary Planned Use Depositories Interest Receipts Expenditures | Submission
RESET

CONTACT AND BoNDING DATA

NAME OF BONDED PERSON * Municipal Authorized Official

HAS BEEN BONDED IN THE AMOUNT OF § * 100,000.00

BONDED By * Municipal Surety Bonding Company, Inc
BONDED UNTIL (YEAR) * 2014

SECRETARY NAME: * Municipal Secretary

OFFICE HOURS - HOME

OFFICE HOURS - MUNICIPAL OFFICE 8am - 4 pm (Mon, Wed, Fri)
PHONE NUMBER * 202-555-1212
FAX NUMBER

MAIL ADDRESS (NAME AND STREET NUMBER)
MAIL ADDRESS (CITY, STATE, ZIP)

EMAIL ADDRESS

MS-965 Submission Tab

Refer to “Submitting Reports” on page 6 of this manual. These instructions apply to all annual
reports.
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MS-991 Annual Report Instructions for Counties

Overview of Tabs

dotGrants has been updated with a fluid tab structure. This gives users the ability to access all of their
reports from one interface. Detailed explanations of each tab are listed below. The MS-965 Annual
Report for municipalities has the following tabs: Summary, Planned Use, Depositories, Interest, Receipts,
Expenditures, Contact/Bonding, Submission.

Most tabs will have the SAVE and RESET button: | SAVE

e SAVE button should be clicked when the data entered on the tab needs to be saved. Also, if you
click on a different tab, this will automatically save the current tab.

e RESET button should be clicked when the user wants to reset the data to the /ast save.
(Remember entries are saved by pressing the Save button OR clicking on a different tab.)

MS-991 Summary Tab

To open your County MS-991 Liquid Fuels Annual Report from the Municipal Services Dashboard,
double-click on the current year report. The page will open to the Summary Tab.

2013 MS-991 County Liquid Fuels Report for Crawford County (20000)

STATUS In Progress

Depositories Interest Receipts Acct. Receivables | Expenditures | Acct. Payables | Encumbrances | County Aid Submission

This tab provides view only access to the County Liquid Fuels report (MS-991) summary page. The totals from all tabs related to the MS5-9291 report will automatically
appear on the M5-891 Summary tab.

BEGINNING BALANCE

Actual Balance in County Liquid Fuels Tax Fund on January 1st, 2013 1,148,309.38
RecepTs
Liguid Fuels Tax Funds Received from Commonwealth 0.00
Interest 0.00
Reimburseable Agreements 0.00
Miscellaneous 0.00
Total Receipts 0.00
Total Liquid Fuels Tax Fund Available for Expenditures and Encumbrances 1,148,309.38
Beginning Balance plus Total Receipts
EXPENDITURES
430.00 - Administrative 0.00
430.26 - Minor Equipment Purchases 0.00
430.27 - Computer / Computer Related Training 0.00
430.53 - County Aid Payments 0.00
430.74 - Major Equipment Purchases 0.00
431 - Street Cleaning & Gutters 0.00
432 - Winter Maintenance Services 0.00
433 - Traffic Control Devices 0.00
434 - Street Lighting 0.00
436 - Storm Sewers & Drains 0.00
437 - Repairs of Tools & Machinery 0.00
438 - Maint. & Repairs Roads & Bridges 0.00
439 - Highway Construction and Rebuilding Projects 0.00
MISC - Miscellaneous 0.00
Total Expenditures 0.00
Remaining Funds Available 1,148,309.38

Beginning Balance plus Total Receipts minus Total Expenditures

Apppowen FiIm IRE YEAR RECEIPTS AND FYDEMNDIT IRES
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e The Summary tab provides view only access. The totals from all tabs related to the MS-991
report are automatically calculated on the Summary tab.

e The Ending Balance from the previous year’s Annual Report will show in the BEGINNING
BALANCE section.

e Liquid Fuel Allocations received from the Commonwealth are entered automatically.

e This page will always reflect the most up-to-date information for your county.

MS-991 Depositories Tab

The Depositories section has changed for Counties. Counties are required (*) to enter banking
information for Liquid Fuels Tax bank accounts and use this tab to reconcile the amount of funds
available at year end to the amount of funds remaining in the bank balance.

Summary | Interest Receipts Acct. Receivables | Expenditures Acct. Payables | Encumbrances | County Aid Submission
REceT

Enter the ACCOUNT NUMBER, DEPOSITORY NAME and YEAR END BALANCE on this tab for all Financial Institutions where Liquid Fuels money has been
deposited. Totals will auto calculate once entered. Enter any Outstanding Deposits and/or Qutstanding Checks in the space provided. Click SAVE once entered,
or select a different tab to navigate to another section.

ACCOUNT YEAR END

POSIT *
MUMBER * v3 EETULETE BALANCE *

Qutstanding Deposits

Qutstanding Checks

Enter the Account Number, Financial Institution (Depository Name) and Year End Balance for all Liquid
Fuels Tax bank accounts.

ACCOUNT YEAR END
NUMBER * DEPOSITORY NAME * T
123456789 Capital Bank of Pennsylvania 101,258.35 | Close

The county will need to account for and enter any Outstanding Deposits and any Outstanding Checks
written on checking accounts dedicated to Liquid Fuels Tax money. Reconciliation helps to reduce
balance adjustments in Monitoring Reviews and Auditor General Reports.

Once entered, the MS-991 remaining funds available must equal the Reconciled Depository total for
your Liquid Fuels Tax bank accounts at year end.

Outstanding Deposits

Outstanding Checks
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MS-991 Interest Tab

Counties are required (*) to enter the interest earned on all accounts that contained Liquid Fuels Tax

money for the reporting year. Interest will be reported on the monthly statements and year-end 1099

forms that your bank will send.

summary

Receipts Acct. Receivables | Expenditures | Acct. Payables | Encumbrances

County Aid Submission

12
DAy DeposTToRy © LeTcer,
-- Select -- -
--Select -- -
-- Select -- -
-- Select -- -
-- Select - -
-- Select -- -
--Select -- =
-- Select -- -
-- Select -- -
-- Select --
-- Select -- =
--Select -- =
-- Select -- -
-- Select -- -
-- Select --
-- Select -- -
--Select -- =
-- Select -- -
-- Select -- -
-- Select --
‘PageTotal  $0.00
ReportTotal  $0.00

Enter the DATE, DEPOSITORY and INTEREST AMOUNT in the spaces provided, if applicable. Totals will auto calculate once entered. Click SAVE once entered,
or select a different tab to navigate to another section.

The DEPOSITORY drop down list will contain all open bank accounts that were listed on the Depositories
tab. Select the relevant bank from the drop down list and enter the date and interest amount in the
spaces provided. Once entered, the total of all interest earned will populate at the bottom of the page.

DATE * o INTEREST
[MmDDrTYYY) B LEE AMOUNT *
07/28/2013 -- Select -- A 520.13

Capital Bank of Pennsylvania - 123456789
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MS-991 Receipts Tab

Any receipts deposited to your Liquid Fuels Tax account during the year, such as a payment from the
state, or a reimbursement from your General Funds as a result of an audit finding, should be entered
here. Any Liquid Fuels money received from the Commonwealth will auto populate.

e Date —enter the date on which you deposited the receipt to a Liquid Fuels Tax bank account
e Payer — enter the payer of the receipt
e Amount —enter the dollar amount of the receipt
e Project # - if the receipt relates to an approved Liquid fuels project, select PROYECT £
the project # from the drop down list - Select
e Receipt Type — see below
o Reimbursable Agreement # - enter the relevant agreement # (required if
selected)
o Description — briefly state the reason for the receipt

Summary Depositories Interest | Acct. Receivables | Expenditures | Acct. Payables | Encumbrances | County Aid Submission
SvE
Enter the DATE, PAYER, AMOUNT, RECEIPT TYPE and DESCRIPTION in the spaces provided. If applicable, select the PROJECT # and the RECIEPT TYPE. If Reimbursable Agreement Receipt
'sr\ésséi.selected, enter the Reimbursable Agreement # in the space provided. Totals will auto calculate once entered. Click SAVE once entered, or select a different tab to navigate to anothe
12
(mnswtﬂ PAYER * AMOUNT * PROJECT # RECEIPT TYPE © ';2:::::‘::;‘ DESCRIPTION *

06/03/2013 Commonweslth of PA 253,950.44 1 Liquid Fuels Allocation

- Select - ~ --- Select — -

--Select -- ~ ---Select — -

- Select - ~ ---Select — -

—Select -- ~ --- Select — -

- Select - ~ ---Select — -

--Select -- ~ --- Select — -

--Select -- v ---Select — -

--Select -- ~ --- Select — -

--Select -- v ---Select — -

- Select - ~ --- Select — -

--Select -- v ---Select — -

- Select - ~ --- Select — -

--Select -- ~ ---Select — -

- Select - ~ --- Select — -

--Select -- ~ ---Select — -

--Select - v --- Select — -

—Select -- ~ | --- Select — -

--Select - v --- Select — -

--Select -- + --- Select — -

PageTotal || $25305044
ReportTotal || $253095044
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Receipt Types Column
There are two receipt types available for selection:

e Reimbursable Agreement receipt — for expenses paid from your
Liquid Fuels Tax account reimbursed by a third party in accordance

RECEIPT TYPE *

) ] --- Select --- -
with a written agreement
. fe ; ; Miscellaneous Receipt
e Miscellaneous Receipt — any other money deposited into your Reimbursble Agreement
Liquid Fuels Tax account, including reimbursement of Audit

Findings
MS-991 Account Receivables Tab

The Accounts Receivable tab should be used to report money that is going to be deposited into the
Liquid Fuels tax account within 90 days of year end and relates to the current reporting year.

summary Depositories Interest Receipts | Expenditures | Acct. Payables | Encumbrances | County Aid Submission
SAVE RESET
Enter the EXPECTED RECEIPT DATE, PAYER, AMOUNT and DESCRIPTION in the spaces provided. Totals will suto calculate once entered. Click SAVE once
entered, or select a different tab to navigate to another section.
12
EXPECTED
gicT?pI PAYER * AMOUNT * DESCRIPTION *
{MM/DDIYYE)
02/07/2014 Monumental Construction 24,225.78 Reimbursable Agreement
12
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MS-991 Expenditures Tab

The Expenditures tab will display all checks that you wrote against your liquid fuels checking account
and will show how the county spent their Liquid Fuels allocations for the year.

Record amounts such as bank fees deducted from the checking account, checking account adjustments
and transfers from checking to a liquid fuels savings account or certificate of deposit.

This tab records activity in your Liquid Fuels checking account, not your General Fund.

ADD EXPENDITURE

To add a new expenditure, select the ADD EXPENDITURE button. Once entered, a summary of expenditures will display below. Totals will auto calculate once entered. Click SAVE once
entered, or select a different tab to navigate to another section.

il

CHECK / DATE *

o . APPLIED  BUDGET ITEM |
et o RECIPIENT * CHECK AMOUNT *

MOUNT *  DESCRIPTION

How to add Expenditures

Select the ADD EXPENDITURE button from the Expenditures tab.
e the Expenditure Entry screen opens

EXPENDITURE ENTRY

Enter the CHECK/VOUCHER #, DATE and RECIPIENT in the spaces provided. If expenditure check/voucher doesn't exist, (i. e. EFT), select the CREATE TRANSACTION # button. A
system generated number will be entered for this expenditure.

To enter a VOIDED check, select MISC — Miscellaneous under the BUDGET ITEM NUMBER section, and enter VOID for the Description.

Select a BUDGET ITEM # from the list. If the expenditure is for an Approved Liguid Fuels project, select the 438 or 439 BUDGET ITEM # and enter the DESCRIPTION (optional) and
APPLIED AMOUNT.

To split a check, select the relevant BUDGET ITEM #'s from the list and enter the APPLIED AMOUNT(s).

Totals will auto calculate once entered. Click SAVE. Enter remaining expenditures as needed, to return to the Expenditure tab, select the RETURN button.

CHECK # [
VOUCHER # *

[ Creste Transaction =  sow0

BUDGET ITEM NUMBER *

DATE * RECIPIENT * TOTAL CHECK AMOUNT

] 430.26 - Minor Equipment Purchase ] 434 - Street Lighting

[] 430.27 - Computer / Computer Related Training [T] 436 - Storm Sewers & Drains

[] 430.57 - Agility Projects [T 437 - Repairs of Tools & Machinery

[7] 430.74 - Major Equipment Purchase [T] 438 - Maint. & Repairs Roads & Bridges

[] 431 - Street Cleaning & Gutters [71 439 - Highway Construction and Rebuilding Projects
[7] 432 - winter Maintenance Services [7] MISC - Miscellaneous

[T] 433 - Traffic Control Devices

APPLIED
BUDGET ITEM DETAIL DESCRIPTION AMOUNT *

Enter the CHECK/VOUCHER #, DATE and RECIPIENT in the spaces provided.

V{ES:::R##I - DATE * RECIPIENT *
1025 [ Create Transaction # ] ' 02/01/2013  Electric Supplier
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e Select a BUDGET ITEM NUMBER from the list that relates to the check transaction

e The BUDGET ITEM DETAIL expands to show the permissible entries

e Enter a DESCRIPTION (optional, unless “OTHER” is selected) and the amount applied to this
expense

Click SAVE

CHECK # [
VOUCHER # *

1025 Create Transaction # ] 02/01/2013 Electric Supplier _

DATE * RECIPIENT * TOTAL CHECK AMOUNT

BUDGET ITEM NUMBER *
[7] 430.26 - Minor Equipment Purchase [¥] 434 - Street Lighting
[] 420.27 - Computer / Computer Related Training [] 436 - Storm Sewers & Drains
[ 430.57 - Agility Projects [ 437 - Repairs of Tools & Machinery
[[] 420.74 - Major Equipment Purchase [[] 428 - Maint. & Repairs Roads & Bridges
[[] 421 - Street Cleaning & Gutters [[] 439 - Highway Construction and Rebuilding Projects
[C] 432 - winter Maintenance Services [C] MISC - Miscellaneous
[T 4332 - Traffic Control Devices

APPLIED

BUDGET ITEM DETAIL DESCRIPTION AMOUNT *

Fuel
Labaor

Lighting Installation

Lighting Maintenance, Repair, or Parts 7|

Lighting Operation or Electricity

SAVE DELETE

An informational message will appear above the

page (as shown on the right), and a blank o e

EXPENDITURE ENTRY screen becomes available for +« 1025 has been successfully created.

the user to enter more expenditure items.

Creating Transactions when Check Doesn’t Exist

If an expenditure check/voucher doesn’t exist, (i. e. EFT), select the CREATE TRANSACTION # button. A
system generated number will be entered for this expenditure.

vé:l'gs;‘##" 5 DATE * RECIPIENT *
EFT835314986 ( Create Transaction # | 02/01/2013 Material Supplier
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Expenditures for Approved Liquid Fuels Projects

If the expenditure is for an Approved Liquid Fuels project, select the 438 or 439 BUDGET ITEM NUMBER
and enter the DESCRIPTION (optional) and DISTRIBUTED AMOUNT in the row containing the
appropriate project number.

The approved bridge project # will be available for selection in the BUDGET ITEM DETAIL section. Enter
the related project details in the text boxes and click SAVE to record the expenditure for the project.
Click RETURN to view the entered Expenditure.

How to Enter a Split Check

When a paid expenditure is for multiple Budget Item categories, the user must select the relevant
Budget Item numbers from the list.

CHECK # [ * *
VOUCHER # * DATE RECIPIENT TOTAL CHECK AMOUNT

EFT835314986 Create Transaction # ] 02/01/2013 Material Supplier _

BUDGET ITEM NUMBER *
[[] 430.26 - Minor Equipment Purchase [C] 434 - Street Lighting
[[] 420.27 - Computer / Computer Related Training [] 436 - Storm Sewers & Drains
[C1 430.57 - Aqility Projects [[] 437 - Repairs of Tools & Machinery
[[] 420.74 - Major Equipment Purchase [[] 428 - Maint. & Repairs Roads & Bridges
[#] 431 - Street Cleaning & Gutters [T 439 - Highway Construction and Rebuilding Projects
[¥] 432 - winter Maintenance Services [C] mISC - Miscellaneous
[C] 433 - Traffic Control Devices

APPLIED
BUDGET ITEM DETAIL DESCRIPTION AMOUNT *
Fuel
Labor
Tool or Equipment Rental Equipment Rental 2,525.00
Fuel

Other Winter Maintenance Services
Road Salt 8,500.00
Snow Fence

Storage Sheds or Buildings (Road Salt)

Winter Road Crew/Crew

Lo ey | o]

To split a check, select the relevant BUDGET ITEM NUMBER(s) and enter the APPLIED AMOUNT(s) and
DESCRIPTION.

Totals will auto calculate once entered. Click SAVE.
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How to Enter a VOIDED check
To enter a VOIDED check, select the ADD EXPENDITURE button.

Enter the CHECK # and the DATE and select the VOID CHECK button.

ToTAaL
V(():I:‘CEI(I::R##"" DATE * RECIPIENT * CHECK VOID CHECK
AMOUNT
[1234 Creste Transaction # | 05/21/2013 - VOID CHECK

A dialog box will open asking for confirmation. Click OK.

Message from webpage - — M

"-.I Do you really want to void the check? This will remove all funding but
' leave a record of the check in the system.

Press OK - To Void the Check
Press Cancel - To Cancel the Request

L I oK | ’ Cancel

An informational message will appear above the page (as shown
on the right), and a blank EXPENDITURE ENTRY screen becomes
available for the user to enter more expenditure items.

o Please review the information below.

e 1153 has been successfully created.

How to Void an Existing Expenditure

If a check has already been entered and needs to be voided, select EDIT next to the relevant check on
the Expenditures tab.

Summary Depositories Interest Receipts Acct. Receivables Acct. Payables | Encumbrances | County Aid Submission

ADD EXPENDITURE

0 add a new expenditure, select the ADD EXPENDITURE button. Once entered, a summary of expenditures will display below. Totals will auto calculate once
entered. Click SAVE once entered, or select a different tab to navigate to another section.

1
CHECK [/ SPLIT CHECK DISTRIBUTED BUDGET ITEM |
VOUCHER # DATE RECIPTENT TOTAL AMOUNT AMOUNT DESCRIPTION
1152 03/01/2013 Contractor 1,852.25 434 - Lighting Maintenance, Repair, or Parts Edit |
Bulb Replacements

Click the VOID CHECK button.

CHECK # [ o o TOTAL CHECK
VOUCHER & * DLAIE SEECIET AMOUNT

1152 [ Create Transaction # | 03/01/2013 = Contractor -

VOID CHECK

_ VOID CHECK _
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A dialog box will open asking for confirmation. Click OK.

Message from webpage - — g

b Do you really want to void the check? This will remove all funding but
leave a record of the check in the system,

Press OK - To Void the Check
Press Cancel - To Cancel the Request

N | 0K | l Cancel

Click SAVE. Click RETURN to view the entered Expenditure.

Viewing and Modifying Expenditures

After completion of entering your expenditures, select the RETURN button under the tab selection area.

Depositories Interest Eoceivables

The entered expenditures will appear under the Expenditures tab.

ADD EXPENDITURE

select the ADD EXPENDITURE button. Once entered, a summary of expenditures will display below. Totals will auto ca
ct a different tab to navigate to another section.

1
CHECK DATE * - - APPLIED BUDGET ITEM |
VOUCHER # *  [MmiDDSYYYY) RECIPIENT CHECK AMOUNT AMOUNT * DESCRIPTION
1025 2/1/2013 Electric Supplier 582.35 434 - Lighting Operation or Electricity
EFT835314986 2/1/2013 Material Supplier 11,025.00 2,525.00 431 - Tool or Equipment Rental
Equipment Rental
EFTE835314986 2/1/2013 Material Supplier 11,025.00 8,500.00 432 - Road Salt

To modify an expenditure, select the Expenditures tab. Click Edit next to the relevant transaction.

Depositories Interest Receipts Contact/Bonding | Submission
ADD EXPEMNDITURE

select the ADD EXPENDITURE button. Once entered, a summary of expenditures will display below. Totals will auto ca
ot a different tab to navigate to another section.

1
CHECK f DATE * - - APPLIED BUDGET ITEM |
VOUCHER # *  [Mmw/DDivyy) RECIPIENT CHECK AMOUNT AMOUNT * DESCRIPTION
1025 2/1/2013 Electric Supplier 582.35 434 - Lighting Operation or Electricit]
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Enter the updated data in the relevant text boxes. If necessary, select the new BUDGET ITEM NUMBER
from the list and uncheck the incorrect BUDGET ITEM NUMBER and delete the amount entered

previously.

CHECK # /
VOUCHER # *

.1102? [ | Create Transaction # | 102{04}2015] ‘Supplier | _

BUDGET ITEM NUMBER *

DATE * RECIPIENT * TOTAL CHECK AMOUNT VOID CHECK

[ 430.00 - Administrative [ 434 - Street Lighting
[] 430.26 - Minor Equipment Purchases [] 436 - Storm Sewers & Drains
Check #, Date,
[ 430.53 - County Aid Payments [[1 437 - Repairs of Tools & Machinery
430.74 - Major Equipment Purchases [ 438 - Maint. & Repairs Roads & Bridges BUdget Item
[[] 431 - Street Cleaning & Gutters [[] 439 - Highway Construction and Rebuilding Projects N um ber and

[[] 432 - winter Maintenance Services [[] MISC - Miscellaneous

Amount have

[[] 433 - Traffic Control Devices

been updated

| BUDGET ITEM DETAIL DESCRIPTION Dm::"i“ |
|430.74- Major Equipment Purchases
iFerry Boats | I I

I

iDther Major Bridge Equipment | || 853‘]611

iother Major Road Equipment || || |

iRﬂad Maintenance Vehicle | ” |

Click SAVE. The item updates on the Expenditures tab.

CHECK / SPLIT CHECK DISTRIBUTED BUDGET ITEM |

VOUCHER # e AR TOTAL AMOUNT AMOUNT DESCRIPTION

13900 01/09/2015 PPL 217.10 434 - Lighting Operation or Electricity
BRIDGE LIGHTING

13983 01/16/2015 STUMPS AND MORE 3,848.00 438 - Brush or Debris Removal
REMOVAL OF TREE

14182 01/30/2015 PENNONI ASSOCIATES 12,559.53 8,266.57 438 - Bridge Inspection
2014 BRIDGE INSPECTION PROJECT

14182 01/30/2015 PENNONI ASSOCIATES 12,559.53 4,292.96 14-50000-001

439 - Highway Construction and Rebuilding Projects

|1027 02/04/2015 Supplier §53.36 430.74 - Other Major Bridge Equipment [Edi]

Enter remaining expenditures as needed. To return to the Expenditure tab, select the RETURN button.
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Uploading Expenditures

To upload expenditures into dotGrants, select the UPLOAD button on the Expenditures tab.

—

Encumbrances

PRINT REPORT

Acct. Payables

PRINT SECTION

Acct. Receivables |

ADD EXPENDITURE

The Expenditure Upload screen opens.

RETURN
ExPENDITURE UPLOAD

The Expenditure Upload allows the option of importing data from files that contain expenditure information instead of manually entering the data. You may upload all or
part of your expenditures using the template provided (listed below) or create your own Excel template.

The Excel file should only contain one sheet with no formulas. Column names must appear on Row 1.

Expenditure Upload Template (*.xlsx) Template
Expenditure Upload Help Document

To upload the file use Browse to select your file, and then select Upload Expenditure. The data will be added to your annual report once errors/warnings are corrected.

Preferred column heading names for the import file: Check #, Date, Recipient, Budget Ttem #, Budget Ttem Detail, Description, Amount

Expenditure Upload File:

[ Upload Expenditure ]

For each spreadsheet that can be imported, there are requirements for which fields are allowed and
which fields are required. Before importing a file, be sure to follow the below guidelines and
requirements in preparing an import file.

dotGrants Annual Reports Reference Manual 42
Pennsylvania Department of Transportation - Center for Program Development & Management
Financial Contracts & Services Division - Financial Consulting Section



Sample Check Expenditure Spreadsheet:

Type Date Num Name Account Debit Credit
Check 1/18/2013 4708 HILLSIDE STONE CASH 632.85
HILLSIDE STOME 438.25 MAINT SUPPLIES 63285
@ 63285 632 .85
Check 2/2/2013 4709 BAYLESS FUEL CASH 2,853.48
BAYLESS FUEL 438.23 MAINT FUEL 2.853.48
@ 2,853.48 2,853.48
Check 2/24/2013 4710 BAYLESS FUEL CASH 59513
@ BAYLESS FUEL 438.23 MAINT FUEL 59513
59513 h9513
Check 3/3/2013 4711 BAYLESS FUEL CASH 515.01
BAYLESS FUEL 438.23 MAINT FUEL 515.01
515.01 515.01
@ QuickBooks Export Tips | Sheet1 /¥J
Modifications will be required before the Excel file can be uploaded to dotGrants.
5. File cannot contain blank rows or columns
6. Delete all tabs, except Sheet 1
7. No total cells/rows
8. Each row/expenditure must contain the check number and date
Acceptable upload format:

Date Num Name Account Debit
1/18/2013 4708 HILLSIDE STOME 438.25 MAINT SUPPLIES 632.85
2/2/2013 4709 BAYLESS FUEL 438.23 MAINT FUEL 285348
202472013 4710 BAYLESS FUEL 438.23 MAINT FUEL 59513
3/3/2013 4711 BAYLESS FUEL 438.23 MAINT FUEL 515.01
32472013 4712 CONWAY AMD OMALLEY 437.25 MACH REP SUPPLIES 1.129.598
3/28/2013 4713 BAYLESS FUEL 438.23 MAINT FUEL 2427 66
4/4/2013 4714 § HASBROUCK SAND & GRA 438.25 MAINT SUPPLIES 139.05
4102013 4?15|FI"JE STAR EQUIP CO !43?_25 MACH REP SUPPLIES 239
41072013 4716 WALSH EQUIPMENT 437.25 MACH REP SUPPLIES 377.58

| » ¥ Sheet1 /%3 ~
The spreadsheet now follows the guidelines for import.
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Other Guidelines to Consider
The predefined template contains the preferred column heading names for the spreadsheet import file.

Check # Date Recipient Budget Budget Item | Description Amount
Item # Detail

The column headings do not need to match the predefined headings (listed above), but the user may
modify the headings in the spreadsheet import file to match.

Once all modifications have been made to the spreadsheet import file,

3. Select the Browse... button to initiate the upload. Browse to the location and choose the file for

import.

Expenditure Upload File: H:\dotGrants\corrected_quickbooksexport.xls

Upload Expenditure

4. Click the Upload Expenditure button.

The spreadsheet import file contains different column headings that must be mapped to match the
current expenditure field names. Click the relevant drop down box and map the source column name to

the preferred column name.

9 Please review the information below.

« Column name(s) mismatch or improper column order provided. Please map and confirm the appropriate columns with the standard
format.

Source Column Target Column

Date Date

Num Check # -

MName Recipient -

Account Budget Item # -

Debit Amount -
Continue ]l[ Cancel |

ﬁ

Once the column names have been selected, click the Continue button.
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The UPLOAD READY DATA screen opens.

UpLoaD ReaDy Data

Nomper CHECK # RECIPIENT SUDGET ITEM  pETATL/DESCRIPTION AMOUNT CHECK STATUS [ROW STATUS |EDIT |DELETE
11 Errer EDIT || DELETE
12| Error EDIT | | DELETE

EDIT || DELETE
314709 02/02/2013 BAYLESS FUEL 438.23 MAINT| 2853.48| Infc  Invalid Budget item Number
FUEL
44710 02/24/2013 BAYLESS FUEL 438.23 MAINT] 595.13 Info Warning EDIT | [ DELETE
FUEL
54711 03/03/2013 BAYLESS FUEL 438.23 MAINT] 515.01] Info Warning EDIT [ DELETE
FUEL
64712 03/24/2013 CONWAY AND OMALLEY 437.25 MACQ 1129.98| EDIT | [ DELETE
REP SUPPLIE!
7la713 03/28/2013 BAYLESS FUEL 438.23 MAIN 2427.56| Info Warning EDIT | | DELETE
FUE
84714 04/04/2013 3 HASBROUCK SAND & GRA 438.25 MAINT] 139.05 Infg Warning EDIT | [ DELETE
SUPPLIES)
5la71s 04/10/2013 FIVE STAR EQUIF CO 437.25 MACH 2.39 Info Warning EDIT | [ DELETE
REP SUPPLIES|
10/4716 04/10/2013 WALSH EQUIPMENT 437.25 MACH 377.58 Info Warning EDIT | [ DELETE
REP SUPPLIES)

UPLOAD SUMMARY

$8,673.13
s0.00

sccept | [ Save Upload | [ Delete Upload |

- -
(N e

The UPLOAD SUMMARY section will display the total rows, amounts and errors/warnings from the
spreadsheet import file. Before the file can be uploaded, all errors/warnings must be corrected. You can
correct your file on your pc and upload the file again or make the corrections using the EDIT button next
to the line item.

Fixing Errors and Warnings
For each incomplete line item, a message will appear in the ROW STATUS column. Hover your mouse
cursor over the message to view the details.

| |ROW STATUS |EDIT |(DELETE

To delete blank lines from the imported spreadsheet, click the DELETE button.
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Click OK in the dialog box.

Message from webpage @
&% Do you really want to delete this Check (#:8nbsp;)? The information
cannot be automatically recovered,

Press OK - To Delete the Check
Press Cancel - To Cancel the Request

. ok || cancel

Click the EDIT button to modify the line item(s). The EXPENDITURE ENTRY screen opens.

CHECK # /
VOUucHER # *

4708 Create Transaction # 01/18/2013 HILLSIDE STONE _ $632.85

DATE * RECIPIENT * TOTAL CHECK AMOUNT UPLOAD CHECK TOTAL VOID CHECK

m'llaBEK CHECK # | DATE | RECIPIENT AMOUNT BUDGET ITEM/DETAIL | DESCRIPTION ‘ coPY
2 4708 01/18/2013 HILLSIDE STONE 632.85 438.25 MAINT SUPPLIES @
BUDGET ITEM NUMBER *
[] 430.26 - Minor Equipment Purchases [[] 434 - Street Lighting
[] 430.27 - Computer / Computer Related Training [[] 436 - Storm Sewers & Drains
[C] 430.74 - Major Equipment Purchases [C] 437 - Repairs of Tools & Machinery
[T] 430.99 - Agility Projects [C] 438 - Maint. & Repairs Roads & Bridges
[C] 431 - Street Cleaning & Gutters [C] 439 - Highway Construction and Rebuilding Projects
[7] 432 - Winter Maintenance Services [7] MISC - Miscellaneous
[7] 433 - Traffic Control Devices

DISTRIBUTED

copy BUDGET ITEM DETAIL DESCRIPTION e

SavE
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A common error is that the Budget Item # from the imported spreadsheet does not match the
predefined Budget Item #'s for expenditures. To fix this error, select the relevant Budget Item # from the
list, in this case, 438. The BUDGET ITEM DETAIL section displays below.

CHECK # /
e DATE * RECIPIENT * TOTAL CHECK AMOUNT VOID CHECK
4708 [ CreateTransaction # | 01/18/2013  HILLSIDE STONE _ VOID CHECK
NggrER CHECK # DATE RECIPIENT AMOUNT BUDGET ITEM/DETAIL ‘ DESCRIPTION | COPY
2 4708 01/18/2013 HILLSIDE STONE 632.85 438.25 MAINT SUPPLIES @
BUDGET ITEM NUMBER *
[T 420.26 - Minor Equipment Purchases [T] 434 - Street Lighting
[7] 420.27 - Computer / Computer Related Training [T 436 - starm Sewers & Drains
[ 420.74 - Major Equipment Purchases [T] 437 - Repairs of Tools & Machinery
[T] 430.99 - Agility Projects ¥| 438 - Maint. & Repairs Roads & Bridges
[7] 421 - Street Cleaning & Gutters [7] 439 - Highway Construction and Rebuilding Projects
[T] 432 - winter Maintenance Services [C] M1SC - Miscellaneous
[7] 433 - Traffic Control Devices
Copy BUDGET ITEM DETAIL DESCRIPTION D;zrmts_o
[ Copy | Aggregates 632.85

Click the Copy button next to the relevant detail item. This will carry the DESCRIPTION (if available),
DISTRIBUTED AMOUNT and the TOTAL CHECK AMOUNT from the imported data to the detail line item
for the expenditure. Manually enter any information that was not included in the upload.

| SAVE | | DELETE |

Click the SAVE button.

Once the expenditure item has been updated, the UPLOAD READY DATA table ROW STATUS changes
from Error to Valid. The UPLOAD SUMMARY displays “0” for TOTAL ERRORS/WARNINGS.

UprLOAD READY DATA

RECIPIENT 2UDGE”TE" DETAIL/DESCRIPTION AMOUNT CHECK STATUS |ROW STATUS |EDIT |DELETE
34709 02/02/2013 BAYLESS FUEL 438 $2,853.48 alid [ DELETE |
44710 02/24/2013 BAYLESS FUEL 438 $595.13 alid [ DELETE ||
5/4711 03/03/2013 BAYLESS FUEL 438/ $515.01 alid (_DELETE ||
s/a712 03/24/2013 CONWAY AND OMALLEY 437 $1,125.95 alid [ DELETE |
7|a713 03/28/2013 BAYLESS FUEL 438 $2,427.66 alid [ DELETE ||
ala714 04/04/2013 8 HASBROUCK SAND & GRA 438 $139.05 alid [oELETE |
94715 04/10/2013 FIVE STAR EQUIP CO 437 ‘ $2.39 alid [ DELETE |
1044716 04/10/2013 WALSH EQUIPMENT 437 | $377.58 alid [ pELETE |

UPLOAD SUMMARY

$8,673.13
1
s

[Tora: Exnons/Wamanes: | ¢
[Torn: Curocs Reconcreeo: | RN

[Accept | [ Bave Upload | [ Delete Upload |

Click the Accept button to finalize the spreadsheet import steps.
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A confirmation notification will be displayed.

EXPENDITURE UPLOAD

+ Imported information accepted Successfully.

o Please review the information below. If you need addition:

Click the RETURN button. The Expenditures page opens displaying the uploaded items.

bst ‘ Receipts

ADD EXPENDITURE

Contacthonding‘ Submission |

PRINT SECTION I PRINT REPORT

CHECK /[
VOUCHER #

4708
4709
4710
4711
4712
4713
4714
4715
4716
148

147

149

150

151

DATE
01/18/2013
02/02/2013
02/24/2013
03/03/2013
03/24/2013
03/28/2013
04/04/2013
04/10/2013
04/10/2013
06/05/2013
06/19/2013

08/21/2013

09/18/2013

10/02/2013

RECIPIENT

HILLSIDE STONE
BAYLESS FUEL
BAYLESS FUEL
BAYLESS FUEL
CONWAY AND OMALLEY
BAYLESS FUEL

8 HASBROUCK SAND & GRA
FIVE STAR EQUIP CO
WALSH EQUIPMENT

1D Diversified Services
HRG Engineering

Joseph McCormick Construction

Joseph McCormick Construction

Russell Standard Corporation

SPLIT CHECK DISTRIBUTED
TOTAL AMOUNT AMOUNT

632.85

2,853.48

505.13

515.01

1,129.98

2,427.66

138.05

2.39

377.58

37,304.22

68,750.60

29,124.06

81,242.49

e —

utton. Once entered, a summary of expenditures will display below. Totals will aute calculate once entered. Click SAVE once entered, or select a different tab to navigate to

1

BUDGET ITEM |

DESCRIPTION
438 - Aggregates
438 - Fuel
438 - Fuel
438 - Fuel
437 - Parts
438 - Fuel
438 - Aggregates
437 - Parts
437 - Parts
sl
3(1}5;(5 - Other (Flease Describe)

13-25220-002 Edit
439 - Highway Construction and Rebuilding Projects -
Pave sections on various township roads
E

13-25220-003
439 - Highway Construction and Rebuilding Projects

Place 19mm Binder on various roads
438 - Seal Coat (0il and Chipping) Edit
Sealcoat Various Township

The expenditures carry to the Summary page of the Annual Report.
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MS-991 Account Payables Tab

The Accounts Payable tab will be used to track expenditures that are to be paid from the Liquid Fuels
Tax Fund account within 90 days of year’s end but relate to the reporting year. The system will not allow
an Expected Expenditure Date of more than 90 days past year end.

Summary Depositories Interest Receipts Acct. Receivables | Expenditures | Encumbrances | County Aid Submission
REGET
Enter the EXPECTED EXPENDITURE DATE, RECIPIENT, AMOUNT and DESCRIPTION in the spaces provided. Totals will auto calculate once entered. Click SAVE
once entered, or select a different tab to navigate to another section.
12
EXPECTED
EXPENDITURE
DATE * RECIPIENT * AMOUNT * DESCRIPTION *
{(MmiDDirrTT)
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MS-991 Encumbrances Tab

The Encumbrance tab is used to encumber funds at year end. There are three sections on this tab:

e ACTIVE ENCUMBERED PROJECTS — projects whose encumbrances have been approved during
the current reporting year.

o PROJECTS ENCUMBERED LAST YEAR — those encumbered in prior years. The County Authorized
Official will need to indicate that they would like to continue the encumbrance and that is
remains a valid project/encumbrance by clicking the rollover button.

e UNENCUMBERED PROJECTS — these are projects which have been approved and can have an
encumbrance initiated against them.

Summary Depositories Interest Receipts Acct. Receivables | Expenditures | Acct. Payables County Aid Submission

ACTIVE ENCUMBERED PROJECTS

No projects have been encumbered in this calendar year.

PROJECTS ENCUMBERED LAST YEAR

No projects from last year are ilable for enc

UNENCUMBERED PROJECTS

Mo active projects are available for | e.

UNENCUMBERED BALANCE

$520.13
$520.13
000
0.00

Initiating Encumbrances

If the County Authorized Official wants to encumber money for an approved project, they need do the
following:

e Enter an amount in the REQUESTED ENCUMBRANCE AMOUNT text box
e Click the INITIATE button

UNENCUMBERED PROJECTS

. ACTUAL CLF AVATLABLE
ESTIMATED CLF REQUESTED
PROJECT NUMBER PROJECT TITLE BUDGET EXPENDDI:.IL-IERES TO ENCUMBRANCE ENCUMBERANCE AMOUNT

AMOUNT
12-20000-001 Test Project A - Crawford .00 .00 .00
12-20000-002 Test Project B - Crawford .00 .00 .00
12-20000-003 K= Project D County Encumbrance 250,000.00 .00 250,000.00
12-20000-004 K= Test Project (5-6-2013) 250,000.00 .00

250,000.00 INITIATE
f_ $500,000.00
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The selected project will then move to the ACTIVE ENCUMBERED PROJECTS section at the top of the
page and a message will appear that states the Encumbrance has been successfully initiated. However,
the MS-340 for the project must be completed and approved before the MS-991 can be submitted.

ACTIVE ENCUMBERED PROJECTS

EsTimaTED CLF | ACTUAL CLF AVAILABLE APPROVED
PROJECT NUMBER MUNICIPALITY NAME PROJECT TITLE BUDGET EXPENDITURES ENCUMBRANCE ENCUMBERED [r—

To DATE AMOUNT AMOUNT

12-20000-003  |Crawford County (20000) KS Project D County Encumbrance 250,000.00 250,000.00 125,000.00Encumbrance (MS-340) In
Progress

MS-991 County Aid Tab

The County Aid tab is a read-only tab which lists any County Aid requests that have been approved via a
MS-329 Project Approval, but which was not paid out as of year-end. This is carried to the SUMMARY
tab and shown with the Encumbrances as Unpaid County Aid Grants.

Summary Depositories Interest Receipts Acct. Receivables | Expenditures | Acct. Payables | Encumbrances Submission

Active COunTy AID GRANT REQUESTS (MS-339)

ACTUAL COUNTY

PROJECT NUMBER MUNICTPALITY NAME PROJECT TITLE APPROVED AID PAYMENTS UNPAID COUNTY STATUS
COUNTY ATD To DATE AID

10-25-404-01CA |Edinboro Borough (25404) Crack Sealing on Various Streets in the ... 16,342.00 .00 16,342.004pproved
10-25-415-01ca |Wattsburg Borough (25415) Winter snow removal on varius Borough St... 9,786.00 .00 9,786.00Approved
10-25-302-01ca [Erie City (25302) Street Lighting on various streets in th... 122,792.00 .00 122,792.00Approved
10-25-405-01ca [Elgin Borough (25405) Street Lighting on various streets in El... 1,617.00 .00 1,617.00Approved
10-25-204-01ca [Elk Creek Township (25204) Placement of aggregate on various Twp ro... 12,795.00 .00 12,795.00/4pproved
10-25-206-01CA Franklin Township (25208) Winter Road Maintenance 11,623.00 .00 11,623.004pproved
10-25-212-01ca Mckean Township (25212) Winter Maintenance on various twp roads 15,191.00 .00 15,191.00/&pproved
10-25-215-01ca |Springfield Township (25215) Seal Coating on Warious Twp Roads 13,332.00 .00 13,332.00&pproved
10-25-216-01ca |[Summit Township (25216) Fipe replacement on various roads 12,715.00 .00 12,715.00/4pproved
10-25-210-01ca |Harborcreek Township (25210) Winter Maintenance/ Hourly Labor 25,056.00 .00 25,056.00/4pproved
12345678910...

MS-991 Submission Tab

Refer to “Submitting Reports” on page 6 of this manual. These instructions apply to all annual
reports.
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Act 44 Annual Report Instructions for Counties

Overview of Tabs

dotGrants has been updated with a fluid tab structure. This gives users the ability to access all of their
reports from one interface. Detailed explanations of each tab are listed below. The MS-965 Annual
Report for municipalities has the following tabs: Summary, Planned Use, Depositories, Interest, Receipts,
Expenditures, Contact/Bonding, Submission.

Most tabs will have the SAVE and RESET button: | SAVE

e SAVE button should be clicked when the data entered on the tab needs to be saved. Also, if you
click on a different tab, this will automatically save the current tab.

e RESET button should be clicked when the user wants to reset the data to the /ast save.
(Remember entries are saved by pressing the Save button OR clicking on a different tab.)

Act 44 Summary Tab

To open your County Act 44 Annual Report from the Municipal Services Dashboard, double-click on the
current year report. The page will open to the Summary Tab.

_
pennsylvania

Dzzhboard

A .
Q| Attachments n Comments o Help  * - Required Field

2015 Act44 Report for

STATUS In Progress

Depositonies Interest Receipts Expenditures Submission

This tab provides view only access to the County Act 44 Fund report summary page. The totals from zll tabs related to the Act 44 report will automatically appear on the Act 44 Summary tab.

BEGINNING BALANCE
Actual Balance in Act 44 Fund on January 1st, 2015 119,484.55

RECHPTS
Act 44 Funds Received from Commonwealth 0.00
Interest 372.92
Reimburseable Agreements 0.00
Miscellansous 119,473.09
Total Receipts 119,846.01

Total Act 44 Funds Available for Expenditures 239,330.56

Ee=sinning Balence plus Total Recsipts

EXPENDITURES
430.26 - Minor Equipment Purchases 0.00
430.74 - Major Equipment Purchases 0.00
431 - Street Cleaning & Gutters 0.00
433 - Traffic Control Devices 0.00
434 - Street Lighting 0.00
436 - Storm Sewers & Drains 0.00
437 - Repairs of Tools & Machinery 0.00
438 - Maint. & Repairs Roads & Bridges 0.00
435 - Highway Construction and Rebuilding Projects (115,527.20)
MISC - Miscellansous 0.00
Total Expenditures (119,527.20)

Remaining Funds Available 119,803.36

Seginning Balance plus Total Receipts minus Total Expenditures
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e The Summary tab provides view only access. The totals from all tabs related to the Act 44 report
will automatically total on the Summary tab.

e The Ending Balance from the previous year’s Annual Report will show in the BEGINNING
BALANCE section.

e Act 44 Allocations received from the Commonwealth are entered automatically.

e This page will always reflect the most up-to-date information for your county.

Act 44 Depositories Tab

The Depositories section has changed for Counties. Counties are required (*) to enter banking
information for Act 44 bank accounts and use this tab to reconcile the amount of funds available at year
end to the amount of funds remaining in the bank balance.

Cashbiosrd O | Attscnments n Comments OHelg * - Required Field

2015 Act44 Report for

STATUS In Proaress

| summary | Interest Receipts Expenditures | Submission

Enter the ACCOUNT NUMBER, DEPOSITORY NAME and YEAR END BALANCE on this tab for all Financial Institutions where Act 44 money has been depos ited, Totals will auto czlculzte once entered. Enter any
and/or O Checks in the space provided, Click SAVE once entered, or select a different tab to navigate to another section.

ACCOUNT 3 YEAR END
NumMeER * e BALANCE *

soco001 [Bank Number One Il 3,803.36] Cloze |

3002 Bank Number Two 100,000.00] Close |

Outstanding Deposits 20,000.00
Outstanding Checks 10,000.00

Powersd by InzalliGrants @ Cooyright 2000-2007 Agate Scftware, Inc_
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Enter the Account Number, Financial Institution (Depository Name) and Year End Balance for all Act 44
bank accounts.

ACCOUNT YEAR END
e DEPOSITORY NAME * s
123456789 Capital Bank of Pennsylvania 101,258.35 | Close

The county will need to account for and enter any Outstanding Deposits and any Outstanding Checks
written on accounts dedicated to Act 44 money. Reconciliation helps to reduce balance adjustments in
Monitoring Reviews and Auditor General Reports.

Once entered, the Act 44 remaining funds available must equal the Reconciled Depository total for your
Act 44 bank accounts at year end.

Outstanding Deposits

Outstanding Checks
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Act 44 Interest Tab

Counties are required (*) to enter the interest earned on all accounts that contained Act 44 money for
the reporting year. Interest will be reported on the monthly statements and year-end 1099 forms that
your bank will send.

Cashbosrd U | Attachments n Comments o Help * - Reguired Fizld

STATUS In Progress

| Summary | Depositorias | Receiptz | Expenditures | Submission

R e e

Entar the DATE, DEPOSITORY and INTEREST AMOUNT in the spaces provided, if applicable. Totals will auto calculate once entered. Click SAVE once entered, or select 2 different tab to navigate to another
section.

12

a INTEREST
{_D..:‘r;“ml DEPOSITORY *

AMounT *

[p1/01/2015 |[Bank Number One - @001 v|| 10.00]
[02/02/2015 || Bank Number One - xx5001 V|| 11.01]
[02/03/2015 |[Bank Number One - @001 v|| 12.02]
[04/04/2015 | Bank Number One - xx5001 V|| 12.03]

[05/03/2015 |[Bank Number One - @001 v|| 14.04]
[0&/06/2015 |[Bank Number One - 3001 V|| 15.05]

[07/07/2015 |[Bank Number One - @001 v|| 16.06)
[o8f08/2015 |[Bank Number One - 3001 V|| 17.07]

[03/03/2015 |[Bank Number One - @001 V|| 18.08]
[10/10/2015 | Bank Number One - xx3001 V|| 19.09]
[11/11/2015 |[Bank Number One - @001 v|| 20.00]
[12712/2015 | Bank Number One - xx3001 V|| 21.01]
[12/31/2015 |[Bank Number Two - @002 v||

[ |- select - ~[

[ |- selec - v[ |
[ |- select - ~[ |
[ |- selec - v[ |
| |
| |

|- Select - v

|- select - v

- Select - ~
PageTol | s37202
[ReportToml [ s37202

The DEPOSITORY drop down list will contain all open bank accounts that were listed on the Depositories
tab. Select the relevant bank from the drop down list and enter the date and interest amount in the
spaces provided. Once entered, the total of all interest earned will populate at the bottom of the page.

DATE * o INTEREST
[MMIDDYYYY) CEIImLy AMOUNT *
07/28/2012 -- Select -- A 520.13

Capital Bank of Pennsylvania - 123456789
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Act 44 Receipts Tab

Any receipts deposited to your Act 44 account during the year, such as a payment from the state, or a

reimbursement from your General Funds as a result of an audit finding, should be entered here. Any Act
44 money received from the Commonwealth will auto populate.
e Date — enter the date on which you deposited the receipt to a Act 44 bank account

e Payer — enter the payer of the receipt
e Amount —enter the dollar amount of the receipt
e Project # - if the receipt relates to an approved Act 44 project, select the

project # from the drop down list
e Receipt Type — see below

PROJECT #

-- Select -

C 091950101
C 101950101

o Reimbursable Agreement # - enter the relevant agreement # (required if

selected)

e Description — briefly state the reason for the receipt

5, |
Dashoarl, O | attachments “ Comments o Help  * - Required Field
2015 Act44 Report for
STATUS In Proaress
Summary Depositories Interest || Expenditures | Submission
Enter the DATE, PAYER, AMOUNT, RECEIPT TYPE =nd DESCRIPTION in the spaces provided. If applicable, sel=ct the PROJECT # and the RECIEPT TYPE. If Reimbursabls Agreement Receipt Type is selected, enter
the Reimbursable Agreement # in the space provided, Totals will auto csboulate once entered. Click SAVE once entered, or select a different tab to navigate to another section,
12
[.'L“E“;d PavER * AmounT * PROJECT # RECEIPT TYPE * T;;":‘"'f DESCRIPTION *
[08/02/2015 |[Reimbursable Payee I 10,000.00] - Select —- v|[Reimburssble Agreement V][358555 | [Project description |[ Delet=
[08/03/2015 |[Misc. Receipt Payment Il 5,000.00 | — Select — |[Miscellanecus Receipt W | [Payment description |[ Delete
[ | | [—Select—  V|[-—Selecr — M| il |
[ I | [—Select—  w|[-— Selec — M| il |
[ I | [—Select—  V|[-—Select — | 1 |
[ | | [—Select—  w|[-—Select -— M| il |
[ | | [—Select—  V|[-—Select — | 1 |
[ I | [—Select—  w|[-— Selec — M| il |
[ I | [—Select—  V|[-—Select — | 1 |
[ | | [—Select—  w|[-—Selec -— M| il |
[ | | [—Select—  V|[-—Select — | 1 |
[ I | [—Select—  w|[-— Select — M| il |
[ I | [—Select—  V|[-—Select — | 1 |
[ | | [—Select—  w|[-—Select -— M| il |
[ | | [—Select—  V|[-—Select — | 1 |
[ I | [—selecc—  w|[-—selec— M| il |
[ I | [—Select—  V|[-—Select — | 1 |
[ I | [—selecc—  w|[-—selec— M| il |
[ | | [—Select—  V|[-—Select — | 1 |
|- selec—- [ Selec — v 1 [ |
PageTotal  $15000.00
[ I — | B V7T
12
Receipt Types Column
o . _ .
Reimbursable Agreement — for expenses paid from your Act 44 R Trre
account reimbursed by a third party in accordance with a written -
— e e — -
agreement.
e Miscellaneous Receipt — any other money deposited into your Act | Miscellaneous Receipt
Reimbursable Agreement
44 account, including reimbursement of Audit Findings.
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Act 44 Expenditures Tab

The Expenditures tab will display all checks that you wrote against your Act 44 checking account and will
show how the county spent their Act 44 allocations for the year. Record amounts such as bank fees
deducted from the checking account, checking account adjustments and transfers from checking to a

Act 44 savings account or certificate of deposit. This tab records activity in your Act 44 checking account,
not your General Fund.

Dashhosrd f_“_ Altachments n Comments o Help * - Reguired Fimld
2015 Act44 Report for

STATUS In Progress

Summary | Depesitories Interest Recaipts Submission

CEETI ST N |

Te add a new expenditure, select the ADD EXPENDITURE button. Once entered, a summary of expenditures will display below. Totzls will auto calculate once entered. Click SAVE once entered, orselect 2 differant
tzb to navigate to another section,

1
ChEck [/ SPLIT CHECK DISTRIBUTED BUDGET ITEM |
VOucHER # LIz LE=r ToTaL AMount Amount DEscrIPTION
1001 02/02/2015 Bridge Industries Inc. 10,000.00 438 - Bridge Inspecticn Edic
Bridge #01 Bridge #01 Location
1002 04/04/2015 Bridge Masters Inc, 20,000.,00 438 - Bridge Maint=nance Edit

Bridge =02 Bridge =02 Location

How to add Expenditures

Select the ADD EXPENDITURE button from the Expenditures tab and the Expenditure Entry screen opens.

Dezhboard f_"_ Aftachments p Comments o Help ¥ - Reguired Fizlg
2015 Act44 Report for

STATUS In Progress

Summary Depositories Interest Receipts | ditur Submission

EXPENCITURE ENTRY
Enter the CHECK/VOUCHER #, DATE and RECIPIENT in the spaces provided. If expenditure check/voucher doesn't exist, (i. . EFT), s=lect the CREATE TRANSACTION # button. A system generated number will be
entared for this expanditure,

To enter 2 VOIDED check, select the ADD EXPENDITURE button. Enter the CHECK# and the DATE and select the VOID CHECK button.

Se Lecl = BUDGET ITEM # from the list. Ifthe expenditure is for an Approved Act 44 project, select the 438 or 439 BUDGET ITEM # znd enter the DESCRIPTION (opticna(), APPLIED AMOUNT, BRIDGE NAME/ID,
and BRIDGE LOCATION.

To split = check, select the relevant BUDGET TTEM #' from the list and anter the APPLIED AMOUNT(s]).
Totals will suto caloulste once entered, Click SAVE, Enter remaining expenditures as needed, to return to the Expenditure tab, select the RETURN button.

CHECK. *“-’ = DATE * RECIPIENT * TOTAL CHECK AMOUNT VOID CHECK

] Create Transaction # Nl |_

BUDGET ITEM NUMBER *

[ 430.26 - Minor Equipment Purchases [1 436 - Storm Sewers & Drains
[ 420.74 - Major Equipment Purchazes [] 427 - Repairs of Tools & Machinery
[J 421 - Street Cleaning & Gutters [] 438 - Maint. & Repairs Roads & Brdges
[] 433 - Traffic Control Devices [ 439 - Highway Construction =nd Rebuilding Projects
[] 434 - Street Lighting [ MISC - Misczllaneous
BUDGET ITEM DETATL BRIDGE NaME/TD & BRIDGE LOCATION DEsCRIPTION DESTEIBUTED

AMDUNT =

SAVE DELETE
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Enter the CHECK/VOUCHER #, DATE and RECIPIENT in the spaces provided.

CHECK # / o -
Jrirrmed o DATE RECIPIENT
1025 [ Create Transaction # ] 02/01/2013 Electric Supplier

e Select a BUDGET ITEM NUMBER from the list that relates to the check transaction

e The BUDGET ITEM DETAIL expands to show the permissible entries

e Enter a Bridge Name/ID #, Bridge Location and DESCRIPTION (optional, unless “OTHER” is
selected) and the amount applied to this expense

Click SAVE

CHECK # J
VOUCHER # *

[ | creaw=Transaction= | | |_ VOID CHECK |

BUDGET LTEM NUMBER *

DaTE * RECIFIENT * TOTAL CHECK AMOUNT VioID CHECK

[J 4320.26 - Miner Equipment Purchases [ 436 - Storm Sewers & Drains
[ 430,74 - Major Equipment Purchases [] 437 - Repairs of Tools & Machinery

[ 431 - Street Cleaning & Guttars [¥] 438 - Maint. & Repairs Roads & Bridges

[0 433 - Traffic Control Davices [ 439 - Highway Construction and Rebuilding Projects

[ 424 - Street Lighting [ MISC - Miscellansous

BUDGET ITEM DETAIL BRIDGE NaME/ID & BRIDGE LOCATION DESCRIFTION I)Auwmu-rm?
Aggregates [ | Il I |
Bridge Maintenance || || || “ |
Brush or Debris Remaoval | || || “ |
Fuel | I I I |
Labor | || || ” |
Line Painting [ I I I |
Low Velume Road Products (Pub 447) | T I I |
Micro-surfacing | " ” “ |
Patching | || || ” |
Fipe —“—“—I
| $1000.00

SAVE | | DELETE |

An informational message will appear above the

page (as shown on the right), and a blank o R e

EXPENDITURE ENTRY screen becomes available for +« 1025 has been successfully created.

the user to enter more expenditure items.
Creating Transactions when a Check Doesn’t Exist

If an expenditure check/voucher doesn’t exist, (i. e. EFT), select the CREATE TRANSACTION # button. A
system generated number will be entered for this expenditure.

V{(:-::(fﬁgn##! - DATE * RECIPIENT *
EFT835314986 | Create Transaction # | 02/01/2013  Material Supplier]
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Expenditures for Approved Bridge Projects

If the expenditure is for an Approved Bridge project using Act 44 funds, select the 438 or 439 BUDGET
ITEM NUMBER and enter the BRIDGE NAME/ID#, BRIDGE LOCATION AND DESCRIPTION (optional) and
DISTRIBUTED AMOUNT.

vg.’g:g“##f o DATE * RECIPIENT * TOTAL CHECK AMOUNT VOID CHECK
1568 [ CresteTransaction £ | 12/31/14 KIMLEE ASSOCIATES _ VOID CHECK
BUDGET ITEM NUMBER *
7] 430.26 - Minor Equipment Purchases [7] 436 - Storm Sewers & Drains
[] 430.74 - Major Equipment Purchases [T] 437 - Repairs of Tools & Machinery
[7] 431 - Street Cleaning & Gutters [¥] 438 - Maint. & Repairs Roads & Bridges
|71 433 - Traffic Control Devices ["] 439 - Highway Construction and Rebuilding Projects
[7] 434 - Street Lighting [7] MISC - Miscellaneous
BUDGET ITEM DETAIL BRIDGE NAME/TD # BRIDGE LOCATION DESCRIPTION E:ﬁ)";:[“i"

14-15000-001 - Bridge 92 Project  RIVER STREET EAST CHESTER BOROUGH 475.00

The approved bridge project # will be available for selection in the BUDGET ITEM DETAIL section. Enter
the related project details in the text boxes and click SAVE to record the expenditure for the project.
Click RETURN to view the entered Expenditure.

CHECK [ SPLIT CHECK DISTRIBUTED BUDGET ITEM |
VOUCHER # BaTE S TOTAL AMOUNT AMOUNT DESCRIPTION
1568 12/31/2014 KIMLEE ASSOCIATES 475.00 14-15000-001

438 - Maint. & Repairs Roads & Bridges

RIVER STREET EAST CHESTER BOROUGH
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How to Enter a Split Check

e When a paid expenditure is for multiple Budget Item categories, the user must select the
relevant Budget Item numbers from the list.

e To split a check, select the relevant BUDGET ITEM NUMBER(s) and enter the DISTRIBUTED
AMOUNT(s) and DESCRIPTION.

e Totals will auto calculate once entered. Click SAVE

BUDGET LTEM NUMBER *

[ 430,26 - Minar Equipment Purchases [[] 436 - Storm Seviers & Drains

[ 430.74 - Major Equipment Purchases [] 437 - Repairs of Tools & Machinery

[ 431 - Street Cleaning & Gutters [ 438 - Maint. & Repairs Roads & Bridges
[ 433 - Traffic Control Devices [ 439 - Highway Construction and Rebuilding Projects
[ 434 - Street Lighting [ MISC - Miscellansous
BUDGET ITEM DETAIL BRIDGE NAME/ID # BRIDGE LOCATION DESCRIFTION

DISTRIBUTED
AMOUNT *

Aggregates

Bridge Inspection

Bridge Maintenance
Brush or Debriz Removal
Fuel

Labor

Line Painting

Low Velume Road Products {Pub 447)
Micro-surfacing

Patching

Pipe

C-11-66000-05 - 2011 BRIDGE MAINTENANCE PROGI
C-12-66000-22 - 2012 Bridge Maintenznce Program
Paper M5-32% (Plezse enter Project =)

How to Enter a VOIDED check

I I

i 1,000.00]

e To enter a VOIDED check, select the ADD EXPENDITURE button.
e Enter the CHECK # and the DATE and select the VOID CHECK button.

CHECK #
VOUCHER #’* DA Rectprent =
L1234 [ Create Transaction # ] 05/21/2013

ToTAL
CHECK VOID CHECK
AMOUNT

- VOID CHECK

A dialog box will open asking for confirmation. Click OK.

Message from webpage - M

i ok || cancel

@

Do you really want to void the check? This will remove all funding but
leave a record of the check in the system.,

Press OK - To Void the Check
Press Cancel - To Cancel the Request

Click SAVE. Click RETURN to view the entered Expenditure.
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How to Void an Existing Expenditure

If a check has already been entered and needs to be voided, select EDIT next to the relevant check on
the Expenditures tab.

Summary Depositories Interest Receipts Acct. Receivables Acct. Payables | Encumbrances | County Aid Submission

ADD EXPENDITURE

0 add a new expenditure, select the ADD EXPENDITURE button. Once entered, a summary of expenditures will display below. Totals will auto calculate once
entered. Click SAVE once entered, or select a different tab to navigate to another section.

1
CHECK SPLIT CHECK DISTRIBUTED BUDGET ITEM |
VOUCHER # BYSS EEET TOTAL AMOUNT AMOUNT DESCRIPTION
1152 03/01/2013 Contractor 1,852.25 434 - Lighting Maintenance, Repair, or Parts Edit |
Bulb Replacements
Click the VOID CHECK button.
CHECK # [ TOTAL CHECK
VOUGHER ¥ * DATE * RECIPIENT * AMOUNT VOID CHECK
1152 [ CreateTransaction # | 03/01/2013  Contractor - VOID CHECK

A dialog box will open asking for confirmation. Click OK.

Message from webpage - — u

I.-"'_"‘-.I Do you really want to void the check? This will remove all funding but
W' leave a record of the check in the system.

Press OK - To Void the Check
Press Cancel - To Cancel the Request

| | oK | ’ Cancel

Click SAVE. Click RETURN to view the entered Expenditure.
Viewing and Modifying Expenditures

After completion of entering your expenditures, select the RETURN button under the tab selection area.

Depositories Interest Beceivables
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The entered expenditures will appear under the Expenditures tab.

ADD EXPENDITURE

select the ADD EXPENDITURE button. Once entered, a summary of expenditures will display below. Totals will auto ca
ot a different tab to navigate to another section.
1
CHECK [ DATE * o o APPLIED BUDGET ITEM |
VOUCHER # *  [mM/DD/YYYY) EEDIED EERSLTLY AMOUNT * DESCRIPTION
1025 2/1/2013 Electric Supplier 582.35 434 - Lighting Operation or Electricity
EFT835314986 2/1/2013 Material Supplier 11,025.00 2,525.00 431 - Tool or Equipment Rental
Equipment Rental
EFT835314986 2/1/2013 Material Supplier 11,025.00 8,500.00 432 - Road Salt

To modify an expenditure, select the Expenditures tab. Click Edit next to the relevant transaction.

Contact/Bonding | Submission

Interest Receipts

ADD EXPENDITURE

select the ADD EXPENDITURE button. Once entered, a summary of expenditures will display below. Totals will auto ca
ot a different tab to navigate to another section.

Depositories

1
CHECK f DATE * - - APPLIED BUDGET ITEM |
VOUCHER # *  [MM/DD/YYYY) RECIPIENT CHECK AMOUNT AMOUNT * DESCRIPTION
1025 2/1/2013 Electric Supplier 582.35 434 - Lighting Operation or Electricit]
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Enter the updated data in the relevant text boxes. If necessary, delete the amount entered previously,
and select the new BUDGET ITEM NUMBER from the list and uncheck the incorrect BUDGET ITEM
NUMBER.

vgﬁ:::#’ - DATE * RECIPIENT * TOTAL CHECK AMOUNT VOID CHECK
|1027 | [ Create Transaction # | [02/04/15 | [Supplier | _
BUDGET ITEM NUMBER *
Check #, Date,
[ 430.26 - Minor Equipment Purchases [] 436 - Storm Sewers & Drains
[¥] 430.74 - Major Equipment Purchases [] 437 - Repairs of Toals & Machinery BUdget Ite m
[] 431 - Street Cleaning & Gutters [] 438 - Maint. & Repairs Roads & Bridges N um ber and
[[] 433 - Traffic Control Devices [[] 439 - Highway Construction and Rebuilding Projects
[T] 434 - Street Lighting [ MISC - Miscellansous Amount have
been updated

| BUDGET ITEM DETAIL BRIDGE NAME/ID # BRIDGE LOCATION DESCRIPTION —

Total Check Amount L s853.36

DELETE

Click SAVE. The item updates on the Expenditures tab.

CHECK [ SPLIT CHECK DISTRIBUTED BUDGET ITEM |
VOUCHER # e AR A TOTAL AMDUNT AMOUNT DESCRIPTION
|1027 02/04/2015 Supplier 853.36 430.74 - Other Major Bridge Equipment

Enter remaining expenditures as needed. To return to the Expenditure tab, select the RETURN button.
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Uploading Expenditures

To upload expenditures into dotGrants, select the UPLOAD button on the Expenditures tab.

—

Encumbrances

PRINT REPORT

Acct. Payables

PRINT SECTION

Acct. Receivables |

ADD EXPENDITURE

The Expenditure Upload screen opens.

RETURN
ExPENDITURE UPLOAD

The Expenditure Upload allows the option of importing data from files that contain expenditure information instead of manually entering the data. You may upload all or
part of your expenditures using the template provided (listed below) or create your own Excel template.

The Excel file should only contain one sheet with no formulas. Column names must appear on Row 1.

Expenditure Upload Template (*.xlsx) Template
Expenditure Upload Help Document

To upload the file use Browse to select your file, and then select Upload Expenditure. The data will be added to your annual report once errors/warnings are corrected.

Preferred column heading names for the import file: Check #, Date, Recipient, Budget Ttem #, Budget Ttem Detail, Description, Amount

Expenditure Upload File:

[ Upload Expenditure ]

For each spreadsheet that can be imported, there are requirements for which fields are allowed and
which fields are required. Before importing a file, be sure to follow the below guidelines and
requirements in preparing an import file.
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Sample Check Expenditure Spreadsheet:

Type Date Num Name Account Debit Credit
Check 1/18/2013 4708 HILLSIDE STONE CASH 632.85
HILLSIDE STOMNE 438.25 MAINT SUPPLIES 632.85
@ 632 84 632 85
Check 2/2/2013 4709 BAYLESS FUEL CASH 2,853.48
BAYLESS FUEL 438 23 MAINT FUEL 2,853 .48
@ 2,853.48 2,853.48
Check 2/24/2013 4710 BAYLESS FUEL CASH 59513
@ BAYLESS FUEL 438 23 MAINT FUEL 59513
595.13 59513
Check 3/372013 4711 BAYLESS FUEL CASH A15.1
BAYLESS FUEL 438.23 MAINT FUEL 515.01
515.01 515.01
@ QuickBooks Export Tips | Sheet1 /¥J
Modifications will be required before the Excel file can be uploaded to dotGrants.
9. File cannot contain blank rows or columns
10. Delete all tabs, except Sheet 1
11. No total cells/rows
12. Each row/expenditure must contain the check number and date
Acceptable upload format:

Date Num Name Account Debit
1/18/2013 4708 HILLSIDE STONE 438.25 MAINT SUPPLIES 632 85
222013 4709 BAYLESS FUEL 438.23 MAINT FUEL 285348
2242013 4710 BAYLESS FUEL 438.23 MAINT FUEL 59513
332013 4711 BAYLESS FUEL 438.23 MAINT FUEL E15.01
3242013 4712 CONWAY AND OMALLEY 437.25 MACH REP SUFPFLIES 1,129.98
3/28/2013 4713 BAYLESS FUEL 438.23 MAINT FUEL 2 427 66
4/4/2013 4714 5 HASBROUCK SAND & GRA 438.25 MAINT SUPPLIES 139.05
4/10/2013 4?15|FI"JE STAR EQUIP CO !43?_25 MACH REP SUPPLIES 239
4/10/2013 4716 WALSH EQUIFMENT 437.25 MACH REP SUFPFLIES 37T 58

| » ¥ Sheet1 /%3 ~
The spreadsheet now follows the guidelines for import.
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Other Guidelines to Consider
The predefined template contains the preferred column heading names for the spreadsheet import file.

Check # Date Recipient Budget Budget Item | Description Amount
Item # Detail

The column headings do not need to match the predefined headings (listed above), but the user may
modify the headings in the spreadsheet import file to match.

Once all modifications have been made to the spreadsheet import file,

5. Select the Browse... button to initiate the upload. Browse to the location and choose the file for

import.

Expenditure Upload File: H:\dotGrants\corrected_quickbooksexport.xls

Upload Expenditure

6. Click the Upload Expenditure button.

The spreadsheet import file contains different column headings that must be mapped to match the
current expenditure field names. Click the relevant drop down box and map the source column name to

the preferred column name.

9 Please review the information below.

« Column name(s) mismatch or improper column order provided. Please map and confirm the appropriate columns with the standard
format.

Source Column Target Column

Date Date

Num Check # -

MName Recipient -

Account Budget Item # -

Debit Amount -
Continue ]l[ Cancel |

ﬁ

Once the column names have been selected, click the Continue button.
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The UPLOAD READY DATA screen opens.

UpLoaD ReaDy Data

Nomper CHECK # RECIPIENT SUDGET ITEM  pETATL/DESCRIPTION AMOUNT CHECK STATUS [ROW STATUS |EDIT |DELETE
11 Errer EDIT || DELETE
12| Error EDIT | | DELETE

EDIT || DELETE
314709 02/02/2013 BAYLESS FUEL 438.23 MAINT| 2853.48| Infc  Invalid Budget item Number
FUEL
44710 02/24/2013 BAYLESS FUEL 438.23 MAINT] 595.13 Info Warning EDIT | [ DELETE
FUEL
54711 03/03/2013 BAYLESS FUEL 438.23 MAINT] 515.01] Info Warning EDIT [ DELETE
FUEL
64712 03/24/2013 CONWAY AND OMALLEY 437.25 MACQ 1129.98| EDIT | [ DELETE
REP SUPPLIE!
7la713 03/28/2013 BAYLESS FUEL 438.23 MAIN 2427.56| Info Warning EDIT | | DELETE
FUE
84714 04/04/2013 3 HASBROUCK SAND & GRA 438.25 MAINT] 139.05 Infg Warning EDIT | [ DELETE
SUPPLIES)
5la71s 04/10/2013 FIVE STAR EQUIF CO 437.25 MACH 2.39 Info Warning EDIT | [ DELETE
REP SUPPLIES|
10/4716 04/10/2013 WALSH EQUIPMENT 437.25 MACH 377.58 Info Warning EDIT | [ DELETE
REP SUPPLIES)

UPLOAD SUMMARY

$8,673.13
s0.00

sccept | [ Save Upload | [ Delete Upload |

- -
(N e

The UPLOAD SUMMARY section will display the total rows, amounts and errors/warnings from the
spreadsheet import file. Before the file can be uploaded, all errors/warnings must be corrected. You can
correct your file on your pc and upload the file again or make the corrections using the EDIT button next
to the line item.

Fixing Errors and Warnings
For each incomplete line item, a message will appear in the ROW STATUS column. Hover your mouse
cursor over the message to view the details.

| |ROW STATUS |EDIT |(DELETE

To delete blank lines from the imported spreadsheet, click the DELETE button.
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Click OK in the dialog box.

Message from webpage @
&% Do you really want to delete this Check (#:8nbsp;)? The information
cannot be automatically recovered,

Press OK - To Delete the Check
Press Cancel - To Cancel the Request

. ok || cancel

Click the EDIT button to modify the line item(s). The EXPENDITURE ENTRY screen opens.

CHECK # /
VOUucHER # *

4708 Create Transaction # 01/18/2013 HILLSIDE STONE _ $632.85

DATE * RECIPIENT * TOTAL CHECK AMOUNT UPLOAD CHECK TOTAL VOID CHECK

m'llaBEK CHECK # | DATE | RECIPIENT AMOUNT BUDGET ITEM/DETAIL | DESCRIPTION ‘ coPY
2 4708 01/18/2013 HILLSIDE STONE 632.85 438.25 MAINT SUPPLIES @
BUDGET ITEM NUMBER *
[] 430.26 - Minor Equipment Purchases [[] 434 - Street Lighting
[] 430.27 - Computer / Computer Related Training [[] 436 - Storm Sewers & Drains
[C] 430.74 - Major Equipment Purchases [C] 437 - Repairs of Tools & Machinery
[T] 430.99 - Agility Projects [C] 438 - Maint. & Repairs Roads & Bridges
[C] 431 - Street Cleaning & Gutters [C] 439 - Highway Construction and Rebuilding Projects
[7] 432 - Winter Maintenance Services [7] MISC - Miscellaneous
[7] 433 - Traffic Control Devices

DISTRIBUTED

copy BUDGET ITEM DETAIL DESCRIPTION e

SavE
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A common error is that the Budget Item # from the imported spreadsheet does not match the
predefined Budget Item #'s for expenditures. To fix this error, select the relevant Budget Item # from the
list, in this case, 438. The BUDGET ITEM DETAIL section displays below.

CHECK # /
e DATE * RECIPIENT * TOTAL CHECK AMOUNT VOID CHECK
4708 [ CreateTransaction # | 01/18/2013  HILLSIDE STONE _ VOID CHECK
NggrER CHECK # DATE RECIPIENT AMOUNT BUDGET ITEM/DETAIL ‘ DESCRIPTION | COPY
2 4708 01/18/2013 HILLSIDE STONE 632.85 438.25 MAINT SUPPLIES @
BUDGET ITEM NUMBER *
[T 420.26 - Minor Equipment Purchases [T] 434 - Street Lighting
[7] 420.27 - Computer / Computer Related Training [T 436 - starm Sewers & Drains
[ 420.74 - Major Equipment Purchases [T] 437 - Repairs of Tools & Machinery
[T] 430.99 - Agility Projects ¥| 438 - Maint. & Repairs Roads & Bridges
[7] 421 - Street Cleaning & Gutters [7] 439 - Highway Construction and Rebuilding Projects
[T] 432 - winter Maintenance Services [C] M1SC - Miscellaneous
[7] 433 - Traffic Control Devices
Copy BUDGET ITEM DETAIL DESCRIPTION D;zrmts_o
[ Copy | Aggregates 632.85

Click the Copy button next to the relevant detail item. This will carry the DESCRIPTION (if available),
DISTRIBUTED AMOUNT and the TOTAL CHECK AMOUNT from the imported data to the detail line item
for the expenditure. Manually enter any information that was not included in the upload.

| SAVE | | DELETE |

Click the SAVE button.

Once the expenditure item has been updated, the UPLOAD READY DATA table ROW STATUS changes
from Error to Valid. The UPLOAD SUMMARY displays “0” for TOTAL ERRORS/WARNINGS.

UprLOAD READY DATA

RECIPIENT 2UDGE”TE" DETAIL/DESCRIPTION AMOUNT CHECK STATUS |ROW STATUS |EDIT |DELETE
34709 02/02/2013 BAYLESS FUEL 438 $2,853.48 alid [ DELETE |
44710 02/24/2013 BAYLESS FUEL 438 $595.13 alid [ DELETE ||
5/4711 03/03/2013 BAYLESS FUEL 438/ $515.01 alid (_DELETE ||
s/a712 03/24/2013 CONWAY AND OMALLEY 437 $1,125.95 alid [ DELETE |
7|a713 03/28/2013 BAYLESS FUEL 438 $2,427.66 alid [ DELETE ||
ala714 04/04/2013 8 HASBROUCK SAND & GRA 438 $139.05 alid [oELETE |
94715 04/10/2013 FIVE STAR EQUIP CO 437 ‘ $2.39 alid [ DELETE |
1044716 04/10/2013 WALSH EQUIPMENT 437 | $377.58 alid [ pELETE |

UPLOAD SUMMARY

$8,673.13
1
s

[Tora: Exnons/Wamanes: | ¢
[Torn: Curocs Reconcreeo: | RN

[Accept | [ Bave Upload | [ Delete Upload |

Click the Accept button to finalize the spreadsheet import steps.
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A confirmation notification will be displayed.

EXPENDITURE UPLOAD

o Please review the information below. If you need addition:

+ Imported information accepted Successfully.

Click the RETURN button. The Expenditures page opens displaying the uploaded items.

bst ‘ Receipts Contact/Bonding ‘ Submission |
ADD EXPENDITURE PRINT SECTIOMN PRINT REPORT I UPLOAD
utton. Once entered, a summary of expenditures will display below. Totals will aute calculate once entered. Click SAVE once entered, or select a different tab to navigate to
1
CHECK / SPLIT CHECK DISTRIBUTED BUDGET ITEM |
VOUCHER # DATE RECIPIENT TOTAL AMOUNT AMOUNT DESCRIPTION
4708 01/18/2013 HILLSIDE STONE 632.85 438 - Agaregates
4709 02/02/2013 BAYLESS FUEL 2,853.48 433 - Fuel
4710 02/24/2013 BAYLESS FUEL 595.13 438 - Fuel
4711 03/03/2013 BAYLESS FUEL 515.01 438 - Fuel
4712 03/24/2013 CONWAY AND OMALLEY 1,129.98 437 - Parts
4713 03/28/2013 BAYLESS FUEL 2,427.66 438 - Fuel
4714 04/04/2013 8 HASBROUCK SAND & GRA 130.05 438 - Aggregates
4715 04/10/2013 FIVE STAR EQUIP CO 2.39 437 - Parts
4716 04/10/2013 WALSH EQUIPMENT 377.58 437 - Parts
148 06/05/2012 1D Diversified Services 37,304,22 438 - Aggregates
2A Limestone
147 06/19/2013 HRG Engineering MISC - Other (Please Describe])
VOID
149 08/21/2013 Joseph McCormick Construction 68,750.60 13-25220-002
439 - Highway Construction and Rebuilding Projects
Pave sections on various township roads
150 09/18/2013 Joseph McCormick Construction 29,124.06 13-25220-003 i
439 - Highway Construction and Rebuilding Projects
Place 19mm Binder on various roads
151 10/02/2013 Russell Standard Corporation 81,242.49 438 - Seal Coat (0il and Chipping)
Sealcoat Various Township

The expenditures carry to the Summary page of the Annual Report.

Act 44 Submission Tab

Refer to “Submitting Reports” on page 6 of this manual. These instructions apply to all annual
reports.

dotGrants Annual Reports Reference Manual
Pennsylvania Department of Transportation - Center for Program Development & Management
Financial Contracts & Services Division - Financial Consulting Section

70




pennsylvania

DEPARTMENT OF TRANSPORTATION

dotGrants Annual Reports Reference Manual
Pennsylvania Department of Transportation - Center for Program Development & Management
Financial Contracts & Services Division - Financial Consulting Section

71



