CDFW WebGrants Claims

Grantee Guidance

Table of Contents

U] g oo 1 = U U U TP PSR 2
MATENAIS NEEAEA ... . uiiiiiieie et e e et e e e e e e e e s abaaaeeeeeeesssnnssasaaeeeaaeeessnnnes 2
SHAMT HEIE e e e e e 2
Y Y € o | o] 1T TP RUURPPPPPPRPIRt 2
CUITEINT GIONTS e n e e e e e as 2
GraNt COMPONENTS ...t e e e e e e e ettt eeeeeeeeeeeeataaaaaaeeaessssrannaaaaasaeeees 3
(@[] 0 1S USSP UUPUR 3
THE WG CIOIMS PrOCESS ..ceieiitietteee ettt e e e e e e ettt e e e e e e e e e sstbvaaeeeeeeeessnssssanaaaaaeeesannnes 4
The WG Claims Process with Negotation .......c.uvviiiiiiieeeeeee e 4
ClAIMS MOIN POGE ettt ettt e e e e e e e et e e e e e e e e e s sssabaaaaeeaeeeesasssssaseaaaaens 4
EITING STOTUS e et e e e e e e e e e e e e e e e e e e nssbbaaeaeeaeeeennnnraaees 5
Create A INEW ClOIM. ... ettt e e e e e ettt e e e e e e s s sabbbaeeeeeeeessanssseaeeeeeeens 5
(aTaTe N ]I = (] 11T @1 e o I 6
Option T =My Grants ClIAIMS LISt .....ovvvuiiiiieeeiiieeeeieeeeee e e e e 6
OptioN 2 — Grant COMPONENTS....c.oiveiieceeee e e e e e e e e e e e ee s 6
COMPIETE G CIQIM ettt e e e e e e e ee e e eeeeeseeesr e e eeeeeseenens 7
REIMIDUISEMENT ...ttt e e e e e e sttt e e e e e e e e e aebbabaaeeeaeeeennnnes 7
Description of SErVICES PErfOrMEd ....ccooiiviiiiieeeeieeeecee e 9
Claim Supporting DOCUMENTATION ....uuii e 10
REVIEW The ClOIM ettt e et e e e e e e sttt e e e e e e e e e s s nanabaraeaaaeens 11
SUBMITTEA STATUS et e et e e e e e e et e e e e e e e e s naaraaeeeeeeeas 12
NYU] o] 0011 I 1 @ [ 1o o U PR PPPPUPPPRR 12
(@1 o 11 T N =T T ) 1 1 1] 1 13
Correcting StAtUS ..o 13
Claim Negotiation EMQIL......... e 13

(@el (Yo 11 aTe 1 TSI O I ] 1o q T 14

(€[ 1Yo | 4V TR 16

02/23/2021 Page 1 of 16



CDFW WebGrants Claims

Grantee Guidance

Purpose

This guidance document covers how to enter and submit invoices within WebGrants
(WG) Claims and is intended for Grantees.

Materials Needed
1. Invoice - See your grant agreement for the information required for invoices. If
you need an invoice template, please contact your Grant Manager.
2. Supporting Documentation — Reciepts, subcontractor invoices, and other
documents to support the expenses in your invoice for the billing period

Start Here
1. Login to WebGrants
2. Click on "My Grants”

My Grants

The My Grants page is where Grantees can see their list of grant projects.. If you cannot
see your grants, please contact your Grant Manager.

Current Grants
My Grants shows you your current grants by default. Current grants are any grants that
have an executed grant agreement and are still active.

&k Grant Tracking

Current Grants Search My Grants | Closed Grants | Claims
Grants in the status Underway or Suspended appear on this list. To view other Grants, click the closed Grants link
ID Status Year Project Title Program Area Grant Awarded
] 9 Administrator Amount
03025 Underway 2019 KEEP - Full application #3 TEST PROGRAM AREA Juan Calderon £104,999.00
03622 Underway 2019 KEEP- EM - Testing Amendments TEST PROGRAM AREA Juan Calderon $300,006.00
QO00TEST  Underway 2019 Grantee Training TEST GRANT TEST PROGRAM AREA Erin Aquino-Carhart $1,000,000 00
PQ9IST6  Underway 2018 gmg WebGrants Training - FRGP Test Grant 1 M to EF;:;Z;;mhenes Restoration Grant Timothy Charey $131,157.50
PO99554  Underway 2018 E[MQ WebGrants Training - FRGP Test Grant 1 A to EF;:;Z;;isheries Restoration Grant Timothy Charey 58 273853 401 51
00300  Underway 2018 FRGP 2018/19 Funding Opportunity Review Efﬂ‘;g;ﬂﬂme"es T EE Timothy Charey $24,480.00
TEST1234  Underway TEST GRANT 1234 TEST PROGRAM AREA Erin Aquino-Carhart $0.00
e Underway Budget Switcheroo - KEEP TEST PROGRAM AREA Erin Aquino-Carhart $11,055,826.00
Total $8,286,469,960.01

Showing 1-8of 8

The following is a description of the columns shown in the table.

ID: Grant agreement number

Status: WebGrants status. You will only see “Underway” grants in Current Grants
Year: Proposal Solicitation Notice (PSN) Year

Project Title: Grant project fitle

Program Area: Grant program

Grant Administrator: California Department of Fish and Wildlife (CDFW) Grant
Manager

7. Awarded Amount: The grant awarded amount per the agreement

AR e e

Open your grant by clicking on its Project Title.
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ik Grant Tracking

Current Grants Search My Grants | Closed Grants | Claims
Grants in the status Underway or Suspended appear on this list. To view other Grants, click the closed Grants link.

. Grant Awarded

ID Status Year Project Title Program Area e o
03025 Underway 2019 KEEP - Full application #3 TEST PROGRAM AREA Juan Calderon $104,999.00
03622 Underway 2019 MEEDablledaating dioning TEST PROGRAM AREA Juan Calderon $300,006.00
QODOTEST  Underway 2019jGrantee Training TEST GRANT EST PROGRAM AREA Erin Aguino-Carhart $1,000,000.00
POOOSTE Underway 2018 Z webGrants Training - FRGP Test Grant 1 M o Plri.;gg;nﬂshenes Restoration Grant Timothy Chorey $131.157.50
POOOSE4  Underway 2018 E[MQ WebGrants Training - FRGP Test Grant 1A to ErRo%;;nFiShe”es Restoration Grant Timothy Chorey $8.273,853 491 51
00300 Underway 2018 FRGP 2012119 Funding Opportunity Review Eﬁ)‘ggmsne”es Restoration Grant Timothy Chorey $24,430.00
TEST1234  Underway TEST GRANT 1234 TEST PROGRAM AREA Erin Aquino-Carhart $0.00
12407~ Underway  Budget Switcheroo - KEEP TEST PROGRAM AREA Erin Aquino-Carhart $11,055,826.00

Total $8,286,469,960.01

Showing 1-8of 8

Grant Components

The main page within each grant (“*Grant Main Page”) shows you the Grant
Components, which are the Grant Tracking forms associated with that grant. Each
grant program may have different Grant Components, but they will all use the same
Claims form.

Grant: QO00TEST - Grantee Training TEST GRANT - 2019
Status: Underway
Program Area: TEST PROGRAM AREA
Grantee Organization: Baseline Organization
Program Officer: Erin Aquino-Carhart
Awarded Amount: $1 000 000.00

Instructions
The Grant forms appear below.

Grant Components

Component Last Edited
General Information 02/02/2021
Project Summary 02/02/2021

Agreement & Amendments
Schedule & Deliverables

Budge’ 02/02/2021

Cost Share 02/02/2021
Performance Measures
Conservation Targets

Opportunity
Application

Claims

The Claims process is how WG tracks grant expenses and remaining balances. Each
Claim is populated with information from the Grantee's Invoice. This guidance will focus
on the steps of the Claims process that you, the Grantee, is involved in.

02/23/2021 Page 3 of 16



CDFW WebGrants Claims

Grantee Guidance

The WG Claims Process
The following is the WG Claims process by Claims Status. See the Glossary for definitions
of each status.

The WG Claims Process with Negotiation
This graphic includes the Correcting Claims Status, which only occurs when a Claim is
negotiated because the Invoice is disputed.

Claims Main Page
When you click on Claims from the Grant Main Page, it opens the Claims Main Page.

Claims Copy Existing Claim | Return to Components
Date Date Date .

ID Type Status St Paid e Claim Amount
P299876 - 001 Reimbursement Approved 1012212020 04/25/2018 - 05/25/2018 $10.00
P999876 - 002 Reimbursement Editing 04/18/2018 - 04/25/2018 $0.00
P999876 - 003 Reimbursement Paid 02/06/2020 10/19/2020 01/01/2020 - 01/31/2020 $14,670.00
P299876 - 004 Reimbursement Paid 07/18/2019 1002212020 05/01/2018 - 07/15/2019 $4,375.00
P999876 - 005 Reimbursement Paid 10/18/2020 10/20/2020 10/05/2020 - 10/19/2020 $2,000.00
P999876 - 006 Reimbursement Editing 06/01/2018 - 03/31/2020 $0.00
P999876 - 007 Reimbursement Editing 1012172020 - 10/21/2020 $10.00

Submitted Amount $0.00
Approved Amount $10.00
Paid Total $21,045.00

Total $21,065.00

The following is a description of the columns shown in the table.
1. ID: The Claim Number. This is automatically generated when a new Claim is
created. It is always the Grant Number followed by a serial number.
2. Type: The Claim Type, which is always “Reimbursement” because WRGB grant
programs only pay in arrears.

3. Status: The Claim Status. This shows which part of the process the Claim is in.

4. Date Submitted: The date that the Claim was submitted in WG

5. Date Paid: The date that CDFW entered the Claim into Fi$Cal for payment. For
the actual paid date, please contact your CDFW Grant Coordinator.

6. Date From-To: The Claim billing period

7. Claim Amount: The total Claim amount
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Editing Status
The Claim Editing Status is when the Claim is created and submitted.

Create a New Claim
1. Under Grant Components, click “Claims” to open the Claims Main Page

g}l\ﬂenu | B Help | @Log Out '\':-QBack| L@Print iﬁf-\dd | |

i Grant Tracking

Grant: QO00TEST - Grantee Training TEST GRANT - 2019
Status: Underway
Program Area: TEST PROGRAM AREA
Grantee Organization: Baseline Organization
Program Officer: Erin Aquino-Carhart
Awarded Amount: $1,000,000.00

Claims Return to Components
Date Date Date .
ID Type Status Submitted Paid From-To Claim Amount
Submitted Amount $0.00
Approved Amount $0.00
Paid Total $0.00
Total $0.00

Last Edited By:

2. Click"Add" to create a new Claim

Menu | Help | 'S Log Out ¢ Back | | 4 Save
& Brer @ 9 =

{sh Grant Tracking

Claim General Information

To create a new Claim enter the starting date and the ending date of the Report Period. This is the period of coverage for this Claim.

clim Type
Report Period | ‘ ﬂ | | ﬂ

From Date Ta Date

3. Leave the Claim Type as “Reimbursement.” This is automatically populated for
you. Note: WRGB only pays Grantees in arrears

4. Enter the Report Period (billing period) for the Invoice
5. Click “Save”
Reporting Period Return to Components

Claim Type:* Reimbursement
Claim Status:* Editing
Report Period {0/01/2020 12/31/2020

From Data To Date
Last Edited By: Testing Tester, 02/04/2021

6. Click “Return to Components.” This will bring you to the Claims Components (see
below)

02/23/2021 Page 5 of 16



CDFW WebGrants Claims

Grantee Guidance

Components Preview | Submit
Complete each component of the Claim and mark it as complete. Click Submit when you are done.
Name Complete? Last Edited
General Information v 02/04/2021

Reimbursement
Description of Services Performed
Claim Supporting Documentation

Find an Existing Claim
If you have already created a Claim and need to return to it, you can find the Claim in
either of these ways:

Option 1 = My Grants Claims List

i} Grant Tracking

Current Grants Search My Grants | Closed Grants

Grants in the status Underway or Suspended appear on this list. To view other Grants, click the closed Grants link.

. Grant Awarded

ID Status Year Project Title Program Area AR s et
03025 Underway 2019 KEEP - Full application #3 TEST PROGRAM AREA Juan Calderon $104,999.00
03622 Underway 2019 KEEP- EM - Testing Amendments TEST PROGRAM AREA Juan Calderon $300,006.00
QO00TEST  Underway 2019 Grantee Training TEST GRANT TEST PROGRAM AREA Erin Aquino-Carhart $1,000,000.00
POg9sTE Underway 2018 5019 WebGrants Training - FRGP Test Grant 1 M to Elri;(;;;‘_lﬂshenes Restoration Grant Timothy Charey $131.157.50
POogs54 Underway 2018 5019 WebGrants Training - FRGP Test Grant 1 A to Eﬁg;;ﬂﬁsheries Restoration Grant Timothy Charey 58.273,853 401 51
00300  Underway 2018 FRGP 2018/19 Funding Opportunity Review Eﬁ,‘;gf”‘e”es S T @ Timothy Chorey $24,430.00
TEST1234  Underway TEST GRANT 1234 TEST PROGRAM AREA Erin Aquino-Carhart 50.00
ﬂéégﬁ " Underway Budget Switcheroo - KEEP TEST PROGRAM AREA Erin Aquino-Carhart $11,055,826.00

Total $8,286,469,960.01

Showing 1-8of 8

1. From the My Grants Page, click “Claims.” This will open the a list of all your Claims
that have not been submitted.

Claims
Claim Submitted . § Approval  Claim
T EE Status Date Grant Title Funding Opportunity Program Area o] s
- . . FRGPF - Fisheries Restoration
01996-001  Editing Test_Ramsey_Salmon_SHEAR 01700 - FRGP 2019 Funding Opportunity Grant Program 50.00
02908-002 Editing HS testafter new budget tweaks 2019- 0335 Training (All Programs) TEST PROGRAM AREA $0.00
- . FRGPF - Fisheries Restoration
03142-005 Editing FRGP Legacy testing #2 - JC 03117 - FRGF Legacy Grant Program $200,000.00
0224105 Eqiting Grant Manager Training 06 - Lasko 00832 - Training (All Programs) TEST PROGRAM AREA $200,000.00
0a241-ERA- e diting Grantes Training TEST GRANT 00832 - Training (All Programs) TEST PROGRAM AREA $5,300.00
DR H1-IRR-  Ediing Grant Manager Training 00- JRR 00832 - Training (All Programs) TEST PROGRAM AREA $0.00
Pa99554.- 2019 WebGrants Training - FRGP Test N FRGP - Fisheries Resforation
oo Ediing s et 00002 - FRGP 201819 Funding Opportunity ¢ 0F - Sher 50.00
PO99876- - 2019 WebGrants Training - FRGP Test . . FRGF - Fisheries Restoration
002 Editing Grant 1 Mto Z 00002 - FRGP 2018/19 Funding Opporiunity Grant Program $0.00
TEST1234- . 00000 - TEST ONLY FO - DO NOT PURGE
o Editing TEST GRANT 1234 o TS ohY TEST PROGRAM AREA 50.00

2. Click the “Claim Number” to open the Claim. This will directly open the Claim
Components page for that Claim

Option 2 - Grant Components
1. From the Grant Main Page, click “Claims.” This will open the Claims Main Page
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Claims Copy Existing Claim | Return to Components
Date Date Date .
ID Type Status Submitted Paid ST Claim Amount
1 TEST1234 - 001 | Payment Editing - $0.00
Submitted Amount $0.00
Approved Amount $0.00
Paid Total $0.00
Total $0.00

Last Edited By:

2. Click on the “ID” of the Claim. This will open the Claim Components page

Complete a Claim

Components Preview | Submit
Complete each component of the Claim and mark it as complete. Click Submit when you are done.
Name Complete? Last Edited
General Information 4 02/04/2021

Reimbursement
Description of Services Performed
Claim Supporting Documentation

The Claims Components are individual forms that make a WG Claim. Each component
must be completed (have a checkmark in the “Complete?” column) before submitting
the Claim.

Note: You can still edit components after they are marked as complete.

Reimbursement
The Reimbursement Component is where you enter the expenses for the Reporting
Period. The line items and amounts are populated from the Budget. If the line items do
not match your Agreement or current Amended Budget, please contact your CDFW
Grant Manager.

1. Click “Reimbursement”

2. Enter the Invoice’s expenses for each line item in “Expenses This Period”

a. Important Note: If you see a Totals field, please leave it as $0.00 (see
below). Entering an amount here will create a calculation error. The total
will be calculated for you after the form is saved.

b. Note: These fields accept both positive and negative numbers. Negative
numbers can be used to adjust or correct line items. If you are making an
adjustment, be sure to include it in the Description of Services Performed.
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Reimbursement

Budget Catego Contract Expenses Expgr?sr‘es
g on Budget This Period 2
(Paid)
Personnel Services
1. Project Manager $55,000.00 $0.00 $0.00
2. Accountant $5.000.00 $0.00 $0.00
Staff Benefits
$15,000.00 $0.00 $0.00
General Operating Expenses
_|1. Field Equipment $1,000.00 $0.00 $0.00
2. Travel $500.00 $0.00 $0.00
Subcontractors
1. Construction Subcontractor $500,000.00 $0.00 $0.00
2. Engineering Subcontractor $350,000.00 $0.00 $0.00
3. Monitering Subcentractor $58,200.00 $0.00 $0.00
Indirect Costs
$15,300.00 $0.00 $0.00
Totals
$0.00 $0.00 $0.00
M b "
3. Click “Save
Reimbursement Mark as Complete | Go to Claim Forms
Prior Available
Contract Expenses .
Budget Category <pense Expenses Total Paid Balance
Budget This Period . -
(Paid) (Unpaid)
Personnel Services
1. Project Manager $55,000.00 51,300 50 $0.00 $1,30050 $53,699.50
2. Accountant $5,000.00 $189.63 $0.00 518963 $4,810.37
Staff Benefits
$15,000.00 §37253 $0.00 537253 $14,627.47
General Operating Expenses
1. Field Equipment $1,000.00 $600.00 $0.00 $600.00 5400.00
2. Travel $500.00 $25.00 $0.00 $25.00 $475.00
Subcontractors
1. Construction Subcontractor $500,000.00 $0.00 $0.00 $0.00 $500,000.00
2. Engineering Subcontractor $350,000.00 $200,000.00 $0.00 $200,000.00 $150,000.00
3. Monitering Subcontractor $58,200.00 $0.00 $0.00 $0.00 $58,200.00
Indirect Costs
$15,300.00 $497 53 $0.00 $497 53 $14,802.47
Totals
$0.00 $0.00 $0.00 $0.00 $0.00
Sub Total: $1,000,000.00 $202,985.19 $0.00 $202,985.19 §797,014.81
Total: $1,000,000.00 $202,985.19 $0.00 $202,985.19 $797,014.81

4. Double check the Expenses This Period against your Invoice
a. If you need to edit the Reimbursements, click “Edit” at the top right of the

screen

b. Make edits, as necessary
c. Click “Save”
5. Check that there are no negative amounts in the Available Balance (Unpaid)
a. Note: Negative amounts will be in parentheses, e.g., ($200) = -$200
6. Click “Mark as Complete.” This will return you to the Claims Components page

Components

Complete each component of the Claim and mark it as complete. Click Submit when you are done

General Information
Reimbursement

Description of Services Performed
Claim Supporting Documentation

02/23/2021

Name

Complete?

v
v

Last Edited By: Testing Tester, 02/04/2021

Preview | Submit
Last Edited

02/04/2021
02/04/2021
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Description of Services Performed
The Description of Services Performed is where you describe what project activities
have been done during the Reporting Period, justifying the expenses claimed.

It is also where you would describe any adjustments made to the Invoice. For example,
the Grantee mistakenly overcharged a line item in the previous Invoice, so the amount
is corrected in the Reimbursement “Expenses This Period” column, and the Grantee
explains why the adjustment was made in the Description of Services Performed.
1. Click “Description of Services Performed”
2. Copy and paste the Description of Services Performed from the Invoice into the
text box

Description of Services Performed

Narrative Description:* |, Post and bid for Construction Subcontractor
. Baseline monitoring
Stakeholder meeting held in 18/15/2820
Purchased field equipment
. Prepared first Quarterly Report and Invoice

This field is limited to 10,000 characters.

3. Click “Save”

Description of Services Performed Mark as Complete | Go to Claim Forms

Narrative Description:*
? Post and bid for Construction Subcontractor
? Baseline monitoring
? Stakeholder meeting held in 10/15/2020
? Purchased field equipment
? Prepared first Quarterly Report and Invoice

This field is limited to 10,000 characters.
Last Edited By: Testing Tester, 02/05/2021

4. Check the text box enftry for errors and edit as necessary. Some characters turn
into question marks after the page is saved.
a. Click “Edit" at the top right of the screen

Description of Services Performed

Narrative Description:* |_ post and bid for Construction Subcontractor
- Baseline monitoring
- Stakeholder meeting held in 18/15/2028
- Purchased field equipment
- Prepared first Quarterly Report and Invoice

This field is limited to 10,000 characters.

b. Make edits. (The example above changed the question marks to dashes.)
c. Click “Save”
5. Click “Mark as Complete.” This will return you to the Claims Components
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Components Preview | Submit
Complete each component of the Claim and mark it as complete. Click Submit when you are done
Name Complete? Last Edited
General Information v 02/04/2021
Reimbursement v 02/04/2021
Description of Services Performed v 02/05/2021

Claim Supperting Documentation

Claim Supporting Documentation

The Claim Supporting Documentation Component is where you upload the Invoice and
any Supporting Documentation to submit with your Claim. The Invoice is a required
upload. Your Claim cannot be approved without it.

1. Click “Claim Supporting Documentation™

g]Menu | B Help | '@Log Out (‘.gEIack| @Add |

2. Click "*Add”

Attach File
Flease upload any claim supporting documentation here

For assistance, email customer support at COFWWebGrants@wildlife.ca.gov

Upload File: | Chgose File | No file chosen

Description: *

3. Click “Choose File"” and select the Invoice or supporting documents to upload
a. Please include your Agreement Number in your file names
4. Enter a short description of the file to help identify what it is in the “Description
text box

Attach File

Please upload any claim supporting documentation here

For assistance, email customer support at COFWWebGrants@wildlife.ca.gov

Upload File: | Choose File | QOO0TEST_...oice01.docx

Description:* |0aeeTEST Invoice @1 for work performed 16/01/2828-
12/31/2020

5. Click “Save”

02/23/2021 Page 10 of 16
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Claim Supporting Documentation Mark as Complete | Go to Claim Forms

Please upload any claim supporting documentation here

For assistance, email customer support at COFWWebGrants@wildlife.ca.gov

File Name File Size Date Uploaded

QOO0OTEST _Invoice01.docx 15 KB 02/0572021
Last Edited By: Testing Tester, 02/05/2021

Description
QOO0TEST Invoice 01 for work performed 10/01/2020-12/31/2020

6. Repeat steps 2-5 until all Claim Supporting Documents are uploaded

Claim Supporting Documentation Mark as Complete | Go to Claim Forms

Please upload any claim supporting documentation here

For assistance, email customer support at COFWWebGrants@wildlife.ca.gov

Description File Name File Size Date Uploaded
QOOOTEST Invoice 01 (10/01/2020-12/31/2020) QO00TEST _Invoice01.docx 15 KB 02/05/2021
QOO0TEST Invoice 01 Supporting Doc - Engineering Subcontractor Invoice QOOOTEST _Invoice01_Engineering Sublnvoice.docx 15 KB 02/0572021

Last Edited By: Testing Tester, 02/05/2021

7. If you need to edit any of these entries, click the Description and edit as

necessary
a. Note: Toreplace a file, you must delete it and upload a new file

@ Menu | 8 Help | '{.] Log Out \‘,gBack | | “ Delete | | d Save

&S Application

Attach File
Upload File: QOOOTEST_Invoice01 docx

Description:* |0@eaTEST Invoice @1 (10/01/2020-12/31/2020)

8. Click “Mark as Complete.” This will return you to the Claims Components

Components | Submit

Complete each component of the Claim and mark it as complete. Click Submit when you are done

Name Complete? Last Edited
General Information v 02/04/2021
Reimbursement v 02/04/2021
Description of Services Performed v 02/05/2021
v 02/05/2021

Claim Supporting Documentation

Review the Claim
After you finish entering all the information for your Claim, make sure you check for

errors or any missing documents before submitting it. Use the Preview function to read
the entire Claim on one page (see below for example of a Claim Preview).
1. Click “Preview”

2. Review the entire Claim
3. If edits are necessary, click the WG "“Back” button and make your edits in the

appropriate component
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4. Check that all components are marked as complete

Reimbursement
Budget Category “Budgat Thie Poriod Expensos Total Balancs
Personnel Services
1. Project Manager $55.000.00 $1.300.50 $0.00 $1,300.50 §53.699.50
2. Accountant $5.000.00 518963 $0.00 $189.63 $4.810.37
Staff Benefits
$15,000.00 $37253 $0.00 $37253 §14627.47
General Operating Expenses
1. Field Equipment $1,000.00 $600.00 $0.00 $600.00 $400.00
2. Travel $500.00 $25.00 $0.00 $25.00 $475.00
Subcontractors
1. Construction Subcontractar $500,000.00 $0.00 $0.00 50.00 $500,000.00
2. Engineering Subcontractor $350,000.00 $200.000.00 $0.00 $200.000.00 $150.000.00
3. Monitoring Subcontractor $58,200.00 $0.00 $0.00 $0.00 $58,200.00
Indirect Costs
$15,300.00 549753 $0.00 549753 $14.802.47
Totals
$0.00 $0.00 $0.00 $0.00 $0.00
Sub Total: $1,000,000.00 $202,985.19 $0.00 $202,985.19 $797,014.81
Total: $1,000,000.00 $202,985.19 $0.00 $202,985.19 $797,014.81
Description of Services Performed
Narrative Description:®
- Post and bid for Construction Subcontractor
- Baseline monitoring
- Stakeholder meeting held in 10/15/2020
- Purchased field equipment
- Prepared first Quarterly Report and Invoice
This field is limited to 10,000 charactars.
Claim Supporting Documentation
Description File Name File Size
QO00TEST Inveice 01 (10/01/2020-12/31/2020) QO00TEST_InvoiceD1.docx 15 KB
QOOOTEST Inveice 01 Supporting Doc - Engineering Subcontractor Invoice QOO00TEST _Invoice01_Engineering Sublnvoice.docx 15 KB

Submitted Status

The Claim Submitted Status is when the WG Claim is submitted for CDFW review.
Important Note: You cannot edit your Claim after it is submitted.

Submit a Claim

Components
Complete each component of the Claim and mark it as complete. Click Submit when you are done
Name
General Information
Reimbursement
Description of Services Performed

Claim Supperting Documentation

1. Click “Submit.” You will receive the following popup warning

02/23/2021

Complete?

v

v
v
v

Last Edited
02/04i2021
02/04/2021
02/05/2021
02/05/2021

Page 1

20of 16



CDFW WebGrants Claims

Grantee Guidance

watershedgrants.wildlife.ca.gov says

Submitting the Claim will lock zll sections from further editing. Have
you completed all sections? Are you sure you are ready to submit this
Claim?

2. If you are sure the Claim is complete and ready for submission, click “OK”
3. You will receive confirmation that your Claim was submitted

Claim Submitted Confirmation

You have successfully submitted your Claim numbered [001]. We have received your Claim for review
Click here to print claim

4. You may print your Claim by clicking “here.” Your Claim will open in a new tab,
where you can save it as a PDF or print it for your records.

You are now finished submitting your Claim. You can return to the Grant Components
(Grant Main Page) by clicking the WG “Back” button or log out.

Claim Negotiation
While you are waiting for your Invoice to be approved, you may be contacted for more
information or corrections if the CDFW Grant Manager finds an issue with the

1. Invoice (e.g., line item overage, new line items without an amendment),
2. WG Claim (e.g., data entry error, missing uploads), or
3. Due deliverables (i.e., deliverables are not submitted on time or need revising)

The CDFW Grant Manager will dispute the Invoice and work with you to resolve the
issue. In WebGrants, the invoice dispute noftification and corrections are handled in the
Claim negotiation process.

Correcting Status
The Claim Correcting Status is when the CDFW Grant Manager sends back (“negotiates”)
the submitted Claim to the Grantee for corrections.

Claim Negotiation Email
You will receive an email notifying you that
1. The Claim needs corrections
2. When corrections are due
3. What specifically needs to be addressed
4. The Claim cannot be paid until the corrections are made
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The email will also include an invoice dispute notification and other relevant
aftachments for the negotiation.

Example Claim Negotiation Email

WebGrants - Grant - Q0TEST - 001 - Claim Megotiation - Message (HTML)

File Message Developer Help Q  Tell me what you want to do

= m E SrRepy  [F a &h Categorize & M... E\I?I : ~ F'E 571 Mark Unread A Q @
Moye B0

“ Y= Add to Task List B8 Catego
Reply All [0~ o Task Li Categorize v -
Ply =~ Protect 27 Assign LL] e Editing | Speech | Zoom | Insights
= Farard (g = = Attachment Task 7~ | Palicy~ B Follow Up~ - ~

%v Delete Archive

Respond Protection Quick Steps Tags ] Zoom

To @ Ac i i Thu 2

WAW

Retention Policy

QO0OTEST Invoice01_Dispute.pdf
113 KB

Dear Testing Tester,

Your claim has been unlocked. You are requested to log into the WebGrants grants management system and edit your claim and resubmit it. The grant details
appear below:

Number: QO00TEST - 001

Grant Title: Grantee Training TEST GRANT
Program Area: TEST PROGRAM AREA
Grantee Organization: BaseLine Organization
Grantee: Testing Tester

You are requested to make the following medifications to your claim and resubmit the claim by 02/18/2021. If you do not resubmit your claim by 02/18/2021, your
claim cannot be approved or processed for payment

Comments appear below:
Hi Testing Tester,

| found a discrepancy in your claim. Can you please look it over and resubmit the WG Claim with updates to the Reimbursement and a revised Invoice in Claim
Supporting Documentation.

Please see the attached Inveice Dispute Notification and let me know if you have any questions.

Thank you,
Erin

You may log into the WebGrants grants management system at the following location:
http:/fwatershedgrants.wildlife.ca.gov

Correcting the Claim
When the Claim is in Correcting Status, you can open and edit it to make your
corrections.

1. From your Grant Main Page, click “Claims”

Claims Copy Existing Claim | Return to Components
Date Date Date .
D Type Status Submitted Paid S Claim Amount
QOOOTEST - 004 Reimbursement Correcting 02/05/2021 10/01/2020 - 12/31/2020 $202,985.19
Submitted Amount $0.00
Approved Amount $0.00
Paid Total $0.00
Total $202,985.19

2. Click the ID of the Claim you need to correct
a. Note: the Claim will be in Correcting Status
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Components Preview | Submit
Complete each component of the Claim and mark it as complete. Click Submit when you are done.
Name Complete? Last Edited
General Information v 02/04/2021
Reimbursement 02/11/12021
Claim Supporting Documentation 02/11/12021

3. Make the corrections as directed in the Claim Negotiation Email.
a. See Complete a Claim Section above for instructions on updating each
component

Claim Supporting Documentation Mark as Complete | Go to Claim Forms
Flease upload any claim supporting documentation here

For assistance, email customer support at COFWWeb Grants@wildlife.ca.gov

Description File Name File Size Date Uploaded
QO00TEST Invoice 01 - Original QO0OTEST _Invoiced1.docx 15 KB 0211172021
QOOOTEST Invoice 01 Supporting Doc - Engineering Subcontractor Invoice QO00TEST_Invoice01_Engineering Sublnvoice.docx 15 KB 027112021
QO00TEST Invoice 01 - Revised QO00TEST _Invoice01_Revised.docx 15 KB 02/17/2021

Last Edited By: Testing Tester, 02/17/2021
b. Claim Supporting Documentation: If uploading a Revised Invoice
i. Click on the Original Invoice and edit the description to mark the
file as “[Agreement Number] Invoice [Number of Invoice] —
Original”
i. Upload the Revised Invoice
4. Mark all Claim Components as complete
5. Check that all corrections were made appropriately
6. Submit Claim

The CDFW Grant Manager will let you know if the corrections resolve the invoice dispute
or if more information is necessary.
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Glossary
Approved: The status when a CDFW Grant Manager has approved a Claim in WG

Claim: The WG process where Invoices are submitted for payment and tracked through
WG Grant Tracking

Correcting: The status when a CDFW Grant Manager negotiated a Claim back to the
Grantee. It is the WG part of the invoice dispute process

Editing: The status when a Claim is being created in WG and is not ready for CDFW
review

Original Invoice: The Grantee Invoice that was submitted in the initial Claim, before the
CDFW Grant Manager review

Paid: The status when the Invoice has been submitted to State Controller’'s Office Fi$Cal
system for payment processing. Please contact your CDFW Grant Manager if you do
not receive payment after 45 days of submitting your Claim.

Revised Invoice: The Grantee Invoice that was revised and resubmitted in Claims
Negotiations to resolve an invoice dispute

Submitted: The status when a Claim is submitted in WG and ready for CDFW review. The
Grantee can no longer edit the Claim after it is submitted

Withdrawn: The status when a Claim is removed from the payment process. This can be
done in any status except Paid. We do not recommend withdrawing through WG.
Please contact your CDFW Grant Manager if you want to withdraw a Claim submission
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