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Housekeeping

Restrooms
Snacks
Breaks
Exits
Questions
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Overview

Grants Management Handbook 
Yuma County Website>County Administrator>Policies>Grants>Grant Management Handbook

Project/Award/Award Budget to GL Budget

Grant Review Form/SEFA/Reports & Reconciliation

Projects Only and budgeting to GL Budget

Events/Receivables that need to be cleared

eCivis
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Grants Management Handbook

Its purpose is to 
◦ establish uniform guidance, procedures, and clarity of the County’s 

position regarding application, acceptance, budgeting, and administration 
of Yuma County grants when the County is the grantee.

It is not 
◦ a comprehensive listing of all rules, regulations, and laws relating to 

grants management but a guide of standardized policies and procedures 
adopted by the Board of Supervisors.

Adherence
◦ to the procedures outlined in the Handbook will promote efficiency, 

improve transparency, greater accountability, a strategic approach to 
funding opportunities, and generally places the County in a more 
competitive position for securing future grant funds.
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In accordance with ARS 11-201
◦ The Board of Supervisors is the only entity that has the authority to incur 

financial, legal, and other obligations on behalf of the County, its agencies, 
and elected officials. Therefore all departments and agencies are required to 
follow the adopted Grants Management Policy.

◦ The Handbook pertains to the Grants Management Policy and Procedures for 
Yuma County associated with:
◦ Alignment of Grants to the County’s Strategic Plan
◦ Grant Authorization Levels
◦ Grant Development
◦ Grant Award Notification, Review, and Acceptance
◦ Grant Oversight and Monitoring
◦ Grant Accounting and Reporting
◦ Grant Closeout
◦ Grant Audit and Retention Requirements
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Project
Open or copy.

Choose the same type of project to 
copy.

Type is the expense function.

Organization is department.

Trans duration is the grant period, do 
not extend unless the grant is 
extended. The start date is based on 
contract or signature from PTE.

Task should always be 01.

Classification is the fund name.

Key members are administrative 
personnel who belong to this project 
and their capacity.

Change status to Approved.
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Projects (con’t)

In the grant documentation from your PTE (Pass Through Entity) 
there may be a stipulation that charges may not be applied to this 
grant until the PTE receives the signed document from the grantee 
and the document has been signed (processed) by the PTE.

This can result in charges being omitted for reimbursement but also 
be aware that the grantor may authorize pre-award work that could 
be paid. Review your grant document closely.
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Project Lookup Sets
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Project Lookup Sets (continued)
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Project Lookup Sets (concluded)
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Award
Open or copy award.
◦ Fill in the Award number 
◦ Start, end and close dates
◦ Purpose
◦ Organization
◦ Type
◦ Installment
◦ Funding source detail
◦ Personnel (enter Award manager, and Grants 

Auditor using today’s date)

◦ Compliances
◦ References (enter CFDA#) enter only once
◦ If multiple awards for one grant don’t enter 

CFDA # in all awards.

◦ When creating Events(revenue) please put a 
meaningful description in that field.

If Federal, or Federal Pass Through, the Award 
Descriptive Flexfield [ ] has to be filled in with the 
federal awarding agency name.
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Award Lookup Sets
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Award Lookup Sets (concluded)
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Award Budget
Enter award number, click tab 
button, choose the project you 
want to budget, click find draft.

Go to details.

Enter expenditure line items and 
amounts.

Save and eXit.

Submit. Notify grants auditor and 
send grant documents, so it can 
be baselined. 

As your general ledger budget is 
approved by the Board of 
Supervisors that amount should 
also be your Award budget after 
any adjustments are made so be 
sure to update your Award Budget 
after any adjustments made by 
the Board of Supervisors.



15

Grant Review Form (GRF)
Always attach GRF to agenda items if the 
funding increases or decreases.

CFDA # must be entered if grant is Federal 
and either direct or pass through. Also 
enter the grant agreement number. 

For grants from a PTE (Pass Through 
Entity) the CFDA# is usually on the 
application, if not ask the PTE for the 

number.
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SEFA WORKSHEET



17

SEFA
Required Elements are
◦ List individual federal programs by federal agency
◦ For clusters, provide cluster name, list individual federal 

programs within the cluster, and provide applicable 
federal agency name

◦ For Federal awards received as a sub-recipient, the name 
of the PTE (Pass-thru entity) and identifying number 
assigned by the PTE must be available. 
NOTE: Federal grants passed thru an entity to you does 
not lose its federal identity therefore a CFDA number & 
grant number is required in the award

◦ Total federal awards expended for each federal program 
and the CFDA number 

◦ For the cluster also provide the total of the cluster
◦ Include the total amount provided to sub-recipient from 

each federal program
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SEFA
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Reconcile to General Ledger
Go to grants module Expenditures > Expenditure Inquiry > Actuals to get the 
expenditures for that period, then

Go to General Ledger > Reports > Request > Financial > Budget Performance 
Report, or

Go to General Ledger > Reports > Request > Standard > Trial Balance Detail

Go to grants module Budgets > Funds Check Results (Budget) this will show 
you where you are right now, budget to actual

Be sure to run the first 2 or 3 at the same time as posting occurs intermittently 
throughout the day and could skew your reconcile.
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Reconcile (con’t)
Enter as much information in this window you need to 
complete the reconciliation.  Project number is always 
entered.  Item Dates should be entered to coincide with the 
fiscal year, or grant period if not fiscal year.  Click on Find.

This is the type of information you will receive.  This screen 
varies from what you will probably see since I have set up a 
folder the way I want to see the information.  If you would 
like to set up a folder and don’t know how, please let me 
know and I can assist you in setting one up.

From here you will want to export to EXCEL.  Click on FILE 
then Export.  You will see it working and it may tell you that 
you have more than 100 records do you want to continue, 
always continue to end.  Due to a glitch, you may have to 
hold down the CTRL key on your keyboard as it is exporting.  
When it has completed the export you will get an Excel 
window that wants you to open or save, click on open.  Once 
you see it in Excel you will need to sort it by Expenditure type 
and subtotal on the Expenditure type.  This will set it up 
similar to the general ledger object codes only in words.  I am 
attaching a listing of the lookup sets for the object code 
words to object code numbers.  If you get hung up give me a 
call.
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Reconcile (con’t)
After export to Excel sort the file by 
Expnd Type subtotal on Expnd Type 
under Project cost.  After subtotal, 
click on #2 on the far left side of the 
worksheet.  As stated on page 4, 
these expenditure types correspond 
to the object codes in general ledger 
and if you look in ‘How to Use Auto-
Accounting Lookup Sets’, you will find 
the names to corresponding number.  
Please keep for reference.

Go to General ledger and create the 
budget performance report for the 
corresponding fund and time period.  
It is very important that you run all 
reports you want to reconcile at the 
same time because it is possible that 
something will be posted that will 
change the numbers.
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Reconcile (con’t)

Go to Yuma County GL Inquiry > Reports > 
Request > Financial > Single Report

Enter as much information as you need. 
Click OK
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Reconcile (con’t)
Put all parts together, the expenditures from 

the grants and the budget performance 
report onto a reconciliation form.  There may 
be a difference between G/L and Grants.  
This difference could include journal entries 
that have not been posted yet or corrections 
needing to be entered in the projects only.  It 
is department responsibility to keep a 
reconciliation so as to locate problems.  We 
have always suggested that departments run 
reconciliations at least quarterly.  This lets 
you get corrections to finance in a timely 
manner so we can get them corrected right 
away rather than waiting until the end of the 
fiscal year when everyone’s workload has 
multiplied.
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Reconcile (concluded)
The Budget Performance Report or 

Trial Balance Detail report are 
interchangeable for this purpose.  
I prefer the Trial Balance Detail as 
it doesn’t round and should match 
exactly the Expenditure Inquiry.
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Budget to Actual
Grants Module Go to Grants > Budgets > 

Funds Check Results (Budget)

Enter Project Number and Award Number

Results will show you the project/award 
budget currently set up, actual 
expenditures, encumbrances if any, and 
the funds available. If budget has not 
been baselined there will be no data.

Go to the Resources tab for the line item 
amounts. 

Note: if the award budget is not set up by 
each line item, the expenditures will not 
be on the same line.
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Project Only
(for cost tracking)

Open Projects and choose a project that 
was projects only and Copy To.

Choose the same type of project ie. OP 
GG GF NS is Operating, general 
government, general fund, non 
sponsored. You may use special revenue 
funds as well to create project only 
projects. OP GG SR NS where the SR 
means Special Revenue.

Except for  these few differences the 
project will be created as on slide 3.
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Project only budget
Enter project only project 
number, click tab button, enter 
the Budget Type (usually 
Approved Cost Budget, click find 
draft.

Go to details.

Enter expenditure line items and 
amounts.

Save and eXit.

Submit. Notify grants auditor and 
send grant documents, so it can 
be baselined.

Note: The Budget to Actual in 
Grants will not work for project 
only projects.
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Events to clear A/R
From Accounts Receivable 
Reports>Accounting>Billing 
and Receipts History report.
Fill in as much information 
needed. 

Look for balance due amounts 
that are outstanding or have 
not been applied and either 
apply the TRs or confirm you 
will not receive the funds.

Make offsetting events in both 
billing and revenue amounts 
so you can clear the 
outstanding amounts. 
Note: use a meaningful 
description when creating 
events.
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eCivis
eCivis is the County’s grants tool. It will be used to search for and enter all
grants. Beginning July 1, 2018 use eCivis to search for and to upload all grant 
documents, regardless of whether they were approved at budget time, directly 
using the project dashboard. This will set off the approval process which is the 
same as Agenda Quick (AQ) so grants will be routed for Board of Supervisors 
meetings. Since the Board of Supervisors are the only ones who can authorize 
and sign for new grants and create budgets Agenda Quick will still be used. After 
you create an item in AQ and eCivis you will still need to create it in Oracle 
Grants module.
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Questions?
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Thank you

Elizabeth Canela
Grants Auditor

email: Elizabeth.canela@yumacountyaz.gov
telephone: 373-1124

mailto:maryjo.mcintyre@yumacountyaz.gov
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