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THIS GUIDE SHOWS HOW TO PROCESS REIMBURSEMENTS

HOW TO SUBMIT 
INVOICES
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Click Needs Invoice

Step 1: Select Expenditure
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Click Save & Continue

Select Process Multiple 
Invoices

Complete item with 
single invoice to submit 
only one invoice for the 
entire expenditure line.

Process Multiple 
Invoices to draw down 
from the expenditure line 
and leave the balance in 
Needs Invoice status for 
future invoicing. 

Step 2: Select Multiple or Single Invoice
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The unit cost must be 
lower than the 
expenditure line total.

Enter the actual 
amount of the 
reimbursement in the 
Unit Cost field.

Step 3: Enter the Reimbursement Cost
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For salary, include name and 
pay range dates.

For contracts, supplies, 
services and equipment, 
include at least vendor, invoice 
number, and invoice date.

For Out of State Travel, 
include name, training/conf 
name, travel dates

For Local Travel, include 
name, (parking/mileage/ 
registration) date(s)

Click auto adjust

Step 3: Adjust; Enter Invoice Details
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Details like the 
employee name and 
pay range dates shown 
here help avoid 
duplicate or out-of-
sequence 
reimbursements.

The details appear in the Expenditure List
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Step 4: Click OK; Confirm Splitting Original Invoice 
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Scan the invoice and 
proof of payment 
together and save 
locally. Upload the 
same document for the 
invoice and POP.

Do not check the 
checkbox to fax to 
SAA!

Attach Invoice and 
Proof of Payment
(POP)

Step 5:  Attach Invoice and Proof of Payment
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Click Reimbursement

For salary, enter 
employee name and 
pay period dates in the 
invoice number field.

Select Project Status

Enter the same details 
in the Invoice Notes.

Step 6:  Add Invoice Data and Notes; Project Status
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Step 7: Click OK
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Click green arrow to 
expand

Step 8: Review Details
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Click More Invoices as needed

Step 9:  Add More Invoices; Repeat Steps 1-8  
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Multiple invoices are 
submitted as a single 
reimbursement 
package.

Click Submit

Step 10: Submit Reimbursement Package
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Click Confirm

Step 11: Confirm Submission
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The details entered in the Invoice Number area in Step 6 shows up here on the Reimbursement 
cover. This is a required field that will help avoid duplications and ensure that all invoices are 
submitted in sequence.

Here’s how your submission looks to the SAA
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Screenshot example shows the subrecipient expenditure screen. The background color is now yellow, which 
means the 3 salary invoices that were combined in a Multiple Reimbursement are at the SAA to be approved. 
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Screenshot example shows the subrecipient expenditure screen. Once the reimbursement has been approved 
by the program staff, it will change from “invoiced to verified”  Refer to the Legend to track your 
reimbursement. 
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Once the reimbursement is paid, the background will change from yellow to green and status 
will be listed as “complete”.
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For Contracts, supplies, services & equipment, include vendor name, invoice # & invoice date and other details. 

For Salary, include Employee Name, Pay Range Dates

For Out of State Travel, include Travelers name, training/conference name, travel dates

For Local Travel, include Travelers name, expense type (parking/mileage/registration), date(s)

Best Practices – How to enter Expenditure Line Details  
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Subrecipients should apply indirect cost rates consistently for all subawards.

ALTERNATIVE (e.g. if indirect is added on same invoice): Direct and indirect costs combined into a single 
reimbursement, entered as a single item in NCRGMS

Submit direct and indirect costs as separate expenditure list items, submitted to SAA as one combined reimbursement 
in NCRGMS.

Subrecipients may only be reimbursed for indirect costs if it is included in your approved PMP and is consistent with an 
approved indirect cost rate agreement (or the de-minimus rate).

Reimbursement for indirect costs should be made concurrently with direct costs. Subrecipients should not wait until 
the end of the period of performance to request indirect cost reimbursement.

Best Practices – Submitting Indirect Rate
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THIS GUIDE SHOWS HOW TO CANCEL AN INVOICE TO DE-OBLIGATE 
FUNDS OR TO CLOSE OUT SUBAWARD

HOW TO CANCEL AN 
INVOICE
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Step 2: If the expenditure item is not at the SAA.  Click on Invoiced

Step 1: To cancel an invoice that has been submitted to the SAA, First 
contact your program manager to have the reimbursement rejected. 
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Step 4: Click OK

Step 3:  The following screen will appear, click on remove from invoice.
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The subrecipient expenditure screen will appear and will show that the expenditure item has moved from 
being “Invoiced” to “On-Order”. 

Step 5:  Click the [edit] hyperlink for the expenditure item for you 
want to Cancel. 
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Step 6: Next, scroll to the bottom and click Cancel Item.
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Step 8: Click Ok 

Step 7:  Enter the Reason for Cancelation and click Confirm.
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Once approved, the item will remain on the expenditure list with a quantity of 
zero and the funds are made available for reallocation. 

Once returned to the Expenditure List screen, the item will appear like below.  
This means the request is at the SAA. 
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THIS GUIDE SHOWS HOW TO CORRECT THE UNIT COST AMOUNT

HOW TO CHANGE THE 
UNIT COST AMOUNT
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Step 1: Select the expenditure item and click on Invoiced.

Step 2: Put your cursor inside the unit cost box to change the amount. 
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If you are requesting an increase by 10%, you will have to enter the reason for the change request. The 
SAA will have to approve this change request. 

Step 3: Next, enter the reason for the change request and click auto 
adjust. 
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Click Reimbursement

Click OK

Step 4: Click Ok and Click Reimbursement
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Step 5:  This screen will appear showing the change.
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