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This job aid provides details on accepting, processing, and paying claims that have been submitted
through the ezFedGrants External Portal.

There are two general types of claims you will encounter:

1 Advance Payment Requests: The recipient is requesting funds be disbursed in advance of
having incurred any actual expenses. The recipient must provide a justification narrative for all
advance payment requests.

0 The ezFedGrants External Portal does not currently support submission of justification
narratives. Therefore, depending on your agency-specific procedures, advance payment
requests must be submitted and processed manually, or through the ASAP system.

1 Reimbursements: These are standards claims in which the recipient has incurred an expense
and is requesting reimbursement for these expenses.

The Procedure section of this document has been divided into the following sections:
1 Accepting a Claim
1 Finalizing a Claim
1 The Claims Workflow

Trigger

Perform this procedure when a recipient or cooperator has submitted an SF-270 through the
ezFedGrants External Portal. Please refer to the ezFedGrants Internal Portal Claim Creation and
Payment Job Aid for claims submitted manually.

Prerequisites

1 Access to FMMI Portal and the ezFedGrants Interal and External Portals with the appropriate

roles for accepting, processing, approving and/or paying claims.

1 Inorder to accept or approve claims for agreements under a particular program, all involved
agency users must have been designated as partners for that program.
The agreement against which the claim has been submitted must be in Active status.
In order to successfully pay a new claim, all prior claims for the same agreement must have been
fully approved and paid. This includes justification narratives for any prior advance payments.
1 In order to successfully pay a new claim, there must not be any open performance or financial
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Menu Path
Use the following menu path to begin this procedure:

1 eAuthentication > FMMI Portal > Grantor Management > Grants and Agreements
Management > Grants and Agreements Management External Portal

E—J~/S_QA Ur'uted St'ates Department of Agriculture ; . -
L _JFinancial Management Modernization Initiative

Welcome Funds Management Relelitid FLECului@ Base Role
Grants and Agreements

Grants and Agreements Management
4

[¢|»]|

v [ Grants and Agreements

Management
* Grants and Agreements

Management System
* Grants and Agreements
Management External Portal

Helpful Hints

1 Document the claim details (such as categories, claim number, and dollar amounts) from the
ezFedGrants External Portal before beginning the claim payment process in the ezFedGrants
Internal Portal.

o Alternately, you may keep the ezFedGrants External Portal claim information open in a
separate Internet browser window.

1 This job aid covers the Enterprise-level procedure for processing claims. Please consult your
agency- or office-specific reference materials, as the workflows and computer systems your
agency or office uses for processing claims may vary from the instruction provided in this
document

1 The recipient must provide a justification narrative for all advance payment requests after those

request have been paid. Therefore, in order to process any new claims or advance payment
requests, the justification narrative for the previous advance payment request must have been
submitted.

On certain screens you may need to scroll to view additional data fields.

Certain screenshots may display only a portion of the screen. Note that when working within a
system, only the center body of the screen will change. The navigation options along the left side
of the screen and the header bar across the top of the screen will remain the same.
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Note: Data used in this procedure is a representative sample for the purpose of training. Actual data in
the system may vary based on agency and scenario.
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Procedure

Accepting a Claim

This section describes how to accept a claim submitted by a recipient in the ezFedGrants External Portal.

1. Start the procedure by accessing the ezFedGrants External Portal Home screen.

@ ezFedGrants A Jonathon Hines
Home
A

0 17 0 0 0

Pendmg Pending Pending Pending Claims Pending Reports
Opportunities Applications Amendments

News and Notes

123456 Next

Title User Type Last Updated ¥

Test Both 8/3/16 211 PM
Internal 72716 11:11 AM m

Test Both Both 7/125M16 1:12PM m

2. Click the Pending Claims tile on the ezFedGrants External Portal Homepage screen to open the
Pending Claims for Past 90 Days popup window.

24 23 0 6 5

Pending Pending Applications Pending Pending Claims Pending Reports
Opportunities Amendments

News and Notes

123456 Next

Title User Type Last Updated ¥

Test Both 8/3/16 2:11 PM I

Internal 7/27/16 11:11 AM I
Test Both Both 7/25/16 1:12 PM I
Test External External 7/25/16 1:112PM I
Test Internal Internal 7/25/16 1:12PM I
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3. Inthe Pending Claims for Past 90 Days popup window, locate the Claim ID column and click the
link for the claim you wish to move along the claims workflow. This will take you to the Claim screen

for that claim.

Pending Claims for Past 90 Days

View All Pending Claims

Claim ID FAIN - Agreement Title - Status ” Last Updated
APHIS-CLM-117 AP1612-APACXG034 Samantha 3159 30 Days APHIS 4 Submitted 8/8/16
APHIS-CLM-59 AP1612-APACX007 Calvin Workflow >150 Pending Acceptance 7/13/16
CLM-675 AP16PPQFLDOPC004 National Clean Plant Network (NC Submitted 8/24/16
CLM-688 AP1612-APACXG036 TR_Agreement_1 Submitted 8/24/16

4. After reviewing the claim on the Claim screen, locate the DECISION section, and click the Please

select an option field.

Note: Use the SF-270, Signature, and Attachments tab to review the claim information.

Claim (cLmv-s8g) m E
~| DEcIsION:
~
Status: Submitted
Please select an option ¥
DECISION:
Please select an option ¥ ///'

Signature Attachments

[ |
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5. From the Please select an option dropdown menu, click the appropriate option to take action on the
claim.

Please note the following information about these options:

1 Accept: You agree with the information on the claim and wish to accept it for immediate

processing.

Return: The recipient needs to make corrections to the claim and resubmit.

Not Accept: The claim cannot be accepted. For example, if the recipient attempts to submit an

advance payment request through the External Portal, you would need to use the Not Accept

option, because advance payments cannot be submitted through the External Portal. This voids

the claim submission.

1 Amend Budget: Allows you to accept a claim, but delay processing until the agreement budget
has been amended. Additional steps are required when selecting this option that are not descried
in this job aid. Generally, you will need to access the ezFedGrants Internal Portal and create and

il
f

process an amendment that reallocates the funds amo
according to the claim before the claim can be created and paid in the ezFedGrants Internal
Portal.

Note: The Amend Budget option is particularly important if you have an agreement that allows both
reimbursements and advance payments, as these types of agreements may have some cost
elements with two line items: one for reimbursements and one for advance payments. Unless
informed by your agency or office, recipients will not be aware of these duplicate line items.

For budget categories with two line items: If the recipient is requesting more than is included in either
the reimbursement or advance payment line item, the funds will need to be redistrubuted between the
two line items in order to process the claim. In this case you will need to amend the agreement and
then process the claim once the amendment is finalized.

For example: An agreement has a total budget of $10,000 for Travel, and allows both
reimbursements and advance payments for Travel expenses. The budget for this agreement has a
line item for Travel (advance payments) and Travel (reimbursements), with $5,000 allocated to each
line item. The recipient submits a claim requesting $7,000 reimbursement for Travel expenses. In
order to process the claim, you must amend the agreement and move $2,000 from the Travel
(advance payments) line item to the Travel (reimbursements) line item.

Claim (cLMm-688)

Status: Submitted

Not Accept
DECI N: Return
leaseseect an opton v Amend Budget

Not Accept

Return
Amend Budget

6. Once you have made a decision, click the Submit button.
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Please confirm that the budget line items on the agreement are adequate for this claim before
accepting the claim. If you want to accept the claim, but need to edit the line items please select the
Amend Budget option.

Note: Clicking the Return or Not Accept options will generate an additional text field, in which you
must enter an explanation for your decision before being able to finalize your decision. The recipient
will be able to review this explanation for your guidance on correcting/resubmitting the claim.

Claim (cLv-688) m @
DECISION:

Please select an option ¥ w

Status: Submitted

Accept

Please click Submit to accept claim

7. If you have chosen the Accept option, and the claim has been accepted successfully, a confirmation
message will display on the Claim screen.

The claim has now been sent to the ezFedGrants Internal Portal and an SAP Claim ID, or internal
portal claim ID, has been generated for the claim. It is recommended to take note of this ID, as it is
the most efficient search criteria for locating the claim in the ezFedGrants Internal Portal. The SAP
Claim ID will be displayed in the SAP CRM Grantor section of the Claim screen.

Claim (cLv-688) m

Status:Accepted for Payment
Processing

Your claim CLM-688 is being processed for payment by APHIS.

SAP CRM Grantor
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This section describes how to finalize a claim in the ezFedGrants Internal Portal which was submitted
through the ezFedGrants External Portal.

1. To continue processing the claim and send it through the claims approval workflow, access the

ezFedGrants Internal Portal Home screen.

Note: The menu path for the Internal Portal is: FMMI Portal > Grantor Management > Grants and

Agreements Management > Grants and Agreements Management System

';‘SDA USDA FMMI

Hello, Rita Skeeter

APHIS AGMO

Grants Management System

. Home
i

Sawed Searches~ 11111

Personalize System News

* Go Adwenced

20

[ Workflow Tasks

Create

Home

Worklist

Agreements »
Amendments ¥
Claims y
Activities -

Recipients & Contacts *

Action Required: Amendment 1000001594 Pending Revew
Action Required: Amendment 1000001571 Pending Signatures

Action Required: Claim 5000001418 AGMO/GS
Action Required: Claim 5000001462 In Progress
Action Required: Claim 5000001444 Retumed
@ Expand

Agreement
Amendment
Claim
Closeout

Program

Closeouts ¥
¥ Search
Recent ltems
AM: 1000001595 A Actities
M: 1000001595 Agreements
AG: 6000000385 A Amendments
FPC Details Claims
AM: 1000001594 S Closeouts
Programs
AG: 6000000382 Sc L

Click the Claims tile.

Hello, Rita Skeeter

E_JSDA USDA FMMI

Grants Management System

APHIS AGMO

Home
4

Home

Worklist

Agreements 4
Amendments 4
Claims 4
Activities ’

Recipients & Contacts *

Closeouts 4

;_ﬂ Recent Items

AM: 1000001595 A..
AG: 6000000385 A...
FPC Details

AM: 1000001594 S..
AG: 6000000382 Sc...

Action Required: Claim 5000001444 Retumed
Expand

Workflow Tasks Create
Action Required: Amendment 1000001594 Pending Review Agreement
Action Required: Amendment 1000001571 Pending Signatures /c-\:lrgi?:dment
Action Required: Claim 5000001418 AGMO/GS Closeout
Action Required: Claim 5000001462 In Progress Program

Search

Activities
Agreements
Amendments
Claims
Closeouts
Programs
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APHIS AGMO

Grants Management System

Home
Worklist
Agreements 4

Amendments 4

-

Claims

-

Activities
Recipients & Contacts *

Closeouts 4

r A —
W Recent Items

Job Aid

Click the Search Claims option from the Claims dropdown menu.

Hello, Rita Skeeter

Workflow Tasks Create

Action Required: Amendment 1000001594 Pending Review Agreement

Action Required: Amendment 1000001571 Pending Signatures ’égi‘:‘d"‘e"‘
Create Claim MO/GS Closeout
Search Claims :g;:ss e

AM: 1000001595 A.
AG: 6000000385 A...
FPC Details

AM: 1000001594 S.
AG: 6000000382 Sc...

L Search Claims

Jr Search

Activities
Agreements
Amendments
Claims
Closeouts
Programs

4. Onthe Search: Grantor Claims screen, enter the SAP Claim ID (from step seven) into the Claim ID

search field.

Note: Wildcard searches may be performed using an asterisk (*) and the last few digits of the SAP

Claim ID (e.g. Claim 5000001472 can be searched as *1472).
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