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Introduction

State agencies are responsible for processing financial reports (invoices) submitted by their subrecipients.

The State’s Prompt Payment Act applies to subrecipient invoices. Payments must be issued to subrecipients

within 30 calendar days of receipt of a proper invoice. This guide will review how agencies can track their

pending financial reports to prevent a violation of the Prompt Payment Act, and how to adjust the approval

workflows for these reports if changes need to be made.

Section 1: Processing Financial Reports

State agencies should be processing all financial reports submitted by subrecipients to ensure approvals (or
returns for changes) are being made in a timely manner. Below you will find several methods for agency
users to track the status of financial reports.

NOTE: This guide covers tasks and approvals in EUNA (eCivis) only. Agencies need to monitor their

approval workflows in RIFANS as well. For questions/issues with RIFANS approval workflows, email

Sue Turcotte, Associate Controller (susan.m.turcotte@doa.ri.gov).

Checking for “Pending” Invoices - Individual Approvers

GMS users in Financial Report Approval workflows can see invoices currently awaiting their approval under

Insight
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“My Action Items” or “Task List.”
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Checking for “Pending” Invoices - Enterprise Reporting
Agencies can pull a report to see all current financial reports that are “Pending Approval” for their
department(s). See below for instructions.
1. Login to the GMS and access Enterprise Reporting
NOTE: If you are not seeing an Enterprise Reporting option, submit a User Support Ticket to gain

access to the reporting functionality.
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https://webserver.rilegislature.gov/Statutes/TITLE42/42-11.1/42-11.1-3.htm
https://webserver.rilegislature.gov/Statutes/TITLE42/42-11.1/42-11.1-3.htm
mailto:susan.m.turcotte@doa.ri.gov

2. Under Dashboards, select the “Financial Report by Status” report.

Grants Network: Enterprise Reporting

Welcome to eCivis Enterprise Reporting, Discover hidden insights from your data and make better data-driven decisions. Get ready to connect and scale all your data within the Grants Network
infrastructure and visualize that data with interactive dashboards.

The new Enterprise Reporting from eCivis empowers you to gain insights from your grant management data and better understand its impacts on your organization.
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3. Filter as needed and scroll down to the table titled “Details on Reports Pending Approval” and export
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NOTE: Ensure there are no unwanted filters at the top of this page that will interfere with the data

you are exporting. Change or refresh the filters as needed before exporting.
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All -
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4. Once reportis downloaded, check the “Days Since Most Recent Submit Date” column. This is the
number of days being used to assess compliance with the Prompt Payment Act. Filter for any reports
14+ days pending.

5. Follow instructions in next Section 2 for how to move these reports forward to being approved.
NOTE: After these reports are approved in the GMS, they must still be approved in RIFANS. Ensure no
invoices extend past 14 calendar days pending in the GMS to allow sufficient time for approvals in

RIFANS.



Section 2: Identifying Approvers for Pending Reports

Checking Approval Workflow for Individual Invoices

Once a financial report is identified using the stepsin Section 1, users can identify the individual(s) who are
next in the approval workflow for this pending report. That individual(s) will need to take action to move the
report forward. See below for how to identify the next user in the workflow.

1. Navigate to Grants Management - Subrecipient Management

Hello Brittany Murtaugh, your License is provided by State of Rhode Island  Help / Training ~ Logout

Home COVID-19 Grant Management Research Insight Reports Administration

shboard
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arc
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Open Applications Applications. Tasks (Next 7 Days)
e b Submiticd No pending items in next 7 days.
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£+ Loading.

2. Scroll to the Program Solicitations table, find the relevant program solicitation, and click the

hyperlinked title to be taken to the Program Detail page.

| Program Solicitations @ | Hide Closed Programs
Program A
Department Title Type Status Total Funding Actions
JUD - Superior Court Test Program 1 N/A Draft $0.00 Actions
DOA - New Grants Management Office Grantor Training Test Program 2025 N/A Published $1.00 Actions

Program Detail
Grantor Training Test Program 2025

Department: DOA - New Grants Management Office
Total Funding: $1.00
Application Period: N/A

Subrecipient Reporting ~ Subrecipient Monitoring Edit Solicitation Application Management v Ext. Solicitation Listing (&'

3. Once on the Program Details page, scroll down to the Subrecipient Awards section and select the

hyperlinked name of the subrecipient to be taken to the Subrecipient Details page.

Subrecipient Awards

. Award Award/ Award
Project Organization Manager Contract Number Type Status Contract Start Contract End Total Award
Goals Test Katje's K. Benoit RI-TEST-2022- N/A Awarded 08/11/2022 05/30/2023 $500.00
Organization 003
Subrecipient Test TripleSmith Inc K. Benoit RI-TEST- N/A Awarded 11/01/2022 12/30/2024 $2,500.00
11162022 22162022

Showing 110 2 of 2 entries

Previous Next



4. Once on the Subrecipient Details page, scroll to the Award Activity table and find the financial report

that is pending. Then click the hyperlinked “Pending Approval” status.

Award Activity
show 10 ' entries
Search:
Activity 4 Reporting Period Original Submitted Date Invoice Number Current Status Actions
Financial Report 01/01/2024 - 03/31/2024 04/10/2024 Pending Approval Actions

5. This will open a pop-up window where the approval history of this report is shown. There are four
potential status’ listed here.
a. Active: This is the user (or user group) who is next in line to approve the report.
b. Pending: This is the user (or user group) who will approve the report after the “active” user.
c. Approved: User has already approved this report (you will also be able to see the day/time of
the approval with any notes added.
d. Returned for Changes: Report sits with the subrecipient for changes. Time currently not
accruing towards Net 15 deadline.
6. The user (or user group) listed as “Active” is next in line to approve and the report will not move
forward until the “Active” and “Pending” users/groups complete their approvals.
7. Inform the “Active” user(s) that their approval is required to move the report forward.
NOTE: If there is a user in the remaining workflow that is unavailable to make approvals in an
appropriate timeframe, follow the directions in the next section for how to update approval
workflows.
Checking Approval Workflow for Groups of Invoices- Enterprise Reporting
Agencies can pull a report to see Approvers for financial reports that are “Pending Approval” for their
department(s). See below for instructions.
1. Login to the GMS and access Enterprise Reporting
NOTE: If you are not seeing an Enterprise Reporting option, submit a User Support Ticket to gain

access to the reporting functionality.

Home CovID-19 Grant Management Research Insight Reports Administration

Enterprise Reporting

Research Tracking & Reporting Insight Report Builder

Find Grants Manage Grants Best Practices 2 d Bl Intelligence
My Saved Reports

4 Activity Reports

Organization Activity Summary View Organization Dashboard» 4 Audit Reports View Task List »



2. Under Dashboards, select the “Approver Information” report.
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3. Filter as needed and scroll down to the table titled “Approvers in Open Approval Workflow” & export.
NOTE: Ensure there are no unwanted filters at the top of this page that will interfere with the data

you are exporting. Change or refresh the filters as needed before exporting.
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General Operating Support for Choral Collective of Newport County G0s0.2
Organizations FY24 - Choral Collective ...

4. Once reportis downloaded, filter the “Task Type” column to only include “Financial Report”.
5. Inform the user(s) that their approval is required to move the report forward.
NOTE: If there is a user in the remaining workflow that is unavailable to make approvals in an
appropriate timeframe, follow the directions in the next section for how to update approval

workflows.



Section 3: Updating Approval Workflows

Agencies may need to update their approval workflows for a variety of reasons after a program is published.
These situations may include

e User in approval workflow is out on extended leave that will prevent them from completing timely

approvals.

e User in approval workflow has left agency.

e New staff from state agency needs to be added to approval workflow or change in business process.
It is best practice for agencies to update the approvals before an entity submits additional financial reports,
as approval workflow changes will not impact reports that have already been submitted. See below for the

two options of updating approval workflows, depending on if a financial report has already been submitted.
Updating Approval Workflows Prior to New Report Submissions
To update approval workflows, agencies will need to edit their solicitation.

1. Navigate to Grants Management - Subrecipient Management

Home CoVID-19 Grant Management Research Insight Reports Administration

roject Dashboart

Research Tracking & REPO  pject sesrc

Find Grants Manage Grants Wy Project zes and More Data and Bl Intelligence
ly Projects

Project Calendar

Organization Activity Summary reate Project board » My Action ltems View Task List»

Open Applications Applications
Projects Due Submitted

Tasks (Next 7 Days)
No pending items in next 7 days.

£ > Loading...

Past Due Items

£+ Loading...

2. Scroll to the Program Solicitations table, find the relevant program solicitation, and click the

hyperlinked title to be taken to the Program Detail page.

| Program Solicitations @ | Hide Closed Programs
Program .
Department Title Type Status Total Funding Actions
JUD - Superior Court Test Program 1 N/A Draft $0.00 Actions
DOA - New Grants Management Office | Grantor Training Test Program 2025 | N/A Published $1.00 Actions

3. Onthe Program Detail page select “Edit Solicitation” and navigate to the “Approvals” tab

Program Detail
Grantor Training Test Program 2025

Department: DOA - New Grants Management Office
Total Funding: $1.00
Application Period: N/A

Subrecipient Reporting ¥ | Subrecipient Monitoring Edit Solicitation Application Management ~ Ext. Solicitation Listing (&'




Solicitation Edit

¥ =Incomplete = Completed

Step9of 9 * = Required for Section Completion

Please define an anproval workflow for each of the tasks below® |

4. Once on the Approval tab, scroll down and find “Financial Report Approval”. This approval will either

be assigned to an individual or a group. Select the pencil icon to change the approver.

EIopiy

Step9of 9 * = Required for Section Completion

Please define an approval workflow for each of the tasks below*®

Award Files may be optionally added. These would include common program documents

that the subrecipient needs to complete the award process. The files included here will be
Task Type Approver Workflow included in the award task. You will also be able to add subrecipient specific files when
Recommendation Approval @@ Standard creating the award
Final Award Approval @ Standard Award Files
Activity Report Approval @ Standard | g Edala available in table
Financial Report Approval | @ Jane Smith Standard D

Add File )

Amendment Aporoval @ Standard

5. Select as new individual or user group to be the new approver for financial reports.
a. Select “Standard” to choose an individual or a standard approval group.
b. Select “Sequential” to choose a sequential approval group.

NOTE: Only Department Master Account Holder (DMAH) users can create/edit groups. See Grantor

Approval Workflows guide for how to set up user groups.

Select Approval Workflow

Define a workflow for the Financial Report Task
Approval Type:*

@ Standard gy (O Sequential &
Designated for Approval:*

O User

Choose a user that will be designated as approver

(O  User Group
Choose a user group that will be designated for approval. The group is based off Approval Type selected above.

6. Save changes.

Save ) Done }



https://controller.admin.ri.gov/sites/g/files/xkgbur621/files/2024-01/Grantor%20Approval%20Workflows%2005052023_1_0.pdf
https://controller.admin.ri.gov/sites/g/files/xkgbur621/files/2024-01/Grantor%20Approval%20Workflows%2005052023_1_0.pdf

Correcting Approval Workflow for Submitted Financial Report
If an approval workflow was not updated before a financial report was submitted by the subrecipient and
the report is not able to move forward due to an approver being unavailable to complete their approval,

submit a User Support Ticket. In the ticket provide the following information:

1. Name of Program and Subrecipient or Award Number

2. Invoice Number

3. Grantor user who is currently unable to approve report (see Section 2 to determine who the approval
is currently active with).

4. Grantor user who should replace unavailable approver for the report.

The GMO will update and replace the approver, and the new approver can move the report forward.


https://controller.admin.ri.gov/grants-management/user-support

	TABLE OF CONTENTS
	Introduction
	Section 1: Processing Financial Reports
	Checking for “Pending” Invoices – Individual Approvers
	Checking for “Pending” Invoices – Enterprise Reporting

	Section 2: Identifying Approvers for Pending Reports
	Checking Approval Workflow for Individual Invoices
	Checking Approval Workflow for Groups of Invoices– Enterprise Reporting

	Section 3: Updating Approval Workflows
	Updating Approval Workflows Prior to New Report Submissions
	Correcting Approval Workflow for Submitted Financial Report


