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INFORMATION 
GUIDE

This walkthrough provides a detailed, step-

by-step process of how to create a Fiscal 

Report in PCCD’s Egrants system. 

You may follow this walkthrough page by 

page or click on a step listed on the right 

of this slide for information on a specific 

step of the process.
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Creating a 
Quarterly Report 
in Egrants
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Log into Egrants at https://www.pccdegrants.pa.gov/Egrants/Login.aspx. 

Creating a Quarterly Report in Egrants

https://www.pccdegrants.pa.gov/Egrants/Login.aspx


On the Main Menu, click the top menu item link which reads “To access an existing project (Grant 
Application, Continuation Application, Modification…) or create/update reports such as the Program Report, 
Fiscal Report, or Inventory Report (Project Management tab).”

Creating a Quarterly Report in Egrants



On the right side of the Project Management Search page, you’ll see a menu titled Quick Searches.  Click on 
the linked titled Awarded Projects – Active.
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Information about your active grants will appear below the Search Criteria section. Click on the Grant 
ID link that matches the grant you are creating a report for.
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On the Project Summary page, click the top menu item link which reads “To enter/update/view a 
Program, Fiscal, or Inventory Report for this grant (Monitoring menu item).”

Creating a Quarterly Report in Egrants



On the Main Summary page, click the Create Program Report or Create Fiscal Report button to open 

the appropriate report page.  Please click on the corresponding link below to continue the walkthrough:

Quarterly Fiscal Report Walkthrough

[Quarterly Program Report Walkthrough]

[Final Program Report Walkthrough]

If the Create Program Report or Create Fiscal Report button does not appear, you will 

need to request the Program Creator or Fiscal Creator roles.  The Egrants Registration 

Walkthrough includes directions on how to request these roles.

Creating a Quarterly Report in Egrants



Creating a 
Quarterly 
Fiscal Report
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If the Create Fiscal Report button does not appear, you will need to request access to 
this ability by completing an Egrants Role Request Form.

Creating a Quarterly Fiscal Report

On the MAIN SUMMARY page, click the Create Fiscal Report button. 
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https://www.pccd.pa.gov/Funding/Pages/Egrants-Home.aspx


If the auto-populated Report Period 
Ending Date is not correct, click on the 
Calendar Icon to access the pop-up 
calendar and change the date. 

Creating a Quarterly Fiscal Report
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Click on the desired end date and 
then click the Save button. 

Use the forward and back arrows 
to select the correct month and 
year of the reporting period. 

Creating a Quarterly Fiscal Report
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Entering 
Expenditures into 
Each Budget 
Category
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Entering Information into Each Budget Category

Fiscal Report review:
The Fiscal Report includes a Financial Information 
“top-half” and a Budget Categories “bottom-half.” 

It is important to remember that the top half Totals and bottom half Total should 
mirror each other as the fiscal report is completed.

15



The bottom half indicates 
how the grant’s funds are 
budgeted within the eight 
Budget Categories.

The top half indicates the source or 
sources of the grant’s funding.

Column Review:
The Budget column will auto-populate.
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Column Review:
The Expenses Paid This Period column is a 
combination of user entry and automatic calculations.

Enter the total of expenditures 
listed in the Budget Categories 
bottom half in the applicable 
funding fields.

In this example, state funds will 
be entered.

The bottom half provides a 
breakdown of how the grant’s 
funds were spent during the 
reporting quarter.
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This sample budget includes line items in the 
Supplies & Operating Expenses and 
Consultants categories. 

Each title is a link that opens the Expenditure 
Detail for that specific category.
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Entering Information into Each Budget Category



Click on the Supplies & Operating 
Expenses category link to open the 
Expenditure Detail for this category.
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Entering Information into Each Budget Category



Budgeted line items for this 
category are listed to the left. 

The budgeted cost of each 
line item is listed to the right.
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Entering Information into Each Budget Category



Enter the expenses paid during 
this reporting quarter. 
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Column Review:
Outstanding Subgrantee Obligations are any 
invoices that have been received, or purchase 
orders or requisitions that have been 
executed during this reporting quarter, but 
have not yet been paid.
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Entering Information into Each Budget Category



Enter the outstanding obligations
received and/or executed during 
this reporting quarter. 
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When reporting is complete for this 
category, click Save. 
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Entering Information into Each Budget Category



Each column will auto-calculate:

• Expenses Paid This Period

• Total Cumulative Expenses

• Outstanding Subgrantee Obligations
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Entering Information into Each Budget Category



Next, click on the Consultants 
category link to open the 
Consultants Expenditure Detail.
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Entering Information into Each Budget Category



Enter the expenses paid and outstanding obligations 
during this reporting period for the Consultants 
category. 
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Entering Information into Each Budget Category



When reporting is complete for this 
category, click Save. 
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Entering Information into Each Budget Category
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Entering Information into Each Budget Category

Each column will auto-calculate to incorporate the 
additional Consultants category expenditures:

• Expenses Paid This Period

• Total Cumulative Expenses

• Outstanding Subgrantee Obligations



Egrants will alert you if any 
category becomes overbudget. 
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Balancing the 
Fiscal Report’s 
Financial 
Information
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Balancing the Fiscal Report’s Financial Information

Column review:
The Total Funds Received to Date 
column will automatically 
calculate with the exception of 
any interest that may be required 
to be reported by the user.
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Column review:
When grant funds are made available 
upfront, the Unexpended Cash column 
will automatically calculate.
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Balancing the Fiscal Report’s Financial Information



Enter the total of reported expenses for 
this reporting period.

This is the total of  
reported expenses for 
this reporting period.
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Balancing the Fiscal Report’s Financial Information



Enter the total of 
outstanding obligations 
for this reporting period.

This is the total of  
outstanding obligations 
for this reporting period.
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Balancing the Fiscal Report’s Financial Information



Balancing the Fiscal Report’s Financial Information

Enter comments and upload supporting documentation such 
as invoices or purchase orders if applicable.
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Click on Save and Continue Editing to review entries.
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Balancing the Fiscal Report’s Financial Information



Confirm the figures entered 
into the Financial Information 
top-half balance with the 
automatically calculated Totals 
in the Budget Categories 
bottom-half. 
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Balancing the Fiscal Report’s Financial Information



Submitting the
Fiscal Report
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If the report is not ready to 
submit for PCCD review, click on 
Save as Draft. 
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Submitting the Fiscal Report



If the report is complete and ready 
for PCCD review, click on Submit. 
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Submitting the Fiscal Report



If the validation error “Source and Category Cumulative Expenses and 
Outstanding Subgrantee Obligations must match when the report is 
Submitted” appears after clicking Submit, go back and confirm the 
Financial Information top-half totals exactly match the Budget Categories 
bottom-half totals.
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Submitting the Fiscal Report



Additional 
Information
• Use the links in the table of contents to the 

right to revisit any step of this walkthrough.

• All Egrants forms can be found on the Egrants 

Home page of PCCD’s website.

• If you have any questions throughout this 

process, email ra-cd-sssc@pa.gov

• For additional grant guides and walkthroughs, 

please visit the PCCD Grant Training Site.
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