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Enter Proof of Encumbrance 

Once you submit your grant application, the SAA must review and approve the submitted application. When this 
process is finished, the grant displays on your homepage with a status of Approved.  

You are now ready to create a Proof of Encumbrance (POE) for the expenditure item you requested in your 
application. This slick sheet serves to provide instruction on how to complete this process.

 

Step 1 | From the Home screen, click the Expenditure List Items hyperlink under the Pending Tasks section. 
 

 
 
Step 2 | From the Subgrantee Expenditure List screen, click the Needs POE hyperlink for the appropriate 
item. 
 

 

Step 3 | On the Proof of Encumbrance screen, attach the appropriate POE document. 
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Step 4 |   After the documentation has been uploaded, the Subgrantee Expenditure List screen will appear, 
click the On-Order hyperlink for the appropriate item. 
 

 
 
Step 5 | After the documentation has been uploaded, the Proof of Encumbrance screen will appear, enter the 
POE Number, Date, Vendor/Payee information in the required fields.  Verify that the Quantity and Unit Cost 
matches the POE documentation being submitted.    
 

 
 
Quick note: if you intend on doing multiple invoicing, the quantity must always be 1. You can add the quantity 
specifies in the Expenditure Description field as seen in the Step 6. 
 
Step 6 | Click the blue arrow button in the far left column of the POE Item(s) table. The expenditure detail 
allows you to enter the manufacturer, model, and a description of the ordered item. After entering the 
information, click the Save this detail. 
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Step 7 | After updating the expenditure description information, click the Save POE button in the Actions 
section to save changes to database. After saving changes, the expenditure is ready to be invoiced and 
submitted for reimbursement. 
 

 

 


