Steps to complete reimbursement claim:
1.	Log into Webgrants – Website: https://www.fundingmt.org/home.do  
2.	Click on My Grants
[bookmark: _GoBack]3.	Click on your County’s Grant (Blue Letters)
4.	Click on Claims
5.   	Click on Add (Blue Letters) – Type In Period of Performance Dates (In Date Boxes Provided) 
6.	Click Edit – Blue Letters Upper Right
7.	Click Reimbursement
8.	Add in amounts to be reimbursed in each category – Overtime – Fringe - Mileage – Equipment if applicable
9.	Click Save
10.	Click Mark As Complete
11.	Click Expenditure Documentation
12.	Click Add (Blue Letter Upper Right Corner) to add supporting documentation
13.	Click Mark As Complete
14.	Click Save
15.	Click Equipment and Accountable Supplies – If you do not have anything to add into this box – Click Save – Click Mark As Complete
16.	Click Certification – Applicant Agent You Should See A Drop-Down Box Click Your Name – Click Save – Click Mark As Complete
17.	You should see check marks on all lines – if not click on the box -Click Mark As Complete – Click Save
18.	Click Submit – The Reimbursement will come to me to begin my process for reimbursement.  
