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Advance of Funds Request 
 

1. Navigate to the “Projects” page for the desired grant.  Select the “Project” for 
the Request for Advance. 

 

 

2. At the Project Details summary page, click on the “Create New Request” 
button.   
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3. Select “New Advance of Funds Request” to be navigated to the form.  
 

 
 

4. Click the “Create new Advance Item” button. 

 

 

5. The form will display.  Complete the form: 
a. Select “Type” of funding needed from the drop down menu. 
b. Enter “Payee” name. 
c. Enter dollar “Amount Requested.” 
d. Add “Comments” to justify the request.   
e. Click the “Create” button to establish the form. 
f. Click the “Add Document” button to upload required documentation. 
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Advance of Funds Request Form  

 

 

6. Review the information on the form, make any necessary changes, and click 
the “Save” button.  Next, click the “Back to Advance of Funds Request” 
button.   
 

 
 

7. At this screen, you can enter a “New Advance Item,” or “Delete” the request if 
you made an error.  The request is still in draft form. 
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8. After you have saved the form, click the “Summary” tab on the left side menu 
to view the Deliverables.  Verify that you have completed all deliverables by 
clicking on the box next to the Deliverable.  This will place a check mark in the 
box to indicate that you completed that specific deliverable.   
 

Note:  Each Deliverable must be checked off/completed before the form can be 
submitted.  The Deliverable must be checked off even though it may not 
be applicable. 

 

 

9. If you click the “Submit” button prior to verifying that all Deliverables have 
been completed, the following warning will display.  Click the “Okay” button 
to return to the Deliverables. 
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10. Click the “Submit” button when all of the Deliverables have been completed. 

 

 

11.  You can leave a note when this window is displayed.  Click the “Submit” 
button when done. 

 

 

 
12.  A notification will display letting you know that the Advance of Funds Request 

was successfully submitted.  You may “Close” the window, or “Go to Project.”   
 

 


