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Convert Expenses to a Reimbursement Request 

 
1. Navigate to the Project Details Summary screen for the desired Project and 

select "Expenses." 

 
 
 

2. Select the “Expense” that you wish to convert to a Request for 
Reimbursement (RFR) (lines are hyperlinked). 
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3. This will open the Expense.  Click the “Convert to RFR” button. 
 

 
 
4. The following message will display asking if you are sure you want to covert the 

expense to an RFR.  Click “Yes” to convert the Expense to an RFR.  The RFR will still 
be in draft format until you “Submit” it. 

 

 
  

 
5. At this point you can choose to Link the other Expense (listed in Step 2) to this 

RFR.  Click “Expense Options,” and select “Link Existing” from the drop down 
menu.  The other options are to create a “New Expense” to link to this RFR.  You 
can also select to “Move Expenses,” or “Copy Expenses” to another project.   

 

Note:  A reimbursement Request can have multiple expenses linked to it.   
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6. Select all expenses associated with the current Reimbursement Request (RFR) 
(the Ctrl key allows selection of multiple expenses).  Once all expenses to be 
converted to the Reimbursement Request have been selected, click the “Link” 
button. 
 

 
 
 

7. 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.   
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8. 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. 

 

 
 

9. Click the “Submit” button when all of the Deliverables have been completed. 
 

 
 
 

10.  You may leave a note when this window is displayed.  Click the “Submit” button 
when done. 
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11.  A notification will display letting you know that the Reimbursement Request was 
successfully submitted.  You may “Close” the window or “Go to Project.” 
 

 
 
Note:  If you made an error and need to unlink or delete an expense, submit a 

Support Ticket. 

 
 

The following is a list of Reimbursement Request documents that will be needed: 
 

Compliance Review / Audit Report 
Direct Deposit Authorization or RTI 
Account Balance Report 
Compliance Sample Selection Log 
Compliance Test Sample 

Compliance Testing Results 
FEMA Correspondence 
Quality Assurance Testing Worksheet 
Reimbursement Request Summary 

 
 

 
 

 
 
 


