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1.0 Definitions 

Receipts – Mechanism in eGrants for Grantees to request reimbursement for project expenditures. A 

receipt is submitted against one project within an executed contract. Receipts can contain one or more 

vendor invoices within the approved scope of the project. 

Invoices – Payment mechanism in eGrants. Consists of one or more receipts submitted by the Grantee 

that were approved by PennDOT. 
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2.0 Submit Receipt Process: Capital 

2.1 Create Receipt via Partner Portal 

The grantee can submit receipts for an executed contract using the Partner Portal.  

https://apps.grants.pa.gov/esa-partner 

 

2.2 My Invoice/Receipts  

“My Invoice/Receipts” grid shows the invoice/receipts created by the Grantee logged into the Partner 

Portal. 

 

  

https://apps.grants.pa.gov/esa-partner
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2.3 Steps to Submit Receipts 

1. There are two ways to manage receipts from the Partner Portal. If this is the first receipt on a grant, 

click “Invoices” from the “My Applications” page. This will open a new window, so allow pop-ups if 

prompted.    

 

• Submitted receipts will populate under the “My Invoice/Receipts” grid. Click “Details” to view 

existing receipts and/or submit new receipts.  
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2. The system will display the screen as shown below. Expand the “Contract Summary,” “SAP Invoice,” 
and “Receipt” tabs to review the information. 

 

 

• Notes 

o The “Contract Summary” and “SAP Invoice” tabs may include program-specific fields (for 

example, “Contract Paid Amount”, "Remaining Balance”, etc.). 

o The expanded “SAP Invoice” tab displays all processed, processing, and stopped invoices 

against this executed contract.  

 

3. To initiate a new receipt, the user clicks the “Add New” under the “Receipt(s)” tab. 
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4. Enter all required fields (indicated with red *) such as: 

• “Service Start Date” (earliest date services were rendered) 

• “Service End Date” (end date of services rendered) 

  

• Notes: If the receipt contains only one vendor invoice, enter the previous calendar date as the 
“Service Start Date.” The Vendor invoice date should be entered as the “Service End Date”. 

o For example: one vendor invoice with a date of 7/11/2024 
Service Start Date: 7/10/2024, Service End Date: 7/11/2024 

 

5. To view the available bank partner options, click the  icon. Enter the Bank Partner Cd value 

corresponding to the bank account the funds should be deposited in. 

 
6. Click “Save.“ 
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• Notes:  
o The receipt status will remain “Incomplete” and won’t allow the user to submit the receipt 

until the user provides all required information in the subsequent steps. 
o Click the eye icon to preview the respective receipt in case of multiple receipts. 
o User can create multiple receipts using the “Add New” option as shown below. 

 

 
7. Click Edit to enter information in the “Receipt Detail” tab. 
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8. Under the “Claimed Amount(s)” tab, click “Add” to enter the required information (indicated with red 
*) in the The “Claimed Amount(s)” tab varies by program. An example of PTCA (capital) is shown 
below. 

• Notes:  
o “Invoice Amt” should equal the vendor invoice total amount. Enter the exact amount 

including cents. 
o “Is Partial Invoice” should be selected if this receipt is not claiming the full amount listed 

on the vendor invoice. 
o If the “Is Partial Invoice?” is selected in the receipt, the amount applicable to the project 

should be entered in the “Project Invoice Amt.” Enter the exact amount including cents. 
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9. Under the “Activity Details” section, click the chevron to expand Activity Line Items. Click the pencil 
icon to enter the “Requested Amt.” Click “Save.” 

• Notes: Grantees will have Read-Only access to the “Activity Details” section, and they won’t be 
able to edit it. Amounts are estimates only until PennDOT has reviewed and approved the request. 

 

 

 

  



 

eGrants 

Invoice User Guide – BPT Subrecipients 

 

  Page 11 of 27 

 

10. Expand “Attachment(s)” tab. Click “Add” to enter the required information (indicated with red *). 
Click “Save.” 

• Notes:  
o Every receipt must contain at least one attachment. 
o The “Given Name” field is optional. 
o Multiple documents can be uploaded in the Attachment using the “Add” option. 
o The size limit per upload is 30 MB. 

 

 
11. Expand “Comment(s)” tab. Click “Add” to enter the comment in the “Comment(s)” tab. Enter a 

comment and click “Save.” 

• Notes:  
o The Comment tab is optional unless otherwise noted; it’s required in the case of a 

partial invoice. 
o All grantee comments will remain public. 
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12. Expand “Certification(s)” tab. Click the checkbox in the “Certification(s)” tab. 

 

 
13. Scroll up and click “Save.” 

 
14. If all required information is provided, the system will change the receipt status from “Incomplete” to 

“Ready” as shown below.  

 

15. Click “Add New” to create additional receipts.  
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16. Select one or more receipts with “Ready” status and click “Submit” as shown below. 

 

• Note: The system will only display the “Submit” button for receipts with the “Ready” status 
and selected checkbox.  

 

 
17. The receipt status will be changed to “Submitted” as shown below. The user won’t be able to make 

any changes to submitted receipts. 
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3.0 Submit Receipt Process: Operating 

3.1 Create Receipt via Partner Portal 

The grantee can submit receipts for an executed contract using the Partner Portal.  

https://apps.grants.pa.gov/esa-partner 

 

3.2 My Invoice/Receipts  

My Invoice/Receipts grid shows the invoice/receipts created by the Grantee logged into the Partner 

Portal. 

 

  

https://apps.grants.pa.gov/esa-partner
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3.3 Steps to Submit Receipts 

1. There are two ways to manage receipts from the Partner Portal. If this is the first receipt on a grant, 
click “Invoices” from the “My Applications” page. This will open a new window, so allow pop-ups if 
prompted.    

 

Submitted receipts will populate under the “My Invoice/Receipts” grid. Click “Details” to view existing 
receipts and/or submit new receipts.  
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2. The system will display the screen as shown below. Expand the “Contract Summary,” “SAP Invoice,” 
and “Receipt” tabs to review the information. 

 

• The “Contract Summary” and “SAP Invoice” tabs may include program-specific fields (for 

example, “Contract Paid Amount”, "Remaining Balance”, etc.). 

• The expanded “SAP Invoice” tab displays all processed, processing, and stopped invoices against 

this executed contract.  

 

3. To initiate a new receipt, click the “Add New” button under the “Receipt(s)” tab.  

 

• A unique Receipt No (number) will be automatically generated by the system.  
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4. Enter all required fields (indicated with red *) such as: 

• Dates 

▪ “Service Start Date” (First Day of Service Period/Month) 

▪ “Service End Date” (Last Day of Service Period/Month) 

▪ Note: Operating receipts can ONLY cover one (1) full month 

 

• Bank Partner: 

▪ To view available bank partner options, click the  icon. Enter the Bank Partner 

Cd value corresponding to the bank account the funds should be deposited 
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• Program Name 
▪ Click the “Program Name” line to open a list of available operating programs.  
▪ Note: 1513 funds will be processed automatically and should not be selected. For 

other programs, agencies should submit one (1) receipt per operating program per 
month. 

 

• Is this the final receipt ? 
▪ For PTOA receipts, always select “No.” 

• Click “Save” to continue 
▪ Note: The user can click “Save” and resume editing the receipt prior to submission. 
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5. Click Edit to enter information in the “Receipt Detail” tab. 

 

6. Under the “Claimed Amount(s)” tab, click “Add.”  

 

7. Enter the required information (indicated with red *) under Vendor Details 

• Month  
▪ Click the “Month” line to open a list of months.  Scrolling may be required to view all 

months. 
▪ Note: Selected Month MUST match the month listed in Service Start and End Dates. 

 

• Receipt Amount 
▪ Amounts for Federal Programs (5310 & 5311) must be rounded down to the nearest 

whole numbers and match the amount listed in the Federal Request Form.  
▪ Amounts for Lottery and PwD Programs must include cents and match the Revenue 

Replacement Report. Contact your Program Manager prior to submitting a receipt if 
the requested amount will be different (adjustments, paybacks, etc).  

• Invoice date is the date the receipt is submitted 
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• Click “Save” to continue. 

 

• Use the icons under “Action(s)” to modify receipt lines.  

 

▪ Click the eye icon   to select and expand the funding line. 

▪ Click the pencil icon  to edit the funding line. 

▪ Click the trash icon  to delete the funding line. 
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8. Expand “Attachment(s)” tab. Click “Add” to enter the required information (indicated with red *). 
Every receipt must contain at least one attachment. 

 

• “Given Name” field is optional and will default to the attached file name if left blank. 

• “Notes” field is optional. If remarks apply to specific attachment, type notes here.   

• “Attachment” field.  
▪ Lottery and PwD receipts must contain the Revenue Replacement Reports 

Generated from Ecolane. 
▪ Federal 5310 receipts must contain the “PTOA Federal 5310 Request Form” 
▪ Federal 5311 receipts must contain the “PTOA Federal 5311 Request Form”  
▪ Adjustments will require additional attachments depending on the circumstance. 

Contact your Program Manager prior to submitting a receipt with an adjustment.  
▪ Size limit per upload is 30 MB 

• Click “Save” after adding each attachment. 

 

• Use the icons under Action(s) to add/view/edit/delete attachments. 

 

▪ Click the File Name highlighted in blue to review the file. If the incorrect file was 
attached, the user must delete the attachment line and add a new attachment. 
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9. Expand “Comment(s)” tab. Click “Add” to enter the comment in the “Comment(s)” tab. Enter a 
comment and click “Save.” 

 

• The Comment tab is optional unless otherwise noted. 

• All grantee comments will remain public. 

 
10. Expand “Certification(s)” tab. Click the checkbox in the “Certification(s)” tab. 
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11. Once all information is entered, scroll up to the “Receipt Detail” section and click “Validate.”  

  

• Click the dots icon  to view errors. 

 

• A green box will appear when the validation is successful. 

 

• Click “Save” to continue. 
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12. If all required information is provided, the system will change the receipt status from “Incomplete” to 
“Ready” as shown below.  

• The receipt status will remain “Incomplete” and won’t allow the user to submit the receipt until 
the user provides all required information in the subsequent steps. 

 

13. The user can edit receipts at the “Incomplete” or “Rework” status. 

• If necessary, click the status line to expand the section. Click the eye icon   to select the receipt 
and “Edit” to begin making changes. Make sure to validate and save. 

 

14. Click “Add New” to create additional receipts.  
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15. Select one or more receipts with “Ready” status and click “Submit” as shown below. 

• The system will only display the “Submit” button for receipts with the “Ready” status and selected 
checkbox. 

 
 
16. The receipt status will be changed to “Submitted” as shown in the example below.  

 

• The newly submitted receipts are circled in blue. 
▪ The display order of submitted receipts follows the Receipt No (number automatically 

generated at receipt creation), not submission date. 
▪ Receipts created by other users will not be displayed. 

• The user cannot make or initiate changes to submitted receipts. 
▪ Only one receipt per program per month will be approved. 
▪ For question, comments, or concerns about submitted receipts, contact your 

Program Manager. 
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4.0 View Receipt/Invoice Status 

As defined at the beginning of the guide, an Invoice is created by PennDOT which contains one or more 

receipts submitted by the Grantee. The status of receipts and invoices can be viewed via the Partner 

Portal. Go to My Invoice/Receipts, click “Details” for the grant you are checking.

 

4.1 Receipts 

Look under the “Receipt(s)” tab where they are organized by status.  

 

• The number in parentheses (#) corresponds to the number of receipts at that status.  

• Click the status line to expand the selection. 

• Use the “Search” function to quickly find specific receipts. 

• Click the eye icon  to select and view a receipt. 

• Note: Receipts created by other users will not be displayed. 
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4.2 Invoices 

Expand the “Contract Summary” at the top of the page. Expand “SAP Invoice” and view all processed, 

processing, and stopped invoices against this executed contract. 
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