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Reporting Periods and Deadlines

Report Due Date Reporting Period

October 20, 2020 All activity through September 30, 2020

January 6, 2020 October 1, 2020 to December 31, 2020

February 10, 2021 (close-out report) January 1, 2021 to January 31, 2021 (liquidation activities only)



Navigation of the Reporting Portal     
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Activity Report Email – Click on the link 
below the greeting to begin reporting process
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From the email, you will be sent to the 
sign-in page below
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After successfully signing in, you will see 
the screen below. Click on “My Awards”
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Clicking “My Awards” will bring you to this 
screen. Click on “Submit an Activity Report”
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You will then receive the screen below. Click 
on “Yes”
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It is now time to enter receipts, expenditures 
& encumbrances. All areas with a red asterisk 
must have amounts entered.
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See sample amounts entered. Once 
complete, click “Update”.
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The information box will provide help text as follows:

• Total Receipts for Reporting Period: Total amount of funds received 
during the reporting period. This should be the total from all distributions 
during the reporting time period but does not include interest earnings.

• Interest Earned: Total amount of new interest earned during the 
reporting period. Do not include any previous period interest reported.

• Total Expenditures for Reporting Period: Total amount of 
expenditures made during the reporting period including any expenditure 
adjustments posted against the funds during the period. 

• Amounts Obligated/Encumbered: Total amount of open 
encumbrances from purchase orders against the funds as of the last date of 
the reporting period. This may also include grant awards obligated to 
subrecipients via a grant notice of award which have not been fully paid 
out yet and was not encumbered as a purchase order. 11



Next, expenditures must be classified. To 
classify expenditures made, click “Add New”.
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Select a project/activity, describe the project/activity & list the 
amount of expenditures for that project/activity. Then click 
“Submit”. 
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After clicking submit, your activity entered 
will be presented in the grid, as shown below.
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Click “Add New” and continue to do this for each category and all expenditures.  Note when the Total 
Expenditures amount ($4,000) is green, this means amounts input by category equals the amount 
previously entered in the Total Expenditures for Reporting Period field.
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Activity Categories 
Refer to our CRF Grants Portal Guidance Document for associated definitions of the 
following:

• Administrative Expenses
• Budgeted Personnel and Services Diverted to a Substantially Different Use
• COVID-19 Testing and Contact Tracing
• Economic Support (Other than Small Business, Housing, and Food Assistance)
• Expenses Associated with the Issuance of Tax Anticipation Notes
• Facilitating Distance Learning
• Food Programs
• Housing Support
• Improve Telework Capabilities of Public Employees
• Medical Expenses
• Nursing Home Assistance
• Payroll for Public Health and Safety Employees
• Personal Protective Equipment
• Public Health Expenses
• Small Business Assistance
• Unemployment Benefits
• Workers’ Compensation
• Items Not Listed Above/Other
• Transfers to Other Governments (from Counties to Locals Only) 16



COUNTIES ONLY:

Reporting includes both the County internal spend and the amount initially distributed to 
subdivisions during the period. 

Total Receipts should equal the amount received from OBM in total
Total Expenditures should include the total internal expenditures and the total distributed during 
the period
Interest earned should include interest from both the County distribution fund and the County CRF 
fund
Amount obligated/encumbered should only be internal encumbrances of the County

An additional Activity should be added to show the initial distributions to subdivisions using the 
selection of “Transfers to Other Governments (from Counties to Locals Only)” and entering 
the description to be “HB 481, CB, and/or HB 614 Transfers to Other Governments 
(Counties Only)”

Counties that only distributed funds will show their entire expenditure amount with this activity.
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Then click “Return” once completed and you will be able to see your Activity Report History Grid 
below.

You are now finished with your activity report. You have completed the required reporting 
requirement. You may edit in the portal up until the report is reviewed and approved by OBM.

18



19

Contact Us with Questions

Ohio Grants Partnership 

E-Mail grants@obm.ohio.gov

Ohio Grants Partnership Team

• Stacie Massey, Senior Financial Manager

• Gene Berry, Financial Manager

• Jessica Martin, Financial Manager

• Neal Bucklew, Program Administrator

• Paul Mann, Program Administrator

• Merrilie Munsey, Program Administrator

• Kim Berryman, Program Administrator

mailto:grants@obm.ohio.gov

