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Direct questions to the Ohio Grants Partnership at grants@obm.ohio.gov 

This Job Aid is to assist those required to report Coronavirus Relief Fund (CRF) Activity 
in the OBM Grants Portal. The following are steps to assist with entering information in 
the portal. The CRF Recipient Reporting Guidance and FAQ document should be used 
in conjunction with this job aid when completing reporting. 

 

1) The grant contact will receive an email like the example below approximately two 
weeks prior to the due date indicating the Activity Report is due. 
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Direct questions to the Ohio Grants Partnership at grants@obm.ohio.gov 

 

 

2) You can use the e-mail to click the link to the Grants Portal or go there directly at 
grantsportal.ohio.gov. This will bring you to the sign in page. Sign in and you are 
ready to begin your reporting. 

 

 

 

3) After successfully signing in, you will be brought to the screen below.  Click on 
ñMy Awardsò 
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4) Clicking ñMy Awardsò will bring you to the screen below.  Click ñSubmit an Activity 
Reportò at the left side of the screen. 

 

 

 

5) After clicking on Submit an Activity Report, a pop-up window will generate 
confirming you want to submit a report. Click ñYes.ò 
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6) It is now time to start entering receipts, interest earned, expenditures, and 
encumbrances for the reporting period (i.e. 3/1 ï 9/30, 10/1 ï 12/31, etc.).  All 
items with red asterisks must have amounts entered to proceed. 

 

 

7) When a value is entered in each required field, a green checkmark will appear.  
Once complete, click ñSave Summary.ò  
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Direct questions to the Ohio Grants Partnership at grants@obm.ohio.gov 

8) If you reported an expenditure amount of zero, a window will pop-up indicating 
that detailed reporting is not needed. If you reported expenditures, see remaining 
steps to detail your expenditures and submit your report. 

 

 

9) If you reported summary expenditures during the period, you are required to 
classify your expenditures by category in the Details section of the report.  Click 
the ñAdd Newò button to classify your expenditures. 
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Direct questions to the Ohio Grants Partnership at grants@obm.ohio.gov 

10) A pop-up window will generate to allow you to select a project/activity from a 
drop-down menu, then enter free form text to best describe the project/activity 
and list the amount of expenditures for that project/activity.  Once complete, click 
ñSave.ò 

 

 

11) After clicking save, your activity entered will be presented in the grid as shown 
below.  The Submit Activity button will be grayed out until the total expenditures 
in the Details section matches the total expenditures in the Summary section. 
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Direct questions to the Ohio Grants Partnership at grants@obm.ohio.gov 

12) Click ñAdd New Activityò and continue to do this for each category until all 
expenditures have been accounted for in a category.  You may enter the same 
activity more than once if you need to separate based on activity description.  
When the expenditure total in the Details section matches the expenditure total in 
the Summary section, you will have the ability to submit the activity report.  
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Direct questions to the Ohio Grants Partnership at grants@obm.ohio.gov 

13) Once complete click ñSubmit Activity Reportò and a pop-up window will generate 
notifying you that your activity report was successfully submitted.  

 

 

You are now finished with your Activity Report. You may go back and edit the 
report up until the due date of the report.  

 

Closeout Process: 

Once you finish expending all your CRF funds you need to submit a Final Report to 
closeout your reporting. 

1) If your most recent report is not yet in ñReviewedò status and you do not have 
any additional activity to report (i.e. receipts, interest, and expenditures), go to 
ñMy Awards,ò select Open/Edit next to your most recently submitted report, and 
follow the instructions in Steps 3-9 below. Otherwise, follow Steps 1-5 above, to 
select a new report to submit, then follow the instructions in Steps 2-9 below. 
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Direct questions to the Ohio Grants Partnership at grants@obm.ohio.gov 

 

 

 

2) For the current period, enter the receipts, interest earned, and expenditures in 
the Summary section of the report. Since this is the final report you shouldnôt 
have any obligations/encumbrances. If you enter an obligated/encumbered 
amount other than zero, the ñFinal Reportò box will be grayed out and you wonôt 
be able to submit a final report. 
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Direct questions to the Ohio Grants Partnership at grants@obm.ohio.gov 

 

 

 

3) Review your cash on hand amount to ensure it is appropriate. If you donôt have 
any unspent CRF funding to return to the Office of Budget and Management 
(OBM), your cash on hand amount should equal zero. If you plan to return 
unspent funding to OBM, your cash on hand amount should equal the amount of 
funding you are returning. Once your cash on hand amount is verified, click the 
ñFinal Reportò box. 
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4) Click ñSave Summaryò and a window will pop-up asking you to confirm that you 
completed spending for your award. Click ñYes.ò  

 

 

5) If you reported an expenditure amount of zero, a window will pop-up indicating 
that detailed reporting is not needed. If you reported expenditures, see remaining 
steps to complete the closeout process.
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6) If you have expenditures to report in this period, click ñAdd New Activity.ò Then 
enter the expenditure activity, description, and amount and click ñSave.ò Continue 
to do this for each category until all expenditures have been accounted for in a 
category.  You may enter the same activity more than once if you need to 
separate based on activity description.  When the expenditure total in the Details 
section matches the expenditure total in the Summary section, you will have the 
ability to submit the activity report.  
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