


Viewing Incoming 

Cash and 

Supporting 

Documentation



Navigating to View of Cash/Funds Received 

You can see your incoming cash by scrolling down in your dashboard to the Cash/Funds 

Received Portlet.



Verify Accounting Segments
From the portlet on your dashboard, you can verify the Item #, Grant ID and Program ID. 



Navigate to Supporting Documentation
To view any supporting documentation, first click on the “eye” icon to view the full record.  



View and Verify Supporting 

Documentation
Once in the record, you can click on Communication and then Files to view and verify any supporting 

documentation that has been attached



Email Notifications

The second way to view Cash Receipts is through our new process whereby Project Leaders, and one other 

member of your project of your choice, will receive email notifications when cash is posted to your project.

You'll find a few details about the transaction here.

You'll find a link directly to the record 

in question below the signature.



Verify and Edit 

Accounting 

Segments



Verify Item, Grant, and Program

Under the Items tab, on the grant record, you can verify that the Item, Grant, and Program 

are correct. 



Editing the Incoming Cash Record

If you notice anything that is not correct, you can click on Edit Record to unlock the record.



Editing the Incoming Cash Record

You can then click on Edit to make changes.



Editing the Incoming Cash Record

Once in the edit view, you’ll focus on the line level to make any changes needed to the record.



Editing the Incoming Cash Record

Verify that the Item, Grant, Program and Budget Category are all correct at the line level. 

If you need to edit something at the line level, simply left click on the relevant field and it will 

become editable.

NOTE: If you need to make changes to the Item, click on Project Select New Item Number 

Here, and make your requested changes there.

Be sure to click Save after you have made any changes.



Editing the Incoming Cash Record

Once you're done making changes, be sure to hit Save.



Editing the Incoming Cash Record
After you hit Save, review your changes and hit Submit when you're ready. 

NOTE: Once you hit submit, you will lose your ability to make future edits to the record, so 

please ensure that everything is correct before hitting Submit. If you do need to make changes 

after the fact, please reach out to the AR team or your Financial Services Liaison to initiate 

that change.



Our GL 
Accountant will 
review the 
change and post 
it within 24 
hours



Viewing the Full 

Incoming Cash 

List



Navigating to View of Cash/Funds Received 

You can see the full list of incoming cash by scrolling down in your dashboard to the 

Cash/Funds Received Portlet.



Verify Accounting Segments

From the portlet on your dashboard, you can click on the number next to Total to view the full list.  



Navigating to Incoming Cash Record
The full list view will allow you to see more columns of information than you can from the 

Dashboard view.

Click here to view an individual record. 



Navigating to Incoming Cash Record
If any information is incorrect, you can click edit to immediately go into the “edit” view of the 

record.



Verify Item, Grant, and Program

Under the Items tab, on the grant record, you can verify that the Item, Grant, and Program 

are correct. 



Editing the Incoming Cash Record

If you notice anything that is not correct, you can click on Edit Record to unlock the record.



Editing the Incoming Cash Record

You can then click on Edit to make changes.



Editing the Incoming Cash Record

Once in the edit view, you’ll focus on the line level to make any changes needed to the record.



Editing the Incoming Cash Record

Verify that the Item, Grant, Program and Budget Category are all correct at the line level. 

If you need to edit something at the line level, simply left click on the relevant field and it will 

become editable.

NOTE: If you need to make changes to the Item, click on Project Select New Item Number 

Here, and make your requested changes there.

Be sure to click Save after you have made any changes.



Editing the Incoming Cash Record

Once you're done making changes, be sure to hit Save.



Editing the Incoming Cash Record
After you hit Save, review your changes and hit Submit when you're ready. 

NOTE: Once you hit submit, you will lose your ability to make future edits to the record, so 

please ensure that everything is correct before hitting Submit. If you do need to make changes 

after the fact, please reach out to the AR team or your Financial Services Liaison to initiate 

that change.



Our GL 
Accountant will 
review the 
change and post 
it within 24 
hours



Using Filters



Finding the Filters on Your Incoming Cash 

Records
You can use filters from both the portlet on your dashboard, and from the full search view.



Finding the Filters on Your Incoming Cash 

Records
If you don’t see the filters on your view, you may need to click on this “Plus” sign to expand 

them.



Filters and Fields

DATE: This will allow you to filter your search by specific, preselected date ranges, such as the last fiscal year.

FROM: This will allow you to view all incoming cash from on or after this date.

TO: This will allow you to view all incoming cash from on or before this date.

Grant: Here you can select a specific grant that you’d like to filter by.

Program: This will allow you to filter by Program. *If you are unsure, leave this as “All”.* 

Revenue Type: This will allow you to filter by Revenue Type. *If you are unsure, leave this as “All”.* 

Revenue Subtype: This will allow you to filter by Revenue Subtype. *If you are unsure, leave this as “All”.* 



If you have any 
issues, please 
reach out to 
your Financial 
Services 
Administrator
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