OWEB Grant Management System

Guidance for Common Uses

Outstanding Reports
Final Reports

After logging in, click Outstanding Reports in the upper left corner.
Enter grantee name. (See tip #1.)
(If you wish to check only for Final Reports in your search, click the “Final Report Date Only:” box at the bottom of the list.) 
· To check for any reports now due, just click Search. 
· To check for reports due in the future, type in the number of days in the “Forward looking days” box, such as 30 for reports due in the next 30 days. Then click Search.
Consult the “Final Report Due” and “Final Report Received” columns. 
Monitoring Reports

Follow the same instructions as above. (Do NOT check the “Final Report Date Only” box.) Consult the column on the far right—“Earliest Past Due Mon.” This column displays the date when the first overdue monitoring report was due. Click on the project number in the first column for more detail. Consult the “Monitoring Summary and Detail” section toward the bottom of the screen.
Outstanding Advance
Click “OWEB Search Page” upper left after logging in. Enter grantee name and check “View Open Grants Only.” Click Search. Consult the columns headed “Advance” and “Advance Days.” 

If the bottom left of the screen indicates more than one page, click on the column heading twice to pull any projects with advances to the top of the list. “Advance Days” indicates the number of days since the advance was issued.
Payment Processing

(Is the check really “in the mail?”)

Click “OWEB Search Page” upper left after logging in. Enter the specific project number. Click Search.
Click on the project number in the first column to obtain more details. In the “Payment Detail” grid, you’ll see two rows for each payment transaction: 

· Row 1: Request Date, Request Amount (requested by OWEB to the Water Resources Dept. for processing) and Fund.

· Row 2: Request Date, Amount Paid (date paid and amount paid), Voucher Number and Fund. 
Tips

1. When typing your organization name in the grantee field, don’t bother to type the entire name. Just use one of the key words (such as “Nehalem” for “Lower Nehalem Watershed Council.”

2. As with other Web applications, all underlined text is a live link to more information.

3. Clicking any column heading will reverse the order of the sort.

4. Whenever you want more information on a specific project, click the project number in the first column.
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