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Roles: 

 Primary Fiscal Contact – Receives and fills out quarterly reports 

 Authorized Agent – Approves quarterly reports 

Instructions: 

Primary Fiscal Contact 
1. Watch for Report Due email 

An email will be sent quarterly stating that quarterly reports are due. The Subject of 
these emails will be “OHA/PHD Expenditure Reports – Q[#] ([Report Period])”.  
Example: OHA/PHD Expenditure Reports - Q5 (Jul-Sep 2026) 

2. Open the Expense Report Dashboard 
Click the link within the email to open the dashboard. 

3. Open the Quarterly Expense Report Form 
Click the corresponding quarterly report button to add expenditures. 

4. Complete the report form for each program element 
Enter Expenditure data in each of the fields needed for that quarter.  

5. Upload attachments  
Include any additional documentation as needed/wanted for each PE, using the 
paperclip icon on left side of rows. 

6. Check the “This report is ready for submission*” 
The report will not be sent for certification until all the PE reports are complete and 
the “This report is ready for submission” checkbox is checked. 

7. Press Save and refresh 
 WIC specific Program Elements ONLY:  

The 4 WIC cost-splitting activities are included at the end of the report. Ensure the 
4 totals match the Quarterly Expenditure Report totals before submitting. If they do 
not match: 

i. Your submission will not be sent for certification 
ii. You will receive a new email showing the different totals 
iii. The dashboard Report Status will say “WIC<>Total” to indicate that the 

WIC total and the Total Expenditures do not match 
iv. Refresh the report to correct either of the two totals following Steps 1-4 

above. 
v. Uncheck the “This report is ready for submission” checkbox and press 

save 
vi. Recheck the “This report is ready for submission” checkbox and press 

save and refresh 
vii. If the WIC total and the Total expenditures match, the Status Report 

message will clear 
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Authorized Agent 
1. Watch for Final Approval emails 

An email will be sent to the Authorized Agent(s) listed for your agency to approve 
the quarterly expenditure reports. The Subject of these emails will be “OHA/PHD 
Expenditure Reports – Ready for Final Approval - Q[#] ([Report Period])”. Example: 
OHA/PHD Expenditure Reports – Ready for Final Approval - Q5 (Jul-Sep 2026) 

2. Open the Expense Report Collection Dashboard 
Click the link within the email to open the dashboard 

3. Click on the Reports to Certify button 
The number shown indicates the number of reports needing certification.  Click on 
the button to open the quarterly reports to review. 

4. Confirm the total reported expenditures are correct 
The report will include the submitted quarter expenditures total, the awarded total, 
and the balance total. 

5. Check the “By checking this box, I certify this report” 
The report will be sent to PHD and accepted when this box is checked  

6. Press Save and wait 1-3 minutes 
Once you press save, it takes a couple minutes for the background formulas and 
automations to catch up 

7. Refresh the Dashboard 
When ready, the dashboard will reflect that you have completed report 
certifications, and will show zero when all are certified 

 

If revisions are needed after any quarterly submission 

Primary Fiscal Contact 
1. Navigate to your Dashboard 

A link can be found on the original email stating that a report is due. 
2. Open the Quarterly Expense Report Form 

Click the quarterly report button that you wish to revise 
3. Update the Report 

Update the fields in the program element rows.  Attach new documents to the row, 
if applicable. 

4. Press Save and refresh 
5. Authorized Agent Receives Notification to Certify 

They will complete steps in the Authorized Agent section above 
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Expense Report Process 
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Quarterly Report Email Example: 
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Dashboard example: 

 

1. Reports to Certify Button – Authorized Agent will click to confirm and certify reports 

2. Quarterly Report Buttons – click button to complete or update a Quarterly Report. 

3. Total Award Report – overview of each Program Element, including reporting status and 
Total Award Balance  

4. Reporting Dates – list of End of Quarter Date and Due Date for each Reporting Period  

5. Program Element Overview – a more detailed look at the expenditures and totals for 
each Quarterly Report, including reporting status.  Click the report to access another report 
with all the entries and expenditures.  
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Quarterly Financial Report Form Example (partial): 

 

 

a. Upload any attachments for the Quarterly Report  
b. The report will not be sent to the Authorized Agent for certification unless this box is 

checked   
c. Quarterly report fields to enter 

 

Response email if 4 WIC cost-categories do not match total expenditures reported 
Example:  
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Authorized Agent approval email example: 

 


