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The following guide provides information on locating and submitting your Emergency Solutions Grant 

(ESG) Invoice electronically to DCED in the PA HMIS within the ESG Invoice Submission section.   The 

guide will also provide information on submitting your annual and closeout reports to DCED for your 

ESG contracts in HMIS within the ESG Report Submission section. 

Please note that in order to be able to submit an invoice electronically the agency must have a 
designated user account with access to the PA HMIS and the user must use the Grant Administration 
Workgroup.   
 

ESG Invoice Submission 
 
Once in PA HMIS, go to the Home workspace and locate the ESG Invoicing folder.   By selecting the ESG 
Invoicing folder the system will reveal your ESG Contracts function which contains your ESG grant 
contracts in HMIS and all associated invoicing/reporting functions. 
 

 
 
Select the ESG Contracts option and the system will load all of your active ESG grants, each of which will 
have several options for which to generate and submit an invoice. 
 

 
 
There are five main options that you have access to within this process related specifically to the 
invoicing process and are explained in detail below.    You can access these options by selecting the 
action menu for your contract as shown above (selecting the blue ball). 
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Please note that there are additional options available in the action menu that pertain to grant contract 
reporting but will be covered in the Annual and Closeout Reporting section after the invoicing process is 
detailed. 
 

Review Contract  
This first section displays your Grantee and Contract Information in HMIS and allows you to view your contact 

information, budget and other fiscal information.   Most of this information is displayed in a “read-only” fashion. 

 

Before being able to begin invoicing, the grantee will need to verify in the system that the correct 

budget is listed.  The grantee will need to check the box for “Contract/ Budget Approved” and type in 

the designated person’s name responsible for verification with the current date and then save the 

contract at the bottom of the screen. 

 
Once the contract is approved the system will then display all of the invoicing and reporting functions 
described below for invoicing and reporting. 
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Grantee Information 

 
Contract Information  

 
 

Approved Contract Budget 

.  
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Grant Contract Served Targets 

Collects the estimated persons served target number for the life of the contract separated by each 

service category that is being funded; target numbers for each funded category is required to be 

completed prior to approving the contract budget. 

 

Grant Contract Amendments (Read only) 

 

 
 
When an amendment is needed, you have the ability to request an amendment by continuing the 
current amendment process through DCED. 

Contract Invoicing 

 

The second option under the ESG invoicing process is to create an invoice. Once the Contract Invoicing 

section is selected, the next screen will display the ESG Invoice Status Summary page. This page shows 

the following categories for every invoice submitted for the grant. 

• Invoice # 

• Invoice Date 

• Submission Date 

• Date Received By Office 

• Invoice Start Period 

• Invoice End Period 

• Date Invoice Approved 

• Date Sent for Tracking 

• Payment Date 

• Amount to be Paid 

• Invoice Status 
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To create a new invoice, select the following button labeled Create New ESG Invoice. This button is 

located under the Contract Invoicing option in the top right hand corner of the summary page. 

 

ESG Invoice Submission 
Begin by entering the following invoice information as displayed. 

 

Invoice Date – the day the invoice is being created. 
Invoice Period – the reporting/ fiscal time period where funds are being requested for payment. 
Invoice Number – the numerical placement where the invoice falls in order of requests. 
Date of Scheduled Payment to Sub-recipient – the day that grantee’s vendors are to be paid based on 
the time frame of when the vendor invoiced for payment to the grantee. (This should not be greater 
than 30days from receiving and should not be 30 days from submission of invoice to PA DCED.)  

Invoice Contact Information 

The invoice contact information defaults to the primary contact person assigned to the overall contract; 

this information is automatically completed by the system and cannot be changed. 

  

Invoice Grant Information 

The Grant(s) that you select are related to the Categories that you are charging per the invoice. These 

categories are than used to generate the next screen when inputting the expenditure amounts 

requested. 

For those Grantees that are participating in PA HMIS, the Grant selections are based on the individual 

funding setup in the system for each funded component provided to their sub-recipients.    

Select one or more of the grants listed to include in the Invoice in which to apply payments toward and 

continue with the invoice submission process. 
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The “Additional Grants” option, which is used for PA HMIS ESG Grantees that have Domestic Violence 

Programs are not represented by real-time Grants in the system.   Most of the times, the Additional 

Grants area will be blank unless funding a Domestic Violence Shelter, and can be used to choose the 

Emergency Shelter component when invoicing for those sub-recipients.  

 

For Entitlement and/ or Victim Service Providers that are not participating in PA HMIS, since your grants 

are not actually in the system, you will need to select the individual Funding Components being included 

in the invoice.     The components available are ones funded through your ESG contract and one or more 

needed to be identify in which to apply payments toward to continue the invoicing process. 

 

Please note that those Entitlement Grantees that do not use the PA HMIS system, beginning with the 

2018 Award Round, may be required to perform an import of their client data from their local HMIS in 

the HMIS 6.1 CSV format during the invoice submission.  For those grantees, their invoice submission 

process will mirror that for PA HMIS participating grantees and will need to select individual grants setup 

in the system during this step. 

Invoice Notes/ Comments 

 

Then click save to move on to the next step of the invoice process, which is the ESG Invoice Payments 

Form. 

ESG Invoice Payments Form 

This step requires you to input the amounts of the expenditures being charged to the grant for the 

invoice. This information inputted for each category is then used to generate the Payment Processing 

Request Form (PPRF). 
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Then click save to move on to the next step of the invoice process, which is the ESG Invoice Match Funds 

Form. 

ESG Invoice Match Funds Form 
This section is where you will list all of your Match Sources being applied to the grant per invoice. Each 

source is added by typing in the name of the source and entering the appropriate amount for the type of 

funding the source applies to on this invoice. This form, after each amount is entered, will generate the 

ESG Match Worksheet required for submission.  

 

 

Then click save to move on to the next step of the invoice process, which is the ESG Invoice Forms. 

ESG Invoice Forms 

In this section, you will need to open up and print the following generated documents to be filled out 

and signed your dedicated responsible party and uploaded back into this section by choosing the 

scanned file from your local drive. 

Please note that each of these reports is generated electronically within HMIS from the information 

provided in the invoice and from the contract.   The report options are available on the top of the screen 

as buttons and each should be run, printed, signed and re-uploaded to the system for submission. 
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• Invoice Cover Sheet (Download, Signed and Uploaded) 

 

 

 
• Invoice PPRF Form (Download, Signed and Uploaded) 
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The remaining generated documents will need to be reviewed on your screen for accuracy. 

• Invoice Match Funds Form 

 
 

• ESG CAPER Report 

If a grantee has sub recipients that do not report client data into the PA HMIS database, they will 

need to upload the CAPER from their HMIS or comparable database solution. (i.e. - Entitlement 

CoC programs and victim service providers). 

Otherwise all PA HMIS grantees will not need to upload the CAPER, but will need to review their 

CAPER for accuracy as it will be electronically generated from their HMIS data. 
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Once this section has been completed, click Save to move on to the next step of the invoice process, 
which is the Invoice Supporting Documentation. 
 
Please note that Entitlement Grantees required to submit an import file of their client data from their 
local HMIS in the HMIS 6.1 CSV format will no longer be required to upload an ESG CAPER Report.  The 
PA HMIS will produce the ESG CAPER report automatically using the client data imported during the 
invoice submission.    
 

• CSV Data Import 
 

The import of client data is required to be in the HUD HMIS CSV 6.1 (6.11) format and all CSV 
files are required to be properly placed in a single .zip file during the import.   Most HMIS 
vendors have a CSV 6.1 export available to produce the file(s) required for invoice submission.  
 
All CSV data imports should include client data for projects included in a specific Invoice and 
should encompass all client data from the beginning of the contract start date up to the current 
invoice date. 
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For Entitlement Grantees required to submit client data in an import, they will be prompted to 
perform this action after leaving the Invoice Forms screen and will be prompted with the 
following question prior to moving to the documentation stage of the process.      
 

 
Selecting Yes – perform import will launch into a short workflow that will allow for the uploading 
and saving of their client data before moving to the next step. 
 
Selecting No – already completed / perform at a later time will skip the client data import 
process and move the grantee to the next step. 
 
Please note that while the system will allow this step to be skipped, for those grantees required 
to submit an import file will not be allowed to officially submit their invoice to DCED until this 
process is completed. 
 
CSV Data Import: the import process included 4 steps that need to be completed before your 
client data is fully imported into the PA HMIS and can meet the data import requirement for the 
invoice. 
 
1. Import Data – the first step includes optionally naming the import, selecting your grantee 

agency, and physically selecting the client data file to import. 
 

 
 

Import task name: default to Import CSV data; name can be optionally changed 
Import Type: select HMIS CSV 6.1 Import from the drop-down list 
Import to this Organization: select your grantee agency from the drop-down list 
 
Data to Import: use the browse option to select the CSV Data File on your computer to add to 
the import.    Once you have browsed and selected your import file, the path and file will be 
listed in this field.    Select the Upload button to complete the physical file upload. 
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Once these 4 elements have been completed and the file selected and uploaded hit Save to 
move to the second step. 
 
2. Review the Log – this step quickly maps the data in your import to identify any problems or 

errors in the import file.   If no errors are identified hit Next Step to move to the third step. 
 

In most cases, there will not be any errors and any message of “No Mapping Found” for 
specific files can be ignored. 

 
3. Program Mapping – this step views the imported data and identifies each program that 

includes client data.    The name of the imported programs is listed first under Project Name, 
each project needs to be mapped to its appropriate PA HMIS program setup in the system. 

 

 
 
For each project listed, select the appropriate PA HMIS counterpart in the drop-down list to 
denote where the client data should be placed in the system.   All PA HMIS programs should 
be already setup based on the ESG contract and components and will allow grantees to map 
the projects from the entitlement’s HMIS to ones setup in PA HMIS for the ESG contract. 

 
Once all projects are mapped select Next Step to move to the final step in the process. 
 

4. Import the Data – the final step involves finalizing the import by answering the following 
question. 

 

 
 
Selecting “Yes”, will end the process by importing the data into the PA HMIS and provide 
confirmation an import was performed.   Selecting “No” will not import the data and require 
a new import to be performed again before submitting.       
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Invoice Supporting Documentation: (by category)  
 

This section is based on the PPRF required support documentation checklist that will now require you to 

upload the documentation related to each category where funds are being requested. A brief 

description of the type of documentation required for each category is given. Once you have your 

documentation saved to your computer, you will need to choose the file located on computer by using 

the following button. 

Before choosing files, please be sure to zip convert documentation files into a zip file. The following 

bullet points will instruct you how to zip up several files into a zip file. 

 
 

• Within your file manager window with the folder open to the files you wish to compress, 

Highlight or select all of those documents and then hover over that area and right click. 

• Go to “Send to”, then to “Compressed (zipped) folder” 

• This will then zip up those files you selected and now you are ready to upload these 

documents into the system. 
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Once this section has been completed, click Save to move on to the next step of the invoice process, 

which is the Invoice Supporting Documentation: Data Collection and Administration. 

Invoice Supporting Documentation: Data Collection and Administration 

This section is based on the PPRF required support documentation checklist that will now require you to 

upload the documentation related to each category where funds are being requested. A brief 

description of the type of documentation required for each category is given. Once you have your 

documentation saved to your computer, you will need to choose the file located on computer by using 

the following button. 

 

Once this section has been completed, click Save to move on to the next step of the invoice process, 

which is the ESG Invoice Submission. 

ESG Invoice Submission 

The final step of the invoice process is to review the next three sections all located on the same screen 

to ensure your invoice is ready for submission. 

Invoice General Information 

 

 

Invoice Financial Information 
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Invoice Submission 

By selecting the option below you will officially submit this invoice to DCED for review. Once the invoice is 

submitted you will no longer be able to edit its contents and will signal personnel at DCED to begin the 

review process. 

 

You will now select Save and you have completed the invoice process and will be directed back to the ESG 

Grant Contract page where you can see all of you ESG grants entered in PA HMIS. If at any time you need 

assistance you may contact the PA HMIS Helpdesk or David Weathington, PA HMIS Administrator. 

Expenditure Summary 
In the third selection option, you will be able to track your spending per invoice and see the status of 

your invoice. This should allow for better grant management related to the overall grant expenditures 

per category.  

 

Match Funds Summary 
In the fourth selection option, you will be able to track your match sources per invoice. This should allow 

for better grant management related to the overall grant match funds per funding source.  

 

What to do when an invoice is placed on hold? 
When an invoice is placed on hold, an email will be generated by the Analyst at DCED from this system. 

During this email generation, the Analyst will also release the invoice in the system back to you. The 

corrective actions will be made and requested information will be updated in the invoice process and 

you will then resubmit the invoice through the system. Once the invoice is resubmitted the Analyst will 

receive a generated email back from the system stating that the invoice has been submitted.  
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ESG Report Submission 
 
The system has the ability to allow for reporting to be submitted electronically for the contract Closeout 

period and also includes the ability to add Success Stories for each contract.   Success Story options and 

the Closeout Reporting process are detailed below.  

Success Stories – a success story can be recorded at any time during the life of an active contract 

and can be assigned to either the annual or closeout reporting period.  

For all Grant Contracts, there is a “Success Stories” option within the main action menu which will allow 

grantees to complete a success story for each contract.    

 

  
 
By selecting “Success Stories” the system will list any and all success stories entered for the ESG 

Contract.   To create a new Success Story, select the Add Success Story option at the top of the screen. 

 
 
A Success Story only requires you to select the reporting period (Annual vs. Closeout) and the entry of a 

short description of the story and the success story itself, which is typed into the message box area in on 

the screen.    Once a Success Story is completed hit Save and is will be associated with the contract and 

can be used to submit during the required Closeout Reporting period. 

Please note that the system does allow for Success Stories to be submitted for contacts after the 1 year 

period and can be performed when required by using the Success Story Submission option within the 

menu. 
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The Success Story Submission option will become available once the contract has reached its 1-year 

anniversary from its contract start date and has 1 success story for the annual report completed. 

Closeout Reporting - is required to be done at the time the contract ends and includes the 

following items: 

• Success Story 

• Closeout Questionnaire 

• Certification Form 

The Closeout Reporting process can be compiled and submitted directly to DCED through the system.   

Once a contract is within 15 days of its end date or if the contract balance reaches zero, the system will 

provide a Closeout Reporting option within the menu of the contract to use for the submission. 

 

The Closeout Reporting option provides a summary of the tasks needed to complete the process and 

options to complete them and print out the completed reports and/or template forms. 

 

It will display the status of the Success Story and the Closeout Questionnaire, along with the contract’s 
closeout reporting status. 
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Please note that to meet the Success Story requirement for closeout reporting, a success story must be 
recorded for the contract and associated to the closeout period.   All Success Stories can be added, edited 
and review using the Story Stories menu option described in the above section. 
 

 
 
The action menu will allow for the Add/Review option to create or review an existing record for the 

Questionnaire directly in the system.   The closeout questionnaire is also built directly into the system 

and walks the grantee through answering the appropriate questions needed for the survey.    

Once each of these items is completed, the system will provide an option to “Print” the complete 

version out of the system.   The system also provides the Certification Form to be printed out as a 

template for manual completion. 

Once the 2 electronic pieces have been completed (Success Story, and Questionnaire) the system will 

allow the grantee to officially submit the ESG Contract Closeout to DCED.   The Closeout Submission 

option will appear and allow for the official submission to occur.  

 

Within the Closeout Submission, the process will require the Grantee to upload a sign copy of the 

Certification Form directly into the submission page. 
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Once the signed certification form has been uploaded and the grantee is ready to submit to DCED, they 

can check the official “Submit Closeout Report” option and upon hitting save on the page the system will 

set the status to pending and will notify DCED of the submission.  DCED will review the submission and 

process accordingly and relay the results to the grantee when finished. 

Both the Closeout Submission page also has “View/Print” options available on the top of the page for 
the system items included in the submission, for easy reference for grantees review. 
 

 


