Budget Navigation Screens
This guide is meant to assist with navigation through the budget screens after completing
your budget setup. Guidance on first setting up the Budget Detail section can be found
using the links below:
School districts applying for Part A AND Part B: Use Appendix A Part A AND Part B Budget
from the funding announcement.
School districts/entities applying for Part A OR Part B: Use Part A OR Part B Budget Setup
Guide
All budgets will be reviewed by PCCD staff. If an item is listed in the wrong budget
category, PCCD staff will return the budget detail section to you for corrections.
Step 1: Click on the link of the agency name to open up the budget category options.

Step 2: Click the link of the budget category that relates to the expense you will be
entering (e.g., the salary of a staff member would be entered under Personnel).

Step 3: Each budget line item entered within each budget category requires the applicant
to enter specific information This information is then used by Egrants to automatically
calculate the line item total. The following screens show how to complete the required fields
within each budget category:

Personnel: In the Justification field, describe how the line items you will enter in the
budget category selected relate to the project. Provide any relevant details for the
proposed budget line items. For example, an applicant would provide a narrative relating to
the personnel that will be hired with grant funding.
Click “Add New Line”

Enter the position title and employee name, if known (if unknown, enter TBD (To Be
Determined) or TBH (To Be Hired)). Enter the number of hours budgeted per week for the
grant project, enter the number of weeks budgeted for the grant project and enter the
hourly pay rate for the position. Finally, enter the standard working hours per week for this
position (e.g., 40, 37.5, 35, etc.). If you are applying for up to two years of funding, enter
this information for both years one and two. Enter “0” in all calculation fields, except
standard working hours, in the Year 2 budget if you are only applying for one year of
funding. Click “Save” or click “Save and Add Another” to enter another personnel position
to the budget.

Employee Benefits: Add a brief justification for the budgeted benefits. Be sure to explain
anything that is not self-explanatory. Select the position you want to add benefits for from
the dropdown box and click “Add New Line.”

Select a benefit from the dropdown box and click “Add selected benefit type.”

Enter the Total Benefit Cost paid by the recipient agency for each specific benefit. Enter the
cost of the benefit that will be paid by the grant. Repeat this process for each year of the
budget and for each type of benefit. Click Save.

Travel (Including Training): Add a justification for the budgeted travel costs. Be sure to
explain anything that is not self-explanatory (e.g., explain what a specific training will
include and who will attend). Click “Add New Line.”

Enter the purpose of the travel and the location. Select the travel item from the dropdown
box and click “Add”. Enter the required information for the specific travel item. Repeat the
process for each travel item associated with the specific travel event.

Click “Save and Add Another” to add another type of travel event. Click “Save" once you
have entered all of the budgeted Travel line items.

Equipment: For an item to be listed as equipment in the budget detail section, the item
must have a useful life of at least one year and a unit cost of at least $5,000. Any
equipment purchase that is under $5,000 should be listed in supplies & operating expenses.
Add a justification for the budgeted equipment costs. Be sure to explain anything that is
not self-explanatory. Click “Add New Line”.

Compete the “Item” field. Enter the unit cost, the item quantity, and the percentage of the
total cost that the grant will pay for both years of the budget. Enter “0” in the calculation
fields if you are not budgeting the item in year two. Click “Save and Add Another” to enter
additional equipment items to the budget. Click “Save” once you have completed entering
equipment items to return to the equipment budget summary page.

Supplies & Operating Expenses: Add a justification for the budgeted supplies and
operating expenses. Be sure to explain anything that is not self-explanatory. Click “Add
New Line”.

Compete the “Supply Item” field. Enter the unit cost, the item quantity, and the percentage
of the total cost that the grant will pay for both years of the budget. Enter “0” in the
calculation fields if you are not budgeting the item in year two. Click “Save and Add
Another” to enter additional supplies and operating expense items to the budget. Click
“Save” once you have completed entering supplies and operating expenses to return to the
supplies & operating expenses budget summary page.

Consultants: Add a justification for the budgeted consultant expenses. Be sure to explain
anything that is not self-explanatory. Click “Add New Consultant.”

Enter the name of the entity or individual consultant/contractor. Enter the service that will
be provided by that entity or individual. Enter the cost per hour or day and the number of
hours or days budgeted or the flat fee. Enter “0” in the calculation fields if you are not
budgeting the item in year two. Click “Save and Add Another” to enter additional
consultants to the budget. Click “Save” once you have completed entering consultants to
return to the consultants budget summary page.

You can now enter any travel or products/services associated with the consultants entered
in the previous step. Choose the consultant you want to enter travel costs or
products/services costs for from the dropdown. Click “Add New Travel Item” or “Add New
Product Item”. Follow the directions for the travel budget category to enter travel costs
associated with consultants. Follow the directions for the supplies and operating expenses
budget category to enter consultant product/service items.

Construction: Add a justification for the budgeted construction expenses. Be sure to
explain anything that is not self-explanatory. Include specific detail demonstrating how
proposed costs relate to the project. Click “Add New Line”.

Enter a description for the construction item. Enter the computation used to calculate the
cost for the item. Enter the item cost. Enter “0” in the computation and cost fields if you
are not budgeting the item in year two. Click “Save and Add Another” to enter additional
construction items to the budget. Click “Save” once you have completed entering
construction items to return to the construction budget summary page.

Other: Add a justification for the budgeted other expenses. Be sure to explain anything
that is not self-explanatory. Please note that only costs that cannot be entered in
any other budget category should be entered in the other budget category. You
will be asked to revise your application if PCCD determines that a cost entered in
the other budget category should be placed in one of the other budget categories.
Click “Add New Line”.

Enter a description for the item(s) listed in the “Other” category. Enter the computation
used to calculate the cost for the item(s). Enter the item cost. Enter “0” in the computation
and cost fields if you are not budgeting the item in year two. Click “Save and Add Another”
to enter additional items to the budget. Click “Save” once you have completed entering
additional items to return to the “Other” budget summary page.

