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• Click “New” to begin creating the budget 
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• Anytime a budget is created you must choose a reason for doing the budget.  Since we are 
completing an application we will be choosing Initial Budget 

• Make sure “Initial Budget” has a filled in circle beside it 
• Click “Update” 
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• Now that the budget has been created we can enter the ODH Grant funding 
• Click “Funding” 
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• Click “New”  
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• Click the pull down arrow under the “Type” column 
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• In this column you will choose the type of funds you are using for this ODH grant program 
• Since we will be using only ODH funds we will select Grant 
• Click “Grant” 
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• When you select “Grant” you will always enter “ODH” under the Description column 
• Enter “ODH” under the Description column and the dollar amount under the Amount column 
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• Click “Save”  
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• Now that you have entered the required information and saved it, you can mark this section 
complete 

• Click “Complete” 
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• If for any reason you need to make changes to a section once you have marked it complete, you 
will only need to click Cancel and you will get your buttons back that can be found on the previous 
page 

• Click “Justification” 
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• Click “Edit” 
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• Enter a comment that you have attached the budget justification in the comment section of the 
Application page in the box identified as “Current Budget Justification”  
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• Click “Update” 
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• You may now mark this section complete 
• To mark this section complete click “Complete” 
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• Click “Personnel” 
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• Since you don’t have any personnel to enter in this budget, you will only need to mark this section 
complete 

• Click “Complete” 
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• Click “Other Costs” 
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• Deliverable line items are under this section of the budget 
• To begin adding line items click “New” 
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• Click the pull down arrow to view the available line items under this section of the budget 
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• Using your solicitation as a reference, find the appropriate Deliverable line item and click  
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• Enter in the amount for the Deliverable line item selected under the Amount column 
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• Click “Save” 

 

 

 

 

 

 

 

 

 

 

 

 



Page 23 of 46 
 

 

• To enter another line item click “New” 
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• Click the pull down arrow to view the available line items under this section of the budget 
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• Using your solicitation as a reference, find the appropriate Deliverable line item and click  
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• Enter in the amount for the Deliverable line item selected under the Amount column 
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• Click “Save” 
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• Click “New” 
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• Click the pull down arrow to view the available line items under this section of the budget 
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• Using your solicitation as a reference, find the appropriate Deliverable line item and click  
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• Enter in the amount for the Deliverable line item selected under the Amount column 
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• Click “Save” 
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• Repeat the steps to add a line item until you have added all of the Deliverable line item needed, 
per your solicitation 
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• Once you have entered all of the appropriate Deliverable line items you may mark this section of 
the budget complete 

• Click “Complete” 
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Click “Equipment” 
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• Since you don’t have any equipment to enter in this budget, you will only need to mark this section 
complete 

• Click “Complete” 
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• Click “Contracts” 
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• Since you don’t have any contracts to enter in this budget, you will only need to mark this section 
complete 

• Click “Complete” 
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• Click “Compliance” 
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• Answer all of the questions in this section of the budget using your agency information 
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Once you have answered all of the questions in this section click “Save” 
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• Click “Complete” to mark this section complete 
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• Click “Summary” 
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• In this section of the budget you need to verify the amounts in the Budget Funding Sources and 
Budget Categories are the same  

• Your budget has been successfully completed 
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• To return back to the application page, put your curser over Project and click “Application” 
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• As you see the Status column for Budget and Health Equity for Projects sections show “Not Submitted” 
• When your application page shows as listed above and you don’t need to make any changes to your 

application, you may click “Approve” 


