
 
Submitting a Claim in WISEgrants 

Introduction 

This document will review the process for submitting a claim through WISEgrants; the flexibility offered through the 10% 

rule; and common error messages experienced by users. Instructions for amending a claim can be viewed here. 

 
 
Budget Validations and the Ability to Submit Claims 

This is a quick demonstration of how to submit a claim through WISEgrants.  These instructions apply to all grants within 
WISEgrants. 
 
First and foremost, you must have an approved budget in order to submit a claim.  

 
 

WISEgrants allows you to submit claims against the most recently approved budget, providing you do not have any pending 
budget validations. These validations, indicating issues with the application that need attention, will need to be resolved 
before you will be able to submit your claim. Pending validations will allow you to save work on a claim but will prevent 
submission (unless the amount being claimed is $0). Validation messages will appear on the Enter Claims screen as well as on 
the Budget Submission screen. 
 
Pending budget validations as seen on a budget landing page: 
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If validations like the ones above are present, the message panel on the Claim Submission screen will state that no claims can 
be submitted until the budget validations are corrected. This often means that the LEA must amend the budget and have it 
approved by DPI before a claim can be submitted.  

 
Preparing and Submitting a Claim to DPI 

​
To begin a new claim, proceed to the Enter Claims menu 
section of the grant application and select the appropriate 
sub-budget (if applicable).  
 
The grant application menu can be accessed via either the 
grant landing page or the blue menu bar. 

 
Once you select the appropriate sub-budget, the Maintain 
Claims screen will appear.  You will either begin a new claim or 
work on an unsubmitted claim. 
 
The Maintain Claims screen is comprised of several 
elements: 
  

A​ Messages section 
B​ Upload section 
C​ Claim sections 
D​ Claims History section 
E​ Claims sidebar 
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A.  Messages 

The Messages section will display informational updates, as well as messages if there are pending budget validations. Below 
is an example showing a Messages panel that has information about the Upload/Download functionality, as well as a message 
indicating that there is a pending budget validation preventing claims submission. 

 
 
B.  Upload Claim 

This section allows the user to download a .CSV file template of the claim containing the information present in the claim 
section. Claim information can be entered onto this template which can be uploaded to populate the claim screen. There are 
detailed instructions included in this section, as well as a screencast containing additional guidance on the upload template 
linked in the Messages section above. 

 
  
C.  Claims 

This section is where the actual claim information is entered. The screenshot on the next page shows different pieces of the 
claims screen. 
 
A - Report Period Ending Date: This must be set for each claim. The report period ending date cannot be a future ​
      date. 
 
B - Account, Object Name, Function Name, and Approved Budget Amount: - The claim consists of all budget items​
     from the last approved budget and these columns reflect the account string, object name, and function name,​
     and amounts for those budget items. 
 
C - Total Amount Claimed to Date: Lists total amount claimed against budget items from previous claims. 
 
D - Obligations (editable field): This field is for LEA use and is not used by DPI. However, there are validations in​
      place that prevents you from entering a final claim with amounts in the Obligations column. This field can also​
      be used when demonstrating that funds were obligated prior to the end of a grant’s Tydings period.  
 
E - Amount Requested this Claim (editable field): This is where the amount being requested for this claim is​
     entered. The amount can be a positive or negative (against amounts claimed on a prior claim).  
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F - Amount Remaining and Cumulative Claimed to Date: These fields indicate amounts remaining and cumulative ​
     claimed to date amounts. These amounts update to include information from previous AND current claims. ​
     Current claim information updates upon selecting Save or Submit. These fields are updated by amounts ​
     indicated in the “Amount Requested this Claim” field, but not “Obligations.” 
 
G - The claim includes options to filter the claim for specific values as well as options to sort the claim by either ​
      function or object. 
 
H - At the bottom of this section are buttons to Save, Submit, or View PI-1086. The Save button saves all data ​
      entered but does not submit the claim.  The Submit button saves and submits (barring any validations) the ​
      claim for Authorization by an LEA authorizer. The View PI-1086 button is available before and after submittal ​
      and displays the claim in a PDF format of the PI-1086 form. 
 

 
 
D.  Claims History 

The Claims History section contains a list of all claims submitted for the grant, along with information displayed on the 
screen. The PDF versions of the PI-1086 form for all submitted claims for the grant are available through the View link. 

 

 
 
E.  Claims Sidebar 

​
Similar to the sidebar available on the budget screens, there is a collapsible sidebar available on 
the right-hand side of the Enter Claims screen. This sidebar contains information on the available 
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funding amounts, historical data about budgeted and claimed amounts, current budget status and information, as well as 
current claim status information.  
  
To “uncollapse” the side bar, look for the small blue triangle square with the word “SIDEBAR” 
 
After Submission 

Once the claim has been submitted, it must be authorized by an LEA user with Authorizations rights. This is the same access 
required to sign off on other forms, such as the assurances and debarment forms for both ESEA and IDEA. 
 
Users with authorization rights will have the Authorizations menu available in the blue menu bar.  Under this menu is a 
submenu titled Claims. This screen contains sections listing Claims To Be Authorized and Authorized Claims. The Claims To 
Be Authorized section will list all claims pending LEA authorization in order to be submitted to DPI for review.   
 

 
 
The Authorize Claim button next to each claim will open an additional window displaying the PI-1086 of the claim being 
submitted. At the bottom of the window are buttons to either Authorize the claim for submission to DPI or Return the claim, 
which will require the claim to be resubmitted. Once the claim is authorized it is submitted to the DPI grant accountant for 
review. 
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Once the claim has been authorized, the claim status changes to “Submitted to DPI.” At that point, no additional claims can be 
submitted until the claim has been approved or returned by DPI.  
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Claiming Flexibility – 10% Rule (2 CFR § 200.308(f)) 

Under rules set forth by the Federal Uniform Grant Guidance, sub-recipients are allowed to claim an overage of line items as 
long as the accumulated line item overage does not exceed 10% of the approved budget (and is within the approved total 
budget amount). The 10% rule is not applied per line item. The software is designed to allow this flexibility and to stop the 
user from submitting a claim when the total overage exceeds the allowed 10%. Below are two examples of claims, one that is 
permissible and one that generates an error message. 

 

 
In the above example, the LEA has an approved budget of $2,785.85. According to the 10% rule, the LEA can claim in excess 
of the approved line items by $278. (10%). The LEA is claiming more than the last approved budget for benefits ($158.37) and 
instructional media ($25.00). The aggregate overage is $183, which is less than $278. The LEA will be able to submit the 
claim. Once this claim is approved, the LEA will need to revise the budget so that it is aligned with the claim, with amounts 
budgeted to at least the amounts claimed by account. The budget revision will need to be approved in order to submit any 
additional claims. If it was the final claim of the year the LEA is not required to update the budget. 
 
In the next example, the LEA has an approved budget of $9,590.17 but enters in aggregate overage of $1,062.31.   

 
The LEA is able to save these changes, but when the user attempts to submit the claim, the following message appears:  The 
aggregate requested in excess of approved budget figures must be within 10% of the subrecipient’s approved budget 
amount. Reduce requested line item amounts or submit a budget amendment reflecting the increase requested. 
 
If these are the true amounts the LEA wants to submit for claiming, a budget amendment will need to be submitted for DPI 
approval. Once the budget amendment is approved, the claim amounts will update to reflect the most recent approved 
budget.  

8 


	Introduction 

