STEPS TO CREATE AN AUDIT RECEIPT IN AUDIT PORTAL

1. Navigate to the Fort Bend County website: https://fortbend-era.powerappsportals.us/
2. Click the ‘Sign in’ button and use the same email and password used to register
' Fort Bend County Coronavirus (COVID-19) T e

Sign in |

Assistance Programs [ searcn Q

® Small Business Owners Landlords Tenants Mortgage Assistance @ Help

Step 1: Click the
'Sign In' Button

+JSign in Register Redeem invitation

Sign in with your user account details.

I Step 2: enter your email

and password used

Email I meganposey@grantcareteam testinator.com

when you registered

* Password I .........

[J Remember me?

Step 3: Click 'Sign
In'Button  ————ie ‘ Forgot your password?

3. Click Small Business Owners in the top ribbon

A Small Business Owners

4. Click the “View my Registration” button. PLEASE ONLY UPLOAD TO YOUR
APPROVED REGISTRATION/ACCOUNT (If you have multiple registrations).

Registration For Small Businesses

Small Business Grant

The Fort Bend County Commissioners Court has approved a small business emergency grant program to assist businesses View My Registration
impacted by Covid-19. Additional funds were approved April 27, 2021 to provide financial assistance to the small business

community.

Registration Available Mon, May 17 2021 to Thu, Mar 31 2022

5. Click on the “Audit Receipt” Tab

Home Small Business Owner ... / Small Business Owner Registration

Small Business Owner Registration

Click here to enter
/ Audit Receipts
Registration Audit Receipt

@ @ @ @

Personal Qualification Documents Terms

Small Business Grant

Registration Details


https://fortbend-era.powerappsportals.us/

6. Click the “Create” button
Small Business Owner Registration - Audit Receipt

Registration Audit Receipt

Audit Receipts ik the " Creat butonta

create your first Audit
Receipt

Audit Receipt Status
New

Category Amount 4 Description Eligibility Status

There are no records to display.

7. Enter the amount of the receipt
8. Choose the Category of the receipt
a. Categories available:
i. Advertisement
ii. Lease/Mortgage
ii. Payroll
iv. PPE
9. Enter a detailed description of the receipt
10. Once complete, click the “Create Receipt” button
11. You will now see this receipt as a line item in the Audit Receipt tab

Small Business Owner Registration - Audit Receipt

Registration Audit Receipt

Audit Receipts

Audit Receipt Status

New

Category Amount 4+ Description Eligibility Status

Advertisement $500.00 Sample v

12. Now that the receipt is added, you will need to add the corresponding documentation for
this receipt



13. Click the down caret next to the receipt you would like to add supporting documentation
and click ‘Edit’

Small Business Owner Registration - Audit Receipt

Registration Audit Receipt

Audit Receipts

Audit Receipt Status

New Toadd supporting
documentation, click the

down caret next to the

Category Amount 4 Description Eligibility Status\

Advertisement $500.00 Sample

Then, click the "Edit" —— (G Hdit
button =
MDelete

14. The specific receipt will open in a new window

15. Scroll down towards the bottom where you see the “Receipts” section

G edit x
General
Amount Category
S | 500.00 Advertisement v
Description
Sample

Scroll down to fully see the
Receipt Section

Receipts

Receipt (1 remaining) &




16. Click the “Upload’ button to upload a document

@ Edit x

Receipts

Receipt (1 remaining) &

T

Click here toadd a
document to attach
to this Audit Receipt

Note: Please upload the PPP Certification to the portal, as well under “Payroll”. For the
amount, enter 0. For the Description, enter PPP Certification.



17. Choose file to upload

G Edit
% Open
™ . Doc... Testing Upload Docume...
Organize = New folder
l Testing Upload [ MName
B Creative Cloud Fil

OneDrive - Persor
l Attachments
M Desktop E softwar
B Documents B testing-trel vorld-quality-report
l Time Keeping

I This PC

B Documents

All Files

Open

18. After selecting the document to upload, provide the Sub-Document Type required for the

Document Upload

a. What you choose should correspond with the Category you choose when

uploading the receipt

b. Example: The category chosen for the Audit Receipt entered was for
Advertisement. Therefore, my Sub-Document Type should be Advertisement as

well.



19. Click the “Upload” button

@ Edit

Receipts

Document Upload

Document Name (Type jpg)
lundefined AUDIT_RECEIPT_ADVERTISEMENT 153713 |

Document Type: Receipt
Sub Document Type:
[Advert: v

Click here to upload the
corresponding
documentation to the Audit
Receipt




20. You will now see that the document uploaded is showing in the Audit Receipt

@ Edit

General

Amount Category

S | 500.00 Advertisement

Description

Sample

Receipts

Receipt &

x

Uploaded on

PM

a. Note that the icon next to “Receipt” is now a green check mark.
means that the document was successfully uploaded.

b. If it was not successfullly uploaded, you will see this icon:

[E] undefined_AUDIT_RECEIPT_ADVERTISEMENT_153713jpg 12/28/2021, 3:38:49 [

This



21. Continue this process until you have entered all your receipts and uploaded the
corresponding documentation.
22. The status of the Audit Receipt is visible on this page as well.
a. The status’ you may see are as follows:

i. New

ii. InProgress

ii. Satisfactory

iv. Unsatisfactory



