
Something Else to Consider 

The Email address used during the 
application process is the only 
address that the invoice system 
knows 

 If you wish to change the email 
address for any invoice replies from 
DEQ you will need to contact DEQ in 
advance   
 



Login at 
www.deq.idaho.gov/Applications/319G 

Log in to the main 
Grant Application 
system with e-mail 
and application 
number. 
 



Click here  
to go into  
the FIF system. 



Invoicing Home Page 

Make sure 
the grant 
information is 
correct. Link to Start 

a Invoice  

2. Click here 
to start a 
new invoice 
(Invoice #1). 

1. Make sure all 
grant information 
shown here is 
correct. 

2. Click here 
to start a new 
invoice 
(Invoice #1). 



Enter your 
name and 
phone number. 



Click save to 
begin the new 
invoice. 



Invoice Summary Page 

Choose what 
you are 
requesting or 
reporting. 



Advance Request 



Note the maximum one 
time advance amount. 
Do not go over. 



Fill in the 
reason (in the 
Notes area) 
and amount. 



2. Submit. 

1. Check for 
accuracy here 
before clicking 
Submit Invoice. 



This pop up comes up 
when you submit an 
advance request. 
Disregard if there is 
no match to report. 



Click here 
to print 
invoice. 

Please note:  
you will not be 
able to submit 
another 
invoice until 
Invoice #1 is 
approved. 



Lets Review Invoice 1 

A copy of this 
invoice is in 
your packet.   



E-mail Response 



Click Invoicing 
Home to go to 
summary. 



Invoicing Home Page 

Notice that 
advance amount 
is unspent. 



Second Invoice Request 

Requesting $3,000 Reimbursement 
–Administrative Cost for Task 4 

$500 for Project Management Cost 
$2,500 for field survey work 

Reporting $11,150 in Match 
–$8,000 Subcontractual Cost for Task 2 
–$3,000 Subcontractual Cost for Task 5 
–$150 Travel Cost Cost for Task 4 

Advance funds will remain unused 
 



Login at 
www.deq.idaho.gov/Applications/319G 

Log in to the main 
Grant Application 
system with e-mail 
and application 
number. 
 



Click here  
to go into  
the FIF system. 



Invoicing Home Page 

2. Click here 
to start a 
new invoice 
(Invoice 
#2). 

1. Make sure all 
grant information 
shown here is 
correct. 



Click save to 
begin the new 
invoice. 



Reimbursement 
Request 



Invoice Summary Page 

Click on Request 
Reimbursement. 



Click on Request 
Reimbursement. 



All information in 
these sections  is 
copied from the 
grant application. 



Choose 
budget 
category. 



The choices here 
correspond with 
administrative 
information from 
the application. 





Hit save invoice 
tab.  



Click here to add a 
new entry for 
reimbursement of 
the other $1,500.00. 



This 
reimbursement is 
only for field 
survey work. 



Be specific 
about the work 
done, in the 
Details section. 



Hit save invoice 
tab.  



Match Information 
Reporting  



Click here to 
report match. 



Click on this to enter the  
match information. 



The layout for 
match 
reporting is 
exactly like for 
reimbursement 
requests 
except for step 
#5. 



Choose budget 
and task just 
like 
reimbursement. 

Add details 
explaining cost. 



The people or organization 
responsible for the match 
will come from the grant 
application.  



After you hit save. Hit 
add entry for additional 
expenditures. 



Add second 
match. Select 
budget, task, 
amount, detail 
and who 
supplied the 
match. Hit save. 



After you hit save, it brings you 
to this screen. Hit add for 
additional match expenditures. 



Enter 3rd 
matches 
information 
including 
budget, task, 
amount, detail 
and who is 
supplying the 
match. 

Hit save. 



Click here to 
review invoice 
before 
submitting. 



1. Check for 
accuracy here 
before clicking 
Submit Invoice. 

2. Submit. 



Caution 
message 
before 
submitting. 



Click here 
to print 
Invoice 2. 



Lets Review Invoice 2 



Third Invoice Request 

Requesting $25,000 Reimbursement 
–$5,000 Equipment Costs for Task 5 
–$20,000 Subcontractual Costs for Task 5 

Advance Funds will be used 
–$4000 Administrative Costs for Task 4 

 
 



Third Invoice Request (cont.) 

Reporting $11,500 in Match 
–$10,000 Subcontractual Costs for Task 6 

$2,800 – Road Mix 
$1,500 – Rip rap  
$5,700 – Culvert Material 

– $1,500 Subcontractual Costs for Task 1  
 



Login at 
www.deq.idaho.gov/Applications/319G 

Log in to the main 
Grant Application 
system with e-mail 
and application 
number. 
 



Click here  
to go into  
the FIF system. 



Click to start 
Invoice #3. 

Review 
information 
before entering 
new invoice. 



Enter name and 
phone number. 



Reimbursement Request 

 
 



Click on 
reimbursement 
request. 



Click here to begin the 
reimbursement request 
portion of invoice #3. 



Added first 
expense.  



Click here to 
save entry. 



Click here to add 
another entry. 



Add next 
cost, 
including 
details. 



When you save 
entries, it brings 
you here to 
review all. 



Advance Expenditure 
Reporting 

 
 



Reimbursement report 
completed, click on report 
advance expenditure. 



Click here to begin 
reporting how advanced 
funds were used. 



Hit save 

Enter 
information just 
like 
reimbursement 
or match. 



Review advanced 
funds  summary. 



Match Information 
Reporting  

 
 



Click here to add 
match entry. 



Enter 1st set 
of supplies 
for BMP. 



Enter 2nd 
Match 
information. 



Enter 3rd 
Match 
information. 



You can edit entries 
prior to submitting  
the invoice. 



Another area in 
which errors are 
often found. 



Enter 4th 
Match info. 



When invoice is 
complete with all 
entries, go to 
summary/submit. 



1. Check all for 
accuracy before clicking 
Submit Invoice.  

2. Submit.  







Let’s Review Invoice 3 



Tips for Success 

 Follow your application work plan. 
–Modifications to work plan can be made 

with approval from DEQ 
 Know how much you need for an advance. 
 Remember: last 10% of subgrant funds 

are held until Final Report is approved. 
 Detail your work. 
 Keep records of your expenditures. 
 Call DEQ anytime with questions. 
 

 



Final Report Requirements 
 Must leave at least 10% with DEQ until 

final report is submitted 
 Using the project’s work plan tasks as an 

outline, list what was accomplished broken 
down into $ spent per budget category for 
319 & Match (sources) 

 Update project’s Estimated Load 
Reductions 

 DOUBLE CHECK YOUR MATH ! 
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