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Log in to UES with appropriate1 Log in to UES with appropriate 
credentials1

Select appropriate Program 
Year.  Click once on the GO2

button.
2

YourYour 
screen 

view may 
appear 
slightly 

different

Mouse-over the Financial link and 
click once on the Claims link.  
Your screen should appear as 

illustrated in Figure A on page 3 of 
this guide

3
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Fi AFigure A
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To add a reimbursement claim
set the appropriate parameters: 

Program Year
Program

Claim Type

4

When submitting advances click the 
appropriate button (more about advances 

further in these guides)

Click the Add Reimbursement
button once

5

Notice the claim number
Auto-populates here

Click once on the Create New or6
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Click once on the Create New or 
Add in Spreadsheet Mode

hyperlink
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When selecting the Create New hyperlink the screen illustrated in Figure B will
appear.  This screen allows the manual input of line items by selecting from
drop-down option boxes and a text field for the amount.  

Fi BFigure B

If using the Create New method to 
enter a claim, select and input the 
correct line item information then 

click once on the Save button.  
When Saved, the screen 

illustrated in Figure C will appear.

6a
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Go to page 9 for instructions on submitting claims via the Add in Spreadsheet Mode method   
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Figure C

Add all necessary line items. In this example there are
3 line items for MAP claim 08004 totaling $3,130.93  

Total amount of claim appears
here  
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Click once on the Claims hyperlink 
after all line items are entered.

6b

6c Change the Claim Status
parameter to Draft and click once 

on the Search button
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The claim should be visible.  Click 
on the view hyperlink to review the 
li it d l i i f tline items and claim info to ensure 
all is correct before submitting to 
FAS.

If all information is correct and 
funding is available for the 
program/program year/activity, etc., 
click once on the submit link6d

08004

(For those participants who are considered parent & subgroup, please click once 
on the Edit hyperlink BEFORE submitting to FAS and enter the comment: “Please 
make payable to organization name”
or “Please Wire funds directly to organization name”. Then click once on the Save 
button)

08004

08004

To view the claim in Submitted/pending status (ensuring it has been sent to FAS) 
change the claim status to Submitted/Pending and click once on the Search
button6e
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A note about EMP ClaimsA note about EMP Claims

The payment on Claim 09002 (illustrated above) is $34,768.00 compared to the initial
claim amount of $41,867.  The budget for E09MXSEA01 is $35,586.95 (41867X85%=35586.95).  
Th i i 15% f th b d t ill b l d h
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The remaining 15% of the budget will be released when:
•The Participants’ Final EMP report for E09MXSEA01 is submitted through the UES
and received by the EMP Marketing Specialist
•FAS and the EMP Marketing Specialist  approves the Participants’ Final Report
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When selecting the Add in Spreadsheet Mode hyperlink the screen illustrated in Figure 
D will appear.  This screen allows the input of line items by pasting them from a 
spreadsheet.

Figure D
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Open the spreadsheet containing
the line items to be reimbursed.  Click and drag to 
select your line items. Then press the CTRL key 
on your keyboard while simultaneously pressing 
the “C” key.  This copies anything selected and 

places it on your computers’ clipboard.

6f

Ensure your spreadsheet y p
headers match the headers

in the UES

6g

Return to the UES and click once 
on the first blue box in the first 

column underneath the line
item headers.  A right pointing 
black arrow will appear.  Now 

press the CTRL key and the “v” 

key simultaneously to paste your 
spreadsheet information into the 

UES.

6hClick once on the 
Allow access
button
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The line items are now pasted.  Click 
once on the Submit button.

6i
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Click once on the Claims hyperlink 
after all line items are entered

6j

6 Change the Claim Status
parameter to Draft and click once 

on the Search button

6k

The claim should be visible.  Click on the View hyperlink to review the line items and 

08004
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claim info to ensure all is correct before submitting to FAS. 
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08004
6 l

If all information is correct and 
funding is available for the 
program/program year/activity, etc., 
click once on the Submit link

(For those participants who are considered parent & subgroup, please click once 
on the Edit hyperlink BEFORE submitting to FAS and enter the comment: “Please 
make payable to organization name” or “Please Wire funds directly to organization 
name”. Then click once on the Save button)

08004

To view the claim in Submitted/pending status (ensuring it has been sent to FAS) p g ( g )
change the claim status to Submitted/Pending and click once on the search
button6m
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