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CAL-E-GRANTS REFERENCE GUIDE: INVOICING 

 

 

1. From the Grants tab, select 
the grant you wish to create 
an invoice for 

 

 

 
 

 

2. The search bar can also be 
used to locate the grant 

 

 

 
 

 

3. Click on the New Invoice 
button to create an invoice  
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4. If a previous invoice was 
starte or submitted and has 
not been approved yet, an 
error message will appear 

 

If this is the first invoice, 
please skip to step 6 

 

 

 
 

 

5. To locate the pending 
invoice, click on the Invoices 
tab  

 
Then locate the invoice that 
was previously created and 
click on the Invoice Name to 
continue  

 

 

 
 

 

6. Input your signature to 
authorize and click on the 
Save button  

 

 

 
 

 

7. A successful message will 
appear at the top of the 
screen 
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8. In order to proceed with the 
invoice, click on I Agree after 
reading the acknowledgment 

 

 

 
 

 

9. Click on the Proceed button 
to move forward  

 

 

 
 

 

10. Under the Documents tab, 
click on the New button to 
upload any document  
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11. Enter a Document Name, 
select Document Format, 
and then click on the Save 
button 

 

 

  
 

 

12. Click on the Submit for 
Approval button to submit 
for review 

 

Note: Once the invoice has been 
submit, staff will need to approve or 
deny before another can be 
submitted in its place  
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13. A successful message 
appears and the invoice will 
move to Submittal for 
Approval status  

 

 

 
 

 
 

 


