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If you have any questions or problems with a grant modification, payment request or progress report, please contact the Highway Safety Program 
Representative assigned to your county.

Highway Safety Program Representative county assignments are located at: www.SafeNY.ny.gov/staff.htm.
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Contact Information for the GTSC

http://www.safeny.ny.gov/staff.htm


EGrants Page Structure

The following Tabs will always be found in this location.

The following Links will always be found in this location.

Buttons will always be found in this location unless otherwise noted in these 
instructions.  Button selection (Ex. Save, Save/Next, etc.) may vary depending on 
program, page and/or transaction. Some buttons will not appear until the page is 
completed and saved.
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Grant Modifications
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Types of Grant Modifications                                                                                    
for the Highway Safety Program

Scope

This type of modification allows a 
grantee to:

Å Add or remove an activity from 
the project description. 

Å Add or remove a program area 
(Ex. Pedestrian Safety) from the 
project description. 

If a scope change will require a 
budget modification, the scope 
change and budget modification 
should be submitted in the same 
request.

Time Extension

This type of modification allows a 
grantee to:

Å Extend the end date of the grant 
beyond September 30.

A time extension:

ÅWill only be considered when a 
grantee can demonstrate that 
circumstances beyond their control 
prevented the completion of the 
project by September 30.

Å Does not give a grantee additional 
time to claim costs incurred 
through September 30. All costs 
incurred from October 1 through 
September 30 must be claimed by 

October 31.

Budget

This type of modification allows a 
grantee to:

Å Move funds from one budget 
line or category to another.

Å Add or remove an item from 
the approved budget.

Å Change the rate, unit cost, 
quantity, etc. for an item 
approved in the budget. 

A budget modification:

Å Cannot increase the total 
grant award amount. 

Å Must be in whole dollar 
amounts.



Important Information

Å Grant modifications must be submitted through the eGrants system. 

Å ¢ƘŜ bŜǿ ¸ƻǊƪ {ǘŀǘŜ DƻǾŜǊƴƻǊΩǎ ¢ǊŀŦŦƛŎ {ŀŦŜǘȅ /ƻƳƳƛǘǘŜŜ ǿƛƭƭ ƴƻǘƛŦȅ ƎǊŀƴǘŜŜǎ ƻŦ ŀǇǇǊƻǾŀƭ ƻǊ ŘŜƴƛŀƭ ōȅ ŜƳŀƛƭ ǘƘǊƻǳƎƘ ǘƘŜ ŜDǊŀƴǘs system. 
Notification is usuallywithin 5 business days from the date the request is submitted.

Please note:  Approval notifications are generic so they will NOTindicate if PARTSof the modification request were changed or denied. When an approval 
notification is received, you mustƭƻƎƛƴ ǘƻ ŜDǊŀƴǘǎΣ ǊŜǾƛŜǿ ǘƘŜ ά/ƻƳƳŜƴǘǎέ ǎŜŎǘƛƻƴ ƻƴ ǘƘŜ άDǊŀƴǘ aƻŘƛŦƛŎŀǘƛƻƴ wŜǉǳŜǎǘ CƻǊƳέ ǇŀƎŜΣ ȅƻǳǊ ōǳŘƎŜǘ ŀƴŘκƻǊ ǇǊƻƧŜŎǘ 
description, whichever was affected by the modification request,  to determine if any PARTof the modification request was changed or denied. If you have any 
questions, please contact your Highway Safety Program Representative.   

Å Do NOTmove forward with activity requested in a grant modification unless you have received an approvalnotification from the New York 
{ǘŀǘŜ DƻǾŜǊƴƻǊΩǎ ¢ǊŀŦŦƛŎ {ŀŦŜǘȅ /ƻƳƳƛǘǘŜŜ andhave checked the sections in your grant that were mentioned in the previous bullet. 

Å Grant modifications cannot increase the total grant award amount.

Å If requesting a budget modification, please review your budget before starting the modification process. You will need to provide the                 
exactname of the categories and lines in your budget that will be affected by the modification. Although category names are the same 
(Example: Personal Services, Commodities, In-State Travel, Out-of-State Travel, Equipment and Other Cost), line names within each category 
are not (Ex. Educational Materials, Program Supplies, etc.).  
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How to Initiate a Highway Safety Program Grant Modification Request

Login to eGrants. Locate the grant by using the άaȅ tǊƻǇƻǎŀƭέtab. 
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In the άtǊƻǇƻǎŀƭǎ ¢ȅǇŜǎέ field, using the teardrop   , select the 
appropriate proposal type and year, then click the ά{ŜŀǊŎƘέbutton. 

Click on the grant name link from the search result box.
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Hover the mouse pointer over the ά{ǘŀǘǳǎ /ƘŀƴƎŜǎέlink. When                         
the ά{ǘŀǘǳǎ /ƘŀƴƎŜǎ ςtƻǎǎƛōƭŜ {ǘŀǘǳǎŜǎέ menu appears, click the                
ά!ǇǇƭȅ {ǘŀǘǳǎέbutton under άDǊŀƴǘ aƻŘƛŦƛŎŀǘƛƻƴ Lƴ wŜǉǳŜǎǘέ.

On the ά!ƎǊŜŜƳŜƴǘέ page, click the άL !ƎǊŜŜέ button.
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hƴ ǘƘŜ άProposal Menu ςCƻǊƳǎέpage, click the expand icon     ,  
which appears next to the ά5Ŝǘŀƛƭǎέlink.

If the ά/ǳǊǊŜƴǘ {ǘŀǘǳǎέ field is άDǊŀƴǘ aƻŘƛŦƛŎŀǘƛƻƴ Lƴ wŜǉǳŜǎǘέ, proceed to 
the next step. 

If the ά/ǳǊǊŜƴǘ {ǘŀǘǳǎέ field is NOTάDǊŀƴǘ aƻŘƛŦƛŎŀǘƛƻƴ Lƴ wŜǉǳŜǎǘέ, repeat 
the steps on page 10.  
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Lƴ ǘƘŜ άGrant Modificationsέ ǎŜŎǘƛƻƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ 
άGrant Modification Request Formέlink.
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Å Complete the ά¢Ƙƛǎ ǊŜǉǳŜǎǘ ƛǎ ŦƻǊ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŎƘŀƴƎŜ όǎύέ section by clicking in 
the appropriate box(es). 

Å In the άWǳǎǘƛŦƛŎŀǘƛƻƴέ field* , provide the reason for the modification request with
the following information:

Å If a budget modification is being requested, you must provide the exact 
category and line names being affected by the modification with the 
amount of money being moved.

Å If a scope change is being requested, be specific with what is being added, 
changed, removed, etc.

Å If a time extension is being requested, you must provide the new end date.

ϝ¢ƘŜ άWǳǎǘƛŦƛŎŀǘƛƻƴέ ŦƛŜƭŘ ƛǎ ŀ requiredfield. If this field is left blank the system will generate an error. 
LŦ ǳǇƭƻŀŘƛƴƎ ǘƘŜ ƧǳǎǘƛŦƛŎŀǘƛƻƴΣ ŜƴǘŜǊ άWǳǎǘƛŦƛŎŀǘƛƻƴ ƛǎ ŀǘǘŀŎƘŜŘ ōŜƭƻǿέ ƛƴ ǘƘŜ άWǳǎǘƛŦƛŎŀǘƛƻƴέ ŦƛŜƭŘΦ 
Instructions on how to upload a document will be provided later. If entering the justification in the 
άWǳǎǘƛŦƛŎŀǘƛƻƴέ ŦƛŜƭŘΣ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ǇŜǊƛƻŘƛŎŀƭƭȅ ǎƻ ȅƻǳ ŘƻƴΩǘ ƭƻǎŜ ŀƴȅ ƛƴŦƻǊƳŀǘƛƻƴΦ

Å Click the ά{ŀǾŜέ button.  
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How to Check for Errors on the Grant Modification Request Form Page

Å Once the page is saved, if an error exists, an error message will 
appear at the top of the page. 

Å The following means the system didnôt detect any errors.

Å The following means there is an error on the page. 

If an error exists, fix the error and resave the page.  

Å Stay on the ñGrant Modification Request Formò page:

Å If you need to upload documentation, go to page 15 of these 

instructions.

Å If you do NOT need to upload documentation, go to page 16 of 

these instructions. 14
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ÅGo to the ά¢ƻ ŀŘŘ ƛƴŦƻǊƳŀǘƛƻƴΣ ǇƭŜŀǎŜ ǳǇƭƻŀŘ ŀ ŘƻŎǳƳŜƴǘ 
ŎƻƴǘŀƛƴƛƴƎ ǘƘŜ ŀŘŘƛǘƛƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴέsection:

ÅPress ά.ǊƻǿǎŜέ, choose the desired file, then click the                                            
ά{ŀǾŜέ Button.

ÅOnce you click the ά{ŀǾŜέ button, verify that a link appears.

Note ςIf a link does not appear it means the upload was unsuccessful. 
Repeat the previous step. If you continue to have trouble uploading your  
document, please contact your Highway Safety Program Representative. 

How to Upload Documentation to the Grant Modification Request Form Page



Hover the mouse pointer over the ά{ǘŀǘǳǎ /ƘŀƴƎŜǎέlink. When                       
the ά{ǘŀǘǳǎ /ƘŀƴƎŜǎ ςtƻǎǎƛōƭŜ {ǘŀǘǳǎŜǎέmenu appears, click the                
ά!ǇǇƭȅ {ǘŀǘǳǎέbutton under άDǊŀƴǘ aƻŘƛŦƛŎŀǘƛƻƴ wŜǉǳŜǎǘ {ǳōƳƛǘǘŜŘέ.
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On the ά!ƎǊŜŜƳŜƴǘέ page, click the άL !ƎǊŜŜέ button.

How to Submit the Grant Modification Request



On the άtǊƻǇƻǎŀƭ aŜƴǳ ςCƻǊƳǎέpage, click the expand icon     ,                    
which appears next to the ά5Ŝǘŀƛƭǎέlink.

If the ά/ǳǊǊŜƴǘ {ǘŀǘǳǎέ field is άDǊŀƴǘ aƻŘƛŦƛŎŀǘƛƻƴ wŜǉǳŜǎǘ {ǳōƳƛǘǘŜŘέ,                            
your request has been submitted. 

If the ά/ǳǊǊŜƴǘ {ǘŀǘǳǎέ field is NOTάDǊŀƴǘ aƻŘƛŦƛŎŀǘƛƻƴ {ǳōƳƛǘǘŜŘέ,                                                    
your request was NOTsubmitted. Repeat the steps on page 16.  
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Payment Requests
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Payment Request Due Dates

October 1 ςDecember 31

January 1 ςMarch 31

April 1 ςJune 30

July 1 ςSeptember 30

19

January 31

April 30

July 31

October 31

Quarter Dates Due Date

The ά/ƭŀƛƳ ŦƻǊ tŀȅƳŜƴǘ ςLƴǎǘǊǳŎǘƛƻƴ DǳƛŘŜέ provides important information regarding reimbursement and documentation requirements.

The guide is available at: www.safeny.ny.govon the άCƻǊƳǎ ϧ LƴǎǘǊǳŎǘƛƻƴǎέpage.  



How to Initiate a Highway Safety Program Payment Request

Login to eGrants. Locate the grant by using the άaȅ tǊƻǇƻǎŀƭέtab.
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In the άtǊƻǇƻǎŀƭǎ ¢ȅǇŜǎέ field, using the teardrop    , select                     
άIƛƎƘǿŀȅ {ŀŦŜǘȅ DǊŀƴǘ нл··έ.

Click the ά{ŜŀǊŎƘέ button. 

Click on the grant name link from the search results box. 
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On the άtǊƻǇƻǎŀƭ aŜƴǳ -CƻǊƳǎέpage, click on the                                          
ά/ƭƛŎƪ ƘŜǊŜ ŦƻǊ tŀȅƳŜƴǘǎ ƻǊ wŜǇƻǊǘǎέlink.
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Click on the άLƴƛǘƛŀǘŜ ŀκŀƴ tŀȅƳŜƴǘ I{D нл··έlink. On the ά!ƎǊŜŜƳŜƴǘέ page, click the άL !ƎǊŜŜέ ōutton.
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Quarter Selection

On the άtŀȅƳŜƴǘǎ aŜƴǳ ςCƻǊƳǎέ page, click the                                       
άQuarter Selectionέ link. Select the quarter costs were incurred, then click the                  

ά{ŀǾŜέbutton

If costs cover more than one quarter, select the most recent quarter. For example,                 
if costs were incurred from October 1st ςMarch 31st, you would select the 2nd quarter 
(January 1stςMarch 31st) because that is the most recent quarter costs were incurred.
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On the άvǳŀǊǘŜǊ {ŜƭŜŎǘƛƻƴέpage, clickon the άCƻǊƳǎ aŜƴǳέlink.
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Å On the άtŀȅƳŜƴǘ aŜƴǳ ςCƻǊƳǎέ page, under the άtŀȅƳŜƴǘǎέ 

section, are the following budget categories:

Å Personal  Services

Å Commodities

Å Travel in State

Å Travel Out of State

Å Equipment 

Å Other Costs

Å Click on the budget category for one of the items being claimed. 
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Budget Page 

Å Depending on how your budget was set up, there may be a drop down box for 
each type of item (or each item) under the category you selected.

Å If there is a drop down box, click on the teardrop    , then click on the 
type/item being claimed, then click go. This will bring you to the page for 
that item.

Å If there is no drop down box it means there is only one page in your 
budget for the category you selected. 

Å In the ά/ǳǊǊŜƴǘ wŜǉǳŜǎǘέfield, enter the amount being requested for the item (s) 
listed on the page.

Å Click the ά{ŀǾŜέ button.

Å If you have a drop down box on the page and have additional items to                   
claim for the category you selected, repeat the steps on this page. 

Å If you have additional items to claim for another category, go to page 28. 

Å If you have no other items to claim, go to page 29. 
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Å On the Budget ǇŀƎŜ ȅƻǳΩǊŜ ƻƴΣ ƘƻǾŜǊ ǘƘŜ ƳƻǳǎŜ Ǉƻƛƴǘ ƻǾŜǊ ǘƘŜ 

άCƻǊƳǎ aŜƴǳέ link until the άCƻǊƳǎ aŜƴǳέ appears, then click on 

the budget category page link for the next item being claimed.

Å Repeat the steps on page 27. 
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Payment Request Summary Page

Hover the mouse point over the άCƻǊƳǎ aŜƴǳέ link. When the άCƻǊƳǎ 
aŜƴǳέ appears, click on the άtŀȅƳŜƴǘ wŜǉǳŜǎǘ {ǳƳƳŀǊȅέ link.

The άtŀȅƳŜƴǘ wŜǉǳŜǎǘ {ǳƳƳŀǊȅέ page must be visited or the system will 
generate an error when you try to submit the claim. As long as the 
following message appears on the page, you do not need to do anything.

LŦ ǘƘƛǎ ƳŜǎǎŀƎŜ ŘƻŜǎƴΩǘ ŀǇǇŜŀǊΣ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜέ button. 
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Standard Claim for Payment Voucher Page

30

Click on the άClick here to generate the standard claim for 
paymentέ link.

Hover the mouse point over the άCƻǊƳǎ aŜƴǳέ link. When the άCƻǊƳǎ 
aŜƴǳέ appears, click on the ά{ǘŀƴŘŀǊŘ /ƭŀƛƳ ŦƻǊ tŀȅƳŜƴǘ ±ƻǳŎƘŜǊέ link.



Claim for Payment Form

Å Print the ά/ƭŀƛƳ ŦƻǊ tŀȅƳŜƴǘέ form.

Å Review the form to make sure the information provided is correct.

Å All fields in the ά±ŜƴŘƻǊ /ŜǊǘƛŦƛŎŀǘƛƻƴέ section must be completed and the 
form signed with an original signature by an authorized representative. 
Please have the form signed in blue ink.

Å Go to page 32 to continue with this request. 
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Å The acknowledgement statement must be completed by clicking in 

the box, then clicking on the ά{ŀǾŜέbutton. 

32

Standard Claim for Payment Voucher Page Continued

Å If you need to upload documentation, go to page 33 of these 
instructions.

Å If you do NOTneed to upload documentation, stay on the 
ά{ǘŀƴŘŀǊŘ /ƭŀƛƳ ŦƻǊ tŀȅƳŜƴǘ ±ƻǳŎƘŜǊέpage and go to page 35 of 
these instructions.

Å



How to Upload Documentation to the Attachments Page

To access the ά!ǘǘŀŎƘƳŜƴǘǎέ page, hover the mouse pointer over the                    
άCƻǊƳǎ aŜƴǳέlink at the top of the page, scroll down and click on the 
ά!ǘǘŀŎƘƳŜƴǘǎέ link.  
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Attachments Page

Å To upload documentation to the ά!ǘǘŀŎƘƳŜƴǘǎέ page:

ÅIn the ά5ŜǎŎǊƛǇǘƛƻƴέ field enter a description (Ex. Equipment Requisition 
Form).

ÅPress ά.ǊƻǿǎŜέ, choose the desired file, then click the                                            
ά{ŀǾŜέ Button.

Å Once you click the ά{ŀǾŜέ button, verify that a link appears. 

Note ςIf a link does not appear it means the upload was unsuccessful. Repeat  the previous step. If 
you continue to have trouble uploading your document, please contact your Highway Safety 
Program Representative. 

Å If you have additional documentation to upload, click the ά!ŘŘέ button, then 
repeat the steps on this page. 
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How to Submit the Payment Request

35

Hover the mouse pointer over the  ά{ǘŀǘǳǎ /ƘŀƴƎŜǎέ link. When the ά{ǘŀǘǳǎ /ƘŀƴƎŜǎ -tƻǎǎƛōƭŜ {ǘŀǘǳǎŜǎέ menu appears, click the ά!ǇǇƭȅ {ǘŀǘǳǎέ button 
under ά/ƭŀƛƳ {ǳōƳƛǘǘŜŘέ. 

¢ƻ ǎǳōƳƛǘ ǘƘŜ ǇŀȅƳŜƴǘ ǊŜǉǳŜǎǘ ŦǊƻƳ ǘƘŜ ǇŀƎŜ ȅƻǳΩǊŜ ƻƴΥ



On the ά!ƎǊŜŜƳŜƴǘέ page, click the άL !ƎǊŜŜέ button.

If the άDƭƻōŀƭ 9ǊǊƻǊǎέ page appeared instead of the                       
ά!ƎǊŜŜƳŜƴǘέ page, go to page 38.
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Click the expand icon      , which appears next to the ά5Ŝǘŀƛƭǎέlink. If the ά/ǳǊǊŜƴǘ {ǘŀǘǳǎέ field is ά/ƭŀƛƳ {ǳōƳƛǘǘŜŘέ, your claim has                          
been submitted on eGrants.

Your claim submission is not complete until the signed Claim for Payment form                   
with supporting documentation is mailed AND  received by the GTSC.

If the status is NOTά/ƭŀƛƳ {ǳōƳƛǘǘŜŘέ, repeat the steps on page 35.
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Global Errors Page

Å LŦ ǘƘŜ άDƭƻōŀƭ 9ǊǊƻǊǎέpage appeared when you tried to submit the 
claim, it means the claim has not been submitted. Claims cannot be 
submitted if the system detects an error in your payment request. 

Å Click on the page link below the error message.

Å If multiple errors exists, the pages should be fixed in the following order 
because changes to one page can affect other pages:

Å άvǳŀǊǘŜǊ {ŜƭŜŎǘƛƻƴέ page.

Å ά.ǳŘƎŜǘέ pages (Ex. Personal Services, Commodities, etc.).

Å άtŀȅƳŜƴǘ wŜǉǳŜǎǘ {ǳƳƳŀǊȅέ page.

Å ά{ǘŀƴŘŀǊŘ /ƭŀƛƳ ŦƻǊ tŀȅƳŜƴǘ ±ƻǳŎƘŜǊέpage.

Å ά!ǘǘŀŎƘƳŜƴǘǎέ page.
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When you arrive on the page, read the error message                                                          
and fix the error.

Once the error is fixed, click the ά{ŀǾŜέbutton.

Once the page is saved, verify there are no errors. 

The following means there are no errors on the page:
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Å When there are no errors on the page, repeat the steps that start on page 35.

If you had additional errors on otherǇŀƎŜǎΣ ǘƘŜ ŜŀǎƛŜǎǘ ǿŀȅ ǘƻ ŀŘŘǊŜǎǎ ǘƘƻǎŜ ŜǊǊƻǊǎ ƛǎ ǘƻ ǊŜǇŜŀǘ ǘƘŜ ǎǘŜǇǎ ǘƘŀǘ ǎǘŀǊǘ ƻƴ ǇŀƎŜ ор ǳƴǘƛƭ ǘƘŜ άDƭƻōŀƭ 
9ǊǊƻǊǎέ ǇŀƎŜ ƴƻ ƭƻƴƎŜǊ ŀǇǇŜŀǊǎΦ
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Progress Reports

41



Reporting Requirements for the Highway Safety Grant Program 

Å The Semi-Annualprogress report is for the activity that took place between October 1 ςMarch 31*. This report is due by April 15.

Å The Finalreport is for the activity that took place between October 1 ςSeptember 30*. This report is due by October 15.

ϝLŦ ƴƻ ŀŎǘƛǾƛǘȅ ǘƻƻƪ ǇƭŀŎŜ ŦƻǊ ǘƘŜ ǊŜǇƻǊǘƛƴƎ ǇŜǊƛƻŘΣ ŀ ǇǊƻƎǊŜǎǎ ǊŜǇƻǊǘ ǎǘŀǘƛƴƎ ǎƻ ƛǎ ǊŜǉǳƛǊŜŘΦ tƭŜŀǎŜ ǳǎŜ ǘƘŜ άbŀǊǊŀǘƛǾŜέ ǎŜŎtion to explain why there was 
no activity.
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To complete the progress report for a Highway Safety Program grant, grantees will need to provide a summary of their grant activities for the 
reporting period.  The summary must address the activities mentioned in the άtǊƻƧŜŎǘ 5ŜǎŎǊƛǇǘƛƻƴέ section of the grant. 

The following should be included in the summary: 

Å A statement as to the overall effectiveness of the grant.

ÅA list of the activities mentioned in your project description with the status of each activity. 

ÅAn assessment of the tasks and milestones mentioned in your project description.

ÅThe most recent data to support your performance measures and evaluation.

ÅA list of achievements and problems encountered.

ÅWhat funds have been expended.

ÅIf you are behind schedule, what part (s) of the project are behind schedule and why, and what measures are being taken to get the 
project on schedule.  

Grantees have the option of entering the summary directly into the άbŀǊǊŀǘƛǾŜέ field, or uploading it as a Word document in the report.
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How to Initiate a Highway Safety Program Progress Report

Login to eGrants. Locate the grant by using the άaȅ tǊƻǇƻǎŀƭέtab. 
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In the άtǊƻǇƻǎŀƭǎ ¢ȅǇŜǎέ field, using the teardrop    ,  select the 
appropriate proposal type and year, then click the ά{ŜŀǊŎƘέbutton. 

Click on the grant name link from the search result box.
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On theάtǊƻǇƻǎŀƭ aŜƴǳ ςCƻǊƳǎέ page, click on                                 
άLƴƛǘƛŀǘŜ wŜǇƻǊǘǎ ŀƴŘ tŀȅƳŜƴǘ wŜǉǳŜǎǘέ link.

On the άtǊƻǇƻǎŀƭ aŜƴǳ ςwŜǇƻǊǘǎ ŀƴŘ tŀȅƳŜƴǘǎέ page,                                   
click on άLƴƛǘƛŀǘŜ ŀκŀƴ tǊƻƎǊŜǎǎ wŜǇƻǊǘ I{D нл··έ.
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