


Process 
(when additional budget revisions are not needed) 

Uploading Supporting Documents  
to your Budget 



To upload supporting 
documents to your approved 
budget, select “Sub-grants” 
from the Grants dropdown. 



Click on the sub-grant for which you are 
uploading a document. 



Scroll to the bottom of the page. 



Click “Upload Attachment” to add 
a document to the budget.  



Select the type of document you are 
uploading: Workers Comp, SUTA, Pension, 
or Other. 
WC, SUTA, and Pension are the most common 
documents needed here, which is why they are 
listed out. Other is the catch all for any other 
document that may be needed.  
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Click “Upload New Attachment” 
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If you would like to rename the file for 
the upload, type in the new name here. 
Otherwise it will have the same as the 
file that is uploaded. 
It is helpful if you rename the file to end with 
“.pdf” as some systems have challenges 
opening the file when renamed without this 
format label. 

Click “Choose File” to 
select the file to upload. 
The file must be a pdf.  
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Once you have 
selected the file, 
make sure you 
click “Upload.” 
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You will receive a confirmation message 
if your upload was successful.  

When you are done, click “Close.” 2 

If you choose to upload another file at this 
point, it will come under the same document 
type (e.g., WC, SUTA, etc.) as the already 
uploaded file. To upload another document of 
a different type, you will need to click Close 
and then Upload Attachment again. 
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To view an uploaded file, click on the link for 
the document under “View Attachment(s).” 

If you need to delete an attachment (e.g., uploaded the 
incorrect document), please contact a T.R.A.I.L. finance team 
member at FirstPic for assistance. 
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Budget Revision Request 

Helpful tips: 
 

• Before submitting a request for a budget revision, please 
reach out to a T.R.A.I.L. finance team member at FirstPic to 
determine if a revision is needed. 

• While a budget revision request is in progress, you will NOT 
be able to submit a reimbursement request until it receives 
final approval. 

• Budget revision requests must be submitted and processed 
through the new T.R.A.I.L. online reporting site. 

 

https://firstpic.force.com/trail/l


Budget Revision Request 

Reasons for requesting a budget revision:  
 

• A new line item needs to be added to a 
budget category. 

• A budget category will be overspent by more 
than 10%. 

 

 



To submit a request for a 
budget revision, select 
“Sub-grants” from the 
Grants dropdown. 



Click on the sub-grant you want to revise. 



Click “Update Budget” to create a budget 
revision request.  
Please note: do not do a ‘budget update’ to 
only upload new/additional supporting 
documents to the budget.  



You can enter new amounts for the 
various fields, or change an employee 
from Salary to Hourly (or vice versa). 1 

2 

For hourly employees, 
enter their hourly rate. 
 
For salary employees, 
enter their annual salary. 
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Click on the Notes icon to view or edit notes for 
an employee. Notes included for each line item 
should describe the work the employee will be 
doing, and how it will benefit the T.R.A.I.L. 
program. 
This is NOT where you will enter notes regarding 
the reasons for the requested revision. 

Please note that a budget update is NOT 
needed to change an employee from 
Salary to Hourly (or vice versa). These 
changes can be made when submitting for 
reimbursement requests. 



To mark an employee as “inactive,” 
check the box next to the title and 
click “Mark Inactive.” 
Do not “0” out information entered for 
this position.  

Please note that you are not able to delete 
personnel, instead you may mark them as 
inactive. Marking an employee as inactive will 
mean that you can no longer reimburse for them. 
However, any funds already reimbursed for this 
position will stay obligated in your budget.  

Note: You should not deactivate a line item if there are expenses submitted and 
pending approval for this line item. You will need to either wait for the applicable 
reimbursement request(s) to be approved, or delete them, in order for a budget 
revision request to be processed in this situation. 



Any amount already 
reimbursed for an employee 
marked inactive will remain. 



For the budget, premiums are entered as an annual amount. 
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Percentage-based fringe is entered as the percentage, not as a 
decimal (e.g. FICA is 7.65, not .0765). 
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Supporting documentation needs to be uploaded to the budget for percentage 
based fringe with the exception of FICA (ex: Worker’s Compensation, SUTA, etc).  



To add a new staff line item, click 
the “Add” button in the “Add 
Personnel” box. 



Enter the 
employee title (not 
their name). 
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Select whether the 
employee is hourly 
or salaried. 

For hourly 
employees, enter 
their hourly rate. 
 
For salary 
employees, enter 
their annual salary. 

Please Note: Administrative/finance staff/etc. who are 
indirectly assisting with fulfilling program requirements (e.g., 
Accountant, CEO, etc.) cannot charge more than 10% of their 
salary/time to the T.R.A.I.L. program 



Enter the total 
number of hours 
that the employee 
works per week. 
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Enter the number 
of hours the 
employee works 
on the program 
each week. 

Enter the number of 
weeks the employee 
will work on the 
grant. It will default 
to the grant length, 
but can be changed. 

Please Note: Not all employees will be working on the program for the 
entire grant year. Therefore, when adding a new employee, the “# Weeks on 
Grant” must align and be within the remaining number of weeks left within 
the grant year. 



On the top line of the  fringe benefits, enter the annual premium 
for benefits paid as a set rate.  
Example: Employer pays $500 per month towards the Medical 
Insurance for this employee: $500 x 12 mos. = $6,000 annual 
premium (enter 6,000 in the Medical box) 
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On the bottom line of fringe 
benefits, enter the percentage 
amount (e.g., FICA = 7.65) 

If entering an amount for 
“Other” provide information 
noting what this is here. 

The system will automatically calculate the amount 
allocated to the grant based on information entered 
in the payroll section and here. 



Do not leave any empty items in the Add box. 
The system will try to save it for you and it will 
show up as an line item with a random string of 
numbers and letters as its title in your budget.  
Select these empty line items in the Add box and 
hit delete before saving or moving forward. 



You can add general Personnel & Fringe notes here.  
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Any notes from the reviewer will appear 
here. These might include revisions needed 
if the budget has been sent back for 
adjustment or corrections. 

1 

Notes included in the “Personnel & Fringe 
Notes” must specify all changes made to 
the “Personnel” and/or “Fringe Benefits” 
section and the reasons for the revision 
request. 



Personnel & Fringe Notes 

Notes included in the “Personnel & Fringe Notes” section should 
include the following:  

• The date of the budget revision 
• WHY  you are making a reduction to a line item in the “Personnel” and/or 

“Fringe Benefits” section. (Why does this reduction not negatively impact the 
T.R.A.I.L. program?) 

• WHY  you need to increase the amount of a line item in the “Personnel” and/or 
“Fringe Benefits” section. (Rationale must be applicable to the successful 
implementation of the T.R.A.I.L. program.) 

• WHY  you need to add a new line item to the “Personnel” and/or “Fringe 
Benefits” section, if applicable.  

• HOW  do the change(s) relate to the successful implementation of the T.R.A.I.L. 
program? 

An explanation needs to be provided for ALL of the increases and the decreases being 
requested. 

 

 



Personnel & Fringe Notes 

Sample note: 

5/7/18: We are requesting a budget revision in 
order to reallocate money previously budgeted in 
Personnel to Supplies. We have deactivated the 
Program Aide because that assistance is no longer 
needed to successfully implement the program now 
that many of the major components of the program 
have been completed. Please see Expense Notes for 
how this money was reallocated to better 
accomplish program initiatives. 

 



Click “Update Amounts” for 
the system to calculate new 
amounts after your changes. 
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Totals for the budget are displayed 
at the bottom right. They are 
updated when you click Update 
Amounts at the bottom of the 
page, when you save, and when 
you move from page to page. 



Click “Next” to go on to Expenses. Any 
changes you have made will 
automatically save when you hit Next. 
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Click “Save” to save 
changes. When you 
save, items from the 
Add box will move up 
to the top Personnel 
and Fringe boxes. 



This is the Expenses page. 
As with Personnel, you 
can change values, mark  
items as inactive, or 
make/edit Notes. 

Reminder: Line item notes should include a description of the expense item and 
how it is used for/supports the T.R.A.I.L. program.  

Note: You should not deactivate a line item if there are expenses submitted and 
pending approval for this line item. You will need to either wait for the applicable 
reimbursement request(s) to be approved, or delete them, in order for a budget 
revision request to be processed in this situation. 



Click “Add Expense” to add a new 
expense item. Mileage is a special 
type of expense and may be added 
by clicking “Add Mileage.” 

The current reimbursable mileage rate is 
$0.58. This should be entered for mileage 
unless your Club has a policy of 
reimbursing at a lower rate. If this is the 
case, please explain so in the notes for the 
“Mileage” line item. 
The purpose and destination of travel 
should also be included in the Notes 
section.  
Remember, only travel by personally 
owned vehicle should be entered in the 
budget via the Add Mileage option. 
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Enter the Item name. 
Please use a short general 
descriptive name here.  
Further detailed information 
should be provided with the 
Notes. 

Select the Item type: 
•Equipment 
•Supplies 
•Travel 
•Contract Specialist 
•Other Costs 
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Enter the rate ($) per unit. 
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Enter the quantity purchased. 

Add any notes needed to explain the 
item and how it will be used for/related 
to the T.R.A.I.L. program. 
Notes are required for all line items. 
This is NOT where you will enter notes 
regarding the reasons for the requested 
revision. 



Click “Update Amounts” to 
calculate the amount 
allocated to the grant. 



Do not leave any empty items in the Add 
box. The system will try to save it for you 
and it will show up as an line item with a 
random string of numbers and letters as 
its title in your budget.  
Select these empty line items in the Add 
box and hit delete before saving or 
moving forward. 



You can add general Expense notes here.  
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Any notes from the reviewer will appear 
here. These might include revisions 
needed if the budget has been sent 
back for adjustment or corrections. 

1 

Notes included in the “Expense Notes” must specify all 
changes made to the “Expense” section and the reasons 
for the revision request. 



Expense Notes 

Notes included in the “Personnel & Fringe Notes” section 
should include the following:  

• The date of the budget revision 
• WHY  you are making a reduction to a line item in the “Expenses” section. 

(Why does this reduction not negatively impact the T.R.A.I.L. program?) 
• WHY  you need to increase the amount of a line item in the “Expenses” 

section. (Rationale must be applicable to the successful implementation of 
the T.R.A.I.L. program.) 

• WHY  you need to add a new line item to the “Expenses” section, if 
applicable.  

• HOW  do the change(s) relate to the successful implementation of the 
T.R.A.I.L. program? 

An explanation needs to be provided for ALL of the increases and the decreases 
being requested. 

 

 



Expense Notes – Sample Language 

• 5/7/2018: We reallocated the funds made 
available by the adjustments in Personnel and 
Fringe as follows:  1) added a Sports E-Z cart 
to better store and transport physical activity 
supplies used for the T.R.A.I.L. program; 2) 
increased the amounts budgeted for 
Office/Program and Physical Activity Supplies 
as additional funds are always helpful and can 
be utilized for these items to support the 
T.R.A.I.L. program. 
 

 



To add an attachment, click Upload Attachment. 

To delete an attachment in 
conjunction with creating a budget 
update, click on the circled x next 
to a document group.  
Note that if you have attached 
more than one document to this 
‘group’ it will delete them all. 

To view an uploaded file, click on the link for 
the document under “View Attachment(s).” 
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You can check your budget 
totals here. Please note that 
the “Total Budgeted Amount” 
must match the “Awarded 
Amount.” 
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When you are done, hit 
“Review and Submit.” 



Once you click “Review and Submit,” you 
will see a review screen for the budget. If 
everything is correct, hit “Submit.” 
Otherwise scroll down to the bottom of the 
page and click “Edit” to make any further 
revisions. 

Changes to the budget will be 
in bold text. The New Item 
Budget and New Fringe 
Benefits will display what you 
are now requesting, whereas 
the Amount Allocated and 
Benefits Allocated to Grant will 
display what was previously 
approved in the budget. 
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Once you hit submit, the Status will 
change to “Pending Approval.” 
Reminder: You will not be able to 
create any new reimbursement 
requests until the revised budget has 
been approved. 



Questions or Further Assistance 

 Aji Bakare  Matt Bieler 
 667-307-4451 667-307-4443 

 abakare@firstpic.org  mbieler@firstpic.org 
 

 Elaine Gilbert Robin Paterson 
 443-302-2080 667-307-4454 
 egilbert@firstpic.org rpaterson@firstpic.org 

 

Gambrills, MD - Eastern Time 

 
 

mailto:abakare@firstpic.org
mailto:mbieler@firstpic.org
mailto:egilbert@firstpic.org
mailto:rpaterson@firstpic.org

