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Documents in Invoice Workbook
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Open workbook in Desktop



Security Warnings in the Invoice Workbook

 In some cases, Excel 
will prompt the user to 
enable macros. When 
this prompt appears, 
select Enable Editing 
then Enable Content. 
Enabling these options 
will allow you to enter 
information into your 
Invoice.



Forms Included in the Invoice Workbook
 Financial Invoices (Form 

BSCC 201)

 Budget Modification Form 
(Form BSCC 223)

 Project Budget Narrative

 Schedule of Invoice 
Reporting Periods and Due 
Dates

 Invoice Workbook 
Instructions



Financial Invoice -
Form 201

• The Financial Invoice is a statement of expenditures;
this is where you will be entering your expenditures
in alignment to your Budget Narrative

• Grantees must submit their Financial Invoice to the
BSCC on a quarterly basis.

• Submission of your Financial Invoice, does not 
automatically issue your reimbursement payment. 
All invoices must be approved by your ARG Analyst 
team and Field Representative before any 
reimbursement is issued.



How to Complete a 
Financial Invoice

 Confirm the Reporting Period pertains to the dates 
of expenditures you are submitting

 In the section titled Reporting Period, enter the line 
item expenditures incurred during the reporting 
period as well as any Project Income earned that 
quarter

 Final line item totals should be rounded to the 
nearest whole dollar

NOTE: If an amount entered is greater than the 
available balance, the Invalid Dollar Amount error 
message below will appear.

**Expenditures are reported on cash basis**



What reporting period should 
this expense fall under?

For BSCC invoicing, your 
expenditures must be 

reported based on a cash 
basis



What is the Difference?



Example 
Expenditure:

• You have a Grant funded payroll expense of 
$25,000 for the payroll period of: 3/16 to 3/31/2022, 
which was paid on 4/7/2022

• The current BSCC invoice reporting period consists 
of 1/1/2022 to 3/31/2022, invoice #3

• Would this expenditure be recorded 
for reimbursement from BSCC on 
their current invoice #3?



Answer:
• You have a Grant funded payroll expense 

of $25,000 for the payroll period of: 3/16 to 
3/31/2022, which was paid on 4/7/2022

• The current BSCC invoice reporting period 
consists of 1/1/2022 to 3/31/2022, invoice 
#3

• Would this expenditure be recorded for 
reimbursement from BSCC on their current 
invoice #3?

No, this expenditure would be recorded on the next 
BSCC invoice because the payment date is 4/7/2022, 
and this expenditure was not paid within the reporting 
period.



Example 
Expenditure:

• Your organization ordered 50 customized T-Shirts 
for graduation ceremony, marking their completion 
of the ARG program. These shirts were ordered 
2/15/2022 and received 4/15/2022. The event was 
held 7/15/2022

• The current BSCC invoice reporting period consists 
of 4/1/2022 to 6/30/2022, invoice #4

• Your accounting dept paid out this vendor for these 
T-Shirts on 5/20/2022

• Would this expenditure be recorded 
for reimbursement from BSCC on 
their current invoice #4?



Answer:
• Your organization ordered 50 customized T-

Shirts for graduation ceremony, marking their 
completion of the ARG program. These 
shirts were ordered 2/15/2022 and received 
4/15/2022. The event was held 7/15/2022

• The current BSCC invoice reporting period 
consists of 4/1/2022 to 6/30/2022, invoice #4

• Your accounting dept paid out this vendor for 
these T-Shirts on 5/20/2022

• Would this expenditure be recorded 
for reimbursement from BSCC 
on their current invoice #4?

Yes, this expenditure would be recorded on the current 
BSCC invoice because the payment date is 5/20/2022, 
and this expenditure was paid within the reporting 
period.



Refer to your Budget Narrative



 For each dollar amount entered as an expenditure, enter a clear description in the
corresponding Expenditure Description cell. Include what sub-category within your line item 
the expense pertain to. 

 If your Expense required pre-approval or justification, add that information in the Comments
cell.



This position is allocated as 1 FTE, 
meaning this person will be working 

100% on ARG and should be reflected 
on the Invoice Expenditure Description 

for this position. If this calculation 
changes, a Budget Modification will be 

necessary.

This position is allocated as an hourly 
position, therefore Invoice  

Expenditure Description for this 
position should be identified as such. 



Unacceptable Invoice

Expenses are based on actuals not 
budgeted amounts. FTE for this 
expense is 1 FTE in their Budget 

Narrative. Expenditure Description 
does not make sense when referring 

to  Budget Narrative.

Staff is listed by name and does not 
include the Staff Title or Type of Pay 

as identified in the Budget 
Narrative.

Supportive services such as Gift Cards, Food, 
etc. require Field Rep approval prior to 
expending. Comment indicating prior 
approval information not entered in 

COMMENT box. 



Acceptable Invoice



Certifying Acceptable Invoices after Review
 In the Person Preparing Report 

section, the individual who 
prepares invoices will provide their 
contact information and the date 
the invoice was prepared. The date 
needs to be updated anytime the 
invoice is revised.

 Once the invoice is prepared, the 
Authorized Financial Officer
MUST review invoice prior to
completing their certification.

 Save Invoice workbook changes 
and close workbook.



Revising Expenditures



You realize a discrepancy from a prior 
invoice...

• First, you will want to 
contact your analyst

• Email your analyst at: 
ARGCohort3@bscc.ca.gov

• Explain why you have retroactive 
and/or missed expenditures you 
now will need to invoice for

mailto:ARGCohort3@bscc.ca.gov


Once you have 
explained the 
story...
• Your analyst will now direct 

you to add or remove these 
costs by locating your newest 
invoice on the OneDrive

• This will be the next 
UNAPPROVED invoice

• We do not unlock and change 
prior invoices once they are 
approved



• After accessing your next invoice, input 
your expenditures as you normally would

• Next, add into any relevant section the 
amount you are adding and removing in 
the Expenditure Description section

• Calculate what the difference is for these 
expenditures, and put this amount in the 
amount you are reporting section



• Input your expenditure (+/-) in the Expenditure Description section along with your calculation for the 
total in this budget section.

• Put a comment in the comments section on why this is being added to an invoice outside of its normal 
reporting period. *** note: your analyst can extend this box to view all the comments if it hides a 
portion similar to the comment section shown above in Salaries & Benefits





• Adding to your invoice is just one step in 
updating expenditures

• You will still need to update your Desk Review 
Packet with supporting documentation that 
verifies your expense

• If you are removing a prior expense, do not 
update your prior Desk Review Packet, these 
must match your invoice

• In our next slides, we will discuss what your 
Desk Review Packet will consist of and how you 
will organize all your supporting documentation



Q&A Session



Creating an 
Invoice Activity

We will now start our invoice activity where 
you will break into breakout rooms and 
work to create a group invoice and 
narrative
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