
Guide to Completing Fiscal & Inventory Reports 
in CJC Case Management System 

*This user guide is for financial officers/collaborators who are assigned to a grant and responsible for
completing fiscal reports in the CJC Grants Management System.*
If you are new to this grants management system, you must first register as a new user. Follow the steps found
on the CJC website. After registering, contact the grant monitor assigned to your grant to add you to an
already awarded application.

Step 1: Navigate to the Grants Management System landing page. 

Navigate to the Delaware Grants Management System landing page at https://dcjc.smartsimple.com/ or click 
the link in your email indicating a program report is due. Login using the “Applicant Login” for non-state of 
Delaware employees or “DE Employee Login” for State of Delaware employees. 

Step 2: Select Program and Fiscal Reports 

On your homepage, under Action Items, select Program and Fiscal Reports. The number next to the icon will 
indicate how many reports are due that are assigned to you. 

https://cjc.delaware.gov/gms-tta/
https://dcjc.smartsimple.com/


 

Step 3: Select a Fiscal Report  

A list of fiscal reports assigned to you will appear on the page. Reports are automatically numbered. You will 
see the Project Title, Reporting Period, due date, status, and if the report is Overdue. Quarterly reports are due 
on the 20th day after the end of a quarter. Please review your Award that outlines all due dates for reports.  

 

Step 4: Review Fiscal Report Instructions 

After opening the report, review the instructions for completing the report. You can preview a draft of the fiscal 
report as a PDF and view the associated Program Report and its current status.  



 

Step 5: Complete all sections of the Fiscal Report 

Under the “Fiscal Report” tab, you will see an overview of the reporting period and the fiscal report number. If 
the project is completed ahead of schedule, there will be a button to convert the quarterly report to a final 
report.  

 

As you scroll further down on the page, two important prompts appear. The first will indicate if a partial quarter 
payment request is allowed. These are fiscal reports that may be submitted at the end of the 1st or 2nd month of 
the quarter. This may be enabled if the project ended sooner than anticipated. Based on the date of you 
completing this report, it may or may not be available. The second prompt will ask you to confirm that your 
organization has received payment for the prior fiscal report. This will appear in every subsequent report 
following the first quarter. If you indicate payment has not been received, an open text box will appear 
requesting additional information. 



 

The remaining portion of the fiscal report is adding expenditures. Click on the blue “Add/Edit Expenditures” 
button. This will open a page to add expenses to available budget lines. 

 

In the pop-up page, your budget items will appear as they were established in your grant application. If match 
funds were required, these budget lines also require reporting each quarter. After you input all the expenses for 
the quarter, click the blue “Save” button. 

 

Summary tables will be updated showing cumulative expenditures to date, balances, and percentages spent 
across your funding sources. 



 

You will also have a section to attach supporting materials/documents for expenditures reported.  

If no equipment was purchased or acquired during the reporting period, you can click the green “Submit Fiscal 
Report” button. Your report will be reviewed by the grant monitor. They will initiate payment once both fiscal 
and program reports are approved. 

 

Step 6: Complete Inventory Report 

When charging equipment items to your fiscal report, an alert message will appear with a reminder to enter the 
asset details on an Inventory Report. You can access the Inventory Report on the main page of the Fiscal Report 

 



 

Once you open the Inventory Report, instructions will be available to review. 

 

Under the “Inventory Report” tab, use the blue + (plus) button to add purchased equipment. This will 
generate a pop-up page.

 



Within the pop-up page, you will answer a series of questions regarding the equipment purchased. You can 
indicate if you are reporting on a single item or multiple items. Then choose the equipment budget line item 
directly from a drop-down list. You will need to input a description, cost, date acquired, and serial/identification 
number. Verify and confirm that all equipment has been tagged appropriately. You may attach photos of the 
equipment purchased in this section as well. Lastly, answer the questions regarding location of the equipment. 

 



 

Once all questions are answered, click the green “Add Equipment” button.  

 

Under the “Equipment Budget” tab, you can see Equipment Budget Details showing the approved amount, 
amount expended, and the inventory report amount.  

 

If all Equipment has been purchased and reported, you can click the green “Submit Inventory Report”. If more 
items are still going to be purchased in future quarter, do not submit until all items are reported. This report 
should be updated during any quarterly reporting efforts after any asset has been acquired.  

 

Step 7: Resubmit your Fiscal Report with revisions 



Your grant monitor may return your fiscal report is revisions are required. You will receive an email from the 
grants management system with Revision Comments. Click the link directly in the email to take you to the fiscal 
report.  

 

After opening the report, the comments provided by the grant monitor in the email will also appear on the 
fiscal report. Edit the expenditures in the report as instructed earlier in the guide. If you have questions about 
the comments provided, please contact your grant monitor directly. 

 
Once your make the changes, you can resubmit the program report by clicking the green “Submit Program 
Report” button.  
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