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Each one of 
the links 
opens a 
section of 
your grant. 



The first link on the Data page is the site setup.  This page contains the name, 
email, and login information for the grant account which is the school’s Director.  
Be sure to update if your Director changes.  This page also allows you to change 
the login name and request a new computer generated password. 



Don’t forget to hit 
post update! 
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If Superintendent 
or Superintendent’s 
email changes  
be sure to notify  
MDOE.  
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Same Website 

https://www.4pcamaine.org/
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The login and password are the same if you are a Region or 
will be assigned to the Business Office if you are a Center. 
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FY16 Invoices 
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Grant Data Entry Page 

To do an 
adjustment you 
click on 
Project/Budget 
Adjustment 
Report.  
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Click on the link for the activity you want to change. 
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be sure to hit Post/Update 

fill in date 

the reason for the change 

the budget change 
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Update 
equipment 
form cost per 
unit with new 
price. 

If you are adjusting equipment or minor equipment the budget must be changed in the 
equipment form. 
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To create a new activity click Create a New Adjustment Activity. 

Select a goal or create a new one Select grant area and Post Update 

Choose yes or no on equipment 
Enter Activity Description 
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Fill in the adjustment report. Fill in equipment form if 
equipment or minor equipment is purchased. 

When you are done with all changes be sure the Summary of Adjusted Budgets (the 
bottom link on the Adjustment page) is balanced. 
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From the main page select Application Submission from the blue bar. 

You first submit the 
adjusted budget (blue 
wording is next to this 
link). 
 
Then submit the 
Project/Budget 
Adjustments. 



31 



32 

Mid-year and Annual Progress Report 

From login page select FY2016 
Performance Reports... 

...or select Annual Reports from the Grant Data Entry page. 
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To access the activity reports click on Edit. 

Every activity 
has a report to 
complete. 
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Start Date 

Finish Date 

Results to date 

Lessons learned to date 

Expended 
and 
encumbered 
funds. 
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On final reports you must 
complete the encumbered 
funds form for all funds 
encumbered. 
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Your final annual report summary budget MUST align 
with you reimbursement invoices. 
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In the accountability section record the progress made on your 
improvement plans. 
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If you encumber funds on activities you will have an encumbered 
funds report to fill out for each one. 
 
This is done after you have paid out the funds that were encumbered 
– which MUST be done on or before September 30th. 
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Annual Report Submission 

Submit the progress reports and cover page. 
If funds were encumbered, also submit the encumbered 
obligations report . 
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The submission process is then the same as it is for your grant.  A certification 
email will be sent by the system to the Director or Superintendent. 



Contact: 
Donna Tiner 
Donna.tiner@maine.gov 
207-624-6731 

mailto:Donna.tiner@maine.gov
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