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Start a Reimbursement Request 
STEP 1: Navigate to Fund Management 

From the USNDP Grant Management Center Home Page: 

• Click 'Manage Funds' in the top navigation bar 
• This will take you to the landing page 

STEP 2: View Active Funding 

On the landing page: 

• Locate the list view dropdown menu 
• Click the small downward arrow icon (▼) next to the list view name 
• Select ' Portal Active USNDP Funding' from the available options 

 

 

 

 

 

 

 

 

STEP 3: Select Your Funding Source for Reimbursement Request 

IMPORTANT: Funding Source Selection 

 Each funding source is like a separate account set aside for specific purposes  

• Review the list of available funding sources 
• Click the name of the funding source that matches your reimbursement purpose 

Please note: Incorrect funding source selection may result in: 

• Denied reimbursement  
• Funds being deducted from the wrong funding source 
• Potential forfeiture of intended funding source funds 

If you are uncertain of which funding source to select, please contact the USNDP Grants Team 
for guidance.  
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STEP 4: Access the Reimbursement Request Form 

On the funding source’s details page: 

• Click the blue ‘Create/Edit Reimbursement Request’ button. 
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STEP 5: Create/Edit Reimbursement Request 

Your view will depend on your reimbursement history: 

Image 1: Users without Editable Requests 

• You will see the ‘Submit Expense for Reimbursement’ form immediately 

Image 2: Users with Editable Requests 

• You will see list of ‘Saved’, ‘Submitted’, or ‘Returned’ reimbursement requests that can be 
modified 

• Options available:  
o Create a New Request: Click ‘Create New Reimbursement’ to access the 

submission form (Option 1) 
o Update ‘Saved’, ‘Submitted’, or ‘Returned’ Request:  

 Select the checkbox 
 Click the ‘Update Selected Reimbursement’ button (Option 2) 
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