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GAINS Training and System Navigation

Interim Financial Reports in GAINS – Uploading a General Ledger
How to upload a General Ledger and other supporting documents for grant Interim Financial Reports.

Relevant User Roles:
Most Interim Financial Report uploads will need to be completed by someone with the LEA Fiscal Representative role for their organization (unless other/additional roles are specified in IFR instructions provided by CDE grant program staff, specific to certain grants).

1) Log in to GAINS and click on your organization name. Then, click on LEA Document Library in the left-hand menu.
2) In the LEA Document Library, select the fiscal year for which the IFR is required in the Root Folders menu and then expand the year in the LEA Document Library table.
3) Expand the Interim Financial Reports folder to see those programs for which a general ledger needs to be uploaded.
4) Click on Edit Documents, and then on Upload Document on the next page.
5) Upload the requested document(s) and hit Save.
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