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Invoice User Guide 

Invoice Submission as an Awardee

1. Sign In with your credentials and select your Award

2. Navigate to the Equity Portal homepage

3. Select Sign In from the top right header of the Homepage

4. Enter your username and password, and select Sign In

As an Awardee, Create and Submit an Invoice 

1. Navigate to the Equity Portal homepage

https://oheace.powerappsportals.us/SignIn?returnUrl=%2F
https://oheace.powerappsportals.us/SignIn?returnUrl=%2F


2. Select Sign In from the top right header of the Homepage

3. Enter in your username and password

4. Select the Award Management button in the header

5. Select Award from the dropdown list

6. Select New Invoice

7. Fill out all fields on the Invoice Page

a. Select the start date of the Invoice, which should be the first date when you

started incurring expenses

b. Select the end date, the last day in which expenses included on the invoice were

incurred

c. For each budget category, enter the total that you are invoicing for. Do not

include dollar signs





d. Enter any comments that you think your Grant or Contract manager needs to 

know regarding your invoice 

e. Select Choose File to attach a hard copy of your Invoice as well. Please make 

sure your hard Invoice includes: 

i. The logo or header of your organization 

ii. Your contract number 

iii. An invoice number 

iv. The correct dates that match the ones entered above 

v. The Invoice is addressed to CDPH 

vi. The Invoice is signed by your organization 

8. Select Submit 

 

Respond to Award Manager Feedback and Resubmit Your 

Invoice: 
If there is an issue, mistake, or other omission in your invoice, your Contract Manager will 

return it to you through the Equity Portal. Follow the below instructions to respond to the 

feedback, make corrections, and resubmit your invoice. 



1. Receive an email notifying you that your Invoice has been returned with feedback 

 

2. Follow the hyperlink back to the Equity Portal to review the Invoice  

 

3. Navigate to your Invoice in the Invoice section of the Award Dashboard 



 

4. Scroll down to the Feedback table 



 

5. Review the Award Manager’s feedback 

 



 

a. Feedback Type- This tells you whether your Award Manager has a question, 

recommendation, required change, or has made an edit to your Invoice.  

b. Feedback- This is the exact feedback your Award Manager has written for you.  

Read this to understand why your Invoice was returned and what needs to be 

done. 

6. Once you have read the feedback, make the edits to your Invoice first.  

7. After you have made the edits, respond to the Award Manager’s feedback under 

“Response”, as seen in the screenshot below. 



 

 

8. Select Awardee Response Status 

a. Select the drop-down menu that best categorizes the updates you made in 

response to your Award Managers feedback.  



 

i. If Feedback Type is Recommended, Awardee Feedback Status options 

are: 

1. Accepted 

2. Rejected 

ii. If Feedback Type is Required, Awardee Feedback Status options are: 

1. Updated 

iii. If Feedback Type is Award Manager Edit Notification, Awardee Feedback 

Status options are: 

1. Acknowledged 

iv. If Feedback Type is Question, Awardee Feedback Status options are: 

1. Answered 

b. Respond to Feedback in Awardee Response field 



i. Write out your response to your Award Manager, including any other 

details or information that they might need 

 

9. Submit Response 

a. You will only be able to submit your Invoice if you have updated the “Awardee 

Feedback Status” and “Awardee Response” fields for every piece of feedback 

that your Award Manager created. 

10. Re-Submit Invoice  



 

11. You will receive a confirmation email that your Invoice has been submitted 

a. If it is approved, you will get an email notification when your Award Manager 

approves it 

b. If your Award Manager has additional feedback, they will return it again and the 

new feedback will appear underneath the original feedback. You will be able to 

identify different rounds of feedback by the “Last Updated” date next to the 

feedback 
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