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INTRODUCTION 
 
Welcome to the Illinois Department of Commerce and Economic Opportunity Grantee Reporting 
System (GRS).  This is an electronic reporting system consisting of several screens accessible by 
grantees.  It allows for electronic entry of costs, obligations, miscellaneous receipts and 
disbursements, and cash requests. 
 
The Grantee Reporting System (GRS) resides on a State of Illinois mainframe computer in 
Springfield.  It is accessed via the Internet through an unpublished website address.  Personal 
computer configured with an Internet browser such as Microsoft Explorer, are able to access the 
GRS with no additional software requirements.  DCEO assigns each user an identification 
number (RACF ID) and password to access the GRS.  It is the grantees’ responsibility to ensure 
that this ID and password are kept secure and updated. 
 
 

 
 OVERVIEW 

 
The information from the grantees is entered into the GRS.  Once entered, it is then used to 
justify and request grant funds from various branches of Federal Government.  Therefore, it is 
essential that the information reported be accurate and timely. 
 
Cost reporting includes both actual expenditures and accrued costs.  Costs may be reported 
without making a cash request. 
 
The system is designed to display an error message when a transaction is entered incorrectly, or 
does not meet the compliance criteria established in the executed grant agreement.  These 
safeguards are in place to help prevent the processing of invalid transactions. 
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GENERAL INFORMATION 
 
DCEO Address Information 
 
Department of Commerce and Economic Opportunity 
620 East Adams Street 
Springfield, IL  62701 
 
 
Program Contact Information 
See Section 4.15 or 4.16 of the grant agreement for the Program Contact for your grant 
 
RACF ID Requests, Password Resets and Connectivity Issues 
If you need to have a password reset, need a new RACF ID, or have connectivity issues, please 
contact: 
 

Sheila Cummings 
217-524-5336 
Email:  sheila.g.cummings@illinois.gov 
 
       OR 
 
DCEO Help Desk 
217-524-4784 
Email:  ceo.racfsecurity@ildceo.net 
 
NOTE:  If you contact the help desk, please indicate that you are a WIA grantee 
and explain your issue and any error message you are receiving. 
 

To resolve your issue, we will need to know your RACF ID and the error message that you are 
receiving. 
 
Website Addresses 
 
Cost Reporting Address 
https://neonwebh.cmcf.state.il.us:8080/dceo/costrpt 

o Access to GRS for cost reporting, cost certification, cash requests, and general grant 
transaction information 

 
Grant Closeout Address 
http://neonwebh.cmcf.state.il.us:8080/dceo/closeout/grntmenu 

o Access to on-line closeout packages for verification and printing 
 
General Grantee Forms Addresses 
http://www.illinoisbiz.biz/dceo/Bureaus/GranteeSupport 
Contains: 

o IRS Form W-9 
o Standard Closeout Package Instructions 
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http://www.illinoisbiz.biz/dceo/Bureaus/Office+of+Accountability/Reporting/ 
Contains: 

o Reporting Requirements Overview 
o Status Reports 

o Project Status Report Template and Instructions 
o Financial Status Report Template and Instructions 

o Supporting Documentation Guidelines 
o Reporting Requirements for Grants with Expenditures Incurred Prior to Grant Execution 

 
 
FEIN Accuracy and Name Verification 
 
In December of 2005, the Illinois Office of the Comptroller (IOC) gained access and verification 
abilities with the IRS Taxpayer Identification Number (TIN) database.  This database contains all 
FEIN’s and SSN’ of entities registered with the IRS.  The IOC began verification procedures and 
policies immediately to ensure the accuracy of vendor files. 
 
This implementation was not without problems that affected DCEO and its grantee/vendor TIN 
files.  Taxable entities’ names are verified for the first four (4) characters and tax-exempt 
entities’ names are verified for the first thirty (30) characters.  Differences in spacing (two spaces 
between names as opposed to one space), abbreviations (IL as opposed to ILL), and order of the 
name (Sangamon County as opposed to County of Sangamon) created mismatches.  Lack of 
annual tax-exempt verifications by entities results in loss of tax-exempt classifications.  Many 
other issues have arisen since the mandatory verification process was implemented. 
 
Form W-9 Request for Taxpayer Identification Number and Certification 
 
When a grantee is not listed or certified in the SAMS (Comptroller System), program staff 
MUST request a form W-9 from the grantee. 
 
W-9 forms must be typed or printed legibly.  IOC will not accept ones not easily read or filled 
out incorrectly. 
 
When a W-9 is requested from the grantee, the grantee must verify the information with IRS 
PRIOR to submitting the form to DCEO.  A non-matching form will delay processing at the 
IOC. 

 Tax-exempt entities must match the first thirty (30) characters of the IRS database 
EXACTLY. 

o The tax-exempt grantees can verify with the IRS at 1-877-829-5500. 
 All other entities must match at least the first four (4) characters EXACTLY. 

o These can be verified with IRS at 1-800-829-4933. 
 A 147C letter verifying FEIN and associate name in IRS database may be required. 

o These can be requested to be faxed or mailed from IRS at 1-800-829-4933. 
 
 
 
Cost Reporting 
 



4 

Costs for each month must be entered into GRS by the 20th of the following month.  For 
example, January 2010 costs must be reported by February 20, 2010.  If the 20th of the month is 
on Saturday or Sunday, the costs must be reported by the last business day prior to the 20th. 
 
 
Cash Request Processing 
 
Cash requests are processed on Mondays and Thursdays by DCEO.  Accounting office staff 
review and recommend approval/rejection.  Then program staff review and make final 
approval/rejection. 
 
Cash requests entered in GRS by 4:30pm on Wednesdays each week will be reviewed for 
approval/rejection on Thursdays.  Cash requests entered in GRS by 4:30pm on Fridays each 
week will be reviewed for approval/rejection on Mondays. 
 
Holidays occurring on Mondays or Thursdays will delay the cash request processing by at least 
one day. 
 
Once cash requests are approved at DCEO, the approved vouchers are processed to the Illinois 
Comptroller’s Office for payment.  The Comptroller’s Office makes payments to the grantee via 
a warrant or electronic funds transfer (EFT). 
 
The current status of cash requests may be viewed on the system at any time by accessing an 
inquiry screen. 
 
 
Direct Deposit Information 
 
If a grantee wishes to receive payments via Electronic Funds Transfer (EFT) rather than a paper 
warrant, the Illinois Comptroller’s Office handles the requests for EFT payments.  The grantee 
should contact: 
 

Illinois Office of Comptroller 
Electronic Commerce Section 
217-557-0930 
 

 
Grant Closeout Questions 
 
If you have questions during the closeout process, please contact: 
 
 Kathy Capps 
 DCEO Accounting 
 217-785-6437 
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Microsoft Internet Explorer Connectivity (for 7.0 or later versions) 
 
We have received word that those who have upgraded to Microsoft Explorer 7.0 or later versions 
are having problems accessing the Grantee Reporting System through the Internet and 
recommend the following: 
 
Please check the Advanced settings in Microsoft Internet Explorer. 
 
Open Internet Explorer 
Click on TOOLs in the menu bar 
Click on the ADVANCED tab 
Scroll to the bottom of the listing of items 
Put a checkmark in the USE SSL 2.0 box (see image below) 
Click APPLY 
Click OK 
Close the Internet Explorer 
 

 
 
 
When you open Internet Explorer again, the setting will be in effect. 
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INTERNET ACCESS & SIGN ON PROCEDURES 
 
 
Step 1: Open your Internet Browser program (Microsoft Internet Explorer, Netscape, 

America Online (AOL), etc.) and connect to the Internet through your Internet 
Service Provider (ISP). 

 
Step 2: In the address area of your browser, type the following web address: 
 
 https://neonsdbh.cmcf.state.il.us:8080/dceo/costrpt 
 
 Then press <Enter>  
 
Step 3: In Internet Explorer, a Security Alert dialogue box may appear.  Click the “YES” 

button to proceed into the site.  This is not a security risk to your computer or 
company.  This dialogue box and information appears on page 7. 

 
 In addition a Website Security Certificate dialogue box may appear.  Click the 

“Continue to this website (not recommended)” option.  This dialogue box and 
information appears on page 8. 

 
Step 4: A dialog box will appear asking for your user name (RACF ID) and password.  Enter 

the data and click the OK Button.  This dialogue box and information appears on page 
9. 

 
Step 5: A black screen with green lettering will appear with navigation buttons on the left 

side toolbar.  This screen is the Expenditure Reporting Cash Request Menu.  This 
screen and information is on page 10. 

 
 NOTE:  From this point on, you will be using only the navigation buttons on the 

left side of your screen.  The <PF> buttons on your keyboard will not function 
properly in the website. 
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INTERNET SECURITY ALERT DIALOGUE BOX 
 
 
 

 
 
 
 
 
 
Upon accessing the website, the security alert dialogue box above may appear.  Click the “YES” 
button to proceed into the site.  This is not a security risk to your computer or company. 
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When you enter the web address for GRS, the following security dialog may appear.  If so, click 
on the second option “Continue to this website (not recommended).  You will then be able to 
access GRS and report costs and/or request cash. 
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GRS LOG IN DIALOGUE BOX 
 
 
 
 

 
 
 
To log into GRS, the dialogue box above will appear asking for your user name (RACF ID) and 
password.  Enter the information requested and click the “OK” button. 
 
NOTE:  The RACF ID is not case sensitive.  The password is case sensitive.   The first time 
you access GRS, you will be prompted to change your temporary password to a new 
password.  Then you will have to log in to the system again using the new password. 
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EXPENDITURE REPORTING CASH REQUEST MENU 
 
 

 
 
At this point, you have accessed GRS and may begin to utilize its functions. 
 
The following menu items are not utilized by the Workforce Investment Act (WIA) Program: 
 
F9 - SBDC Program Income #375 
F11 - Petition Reporting #391 
F23 - Master System Menu 
 
NOTE:  From this point on, you will be using only the navigation buttons on the left side of your screen.  The 

<PF> buttons on your keyboard will not function properly in the website. 
 
The white boxes at the top of the screen is where you enter the grant number you wish to access.  The first box is for 
the program year (first two digits of the grant number) and the second box is for the grant number (digits following 
the dash in the grant number). 
 
This menu is the only place that you are able to input the Grant Number for screens #351, #352, and #353.  The 
purpose of this is to restrict transactions to a single grant at a time to prevent inadvertent entry of other data.  It also 
eliminates the need to retype standard information on each screen that you use.   
 
After typing the Grant Number in the two fields (do not input the dash in the number), you may begin processing 
transactions for your grant. 
 
To enter costs for your grant, enter the grant number and press the PF01 key located on the navigation bar on the left 
side of the screen.  This will take you to the Expenditure Reporting (#351) Screen. 

 








































