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ERB Processor App Overview
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Reminder from FY23: Online Data Entry

• Data entry can be completed within the Expenditure Reporting & 
Budget (ERB) Processor App.

– The App now provides Prime Partner users with the ability 
to enter interventions information and expenditure 
amounts directly into the App

– The new data entry functionality integrates with the 
Expenditure Template tab of the existing expenditure 
template, to ensure that offline work can still be done, and 
then copied and pasted or imported into the App

– The online data entry functionality will also have real time 
validations, providing error/review messages, as unlikely 
combinations are entered

Above: New ERB Processor App Data Entry Fields
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Accessing the ERB Processor App

• Sign into https://www.datim.org

• On the top right-hand corner of the screen, select the apps menu.

• Within the apps menu, select the ERB Processor App

• For Workstream, select "Expenditure Reporting"

• For COP Year, select "COP23 (FY24)"

• If your mechanism is not available, please work with your agency 
POCs to update FACTS Info Next Gen (FI-NG) to indicate that this 
mechanism was active in COP23FY24

https://www.datim.org/
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ERB Processor App Layout

• Like with FY23 reporting, the ERB Processor App is broken down 
into two sections for reporting: Prime and Subrecipients, with 
the Prime expenditure entry at the top of the page and 
Subrecipient entry below



Saving Expenditures and Preparing for Submission:
Prime Partner
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Step 1: Complete Expenditures in Template

• Once the Reporting Tab has been chosen, you can enter 
intervention information (Program Area and Beneficiary) 
and expenditures

• Color coded error and review validations are available for unlikely 
combinations of Program Area and Beneficiary, as well 
as Program Area and Cost Category in the Primes and Subs Over 
$25k tab

• To review the full list of validations and how to complete 
expenditures, please see COP23/FY24 Template Data Entry 
Instructions for Partners Page in PEPFAR Zendesk

https://help.datim.org/hc/en-us/articles/18686485048468
https://help.datim.org/hc/en-us/articles/18686485048468
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Submission Option 1: Import Template into App

• In the ERB Processor App, click the name of the Prime Partner to 
open the data entry field

– Select "Import"

• Select "Choose File" and select the file with the completed 
expenditures

• Select "Import"
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Submission Option 2: Copy & Paste into App

• In the ERB Processor App, click the name of the Prime Partner to 
open the data entry field

• Select the program area and beneficiary in the drop downs for 
the intervention in the ERB App

– Please note: The program area and beneficiary cannot be 
copy & pasted into the ERB App from the template

• Highlight all the cost entries for one intervention, copy the 
entries, and then paste the entries into the ERB App

– Please note: This functionality only works with one 
intervention's cost categories at a time.



Saving Expenditures and Preparing for Submission:
Subrecipients Over $25,000
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Step 1: Complete Expenditures in Template

• Once the Reporting Tab has been chosen, you can enter 
intervention information (Program Area and Beneficiary) 
and expenditures

• Color coded error and review validations are available for 
unlikely combinations of Program Area and Beneficiary, as well 
as Program Area and Cost Category.

• To review the full list of validations and 
how to complete expenditures, please see COP23/FY24 Template 
Data Entry Instructions for Partners Page in PEPFAR Zendesk

https://help.datim.org/hc/en-us/articles/18686485048468
https://help.datim.org/hc/en-us/articles/18686485048468
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Step 2: Import Template into App

• In the ERB Processor App, click the name of the Prime Partner to 
open the data entry field

– Select "Import"

• Select "Choose File" and select the file with the completed 
expenditures

• Select the Total Expenditures amount for the subrecipient you 
are importing

• Select "Import"

• Please Note: Copy & Paste cannot be done for Subrecipients



Saving Expenditures and Preparing for Submission:
Subrecipients Under $25,000
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Step 1: Complete Expenditures in Template

• Once the Reporting Tab has been chosen, you can enter intervention information (Program Area and Beneficiary) and expenditures

• Color coded error and review validations are available for unlikely combinations of Program Area and Beneficiary, as well as Program 
Area and Cost Category.

• To review the full list of validations and how to complete expenditures, please see COP23/FY24 Template Data Entry Instructions for 
Partners Page in PEPFAR Zendesk

https://help.datim.org/hc/en-us/articles/18686485048468
https://help.datim.org/hc/en-us/articles/18686485048468
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Step 2: Import Template into App

• In the ERB Processor App, click the name of the Prime Partner to 
open the data entry field

– Select "Import"

• Select "Choose File" and select the file with the completed 
expenditures

• Select the Total Expenditures amount for the subrecipient you 
are importing

• Select "Import"

• Please Note: Copy & Paste cannot be done for Subrecipients



Submitting and Completing Expenditure Reporting
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Finalizing Expenditures for the Mechanism

• Once all the entries have been entered into the ERB Processor 
App, please review the entries and Validations box to ensure 
there are no errors

• If there are any reviews, please provide a justification in the 
Narrative box at the bottom of the page.

– Please note: this Narrative box should be used for all 
partners entered for the mechanism (Prime and 
Subrecipients)

• Once all the reviews have been justified in the Narrative box and 
all errors are removed, Save & Validate the mechanism

• Please note: You must "Save" the mechanism before validating.

• Once the mechanism is successfully validated, a link to open the 
Data Approvals App will appear
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Submitting Expenditures

• Once the mechanism has been Validated and sent to the 
Approval App, access the Data Approval App to submit the 
mechanism

• After selecting the Data Approvals icon, you will be directed to 
the Data Approval app

• To find your mechanism, select the ER Expenditures FYOct 
workflow and the October 2023 - September 2024 Period, and 
search for the Mechanism ID in the Search bar

• Select the mechanism you are submitting using the check box on 
the left of the name and click "View"
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DATIM Submission: Data Approval App

• Select “Submit Mechanism” to submit your expenditure data
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DATIM Submission: Verify Submission Successful

• Verify that the submission was successful

• If the submission was successful, the status of the mechanism will show as "submitted by partner" in both the Data Approval and ERB 
Processor App
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Recalling the Mechanism (if needed)

• If you need to recall the mechanism (i.e., you have received a request for updates from your Agency POCs), access the Data Approval App 
and select "Return Mechanism".



Additional Support
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Technical Support In ZenDesk

• Users who have questions or problems in DATIM can submit a request for technical support in the box highlighted below, on the DATIM 
Support page: https://datim.zendesk.com.

24

Technical 

support 

available!

https://datim.zendesk.com/
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Submit a Request

25
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Submit a Request
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