
Requesting Reimbursement  

 
Reimbursement requests are made through our Grantsmith program and will often be 
referred to as “Draw Down Requests”. 

1. Grantsmith can be accessed through the Wyoming Business Council website:  

http://www.wyomingbusiness.org/ 

And clicking the “Community Assistance” link 

 

From the “Community Assistance” page, you will then click “Online Reporting” 

 

 



Which will take you to the Grantsmith login  

 

Your home screen will look like this: 

 

Click “Go” next to the “All Projects” drop down and select the project link you want to submit a 
request for.  



 

You will be taken to the GS Project Detail page, click “New Draw Down Request” 

 

Next you are going to enter the reporting period dates, these are the dates the work started and 
ended per the project invoices. Note: The start date must match the earliest date on the 
invoice and the end date must match the latest date. If these do not match, the request will 
be returned for correction. Click Save to continue.  

 



 

The blue arrow shows the “Approval Status” check this to see if the request has been submitted, 
approved or rejected. 

The red arrow points to “DDR Line Items”, click this to add in the reimbursable amounts under 
the budget categories.  

 

Once you have opened the Draw Down Line Item you will click “New DDRLI” 
you will designate whether the invoice is for Construction or Non-Construction, you will enter a 
brief description (you do not need to enter your invoices separately, invoices can be combined) 
and you will enter the Total Invoice Amount. Note: The total invoice amount must reflect the 
amount of all invoices submitted. 



  
Click Save to continue.  
 
Next you will need to print out the Draw Down Request Form. To open the form, click the Draw 
Down Request Form” button located right above the Draw Down section or the top of the page.  

 
 
The form will pre-fill with the information you entered and needs to be signed by the 
Responsible Official. Please ensure form is accurate before submitting.  
(example on the following page) 



 
 
When the form has been signed, you will attach it, along with any invoices and back-up 
documentation. The “Attach File” button is located at the bottom of the Draw Down Request 
page.  

 



Once everything has been attached, click “Submit for Approval”. Note: If you do not click 
“Submit for Approval” the WBC cannot process the request. 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 
Tracking a payment is done through the Wyoming State Auditor’s Office. To track your payment 
search Wyoming State Auditor’s Office or go to http://sao.wyo.gov/home. 
 
From the home page you will click “Vendor Resources” 

 
 
 
From the next screen you will click “Vendor Payments”, located on the right side of the screen 

 
 
 
 
 
 
 
 
 
 



The most accurate filter will be by “Line Amount” 
 

 
 
Enter dollar amount you expect to be reimbursed  
 
Note: WBC will not be able to assist with State Auditor’s Office website related questions.  


