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Reimbursement Requests 



Agenda 
• Reimbursement Requests Initiation 
• Reimbursement Requests Entry Page 
• Project Summary Page 
• Creating Reimbursement Requests 
• Expenditure Details Page 
• Request Page 
• Related Documents 
• Validation – Error and Warning Messages 
• Submitting Request 
• Request and Payment Status 
• Creating Subsequent Reimbursement Requests 
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Reimbursement Requests Initiation 
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Your LEA Name  & CTDS Number Here 

• Locate 
“Reimbursement 
Requests” menu 
option on main 
menu to be directed 
to Reimbursement 
Requests Entry Page 



Reimbursement Requests Entry Page 

• Choose FY and Funding Application  
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Your LEA Name  & CTDS Number Here 

• Choose Grant  

  



Reimbursement Requests Entry Page 

• Available Budget: Lesser of Approved Budget and Pending 
Allocation 

• Total Available Amount: Factors in Funding % of Allocation 
Sources 

• Net Available Amount = Total Available – Received Amount 
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Your LEA Name  & CTDS Number Here 

 



Project Summary Page 
• Displays general project information 
• List of Requests for this grant 
• List of Adjustments for this grant 
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Your LEA Name  & CTDS Number Here 

 



Create Reimbursement Request 

• Requests cannot be created 
until funding application is 
approved 

• One active request per 
LEA/Grant/FY combination 

• Select “Expenditure Details” to 
enter expenditures and 
automatically populate  
Request Page amount 
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Expenditure Details Page 
• Report YTD Expenditures by Object and Function Codes 
• Only displays rows and columns that contain approved budget amounts 
• System validates expenditures against approved budget 
• Hover on cell to see approved budget amount 

 
 
 
 
 
 
 
 

• Disabled cells where no approved budget exists 
• Automatically populates expenditures from previous request; just  

update cells that have changed 
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Your LEA Name  & CTDS Number Here 

Budgeted Amount:   40,000.00 
Funds Requested:    10,000.00 
Amount Remaining:  30,000.00 
   

 



Expenditure Details Page 
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• “Save And Go To” saves all data   

Your LEA Name  & CTDS Number Here 

- Select “Request” to view Request Page 

  



Request Page 
• System knows and automatically populates most fields: 

 

- Allocation                - Available Budget            - Cash Received 
   
- Cash Basis Expenditures           - Cash Balance on Hand        - Cash Available  
(populates from previous page) 
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Your LEA Name  & CTDS Number Here 



Request Page – Fiscal Summary 

• Fiscal Information date does not automatically 
populate 
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• “Fiscal Information As Of” field cannot be empty; 
enter applicable date 



Request Page - Amount 
• Request Amount automatically set to the deficit 

amount 
 
 
 
 

 
– Do NOT enter Advance Amount if only expenditure 

reimbursement is being requested 
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Request Page - Advance 
• System allows LEAs to request an advance 

– Gives validation Warning that Advance payments not generally 
allowable 
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- Enter Advance Amount Justification of Need only if Advance is being requested; no justification required for expenditure reimbursement 
 

- Information entered in this field if no Advance is being requested generates validation ERROR, preventing  Reimbursement Request from 
being submitted 

• “Justification of Need” section to be completed only if an 
Advance, not an Expenditure Reimbursement, is being 
requested 
 



Related Documents 

• ADE may require or allow LEA to upload backup 
documentation, as applicable, detailing their 
expenditures 
 

– Validation Error when Required Document is not uploaded; 
Reimbursement Request cannot be submitted until corrected 
 

– Validation Warning when Optional Document is not uploaded; 
Reimbursement Request ok to submit 
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Validation Message Review 

• Prior to submitting 
request -                  
Save and Go To 
“Sections”                    
to review             

    Validation Messages 
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Your LEA Name  & CTDS Number Here 

 



Validation 

• View Messages for individual sections or select All       
Messages to view Validation Errors and/or Warnings 
for all sections 
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Your LEA Name  & CTDS Number Here 



Validation Message Types - Errors 
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• Validation Error                                                                                    
– Reimbursement Request cannot be submitted until error is 
corrected 

Your LEA Name  & CTDS Number Here 

     – Clicking on message details will direct user to Error source 



Validation Message Types - Warning 
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• Validation Warning                                                                                   
– Ok to submit Reimbursement Request                                                
– Warning message calls attention to items which potentially 
need to be addressed; verify that Warning item does not 
require attention 
 

    – Clicking on message details will direct user to Warning source 

Your LEA Name  & CTDS Number Here 



Validation Process Summary 
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Your LEA Name  & CTDS Number Here 

Approved Budget:   40,000.00 
Funds Requested:  45,000.00 
Amount Remaining: -5,000.00 

Your LEA Name  & CTDS Number Here 



Submitting Reimbursement Request 

• After reviewing Validation Messages and correcting 
all Errors, Save and Go To “Sections” 
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Your LEA Name  & CTDS Number Here 



Submitting Request – Change Status 

• “Request Status” – Current Request status 
• “Change Status To” – Choose action to update status 
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Your LEA Name  & CTDS Number Here 



Submitting Request –                          
LEA Business Manager Approval 
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• After confirming status change to Draft Completed,      
LEA Business Manager will choose action to update status 

Your LEA Name  & CTDS Number Here 



Submitting Request to ADE  

• LEA acknowledges understanding of and agrees to be 
bound by Assurances  
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• Change status and submit to ADE by clicking 
“Confirm” 
 

Your LEA Name  & CTDS Number Here 



Submitted Request -                     
Pending ADE Approval 

• Current Request Status LEA Business Manager Approved – 
Pending ADE Grants Management approval  
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• Status of submitted Reimbursement Request can be 
monitored in Project Summary 

Your LEA Name  & CTDS Number Here 



Project Summary –                    
Reimbursement Request Status 

• Current Request 
Status and Status 
Date are posted in 
Project Summary 
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• Request can be viewed by clicking on 
Request Period date; all subsequent 
Requests for project will also be listed here 

Your LEA Name  & CTDS Number Here 



Reimbursement Request –         
Payment Pending 
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• All status changes implemented at ADE 
• All sections may still be viewed and/or printed by LEA 

Your LEA Name  & CTDS Number Here 



Reimbursement Request -        
Payment Status 
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• With ADE Grants Management Approval, Request status is 
moved to “ADE Accounting System Accepted” 

• A New Reimbursement Request can only be created once 
current request has been paid 



Create New Reimbursement Request 

• Identical to process for original Reimbursement Request 
• Click “Confirm” to change the status 
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• Update expenditure details with current data and follow 
validation and submittal process as with original request 

Your LEA Name  & CTDS Number Here 
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