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Accessing the Grants Management System

To access the Grants Management System users must first log into 

the ADEConnect portal found at http://www.azed.gov/

If unable to access ADEConnect, contact your organization’s  

Entity Administrator or ADESupport at 602.542.7378



After logging 
in, click on the 
Organization 
Name link

Accessing Your Organization

If the desired Organization 

is not displayed, contact 

your organization’s 

assigned LEA User 

Access Administrator.



Accessing Your Organization

The Entity Information

page displays general 

organization information

Page also provides 

quick links to 

frequently used 

functions



User Role Requirements

• The only role required for the completion 

reports is the LEA Business Manager

– the LEA Business Manager can initiate, edit, and 

submit the Reimbursement Requests.

– Users unable to access Completion Reports should 

contact their organization’s LEA User Access 

Administrator



Before You Begin

Ask yourself:

Is my application in Director Approved status?
If not, you will not be able to initiate a request

Are you prepared to enter all YTD expenditure information?
If not, please verify that the expenditure information is  
cumulative for the entire fiscal year to date

Are any supplemental documents required for this request?
Some grants may require supporting documentation, such as 
invoices, to be uploaded with requests; if unsure, contact 
Program Area specialist for guidance



Where are Reimbursement Requests?

Reimbursement Requests cannot be created until the Funding 

Application is approved 

Reimbursement 

Requests are accessed 

from the main menu



Reimbursement Request Access

Click on the Grant 

Name to access

Select the Fiscal 

Year and the 

Funding Application

Page will display 

current fiscal 

summary



Project Summary Page & Reimbursement Requests

Click to create a 

new request

All pending and prior 

Reimbursement Requests 

are listed here



Reimbursement Request Sections Page

Return to Sections page after completing Expenditure Details page and 

update additional pages as applicable

Utilizes the same 

navigation functionality 

as the Funding 

Application Sections 

page

To begin, click on 

the Expenditure 

Details



Expenditure Details Page

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

Update page with YTD expenditures for approved budget line items

Hover over the cell to see the 

approved budget amount

Amounts from 

previous request(s) 

are automatically 

populated



Navigating the Reimbursement Request

Complete all applicable components before submitting the 

Reimbursement Request

Hover over “Save and Go 

To” to save the data and 

navigate to the next page 

to completed or return to 

the Sections page



Request Page

When requesting 10% or more of your Allocation, you’ll need to enter a 

justification comment in History Log; 

For 20% or more, enter justification in History Log and upload expenditure 

documentation in Related Documents (e.g. reports from accounting 

system, receipts, etc.)

System populates most fields, including data 

entered by the LEA Business Manager on the 

Expenditure Details page



Request Page – Fiscal Summary

Date selected becomes the “Request Period” date found on the Project 

Summary page

“Fiscal Information as Of” 

date must be selected from 

the calendar



Request Page – Fund Request

Do NOT enter Advance Amount or enter a date in Advance Period if only 

expenditure reimbursement is being requested

Total Amount 

Requested is 

automatically set to 

the deficit amount



Request Page – Advance

Advance Amount and Advance Period (future) must be entered in Fund 

Request

Justification of Need needs to be provided for Advance Amount in 

excess of 10% of Available Budget and/or when Cash Balance on Hand 

exceeds 10% of Available Budget



Related Documents & Assurance Sections

The Related Documents page must be reviewed for documents that may 

need to be submitted with request

The Assurances page must be reviewed; questions should be directed to 

the Program Area



Validation Messages

➢ Review Validation messages before attempting status change to Draft 
Completed

Click on the 

Messages link to view 

Validation Errors and 

Warnings



Validation Messages Types - Errors

Reimbursement Request cannot be submitted until 

Error is cleared; click on the Messages details link to be 

directed to the error location



Validation Messages Types - Warnings

A Warning calls attention to items which may need to be 

addressed, but do not prevent submission; verify that the 

Warning does not require attention



Submission Process

Draft Started Draft Completed
LEA Business 

Manager 
Approved

The Related Documents page must be reviewed for documents that may 

need to be submitted with the request



Things to Remember

Don’t Forget:

Reimbursement Requests cannot be submitted after project 
end date; final disbursement (based on expenditures vs cash 

received) will take place on Completion Report approval

Do not enter Advance information in Fund Request section of 
Request page if only expenditure reimbursement is being 

requested

Verify that supporting documents, such as invoices, time 
reports, etc. are uploaded to Reimbursement Request Related 

Documents page, if applicable



Test your Knowledge

Where do I find the Reimbursement Request?

In the Funding Application

In the Entity Information

In the LEA Document 
Library



Where do I find the Reimbursement Request?



Who can initiate a Reimbursement Request?



Who can initiate a Reimbursement Request?



Questions?



Need assistance?

Grants Management 
Resource Library

Program Area & Grant Information

User Reference Guides

Grants 
Management Staff

Grants Management Hotline                               
602-542-3901

Grants Management Email                     
grants@azed.gov

ADEConnect

ADESupport Call Center                                                        
602-542-7378

ADESupport Email                     
adesupport@azed.gov

mailto:grants@azed.gov
mailto:grants@azed.gov

