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Reimbursement Request Quick Guide 
Reimbursement Requests (RR) are the process by which funds are drawn down from a 
Director-approved Funding Application. 

Before getting started, ensure you have the necessary access to ADE Connect and Grants 
Management Enterprise (GME). Please visit the GME Grants Management Resource Library 
page to review resources on User Roles and User Access Administration.   

 

Process Outline 
1. Click Reimbursement Requests in GME 

located on the left blue menu. 

 

 

 

 

 

 

 
2. Use the drop-down menu to 

select the fiscal year and 
grant. Then, click the grant 
name hyperlink. 
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3. You will be directed to the Reimbursement Request Summary page. It is highly 
recommended to review the Program Information section regarding the project’s 
substantially approved date (applicable to federal grant), project begin date, project end 
date. 
 

 
 

4. Click the link Create New Reimbursement Request located underneath the Program 
Information section. 
 
Please note, one fiscal action per Funding Application/Award is allowed at a time. Reimbursement 
Requests can be initiated once the previous reimbursement status is in “ADE Accounting System 
Paid”. 

 

 
 
5. Hover over Go To and select Expenditure Details. Use 

your accounting system’s unedited Expenditure 
Summary Report to input the most current year-to-date 
expenditure for the grant in the editable fields.  

Click Save and Go To to save your progress.  
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6. If your request is 20% or greater of the allocation, an unedited Expenditure Summary Report 
from your accounting system is required.  
 
To upload your document, hover over Save and Go To and select Related Documents.  
 
You will be uploading your document under the Expenditure Summary row.  
Upload your document by clicking the “Upload New” link located in the Document/Link 
column.  

 
If applicable, upload any additional documentation, such as a Crosswalk Document (Non-
Public District entities only), in the appropriate rows under “Other”.   
 
Please note, some grants require an Expenditure Summary Report for each Reimbursement Request 
submission. Please check the grant requirement prior to submitting your RR.  
 

7. Next, hover over the Go To button and click Request.  
 
Under the Fiscal Summary section, click the calendar icon to input the Fiscal Information 
As Of date. Click Save and Go To to save your progress. 

 
8. If applicable, address special items in the History Log by hovering over Go To and selecting 

History Log.  
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If needed, there is also an option to add a History Log comment by clicking Create 
Comment. Visit the GME Grants Management Resource Library for additional resources on 
History Log and Creating Comments.  

 
9. Submit for Grants Management Review.  

Hover over Go To and select Sections.  

 

 

 

 

 

 

Change the status by clicking the link Draft Completed next to Change Status To.  

 

 

 

 

 

 

 



 

Page | 5  Created April 2025  
 

The next step is for the Business Manager to review and approve the Reimbursement 
Request. Once they have reviewed it, the Business Manager will change the status by 
clicking the link, LEA Business Manager Approved.   

 
 

 

 

 

 

Need Assistance?   
 Grants Management System (GME)  Help Desk Support Ticket  

Phone: 602.542.3901    

Opt 1-Technology, Opt 2-Processing, Opt 3-Monitoring  https://helpdeskexternal.azed.gov  

 

 

 

https://helpdeskexternal.azed.gov/

