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Click drop down 

box for district, 

type in User ID, 

and Password and 

click Logon.
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8/9/20103

Click on program to 

complete Final 

Expenditure Report for 

ARRA, Formula Grants, 

Competitive Grants, or 

Payments without 

Online Apps.



8/9/20104

Click on radio button of last approved 

Amendment, which is Amendment #3. 

Then click on Payments button



8/9/20105

Click on View Cash 

Requests/Expenditure 

Reports button.



8/9/20106

Select program from drop down box.  Create Expenditure Report at bottom of page if 

it has not already been created.  If it has, click on 

radio button next to Expenditure Report 1 and 

then click on Open Expense Rep.



8/9/20107

Make sure Grant Award Allocation and Approved Budget 

are the same.
Insert Accumulated 

Expenditures to Date.

Insert Expenditure 

Period End Date.  

Will always be 

9/30/YY.

Check Final 

Expenditure Box.

At submission,  WDE 

Completed Payments Total 

and Summary Page Total 

should be same amount., 

unless carrying over funds.  



Difference between Final 

Approved Budget and 

Accumulated Expenditures to 

Date is Carryover, which is 

$196.
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8/9/20109

To check Carryover, 

after the next year’s 

grant application is 

approved, click on radio 

button and create new 

Amendment.



Click on Funding Tab.
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8/9/201011

Carryover shows up 

under Prior Year 

Funds on the 

Carryover line.

Original allocation is 

$105,860, reallocated funds 

of $138, plus $196 in 

Carryover for a grand total 

of $106,194.



Total funds available for budgeting 

for Title II-D.
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Click drop down box under Application Sections in 

upper right hand corner and select program.  Click on 

Program Detail Tab and complete page if needed.  But 

if you are only budgeting funds, then you only to 

complete the Budget Pages.
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Budget Detail page will tell you Total Allocation Available for Budgeting.
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Allocation Remaining box at bottom of Budget 

Detail Page should be 0 if budgeted correctly.
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Budget Summary Page summarizes series totals from Budget Detail Page.

Totals from Budget Detail Page.

Series total amounts SHOULD NOT

be less than funds that have already been 

requested and drawn.  Check Payment 

Summary Page and/or individual cash 

requests.
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If amendment is complete, click 

Amendment Description Tab 

and complete page.
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Complete Amendment Description, Save Page and 

submit to WDE for approval.
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8/9/2010

Application Select Page will indicate that the Amendment has been 

submitted to WDE with date submitted.



Cash Request/Expenditure Report Menu Page shows Status of 

Expenditure Report and Status Date.
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When an Expenditure Report 

is returned for changes,  click 

on the radio button next to 

Expenditure Report 1 and click 

on Review Summary.
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Click on the radio button next to the rejected line and 

click on Review Checklist.
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Comments Box appears.
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Additional Comments on Expenditure Reports

•Make sure the GMS site allows pop-ups.  (Turn on pop-up blocker

under Tools.)

•Do not click on the back arrow icon as it will knock you out of GMS. 

Always follow the blue links on the upper right hand side of page.

•Districts are allowed to draw up to 10% over per series, not to exceed

the Grant Allocation.  If 10% is exceeded in a series, an amendment will

need to be created in order to re-budget funds.

•Recap Section - Grant Award Allocation and Final Approved Budget

should be same amount.  If it isn’t, an amendment should be completed

to bring budgeted figure in line with the allocation.
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•Final Expenditure Report should act as your last cash request.  Do not submit a

cash request and then turn around and submit your Final Expenditure Report.

•Title 1 has a 15% cap in carryover and Title IV has a 25% cap in

carryover.

•When a Final Expenditure Report is approved, the difference between the

Accumulated Expenditures to Date and the WDE Completed Payments will be

sent immediately to the vendor the next batch processing date.  The Payment

Due LEA appears on the bottom of the Final Expenditure Report.

•The difference between the Accumulated Expenditures to Date and the Final

Approved Budget will be the Carryover.  This figures does not currently appear

on the Final Expenditure Report but the next MTW update, due soon, adds

the carryover figure to this report.

•Expenditure Period End Date is mainly for the Title 1 and Title IV programs

because of the  carryover cap.  All other programs, except Perkins, can carryover

100% of their remaining funds but the 9/30/YY date still needs to be inserted

into report when submitting.
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•Final Expenditure box has to be checked before submitting.  If it isn’t, report

will be rejected back to vendor with a note in the comments box.  Checking

this box will tell program to carryover remaining funds to the next year’s

application.


