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SPECIFIC GRANT CONDITIONS FOR PAYMENTS 
 
 
THE G5 PAYMENTS MODULE  
 
Payments under this award will be made through the G5-Payments module of the U.S. Department of 
Education's (Department) electronic payments system. The G5 Payments module within the Education 
Central Automated Processing Systems (EDCAPS) is administered by the Office of the Chief Information 
Officer, Financial Systems Services. 
 
The internet address for G5 is https://www.g5.gov.  To access the G5 Payments module, you must first 
have a G5 User Id and Password. You will need to request a G5 User Id and Password from the 
Department of Education by submitting an External Access Security Form. This form is electronically 
available during online registration under "Not Registered? Sign Up", when you access the website.  The 
Department will issue G5 User IDs and Passwords to those individuals authorized by the payee to access 
G5 to request funds and report expenditures. User IDs and Passwords cannot be faxed or given over the 
phone, and may not be shared by multiple users. The External User Access Request Form must be 
completed and mailed to the following address: 
 

U.S. Department of Education 
Office of the Chief Information Officer 

Mail Stop – 4138 
Attn: G5 Functional Application Team 

400 Maryland Avenue, SW 
Washington, DC 20202 

 
New grantees will be requested to provide pertinent information before they may begin requesting 
funds.  Information to be provided includes: 
 
• Designation of payee; 
• Payee contacts and mailing addresses; 
• Depositor account information; and 
• Individuals authorized by the payee to access G5 to request funds - these  

individuals will be provided User IDs and passwords to access G5. 
 
The payee is the entity identified by the grantee to handle the financial aspects of the grant 
(e.g., request payments, report expenditures, etc.).  While a grantee may designate an entity to be its 
payee, alternatively, a grantee and payee may be the same entity.   
 
Payees may begin requesting funds for the grantee once their award authorization is entered into G5 
and the award start date is reached. 
 
A copy of the Department of Education G5 Training Guide (Guide) is available on the G5 website at the 
“Help” link. The guide provides detailed instructions on all electronic payment processes.  If you are not 
Internet capable, please contact the G5 Hotline at toll free 1 (888) 336-8930 to request a hard copy of the 
Guide. 

 
 

Page 11 of 34



 

 

GRANT ATTACHMENT 1 
                                                                                                                        PAGE 2 OF 2 
 
 
REQUESTING FUNDS USING THE G5 MODULE 
 
Payees can access the G5-Payments Module on-line to request funds.  To access the G5 Payments Module, 
payees need a Web browser (such as Microsoft Internet Explorer) and Internet connectivity.  Payees will 
request funds by award using the PR/Award Number found in Block 5 of the Grant Award Notification.  
Instructions for navigating through the G5-Payments screens to make a payment request are given in the G5 
Training Guide and in the G5 On Demand training located under the “Help” link.  Instructions for modifying 
payment requests, adjusting drawdown amounts, and viewing award and authorization histories are also 
included in the Guide. 
 
Those payees who do not have the technology to access G5-Payments on-line may request funds by 
calling ED's G5 Hotline by at 1-888-336-8930.   
 
AWARD INFORMATION 
 
Payees can get information on this award on-line, or by calling ED's G5 Hotline Staff at 1-888-336-
8930. 
 
 On-Line: 
 

Payees may access G5 via the Internet at https://www.G5.gov to retrieve and view information on 
their awards, such as: 

• Net authorization and authorization history; 
• Net draws; 
• Available balance; 
• History of pending and completed payments; 
• Award status; and 
• Award history - including detailed transactions on drawdowns, returns, refunds, and adjustments. 
 
 ED's G5 Hotline Staff: 
 
Payees can contact a G5 Hotline Staff for information on any award.  Because award information is 
organized in G5 by a unique identifier - the Dun & Bradstreet Number (DUNS Number) - payees should 
have their DUNS number, identified in Block 8 of the Grant Award Notification, available when 
contacting a G5 Hotline Staff Representative. 
 
FINANCIAL REPORTS: 
 
When a Payee requests a drawdown of funds by grant award, the Department records this drawdown as 
an expenditure against the specified grant award.  This method of identifying expenditures, at the time 
of drawdown, and the capability to make adjustments on-line, eliminates the need for the submission of 
the Federal Cash Transactions Report Form 272. Thus, additional financial reporting generally will not 
be required, unless otherwise specified by ED.                                                
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