
V. 20120917TK 

 

 

 

 

 
 

 

 
GRANT PAYMENT SYSTEM 

(GPS) 
 

 
QUICK START GUIDE 

 

 



2 
 

 

ACCESSING GPS 

The Grant Payment System can be accessed through the following URL: 

https://cdeapps.cde.state.co.us/CDEAccess/login.jsp 
 
Once the user has accessed the URL he/she will arrive at the ‘Colorado Department of Education – Single 
Sign-On’ page.  The user is prompted to enter his/her Username and Password.  
 
BASIC NAVIGATION 

A menu bar provided at the top of the screen provides easy navigation through GPS.  

Note: Not all menu items will be available to all users.  Your screen may vary slightly from the screen 
prints below. 

 

 
Grant Search Menu 

Selecting Grant Search followed by Search will populate a list of grants associated with the user’s District 
and/or Administrative Unit.   

 

 

https://cdeapps.cde.state.co.us/CDEAccess/login.jsp
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Grantee List Menu 

Selecting Grantee List will provide total allocations associated with the user’s District and/or Administrative 
Unit.   

 

 Select ‘grantee projects’. 

 

 The Grantee Projects page. 
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Selecting a particular grant, allows the user to add a Grantee Project Contact for the chosen grant as 
well as populating the Project Period and Budget Period information.   

Selecting ‘view budget’ next to the correct fiscal year under the ‘Budget Period’ section, after clicking 
on the grant, allows the user to view the approved budget by Budget Period. 

Selecting ‘funds request’ next to the correct fiscal year under the ‘Budget Period’ section, after clicking 
on the grant allows the user to create a Request for Funds. 

Selecting ‘signovers’ allows the user to view Signover History. 

 

Reports Menu 

Selecting Reports offers a list of available reports. 

 
System Administration Menu 

Selecting System Administration provides the District Administrator with the ability to add or modify Grant 
Access and add or modify Contacts. 

 
ASSIGNING GRANT ACCESS 

As a District Administrator you may assign or remove Grant Access to those with Grant Manager or Read-Only 
Security.   

1. Select System Administration from the menu bar followed by the Grant Access tab.  

 

2. Select a Grant System User from the drop down box.   

3. Check the box associated with the grant for which you are adding access.  

4. Select . 
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REVIEWING BUDGETS 

1. Select Grantee List from the menu bar (refer to page 3).       

2. Select grantee projects.   

 

3. At the bottom of the Grantee Projects page, choose a grant and then choose ‘view budget’ by fiscal year. 

 

 

REVIEWING PREVIOUS REQUESTS FOR FUNDS 

1. Select Grantee List from the menu bar (refer to page 3).   

2. Select grantee projects.   

 

3. At the bottom of the Grantee Projects page, choose a grant and then choose ‘funds requests’ by fiscal 
year. 

 

4. Previous funds requests will be listed at the bottom of the Grantee Funds Requests History page. 
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CREATING A REQUEST FOR FUNDS  
Note: Refer to the Grantee Search Menu section on page 3 to access the ‘Funds Requests’ link 
 
ENTERING / UPDATING CONTACT INFORMATION AT THE GRANT LEVEL 

Note: In order to submit a request for funds for approval, the contact information must be completed for each 
grant being submitted. 

1. On the Grantee Projects page, click the Grant for which you will be entering a request for funds. 

 

2. Verify the correct grant information is listed and enter or update the Grantee Project Contact information.  
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ACCESSING THE REQUEST FOR FUNDS SCREEN 
 
Note: Refer to the Grantee List Menu section on page 3 to access the ‘Funds Requests’ link 
 
1.  After clicking the ‘funds request’ link for the appropriate grant, select an available Budget period from the 

dropdown box. 

 

2. The screen will be updated with Budget Status information. 

 

3. Click on the ‘Create a Funds Request’ icon. 
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THE REQUEST FOR FUNDS SCREEN AT A GLANCE (Screens may vary between grants) 
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NAVIGATING THE FUNDS REQUEST PAGE 

1. The Summary section at the top of the New Request page contains: 

a. Financial information pertaining to the grant such as Remaining Current Year Allocation and 
Remaining Carryover from Prior Years. 

b. Buttons to Calculate, Save and Submit the request for funds. 

c. A field to enter Anticipated Expenditures. 

d. The Total Amount of Current Request 

 

2. The lower section of the New Request page is the Funds Request Worksheet containing line item 
information, such as Budget, and a Total Expenditures to Date column for entering line item 
expenditures. 
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COMPLETING A REQUEST FOR FUNDS 

1. Enter the Total Expenditures to Date, by line item on the Funds Request Worksheet. 

 

 

2. To check the math at anytime, click the Calculate button in the Summary section at the top of the page. 

 

Important:  In the event of a system time out due to lack of activity, your entries will not be 
saved if you have not clicked the ‘Save Request’ button located in the Summary section at 
the top of the screen, directly below the ‘Calculate’ button. 
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3. At any time, if you need to undo the work you have done on the request, the Reset Cells button 
in the center of the New Request page will revert all totals in all fields back to the amounts which 
appeared prior to any data entry.  The Clear Cells button will set all values in the Total 
Expenditures to Date column to zero. 

 

4. Enter any Anticipated Expenditures in the field provided in the Summary section at the top of 
the page. 

  

 

Note: Any Anticipated Expenditures entered on a current request for funds must be allocated 
to the appropriate line items when submitting the next request for funds for the same grant.  
A message will appear in red indicating that Anticipated Expenditures were included in the 
previous request and must be allocated to the appropriate line items. 

5. Calculate the request to verify the amounts entered. 

 

6. Save the request. 
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7. Once completed, submit the request to CDE for approval. 

 

 

Important Notes: 

1. Only one request for funds can submitted at a time for the same grant.  The system will not allow 
another request to be entered until the most recent request has been submitted and approved for 
payment. 

2. The Fund Request History section (see REVIEWING PREVIOUS REQUESTS FOR FUNDS on 
page 5) shows the current status of a request.  Status types include: 

a. Pending – request has been submitted, but has not yet been approved for payment by 
CDE. 

b. Entry – request has been entered and saved but has not yet been submitted for 
approval.  The request cannot be processed and paid until it has been submitted 
for approval. 

c. Approved – request has been reviewed by CDE and approved for payment. 

 


