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This training was developed by the Arizona Department of Education (ADE) Health and Nutrition Services
Division (HNS). The content in this training is intended for professionals operating one or more USDA Child
Nutrition Programs in Arizona under the direction of ADE. The information in this training is subject to
change. Attendees are encouraged to access professional development materials directly from the
training library to prevent use of outdated content. 

Disclaimer 



Intended Audience

Objectives

This training is intended for School Food Authorities
(SFAs) operating the National School Lunch
Program (NSLP).

At the end of this training, attendees should be
able to:

TRAINING HOURS
Information to include when documenting this
training for Professional Standards:

Training Title: Navigating Grants
Management Enterprise for Health
and Nutrition Services Grants

Key Area: 3000 - Administration

Learning Code: 3320, 3360

Length: 15 minutes 

be familiar with the Grants Management
Enterprise System;
understand how to navigate the Grants
Management Enterprise system and the
meaning of the system statuses and messages;
and, 
be aware of the fiscal monitoring that will occur
for grant recipients.



Throughout this guide, there will be
comprehension quiz questions to test
your knowledge and help you apply
what you’re learning. Be sure to
review these quiz questions and
answers available within the guide. 

The question mark icon below will
indicate a comprehension quiz
question.

Quiz Time
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Grants
Management
Enterprise
Navigation



What is the role of Grants Management?
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GME Navigation
LEARN THE TERMS!
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1 From ADEConnect, choose View Applications.

2 Select Grants Management.

3

3

GME Navigation
ACCESSING GME

You have now navigated to the GME Homepage!

2

1
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GME Homepage
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On the left side of the homepage, there is a large, dark
blue menu. This menu allows for quick access to all
components of the GME system itself including:

Administration
Reports
Planning Tool
Funding Applications
Entity Information
Grants Management Resource Library

Navigation Menus
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Here is the Entity Information page for
Gilbert Unified District.

The top section provides basic information.

The lower section provides links to pages
associated with that LEA within GME.
Including:

FAs
RRs
Supplements
Holds

Entity Information
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The Grants Management Resource Library contains
documents and links to other resources that are made
available to you and the public related to the funding
application process.

GM Resource Library
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Navigating the Funding Application
In this section, we will dive deeper into navigating the funding application menu
including overviews of:

User Roles
Who can submit a Funding Application?

Status Updates & Approval Cycles
What is the process of submitting a Funding Application from start to
approval?
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LEA Contract Update: Operates similar to the LEA Business Manager role, but cannot provide
approvals.
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External User Roles
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External User Roles



All status changes are done on the Sections page of each Funding Application. We will take a look at
drafting, approving and closing out a funding application. 
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Status Cycle for Funding Applications



Status/Status Change Options
This status change initiates the Funding
Application. 

This status change gives the final approval
and submits the Funding Application to ADE.
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**Starts same as Draft

**Starts same as Draft; available
after close of project 
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Status/Status Change Options



You may encounter Error or Warning messages when
attempting to change the status

Warnings are just a caution but allow the status change to occur

Error mesages MUST be addressed/rectified before the status
can be changed. Common examples of Errors include:

Missing information
Misaligned data
Matematical incongruencies

Error/Warning Message
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Along with Status/Status change options, the Sections
page also allows you to navigate to:

Funding Application (Data Input)
Budget Page
Program Details
Program Narrative Questions Page
Related Documents Page
History Log

Things to Note on the Sections Page

The sections page outlines sections and
pages that nee to be completed before the
Funding Application can be submitted for

approval
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The History Log maintains transparent communication between
ADE and the entity responsible for the FA 

Comments cannot be edited nor deleted once posted; they
are saved as permanent record

Comments can be posted by GME users (C), or generated by
the system based on various triggering events (S)

Comments can also generate Helpdesk tickets when Grants
Management is included in the message

History Log
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Common reasons to create a comment:
Approval/Rejection of FA submission by ADE
Action requested of Entity
Entity inactivity “check in” or “TA suggestion”
Hold placement/removal

Pro Tip: If pre-creating a comment, it is recommended you do
so in Notepad or MS Word; then copy + paste to GME

Important: Avoid adding images & formatted tables. This will
significantly effect the eficiency of GME
Attachments may not be included

Comments
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Contacting ADE via History Log
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The FFVP applications are located in GME which is a
Grants Management application. If you do not have
the GME application in the ADEConnect portal,
contact your Entity Administrator. 

Please note your assigned HNS specialist cannot
assign GME application access. 

Accessing the FFVP and Equipment
Grant Application in GME

Additionally, each GME user must obtain the
applicable GME user role(s) provided by the LEA
User Access Administrator. For technical assistance
when navigating GME, please utilize the trainings
linked below:

GME Navigation Basics
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https://gme.azed.gov/DocumentLibrary/ViewDocument.aspx?DocumentKey=2547365.0&inline=true


Reimbursement Requests (RRs) must be completed and
submitted online through GME at least once a month, with the
option to submit them up to two times monthly. The Grants
Management Team will review and approve these requests.

Required Documentation for Each Submission:

For RRs that are equal to or exceed 20% of the total award:
A justification comment in the History Log
An Expenditure Summary Report
Invoices that support the claim

Reimbursement Requests
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Revisions to a budget narrative should follow the same
narrative guidance as when crafting the original. LEA’s only
need to make the adjustments necessary to align to current
budge needs.

Please note: Budget revisions cannot be started, nor completed
after the project end date.

Be sure to collaborate with your Program Area specialist to
review your budget and determine if revisions are necessary.

*Optional*: LEA’s may use formatting differences to track their
own adjustments to their budget narratives (such as bold,
different colors or indicator words like “new”), but there is not a
formatting requirement to differentiate revisions from original
narratives. 

Budget Revisions
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HNS issued Memorandum HNS 10-2025, Guidance on Claiming
One-Time Exemptions for Late Reimbursement Claims Under
USDA Child Nutrition Programs.  

RRs must be submitted and approved in GME no later than 60
days following the last day of the full month covered by the claim.

RRs submitted after the 60-day deadline will not be paid out
unless a valid exception is granted.

One-time exception: an SFA may request a one-time
exception every 36 months for one monthly claim submitted
after the 60-day deadline when the lateness is due to reason
within the control of the SFA

Reimbursement Guidelines
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ADE requires all operators of the FFVP to complete and submit a
completion report (CR) online in GME. CRs may be completed
one day after the Program end date and are due 90 days after
the Program end date. 

CRs are reviewed and approved by the Grants Management
Team.

Documentation Required:

Expenditure Summary Report

Completion Report
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An Expenditure Summary Report (ESR) is a report from
your organization’s accounting system. It is required for
all CR submissions and RRs ≥ 20% total award.

Summary reports from QuickBooks or Visions are
examples of acceptable documentation.

For more information, check out the ESR resource online
here.

Expenditure Summary Report
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SECTION 2

Grants Management
Fiscal Monitoring



Fiscal Monitoring done by Grants
Management differs significantly from
Programmatic Monitoring.

Fiscal Monitoring is done for all grants
within a specified Fiscal Year.

Please note: At this time, ESSER II and
ESSER III are also being monitored.

A Fiscal Monitor from ADE does not come to
your site. The entire monitoring is done via
GME.

Fiscal Monitoring
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During a Fiscal Monitoring, all Fiscal Year grants as well as your organizations Policies and Procedures
will be requested and reviewed.

The Policies and Procedures your organization will be asked to provide are:
Time and Effort
Travel
Procurement
Asset Management
User Access
Conflict of Interest (if not included in your Procurement policy)

Policies and Procedures should:
Have your organizations name or letterhead
Be dated (implementation, revisions, reviews)
Be aligned to Federal Regulations
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Fiscal Monitoring



TECHNICAL ASSISTANCE

Findings are assessed in 3 categories:

Internal Controls
Expenditure Report and Completion Report don’t
reconcile
Missing or incomplete policies and procedures 

Questioned Costs
Have a specific dollar amount
Funds do not have to be returned to ADE

Disallowed Costs
Have a specific dollar amount
Funds must be returned to ADE

Fiscal Monitoring 
Findings Categories

Your Fiscal Monitor may also provide you with Technical
Assistance (TA). This is an opportunity to receive information
to implement best practices!
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True.

False.

A

B

Quiz Time
True or False. When planning a snack menu for the ASCSP, weekly requirements must be met.

Quiz Time
True or False. All grant recipients will receive an on-site fiscal monitoring visit by ADE. 



Quiz Time

B

Quiz Time

Fiscal Monitoring is done for all
grants within a specified Fiscal Year.
However, a Fiscal Monitor from ADE
does not come to your site. The
entire monitoring is done via GME.

True.

False.

A

B

True or False. When planning a snack menu for the ASCSP, weekly requirements must be met.True or False. All grant recipients will receive an on-site fiscal monitoring visit by ADE. 



CONTACT US

602-542-8700

www.azed.gov/hns

HelpDesk

If you have a question or require additional
assistance, please contact your assigned
specialist or contact HNS.

https://www.azed.gov/hns
https://helpdesk.azed.gov/


Congratulations
How to Determine Adult Meal Prices Using the
Adult Meal Pricing Tool

Information to include when documenting this
training for Professional Standards:

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it. 

Training Title: 
Navigating Grants
Management Enterprise
for Health and Nutrition
Services Grants

Key Area: 3000 -
Adminstration
Learning Code: 3320, 3360
Length: 15 Minutes



Certificate
Requesting a training certificate
Please click the button to complete a brief
survey about this online training. Once the
survey is complete, you will be able to print your
certificate of completion from Survey Monkey. 

Information to include when documenting this training for Professional Standards:

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it. 

Training Title: 
Navigating Grants
Management Enterprise
for Health and Nutrition
Services Grants

Key Area: 3000 - Adminstration
Learning Code: 3320, 3360
Length: 15 Minutes

Take Survey

TAKE SURVEY

https://www.surveymonkey.com/r/upliftrecordedwebinar
https://www.surveymonkey.com/r/OnlineHowToGuides


In accordance with federal civil rights law and USDA civil rights regulations and policies, the
USDA, its agencies, offices, employees, and institutions participating in or administering USDA
programs are prohibited from discriminating based on race, color, national origin, religion, sex,
disability, age, marital status, family/parental status, income derived from a public assistance
program, political beliefs, or reprisal or retaliation for prior civil rights activity, in any program or
activity conducted or funded by USDA (not all bases apply to all programs). Remedies and
complaint filing deadlines vary by program or incident.

Persons with disabilities who require alternative means of communication for program
information (e.g., Braille, large print, audiotape, American Sign Language, etc.) should contact the
state or local agency that administers the program or contact USDA through the
Telecommunications Relay Service at 711 (voice and TTY). Additionally, program information may
be made available in languages other than English.

To file a program discrimination complaint, complete the USDA Program Discrimination
Complaint Form, AD-3027, found online at How to File a Program Discrimination Complaint and
at any USDA office or write a letter addressed to USDA and provide in the letter all of the
information requested in the form. To request a copy of the complaint form, call (866) 632-9992.
Submit your completed form or letter to USDA by:

1.Mail: U.S. Department of Agriculture, Office of the Assistant Secretary for Civil Rights, 1400
Independence Avenue, SW, Mail Stop 9410, Washington, D.C. 20250-9410;

2.Fax: (202) 690-7442; or
3.Email: program.intake@usda.gov.

USDA is an equal opportunity provider, employer, and lender.

https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
mailto:program.intake@usda.gov
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