
27b Reimbursement Instructions  

 

1. Go into the Nexsys System 

2. Go to Administration 

3. Find Account Administration > Fund Request 

4 Fill in the search box  

• Agreement number is your 5 digit district code 

• Project number is 20231 

• Program Number is 232423 

Once that is filled out you should see the action to execute and your district information with the grant 

listed as ARP Grow Your Own Program as well as the total award and how much is available to request. 

 

 

If you need more information please view the information on the next page 

which is taken from the Nexsys help instructions.  

NexSys (michigan.gov) 

 

 

https://www.michigan.gov/mde/services/financial-management/grants/nexsys


 

 

NexSys Accounting – Payment Request Training Guide 

Fund Request Report 

Before requesting funds from NexSys, you will need to run a Fund Request Report 

to see all your Entity’s available grants/projects.  From this report, the Agreement 

Number/Recipient Code, Program Number and Project Number will be needed for 

each fund request:  

 

 

Go to Reports > External Entity Report > Fund Request 

NOTE: You will need to know your agreement number! 

Enter Agreement Number/Recipient Code, Click Search 

Scroll to the bottom of the report and make sure All is selected for items per page. 



 

 

 

  

Scroll back to the top of the report and click Export to Excel. 



You will need these results available to you for the remaining steps that follow.  

 

 

Fund Request 

To draw funds from NexSys (formerly drawn within the Cash Management System 

(CMS)):

 

Go to Administration > Account Administration> Fund Request  

• Fund requests must be entered one at a time for each program number.  

• Use the information from the Fund Request Report (see above) to request 

funds 

• Enter the information exactly as it is on the report 

  



Enter Agreement Number, Program Number, Project Number, and click the Search 

button.  

 

 

 

 

After entering all three required fields, click the search button, the Matching 

Records Box will populate. 

Review the results, and if correct, check the select box and go up to Action to 

Execute. 

Action to Execute: 

• Enter the Interim Cumulative Expenditure Amount. 

• If the district chooses to use the revenue code, place the appropriate 

revenue code in the box. 

• Click Save 

• In the Matching Records you should see the Current Cash Request amount 

with a pending status. 

 



 

 

 

 

Follow steps 3, 4, 5, and 6 for each fund request.  

To delete a pending payment, search for the payment by entering the Agreement 

Number, Grant Number, and Project Number in the Search Criteria Box and click 

“Search.” 

In the resulting “Matching Records” list, click on the box next to the agency name 

with the corresponding Current Cash Request you wish to delete. 

 

In the “Action to Execute” box, use the dropdown to choose yes under “Delete” and 

click “Save”. 

The “Matching Records” list results will now remove the current cash request and 

the pending status. 



 

 

 

Certifying Fund Request 

Once fund requests are made, they must be certified for MDE to pick them up in the 

payment process.   

 

Go to Accounting Administration > Certifying Fund Request 

In the Search Criteria box, enter the Agreement Number (district code) and click 

Search. 

 

Scroll down to the Matching Records panel, review the results, and check the select 

box and go up to Action to Execute if the total amount is correct. 

 



  

In the “Action to Execute” box, click the “Agree to the Above” button. 

 

 

 

All pending fund requests will be certified. 

Certified payments can be deleted or changed until the payments are in the MDE 

payment processing phase.  

 

Payment Ledger  

The Payment Ledger allows the user to see the breakdown of the payment once it is 

processed. Agreement Number is added to the Search Criteria in the portal. 

Go to Reports > External Entity Report > Payment Ledger 

Enter Agreement Number (required field). 

Enter the Disbursement Date Start and Disbursement Date End. 

Click on Search. 



 

A list of payments made will display in a spreadsheet format. 

Scroll to the bottom of the screen and select “All.” 



 

 

Click on Export to Excel, and the information will be put into an Excel spreadsheet. 



 

 

To sort the information, you drag the column name to sort by into the area between 

the Export to Excel button and the search information. To stop the filter/sort, click 

the heading to remove it in the same area. 

 




