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WELCOME TO WIMS 
Welcome to the Colorado Department of Transportation (CDOT) Division of Aeronautics Web-based 
Information Management System (WIMS). WIMS is a cloud-based solution for tracking and managing Capital 
Improvement Plans, Colorado Discretionary Aviation Grants, aviation fuel sales tax disbursements, and 
various statewide programs available to Colorado’s Public Use airports. It is your link to potential funding and 
support from the Division. 
 
Please note that WIMS is a paperless form of unaudited documentation. Airport staff should track and 
maintain their own financials and original files. 
 

FIRST-TIME USERS  
CDOT Division of Aeronautics recommends anyone in charge of airport financials or management decision-
making have a username and password for WIMS. You should not share your login information with 
anyone. If another employee needs access to the portal, please contact Division staff to have a new login 
created. This will help to ensure a more secure environment and help to track changes for better 
accountability. 

Division staff will set you up as a portal user for your airport and will email you a WIMS username and 
temporary password required to log into the WIMS portal. You cannot request a username or password 
through the WIMS portal.  

LOGGING IN 
1. Division staff will send you an email with a portal link, username, and temporary password.  

• Your username is typically your unique airport email address. 
2. Click on the link provided to go to the WIMS login page. http://cdotaero.force.com/Portal 

WIMS Login Screen 
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3. Type in your username. 
4. Copy your temporary password  from the email you received from Division staff and paste it into the 

Password field to prevent any typos.  
5. You will be prompted to update your password.  

• Password requirements:  
o Must be a minimum of 8 characters.  
o Must include alpha and numeric characters.  
o After 5 incorrect password attempts, the system will lock your account for 15 

minutes.  
o Passwords expire every 180 days.  
o When updating your password, you cannot use one of your past three passwords.  

Forgotten Password 
1. If you forget your password at any time, simply click the "Forgot Your Password?" prompt. 

 
 

Forgot Your Password Link 
 

 
 

2. Fill in your username and click “Submit.” This will email Division staff to reset your password.  
  
Submitting Your Username to Reset Password 
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CAPITAL IMPROVEMENT PLANS (CIPS) 
Eligible airport sponsors seeking Division and/or Federal Aviation Administration (FAA) funding assistance are 
required to maintain and submit planned funding requests to the Division through an airport Capital 
Improvement Plan (CIP). The CIP represents an airport’s 5-year funding program for planning and 
development projects. The CIP is purely a planning document and is neither a commitment nor guarantee of 
funding. To ensure efficient and prioritized use of the limited funding that the Division and FAA programs 
offer, airport grant applications must be based on projects within an accepted CIP and contain defined 
project cost estimates and diagrams.  
 
Your airport’s CIP must be updated each year in order for your airport to be eligible for FAA Airport 
Improvement Program funds. The regular CIP program opens in October and closes in December in tandem 
with the Annual State Grant Cycle. An updated CIP is not a guarantee that your airport will receive funding.  
 
Overview of the CIP Update Process 
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OPENING YOUR AIRPORT’S CIP 
To get started, once you’ve logged into WIMS, you will land on the CIP tab. This tab provides an overview of 
your airport’s status for the current year and looking forward.  
 
CIP Home Screen 

 

 
If your account has access to more than one airport, be sure to select the appropriate airport before 
proceeding.  
 
Most of the information on this tab, such as name, email address, and telephone, are preloaded for you and 
are not directly editable. If any of this information is inaccurate, contact your Division planner with 
corrections.  
 

EDITING, DELETING, AND MOVING EXISTING CIP PROJECTS 
To comply with Federal requirements, the upcoming 2 years of the CIP are not editable as they have been 
reviewed and accepted for planning purposes.  
 
To edit a project in an unlocked year: 

1. Click on the correct year.  
2. Click in the field you want to edit and change the necessary entry.   

 
To delete a project in an unlocked year: 

1. Click on the correct year.  
2. Click delete (at the left) for the entry you wish to delete.  
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To move projects from one year to another: 

1. Scroll to the bottom of the page and use the dropdown under “Move Projects” to select the year 
that currently includes the project you wish to move.  

2. Use the check box to the left of the project name to select the project you would like to move. 
3. Use the dropdown under “Select Year” to select the year into which you would like to move the 

project.  
4. Click “Update Project Year” when you are ready to move the project.  

 
Updating Your Project Year 

 
WIMS does not auto save work. Be sure to save your work regularly. 

 

CREATING NEW CIP PROJECTS 
1. To create a new CIP Project, first locate the correct year and click on it. *Note that the most recent 2 

CIP years are locked and not editable. You must plan at least three years in advance. 
2. Click on “Add new Project.” 

 
3. Give the project a descriptive title, fill out the necessary fields defining funding apportionment along 

with the cost estimate, and click “Save.” You can add as many projects as you like to each year. If 
needed, you can add additional text in the open text box to give the Division/FAA greater detail of 
the proposed project(s).  
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SUBMITTING YOUR CIP TO CDOT AERONAUTICS DIVISION 
Once you have added all projects for each year and have completed all updates, click “Save and Submit” to 
submit the CIP to Division staff. *Note that once you have submitted the CIP, you will no longer be able to 
make edits.  

 

Division staff will review your submitted CIP and may request revisions. In this case, Division staff will unlock 
your CIP to allow you to make changes and resubmit.  The Division will notify you of the revision request.   
 
Once the CIP process is complete, the CIP status will be changed to “Accepted” or “Accepted with Changes” 
and will remain locked. An email is automatically generated informing you that your CIP has been approved 
and suggesting you log on to view the accepted CIP.  
 

CHECKING CIP STATUS 
 

You can always check your CIP status at the top of the CIP page. Here are the status options and definitions:  
• Open: You can edit, delete, and create new projects in your CIP. 
• Submitted: You have submitted your CIP and it is awaiting a review from Division staff. You no longer 

have the ability to change any projects. An email is automatically generated informing the Division 
that the CIP has been submitted. 

• Rejected: CDOT has requested a change or changes before your CIP can be accepted. The CIP is 
unlocked so that you can address the request and resubmit. The portal does not display the 
requested change(s). Please contact Division staff if you have questions. 

• Accepted with Changes:  Division staff has made changes on your behalf and has accepted the CIP. 
The portal does not track these changes, but will reflect the most current information. You may 
either look through the projects to determine the change or contact Division staff for more 
information. 

• Accepted: The CIP has been accepted by Division staff.  
 
CIP Status  
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GRANTS 
 
Annually, many Colorado airports are eligible to receive FAA Airport Improvement Program (AIP) and/or 
Colorado Discretionary Aviation Grant (CDAG) funds to assist in developing and maintaining airport facilities. 
To put these funds to the best possible long-term use, airports must participate in the FAA/Division CIP 
process with the assistance of Division staff.  

Grants may be allocated for projects in the following general categories: 

• Airport Planning  
• Airport Capital Improvement  
• Land Acquisition  
• Aviation Education  
• Safety & Security  
 

More information on how the Division prioritizes and allocates funding is available in the Colorado 
Aeronautics Division Programs & Procedures Manual. 

The grants tab and subsequent landing page in WIMS provides an overview of all current and historic grants 
for your airport. From here, you can quickly see the status of a grant, edit or delete a drafted grant, or create 
a new one. The "Year" column displays the year the grant was written and submitted to the Division. The 
"Name" is an automatically created number that gives your grant a unique identifier. You can use this as a 
reference when speaking with Division staff. Finally, Status displays the current state of each grant.  

Grants Home Screen 

 

Submitting a grant request follows a regular annual cycle (see flow chart on the next page).  
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Overview of the Grant Process 
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GENERATING A NEW GRANT APPLICATION 
1. Click on “New Grant Application” at the top of the page.  

 

The calendar for applying for grants is the same as for updating your CIP (October through December).  

There are three tabs to capture relevant information for your new grant application – Project Director 
Information, Project Summary, and Financial Information.  

PROJECT DIRECTOR INFORMATION 
This information must reflect the contact information for any contract documents. It will be used as the 
contact information if Division Staff has any questions regarding your application. After you have entered this 
information, move on to the Project Summary and Financial Information tabs before saving.    
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PROJECT SUMMARY 
The project summary captures important information relative to the grant request. All text box fields on this 
page have a 32,000 character (approximately 6,000 words) limit. These fields are rich-text fields, meaning 
you can edit and manipulate your entries just like you would a Microsoft Word® document. You can place 
HTML links inside, add pictures, and use common formatting tools. Use these text boxes to describe the 
project and explain why you are proposing it – how it solves an existing problem.  

Remember to save your work regularly before moving to the next tab. 
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FINANCIAL INFORMATION  
This is where you enter the elements of your grant.  

1. To begin, simply click "Add Grant Element." You will navigate to the "New Grant Element" screen 
where you will be prompted for additional formation.  

Adding a grant Element 

 

2. On this page, name the element of the project, provide a description, and indicate (in dollars) what 
portion of the project total will come from Federal, State, Local, and In-kind resources. If you are not 
requesting funding of one or more of these funding types, enter “0” in the field. Then click “Save.” 

Filling out the Grant Element 

 

 

Once the first grant element is saved, you will return to the grant overview page. Here you can do the 
following:   

• Add more grant elements (save and repeat as often as needed) 
• Make changes to your application  
• Attach files, such as cost estimates, project schematics, etc., that inform approval  
• Submit for Approval (as with the CIP, once you've submitted your grant, it will not be editable)  
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The System will automatically update the grant status as your grant request is processed:  

• When Division staff approves/rejects your grant  
• When the Colorado Aeronautical Board (Board) approves/rejects your grant  
• If a revision is requested   

o You will receive separate communication from Division staff on what communications are 
requested. 

ADDING ATTACHMENTS 
Attaching cost estimates and diagrams will reinforce your grant request and in many instances will be 
required by Division staff prior to Board action.   

To add an attachment: 

1. Go to the bottom of the Grant Overview screen to the section labeled "Attachments” and click on it.  

2. Next, click "Choose File" and locate the file on your computer that you would like to upload. In 
different browsers, it may also say “Browse” rather than “Choose File.”  

3. Once you have selected your file, click "Upload." You will now see it appear under this section, as 
well as any other attachments you have attached previously. 

SUBMITTING THE GRANT 
Once you have completely filled out your application, added your grant elements, and attached any relevant 
project documents, you are ready to submit your grant! Simply click the "Submit" button under the "Grant 
Application" section. Once submitted, your grant will be sent to Division staff for review and you will no 
longer be able to edit anything on the grant application. 
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Click Submit 

 

CHECKING GRANT STATUS 
A grant goes through several steps before it is approved and funded. You can check the grant's status on the 
grant landing page. The following is a list of status options: 

• Drafted: The grant has not been submitted. You are able to edit any part of the grant at this time. 
• Submitted: Your grant has been submitted and is awaiting initial review by Division staff. You can no 

longer make changes to it. 
• Revision Required: Division staff has initially reviewed your grant and has recommended changes 

before submitting the grant to the Board. While the portal does not display what changes are 
recommended, Division staff will notify you by email and will unlock the grant for you to revise and 
resubmit. 

• Ready for Board Review: Division staff has initially reviewed your grant and is ready to present it to 
the Board.  

• Approved: The Board has approved the grant. 
• Executed: The grant contract has been executed and draw downs can now be submitted. 
• Rejected by Board: The Board has rejected the grant. 
• Closed: The grant has been fully drawn down and is now closed. 
• Withdrawn: The airport has elected not to proceed. 

Grant Status 

 

ENTERING DRAW DOWNS 
Once a grant has been executed, the grant elements will show as funded. Once funded, you may submit a 
draw down. Your airport will receive reimbursement when the draw down status has been changed to 
“Paid.”  
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To begin, log into the portal and click the "Grants" tab. Next, locate the grant and click the grant name to 
enter the grant overview page. Finally, expand the "Grant Elements/Draw Down Creation" section and locate 
the element against which you wish to request reimbursement.  

Selecting the Grant Element for entering a Draw Down.  

 

This screen will provide you with helpful reference information. You will notice that the percentages have 
automatically been calculated for you based on the funding levels of the grant element. You will also be able 
to quickly reference the beginning amount of the element, the sum of all of your draw downs to date, and 
your remaining balance for this element. 

Clicking "New Draw down" shows you a page where you can enter the date of the draw down. If you are 
going to submit the draw down today, put today's date. If you plan on submitting it next Friday, put next 
Friday's date. Next, add a description for your draw down. Finally, enter the total invoice amount and click on 
“Calculate,” which will allocate the total invoice according to the predetermined percentages you set up 
earlier in the element. You cannot enter a draw down for more than the remaining available balance. 

Next, attach invoices that back up your draw down by clicking “Save and Attach Files.” Note that if there are 
three or more invoices you must include a summary sheet. If the invoices are partial (only claiming a portion 
of an invoice in the draw down), document what is being included or excluded from the invoice. 

You can save your draw down by clicking “Save,” but to attach backup files, click “Save and Attach Files.” 
Either option will save your draw down until you are ready to submit.  

Internal Notes  
This field allows you to add information to help you keep track of your draw downs. Information captured in 
"Internal Notes" also will display to other users for your airport. You may add and edit these internal notes 
either from the Draw Down screen or by expanding "Draw Downs" on the Grant Overview screen. 
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Editing and Deleting a Draw Down  
If a draw down has not been submitted, you can edit it or delete it by clicking the appropriate buttons 
located next to the draw down inside the element. 

Editing a Draw Down 

 

Submitting a Draw Down  
You must submit each draw down individually. To do this, first locate the draw downs you wish to submit by 
scrolling down to the "Draw Down Summary" section and expanding it. Next, click the name of the element 
against which your draw downs have been drafted. Finally, click the "Edit" button next to the Draw Down 
you wish to submit. Navigate to a screen displaying the details of the draw down, including any attachments, 
and simply click "Submit." Division staff will automatically be notified of the submission. 

Closing Out a Grant Element  
Once you have entered and submitted all of your draw downs for an element, you will want to close out the 
grant element. To do this, return to the element screen just as you would if you were going to submit your 
draw downs. That is, you will want to locate the appropriate grant on the "Grant" tab. Next, click the name of 
the grant and then locate the correct element by expanding the "Grant Element " section. Click the name of 
the element that you wish to close out. 

Once inside the element, click "Close Out." Taking this action will close out the element entirely and you 
will no longer be able to make changes.  A warning message will appear to confirm that you would like to 
close out the grant element. Click "OK."  
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Closing a Grant Element 

 

Draw Down Status  
Like the rest of the actions within the portal, draw downs go through a specific set of steps to obtain Division 
approval. Current draw down status is reflected in the portal and you can check on it any time. Here are the 
statuses of draw downs and what they mean to you: 

• Submitted: The draw down has been submitted to the Division. It can no longer be edited. 
• Approved for Grant Admin Review: The draw down has been initially reviewed and approved by 

Division staff. Next, it will be reviewed by a grant administrator for final approval and payment. 
• Processed For Payment: Draw down has final Division staff approval and has been routed for 

payment. 
• Approved: The draw down has been approved through all steps. Payment will be sent shortly. 
• Rejected: The draw down has been rejected and an email is generated informing the airport the 

reason for rejection. 
• Paid: Division has issued payment for the draw down. 
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SALES TAX 
This module is for viewing only and is a way for you to monitor data submitted by fuel distributors about how 
much fuel they delivered to your airport, the fuel tax they collected from your airport, and the refund you 
should receive as a result. You should check this tab monthly or according to your fuel delivery schedule to 
confirm fuel volumes reported as these volumes directly affect the tax amount that is returned to your 
airport. 

Once you see a distribution on this tab, you should expect a dispersement in 1 to 2 weeks. Also, to ensure 
good tracking, check the “Reviewed” box at the far right once you have confirmed a distribution. If you do 
not receive payment within 2 weeks, contact division staff. 

In this tab, you can view total amount collected and refunded by month or by retail distributor and fill date 
for more detail. 

If you see that distributions are missing from your account, contact Bryce Shuck, Division Business 
Manager, at Bryce.shuck@state.co.us or 303-512-5253 to make him aware of the omission(s). 
 
Viewing Fuel Distribution/Tax Activity 
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STATEWIDE PROGRAMS 
This tab is a menu of programs available to you and a good look at how the 
Division is investing its funding beyond direct grants to individual airports. 

Just click on the name for each program to learn more about programs you 
could take advantage of and if there are any updates if you are already 
involved.  

Menu of Programs 
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GLOSSARY OF TERMS 
AIP – Airport Improvement Program  

CDAG – Colorado Discretionary Aviation Grant  
CDOT – Colorado Department of Transportation 

CIP – Capital Improvement Plan 

FAA – Federal Aviation Administration  

WIMS –  Web-based Information Management System  
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