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Creating a New Grantee Budget in the GMS

Navigating the Grants Management System (GMS) can be tricky for new users. Follow this step-
by-step guide to help you create your very first budget as a new grantee!

As you begin exploring this wonderful new system, there are a couple of important things that will help
prevent getting error messages or being kicked out.

1. Never use the back button. There is a very small menu in the top right of the system with tiny
font that will have all the previous pages you have navigated through to help you step back in
the system.

2. Be patient. Sometimes if you are on a smaller bandwidth or a slow computer, it takes a moment
for the GMS to register which radio or button you just clicked. Check to see if the circle or hour
glass shows that the system is thinking before clicking your next option.

3. Sometimes the system decides to take a nap and will do nothing but load. To prevent
frustration, log out (if you can) and close the GMS all together. Work on another project for a
little while and check the GMS again periodically throughout the day.
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“Create Amendment” “Payments”
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\\/ Select an application fromTETist(s) below and press one of the following buttons:
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Submit Date:

Application / Amendment

Status Status Date

A

24-TitleIVB_FPO-00 Original Application ) Not Submitted

3013

(s} T3-Th ~00 Amendment 5 07-01-2013 07-12-2013 Final Approved 07-12-2013
S 13-TitleIVB_FPODAAmendment 4 05-23-2013 05-29-2013 Final Approved 05-29-2013
[ 13-TitleIVB_FPO-00 Amendgent 3 04-10-2013 04-15-2013 Final Approved 04-15-2013
3 13-TitleIVB_FPO-00 Amendme} 12-03-2012 12-03-2012 Final Approved 12-03-2012
& 13-TitleIVB_FPO-00 Amendment 1 11-05-2012 11-18-2012 Final Approved 11-18-2012
s 13-TitleIVB_FPO-00 Original Application 10-24-2012 10-24-2012 Final Approved 10-24-3012

PRODvM user ID:

Now you will see your brand new budget here!

When you are ready to do a claim or if you need to amend
your budget, select the radio button next to this “Original
Application” and then select the appropriate button on top:
e “Create Amendment” to create a budget amendment

e “Payments” to create a claim




