
Non-Profit Guidelines

Overview of Grant Management System

http://gms.education.alaska.gov/


Click on GMS Sign in to access more system features.

The Grant Management System (GMS) Home Screen will display helpful announcements 
and reminders posted by EED. We recommend GMS users check the Home Screen for 
updates.
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Sign In Page

• Enter your Email Address (this 
must be the one your User Access 
Administrator entered for you in 
the system)

• Password:  Enter your password 
and click on Submit

Passwords are required to be 
changed every 90 days.  The system 
will prompt you when it is time to 
change the password

3



Alaska Department of Education & Early Development 4

• Once you have logged in, the GMS Home Page will display
additional items in the menu on the left as well as the User
Profile and Session Timeout information on the right.

 Session Timeout:

• User will have one hour before they are timed out of the
system.

• Each time you click on another page or section, the
session timeout will refresh.

• Be sure to save your work as you go. If you time out and
haven’t saved it, your edits will be lost.

• When you click from one page to the next, it will refresh
session timeout.

 User Profile: Place the cursor over your initials to access the
Edit User Profile button.

General Information



User Profile
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On this new screen you can:

• Edit your personal information.
• Reset your password.

Please make sure your contact
information is correct so that EED
staff can reach you to discuss your
grant.



User Agreement forms will need to be filled out and signed for each new employee who 
needs access to GMS for their job.

• The forms are good until employees either terminate their employment with the 
grantee or change positions where they no longer need access in GMS.

• Grantee User Access Administrators are responsible for reviewing and updating their  
GMS user list at least annually.  

User Access Administrator Agreement Forms and User Agreement Forms:  Located in the 
Document Library/All Users & Applications/User Access Policy and Forms.  

GMS User Maintenance
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New Users & Roles

ROLE DESCRIPTION

User Access Administrator
     Maintains the Users in the system

Allows a District/Grantee user to administer other users for 
the District/Grantee.  Add new users, assign roles, delete 
roles, reset passwords.  EED must add this user to the system

Grantee (Funding Application) Update
    Updates the Application, Budget Revisions and 
Reimbursement Requests for appropriate funding 
application

Allows a District/Grantee to enter and edit information in 
the appropriate funding application.  More than one user 
can be assigned this role.

Grantee Date View
    Allows user to view without making any changes in 
the system

Allows a District/Grantee user to view unapproved items for 
the District/Grantee.

Grantee Planning Tool Data Entry
   Updates Planning Tool within Consolidated 
Application

Allows a District/Grantee to enter and edit the district plan. 
The district plan includes goals, strategies, and fiscal 
resources that can be used for any funding application.

Grantee Fiscal Representative 
    Approves the application, budget revisions and 
reimbursement requests (most likely the Business 
Manager)

Allows a District/Grantee to take actions associated with the 
district business manager.  This user must provide approval 
before submission to the district superintendent or designee.

Grantee Authorized Representative
    Final Approval of application and revisions (most 
likely the Superintendent or designee)

Allows a District/Grantee to take actions associated with the 
district superintendent or designee.  This user provides the 
final approval step for the application or revision to be 
submitted to EED.

Grantee Superintendent Allows superintendent or designee name to be printed on 
Grant Awards.

DISTRICT/GRANTEE ROLES
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Do you have a new employee who 
needs access to GMS?

 Complete Grantee User 
Agreement Form.

 Add user to GMS.

 Create appropriate roles. 

A copy of the GMS roles is located 
in the Document Library under All 
Users & Application.


Revised GMS Roles

		DISTRICT/GRANTEE ROLES

		ROLE		DESCRIPTION

		User Access Administrator
     Maintains the Users in the system		Allows a District/Grantee user to administer other users for the District/Grantee.  Add new users, assign roles, delete roles, reset passwords.  EED must add this user to the system

		Grantee (Funding Application) Update
    Updates the Application, Budget Revisions and Reimbursement Requests for appropriate funding application		Allows a District/Grantee to enter and edit information in the appropriate funding application.  More than one user can be assigned this role.

		Grantee Date View
    Allows user to view without making any changes in the system		Allows a District/Grantee user to view unapproved items for the District/Grantee.

		Grantee Planning Tool Data Entry
   Updates Planning Tool within Consolidated Application		Allows a District/Grantee to enter and edit the district plan. The district plan includes goals, strategies, and fiscal resources that can be used for any funding application.

		Grantee Fiscal Representative 
    Approves the application, budget revisions and reimbursement requests (most likely the Business Manager)		Allows a District/Grantee to take actions associated with the district business manager.  This user must provide approval before submission to the district superintendent or designee.

		Grantee Authorized Representative
    Final Approval of application and revisions (most likely the Superintendent or designee)		Allows a District/Grantee to take actions associated with the district superintendent or designee.  This user provides the final approval step for the application or revision to be submitted to EED.

		Grantee Superintendent		Allows superintendent or designee name to be printed on Grant Awards.
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• For current employees:

• Is there a signed and dated User Agreement Form on file?  The forms are in the 
GMS Document Library under All Users & Applications. 

• Check the roles of existing users to see if they are the correct roles for that 
employee.  Either delete or add roles as necessary.

• For users who have separated from your agency:

• Delete all roles in the system for the user.
• Write “no longer employed,” date and initial on the User Agreement Form when 

you delete the roles.

User Maintenance Process
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Administer:  Only visible to those with User Access Administrator role

Search:  Search Organizations 

Inbox:  Email Message Archive

Planning:  Planning Tool Link

Funding:  Link to all funding applications in the system 

Reimbursement Requests: Link to Reimbursement Requests section

LEA Document Library:  Location where EED may upload copies of letters or other 
documents sent to the grantee.

Address Book: EED and Grantee Contacts for all funding applications

Contact EED: General Information to contact EED 

Document Library:  Contains resources for grantees

Help:  Currently under construction

Main Menu
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The Document Library contains resources such as web links,
manuals and forms.

Program specific information is located under the Program Title.

Search for Documents based on keywords contained in the
documents/links.

Anyone can access the Document Library, signing in is not
required to use this feature.

Document Library
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Document Library, continued
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To search for a document:  

• Choose a keyword or Enter text
or

• Click on the + next to the category 
to see the choices available

This presentation is located under All 
Users & Applications/System 
Instructions & Resources



To view the list of 
available documents, 
click on the plus sign. 
Once you locate the 
document you wish to 
view, click on the 
document name to open 
it.

More documents will be 
added as EED builds the 
system. 

Document Library, continued
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Place the cursor over the Main 
Menu to select one of the following 
options:

• Funding Applications

• Budget Summary

• Last Page Visited

• Application Supplements – new 
feature that is currently not used.

Funding Menu
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Filters:  Fiscal Year or Application Status

 Click the drop-down arrow to select the fiscal 
year.

 Click the drop-down arrow to select the 
application status. All Active Applications are all 
current applications, whether it has been 
approved or is in revision status.

Funding Applications
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When All Approved Applications is selected, GMS lists every approved funding application for the selected 
fiscal year.  The original application is Revision Zero (0) and the rest are revisions.

You can go back and review a previous revision to see prior approved status and/or budgets. To view an 
application, click on the title.

At end of year, FER’s will also be visible under All Approved Applications. The FER sections will look the 
same as the funding application but will not have the Grant Award Report.

Funding Applications, continued
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History Log:  Contains the history of the changes to the status of the application.  
EED and Grantees use this area to communicate with each other.  

Allocations: Shows the Grantee’s allocation for all the different grants under this 
funding application. 

Grants:  For this example, the grant is Discretionary.  Each section under the grants 
must be completed by the grantee.

Contacts: Grantee Contact for this funding application.

Assurances: Statement of Assurance required from the grantees.

EED Program Manager Checklist:  Grantees check this for specific details from EED 
Program Manager for areas needing attention.

Sections (use to maneuver through the Funding Application)
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Budget Summary
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• To get to Budget Summary 
form the Main Menu Bar:  
 Click Funding then 

select Budget 
Summary.

• The Budget Summary allows 
you to:
 View all grant budgets 

within a Funding 
Application at one time. 

 Switch between Funding 
Applications.



To View the Users and their roles in the system, click on View All District Contacts.

Address Book

Alaska Department of Education & Early Development 18



View all Users & Roles
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Click on a person’s name, for:
 their phone number, 
 fax number  and, 
 email address. 

• Click on the email address to 
send an email.  

• The email will use your 
computer email program.

EED USES THIS INFORMATION SO 
PLEASE KEEP IT CURRENT.



Adding Funding Application Contacts
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• In the Address Book you will see a list of Funding 
Application Contacts. These individuals were 
identified by the non-profit agency under the 
Contacts section of the Application.

• If the contact needs to be updated, the application 
must be revised. The person(s) with the User 
Access Administrator role should be consulted as 
they may need to add the individual to GMS and 
assign them roles first.

• The User Access Administrator should refer to the 
GMS Document Library for User Access 
Administrator Guidelines.



LEA Document Library
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• EED loads district specific documents into the LEA Document 
Library such as:
 Grant Awards/Amendments (2014 to 2019 only),
 Title I-A 15% Carryover Letters, and
 Other documentation yet to be determined

• Click on LEA Document Library from the menu.

• Choose Year to see documents
for that year.



Grant Award
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• A SCANNED copy of the signed Grant Awards from 2014 
through 2019 are uploaded in the grantee’s LEA Library in 
GMS.

• All Grant Awards from 2020 onward are available to 
download from the Funding Application and will contain 
electronic signatures.

• Any notes would be placed in the history log and emails sent 
to the Fiscal Rep and Program Manager.

• The award will be for the whole allocation for the fiscal year.

• Funding information is displayed at the bottom of the report. 
If funds are federal, the CFDA, Federal Award Number, 
Federal Agency and federal period of availability will be 
listed.

INITIAL AWARD



Application Status:  This is the current status of the application.
Change Status To:  This is the status the application will be changed to.

• Click on Draft Started to open the application up for editing.

• Links are always active; if user lacks permission, the status change confirmation screen 
will indicate user doesn’t have permissions.

• Status applies to all grants in the funding application.

NOTE:  Application will go into Draft Started when the allocations are entered by EED into 
the system.

Application Status
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FER Draft Started will show up but the system will not allow the FER process to be started 
before July of the next fiscal year.

Application Status
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• Save/Go To or the Go To menu allows 
navigation between any pages in funding 
application.

• DO NOT USE YOUR BROWSER’S BACK BUTTON 
TO MOVE THROUGH YOUR APPLICATION.

• Use this menu to move around in the 
application to get to the different pages.

• Using Save and Go To refreshes session 
timeout.

Funding Application Page Navigation
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Allocations Page

Displays allocation for each grant.
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• To see a Budget Overview:  On Sections Menu Bar, click Budget Overview under grant.

• Shows the budget for all Chart of Account Codes on one page.

• Includes any Purpose Codes for which  funds have been budgeted. 

• This is an easy way to view the entire breakdown of all budgets. No entry can be made here.

Budget Overview
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REMINDER:  If you don’t see Modify on this 
screen, go back to the Sections page and check 
the status of the application.

Changes can only be made when the application 
is in Draft or Revision Started status.  

REMEMBER:  Work with your Business office in 
preparing budget revisions to ensure that the 
budget revision covers previous and future 
expenditures.

Check to see what role you have to determine if 
your role allows you to make changes to the 
application.

REMEMBER TO USE NON-PROFIT CHART OF 
ACCOUNT CODES.

Modifying a Budget
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When revising the budget, update the narrative 
with date of change and what is being changed.  
Enter it at the end of previous narrative.  

Do not delete previous narrative.

This allows for a quicker review of your revision as it 
clearly shows what is being changed and what was 
previously approved.

Please include a COMPLETE description of each line 
item. 

Purpose Code:  Pick which budget these funds are 
associated with.  

4.7.14 Decrease Salaries $50,000 due to employee 
resigning (Scrooge McDuck)  Funds moved to 410 for 
staff training in May.

Revising the Budget Narrative
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Statement of Assurances
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REQUIRED:  Select the 
applicable Suspension 
and Debarment 
Statements.

UEI Number:  REQUIRED 
Obtain information from your Business Manager if you don’t have it.



VALIDATIONS/PRINTING
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Changes, Validation or Print:

ALL Line:  Shows changes, messages 
or prints for entire Funding Application.

VI-B Line:  Shows changes, messages 
or prints for this grant only.

Budget Line:  Shows changes, 
messages  or prints for budget page only.



Error: The error must be fixed before application can be moved to Draft completed.

Warning:  Check to verify this is the intention.  Application can be moved to Draft 
Completed if there are warnings.

VALIDATION MESSAGES
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• Grantee Authorized User must submit application to EED for approval.
 Submission dates vary by grant, please check with your Program Manager for further 

information.  Applications must be submitted by the required submission date for the grant 
award to start July 1.

• Application will be reviewed by the EED Program Managers.
 If edits are needed, the Program Manager completes a checklist then returns the application 

to the grantee. The grantee revises the application until it is EED approvable.

• EED Administrator approves application, and the Grant award is electronically signed. 
Reimbursements may be submitted.
 Grants will not be approved by EED until final allocations have been received.
 Initial Application must be approved by October 31 in order to submit 1st quarter 

reimbursement requests.
 Timely and accurate submission of financial reports is necessary.

Grant Submission & Approval
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Workflow Process for Applications and Revisions

Application Status Change Status To: Who Can Make This Change
Not Started Draft (Revision) Started Grantee (Program) Update
Draft (Revision) Started Draft (Revision) Completed Grantee (Program) Update
Draft Completed Fiscal Rep Approved Grantee Fiscal Rep
Fiscal Rep Approved Authorized Rep Approved Grantee Authorized Rep

See EED GMS Workflow Process located in the Document Library/All Users 
and Applications to see the workflow process and email notification 
recipients when the application status is changed.
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Sheet1

		Application Status		Change Status To:		Who Can Make This Change

		Not Started		Draft (Revision) Started		Grantee (Program) Update

		Draft (Revision) Started		Draft (Revision) Completed		Grantee (Program) Update

		Draft Completed		Fiscal Rep Approved		Grantee Fiscal Rep

		Fiscal Rep Approved		Authorized Rep Approved		Grantee Authorized Rep







Revisions and Reimbursements

• A revision must be started in GMS for any budget or program changes.

• Fiscal Representative must submit revision to EED for approval before 
reimbursements may be submitted.

• Allow approximately 2 weeks for processing and approval of a revision.
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• To be able to Create a Reimbursement Request, user must have the Fiscal Representative 
and/or Update role for the funding application being processed.

• The Grantee Update Role is specific to each funding applications.

Reimbursement Request:

Revisions:



Reimbursement Requests
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• Only 1 reimbursement request per grant may be in process at a time.

 Allow about 2 weeks for processing and approval of a reimbursement.

• Submit reimbursement requests quarterly (Sept 30, Dec 31, Mar 31, June 30) 

 Previous request must be released for payment before submitting another request.

 Zero Expenditures?  A reimbursement request must be submitted, and the supporting backup 
documentation uploaded.

 All quarterly requests must be submitted before grant can be closed out for the year.

 PLEASE MAKE SURE BACKUP DOCUMENTATION DOES NOT CONTAIN SOCIAL SECURITY 
NUMBERS or other personally identifiable information of a sensitive nature, such as dates of 
birth.



If a Quarterly Program Report is required with the Reimbursement Request (example: Discretionary Special 
Education):

• It would be listed under the Related Documents section of the Reimbursement Request.  
• The Program Report upload must be separate from the Expenditure Backup upload. 
• If the report is not uploaded, the system will give a validation error and you will not be able to 

submit your Reimbursement Request.

Quarterly Program Reports
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If a Program Report is required under the Application Sections Page (example: some Early Learning):

• An application revision must be started.
• The report is uploaded in the application under the Related Documents for the grant.
• The revised application must be submitted through the approval process so that EED can receive the 

report.



REMINDERS: 
• When submitting budgets revisions, please talk to your Business Manager and make sure

the budget will be sufficient to cover all expenditures.

• If the Business Manager tries to enter the Reimbursement Request and the expenditures
are over the allowed 110%, the system will not allow the Reimbursement Request to
move forward. A Budget Revision will be required. EED’s policy for turnaround is 10
working days.

• Once applications are approved, they become a public document in GMS. Anyone can
access specific parts of the application and the reimbursement requests. Related
documents uploaded by the grantee cannot be opened by the public.
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QUESTIONS?

Programmatic or Budget Questions:  Contact EED Program Manager.  
GMS or Budget Questions:  Contact your EED Grants Administrator.

*This information is located in the GMS Address Book

You will receive emails from GMS from this address  noreply@egrantsmanagement.com
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