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Step Screen Description and Action 
1 GMS Home Screen 

 

Description 

When you open GMS, you are on 
the Home screen, where you can 
access awards that are associated 
with your user account. 

Action 

1. Select the Awards link to view 
a list of active awards. 
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2 Grants Awards Screen 

 

Description 

While the vast majority of reports 
are semi-annual, occasionally, 
some reports may be annual. In 
that instance, this link will read 
“Annual Progress Reporting”. 

Action 

1. Click the Semi-Annual Progress 
Reporting link on the award to 
access the progress reports for 
that award. 
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3 Semi-Annual Progress Reports Screen 

 

Description 

Special reports are another 
category of reports available in 
GMS. These reports can be 
submitted any time and can be 
used to submit additional 
attachments and information that 
are helpful for tracking project 
progress. 

The use of special reports is usually 
directed by the program office. 

Action 

1. Select the Special Reports link. 

 
 

4 Special Reports Screen 

 

Description 

The Special Reports Screen allows 
you to create a new special report 
or review a previously created 
special report.  

Action 

1. Select the New Special Report 
button.  
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5 Report Overview Screen 

 

Description  

Submitting a special report is 
similar to submitting a normal 
report. The sections are the same 
and the process follows the same 
logic. 

The Report Overview screen 
displays the grant award number 
(Federal Award Number), the 
Award Amount, the recipient 
name (Grantee), the Report 
Number and the Reporting Period. 

Action 

1. Click the Save and Continue 
button to go to the next step. 

 
or 

2. Click the Save button if you 
would like to save your work to 
complete at another time. 
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6 Point of Contact (POC) Form Screen 

 

Description 

The Point of Contact (POC) screen 
displays contact information for 
the POC for the grant recipient 
organization. It is good practice to 
review and verify the information 
in this screen for accuracy.  

The information in this screen is 
prepopulated from the POC user 
profile. If information is not 
accurate in this screen, updates 
will also need to be made in the 
profile to ensure accuracy 
throughout GMS. 

All fields marked with a red asterisk 
(*) are required fields. 

Action 

1. Click the Save and Continue 
button. 
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7 Performance Metrics Screen 

 

Description 

Performance metrics are not 
required for submitting special 
reports. 

Action 

1. Click the Narratives link.  
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8 Report Narratives Screen 

 

Description 

The Report Narratives screen 
displays a summary of all project 
activities based on the grant 
performance objectives. 

GMS requires information to be 
entered in this screen even if the 
report will be attached as a file. 

 Helpful Tip: When entering a 
significant amount of information, 
copy and paste from a Word 
document. 

Action 

1. Click the Save and Continue 
button. 
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9 Attachments Screen 

 

Description 

The Report Attachments screen 
allows you to attach additional 
documentation needed to support 
the reporting activities of the grant 
project. 

Action 

1. Click the Attach button to 
begin uploading a file. 
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9 Attachments Description Pop-Up Display Description 

Most grants require additional files 
to be attached to a progress 
report. These files can be stored on 
the organization’s network. 

Action 

1. Browse your computer or
shared drive for the file you
would like to attach.

2. Click the Upload Your
Document button.

 1 

 2 
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10 Report Attachments Upload 

 

Description 

Once a file is attached, it appears in 
the Attachments screen. There is 
no limit to the number of 
documents that can be uploaded; 
however, files must not exceed 250 
MB in size.  

Once uploaded, the documents are 
attached to the report. 

 Helpful Tip: If a document has 
been attached in error, click the 
Delete button to remove it from 
the report. 

 

Action 

1. Click the Continue button to 
move to the next section. 
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11 Report Certification Screen 

 

Description 

The purpose of the Report 
Certification screen is to indicate 
agreement that all data in the 
progress report is true, correct, 
and authorized by the grant 
recipient’s governing body.  

In the Report Certification screen, 
confirm the information about the 
Authorized Representative is 
accurate. This information is pre-
populated from the user profile, so 
if there are any inaccurate entries, 
the user profile should also be 
updated. 

Action 

1. Review all information for 
accuracy. 

2. Click the Accept and Continue 
button. 
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12 Submit a Progress Report Screen 

 

Description 

Once the special report is 
submitted, a confirmation message 
appears on the screen. 

Action 

1. Click the Incomplete link and 
resolve all incomplete items (if 
necessary). 

2. Click the Semi-Annual Progress 
Reports Home link. 

 
13 Submit a Progress Report Screen 

 

Description 

The special report displays in 
Submitted status. 

Action 

1. Return to the GMS Home 
screen. 

 




