
 
  

Payment Request on GMS  

Grantee 

Have all your support documents ready to upload into the Grants Management System (GMS).  

1. Log into GMS and click on My Grants 

2. Click on the Project Title that your payment request is for 
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3. Click on Payment Requests 

 
4. Click the Add icon 
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5. Enter Claim General Information 
a. Select Claim Type 
b. Enter Report Period (From Date and To Date)  
c. Click the Save icon 

 

6. General Information summary page will appear. Click Return to Components 
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7. Click Payment Request  

 

8. Measure A Only: Enter expenses into each corresponding row as determined in the 
submitted Budget into the Expenses This Period column then SAVE.  
(page may vary by Grant/Fund type) 
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9. Measure A Only: Reimbursement summary page will appear. Click Mark as Complete 

 
10. Prop A ONLY: Select the corresponding hyperlink you are requesting payment for. 

Enter the amount you are requesting from the section then save. Repeat for any 
additional sections you are requesting payment from. DO NOT SELECT ADD. Be sure 
to mark the form as complete. 
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11. The claim Components page will appear. Click Payee Information 
 

 
 

12. Enter in the Payee’s Information 
a. Payee Name 
b. Mailing Address 
c. Download, Complete, Sign Expense Declaration form 
d. Upload Expense Declaration form 
e. Click the Save icon 
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13.  Payee Information summary page will appear. Click Mark as Complete 

 

14. Claim Components page will appear. Click Supporting Documents or Project Cost 
Form (name depends on funding opportunity) 
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15. Click the Add icon for each section to upload documents where necessary                
(form may vary sections by grant/fund type)  
 

 
 

16. Enter data. (* is a required field otherwise you will not be able to edit later) 
a. Once all supporting documents have been uploaded, Mark the form as complete 
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17. Claim/Reimbursement Components will appear. All rows must have a checkmark to 
successfully submit the payment request.  
Once verified: 

a. Click Preview to see a summary or 
b. Click Submit to complete the payment request 

 

c. A confirmation pop up will appear. Click OK 

 
18. Claim Submitted Confirmation page will appear 


