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Once logged into GMS, the subgrantee’s Home Page/Grant Manager Page will appear, listing the projects, 
applications, and work in progress associated with the subgrantee.  When the grant application is awarded and 
accepted by both the project director and the financial officer, it moves from grant applications to projects.  If 
the project has more than one project cycle, the project cycle dates will be listed under the project title. 
 
 
 

 

 

 

 

 

 

 

 

 

 
 
To access a project, select the project title or project cycle under Your Projects OR Projects in the menu bar.  
The subgrantee will be directed to the Project Information tab for the selected project.  
 
 
 

 

 

 

 

 

 

 

 

 

Saved and Disapproved reports are listed 
here.  The link will take the subgrantee 
directly to that report.  

Review this box each 
time you log in for 
important messages 
from PGR.

View the approved 
application by clicking 
Project Grant Application 



The Project Cycles tab is where draw downs, financial reports, and adjustments are located for each project 
cycle. 
 
 
 
 
 

 

 

 

 

 

 

 

 
Draw Downs 
 
To create a new draw request or view the status of prior draws, click on the Draw Downs section. 
 
 
 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The most recent project cycle will 
populate automatically.  Use the 
drop down arrow to access different 
project cycles and click VIEW.     

 

The Continuation 
Application section 
contains the application, 
as well as the award 
document and 
acceptances.     

Select Create new draw down      

To view a draw, select 
the status.     



The Helpful Reminders box details the required date and monetary formats, as well as the amount of funds 
available to draw. 
 
Subgrantees can request an advance of funds, but are only allowed 30 days cash on hand.  JAG subgrantees 
have the option of drawing all funds up front and placing then in an interest-bearing account. 
 

 
 

 

 

 

 

 

 

 

 

 

If the draw request is submitted successfully, a message stating, “Draw down has been successfully submitted 
to Planning Grants and Research” will appear at the top of the page in blue.  If there is an error, the message 
will be red and list the error that must be corrected before the draw can be successfully submitted. 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

Interagency bill number is for 
STATE agencies ONLY. 

If a draw is disapproved, an 
e-mail will be sent to the 
financial officer indicating the 
reason for disapproval.  
Subgrantees can access 
disapproval information in 
GMS under (View History). 



Financial Reports – Expense 
 
To create an expense report or view the status of an expense report, click on the Financial Reports section. 
 
Expense reports must be submitted quarterly by the financial officer, even if there have been no funds 
expended during the quarter, until all grant funds are expended. 
 
 
 

 

 

 

 

 

 

 
 
 
All quarterly expenses must be rounded to the nearest dollar.  Do not include commas, decimal points, or 
dollar signs. 
 
Previously expended amounts are automatically calculated from prior, approved expense reports.  If an error 
has been made on a submitted report, contact PGR immediately for a determination on how to proceed. 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

The financial officer will receive an e-mail when a financial 
report is approved or disapproved.  Disapproval 
information is located under (View History). 



Financial Reports – Match 
 
The same procedures for expense reports apply to match reports. 
 
STOP and RSAT require matching funds. 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The REMOVE button will delete an entire report and only appears 
after a report has been saved.  Once removed, the report cannot 
be recovered.  Please exercise caution when using this button. 



Financial Reports – Income 
 
Income reports are required from any subgrantee earning income from activities supported with grant funds.  
Income examples include interest earned on JAG funds, task force forfeitures, and fees collected from 
conferences or services.  An income report is not required if a subgrantee is not earning income. 
 
Subgrantees must report income accumulated and spent each quarter. 
 

 

 

 

 

 

 

 

 

 

If a subgrantee did not earn income until quarter 3 of their grant, they would select quarter 3 from the available 
drop down box.   
 
 
 

 

An income report must be submitted each quarter until all income is spent. 


