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To login to eGMS: 
• From the eGMS Public Landing Page, applicant should register/login via ID.me

Login to eGMS 
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Apply for a Grant Opportunity
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To open an application for a grant 
opportunity:   

• From Home, browse/search for a grant 
opportunity using the search bar and status 
drop-down

• Click “Apply Now” 

• A “Start Application” Pop-up window is 
displayed: 

• Note: User will receive a warning message if an 
organization already has an application open 
for that grant opportunity 

• Select the organization requesting funding 
and click “Start Application”

• User is viewing the “Application Details” 
screen

• Applicants will be required to submit two 
forms for the application: 

1. Application for Federal Assistance (SF-424) 
2. Application form specific to the funding 

opportunity (e.g., GPD Per Diem Only) 

Open an Application
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To complete the forms in the portal users can:  
• Identify progress made on the overall form using 

the progress bar at the top of the navigation pane 
on the left

• Identify progress made on individual sections using 
the donut chart icons next to each section 

• Make the form page bigger by closing the 
navigation pane

• Toggle the display of progress made from 
“required fields only” to “all fields” 

• Navigate between pages or save/discard changes 
made using the page buttons 

• View comments and history of the form

• Navigate back to the “Application Details” screen 
and exiting the form using the “Back to Previous 
Page” arrow outside of the form 

Complete the Forms
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Submit an Application
To correctly apply to the VA, applicants must: 

• SUBMIT BOTH FORMS! Applications will not be 
considered “Submitted” if both forms do not have 
a status of “Submitted”

• Applicants will be required to submit the Application 
for Federal Assistance (SF-424) Form first before 
the system will allow submission of the grant 
opportunity form  

• Reminders for order of submission and 
requirement to submit both forms can be found 
throughout the portal:

• Under the “Application Forms” section of the 
“Application Details” tab 

• On the last page of the SF-424 Form 

• On the last page of the Grant Opportunity Form 
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Navigating the Applicant Portal
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Navigating the Applicant Portal

1 2The navigation bar allows the user to 
easily access and toggle between: 

• The Home, My Active Dashboard, 
Applications, Awards, and Requests Pages

• The “My Profile” drop-down which allows 
the user to view and edit their profile 
information or log out of the system
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Navigating “Home” Page
The “Home” page is the default page for 
users upon login and: 

• Provides steps on how to apply for a grant

• Displays all grant opportunities:   
• The “Apply Now” button - allows the user to 

start the application
• The “Learn More” button - takes the user to a 

separate website where they can find more 
information about the specific grant being 
offered
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Navigating “My Active Dashboard” Page
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The “My Active Dashboard” page is filtered 
to only show active records for: 

• Organizations, requests, applications, and 
awards grouped into 4 different list views

• Ex: For applications, “active” is any record in “draft” 
or “under review” status 

• If they don’t have any records in an active 
status, then that list view will be empty on this 
page 

• For any of the list views displayed the user can: 
• Customize the columns they want displayed in 

the table by selecting the “Select Columns” 
button

• Customize the number of records viewable on a 
page within a table
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The “Applications” and “Awards” pages 
contain all application or award records  
regardless of status:

• To view a specific application or award record 
details the user would select a hyperlinked 
record from the list view 

• The “Details” page provides access to key 
information, functionality, and forms 
associated with the record

• Specifics about this tab are outlined on slides 11-16

Navigating “Applications” & “Awards” 
Pages
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The “Requests” page contains all requests 
ever submitted by an applicant. To access a 
request record:

• Select a hyperlinked request from the list view

• Request form is opened 

• Note: The “New Requests” button on this page 
is deactivated. If the user needs to submit a 
request, they must do so via the “Requests” sub-
tab of either “Application Details” or “Award 
Details.” Please refer to slide 15 for more 
information. 

Navigating “Requests” Page
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The “Organization” page is temporary and 
shown only when an organization is 
selected from the “My Active Dashboard” 
Page

• This page provides access to 3 sub-tabs: 
• An “Overview” sub-tab that contains a list of 

all applications and awards associated with the 
organization 

• A “Participants” sub-tab that allows 
participants for the account to be managed (see 
future slides for participant management 
functionality) 

• A “Details” sub-tab that contains the 
organization details entered at the time of 
registration 

Navigating “Organization” Page
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The “Application Details” and “Award 
Details” pages are temporary and shown 
only when an application or award record 
is selected. These pages provide: 

• An overview of key information about the 
record 

• Access to related forms, if applicable 

• Access to 5 sub-tabs: 
• Application/Award Details: Contains key 

information/forms for an application/award 
• Participants: Contains lists of active and 

inactive participants as well as open invitations. 
Users can manage participant access from 
these sub-tabs if they have proper participant 
management access. 

• Tasks: Contains all tasks assigned by the VA for 
an application/award 

• Requests: Contains all requests previously 
opened or submitted and provides the ability to 
create new requests 

• File Spaces: Contains all PDF files associated 
with an application/award

Navigating “Application Details” & 
“Award Details Pages
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The “Participants” sub-tab is where participants can be 
managed:  

• To manage access for active or inactive users:
• Select the drop-down arrow next to their name and the select the 

action to be performed

• To add participants from the account to an application or 
award record: 

• Important! Participants must be added to each Application or 
Award record to access them 

• Navigate to the “Active” tab and click “Add from Account” 

• Select the user to add using the checkbox next to their name and 
click “Next”

• Fill out required fields and click “Apply”: 

• Permissions = manager, editor, or viewer; the only difference 
between manager or editor is the ability to e-sign forms.

• Access Expiration = when the participant's access to the 
application/award will expire.

• Participant Management Access = manage, edit, view; controls 
the access they’ll have to manage participants on the account, 
application, or award .

Navigating “Participants” Sub-Tab (1/2)
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The “Participants” sub-tab is where 
participants can be managed:  

• To add participants to an account OR to an 
application or award record from outside of 
the account:

• Navigate to the “Invitations” tab 

• Click “Invite New Participant.”

• Fill out required fields and click “Send 
Invitation”:

• Permissions = manager, editor, or viewer; 
the only difference between manager or 
editor is the ability to e-sign forms.

• Access Expiration = when the participant's 
access to the application/award will expire.

• Provide DCT Access = indicator for if they 
should have access to DCT, but does not 
control access given 

• Role Category = user’s role on the account, 
application, or award

• Participant Management Access = manage, 
edit, view; controls the access they’ll have to 
manage participants on the account, 
application, or award 

Navigating “Participants” Sub-Tab (2/2)
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The “Tasks” sub-tab contains all tasks for 
an application or award:

• To open the task form:

• Click the dropdown arrow at the bottom of the 
task card 

• Click “Go to Award Form” button now displayed

• User can view status and due date of tasks in 
the top right of the task card 

• To group tasks by categories: 

• Select “task sets” from the “Group By” drop-
down

• This will display the tasks in sets and display 
information on how many have been 
completed, started, etc.

Navigating the “Tasks” Sub-Tab
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The “Requests” sub-tab contains all 
requests for an application or award:

• To access an existing request: 

• Select the hyperlinked record 

• Request Form is opened 

• To open a new request: 

• Click “New Request” button 

• Select the request then click “Create” 

• New request is opened and is displayed in the 
list view where the user can identify the creation 
date and status 

Navigating the “Requests” Sub-Tab
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The “File Spaces” sub-tab provides access 
to generated PDF files for an application 
or award: 

• The user can download any file by clicking the 
hyperlinked record

• Open the downloaded file to view the 
contents 

Navigating the “File Spaces’ Sub-Tab
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