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GMS — Applicant Procedures
Applicant - Sign In Error Messages (AP-21)

Description

Screen

Sign In Error Message Screen use this screen to correct
ervors received at login

1) Read the error statement that appears due to an Invalid
Login Attempt. Click “Go Back” to return to the
“Applicant Sign In” page and then enter the correct
“UserID” and “Password.” Remember that the “Iser
ID” and “Password” are case sensitive. You canverify
your password by clicking on the “Forgotten your
password?” link on the “Applicant Sign In” page. If
the error stll persists after entering the correct “User
ID” and “Password,” please contact the Help Desk at
1-883-549-9901 or send an email to_ojp(@lojp.usdoj gov.

2) Enter your current “Password.” To help ensure
secure system, your “Password” will expire every 60
days and you will be prompted to create a new
“Password.”

3) Enter a new “Password” that is different from your
current “Password.” Remember, the “Password” must
bea minimum of 8 characters long and must not begin
with a number

4) Confirm the new “Password” by reentering it in the
field Reenter exactly the same “Password” asyou
entered in the “New Password” field

5) Click on “Change Password” to submit the new
“Password” and to log on to the system.
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GMS — Applicant Procedures
licant - Sign In Sereen (AP-2)

Description

Screen

“Applicant Sign In page. use this screen to signin fo GMS £
youare a retiming user or use this screento begin e
process of applying for access to the system.

1) Enter your “User ID." The “User ID” is case
sersitive

2) Enteryou “Password.” The “Password” is case
sensiive.

3) Click on “Sign In” afer extering your “User ID” and
“Password”

4) Click on the “First Time User” link if you are a first
e wser. This lnk vel help yon create an account For the
‘GMS system. Yon will also create a“User ID” and
“Password”

5) Click on “Forgotten your passwond” to refrieve alost
password, O, call the GMS Hotline at 1-888-549-9901
option 5to create a new password, See Job Aid AP-20
for additional information.

)

Applicant Sign In

o ——

4

5
FistTims see? Forgnten your passvond?

Return to Table of Contents or close this browser window to return to GMS

Dore
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GMS - Applicant Procedures
Applicant - First Time User Registration Information (AP-3)

Description

Sereen

Firs Tie User Regiotraion Information: uss this page 1o create &
‘user prcfle and open an accountin the Grasts Management System.

1) Enter the applicant’s “Employer ID Nunber (EIN)”.
Each employer teceived an *EIN” from the Internal Reveruie
Service. ¥our organization shovld provide you with the “EIN”.

Generaly, this miiber can be obtained fo
accountart or compiroller,

2) Enter the “Legal Name" of yous otganization. The “Legal
DName” is the name cf the parert arganization, For exampls, ifyou
wask for the City of Seatile in the Human Servies Divisian, your

“Logal Name” wauld be the City of Seatl

m your organization’s

o 18 s B0

L

v
T il b ke

used to generate an award documert. |WEe

1.g (112844 bytes)

) Ester the “Organizational Unit”, The *

Subset of the “Legal Name”, For exemple, if you work for the City

of Seattl in the Human Services Division,
Unit” is the Human Services Division.

4) Enter the “Address” to whee official cormespondence and
sotification shauld be sent, This will be the addeess of record. This
adkitess should be the business ardtess of the avthorized signing e
vttty for your grant, Then erter the “City” anduse the ceop

downlist o selectthe “State.”

5 Enter the “Zip Code”. ¥ oumust enter

Enter the normal 5 cigt zip cade in the firet fisld and the last 4 digits -

in the second field. If you do not know yo
click onthe link “Need help for Zip+42”

6) Use the deap down list ant select the “Type of Applicant”. If the
ditop down list does not have an adeqate description of your
organization, select *Other.” (Wote: [f you select other you will be
sequiredto ente a description for type of other)

“Organizational Unit” is & b

your “Organizational fonl =
B ]
2 cote T
st T —

T—

e —

the full § digit zip code. et ) I

e Full © digit zip code

gl
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GMS— Applicant Procedures
Applicant - First Time Applicant Sign In - Main Applicant Screen (AP-5)
Description Screen
Main Applicant Screen: after your “User 10" and
“Passward” have been successfully entered, you are
Logged into the system and will be taken to the
“Grants Management System Homepage.”

- T

1) Click on “Status” to view the status of any pending
applications that yon have submifted. If you have
pending applications that were submitted nnder the
“UserId” and “Password” that you entered at “Sign
Tn,” each application will be listed for you. If you
have no applications pending, you will see the message
“Currently, there are no applications in GMS for
you? If you do have ap|npeLipa 79195 bytealee Tob Aid | tacsan
e s

| O o suse g by ooy

i st sl o To i s
\7dnqprasntss

G s e e

2) Click on “Funding Opportunities” to view any
available funding opportunities. Use this link to review.
available funding. See Tob Aid AP-6.

3) Click on “Profile” to view or update an existing
registration information. See Job Aid AP-18

4) Click on “Change Password” to change the |
password associated with the “User Id” you used at
signin. See Job Aid AP-19,

5) Click on “Log Off” to log out of the “Grants
Management System” and exit the program.

< |
one T T T T | o [Fuoow ~
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GMS — Applicant Procedures
Applicant - Funding Opportnities (AP-6)

Description Screen
Funding Opportuniies: ulizs the Following screens to
search Bor finding opportuities for which you may be m R RSB FHSAGE
lighle o apply for. Click on “Funding Opportunities”
at the upper left of the screen to begin £ e Oupenenkicn
= o it e s s i e S e

1) Select the OTP “Progran Offce” whos: fnding U e G L T e
opportunities you wish to review. The system defalts to i S
search al program offices [ R -

W -
2y elect the “Program Name® that you want to search e

———

‘The system defaulis to search al program names oz

3) Choose the “Source” of the solicitation yon wish to
seview, The system vl default to review “Active”
solcitations (those solicitations for[3P-06-1ipg (108151 bytes)
currently accepting applications).

4) Click on the “Search?” button to begin the search
according to the options you selected above

£
5) Searches can be done ilzing key words. Enter the T
keyword in the fied exiifled “Keyword Search” and click o
the “Search” buton )
et

) The resuls for this search (“All Program Offices, All
Program Names, Active Salicitations” are displayed.

b=
7) Click on the “Apply online” lisk nest to the soliciation
that youwish to apply For to begin an application

E——
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GMS — Applicant Procedures

Applicant - Applicant Handbook Main Screen Introduction (AP-7)
Description Screen
Mein Screen Infroduction: use fhe abs acoss fhe 1op of
he screen wil allow you to access information about the
status of your application().

1) Click on the “Application” tab to access the 5
“Applicant Handhook” to irput all pplicant information | 1) NS ANSScan) WS W~ 3
and o submit the application.

2) This tab is not cusrently active, However in the fiure, e T ot et s gl Tt ot et o
once your application has been approved for funding by

OIP, the “Award” screen il step you throvgh the S oo e |
process of accepting your award. o s O s
. - e

i |
R |

3) This tab is ot currently active.

[6P-07-1.jpg (75571 bytes)]

4) This tab s not currealy active.

5) Click here to send and receive ermai wih the Program
Office. A1l email sent or received can also be viewed,

I
it i s 6.2

6) Use the pul down menuto select and then access ofher
applications that you have submitted or zre currently

working on

an Screen Itroduction continmed: use the tabs across
the trm of the screen sl alow e i arrecs infarmation

one T T T T | o i -





AP-7 Continued
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Mein Screen Infroduction confimed. use e fabs across

the fop of the screen will alow you to access information

about the status of your application(s) -@

7) Click “Overview” to begin the “Application

Handhook.” Tniial nformafion about your application wil LT R

be gathered, See Job Aid AP-09.

S et Ot

8) Click “Applicant Information” toreview ormodfy |7 L Dt s ot oo st s s e o it e Vo

the contact information for your organization. See Job Aid = SO R TN

AP-09. f QT — o o st [ o

. e o

9) Click “Project Information” to input the project b | [yt = s |

information (descriptive title of project, geographic areas | 101 At ]

affected by the project, project dates, al affected 1 e e e

congressional districts & estimated finding amounts). See i R R

Job Aid AP-10 1y r=arar 2

10) Click “Budget and Program Attachment” to 13h Mk s ::"::;:’: e

attach the “Program Narrative,” the “Budget it e

Details” and the “Program Narrative.” See Tob = —

Aid AP-11 -

11) Click “Assurances & Certifications” to review

the confact information for the Antherized

Representative and to read and accept the assurances

and certfications. See Tob Aid AP-12

12) Click “Review SF 424" to review the enfire

application package. See Tob Aid AP-13,

13) Click “ Submit Application” to review the staius

of the application andlor to submit the application. See

Tob Aid AP-14

14) Click here for additional help and to view Job Aids

for the Grants Managemert Sysem. =
bone [T T [ Sdtocantanet ESC
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Applicant - Application Handhook Overview (AP-8)

Description Sereen
“Application Handbook Overview: use Fis scieenta erter
inital information ahout your application
1) Check “Construction” if tis application requests “ TrioeOrug GoursGran Program Pcal Yo 2000 s
Fanding o be used enfirely or parilly for
“Construction” project. If not, check “Non- -
Canstruction.” e AR AR (TR OGRS [ |
2) Check “Construction” if this pre-apphcation will request TG, [y .
unding 1 b used xtrely o prtly Br a S e
“Construction” proiect. 1f thisis another type of pre- SR
application check *Non Construction.” e . ® S
Eniiibai R € o Comssin
3) Use the drop down kst o select the application type. bt | A = N
Ao —— (]
4) Skip this field urless the “Type of Application” is a P e S
“Revision” grant. If the application s for a “Revision” et
erant uge the drop down lst o select th type of revison. If =
he revision is not for an award ampurt or a project diratim =
. s Cone B iy pr
rrmgwe —g— -
5) Sl this field usless “Other” i selected from the “Type | et S -

of Revision” drop down menu. 1f “Other” is selected,
enter the type of revision.

6) Check “Yes” if the applcantis subject to review by the
“State Executive Order 12372" If you are subject to
seview, check “Yes” and wse the drop down memsfo
select the date on which the application was made available
o the state for review.

7) Check “No” ifthe program is not covered by the
“executive order 12372." Check “N/A” if the program
has not been selected for review.

8) Click “Save and Continue” when firished.
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GMS — Applicant Procedures

Applicant - Application Handbook Applicant Information (AP-9)

Description

Screen

“Applicant Information Screen: use fis screen fo enfer
information about the applcan.

1) Check “Yes” if the applicart is delinquent on any.
federal deb, Categories of debt inchide delinguent andi
allowances, loans, and taxes, Otherwise, check “No.”

2) Review the following fields and makce revisions if
reqirect “Employer Identification Number, Type of
Applicant, Type of Applicant (other) Organizational
Tnit, Legal Name, Address 1, Address 2, City,

Year 2000

Grant Program Fi

L e e
P ——
R
I T
] S ik e S ot

T e
County/Parish, State, and ZIP.” See Job Aid AP-3 for ] — 71‘3- A r-—w" i
descriptions of each field i s - ~
3) Review the following fields. These fields should list e Bl Pogren T —
name and phone mumber of the person to be contacted on Ay [ e
matters involving fis application. The information wil )
automatically trandfer Fom the registration information you | L
previously entered. Ifthe information is incorrect, clck on Semesra
the “GMS Home” , followed by the ‘Bt [ram—
See Tob.Aid AD-18 el jpg (92795 bytes)| | St Avsieaian : .
. e 8
4) Click “Save and Continue” when you have completed |  Sofzmtihse! | i ey
this sereen e e e
e o s 1 ro
oy
[
bone [ [ [ N3 ocalintranet ESCE
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GMS — Applicant Procedures
Applicant - Application Handbook Project Information (AP-10)
Description Sereen
Project Information Sereen use fhis screen fo enter
information about the proposed project.

1) Enter the “Descriptive Tidle of Applicant’s Project.”
The ifle describes the project, i shovld inchude: the fifle of Noenion R ) (gS s 3
the program as it appears n the solcitation, the name ofthe

Federal agency resporsible for the grant, your organization’s
Escal year, i e twelve month audit period. =5

Spplicston andk,  Profoctinformation

2) Enter the “Areas Affected by Project.” These inclnde | | Asicudistumsian
the geographic area(s) that will be impacted by the project.

Tndicated “Statewide” or “National” i applicable St
I
3) Use the drop dovn lss to select the “Start Date” of the Atz
project. Use the drop down lss to select the “End Date” S
ofthe project et
4) Use the drop down listto selectthe “Congressional Sier
District(s)” where the project will be located as well asthe | [ GilaiAsiia

“Congressional Districts” that wil be impacted by the
project. To select muliple Districts hold down the control | gt et

key on your keyboard whi clicking on the Districts. =
s
5) Enter the amowt of “Federal” funding you are st

requesting, the amount of “Applicant” Funding being
supplied (F any), the amount of “State” Funding being
seceived (i any), the amout of “Lacal” Funding being
seceived (i any), the amount of funding from “Other”
sowces being received (f any), as well as any anticipated
income from the program (F any) in the blocks provided

6) Click on “Save and Continue” when fiished.

[

bone o ) o o . [ = ENTT
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GMS — Applicant Procedures
Applicant - Application Handhook Budget and Program Attachments (AP-11)

Description

Screen

Budget and Program Affachments Sereen use fhis sereen
1o aftach the “Budget Detail Worksheet,” the
“Program Narrative” and the “Other Program
Attachments” to the application

1) Attach the “Budget Detail Worksheet” by clicking.
“Attach” Prooeed o Step 4

2) Attach the “Program Narrative” by clicking
“Attach” Proceed 1o Step 4

3) Attach the “Other Program Attachments” by cicking
“Attach”

You must complete these sieps for all three requested
attachments to fully complete the application process.
Afier you have completed itaching one file, you
musst return to the above steps until “Budger Detail
Worksheet,” “Program Nervative,” and “Other
Program Astuchments” have ALL been atached ta
your application. Referto solicitation forspecific
‘guidance.

4) Type in the directory path for the file you wish to attach;
or proveed to step five below.

5) Click on “Browse.” 4 new window wil open which
weill allow you to search for the fle.

Tribal Drug Court Grant Propram

Aapscn RS ST WY s [~ 3
Aotk et nd Proram Alhmens
LT sttschments, Click the Altach butca 1o continue,
T
i O W g —
T | ]
[ 3
o |
po | e
- e gl ]
‘e
S 44 Savs 3nd Cantinae
EE—
st
ey

x e I——— o 2
[AP-11-1.jpg (103748 bytes)|
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AP-11 Continued
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Bidget and Program Aftachments Sereen confinned. use
s screen to aftach the “Budget Detail Worksheet,” the
“Program Narrative” and the “Other Program
Attachments” o the application.

6) Locate the directory where yon store the “Budget
Detail Worksheet,” the “Program Narrative” and the
“Other Program Attachments” les

7) Remember to sortin the drop down list marked “File
Type” by “All Files.”

8) Select the appropriate fle and click on “Open.” The
e selection window wil close.

9) Notice that the aftachment window wil appear with the
directory path to the selected file visble n the windoww
marked “Attach here.”

10) Click on “Upload Your Document” 1o transmit your
attachment to the OIP.

T )
e e 5 ) i

e —
e —

VT % Yo 5o Gompca oy

R [—

[ Bt vibres

el

e |

8

| Attachment Description
i oy 6 Browse o 0T your e WHer Yo 6
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GMS — Applicant Procedures
Applicant- Application Handbook Assurances and Certifications (AP-12)
Description Screen
Assurances and CertReations: use this soreen fo complete
the requred “Assurances and Certifications” for this
application.

1) Click on the “Assurances” link and a window with the
assurance statement wil appear. Read the document and

Click “Accept” at the bottom of the window in order to Stk MeI T

corfirm commpliance ofthe project with Federal stames, R i ot bkt st st s et b det o

regulations and requirements. You rst be authorized by b

your organizaionin order ta click “Acoept.” R | S L P
b He e e

2) Click on the “Certifications Regarding Lobbying...” [T

link and a window with the certfications will appear. Read

the documert and Click “Accept” at the bottom of the g

window in order to comply with the stated cerfications

You must be anthorized by you organizationin order to s

click “Accept.” =Sias

3) Read the following contact information for the o

organization’s Authorized Representative. The Aufhorized

Representative is the person legally anthorized to exter into

agreements on behalf of your agency. Review the

information in the Following fields and change Fnecessary. = —

4) Read the statement and check the boxif the statement is =2 :M—f“i

corect. The individual checking this box must be the e e e

Athorized Representative o an individual delegated the e T

authority by the organization. ra P ——— _
et = T

5) Clike “Save and Continue” when you fave reviewed . b s s e e S A

the “Assurances and Certifications” and completed this e i e e i oy e

screen B e oy
TS s e 5 e 1 e
sonmcnie =l

bone o ) o o . [ = ESTae




[image: image15.png]GMS Online Help System - AP-

rosoft Internet Explorer pros

led by

epartment of Justice

G‘;‘ + [IE] hepsifjgrants.oip.usdsi. govjgmsHelp ap-13.html

|| x| Juve search

W $r o] -| @ansoon | @arsonnetepsysten . x | | B8
GMS — Applicant Procedures
Applicant - Application Handhook SF-424 Review (AP-13)
Description Screen

SE 424 Review Soreen: use fhis screen to review fhe
information you have suppled for the “SF-424" form. If
there are areas that need correction or need to be wpdated,
click the appropriate buton on the left side ofthe screen,

1) Click on the “Print a Copy” link to print a copy cf the
SF-424 for your records

2) Click on “Overview” lik on the left side of the screen
to correct inaccuracies about the “Type of Submission.”

3) Click on “Applicant Information”to carrect
inaccuracies on your “Legal name, Organizational Unit,
Address, and point-of-contact information.” The poist-of-
cortactmay be diferent from the ahorizing offcial, and
indicates the person vith whom confact wil be manfained.

4) Click on “Project Information’” to correct inaccuracies
onyour“Emploger Identification Number, Type of
Applicant, Type of Applications” and the “Name of
Federal Agency’” that you are applying for an award fom.

5) Click on “Project Information” to correct inaccuracies
in the “Descrptive Tie" for your project and the areas
affected by the project

e
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Applicant - Application Handbook Submit Application (AP-14)
Description Screen
‘Subrmit Application Screen use this screen to subrit your
application. (MOTE: All iformation must be fully \' Tribal Drug Court Frogram Fiscal Year 2000.

completz and you “User1d” must be approved by the
Program Offce before the application can be submted )
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GMS — Applicant Procedures
Applicant- Application Handbook Application Submission Confirmation (AP-15)

Description

Screen

Submission Confirmation Sereen this screen wil conbrm
that you application has been successfilly submitted to
OIF, (NOTE: After the application has been submitted no
changes o edifs can be made to the application.)

1) Click on the “Return to GMS Home” fik to return to
the “Grant Management » The
Hommepage i the page you sPoLPACZE oMo . 30
system.

2) Click on the “Log Out” fink to log off ofthe “Grants
Management System.”

ropicuion ESAE PR W) S [

Vous sopliaton o th Tebal g ot Gt Progra il Y 000 has b succassflly submited Yo vl o2 longer e
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Return to Table of Contents or close this browser window to return to GMS
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GMS — Applicant Procedures
Applicant - Application Handbook Correspondence (AP-16)
Description Screen

Correspondence Sereen: vse fhis screen 1o send and
seceive email to and from the Program Ofice. Any emal
sext or received becomes part of the offisial grant fle for
this application.

1) View the new correspondence from the Program Office
by clicking “NewMail.” Thisis also the defult opering
sereen.

2) View correspondence you have previously sent to the
Program Offce by clicking “Sent Mail”

3) View old correspondence between the Program Office
and yowrselfby clicking “Old Mail”

4) View “Mail, Date, Sender,” and “Subject” in this
field

5) Send a message to your poist of contact a the Program

Office by clicking “Send a Message.” This will open a

‘new frame to the right of the button. The addessee is

already flledin for you Yon may fllin anons you wishto
ec:” inthe line belowit,

6) Plase the text of your original message in the field.
marked “Message.”

7) Press “Send” to send the mail
8) Press “Cancel” to cancel the process. The mail wil not

be sent, youwil refurm fo the original sereen, and your mail
message willnot be saved.
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GMS — Applicant Procedures

Applicant - Main Screen Status Return User (AP-17)
Description Screen
Retun User Staius Sereen vee fhs soreento review the
status cEthe programs you are currently particpating in
Click onthe “Status” ink to begin.

irant Management Syster Honsepage

Al pogamssou e ety gt o st bk Tk he sz of program o,

1) Select the fiscal “Year” and the “Solicitation” thet you - Cutse o i et s 5 R bk

want to review by using the pull down list. The system will | |Fiia it

etult o AL Bsval €Y eane” and SALIY TrealF S sobtiscali 3 o
“Solicitations.” Click the “Refresh” button. besde
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2) The system wil display all programs that match the

71| 20rvg Cour Gran: i
criteria you selected above. et Drg Cour Gran Program Fcl Vear 200

3) Click “Compose message” onthe speciic application | Lot st rsope " TSR e LM

‘to send email to the Program Office. See Job Aid AP-16 i T
for more information on sending emal to the Progran : :
Office.

4) Click on “Update” or “Withdraw” to modify or delete
an application that has not been submitted. Click
“Tpdate” to review and malce changes to this application. B 7o)
Click “Withdraw” to completely remove this specific
application from the system If an applicafion has
previously been submited you wil see a “View” fink.
Click “View” to review these applications

Return to Table of Contents or close this browser window to return to GMS
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GMS — Applicant Procedures
Applicant - Main Screen Applicant Profile (AP-18)

Deseription

Screen

“Applicant Profile Screen use this screen to review fie
information you entered about the applicant

1) Review the applicant’s Federal “Employer
Tdentification Number (EIN).” IFitis necessary to make
changes clcl “Update Profile” at the bottom of the
sereen to make changes

2) Review the “Legal Name” ofthe spplicant. Fitis
necessary tomake changes click “Update Profile” atthe
bottom of the screen. See item#7 on the followng page.

3) Review the address information for the applicart. I is
necessay to make changes click “Update Profile” atthe
bottom of the screen.

4) Review the “User Name” for the person using the
Grants Management System to submit this application. IFit
is necessary to make changes clck “Update Profile” at
the boftom of the screen.

5) Review the Authorized Representative's information
starting with “User Prefix” it is necessary to make
changes click “Update Profile” at the bottom ofthe
soreen.
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GMS - Applicant Procedures

Applicant - OJP Grants Management System Welcome Page (AP-1)

Description

Screen

Welcome to the “Applicant Procedures (AF)” for the
“OJP Grants Management System.” These Job Aids
will guide you through the procedures for using the on-
line grant system. If you have additional questions,
please contact the Help Desk at 1-888-549-9901 or
send an email to: ojp@ojpusdoj gov

OIP Welcome Page

1) Click on “New Applicants click here first” to view
instructions to better assist you in navigating through
the system.

2) Click on “GMS Sign-In” to go to the “Applicant
Sign In” page of the GMS, if yon already have an
account on the “Grants Management System.”

3) Click on “New User? Register Here” to go to the
“Registration Information” page. On this page yon
will create auser profile and open an account in the
system. You can also reach the “Registration
Information” page by clicking on the “First Time
User” link on the “Applicant Sign In” page. See Job
4id AP-3for help on the “Registration Information”
page.

4) Click on “LLEBG Sign-In" to sign in for the Local
Law Enforcement Block Grants Program.

5) Click on “Home” to load the OTP main home page
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GMS — Applicant Procedures
Applicant - Main Screen Change Password (AP-19)

Description

Screen

Change Password Screen use fis screento change your
password, Remember that the passwords are all case
sensitive,

1) Click on “Change Password” at the left of the screen.

2) Enter you “Old Password” (NOTE: the Password
characters will appear on the screen as *9)

3) Enter you “New Password” (NOTE the Password
characters will appear on the screen as *9)

4) Conirm your “New Password” by re-ertering the
Password. (OTE: the Password characters wil sppear
onthe sereenas )

5) Click on “Change Passward” to complete the
process

Grantsnagemont,

[wpet o (54789 bytes)
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Return to Table of Contents or close this browser window to return to GMS
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1) Click on e “Forgotten your password?” lnk a the
bottom of the “Applicant Sign In” page. A new window
will appear on the screen

2) Fillnthe mandatory fields on the screen and the GMS
Support Office will call you with further assistance, Orif
ouprefer, you may call the GMS Hotline at 1-888-549-
9901

3) Select your State from the pull down mem.

4) Enter your email address as & appeared on your user
registrafion.

5) Click the “Email” button to send the information to
GMS and the click “Close Window” to close the
window. Wait for GIMS to contact youvia telephone with
your password

ser D

Passwan:

Fist Time User? Forgoten your password?
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AP-21 - Continued
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GMS - Applicant Procedures
Applicant - SF-424 Forgotten Password (AP-20)

Description

Screen

Forgoften Password Sereen: use fhis screen o assist you £
youhave forgotten or misplaced your password.

1) Click on the “Forgotten your password?” link o the
bottom of the “Applicant Sign In” page. A new window
will appear on the screen

2) Fillnthe mandatory fields on the screen and the GMS
Support Office will call you with further assistance, Orif
ouprefer, you may call the GMS Hotline at 1-888-549-
9901

3) Select your State from the pull down mem.

4) Enter your email address as & appeared on your user
registrafion.

5) Click the “Email” button to send the information to
GMS and the click “Close Window” to close the
window. Wait for GIMS to contact youvia telephone with
your password
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3) Enter a new “Password” that is different from your
current “Password.” Remember, the “Password” must
bea minimum of 8 characters long and must not begin
with a number

4) Confirm the new “Password” by reentering it in the
field Reenter exactly the same “Password” asyou
entered in the “New Password” field

5) Click on “Change Password” to submit the new
“Password” and to log on to the system.

* Remember to record your new password for your
records. Also remember that the password is case
sensitive,

Password Expired

Contion e Pt

5 Garge Fassus

&) TF yon receive the error message pietred here, you
‘have selected a“User Id” that has already been assigned
in the system.

7) Click the “Go Back” button to refum to your
segistration information screen and select a different
“TserId.”

Tt 1 you avechosn s sk e Vs et s e 4. 6
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