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Office of Program Development and Funding


GMS USER REGISTRATION

In order to complete grant applications online to DCJS, your agency must register with the GMS system.  Do so by submitting this Registration Request from – and the attached IRS W-9 form –via email attachment to funding@dcjs.ny.gov.  When your request has been processed, you will be sent a username and instructions.  Please download the GMS User Manual at http://www.criminaljustice.ny.gov/ofpa/gms.htm.

Please allow 3-5 business days for your Registration Request to be processed.

Registrant Information (all fields are required):

Agency:	
EIN (Tax ID#):	

Registrant:	
Title:		

Address:	
Address2:  (if applicable) 
City/State:	
Zip:		
Email:		
Phone:    (Ex.: (555) 111-1111)

DCJS #s of Current Grants (if applicable):


NOTE:  You must also complete IRS form W-9, Request for Taxpayer Identification Number and Certification, in order for your registration to be processed.  Faxed signatures are acceptable.  Download the form at http://www.criminaljustice.ny.gov/ofpa/gms.htm.  Fax to (518) 457-1186. 
[bookmark: W9Form]Indicate here that form W-9 has been completed and faxed:   |_|
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Office of Program Development and Funding


GMS SIGNATORY REGISTRATION

In order to complete grant applications online to DCJS, your agency must register with the GMS system.  Do so by submitting this Registration Request form via email attachment to funding@dcjs.ny.gov.  When your request has been processed, you will be sent a username and instructions.  Please download the GMS User Manual at http://www.criminaljustice.ny.gov/ofpa/gms.htm.

Please allow 3-5 business days for your Registration Request to be processed.

Registrant Information (all fields are required):

Agency:	
EIN (Tax ID#):	

Authorized Signing Official:	
Title:		
Address:	
Address2:  (if applicable)
City/State:	
Zip:		
Email:		
Phone:    (Ex.: (555) 111-1111)

Basis for signing authority (Ex., executive officer, authorized by municipal charter, e.g.)

DCJS #s of Current Grants (if applicable):


NOTE:  If your agency has not yet submitted IRS form W-9, Request for Taxpayer Identification Number and Certification, you will be required to do so.  Download the form at http://www.criminaljustice.ny.gov/ofpa/gms.htm. Fax to (518) 457-1186.

Helpful Hints

First time GMS users should download the GMS User Manual located at http://www.criminaljustice.ny.gov/ofpa/gms.htm.

Persons familiar with NYS-DCJS GMS can use the following as a simplified guideline.

Getting Started 
Sign on to GMS.

Click “Project” to go to project grid. Click the “New” button at the top of the project grid.
This will take you to a screen that says “Select a Program Office” in a drop-down box format, Find and highlight “DCJS ATI” then click “Create Project”

This begins your application.  You may work on the application, save and return to it at a later time, except as noted below.  Note that GMS will time out after 30 minutes of inactivity.  That means that you should save your work frequently.  Each save re-sets the timer.
In the newly created project, complete the following modules (listed across the top of the screen):
General

Complete the text screens and press save. 

Participants/Contacts 

Click on "Add Participant" and in the search prompt that appears type in your agency name. This should take you to a list, find your agency, and click in the blue section of your agency name. This will prompt a drop down list that defaults to "Grantee". Click “Add.” If there will be a separate Implementing Agency, repeat the process, choosing "Implementing Agency" as the Participant Type.  
In the event your agency is not listed, click the "New" button to add your agency to our database.  Please complete all required information on the screen, including the Employer Identification Number (EIN) before you SAVE the entry.  GMS will only allow one attempt then locks the entry to edits.  Should you still need additional information added to the Participant record, please call GMS Help at (518) 457-9787.

Scroll to the bottom of the screen to add contact information. Click on "Add Contact" and in the search prompt that appears type in the last name of the person to be added. This should take you to a list, find the person to be added and click in the blue section of the name. This will prompt a drop down list that defaults to "Primary." Ensure you do this until you have added a minimum of three contacts: Primary, Signatory and Fiscal. In the event that the contact you are attempting to add does not appear in a search, click the "New Contact" button to add the contact to our database.

Note: If the signatory you try to add is not eSignature registered, you will get an error message and will not be allowed to add that person at that time.  You will NOT be able to submit the application without a signatory attached. Please refer to the preceding GMS Signatory Registration form and instructions to register a GMS signatory for your agency.

Budget

Select the “Budget” tab at the top of the application screen. Click on “Create a new budget for (your agency)". On the subsequent entry screen, you choose a budget category to work on from a drop-down list.  You may continue to work within a category, or choose a new category at any time.  Proceed through the various budget categories to enter your proposed project budget.  Please make sure that sufficient justification is provided for each budgeted line item.
If you should need to exit the budget module and return to it later for editing or updating, click the blue “Edit” button to return to the budget screen to input your updates.

Workplan

In the GMS workplan module, enter “To Be Determined” for your Project Goal, Objective, Task and Performance Measure. This is necessary in order for GMS to accept your application. Upon successful application and notification of award, DCJS staff will then assist awarded agencies with developing an appropriate program workplan including Project Goal, Objectives, Tasks, and Performance Measures.

Fill in the “Project Goal” text box and click “Save.”
Click “Create New Objective” and fill in the text box and click “Save”
Click “Add Task to this Objective” and fill in the text box and click “Save” 
Click “Add Performance Measure to this Task” and fill in the text box and click “Save”. 

Questions

There are no questions to answer for this RFA in the GMS Questions module. Type “N/A” in the
box of any existing question.

Hint: You should work in a word processing document for any long answers. DCJS-GMS will time out after 30 minutes and you will lose any unsaved material. Cutting and pasting from a word processing software document will prevent you from losing any work in this manner.





Acceptance

Click in the blue lettering anywhere under “Assurances.” This will bring you to a list of Certified Assurances. Read the assurances carefully and at the bottom of the list (if they are acceptable), click the “Certify” button. This will automatically fill in the “Certified by” and “Certified Date” fields, as GMS will recognize the user based upon user name and password when signing on to GMS.

Note: Your signatory will not be able to "accept" the appendices at this time as the project is still just an application. Accepting appendices occurs as part of the contract signature at a later date.

Attachments

You may click on “Attachment,” and upload the required attachments for this RFP. Note: Follow the instructions in the GMS Users Manual for Attachments; also see screen instructions for accepted file types and advice on file names.
Remember: Failure to submit required documents will be considered the same as failure to meet the deadline for application submission. This may result in an award being rescinded for the application being untimely.
 When you have completed all of the above requirements, click the “Submit” button.  GMS will review the application for completeness.  If any fields are missing, a report will display what remains to be completed.   Once all fields are complete and you submit successfully, GMS will display a screen that says “Your application has been submitted.”  In addition, GMS will send an email notification to the Signatory official listed on the application to make him or her aware that an application has been submitted on your jurisdiction’s or organization's behalf.
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