
Grants Management System (GMS) 
Training
Applying for  Consol idated Capital  funding

TRAINERS – add your names and agency/agencies here
Add date here



Purpose

The purpose of this training is to:

• Provide you with information 
about the Grants Management 
System

• Show you how the system works 
for applying for a Consolidated 
Capital Grant



Logging into GMS

Sign into SAW

Presenter
Presentation Notes
If you remember our prior overview of registration, here’s where it comes back for getting into the Grants Management System.
 
Users go to: https://secureaccess.wa.gov 
User will use their SAW User ID & Password to login and select “PTD Grants” as their desired application.
Upon successful login to SAW, the user will be automatically redirected to PTD Grants Management System

NOTE: As a second Login path/option, there will be a button on the PTD Grants Management System Login Screen that Users can click and be directed to the SAW Login page.  Once they login on the SAW Login page they will be redirected back to PTD Grants Management System. 




Landing Page

Once logged in through 
Secure Access 
Washington, you will 
land at the Grants 
Management System 
Main Page



Creating an application

From the menu, click on Funding Opportunities:

Presenter
Presentation Notes
From the menu on the left, click on Funding Opportunities, then select the ‘Opportunity Title’ you are applying for. Remember to submit separate applications for each project type (there are four for Consolidated Grant: capital, operating, mobility management, and planning projects). In this case, we are applying for Consolidated Capital grant, marked by the red arrow. 



Application instructions

In the Funding Opportunity section, you will find a link to instructions for the grant application.

Presenter
Presentation Notes
When you are still on the funding opportunity page, scroll down where it says “Attachments.” This is where you will find Consolidated Application instructions – marked by the red oval on the screen – and also additional resources related to this funding opportunity.





Creating an application (cont.)

Click on Start New Application:

Presenter
Presentation Notes
When you are ready to work on the grant application, click on START NEW APPLICATION. This button, in green, is located under the list of current applications. Keep in mind that at any time you may click on ‘Ask a Question’ – a first button in blue - and submit your question into the system. When the GMS  administrator responds to your inquiry, you will receive an email alert.




General information page: step 1

The first page you will see in every application is the General Information screen. 

Complete step 1:

1. Enter Application Title

2. Select Primary Contact (the 

person from your organization 

responsible for this application) 

3. Click

Presenter
Presentation Notes
The People and Organizations database in the system is populated when you Register. Primary Contact list will come from your Registration. 

Instructions are on each page – in blue. Read through those to help you understand what you need to do.



General Information: step 2

Choose your organization from the drop-down menu in step 2, then click 

Presenter
Presentation Notes
The system has created and assigned an application number when you clicked ‘SAVE FORM INFORMATION’ in Step 1 of the Application Wizard. If you log out of the system at this point or any future point: DO NOT CLICK ON START A NEW APPLICATION. You can click on ‘Applications’ from the Side Menu or Click on ‘Funding Opportunities,’ and you will see your application in the top section. To make your search easier, write down your application number.



General information: step 3
If you would like to include Additional Applicants from your organization, add them in step 3 
and click 

Presenter
Presentation Notes
Additional applicants will be able to edit your grant application. Important thing to remember is that each additional applicant must register to be added to the People and Organizations database in GMS. Only then, you could add additional applicants from the drop-down menu, marked by the red oval.




Saving and finding an application
When you are ready to edit, click on your application, then click on EDIT APPLICATION. 

Presenter
Presentation Notes
You don’t have to complete your application in one sitting. As you save information, you can log out. When you log back in and want to find your application, click on “APPLICATIONS” on the side menu on the left. This is what the screen looks like with a saved application. The status is in “Editing” – which means that your application is not final, not submitted, not accessible to WSDOT until after you have submitted it. This is YOUR application – unless you assign other people in your organization to be able to access it. 
When you are ready to edit, click on your application, then click on EDIT APPLICATION (button in green).




Completing an application
Once you complete the General Information section, you will be returned to Application Details:

Note: A pink header on the Applications Details page will indicate that you are required to mark all 
forms complete or the application cannot be submitted.

Presenter
Presentation Notes
On this screen, you can see that under “Application Details” there is a red segment saying “Application cannot be Submitted Currently: Application components are not complete.” Down below there is a list that includes all the elements of the application due.





The system will display a list of all application forms you must complete in order to apply for
funding. Click on the next form listed beneath the General Information section you just completed.

Application details

Presenter
Presentation Notes
You will continue to click on each application form (or Component) in the Application Details list. As you finish your entries and mark each form ‘complete,’ a check mark will appear next to the form name. You may return to any application form and edit it, even after you have marked it ‘complete,’ by clicking on the form name.




Navigating in GMS

Most forms can be edited by clicking EDIT at the top of the form. However, multi-list sections are
editable by clicking ADD on the section. If you are completing a multi-list section, you can create as
many rows as necessary to complete the section. If you want to delete a row, click on the row and
select DELETE.

If necessary, you may complete part of an application and return to it later in order to finish it.
However, you must complete all required fields in the open section before you are able to save it. All
information must be saved by clicking

Note: If you log out of the system at any point, DO NOT click on Start A New Application once you
log back in. Instead, click on Applications or Funding Opportunities from the menu and you will
see your application in the top section.

Presenter
Presentation Notes
Here are some GMS navigation tips:  
Most forms are editable by clicking EDIT at the top of the form. Multi-list sections are editable by clicking on ADD.
Whole numbers only in budget sections.
And remember – save, save, save. If you back out of the form or section of the form, a warning will appear that it should be saved before you leave a section. 





Organization Contact Information

Complete the Organization Contact form. Click Save Form, then click 

Presenter
Presentation Notes
Your first form will be that of Organization Contact Information. Enter in your information, then click SAVE.
Even if the same person is the Director, Applicant, and Project Contact, fill out all 3 areas. Remember that anything marked in RED with an ASTERISK* is required information.



Summary of Project Information
Complete all the required fields. Then click 

Presenter
Presentation Notes
Next form is Summary of Project Information. Follow the form instructions in blue.



Summary of Project (cont.)
To complete Dependency on Other Projects, click  and list the dependent projects 
by project title, in order of priority.

Then click  . Add as many rows as needed, then click 

Presenter
Presentation Notes
Enter N/A, if there is no dependency on other projects.




Scope of work
Complete Project Description:

Presenter
Presentation Notes
Next form is Scope of Work. As a reminder, all required fields are shown in red. Remember to Save your work as you go. Do not leave the page before you save your work. You can log out and complete your work later. 






Scope of Work (cont.)

When done with the  Project Description entries, click 

Continue with completion of Project Description:

Presenter
Presentation Notes
Continue with completion of Scope of Work: Special Needs Transportation, Efficiency, Other Modes of Transportation, and Project Staff.





Scope of work - HSTP

Upon completion, click 

Identify which regional Coordinated Public Transit - Human Services Transportation Plan (HSTP) this 
project is included in and on which page the need for the project is addressed. Click 

Once HSTP entry completed, click 

Presenter
Presentation Notes
Entry for Human Services Transportation Plan (HSTP) will be available ONLY after you saved SCOPE OF WORK Form.






Budget form
To start, click  .     . Then click ADD ROW to enter budget information for each of the 
project activity types. Populate the table with the requested information. 

The Budget form will auto-calculate the totals for the transit vehicles and equipment request.

Presenter
Presentation Notes
Next is Budget form. You can add as many rows as needed. To EDIT, click on the activity type.  For the project cost, enter whole numbers only, no cents.
Once you entered budget information, Summary is displayed on the bottom of the screen.




Budget form (cont.)
Continue with completing Budget form. Click  to enter Match/Revenue Source. To edit,
click on the Source name. Include information about scalability of the project.

Presenter
Presentation Notes
 Continue with completing Budget form




Budget form (cont.)
Describe ADA Accessibility, Procurement Plan, and Other Sources. Mark N/A is there are no
other sources. To edit, click , then

Upon completion of Budget form, click 

Presenter
Presentation Notes
 Continue with completion of Budget form.



Service Level Form
Complete the following sections:
• Project Service Level Information – Start entering information on the levels of transportation services for this 

project by clicking 

• Project Service Level Description – Explain how were service-level estimates developed. Click EDIT FORM:

Upon completion and saving, click 

Presenter
Presentation Notes
To complete Service Level Form, provide information on the levels of transportation services for this project. Include only revenue service miles and hours. The totals will automatically be calculated as well as the percent of change. 



Vehicle Replacement Form
Do you have a replacement vehicle? Click either YES or NO. If YES, click  . Make the 
appropriate selection from the vehicle types listed on the drop-down menu. Then click SAVE ROW. 
Add as many rows as needed.                     

Upon completion, click 

Presenter
Presentation Notes
Enter information for all the fields, even if they are not marked in RED.



Milestones form
Select applicable milestones and the milestones dates for your project. Then click 

Upon completion, click 

Presenter
Presentation Notes
Your next form will be that of Milestones. 



Electricity and Biofuels Use
This form is about efforts that you have taken or will take for your project to comply with the decision-
making criteria in Chapter 194-29 WAC. If not applicable, enter N/A. Complete all sections, then
SAVE FORM, and click

Presenter
Presentation Notes
Next Form is Electricity & Biofuels Use. If you are applying for funds to purchase a vehicle, be sure to document how this vehicle meets the requirements of WAC 194-29. This WAC is about PRACTICABLE USE OF ELECTRICITY AND BIOFUELS TO FUEL LOCAL GOVERNMENT VEHICLES, VESSELS, AND CONSTRUCTION EQUIPMENT.
If you have determined that it is not feasible for your project to comply with the decision-making criteria, select “NO” and describe your rationale for this determination.



Required attachments: Applications without the necessary attachments will be considered 
incomplete. Start uploading by clicking on the Named Attachment.

Upon completion, click 

Attachments

Presenter
Presentation Notes
Required attachments are marked by the checkmarks. Attach files, provide short description, then click on SAVE FILE.
Note: The system has built in upload capability for handling attachments. You will be able to upload any size file; because the files are not sent as email attachments, your organization’s email attachment size limit will not be a size boundary. Expect large files to take several moments to load.




Supplemental information

If needed, use Supplemental Information section to elaborate on information not provided in
other sections of the application. Please do not use this space to repeat information provided
elsewhere. To complete this form, click

Upon completion, SAVE FORM, then click 

Presenter
Presentation Notes
In order to complete this form, you are required to click on Edit Form first. Enter N/A if there is no supplemental information.



Certification form

Upon completion, click Save Form and then click 

To certify, click  . You are required to click YES.

Presenter
Presentation Notes
Certification form is the last form of the application. You are basically providing an electronic signature here in preparation of submitting your application.



Submitting the completed application

Once you are finished with the application and have marked all forms complete, your application 
is ready to be submitted. You will notice that your application header has turned green. 

Click the Submit Application button 

Presenter
Presentation Notes
If you want to review your application, you can also click on “PREVIEW APPLICATION” prior to submitting in GMS. 
When you are ready, click on SUBMIT APPLICATION.



Submittal confirmation

A pop-up notification will appear informing you that once you click Submit, the system 
will no longer allow you to edit the application.

If you are ready, click 



Application submitted
Once you click Submit, the system will take you back to your Current Applications listing.
Your submitted application will now be displayed here.

Presenter
Presentation Notes
You will also receive an email generated from the system indicating that your application has been submitted. DO NOT reply to that email – it is system generated and will not go to anyone for a response.



Printing your application
If you would like to print a copy of your application, click on your application in Submitted status, 
then click Print from the top menu and select Send to Printer.

When finished, click Log Out. Your submitted application is now ready for review by WSDOT’s 
evaluation committee!



Questions? Concerns?

Contact information

GMS-related questions
PTDGMSSupport@wsdot.wa.gov

Grant application questions
Evan Olsen | evan.olsen@wsdot.wa.gov | 360-705-6929

mailto:PTGrantsMgmtSyste@wsdot.wa.gov
mailto:evan.olsen@wsdot.wa.gov
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