
Grants Management System (GMS) 
Training
Applying for  Consol idated Mobil i ty Management 
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 
Mobility Management Grant



Logging into GMS

Sign into SAW



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:



Application instructions

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



Creating an application (continued)

Click on Start New Application:



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



General information page: step 2

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



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

step 3 and click 



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



Completing an application
Once you clicked on EDIT APPLICATION, 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.



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



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.



Organization Contact Information

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



Summary of Project Information
Click  . Complete all the required fields (in red), then click 



Summary of Project (cont.)
Continue with completion of Dependency on Other Projects. Click  , then 
To EDIT, click on Project Title.

Upon completion, click 



Scope of work
Complete Project Description:



Scope of Work (cont.)

When done with the  Project Description entries, click 

Continue with completion of Project Description:



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 



Budget form
Entries for Budget Form will be available ONLY after you click on SAVE FORM. Then click ADD
ROW to enter budget information for each of the project activities. Identify your Expenses and your
sources of Revenue (local match). Populate the table with the requested information.

The Budget form will auto-calculate the total project expenditures, revenue, and variances.



Budget form (Misc.)
Click Edit Form to complete next sections of the Budget form:

• Variances (required if there is more than a 5% change)

• Other Sources to support the implementation of the project (required):

• Comments to describe how the budget was developed (required)



Budget form – DBE Goals
Estimate the percentage of the operating project budget that can be used to meet Disadvantaged
Business Enterprise (DBE) goal for this project. What efforts will you make to meet this goal?

If no DBE goals, provide an explanation. Once completed, click 

Upon completion of Budget form, click 



Measurable Outcomes Form
Summarize the intended outputs of this project in both qualitative and quantitative formats. Ensure
there is a quantitative output, as this will be the baseline measurement for the following biennium’s
application. Qualitative measures are optional.

Upon completion and saving, click 



Milestones form

Select dates the milestones for your project will be completed. Click 

Upon completion, click 



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

Upon completion, click 

Attachments



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.

Upon completion, SAVE FORM, then click 



Certification form

Upon completion, click Save Form and then click 

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



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 



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.



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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