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WSDOT – Public Transportation Division 

TDM/CTR Claims Reimbursements in GMS 

 

Log into the WSDOT Grants Management System (GMS) at: https://wsdot.ptd.webgrantscloud.com/index.do.  

CREATING A CLAIM  

Once logged into GMS, click on the Grants tab on the left side menu.  Active grants will be listed.  Select the grant to 
receive the claim reimbursement request.  

Please note:  Claim forms will be different depending on the type of project.  Following are instructions for operating, 
planning, and mobility management grants that use the same claim forms.  A separate section explains completing 
claim forms for construction grants.  Separate instructions will be provided for capital grants claim reimbursements. 

 

 

Once the grant is open, click on “Claims” from the Component list. 

 

 

 

 

https://wsdot.ptd.webgrantscloud.com/index.do
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To add a claim, click on the green “+Add Claim” button on the right. 

 

 

After clicking on the “+Add Claim” button, the General information form will appear.  Fields appearing in red are 
required fields and cannot be left blank. 

 Status: – This field will populate once the General Information form is saved. 

 Type: - Select Reimbursement. 

Reporting Period: - Enter the month or quarter, using dates, for which reimbursement is requested (i.e. 
1/1/2021 to 1/31/2021 for month or 1/1/2021 to 3/31/2021 for quarterly). 

Final request – Select “No” unless this is the last claim request for this grant, then select “Yes”. 

Click on the “Save Form” button. 

 

 

A list of forms appears under the Components list.  Forms must be completed, save, and marked as complete before the 
claim can be submitted. Forms can be edited and saved until the claim is submitted.    

The warning in red below shows the claim cannot be submitted because the components (forms) are not complete. 
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COMPLETING CLAIM FORMS  

General Information Form 

The general information form was completed at the time the user clicked on “Add Claim”. 

 

Description of Expenses Form 

Click on the form and follow the directions shown in blue sections to complete required information.  

 

 

Additional information is optional.  Add attachments if needed for additional explanation of expenses by clicking on the 
“Add New Attachment” button. 

 

 

Add the attachment, provide a brief description, then click on the “Save File” button.  This step is required for each 
attachment. 

 

 

After completing expenses and adding attachments, click on the ‘Save Form” button.   
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Once the form is saved, click on the “Mark as Complete” button at the top of the form.  If changes are required, click on 
the edit form, make changes, then save the form again before clicking on the “Mark as Complete” button. 

 

 

Reimbursement Form  

To add reimbursement expense request amounts to this form, click on the “Edit Reimbursement” button first.  

 

 

Add the dollar amounts for each category listed in the Description of Expenses form, which also should match the budget 
form categories.  Click the “Save Reimbursement” button after adding amounts requested this period. 
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Click on the “Mark as Complete” button once amounts are verified as correct and matching Description of Expenses 
form. 

 

 

Once all forms have been completed and have a green check mark, the claim is ready for submittal.  The message “Claim 
is in compliance and is ready for Submission” should also show in a green ribbon. 

 

The claim can be previewed before submitting the claim to verify all information is accurate and complete.  Clicking the 
“Preview Claim” button shows the claim forms in an Adobe type PDF format so that all information can be viewed 
without clicking on each form.  To exit preview, click on the “Edit Claim” button to go back to the claim details screen. 

Corrections can be made to any forms that have been completed until the claim is submitted.  If errors are found, or 
changes need to be made, click on the required form, and click on the edit button.  Make changes, save, and mark as 
complete again. 

 

SUBMITTING A CLAIM 

To submit the claim, click on the orange “Submit Claim” button. 
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A dialog box will appear confirming submittal of claim.  Once the “Submit” button is selected, edits to the claim will no 
longer be allowed by the grantee. 

 

 

WSDOT will be notified once the claim has been submitted.  Warrants (payments) and electronic funds transfers will be 
processed outside of GMS at this time.  However, payment status of claims is available in GMS. 

 

VIEWING CLAIMS AND CLAIMS STATUSES 

To view claims, click on “Grants” on the left menu then select the “Search Claims” tab. 

 

 

Claims can be searched by filters, which is helpful when there are many grants.  Claims can be searched without filters 
by clicking on the “Search Claim” button on the right of the screen. 

 

 

Using the Grant Number filter, a list of claims associated to the grant is now listed.  This list shows claim numbers, 
status, and amount in addition to other fields.  This list can be sorted by any column header by clicking on it. 
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To see additional details about a claim, click on the claim row. 

 

Claims can also be accessed by clicking on a current grant and selecting the “Claims” component.  Viewing claims from 
the grant will show the submitted date, paid date, and claim amount paid without clicking on the claim. 

 

CLAIM CORRECTIONS 
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If a claim is incomplete or incorrect, it will be returned for additional information and/or corrections.  Grantees will 
receive an email and a system alert that the claim status has changed from “Submitted” to “Correcting”.   The Claim 
should appear in the Recent Negotiations section of the Work Assignment screen. 

 

 

The claim can be accessed by clicking on it in the recent negotiations section as well as going to the grant and clicking on 
Claims in the grant component list. 

Click on the Alert History tab to see the message for changes required.  This step isn’t necessary if instructions for 
corrections is already known (i.e. email message read when received). 

 

 

 

The latest alert will be at the top of the alert list.  Below is the message contained in the alert. 

 

Click on the back button (in the grant, not the browser back button) to return to the claim.  Click on the “Edit Claim” 
button to see the form(s) that need to be completed.  The Description of Expenses form needs to be completed as there 
is no checkmark on the “Complete?” column. 
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Complete form(s) as directed in the alert message received.  Click on the “Save Form” button and then click on the 
“Mark as Complete” button.  The claim is now ready to submit again. 

Click on the “Submit Claim” button. 

 

The claim will now be in “submitted” status rather than “correcting” status. 

 

Need assistance? 

For help with claims status or payments, send an email to  PTDinvoices@wsdot.wa.gov or call 306-705-7386.  

For technical assistance with the Grants Management System, send an email to  PTDGMSsupport@wsdot.wa.gov or call 
360-705-7711. 

mailto:PTDinvoices@wsdot.wa.gov
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