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GMIS Portal Grant 
Application Submission

Audience: Agency Primary and Secondary Users

Duration: 90 Minutes

Last Updated: 2/03/25
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Class Guidelines

Be Present and Engaged
Stay focused on the training 

and avoid multitasking 
during the session. 

Mute When Not Speaking
Keep your microphone 

muted unless you’re 
speaking to minimize 

background noise. 

Ask Questions If Needed
Don’t hesitate to seek 
clarification—if you’re 

unsure, chances are others 
are too.

Everyone Is Learning
This is a shared learning 
space. Let’s make it as 

productive and supportive 
as possible!

Need to Come Off Mute?
Raise your hand in Webex! 

We’ll then unmute you.

Use The Q&A
If you have questions, 

please ask them via Q&A in 
Webex.  
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Navigate the solicitation details. 

Apply for a Solicitation.

Submit an Application. 

Review how to withdraw an application.

Learning Objectives
Review the application process. 



4
             
      

• 1.0 View Solicitation Details

• 2.0 Apply for a Solicitation

• 3.0 Submit an Application

• 4.0 Withdraw an Application

4

Please Reference the Job Aid!

View GMIS Portal Grant Application Submission Job Aid. 

The following Job Aid Sections can be referenced for greater detail and a more in-depth overview for 
content covered in the next slides: 
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Key Terms
Solicitation
The process by which ODH formally invites 
applications for funding. Solicitations are 
tied to specific subgrants. 

Application
A subrecipient’s response or proposal to a 
solicitation. 

GMIS Portal
Grants Management Information System 
(GMIS) that will be used by those external 
to ODH (i.e. Agencies, Subrecipients, etc.).

Appendices
Additional information needed by the 
Subrecipient when filling out the application.

Deliverables
Actions to be completed by the 
Subrecipient to get reimbursed. 
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Application 
Overview

Audience: Agency Primary and Secondary Users
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Here is a high-level overview for how an Agency would apply to a Solicitation. 
Submitting an Application in the GMIS Portal 

GMIS Portal

View Active 
Solicitations 

Secondary User 

Primary 
User 

GMIS Portal

Select ‘Apply’ on a 
Solicitation

GMIS Portal

Agree to the Legal 
Terms 

GMIS Portal

Submit Application
 to ODH

Notifications 
Primary Users and Programmatic Contact will get an auto email and in-app notification 7 
days before due date and day of due date for any application in Draft status.

GMIS Portal

Input Project Detail, 
Forms, Workplan,  

Budget & Add’l Docs 

GMIS Portal

View Active 
Solicitations 

GMIS Portal

Input Project Detail, 
Forms, Workplan,  

Budget & Add’l Docs 
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Solicitation 
Details 

Audience: Subrecipient Primary and Secondary Users
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View Solicitations via Browse Grants

Anyone Can Browse Grants!
You do not need to be logged into GMIS to view solicitations.

01

02
02

03
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Agencies can view Solicitation details on the 
Ohio Department of Health GMIS Portal.

10

Solicitation Overview

View section 1.0 View Solicitation Details. 

01

02
01 Description + Tabs 

02 Details

03 Dates

04 Eligibility

05 Resources 

06 Contacts

03

04
05

06
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Navigating a Solicitation Demo

Open the Job Aid to follow along.

View section 1.0 View Solicitation Details.
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Applying for 
a Solicitation 

Audience: Agency Primary and Secondary Users
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There are six main sections in an application: Legal Terms, Project Details, Workplan, Form List, 
Budget and Additional Documents.

13

Application Sections

Legal 
Terms

Project 
Details Workplan Form List Budget Additional 

Documents

Program 
Income*

Cost 
Sharing*

*Sections that are only seen on certain Solicitations

View section 2.0 Apply for a Solicitation
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Save for Later

This will save your 
application progress and 
take you to your application 
overview.

Previous & Next 

Move the previous or next 
section of the application. 
All required fields must be 
completed before moving 
onto the next section. 

Adding Attachments

Select ‘Upload Files’ to 
navigate through your files 
to attach or drag and drop a 
file to upload.

14

General Application Navigation

Tip! 
Select ‘Save for Later’ to view an overview of your application in the 
Application Workspace. This will allow you to jump around to different parts 
of an application without completing all required fields in the section. 
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Select the ‘Apply’ button on the Solicitation screen if you desire to start a new application for a specific 
solicitation. 

15

Initiating an Application

Primary Users Only!
Only the Primary User can start the application. 
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Solicitation Overview 

Primary Users Only!
Only the Primary User can start the application. 
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Once Legal Terms are accepted, the application moves to In Draft status. 

17

Legal Terms

Primary Users Only!
Only the Primary User can review the Legal Terms and agree to the 
terms & conditions. 
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Project Detail

03

01 Project Title

Include the name of the Solicitation. 

02 Programmatic Contact 

If the person you would like to delegate as the 
programmatic contact does not appear in the dropdown, 
they are not a registered user in the Agency Profile.

03 Reimbursement Period

Select the preference, if applicable. 

01

02
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Form List

Reminder: Application Forms are different than Agency Forms!
These Application Forms are different than the ones associated at the Agency level. Agency Forms are required 
before submitting the application. 

01 Info

Review details of the forms.

02 Forms

Review which form(s) are needed. 

03 Edit

Complete the form.

0102

03
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There are several required forms that require an upload of a document or filling out of requested 
information. 

Reminder: Agency Profile Required Forms*

• Financial Audit
• Civil Rights Review Questionnaire
• Health Equity Questionnaire
• Assurances
• Federal Funding Accountability and Transparency Act Reporting Form (FFATA)
• Compliance ICQ 
• Proof of Non-Profit Status.
• Certificate of Liability Insurance.

Agency Forms are Required to Submit Your Application!

If they are not complete at the time of Application submission, you will receive an error. 

View GMIS Portal Agency 
Registration Job Aid.

*The required forms depends on Agency type.
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Workplan

Goal 

Objective 

Objective 

Activity

Activity

Activity

Activity

Goal

The overarching category – typically long 
term and represent larger purpose of 
workplan.

Objective

The measurable targets – contain 
measurable steps to achieve your goal. 

Activity

The concrete actions or tasks – will directly 
achieve the objective.
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There are two kinds of workplans in GMIS Portal.

22

Non-System vs. System Generated Workplan

Non-System Generated System Generated
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Budget Navigation 
Download Template

Save & Close

Upload Template

Save & Edit Next

Add Row

Edit

This downloads an Excel template 
file that can be completed and then 

re-uploaded. It will contain all 
budget line-items for the tab. 

This allows the user to upload the 
completed Excel template file, 

containing all budget line-items.

If the user would like to enter each 
budget line item manually instead of 

uploading a budget Excel 
spreadsheet, they can select Add 

Row.

This saves the budget line item and 
closes the input screen.

This saves the budget line item and 
goes to the next budget line item to 

edit.

Pencil Icon can be used to edit a 
budget line item. 
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Budget

DO NOT Select ‘Complete’ Button! 
All budget tabs must be filled out before selecting the ‘Complete’ button at the bottom of the Summary 
screen to ensure all budget items are properly recorded. 
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Some of the Solicitations may have Program Income as a section following the Budget. This section 
covers the money the subrecipient may expect to get from each source.

25

Program Income*

01 Program Income

The sources will auto populate based on the 
Solicitation. 

02 Edit

Select ‘Edit’ to update the amount. 

01

02

*Only on select Solicitations.
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Cost Sharing*

Cost Sharing Used To Be Called ‘Match’.
Cost Sharing is when the Federal Grant requires the Agency to match a certain percentage. 

Cash

Monetary. 

In-Kind

Goods or Services.

Cost sharing or matching means the portion of project costs not paid by federal funds or contributions 
(unless otherwise authorized by Federal statute).  It may not be on all Solicitations. 

*Only on select Solicitations.
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Additional Documents

This is the Final Screen!
Before going to the Application Workspace to submit.
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If at any point you leave the application and need to return to edit its contents, it can be accessed 
through the ‘My Applications’ tab in the gray bar at the top of your GMIS Portal screen following 
login. 

28

Viewing or Modifying an Application Later
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Completing an Application Demo

Open the Job Aid to follow along.

View section 2.0 Apply for a Solicitation. 
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Application 
Submission

Audience: Agency Primary User
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Once all sections are complete, the application can be submitted.

31

Application Submission

Primary Users Only!
Only the Primary User can submit the application. 

View section 3.0 Submit an Application.
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Application Submission Demo

Open the Job Aid to follow along.

View section 3.0 Submit an Application.
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Application 
Withdrawal

Audience: Agency Primary Users
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This will place the application back In Draft status so edits can be made.

34

Withdraw Your Application to Make Edits Before Due Date

Withdraw Error
If the application due date for the associated solicitation has already passed, the user will be 
unable to withdraw their application. 

View section 4.0 Withdraw an Application.
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Withdraw an Application Demo

Open the Job Aid to follow along.

View section 4.0 Withdraw an Application.
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Thank You!
We appreciate your time and participation in today’s 
training session. Your engagement is key to our shared 
success! In today’s session you learned:

Have Questions?
For any further inquiries or additional support, 
please reach out to: 

Grant.Support@odh.ohio.gov 

Navigate the solicitation details. 

Apply for a Solicitation.

Submit an Application. 

Review how to withdraw an application. 

Review the application process. 

mailto:Grant.Support@odh.ohio.gov
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