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GMIS Portal Expenditure 
Reporting

Audience: Primary and Secondary Users
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Discuss an overview of Expense Reporting. 

Initiate and complete an Expense Report.

Submit an Expense Report. 

Illustrate how to request an extension.

Learning Objectives
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• 1.0 View Expense Reports.

• 2.0 Complete an Expense Report.

• 3.0 Request Expense Report Extension. 

• 4.0 Complete Deliverables.

• 5.0 Complete a WIC Expense Report.

4

Please Reference the Job Aid!

GMIS Portal Expenditure Reporting 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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Expense 
Report 
Overview

Audience: Primary and Secondary Users
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Key Terms

Expense Report
Report detailing the expenses to be 
reimbursed.

Reimbursement Period
The period of time in which the expenses 
incurred.

Special Conditions 
A requirement requesting additional 
information from a Subrecipient. Can be 
used during the application process before
NOA has been posted.

Task
Requesting additional information from a 
Subrecipient after NOA has been posted.

Primary User
Priority Agency user with the most 
permissions who can initiate, edit, and 
submit expense reports.

Secondary User
Additional Agency User with limited 
permissions compared to a Primary User; 
can edit expense reports but not submit.
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Here is a high-level overview for when an Agency completes an Expense Report.

Expense Report Submission

Secondary 
User 

Primary 
User 

ODH 

GMIS Portal

View the records for all 
Expense Reports for the 

life of the grant.

GMIS Portal

Accept the NOA.

GMIS Portal

View records for all 
Expense Reports for 
the life of the grant.

GMIS Portal

Complete Expense 
Report for the 

Reporting Period.
GMIS Portal

Submit for Approval.

GMIS

Approve or Reject 
Expense Report. 

Outside of GMIS

System Sends 
Payment Details.

Outside of GMIS

Receive Funds.

GMIS Portal

Complete Expense 
Report for the 

Reporting Period.

Reject Approve

GMIS Portal

Complete Budget 
Revisions if needed.

GMIS Portal

Complete Budget 
Revisions if needed.
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Make sure to review OGAPP and Deliverable Overview Q&A for the policies and procedures for 
Expense Reports. 

Reminder: Additional Expense Support 
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Reminder to complete your Budget Revisions!

Special Conditions Relating to Budget

View the GMIS Portal Notice of 
Award Job Aid to learn more.
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Expense Reports Are Seen On The Funding Award

Primary Users and the Programmatic Contact listed on the award will 
receive notification reminders of the upcoming Expense Report due date.

View section 1.0 View 
Expense Reports.
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Expense Reports Tab within the Funding Award

• It’s the first day of the month the Expense 
Report is due.

• Status is in Draft or In Progress.

Edit is available when: Edit is available when: 

It’s critical to submit by the due date! 
Once submitted, the Expense Report 
is locked from editing.

• It’s not the Final Expense Report.
• First day of the month prior to the due 

date and up to 30 days before the due 
date.

Request Extension is available when: Request Extension is available when: 
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The tabs you see within the Expense Report will depend on the Program Type.

Tabs DisplayedProgram Type
1. Summary.
2. Personnel.
3. Other Direct Costs.
4. Equipment.
5. Contracts.

100% Reimbursement

1. Summary.
2. Deliverables.

100% Deliverable 

1. Summary.
2. Personnel.
3. Other Direct Costs.
4. Equipment.
5. Contracts.
6. Deliverables.

Hybrid

Expense Report Tabs
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You’ll see the following columns on each tab within the Expense Report. 

Expense Report Columns



14

Expense Report Navigation 

Submit

Submits the entire expense report 
across all expense categories. 

Cancel

Closes the expense line item and 
returns user to the previous view.

Save & Edit Previous

This saves the current expense line 
item and goes to the previous 

expense line item to edit.

Save

This saves the current expense line 
item and returns the user to the 

previous view.

Save & Edit Next

This saves the current expense line 
item and goes to the next expense 

line item to edit.

Edit

Pencil Icon can be used to edit an 
expense line item. 

View section 2.1 General Expense Report Navigation.
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Make sure you’ve edited all expenses on EACH tab prior to hitting Submit. Once the Expense report 
is Submitted, the record is locked and Subrecipients cannot edit. 

Caution! Submit Will Show Up On Each Tab of the Expense Report
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Use Chatter on the Expense Report to communicate with ODH.

Use Chatter to Ask Questions
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Completing 
an Expense 
Report

Audience: Primary and Secondary Users
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This is only applicable to Funding Awards with Deliverables.

Complete Deliverables Prior to Submitting Expense Report

This must be completed before submitting 
expenses against a Deliverable!

View section 4.0 Complete Deliverables.
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This will be the same no matter which Expense Report tab you are in.

Editing an Expense Report Line Item (Non-WIC)

Step 01
Select the Edit icon           on the line item.

01

03

Step 02
Add current period expenses.

Step 03
Add Comments. 

Step 04
Save or Save & Edit Next.

Reminder: Do not hit Submit until you have edited all 
Expense Reports tabs and are ready to submit to ODH!

02

04

View section 2.2 Edit an 
Expense Report.
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WIC Expense Reports will include a breakdown of percentages tagged to Administration, Breast Feeding, 
Clinic, and Nutrition.

Editing A WIC Expense Report  

View section 5.0 Complete a WIC Expense Report.
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Submit an 
Expense 
Report

Audience: Primary Users
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Start by selecting Submit on the Expense Report.

22

Submitting an Expense Report

01
03

02

View  section 2.3 Submit an Expense Report.
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No expenses within a period? Submit a $0 expense report! 

23

$0 Expense Report

View  section 2.5 Submit a $0 Expense Report.
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Request an 
Extension

Audience: Primary & Secondary Users
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Agency Primary and Secondary Users can request an extension.

Request an Extension

Enter your preferred new due date. 

Requested Due DateRequested Due Date

Enter why you are requesting the extension.

DescriptionDescription

Remember to follow the OGAPP procedures!

First day of the month prior to the due date 
and up to 30 days before and it’s not the 
Final Expense Report. 

Request ExtensionRequest Extension

View Section 3.0 Request 
Expense Report Extension.
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GMIS Portal Progress Reporting 

Audience: Agency Primary & Secondary Users
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Discuss an overview of Progress Reporting.

Initiate, complete, and submit a Progress Report.

Illustrate how to request an extension.

Manage Site Visits.

Learning Objectives:
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• 1.0 Review Progress Reporting Overview.

• 2.0 View Progress Reports.

• 3.0 Complete Progress Reports.

• 4.0 Request Progress Report Extension. 

• 5.0 Complete a Site Visit.

28

Please Reference the Job Aid!

GMIS Portal Progress Reporting 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: 



29

Overview of 
Progress 
Report

Audience: Primary and Secondary Users
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Key Terms

Progress Report
Update to ODH on the progress toward 
the workplan. This is also sometimes 
referred to as a Program Report.

Workplan
Details for how an Agency will meet the 
Solicitation goals and objectives. 

System Generated Workplan 
Preferred workplan type that allows reporting. 
Allow the agency user to manually enter how 
they will meet solicitation goals, objectives, and 
activities.

Non-System Generated Workplan
Workplan type that does not allow 
reporting. Allow the agency user to 
upload a completed workplan file.

Site Visit
Evaluation conducted by ODH to assess the 
progress, compliance, and effectiveness of a 
subgrantee’s project or program.
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Here is a high-level overview for when a Subrecipient completes a Progress Report.

Progress Report Submission

Secondary 
User 

Primary 
User 

GMIS Portal

View the records for all 
Progress Reports for 
the life of the grant.

GMIS Portal

Accept the NOA.

GMIS Portal

View the records for all 
Progress Reports for 
the life of the grant.

GMIS Portal

Complete Progress 
Report for the required 

period.
GMIS Portal

Submit for Approval.

GMIS

Approve or Reject 
Progress Report. Reject Approve

GMIS Portal

Complete Workplan 
Revisions if needed.

GMIS Portal

Complete Workplan 
Revisions if needed.

Program Consultant 
/ Manager

GMIS Portal

Status is updated to 
Approved. 

GMIS

Status is updated to 
Approved. 
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Make sure to review OGAPP for additional progress report details. 

Reminder: Additional Progress Report Information

View OGAPP Manual
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Reminder to complete your Workplan Revisions! 

Special Conditions Relating to Workplan

View the GMIS Portal Notice of Award Job Aid 
to learn more.
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Progress Reports Are Seen On The Funding Award

Primary Users and the Programmatic Contact listed on the award will 
receive notification reminders of the upcoming Progress Report due date.

View section 2.0 View 
Progress Reports.

01
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Progress Reports Tab within the Funding Award

• Status is in Draft, In Progress or Rejected.

Edit is available when: Edit is available when: 

Make sure to submit by the due date! Once submitted, the 
Progress Report is locked from edits.

• Until the last day of the Period End Date. 

Request Extension is available: Request Extension is available: 
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Use Chatter on the Progress Report to communicate with ODH.

Use Chatter to Ask Questions
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Initiate, Complete, 
and Submit a 
Progress Report

Audience: Primary and Secondary Users
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There are two kinds of workplans in GMIS Portal.

38

Non-System vs. System Generated Workplan

Non-System Generated System Generated
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System Generated Workplan

Reminder: Do not hit Submit until you have edited all 
Progress Report goals, objectives anda activities and 
are ready to submit to ODH!

01

02 03

04

View section 3.1 Progress Reports 
for System Generated Workplans.
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System Generated Workplan Historical View
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Non-System Generated Work Plan

Reminder: Do not hit Submit until all Progress Reports 
files have been uploaded and are ready to submit to ODH!

01

View section 3.2 Progress Reports for  
Non-System Generated Workplans.

02

03
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Submitting Your Progress Report

01

02

Both Primary & Secondary Users can submit!

View section 3.3 Submit Progress Reports.
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Monitoring Your Progress Reports

View the GMIS Portal Reporting Job Aid to learn more!
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Requesting an 
Extension

Audience: Primary and Secondary Users
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Agency Primary and Secondary Users can request an extension on their Progress Report.

Request an Extension

Enter your preferred new due date. 

Requested Due DateRequested Due Date

Enter why you are requesting the extension.

DescriptionDescription

Available until the last day of the Period End 
Date. 

Request ExtensionRequest Extension

View section 4.0 Request Progress Report Extension.
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Site Visits

Audience: Primary and Secondary Users
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Site Visit Requests Found Under Tasks on Funding Award 

View section 5.0 Complete a Site Visit.
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Select Schedule Visit

You will receive a calendar hold once your time slot is confirmed.
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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
Discuss an overview of Expense Reporting. 

Initiate and complete an Expense Report.

Submit an Expense Report. 

Illustrate how to request an extension.

Expenditure Reporting 

Progress Reporting 

Discussed an overview of Progress Reporting.

Initiated, completed, and submitted a Progress Report.

Illustrated how to request an extension.

Managed Site Visits.


