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GMIS Portal 101 & Agency Registration

Audience: Agency Users

Duration: 2.5 hours

Last Updated: 1/19/25
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Review GMIS Portal foundations.

Instruct on general navigation.

Explain core grants features and objects (i.e. pages in GMIS 
Portal).

Learning Objectives

Communicate where to go for additional support.
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• 1.0 Log into GMIS Portal.

• 2.0 Review GMIS Portal General Navigation.

3

Please Reference the Job Aid!

GMIS Portal System Access & Navigation 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: 

• 2.1 View all Notifications. 

• 2.2 Use List Views.
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Reference the full glossary for key terms. 

4

Key Terminology To Get Started

GMIS & GMIS Portal Glossary.
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Sign up for live training across all GMIS Portal Capabilities, or view all on-demand training.
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GMIS 101 Is Just The Beginning!

GMIS Portal On-Demand Training

Materials Capability

GMIS Glossary Job Aid 
GMIS Portal 101 Video 
GMIS Portal  Reporting Video
GMIS System Access and Navigation Job Aid
GMIS Reporting Job Aid 

GMIS 
Foundations 

GMIS Portal Agency Registration Video
GMIS Portal Agency Registration Job Aid

Agency 
Profile

GMIS Portal Grant Application Submission Video 
GMIS Portal Grant Application Submission Job Aid

Application 

GMIS Portal Notice of Award, Budget Revision and Workplan Revision  Video
GMIS Portal Notice of Award, Budget Revision and Workplan Revision Job Aid

Notice of 
Award 

GMIS Portal Expenditure Reporting Video
GMIS Portal Expenditure Reporting Job Aid

Expenditure 
Reporting 

GMIS Portal Progress Reporting, including Site Visits Video
GMIS Portal Progress Reporting, including Site Visits  Job Aid

Progress 
Reporting 

GMIS Portal Audit & Compliance Video
GMIS Portal Audit & Compliance Job Aid

Audit & 
Compliance 

GMIS Portal Close-Out Video
GMIS Portal Close-Out Job Aid

Close-Out

Available GMIS Portal Live Trainings

1. GMIS Portal 101 & Agency Registration Live Training

2. GMIS Portal Grant Application Submission Live Training

3. GMIS Portal Notice of Award Live Training

4. GMIS Portal Managing Your Award Live Training

5. GMIS Portal Close-Out Live Training

6. GMIS Portal Reporting Live Training
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GMIS Portal 
Foundations 

Audience: Agency Users
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Key Terms

Salesforce
A cloud-based software company who 
provides a wide array of platforms.

Salesforce Grants Management 
The specific platform we are using for 
GMIS Portal.

GMIS Portal
Grants Management Information System. 
GMIS Portal is the external Agency User 
view.

Primary User
Agency user with the most permissions who 
should register their organization.

Secondary User

Additional Agency User with limited 
permissions compared to a Primary User. 

OH|ID
This is required for users in the Grants Portal 
system. Users must register for this 
separately. 



88

ODH GMIS & GMIS Portal is Powered by

GMIS - Internal GMIS Portal - External
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Here are some examples of actions that will be completed in GMIS Portal (not exhaustive).
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GMIS PORTAL

Te
ch

no
lo

gy

• Managing Agency Information & Contacts. 
• Viewing Solicitations.
• Applying to Solicitations.
• Accepting or Declining Notice of Award (NOA).
• Completing Budget Revisions & Expense Reports.
• Completing Workplan Revisions & Progress Reports.
• Signing Up for a Site Visit.
• Desk Review.

Ac
tio

ns

GMIS Portal
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What Does It Mean To Be A Primary or Secondary User?

Primary UserPrimary User Secondary UserSecondary User

2-4 per Agency
• Can register the Agency.
• Can edit the Agency Profile.
• Can add new Primary and Secondary 

users for the Agency.
• Can deactivate all users.
• Can start and submit an Application.
• Can submit Expenditure Reports.

No minimum or maximum per Agency
• Have set permissions.
• Can view solicitations.
• Can complete parts of an 

Application.
• Can edit Expenditure Reports. 
• Can edit and submit Progress 

Reports.

The Agency Head must be one of the Primary Users.
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Here are the core activities part of the grant cycle in GMIS Portal. 
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Grant Cycle in GMIS Portal

GMIS Portal

Submit Expense Report 
for the Reporting 

Period**  
GMIS Portal

Submit Final Reports 
Pre-Close-Out**

GMIS Portal

Submit an Application 
on a Solicitation**

GMIS Portal

Accept or 
Decline NOA*

GMIS Portal

View 
Solicitations

GMIS Portal

Submit Progress 
Report

GMIS Portal

Add Secondary Users or 
Additional Primary 

Users*
GMIS Portal

Complete Agency 
Registration*

Outside GMIS Portal

Set Up OH|ID

*Only Primary User
**Secondary Users can contribute, but not submit. 

Agency Users 
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You’ll use your OH|ID to login into GMIS. 

12

Log into GMIS Portal

View section 1.0 Log Into GMIS Portal.
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General 
Navigation

Audience: Agency Users
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Key Terms

Records 
Specific data, or items, stored within an 
object. i.e. Dublin County for Accounts or 
specific Solicitation.

Objects
Pages in GMIS Portal that allow you to store 
specific data. i.e. Accounts or Solicitations. 
These are banner items along the top of the 
Portal. 

List Views
A way to sort or filter information found 
on an object/page.

Chatter
A way to directly communicate between 
ODH and Agencies in GMIS/GMIS Portal. 

Programmatic Contact 
Contact listed on a specific application or 
funding award. This individual will receive 
system notifications relating to that 
specific application or funding award.
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The banner across the top will appear no matter where you navigate in GMIS Portal.

15

General Orientation 

1. Navigation to Core 
Objects.

2. Notifications. 

3. Profile.

01

02

03
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Use the core object buttons to quickly navigate GMIS Portal

16

Navigation to Core Objects
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Agency users will get both in-app and email notifications 
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Some key notifications include (not exhaustive):
• Agency Forms About to Expire.
• In Draft Application Upcoming Due Date.
• Expense Report and Progress Report Due Date.

Notifications 

View section 2.1 View All Notifications. Check your spam folder!
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The footer can only be found on the GMIS Portal Homepage.

18

Items in the Footer
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Use List Views to filter information on the page.

19

List Views 

01

02

View section 2.2 Using List Views.
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GMIS Portal Homepage 

03

0201

04

05
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Bulletin Board 
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Core Grant 
Objects

Audience: Agency Users
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My Agency Profile

Step 01
Select ‘Agency Profile’. Please note, this 
might be under ‘More’.

Once an Agency User has logged into the GMIS Portal, they can view details of their agency profile. 

Step 02
View the information found on 
Agency Details, Agency Contacts, 
Pending Agency Forms, Files, and 
Agency Forms tabs for accuracy 

01

02
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Browse Grants 

Click the name of the Solicitation to open.

02

04

03

01
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View a Solicitation

01

03

02

04
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My Applications 

Click the Application ID to open.

02

04

03

01
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Viewing an Application

01

03

02

04
05
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My Awards

Click the Funding Award ID to open.

02

04

03

01
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Funding Award 

01

02
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Reporting

View Reporting 101 Video and Job Aid for details on reporting.

01

02 03
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Use Chatter to communicate directly with ODH.

31

Chatter

Funding Award

Where to find Chatter:

Expenditure Reports

Budget Revisions 

Progress Reports
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GMIS Portal Agency Registration

Audience: Primary & Secondary Agency Users
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Please Reference the Job Aid!

View GMIS Portal Agency Registration 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: 

• 1.0 OHID Registration.

• 2.0 Register Your Agency with GMIS Portal.

• 3.0 Log Into GMIS Portal for the First Time.

• 4.0 Viewing Agency Profile in GMIS Portal.

• 5.0 Adding Additional Users to Your Organization.



34

Demonstrate skills to initially register as an Agency User in 
the Ohio Department of Health (ODH) Grant Management 
System (GMIS) Portal.

Prepare to login to GMIS Portal following Agency User 
approval for the first time.

Review Agency Profile and functions. 

Create additional user(s) within the Agency profile.

Learning Objectives
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Key Terms
ODH
Ohio Department of Health. Owner of the 
Grant Management Information System 
(GMIS).

GMIS & GMIS Portal
Grants Management Information System. 
Contains both an external Agency User 
view (GMIS Portal) and internal ODH 
employee view (GMIS).

Primary User
Priority Agency User with the most 
permissions who should register their 
organization; can control applications on 
solicitations, and edit their Agency profile.

Secondary User
Additional Agency User with limited 
permissions compared to a Primary User; can 
view solicitations and complete parts of an 
application. Can edit reports for active grants. 

OAKS
Ohio Administrative Knowledge System. A 
statewide, web-based system to keep 
track of financial, human resource, and 
payroll operations.

OH|ID Account Number
This is required for users in the Grants Portal 
system. Users must register for this separately at: 
https://ohid.ohio.gov/wps/portal/gov/ohid/create-
account/create-account
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Here is a high-level overview for when a Primary User registers their Agency with Ohio Department of 
Health Grants. 

Agency Account Registration Process

Business System 
Administrator

Secondary 
User 

Primary 
User 

Submit for Approval

GMIS PortalOhio Website

Set Up OHID

GMIS

Approve or Reject 
Registration

GMIS Portal

Add Secondary 
Users

GMIS Portal

Receive GMIS Portal 
Access

GMIS Portal

Log into 
GMIS Portal

GMIS Portal

Receive GMIS Portal 
Access

GMIS Portal

Log into 
GMIS Portal

Ap
pr

ov
e

Reject

GMIS Portal

Complete Account 
Registration

Ohio Website

Set Up OHID
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Agency 
Registration

Audience: Primary Agency Users
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An OH|ID is required for anyone at the Agency who will access GMIS Portal.

OH|ID

View section 1.0 Register for an OH|ID.

If you DO NOT have an 
OH|ID

Please email 
grant.support@odh.ohio.gov with the 
following information:

1. First & Last Name.
2. Agency.
3. Email Address.
4. Address and.
5. Phone Number.

If you DO have an OH|ID

You do not need to email. Please locate 
your login information. 
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Agencies must register with GMIS Portal for the first time

1

1

2



40

Do I Need To Register My Agency At Go-Live?
This is still to be decided! Some will have to register, and some will not. We will have more information 
on this in future communications. Keep an eye out on your email! 
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Agencies will need to search for their organization by entering in the Employer Identification Number 
(EIN) and Unique Entity ID (UEI).

Step 01
Enter the Employer Identification Number 
(EIN).

Step 02
Enter the Unique Entity ID (UEI).

First Time GMIS Portal Registration – EIN and UEI 

01 02

03Step 03
Search.

Step 04
Create New Organization.

04

View section 2.1 Organization Search.



Agency Already Registered? 
If the Agency has previously been registered in the Ohio Grants Portal (GMIS), there will be a 
warning that the organization is already registered. Please reach out to your Agency’s Primary 
User to be added as a user. 
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Agencies will need to input their Payee (Supplier ID), Address Number, and Payment Location as 
categorized by the State of Ohio Supplier Portal/OAKS. 

First Time GMIS Portal Registration – Supplier Portal Information

01

02

Not registered in OAKS? 
Register on OhioPays or call (614) 338-4781  

OAKS Information on Organization Profile 

View section 2.2 Organization Profile.

03
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Agencies will need to input their Congressional District on their Organization Profile as categorized by 
the District Maps released by the Ohio Secretary of State. 

First Time Registration – Congressional District

01

Step 01
Select the link to access the District Maps 
lookup.

02

Step 02
Select U.S. Congressional Districts.

Step 03
Enter primary business address into the 
search bar to find current districts.

03

View section 2.2 Organization Profile.
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Several required forms need to be uploaded or may require requested information to be filled in.
Required Forms

• Financial Audit.
• Civil Rights Review Questionnaire.
• Health Equity Questionnaire.
• Assurances.
• Federal Funding Accountability and Transparency Act Reporting Form (FFATA).
• Compliance ICQ.

Required Forms are NOT needed to complete registration

The Agency does not need to complete the required forms at this time, they can scroll down to 
the bottom and click "Continue" so they can complete their registration. 

The required forms become required once an Agency applies for a grant. 

View section 2.3 Required Forms. 
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First Time Primary User Registration Confirmation Process

Primary User completes the 
completion of the non-disclosure 

agreement and submits the 
registration request.

Primary User screen 
displays a confirmation that 

the registration has been 
submitted.

01 03a

If approved, the Primary User 
will receive an approval email 

for the GMIS Portal within three 
business days.

02

03b

If rejected, the Primary User 
will receive a rejection email 

with who to contact with 
questions.

04

The Primary User logs in 
with their OHID.

You Are Here In The Flow
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• When registering, the system will notify Agencies if their 
organization already has a profile with ODH; each 
organization should only have one account in the GMIS 
Portal.

• The Agency does not need to complete the required 
forms at the time of registration. The required forms 
become required once an Agency applies for a grant. 

Key Takeaways
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Add Additional Users 
to Agency Profile

Audience: Primary Agency Users
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This is because there is not an approval process when adding secondary users. Additional users will 
automatically get login information if “Access to the Portal” is selected. 

All Contacts Have To Be Added By A Primary User

Primary Users can add other Primary Users! There must 
be a minimum of 2 and maximum of 4 per Agency. 

Secondary 
User 

Primary 
User 

GMIS Portal

Add Secondary (or 
Primary) Users

GMIS Portal

Receive GMIS Portal 
Access

GMIS Portal

Log into 
GMIS Portal

Ohio Website

Set Up OHID

View section 5.0 Add Additional Users to Your Organization.
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3 checkboxes to watch out for: 
When Adding a Primary or Secondary User

Subrecipient Portal Access

Agency Head

Active At Organization

Select this checkbox to give the user 
access to the subrecipient GMIS 
Portal.

Select this checkbox if the user is an 
Agency Head – there may only be one 
per organization.  

Select this checkbox if the user is currently 
at the organization- automatically create a 
user and send welcome/credentials email 
to the new user.

View section 5.0 Additional Users       
to an Organization.

View section 5.0 Add Additional Users                        
to Your Organization.
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View Agency 
Profile

Audience: Primary & Secondary Agency Users
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Step 01
Select ‘My Agency Profile’.

View Agency Profile
Once an Agency User has logged into the GMIS Portal, they can view details of their agency profile. 

01

Step 02
View the information found on 
Agency Details, Agency Contacts, 
Pending Agency Forms, Files, and 
Agency Forms tabs for accuracy. 

02

View section 4.0 Viewing Agency Profile in GMIS Portal.
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Recall: The Agency did not need to complete the required forms during registration, but could return to 
them later, if it was prior to a grant application.  

Remember Those Required Forms?

Access those forms here!
Access those forms here!

Select the ‘Pending Agency Forms’ tab to see any outstanding forms for submission. 
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First Time GMIS 
Portal Login

Audience: Primary & Secondary Agency Users
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First Time Primary User Registration Confirmation Process

01 03a

If approved, the Primary User 
will receive an approval email 

for the GMIS Portal within three 
business days.

02

03b

If rejected, the Primary User 
will receive a rejection email 

with who to contact with 
questions.

04

The Primary User logs in 
with their OHID.

You Are Here

View section 3.0 First Time GMIS Portal Login. 

Primary User completes the 
completion of the non-disclosure 

agreement and submits the 
registration request.

Primary User screen 
displays a confirmation that 

the registration has been 
submitted.
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First Time Registration Confirmation Process

01

Primary User adds 
additional primary 

or secondary user to 
Agency Profile.

02

The new user will 
receive an approval 
email for the GMIS 

portal.

03

The new user logs 
into the GMIS portal 

with OHID.

The email will be titled “Welcome to ODH Grants Portal.”



After successful registration and login, the Agency User will be prompted to confirm they have 
completed all of the ODH Grants Training Materials prior to taking actions in the GMIS Portal. 

Training Completion
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Additional 
Support

Audience: Agency Users
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Complete these actions before reaching out to ODH with your GMIS Portal issue.

59

GMIS Portal Troubleshooting

Use 
Chrome

Refresh 
Screen

Clear
Cache
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Access the ODH Website to view all training materials for GMIS Portal

60

On Demand Training 

GMIS Portal On-Demand Training

Materials Capability

GMIS Glossary Job Aid 
GMIS Portal 101 Video 
GMIS Portal  Reporting Video
GMIS System Access and Navigation Job Aid
GMIS Reporting Job Aid 

GMIS 
Foundations 

GMIS Portal Agency Registration Video
GMIS Portal Agency Registration Job Aid

Agency Prole

GMIS Portal Grant Application Submission Video 
GMIS Portal Grant Application Submission Job Aid

Application 

GMIS Portal Notice of Award, Budget Revision and Workplan Revision Video
GMIS Portal Notice of Award, Budget Revision and Workplan Revision Job Aid

Notice of 
Award 

GMIS Portal Expenditure Reporting Video
GMIS Portal Expenditure Reporting Job Aid

Expenditure 
Reporting 

GMIS Portal Progress Reporting, including Site Visits Video
GMIS Portal Progress Reporting, including Site Visits  Job Aid

Progress 
Reporting 

GMIS Portal Audit & Compliance Video
GMIS Portal Audit & Compliance Job Aid

Audit & 
Compliance 

GMIS Portal Close-Out Video
GMIS Portal Close-Out Job Aid

Close-Out
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Where to Go for Support

Access On-Demand Content on the ODH Website: Questions on Solicitation or Application: 
Reach out to ODH Program Contact listed on the 
Solicitation.

Questions on Funding Award, Expense Reports, 
Progress Reports, or Budget Revisions: 
Reach out via Chatter in GMIS Portal. 

All other queries: 
Email grant.support@odh.ohio.gov.
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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! 

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

grant.support@odh.ohio.gov


