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ODH Application Gateway
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• We will be covering the Gateway Module of the Application 
Submission

• Go to web address https://odhgateway.odh.ohio.gov
• Click GMIS
• Enter your User Name and Password



ODH 
Application Gateway
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• Once this information has been entered click Login



ODH 
Application Gateway
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• From this screen you will see all of the Gateway applications 
you have available to you

• Click GMIS 



Bulletin Board

• The Bulletin Board contains information ODH would like to 
distribute to Subgrantees related to grants

• Here is also where you would find how to get access to GMIS 
for new employees and the correct forms to complete

• Click “Continue on to Worklist” 5



Worklist
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• The Worklist is where you find what is due to be completed
• You will find  the Expenditure Report, Program Report, Final 

Report or respond to Special Conditions here
• Click “Submit Application”



Application Information
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• We will be completing the application in the order it is 
displayed with the exception of completing the Budget 
section last 

• Click “Application Information”



Application Information
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• Click “Address Information”



Application Information
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• Confirm Agency Address Information is correct
• This address should be the address of the agency listed under 

Agency name 
(If information is incorrect notify ODH)

• To enter the Project address information click “Edit”



Application Information
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• GMIS will take you back to the Overview screen
• From there click “Address Information”



Application Information
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• You may now enter the project address information



Application Information
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• When the information is completely entered click “Update” to 
save your information



Application Information
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• Click “Complete” to show this section of the application has 
been done



Application Information
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• Click “Return to Application” to go to the next section of the 
application process



Application Information
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• Notice that the Application Section now displays the 
Application Information status as “Subgrantee Completed”

• The next section we will be completing is the Project Narrative
• Click “Project Narrative”



Project Narrative
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• All attachments are attached in the Narrative 
• Click “Edit” to begin the attachment process



Project Narrative
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• Click “Browse” to locate document to be uploaded



Attaching

Select Document
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• Select the document to be attached



Attaching
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• Once you have selected the document click “Open”



Project Narrative

Enter Comment for Attached Narrative here
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• Enter the comment in the Narrative box per the RFP 
instructions

• Name all attachments as instructed by the RFP so when the 
ODH reviews are done your documents are easily identified

• If ODH is unable to find or identify the required attachment 
you may jeopardize your application being reviewed, which 
means you will not be considered for funding



Project Narrative
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• Click “Update” to save your information



Project Narrative
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• Click “Complete” once this section has been completed



Project Narrative
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• Click “Return to Application” to go to the next step



Application
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• The Application Section now shows the Project Narrative 
status as “Subgrantee Completed”

• The next section we will process is the Project Contacts
• Click “Project Contacts”



Project Contacts
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• ODH uses this section to contact people at your agency
• Only employees at your agency that have access to GMIS will 

appear in this pull-down
• In this section you are required to identify your Agency Head, 

Agency Financial Head, Project Director and Program Fiscal 
Contact

• Click “New” to begin selecting a Contact Name for each 
Functional Title 



Project Contacts
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• Click the pull down arrow to pull up contact names to select a 
person that matches the required functional title



Project Contacts
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• Select a name from the pull down list



Project Contacts
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• Once you have selected a contact name you will need to select 
this persons Functional Title 

• Click the pull down arrow to pull up the functional titles



Project Contacts
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• Select the functional title for the contact name you selected 



Project Contacts
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• Click “Save”



Project Contacts
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• Continue this process until you have entered the contact 
names  and functional titles for the Agency Head, Agency 
Financial Head, Program Director & Program Fiscal Contact 



Project Contacts
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• Once you have entered all of the contact names and identified 
their functional titles click “Complete”



Project Contacts
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• Click “Return to Application”



Application
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• As previously stated, we will skip the Budget section and 
complete the W-9

• Click “W-9” 



W-9
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• In this section you will only follow the next steps if you are new to ODH or need 
to resubmit due to changes

• If you are not a new agency or don’t need to make changes to your W-9 you may 
click “Complete” and continue to slide 40 of this presentation

• If you need to complete the W-9 click the W-9 PDF Form link
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W-9
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• New agencies also need to complete a Vendor Change form
• To retrieve the Vender Change form click Vendor Change Form 
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W-9
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• Anytime a form from this section is being submitted or revised a check 
mark must be placed in the box next to “Updated Information has 
been mailed”

• Click the box to get the check mark 



W-9
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• Now that you have your check mark this section is complete
• You may now click “Complete”



W-9

41

• The W-9 is now marked complete
• If at anytime you need to make changes before you have submitted 

the application you can click Unmark Complete and you will get 
new/edit to make changes to your information

• You may now click “Return to Application”



Application
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• As you can see we have now completed four of ten section of 
the application

• Now click “EFT”



EFT
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• To retrieve the EFT form click “EFT PDF form for Government 
Agencies”
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EFT
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• Anytime a form from this section is being submitted or revised a check 
mark must be placed in the box next to “Updated Information has 
been mailed”

• Click the box to activate the check mark 



EFT
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• Click “Complete”



EFT
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• Click “Return to Application”



Application
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• The EFT sections now show “Subgrantee Completed” 
• Click “Civil Rights Review Questionnaire”



Civil Rights Review
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• This section is only required once a year so if your agency has 
completed it already you may go to the bottom and click 
“Complete”

• To begin answering the questions for the Civil Rights section 
scroll to bottom of the page



Civil Rights Review
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• From the bottom of the page click “Edit”



Civil Rights Review
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• All questions must be answered by the agency listed in GMIS 
that will be applying for the grant  

• You may begin answering  each question
• Make sure you answer all the questions on each page of this 

section 



Civil Rights Review
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• Once all questions have been answered you may click “Save”



Civil Rights Review
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• If all questions are not answered GMIS will not allow you to mark this 
section complete so make sure each question is answered

• Any unanswered questions will appear in red when you click complete
• Answer all questions then click “Complete”



Civil Rights Review
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• Scroll to the top



Civil Rights Review
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• Click “Return to Application”



Application
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• The next section of the application is Assurances 
• Click “Assurances”



Assurances
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• Once in the Assurance section click “Assurances Form” 
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Assurances
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• Once you have read the entire document click “Complete”



Assurances
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• Click “Return to Application”



Application
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• Click “FFATA” 



FFATA
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• All questions must be answered by the agency listed in GMIS 
that will be applying for the grant 

• Enter required information or make necessary changes



FFATA
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• Any unanswered questions or errors will appear in blue when 
you click Complete

• Click “Complete” once all questions have been answered



FFATA

64• Click “Return to Application”



Application
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• As you can see all sections of the Application page show “Subgrantee 
Completed” under the Status column with the exception of Budget and 
Health Equity

• The last section of the Application to mark complete is Health Equity
• Click “Health Equity”



Health Equity
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• Click “Edit” and begin answering the questions under the 
“Awareness” section of Health Equity



Health Equity
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• When you have answered all of the questions under 
Awareness you may click “Save”



Health Equity
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• The next section within Health Equity is Leadership
• Click “Leadership”



Health Equity

69

• Click “Edit” to begin answering the questions for this section
• Answer all of the questions in this section



Health Equity
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• Once all of the questions have been answered click “Save”



Health Equity
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• The next section is Health System and Life Experience
• Click “Health System and Life Experience”



Health Equity
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• Click “Edit”
• You may begin answering all of the questions in this section



Health Equity

73• Once all of the questions in this section have been answered 
click “Save”



Health Equity
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• Click “Cultural and Linguistic Competency”



Health Equity
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• Click “Edit”
• Answer all of the questions in this section



Health Equity

76

• Once all of the questions in this section have been answered 
click “Save”



Health Equity
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• The last section under Health Equity is Data Research and 
Education

• Click “Data Research and Education”



Health Equity
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• Click “Edit”
• Answer all of the question in this section



Health Equity
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• Once all of the questions in this section have been answered 
click “Save”



Health Equity
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• Now that each section under Health Equity have been 
answered and saved you may mark it complete

• Click “Complete”



Health Equity
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• Now let’s return to the application page
• Click “Return to Application”



Application
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• If you are not a new Subgrantee to ODH and do not need to 
add personnel to your budget, you may proceed to slide #91

• If you are a new agency to ODH you will need to create a 
personnel pull down list

• Place your curser on Project



Budget
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• Scroll down to Budget
• Click “Personnel Set-up” next to Budget



Personnel Set-up
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• Personnel Set-up is to add employees to the Budget ONLY
• Employees added in this section will only appear under your 

pull-down in the Personnel category
• This is not the area to add employees to the Contact section 

of the Application page (Employees can only be added by an 
ODH Administrator via GMIS Training /Access form)

• Please see the GMIS Bulletin Board for further details 
regarding GMIS Training/Access form

• Click “New” to add new employee(s) to your budget



Personnel Set-up
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• Enter first and last name of the new employee



Personnel Set-up

86• Click “Save” to add the employee to the budget



Personnel Set-up
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• To add another new employee click “New”



Personnel Set-up
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• Enter first and last name of the new employee



Personnel Set-up
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• Cilck “Save” to save the information



Personnel Set-up
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• Repeat this process until all new employees have been 
entered



Personnel Set-up
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• Place your curser on Project
• Scroll down  and click “Application”
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Application

• The last section the Application page  to complete is the Budget
• The Budget section is the only section that will not have “Subgrantee 

Completed” under the status column prior to submitting your 
application

• The “Subgrantee Completed” will only appear for Budget after the 
application has been submitted

• Lets begin finalizing the application
• Click “Budget” 


