
Budget
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• In order to begin entering information for the budget you 
must first initiate/create the Budget

• Click the “New” button at the bottom of the page 



Budget
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• Anytime you are doing a budget or budget revision you must choose 
the reason for the budget

• At application time you will always select “Initial Budget”
• Click on the circle next to Initial Budget
• Click “Save” to initiate/create the budget



Primary Reason Page
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• Notice your budget has been created with project number, 
budget #, date and time

• Now you can begin entering information into the budget
• The first section you will complete is the Funding section
• Click “Funding”



Funding Section
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• Funding is where you list the dollars you wish to receive from 
ODH

• Here you will also list any Program Income or Applicant Share 
(Required Match dollars) per your Request for Proposal (RFP)

• Click “New” to enter the budget funding source(s)



Funding Section
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• Click the pull down arrow under the “Type” column to select 
the type of dollars you would like to enter



Funding Section
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• Begin by entering the amount of grant funds you are applying 
for from ODH

• Select “Grant” from the pull-down



Funding Section
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• The system will automatically show ODH as the Description
• Next we will enter the amount we wish to receive from ODH 

or the amount listed on the RFP



Funding Section
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• Once you have entered all fields for funding click “Save”



Funding Section

101

• Since we will not be receiving program income and this is not 
a required match grant this section is done

• Click “Complete”



Funding Section

• Notice you have a check mark in the box next to Funding
• The check marks for the budget section will occur at the top of this section
• Remember the application page will not show “Subgrantee Completed” 

beside Budget until the application has been submitted to ODH
• If for any reason you need to make changes to any section under the Budget 

after you have marked a section complete, click the Cancel button
• The check mark at the top will go away until the Complete button is hit 

again
• By hitting the cancel button you will get an Edit button 
• If you hit the edit button it will allow you to edit and/or add information to 

that section
• From here we will go to the next section of the Budget
• Since Cash Needs is completed by ODH the next section to be completed is 

Justification
• Click “Justification”
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Justification Section
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• Your budget justification should be submitted via an attachment
• Complete your justification as a word document using the example 

from the GMIS Bulletin Board
• In this section you will indicate where you have attached the 

justification once it has been done
• Click “Edit”



Justification Section
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• Type a comment in the box under Current Budget Justification 
regarding where your budget justification is located

• Comment should read accordingly: “Budget Justification 
attached to the Project Narrative Section of the Application 
page”



Justification Section
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• Click “Update” to save the comment



Justification Section
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• Click “Complete” to get the  check mark at the top of this 
section



Justification Section
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• Now we will add employees that work for your agency and 
will have some type of expense charged to this ODH grant

• Click “Personnel”



Personnel Section
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• Click “New” 



Personnel Section
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• The pull down list you created prior to starting your budget 
should appear  

• If you need to add an employee you must do so prior to 
entering information into this section

• Click the employee pull down list



Personnel Section
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• Select an employee name you wish to add to the budget



Personnel Section
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• Click the Function Title pull down 



Personnel Section
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• Select the title for the employee you selected



Personnel Section
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• Enter the percentage of time the employee will work on the 
grant under Program Time



Personnel Section
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• Enter the Annual Salary for the employee named



Personnel Section
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• Enter the total fringe amount under the Program Fringe Cost 
column for the employee



Personnel Section
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• GMIS will automatically calculate the Program Salary Cost, 
Fringe Rate and Total Program Cost

• Click “Update” to save the information for this employee



Personnel Section
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• Click “New” to add another employee



Personnel Section
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• Select another employee from the pull down 



Personnel Section
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• Click the Function Title pull down 



Personnel Section
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• Select the title of the employee selected 



Personnel Section
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• Enter the percentage of time the employee will work on the 
grant under Program Time



Personnel Section
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• Enter Annual Salary for employee selected



Personnel Section
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• Enter the employee Program Fringe Cost



Personnel Section
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• Click “Update”



Personnel Section
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• It is required to list other funding sources for any employee 
working less than 100% on ODH grants

• The funding source being requested here are other sources 
being used to pay the employee working less than 100% of 
the time on the ODH grant

• To enter this information click “Edit”



Personnel Section
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• Enter the name of the Fund Source under Description



Personnel Section
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• Enter Amount of Fund Source



Personnel Section
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• Click “Insert” to add the funding source



Personnel Section
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• If there is no other funding source click “Update” and go to 
slide #134, otherwise proceed

• Enter the name of the next Fund Source under Description for 
this employee



Personnel Section
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• Enter the amount



Personnel Section
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• Click “Insert”



Personnel Section
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• Repeat this process until all of the Fund Sources are entered for 
this employee

• Click “Update” when done



Personnel Section
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• Repeat slides #108  - 116 to add an employee that works 
100% of the time on this grant

• Repeat slides #117  - 129 to add an employee that works less 
than 100% of the time on this grant

• Click “Complete” when all personnel have been saved



Personnel Section

134

• Click “Other Costs”



Other Costs 
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• Click “New” to add a line item to the Other Direct Cost 
category



Other Costs

136

• Click pull down under Description



Other Costs

137

• Select the appropriate line item 



Other Costs
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• Enter Amount for the line item selected



Other Costs Section
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• Click “Save”



Other Costs Section
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• Click “New” to add another line item



Other Costs Section
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• Click the pull-down under Description



Other Costs Section
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• Select another line item



Other Costs Section
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• Enter Amount for the selected line item



Other Costs Section
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• Click “Save”



Other Costs Section
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• Repeat slides #135 – 139 until all line items have been entered 
for this section

• Click “Complete” when all line items have been saved



Other Costs Section
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• Click “Equipment”



Equipment Section
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• Click “New”



Equipment Section
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• Click pull down under Description



Equipment Section
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• Select a line item from the equipment category



Equipment Section
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• Enter how many of this line item you will purchase under 
Quantity 



Equipment Section
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• Enter the unit cost of the line item



Equipment Section
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• Click “Save”



Equipment Section
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• Repeat slides #147 – 152 until all line items have been entered 
for this category

• Click “Complete” when all line items have been saved



Equipment Section
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• Click “Contracts”



Contracts Section
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• Click “New”



Contracts Section
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• Enter the name of the Contractor



Contracts Section
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• Enter the Tax ID or Social Security number under EIN if known, 
otherwise leave blank



Contracts Section
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• Enter amount to be paid to the Contractor 



Contracts Section
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• Click “Save”



Contracts Section
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• Click “New” to add another Contractor



Contracts Section
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• Enter name of Contractor



Contracts Section
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• Enter the Tax ID or Social Security number under EIN if known, 
otherwise leave blank



Contracts Section
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• Enter amount to be paid to the Contractor 



Contracts Section
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• Click “Save”



Contracts Section
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• Repeat slides #155 – 159 until all line items have been entered 
for this category



Contracts Section
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• Click “Complete” when all line items have been saved



Contracts Section
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• Click “Compliance”



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

• Scroll to the bottom 



Compliance Section
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• Click “Edit”



Compliance Section
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• Answer each question using the information of the agency 
applying for this grant 



Compliance Section
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• Click “Save” once all questions have been answered



Compliance Section
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• Click “Complete”



Compliance Section
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• Scroll to the top



Compliance Section
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• Click Summary



Summary Page
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• Verify that Budget Funding Sources and Budget Categories are the 
same amount

• Allotments should not be entered (ODH will enter allotments if 
funding is awarded)

• Click “Primary Reason” when verifications have been completed



Primary Reason Page

176

• Click “Complete”



Primary Reason Page
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• Now you will see that you have check marks in every box with 
the exception of the “Cash” & “Approved” boxes

• This is your indication that you have completed everything 
needed in the Budget section of your grant application



Primary Reason Page
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• Place your curser over Project
• Select Application from the dropdown list



Application
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• Once everything has been attached and you are satisfied with 
your application you are ready to submit it to ODH

• Click “Approve” to submit the application



Application
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• You will notice that you now have “Subgrantee Completed” 
under the Status column beside Budget

• Click View Approval History 



Approval History
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• View this section to verify the application was submitted
• This shows the date, time and user who submitted the 

application
• Congratulations, you have successfully submitted an ODH 

grant application!




