
Guide to Submitting FULL Application (Due June 15, 2020) 
 

Important Note: This Guide should be used only AFTER an applicant has 
submitted a pre-application in GMS and received an email notification informing 
them that their application needs to be “change requested.”  (To see the steps to 
submit a pre-application, please reference the Guide to Submitting Pre-
Application in GMS at https://grants.ojp.usdoj.gov/TVSSA/). 

 

Section 1—Login to GMS 

--Go to the following website: https://grants.ojp.usdoj.gov/gmsexternal/ 

--Enter your username and password, then click the green Sign-in button.  If you are unable to login, 
please contact the GMS Helpdesk at 888-549-9901, option 3. 

 

--You will be logged into to GMS and will see the GMS Home/Applications screen.  Proceed to Section 
2. 

Section 2—Re-submit your Full Application 

--On GMS Home/Applications screen, locate your Tribal Victim Services Set-Aside Formula Program 
application. 

 

https://grants.ojp.usdoj.gov/TVSSA/
https://grants.ojp.usdoj.gov/gmsexternal/


--Click the “1 New Message” link (shown above) in the Correspondence column for your application. 

 

--Click the “Application Change Request” link in the Subject (Click to Read Message) column in the New 
Mail inbox. 

 

 

 

--Review the instructions in the “Message” text box (shown above) with regards to submitting your Full 
Application, then click the “GMS Home” left side link to return to the GMS Home/Applications screen. 

 

--Click the “Update” link in the Action column (shown above) for your Tribal Victim Services Set-Aside 
application. 



--Note: You may click any of the below side links in your application to return to a particular screen in 
your application.  Scroll below to continue working on your application on the “Overview” screen. 

 

 

--On the Overview screen, ensure that the radio-button for “Is this application subject to review by 
state executive order 12372 process?” is set to “No. Program is not covered by E. O. 12372”. 

--Then click the “Save and Continue” button. 

 

 

--Block 16 of the Review-424 screen (side link) will be updated as shown below. 

 

--Click the “Project Information” side link 

1) --On the Project Information screen, change the Proposed Project Start Date and End Date to 
reflect the project period of your organization’s choosing up to 5 years (note: please use January 
1, 2021 for the Start Date) 



 

  

--Next, on the Project Information screen (shown below), change the Federal amount in the Estimated 
Funding section from “$1” (that was submitted during the Pre-Application phase) to the amount 
specified for your organization in OVC’s FY2020 TVSSA Formula Allocations spreadsheet [the $1,234,567 
amount shown below if for display purposes only].   

 

--Applicants are not expected to provide matching funds or additional funds for this program.  Only the 
“Federal” funding amount needs to be updated on this screen. 

--Then click the “Save and Continue” button to proceed to the Budget and Program Attachments 
screen. 

 

--Block 13 of the Review SF-424 screen (side link) will be updated with the Proposed Project Start Date 
and End Date that you entered on the Project Information screen 

  

--Block 15 of the Review SF-424 screen (side link) will be updated with the Federal Estimated Funding 
amount that you entered on the Project Information screen 

Note: Once you receive a change request notification from GMS, you will be able to find the Federal 
amount that your organization is eligible to apply for in the excel spreadsheet titled “FY2020 TVSSA 
Formula Allocations” located here: https://grants.ojp.usdoj.gov/TVSSA/ 

https://grants.ojp.usdoj.gov/TVSSA/


 

--On the Budget and other Program Attachments screen, the applicable documents that you attached 
during the Pre-Application phase will already be attached.  During the Full-Application phase, you are 
required to attach your Program Narrative, Budget Detail Worksheet, and any other associated 
documentation.  

 

 

--To upload your Program Narrative, click the “Attach” button in the “Budget and Program 
Attachments” section 

 

--Click the “Choose File” button in the Attachment Description pop-up window (shown below) and 
locate the Program Narrative document on your computer 

 

 

--Select the Program Narrative on your computer, then click the “Upload Your Document” button 



 

 

-- Click the “Close” button in the pop-up window (shown above) 

--Follow the same steps to attach your Budget Detail Worksheet and any other associated documents. 

 

 

--The Program Narrative and Budget Detail Worksheet will then be shown with your other attachments 
in the Budget and other Program Attachments section (shown above) 

--Click the “Review SF-424” side link 

 



 

 

--Review the SF-424 screen for accuracy.  Click the applicable side links to go back and make any 
necessary changes on prior screens. 

--When the SF-424 information is accurate, click the “Continue” button to proceed to the Submit 
Application screen. 

 

--On the Submit Application screen (shown above), all prior application steps should show as 
“Complete”.  If any show as “Incomplete”, click the applicable side link to return to that screen to 
complete the required information.  When all steps are complete, click the Submit Application 
button.   

 

--The message shown below will be displayed to confirm that your application has been received by 
the Office for Victims of Crime. 

 


