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• Welcome and Introductions

• Enterprise Grants Management System (EGMS) Overview 

• Registering as a Vendor/User 

• Completing Central Data

• Navigating EGMS 

• EGMS Tips 

• Grant Administration 

Agenda
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• DC Government grant-management system for application and 
grants management 

• Link: http://grants.osse.dc.gov

• Registration is a one-time event

• EGMS training guides and videos: 
http://grants.osse.dc.gov/info/training

• Vendor and user credential guide: 
http://grants.osse.dc.gov/info/credentials

EGMS Overview

http://grants.osse.dc.gov/
http://grants.osse.dc.gov/info/training
http://grants.osse.dc.gov/info/credentials
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• Step 1: Register: You will need your organization’s Federal Employee 
Identification Number (FEIN). 

Registering as a Vendor/User 
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• Step 2: EGMS will determine if you are a new vendor or a new user.
a. New vendor: Organization and user are new to EGMS.

b. New user: Organization is registered but individual entering information 
does not have EGMS credentials.

Registering as a Vendor/User 
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• Step 3: Once your organization is registered and you have credentials, determine 
who else in your organization needs access to EGMS. 

• EGMS roles:
– View only: Users are able to view all data but are unable to make edits or 

changes.
– Data entry: 

• Users are able to create applications, reimbursement requests and may 
save data. 

• Users are unable to submit applications or reimbursement requests. 
– Authorized representative: 

• Users have all the functions of the above roles and are able to agree to 
assurances and submit applications and reimbursement requests. 

• Users must be an employee of the organization and not a third-party 
vendor. 

• Authorized representative requests should come from leaders at an 
organization. 

• This person’s name should appear on the organization’s website. If not, 
OSSE will request an email from a leader in the organization to approve 
the role. 

Registering as a Vendor/User 
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• Step 3 (continuation): 
– You can also contact the EGMS help desk to determine who currently 

has credentials at your organization or to add additional users.
• Contact the help desk at osse.callcenter@dc.gov or (202) 719-

6500.
• Requests for determining who has existing credentials must 

come from an authorized representative. 

– Important links for registration:

• FEIN: https://www.irs.gov/businesses/small-businesses-self-
employed/apply-for-an-employer-identification-number-ein-
online

• DUNS: http://fedgov.dnb.com/webform/displayHomePage.do

• System for Award Management (SAM): 
https://www.sam.gov/SAM/

– Note: If awarded, the grant monitor will share a master supplier form 
and W-9. They are not needed at the time of application. 

Registering as a Vendor/User 

mailto:osse.callcenter@dc.gov
https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
http://fedgov.dnb.com/webform/displayHomePage.do
https://www.sam.gov/SAM/
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• Step 4: You will need a SAM expiration data and DUNS number for this 
step.
– Central data captures information common to the applicant’s 

organization across all grant programs. 
– It must be completed annually by any organization wishing to apply for 

a grant within EGMS.
– It should be completed and submitted to OSSE prior to completing the 

first grant application. 
– The authorized representative must be the user to accept/submit the 

central data. 

Completing Central Data



9

• Step 4 (continuation):
– What do you need?

• Contact information for your organization’s “central contacts;”
• A DUNS number and SAM expiration date; and 
• A current copy of your organization’s “entity overview” record 

from SAM.gov.  
– Tips on document uploads: Save in DOCX, DOC, XLSX, XLS, PDF; file 

must be less than 6 MB; do not use special characters in the file name.
– Review certifications and assurances, click “legal entity agrees.” 

Navigate to the “submit” tab.
– Run a “consistency check.” 
– If no errors exist, the blue “submit” button will then appear. Click 

“submit.”

Completing Central Data
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Completing Central Data
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Completing Central Data
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• Step 5: Familiarize yourself with EGMS in advance of the grant application 
opening.
– Once you log in, you will see your main grant dashboard. 
– Please see example below:

Navigating EGMS 
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• Step 5 (continuation): Familiarize yourself with EGMS in advance of the 
grant application opening.

Navigating EGMS 
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Submitting to OSSE: The submit tab has a few components. 
1. First click the “consistency check” and this will alert you to any errors you 

have that are holding up the application. 
2. Then click “lock application” and the “submit” button will appear. 
3. Then click “submit.”

Navigating EGMS 
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• On the main dashboard, you will see grants grouped by “created” and 
“available.” Within these two categories, you will also see: 
– Assurances and central data. 
– Formula grant: Grants for which only particular organizations are 

eligible. Grant amount usually based on a “per student” formula. 
– Competitive grant: Grants with a request for application (RFA) that are 

being competitively bid out and awarded. 
– Continuation grant: Grants continuing to existing grantees under a 

multiple year grant.  
• Any available grant applications and central data will start under 

“available” until you click the blue button, “create.” After that point, they 
will move to “created.” You will click “open” to open and edit your 
application. 

• If the RFA has not yet been posted for the competitive grant for which you 
are applying, it will not appear yet in “available.” You can still complete 
central data during this time.

Navigating EGMS 
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• Save early and often: EGMS times out after 60 minutes of inactivity.
• Printing: If you would like to print the application, go to the “application 

print” tab. The application will be available for you to print at the top of 
each hour. 

• Start and submit early: Avoid last-minute technical submission issues by 
submitting early to ensure there is time to address issues if they arise. 
Grants are due at 3 p.m. on the submission date. 

• Narrative responses may not exceed the stated character limit. If you cut 
and paste from a Word document, double-check that final 
sentences/paragraphs are not cut off.

• Tips on document uploads: Save in DOCX, DOC, XLSX, XLS, PDF; file must 
be less than 6 MB; do not use special characters in the file name.

• Contact the EGMS help center: OSSE.CallCenter@dc.gov (202) 719-
6500; available Monday-Friday from 7:30 a.m.-5:30 p.m.

• Note: A record of contact with EGMS will not excuse missing the 
review submission deadline.

EGMS Tips 

mailto:OSSE.CallCenter@dc.gov
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• OSSE grants are cost reimbursable. Grantees incur costs and then 
submit a request for reimbursement of funds along with necessary 
supporting documentation.

• DC Government payments proceed according to the 30-day quick 
payment act. Payments are rendered 30 days from the submission 
of the final, correct request. 

• Sample timeline:

Costs incurred
Oct. 1-31, 2019.

Reimbursement 
request 

submitted to 
OSSE on

Nov. 10, 2019. 

OSSE reviews and 
approves request. 

OSSE renders 
payment on 

Dec. 10, 2019.

Grant Administration 
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facebook.com/ossedc

twitter.com/ossedc

youtube.com/DCEducation

www.osse.dc.gov
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Contact Information

1050 First St. NE

Washington, DC 20002

OSSE Customer Service

osse.callcenter@dc.gov

202-719-6500

mailto:osse.callcenter@dc.gov
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