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OGMS Instruction for Applying for Funding 
 

The Funding Opportunity module in OGMS allows applicants to view available grant announcements and submit 
applications for eligible funding. Through this module, you can review funding details and apply directly online.  

These instructions provide general guidance for applying for funding in OGMS. However, you should always review the 
specific Funding Opportunity and all information provided within it, as it includes detailed requirements, documentation 
needs, and directions for completing the application forms. 

Logging into OGMS 

Using your internet browser navigate to https://ogms.dcjs.virginia.gov 

• On the Login page, enter your User ID and Password. 

• Click the green Sign In button. 

 

Accessing the Funding Opportunity 

On the left side navigation menu, click on Funding Opportunities. 

 

https://ogms.dcjs.virginia.gov/
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Under the Currently Posted Funding Opportunity list, select the Funding Opportunity you would like to review. 

You can search for a specific Funding Opportunity by title or by number.  

The right-hand side of the listing displays all application due dates and will note if a pre-application is required prior to 
beginning a final application. 

 

Take a moment to look over the Funding Opportunity and the attached guidelines so you can verify eligibility and 
understand the important information needed to determine whether to apply. 

The Award Amount Range, located at the top of the Funding Opportunity, identifies any limits on the amount of funding 
that may be requested.  

The Project Dates outline the beginning and end of the grant project period.  

The Program Officer serves as the point of contact for any questions related to the details provided in the Funding 
Opportunity. 
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Starting the Application 

To start an application, click on the green Start New Application button.  

 

The OGMS Application Creation Wizard will assist you in completing the application’s General Information form. After 
completing all required steps, the application will be available in the Applications module on the right-hand navigation 
menu, as well as at the top of the Funding Opportunity under Current Applications. 

Step 1: The Wizard requires an Application Title and an Applicant. Please refer to the guidelines attached to the Funding 
Opportunity for instructions on how to title your application. The Applicant is the only person who can edit the General 
Information form after it has been saved.  

 

Once the information has been entered, click the green Save Form Information button to enter Step 2.  
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Step 2: Under this step, an Application ID will be assigned, and Program Area, Funding Opportunity, Application Stage, 
and Application Status will be auto populated.  

Select the organization for whom you will be submitting this application. Multiple organizations will appear in the 
dropdown only if your OGMS account is associated with more than one organization.  

 

Click the green Save Form Information button to start Step 3.  

Step 3: In the Additional Contacts section, choose any other organizational contacts who will be involved in managing 
the grant and completing the application. Access to the application is limited to those designated as the Applicant or an 
Additional Contact. Only users who are registered in OGMS will be available in the dropdown menu. 
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Once you click the green Save Form Information button on Step 3, you will have completed the General Information 
component of the application. 

Completing the Application 

Once you have completed General Information through the wizard, you will be sent to the Application Details page.  

The system will provide a full listing of all required application forms for submitting an application in OGMS. Since you 
have completed the General Information form, proceed by selecting any form from the list. The forms may be 
completed in any order. Continue selecting and completing each form shown under Application Details. 

 

Most forms can be edited by clicking the green Edit Form button at the top of the form.  

 

On itemization forms, you must answer the question at the top and click the green Save Form button before entering 
any data. 
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Multi-list sections are editable by clicking Add Entry in the section. You can add as many rows as necessary.  

 

Complete the form by providing the requested information, keeping in mind that fields in red indicate required entries. 
Once done, select the green Save Row button. Please note that totals will generate only after the row has been saved. 

 

To remove a row, simply select it and click on the red Delete Row button. 
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When you finish entering all information, click the orange Mark as Complete button.  

 

All forms must show a green check mark on the Application Details page before you can submit the application. 

 

When completing the Budget form, enter amounts in whole dollars and ensure they are placed in the correct column. 
The column requirements can be found in the Funding Opportunity guidelines.  

 

All information must be saved by clicking the green save button on each form; if you leave the form or navigate away 
without saving, your entries will be lost.  
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As a reminder, if you log out at this stage or at any point later, do NOT click Start a New Application. To return to your 
application, select Applications from the right-hand navigation menu or go to Funding Opportunities, where your 
application will appear at the top of the page. 

Once all forms have been marked as complete, the orange Submit Application button will become available.  

 

You will see a pop-up confirmation notifying you that once you click Submit, you will no longer be able to edit the 
application. If you are ready, please proceed by clicking the red Submit button. 

 

Your application will show as Submitted under the Current Applications lists. If you have any questions after the 
application has been submitted, please contact the Program Officer for further assistance. 

Printing the Application 

You can print an application if it is in Editing or Submitted status. To do so, click the Print button at the top of the screen.  

The dropdown menu offers the option to send it to the printer or print to a PDF. Depending on the amount of 
information included in the application, it may be preferable to print the document in landscape orientation to avoid any 
information being cut off. 

 


