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OGMS Instruction for Submitting an Encumbrance 
 

An encumbrance is a feature in the grant system that notifies you of an outstanding obligation that must be completed 
by a specific deadline. When an encumbrance is activated, it can also pause your payments until you have fulfilled that 
obligation. 

Encumbrances must be addressed before DCJS staff can approve a claim marked as “Submitted” and disburse funds. If 
an encumbrance is placed on a grant while claims are in “Awaiting Payment, Correcting, Editing or Submitted” status, 
the claims will be voided or withdrawn by DCJS staff. The subrecipient may resubmit claims that were withdrawn or 
voided once the encumbrance is resolved.  

If an encumbrance remains unmet, then you must report to the DCJS, by letter, the steps taken to achieve compliance, 
the reasons for noncompliance, and the expected date of compliance. DCJS may terminate grant funding based upon 
unexplained or unreasonable failure to substantially comply with encumbrances within reasonable specified time 
frames. Please reach out to your Grant Monitor if you need assistance with resolving encumbrances. 

Encumbrances in OGMS can be viewed in two ways: by accessing the individual grant or by using the dashboard. 

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 Through the Grant 

On the left side navigation menu, click on Grants. 

https://ogms.dcjs.virginia.gov/
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Select the grant you would like to access in the Current Grant listing.  

If the grant you need does not appear in the list, select the Closed Grants tab. If the grant is closed, or you cannot find it, 
please contact your Grant Monitor for assistance. 

 

Once you have selected the grant, you will be directed to the Grant Components list.  

This list may vary depending on the funding opportunity and program area. 
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Accessing Through the Dashboard 

When you log in, your dashboard will be the first page you see. To return to the Dashboard at any time, click Dashboard 
in the left-side navigation menu. 

 

At the top of your Dashboard, you will find the Approaching Deadlines section within your Work Assignments. This will 
list the pending encumbrance.  

 

Click the encumbrance, and it will take you to the Grant Components list. 
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Reviewing the Encumbrance 

The encumbrance entry will display its status, the compliance date (if applicable), a description, the due date, and 
whether payments are being held until it is resolved. 

 

The Description should explain the reason for the encumbrance and outline the steps required to resolve it. If you are 
unsure how to proceed, please contact your Grant Monitor for guidance. 

The Due Date is the deadline by which the encumbrance must be resolved or, if funds are being held, the date on which 
the hold will begin. 

Submitting Encumbrance Items 

Under the Grant Components list, click on Correspondence.  

 

Click on the green Add Grantee Correspondence button.  

 

Under the To field, you will see a list of users who have access to the grant, along with DCJS staff. Select the appropriate 
recipients for the correspondence. 

In the CC field, you may add additional email addresses for individuals who do not have an OGMS account. Use a 
semicolon (;) to separate multiple addresses. 
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In the subject line, indicate that the correspondence is a response to an encumbrance on the grant and include the grant 
number. 

In the Message section, include any additional information needed to resolve the encumbrance. You may also attach up 
to five files. 

 
When all information has been provided and any attachments have been uploaded, click the orange Send 
Correspondence button. 

 

An email will be sent to the recipients you selected. Once the submission has been reviewed and approved, your Grant 
Monitor will release the payment hold on your funds and mark the encumbrance as compliant.  

 


