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OGMS Instructions for Submitting a Claim 
 

LOGGING INTO OGMS 
 
Sign into OGMS    https://ogms.dcjs.virginia.gov 

 On the Login Page 
o Click on User ID on the left side of your page under Login 
o Enter your User ID 
o Enter your Password 
o Click on Sign In 

 
Note:   Use the OGMS Menu, not the Browser Menu. 

OGMS is compatible with many different browsers; please feel free to use the browser of 
your choice. Read the Instructions on the screen for navigating in the system. 

 
 
From the Side Menu: Click on Grants. 

 
 

https://ogms.dcjs.virginia.gov/
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Select the Grant you would like to access in the Active Grant listing.   
If you need to access a closed grant, click on the Closed Grants tab. 

 
 
Once you have selected the Grant, you will be directed to the Grant Components. 
Select Claims from the list of Grant Components. 

 
 
Click Add Claim. 
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You will then be directed to the Claim General Information. 
Complete the fields on the form, then click Save Form. 
Status: Leave as ‘Editing’ 

Type: Select ‘Reimbursement’ from the dropdown menu (unless otherwise directed by your Grant 
Monitor). 
Reporting Period: Please note that the Financial Reports and Request for Funds processes from GMIS are 
now combined in OGMS under the two-part Claims process (Reimbursement and Detail of 
Expenditures). Claims are processed quarterly, and only one Claim may be submitted per quarter. If the 
due date falls on a weekend or non-business day, the Claim is due on the next business day. A Claim 
submission is still required even if no expenditures occurred during the quarter. Claims are due within 
15 days after the end of each calendar quarter. Please refer to your grant program Special Conditions 
for more information. 

Example: 01/01/2021 - 03/31/2021, 04/01/2021 - 06/30/2021, 07/01/2021 - 09/30/2021, or 
10/1/21-12/31/21 

Final Request?: Do not select ‘Yes’ unless this is your final quarterly Claim submission. 

 
Note:   The system has created a claim # as soon as you clicked Save. If you log out of the system at this 
point or any future point, you will click on the existing claim until it has been submitted. 

 

Once the General Information has been completed, you will be returned to the Claim Component: 
This is a complete listing of all claim forms that may be required for completion in order to submit the claim. 
You can now begin completing the claim forms designated for your grant. 
 

 
Note:   All forms can be edited and saved as often as necessary but the system will require that 

ALL fields marked as required MUST have entries and EVERY form must be Marked as 
Complete to submit. You will receive a pop-up message notifying you of this if you try to 
submit without completing these steps. 

 

You will continue to click on and complete each form in the Claim Component listing. 
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You will then be directed to the Claim Reimbursement component. 
Complete the fields on the form, then click Save Form. 

 
Note:  Most forms are editable by clicking ‘Edit’ at the top part of the section.  However,  
multi-list sections are editable by clicking ‘Add’ on the section.  

 
 Expenses: You will only be allowed to key into categories for which there is a budget. 
 Enter line item totals of all federal and state funding sources for each category in the ‘Expenses  

This Period’ column. All local match (if applicable) should be reported in the ‘Match Expenses  
This Period’ column. 

Example: Personnel $50000 ‘Expenses This Period’ ($30000 federal and $20000 state general 
funds) 
Personnel $10000 ‘Match Expenses This Period’ (local match)  

 
Note: All information must be saved by clicking ‘Save’ on the forms.  If you do not click ‘save’ 
and you back out of the form or section of the form, your information will be lost. 

 

 
Note: EVERY form must be Marked as Complete to submit a Claim. 
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You will then be directed to the Claim Detail of Expenditures component. 
Complete the fields on the form, then click Save Form. 
 

This section must correspond to the expenditures entered in the previous ‘Reimbursement’ section, 
however, expenditures in this section will need to be broken out by funding source. 

Example: In the Description type ‘Personnel’ 
 Enter $30000 federal 
 Enter $20000 state (general funds) 
 Enter $10000 match (if applicable) 

 
Note: All information must be saved by clicking ‘Save’ on the forms.  If you do not click ‘save’ 
and you back out of the form or section of the form, your information will be lost. 

 
Details will display within the grid after you click the ‘Save Row’ button. 
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Note: EVERY form must be Marked as Complete to submit a Claim. 

 
 
 
You will then be directed to the Claim Supporting Documentation component (only if required). 
More information on this component will be provided by Grants Management and/or DCJS program staff.  
Complete the fields on the form, then click Save Form. 
 

 
 

 
Note: All information must be saved by clicking ‘Save’ on the forms.  If you do not click ‘save’ 
and you back out of the form or section of the form, your information will be lost. 

 
 
Once you have filled out all required fields and you have marked each form as complete, you can Submit the 
Claim. Once submitted, you will not be able to go back and edit. If corrections need to be made, please contact 
ogmssuport@dcjs.virginia.gov. 
 

 
Note: EVERY form must be Marked as Complete to submit a Claim. 

 

mailto:ogmssuport@dcjs.virginia.gov

