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Grants Management System (GMS) Related Instructions

&
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1. HOW TO REGISTER YOUR PROFILE IN THE SYSTEM

a. Go to the Grants Management System (GMS): https://grants.untf.unwomen.org/Public/Home and click on

Login.
b. Click on Sign Up.
C. Enter your valid Email ID and click on Send Verification Code.
d. Enter the Verification Code received in your email and Click on Verify code button.
e. Enter following details and click on Create:

» New Password

Confirm New Password
First Name

Last Name

vV V VYV V

Purpose: Select Apply for Grant

Email Address
gaseril481@jalunaki.com

Verification code

New Password

Confirm New Password
First Name
Last Name

Purpose

bCrant v

f.  When in the Registration page, enter all User Profile details.

Note: once you select your preferred language in the User Profile, you will not be able to switch to another
language.

Note: all fields marked with an asterisk * are Mandatory.

g. Click on Submit.


https://grants.untf.unwomen.org/Public/Home

2. HOW TO CHANGE YOUR PASSWORD

a. From the Applicant Dashboard click on your name and then, click on Change Password.

@ Grant Cycle : 27 TEST for GUIDE TEST for GUIDE o
Applicant Dashboard

Heme / (Organization Name: NEW TEST FOR GUIDELINES Application ID: #27_10025)

Steps for Application Submission

Click on the Section for Completion

Save the [nformation in every page

Click an Inspect Button in every page to Validate Submit Application
Stepl Step3 Stepd Steps
Application v Tasks v

Insert your email and click on Send Verification Code.

C. Enter the Verification Code received in your email and click on Verify code button.

d. Click on Continue.

E-mail address verified. You can now continue.
Email Address

aziza 4@mitchelllx.com

Change e-mail

e.

f.

Insert your New Password and click on Continue.

You will be re-directed to the Applicant Dashboard.



3. APPLICANT DASHBOARD

There are two main buttons in the Applicant Dashboard:

> Inspect Application: It can be clicked at any time and it will flag which tabs of your application contain error.

> Submit Application: It will only be enabled if no errors are displayed from Inspect button.

Note: submit your application as soon as it is completed! Do no wait until the last minute.
>  After your application is successfully submitted, the status will change to “Submitted” and you will receive

an automatic email confirming your submission.

@ Grant Lycle : 2/ ~

) © Error
Applicant Dashboard

The following modules are not validated
Home ( Organization Name: Women for Change Application ID: #27_10001) properly and contain errors. Please click on the e

respective modules from the Application
Steps for Application Submission section and fix the correpsonding errors: I

Project Concept : Budgst

Click on the Section for Cempletion Save the Information in every page Click on Inspect Button in every page to Validate C
Step1 Step3 Stepa Step5s
Application v Tasks v
Status: In Progress

Current Task - Project Concept

(@) orzanization Brofile 100% (@) Prolect Profile 100% 56 Days left for
2/1/2024

(3 Prolect concept 91%

Instructions v

Inspect Application Your application must be submitted by 1 February 2024, 2:00 pm (14h00) New York Time
(EDT). Late applications will not be considered. Please read these instructions carefully so that
you understand the requirements for this application.

Read more v

Note: If you did not receive the confirmation email from GMS, please reach out to the Help Desk at:
untfgms@unwomen.org

> Itis not possible to make any changes after an application has been submitted.
> You can print your application by clicking on the Download PDF button on the homepage.

Application v Tasks

[8 Download PDF

Instructions

0 ization Profile 100% Project Profile 100% . .

@ reanization Frofile @ rolet e B Your application must be submitted by 1 February 2024, 2:00 pm (14h00) New York Til
(EDT). Late applications will not be considered. Flease read these instructions carefully so tl
you understand the requirements for this application.

@ Project Concept 100%

There are 3 sections to be completed as shown in the Applicant Dashboard:

» You should complete your application as follows: 1. Organization Profile, then 2. Project Profile, and finally
3. Project Concept.
» Each section contains several tabs for completion: 1. Organization Profile (5 tabs), 2. Project Profile (5 tabs)

and 3. Project Concept (4 tabs).


mailto:untfgms@unwomen.org

» 2. Project Profile — Beneficiaries and Partners tab includes 2 subtabs for completion: Primary Beneficiaries

and Partners and Secondary Beneficiaries and Partners.

Note: You must click on Save button first and then on Inspect for each Tab/Subtab.

Your progress for each section can be displayed in 3 different colors:

Red: Indicates that you visited the Tab(s), but you did not Save any data.
Orange: Indicates that you entered and Saved data. However, did not complete the entire section.
Green: Indicates that you entered and Saved data for each required question. It does not imply that your

application is fully completed. In order for your application to be considered as fully completed, you must

ensure that the information you entered has been properly Validated and it does not contain errors.

Note: Before submitting your application, please remember to click on Inspect button.

APPLICATION DETAILS

» To navigate between sections, click on “Change the Section” link located on the top right corner of the page.

Steps for Application Submission

Click on the Section for Completion Save the Information in every page Click on Inspect Button in every page to Validate Correct Errors if Any
Stepl Step3 Step4
o Organization Contacts o Organization Details o Organization Capacity

Please note that all fields marked with an asterisk * are Mandatory.

> All questions with@ contain some instructions. For further explanation, click on the icon.

Please make sure to scroll through all possible options before selecting your answer:

Type of Civil Society Organization *

Women's rights v

Select option

If CS0 "Other” is selected, please specify:

its of the organization must reflect its commitment to pursuing gender equality and e
ftatutes, constitution and organigrammes that enable the UN Trust Fund to ascertain s

Women's rights + [jad each document so that all attached documents are saved) *

Youth/girls rights

Human rights GI\\

Humanitarian lop File(s) Here to Upload
OR
Qrganizations of persons with disabilities (OPD)
Browse File(s)

» There is a Save button and Inspect button in each tab/subtab:

Home Organization Profile ( Organization Name: TESTING GRANTEE SP Application ID: #27_10000) Change the Section v

v

Submit Application
Steps

Read more

Save: Allows you to save your data at any time, even when the tab is incomplete, or an attachment is

missing. You can save your progress and return to continue later.

Note: Please remember to save your application frequently to avoid missing data.



Inspect: Allows you to check the errors in your current tab at any time, so you can fix them before
submission:
= |f the Inspect button is red, that means there are some errors in the tab. Please click on the Inspect
button and you will be able to see the exact error message.
= [f the Inspect button is green, that means your current tab is completed correctly.
» Sections in the navigation bar with a red circle signify that there are mandatory questions that are either
unanswered or answered incorrectly in that particular section.
» The number in the red circle indicates the number of questions unanswered or answered incorrectly. You
may click on the Inspect to investigate and address the questions that need to be filled out in order to

complete a particular section.

4.1. Section 1: Organization Profile

> ORGANIZATION CONTACTS
If the “Inspect” button is in red, click on it to see the exact errors. It is likely:
e Youdidn’t enter at least two contacts.

“wn

e The E-mail address is not valid, please check if there is any space “” when you enter the email address.

®  You added a third contact but did not complete all required fields.

> ORGANIZATION CAPACITY and MANDATORY REQUIREMENTS
e Please click on Save after you upload each individual document so that all attached documents are
saved. Otherwise, you will lose the previous document every time you upload a new one.

e Your files cannot exceed 50 MB in size.

4.2. Section 2: Project Profile

» PROJECT OVERVIEW

Project start date: The estimated start date cannot be set before 1 August 2024.

» PROJECT CONTACTS
You need to select from the contacts created under Organization Contacts tab.
Note: You cannot add new contacts in this tab. If needed, go back to Organization contacts tab and revise

(add, edit or delete) the contact information in order to select it in Project Contacts.

> BENEFICIARIES AND PARTNERS

Please note that there are two subtabs in the Beneficiaries and Partners tab for your completion.

Note: Remember to click on Save and Inspect in both subtabs.



RN EGREEN EUGENEEU L E T O CIGl  Secondary Beneficiaries and Partners

@ Collapse All beneficiaries

Primary Targeted Beneficiaries and Partners (Women and Girls only) e

d Beneficiaries and Women and Girl:

| ~ Targeted women and girls: as rights holders, beneficiaries, agents of change ‘

Women and girl survivors of violence

Women/girls living with HIV and AIDS v

4.3. Section 3: Project Concept

> BUDGET
If the Inspect button is red, click on it to see the exact errors. It is likely:

e You budgeted more OR less than your total requested amount: Pending Amount must be 0:

Total Grant Amount Requested Budget Amount Pending Amount
750,000.00 750,000.00 0.00
% of Total Grant
Budget Category Year 1 Year 2 Year 3 Year 4 Total Amount Requested
° Direct Project Activities £5,000.00 155,000.00 155,000.00 110,647.00 505,647.00 67.42
Trainil f Semil / Worksh / . . FE .
rainings / Seminars [ Workshops/ | ¢ 500,00 50,000.00 50,000.00 140,000.00 18.67
Conferences
Audio Visual & Printing Preduction 10,000.00 10,000.00 40,000.00 5.33
>
Travel 30,000.00 30,000.00 30,000.00 25,547.00 115,547.00 15.41
Contractual Services / Consultants 50,000.00 50,000.00 150,000.00 20.00
Materials and Goods 10,000.00 10,000.00 10,000.00 10,000.00 40,000.00 5.33
Cancel
Other [To cover items that do not . . . .
5,000.00 5,000.00 5,000.0( 5,100.00 20,100.00 268
belong under any other category]

e If you need to change the Total Grant Amount Requested (highlighted in yellow), go back to section 2.
Project Profile — Project Overview to update the field: Total amount requested from the UN Trust Fund (in
US dollars).

e [f all data seems to be correct but the Inspect button is still red, please click on Save button.

e Please take into account that under Management Activities various budget lines are mandatory.

e Note: If you did not complete the questions on Project Duration and Grant Amount Requested under Project
Overview, the Budget tab will not be available.

e Please always refer to the Annex 3: Budget Summary & Budget Guidelines document for more information

and guidance.



GMS HELP DESK

If you have any further questions or concerns regarding completion and submission of your application in

GMS, please contact the HELP DESK at untfgms@unwomen.org with subject [Application Help: Your

Organization Name and Application ID number] . We will respond to your questions within 24 hours during

work hours Monday - Friday. 25 December 2023 and 1 January 2024 are official holidays.


mailto:untfgms@unwomen.org
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