How to Complete Your Account Activation

Applicants must complete, sign and submit a Designation of Subrecipient Agent Form,
Terms & Conditions Agreement Form and a Direct Deposit Authorization Form to
TDEM before any funds can be processed. Forms are available to download from the
GMS Forms page https://grants.tdem.texas.gov/site/Forms.cfm

Download and Complete Forms
1. Navigate to the GMS Forms page https://grants.tdem.texas.gov/site/Forms.cfm

£ https://grants.tdem.texas.gov/site/Forms.cfm

Forms

o= S Common Forms
Public Assistance L S

Account Activation & Application Forms
Hazard Mitigation

© 0 0 0

Fire Management Assistance = Direct Deposit Authorization Form **NEW**

Grant = Designation of Subrecipient Agent **NEW**

= Terms and Conditions (FEMA Grants)

= Terms & Conditions (CRF Award for Municipalities and Counties)
Job Aids = Terms & Conditions (CRF Award for Local Education Agencies)

© News Archive

Forms

(-]

Reimbursement, Advance and Expense Forms

= Applicant Record Keeping - Forms and Instructions
= Payment of Funds Request

= Employee Benefit Calculation

= Applicant's Claim Summary

= Contract Work Summary Record

= Force Account Labor Summary Record

= Force Account Equipment Summary Record

- Force Account Materials Summary Record

= Force Account Rented Equipment Summary Record
= Payment of Funds Request Form (CRF Awards Only)

Project and Account Closeout Forms

= Subrecipient Closeout Certification Form
= Site Inspection Report Form
- Site Inspection Package

Click on the form to download.

Open and complete the form.

Obtain the required authorized signature.

Scan and save the signed form to your computer.

akrkobd

Attach Forms to Account Activation
6. Login to GMS at https://grants.tdem.texas.gov
Related Job Aids: Reset Password/Forgot Login
Register for GMS Access
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https://grants.tdem.texas.gov/site/Forms.cfm
https://grants.tdem.texas.gov/site/Forms.cfm
https://grants.tdem.texas.gov/
https://grants.tdem.texas.gov/downloads/public.cfm?file=Job%20Aid%20%2D%20Access%20%2D%20Reset%20Password%5FForgot%20Login%5FOct%202019%2Epdf
https://grants.tdem.texas.gov/downloads/public.cfm?file=Job%20Aid%20%2D%20Access%20%2D%20Register%20for%20GMS%20Access%5FMarch%202020%2Epdf

granB_tdem Home OpenGrants PublicAssisance  Hazard Mitigation ~ Fire Management Assistance Grant ~ Forms  Job Aids

Returning User Login:

i TDEM Grants et [
2.v Management System — 000 ]

Sign ] Register
grants.tdem.texas.gov tracks Emergency Management grants in Texas. The system manages the

process from application through closeout. Forgot Password?

7. Navigate to the “Applicant Summary” screen

Users assigned to single applicant
a. Select the Home menu button.

% O ¥ 4 M Accounts 9, PROJECTS $ FINANCES Q

Users assigned multiple applicants
a. Select the Home menu button.

%t O 2 M Accounts 9, PROJECTS $ FinanceEs Q

b. A listing of assigned applicants will be displayed. Select the applicant from the list of

assigned applicants.
% O » MM Accounts %, PROJECTS $ FiNancES

~  Saveas MenuPreset
Quick Search: 2resus + Y ) &
~ Name FIPS # Classification County PNP Agency
Any Texas County koo N N
Any Texas Town 000-TEST0-00 City Sherman N N >
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8. From the Applicant Summary page, click on Accounts on the left menu then select
Account Activation for a list of the applicant’s Account Activations.

#f &a » fli ACCOuNTS 9, PROJECTS $ FINANCES (o} John Lecheler logged in as User7 Test v (X

Any Texas Town

= CreateNewRequest = [@# Submit New Reimbursement Request

Mol
’j Ssummary ’, Accounts Account Activation
e Grant # - Type Workflow Step Day

GMS1234  Generate Funding Agreement Upon Assistance Request Approval 1) Attach Required Fo

& Projects

Payments

(3] Quarterly Reports

Contacts

T

[7] Notes

Documents

() History

9. Select the Account Activation for the grant/award you want to access

#f & » Ml ACCOUNTS 9, PROJECTS $ FINANCES Q John Lecheler logged in as User7 Test v (T

Any Texas Town

~  Creale NewRequest 3 Submit New Reimbursement Request

[Z] summary ’, Accounts Account Activation
Quick Search: 1 resuts =
@ Accounts » Y B

Grant# = Type Workflow Step Day

I GMS1234  Generate Funding Agreement Upon Assistance Request Approval 1) Attach Required Fo I

Jul Projects

Payments

(3] Quarterly Reports

Contacts

=

["] Notes

Documents

(3) History
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10. Scroll to the bottom of the Account Activation page and click the Add Document button.

I3 » i ACCOUNTS %, PROJECTS $ FNANCES Q John Lecheler logged in as User7 Test ¢ ]

1234 Test Award Any Texas Town - Any Texas Town

Account Activation #4256 9

Routing in Progress: Attach Required Forms and Document:

@ Submit More =
[E] summary > @ Deliverables - @ grant -
] Attached the award Terms and Conditions or the Application/Certification from signed by a certified official or authorized designee GMS51234 Test Award
[7] Notes - o
= State Public Assistance
] Attached the completed Direct Deposit Authorization Form signed by an authorized official or designee. Declared: July 1, 2020
| Documents Closed: August 1, 2020
L [C] Attached the completed Designated Subrecipient Authorization Form signed by a certified official or authorized designee Emergency Deadline: July 18, 2020
Permanent Deadline: August 1, 2020
,ﬂ Workflow View All Completed Deliverables
— N . " Applicant -
(3) History Account Activation Details -
Any Texas Town
Ensures applicants mest federal and state eligibility requirements to receive funds. Documents support the minimum requirements in order to Sherman County (5 - Northwest Texas
activate an account. The account activation must be complete before payments can be processed Region Region)
FIPS # 000-TESTO0-00
Grant Ag it te Funding Ag: it Upon Assi: Request Approval State # 90052 FEIN # 111111111
Type: Vendor #
DUNS #: 111222333
Applicant Electronic Type: City
Correspondence Physical/Mailing: 1 Longhorn Drive
Preference: Sherman, TX,
Authorized Agent(s)
Mailing Address: 1 Longhorn Drive
Sherman, TX
Request for
Assistance Status:
| Summa =
’j v ? Workflow Summary -
[7] Notes
Current Step: 1) Attach Required Forms and Documents
Description:
| Documents Extended Description
& Workflow
(3) History
Recipients: Support Affiliate (State)
Submission: Jul 17, 2020 at 1:25 PM by John Lecheler
Notes & Comments Add Note No Uploaded Documents
Be the first to add one No Issues Add Issues
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11.Either drag and drop the file you want to attach or select Choose Files to navigate to
the file you want to attach.

Upload 3

Drag and drop here.

Note: There is no limit to the number of files that can be uploaded, however the maximum size per file is 100MB.
Documents containing unredacted personal identifiable information should not be uploaded. Personal identifiable
information includes social security numbers, driver's license, passport, or other identification numbers.
passwaords or pass codes, and financial account or credit/debit card numbers.

Choose Fi

Clese dialog after upload completes

12.Select the file you want to attach, then select Open

[ Open x
< A + Libraries » Documents » Account Activation Forms ~ [] 2 Search Account Activation F...
Organize = MNew folder Bz~ T @
A
J Music “  Name Date modified
] Pictures [ Designated Subrecipient Agent Form.pdf  7/28/2020 12:50 AM
B videos | Direct Deposit Authorization Form.pdf 7/28/2020 12:48 AM
ﬁé Q5 (C:) #| Terms & Conditions for CRF LEA.pdf 7/28/2020 12:49 AM
T Libraries
=] Camera Roll
Documents
b Music
= Pictures
= Saved Pictures
B Videos
@ Network
v < >
| AlFiles ) ~|

File name: | Direct Deposit Autherization Form.pdf

| I Open I | Cancel |

13.Select the Document Type Label

Upload Files

'5_:] Direct Deposit Authorizatic | | Direct Deposit Authorization st l ] Internal Only
Selecta Type...

1 All

Additional Grant Conditions

Contact Authorization Letter

Note: There is no limit to the number of
Documents containing unredacted pers:
information includes social security num|
passwords or pass codes, and financial

Close dialog after upload complete|

July 16, 2020

Designated Subrecipient's Agent Form
Direct Deposit Authorization or RTI Form
Grant Terms and Conditions (Signed)
Inaccessible Site Form

Insurance Policy

Package Pick-Up Checklist

Process Variance

SAM Registration & Federal Non-Debarment
Subrecipient Assessment

Subrecipient Assessment Supporting Documentation

Texas Non-Debarment Vendor List
W-9 / AP-152 Form

file is 100MB.
al identifiable
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14.Select Upload to attach the document

“ Upload Files

= Direct Deposit Authorizatic | Direct Deposit Authorization &7 ™ jyiarna) Only x

Note: There is no limit to the number of files that can be uploaded, however the maximum size per file is 100MB.
Documents containing unredacted personal identifiable information should not be uploaded. Personal identifiable
information includes social security numbers, driver's license, passport, or other identification numbers,
passwords or pass codes, and financial account or credit/debit card numbers.

Close dialeg after upload completes

( Choose Files_. |

[ Upload [ cancel |

15.Document will be added to the documents listing and at the bottom of the page

Iploaded Documents Add Documen}

b, E\rect Deposit Authorization Form (Direct Deposit Authorization or RTI
onm)

[F] summary y
o D Workflow Summary
[] Notes
Current Step: 1) Attach Required Forms and Documents
Description: Submission
.| Documents Extended Description: A) Attach the award Terms and Conditions or the Application/Ceriification from signed by
a certified official or authorized designee
il worktiow B) Attach the completed Direct Deposit Authorization Form signed by an authorized official or designee
& History C) Attach the completed Designated Subrecipient Authorization Form signed by a certified official or authorized
designee
Recipients: Support Affiliate (State)
Submission: Jul 17, 2020 at 1:25 PM by John Lecheler
Notes & Comments #dd Nete
Be the first to add one

No Issues Add Issues

16.Repeat steps 12 through 15 for each additional document.
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17. Click on each deliverable as they are completed. Note: All deliverables must be
completed before the account activation can be advanced in the workflow.
M @~ # -~ (M ACCOUNTS ~ %, PROJECTS + $ FANANCES + # ~ Q Welcome, John Lecheler [~}

GM51234 Test Award Any Texas Town Account for GMS1234 - Any Texas Town

Account Activation #4256 9

Routing in Progress: Attach Required Forms and Documents (Step 1 of 5)

Lﬁ" Advance ° Set on Hold 0 Deny ﬁ Delete More =
=] summary 3 ¥ Deliverables E @ Grant -
[] Notes GMS1234 Test Award

State Public Assistance
Dedlared: July 1, 2020

| Documents [ Attached the completed Direct Deposit Authorization Form signed by an authorized official or designee Closed: August 1, 2020

- Emergency Deadline: July 18, 2020
Permanent Deadline: August 1, 2020

I Workflow
View All Completed Deliverables

pay . ' Applicant -

(3) History
[ Account Activation Details - Any Texas Town

Sherman County (5 - Northwest Texas

Region Region)
Ensures applicants meet federal and state eligibility requirements to receive funds. Documents support the minimum requirements in order to FIPS # 000-TEST0-00

activate an account. The account activation must be complete before payments can be processed. State # 90052 FEIN # 111111111

18.When all documents are attached and all Deliverables are marked complete, Click
the Advance button to advance the Account Activation workflow to the state for
review.

% 0 » M ACCOUNTS %, PROJECTS $ FNANCES Welcome, John Lecheler

st Award Any Texas Town Account for 34 - Any Texas Town

Account Activation #4256 'Q

° Sat on Hold o - More =
Advance this Account Activation

=| summary ) & De @ Grant =
o Advancing this Account Activation please fill out the necessary information below
| A GMS1234 Test Award
D Notes H it Leave a note. State Public Assistance
1 Declared: July 1, 2020
B Documents A Closed: August 1, 2020
( Emergency Deadline: July 18, 2020
| Permanent Deadline: August 1, 2020
4l Workflow 1
(
@ History ViewA a Applicant o

Any Texas Town

] ac Sherman County (5 - Northwest Texas
Region Region)
FIPS # 000-TESTO0-00

Ensuff State #: 90052 FEIN # 111111111
activat I Advance ‘ Vendor #
DUNS #: 111222333
Grant Agreement Generate Funding Agreement Upon Assistance Request Approval Type: City
Type: Physical/Mailing: 1 Longhom Drive
Sherman, TX,
Applicant Electronic

19.User may/not choose to include a note before confirming by selecting Advance on
the confirmation window.
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