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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 

 
 

2. Click on the form to download.  
3. Open and complete the form. 
4. Obtain the required authorized signature. 
5. Scan and save the signed form to your computer. 

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 

 

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
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7.  Navigate to the “Applicant Summary” screen 
 

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

 
 
 
Users assigned multiple applicants 

a. Select the Home menu button. 

 
 

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

 
 

9. Select the Account Activation for the grant/award you want to access 
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10. Scroll to the bottom of the Account Activation page and click the Add Document button.  
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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. 

 
 

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

 
 

13. Select the Document Type Label 
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14. Select Upload to attach the document 

 
 

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

 
 

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. 

 
 

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. 

 
 

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