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Step Screen Description and Action 

1 GMS Home Screen 

 

Description 

A Grant Adjustment Notice 
(GAN) is a request to make a 
programmatic, administrative, 
or financial change to a grant.  

Work with your assigned grant 
manager to make sure the GAN 
is really needed or if the action 
can be handled another way. 
They will identify any 
accompanying information that 
needs to be submitted with the 
request. 

Action 

1. To create a GAN, click 
the Grant Adjustments 
link to open the Grant 
Adjustments module. 
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2 All Active GANs Screen 

 

Description 

The Grant Adjustments screen 
displays all active GANs created 
by the logged-in user, and the 
current status of each GAN.  

Once a GAN has been 
completed, it will move from 
Active status to Approved. If the 
program office/OCFO needs to 
request changes, it will send a 
change request back to your 
organization and the GAN will 
move from Active status to 
Change Requested. The same is 
true for a GAN that is denied by 
the program office or OCFO.  

Action 

Filter the list by selecting the 
title of any column. 

1. Click the Create Grant 
Adjustment link. 
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3 Select Grant Adjustment Type Dropdown 

 
 

Description 

This list displays every type of 
GAN that can be submitted. 
Selecting a GAN Type displays 
fields that are appropriate for 
that GAN.  

All changes must be reviewed by 
the program office or OCFO. The 
program manager will identify 
any accompanying information 
that needs to be submitted 
along with the request. 

Action 

1. Select the GAN Type. In this 
job aid, the Budget 
Modification GAN Type 
should be selected. 
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4 Select Grant Adjustment Type Screen 

 

Description 

Once selected, the Budget 
Modification GAN Type appears. 

Action 

1. Click the Create button. 
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5 Select Award Screen Description 

The Select Award screen displays 
all awards that are eligible to be 
modified for your organization.  

Some GANs will adjust all 
awards in your account. These 
include DUNS, mailing address, 
and grantee name adjustments. 

For Budget Modification GANs, 
select a single award. 

Action 

1. Select the award that
requires adjustment.

2. Select the Submit button.

11 
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6 Modify Budget GAN Screen 

 

Description 

A Budget Modification GAN is 
required for any changes to the 
budget that are greater than 
10% of the total award amount. 

The Grantee Information section 
is pre-populated from the 
Grantee user profile. Changes to 
this section must be made in the 
profile. 

Be sure all entries in this section 
are accurate before submitting 
the GAN. 

Action  

1. Review the Grantee 
Information section for 
accuracy. 

Helpful Tip: If changes need 
to be made, close the GAN, 
update the Grantee Profile 
information, and return to this 
screen using the steps described 
previously. 
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7 Budget Modification Section 

 

Description 

The Budget Modification section 
allows for funding updates. 
Funding is moved from one 
category to another using the 
Requested Changes to Budget 
column.  

The total cost should not 
change. 

Once a Budget Modification 
GAN is created, the recipient can 
save the GAN as a draft, submit 
the GAN to the grant manager 
for consideration, or cancel the 
request. 

Action 

1. Update any funding 
requests. Funding may be 
moved from one category to 
another, but the total cannot 
change. 
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8 Required Justification Section Description 

The grant manager requires a 
justification for updating the 
budget. Use the Required 
Justification for Budget 
Modification to enter it.  

Any required attachments 
should also be entered here. 

Action 

1. Enter the justification for the
Budget Modification GAN

2. Add all required
attachments.

3. Click the Submit button.

9 GAN Action Confirmation Screen Description 

The GAN Action Confirmation 
screen allows one final 
opportunity to confirm the GAN. 

Action 

1. Click the Yes button to
confirm the Budget
Modification GAN.

1 

2 3 




