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Grant Administrator 

1. Login to eGOHS 

www.egohs.org  

 
*Forgot your 

password?  

Call the GOHS 

office or email  

chamilton@gohs.ga.gov 
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http://www.egohs.org/


1. Open the grant 

from your task 

list. 

2. Select the grant 

you will work in. 
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Grant Administrator 



Grant Administrator 

1. From the Grant Menu, 

Monthly Activity Reports 

(Progress Reports) are 

shown in a dropdown 

box. 

2. The list is visible only if a 

report is available to be 

filled out for a current or 

past reporting period. 

3. Select the first period and 

click the Create button. 

 

 Please note: Monthly 

Activity Reports should 

be completed in 

sequential order. 

 Monthly Activity Reports 

must be completed and 

submitted prior to claim 

submission. 
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Grant Administrator 

1. The first two 

forms of the MAR 

are found on the 

Report Menu.  

They are the 

Milestone Report 

and the Statistical 

Summary Report. 

2. Click on 

“Milestone 

Report” to open. 
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Grant Administrator 

1. For each activity 

included in your 

application’s 

Milestone Chart, the 

report will show the 

activities planned. 

2. You can enter the 

current month’s 

actual activities by 

clicking on the Edit 

button. 

3. Enter number or X if 

the activity was 

completed. 

Number is the 

actual quantity per 

month (i.e., books, 

brochures, classes, 

etc.) 
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Grant Administrator 

1. You then enter the 

actual activities (X 

or numbers where 

appropriate) for 

the reporting 

month. 

2. If a scheduled 

activity was not 

met, enter “0”.    

 *Note: please 

remember to 

provide an 

explanation for 

any unmet 

activities in the 

Challenges 

section.   

3.    Click SAVE. 
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Grant Administrator 

1. Your actual 

activities will 

now show up 

in the report 

below your 

anticipated 

activities. 
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Grant Administrator 

1. Next, return to 

the Report 

Menu 

2. Click on the 

Statistical 

Summary 

Report link. 
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Grant Administrator 

1. The Statistical 

Summary Report 

allows you to 

easily enter each 

month’s 

statistical data 

corresponding to 

the categories 

shown. 

2. Click on the Edit 

button. 
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Grant Administrator 

11 

1. Enter the appropriate 

data for the current 

month.  

2. Make sure that the total 

number of people 

reached equals the 

number of adults plus 

the number of youths 

plus the number of 

children reached. 

3. PI&E is the approximate 

number of brochures 

distributed 

4. Trainings are 

educational classes 

conducted.  

5. Exhibits includes setting 

up a display or table at 

an event.  

6. Click Save. 



Grant Administrator 

1. Now your 

data will 

show in the 

report. 

2. Note that you 

can export 

this data to 

an xls 

spreadsheet 

by clicking 

the ctrl key + 

export data. 
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Grant Administrator 

1. Go back to the 

Report Menu page 

to display the 

remaining forms 

that are a part of 

the MAR package. 

2. Expand the entire 

tree.  

3. Click on GA MAR 

Cover Page 
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Grant Administrator 

1. This page is only 

required for grantees 

with personnel on the 

grant. 

2. Agency Personnel: 

This is the total 

number of 

employees. 

3. Project Personnel: 

This is the number of 

employees assigned 

to the grant. 

4. Complete and then 

click SAVE. 

5. Click Next to go to 

the second page. 



Grant Administrator 

1. The MAR Page 2  is 

required each 

reporting period 

2. Fill out each section 

thoroughly and click 

the save button. 

3. If you don’t meet an 

objective for a 

particular month, you 

should include the 

reasons in the 

“Challenges” Section. 

4. The future events 

section will assist 

GOHS staff to plan 

visits with you and 

attend your events. 

5. Click SAVE and then 

NEXT.  
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Documentation 

Attachment 

1. Any documentation that 

you would like to show 

GDEC in relation to your 

grant activities, should 

be uploaded here.  

Documents will need to 

be scanned in and 

attached. 

 

2. NOTE: Grant 

Announcements and job 

descriptions should be 

uploaded here within the 

first three reporting 

periods (October, 

November or December). 
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Documentation 

Attachment 
1. Upload documents 

and title them 

appropriately so 

GOHS can recognize 

what file is attached.   

2. Upload as you would 

to an email (from your 

computer) 

3. Use Microsoft or PDF 

attachments 

4. Click SAVE after each 

attachment. 

5. Return to Report 

Menu 

6. NOTE: avoid special 

characters in the title 

of the document. 

 

 



Grant Administrator 

1. Return to the Report 

Menu page. 

2. Final Report:  This 

defaults to NO so 

unless it is the 

September Report 

do not change this. 

3. Then click the 

Submit button. 

4. GOHS staff will 

review the MAR 

along with any 

submitted claims 

and process them 

accordingly. 
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Grant Administrator 

1. After submitting, 

the report status 

changes to 

Progress Report 

Submitted, and 

will change to 

Progress Report 

Approved once 

approved by 

GOHS. 
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Grant Administrator 

1. The Monthly 

Activity 

Report is now 

shown as 

submitted on 

the Grant 

Menu page. 
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GOHS Reporting 
Procedures  

Claims Submission Process 



Agency Administrator 
Grant Administrator 

1. Log into eGOHS 

22 



Grant Administrator 

1. Open the grant 

from the Task 

List. 

23 



Grant Administrator 

1. On the Start Menu, 

the Administrator 

can see the Claims 

selection dropdown. 

2. The list shows 

claims that are 

currently due. 

3. Select the first 

period and click the 

Create button. 

 NOTE:  

 Claims must be 

submitted in order.  

 Progress Reports 

must be completed 

FIRST.  
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Claims 

1. The 

Claims/Payment 

Request page 

opens to the 

“Expense 

Summary” tab. 

2. Go to the 

“Expense Detail” 

tab to itemize the 

claim details. 
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Grant Administrator 

1. To add an 

item to the 

current claim, 

start by 

selecting the 

cost category 

for the first 

item from the 

dropdown 

menu. 
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Grant Administrator 

27 

1. Selecting the Budget 

Category populates 

the Award Amount 

Balance dropdown 

box. 

2. The Description box 

drops down with the 

items that are in that 

Budget Category. 

3. Select the 

appropriate item from 

your budget.  

4. Enter the date of the 

invoice. 

5. Enter the dollar 

amount.  

6. CLICK SAVE 

7. Remember, invoice 

dates must be within 

the grant period 

(October 1, 2015-

September 30, 2016) 

 



Grant Administrator 

1. After adding 

and saving 

the first item, 

note that it is 

now listed 

below as part 

of the claim. 
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Grant Administrator 

1. After adding several 

items, note the 

grouping and claim 

totals on the detail 

page.   

 Here we have two 

line item claims for 

the Personnel 

Services category 

and one line item 

claim for Regular 

operating Expenses. 

 *NOTE:  Dates can 

not be after the 

claim month.  In this 

case since this is a 

November claim, 

you could put an 

October dated 

invoice but not 

December. 
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Grant Administrator 

1. Return to the 

“Expense Summary” 

tab once you have 

finished adding 

expenses. 

2. Notice that the last 

two columns now 

contain the cost 

category totals of the 

current claim 

amounts.  

 

NOTE:  

Award = GOHS Funds 

Other = Grantee Match 
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1. From the Claim 

Attachments tab, you 

can add any number 

of electronic 

documents that will 

support your claim 

(pdf, doc, xls) 

2. Click on the Add 

button.   

3. Name your document 

something specific to 

describe what is 

attached. *Note: avoid 

special characters 

($%&*) 

4. Attach documents as 

you would to an email* 

5. Click Save 

*NOTE: If possible, scan as 

one large document 

instead of several 

individual pages.  

Grant Administrator 
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Grant Administrator 

1. The “Claim 

Attachments” page 

now shows the 

documents that are 

attached to this 

month’s claim. 

2. Clicking on the 

document link will 

open the document 

for review. 

3. You can edit or 

delete a document 

by checking the 

appropriate 

checkbox then using 

the Edit or Delete 

button. 
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Grant Administrator 

1. Before submitting 

the claim for 

GOHS review, 

click on the 

“Expense 

Summary” Tab.   

2. You must edit the 

claim header 

information by 

clicking on the 

Edit button. 

33 



Grant Administrator 

1. Select whether or 

not this is the final 

claim of the grant 

period. 

2. Optionally, you 

may wish to add 

clarifying 

comments that 

may assist GOHS 

in their review of 

your claim. 

3. After performing 

these tasks, click 

SAVE. 

**NOTE** Once a claim 

is marked FINAL, 

no additional 

claims can be 

initiated.  
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Grant Administrator 

1. You may print the 

confirmation 

page for your 

records but 

GOHS does not 

need a signed 

copy to be sent 

in. 

 

This page is not 

required due to 

the GOHS 

electronic 

signature policy. 
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Grant Administrator 

1. Finally, click 

Submit to 

send the 

finished claim 

to GOHS. 
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Grant Administrator 

1. Enter your 

eGOHS password 

to confirm the 

submission. 

 *Please note that 

your password is 

your electronic 

signature.  DO 

NOT SHARE 

YOUR 

PASSWORD.  

 *If something is 

submitted in error 

or fraudulently, it 

will be tracked 

back to this 

password.  
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Grant Administrator 

1. You will be 

returned to the 

Grant Menu page 

and the Claim will 

be shown within 

the tree node 

corresponding to 

claims that have 

been submitted 

and are awaiting 

GOHS review. 
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What Happens to My Claim? 

After you submit your claim for reimbursement, the following steps are 

taken: 

1. Reviewed by GOHS staff. The claim is either approved or returned 

for modifications.  

2. Reviewed by GOHS staff. The claim is either approved or returned 

for modifications  

3. Processed for Payment. 

4. Claim batched on the 15th and 30th of each month. 

5. Payment issued by ACH/Direct Deposit by the Georgia 

Department of Public Safety 

 

 



GOHS Reporting 
Procedures 

“Zero Claim” Submission Process 



     Zero Claims 

1. Claims must be 

submitted each month 

even if there are no 

expenses to claim for 

a month.   

2. If there are no 

expenses, a zero 

claim should be 

submitted.  

3. Create the claim just 

as you would any 

other month from the 

claims drop down 

box. 
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1. Once on the 

Claims page, 

click on the tab 

for “Expense 

Detail”. 

Zero Claims 
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1. Within the 

“Expense Detail” 

page, you must 

enter a line item 

amount of $0.00.  

You may choose 

any category where 

you have money in 

the grant. 

2. For the Description 

enter “Zero Claim” 

3. For the date, enter 

a date within the 

report date range.  

4. Enter “0.00” in the 

claim amount.  

5. Click Save.  

Zero Claims 
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1. After clicking the 

save button, your line 

item information will 

populate as an 

expense.   

2. Notice that the claim 

amount is “$0.00”.   

3. It is not necessary to 

do this for every line 

item category. 

4. Click on the expense 

summary tab to 

submit the claim. 

Zero Claims 



1. You have completed 

entry for the zero 

claim.    

2. Before submitting, 

you must edit and 

complete the final 

report section.  SAVE 

this information. 

3. Click on the submit 

button to complete 

the zero claim. 

4. Enter your password 

when prompted to 

complete  

submission.  
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Zero Claims 



 

GOHS Reporting 
Procedures 

Amendments 



Amendments 
Purpose:  

 - Make a change to objectives/activities.  

 - Financial adjustments within your budget.  

 - Personnel changes.  

 

Contact planner before making changes in eGOHS. 
 

47 



Agency Administrator 

1. Log into eGOHS 
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Agency Administrator 

1. Open the grant from 

the Task List. 
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Agency Administrator 

1. On the Grant Menu, the 

Administrator clicks on 

the “Amend Grant” 

button to begin the 

amendment process. 

 

 **NOTE** 

 DO NOT Initiate a claim 

for reimbursement or 

monthly activity report 

while your grant is in 

amendment. 
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Agency Administrator 

1. Next, the Agency 

Administrator should 

enter a detailed 

justification for the 

amendment request.  

Include the amount of 

money, reason why the 

money is being moved 

and the involved cost 

categories. 

2. Note the two Budget 

Overviews.  The top 

one represents the 

current state of the 

amended budget (if any 

changes were made).  

The bottom overview 

represents the Grant 

budget prior to the 

amendment. 
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Agency Administrator 

1. In this example, the 

grantee requests to 

move $400 from 

Regular Operating to 

Travel.  

2. To do so, add the 

detailed justification 

text as shown and 

click the Save 

Justification button. 

3. Click on the “Grant 

Menu” Tab.  
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Agency Administrator 

53 

 

1. From the grant 

menu, expand the 

entire tree.  

2. Select the cost 

category line item 

that you are moving 

money out of.  



Agency Administrator 

 

1. From the dropdown 

menu, select the 

category to be 

reduced. 

2. This is the item that 

will be reduced by  

$400. 
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Agency Administrator 

1. Reduce the unit price 

or quantity to get the 

total cost reduced by  

$400. 

2. Then click SAVE. 

55 



Agency Administrator 

56 

 

1. Return to the grant 

menu, expand the 

entire tree.  

2. Select the cost 

category line item 

that you are moving 

money INTO.  



Agency Administrator 

1. In this example, 

you would create a 

new line item for 

travel. 

2. Enter a description 

and then include 

the $400. 

3. Click SAVE. 
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Agency Administrator 

1. Note that Travel has 

been added. 

2. Click on the Grant 

Menu Tab.  
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Agency Administrator 
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1. Once you return to 

the grant menu, 

expand the entire 

tree.  

2. Click on the “Cost 

Category Summary” 

page.  



Agency Administrator 

1. You must click 

“SAVE” on the Cost 

Category Summary 

page in order to 

recalculate your 

totals.  

 

 NOTE: The Cost 

Category Summary 

page will not reflect 

your changes until 

you click SAVE. 
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Agency Administrator 

1. In order to submit,  

return to the Grant 

Menu page and 

click on the View 

Amendment 

button. 
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Agency Administrator 

1. Here you can see 

the new budget on 

top versus the 

original or previous 

budget on the 

bottom. 

2. Make sure the totals 

are the same on 

both budgets.  If 

not, you will need to 

adjust funds. 
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Agency Administrator 

1. Click the “Check for 

Errors” button to display 

and lead you to any 

errors in the grant you 

need to fix before 

submitting 

2. Click “Submit Amended 

Grant” to submit the 

amendment to GOHS  

3. You may cancel your 

amendment by clicking 

“Cancel Grant 

Amendment” 

4. Finally, click on the 

Submit button. 
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Agency Administrator 

1. You can check the 

status of your 

amendment on the 

main grant menu.   

2. GOHS will review 

your grant 

amendment and 

notify you of any 

required 

modifications. 

3. Once the 

amendment is 

approved, you will 

receive an 

automatically 

generated email. 
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GOHS Reporting 
Procedures 

Final Report 



Grant Administrator 

1. On the Start Menu, the 

Administrator can see 

the Progress Reports 

(MAR) selection 

dropdown. 

2. The list is visible only 

if a report is available 

to be filled out for a 

current or past 

reporting period. 

3. Select Final Report 
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Final Report 



Grant Administrator 

1. Expand Tree-  

2. Click on Project 

Summary  
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Grant 

Administrator 

1. Click on “Save” 

2. The original 

summary of 

your grant will 

pre-populate 

3. Then Click 

“next 
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Grant Administrator 

1. Goals/Objectives/ 

Activities page will 

appear. 

2. Each will pre-

populate from your 

grant 

3. Did you meet this 

goal? 

4. If yes, explain 

accomplishments 

5. If no, explain 

challenges 

6. Any additional 

comments? 

7. Click Save then Next 
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Grant Administrator 

1. The media plan 

should be 

completed with a 

summary of what 

you did during 

the year 

2. The number of 

people reached 

and number of 

stories. 

3. Save, then click 

“next” 
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Grant Administrator 

1. Expenditures 

should be broken 

down and 

entered. 

2. This will be for 

this particular 

grant year and 

should include 

only grant funds. 

3. Save, click Next. 
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Grant Administrator 

1. Report Menu 

2. Confirm “Final 

Report” is 

marked YES. 

3. Verify that the 

Milestone Chart 

and Statistical 

Summary are 

complete.  

4. Once complete, 

submit the report 

for GOHS review 
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