Managing Change Requests in DESNZ GMS Portal for
Local Grant Awards

Objective

This document outlines the steps for tracking, submitting, and managing change requests
within DESNZ Grant Management System (GMS).

Key Steps

1. Accessing Change Requests 0:42
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e Log in to the Grant Recipient Portal (GMS).
e Navigate to the Change Request section by selecting More > Change Control
Requests.

2. Understanding Change Request Pages 1:04
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e Familiarize yourself with the five pages: Create, Draft, Submitted, Approved, and
Rejected.

Create: Where new change requests are initiated.

Draft: Contains change requests that are created but not submitted.

Submitted: Displays all submitted change requests.

Approved: Lists all approved change requests.

Rejected: Shows any rejected change requests.

3. Creating a Change Request 1:34
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e Click on Create to start a new change request.
e Review the guidance page and select Next.

4. Filling Out Change Request Details 1:57
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e On the main page, outline the change needed, reasons for the change, implications if
not approved, and a summary of the change.

e Select the appropriate change type from the eight options available.

5. Selecting Change Types 3:05
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e Choose from the following change types:
Award Name
Delivery Plan
Consortium Composition
Consortium Lead
Supplier
Project End Date
Income Verification
o Other
e For each type, follow the prompts to provide necessary details.

o O O O O

6. Providing Reasons and Mitigating Actions 5:57
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e Input the cause and impact of the change, along with any mitigating actions.
e Review the guidance text provided.

7. Reviewing Summary of Changes 6:21
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e After entering all details, review the summary of changes to ensure accuracy.

8. Submitting the Change Request 6:43
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e Click Submit to finalize the change request.
e Note the change request reference number for tracking.

9. Tracking Submitted Change Requests 7:12
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e Navigate to the Submitted page to view the status of your change request.
e Understand that the status will remain in review until it is approved or rejected.

10. Handling Approved Change Requests 8:37
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e Once approved, you will receive an email notification.
e Check the Approved page to confirm the changes have been made.

11. Creating Custom Change Requests 9:13
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v

e Use the Other change type for requests that do not fit standard categories.
e Provide necessary details for the custom request.

12. Editing Submitted Change Requests 17:41
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e |f a change request is returned for edits, you can access it from the Submitted page.
e Make necessary amendments and resubmit.

Cautionary Notes
e Only one change request can be created at a time unless agreed otherwise with the

PSO.
e Ensure all details are accurate before submission to avoid delays in processing.

Tips for Efficiency
e Familiarize yourself with the change types and their requirements to streamline the
process.
e Keep a record of previous change requests for reference when creating new ones.
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