
Managing Strategic Partner Change Requests in the 
GMS Portal 
This document outlines the steps for tracking, submitting, and managing change requests for 
strategic partner awards in the GMS portal. 

Key Steps 

  

1. Accessing the Change Control Area 0:58 

 

●​ Log in to the GMS portal. 
●​ Navigate to the Change Control tab at the top of the screen. 

  

2. Understanding Change Request Pages 1:14 

https://loom.com/share/0eb45672055545b48525949e73eb0704?t=58
https://loom.com/share/0eb45672055545b48525949e73eb0704?t=74


 

●​ Familiarize yourself with the following pages: 
○​ Create: For creating new change requests. 
○​ Draft: For viewing all draft change requests. 
○​ Submitted: For viewing submitted change requests. 
○​ Approved: For viewing approved change requests. 
○​ Rejected: For viewing rejected change requests. 

  

3. Creating a Change Request 1:28 

 

●​ On the Create page, select the type of change request you want to create. 

https://loom.com/share/0eb45672055545b48525949e73eb0704?t=88


●​ Ensure only one draft is open at a time unless otherwise instructed. 

  

4. Saving Your Progress 2:30 

 

●​ Each time you click 'Next' or 'Save', your progress is automatically saved. 

  

5. Submitting Multiple Change Types 3:14 

 

●​ You can submit multiple change types within a single change request. 

https://loom.com/share/0eb45672055545b48525949e73eb0704?t=150
https://loom.com/share/0eb45672055545b48525949e73eb0704?t=194


●​ After completing a change type, you will return to the main page to select another 
change type. 

  

6. Editing Award Name and Consortium Composition 4:34 

 

●​ To change the award name, enter the new name and click 'Next'. 
●​ For consortium composition, add or remove members as necessary. 

  

7. Changing the Consortium Lead 5:34 

 

https://loom.com/share/0eb45672055545b48525949e73eb0704?t=274
https://loom.com/share/0eb45672055545b48525949e73eb0704?t=334


●​ Select the reason for the lead change and enter the new lead's details. 

  

8. Adjusting Project End Date 6:18 

 

●​ Change the project end date as needed; the system will calculate the variance in 
days. 

  

9. Custom Change Control Requests 6:47 

 

https://loom.com/share/0eb45672055545b48525949e73eb0704?t=378
https://loom.com/share/0eb45672055545b48525949e73eb0704?t=407


●​ Navigate to the Project Baselines section to edit project costs or total project homes. 

  

10. Reviewing Financial Year Data 7:20 

 

●​ Ensure that current and proposed grant spends meet the required thresholds. 

  

11. Submitting the Change Request 12:37 

 

●​ Review the summary of changes made. 

https://loom.com/share/0eb45672055545b48525949e73eb0704?t=440
https://loom.com/share/0eb45672055545b48525949e73eb0704?t=757


●​ Click 'Submit' to finalize the change request. 

  

12. Approval Process 14:19 

 

●​ After submission, the change request will be reviewed and approved by the PSO. 

Cautionary Notes 

●​ Ensure compliance with the one-draft rule to avoid errors. 
●​ Double-check all financial figures to prevent submission errors. 

Tips for Efficiency 

●​ Keep the GMS portal open while watching the instructional video for better 
understanding. 

●​ Use the 'Next' button frequently to save progress and avoid losing data. 

Link to Loom 

https://loom.com/share/0eb45672055545b48525949e73eb0704 

 

https://loom.com/share/0eb45672055545b48525949e73eb0704?t=859
https://loom.com/share/0eb45672055545b48525949e73eb0704
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