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

Department for
Energy Security
& Net Zero

. Objectives

How to track and manage all Strategic Partner (SP) Change
Requests (CRs), including historical CRs.

CR creation rules: one open draft at a time (multiple requests via
PSOs)

How GRs create CRs in the GMS: 6 change types

How SP validations work

How to review award changes using the change summary screen
prior to submission

e Logintothe GMS portal.
e 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
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March monthly update is due in 16 days, on the 13 March 2026 Chat

Notifications

Your next Monthly Meeting has not been set
Monihly Update

You have 0 open Monthly Updates
You have 0 Monthly Updates that have had resubmission requested

o e (- oparvAcion Latest Performance
You have 0 open Payment Records Assessment

You have 0 Change Requests Updated

You have 0 rejected Funding Drawdown Requests No compieted DCA or Project Tiering

Status available
You have 0 queried Funding Transactions

Funding Adjustment

ismssseadly in progress

e Familiarize yourself with the following pages:
Create: For creating new change requests.
Draft: For viewing all draft change requests.

o Submitted: For viewing submitted change requests.
o Approved: For viewing approved change requests.
o Rejected: For viewing rejected change requests.

3. Creating a Change Request 1:28
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Brief Change Summary

Please click next bution, if you want 1o add your selected option i this change request

Once you are finished MaKing your Changes 16 the Sbowe, plésss progres by chcking 11 button below

e On the Create page, select the type of change request you want to create.
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e Ensure only one draft is open at a time unless otherwise instructed.

4. Saving Your Progress 2:30

Change Request Cnat

Type & message

Brief Change Summary

ety sto the purgaoss of the change orct whct £ e t ochieve Sleme 1 e meth et g ard apeci b
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and1or energy effcency torgets, miestones, Seaeine foctors ond ios £Pls meth precii identiens o names

Change Su

‘ ﬂ
Aware Name

change (0 the grant recipient name o consortium name. If you wish to change the name of a
consortium iesa, please salact the Comsorum Lead option

Project Baselines - Please use project baneknes to request changes including:
+ Total Project Homes.- this includes fotal number of homes (© be upgraded, stal number of homes 1o reach EPC C. tolal energy savngs
81 1181 rumiber of homes accessing each LCH offer. 1t 8150 inchudis number of homes upgraded pe FY, homes to EPC € per FY, energy

sawings pes FY and homes accessing esch LH offer per FY

« Project Costs - This inchudes Lotal project grant #nd co-funding spend, rant and co-lunding spend per FY; and total project Captal and ARA
costs

Consontium Composition

+ Please use ‘Consortium Compasition’ o request changes to your consortium make-up. This includes adding, remaving or changing the
Rame of consortium members

Cansortium Lesd N

+ Please use Comsortium Lead to request a ERange 10 your consortium's lead, for exampie, another consartium member becomng the
consartivm iead

Project End Date
« Please use Project End Dote’ 1o request & change Lo your tatal project’ end date

Change Request Type Select

O Awara Name
O Project Basesnes

Consortium Compasition
Cansortium Lasd

Project End Date

Please click next button, if you wan 1o add your selected option i this change request

Once you s Srshed making your changes 1o the abow, piease progress by Clicking the tutton below

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

5. Submitting Multiple Change Types 3:14

Change Request Chat - New Draft

Type a message

Brief Change Summary

award Nam¥
« Please use ‘Award name’ to request a change (o the grant recipient name ar consortium name. I you wish to change the name of a
consortium lesd, please setect the Consortium Lead” option

Project Baselines - Piease use project baselnes to request changes including
+ Total Project Momes - this includes total number of Romes 10 be upgraded, total number of homes to reach EPC C. 10tal energy samings
nd tatal rmiber of homes accessing each LCH offer. I iso inchudes number of homes upgraded per FY, homes to EPC C per FY, energy

sawings per FY and homes accessing each LH offer per FY.
* Project Costs - this includes otal project grant and co-funding spend; grant and co-funding spend per FY. and total project capial and ARA

costs

Consortium Composition

+ Please use ‘Consorti o req 1o your up. This inclisdes adding, remowing or changing the
name of consortium members.

Consortium Lead

* Please use Tonsortium Lead to request a change 1o your consortium's lead, for example, another consortium member becoming the
cansartum lesd

Project End Date

* Ploase use Project End Dale’ 1o request a change 1o you

otal project’ end date
Change Request Type Select

Aavard Name
© Project Baseénes

© Comserim Composition
© Consortum Laag
© Project End Date

Please Click next DUTton, if you Want to 303 yOUr 341#C1ed ption 13 this change request

Onee you are finished making your changes to the above, piease progress by clicking the button balow

e You can submit multiple change types within a single change request.
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e 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
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e To change the award name, enter the new name and click 'Next'.
e For consortium composition, add or remove members as necessary.

7. Changing the Consortium Lead 5:34
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e Select the reason for the lead change and enter the new lead's details.

8. Adjusting Project End Date 6:18
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e Change the project end date as needed; the system will calculate the variance in
days.

9. Custom Change Control Requests 6:47
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e Navigate to the Project Baselines section to edit project costs or total project homes.

10. Reviewing Financial Year Data 7:20

% desnz-gm--mainuat.sandbax.my.site.com;

Create Change Control Request

GMS - Change Cantrol Request Form
Chat - New Draft

Type a message
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e Ensure that current and proposed grant spends meet the required thresholds.

11. Submitting the Change Request 12:37
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e Review the summary of changes made.
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e Click 'Submit' to finalize the change request.

12. Approval Process 14:19
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Detail

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

Cautionary Notes

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

Tips for Efficiency
e Keep the GMS portal open while watching the instructional video for better

understanding.
e Use the 'Next' button frequently to save progress and avoid losing data.

Link to Loom
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