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Introduction

Use eGMS Reach to:
• Manage awards
• Request payments
• Send official grant 

communications
• Access reporting 

schedules and 
previous payment 
requests

Presenter
Presentation Notes
OvervieweGMS Reach is used by IMLS awardees to manage their awards, and was adopted by IMLS at the end of 2019. You are considered a designated grantee contact (a Chief Officer, an Authorized Official, an LSTA Coordinator, a representative of Library Development and/or a Finance Officer), associated with a current IMLS LSTA award, so you will have access to this system in order to administer your award. Through eGMS Reach, you request payments and send official grant communications to your IMLS staff contact; you have access to reporting schedules and previous payment requests;and, you can send official messages directly to the Program Officer responsible for administering your award.     



How to set up a 
Reach account

Presenter
Presentation Notes
Reach Accounts are available to the designated contacts on your award. We realize that many of your have already set up your Reach account, but for training purposes will be will going over how to do this.



Setting Up an eGMS Reach Account
• Look for an email from IMLS-Reach@imls.gov with username and URL.
• You may receive multiple emails (one for each award), but only need to set 

up one account.
• If you already have an account through Reach with NEA or NEH, you still need 

to create a new account for your IMLS award(s).

Presenter
Presentation Notes
By this point, you have already received an email from IMLS-Reach@imls.gov. If you are not contact on an award, but think you should be added as one, let me know and we can iron out those designations. Once you’re a designated contact, you will receive an email like this one with your account user name and set up link. Here is an example of a new eGMS Reach user email.If you manage multiple awards, you may have received additional notifications as access to each award is granted. Each time you are added to a new award or panel, you will receive an email notification. You only have one account and your username will not change.Even if you have an account through Reach with the National Endowment for the Humanities (NEH), or the National Endowment for the Arts (NEA), you will need to create a new account for your IMLS award(s). NEH and NEA also use eGMS Reach, but each agency operates a separate system. If you have awards with IMLS, NEH, and NEA, you must create and use separate accounts for each grant-making organization. 



Setting Up an eGMS Reach Account

• URL from email 
link to the eGMS
Reach login page.

• Click on Sign in 
Help to set your 
password.

Presenter
Presentation Notes
Once you are in the email, click on the link to access the eGMS Reach login page. Then click on the Sign in Help link. Follow the link to set your password. 



Setting Up an eGMS Reach Account

Presenter
Presentation Notes
Click on “I’m a new user and need to pick my password.” 



Setting Up an eGMS Reach Account

• Enter the user name provided in the email, then click on Send.

Presenter
Presentation Notes
At this time, enter your username provided in the email. Click on Send.  



Setting Up an eGMS Reach Account

• You’ll receive an email to reset the password.
• Follow the URL in the email, which expires after two hours.

Presenter
Presentation Notes
You will see a message confirming that a link to reset the password has been sent to you.  Check the inbox of the email account to which the original Reach account instructions were sent, and follow the password link included in the new email.  Please note - the link will expire after two hours.   



Setting Up an eGMS Reach Account

• Enter your new 
password. 

• Click on Change 
Password to save
it.

Presenter
Presentation Notes
Here, you will enter your new password and click on Change Password to save it. This will update your password and provide the option to return to the Main Menu.  It’s good to remember that this is generally the same process you’ll use if you forget your password.  



Setting Up an eGMS Reach Account

• Click on Main 
Menu to go to 
the homepage.

Presenter
Presentation Notes
Next , click on Main Menu to go to the homepage.    



Setting Up an eGMS Reach Account

If you have any issues setting up your account, 
please contact the Reach Help Desk by 
emailing Reach-HelpDesk@imls.gov.

You can also contact your Program Officer.

Presenter
Presentation Notes
Remember that only designated contacts (Chief Officer, Authorized Official, LSTA Coordinator, Library Development and Finance Officer) associated with a current IMLS LSTA award will have a Reach Account. If you need to add additional contacts, please let your program officer know.Questions about setting up your account?Now that you have an account set up, Madison will share more detail on how to navigate Reach.   

mailto:Reach-HelpDesk@imls.gov


How to navigate 
Reach

Presenter
Presentation Notes
In this section I will go through how you as Grants to States allotment awardees can navigate and view information in eGMS Reach. 



Navigating eGMS Reach

Access eGMS Reach via https://grants.imls.gov/Reach/

Presenter
Presentation Notes
You can access eGMS Reach via this link here, https://grants.imls.gov/Reach/ . Be sure to bookmark this link so you can get to it easily. You will need to enter your username and password, and click on Sign in.  

https://grants.imls.gov/Reach/


Navigating eGMS Reach

• Three useful navigation sections on the homepage banner:
• Username: change your account settings, change your password, 

and sign out of eGMS Reach.
• Messages: view messages between you and IMLS staff and any 

award- or IMLS discretionary panel-related messages.
• Help: refers you to the eGMS Help Desk.

Presenter
Presentation Notes
After you log in, the eGMS Reach homepage banner that is shown here is at the top of the screen. It contains three sections on the right that are useful for navigating the site and viewing and managing information.The button with your username allows you to change your account settings, change your password, and sign out of eGMS Reach.The Messages button allows you to view all messages between you and IMLS staff and any messages pertaining to your specific award(s) or panel(s).The Help button refers you to the Reach Help Desk, where you can request assistance for Reach-related issues.



Navigating eGMS Reach

For LSTA grants, “My Awards” is the pertinent section of 
the left navigation area.

Presenter
Presentation Notes
After logging in, there is also a directory on the Left Section of the screen:Click on the arrow next to My Awards to open a dropdown list that displays all awards with which you are currently associated.You also may see a My Panels tab, but as Grants to States does not work with panels, we will not be reviewing any panels how-tos in this webinar today.You can select the desired Award or panel you wish to view.



Navigating eGMS Reach

Select an award to view the associated detail.

Presenter
Presentation Notes
These assigned awards and panels also have icons in the center of the page. To view details of a specific award, select the "Go to Award" button to view the details of that award.



Navigating eGMS Reach

Award details:
• Grant log 

number (LS-…)
• Award 

participants
• Award period of 

performance

Presenter
Presentation Notes
This screenshot shows the details of the award you selected.This details page will have the information about your award, such as your grant log number (that LS number), the listed participants on your award, and the award period of performance. You can also review your SAM registration on this page.Make note that all grants to states awards start with the LS number, but it will have a random number for better security purposes.



Navigating eGMS Reach

• Tabs for award 
management 
functions

Presenter
Presentation Notes
Below the award information, you will see tabs that help with managing specific functions for your award. We will now talk about each in detail.



Navigating eGMS Reach

• Funding = award 
amount and any 
cost share

• Instructions = link to 
Grants to States 
Manual for LSTA 
awards

• Documents = 
documents 
associated with your 
award (only IMLS 
staff can add them)

Presenter
Presentation Notes
The first tab on the left if the Funding tab: this tab shows the approved and awarded funding amount(s), which you see here is called the "outright" amount here. It also displays any associated cost share requirement, also known as match.Next is the Instructions tab: This tab provides links to the Grants to States Manual for LSTA awards, as well as to the IMLS grant administration page that is relevant for discretionary awards.Next is the Documents tab: This tab shows official documents associated with your award, such as your official award document. The documents here are viewable and downloadable for you the grantee, but only IMLS staff may add documents to this tab.



Navigating eGMS Reach

• LSTA awards will 
NOT use tabs for: 

• Forms & Reports 
(SPR instead)

• Change Requests 
(SPR “State Info” 
for contact 
updates instead)

Presenter
Presentation Notes
The next two tabs are one you won't be using much of. Due to the nature of LSTA allotment awards, we will generally not use these tabs: The forms and Reports tab will display your report schedule, but You will continue to submit your reports in the SPR, so you will NOT submit reports here. The Change Requests tab DOES NOT APPLY TO LSTA AWARDS. Please do not use this tab.



Navigating eGMS Reach

• Payments = Submit 
payment requests 
and view award 
balance

• Messages = Official  
communication with 
IMLS about your 
award

Presenter
Presentation Notes
Of the remaining tabs:There is the Payments tab, which allows you to submit payment requests and to view past submissions and award balances. Michele will cover this more a more debth soon.The Messages tab allows you to access and respond to any messages between you and IMLS pertaining to this specific award. (Note that these messages can also be viewed through the Messages button on the top eGMS Reach home banner.) So we will now be talking more about Grants to States specific policies around using Messages in Reach.Before Dennis begins to review the Messaging tab, are there any questions about navigating Reach, generally?Madison hands it over to Dennis



How to submit a 
payment request

Presenter
Presentation Notes
As previously mentioned, only those designated contacts on your award will have a Reach account and will therefore be able to submit payment requests. If you have specific people in your finance office that submit payments requests who don’t have a Reach account, then contact your Program Officer.



How to Submit a Payment Request in Reach

Presenter
Presentation Notes
Log into eGMS Reach and navigate to the My Awards section of the homepage. Click on Go to Award to view the award’s details. 



How to Submit a Payment Request in Reach

• Click 
payments tab

• Click Add 
Payment 
Request

• NOTE: 
SAM.gov 
registration 
must be active

Presenter
Presentation Notes
So navigate to the bottom of the page and click on the Payments tab, then Click on Add Payment Request. Note that eGMS Reach does not allow a user to make a payment request if their institution’s SAM registration has expired.



How to Submit a Payment Request in Reach

• Complete all 
fields

• Agree to 
Assurances

• Click Submit 
Payment 
Request

• Instructions 
available at top

Presenter
Presentation Notes
The Payment Request Form captures data formerly collected via the Request for Advance or Reimbursement Form (SF-270). Complete all required fields, agree to the Assurances, and then click on Submit Payment Request to finish. You can click on View Payment Request Instructions at the top of the page for help with the form fields. 



How to Submit a Payment Request in Reach

• Payments tab 
now reflects 
status of  
submitted 
request.

• Requests can 
be updated 
(pencil icon) if 
still in 
“Submitted” 
status.

Presenter
Presentation Notes
The Payments tab in eGMS Reach now reflects the status of your submitted payment request. As long as the payment request is in Submitted status, you may update it by clicking on the pencil icon.  Updates may be needed in the event of a typo or error in the submission.



Sending 
messages through 
Reach

Presenter
Presentation Notes
As we transition to eGMS Reach, we are also moving to a new system of record for all official files and communications related to your LSTA grants. This includes official correspondence. The goal is for official communications to immediately be recorded and affiliated with the appropriate grant, and for these communications to exist in perpetuity outside of a single individual’s email account.



Sending Messages Through Reach

• Manage messages through 
homepage banner or 
Messages tab on award page.

• Can upload attachments.

• Messages push a notification 
to email, but you must log in to 
see content.

Presenter
Presentation Notes
Now, we’ll walk through the process. As previously mentioned, upon logging into Reach, you can access your messages through the top menu bar, or by navigating to the specific award and clicking on the Messages tab.Messages are formatted like emails. You may send different messages according to the subject, and also reply to a thread.Each time a message is sent to you, you will receive an email notification, but you must log in to Reach to see the content of the message.You can upload attachments to messages. However, only IMLS staff will be able to add any attachments that are added to a message to the Documents tab. Grantees will be not have this function. I’ll share an example of what this process will look like using the Certifications and Assurances process. When your Program Officer notifies you, via Reach, that a new award is available, you will then be expected to submit your signed Assurances and Certifications within ten business days, as per the instructions in the annual grant award guidance. Now that we are using eGMS Reach for official communications, we will expect you to attach your signed Assurances and Certifications to a message you send us via Reach. Once the Program Officer receives this message, they will add this file to your official record in the Documents tab.



Reasons to Send a Message in Reach

• Equipment Requests
• Certification and Assurances submissions
• MOE Waiver requests
• Any other official prior approval requests, like 

extension requests

Presenter
Presentation Notes
As we move into using the Messaging feature in eGMS Reach, we will approach communications a little differently than in the past. Previously, all communications were conducted via email, which contained a mixture of official records and informal, unofficial communications. Now, you will use eGMS Reach only for the types of communications that are considered part of the official record of your award, and then continue to use email for everything else. We’ll discuss examples of what is considered “everything else” in a moment. Right now, let’s review what types of communication merit sending a message via Reach as opposed to email:Equipment RequestsCertification and Assurances submissionsMOE Waiver requestsAny other official prior approval requestsThis approach also applies to official communications coming from IMLS to you at the state library. For example, MOE notification letters, official site visit communications, five-year plan approval/revision communications, etc. will be sent from us to you via Reach. 



Do NOT Send a Message in Reach

Send these requests through email (NOT Reach):
• Allowable cost questions

• Personnel change requests (SPR, then email)

• SPR issues

• General feedback or questions to your program officer

• Quarterly grant accruals 
(sent to LSTA-QRTAccrual@imls.gov)

Presenter
Presentation Notes
????hese are some examples of Instances of when to not send a message in Reach. Instead, send an email to your program officer. These kinds of messages are either not official records or reference existing communication channels.Since personnel change requests are initiated in the SPR, it’s not necessary to send these requests via Reach. However, you should still email your program officer, so they know that contact changes have been made.Quarterly grant accruals should continue to be sent through the designated email box (LSTA-QRTAccrual@imls.gov).Questions about messaging?Dennis hands it over to Michele

mailto:LSTA-QRTAccrual@imls.gov


Troubleshooting

If you have any issues with navigating or 
completing a task in Reach, please contact 
the Reach Help Desk by emailing:

Reach-HelpDesk@imls.gov

mailto:Reach-HelpDesk@imls.gov


Questions?



Hula Preservation Society

May 2022



Break
15 minutes
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