
Reference Guide for Primary Users

Let’s begin!

EGMS
Payment Request



Email notification
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1 A payment request task will be 
generated for you every month, on 
the last day of the month/billing 
period. You will receive an email
notification and a task in the portal.
You can access the task by clicking on 
the link.



Click on Grant
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1 Another way to access the task is to 
log into the portal and click on the 
Grant tab.



Select the Grant ID
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1 Select the Grant ID.



Initiate Payment Request
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2 Click on the Initiate Payment Request 
button.

Click on the Payment Request tab.



Expense profile
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1 Navigate to Expense Profile and enter 
all the information requested.



Expense Detail
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1 Navigate to Expense Detail and enter 
the information requested.



Save Payment Request
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1 Click on the Save Payment Request 
button.



Attachments
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1 Navigate to Attachments and enclose 
requested files: invoices, receipts and 
supporting documents; by clicking the 
Upload Attachments button.



Submit
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2 Click on the Submit button.

Navigate back to Expense Profile. 
Agree to the Terms and Conditions.

TIP: If you don’t submit the payment 
request in time, you will receive a new 
notification three days after the first one. 



Payment authorization notification

1

11

1 If the payment request is approved, 
you will receive an email and a bell 
notification.



Payment rejection notification
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1 If the payment request is rejected, 
you will receive an email and a bell 
notification.



Thank you!

If you still have questions, please contact OGM at doh.grants@dc.gov


