
 

   

Accessing the Payment Request 
schedule within the Education Grants 

Management System (EGMS) 
 

1. Begin on the Home tab and click the “Grants” tab from the gold toolbar. 
 

 
 

2. Click “Subawards” from the left navigation panel. 

 



  

3. Click the “Status” heading to sort the subawards. Always work within the activated 
subaward.   
 

 

4. Click the green eye icon to open the subaward record. 
 

 
 

5. Click the “Terms” tab. 



  

 

6. Within the Payment Request Schedule table, click the plus sign next to the Payment 
Request record. 

 

7. Now you can see the details for the payment requests associated with this record.  
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