
 

   

How to Create an Ad-Hoc Claim and 
Refund Request within the Education 
Grants Management System (EGMS) 

 
1. Begin on the home tab once you have logged in. Click “Grants” on the gold tool bar. 

 

2. Click the green eye icon to open the record. 
 

 
 



  

3. Click the “Subawards” tab. 
 

  
 

4. Click the green eye icon to open the subaward. Reminder: always work within the 
activated subaward!  

 



  

5. Click “Reimbursement Request.” 
 

 
6. Enter information into the required fields. 

 

  



  

7. Click “save and continue.” 

 
 
Tip! If there is a reimbursement payment request currently in progress, you cannot 
submit. Typically you would do ad hoc claims and refunds after the budget period, 
so it wouldn't be an issue. 
 

8. Click “Refund Request.” 
 
 

 
 

9. Enter your information. 
 



  

 
 

10. Click “save and continue.” 
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