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Introduction 

 
The Space Telescope Grants Management System (STGMS) is a web-based application that allows 

users direct access to grant information. All grant actions, such as budget submissions and 

approvals; grant awards and amendments; no-cost extensions; financial and performance 

reports; transfer requests, occur in STGMS. 

Help is provided throughout the system by clicking this icon    . Additional information can be 

found by clicking on the Help link in the Main Menu. 

Need an STGMS account? Access to the Space Telescope Grants Management System (STGMS) 

is maintained by individual institutions. Contact the sponsored programs office at your institution 

to request access or email gms_mail@stsci.edu to learn who the listed account managers are for 

your institution. 

 

  
 

For all other general inquiries contact Grants Administration: 

Email:  gms_mail@stsci.edu 

Phone:  410-338-4200 

 

                       STGMS        Grants Website  

mailto:gms_mail@stsci.edu
mailto:gms_mail@stsci.edu
https://stgms.stsci.edu/
http://www.stsci.edu/scientific-community/grants-administration.html
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Section 1: Login 

 

 

 

 

 

 

 

 

Space Telescope Grant Management System (STGMS) ↗ 

 

Clicking Login will redirect you to the MyST Single Sign-on Portal.  

Enter your email address and password – click LOGIN. This will 

direct you to the STGMS home page. 
 
 
 

        New account or forgot your password? 
 

1. Click Forgot Password? 
 

2. Enter your email address and click Submit. 

 

3. You will receive an email confirmation with a link to reset 

your password. 

 

4. Follow the password guidelines and click Update Password. 

 

https://stgms.stsci.edu/
https://stgms.stsci.edu/
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Section 2: Navigating STGMS 

A. Main Menu 

Use the Main Menu to access specific functions of STGMS. The functions are privilege based and 

you may not see all the options displayed below. Contact an STGMS User Account Manager at 

your institution if your privileges need to be updated. 

 

        Expands and collapses functions in the Main Menu 

        Hides the Main Menu to provide more screen space 

 

F U L L Y  C O L L A P S E D  

 

F U L L Y  E X P A N D E D  
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B. Search Filters 

STGMS uses the following auto-complete search parameters. Enter a few characters and the 

system will display matching entries. Only one search option should be utilized at a time. 

 

 

 
Enter at least the first three digits of the program number. The field is auto-complete so the system will display 

matching entries for the information entered. 

 

 

 
Enter the investigator name or email address (the more letters entered, the shorter the list of options becomes). 

When the investigator’s name is displayed, select it and click Search.  To configure the search to All People or Current 

People Only, click on the cog symbol       at the end of the row. If you are an investigator your name will appear in 

the Grant Admin PI field. 

 

 

 
Begin entering the program title. This field is not case-sensitive and looks for substrings. For example, entering 'the' 

will match: 

 The Great Search 

 Theory of Everything 

 A general thesis 

 

 

 
The institutional identifying number (Institution ID) is assigned by some institutions to link the STGMS grant number 

to their internal system. This field is not case sensitive and will match substrings. For example, entering 'stsci' will 

match: 
 

• STSCI-001 

• grant-stsci-smith 

• STScI 2013 

 
 

 

 
 

To limit the search results further, choose one of the above Grant Type selectors. 
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Section 3: Grant 

A. Grant Information 

This screen displays detailed information for a specific grant, including the program title, program 

status, period of performance, due dates for performance and financial reports, funding and 

payment information, and grant documents. The only editable field on this screen is the 

Institution ID. Clicking the blue status next to program status will direct you to the proposal 

details, including status information. 

 

  

 
 

 

The award amount is the total grant award and obligated amount is the total funding released to 

date. Net payments reflects all payments to date excluding any payments that are pending. 

Available funds reflect the amount of obligated funding remaining to charge against. (Obligated 

Amount – Net Payments).  

 

What other information is displayed on this page? 
 

There are accordion style banners which may be expanded to provide additional detail. Only one 

section expands at a time. 

 

Grant Details 

 

Displays the total approved budget amount by cycle upon award. The 

total award amount appears at the bottom of the section. 

 

Obligation Table Lists all transactions that award, supplement or deobligate funding. 

The obligation date is the date this funding becomes available to 

charge expenditures. The total amount of funding obligated to date 

appears at the bottom of the section. 
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Payments Details financial reports submitted to STScI, organized by date with 

the most recent report listed first. The table displays payments made 

to your institution, zero dollar reports and refunds made to STScI. To 

view the original report, click the blue date to download the PDF. 

 

Performance Reports Due 

 

Provides details for interim performance reporting requirements, 

including due date and status. A submitted report will appear in the 

table as a link to the PDF document. Overdue reports will be noted on 

the right side of the category ribbon. Use the button above the table 

to create a new interim performance report. 

 

Financial Reports Due Provides details for interim financial reporting requirements, 

including due date and received date. A submitted report will appear 

in the table as a link to the PDF document. Overdue reports will be 

noted on the right side of the category ribbon. Use the button above 

the table to create a new interim financial report for that grant only. 

 

Final Reports Due Provides details for the Final Performance, Final Financial, Final 

Equipment and New Technology Reports. A submitted report will 

appear in the table as a link to the PDF document. Overdue reports 

will be noted on the right side of the category ribbon.  Use the buttons 

above the table to create new reports. 

 

Continuations This category is only shown if a program has been approved for 

multiple cycles of observations. If a program is a continuation, it is 

assigned a follow-on program number in subsequent cycles. These 

numbers will be listed here. Click on a row to view the continuation 

grant.  

 

Documents Displays all documents associated with the grant. Click on a document 

to view a PDF version. The Create Zip File button provides an easy way 

to download all grant documents listed. 
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B. Report/Request List 

This section shows report and request options based on privileges. Click on the “Create new…” 

row to prepare and/or submit a report or request. If a report or request is saved or submitted it 

will be displayed directly above. Financial reports are not listed on this page. 

 

 

 

Interim Performance Report 

This is an annual report due in accordance with the schedule of reporting requirements listed in 

the grant award. Include a brief description of the primary objectives and scope of the project, 

findings of the investigator, and publications if any. 

 
No-Cost Extension Request 

If the PI cannot complete the objectives of the proposed project within the grant period of 

performance, this form is used to request a no-cost time extension at least 30 days prior to the 

end date, but no greater than 90 days. 

 
Final Performance Report 

This is a required final report due within 90 days of the grant end date. Include a brief comparison 

of actual accomplishments with the goals and objectives for the period of performance, the 

findings of the investigator, and publications if any.  
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Final Equipment Report 

This is a required final report due within 90 days of the grant end date. If the report is negative, 

no additional information is required to submit the report. Report any equipment purchased with 

HST grant funding by selecting ‘yes’, adding an equipment record for each item and entering the 

requested details. Equipment is defined as a per unit acquisition cost of $5,000 or more with a 

useful life of more than one year.  

 
New Technology Report 

This is a required final report due within 90 days of the grant end date. If the report is negative, 

no additional information is required to submit the report. Report any new technology that was 

developed as a result of the grant by selecting ‘yes’. NASA requires notification of new 

technology resulting from STScI grants. Please visit https://invention.nasa.gov/prog/login to 

submit NASA Form 1679 (NF 1679) – Disclosure of Invention and New Technology (Including 

Software). 

 

Visit https://invention.nasa.gov/faqs.php for additional information about how NASA defines 

new technology. Also, visit our Grants FAQ page for more information about reporting new 

technology. 

 
Transfer Request 

Initiate the process to transfer funding from one institution or investigator to another. 

 
Equipment Request 

A form to request the purchase of equipment not specifically authorized in the award document. 

 
Special Request 

Universal form to make requests such as early release of incremental funding, change in Key 

Personnel, Administrative PI, preparatory funding not specified in the approved budget, leave 

of absence/sabbaticals, prior approval for budget revisions, etc.  

 

 
 

https://invention.nasa.gov/prog/login
https://invention.nasa.gov/faqs.php
http://www.stsci.edu/scientific-community/grants-administration/frequently-asked-questions


 
 

11 | P a g e  
 

Section 4: Budget 

A. Budget Search 

This section is used to create, view, edit and/or submit all budget types. Using the search 

parameters on page 7, pull up the applicable grant.  

Create or edit a budget by clicking the appropriate button: 

 Create Budget 
 Revise Budget 
 Create Supplement # 
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B. Budget Editor 

The budget template lists cost categories in accordion-style. To expand a cost category section, 

click the blue banner. Only one section can be expanded at time. Cost category subtotals are 

shown on the right side of the blue banner. 

To pre-fill the budget with data from another budget, click Use Another Budget as Template in 

the Actions box at the top of the screen.   

 

For more information concerning the budget cost categories, please refer to the STScI General 

Grant Provisions.   

 

 

 Manually enter all salary and fringe information 

 Populates positions with salaries/fringe – this information is editable 

 Populates G&A/IDC and Overhead rates – this information is editable 

 Select the row number and click the delete button within the category 

 
Clears the entire section 

 
 

Budget 

categories 

subtotals 

Pre-fill the editor 

with data from 

another budget 

http://www.stsci.edu/files/live/sites/www/files/home/scientific-community/grants-administration/_documents/general-grants-provisions-revA-12-20-18.pdf
http://www.stsci.edu/files/live/sites/www/files/home/scientific-community/grants-administration/_documents/general-grants-provisions-revA-12-20-18.pdf
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Budget Editor Categories  

Budget Admin Data 
 

The Institution Identifying Number (Institution ID) is used by some institutions to track grants. An entry 
is not required and can be left blank. 
 
Enter the Period From and To for the expected period of performance. The date format is mm/dd/yyyy. 
View Certifications shows the certifications that require institutional compliance.  
 

Indirect Costs 
 

Enter the name of the Cognizant Agency and the Date Of Negotiation Agreement. The date format is 
mm/dd/yyyy. Use Preparatory Grant to enter a request for preparatory funding. 
 

Narrative Instruments 
 

This is a required section and only appears if you are the Program Admin PI.  All GO and AR programs 
must submit Narrative Instruments information, with the exception of AR Theory programs. For those 
programs, select Theory from the Instrument Name drop down (no other information is required). 
  
To complete this section for all other programs, insert the number of Distinct Targets at the top of the 
screen. For each instrument click Add Row and enter or select the Instrument Name(s), Number of 
Primary Science Images per Instrument, and Number of Parallel Science Images per Instrument. 
 

Salaries 

Personnel Type Select from the drop-down 

Name Name or TBD 

Description Position or title 

FY Corresponds to the rates used in the budget (e.g. 2019) 

Monthly Salary Base monthly salary, unloaded 

% Time Estimated percentage of time dedicated to the project 

Months Estimated number of months 

Unloaded Cost STGMS computed value 

Fringe Rate Applicable to the Fiscal Year budgeted 

Overhead Use when fringe is excluded from the base calculation 

IDC/G&A/F&A Enter rate or Add from Load Rate Table for applicable fiscal year 

Loaded Cost STGMS computed value 

Subcontracts & Purchase Orders 

Independent contractors, non-salaried employees (e.g. Emeritus personnel, graduate student tuition and fees) 
Description Personnel type, service, unit and quantity, etc.  

Fiscal Year Corresponds to the rates used in the budget (e.g. 2019) 

Unloaded Cost Unit or service cost 

IDC/G&A/F&A Enter rate or Add from Load Rate Table for applicable fiscal year 

Load Cost STGMS computed value 
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Travel 

Location Enter city/state (domestic) or city/country (foreign) 

USA/Foreign Select from the drop-down 

Reason for Travel Purpose of the trip 

Fiscal Year Corresponds to the rates used in the budget (e.g. 2019) 

Transportation Estimated costs for airfare, rental car, train, etc. 

Lodging and subsistence costs Per diem costs for housing and meals 

Number of Days Total days in travel status 

Unloaded Cost STGMS computed value 

IDC/G&A/F&A Enter rate or Add from Load Rate Table for applicable fiscal year 

Loaded Cost STGMS computed value 

Equipment 

 Description Item, make, model number, etc. 

Fiscal Year Corresponds to the rates used in the budget (e.g. 2019) 

Unit Cost Unloaded cost 

IDC/G&A/F&A Enter rate or Add from Load Rate Table for applicable fiscal year 

Loaded Cost STGMS computed value 

Computer Services 

Description Networking services, user fees, file server fees, etc. 

Fiscal Year Corresponds to the rates used in the budget (e.g. 2019) 

Monthly Rate Cost of monthly service 

Number of Months Total time of service 

Unloaded Cost STGMS computed value 

IDC/G&A/F&A Enter rate or Add from Load Rate Table for applicable fiscal year 

Loaded Cost STGMS computed value 

Publication Costs 

Preprints and color plates are considered publication costs. 
Description Journal name, preprint, or color plates, etc. 

Fiscal Year Corresponds to the rates used in the budget (e.g. 2019) 

$/Unit Estimated cost per page, quanta, figure or color plate 

# Units Number of pages, quanta, figures or color plates 

Unloaded Cost STGMS computed value 

IDC/G&A/F&A Enter rate or Add from Load Rate Table for applicable fiscal year 

Loaded Cost STGMS computed value 

Supplies & Materials 

Description Supplies or materials not already reimbursed by IDC 

Fiscal Year Corresponds to the rates used in the budget (e.g. 2019) 

Computation Method Describe the basis for estimating the cost 

Unloaded Cost Unloaded cost for the item 

IDC/G&A/F&A Enter rate or Add from Load Rate Table for applicable fiscal year 

Loaded Cost STGMS computed value 
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Other 

Other costs are direct costs not included in the previously described categories. Do not include Travel in ‘Other’. 
Description Service or item, unit and quantity, etc. 

Fiscal Year Corresponds to the rates used in the budget (e.g. 2019) 

Unloaded Cost Unloaded cost for the item 

IDC/G&A/F&A Enter rate or Add from Load Rate Table for applicable fiscal year 

Loaded Cost STGMS computed value 

Current and Pending Support 
 

Current and Pending Support is a cycle-specific document required for all budgets. If the grant 
has a different Science PI and Admin PI, the information is required for the Science PI only. 
There is no standard format for this document as long as the following information is included. 
 

 Funding Source 
 Amount Awarded 
 Number of Months of investigator Salary 
 Project Period 
 Project Title 

 

If the investigator already has a Current and Pending Support document in STGMS for the cycle, 
the document will be automatically attached. Click on the link to view the PDF. 
 
If the investigator must create a new Current and Pending Support document, click Create 
Current & Pending Document, select the corresponding cycle and attach the PDF. 
 

Budget Narrative 
 

A Budget Narrative document is required for all budgets. Please check the Grants 
Administration website for budget submission guidelines and specific information about the 
format and content of the Budget Narrative. The FRC reviews the level of effort across the 
entire program in comparison to the resources requested.  If adequate information is not 
provided or if the information provided is unclear, the FRC may reduce costs based on the level 
of effort they can identify as being contributed to the project. 
 

 
 

 

 

 

 

 

http://www.stsci.edu/scientific-community/grants-administration/about-grants
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C. Investigator Current and Pending Support 

This function stores investigator Current and Pending Support documents. It is organized 

alphabetically by investigator. Users can create, view and update existing Current and Pending 

Support documents. If a Current and Pending Support document is created for an investigator, it 

will automatically attach to all budgets for that specific cycle. 

To add Current and Pending Support for an investigator for an entire cycle, click New Investigator 

Current & Pending Support on the menu bar. Upload the PDF document and select the 

corresponding cycle. The system will display any cycle in which the institution has an open grant. 
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Section 5: Institution 

A. Load Rates 

A central storage for the grantee institution to input Overhead, G&A, F&A, or Indirect Cost (IDC) 

rates by fiscal year. Administrators with the appropriate privilege can upload the applicable rates 

during the budget preparation process by using the Add from Load Rate Table button in the 

Budget Editor. 

 

B. Salary/Fringe Rates 

A central storage for the grantee institution to input salary rates for positions, as well the 

corresponding fringe rate. Administrators with the appropriate privilege can upload the 

applicable rates during the budget preparation process by using the Add from Salary/Fringe Table 

button in the Budget Editor. 
 

To add a new salary and fringe rate click Add Row. Enter the fiscal year, select Personnel Type 

from the drop down, include a brief description, enter the hourly or monthly salary and applicable 

fringe, and select Pay Period from the drop down. Click Save Default Salary/Fringe to complete 

the entry. Rows may be saved individually and as a group. 

 

C. Contact List  

This list is managed by the STGMS User Account Managers at the grantee institution. Use this 

page to review and edit the list of contacts. If Receive Email has a check in the box the user will 

be copied on all STGMS notifications. 

 

Filter the Contact List by selecting the following radio buttons: 

 
 Everyone - All users at the institution 
 Administrators - Only users with administrative privileges 
 investigators - Only users identified as investigators 
 Current - Only users on the currently active contact list 
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D. Institution Address / Payee Address 

View the institutional information, payee information, and disclaimer. Administrators with the 

appropriate privilege can make changes. 

The Contact is the institutional point of contact for grants related questions. This person does 

not have to be the Authorizing Official (AO) for the institution. 

Payee Info shows the address used to send payment, as well as the Certifying Official (CO) for the 

institution. STScI requires a current CO, who is authorized by the institution to certify that the 

amounts reported and requested in the financial reports are legal, proper and correct. As the 

point of contact for any financial questions, the CO is listed on financial reports and copied on all 

STGMS notifications regarding the financial reports.  

The purpose of the institution Disclaimer is to allow insertion of special institutional conditions 

into budget proposal(s). 
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Section 6: Accounts 

A. Account Management 

STGMS User Account Managers can create and assign privileges to users in accordance with the 

internal control policies of the institution. STGMS provides three templates (Admin Prepare, AO, 

and Investigator) that can be used to apply default privileges for the most common user types. 

Once a template is selected, there is flexibility and the privileges can be modified based on the 

specific role of the user. 

 

Privilege levels: No Privileges, View, Prepare, Edit or Submit.  

 

 
 
 
What is the difference between Prepare and Submit privileges? 

Prepare privileges require the action of a user with the submit privilege. When a preparer clicks 

Save & Notify an STGMS notification is sent to the institution to complete the submission process.  
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Creating a New STGMS Account 

Institutions are responsible for creating administrative user accounts, as well as maintaining all 

administrative and investigator accounts. Investigator accounts are associated with an approved 

program and created at the time of program approval. 

 

Only users with the appropriate privilege will have access to this function. From the Main Menu, 

go to Accounts and select Account Management. You will be directed to the screen shown 

below: 

 

 
 

Click on Create New Profile & Account. Enter the following information and click Create. Enabled 

and Is an Administrator is checked by default and should remain checked. 

 
 
 
 
 
 
 

 
If a user receives the following error message The user [                     ] does not exist when trying to 

log in to STGMS, it means their account is not enabled. Send an email to gms_mail@stsci.edu for 

a list of their STGMS User Account Managers.  

 
 

Has your Authorizing Official Changed? 
 
STScI Grants Administration will assist you with creating or changing the Authorizing Official (AO). 

Please submit a formal signed letter on institutional letterhead to gms_mail@stsci.edu. State the 

full contact information for the AO, including honorific, email, address, phone number, the 

institutional address, and payee address if different. 

mailto:gms_mail@stsci.edu
mailto:gms_mail@stsci.edu
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Managing Existing User Privileges 

Only users with the appropriate privilege will be able to make account changes. From the Main 

Menu, go to Accounts and select Account Management. Enter the last name of the user into the 

Person field. All matching last names will auto-populate. Select the correct name and click Search. 

The user will appear below – click to open the Edit Account page.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

Pre-filled template options 

Click here to save account changes 
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B. Assign Staff 

Assign administrators and staff to work on grants of specific investigators. Any user assigned to 

staff will be copied on all STGMS notifications.  

To assign an administrator to an investigator: 

 Enter the name in the Investigator field and click Search 

 Select the investigator when it appears below 

 Check the box next to the name to assign that person to the investigator and click Save 

 Unchecking the box will remove the assigned staff 

 

List Assigned Staff 
 

 

 

Clicking this button will display a list of all institutional staff who are assigned an investigator. 

Select a user to see all investigators they’ve been assigned. To remove an assignment, un-check 

the box and Save. 

 

 

C. User Account Managers 

 
View all users with account management privileges at your institution. STGMS User Account 

Managers can create and assign privileges to users in accordance with the internal control 

policies of the institution.  
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Section 7: PI Program Management 

 

The PI Program Management page provides a comprehensive overview of programmatic 

information. Program and funding details are displayed at the top of the screen and the page is 

divided into the three sections detailed below.  

 

 
Narrative Instruments 

 

 
Displays the narrative instruments information entered by the 
Program Admin PI during budget submission. This information can 
be modified by clicking Edit to add or change details on the 
Narrative Instruments screen. 
 

Program Funding Lists the funding approved for the program by the STScI Director, 
the total of all budget requests, and the total funding that remains 
unbudgeted. Each row is cycle-specific.  
 

Grants Budgets submitted by eligible Co-Investigators (Co-I) can be 
reviewed, denied, or approved by the Program Admin PI or 
designated administrative personnel.  
 

 

 

Approving Co-I Budgets 

 

Only budgets with a status of Needs PI Approval or Needs Revision can be modified. To change 

the status of a budget, click directly in the field under the Budget Status column. A drop down 

box will appear with status options. When the Program Admin PI approves a budget, the PI 

Approved Amount is set to the total of that budget. STGMS will automatically email the Co-I 

confirming submission of the budget to STScI. 

 

 
Setting a Threshold for Co-I Budgets  

 

Program Admin PI’s can set a threshold for Co-I budgets by entering a dollar amount into the PI 

Approved Budget Threshold column. When a Co-I submits a budget at or below the threshold, 

STGMS will automatically set the status to PI Approved. If the budget exceeds the threshold, it 

must be reviewed and approved by the Program Admin PI. The Program Admin PI can also chose 

to leave the default threshold of zero, requiring review and approval of all submitted budgets.  
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Determining Funding Allocations for Reduced Programs 

 

If a program is reduced, all submitted budgets will automatically change to Needs Revision status. 

It is the responsibility of the Program Admin PI to determine the reallocation and funding 

distribution for all Co-I’s. If the Program Admin PI decides that an original Co-I budget will remain 

unchanged, the Co-I does not need to revise the budget. The Program Admin PI must change the 

budget status from Needs Revision to PI Approved. If the Program Admin PI decides to eliminate 

funding support for a Co-I, the status must be changed from Needs Revision to Superceded.  
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Section 8: Financial Report 

 

A. Interim Financial Report 
Interim Financial Reports are required for all grants even if no costs were incurred during the 

reporting period. The Certifying Official (CO), Authorizing Official (AO), or designated STGMS user 

is required to submit financial reports via STGMS in accordance with the schedule in the Grant 

Award Document 

 

To submit an Interim Financial Report, select Interim Financial Report from the Main Menu. Click 

the New Monthly Financial Report button. Enter the Reporting End Date and a list of eligible 

grants will appear. Select one or more grants by checking the applicable check box. Click Select 

Grants at the bottom of the screen. 

 

Creating an Interim Financial Report 

 

 
 

 
 

Enter Cumulative Expenditures through 

the reporting end date for each grant. 

STGMS will automatically calculate the 

amount due in the Balance column. 
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You may remove a specific grant from the financial report by using the                  button. Click on 

the row number for the grant you want to exclude from the report and click Exclude. Confirm 

your choice by clicking OK. To undo the action, click                           .                 

Once the report is complete use the buttons at the bottom of the screen to: 

 Save 

 Save & Notify: Saves the report and STGMS automatically notifies the Certifying Official or 
Authorizing Official by email that the report has been prepared and it is ready to be 
reviewed/submitted 

 Save & Submit: Saves the report and submits the report directly to STScI for approval 

 Reset: Removes all entries from the cumulative expenditure column and resets the balance 
to zero 

 Summary: Generates a preview copy of the invoice  

 Delete 

 

If a grant does not appear in the list of eligible grants, click the ‘Excluded Grants’ tab to see why 

it is not eligible. There are two reasons a grant could be considered excluded: 

 

Grants in other financial reports 

To prevent the submission of duplicate reports, STGMS will block grants from appearing on 

multiple interim financial reports. If there is a saved report, it should be submitted, edited or 

deleted. If the grant is on a report that is already in process, allow time for the report to process 

before submitting a new report.     

 

Grants with performance period outside reporting end date 

Verify that the correct reporting end date is used (i.e. the last accounting period). Additionally, 

check the reporting requirements schedule to make sure a report is due. 
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B. Refund Financial Report 
 

This report should be used if a refund is due to STScI during the period of performance. To submit 

a Refund Financial Report, select Refund Financial Report from the Main Menu. Use search 

parameters to find the grant. Click the New Refund Financial Report button. Enter the Reporting 

End Date and Invoice Number (if applicable). Enter the total cumulative expenditures for the 

grant to automatically calculate the total refund amount. A check or electronic payment for the 

total refund amount should be made payable to Space Telescope Science Institute and sent to 

the address below. 

Space Telescope Science Institute 

ATTN: Grants Administration Office 

3700 San Martin Drive 

Baltimore, MD 21218 

 

If the grant you are trying to report on does not appear in the list of eligible grants, the ‘Excluded 

Grants’ tab will provide a reason why the grant is not eligible. 

 

C. Final Financial Report 

 
The Certifying Official (CO), Authorizing Official (AO), or designated STGMS user is required to 

submit the report in accordance with the schedule in the Grant Award Document or Amendment 

Document. Final Financial Reports must be submitted within ninety (90) days of the end of the 

grant period. 

 

To submit a Final Financial Report, select Final Financial Report from the Main Menu. Use search 

parameters to find the grant. Click the New Final Financial Report button. Enter the Reporting 

End Date and Invoice Number (if applicable). Enter the total cumulative expenditures for the 

grant to automatically calculate the total final payment or refund. The user should either Save & 

Notify or Save & Submit, depending on their privileges. 

 

Interest up to $500 per year, per grant, may be retained by the grantee for administrative 

expenses. Interest in excess of $500 per year, shall be remitted to STScI annually. 

 

 

Institutions may set up electronic payments by emailing accountspayable@stsci.edu 

mailto:accountspayable@stsci.edu
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Section 9: Additional User Functions 

 

A. Email Forwarding 
 

This function allows STGMS users to setup a forwarding email. Complete the fields and select the 

Type from the drop down menu. Click Update to save changes. 

 

 

B. Report List 

This function allows the user to retrieve specific grant information by running various reports. 
Reports are based on privilege levels and you may not see all displayed below. 

 

All Reports 

Budget Status Report 
Grant Overdue Report 
Grant Payment Report 
Grant Report  
Grant Report Due Dates 
Grants Ending Within Three Month Report 
Proposal Report 
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C. Update Your Profile 

 
This function directs the user to the MyST Single Sign-on Portal to manage contact information. 

It is the responsibility of all users to maintain current addresses and affiliation information. Click 

the pencil icon      to make any changes to contact information. These changes will update for all 

STScI applications that use MyST, including STGMS. 

  

 

 

 

For all other general inquiries contact Grants Administration: 

Email:  gms_mail@stsci.edu 

Phone:  410-338-4200 

 

mailto:gms_mail@stsci.edu

