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Requesting a new Part-of Account in GMAS 

This document covers how Department users can create a part-of account request as an internal request in 

GMAS. 

To Request a Part-of Account 

1. On the Segment or Request homepage, click the Create New Request button. 

2. On the resulting Make a Request screen, answer the question “Is this a retroactive request?” and select the 

radio button for an Internal Request. Click Next. 

 
 

3. On the resulting Select Internal Request type screen, select New Account(s) and click Next. 
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4. On the next screen, enter a justification for the part-of account request and click OK.  

 

 

5. From the New Account Request home screen, select the Accounts link from the Accounts component. 

 
 

6. From the resulting Accounts list screen, you can choose to create one account or create multiple accounts 
at once.  
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7. To create one account: From the account screen, enter Type and Description, at a minimum (you can enter 
more data if desired). If a new account group is needed (i.e. if you are requesting an additional main 
account), select “00-New Account Group” from the Account group dropdown. You can enter any additional 
information you wish, such as subactivity number.  
To create multiple accounts: From the account screen, enter the number of accounts you wish to create 
(you can enter more data if desired). If a new account group is needed, select “00-New Account Group” 
from the Account group dropdown. You can enter any additional information you wish, such as the first 
subactivity number in the series of accounts. 

 
 

8. If you are adding multiple accounts, you will be brought to another screen where you can change the 
sequence of subactivity numbers, add descriptions for each account, and assign dollar amounts to be 
allocated to the accounts. 
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9. If you are only adding one account, or after you complete the steps to add multiple accounts, you will return 

to the account list screen where you can either select the account(s) for further editing, or use the 
breadcrumbs to return to the request home screen.  
 

10. Your request can now be completed as in the same manner as any other request for review and processing 
by your central office.  


