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Introduction 
This job aid provides an overview of the non-financial deliverable module in GMAS. 

Pre-requisites 
It is assumed that the reader understands the basic functionality and terminology of 
GMAS. 

Non-Financial Deliverable Best Practices 
1. Upon receipt of the first action memo awarding the segment, log into GMAS and 

schedule the non-financial deliverables due to the sponsor throughout the 
award's life. See the Scheduling Non-Financial Deliverables section below. 

Benefit: Receive reminders of upcoming deliverables and be able to run the 
GMAS Non-Financial Deliverables Report Dashboard in HART to see 
upcoming and overdue deliverables. See the Using the HART Dashboard for 
Non-Financial Deliverables section below. 

2. If there is an additional action memo related to a sponsor notice that changes the 
non-financial deliverable schedule, log into GMAS and update the schedule to 
reflect the new sponsor requirements. See the Scheduling Non-Financial 
Deliverables section below. 

https://hart.biprod.huit.harvard.edu/analytics/saw.dll?Portal&PortalPath=%2Fshared%2FRACR%20Enterprise%2FNon-Financial%20Deliverable%20Lookup%20Dashboard%2FGMAS%20Non-Financial%20Deliverables
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Benefit: Reminders will be sent based on the updated schedule, and the 
GMAS Non-Financial Deliverables Report Dashboard in HART will reflect the 
updated schedule. 

3. When non-financial deliverables have been submitted, update the deliverable in 
GMAS with the submission date and upload the deliverable into the non-financial 
deliverable document repository. This will update the status of the deliverable to 
show its completion the deliverable will be easier to find in GMAS since it will live 
with the non-financial deliverable record. All non-financial documents will be 
visible in one view on the ‘All documents’ screen in the Non-financial deliverable 
documents panel.   

Benefit: The benefit of doing this is to have a system of record of non-
financial deliverables that were submitted to the sponsor and being able to 
utilize the HART GMAS Non-Financial Deliverables Report Dashboard for 
tracking. 

4. Use the GMAS Non-Financial Deliverables Report Dashboard in HART to review 
non-financial deliverables that are coming due, overdue, and submitted across 
your entire portfolio. 

Benefit: This dashboard reduces the need for additional shadow systems to 
monitor the upcoming non-financial deliverable schedule when the scheduling 
is done in GMAS. Since the dashboard also includes submitted deliverables, 
it can also be used to understand the scope of deliverables submitted in your 
portfolio/area. See Using the HART Dashboard for Non-Financial 
Deliverables section below. 

Scheduling Non-Financial Deliverables 
Scheduling non-financial reports can be done from the “Create non-financial 
deliverables” button on the non-financials list screen, which is accessed from the “Non-
financial deliverables” left navigation menu item on the Segment homepage. 

 
From the Create non-financial deliverables screen, enter the parameters for the report 
details and schedule. 
 

https://hart.biprod.huit.harvard.edu/analytics/saw.dll?Portal&PortalPath=%2Fshared%2FRACR%20Enterprise%2FNon-Financial%20Deliverable%20Lookup%20Dashboard%2FGMAS%20Non-Financial%20Deliverables
https://hart.biprod.huit.harvard.edu/analytics/saw.dll?Portal&PortalPath=%2Fshared%2FRACR%20Enterprise%2FNon-Financial%20Deliverable%20Lookup%20Dashboard%2FGMAS%20Non-Financial%20Deliverables
https://hart.biprod.huit.harvard.edu/analytics/saw.dll?Portal&PortalPath=%2Fshared%2FRACR%20Enterprise%2FNon-Financial%20Deliverable%20Lookup%20Dashboard%2FGMAS%20Non-Financial%20Deliverables
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1. The report type field includes the list of reports available to schedule. Selecting 

“Other Non-Financial” will prompt entry of the “Other type description” that will 
display on the individual report screen. NIH RPPR reports have different report 
parameter prompts than the rest of the report types. 

 
2. The preparer field is a dropdown menu that includes roles that can be identified 

as the report’s preparer. Once the appropriate role is selected, an additional field 
will appear below preparer to identify the person in the role selected as preparer. 
If Principal Investigator is selected, the individual in that role will appear and 
cannot be updated. If any other role is selected, a dropdown menu will appear, 
defaulting to “All,” indicating that all members on the administrative team in that 
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role are responsible for preparing the report. An individual from that role can be 
selected from the dropdown menu. 
Note: If a role is selected that does not have a person listed on the administrative 
team no one will be notified. It is important to only select a role that has active 
assignments.  

 
3. Instructions can be added to the reports to call out anything the preparer should 

be aware of while they are preparing or submitting the report. 
4. Enter the period the first report will cover, and then select the whether the report 

occurrence being scheduled is a Single occurrence or a Repeat occurrence 
(daily, monthly, quarterly, semi-annual, yearly). 
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5. If a single occurrence is selected, enter the due date. For repeat occurrences, 

enter the due date for the first report. 
6. Send preparer a reminder/Automatically draft a Continuation request: 

If the report type is not “NIH RPPR”, you can choose to send the preparer a 
reminder by selecting “Yes” and entering how many days before the due date 
they should get a reminder.  
If the report type is “NIH RPPR”, you can choose to automatically create a 
Continuation request and send a reminder the number of days prior to the due 
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date. 

 
o GMAS will only draft the continuation request if the segment is Active and 

the research team is confirmed on the date the draft was scheduled to be 
created. This follows the same rule restrictions as creating a continuation 
request manually.  

o On the day of the reminder, if both conditions are met, a notification 
reminder will be sent to the preparer and any additional recipients with a 
reminder about completing the NIH Annual RPPR report and a link to the 
continuation request shell. 

o The continuation request should be prepared and locked and routed as 
usual. When the continuation request has been submitted, GMAS will 
mark the “NIH RPPR” report as submitted with the same submission 
information as the continuation request.  

7. Up to five additional recipient roles of the reminder can be added to the reports 
scheduled. When Yes is selected for the “Add additional recipient” question, a 
role dropdown field will be added to identify what role from the standing team 
should be added to receive the reminder. A second dropdown will be added to 
identify which individuals in that role on the project administrative team should 
receive the reminder. 
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8. Once all parameters are filled out, select “Add to schedule preview” to review the 
schedule. Alternatively, selecting “Clear scheduled parameters” will clear all 
previously entered information. Scheduled non-financial deliverables will be 
displayed in the preview at the bottom of the page, where they can be reviewed, 
updated, or deleted if necessary. Selecting “Done” saves the reports with a 
“Scheduled” status. 
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Viewing Non-Financial Deliverables 
To see details of an individual report, from the non-financial deliverables list screen, 
click the due date hyperlink.  

 
This will open the non-financial report home screen. 
 

 
1. The title at the top includes the report due date and type.  
2. The report summary section displays the status of the report, the person who 

scheduled the report and the date it was scheduled, the preparer role/person, 
and any instructions added for the preparer.  

3. Each report has a comments section where comments can be seen and 
comments can be added related to the report. 

4. The report information panel includes information about the report, including 
reminder notification dates, recipients to receive notifications, the reporting 
period, and due date. 
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a. If the report type is an NIH RPPR, additional fields will show whether a 
continuation request is automatically drafted, the draft date. 

 
i. When the continuation has been drafted, there will be a link to the 

continuation request. 

 
ii.  If creation of a continuation request was unsuccessful, a message 

with an explanation will display. 
 

 
 

5. Report information can be edited by selecting the “Edit report” button. The report 
type cannot be changed, and if the wrong type was selected, the report will need 
to be deleted and rescheduled. 

6. Before submission, the “Send reminder” option will be available, opening your 
email client with details and links related to the report and prepopulated 
recipients.  

7. Each report has a document repository for submission documents, which should 
be locked for best practices (see Document Repositories job aids for more 
information). 

8. At the top of each report a history link is available, showing when the report was 
scheduled and submitted, and who performed the actions. There may also be 
links for additional helpful information or related resources.  

9. Actions that can be taken on the report are in the top right in the action buttons. 
The following actions are available: 

a. Delete deliverable - will delete all data entry and associated history 
records related to the report. This action can only be performed when the 
report is in the “Scheduled” status. 

b. Create continuation – creates a continuation request that links 
automatically to the report that created it. This action can only be 
performed on reports that are not linked to any  when the report is in the 
“Scheduled” status. 

https://gmas.fss.harvard.edu/document-repositories
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i. A continuation can only be created when the project has been 
awarded and the research team has been confirmed.  

c. Edit submission details – allows editing of the submission details related to 
the report. This action can only be performed when the report is in the 
“Submitted” status. 

d. Retract deliverable - will delete submission information and set the report 
back to “Scheduled” status. This action can only be performed when the 
report is in the “Submitted” status. 

Submitting Non-Financial Deliverables 
To submit a single report, on the report home screen, select “Submit report” in the top 
right-hand corner. This opens the submission details modal where the date submitted, 
and report submitter can be recorded. Once done, the report updates to “Submitted.” 

 
To record multiple reports submitted together, from the non-financials list screen, select 
“Bulk submit deliverables” from the actions menu in the top right corner. All submitted 
reports can be selected, and the submission date and submitter can be entered. 



Non-Financial Deliverables Job Aid 
Grants Management Application Suite (GMAS) 

Page 11 of 13 | October 7, 2025 
 

 

 

Deleting Non-Financial Deliverables 
To delete a single report, on the report home screen, select “Delete report” from the 
action menu in the top right-hand corner. 
To delete multiple reports together, from the non-financials list screen, select “Delete 
deliverables” from the actions menu in the top right corner. All scheduled reports that 
need to be deleted can be selected and deleted. 
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Using the HART Dashboard for Non-Financial 
Deliverable Tracking 

1. Navigate to the GMAS Non-Financial Deliverables Report Dashboard in HART.  

 
2. The Deliverable Status can be filtered to show Submitted and Scheduled reports. 

 

 
3. See the see the HART Dashboard GMAS Non-Financial Deliverable Job Aid for 

more information on navigation, security and filtering. 
4. When the report is run, the results will include all non-financial reports meeting 

the set parameters.  
 

Helpful hints 

https://hart.biprod.huit.harvard.edu/analytics/saw.dll?Portal&PortalPath=%2Fshared%2FRACR%20Enterprise%2FNon-Financial%20Deliverable%20Lookup%20Dashboard%2FGMAS%20Non-Financial%20Deliverables
https://ras.fss.harvard.edu/sites/projects.iq.harvard.edu/files/ras/files/racr_gmas_non-financial_deliverables_dashboard.pdf
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Filter by dates to see what is due in the next 90 days. To clean up old reports, filter by 
status of Scheduled with due date in the past. 
For more information related to the HART Dashboard, see the HART Dashboard GMAS 
Non-Financial Deliverable Job Aid . 

Helpful Links 
• OSP Reporting 

System Links 
• Grants Management Application Suite (GMAS) 
• HART 

Documentation updates tracker  
Update date Description of updates 
10/07/2025 Added information about the new option to 

create a continuation request from a non-
financial RPPR. 

1/13/2025 Updated information and links to new HART 
Dashboard. 

8/30/2024 Updated to be aligned with the conversion of 
the non-financial deliverables to the updated 
GMAS format and to migrate the document into 
the new template. 

 

https://ras.fss.harvard.edu/sites/projects.iq.harvard.edu/files/ras/files/racr_gmas_non-financial_deliverables_dashboard.pdf
https://ras.fss.harvard.edu/sites/projects.iq.harvard.edu/files/ras/files/racr_gmas_non-financial_deliverables_dashboard.pdf
https://osp.finance.harvard.edu/reporting
http://gmas.harvard.edu/
https://hart.biprod.huit.harvard.edu/analytics/saw.dll?Dashboard&PortalPath=%2Fshared%2FGrants%20Management%20(GM)%2F_portal%2FScheduled%20Reports%20(GM)&page=Detail
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