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A STEP BY STEP GUIDE IN 
SUBMITTING EDUCATION 
GRANT REQUEST IN GSM 
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INTRODUCTION 

This step by step guide to submit an education grant request is divided into four 
parts. 

I. Entering Educational Institution Details    
– This is a mandatory detail which needs to be entered in order to create the enrolment 

details.  
– Without the educational institution details the enrolment details cannot be created.  It is a 

one-time entry.  
– Please skip this step if the educational institution already exists in GSM. 
– Do not create the same record if the education institution has been created previously. 
– The same record can be used repeatedly during the process of creating enrolment details.  

II. Enter Enrolment Details  

 The enrolment details consists of particulars on duration of studies, level of education, 
 type of education grant, boarding status, commuting distance and others.  
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INTRODUCTION 

III. Submitting Advance Request  

 Only applicable for staff members holding Fixed Term and Continuing 
Appointment.  

 Advance request can only be requested once for each child for each 
scholastic year.  

 Make sure that the amount requested is for the whole scholastic year and 
not partial. 

IV. Submitting Final Request  
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REMINDER 

 This step-by-step guide serves as an aid to facilitate 
the process of requesting the education grant using 
Employee Self-Service in GSM.  Please approach your 
HR focal person in case there is anything that needs to 
be clarified. 
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Creating Educational Institution details in 
GSM. 

 This is mandatory data 
required for education 
grant.  

 It is a one-time record entry.  

 Do not re-create the same 
educational institution 
details if you have them 
already created it in GSM. 

 

Click 
‘Employee 
Self-Service’. 
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Creating Educational Institution details in 
GSM. 

Click ‘Education 
Grant/Special 
Education Grant’. 
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Creating Educational Institution details in 
GSM. 

Click ‘Enter Details 
of Educational 
Institution’. 
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Creating Educational Institution details in 
GSM. 

 

Click 
‘Add’. 
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Creating Educational Institution details in 
GSM. 

 

Fill up the details 
on educational 
institution 
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Creating Educational Institution details in 
GSM. 

 

Click 
‘Apply’. 
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Creating Educational Institution details in 
GSM. 

Click 
‘Next’. 
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Creating Educational Institution details in 
GSM. 

Click 
‘Submit’. 
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Creating Educational Institution details in 
GSM. 

 Congratulations! You have completed 
entering the educational institution 
details in GSM. 

 

Be mindful in entering the record 
of the educational institution as 
it may affect the eligibility of 
education grant. Make sure it is 
entered correctly. 
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Entering new enrolment details in GSM. 
 

 NEW ENROLMENT DETAILS MUST BE CREATED FOR EACH 
CHILD FOR EACH SCHOLASTIC YEAR. 

For staff members that have created the enrolment details during 
their advance request, please use the same enrolment details for that 
particular year for the final claim. There is no need to re-create the 
same enrolment details.  

VERY IMPORTANT: 

 For a disabled child, please create only enrolment details for the Special 
Education Grant.  

 The system will not allow you to create the enrolment details for both special 
EG and normal EG for the same scholastic year or if the dates are overlapping.  
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Entering new enrolment details in GSM 

 
Click ‘Employee Self-
Service’. 
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Entering new enrolment details in GSM 

 

Click ‘Education 
Grant/Special 
Education Grant’. 
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Entering new enrolment details in GSM 

 

Click ‘Enter 
New 
Enrolment 
Details’. 
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Entering new enrolment details in GSM 

 

Click 
‘Add’. 
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Entering new enrolment details in GSM 
FILL UP ALL 
RELEVANT 
INFORMATION 
CORRECTLY. 

First day of the 
scholastic year until 
the last day of class 
for that particular 
scholastic year. 

Only full time study 
will be considered for 
education grant. 

It is very important to 
declare this correctly  

Please indicate if 
there was a gap in 
study and provide the 
reason.  
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Entering new enrolment details in GSM 
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Entering new enrolment details in GSM 

 

Click ‘Next. 
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Entering new enrolment details in GSM 

 

Click ‘Review 
before 
Submit. 
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Entering new enrolment details in GSM 

Click 
‘Submit. 
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Entering new enrolment details in GSM 

 For Special Education Grant, the enrolment details will be routed to Staff Health 
and Wellbeing Services (SHW) for approval. 

 As per eManual III.3.6 pr.100 Supporting documentation justifying the request for special education grant must be 
submitted at the same time the Enrolment Details for Special Education Grant are completed. In order to assess what 
costs can be accepted as “special educational expenses” as per Staff Rule 355.3, the following must be attached 1/ a 
recent medical report and/or psychological or other appropriate assessment, addressing also the need for the (special) 
teaching services/equipment the staff member asks to be covered as special educational expenses; 2/ a document 
from the institution or a duly qualified professional outlining the special teaching services/equipment provided by them. 
Standard educational expenses included in the claim will be reimbursed at the relevant reimbursement rate. Global 
Human Resources (GHR)/Regional Human Resources Manager (RHRM) or the Staff Counsellor is available to 
provide assistance to staff members who are making their first special education grant request.   

 Staff members will receive a notification upon approval from SHW.  

 Only with the approval from SHW, the staff members can submit the request of 
either advance or final claim for education grant. 

 Please contact SHW, shws@who.int if you require more information regarding 
supporting documents and categories of special education grant. 

http://intranet.who.int/admin/srr/documents/section..3.pdf
mailto:shws@who.int
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Entering new enrolment details in GSM 

Congratulations! You have 
completed entering the new 
enrolment details in GSM 

If there was any error in the 
enrolment record, kindly inform 
your HR focal person to contact 
GHR. This must be done before 
any advance or final claim is 
made.   

In 2017, 10% of rejections were 
due to incorrect enrolment 
details   
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Submitting an advance request  

REMINDER: 
Only for staff 
members holding 
Fixed Term or 
Continuing 
Appointment. 

Click 
‘Employee 
Self-Service’. 
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Submitting an advance request  

Click ‘Request 
for Advance’. 

Click ‘Education 
Grant/Special Education 
Grant’. 

1 

2 
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Submitting an advance request  

Click ‘Add’. 
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Submitting an advance request  

Please ensure that correct 
enrolment details is chosen  

Indicate the amount and currency 
according to the type of cost 

The capital assessment fee is the one-time non-refundable amount 
charged by educational institutions upon initial enrolment of a child as a 
pro capita or family contribution to cover the cost for building and 
maintaining its premises and infrastructure 

Recurring yearly payment of enrolment fee is NOT a Capital Assessment 
Fee. 

Please make sure that bank 
account is active until the process 
of this request is completed.  
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Submitting an advance request  

Click ‘Next’. 
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Submitting an advance request  

Click ‘Managed 
Attachment’ 

MOST IMPORTANT: 

.Please upload the supporting documents 

Advance requests must be accompanied by  

-evidence from the school (normally a copy of 
the invoice for the first term) of the level of 
tuition fees and other charges payable for the 
scholastic year concerned.  

-- A certificate of enrolment and tuition estimate 
are also acceptable.  

-- It is best to provide a pro-forma invoice for 
annual tuition fees and a brochure with 
financial conditions instead of 1st term invoice 
because 1st term invoice usually has higher 
fees and different schools in different countries 
have different numbers of terms. 
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Submitting an advance request  

Click 
‘New’. 
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Submitting an advance request  

Upload supporting 
document 

Select document type from 
the drop down list 

1 

2 
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Submitting an advance request  

Click ‘Check in’. 
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Submitting an advance request  

Close Page 
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Submitting an advance request  

Click ‘Review 
before Submit. 



TITLE from VIEW and SLIDE MASTER  |  July 31, 2018 37 | 

Submitting an advance request  

Click 
‘Submit’. 

Advance request can only be 
requested once for each child 
for each scholastic year. Make 
sure that the amount requested 
is for the whole scholastic year 
and not partial. 

Payment will be pro-rated if the 
duration of staff member’s 
contract against the school days 
is less than two-third (67%). 
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Submitting a final claim 
REMINDER: 

 
A final claim can only be submitted once 
for each child for each scholastic year.  

 
It has to be supported by proof of payment.  

 
Claims for final payment of the education 
grant may only be submitted at the end of 
the school year.  

 
However, a request may be submitted when 
at least two-thirds of the school year has 
been completed, provided that the request 
is final.   

 
No supplementary request for further 
payments may be made. 

Click 
‘Employee 
Self-Service’. 
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Submitting a final claim   

Click ‘Submit 
Final Claim’. 

Click ‘Education 
Grant/Special Education 
Grant’. 

1 

2 
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Submitting a final claim 

Make sure that the 
correct enrolment 
reference is chosen 

Kindly make sure all relevant 
information is entered correctly.  
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Submitting a final claim 

REMINDER 
 
If you have any query in entering the data, kindly inform your local 
HR focal person (i.e. cluster HRA, regional HRO, WR Office 
Administrative Officers in countries). This must be done before final 
claim is submitted to avoid any problem.  Please consult your HR 
focal person if there is an issue while updating the details. 
Incomplete or incorrect data may result to rejection or incorrect total 
payable. 
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Submitting a final claim 

Click ‘Next’. 
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Submitting a final claim 

1. Click the magnifying glass to 
search for bank details available 
in GSM. 

2- Enter amount of costs 
and currency 3- Click 

‘Next’upon 
completion. 

4 – Do not enter any 
amount for ‘Others’. It is 
for GSC use only. 
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Submitting a final claim 

2- Click ‘Managed 
Attachments’. 

Do not forget to attach the proof of 
payment.  The receipt should show 
the itemised billing which indicates 
clearly the cost and nature of 
payment . 

(Example: tuition = USD 30,000 and 
private tuition = USD1,000) . 

Claim without supporting document 
will not be reimbursed. 
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Submitting a final claim 

Click ‘New’. 
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Submitting a final claim 

Upload supporting 
document 

Select document type from 
the drop down list 

1 

2 
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Submitting a final claim 

Click ‘Check In’ 
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Submitting a final claim 

Close Page 



TITLE from VIEW and SLIDE MASTER  |  July 31, 2018 49 | 

Submitting a final claim 

Click ‘Submit’ if all 
supporting 
document s have 
been attached. 

Click ‘Manage 
Attachments’ to 
add another 
supporting 
documents. 

1 

2 
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- THE END - 
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