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Selecting a Program 

 

1. Login to the CGMA Portal using your credentials: https://portal.mycgma.org/s/login/ 

2. View the navigation bar and choose a Program to begin your application for. Under the 
Assistance Programs dropdown menu, there are three Program groups: 
a. Disaster 
b. Education 
c. Day-to-Day 

 

 

 

 

 

 

 

3. Use the arrows on either side to scroll through the Program listings. 
4. To begin your application for the selected Program, click the red “Apply” button. 

 

 

 

 

 

 

 

 

 

 

 

5. Your applicant information will be shown on the left. This information can be changed later. 
6. In the Applying As dropdown, select the type of applicant you are. 

https://portal.mycgma.org/s/login/
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7. If the Applying As type selected is ineligible for the Program type, return Home and select a 
different Program. If you have any questions on Program eligibility, please reach out to your 
rep. 

 

 

 

 

 

 

 

 

 

Applying as a Dependent 

- If you are a non-member, or applying for someone other than yourself, select the dependent 
option. 

- If we have a record of a related Sponsor in the system you can select them. You can also  update 
their information later in the application. 

- If an existing Sponsor is found connected to your Account but is not the person this 
Funding Request is for, you can still choose to create a new sponsor. 

- If a related Sponsor is not found, please enter your Sponsor’s information in the fields shown. 
- For both options, you are also required to select your Sponsor’s Member Type which must be 

eligible for the Program. 
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Applying as a Member 

- If you are the eligible Member, select your Applicant Type. 

 

8. If the chosen Program allows additional recipients to be added, you will be able to select 
whether or not the Funding Request has additional recipients besides the Applicant/Member. 

9. Review the information you’ve provided. In order to change the choices entered on this page 
at a later time, you will need to reach out to your rep for assistance. 

10. Once you’ve confirmed all data you’ve entered is correct, please “Save and Continue” to 
create your application. 
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Funding Request Application Page 

Once you click Save & Continue, you will be directed to the home page of your application, where you 
will navigate through each section to input your information. When a section is completed, the 
corresponding button will turn green. In order to proceed to the Final Questions and Submit your 
application, all prior sections must be completed first. You may return to previous sections and make 
changes even if they have already been completed. Once your Funding Request is submitted, you will no 
longer be able to make changes. 

 

 

 

 

 

 

 

 

 

 

 

Once the Rep Site has been set for this Funding Request, the representative’s contact information will 
be available below the navigation. You can also Find Your Rep at any point and reach out if you have any 
questions during the application process. 

 

 

 

 

 

 

 

 

 

 

https://mycgma.org/get-help/find-my-representative/


CGMA Funding Request Application: Client Guide 
Page 6 of 20 

Member Profile 

 

 

 

1. If you are filling the application out for yourself, you will enter your own information. If you are 
a dependent filling out the application for your Sponsor, you will enter your Sponsor’s 
information in this section. 

2. Any existing information that CGMA has about you or your Sponsor will be pre-populated. 
Please update personal detail information as needed and ensure all required fields are 
completed. 

3. The following additional fields are only shown for certain Member Types. Please see details on 
what each field is requesting: 

a. Unit: If Member is Active Duty, Reserve, or Civilian Employee, enter Member’s Unit. 
b. VA Disability Rating %: If Member is Retired, enter % 
c. Year Joined: If Member is Active Duty, Auxiliary Member, Reserve, or Civilian Employee, 

enter year joined (format: YYYY). The year must be between 1900 and the current year. 
d. Year Retired: If Member is Retired, enter the year of retirement (format: YYYY). The year 

must be between 1900 and the current year.  
e. Direct Access Employee ID: If Member is Active Duty or Reserve, enter ID number. 
f. Auxiliary ID: If Member is Auxiliary Member, enter ID. 
g. Social Security Number: If the Member is Auxiliary Member, Civilian Employee, 

Chaplain, PHS Officer, DoD Member, SSN is required.  
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i. If SSN is displayed, please review the last 4 digits. No action necessary if the 
number is correct. 

ii. If SSN incorrect or no number is present, please enter the Member’s full SSN. 
Only enter numerical values. 

h. Branch: If Member is Active Duty, DoD Member, Chaplain, PHS Officer, Reserve Retired, 
enter Branch and related Rank. U.S. Coast Guard must be selected for Branch UNLESS 
Member Type is DoD Member.  

i. Civilian Paygrade: If Member is Civilian Employee, enter paygrade. 
j. EOE/ESO Date: If Member is Active Duty or Reserve and Year Joined is within the past 19 

years, enter EOE/ESO. Date must be in the future. 
k. Work Email: If Member is Active Duty or Civilian Employee, enter work email. 

 

Member Profile Navigation: 

● Cancel: Return to Funding Request Page without saving any changes. 
● Save and Exit: Save changes and return to Funding Request Page (all required fields must be 

filled out). 
● Save and Continue: Save and proceed to the next section of application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



CGMA Funding Request Application: Client Guide 
Page 8 of 20 

Applicant Profile 

 

If you are applying as a Dependent, fill out the Applicant Profile section with information about yourself. 

 

 

1. Enter required personal details and relationship to Sponsor 
2. Choose Dependent Authority option 

a. Sponsor can authorize by email: Sponsor will be emailed upon completion of Funding 
Request. 

b. Have Power of Attorney: Requirement will be created to attach a document as proof of 
Power of Attorney. To be completed in Document Section. 

c. Have CGMA Authorization Form: Requirement will be created to attach completed 
CGMA Authorization Form. To be completed in Document Section. 

d. Other: ?? 

 

Applicant Profile Navigation 

● Cancel: Return to Funding Request Page without saving any changes. 
● Save and Exit: Save changes and return to Funding Request Page 
● Save and Continue: Proceed to next section of application 
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Recipients 

 

If Funding Request has additional recipients besides the Applicant/Member, you can add those 
recipients and their information in this section.  Review any instructions provided in the Recipient Entry 
Instructions. 

The Member and Applicant (if different) are automatically created as recipient(s). Please only enter 
additional recipients. This section is considered complete when at least one non-member and non-
applicant recipient has been added. 

Recipient Table  

● Displays the current recipients related to the Funding Request.  
● To edit or delete, select the Recipient you wish to make changes to and choose the action you 

want to take with the radio buttons below and click “Next”. 
● To add more recipients, select the “Add one or more recipients” button. 

 

 

 

 

 

 

 

 

Adding Recipients:  

 

 

 

 

 

 

 

1. Select “Add one or more additional recipients” button and click “Next” 



CGMA Funding Request Application: Client Guide 
Page 10 of 20 

2. To add more than 1 recipient, click the “Add” button and additional Recipient cards will appear. 
Fill out recipient details. 

3. To remove an un-needed Recipient card, click the “Remove” button. 
4. Once desired Recipients have been added, hit “Save”. Newly entered recipient(s) will be shown 

on the Recipients Table. 

Editing Recipients: 

 

 

 

 

 

 

 

1. From the Recipient Table, select the Recipient you want to edit 
2. Select “Edit selected recipient” button and hit “Next” 
3. Change previously entered values relating to the recipient. 
4. To save edits, click “Save” and return to Recipient Table. 

 

 

 

 

 

 

 

 

 

 

Deleting Recipients: 

1. To delete Recipients, select the Recipient you would like to delete from the table. 
2. Click “Delete selected recipient” and click “Next”. 
3. Confirm the deletion of the Recipient or cancel action and keep Recipient. 
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Recipient Final Navigation: 

When finished with the Recipient section, you can proceed to the next section or return to the Funding 
Request Page. 

● To go to next section, select “Continue, no more changes needed” and click “Next” 
● To exit and return, click “Save and Exit”. It does not matter which radio button is chosen. 

 

Detail Line Items 

 

For all non-zero dollar Funding Programs, Applicants will complete the Detail Line Item section. In order 
for this section to be completed, at least one detail item needs to be added with an amount over $0.  

When there are no Detail Items associated with a Funding Request, opening this section will prompt the 
Applicant to add new Detail Item(s). 

If you do not wish to complete Detail Items, you can proceed to the next section without adding any 
items, but this section will need to be completed before you are able to submit the application. 

Detail Line Items Table  

● Displays the current Detail Items related to the Funding Request. 
● If there is a maximum amount Applicants can request, it will appear below. 
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● If there is no amount listed, it means there is no maximum. 
● The current sum of all Detail Items is shown below the table. 

a. If there is a maximum amount allowed, your total must be equal to or under the max 
value shown. 

● To edit or delete, select the Detail Item you wish to make changes to and choose the action you 
want to take with the buttons below. 

● To add more Detail Items, select the “Add” button. 

 

 

 

 

 

 

 

Adding Detail Line Items: 

1. Select “Add” button 
2. To add more than one Detail Item click the “Add” button and additional cards will appear for 

multiple entries. 
3. Instructions for entering this Funding Request’s Detail Items appear at the top of the Add Page. 
4. To remove an un-needed Detail Item card, click the “Remove” button. 
5. Entering Detail Item 

a. Choose Reason 
b. Item description (optional) 
c. Amount (format $0.00) 
d. **If additional Recipients are allowed for this Program, you can relate them to the 

Detail Items. 
6. Once desired entries have been added, hit “Save”. Newly entered Detail Item(s) will be 

displayed on the Detail Item Table. 
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Editing Detail Line Items: 

 

 
 
 
 
 
 
 
 
 
1. From the Detail Item Table, select the Item you want to edit. 
2. Select “Edit Selected” button. 
3. Make desired changes. 
4. Ensure the edited amount is not going to make the total greater than the max allowed on 

the application (if applicable). 
5. To save edits, click “Save” and return to the Detail Item Table. 

If you don’t wish to make changes and want to return, click “Previous” 
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Deleting Detail Items: 

 

1. To delete Detail Items, select the Item you would like to delete from the table. 
2. Click “Delete Selected” 
3. Confirm the deletion of the Item or cancel action and keep Item 

**If you delete the only remaining Detail Item, this section will no longer be completed until another 
item is added with an amount greater than $0.00 

 

Detail Item Final Navigation: 

When finished with the Detail Item section, you can proceed to the next section or return to the Funding 
Request Page. 

● To go to the next section, select “Save and Continue”. 
● To exit and return, click “Save and Exit”. 

 

Documents 

 

Requirements listed in the table as Open are currently due for your application. Please submit a 
document to them in order to continue your application process. 
 
Requirements listed as Submitted are currently awaiting review. You may update them if you wish by 
submitting another file. When all Requirements have a status of submitted, this section is considered 
complete. 
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Uploading Documents: 

1. For each Requirement, follow the instructions to upload the correct type of document(s) 
required for each. 

2. To upload document(s), select the Requirement and click the “Complete Requirement” button. 

 

 

 

 

 

 

 

 

 

 

3. Browse for file(s) or drop files on the upload component. You are allowed to upload multiple 
files on a single Requirement. When a file is successfully attached, “Document Uploaded” 
message will appear. 

4. Add any optional comments you have. 
5. Click “OK” to save and go back to the Requirement Table. 

If you don’t want to upload a document at this time, you can also click “OK” and return to the 
Requirement Table. 

 

 

 

 

 

 

After uploading one or more documents, the Requirement will now show with a status of Submitted. 
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Deleting a Document: 

If you add a document and want to delete it from the Requirement: 

1. From the Requirement Table, select the Requirement that you want to remove the document 
from. 

2. View table of documents related to the Requirement. 
3. Select the one you want to delete and click “Delete Selected” button. 
4. You can either upload a new document or return to Requirement Table without uploading 

anything else by clicking “OK”. 

**If you remove the only document related to a Requirement and don’t upload a replacement, the 
Requirement will return to the Open status. 

 

 

 

 

 

 

 

 

 

Document Final Navigation: 

1. To exit and return, click “Save and Exit”. 
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When finished with the Document section, return to the Funding Request Page. 

 

Final Questions and Submit 

 

 If all required sections are completed, they will appear as green and the Final Questions and Submit 
button will now be red. 
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1. Select Rep site from picklist 
2. Add any additional comments (optional) 
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Disbursement Method: 

If Funding Request is a Loan, you will fill out the Disbursement Section 

1. ACH Bank Transfer Method 
a. If there’s previous ACH Bank Info on record for the Applicant, it will display. 
b. No action is needed if you want to use the existing Bank Account and Routing Numbers 
c. Enter new ACH information by checking the “Enter New ACH Information” checkbox and 

filling out the banking fields. 
d. If there’s no ACH Bank on record, you will be required to enter your banking information 

 

 

 

 

2. Zelle 
a. If there’s a previous Zelle email on record, it will populate in the email field. 
b. You can choose to use it by confirming the email in the “Confirm Zelle Email” field 

below. 
c. Or use a new Zelle email and enter it twice to confirm. 

 

Repayment: 

If Funding Request is a Loan, you will fill out the Repayment Section. Enter how much you can afford to 
pay back each month. 

Command Information: 

If Member is Active Duty, Civilian Employee or Reserve, the total amount request is over $3,000, and the 
Funding Request Type is a Loan or Grant, the Commanding officer’s, OIC’s, flotilla commander’s, or 
civilian supervisor’s information is required. 

 

 

  

 

Other Society: 
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If Member Type is DoD Member, Other Society picklist is available (optional). 

 

 

Questions Navigation: 

● Cancel: Exit without saving changes 
● Save and Exit: Return the Funding Request Page 
● Next: Send to certification(s) to review and accept before submitting application 

 

Certifications:  

1. Review the certifications and agree to each by checking the corresponding box. 
2. Be sure you have no further changes to make, as you cannot edit your application once it’s been 

submitted. 

 

 

After submission, the next step is to contact your CGMA Representative to proceed with the application 
process. For routine cases, please allow up to 3 business days for processing. 
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