
Accessing Participant, Waiver and Break Extracts in GPMS 

1. Click the REPORTS tab on the top left-hand side of the screen. 

 

2. Select No for Nationwide 
3. Enter the Grantee or Grantee/Sub-grantee information. Click SEARCH. 

 

4. The below screen will be displayed. Select Participant/Case Extract Report. 

 



i. Select either Participant Report, Waiver Report, or Break Report from the drop-
down list. 

ii. Then click EXPORT. 

 

5. The below screen will be displayed which shows that the file is being exported. Click 
REFRESH intermittently to see when the report is complete. 
This process can take some time. 
 

 
i. Users can continue working by opening another session in GPMS within the same 

browser. This can be done by holding the CTRL key + clicking another function in the 
header. For example, CTRL+ a click on the REPORTS tab will open another REPORTS 
session. This will allow you to export multiple extracts at one time.  
 

6. Click the link to download the file directly to your computer in Excel (.xlsx) format. 



 


