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GAINS Training and System Navigation


GAINS Application – Printing and Exporting Applications
How to export an application from GAINS using the “Print” function.
1) Navigate to the funding application or application supplement you would like to export.
2) On the Sections screen, there is a table with three columns – Description, Validation, and Print. 
1) To print multiple pages or the entire application, check the box next to Select Items under the Print column.
a) Here you can select all pages to export the entire application or select by application pages.
3) To print one page or only a section from your application, select the “Print” link on the same line of the page or section you would like to export
4) Once the print options are selected, you will be taken to the Print Request screen to edit and/or confirm the following fields:
a) Document Name
b) Email Address
c) Print Scale
5) When all the information is confirmed, click “Print” to export
a) The selected pages/application will either download instantly, or you will receive an email when the pages/application is ready in the CDE Resources section
6) To download your GAINS budget into excel, navigate to the Budget section and select “Download Budget Data”

Related GAINS Training and Navigation Topics
· Navigating Organizations and Applications
· History Log and Comments
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