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How to claim 
milestones  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Once the project is approved, it must be reviewed at least monthly to ensure all forecasts 

dates for milestones and grant claims are up to date. 

 

Some projects will have different processing routes, so you’ll need to select the relevant 

route.  

To claim a payment, go to the Milestones block via the relevant project and click ‘Edit’.  

 

 

Select a processing route to complete the milestones and confirm your selection. 

 

 

 

  



 

Complete all the fields as required. All dates must be actual and not forecast before you 

have the option to claim it.  

Select ‘Claim’ under the actions column and a pop-up box will appear.  

 

 

 

 

 

 

 

 

 

 

 

 

Select claim milestone  

 

 

Note: all milestones must be claimed, regardless of whether there is a grant payment 

associated with it. 

 

You have the option 
to add evidence 

Click here if there are 
multiple processing 
routes and want to 
switch to a different 
route 



Bespoke milestones 
 

If required, you can also add bespoke milestones by selecting the ‘Add new milestone’ 

button  

 

 

Enter your bespoke milestone information and click ‘Add’ 

 

 

Your milestone will appear in date order.  

 

If you need to delete it, you can do this click the ‘X’ icon.  

 

Request approval 
 

Once all the applicable milestones have been claimed click ‘Done’ and return to the project 

overview page to request approval.  

 

If you have already requested approval and wish to amend your claim, you should speak to 

your GLA contact for the project to be returned to you. You will not be able to cancel or 

amend a claim once it has been authorised by the GLA. 

 



Pending payments 
 

After requesting approval, the GLA have a two-stage approval process for payments. Once 

the first stage has been approved, you will be able to view the pending payments in the 

‘Payments’ screen. 

 

If you have only claimed non-monetary milestones, you will not see anything listed in 

pending or authorised. 
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