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REGISTRATION PROCESS

The GovGrants registration process requires a valid EIN to complete your organization's
registration. Your Organization's Certifying Official will submit the registration to Gwinnett
County to be granted access to the GovGrants system.

Registering an Organization in GovGrants

1) Navigate to https://gwinnettcountygrants.my.site.com/ApplicantLogin4?username=null
to access the external portal.

2) Click on the Register button to initiate the GovGrants registration process for the
Subrecipient Organization.

o Gwinnett E !

tothe E Grants System (GEGMS), a “one-stop-shop” for the grant process.
To view current opportunities, click on the Opportunities tab below. To apply for an Opportunity, you must be a registered user of GEGMS.
If you need to register your Organization/Business/County Agency, click the Register button.

If you have a Username and Password, log in by clicking the Login button in the upper right corner.

Opportunities Contact Us

Department Of Financial Services
Grants Management Division
75 Langley Drive | Lawrenceville, GA30046-695

Phone: 770.822.8860
Fax: 770.822.8728
Email: grants@gwinettcounty.com

ise Grants System (GEGMS) Team
grantsmanagementteam(@gwinettcounty.com

HUD Grants Management System (GMS) Team
HCDSupport@gwinnettcounty.com

aGoVGl’aﬂts Gwinnett County Website | Contact Us

Figure 1: Registering a Subrecipient Organization

Initiating the Registration Process
3) On the Subrecipient Registration page, click the Organization link to expand the section.

Subrecipient Registration

Please select the Organization option below to begin registration.

1

v Organization
An organization is an entity that submits grant applications. These include county , @ nonprofit , Of private
All organizations must have an Employer Identification Number (EIN) in order to submit a Also, all must be regi with SAM.gov.

Please note that it can take as long as 5 weeks to get an EIN number, UEI number, and register with SAM.gov.

Your organization must have a valid UEI before your organization is awarded funds. Please discuss this with the Point of Contact listed in the grant opportunity if
you have further questions.

Please find the necessary links below to complete these important and required steps

Figure 2: Subrecipient Registration — Organization Section


https://gwinnettcountygrants.my.site.com/ApplicantLogin4?username=null

e Note: After clicking the Organization link, the section will expand and provide additional details on the
registration process.

4) Within the Organization section, scroll down to the bottom and click the Begin
Registration button to start the registration process.

a. https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
2. Register for your Unique Entity Identifier (UEI) number:

a. https:/sam.gov/content/entity-registration
3. Register with SAM.gov:

a. https://www.sam.gov/SAM/

4. Register with GEGMS:
The GovGrants Enterprise Grants Management System (GEGMS) must validate your EIN in order to complete your registration. Registration can only be completed if the
organization has a valid EIN. Once complete, the Organization's Certifying Official can submit the registration for an GEGMS account.

5. Additional Information

First Organizational Registration
1. The Certifying Official is the first user to register for any organization.
2. The Certifying Official is an authorized representative of the registered organization.
3. If you are NOT the Certifying Official for this organization, please stop and identify the proper individual to complete this initial registration OR have the signing authority
or primary user send you an invitation.

Begin Registration

Figure 3: Subrecipient Registration — Begin Registration

¢ Note: After clicking the Begin Registration button, you will be navigated to two Legal Disclaimer pages.

Registration Legal Disclaimers

5) Review the Non-Disclosure Agreement and click the Agree button if you agree to the
terms and wish to proceed Conflict of Interest page.

e Note: If you select the Disagree button, the Subrecipient registration process will end.

Legal Disclaimer 1 of 2

Non Disclosure Agreement

To continue, further agreement to the following_is required:

NDA Form
The following consent form terms apply to your organization’s submission of information and documents to GovGrants. By using GovGrants, you understand and consent to the following:

The funding application submitted herein, includes information that shall not be disclosed outside of Gwinnett County (herein referred to as the County) and shall not be duplicated, used or
disclosed in whole or in part for any purpose, other than to evaluate this application, retain a record of submission and to receive, store, and transfer documents needed to process
applications, conduct pre- and post-award transactions and to manage grant awards issued to the registrant organization. Organizationg) information shall be requested only for the purpose
established by the County for creating and maintaining an account and submitting, reviewing, and processing applications and grant awards. No personally identifiable client-level data shall
be required by the Organization for submission via GovGrants at any time.

The documents become public information and subject to review, audit, and public disclosure. If a grant is awarded following, or in connection with the submission, the application and its
contents shall be incorporated by reference into the grantee’s agreement and requirements, including pre-award conditions. The applicant agrees not to disclose any notice of intent to fund
until the County issues an award or public notification of the award.

Figure 4: Subrecipient Registration — Non Disclosure Agreement




6) Review the Conflict of Interest and click the Agree button to proceed with the
registration.

¢ Note: If you select the Disagree button, the Subrecipient registration process will end.

Legal Disclaimer 2 of 2

Conflict of Interest

The undersigned certify that they will in all respects comply with State laws pertaining to conflicts of interest and to all laws related to Gwinnett County officials and employees conducting
business with the County. In accordance with 2 CFR Part 200.318, no person who is an employee, agent, consultant, officer, or elected or appointed official of the Subrecipient who exercise
or have exercised any functions or Tsponsibilities with respect to grant funded activities assisted under this Agreement, or who are in a position to participate in a decision making process or
gain inside information with regard to such activities, may obtain a financial interest or benefit from a grant funded activity, or have a financial interest in any contract, subcontract, or
agreement with respect to a grant assisted activity, or with respect to the proceeds of the grant assisted activity, either for themselves or those with whom they have business or immediate
family ties, during their tenure or for one year thereafter.

Subrecipients will either adopt Gwinnett County’s Code of Ethics(Code of Ethics - Gwinnett | Gwinnett County) or will maintain their own written code of standards of conduct governing the
performance of their employees engaged in the award and administration of contracts. No employee, officer, or agent of the Subrecipient shall participate in the selection, or in the award or
administration of a contract supported by Federal funds awarded through this Agreement if a conflict of interest, real or apparent, would be involved.

Subrecipients must be mindful of any relationship employees, officials, board members, consultants, and/or volunteers may have with Gwinnett County employees, board members,
consultants, or elected officials, where a real or apparent conflict of interest that might be realized or perceived with respect to a grant funded project or activity awarded through this
Agreement. All relationships between representatives of the Subrecipient and the County must be transparent and must comply with Gwinnett County’s Code of Ethics. This Code was
developed by the County to establish ethical standards of conduct for all such officials and employees by setting forth those acts or actions that are compatible with the best interests of the
County. The Code directs disclosure by such officials and employees of private financial or other interests in matters affecting the County and by directing disclosure of their business
relationships. Subrecipient officials who carefully follow the Gwinnett County Code of Ethics and the language of this Section are less likely to have conducted themselves or participated in
activities which can be construed as real or apparent conflicts of interest.

Figure 5: Subrecipient Registration — Conflict of Interest

Registration Step 1 of 3 Page

Registration
Step 1 of 3

Fields marked as* are required

To start the registration and verification process, provide the information and click on Save and Continue button.
If your organization is not a registered vendor with Gwinnett County, please click here to complete the registration process.

*Employer Identification Number (EIN)
Unique Entity Identifier (UEI)
Vendor ID

*QOrganization Type --None-- ™

Save and Continue

Figure 6: Subrecipient Registration — Step 1 of 3

7) Enter the organization's Employer Identification Number (EIN).

e Note: EIN is a required field to proceed with the registration process.

e Note: If you receive a message indicating that the organization's EIN is already registered with GovGrants.
Please contact Gwinnett County Grants Management Division at 770.822.8860 for further assistance.




8) If available, enter the organization's Unique Entity Identification (UEI).

¢ Note: If the organization does not have a UEI at the time of registration, you may proceed with the
registration, but you will not receive an Award until the organization has a UEI and the SAM registration is
active.

9) If available, enter the organization's Vendor ID.

e Note: If the organization is not a registered vendor with Gwinnett County, please click here to complete
the registration process.

10)Select the Organization Type.

11) Click the Save and Continue button to proceed to Step 2.

Registration Step 2 of 3 Page

Create External Registration Back Canoel Save
Step 2 of 3

Organization Profile Q Files

a Organization Information

* Required to Save Required to Submit

Please fill in the following fields in order to create your organization profile in the system

Unique Entity Identifier (UEI) Employer Identification Number (EIN) Organization DBA

HJ7878786342 456678789

*Organization Name Organization Type If Other, Please Specify
Nonprofit Organizations

“Phone Number E-Mail Website

Organization FY End Date (MM/DD)

Figure 7: Subrecipient Registration — Step 2 of 3: Organization Information

12) Navigate to the Organization Information section within the Organization Profile tab
and enter the organization details.

a. Enter the Organization DBA

b. Enter the Organization Name (required)
If you selected 'Other' as the Organization Type, you must specify it in the space
provided
d. Enter the organization's Phone Number (required)
e. Enter the organization's E-Mail
f.
g

o

Enter the organization's Website
Enter the Organization FY End Date (MM/DD)

13) Scroll down to the Operational Address section and enter the operational address for
Gwinnett County projects.


https://www.gwinnettcounty.com/web/gwinnett/Departments/FinancialServices/Purchasing/VendorLoginandRegistration

a Operational Address

Operational address for Gwinnett County projects

*Address Line 1 Address Line 2 County
*City *State *Zip Code
--None-- v
Country 4-Digit Zip Code Extension Congressional District

USA

Figure 8: Subrecipient Registration — Step 2 of 3: Operational Address

Enter Address Line 1 (required)
Enter Address Line 2

Enter the County

Enter the City (required)

Select the State (required)

Enter the Zip Code (required)

Enter the 4-Digit Zip Code Extension
Enter the Congressional District

SQ@ 00T

14) Scroll down to the Organizational Headquarter Address section, and enter the
organization's headquarter address.

a Organizational Headquarter Address

This is the address associated with the above UEI number as listed in SAM.gov.
*Same As Operational Address “Address line 1 Address Line 2

--None-- v
*City *State *Zip Code

--None-- v

4-Digit Zip Code Extension

Figure 9: Subrecipient Registration — Step 2 of 3: Organizational Headquarter Address

a. If the Organizational Headquarter Address is the same as the Operation Address,
select 'Yes' for the Same As Operational Address field.

e Note: If you select 'Yes', the system will populate the Organizational Headquarter Address with the
Operational Address.

e Note: If you select 'No', enter the headquarters address.

b. Enter Address Line 1 (required)
Enter Address Line 2

Enter the City (required)

Select the State (required)

Enter the Zip Code (required)

Enter the 4-Digit Zip Code Extension

@0 a0




15) Once you have entered all the information on the registration Step 2 of 3, click the Save
button to proceed to Step 3 of 3 of the registration process.

Create External Registration m

Step 2 of 3

Organization Profile Q Files

a Organization Information

* Required to Save Required to Submit

Please fill in the following fields in order to create your organization profile in the system
Unique Entity Identifier (UEI) Employer Identification Number (EIN) Organization DBA

HJ7878786342 456678789

Registration Step 3 of 3 Page

+ Certifying Official (Required) — This profile/person is the certifying official with signing authority for the organization and will be responsible for creating other users and/or forms in GovGrants. In
addition, this role will be responsible for submitting documents like applications, amendment requests, etc, and committing the organization to funding opportunities and formal grant agreements.

a Certifying Official Information

Prefix *First Name *Last Name
--None-- v

Title "Address Line 1 Address Line 2

Test Drive

“City State *Zip Code
Lawernceville GA v 65845

4-Digit Zip Code Extension Country “Primary Email
4568 USA

*Phone Number

Back Cancel || Save

Figure 10: Subrecipient Registration — Step 3 of 3: Certifying Official Information

16) Navigate to the Certifying Official Information section and enter the details.

e Note: The Certifying Official is the person with signing authority for the organization and will be
responsible for submitting documents like applications, amendment requests, etc., and committing the
organization to funding opportunities and formal grant agreements.

Select the Prefix
Enter the First Name
Enter the Last Name
Enter the Title

oo oo

e Note: The address will be populated with the organization's operational address. Please update as
needed




e. Enter the Primary Email for the Certifying Official.

e Note: Once the registration is approved, the system will notify the Certifying Official via the email address
provided.

f. Enter the Phone Number.

17) Once you have entered all the information on the registration Step 3 of 3, click the Save
button to proceed to the verification page.

Registration Verification Page

18) Click the I'm not a robot checkbox to verify the CAPTCHA, then click the Submit button.

™

I'm not a robot :
1eCAPTCHA
- Terms

CAPTCHA (Completely Automated Public Turing test to tell Computers and Humans Apart) is a type of security measure known as challenge-response authentication. CAPTCHA helps protect you from spam and
password decryption by asking you to complete a simple test that proves you are human and not a computer trying to break into a password protected account.

Figure 11: CAPTCHA

Registration Confirmation Page

19) Once you have successfully submitted the registration, you will be navigated to the
confirmation page. Please record the registration number for your records.

o Gwinnett GovGrants Enterprise Grants Management System

Registration

REIVD Gwinnett County Department

Your registration request has been sent for verification. Once complete, you will be sent another email from salesforce.com (technology platform provider) with your Usemame and Password to log into the system

For your records, your registration number is # RG-000035.

Figure 12: Confirmation Page

If approved, you will receive an email notification regarding Organization Registration approval.
After approval, the organization's Certifying Official will receive an email to set up their
password for their user account.




Completing Certifying Official User
Account Setup

Prerequisite
Gwinnett County has approved the organization's registration.

Setting up your password

Once the organization registration is approved, The organization's Certifying Official will
receive two emails; an email to inform the Certifying Official of the approval and an email to
complete the user account setup.

1) You will receive a welcome email from Salesforce, which includes a link to get started
with your user account set up.

Sandbox: Welcome to Recipient Portal
noreply@salesforce.com on behalf of Recipient Portal
0 To testusergc35@yopmail.com

Hi Test,

‘ <€) Reply ‘ & Reply Al ‘ —> Forward

Welcome to Recipient Portal! To get started, go to https:,
c=xelfRUD296PqWmkHpOoBIRHeRzBX2XjeZyi jMj.VIvLhxwagl4 LEkeVuEAQfj2)wlljeRsTi8ckkjH8NyGrslvclK3 CzoONSchVT oiH2TCOfQGNgLlGw57YPybE2I5uUbba.3MeKV150mSKSrNJzEljozye C6FQx05XZu|
UEeX0FJzoBsalkjjOGTjATAPBIGGE9

Username: testusergc35@yopmail.com

Thank you,
Gwinnett County

LIS

Y

Figure 13: Welcome Email

2) Click the link within the email to complete the password setup for your user account.

salesforce

Enter a new password for testusergc35@yopmail.com.

Make sure to include at least:

() 8characters

O 1 letter

() 1number

" New Password

| |

* Confirm New Password

|

Figure 14: Password Setup




3) Record the username for future logins and enter your password in the spaces provided.

e Note: The password must meet the following criteria
e 8 Characters

o 1 letter

e 1 number

4) Once complete, click the Change Password button, and you will be routed to the
GovGrants system.

Accessing The System

Logging into the GovGrants requires an internet-connected browser. Current versions of Internet
Explorer, Chrome and Firefox are supported.

Prerequisite
You will need a username and password to access the system.

Logging Into GovGrants

o Gwinnett [
[ woon |

Opportunities Contact Us

4 Funding Opportunities

Figure 15: GovGrants External Portal Login Screen

1) Navigate to https://gwinnettcountygrants.my.site.com/ApplicantLogin4?username=null
2) Enter your Username and Password
3) Click the Login button

How To Reset Your Password

If you have forgotten or need to change your password, this can be done from the login page of
the GovGrants recipient portal.

To reset your password, follow these steps:


https://gwinnettcountygrants.my.site.com/ApplicantLogin4?username=null

1) Navigate to the external portal

e Note: External portal URL: https://gwinnettcountygrants.my.site.com/ApplicantLogin4?username=null

2) Inthe Login, click on the ‘Forgot Password?’ link

o GWi n nett johnwilliomsspi@yopmail.com ~ eeesseees

O —)
o

Welcome to the GovGrants Enterprise Grants Management System (GEGMS), a “one-stop-shop” for the grant process.

To view current opportunities, click on the Opportunities tab below. To apply for an Opportunity, you must be a registered user of GEGMS.

Figure 16: Forgot Password Link

3) Inthe next screen, enter your username and click the Reset Password button.

Password Reset
Having trouble logging in?

Verify you're entering the correct user name in the form of an
email address (username@company.com).

Passwords are case sensitive, so ensure you don't have caps
lock enabled.

Your account may be temporarily disabled from too many failed
login attempts. Please contact
govgrantssupport@reisystems.com for assistance.

If you still cant log in, enter your user name to reset your
password.

Username:

dell78567 @yopmail.com

Reset Password

Figure 17: Password Reset

4) The next page will show a confirmation message, and an email will be sent to the email
address associated with your user record.

Password Reset Request Received

Your request for a password reset has been received. An email has besn sent o your
regisizred email address for this account with instructions for resstling your password.

Figure 18: Confirmation Message

5) You will receive an email with a link to change your password.


https://gwinnettcountygrants.my.site.com/ApplicantLogin4?username=null

