E-Gift Agency Super User Guide

Once you are logged into the EMS Agency Portal with your Super User credentials click on the User
Management option under the My Agency menu.
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You can search for a user by entering in their certification number or user id. If the user is not already
established in the system, click on the Create New User button.

Once the user is found, or created, you will notice a new section at the bottom of the screen titled E-Gift
Role Information. There are two types of E-Gift roles, Authorized Agent User and Financial Officer.

The Authorized Agent, or grant submitter, is the person responsible for the completion of the grant
application on the agency’s behalf. The authorized agent has the ability to create and make any
necessary modifications to the grant.

The Financial Officer is the person responsible for the receipt, care, and disbursement of money of an
agency or organization. The Financial Officer will have the capability to review and e-sign the grant; they
do not have edit capabilities.
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