Creating a Grants Gateway Account That Can
Access the NYSCA Grant Opportunity Application

To access the NYSCA Grant Opportunity, you must be logged into Grants Gateway as eithera Grantee or
Grantee Contract Signatory. While either of these accounttypes can create an application, please note
that only the Grantee Contract Signatory will actually be able to submitit. Formore information about
organization accountroles, please see page 24 inthe NYSCA Grants Gateway Application Guide.

To create and use eitherof these logintypes, please follow theseinstructions:

- LogintoGrants Gateway using your userid and password as the Grantee Delegated
Administrator.

- Onceyou arein, click on ORGANIZATIONS (upper right hand corner: Reports, Training Materials,
Organizations, Profile, Logout)

- Onthenextscreen:clickon Organization Members.

- Scroll midway down the page and you will see Current Members, Add New Members.

- Clickon Add New Members.

- You will be presented with a profile screen. Fill outthe screen, enteringyour name and email
addressand click onthe download menutoselectthe Grantee Role ORGrantee Contract
Signatory role.

- Then,clickthe SAVE button (upperright hand corner of the screen). This will promptthe system
to email you your new account information.

- GOTO YOUREMAIL. You will receivetwo messages: one contains your userid, the other
contains your password. Use thisuseridand password tologin whenyouwantto perform tasks
(such as applying fora grant opportunity) as the Grantee or Grantee Contract Signatory.

You are now ready to create your NYSCA Application/Grant Opportunity in Grants Gateway. Forfurther
instructions, please go to page 3 of the NYSCA Grants Gateway Application Guide.



http://www.arts.ny.gov/public/guidelines/Grants_Gateway_Application_Tutorial.pdf
http://www.arts.ny.gov/public/guidelines/Grants_Gateway_Application_Tutorial.pdf

