To add a user to your organization:

Log in to the TGS system with an organizationakldeg on and password — these are
generally held by the Executive Director or thessiginee.
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Sign in for Total Grant Solution access:

User |D [Tkdamala
Password

Forgot your User
Forqot your Password

CONFIRM AGENCY IS NOT IN THE SYSTEM

Type your agency name and check the It for a match: f
youfind your agency name. please use the forgot
ussmame;forgol password links in the Sign-In area above”
{DO NOT CREATE A DUPLICATE AGENCYY
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AFTER PERFORMING STEP 1
¥ yous zannat find your agency name in step 1, cick the

Not on List' buttor: below
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CHOOSE A TGS TOOL, THEN CLICK GO

Welcome, Kristine Damalas

CCSF
Greetings! Welcome to the new home page for all TGS (Total
Grant Solution) reporting tools (Agengy Info, 7c°,

GreenLight, etc.).

To get to the tool you need to use (7c?, GreenLight, etc.),
click on the "Switch to:" dropdown to the right, choose
the tool, then click GO (note: you can go only to those
programs to which your user level allows access).

In the future, this page will be used for annoucements,
news, data tools, and many more exciting features!

Thank you for using TGS! If you have any questicns, please
feel free to contact your Grant Coordinator.




Once the agency information page appears, scrititoniddle of the page where users
are displayed.

=AGENCY USERS=

Use this section to add/edit/delete users who will have access to TGS (Total Grant Solution) tools.

Greenlight is used for online Grant Agreement negotiation. Only Organization Admin level users have access to Greenlight.
Fclis used by funded agencies to report monthly results and submit reimbursement requssts.

To add a new user, click the "Add User” link, complete the fields, then click "Update.”
To edit a user's information, click the "Edit” link next to that user, change the fields, then click "Update.”
To delete a user, click the "Delete” link, then click "Delete” in the confirmation box (note: once delsted, infarmation cannot be retrieved).

For "User Level" choose the level based on the type of access a user may have on the 7c2 system (i.e., for users who need to enter data, choose
the appropriate data entry level; for users who never need to enter data, but reguire information from the system, choose the appropriate read-
only level; for users who need FULL access, including submission rights, choose "Organization Administrator,” but note that this level should be
limited to only one or two high level people - also note that only "Organization Administrators” have access to GreenLight, the Total Grant Solution
online negotiation system).

Under "Uses RFP" and "Uses 7c2," click the box or boxes that match the system(s) the user will use (i.e., if the person you are adding wil be using
7c2, but not the RFP site, then check only the 7cZ box).

Last Name First Hame User ID Password User L Uses RFP  Uses 7c2

Tintern1 MOCD MOH Staff
Tintern2 MOCD MOH Staff
Astrig Tazometa MOCD MOH Staff

Below the table of users, click on “add user”

A new line will appear in the user table wheretleg user’s name, password, user level,
and types of uses can be set. The instructionBeoacreen give additional information
about each field.

=AGENCY USERS=

Use this section to add/edit/delete users who will have access to TGS (Total Grant Solution) tools.

GreenlLight is used for online Grant Agreement negetiation. Only Organization Admin level users have access to GreenLight.
7c2is used by funded agencies to report monthly results and submit reimbursement requests.

To add a new user, click the "Add User” link, complete the figlds, then click "Update.”
To edit a user's information, click the "Edit" link next to that user, change the fields, then click "Update.”
To delete a user, click the "Delete” link, then click "Delete” in the confirmation box (note: once deleted, information cannot be retrieved).

For "User Level" choose the level based on the type of access a user may have on the 72 system (i.e., for users who need to enter data, choose
the appropriate data entry level; for users who never need to enter data, but reguire information frem the system, choose the appropriate read-
anly level; for users who need FULL access, including submission rights, choose "Organization Administrator,” but note that this level should be
limited to anly one or twa high level people - also note that only "Organization Administrators® have access to Greenlight, the Total Grant Solution
online negotiation system).

Under "Uses RFP" and "Uses 7cz,” click the box or boxes that match the system(s) the user wil use (i.e., if the person you are adding wil be using
7c2, but not the RFP site, then check anly the 7c2 box).

Last Name First Name User ID  Password User Level

Tintern1 MOCD MOH Staff
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When finished, click “update” to the left of th@di where the new user has been added.



Scroll back to the top of the screen and click faubfor the changes to be saved.
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Please raview your Agency Information below and update fields as needed. Click to save agency informatior
Once done, click the ‘Submit’ button to the right or at the bottom
of this page to save your data.

Fields with an asterisk (*) are required.
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