Grants and Contributions
Enterprise Management
System (GCEMS)

Technical Assistance

Canada



Cat. No.: En14-396/2019E-PDF
ISBN: 978-0-660-33486-8

For information regarding reproduction rights, please contact Environment and Climate
Change Canada’s Public Inquiries Centre at 1-800-668-6767 (in Canada only) or 819-938-3860
or email to ec.enviroinfo.ec@canada.ca.

© Her Majesty the Queen in Right of Canada, represented by the Minister of Environment
and Climate Change, 2020

Aussi disponible en francais



Grants and Contributions Enterprise Management System (GCEMS)
Authentication Process

Technical Assistance

1. Click on Login to GCEMS.

I* Government  Gouvernement Semreh Cand
of Canada du Canada arch Canada.ca E
Jobs & Immigration s Travel Business v Benefits + ealth » axes v More services v

Home = Environment and natural resources = Environmental conservation and protection =+ Envirenmental funding = Environmental funding programs

Environmental funding programs: application instructions

To access the Grants and Contributions Enterprise Management System (GCEMS), you must go through two authentication steps. Please read through the
following information first.

During the first step, you will have a choice of signing in using Sign-In Partner or GCKey. We recommend that you choose GCKey. (See Tutorial 1 of the
enrollment guide. )

The second step is the Single Window Information Manager (SWIM)

+ You must provide a mailing address and e-mail address in SWIM, even though they aren't “required fields.” (See Tutorial 1 of the enroliment guide. )
= You must add an organization to your profile in SWIM before you can view the link to GCEMS. (See Tutorial 2 of the enrollment guide.) You must also
provide a mailing address and e-mail address for the organization in SWIM, even though they aren't “required fields.”

« If you have multiple users in the same organization, see Tutorial 4 of the enroliment guide.
+ After you have added or linked the organization to your name, click on Home and then click on Grants and Contributions Enterprise Management System

Contact information

If you need assistance, please contact ec.sgesc-gcems-sgesc-geems.ec@canada.ca

~Report a problem or mistake on this page & Share this page

Date modified: 2018-11-15

2. Click on Continue to GCKey.

Choose a secure Sign-In Method

You must sign in to access the Environment and Climate Change Canada ("ECCC") service you requested.

3540 € Financi Group
Gontinteltolso ko ined (¢ Frequently Asked Questions (FAQs'
Banking tht fits yoor M.
e Eull List of Sign-In Partners

+ Use the same sign-in information you use for sther online services (e.g. online . NATIONAL

banking). BAMK
* None of your information (e.q. financial, banking) will be shared with ECCC. Your

Sign-In Partner will not know which government service you are using.
« You will temporarily |eave the ECCC web site to use your Sign-In Partner, RB

» View the full list of Sign-In Partners § scotiabank®

Desjardins ATB Financial

-
euni A

Continue to GCKey

+ Sign-in v By user ID and password if you do not use one of the Sign-In Partners

+ Register for a GCKey user ID and password if you do not have one.




3. Click on Sign Up.

I * Government  Gouvernement
of Canada du Canada

Definitions Frequently Asked Questi

Home = Sign In/ Sign Up

Welcome to GCKey

Sign In Simple Secure Access
Username: (required) A simple way to securely access
Government of Canada online services.
Usemame
One usermame
Password: (required) One password,
Password

Forgot your password?

Your GCKey can be Uaeg 10 access multiple
Szl Government of Canada online Enabled

Services
4. The following window will appear. Click on | accept.
I * Government  Gouvernement
of Canada du Canada
Frequently Asked Questions.
Home = GCKey Sign Up Step 10f4
Terms and Conditions Usemame Password Questions and Answe!

Terms and Conditions of Use

In return for the Government of Canada providing you with a GCKey, you agree to abide by the following
Terms and Conditions of Use:

« You understand and accept that you are at all times responsible for your GCKey Usermame,
Password and Recovery Questions, Answers and Hints. If you suspect that others have obtained
them, you are responsible for revoking your GCKey and obtaining a new one with a new Usemame
and Password

* You understand and accept that the Government of Canada can revoke your GCKey for security or
administrative reasons.

« You understand and accept that the Government of Canada disclaims all liability (except in cases of
gross negligence or willful misconduct) in relation fo the use of, delivery of or reliance upon the
GCKey service. More details can be found in our Disclaimers.

By selecting the | accept button, you are accepting the GCKey Terms and Conditions as stated above
You can choose to not sign up for a GCKey by selecting | decline to end this process.

I accept | decline




5. Create your username and click on Continue.

I * Government  Gouvernement
of Canada du Canada
Definitions
Home =+ GCKey Sign Up Step 2 of 4
Terms and Conditions Username Password

Create Your Username

Help

Questions and Answe

‘Your Username must contain between eight and sixteen characters, no special characters (for example:
%, #, @) and may contain up to seven digits. When creating your Username, we recommend that you:

+ make your Usemame easy for you to remember and hard for others to guess;

« avoid using personal information such as your name, Social Insurance Number (SIN), mailing
address or email adaress;

- always keep your Usemame secure and do not share it with anyone.

Create Your Usemame: (required)

Please select Continue fo proceed or click Cancel to end the Sign Up process.

Clear All Cancel

6. Create your password and click on Continue.

Gouvernement
du Canada

Government
of Canada

i+

Frequently Asked Questi

Home = GCKey Sign Up Step 3 of 4

Terms and Conditions Usemame Password

Create Your Password

Privacy

Please keep your Username secure. For
more information on how your privacy is
protected, please refer to our Personal

Information Collection Statement

Username Checklist

& 8-16 Characters
* No Spetial Character(s)
= No more than 7 digits

Your Password must be between eight and sixteen characters, contain at least one upper case letier, one
lower case letter and one digit, and must not contain 3 or more consecutive characters from your
Usemame.

Create Your Password: (required)

Confirm Your Password: (required)

Please select Continue to proceed or click Cancel to end the Sign Up process

Clear All Cancel

Privacy

Please keep your Password secure. For more
information on how your privacy is protected,
please refer to our Personal Information
Coallection Statement.

Password Checklist

8-16 Characters

Does not contain 3 consecutive
characters from Usemame
Valid characters

Lower case letter(s)

Upper case letter(s)

Digit(s)

Passwords match




7. Create your recovery questions answers and hint in case you forget your password. Click
on Continue.
I * Government  Gouvernement
of Canada du Canada
Definitions Frequently Asked Questions (FAQ) Help

Home = GCKey Sign Up Step 4 of 4

Terms and Conditions Usemname Password Questions and Answers

Create Your Recovery Questions, Answers and Hints

Your Recovery Question, Answers and Hints are used fo help you if you forget your Password. Please
complete all the required fields below to continue the Sign Up process.

Privacy

Please keep your Recovery Question,
Select a Recovery Question: (required) Answers and Hints secure. For more
information on how your privacy is protected,
please refer to our Personal Information
Collection Statement.

Please select a question..

My Recovery Answer. (required)

My Memorable Person: (required) e

Your answers must contain at least three
characters and contain no special characters
(for example: %, #, @). Your hints must
contain at least three characters and may
contain letiers, numbers and the following

My Memeorable Person Hint

My Memerable Date (YYYY-MM-DD): (required) punctuation characters: apostrophe (7).
comma (.), dash (-), peried (.) and guestion
mark (?)

My Memorable Date Hint:

Please select Continue to proceed or click Cancel to end the Sign Up process.

Clear All Cancel

8. Click on Continue to go on to the next phase of authentication.

I * Government Gouvernement
of Canada du Canada
Definitions Frequently Asked Questions {F. Help

Home =+ GCKey Sign Up Complete

GCKey Sign Up Complete
You have successfully created your GCKey.

Your Username is: NEEEER

Please select Continue to leave the GCKey service and return to the Government of Canada online
semice:

Privacy

Please keep your Usemname secure. For
more information on how your privacy is
protected, please refer to our Personal

@ Information Collection Statement




9. Enter your e-mail and click on Search.

| Departments | Frangais

GCEMS - Single Window Information

Manager - New User

Redeem ECCC Key  ec.gc.ca

GCEMS - Single Window Information Manager - New User

—— We have not found an account in our database that matches your log in information. Please enter your email address below.

y Profile

P T If we find your email address in our database we will send you a code (ECCC Key) that when you redeem it you will be reconnected to

cud your old account. If we do not find an email match you will have to create a new account.
uidance

(et Required fields are marked with an asterisk (*).

* Email address

10. Click on Continue to « My Profile ».

GCEMS - Single Window Information

Manager - New User

Redeem ECCC Key  ec.gc.ca

GCEMS - Single Window Information Manager - New User
Home

My Profile

Your email address was not found in our database. You will need to create an account to continue by following these steps;
Redeem ECCC Key Note: You may want to print out this page prior to clicking on the button below as this page is only visible once.
1. Create a user profile
2. Connect/add your organization
3. Connect/add your facilities

Guidance
Logout

4. Add any additional information required by the reporting program you are filing a report for

For detailed instructions please email /55 _Admin@ec.gc.ca for a copy of our guidance document.




11. Fill in the mandatory field (marked with a red star). Click on Save.

GCEMS - My Profile

Home My Profile Redeem ECCC Key ec.gc.ca

Hom= 3 My Profile

Single Window Information Manager GCEMS - My Profile

Home .
Required fields are marked with an asterisk ().
| My Profile |
Redeem ECCC Key * Given name Initials * Family name
Guidance
Logout

Telephone Ext. Fax
* Email address
Position

Language of correspondence

English

Mailing Address | Physical Address
Delivery Mode PO Box Rural Route Number

~a

Unit Street Number Street Name

Street Type Street Direction City

Prov/Terr/State Postal Code / Zip Code

Country

Additional Information

Copy To Physical

e




12. Click on Organizations.

2 Departments | Frangais

mation

dow Infor

Manager
Home My Profile  Redeem ECCCKey Request Access  Organizations  ec.gcca
Home
GCEMS - Single Window Information Manager
Hy
sl Welcome ISR Environment and Climate Change Canada's Single Window.
My Profile

Redeam ECCC Key The reporting program(s) listed below are reporting programs that you currently have accass to. If you require cthers plaase request
access through your oroanization administrater.

wport and Import of Hazardous Waste and Hazardous Recyclable Material Requlations (ETHWHRMR)
This online system enables individuals and businesses to submit notices electronically for the import
and export of wastas or recyclable materials, as well as obtain official documents
(e.g. permits) online,

I+l

es | Departments | Frangais

GCEMS - Organizations

Canadi

My Profile  Redeem ECCCKey Request Access  Organizations  ec.gcca
Hi O

GCEMS - Organizations

Home

Al The following is @ list of organizations that you have access to. If you do not see your arganization listed below you need to either get
A access to it through your crganization administrator or if your organization has never reported through SWIM then you viill have to
Redeem ECOC Key “add 2 new organization”s

Request Access |
Show |10 entries Filter items:
Organizations |
Guidance L
Organization
Logout

Business Number -

Mo data is available in the table
Showing 0 to 0 of 0 entries

Add a New Organization )

Previous MNext

14. Write the name of the organization in the field and click on Search. You can try multiple
ways to write the name of the organization.

[ E3

o es | Departments | Frangais

GCEMS - Search for an existing

™ =1
Organization Canadi

Home My Profile Redeem ECOCKey Request Access  Organizations  ec.gc.ca

Home 3 Organizstions » New organization

GCEMS - Search for an existing Organization

Home

- Prior to adding a new arganization you must search for it to ensure that it does not already exist. Please enter your Organization name
My Profile and/er Business Number below and click Search.
Redeem ECCC Key

Organization
Request Access

Business Number

Organizations nouvelle

Guidance

Logout

Version: 1.25

If your organization does not exist in our database, please continue at Step 15. If your
organization do exist in our database, please go to step 20.




15. Click on Add a New Organization.

i+l

Canada.ge.ca es | Deparments | Frangais

GCEMS - Search Results

Canadi

Home My Profile Redeem ECCCKey Request Access  Organizations  ec.gc.ca

Home > Organizstions » New organizatic

GCEMS - Search Results

Home
o Balow is 3 table that contains the closest match(es) to your search results. IF your organization has besn found please click on it to
My Profilz procasd, If your organization has not bean found pleaze click on Add 2 New Organization.
Redeem ECCC Key
Organization Business Number
Request Access =
Seart
[organizations nouvelle
Guidance
. Show 10 entries Filter items:
Business Legal Name Business Number 4 Physical Address.
MRC de La Nouvelle-Beauce 882125123 Sainte-Marie Quebac, GEE2KZ
MNouvelle Grganisation 987654321

Showing 1 to 2 of 2 entries
e —

Cl Add a New Organization »

Previous Next

16. Fill in the mandatory field (marked with a red star), including the website and the postal
address. Click on Save.

Home My Profile Redeem ECCC Key Request Access Organizations ecgcca

Home 3 Organizstions 3 New organization
|
GCEMS - Organization
Home N
Required fields are marked with an asterisk (™).
My Profile

Redeem ECCC Key * Business Legal Name
Reguest Access

| Organizations

= English Trade Name French Trade Name
Guidance

P Note: The business number is

* Business Number : mandatory. If you do not have a

business number, please enter
9 digits (Example: 123456789).

Mailing Address || Physical Address

Delivery Mode PO Box Rural Route Number

a8
Unit Street Number Street Name
Street Type Street Direction City

Prov/Terr/State Postal Code / Zip Code

Additional Information

Copy To Physical

T




17. Click on Home.

GCEMS - Organizations Canadi

Home My Profile

Home 3 Organizations

¥ Protile

~ Window Information Manager

Redeem ECCC Key ~ Request Access  Organizations  ec.gc.ca

GCEMS - Organizations

The following is 2 list of organizations that you have access to. If you do not see your organization listed below you need to either get
accass to it through your organization administrator or if your organization has never raportad through SWIM then you will have to

Redeem ECCC Key “add 2 new organization”.
Request Access
Show 10 Filter items:
Organizations
Guidance . - .
Organization Business Number
Logout
zak 123456763

Shawing 1 to 1 of 1 entries

dd a New Organization

Previous Next

18. Click on Grants and Contribution Enterprise Management System.

artments | Frans

GCEMS - Single Window Information

Manager Canadi

My Profile  Redeem ECCCKey  Request Access  Organizations

GCEMS - Single Window Information Manager

Home
Welcome [N to Environment and Climate Change Canada's Single Window.

My Profile

Redeam ECOC Kay The reporting programis) listed below are reporting programs that you currently have access to. If you require others please request
aceass through your crganization administrator,

Request Access

Organizations Chemicals Management Plan

e — Jeintly deliverad by Environment Canada and Health Canada, tha Chemicals Managament Plan identifies

and addresses envirenmental and health risks under various federal laws.
Logout

epca
This database allows regulatees to submit their PCB reports online as required by the PCB Regulations.

This enline system enables individuals and businesses to submit notices electronically for the import

and exg -

yclable materials, as well as obtain official documents

T8, permits) online.

Grants and Contributions Enterprise Management System
Grants and Cantributions Enterprise Managsment Systam (GCEM:
applications of G&C Funding

s = web based portal to manag=

Low Carbon Economy Fund
The Low Carbon Economy Fund (LCEF) will provide 52 billion over five years and is an impartant part of
the Pan-Canadian Framework on Clean Growth and Climate Change.

PBollution Pravention Planning Notices
ECCC's online reporting tool for persons subject to a Pollution Prevention (P2) Planning Notice published
in the Canada Gazette under Part 4 of the Canadian Environmental Protection Act, 1999




19. You are now connected to GCEMS. Please refer to the applicant user guide for more
information on how to use GCEMS.

Francais
I* Government  Gouvernement
of Canada du Canada Search Canada.ca n

Immigration = Travel «

More services «
SWIM = My applications

Signed in as mEEEG_—G—o g LT

Grants and contributions
enterprise management
system

My applications

View funding oppartunities List of application(s): 0 application(s)

Logout No data!

w funding opportunities
Report a problem on this page @ Share this page

20. Select your organization. If your organization does not appear, refer to Step 15.

GCEMS - Search Results

Home My Profile Redeem ECCC Key  Request Access

Organizations  ec.gc.ca
Home > Organizations > New organization

GCEMS - Search Results

Home

o Below is a table that contains the closest match(es) to your search results. If your organization has been found please click on it to
BiRichle proceed. If your organization has not been found please click on Add a New Organization.
Redeem ECCC Key e .

Organization Business Number

Request Access -
Or
Guidance

entries

I Show 10 Filter items:
ogout

Business Legal Name

Business Number o Physical Address
111111111
Showing 1 to 1 of 1 entries Previous Next
Add a New Organization
A Version: 1.29

21. Click on Grants and Contributions Enterprise Management System.

GCEMS - Request Access

Home

y Profil In order to report using SWIM, you need access to the reporting program(s) and your organization(s).
y Profile

Redeem ECCC Key There are two ways to gain this access:

Request Access 1. Ask your organization administrator for access, OR

G 2. Request access by clicking on the reporting program below to begin the request process.

Guidance Please remember that if requesting access through the system it can take up to 3 business days during peak times.
Logout
BC Greenhouse Gas

Greenhouse Gas Reporting for the province of British Columbia

Effects Monitoring Electronic Reporting

Submission of Study Designs, Interpretive Reports, Biological Monitoring Study data, Effluent & Water

Quality Information (MDMER), and Sublethal Toxicity testing data and reports (PPER), as part of the
MDMER and PPER EEM requirements

Effluent Regulatory Reporting Information System
The Effluent Regulatory Reporting Information System is an online reporting system for the submission

of effluent reports required by regulation, licence or permit for participating federal/provincial/territorial
Jursactons:

Grants and Contributions Enterprise System

Grants and Co

a #Tise Management System (GCEMS) is a web based portal to manage
Bppications of G&C Funding




22. Click on GCEMS Submitter. This is your request to access GCEMS as an organization
representative.

GCEMS - Request Access

Home My Profile Redeem ECCC Key Request Access Organizations ec.gc.ca

Home > Request Access  GCEMS

GCEMS - Request Access

Home
Select the role that you require.
My Profile
Redeem ECCC Key GCEMS Submitter
Request Access Create and approve subi ions to the Grants and Contributions Enterprise Management System.

Organizations
Guidance

Logout

23. You will then be redirected to this screen. A previously authorized representative within
your organization will receive an e-mail notification with your request, and will grant you
access to the platform.

GCEMS - Request Access

Home My Profile Redeem ECCCKey RequestAccess Organizations ec.gc.ca

Home > Request Access > GCEMS > GCEMS Submitter

GCEMS - Request Access

Home
- Your request has been sent to the applicable reporting program. The program processes requests on a first-come, first-served basis.
gy Ciretilte You will receive a confirmation email shortly and then once the request has been processed you will receive another email. If approved,

Redeem ECCC Key the email will contain a code (ECCC Key) that you will redeem to complete this process.

Request Access ]

Role GCEMS Submitter
Organizations
Guidance Program Grants and Contributions Enterprise Management System
Logout Organization veronique dinelle

Version: 1.29

If you need to know the name of your organization's authorized representative, you can
contact us via email at GCEMS.

Note: A tutorial is available for an organization’s authorized representatives on how to grant
GCEMS access using the Manage Access functionality from their account.



mailto:ec.sgesc-gcems-sgesc-gcems.ec@canada.ca
https://www.canada.ca/en/environment-climate-change/services/reporting-through-single-window/guidance.html



