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Grants and Contributions Enterprise Management System (GCEMS) 
Authentication Process 

Technical Assistance 

 
1. Click on Login to GCEMS. 

 

 

2. Click on Continue to GCKey. 
 

 

  



3. Click on Sign Up. 

 

 

4. The following window will appear. Click on I accept. 

 

  



 

5. Create your username and click on Continue. 

 

 

6. Create your password and click on Continue. 

 

  



 

7. Create your recovery questions answers and hint in case you forget your password. Click 
on Continue. 

 

 

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

 

  



 

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

 

 

10. Click on Continue to « My Profile ». 

 

  



 

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

 

  



 

12. Click on Organizations. 

 

 

13. Click on Add a New Organization. 

 

 

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. 

 

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. 

 

 

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

  

Note: The business number is 
mandatory. If you do not have a 
business number, please enter 
9 digits (Example: 123456789). 

 



 

17. Click on Home. 

 

 

18. Click on Grants and Contribution Enterprise Management System. 

 

 

 

 

 

 

 

 



 

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

 

 

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

 

 

21. Click on Grants and Contributions Enterprise Management System. 

 



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

 

 
 
 

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.  
 

 

 

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.  
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