
GMS New User Registration Guide 
Community Development Finance Authority 

About This Guide 
This guide will walk you through creating a new user account in the NH CDFA Grants Management 
System (GMS). You'll need to register for an account if: 

• Your organization intends to apply for a grant or loan 
• You're part of a team preparing an application and require access 
• Your organization has been awarded a grant or loan and needs access for tasks such as 

submitting claims, signing contracts, or submitting status reports 
The registration process takes about 5-10 minutes to complete. You'll provide information about 
yourself and your organization, and CDFA staff will review and approve your registration within 2 
business days. 
Important: Your account represents you as an individual. You'll use the same account even if you 
support multiple organizations with grants, so make sure to use your personal email address when 
registering. 

Quick Steps 
Use this section if you've registered before and just need a quick refresher. For detailed instructions 
with screenshots, see the Detailed Step-by-Step Guide below. 

1. Go to https://www.nhcdfagrants.org/ 
2. Click the yellow "Click here to Register" button 
3. Complete required registration information 
4. Click "Save Registration Information" 
5. Check your email for confirmation and approval notification (within 2 business days) 

  



Detailed Step-by-Step Guide 

Step 1: Navigate to the Registration Page 
Go to https://www.nhcdfagrants.org/ in your web browser. You'll see the GMS login page. 
Click the yellow "Click here to Register" button located below the sign-in section. 

 

Step 2: Complete Registration Information 
The registration form will open. You'll notice a blue box at the top explaining who should register and 
what to do before registering. Take a moment to read through this guidance. 
Required fields are marked with a red asterisk (*). These fields must be completed before you can 
submit your registration. 



 

Registration Reason 
Select the option that best describes why you're registering: 

• Start new application – You're beginning a new grant or loan application 
• Connect to Existing Application – You need access to an application that's already in 

progress 
• Connect To Existing Grant – Your organization has been awarded a grant and you need 

access for ongoing management 
• Other – Your situation doesn't fit the above categories 

Registration & Program Description 
This is one of the most important fields in your registration. The more specific information you provide 
here, the faster we can approve your registration and ensure you have the right access from the start. 
Include: 

• Specific Application IDs (if you're connecting to an existing application) 
• Specific Funding Opportunity IDs (if you know which funding opportunity you're applying for) 
• Specific Grant IDs (if you’re connecting to an existing grant) 
• Details about your role in relationship to the specific Grant(s) or Application(s) you are 

requesting access to. 
• Any other information that will help us connect you with the right grants, applications, and 

access levels 
Common mistake: Users often provide too little detail in this field. Being specific here reduces the 
need for follow-up and speeds up your approval. 

Step 3: Enter Your Contact Information 



Important: This information is about you as an individual. Your account represents you personally, 
and you'll use the same account even if you support multiple organizations with grants. Every 
individual who needs access to a grant or application must register for their own GMS account. 
Accounts should not be shared—this ensures we can help keep accounts secure and maintain proper 
access controls for your organization. 

 

Required fields: 
• Name – First and Last name (Middle name is optional) 
• Email – Use your personal or work email address 
• Address – Your street address (Address Line 1) 
• Phone – Contact phone number in format ###-###-#### 

Optional fields: Salutation, Title, Address Lines 2 and 3, Extension, Fax 

Step 4: Enter Organization Information 
This section captures information about the organization you're initially registering under. This is 
important because: 

• If the organization already exists in GMS, you'll be associated with the existing organization 
that matches this information 

• If the organization doesn't exist in GMS, a new organization will be created based on the 
information you provide here 



 

Required fields: 
• Name – Full legal name of your organization 
• Organization Type – Select from dropdown (see options below) 
• Address – Organization's physical address 
• Phone – Organization's main phone number 

Organization Type options: 
• County 
• Donor 
• Fiscal Sponsor 
• Fiscally Sponsored Entity 
• For Profit Business 
• Fundraiser 
• Municipality 
• Non Profit / 501C3 
• Other 
• RDC 

Optional but recommended fields: 
• Organization Website – Make sure to include https:// (e.g., https://www.yourorg.com not 

www.yourorg.com) 
• Tax ID – Your organization's federal tax identification number 
• UEID – This is your SAM.gov identifier (Unique Entity Identifier) 
• Year Founded 



• Fiscal Year End – Format: mm/dd/yyyy 

Step 5: Provide Authorized Official Information 
The Authorized Official (AO) is the person who has authority to approve the submission of a grant 
application and legally enter into a contractual agreement on behalf of your organization or 
municipality. 

For a non-profit: The AO may be the Executive Director, Chief Executive Officer, a department 
head, Board officer, or another high-level team member. 

For a municipality: The AO may be a town/city representative such as a town manager, town 
finance representative, Select Board member, or someone who has been given such authority. 

Remember: If you're not the Authorized Official for your organization, make sure they register for their 
own GMS account as well. The AO's account is needed to officially submit grant applications and, if 
awarded, to submit claims and manage the grant.

 

Required fields: 
• Authorized Official – Full legal name of the authorized official 
• Authorized Official Email Address 
• Captcha – Check the "I'm not a robot" box 

Once you've completed all required fields, click the green "Save Registration Information" button to 
submit your registration. 

Step 6: Confirmation and Approval 
After you click "Save Registration Information," the page will refresh and you'll see a confirmation 
message on the screen. 
 
Thank you for registering. 

A confirmation notice has been sent to your email address. 

If you don’t see the confirmation email within a few minutes, please check your spam or junk folder 
and mark the message as “not spam.” After your registration is approved, you will receive an email 
notification with a link to log into WebGrants – NH CDFA using your confirmed credentials. 

 



What happens next: 
1. Immediate confirmation: A confirmation notice has been sent to your email address. If you 

don't see it within a few minutes, check your spam or junk folder and mark the message as 
"Not spam." 

2. Manual review: Registrations are reviewed and approved manually by CDFA staff to ensure 
you receive the appropriate access. Please allow up to 2 business days to hear back about 
your registration status. 

3. Approval notification: Once your registration is approved, you'll receive an email notification 
with a link to log into WebGrants - NH CDFA using your confirmed credentials. 

Need Help? 
If you have any questions about the registration process or need assistance, please contact: 
Melanie Steenbeke, Email: msteenbeke@nhcdfa.org 
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