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Intent and Purpose: This document is intended to provide guidance to organizations to 
complete their initial registration in the DCRAGrants Management System.   

1. DCRAGrants Portal Basics and How to Access. Access the DCRAGrants Grantee Portal at 
DCRAGrants Management System Portal. 

a. DCRAGrants is a new grant management system being used by DCRA as of 
December 2024. Therefore all organizations seeking DCRA funding will be 
required to complete initial registration in the DCRAGrants Management System, 
regardless of whether they are a new applicant or a current recipient of DCRA 
funding.  

b. The estimated time to complete registration is approximately 10-15 minutes.  
Registration requests must be made in one attempt. DCRA recommends 
organizations collect all required information before starting the registration 
process. 

c. Organizations are encouraged to register early (up to 90 days/6 weeks in advance 
of submitting your grant application) to meet registration or program pre-
requisites such as EIN, UEI & SAM.gov registration, FRN, active business license, 
and corporate entity number as each grant requires. 

d. Only organizations may register. Individuals representing themselves are not 
eligible for DCRA-administered grant or funding programs, and thus are not 
permitted to register. 
 

2. How to register as a Primary Organization User in the Applicant/Recipient Portal. Begin 
the process by clicking “Register as Organization”. 

 

 

https://reigrants-akdcced.my.site.com/recipient
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3. A pop-up window will display information and guidance regarding general registration 
requirements. 

 
a. An Employer Identification Number (EIN) is required for every organization to 

register with DCRAGrants. Registration cannot be completed without the EIN. 
b. A System for Award Management (SAM.gov) Unique Entity Identifier (UEI) will be 

mandatory for certain federal grant or revenue sharing programs upon 
registration.   

i. Examples include the Alaska Broadband Grant Program, Alaska Digital 
Equity Capacity Grant Program, etc.   

c. If a UEI is required and it is not validated during registration, it will need to be 
validated before the application can be submitted. Organizations may register 
without entering a UEI to begin the application process, however, they will not be 
able to submit an application for which a UEI is required until all required 
information has been provided. 
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i. It is strongly encouraged that organizations with an active UEI enter it 
upon registration so DCRAGrants can electronically validate and record 
the SAM.gov status in the organization profile. 

4. The pop-up window also provides links to access Corporate Entity, Business License, and 
Vendor ID (IRIS Vendor Self Service). These external links are provided to registrants for 
convenience. 

a. DCRAGrants is integrated with the State of Alaska Corporate Entity and Business 
License system.  

i. If the Corporate Entity Number and/or Business License Number is 
entered during registration, a validation check will run, and the status will 
display in the Organization Profile.   

ii. If a business license number and corporate entity ID are not entered upon 
registration, the validation will be conducted with the State of Alaska 
Corporate Entity and Business License system prior to award and the 
applicant will be notified of an invalid license response. 

5. Once you have collected the information necessary to register, click on the “Register As 
Organization” button at the bottom right of the pop-up window shown above. 

6. Legal Disclaimers. There are two legal disclaimers that require an affirmative response 
to proceed. Selecting “Agree” will advance to the next step. Selecting “Disagree” will 
route the applicant back to the Applicant/Recipient Portal landing page. 
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7. Step 1 of 3. Organization Information 
8. The next step is to enter Organization Information.  A ‘*’ indicates that this information 

is required in order to save the application. A ‘ ’ indicates that this information is 
required in order to submit the application. An orange circle next to a tab header 
indicates missing required information.

 
9. All registrants must enter a valid EIN. A UEI should be entered if required for the 

particular grant program your organization intends to apply for. Your Vendor ID should 
be entered if known. 

10. The FCC Registration Number (FRN) and Universal Service Administrative Company 
(USAC) fields are specific to the Alaska Broadband Grant Program. Guidance for other 
programs should provide information regarding whether these fields are optional and 
may remain blank. 
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Step 2 of 3. Organization Profile 

  
 

11. Registrant must fill in all required fields.   
a. Organization Profile Tab. 

i. Organization Information. (*Note: To prevent a “not qualified” error from 
occurring during the application phase, municipalities and boroughs 
should change the “Type” field from the SAM.gov default of “US Local 
Government” to their classification under AS 29 (1st Class City, 2nd Class 
City, Borough, etc.). This way the organization type in the Organization 
Profile will match the eligibility drop down list in the program setup and 
published opportunity announcements.) 

ii. Organization Address. This is the organization’s main address, not the 
address of a specific project or projects. 

iii. Community Population. This section does not apply to the Alaska 
Broadband Grant Program or the Alaska Digital Equity Capacity Grant 
Program, thus disregard. 
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iv. The registrant can use the “Back”, “Save”, or “Cancel” buttons at the top 
right of the page to navigate. 

 

b. Files Tab. 
i. It is recommended the registrant attach a copy of a Signatory Authority 

Form for the entity if available. This will inform the DCRA of who has 
signature authority and who will have other roles providing grant 
management approvals. Please provide who, if not the signing authority, 
has delegated permissions to set up DCRAGrants user profiles. 

ii. It is recommended that the registrant attach PDF copies of SAM.gov 
active registration status, Business and Corporate Licenses, or other 
documents here. 
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12. Step 3 of 3. Profile Information Tab. 

 
a. Profile Information Tab.   

i. Registrant should read the note to Organization Representatives.  If the 
Authorized Representative, proceed. 

ii. Authorized Representative Information.  Fill in all required fields. Use the 
“Save” or “Cancel” buttons at the top right of the screen to navigate. 

iii. At this point the registrant may navigate “Back” or “Save”.  Upon saving, 
the applicant will be directed to a CAPTCHA screen. 

13. CAPTCHA.  Registrant should follow instructions on screen and click “Submit”.  Please 
note this process may repeat several times, depending on the user’s input. 



 DCRAGRANTS MANAGEMENT SYSTEM GUIDANCE DOCUMENT 
DCRAGRANTS GRANTEE REGISTRATION PROCESS 

 

9 
 

 
 
 

a. A successful response will look like this: 

 
b. The Confirmation message will look like this: 

 
c. Clicking “Complete Registration” will send the request to DCRA for review and 

approval. 
14. Registrants will receive a system-generated email indicating whether their registration 

has been approved or denied. This can take 24 to 72 hours to process. 
15. A second email from support@salesforce.com will provide instruction and a link to set 

up your username and password to be used to login to the DCRAGrants system. Please 
check spam or junk folders. In the invite email, click the Salesforce link to set up a 
username and password.   

a. Please note*: This will be the username and password of the Primary User who 
set up the Organization Profile. It is not the generic username for the 
Organization (not permitted). Every DCRAGrants portal user must have a unique 
username and password. 

mailto:support@salesforce.com
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b. The Primary User can later invite Secondary Users within the organization to 
register as users of the DCRAGrants portal. This will be covered in a separate 
guidance document. 

c. The applicant should safeguard their username and password.  

 
 

16. Log into the DCRAGrants Grantee portal at https://reigrants-
akdcced.my.site.com/recipient.   

 
 
 
 
 
 
 
 

https://reigrants-akdcced.my.site.com/recipient
https://reigrants-akdcced.my.site.com/recipient
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17. Once logged in, you will be directed to the ‘Home’ page where the ‘Organizational 
Profile’ can be accessed.    

 

 
 

a. From here the Grantee can manage organization information using the following 
tabs: Overview, Related Log, Risk Assessment, Files, and Messages. 

i. The Overview Tab provides read-only access to the Organization 
Description. Authorized users can make edits/updates as needed to the 
Community Population, Business License, Additional Information, 
Corporate Entity, Additional Address, Contacts, and SAM.gov Verification 
sections. 

ii. The Risk Assessment tab allows the Organization to complete the 
Organization Risk Assessment. 

iii. The Files Tab provides access to update the Supporting Documents 
Checklist, Add Organization Files, and Notes (that will be visible to both 
the applicant/grantee and DCRA). 

 


