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Frequently Asked Questions

Q1. I am my organization's Authorized Official. How do I add other users to our organization in 
SAGE? 

Q2. I am a current SAGE user. What do I do if I forgot my username?

Q3. I am a current SAGE user. What do I do if I forgot my password?

Q4. How do I update my organization’s profile in SAGE?

Q5. How do I update my user profile in SAGE?



Q1: I am my organization's 

Authorized Official. How do I add 

other users to our organization in 

SAGE? 



Q1: I am my organization's Authorized 
Official. How do I add other users to 
our organization in SAGE?
Note: New users must be assigned a “Role” in the 
system. (“Agency Staff” have limited permissions.)

Agency Administrator Agency Staff

Auto-assigned to new 
applications; adds other users.

X

Initiates new grant 
applications.

X

Completes grant application 
forms.

X X

Submits grant applications to 
the Department.

X



Q1: I am my organization's Authorized 
Official. How do I add other users to 
our organization in SAGE?
Step 1: Login to SAGE and click the “Organization(s)” link.

Click to open.



Q1: I am my organization's Authorized 
Official. How do I add other users to 
our organization in SAGE?
Step 2: Click the “Organization Members” link.

Click to access current members list.



Q1: I am my organization's Authorized 
Official. How do I add other users to 
our organization in SAGE?
Step 3: Click the “Add Members” link.

Click to add new member.



Q1: I am my organization's Authorized 
Official. How do I add other users to 
our organization in SAGE?
Step 4: Search for an existing user or create a new 
user account.

Option 1: 
Enter name and click to search.

Option 2: 
Click to create new account.



Q1: I am my organization's Authorized 
Official. How do I add other users to 
our organization in SAGE?
Step 5 – Option 1: Assign an existing user to your 
organization.

a. Check and complete row.

b. Save to assign. 



Q1: I am my organization's Authorized 
Official. How do I add other users to 
our organization in SAGE?
Step 5 – Option 2: Assign a new user to your 
organization.

a. Complete required fields.

b. Save to assign. 



Q2: I am a current SAGE user. 
What do I do if I forgot my 

username?



Q2: I am a current SAGE user. What do I do 
if I forgot my username?

Step 1: Visit www.sage.nj.gov and click the “Forgot 
Username/Password” link.

Click to open.

http://www.sage.nj.gov/


Q2: I am a current SAGE user. What do I do 
if I forgot my username?

Step 2: Click the “Forgot Username?” link.

Click to open.



Q2: I am a current SAGE user. What do I do 
if I forgot my username?

Step 3: Request your username.

a. Enter e-mail associated with your SAGE account.

b. Click to request.



Q2: I am a current SAGE user. What do I do 
if I forgot my username?

Step 4: You will receive the requested information 
immediately via e-mail.



Q3: I am a current SAGE user. 
What do I do if I forgot my 

password?



Q3: I am a current SAGE user. What do I do 
if I forgot my password?
Step 1: Visit www.sage.nj.gov and click the “Forgot 
Username/Password” link.

Click to open.

http://www.sage.nj.gov/


Q3: I am a current SAGE user. What do I do 
if I forgot my password?
Step 2: Click the “Forgot Username?” link.

a. Enter username and e-mail address 
associated with your SAGE account.

b. Click to request.



Q3: I am a current SAGE user. What do I do 
if I forgot my password?
Step 3: You will receive the requested information 
immediately via e-mail.



Q4: How do I update my 
organization's profile in SAGE?



Q4: How do I update my organization’s 
profile in SAGE?

Step 1: Login to SAGE and click the “Organization(s)” link.

Click to open.



Q4: How do I update my organization’s 
profile in SAGE?

Step 2: Update open fields. Phone, fax, email, & website. 
Contact your granting NJSAGE department for any other 
updates to the organization.

a. Enter data. 

b. Click to save. 



Q5: How do I update my user 
profile in SAGE?



Q5: How do I update my user profile in 
SAGE?

Step 1: Login to SAGE and click the “Profile” link.

Click to open.



Q5: How do I update my user profile in 
SAGE?

Step 2: Update information and click to “Save” the data. 

a. Enter data. 

b. Click to save. 


