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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?

Q2.1 am a current SAGE user. What do I do if I forgot my username?
Q3.1 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.)

Auto-assigned to new

. X
applications; adds other users.
Initiates new grant X
applications.
Completes grant application X X
forms.
Submits grant applications to X

the Department.



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.

Reports | Training Materials | Organization(s)  (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.

ESAGE

ar | Documents

Reports | Training Materials | Organization(s) | Profilessssssssey | Logout

Q Back
Organization - B NJSAGE Test Org 1

Flease complete all the required fields below. Required fi gk are marked with an *

Organization Information | Crganization Members

Click to access current members list.

Crganization Information

Name NJSAGE Test Org 1 *



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.

Organization - B NJSAGE Test Org 1

Follow the instructions listed below to add/remove/modify organization members.

Drganization Information Organization Members | OCrganization Documents | Crganization Details

Organization Members
Administrators with the autharity to add members to your organization can follow these steps:

« Toadd a member to your organization, select the Add Members link below.

« [T a member has already added his/her information in the system, you can search for the member.
« [fyou need to add a member's information into the system, select New Member.

« For more detailed instructions, select the Show Help buiton above.

Current Members | Add Members

Click to add new member.

Sort By: [ -———SELECT-—— w | [ -———SELECT-— v | Results Per Page G0 |

Active Dates Active . cigned By  Modified By ~SSignment

Documents Categories




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.
Organization - B NJSAGE Test Org 1

Follow the instructions listed below to add/remove/modify organization members.

Drganization Information Organization Members | Organization Documents | Crganization Details

Organization Members

Administrators with the authority to add members to your organization can follow these steps:

To add a member to vour organization, select the Add Members link below.

[T @ member has already added his/her information in the system, you can search for the memiber.
[T you need to add a member's information into the system, select New Member.

For more detailed instructions, select the Show Help hutton above.

Current Members | Add Members

Option 2:

Person Search Click to create new account.

Option 1:

Enter name and click to search.



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.

b. Save to assign.

Q) Back

Organization - B NJSAGE Test Org 1

Follow the instructions listed below to addiremove/modify organization members.

Qroganization Information | Organization Members | OCrganization Documents | Organization Details

Organization Members

Administratars with the authority to add members to your organization can follow these sieps:

« To add a member to your organization, select the Add Members link below.

« |fa member has already added his/her information in the system, you can search for the member.
« [Tyou need to add a member's information into the system, select New Member.

« For more detailed instructions, select the Show Help button above.

Current Members | Add Members

Person Search|kellyjersey | L J L J

Active Dates Active Assigned Modified Assignment

Documents By By Categories

v, Kelly | Aoency Administrator ~] |1/31/2022 a. Check and Complete TOW.




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.

Q Back
Organization - B NJSAGE Test Org 1

Follow the instructions listed below to addiremove/modify organization members.

Qroanization Information Organization Members | OCrganization Documents | Organization Details

Add/edit Members
Administrators with the autharity to add members to your organization can follow these steps:
Flease complete the information below. All required fields are marked with an *

Prefix First Middle Last Suffix
: : L * | | * vl
a. Complete required fields.
|*

Email |
Username | |*
Password | |* Confirm Password | |*

Date Active | 1/31/2022 Date Inactive :

Role [ -- Select - v |*




Q2: 1 am a current SAGE user.
What do I do if I forgot my
username?



Q2:1 am a current SAGE user. WhatdoIdo
if I forgot my username?

Step 1: Visit and click the “Forgot
Username/Password” link.

WSAGE

ST ORI Portal Home

Login
g

Username

Password
Welcome to the State of New Jersey System for

Administering Grants Electronically (SAGE)

Click to open.

This is the State of New Jersey's grant management system. This system requires
authorization for access. If you do not have a username and password please click the
New User link to request access to the site



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

Q2:1 am a current SAGE user. WhatdoIdo
if I forgot my username?

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

WSAGE

System Login | Portal Home

Q Back

Forgot Your Password?

Please enter the following information to reset your password.

You will be e-mailed a new password if a matching e-mail address is found.
Please enter your username | |* Forgot Username? Clle tO Open.
Please enter your e-mail address | |*




Q2:1 am a current SAGE user. WhatdoIdo
if I forgot my username?

Step 3: Request your username.

| System Login | Portal Home

Q) Back

Forgot Your Username?

Please enter the following information to retrieve your Username.

You will be emailed your username if a matching email address is found.

Please enter your email address |

b. Click to request.

© Top of the Page

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




Q2:1 am a current SAGE user. WhatdoIdo
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 do1do
if I forgot my password?

Step 1: Visit and click the “Forgot
Username/Password” link.

WSAGE

ST ORI Portal Home

Login
Username

Password
Welcome to the State of New Jersey System for

Administering Grants Electronically (SAGE)

Click to open.

This is the State of New Jersey's grant management system. This system requires
authorization for access. If you do not have a username and password please click the
New User link to request access to the site



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

Q3: I am a current SAGE user. What do1do

if I forgot my password?
Step 2: Click the “Forgot Username?” link.

| System Login | Paortal Home

Q Back

Forgot Your Password?

Please enter the following information to reset your password.

ou will be e-mailed a new password If a matching e-mail address is found.

|'.||r
|*
b. Click to request.

a. Enter username and e-mail address

Please enter your username |

associated with your SAGE account.

Please enter your e-mail address |

L




Q3: I am a current SAGE user. What do1do
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.

Reports | Training Materials | Organization(s)  (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.
Q Back

Organization - B NJSAGE Test Org 1

Please complete all the required fields below. Required fislds are marked with an *

Organization Information | Organization Members | Organization Documents | CQrganizafion Details

Organization Information

Name MNJSAGE Test Org 1

Federal Tax I.D.
Number

DUNS Number

SAM CAGE Code

Unique Entity ID
Address

City * State * ZIP Code *

County *

Phone |9985552038 |* Fax 9985562038 |

Email |testemai|@noreply.com | a- Enter data-
Website [test.com |




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.

Reports | Training Materials | Organization(s) | Profile-bjersey Click to open.

)

Saam™ Welcome Brad
5 iﬁ' {| Authorized Official

. Change Picture



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

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

Reports | Training Materials | Organization(s) | Profile:bjersey | L ut

==& " b. Click to save.

Q Back
Profile

Please complete all the required fields below. Required fields are marked with an *.

Contact Information

Prefix First Middle Last Suffix
Name Dr. v |Brad |* | ||Jerse\,- |* |SI’_V|
Display Name
Organization [NJSAGE Test Org 1 [*
Title [cFo

125 W. State St.
Address

A%

City [Trenton |* state | New Jersey v |* ZIPCode [0s508 ¥ a. Enter data’
County [ Mercer County ~|®
Phone #1  [555-555-5555 [* Phone #2 [(123) 555-2121 |
Fax [123-456-7890 | Cell Phone | |
Email |fakeemai|@noreply.com |*
Website | testwebsite.com |
Username biersey *

Password | * Confirm Password *




