
 

 

 

   
 

 
 
 

 

GRANTS AND CONTRIBUTIONS ONLINE 

SERVICES (GCOS)  
 
 

GCOS ACCOUNT REGISTRATION 
 

USER GUIDE  
 
 

 
 
 
 
 
 

FEBRUARY 2016 

  



 

 

 

TABLE OF CONTENTS 

Introduction ........................................................................................................................................... 2 

Register for a GCOS account ................................................................................................................. 2 

1 CREATE YOUR PROFILES ......................................................... 3 

1.1   Create Your User Profile ............................................................................................................. 3 

1.1.1 Create your Username and Password ............................................................................... 3 
1.1.2  Enter your user information ............................................................................................ 6 
1.1.3  User Reference Number .................................................................................................. 6 
1.1.4   “Welcome” Screen ......................................................................................................... 7 
1.1.5  Recover Access to an Existing Profile ............................................................................... 7 

1.2   Create your Organization Profile .................................................................................................. 8 

2 VALIDATE YOUR PROFILES ...................................................... 9 

2.1.  Organization Validation .............................................................................................................. 9 

2.1.1  Consent from a CRA Authorized Representative – For RP accounts only ........................... 10 

2.2   Validate the Primary Officers’ Identity ....................................................................................... 11 

2.2.1  Online Through the Canada Revenue Agency (Option 1) ................................................. 11 
2.2.2  In-Person at a Service Canada Centre  (Option 2) .......................................................... 11 

3 ENTER YOUR AUTHORIZATION CODE ........................................ 12 

4 ADDITIONAL ORGANIZATIONAL INFORMATION ......................... 13 

4.1   Organization Identification ....................................................................................................... 13 

4.2    Signatories ............................................................................................................................. 15 

4.3    Replace the Primary Officer of an Existing Organization ............................................................. 15 

5 ACCESSING TECHNICAL SUPPORT ........................................... 16 

  



 

2 

 

INTRODUCTION 

A User Guide is available to guide you through each stage of your GCOS account, from Account 
Registration to Project Management Click here to access all User Guides.  

 

IMPORTANT THINGS TO REMEMBER ABOUT GCOS 
 The GCOS is compatible with the following Web browsers: 

o Windows Internet Explorer 8 

o Mozilla Firefox 

o Google Chrome 
o Apple Safari 

 GCOS does not automatically save information. It is important to remember to save often 
throughout each session, as GCOS has a timeout feature (outlined below).  

 

 Required Fields: When you start completing a screen, you must complete all required fields on that 

screen before you can save.  Required fields are identified throughout the system with “(required)” 
after the field name.   
 

 GCOS has a timeout feature. After 15 minutes of account inactivity, the GCOS will prompt you with 

a warning that the session is about to expire. If the “OK” button is not clicked by the time indicated in 

the message, your GCOS account session will be terminated and you will need to log back into GCOS 
to continue. 

 

 Upload Restrictions: Each document uploaded to the GCOS cannot exceed 15MB in size; however 

there is no limit to how many documents can be uploaded. 

REGISTER FOR A GCOS ACCOUNT   

 Follow this link to start the process of setting up your GCOS Account:  

http://www.servicecanada.gc.ca/eng/epb/gcos/login.shtml 

 
  

 There are two types of users within GCOS:   

1. Primary Officer (PO): 

o will register the GCOS account for the organization 
o is fully authorized and accountable for the organizations account  

o must have the authority to act on behalf of the organization, including the authority to sign 

applications for funding, agreements and project management items; 
o required to validate their identity 

 
2. Representatives:   

o required to choose a username and password and to create a profile  

o invited to join the GCOS account by the PO, or a representative with the right to invite 
users 

o assigned various access rights (create, submit, sign, etc)   

http://www.servicecanada.gc.ca/eng/epb/gcos/guides.shtml
http://www.servicecanada.gc.ca/eng/epb/gcos/login.shtml
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IMPORTANT! Each individual using the GCOS account must have their own user name and password.   
 

Key Registration Steps:  The following are the key registration steps to set up a GCOS account.  The 
steps will be outlined in detail in the subsequent sections.   

 

1. Create Your Profiles   
a.  User Profile:  Each individual using GCOS requires a User Profile. The user that creates the 

Organization Profile will become the Primary Officer (PO). The PO must have the authority 
within their organizations to sign applications and agreements on behalf of their organization. 

They will also have to validate their identity.  
  

b.  Organization Profile: An Organization Profile requires a business number, legal and operating 

name and address, as registered with the Canada Revenue Agency (CRA).  Use your business 
payroll "RP" account number (using the following format #########RP####) to accelerate 

the validation process.  
     

2. Validate Your Profiles 

 a. The PO’s identity must be validated and authenticated - online through the CRA or in-person at 
a Service Canada Centre.  Section 2 provides specific information about each of these activities.    

 
b. The Organization Profile will be validated with the information that CRA has about your 

organization. 
 

3. Enter your Authorization Code  

An authorization code will be mailed to the head of your organization (the letter is addressed to the 
Chief Executive Officer) once the Organization and PO have been validated.  The head of your 

organization must provide the PO with the Authorization Code, so the PO can enter it to finalize the 
account registration.  Once the authorization code is entered, additional user profiles can be linked 

to the organization by the PO, as necessary.       

  
TIP! Be sure to set up your GCOS account well before any funding application deadlines, as it may take 

several business days to complete the one-time account registration.   
 

1 CREATE YOUR PROFILES  

1.1 CREATE YOUR USER PROFILE 

1.1.1 CREATE YOUR USERNAME AND PASSWORD  

There are two options to create a secure username and password for GCOS:   

ACCESS GCOS WITH GOVERNMENT OF CANADA SIGN-IN PARTNER 
SecureKey Technologies Inc. is under contract with the Government of Canada to provide a Credential 
Broker Service called SecureKey Concierge. This service will allow you to access GCOS using your existing 

User ID and password or "credentials" that you may have with one of the sign-in partners.  No personal 
information held by your financial institution will be provided to Service Canada during your login process. 

Similarly, Service Canada will not share with your financial institution any personal information about the 

government services you access.  You can view the full list of sign-in partners at the following link: View 

the list of participating Sign-In Partners 

http://www.servicecanada.gc.ca/cgi-bin/sc-srch.cgi?app=hme&ln=eng
http://www.servicecanada.gc.ca/eng/epb/gcos/login.shtml
http://securekeyconcierge.com/
http://securekeyconcierge.com/
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CREATE A GCKEY  

GCKey will allow you to securely conduct online transactions with multiple Government of Canada 

programs and services. It is necessary to create a GCKey specific to GCOS, however it is possible to use 
the same username and password of a previous GCKey, if you have one.  

 
When creating your username and password, features have been incorporated to enhance the level of 

security:  

 
 Username   

o must have between 8 and 16 characters,  

o no special characters 
o no more than 7 digits  

o no spaces 

  
 Passwords must meet the following requirements: 

o be at between 8-16  characters in length 

o contain at least 1 uppercase character (A-Z) 
o contain at least 1 lowercase character (a-z) 

o contain at least 1 numeric character (0-9) 
 

 Three recovery questions: you will be required to answer three recovery questions:  

o A question of your choosing with the corresponding answer 

o a memorable person  
o a memorable date.   

You may also identify optional hints for the latter. 
 

 

  

Figure 1: Sign-In Partner Screen 
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Figure 2: GCKey Registration Screens 

 

 

 
 

 



 

6 

 

 

1.1.2  ENTER YOUR USER INFORMATION 

Once you have successfully logged in with your chosen username and password, you will be asked to 

read and confirm whether you agree with the Notice to Applicants and Terms of Use for GCOS.  If you do 
not agree, you will not be able to continue with the registration process for GCOS. 

 If you agree, you will be brought to the “Create my Profile” screen.   

o As a new user, you will select the first option, “Register for Grants and Contributions Online 
Services”, to proceed with the creation of your profile.   

o If you are a returning user, two options are available to recover access to your existing profile – 
either by entering your User Reference Number (URN) and answering your security questions, 

or by providing a previous username and password via a sign-in partner. See Section 1.1.5 for 
information about how to recover access to an existing account. 

In order to create your GCOS profile, you will need to provide your professional information (ie. contact 
information) and to provide security questions and answers.   

 
 

1.1.3  USER REFERENCE NUMBER 
 

A User Reference Number (URN) is a unique identifier assigned to each GCOS user profile.   
 Each GCOS user will have their own URN, assigned to their profile when it is created.   

 Keep your URN in a secure location, as it will be required to confirm your identity as a GCOS user 

when undertaking specific transactions (i.e. requesting support over the phone or obtaining 

access to an existing organizational account).   

 Upon completion of entering your user information, a confirmation screen will include your URN.  

Additionally, an e-mail confirming the creation of your profile will also contain your URN.   

IMPORTANT! If you are going to be a Representative for your organization, provide your URN to your 
organization’s Primary Officer, as they will then be able to invite you to join the organization account.  

(See Section 4.4 for details on becoming a Representative of a registered organization) 
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1.1.4 “WELCOME” SCREEN  
 

The “Welcome” screen allows users to see:  
 organization(s) registered to your account    

 pending requests    

 options to “Register a new organization”, “Replace the Primary Officer”, “Become the 

Representative of a Registered Organization”   

 

IMPORTANT! If you are setting up your account for the first time and are to be the Primary Officer 
for your organization select “Register a New Organization”   

 
 

 
 

 

1.1.5  RECOVER ACCESS TO AN EXISTING PROFILE 
 

If you previously registered for a GCOS account but do not remember your username and password, it is 
possible to recover access to your existing profile by following these steps:  

 Create a new GCKey 

 Enter your User Reference Number (URN) (Your URN would have been provided to you by email, 
when you initially registered for the GCOS accoung) 

 Respond to three of the five security questions created when you initially set up your account   

 
You may also wish to select “Replace the Primary Officer of an Existing Organization” on the “Welcome 

Screen”.  Replacing a Primary Officer is outlined in the Account Management User Guide. If you do not 
remember your URN and need to recover access to an existing profile, contact the Employer Contact 

Centre for support at 1-800-367-5693.  

Figure 3: Welcome Screen 
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1.2 CREATE YOUR ORGANIZATION PROFILE  
 

To set up your Organization Profile you must be (or intend to be) the Primary Officer (PO) for the 

organization. As the PO you must have the authority to sign applications for funding, agreements and 
project management items on behalf of your organization.  

At any time, you can see the status of your registration, by selecting the organization from your 

“Welcome" screen.  This will bring you to the “New Registration Summary” screen (Figure 4). 
 
  

 

 

 

 

 

 

 

 

 

 

Each of the steps are outlined below:   

 “Create the Organization Profile” screen allows you to:   

o enter your organization name, your position title and the organizations’ default mailing 
address 

 
 “Validate the organization” screen will allow you to  

o enter the legal and common name of your organization, and the corresponding business 

number.  
o the information provided will be used to validate the organization profile with Canada 

Revenue Agency (CRA) information 

 
 “Validate and Authenticate your Identity” screen provide two options:   

o link to the CRA My Account allows you to electronically validate your identity. (information 

about MyCRA Account is detailed in Section 2.2.1) 
o if you do not have a My CRA account, information on how to validate your identity in person 

at a Service Canada Centre is provided. (information about in-person validation is detailed in 

Section 2.2.2) 
 

 “Confirm your Authority to Act as the Primary Officer” screen will allow you to: 

o after the business number and the identity of the PO have been validated, enter the 
Authorization Code that has been mailed to the head of the organization (see Section 3 for 

Authorization Code information)    

 

Figure 4: New Registration Summary Screen 



 

9 

 

 

2 VALIDATE YOUR PROFILES  

2.1.  ORGANIZATION VALIDATION 

The GCOS organization validation process enables ESDC to confirm the existence of organizations 
creating GCOS accounts based on the organization’s business number. This information is used solely for 

the purpose of validating the 
existence of the organization. 

 

 The information entered on the 

“Validate the Organization” 

screen (Figure 5) will be used to 
validate your organization – the 

CRA Business or Registration 

Number, Legal Name and 
Operating (or Common) Name 

and address are all required 
fields.   

 

 
 

 To facilitate the validation 

process, the Payroll Program 

Account Business Number (RP 

program account extension) 
should be used if possible.   

 
 
 

 If a business number with an 

extension that is not RP (ie. RR, 

RC, RT, etc) is submitted, it may 
be necessary to provide 

additional supporting 
documentation in order for the 

validation process to be 

completed successfully.   
 

 

IMPORTANT! If using an RP 
account, consent will be required 

from a CRA Authorized 
Representative of your organization.  

Only once consent is received, can 

the organization information be 
validated with CRA data.  Follow this 

link for information about CRA 
Authorized Representatives.      

Figure 5: Validate the Organization Screen 

http://www.cra-arc.gc.ca/tx/bsnss/tpcs/thr-rpr-eng.html
http://www.cra-arc.gc.ca/tx/bsnss/tpcs/thr-rpr-eng.html
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2.1.1  CONSENT FROM A CRA AUTHORIZED REPRESENTATIVE – FOR RP ACCOUNTS ONLY 

 

NOTE: If you did not use an RP business number, this section is not applicable to you – move to the next 
section “Validate the Primary Officers’ Identity”.   

 
If you entered a Payroll Program Account Business Number (RP program account extension) consent will 

be required from a CRA Authorized Representative of your organization.  Only once consent is received 

can the organization information be validated with CRA data.  Follow this link for information about CRA 
Authorized Representatives.  

 
IMPORTANT! If you are not the CRA Authorized Representative, select “No” under Authorized 

Representative (Figure 6) and identify the correct person under Authorized Representative’s Information.  

An email will be sent to the identified Authorized Representative.  They can provide consent without 
having to create a GCOS  account. It may be prudent to send your CRA Authorized Representative an 

email outlining why they are receiving the notification from GCOS asking for their consent.       
 

If you select “yes” indicating that you are the Authorized Representative, you will automatically be taken 

to the “Consent” Screen.   
 
Figure 6: Authorized Representative Screen 

 

 

 

 

 

 

 

 

 

 

 

 

IMPORTANT! The request for consent from your CRA Authorized Representative expires within 7 days 

and will need to be re-initiated if not completed within this timeframe. 

  

http://www.cra-arc.gc.ca/tx/bsnss/tpcs/thr-rpr-eng.html
http://www.cra-arc.gc.ca/tx/bsnss/tpcs/thr-rpr-eng.html
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2.2   VALIDATE THE PRIMARY OFFICERS’ IDENTITY 

The identity of the Primary Officer of your organization is required to be validated.  There are two options 
available to complete this step: 

 

 

2.2.1  ONLINE THROUGH THE CANADA 

REVENUE AGENCY (OPTION 1) 

a. Use your Canada Revenue 

Agency (CRA) My Account to 
validate your identity - 

within GCOS click on 
“Validate and Authenticate 

with CRA”.  CRA My 
Accounts are often set up 

when individuals submit 

their taxes online.      
 

b. If you do not have a CRA My 
Account, you can register 

here.   

Note: It can take 5 to 10 
business days to complete 

your CRA My Account 
registration.   

 

IMPORTANT!  The information 
shared by CRA: 

 Will not be stored on your 

computer 
 Will not be altered in any way 

 Will not be retained if you close 

your browser 

 Will be retained by Service Canada and validated against the information you provided when you 

established your profile for GCOS. 
 

 

2.2.2  IN-PERSON AT A SERVICE CANADA CENTRE  (OPTION 2) 

Visit a Service Canada Office to validate your identity.  Two pieces of identification are required 

(see list below) – one piece of identity must have a photo:  
 Provincial Driver’s Licence 

 Canadian Passport 

 Provincial Health Care Card 

 Birth Certification (provincial) 

 Permanent Resident Card 

 Certificate of Canadian Citizenship 

 Certificate of Indian Status Issued by the Government of Canada 

 Record of Landing 

 Provincial ID Card  

 Foreign Passport 

Figure 7: Validate and Authenticate Identity  Screen 

http://www.cra-arc.gc.ca/myaccount/
http://www.cra-arc.gc.ca/myaccount/
https://apps1.ams-sga.cra-arc.gc.ca/gol-ged/awsc/amss/enrol/start?prog=mima
https://apps1.ams-sga.cra-arc.gc.ca/gol-ged/awsc/amss/enrol/start?prog=mima
http://www.servicecanada.gc.ca/cgi-bin/sc-srch.cgi?app=hme&ln=eng
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3  ENTER YOUR AUTHORIZATION CODE 

This is the final step required to set up your GCOS account.  Once the Organization and Primary Officer’s 
(PO) identity have been validated, a letter will be mailed to the head of the organization (the letter is 

addressed to the Chief Executive Officer) – the letter will contain an authorization code.  The head of 
your organization will be instructed to provide the PO with the authorization code to confirm agreement 

with the creation of the account and the authority to act as the PO. 

To complete the registration process, login to GCOS and select the organization from your “Welcome” 

screen.  Click on “Confirm your Authority to Act as Primary Officer on Behalf of the Organization”  link 
and enter the code in the “Authorization Code” field.  Once it is entered you have completed your GCOS 

account registration and are ready to use GCOS to apply for and manage your ESDC funding!  

 

 Figure 8: Confirm your Authority to Act as Primary Officer on Behalf of the Organization Screen 
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4 ADDITIONAL ORGANIZATIONAL INFORMATION  

4.1   ORGANIZATION IDENTIFICATION 

When accessing GCOS for the first time, additional pieces of information are required.  This 

information must be entered by the Primary Officer, or a representative of the organization with 

the required administrative rights.   

  

 

This information only needs to be entered once.  It can be edited by selecting “Organization 

Identification” from the “Gs&Cs Online Services” menu on the top navigation bar.  

IMPORTANT!  

Modifications to the information will not be applied to past applications and past projects.  Should you 

need to update your organization information for an existing application or project, please contact your 

Service Canada / ESDC Program Officer.  

Figure 9: Organization’s Main Screen 
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Figure 10: Organization Information Screen 
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4.2 SIGNATORIES 

The “Signatories” section of the “Organization Identification” screen (Figure 10) is used to identify the 

number of signatories required to submit each item available within the GCOS. It can be edited through 

the “Grants and Contributions Online Services” menu in the top navigation bar.  

Once the number of signatories is indicated, GCOS will not finalize an action (such as submitting an 

application) until the correct number of signatories is reached.  Therefore it is very important that enough 

GCOS users for the organizations are granted “submit” rights, ie. if three signatories are required on an 

application to be submitted, there must be at least three GCOS users with the rights to “submit” an 

application.   

 

4.3 REPLACE THE PRIMARY OFFICER OF AN EXISTING ORGANIZATION 

In order to replace the Primary Officer, it is necessary to have first set up a User Profile. Once the User 

Profile is set up, select “Replace the Primary Officer of an Existing Organization” from the “Welcome” 
screen.  When using this function, the original Primary Officer will no longer have access to the account. 

He can still be invited as a representative of the organization if necessary.     
 

The following steps are required to replace the Primary Officer of an existing organization: 
 Create a User Profile 

 Identify the Organization 

 Validate and Authenticate your Identity 

 Confirm your Authority to Act as Primary Officer on Behalf of the Organization 

 
IDENTIFY THE ORGANIZATION 
Selecting “Get Started” will bring you to the “Identify the Organization” screen (Figure 11) where you will 

be required to enter your Position Title and either of the following two:  
 CRA Business Number   OR 

 15 digit GCOS Organization Number   

 

The Primary Officer you will be replacing can provide the GCOS Organization Number – it is located  on 

the “Welcome” screen. 
 

 

  Figure 11: Identify the Organization Screen 
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VALIDATE AND AUTHENTICATE YOUR IDENTITY 
If you have not already validated your identity in GCOS (i.e. you are not or have not been a Primary 
Officer for an organization in the past), you will be required to do so in order to proceed with this action.  

See the section “Validate the Primary Officers’ Identity” for information on this process.   

 
Confirm your Authority to Act as Primary Officer on Behalf of the Organization 

Once the new PO’s identity has been validated, it is necessary to enter the Authorization Code that has 
been mailed to the head of the organization (see Section 3 for Authorization Code information)    

 

At anytime during the process, you can see the status of your request to replace the Primary Officer, by 
selecting the organization from the “Welcome” screen.   

 

5 ACCESSING TECHNICAL SUPPORT 
 Account Registration Support: 

GCOS users can call the Employer Contact Centre (ECC), 1-800-367-5693 for support in 

registering their GCOS account.  The ECC manages enquiries related to GCOS Account Registration 

and Account Management only and therefore can respond to questions such as:  

o Setting up a User Profile  

o Adding & Edit Representatives & Representative Rights  

o Adding an Organization  

    

Within GCOS, as users are setting up their GCOS account they can access the Employer Contact 

Centre (ECC) phone number, under the ‘Contact Us’ heading at the bottom of the page.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Welcome Organization A 
ORG-###-###-###-### 

Organization A 

 

Figure 12: Welcome Screen 
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 Support for users with a registered GCOS account:  

Within GCOS there is a “Contact Us” feature that can be accessed once the user reaches the 

‘business list’ screen – it is available at the top of the page.  The ‘business list’ screen is only 

available to users that have successfully registered their GCOS account.      

 

 

 

 

 

 

 

 

 

Once selecting ‘Contact Us’ users will be required to indicate the type of support they require, as this 

will direct their enquiry appropriately:   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Test Organization 1 #########RP#### Test Organization Name

Figure 13: Business List Screen 

Figure 14: Contact Us Screen 


