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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

Mozilla Firefox

Google Chrome

Apple Safari

O O O

e 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.

e 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

e 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

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:

AcceEss 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/

Figure 1: Sign-In Partner Screen

Use a Sign-In Partner

continue to Sign_in Partner BMOY G Financial Group

= UUse the same sign-in information you use for P CHOICE
other online services (e.g. online banking). @ :i‘::::cua?r;*

« None of your information (e.g. financial, banking)
will be shared with ESDC/Service Canada. Your § Scotiabank®
Sign-In Partner will not know which government
service you are using. -

= You will temporarily leave the ESDC/Service
Canada site to use your Sign-In Partner. E

» View the full list of Sign-in Partners

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:

e Username
o must have between 8 and 16 characters,
o no special characters
o no more than 7 digits
o Nno spaces

e 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)

e 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 2: GCKey Registration Screens

Create Your Username

Your Username must contain between eight and sixteen characters, no special characters (for example:
%, #, @) and may contain up to seven digits. When creating your Username, we recommend that you

- make your Usemame easy for you to remember and hard for others to guess;
= avoid using personal information such as your name, Social Insurance Number (SIN), mailing

Privacy

Please keep your Username secure. For
more information on how your privacy is

address or email address;

Create Your Username: (required)

= always keep your Username secure and do not share it with anyone

Please select Continue to proceed or click Cancel to end the Sign Up process.

Cancel

protected, please refer to our Personal
Information Collection Statement.

Username Checklist

s B8-16 Characters
* No Special Character(s)
* No more than 7 digits

Create Your Password

Usermname.

Create Your Password: (required)

Confirm Your Password: {required)

Please select Continue to proceed or click Cancel to end the Sign Up process

Your Password must be between eight and sixteen characters, contain at least one upper case letter, one
lower case letter and one digit, and must not contain 3 or more consecutive characters from your

Privacy

Please keep your Password secure. For more
information on how your privacy is protected,
please refer to our Personal Information
Collection Statement.

Password Checklist

8-16 Characters

Does not contain 3 consecutive
characters from Usemame
Valid characters

Lower case letter(s)

Upper case letter(s)

Digit(s)

Passwords match

Create Your Recovery Questions, Answers and Hints

complete all the required fields below to continue the Sign Up process.

Select a Recovery Question: (required)
Please select a question...
My Recovery Answer: (required)
My Memorable Person: (required)
My Memorable Person Hint:
My Memorable Date (YYYY-MM-DD): (required)

My Memorable Date Hint:

Please select Continue to proceed or click Cancel to end the Sign Up process

‘Your Recovery Question, Answers and Hints are used to help you if you forget your Password. Please

Privacy

Please keep your Recovery Question,
Answers and Hints secure. For more
information on how your privacy is protected,
please refer to our Personal Information
Collection Statement.

‘Your answers must contain at least three
characters and contain no special characiers
(for example: %, #, @). Your hints must
contain at least three characters and may
contain leters, numbers and the following
punctuation characters: apostrophe (7)
comma (,), dash (-), period (.} and question
mark (?)




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.

e 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.

e Each GCOS user will have their own URN, assigned to their profile when it is created.

e 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)



1.1.4 “WELCOME” SCREEN

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

Figure 3: Welcome Screen

Framom Hom da familie welcome Fi'st Name (UR"'###'###'###'###)

My Indormation

Register New Omantzstion

My Organization(s)

Repiace Frimary Cfficer < “
E ’ In order to use Grants and Contributions Online Services (GCOS) to create and manage your Applications for Funding

you need to register for o join an account on behalf of your organization. If you have already done this, select the
organization from the table below to continue. Othenwise, choose your desired action from the fist below

Show|10 v|entries Filter items |

Organization Number |; Organization Name |: My Role |} My Status |®
ORG-###-##2-##4-### Organization Name Representative  Pending User Acceptance
Showing 110 1 of 1 entnes * Previous Next=»

Options
* Register Mew Oigantzation

Eubmk & new request i register fhe organtzatian you represent for Granks and Conbdbutions Online Semrvkces.
Please ensere the omenization ks nof alneady registered and that you are authorized 1o act s the account
sdmicstrator {Primary Ofcer

* Repiace Primary Officer

Submk & request b bacome the new acCowt sdminkstrstor (primary oficer) for an Blresdy registenen
omenization. Before submising & request, ensure pou sne suthordzed to repiace e curent pimeary officer

v BEzsma tha Rapmpesietye of § Reglsteres Organization

T become 8 epresentative of 2 regisiened agantzatan, you will need to peovide pour user rederence numbsr
[UFEN ] b the primary cfioer or suthorized regeesentafive of that omantzston. Your URN = 8 uniges siphenumeric
pode fraf can be found on top of this page. & will b= esed by fhe pAmary officer or the suthorzed representsthe
1o 'serd you en Imdtetion t join the agentzasan.

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:
e Create a new GCKey
e Enter your User Reference Number (URN) (Your URN would have been provided to you by email,
when you initially registered for the GCOS accoung)
e 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.



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).

Figure 4: New Registration Summary Screen

New Registration Summary

This registration reguest is not vet complete. Please review the status of each
step in order to finalize the registration request.

Steps Status Details

Create the Complete Registration initiated on 16/05/2014
QOrganization Profile

Validate the Incomplete The organization has not yet been
Qrganization validated.

Validate and Complete

Authenticate your

Identity

Confirm your Pending In order to confirm your authority,
Authority to Act as the organization and your identity
the Primary Officer must first be validated.

For more information visit the help guide.

Each of the steps are outlined below:
e "Create the Organization Profile” screen allows you to:
o enter your organization name, your position title and the organizations’ default mailing
address

e “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

o '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)

e “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)



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.

e 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.

e To faciltate the validation
process, the Payroll Program
Account Business Number (RP
program account extension)
should be used if possible.

e 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.

Grants and Contributions Online

Senvices

My Account

User 1 Last Name
My Informaticon
Regizter New Organization

Replacz Primary Officer

Grants and Contributions Online Services

Figure 5: Validate the Organization Screen

Canada

¥

Help and Suppart - Logout

Validate the Organization

For morz information on how your privacy is prolectzd, pleass refer to cur Personal
Iniformation Collection Statement &,

In order to validate the existenos of your organization, please enterils 15 digit
Canada Revenue Agency {CRA) Business number or, Tor registzred charlizs and non-
prefit crganizations, its registration number (=.g., 123456769 AE 1234).

Thiis s the Business/Registration Number that was i=swed by CRA when the
Organization Legal Nam= was register=d. The Payroll Program Account Busine=s
Number {RP extermion) should be used, il you have one=. If not, ancther extenzion
may b= us=d. Note that zupporting documentation may be equested to complate the

validation prooess in thess cases,

CRA Business Number: (réquired )
CRA& L=gal Name: (required )}
CR& Op=rating Name {Common Name):

Uz= the crganization’s defaull addrzs? (required )
Plzasz select. .. E

Addrmes Line 1o (required)
Sddra=s Line 2:
City: (required)

Frovince/ State: (required for North American addresses)
Plzasz select. .. E

Courtry: (required)
Plza== m=l=ct. . E

Postal/Zip Code: (required for Nerth American addresses)

Note that the CRA Busine=ss Information will b= validat=d and that s l=tter will b=
mail=d o the Business owner or chiel execulive officer to authorize crealion of this

scoount.

For mors information visit the help guids.

Save | | Skip For Now | | Canc=l



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

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

Funding Jobs and Training Retirement Pensions Disability Seniors Child and Family Communities

Harme » Authorized Representative

Authorized Representative

An Authorized Representative iz sormmeone who has been ragistered with the Canada Revenue Agency [CRA) as a representative for the
organization and iz autharized to provide conzent on behalf of the arganization. You are required to declare belaw that you are an Authorized
Representative or if you are not an Authorized Representative, please provide the name and e-rmail of the Authorized Representative for

wour arganization.

I decare I arm an authorized representative with O Mo

the CRA for this arganization? (Required)
i Yes

Authorized Representative's Information

Given Marne (Required)

Surname (Required)

E-rnail {Reguaired)

Confirrn E-rnail (Required)

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.

10


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

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:

Figure 7: Validate and Authenticate Identity Screen

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.

My Account

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:

e Will not be stored on your
computer

o Will not be altered in any way

e Will not be retained if you close

GSACs Ondine Services

Canadi

.

pg—

Melp and Sepport - Logowt

Validate and Authenticate your Identity

To complate the process, you must vakdate and authenticate your identity

Validate and Authenticate your Identity Online Through the Canada
Revenue Agency

For thes option, you must have 3 vald "Ny Account for Indadual® or "My Busmess Account” with CRA
You wil be redeected Lo the CRA webdite whare you wil De asked 10 gn and consent te CRA sendey)
your personal statemant of identity to Service Canada

Pleate note, the rfoomation shared by the CRA

¢ Wil 1ot De stored on your Computer

W 0ot be atered n Ay Wiy

* WH 0ot be retaned if you Close your beowser

o WH Do retaned by Servce Canada and vadated sganst your user (vofle

By selecting "Vakdate and Authenticate wah CRA" you will be redvected to the CRA website

Vabdate and Authenticats with CRA  Skp for Now

Validate and Authenticate your Identity in Person

For the opon, you must viet 3 Setvce Canasa Cants to vabdate your dentity, You wil need to brvg
two acceptable peces of identication one of which must have 2 photo. To facktate the process please
have your User Refecence Number, Wikle matng to visit 3 Service Canada Centre you can complole the

other steps
For mace mitematbon vwiit the el g

Contnue

your browser

o 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:

e Provincial Driver’s Licence
Canadian Passport

Provincial Health Care Card

Birth Certification (provincial)
Permanent Resident Card
Certificate of Canadian Citizenship

Record of Landing
Provincial ID Card
Foreign Passport

Certificate of Indian Status Issued by the Government of Canada

11



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

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

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

For more information on how your privacy is protected, please refer to our Personal Information
Collection Statement %'.

Organization Name:

Authorization Code: (required)

The authorization code is a unique and alphanumeric code that only you can use to confirm your
authority to represent this organization as the primary officer. The code along with your contact
information and instructions for you to finalize this request were mailed to the business owner or Chiq
Executive Officer at the address on file.

For more information visit the help guide.

Continue Cancel

12



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.

Figure 9: Organization’s Main Screen

My Account Grants and Contributions Online Services Help and Support Logout

First Name

My Information

Register New Organization
Replace Primary Officer
French Consent Sanity
Edit Organization Profile
My Role

Manage Addresses
Manage Representatives
Manage Contacts
Manage CRA Businesses

Organization Name (ORG-## #-###-###-###)

Grants and Contributions Online Services

« Gs&Cs Online Services

Options
« My Role

Use this opticn to view your role and user rights for this organization. You are not allowed to medify your own rights. If you
wish to modify your rights you must contact an authorized representative or the primary officer for this organization.
= Manage Organization
. Edit O ization Profil
= Manage Addresses
= Manage Contacts
= Manage CRA Businesses

+ Manage Representatives

Use this option to invite or terminate representatives’ access from the organization's account or to modify other
representatives’ rights.

For more information visit the help guide.

|Screen Identifier: ORG-1101

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.

13



Figure 10: Organization Information Screen

1n order to add an application, the following mandatory fields must be completed.

ESDMC uses the information you provide in this section to establish your organization's identity.

Legal Mame

Operating (Common) Name (if different from legal
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E-mail Address
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(Required)
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(Required)

Extension

» Help

= Help

How many signatures are required to submit an
Application for Funding to ESDC?
(Required)

How many signatures are required to submit a
Claim te ESDC?
{Reguired)

How many signatures are required to submit a
Forecast of Project Expenditures to ESDC?
(Reguired)

How many signatures are required to submit an
Activity Report to ESDC?
{Reguired)

How many signatures are required to submit an
Agreement to ESDC?
(Required)

Select

Select

Select

Select
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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

e Identify the Organization

¢ Validate and Authenticate your Identity

e 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:

e CRA Business Number OR

e 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

Identify the Organization

Information Collection Statement &,

To identify the registered organization, you must enter the 15-digit Canada

123).

Your Position Tite: (required)

Please enter one of the following

CRA Business Number:

ar

Organization Number:

For more information visit the help guide.

Save | Cancel

For more information on how your privacy is protected, please refer to our Personal

Revenue Agency (CRA) Business Number associated with the organization (e.qg.,
123456789 AB 1234) or, provide the organization number (e.g., ORG-123-456-789-




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

e 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.

Figure 12: Welcome Screen

My Account v | Help and Support v | Log out

Organization A Welcome Organization A

My Information ORG-##t#-#it#-HH-Hith
Register New Organization . .
=2 I My Organization(s)
Replace Primary Officer In order to use Grants and Contributions Online Services (GCOS) to create and manage your Applications for Funding,
you need to register for or join an account on behalf of your organization. If you have already done this, select the
organization from the table below to continue. Otherwise, choose your desired action from the list below.

Show([1a ] antries e —
Organization Number 13 Organization Name 1% My Role 1% My Status |2
Options

- Register New Organization
Submit a new request to register the organization you represent for Grants and Contributions Online Services
Please ensure the organization is not already registered and that you are authorized to act as the account
administrator (Primary Officer).

- Replace Primary Officer

Submit a request to become the new account administrator (primary officer) for an already registered
organization. Before submitting a request, ensure you are authorized to replace the current primary officer

+ Become the ofa d O )
To become a representative of a registered organization, you will need to provide your user reference number
(URN) to the primary officer or authorized representative of that organization. Your URN is a unique alphanumeric
code that can be found on top of this page. It will be used by the primary officer or the authorized representative
1o send you an invitation to join the organization.

R

Date Modified: 2014-06-05
screen Identifier: ORG-1100

Terms and conditions | Transp

About us onta News Stay connected
Funding Programs Success Stories Video centre
GCOS User Guides g e Webinars

CRA - My Account for Individuals Find a Service Canada office Tutorial

CRA — My Business Account Access to information YouTube

CRA — Represent a client Twitter
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e 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.

Figure 13: Business List Screen
)

Organization Admin + | Useful Links + | Contact Us Logout

acos —

Business List

Business Legal Name Business Number Business Name

Test Organization 1 HHHHHHHHHRPHIHA Test Organization Name

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

Figure 14: Contact Us Screen

Contact Us
]! would ke a response by O E-mail
i O Telephone
Contact Information
“HGiven Name [ ]
(Required)
Fsumname [ ] = -~ -
(Required) INon-technical - Application for funding
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Non-technical - Forecast of project expenditures
e e — (- Non-technical - Activity Repgnl oK
Telephone Number Non-technical - Supporting document
- Non-technical - Participant information
- [— Non-technical - Participant Intervention
{rovince o Tertiory ] v Non-technical - Participant Follow up
Required) INon-technical . Agreement Signature
Technial - Application for funding
Technial : Claim
Question Details Technical : Forecast of project expenditures
y 4 Technical : Activity Report
7 auestonis [seiect L Technikal - Supporting document
Faguind Technical © Participant Information
gcreen ienter | i Technial . Participant Intervention
(Required) Technical - Participant Follow up
QFrogam for ik you are a0giyng [Boct v Technical - Agreement Signature
(Required)
1 @ueston
(Required)
—
Youth - Skills Link
Youth - Career Focus - Project
National Essential Skills Inftiatives
Foreign Recognition Cregential
1 Tproject Number ] Adult Learning, Literacy and Essential Skilts
 §ine Tracking Number Opportunities Fund - Project
el Opportunities Fund - Awareness
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