
Using ezFedGrants – Your User Profile 
Job Aid 

Your User Profile Job Aid 1/10 3/26/2024 

 

 

 Before You Begin 

This document describes how to open and modify your ezFedGrants user profile.  
 
You Will Need 

• An eAuthentication/Login.gov Verified Identity account 
• The Grants Administrative Officer, Grants Processor, or Signatory Official role in the ezFedGrants 

External Portal 
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Data Note 
The screenshots provided with these instructions are a representative sample for the purpose of training, which 
contain sample data and may not depict the entire screen. 

In addition, these instructions focus on the minimum system requirements for the above-described 
procedure(s). You may need to complete additional fields or provide additional information not specifically 
described in this document. 
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Getting Started 

Launch the ezFedGrants External Portal from the OCFO ezFedGrants website and log in with your Login.gov 
verified identity account. 

 
For questions regarding ezFedGrants access, including logging-in and eAuthentication, please review the 
eAuthentication/Login.gov FAQs. 

 

 Open Your Profile 

1. Click your initials in the upper-right corner of the Home screen to display the User Name menu. 
 

2. Click the Profile option on the User Name menu to open the Profile screen. 
 

  

https://www.ocfo.usda.gov/ezFedGrants
https://www.eauth.usda.gov/eauth/b/usda/faq
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3. The Profile screen contains several sections of details about yourself and the organizations you are affiliated 
with. While some of this information is pulled from your eAuthentication profile or the records of the 
organization(s) that you are affiliated with, the contact details can be edited directly through ezFedGrants, as 
explained in the remainder of this document. 
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Edit Your Profile 

1. Name, phone, and email cannot be edited through the Update Profile screen, this information is provided 
by eAuth.  Any changes to those fields need to be updated via eAuth.  After eAuth has been updated and 
the user signs back into ezFedGrants the fields will update. (A mouseover of the fields indicates that 
updates to those fields need to go through eAuth) 

 
 

                                  
 
 

2. The users can update the contact details via the Profile screen. 
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3. Click the Submit button to save your changes, exit the Edit Operator Profile screen, and see the updated 
details on the Profile screen. 
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 Join Additional Organizations 

Through the Profile screen, you can submit role assignment requests for additional organizations after you have 
access to ezFedGrants. Getting access for additional organizations will not impact your existing organizational 
affiliations. 
Furthermore, you cannot remove/de-link yourself from an organization. If you are no longer affiliated with an 
organization, contact a user with the Grants Administrative Officer (GAO) role in that organization to be 
removed/de-linked. 

 

1. Scroll down to the Organization Details section of the Profile screen and click the Join Additional 
Organization button. 

Note: This button is only available on the Profile screen; it is not available on the Edit Operator Profile 
screen. 

 

2. The Join Additional Organization popup window will appear. On this popup window, click the Add 
Organization button to search for and select an organization. This is similar to when you selected an 
organization for your initial ezFedGrants Role Assignment Request. 

If you have the Grants Administrative Officer (GAO) role, you must also identify an agency who will approve 
your access request in the event you choose an organization that does not yet have any ezFedGrants users. 

 

3. After selecting an organization, complete the Point of Contact (POC) Details fields. 

4. Click the Add Organization button again to add another organization. You can submit multiple access 
requests at once. You must complete the POC Details fields for each organization, even if each organization 
has the same POC. 

5. If you selected an incorrect organization, click the Remove button to remove the erroneous selection. 

6. Click the Submit button to submit your request(s). Access must be approved for each organization 
separately. You may receive a notification email or message when your requests are approved, or you can 
check the Profile screen to see your active organizational affiliations. 

 



Using ezFedGrants – Your User Profile 
Job Aid 

Your User Profile Job Aid 7/10 3/26/2024 

 

 

 

7. Pending Role Assignment requests can be seen on the profile page under the join additional organization  
button. 

 

 
 

8. If you need to review your pending role assignment request, view approver’s contact information or withdraw the 
request, click on the case ID link. 

 
 

 

 

 

 

 

 

 

 

 

 



Using ezFedGrants – Your User Profile 
Job Aid 

Your User Profile Job Aid 8/10 3/26/2024 

Update Organization Data 

1. If your organization data has changed (name, address, etc.) and the data has been updated in SAM.gov, click
on the refresh button across from the organization name to update your profile organization data. This only 
updates your profile, other users in your organization will also need to refresh the data on their profile.

Update Role to Grants Administrative Officer (GAO) 

Changing roles is generally done by the organization GAO using Manage Permissions.  If the GAO has left the 
organization and there are no other active GAO’s, application processors and signatory officials can request their role 
be changed to GAO from the appropriate agency. 

1. The request is initiated by clicking on the icon to the right of role information.  This button is only available to
application processors and signatory officials.  It only displays if the user belongs to one organization.  Users
belonging to one more than organization will need to contact the help desk for assistance.
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2. Clicking on the button verifies if there are any active GAO’s.  If there are no active GAO’s you will be asked to 
fill out the following form.  Clicking submit creates a request to the agency to have your role assignment 
changed to GAO. 
 

 
 
 

3. If you have a role assignment request open to another organization or there is a GAO that has signed in within 
the last two weeks, the system will not create the request and you will receive the below message.   
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 Comments 

Job Aids 
• Role Assignment Job Aid 
• Using ezFedGrants – The Basics Job Aid 
• ezFedGrants External Portal User Roles Quick Reference 

 
ezFedGrants Hyperlinks 

• ezFedGrants Home page 
• ezFedGrants FAQs general 

 

Need Help? 
Contact the ezFedGrants Help Desk at ezFedGrants-cfo@usda.gov. 
. 

 

 
Version Control 

Name Date Changes Made 
Takia Glover Mar. 2024 Updated hyperlinks; removed log in screenshots, modified table of contents 

  Updated Screenshots  
Abael Solomon Dec 2023 Updated Screenshots  
Kandice Whitaker Apr 2022 Updated OCFO email link 
Abael Solomon Jan. 2022 Removed Level 2 reference and updated OCFO website link 
April Murphy Sept. 

2019 
Initial document created 

 

https://www.usda.gov/sites/default/files/documents/role-assignment-job-aid.pdf
https://www.usda.gov/sites/default/files/documents/Using_ezFedGrants_The_Basics_Job_Aid.pdf
https://www.usda.gov/sites/default/files/documents/ezfedgrants-external-portal-user-roles-quick-reference.pdf
https://usda.gov/ocfo/ezfedgrants
https://usda.gov/ocfo/ezfedgrants/faq-and-general-information
mailto:ezFedGrants-cfo@usda.gov
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