HOW TO REGISTER FOR AN NCID AND REQUEST AN ORGANIZATIONAL ROLE

To enter information and work in the GEMS system, you must have an NCID account. To register for an
NCID, go to https://ncid.nc.gov.

You should see the following screen:

NCID Post Upgrade Tips

Password

NCID Login

Forgot Usemame

Forgot Password
Unlock Account Click on the Register link in the bottom right

hand corner.

Need Help? Register! l‘
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Clicking on the Register link will take you to this screen:

North Carolina Identity Management NGl

NCID

New User Registration

Please mdicate your user type from one of the following categones:

’W Request access to the State of North Carclina services as an ndividual or citizen
equest access to the State of North Carolina services on the behalf of a business

State Employee Qurrently employed or assigned to work for an agency within the State of North Carolina government

Local Government
Employee ) Lirently employed or assigned to work for a North Carolina county or municipality

This system is the propenty of the State of North Caroling and i for authonzed use only. Unauthorized access s a violation of federal and state law. Al software, data transactions, and slact

COMMUMCatons ane subject 1o monitonng
WWW.ARC Fov

Click on the appropriate link to indicate your user type. If you are a non-profit agency, click on
Individual. If you are a local government employee, click on that link, and so on.

Clicking on the link will then take you to the page where you will enter the information needed to set up

your NCID account.

New User Registration

Self Service Password Reset

North Carolina Identity Management

To create your account, NCID will email you a code. You will need this code once you complete the form
below and click the "Continue” button

Requested UseriD*
I |

Prefix (Optional)

First Name™

It will ask you to enter a User ID.

e Remember your User ID. Your access to the GEMS system will be tied to the use of that NCID
for the duration of your current and future projects in the GEMS system.
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At the end of the registration page, it will require you to create a password.

Read the notes about passwords. Passwords
should contain both uppercase and lowercase

New Password ™

« Password is case sensitive

* Must be at least 8 characters long
letters, an acceptable symbol, and numbers. They * Must not include part of your name of user name
« Must not include a common word or commonly used sequence of characters
+ Can be changed no more often then once every 3 days
» Must have at least 4 types of the following characters
« Uppercase (A-Z)
* Lowercase (a-z)

should not contain your name or part of your name.

0 Asan example, commission1201 is not a valid * Number (0-9)
« Symbol (I, # §, elc)
+ Other | i haract t listed ab:
paSSWO rd ‘ * New passw‘::[rdE:?aTl?:I Cm':::;g; r:l‘;etlispizre\ﬂoﬁzl‘:\'f

0 Commission#1201 is a valid password
e it contains a capital letter
e |owercase letters
e asymboland B

e numbers s T

At the bottom of the page, you will be asked to

select images to indicate you are not a ‘robot’.

Next, click on >>Continue and follow the
instructions.

Remember: NCID User IDs and passwords should not be shared. Each person working in the GEMS
system should have their own individual User ID and password. Also, passwords must be changed every
90 days.

GEMS Log-in

Once you have your NCID and password set up, you be able to log into GEMS.

Go https://gems.ncdps.gov. You may want to save this link to your ‘Favorites’ bar in your Internet

browser window, since you will be using it frequently.

That click will take you to the Grants portion of the DPS web site. Scroll

down the page to Governor’s Crime Commission Grants and click on the
< GEMS link The Governor’s Crime Commission.

| That will take you to the GEMS log in screen. Log in with your NCID User
ID and your NCID password:

Password

NCID User ID

NCID Password

e : 3 '_ And click on Sign In or hit ‘Enter.’
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That will take you to the GEMS homepage, where you will click on the My Profile link.

@ GEMS My Projects My Profile 0 Help 9 Karen Jayson

Current Projects

On the My Profile page, select your organization from the dropdown menu and enter your contact
information, including position within the agency. If your agency has not applied for funding before, you
will need to click on the green box - + ORGANIZATION - and enter your agency information.

If your organization is in the dropdown menu, skip this step!

My Profile

rganization Any information that is grayed out (read-only) is managed by your NCID accoun

Rlease visit the NCID website to update
o this information.

- Select Existing Organization - - or

That link will take you to the My Organization page, where you will enter your agency’s contact and
organizational information. You MUST have your Federal Tax ID Number, Dun & Bradstreet (DUNS)
Number, and SAM registration. With your SAM registration, you must also upload proof that your
agency is active and current in the SAM system. When you last updated your registration, you should

have received an email confirming the update. That email will serve as proof that you are up to date in
the SAM.gov system.
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Profile My Organization

o W

DUNS Number

Federal Tax ID

Sy

o

Browse..

SAM Expiration Date Upload documentation that your
SAM registration is current.

Note: SAM.gov now requires NOTARIZED proof from your agency in order to renew your SAM
registration. Plan and allow extra time to submit your documentation and receive confirmation of the
renewal of your registration.

Once you have either selected your organization or have entered it in the GEMS system and have your
profile information entered, click on the Request Organizational Roles link:

Any information that is grayed out (read-only) is managed by your NCID account. Please visit the NCID website to
update this information.

— Select Existing Organization — v or <+ ORGANIZATION

Jason Momoa

Actor and Producer

555245 282 JMomoa@wishful_thinking.com
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On the next screen, select the role you need to request — either Organization Administrator, Financial
Officer, or Authorizing Official — and provide a brief justification for the request in the text box, then
click Submit Request:

© Heip O Karen Jayson

My Profile Request Organization Roles

Select one or more of the following roles, write a justification for needing this role, and click Submit. This request will be reviewed by

Request Organization
. ge your GEMS Organization Administrator and you will be notified by email

Roles

—— Select a Role

SUBMIT REQUEST

Once you have submitted your request, your agency’s Organizational Administrator will review and
approve the request. From that point you should be able to access the project to review and approve
items as needed.

As always, if you have any questions or issues, let us know!
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