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This user guide is for existing organization-registered contacts who wish to invite other users within their 
organization to register and access the Delaware Controller General’s Office (CGO) Grants Management 

System. 
 

Step 1: Navigate to the Grants Management System landing page at https://legisgrants.smartsimple.com.  
The Grants Management System requires a “My.Delaware.gov” account for access. To log in, click the blue 
“Applicant Login” button. 

 

Step 2: Sign in to your My Delaware account, and you will be brought to the Grants Management System 
home screen. 
Click the blue “Applicant Login” button to go to the My Delaware.gov sign-in screen. 
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Once you sign in with your My Delaware credentials, you should be automatically signed into the Grants 
Management System Home screen. 

 

Step 3: Navigate to the “My Organization Profile” menu in the top-right corner of the page by clicking the first 
initial of your name. 

 

Step 4: On the upper left-hand side of the screen, click the blue “New” button, which will open a drop-down 
menu, and select the “New Contact” option. 

 

Step 5: Select the “Applicant: Invitation” checkbox and click the blue “Next” button. 
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Step 6: Complete the Registration Invitation. 
Complete the First Name, Last Name, and Email fields. The email address must match the one they will use to sign 
in to create a My Delaware account.  

If you wish to cancel the registration invitation for this contact, click the blue “Cancel Registration Invitation” 
button. No notification will be sent. 

When completed, click the blue “Save” button.  

 

A pop-up notification will appear confirming the email address you’d like to send an invitation to register. If it’s 
correct, click “OK.” If it’s not correct, click “Cancel.” Then, make your changes and click the blue “Save” button 
again to resubmit. 

 

After clicking “OK,” an alert will appear confirming that the invitation has been sent and to what email address. The 
person sending the invitation will also receive a copy of the invitation email. 

 

 

 

 

Complete 

these fields. 
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Reviewing the “Contacts” tab will also confirm that the Invitation to Register has been sent.  

 

If the individual who invited the user to register wishes to cancel their invitation at any time, you can click on the 
blue “Open” button next to the individual you wish to cancel. 

 

Then click the blue “Cancel Registration Invitation” button. The system will ask you to confirm that you wish to 
cancel the registration invitation.  

 

Clicking “OK” will confirm that the invitation has been canceled.  
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The invited contact will no longer appear on the Contacts tab. 

 

Step 7: The individual invited by your organization or CGO Staff will receive an Invitation to Register by email 
like the one below. 

Once they receive the email, they can register using the link in the email and review the “Guide to Complete 
Invited New Contact Registration to an Organization” available on our websites for help completing that 
process if necessary.  
 

 

Once registration is completed, the contact should have full access to create applications on behalf of the 
organization. The contact can also be added as a collaborator on existing applications, including editing and 
submitting. 

Important: Any invited contacts must be added as collaborators to applications if they wish to view or edit them. 
Contacts can only see all past or current applications if they are added by the contact who started the application 
or CGO Staff. 

If you need assistance adding a collaborator, send your request to CGOGrants@Delaware.gov. 
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