Guide to Register for a New Grant-In-Aid Account

Follow the steps in this guide to create a State of Delaware Single Sign-On (SSO) account to be able to complete
and submit an online Grant-In-Aid (GIA) application. If you encounter technical issues and require assistance
during this process, please contact the Legislative Information Services Helpdesk at (302) 744-4260, or by email

at LIS.Helpdesk@Delaware.gov.

Step 1: Navigate to https://gia.delaware.gov.

Step 2: Click the blue “Register” button.

Delaware General Assembly

DELAWARE LAWS COMMITTEES SENATE HOUSE OFFICES & SERVICES EVENTS & FACILITIES

Grant in Aid

Grant-In-Aid is an appropriation made by the General Assembly to support the activities of non-profit organizations which provide services to the citizens of Delaware. The purpose of this
funding is to provide supplemental funding to service agencies and should not be construed as a sole source of funding. To see if you qualify for Grant in Aid, click here

Grant In Aid Login
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Step 3: Once on the Delaware.gov page, select the Public Services “Click Here” link.

Click the link next to the

// Delaware.gov
Public Services option.

~ ‘The Officiol Website of the First State

Active State of Delaware Employs
DTC Employee Services
Public Services Click Here
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Step 4: Complete the User Registration information.

Dispiay Satings =

% User Registration [ All field for registration are required. I Cancel | Register

< Basic Information
. After completing the available
Flost pame fields select "Register” to
Rkl Momme complete the account
* Last Mame registration.

" Confirm E-mail

4 Contact Information
" Streot
PO Box
* cay
" Seate
" Postal Code

Country

4 Enter User Id and Password
User Login is 3 unique identifier - Once created it CANNOL be Changed

User Login
* Password @
Confum Fasswara
4 Select your and
Enter your chalisnge Questons for pessword resets. You may ute & delvered question, moddy @ deliversd question. or key your own question(s]
" Queston 1 - " Answer 1
Ouestion 2 - " Answer 2

Step 5: Once you have completed the required fields, click the “Register” button in the top-right to complete the
account registration. You will be directed to a User Registration Confirmation screen.

# User Registration

© confirmation

Your Registration tracking Request Number is ) e Ly
You can use this tracking number to check the status of your registration in the Track Request section Click the “Finish

button to complete the

User Login
user registration.

First Name
Last Name
E-mail
After clicking finish you will log in with your newly created credentials and you will need to subscribe to the service(s) by clicking on the Request Access tile then clicking on
Request for Self located on the DE-SSO Account Management page.
Step 6: After clicking the “Finish” button in the top-right on the confirmation page, you will be automatically
navigated to a blank page with a link in the top-left corner of the screen that says, “Operation completed
successfully. Click here to login.” By clicking the link, you’ll automatically be redirected back to the SSO page.

Step 7: Enter your newly created credentials and click the “Sign In” button.
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Step 8: From the “Home” tab, click the “Request Access” square in the middle of the page, then click the
“Request for Self” link that will appear below it.

‘([' Delaware.gov

The Official Website of the First State

Delaware

Home

My Information Request for Seif Track Requests
Manage your profile, Subscribe to services Track the status of your
passwords and challenge pending requests
quesﬂﬁns

Step 9: On the “Request Access” tab, click “Add to Cart” to the left of the GIA service (should be the third
option).

(/‘ Delaware.gov
~%—"" The Official Website of the First State
Delatare

Home RequestAccess x

Back ] Cancel  Next P

Add Access Checkout ..

Bettie Sanders .‘.o

Search and select individual items from the Catalog tab. Sets of pre-bundled items commonly used in your organization can be selected from the Request Profiles tab.

Request Profiles
Search Name Q
Name
Motor Carrier Services System
o _— - _— = Addto Cart A~
vehicle and fuel tax reporfing system. (Intemational Regisiration Plan (IRP) & International Fuel Tax
Agreement (IFTA)
Delaware Pensions: Retiree Seli-Service
it . - ! § . ! = Add to Cart
nitial offering from OPen will be to allow users to create a DE-SS0 account, subscribe to ePensions and permit users to view their Pay
Advice online.
—
GIA
- I Request access 1o the Grant in Aid application + add to cart
GIC WordPress User
Reqguest Access to the State news server, state agency blogs, & municipal websites. + Add to Cart
Libraries WordPress User
Request access to Library websites only. + Add to Cart
DOS WordPress User
Request access to Department of State websites only. + Add to Cart
GIC Elected Official User
= Add to Cart

Request access to the Governor & various Boards/Commissions, Lt Governor, Attormey General, Insurance, Auditor, & Treasurer websites
only.

Step 10: Once GIA service has been added to your cart , click the “Next” button at the top of the screen.
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Step 11: Review the details of your cart to ensure the GIA service has been added. Then click the green

“Submit” button to complete the GIA service subscription process.

17

‘)
i

Delaware

Delaware.gov
The Official Website of the First State

Home = Request Access x

Back O ®

Add Access Checkout

Cart Details

4 Cart ltems

Display Name
+® . Grantin Aid User
0 s

Request Details Grant in Aid User

Application Links w User Guides w Display Settings v Sign Out Bettie Sanders

Cancel Next

Update

Step 12: You will then be automatically directed back to the “Home” tab. On this same page, you will
momentarily see a green notification bar towards the top (pictured below) that the “request for access was

completed successfully.”

& Request for access completed successfully

Home

DE-SSO Account Management

My Information
Manage your profile,
passwords and challenge
questions

Application Portal
Access your systems

Request Access
Subscribe to services

Track Requests

Track the status of your
pending requests
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Step 13: Navigate back to the GIA Login page (https://gia.delaware.gov), and click the green “Login” button. You

may be prompted to review your account information. If everything is current, which it should be since it was
just created, click the “Close” button. If there is information that is not correct, click the “Update Information”
button and that will log you out of the GIA system and redirect you back to the SSO to update your information.
Once you click the “Close” button, you should now be viewing your GIA dashboard. From here, you can start
creating GIA applications. Please refer to the GIA Application Instructions found on the Application Information
page for any additional assistance.

Please note, the green “Get Started” buttons will only be active while applications are currently being accepted
for the particular application type. Information regarding the opening and closing dates for all GIA application
types can be found on the GIA website. Also, after successfully registering your SSO account, you will receive
two emails sent to the email address used to register. The first confirming that your account has been created,
and the second will contain a link asking you to verify your email address.

¥t Grant In Aid

START A NEW APPLICATION | FISCAL YEAR 2021

(m) (®) (B
GRANT IN AID VETERANS SENIOR CENTER
APPLICATION APPLICATION APPLICATION

Previous GIA Applicants:

If you have been instructed by the Office of the Controller General or the Legislative Information Services
Helpdesk to create a new account in anticipation of connecting the new account to a former SSO account that is
now inaccessible, you must complete Step 13. Navigating to the GIA portal is necessary so that the IT
Department will be able to locate your new account.

If you'd like to continue with having your agency’s prior year applications linked to the newly created account,
then please email your new User Id, along with the first and last name, and email address used to create the
new account to GIA Support@Delaware.gov. Please note connecting a new username to a previous username

may take several days and may not be feasible if the deadline for application submissions is approaching.

Prepared By:
Office of the Controller General

Delaware General Assembly

411 Legislative Avenue
Dover, Delaware 19901
(302) 744-4200
GIA Support@Delaware.gov
Last Updated: August 17, 2020
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