HTC Global Services, Inc. eGrAMS User Manual

3.5 Register your Agency

All agencies need to enter their agency information in the eGrAMS system. This information needs to be
entered only once. However, your agency information needs to entered in the eGrAMS system before you
can

1. Create your eGrAMS User Login
2. Make a Project Director Request

Select this option to enter your agency information in the eGrAMS system. On selection of the Register
your Agency option, the system will display the following screen.
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Srl | Field Description

1. | Agency Class Enter your agency class or invoke the lookup to select the desired agency
class

2. | Class Description Displayed by the system

Click on ‘OK’ to proceed.
Click on ‘Cancel’ to return to the eGrAMS Home page.
On selection of ‘OK’, the system will display the following screen.
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The screen comprises of three segments
1. General Information
2. Contact Information
3. County Information

If you receive any errors, please refer to the table below for an explanation of the error and the corrective
action that may be needed.

Srl | Error Description Corrective Action
1. | Invalid parameter received for agency The agency class entered is invalid Click OK on the information
class. Please contact your system message and close the
administrator Agency Information window.

Enter a valid agency class or
invoke the lookup to select a
valid agency class

3.5.1 General Information
This section is used to enter the general information of the agency.

Srl | Field Description

1. | Federal Id Enter your agency federal id including ‘-* (eg 22-1234321).

The system validates the federal id and gives you an error if federal number
is already entered. Click on ‘Cancel’ to go back to the eGrAMS home page

2. | Agency Name Enter your agency name
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Srl | Field Description
3. | DUNS Number If your agency has a valid DUNS number, enter the agency DUNS number.
This information may or may not be entered
4. | Organizational Unit This information may or may not be entered
5. | Address Line 1 Enter your agency street address
6. | Address Line 2 Enter Suite or P.O Box Number. This information may or may not be entered
7. | City Enter the city in where your agency is located
8. | State Enter the State your agency is in. You may invoke the lookup the select the
desired state
9. | Zip Enter 5 digit zip code and 4 digit zip code, if available
10. | Web site Enter your agency website URL, if available. This information may or may not
be entered
11. | Agency Type Enter your agency type. You may invoke the lookup the select the desired
agency type

3.5.2 Contact Information

This section of the screen is used to enter the agency primary contact information.

Srl

Field

Description

1.

Contact Person

Enter your agency primary contact person’s name

2. | Email Enter your agency primary contact person’s email address
3. | Phone Enter your agency primary contact person’s phone number
4. | Fax Enter your agency primary contact person’s fax number. This information

may or may not be entered

3.5.3 County Information

This section is used to enter the county(ies) serviced by the agency.

Srl | Field Description
1. | Code Enter the county code. You may invoke the lookup the select the desired
county
2. | County County description displayed by the system
3. | Primary Select the checkbox if the respective county is the primary county for the
agency.
At least once county should be marked as a primary county for an agency

Click on ‘OK’ to save your agency information.
Click on ‘Cancel’ to return to the eGrAMS Home page.

If you receive any errors, please refer to the table below for an explanation of the error and the corrective
action that may be needed.

Srl

Error

Description Corrective Action

1.

Agency code cannot be empty

The federal id is blank Enter a federal id
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Srl | Error Description Corrective Action
2. | Federal Id <fed_id> already exists The entered federal id has already been Click on cancel to return to
registered in the eGrAMS system the eGrAMS home page
3. | Agency description cannot be empty The agency name is blank Enter the agency name
4. | Address Line 1 is blank The street address is blank Enter your agency street
address
5. | Please enter the City City is blank Entry the city in which your
agency is located
6. | Please enter the State State is blank Enter the state your agency
is in. Invoke the lookup the
select the desired state
7. | Please enter Zip Code The 5 digit zip code is blank or is less than Enter a 5 digit zip code
5 digits
8. | Select an agency type The agency type is blank Enter an agency type.
Invoke the lookup to select
the desired agency type
9. | The agency type you entered does not The agency type entered is not valid Enter a valid agency type or
exist invoke the lookup to select
the valid agency type
10.. | Please enter the contact name The contact name is blank Enter the agency primary
contact person’s name
11. | Please enter a complete email address The email you entered is blank or does not | Enter a valid email address
meet the email address standards
validated by the system
12. | Please enter area code Area code of the agency primary contact Enter the area code of the
telephone number is blank contact person telephone
number
13. | Phone suffix is empty The nxx of the phone number is blank Enter the npa code
14. | Phone prefix is empty The serial number of the phone number is Enter the phone serial
blank number
15. | The county entered does not exist The county code entered is invalid Enter a valid county code on
invoke the lookup to select a
valid county code
16. | You must select one county as your Checkbox under Primary has not been Mark one county as the

primary county

selected

primary county
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