
 

   

How to add a second organization 
administrator within the Education 

Grants Management System (EGMS) 
 

1. As an organization administrator, begin on the Home tab and click “Organization Profile” 
from the left navigation panel. 

 

2. Scroll down to the All Contacts table and click the “Status” heading to sort the contacts. 
Only active users can be made into administrators. 

 



  

 
3. Click the blue paper icon next to the name of the person you’d like to make an 

administrator.  
 

 

4. Click the checkbox in the “Is Administrator” column.  

 

5. Click “Save.” 
 

6. The table will update and there will be a checkmark in the “Is Administrator” column next 
to their name.  
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