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1.  New Organization Registration 
 

1.1. Register your external organization in the EGMS. 
 

Applicable For Authorized Agent for the Organization 
Prerequisites None 

 

 

 

 

1. On the Login page, click the Register button.  

 

 

 

 

 

 

 

 

 

 

 

Note: Throughout this registration process, you will see some fields marked with a red asterisk (*). 

This means that the field is required in order to save the page and move onto the next step. 

Note: Before beginning the registration process, make sure that you have the following information 

for your organization: 

• Employer Identification Number (EIN) 

• Unique Entity Identifier (UEI) Number 

• Statewide Vendor ID 



2. Expand the Organization section and click the Begin Registration button.  

a. Note that there are instructions in the section that contain information and links about 

the information that you will need to successfully register your organization in the 

EGMS. 

 

 

3. There are two Legal Disclaimers that must be agreed upon to proceed with the rest of the 

registration. Click the Agree button for both the Non-Disclosure Agreement and the Conflict of 

Interest. 

a. Note that if you click Disagree, you will be taken back to the Login page. 

 

 

 

 



4. Enter the information requested in each field on the page. Then click the Save and Continue 

button. 

 

 

5. Complete the fields on the page. Then click the Save button. 

a. Note that fields marked with a red asterisk (*) are required.  

 

 

 

 

 

 

 

 

 

 



6. Complete the Administrator Information fields on the page. Then click the Save button. 

 

 

7. Complete the CAPTCHA. Then click the Submit button. 

a. Note that you may need to complete a challenge-response authentication. This typically 

involves a picture puzzle.  

b. Once you click the Submit button, the registration will be fully submitted to OSPI for 

approval. You will then see a Confirmation page with a registration number to indicate 

that your registration has been submitted successfully. 

 

 

  



1.2. Set your password and log into the EGMS for the first time. 
 

Applicable For Authorized Agent for the Organization 

Prerequisites OSPI has approved your organization registration 

 

1. Access your email inbox and search for an email from Recipient Portal with the subject 

Welcome to Recipient Portal. In this email, there is a link to click that will allow you to set your 

password. Click that here link. 

 

 

 

 

 

 

 

 



2. On the Change Your Password page, enter the password that you wish to use to access the 

EGMS into both password fields and click the Change Password button. 

a. This will set your password and you will be logged into the EGMS. Your username is also 

displayed in bold in the page instructions.  
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