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REQUEST 

to be an agent



Log in to your SGS account



Click “yes” if you’re using a 
dc.gov or k12.dc.gov email

Click “no” if you’re NOT 
using a dc.gov or k12.dc.gov 

email



Enter your email and 
password, then click “Sign in”



Click here



Click here



Click here



Enter the email of the 
principal’s account. This is the 
person/organization you are 
requesting to be an agent of



If the email you entered has an individual 
and organization account, select which 

one is requesting to be the agent

Enter the agent’s email here. This could 
be your individual email or the email for 
your organization’s organization account



Click here to send the request
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ADD AN AGENT
 

when you are the site owner



Log in to your SGS account



Click “yes” if you’re using a 
dc.gov or k12.dc.gov email

Click “no” if you’re NOT 
using a dc.gov or k12.dc.gov 

email



Enter your email and 
password, then click “Sign in”



Click here



Click here



Click here



Enter the your email address here. The 
email must be correct for this request 
to work.



If the email you entered for the principal has 
an individual and organization account, select 

which one you're giving access from

Enter the agent’s email here. This could 
be their individual email or the email for 
their organization’s organization account



Check the boxes to determine your agent's access.
You can give access to all your sites or one specific site.

To give access to more than one site, but not all, create 
a new agent request for each site.



Check this box to give your agent access 
to all your sites.

Example:



Use this drop-down to give your agent access to 
one specific site.

This address must be filled in for the request to 
work.

To give access to more than one site, 
but not all, create a new agent relationship for 
each site.

Example:

You can give access to all projects at the site, or 
one specific project.



Check these boxes if you want to give your 
agent permission to perform SRC actions.



Click here to submit
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ADD AN AGENT

when you are not the site owner



Log in to your SGS account



Click “yes” if you’re using a 
dc.gov or k12.dc.gov email

Click “no” if you’re NOT 
using a dc.gov or k12.dc.gov 

email



Enter your email and 
password, then click “Sign in”



Click here



Click here



Click here



Enter your email address here. The 
email must be correct for this request 
to work.



If the email you entered has an individual and 
organization account, select which one you 

want to give access from to your agent

Enter the agent’s email here. This could 
be an individual email or the email for an 
organization’s organization account, but it 
must be correct for this request to work. 



Check the boxes to determine your agent's access.
You can give access to all your sites or one specific site.

To give access to more than one site, but not all, create 
a new agent relationship for each site.



Use this drop-down to give your agent access to 
one specific site.

This address must be filled in for the request to 
work.

To give access to more than one site, 
but not all, create a new agent request for each 
site.

Example:

You can give access to all projects at the site, or 
one specific project.



Check these boxes if you want to give your 
agent permission to perform SRC actions.



Click here to save
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EDIT

an agent request



Log in to your SGS account



Click “yes” if you’re using a 
dc.gov or k12.dc.gov email

Click “no” if you’re NOT 
using a dc.gov or k12.dc.gov 

email



Enter your email and 
password, then click “Sign in”



Click here



Click here



Click the pencil icon next to the agent 
relationship you want to edit



Click here to save

Make your necessary edits
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CONFIRM

an agent request



Log in to your SGS account



Click “yes” if you’re using a 
dc.gov or k12.dc.gov email

Click “no” if you’re NOT 
using a dc.gov or k12.dc.gov 

email



Enter your email and 
password, then click “Sign in”



Click here



Click here



Click here to confirm

Choose your 
agent's 

permissions.

Note: if you are already an agent for the site 
owner and you are creating a subagent for 
the site, you must give site specific access.



If you see this error message after 
confirming, go back and chose an option 

in the Control Agent's Access section.



If there currently is no one listed as the 
site owner in the SGS, you will see this 

pop-up. If you are the owner, click here. 
This will complete the agent confirmation 
AND list you as the site owner in the SGS.



Table of Contents
Click the section you want to read.



ADD STAFF

to your organization account



Log in to your SGS account



Click “yes” if you’re using a 
dc.gov or k12.dc.gov email

Click “no” if you’re NOT 
using a dc.gov or k12.dc.gov 

email



Enter your email and 
password, then click “Sign in”



Click here



Click here



Click here



Click here



Enter the person's contact information and 
choose the organization account in the 
dropdown.

Then click Save to submit.

You must save each staff person separately.



If this button is grayed out, use the 
Support tab to submit a help ticket.
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INSTRUCTIONS

find more info about using SGS



Find other instructions here
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RESOURCES

find more info and training for SGS



Find more resources here
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GET HELP

where to submit a request



Submit a help ticket here 
or email sgs.help@dc.gov
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