After Successful Registration on behalf of – Business 
Note: After successfully registering on behalf of the business, it is mandatory to get associated with the working account. This would be a one-time process and follow the steps below to get associated.
· Go to https://kansascommerce.my.site.com/Grants/s/ and log in using your Username and password.
When you scroll down you will see Program Forms, under that you will have two options:
1. Add Account Relationship:
· If you signed in on behalf of a business, then you must fill out the Add Account Relationship Form.
[image: ]
· After clicking on Add Account Relationship, if you have any pending requests, please try to fill out the form, and submit it under Continue Account Relationship. Otherwise, click on Add Account Relationship to create a new one.
[image: ]
· If you go to Add Account Relationship, then the page looks like as shown below with the Create Account Relationship button.
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Description automatically generated]
· After going to the Create Account relationship, you must fill in the required information like Account Name, Account Type (County, Foundation, City, or Business), and Commerce Program (the program you want to apply).
· Click Next.
[image: Graphical user interface, text, application, email

Description automatically generated]
-To continue the request on behalf of a Business, Foundation, City, or County, click on Continue Account Relationship Request as shown below.
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Description automatically generated]
· After clicking on Continue Account Relationship Request, please fill out all the details and click on Search for Account on the next page click drop-down Select Account and see if the account on which you are applying appears in it, 
· If shown in drop-down select the account and click Continue, else click Continue.
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Description automatically generated]
On the next screen please fill all the details to add or create your business record in our system. Once all the details are entered, please click on the “Submit Section & Create Account” Button. 
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Description automatically generated]
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Description automatically generated]
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If your request is approved, you will receive an email then you can come back to the portal and apply for the program.
· If you are already done with submitting all the information which are required, then you can click Submit Request.

2. Update Contact Information:
· After filling out all the information, you feel something to change or update about your contact information. It refers to the Personal Contact information or Business Contact Information. Click Update Contact Information to change the details.
· Fill in all the required details which you must change then click on Submit Update.
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Description automatically generated]
Note: 
1. Want to access the personal information, must has to login with your personal E-mail not your Work or School E-mail.
2. If you changed companies, must register for the new company.
3. If you change your E-mail address, must click the verification email to confirm the change.

For any technical support questions/errors/issues, please include a description of your activity and any error messages received to kdc_salesforce.admin@ks.gov.
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To start the request to apply on behalf of a Business, Foundation, City, or County, click button below.
If you've already started a request or want to know the status of previous request, return to the previous screen, and click continue.

Note: If your request is approved, you will also receive a confirmation email and you will be able to apply on behalf of the Business
Foundation, City, or County.

Create Account Relationship

For technical support questions/issues/errors, please include a description of your activity and any error messages received to
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This should be the legal name of the Business or Foundation.

If city or county, please use format like below.
Ex: Topeka, City of
Ex: Shawnee County

Please make sure your contact information is updated here.

< Account Name @ “hccount Type

‘ ‘ ‘ ~None--

*Commerce Pogram @

[vore-
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This should be the legal name of the Business or Founda

If city or county, please use format like below.
Ex: Topeka, City of
Ex: Shawnee County

Please make sure your contact information is updated

*Account Name @ * Account Type

Test Salesforce Business

*Your Main Role with Account? @ *Commerce Program @

Business User Community Development Block Grants (CDBG)

* Start Date with Account? @

Mar 1, 2024 e

If you search and don't find account with above information. Fill in below details and we will see if this Account above is in the system

Search witn FEIN @ Search witn UEI @

Search for Account
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Based on Information you provided. Please select an Account.

Note: You can return to previous screen and adjust location information if you have more than one business or foundation
location. There should be only one City or County Account.

Select Account

~None-~

Continue
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You've searched and not found an Account.

Please fill out below for your request to be related to this . We will look into
Account using information you provide as well as other means.

Reminder: Update Your Contact Information before you submit this section

Account Name @ Account Type.

Test Salesforce Business

Your Main Role with Account? Commerce Progiam @

Business User Community Development Block Grants (CDBG)

‘Start Date with Account?
Mar 1, 2024

Additional Information? @

This section below must be someone that works at the Account to help verify your information.

“ Your Account Reference Information

Other Contact Reference Email Other Contact Reference Phone

Not your email, another contact emilfor reference Not your phone, another contact phone for reference
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* Account Email * Account Phone

Not your email, emailfor account Not your phone number, phone number for account

Account Fax

Not your fax number, fax number for account

v Billing and Shipping Address

Billing Address and Shipping Address are the Same Address

Address Q. Search for Address.

. Search for Address
Street

Street

State/Province

State/Province

Postal Code
Postal Code

County

County

Kansas County?

~None-~

‘You will receive a confirmation email upon final submission and email if approved, denied, or if we need additional information.

Confirm all details are correct before you create account. You will not be able to update the created account again.

‘Submit Section & CREATE ACCOUNT
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My Applications

Update your personal contact information

Use your personal information below if you are applying for yourself or Consultant applying for someone else for individual benefit.
Note: Not your school or work email, an email you will have access to regardless of personnel changes.

OR

Update your business contact information
Note: If you changed companies, you must register for the new company.

Use your Business / Foundation / County / City information below if you are applying for Business / Foundation / County / City. Your email should be related to the
Business / Foundation / County / City you will be applying for and receiving benefit for. Consultants applying for someone else (you must be logged in as individual) .

Note: If you change your email, you must click the verification email to confirm the change.

For technical support questions/issues/errors, please include a description of your activity and any error messages received to kdc_salesforce.admin@ks.gov.
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1fyou are notrelated t an account,use the "Add Account Relationship” button below ifyou ae registered fo do so.
“This wilallow you o apply on behalfof  Business, Foundation, City or County once approved.

Vou can s mavigte t your appiacion by cliking ths Frogrom s balo, Select “crasts new” or “cancinus an gl caton”
Pen oromptad. You can s submit any eporing £t s s (<., ROZ POF, Resouions, Atsstations, or Yearly
Reporing).
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