
How to Register a New Organization 
1. If your organization has not registered through the NJDEP SAGE system, please click on 

“New User?” on the home page to fill out the Registration Page.   
Please Note:  Only eligible applicants can register as a user.  Consultants should be 
added as a member of the organization after the organization has been approved.   
 

 
 

2. Once you fill out the Registration Page click on the “SAVE” button to submit.  Within 72 
hours, an email notification will be sent to let you know if you have been accepted into 
the system. 

 

 
 
 
 



 
 

3. Once logged in, you will be on the My Home Page.  Here you will see My Training Materials, 
My Organizations, and My Profile on the banner at the top.  My Training Materials will give you 
access to a manual for an overview of the system.  To change your password or contact 
information, click on “My Profile”.    

 
 

How to Add Members to Your Organization 

1. To update your organization information or add members to your organization, click 
on “My Organizations” on the banner.  This is where you can add your Vendor ID 
number and DUNS Number which is required for the grant application.   
 

 
 



 
 
 
 
2. Once you are on the My Organizations page, you can update any information needed.  
Please remember to click the “SAVE” button once complete.   
 

 
 

3. To view members of the Organization, click on “Organization Members”.   

 



 

4. A list of members will appear, their role,  and how many Active Documents they are 
assigned to.  If a member is no longer with the organization, you can put an end date under 
“Active Dates” to disable their login.  To add new Members, click on “Add Members”. 

 
 

5. At the next page, click on “New Member”.    

 
 
 
 



 
 

6. You will be directed to the Add/Edit Member page.  Please fill out the new member 
information and click “SAVE and Add to Organization” button when complete.   

NOTE:  You must inform the New Member of their default username and 
password.  Once logged in, they will be able to change it under the “My 
Profile” section. 
 

 

7. To link a New Member to an Active Document, you must open the appropriate 
document/application and click on “Add/Edit People” under the Management Tools Section.    

 

 
 



8. Check mark the box next to the person and click the “SAVE” button.  This will enable the 
new person to view/edit the document (depending on their role) and receive email 
notifications pertaining to this document.     

 

 

How to Apply for A Request for Proposal (RfP) 
1. At the My Home page, click on the “View Opportunities” button under View Available 

Opportunities. 
 

 
 
 



 
2. Under the appropriate Opportunity click on “Apply Now”.  This system encompasses all 

grant programs within the NJDEP, so there may be other grants that you may be 
interested in applying to that will be available here. 

 
 

3. Your document is now available.  To fill out the Application Forms, hover over the Forms 
Menu and a list of all the pages will display.  You must fill out each page of the 
application and click the SAVE button on each page.   

 

 
 



4. When you are ready to submit your application, go to “Status Changes” and click the 
“Submit” button under Application Submitted.  Or if you would like to Cancel the 
Application, click the “Submit” button under Cancel Application.   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

How to Retrieve an Application/Document 
1. If a document is with you to perform an action, either to fill out an application or 

modify an application and you have not submitted it yet, the document will be under 
your “My Tasks” list on the My Home page.   

 
 

2. You will click on the Name ie. “WQR-2019-ABC Company-00165” to open the 
document. 
 

 
 
 



 
3. If the document is not available through your My Tasks list, you will go to the “My 

Applications” tab, enter the Application Name, and click on the “Search” button.  A 
list of results will display and you will click on the Name to open the document.   
NOTE:  It is best to leave the Status Field blank and just use the 
Application Name field to search for your document.  Any part of the 
Application Name will search for the document, ie. 0165.  All other fields 
should remain blank.   
 

 
 
 

 


