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If you have not created a 
Login.gov account, stop here.  
Return to this document after 

you have completed this 
essential task.  

To create a Login.gov account: 
https://login.gov/create-an-account/
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https://login.gov/create-an-account/


To designate roles, select the “hamburger” (menu) icon at the top of the page.

Click here
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After clicking the “hamburger” icon, select “Account” from the sidebar menu.

Click here
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Your entity should appear under “Account Name.”  Select it.

Click here
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Select “Certification” from the sidebar menu.  
If you are the Account Administrator, enter your name in the box provided and select “”Submit.”

Click here

Click here

Enter your name  here
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https://www.vlct.org/faq/what-account-administrator-role-treasurys-portal


After certifying, select “Designation Form” from the sidebar menu.  On this page, you will be able to assign the three 
roles:  Account Administrator, Authorized Representative for Reporting and Point of Contact for Reporting.

** A single role can have multiple people assigned to it and a single person can be assigned to multiple roles. **

Click here

Click “Complete” 
after each entry
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https://www.vlct.org/faq/what-account-administrator-role-treasurys-portal
https://www.vlct.org/faq/what-authorized-representative-reporting-treasurys-portal
https://www.vlct.org/faq/what-point-contact-reporting-treasurys-portal


Once you have completed designating roles*  to all the appropriate people, select “Go Back to the Introduction.”
If you go in and edit yourself, be sure that the “Account Administrator” role also moves over.

Click here

* There is system latency in the portal.  If you do not immediately see new roles showing, refresh your screen and they should appear. 8

https://www.vlct.org/faq/what-account-administrator-role-treasurys-portal
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Problems Designating Roles?

Contact Treasury’s help centers for State and Local Fiscal Recovery Funds 
at SLFRF@treasury.gov or call (844) 529-9527. Additionally, here is a link to 
Treasury's self-help resources.

If you send an email to SLFRF@treasury.gov and want sample language to 

use instead of drafting your own, then click     HERE.

mailto:SLFRF@treasury.gov
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhome.treasury.gov%2Fpolicy-issues%2Fcoronavirus%2Fassistance-for-state-local-and-tribal-governments%2Fstate-and-local-fiscal-recovery-funds%2Fslfrf-self-service-resources&data=05%7C01%7CKbuckley%40vlct.org%7C52e0d9ca0b364b294cc408db3473ab3f%7C8a5600d9deb145a19be67f516c73a062%7C1%7C0%7C638161443626819817%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=IESB%2FmhyJGH3LCkw4gJsP872rU1VfCNBzAccX1j%2FMbA%3D&reserved=0
https://www.vlct.org/sites/default/files/uploads/federal-funding-assistance-program/2023-sample-email_arpa-acct-admin-chg-1-.pdf
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