
Project Director Credential Requirements for Performance Reporting in G5 

 

1. Only the Project Director listed on the Grant Award Notification (GAN) can see and initiate a 
performance report in G5.  
  

2. The Project Director needs to have created a G5 account that matches exactly the name and 
email address listed for them on the GAN. If the name or email address does not match, the 
Project Director will not be able to connect to the performance report. If the Project Director 
has an existing G5 account with a different name or email address on it, they can get the 
account information changed by emailing the G5 Hotline at obssed@servicenowservices.com or 
calling 888-336-8930.  If their G5 account includes the ”Payee” role (they are drawing down 
funds from awards), changing the account information will require the user to fill out a form, 
which they will need to email to the G5 Hotline. 
  

3. The Project Director must also have selected the “Project Director” role in G5 and when 
prompted to enter a UEI, entered the Grantee UEI listed on Box 8 of the GAN.   

 

 
 
Here are the steps:  

  
a. Go to MAIN and hover to select “My Profile”  
b. Scroll to the bottom of the page for the dropdown box next to the words 
“Available Types” (Screenshot 1)  
c. Select “Project Director” and click “Continue”  
d. When prompted “Are you a Project Director/State Director?” answer “Yes” and 
enter the Grantee UEI in the box below (this is the UEI on the GAN) (Screenshot 2)  
e. Click “Continue”  
f. The next page will show all profile details (name, address, answers to secret 
questions, etc.) – scroll to the very bottom until you see the word “Submit” 
(Screenshot 3)  
g. Click “Submit”  

  
* Some Project Directors may have different projects under a different DUNS.  They will need to follow 
the steps under #3 to connect to the DUNS number on the currently due report.  They will need to follow 
the steps again in the future to switch back if they are working on a different report connected to a 
different DUNS.  
  

mailto:obssed@servicenowservices.com


  
  
  

 


