
1

Uploading Completed Contract Documentation
to GateKeeper
This process provides a clear, step-by-step guide for agencies to successfully upload
their completed documentation to GateKeeper.

1 You will receive an email invitation to join Gatekeeper. The email will be sent from

no-reply@gatekeeper.com with the subject line: "Invitation to join Gatekeeper."

Please check your inbox for this message. If you don’t see the email, please check
your junk or spam folder, as it may have been filtered there. Once you find the
email, please click on the "Activate Account" link provided within the email to
proceed with setting up your account.

mailto:no-reply@gatekeeper.com
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2 Click "Review and Submit"

After selecting "Review and Submit," you will be redirected to your GateKeeper
account. If you encounter a login screen, please enter your credentials to access
your account.
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3 Enter Your Username

4 Enter Your "Password"
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5 Click "LOGIN"

6 On the main page in GateKeeper, click the "Update Submission" button.
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7 To upload your completed template, click on the "Download Scope of Work" link
located under the "Scope of Work Template" section

8 To upload your completed "Agency Scope of Work" document, navigate to the
"Agency Scope of Work Upload" section. Click the "Choose File" button located
within this section.



6

9 Select the file corresponding to the Agency Scope of Work

10 Click "Open"
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11 To upload your completed "Agency Budget" document, navigate to the "Agency
Budget Upload" section. Click the "Choose File" button located within this section.

12 Select the file corresponding to the Agency Budget
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13 Click "Open"

14 To upload your completed "Agency Uploading Loading Plans / Exploding Plans"
document, navigate to the "Agency Budget Upload" section. Click the "Choose
File" button located within this section.
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15 Select the file corresponding to the Agency Uploading Loading Plans / Exploding
Plans

16 Click "Open"
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17 To upload your W9 document, navigate to the "W9 & Certificate of Insurance "
section. Click the "Choose File" button located within this section.

18 Select the file corresponding to W9
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19 Click "Open"

20 To upload your recent "Certificate of Insurance " document, navigate to the
"Certification of Insurance " section. Click the "Choose File" button located within
this section.
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21 Select the file corresponding to Certificate of Insurance

22 Click "Open"
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23 Select the contract expiration date from the "Expiry Date" section.

24 If the information is available, add the DOL Award Number, State Grant Number,
C.F.D.A. Number, and select the most recent fiscal year.
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25 Click "Submit"


