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Hello. In this video, you will learn the basics of sponsoring and registering non-federal users on MAX.gov, the platform hosting the Online Unified Reporting Tool (URT). As context, we will begin with an overview of the online URT group structure.
Online URT Group Structure 
Approximately 120 jurisdictions complete the URT annually, and each has several individuals who directly interact with the URT. FEMA and its partners will oversee individual users through a series of groups that help manage communications and page permissions. 
Each jurisdiction completing the URT—including states, territories, tribes, and urban areas—will have access to three jurisdiction-level groups: 
(1) Point of Contact (POC): The individuals managing and responsible for submitting the URT 
(2) Reviewer: Any individual who will review the jurisdiction’s URT and associated data analysis 
(3) Contributor: Any individual who will contribute to the jurisdiction’s URT
Jurisdictions will put each individual user into one or more of these groups. Jurisdictions can decide on their own how to use these groups for their URT data collection, completion, and submission process. 
To ensure each jurisdiction controls its own process, FEMA is empowering jurisdictions to manage their own groups. The FEMA regional personnel will oversee and manage one POC for each jurisdiction and that POC will oversee and manage all other contributors and reviewers for their jurisdiction. 
Each jurisdiction will receive the following allotment of MAX.gov users: 
· States and territories: 11 each 
· Tribes: 7 each
· Urban areas: 7 each 
Your jurisdiction can allocate these users however you see fit. You can also use fewer users if that suits your process. 
FEMA may adjust the number of users in future years based on feedback from all jurisdictions.
Sponsoring Users for MAX.gov 
To access the online URT, a user must first register for an account on MAX.gov. Users within the Federal Government that have a .gov or .mil address can register by clicking the “Register Now” button on the MAX.gov home page. However, since most URT users are not Federal Government employees, they will require special sponsorship to register for their accounts on MAX.gov.
FEMA regional personnel and jurisdiction points of contact (POCs) will provide this sponsorship to non-federal URT users.
FEMA regional personnel will sponsor jurisdiction POCs and grant them the capability to sponsor other non-federal users.
Jurisdiction POCs will sponsor their jurisdiction reviewers and contributors but will not need to grant the capability to sponsor other non-federal users.
How to Sponsor a Non-Federal User on MAX.gov
Step 1: Navigate to the “Sponsor a Non-Federal User” page.  
To begin sponsoring users on MAX.gov, first log in to MAX.gov.
Once you are on the MAX.gov homepage, navigate to the “Sponsor a Non-Federal User” link under the “MAX Account Administration” header on the right side of the page.

Step 2: Fill Out Sponsorship Form
On the “Sponsor a Non-Federal User” page, fill out the form with information about the user you need to sponsor for an account. Enter the user’s first name, last name, and email address in the appropriate fields. Additionally you may add comments to the sponsored user and provide a reason for sponsoring.
Step 3: Grant Sponsoring Capability
Note: This step should only be performed by FEMA regional personnel
Beneath the sponsorship form, you can check a box to indicate whether you want to “Grant this user capability of sponsoring other non-federal users.” Checking this box will give the user you are sponsoring the capability to sponsor other non-federal users. FEMA regional personnel should check this box when sponsoring jurisdiction POCs so that they can sponsor jurisdiction reviewers and contributors for MAX.gov accounts.
Jurisdiction POCs should not check this box as jurisdiction reviewers and contributors will not need to sponsor other users for MAX.gov accounts. The jurisdiction POC will be solely responsible for sponsoring the reviewers and contributors that need to access the online URT.
Step 4: Provide Access to Groups
When sponsoring a user, you must also select the groups that user will need access to by clicking on the checkboxes next to the relevant group names in the list under the section titled “Please check the community groups the sponsored user will have access to.”
FEMA regional personnel should provide each jurisdiction POC they sponsor with access to their jurisdiction’s POC, reviewer, and contributor groups. Additionally, FEMA regional personnel should provide the POCs with access to the appropriate master groups based on their jurisdiction type. The three jurisdiction types are states and territories, tribes, and urban areas.
For example, when sponsoring the user who will be Oregon’s POC, the regional personnel should click on the check boxes to the left of “Oregon POC,” “Oregon Contributor,” “Oregon Reviewer,” and “Master Group – States and Territories.”
Additionally, the regional personnel should click on the “Make Administrator” check boxes for these groups. This will give the POC the power to add and remove users from their jurisdiction’s groups. See videos 2 and 3 on adding, deleting, and changing the administrative status of group members for more details.
Jurisdiction POCs should provide each reviewer or contributor they sponsor with access to their jurisdiction’s reviewer and/or contributor group and the relevant master group. For example, Oregon’s POC should click on the checkboxes to the left of “Oregon Contributor” and “Master Group – States and Territories” when sponsoring a user who will serve as a contributor. Reviewers and contributors should not be made administrators of these groups.
Step 5: Accept the Sponsor Agreement
After you select the groups that you need to place your user into, scroll down and review the sponsor agreement. The essential part of this agreement is that you must notify the MAX.gov support team at maxsupport@omb.eop.gov when a user that you have sponsored is no longer conducting government business. For the online URT, this is when a user is no longer participating in your jurisdiction’s URT completion process.
Click the check box next to “I accept” to accept the agreement and then click the blue “Sponsor User” button to complete the sponsorship process.
Step 6:  Review and Submit Sponsored User Information
After clicking the “Sponsor User” button, a confirmation page will appear. Please review the provided information to ensure it is correct. If incorrect, press the “Change” button to return to the previous page where you can make any necessary edits. If correct, press the “Submit” button. This will bring you to a page confirming that your request to sponsor a user has been submitted.
At this point, the sponsored user should receive an email from MAX.gov with steps on how to complete the registration process. Once those steps are complete, the user should be able to log in to their MAX.gov account and access the online URT.
How to Manage Sponsored Users
You can check the status of your sponsored users by navigating to the MAX.gov home page and clicking on the “Sponsored Users” link under the “MAX Account Administration” header on the right side of the page.
On the “Manage Sponsored Users” page, you will find a list of your sponsored users. You will also find a list of pending sponsored users that have not accepted the user agreement to complete their registration for MAX.gov. 
When a user is no longer participating in the completion of your jurisdiction’s online URT, use this page to request a deactivation of that user’s account. Find the user’s name in the “Sponsored Users” list and click on the “Request Deactivation” link in the “Actions” column. Also, contact the MAX.gov support team at maxsupport@omb.eop.gov to let them know that the sponsored user should no longer have access to MAX.gov.
You can also use this page to disapprove a pending user’s invitation to register for MAX.gov. To disapprove a pending sponsored user, find their name in the “Pending Sponsored Users Waiting Acceptance of User Agreement” list and click on the “Disapprove” link in the “Actions” column.
If a pending sponsored user did not receive an email with details on how to register for MAX.gov, find their name in the “Pending Sponsored Users” list and click on the “Resend Email” link in the “Actions” column.
This concludes this video. If you have further questions on sponsoring and registering users on MAX.gov, contact the MAX.gov support team by email at maxsupport@omb.eop.gov or by phone at (202) 395-6860.



