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Hello. In this video, you will learn the basics of the Online Unified Reporting Tool (URT) group structure. In addition, you will learn how to add users to groups on MAX.gov, the online platform hosting the URT.

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 each 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 the 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.

How to Add Users to Groups

Step 1: Navigating to the “Group Management” page.

To begin adding users to the groups on MAX.gov, first log in to MAX.gov.

Once you are on the MAX.gov homepage, navigate to the “Add Users to Group” link
under the “Group Management” header on the right side of the page.

Step 2: Enter Users’ Email Addresses. Note that users must already have a MAX.gov account to be added to a group.

From there, move to the “Add Users to Selected Groups” page. If you have the users’ email addresses, the easiest way to add them to a group is by typing or copy/pasting users’ email addresses in the “Email Addresses” box. Be sure to separate addresses with a semi-colon or comma.

If you do not have an email address for one or more of the users, look it up using the “Search Existing Users” box. Enter either the first or last name, email address, or if applicable, department/agency of the user. Once you’ve entered the information, press the search button. A separate page will list your search result. If the search displays the user you wish to add, press the “Select” button. Repeat this step until the email addresses of all of the users you wish to add are populated in the “Email Addresses” box. Return to the previous page by pressing the, “Return to Adding Users” button.

If you cannot locate the email address you are looking for, please refer to the Video on signing up for MAX.gov for details on how to resolve the problem.

Step 3: Adding Users to Groups

At the bottom of the page you will see a list of all the groups for which you are an administrator. Select the checkbox next to the group or groups you want to grant users access to. After you've selected the group or groups, click the “Next” button at the bottom of the page. If you need to cancel the process, do so by selecting the ‘Cancel’ button at the bottom of the page.

Step 4: Confirmation

Next, you will arrive at the confirmation page listing users added to the group or groups, along with the email addresses of those users. 

All new users should already have a MAX account, and thus be listed under the heading “Current MAX Users to be Given Access to Above Groups/All Selected Groups”. Check to make sure this list of users is correct. If so, you may choose to make these users administrators of your group by selecting the “Admin?” checkbox on the right of the page. You may also select the “Do Not Notify Users” checkbox if you do not want the added users to be notified of their addition to the group, and enter an optional comment to send to the added users in the text box at the bottom of the page. When you are ready to complete the process of adding the selected users, click the “Proceed with Adding Users” button at the bottom of the page.

If an entered email address is incorrect or not registered with MAX.gov, you will see a “will not be processed” message along with the relevant email address. If the message says that the address is invalid, please review to ensure that the email address is correct. Use the ‘Back’ button to return to the previous page where you can make corrections. If the message is about “non-federal emails” or “unknown .Gov or .Mil email domains,” then that user has not signed up for MAX.gov. Please refer to the video on signing up for MAX.gov to resolve this issue. If any of the messages continue to appear, please contact the MAX Community Support Team.

Existing MAX users will now have access to the selected groups. At this point, the process of adding users to groups is now complete.

This concludes this video. If you have further questions on how to add users to groups on MAX.gov, contact the MAX.gov support team by email at maxsupport@omb.eop.gov or by phone at (202) 395-6860.
