
 
 
 

 
 

 
 

 
 
 
 
 
 
 

 
 
 

For over 30 years, The Montgomery County Holiday Giving Coalition has provided Thanksgiving and December 
holiday assistance to low‐income households. A network of social workers, school counselors, and other human 

service professionals refer families and individuals in need of holiday assistance using our online referral platform. 
Local non‐profit agencies, faith‐based organizations, service organizations and government agencies come 

together each year to form the Holiday Giving Project (HGP) Coalition. Member agencies of the HGP Coalition work 
collaboratively and independently as neighborhood coordinators (ZCC), splitting the county into small areas for 

distribution of assistance. 
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Enclosed in this packet you will find detailed, step by step instructions for how to request access to 
the Holiday Giving Project (HGP) online referral platform and how to enter referrals for families in 
need. We are excited to partner with you to provide assistance to Montgomery County families in 
need.  

To provide as much assistance as possible to the users of the system, we have created this step by 
step instruction manual. Contained in this packet should be the answers to most of your questions, 
but if for some reason you are unable to find an answer, please don’t hesitate to contact the HGP 
coordinators at:      

HolidayGivingProject@montgomerycountymd.gov 
 
Please note, that all users will need to request access and be given a set of log‐in credentials to access 
the online referral platform. If you were registered for an account last year, your account is still active. 
Your username is your email address and your password remains the same from last year. If you do not 
remember your password, you can request it by clicking “forgot password” on the online platform’s 
sign-in screen. If you are unable to remember your log-in credentials and have not moved to a new 
organization, please send an email to HolidayGivingProject@montgomerycountymd.gov and you will 
receive your credentials via email within 3 business days. 
 
If you were registered for an account last year and have moved to a new organization, you will need to 
re-register through the platform as if you are a new user. If you have moved to a new organization, 
please do not use your prior year credentials. 
 
Every new user will need to request access through the online platform. This is an easy process: simply 
click on the “Applying for User Account Registration” link, complete the necessary information, and 
submit. We will create your account and log-in credentials and send you an email to confirm your 
access. This process may take up to three business days, so please do not wait until the last minute to 
request access to the system. Note that every person who makes referrals must have a unique set of 
log-in credentials; you must not share your log-in credentials with anyone.  
 
Included throughout this document are many screenshots to provide a visual guide; tips to make 
tasks easier; and important points to remember. Your screen may look slightly different than the 
screenshots based on your browser. 

• Tips will be marked like this  

• Important points to remember will be marked like this  

 
On behalf of the Holiday Giving Project Coalition, welcome and we look forward to working with you! 

mailto:HolidayGivingProject@montgomerycountymd.gov.
https://gcc01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.bit.ly%2Fmc-hgp&data=02%7C01%7CHaja.Cande%40montgomerycountymd.gov%7C5b11b05528be4d8b493c08d73c4dda08%7C6e01b1f9b1e54073ac97778069a0ad64%7C0%7C0%7C637044177369366126&sdata=idFFmv9koSXPYV4flkL7lCa8RjEKbJ1PBtUgorFsS%2FQ%3D&reserved=0
mailto:HolidayGivingProject@montgomerycountymd.gov
https://gcc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww2.montgomerycountymd.gov%2FHHSHDGiving%2FWeb%2Fviews%2Fsecurity%2Fregisteruseranyone.aspx&data=02%7C01%7CHaja.Cande%40montgomerycountymd.gov%7C5b11b05528be4d8b493c08d73c4dda08%7C6e01b1f9b1e54073ac97778069a0ad64%7C0%7C0%7C637044177369366126&sdata=xR0l%2BZIRVbKhcBzoLbKhJtXNFjfLPqtM18gHQx7qyC0%3D&reserved=0
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Step 1. Open an internet browser 
 

Step 2.  You can access the online referral platform at:  
 

bit.ly/mc-hgp 
 

If you are viewing an electronic version of this instruction manual you 
can press control and left click on the address to automatically open a 
browser window. 

 

Step 3. Every new user will need to request access through the online platform. This is an easy 
process: simply click on the “Applying for User Account Registration” link, complete the 
necessary information, and submit. You must register with your professional organization’s e-
mail address and not your personal account. We will create your account and log-in credentials 
and send you an email to confirm your access.  

 
 
 

 

 

Please note that one of the requested items is a backup contact name, phone and email. This is a 
person who will be able to answer questions about referrals you make in the event that you are out of 
the office. This person would only be contacted in cases when you, as the referring party, are away for 
an extended period of time (e.g. vacation, medical leave) and additional information is needed in order 
to get the requested assistance to the families (for example, the phone numbers listed do not work). 
This is a new requirement, as in the past we have not been able to serve many families due to 
incorrect information and/or an inability to reach the referring party. 

 
Please note that this may take up to 3 business days, so don’t wait until 

the last minute to request access. 

 
Do NOT give your User ID and password to anyone else. Each user must 

agree to the privacy agreement to use this database. If you disregard this rule 
your access to the database may be restricted. 

https://gcc01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fbit.ly%2Fmc-hgp&data=02%7C01%7CHaja.Cande%40montgomerycountymd.gov%7C5b11b05528be4d8b493c08d73c4dda08%7C6e01b1f9b1e54073ac97778069a0ad64%7C0%7C0%7C637044177369376127&sdata=QJCnfaJeNiglz1Yin4PlMUz6fXYg413MHUBPu6qzQjw%3D&reserved=0
https://gcc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww2.montgomerycountymd.gov%2FHHSHDGiving%2FWeb%2Fviews%2Fsecurity%2Fregisteruseranyone.aspx&data=02%7C01%7CHaja.Cande%40montgomerycountymd.gov%7C5b11b05528be4d8b493c08d73c4dda08%7C6e01b1f9b1e54073ac97778069a0ad64%7C0%7C0%7C637044177369366126&sdata=xR0l%2BZIRVbKhcBzoLbKhJtXNFjfLPqtM18gHQx7qyC0%3D&reserved=0
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Step 1. Once you receive your log‐in credentials you will need to log‐in, read the confidentiality 
agreement and project guidelines, and affirm your agreement by clicking on the “yes” button prior 
to gaining full access. 

 
 

After clicking the “yes” button you will be taken to the Welcome screen showing your name and the 
role to which you have been assigned. Most users will only have one role available and this will 
automatically populate into the box at the top labeled “My login agency, location, role is”. 

 

Click “continue” to proceed. 

 

Step 2. You will now be taken to the main menu screen and will see several pull‐down menus at the 
top of your screen in a blue bar. You will also notice your information is listed above the blue bar, 
including your name, the role you have been assigned, your agency, and the agency location. 

 
 
 

Home Clicking on this will always return you to this first page. 
Registrant Clicking on this allows you to: “Add new registrant”, view “my Registrant List”, 

and “Compare Registrants.” 
Contact Clicking on this takes you to the e-mail address of the HGP Coordinators. 
Logout Clicking on this will immediately log you out of the system. 
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Add New Registrant 

 
Step 1. Hover your cursor over Registrant, scroll down and left click on the “Add New Registrant” 
option. 

 

Step 2. You will now see a window with multiple tabs across the top. Each of these tabs allows 
you to enter specific information about the family being referred. We will explore each tab below. 
 

 
Step 3. The Registrant tab should be the first one that is available. 

 
 

 

Do not refer any families without their permission! You must 
have consent from each family you have referred. 
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Step 4. Enter the information for the family being referred. This includes the following (Items on 
the form with a * are required fields): 

• Adult Last Name 
• Adult First Name 
• Middle Initial 

• Adult Email (this is used to send confirmation e-mail to family)  
• Primary Phone number for the Named Adult 

o Type of Phone (cell, home, work, other) 
• Alternate Phone number for the Named Adult (if none, leave blank) 

o Type of Phone (cell, home, work, other) (if no alternate number was entered, 
leave blank) 

• Other Phone number for the Named Adult (if none, leave blank) 
o Type of Phone (cell, home, work, other) (if no other number was entered, leave blank) 

• Primary Language for the Named Adult 
• Language Comment (If you chose Other as Primary Language, please note the primary 

language here) 
• English Ability: 

o Ability to Read English 
o Ability to Speak English 

• Last Names of Other Adults Living in the Family Household 

• Co‐Housing with Another Family 

 

• Number of Adults Living in the Family Household 

 
check this box if the family shares their address with another family ‐ even 

if they are related, as would be the case of two sisters living together to share 
expenses. We use this information only to help us resolve duplicate referrals for 
the same address. 

 
The referrals are made under the name of the responsible adult in the 

household. This is the person to whom correspondence about gift pick‐up will 
be addressed. This needs to be the person most likely to do the pick‐up as 
they will need to show identification at the time of pick‐up. 

 
This includes anyone age 18 or older who is part of the family unit. Do 

NOT include adults in a second family who may be sharing the living space or 
unrelated other adults in the home. The second family may also be eligible for a 
referral, but do not intermingle the families in one referral. 

 
Include anyone age 18 or older who is part of the family unit. Do NOT 

include adults in a second family who may be sharing the living space or 
unrelated other adults in the home. 
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Families must reside in Montgomery County to participate in the Holiday 
Giving Project. Please do not refer individuals/families residing in a shelter or 
foster care, as both of these services have their own sources of holiday support. 
If a client is living in a hotel, please contact the Holiday Giving Project 
Coordinator for instructions. 

• Number in Family Total 
 

 
• Dietary Needs 

 
 
Step 5. Once you have entered all of the Registrant information, left click on the Address tab. 
 

 
 
Step 6. Enter the complete address information for the family being referred. This includes 
the following: 

• Street Number 
• Street Direction N, S, E, W – if applicable, if none, leave blank) 
• Street Name 
• Street Type (This is a pre‐populated list that should include all street type sin the County) 
• Apartment or Unit Number (if applicable – if none, leave blank) 
• Zip Code 

 

Step 7. Click the “Validate” button. The address verification system will verify the address entered 
and if there are any problems will provide a pop‐up box to indicate the error. 

 
 

 
 
 
 
 
 
 

 
It is important that families understand that in many cases the HGP is 

unable to modify the food packages being distributed, however, we ask for 
dietary needs for those instances where a change may be available. 

 
The City will auto‐populate when you have completed the address validation. 

 
This will auto‐populate based on the number of adults you enter and the 

number of children included in the referral 
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Step 8. Once you have entered all of the Registrant Address information, left click on the Children tab. 
 

Step 9. Left click on the “Add Child” button and you will see a pop‐up window. 

 

 

 
Step 10. Add the information for each child individually. Required information includes the Child’s last 
name, first name, age, and gender.  

Step 11. Click the “Add” button after filling in all of the information about each child to ensure that 
they get entered into the referral. 

 

 
  

 
Registrant must have custody of, or be parenting, all children referred. Do 

not include extended family members (e.g., nieces, nephews, grandchildren) 
or roommate’s children on this referral. 

 
The system will auto‐populate the adult last name for each child, if the children 

have different last names simply click in the last name box and make the change. 

 
Repeat steps 9 – 11 for all children age 17 or younger in the family. 
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Step 12. Once you have entered all of the Child information, left click on the Holidays tab. 
 

 

Step 13. Select the Holiday(s) you are referring the family for – Thanksgiving and/or December 
assistance—by checking the small box to the left of the event 

Step 14. Use the other needs tab to select options as appropriate based on the consent of the family. 
Note that selecting a service is not a guarantee of service, but efforts will be made to identify these 
resources and communicate them to the family when possible. 

 
 

Step 15. Select the Comments/Notes tab and enter any additional notes about the family that are 
important for the agencies providing the donations to know in the appropriate comment box. Please 
be brief and only include necessary details. Use the “Thanksgiving” and “December” comments for 
details specific to each of those distribution periods. Use the “family notes” field for information that 
is relevant to both distribution periods and/or any other relevant information that will help the HGP to 
better serve the family (e.g., client cannot read, please call instead of sending a letter). 
 
Step 16. After entering all information for the family being referred, review for accuracy and press 
the “Submit” button to enter the family in the online referral platform. You will see a confirmation 
message. 
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From the confirmation page, you will be able to e-mail a confirmation page for each holiday at any 
time after it has successfully saved into the online referral platform—provided that you have 
entered an email address for the registrant. If you referred the family for both holiday events 
(Thanksgiving and December), you will need to click the “Click Here for December” button at the 
bottom of the confirmation page to see the confirmation for the second referral confirmation. To 
return to the first confirmation, use your browser’s back button. 

 
 
 
 

 
From this page: 

E-Mail the Registrant Confirmation by clicking the 
“Send Email Confirmation”  button (you will need to 
do this for each event) 

Add another family referral by clicking the Add Registrant button 
Return to the list of referrals you have made by clicking Done 
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The referred family will receive an e-mail confirmation as follows:  
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Step 1. Hover your cursor over Registrant, scroll down and left click on the “My Registrant List” option. 
 

This will give you a list of every referral you have successfully entered into the HGP online referral 
platform. 

 
From this screen you can: 

1. See the First and Last Name of the Responsible Adult in the Family 
2. See the Family Address 
3. See the status of each referral (Active/Inactive) 
4. Click on the Pencil Icon to edit the referral 
5. Click on the Printer Icon to print the registrant confirmation 
6. If your referral has been deactivated, you can see the reason why on the “Deactivate Reason” 

tab. This will likely happen if there is a duplicate referral for your family from another agency. 
7. See the number of families you have referred 

 

 
 

Clicking on this will immediately log you out of the system and return you to the login screen. 

Edit a Referral 
 

 
Step 1. From any of the above identified starting points, click the Pencil Icon in the left column. The 
sample below is starting from the “My Registrant List.” 

 

 
You are able to edit the information in referrals you have entered. 

You can begin the edit process from any of these starting points: 
My Registrant List 
Compare Registrants 
Search Registrant 
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Step 2. If you need to make changes to the Registrant tab, Address tab, or Comments tab, simply 
click on that tab (as you did when first entering the referral), enter the new information and click 
the “Update” button. You will see a confirmation message that the record successfully saved. 
 

 
 
Step 3. If you need to make changes to the Children tab, click on that tab (as you did when first 
entering the referral). 

• If the change is for a child previously included, click on the pencil to the left of the child’s 
last name, make the changes and click the “Save” button, then click the “Update” 
button. 
  

 

 
 
  

 
From whichever starting point you have chosen (“My 

Registrant List,” “Compare Registrants,” or “Search Registrant”) 
the process for making edits will be the same. 
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• If you need to inactivate a child previously included, click on the pencil to the left of the 
child’s last name. Then: 

1. Change the Status 
2. Indicate the reason the child is being inactivated from the pull down 

menu And 
3.  Click the “Save” 

button Then 
4. Click the “Update” button 

 

 

• If need to add a child not previously included, click on the “Add Child” button, enter the 
child’s information as instructed above. Remember to click the “Update” button to save 
your changes. 

 

 
  

 

 
If you do not click the “Update” button and get the confirmation that 

the record successfully saved message, your changes will not be saved into 
the database. 
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Step 4. If you need to make changes to the Event tab, click on that tab (as you did when first 
entering the referral). 

• If you need to add an event, click “Add Event” at the bottom left side of the events tab, 
choose the event to be added and click Yes. Remember to click “Update” to save your 
changes to the online referral platform. 

 

 
• If you need to change an event (for example, the family notifies you that they will be out of 

town for Thanksgiving after you referred them for both holiday seasons), check the checkbox 
at the bottom of the events screen. 

 

• Pencils will appear to the left of each event title. 
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• Click the pencil next to the event that requires changes. The event will pop‐up and you can 
activate or inactivate as necessary. Please note: if you inactivate an event, you will need to 
enter a reason for the change. 

 
• Click “Update” on the pop‐up window. 

• Remember to click “Update” to save your changes to the online referral platform . 
 

 

 

 
If you do not click the “Update” button AND get the confirmation that the 

record successfully saved message, your changes will not be saved into the 
database. 



Page | 17 
Holiday Giving Project of Montgomery County ‐ How to Make Referrals    Last Updated: 10/06/2020   

 Referrals are not a guarantee of service. The ability of the Holiday Giving 
Project to provide assistance to families in need is dependent on 
donations. 
 

 Referring parties should never refer themselves, their family members, or 
close friends to avoid any potential appearance of a conflict of interest. If 
you need a referral, please request one via the appropriate channels (i.e. 
child’s school; social service agency; faith‐based organization; etc.). 

 
 Referring parties can AND should make updates to the referral information 

(addresses, phone numbers, etc.) as they become aware of changes so the 
families can be contacted. 

 
 Even though the HGP database asks about dietary, this is not a guarantee 

that we will be able to meet those requests. If the agency providing the 
food donation is able to adjust the packages they may try to meet dietary 
requests. However, it is important for referring parties and families to 
understand that the families must maintain responsibility for meeting their 
own dietary needs. 
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