Online Grant Application Instructions

In order to streamline the grant application process, the Veterans and War Memorials Grant
Program has moved to an online grant application. This system has been designed to make the
grant application more efficient. The instructions may not address every possible scenario that
could occur however, you will get the information necessary to navigate the application process.
These instructions are intended to assist with the online application process, for information on
how to answer the questions see the grant manual. Please contact grant program staff for
assistance if you have any questions.

System Requirements: The OPRD Online Grant Application requires the following software:

1. Browser:
o Firefox version 7 or higher.
o Safari version 4 or higher.
o Chrome version 10 or higher.
o Internet Explorer version 8 or higher. (WARNING: Using Internet Explorer may
lead to unsatisfying results. Not all application functionality is available in
Internet Explorer. To create and manage Applications with a minimum amount of
frustration, we suggest you use Chrome, Safari or Firefox browsers. Click on one
of these links to download the appropriate browser.)
2. JavaScript must be turned ON.
Popup blockers need exceptions for this site.
4. 1If you are not receiving emails from us, please check your spam filters, some filters are
intercepting application generated email messages.

[98)

Don't know what browser version you are using? The web page fmbip.com will show you which
browser and browser version you are currently using.

Note: Screen shots and photos within these instructions are only samples of what an application
looks like. These shots are from simulated applications. These are not taken from an actual grant
application from this grant cycle. Please see the Grant Manual for specific information on
application content.
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Step One: Accessing the Online Grant System

1. Visit the Oregon Parks and Recreation: Grants Online site at http://oprdgrants.org/
Qualified applicants can request an account through clicking on the link provided at the
bottom of the page.

3. You will then be directed to the Grant System Account Request page.

Oregon Parks and Recreation: Grants Online

A% PrOgrains = AR H]

ﬂ _'- Dregon Parks and Recreation: Grants Crndine

B bk

It is recommended you request an account as soon as possible. Do not wait until the last minute
to request an account or to begin filling out the application. Grant staff must review and approve
your account request before you can access the online application. Requests will be reviewed
within 3 business days.

Step Two: Request an Account

1. Enter your name, organization information and contact information. Only cities, counties,
port districts, special districts, and metro service districts will be approved to apply to the
Veterans and War Memorials Grant Program.

2. Check the Veterans and War Memorials box. You may also check any other grant type
you will be applying for in the future if you wish.

3. At the bottom of the screen, enter the distorted words you see in the box, in order and
separated by a space. Doing so helps prevent automated programs from abusing this
program. If you are not sure what the words are, enter your best guess or click the
‘reload’ button next to the distorted words. Visually impaired users can click the audio
button to hear a set of words that can be entered instead of the visual challenge. Click the
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‘submit request’ button.

fMuhn account s only needed il you are applying or managing grants anlme,

Grant System Account Hegquests:
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4. You will receive a confirmation e-mail from OPRD RecGrants once your request has
been processed. If you are approved for an account, this e-mail will include a link which
will direct you to set your password.
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Step Three: Applying for a Grant
Once you have set your password you may begin to apply for a grant.
1. Go to http://oprdgrants.org/ and click ‘sign in’.

2. Enter your username and password. Your username is your e-mail address.

rrant Sysbem Lodgin

1 i & i o]

3. Select the Grant Type and Grant Year from the drop down menus on the right hand side
of the screen. Select ‘Veterans and War Memorial’ for ‘Grant Type and ‘2013’ for ‘Grant
Year’.

Frojects Applications

My Applicaticns

= Avallable Applications

4. Select the application under ‘Available Applications’ by clicking anywhere on the
application title to open. Once you have saved information in the application it will be
available under ‘My Applications’ to edit or view.

"""" Apghicationrd Ao
My Applications
Avaliable Apolicatiomnm

Version 2013.1 4



5. Click on the ‘Edit Application’ button on the right. This button will appear each
time you log on until you have submitted the application. You would only ‘Delete
Application’ if you choose not to submit the application. The application can be edited up
until it is submitted.

Appicaticn Warkzhaots Inloemuirtican Evanit Lo

This sepdication hes mot Fad vy deta entoned it

6. Each tab is a section of the application that must be completed. You may move from tab
to tab during the course of completing the application. You are not required to complete
the entire application or all parts within a tab all at one time.

' R EpOnEE RO aid
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7. It is recommended that you complete the ‘Project’ tab first. The ‘Project’ tab is where
basic information about the project is entered. Keep in mind that the ‘Funds Requested’,
‘Matching Funds’, and ‘Total Cost” amounts need to match the amounts that you will
enter in the ‘Finance’ tab.
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Click the ‘Save’ button at the top of the screen after completing resp-on.s.es. You should save
often. You may log out and log back in when you are ready to work on your application as
desired. Questions with an asterisk require a response prior to final submission.
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‘Project Tab’ - Latitude and Longitude:

Find the location of your project by clicking on the ‘Find Lat/Lng Location” button.

Location
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You will need to zoom in very close in order to select your project site. Use the bar on the
left side of the map to zoom in closer.
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Mark the location of your project site by clicking the location on the map. If you are satisfied
with the location of the pin, close the map by clicking the x at the top right of the ‘Location’
screen. This will save the project location on your application.
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8. The ‘Finance’ tab is where you provide information about all aspects of project finance.
How you will pay for the project is addressed on the ‘Funding Sources Worksheet’.
Project elements and cost information is to be provided on the ‘Project Budget
Worksheet’ and other finance related questions are on the ‘Other Funding Questions’
section. Please see section 3 of the manual for more information regarding allowable

costs under the grant program.

Please note: Before you begin this section you should already have a project budget
established. It is recommended you work from a budget you have created from collecting
information including cost estimates, quotes, and other research. You may want to have a
spreadsheet or other document with your finances established to work from when you begin

this section.

Click on the + button to open each section.

wilact Figimct L b Lrpskirmens

i Funding Sowrces Workthesi
bl Progect Budgst Workthast
L Qiber Funding Quesisons
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a. The ‘Funding Sources Worksheet’ is where all the items that make up your match

will be entered. For each funding source you will click the ‘Add Item’ button until
all items are entered.

dUL L Livinopmint T Baspontes Bequined

Contack Frojact Finances Orther Artachmerts Tk itk

= Funding Source: Workshest

#idd funding sources, donations or any matching ibems | Aecil | e

a3 I'|r|:|||:'.j- S g Trdim HEhar grantd | Bid Greyt
&l Project Budget Workihest
kd Qther Funding Questions

Description @nated Labar |
Amount §1,000.00 |

If any match is coming from another grant source, click the ‘Add Grant’ button to provide

information about that grant.

Funding
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Version 2013.1



b.  Enter all project elements and costs on the ‘Project Budget Worksheet’. For each
element you will click the ‘Add Item” button.

Apphcation [0: 2% - Local Govermment - Development * Rirspores Roearod
Lentact Froject Finance Crthen Attachments wabmit

kd Funding Sources Waorkshast
=l Prajact Budget Warkzheast

Audd an tem Lo wour biedget warksheat. [ Add Wi ]

ksd Other Funding Questions

Enter the item and the cost, click ‘submit’ Repeat until all items are entered.

Add Project Cost lteam

s cription icnie Tahies

Amnuni 52 (00 (1)

|‘E.l..kr'lt|

c. The totals on the worksheets must match the amounts entered at the beginning of the
application on the ‘Project’ tab.

spphcation bd: 25 - LoCal Ghviermmant - Davaloprdnt * F{EEFIEII'I‘E-E' F:aqunre-d

Contact Fraoject Fimance Cther Artachments Submit

&d Funding Sources Worksheet
kd Project Budget Worksheet

& The Project tab hias 56000000 as Total Costs. The total on your Project Budget Worksheat
i 5200000, The 'Waorksheat is shart by $58,000.00,

kd Other Funding Questions
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Note: While working on the finance worksheets you will continue to get a message notifying you
that the worksheet totals do not match until all items are entered. Again, you should be working

from budgets that were put together and proofed prior to starting the online application. If you
continue to get a notification after you have entered all items, this means there is in error in your

calculations and you should re-check what has been entered.

You will be able to review both the ‘funding sources worksheet’ and the ‘project budget
worksheet’ and make changes as needed at any time prior to final submission of your

application.

Worksheet Sample — Complete Project Budget and Source of Funding

Praject Budget Warksheet

Matursl Sorfese Trafl S, O e
AL pathd S, 000 )
Fiiri rodm Bullding 2305, 0000
Do Agiiey Courge S1F. 543 00
Dusil Dog Wash Station 51,356 00
Dog watering $tation L5500
Pt ML Sta Elors C1.50 .00
Surfacing 4 280,00
Recaptaches 2S00
20w X Shade Shelter 5 1l A
Ficric Tablig 5,260 .00
Qif-sadh ares -fencing G000 {0
T bisr Turirasl LIRS D
Chiriign S33, 180 00
Total Freject Cost S0, (a0 00
Source of Funding Worksheer
Cadh S50, D00
Farcd ddcgmnt, Lakar 515, 000
WislunEasr Lok S5, 0000
l:ll:ﬂ;'. Lawe Perky, Bab Barkar Feaundatlon: Privats Foundatios |Pjﬁd|l‘|ﬂ A0, 000
Candess Bz biviey in Netune, Charag Barksdy Feundution: Privats Foundation|approved) £, 000 0
Tetall Magch for Sponaas: S 0D 0 i)
Gaant Fund: Boqueated: 5900, D0 00)
Tatal: 5200 (0000
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d. ‘Other Funding Questions’ will include finance related questions about the project.

Spphcatenn Td: 25 = Local Government = Develogamil ":."i_" Eesponsa Raquirad

Contact Fraject Finance Creher Artachments Sub e

kd Funding Sources Waorkshest
kd Project Budget Worksheet
ks Other Funding Questions

P Arir thee combined costs for sdministrat iory, lared wan pormibs docken and omginmering,

w | pre-pgreement plarming 19% o les: of your Lolal project cosls?

En
9. The “Supplemental” tab is where a majority of the detailed questions in the application
are located. Questions may consist of ‘yes/no’, multiple choice, or a short answer. There
are several narrative questions in this section. Questions that require a longer narrative
response have an expanding box provided. The box will expand as you type until you
have completed your response. Brief and concise answers are encouraged.
Application Id: 73 - Veterans and War Memorial - Memaorial w Response Required

Contact Project Finance Supplemental Attachments Submit

PROJECT DESCRIPTION

w Briefly describe the project for which funding assistance is being requested.

% What are the primary goals and objectives of this project?

¥¢ What is your timeline for completing the project induding proposed beginning and
completion dates?
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10. The ‘Attachments’ tab is where you will upload required supporting documents. The
required documents are listed within the tab and also described in Grant Manual.
Instructions for attachments are as follows:

a. After reviewing the list of required attachments, make the items you wish to
upload available in a file accessible on your computer. If you need to scan items
and save them to a file, do so. Uploaded attachments can be photos, Word
documents, spreadsheets, PDF, etc. Once you have your documents saved to a
location of your choice, you may begin to upload documents.

Note: There will be some documents that will be provided to you under the ‘Main

Menu’ that you will available to you to download. These downloadable documents

may include instructions or blank forms that you may fill out and upload if required.
Application Id: 73 - Veterans and War Memorial - Memorial w Response Required

Contact Project Finance Supplemental Attachments Submit

] | am sending my Attachments in the Mail

Add Attachments

Wicinity Map/Park or Project Boundary Map

Construction Drawings/Design Plan or Restoration Work Plan
Other - Mon-Required Attachments

Letters of Participation

Property Deed/Easement/Lease Agreement

b. To begin uploading documents click the ‘Add Attachments’ button. Step by step

instructions will appear at this point.
LipSaad Filgg

Belud 0 e

Example of uploading a Vicinity Map
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Uplaad Filas

c. Once the selected file is uploaded it will appear next to a drop down menu of
required attachments. Select the required attachment title that should be

associated with your document then close the “Upload Files” box by clicking the

X in the right hand corner. After you have done this the document will appear
under the heading “Currently Attached” and the checked off the list. If you wish
to check the document to assure it is correct, click the link to the attachment.

Version 2013.1
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Viginity Map

Fark Boundary Map'Site Plan
Urban Groath Boundary Map
Constructian Drawings/Flaor Plans
Proparty Deed/EatementsLeaie Agreament
Proof of Willing Sellar

Pretiminany Title Report

appraical

Flarnving Deparbment Cartification
Resolution to Apphy for Grant
Maintanancs Decumsntation
Littilrs @f Suppart

Currently Attached (cdick link to check file)

|l'1".h|1':'-""-'|'|'-"ﬂ-l'-|-'-‘|'- [L"-:ll:-l‘.l: Abtachment ”

- Retponse Reguired

14



d. If there are forms to fill out that you must download and complete prior to
uploading, they will be provided on the right had side of the application under
‘Manuals and Forms’.

a5t

Manual snd Forms

Arahmert

e. If you would like to upload an attachment that is not specifically defined on the
list, assign the ‘Other — Non-Required Attachments’ label to upload your
documents. If you do NOT have any “Other — Non-Required Attachments” (i.e.
photos, letters of support, etc.) you have two options:

i. Download the ‘Other — Blank Form’ provided for download under
‘Manuals and Forms’. Follow the instructions on that form.

ii. Upload a note or memo stating you do not wish to provide any additional
attachments.

f. There is an option to send all the required attachments by mail, if you choose to
do this, check the ‘I am sending my attachments in the mail’ box. Follow the
instructions in the manual for mailed attachments. Mailed attachments must arrive
in Salem no later than the application deadline date. It is preferred that
attachments are uploaded rather than mailed if you have the capability to do so.

g. If you choose to upload your attachments, ALL attachments on the list must be
uploaded. If you do not have attachments for a specific category, you must upload
a document under that attachment title that explains why you are not submitting
anything in that category. For example, if you do not have any ‘Letters of
Participation’ upload a letter stating that you do not have any letters of
participation. Doing this will allow the check box for that attachment title to be
checked off and you will be able to submit a complete application. Keep in mind,
most attachments are mandatory, so an explanation letter will not suffice in
meeting the grant application requirements.
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Contact | Propect | Fance | Other | Amcachasents | SUSesr |

Ag an suthorized represaritative of Omggon State Parka , | ceetify that the spplicant agrest
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b, for the Distribution of State Funding Asstitance to Unfts of Local Goverriment for Pubdic
Farkd ard Recreation and OFRD'S Procedured Manaal for che progrem, | ahio certily that o
mry pei kngededpe, infoemation coniaingd In this Application b tug ang cormect. | wil
sooparale with OPRD by hembibing sy sdditkenal information that may be requaitid in
order o ewecute a StatesLocsl Sgrewsent, should the project receve funding assirtance

Submil Apglication
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roal of 'Willing Saller
wrmirry THie Fepart
akinl
Ing Disparirmdent Canificatian
michutian Lo Al for Graml
prairLenance Decumantation
L sttar of Suppart

0 0 the *Atiachment” tab and click the "Add Attschment® Bution to sdd s sttactessnts
witheut & chack in 1he chickias

11. Once the application is complete go to the ‘Submit’ tab. Read the statement. If you agree
with the statement click the ‘Submit Application’ button.

Cantai Prajedk Finance Ckher Lt achmants I“HE

A3 an suthorized epressntabive of Qragen Stats Parks . | <ertily thal the applkcant sgrees
that = & condition of receiving Locsl Gewammont Grant Frogram ssktance, [Lwill comply
‘with al appticsbie tocal, state and fadersl ivws. This applcation has been prepamed with full
knstrwledgs of and i compllance with the Oregon Adminkstrative Fules Chapler 736, Divisian
b, for thi Dictributlon af State Funding Stclotanss 1o Undts of Local Govermmandt for Public
Parks and Becreation and OPAD" s Procodurnss Marwal for the laerap o | sfso i:ﬂl'l;""" that to
my bEil kndwledgs, infarmation cantamed i Wl Applicatian b bue aid comezl | wili
cooparate with OPRD by furnishing any additionsl infarmation that may be requestied in
ordor to pepcube a State/Local Agropment, should the project recedve funding assistance,

{ submit &pplication |

If you submit an incomplete application, you will receive message letting you know what
required fields were not filled in or what attachments were not submitted. You must complete
all the required fields before your application can be submitted and accepted.
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Cantact Project Finance Cther Artachments |m .,

&5 an authorized reprosantative of Oreson State Parks | | cortity that the applicant agroe:
that, & & condition of recoiving Local Governmant, Grant Program ssskeance, 1L will comply
writh all applicable local, stato and fedors! laws, This application has beon prepaned with ful
knowiedge af and n compliance with the Oregon Adminksrative Bules Chapter 736, Divisbon
b, for the Ditribution of State Funding Sssistance bo Unity of Local Government for Public
Parks and Fecraation and OPRD's Proceduras Manual far tha program, | alsa certify that to
my best knoadedge, farmation contatned |n this Apptication 15 true and cormest. | will
cooparata with OFRD by furnlfhlnﬂ BTy sdditionel information that may be requasted In
ordar to executs 5 StatedLocs! .ﬁglﬂmnnt, shaould the project recalvya f'Ll'Id-‘lnﬂ meclsEance,

| submit Appiicatian |

Tha fellowing required flelds wara nat filed in:
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i ontact fddrass 1

Contast ity

- antect Ftate

CanREast Lip Coda

onkact onbs:t Phone

Contact Fadaral Ta= D
Froje:t Pirbel Projeck Description

roject iite Hama
Erﬂjil:l Pibe Acraage

Once all fields are complete and the application is submitted, a message will pop up stating that

your application has been submitted to the OPRD grants division. You will also receive an e-
mail from oprd.recgrants(@state.or.us notifying you that it has been received.

Application 1d: 28 = Local Goyermiment =

Your application has been submitted o
OPRD Grants division. A grant coondinator
will review your grant and notify you IF Bhere
& wn utharized reprosentative of Qrf O7E 8Ny Ssues,

thst as & condithon of necobring Locsd G
wth all applicable lecal, stale and fade
l'nn'-hi.ln:l-ﬂp of and in compliance with t
v, far thix Distribution of State Funding - T T T
Parks and Rpcreation and OPRD"s Procedures Manual for the program, | slio certify that 1o my
Eest knensdadge, mlormation Conlained in this Applicaticn B ee and comeci, §|will
cooparate with OFRED by fumishing any sdditional Information that may be requested In
order ta sxncute & Stateflocal Agresmaent, should the project recaing funding assktance,

Ebmlt E.EEII-:u-LIUd

Comtant Project Finance
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Step Four: Application Status

1. You may log on to http://oprdgrants.org/ at any point to check the status of the
application. The application status will be one of three depending on where it is in the

process.
o Appiications ¥ ki
= My Applications

O

dvailable Apolications

2. The application will be in ‘Editable’ status while it is still being completed by the
applicant and prior to it being submitted.

3. Once submitted the application status will change to ‘Submitted’. Please check to make
sure the application is in ‘Submitted’ status the by grant application deadline. If the
application is not submitted by the deadline, it will be disqualified and not be considered
for funding.

4. After submitted, OPRD staff will conduct a technical review of the application. If the
application is complete and does not require further attention, the status will be changed
from ‘Submitted’ to ‘Reviewed’. When the application is in ‘Reviewed’ status you will
not need to do anything unless contacted by OPRD staff.

5. [If the application requires updates or changes after staff technical review, you will be
contacted via e-mail explaining what changes need to be made. The application status
will be changed back from ‘Submitted’ to ‘Editable’ until the updates are reviewed by
staff. Staff will work with the applicant until the application is corrected. After all
corrections are approved the status will then change to ‘Reviewed’ and you will need to
do nothing further unless contacted by OPRD staff.
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Application Tips & Troubleshooting:

Version 2013.1

Complete as much information in the ‘Project’ tab as possible before moving on
to other parts of the application. The most important parts to complete in the
‘Project’ tab first are the Project County, Grant Request, Match and Total items.
Log out of the site if you need to leave your computer for more then half an hour.
The system may become unresponsive if you stop working on the application for
long periods of time without logging out.

Be sure to click ‘Save’ often while working on the application. If you are
working on a tab with many questions, you shouldn’t work on more than a
couple of questions at a time before saving your answers. You should always
save immediately after answering a long narrative question.

If you are having problems with the application, check to make sure you are
using a browser that meets the system requirements outlined on the first page of
these instructions.

If you are using an acceptable browser and are having problems, try clearing your
web browser’s cache. If you do not know how to do this, search your browser’s
help menu for “clear cache” or call OPRD Grant Program staff for assistance.
After clearing your browser's cache, exit your browser completely before
attempting to access the site again. You should periodically clear the cache to
allow your browser to function more efficiently.

Have budgets and documents you will need ready when you log in to begin your
application. The application isn’t intended to be a place to work out your budget,
this should already be figured out when you go to enter it in the application.

If you are working on a narrative answer that will take a lot of time and editing,
you should prepare and save that answer in a Word document. You then can cut
and paste your answer into the application. Always save immediately after
answering a question that you have put a great deal of time into completing. It is
a good idea to double check that your narrative has actually saved by leaving that
tab and coming back to see if the answer is there.

If you see a message pop up that indicates there was a problem saving, likely
your answer did not save. The best thing to do at this point would be to log out,
log back in and try again. If you don’t log first, this could cause more saving
problems with rest of the questions on that tab.

Complete the application well before the application deadline date. Applications
will be accepted until the 11:59 PM on the deadline date.

Keep in mind, the online application system is fairly new. Please be patient with
OPRD staff as we work with you on the new system. Do not hesitate to contact
staff with questions.

Save a PDF of your grant application for your records. When you open your
application you will be on the Application Tab’, you can click on the ‘Export
PDF’ button. You can save the application at this point and print it if you want.
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