Online Grant Application Instructions

In order to streamline the grant application process, the Local Government 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 Sdfari 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 availablein
Internet Explorer. To create and manage A pplications 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.)

JavaScript must be turned ON.

Popup blockers need exceptions for this site.

If you are not receiving emails from us, please check your spam filters, some filters are
intercepting application generated email messages.

El A

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 just samples of what the application

looks like. These shots are from a simulated application. These are not taken from the actual
grant application from this particular grant cycle.
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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/

2. 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
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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
Loca Government Grant Program.

2. Check the Local Government box. Y ou may aso 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 Requests
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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 alink which
will direct you to set your password.

Step Three: Applying for a Grant
Once you have set your password you may begin to apply for a grant.

1. Goto http://oprdgrants.org/ and click ‘signin’.
2. Enter your username and password. Y our username is your e-mail address.
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3. Select the‘Applications tab. There may be several applications available through
different OPRD grant programs, so be sure to select the correct grant type and project
type that applies to your project. Available applications for the 2012 Local Government
Grant Program include Development, Acquisition, Rehabilitation, and, Acquisition &
Development.

4. Select the application you need under * Available Applications’, click 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.

o L1 o .ﬂp‘]“ﬁi‘l‘lﬂﬂ! by B oL
Frojpeed Hame fal' il | e ol i Sl mmmil L] Hepiel

(=T R Ug=en Usln Chimir Bl [ pllier of bl rid
AF-RArTEn Vehicls araty Ldatution 19O T IO REN Y Reduirsd

AE-CErram Yehicie L Drrforcsmesnit 0082209 10019723011  Eegared

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

Apphcation arkhawts Informution Event Lag

6. Eachtabisasection of the application that must be completed. Y ou may move from tab
to tab during the course of completing the application. Y ou are not required to complete
the entire application or all parts within atab all at one time. It is recommended that you
complete the ‘Project’ tab first. Click the*Save’ button at the top of the page after
completing responses. Y ou should save often. Y ou may log out and log back in when you
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are ready to work on your application as desired. Questions with an asterisk require a
response prior to final submission.
I Loy LI .:_r:. Risponsd gL

Cantact Frojest Finance Crther Submirt
e —
e Spenaar Hams Oragon State Parks

% First Hame

W Last Mane

¥ address 1

V¢ Address 2

"."If City

¢ cenne

7% Tip Code

¢ Comtact Phone
¥ Contact Fax
¢ Contact Email e alisp gmail.c o
% Federal Tax 1D

7. The'Project’ tab iswhere 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. See Section 2 of the Grants Manual to
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get detailed information on answering these questionsﬁr
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At the bottom of Project tab page — click ‘save’ after you are done entering responses.
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‘Project Tab’' - Latitude and Longitude:

Find the location of your project by clicking on the ‘Find Lat/Lng Location” button.
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Y ou 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. Thiswill save the project location on your application.
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8. The'Finance tab iswhere 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 isto 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. Y ou 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.

1.'[ BEmpg
Fuarsie 1hes
id Funding Sowrces Workihest

Progect Budgst Workthast
ol Odbver Funding Sussitons
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a. The*Funding Sources Worksheet’ iswhere all the items that make up your match
will be entered. For each funding source you will click the *Add Item’ button until

al

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

information about that grant.
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b.  Enter al project elements and costs on the ‘ Project Budget Worksheet’. For each
element you will click the *Add Item’ button.

sppication [d: 25 - Local Govermment - Development * Rrsporese Rocuarod
Lentact Froject Finance Crthen Attachmwnts abmit

kd Funding Sources Waorkshast
=l Prajact Budgst Workshaat

fudd an ftam ta wour budget warkshesat. [ Adel Tt ]

ksd Other Funding Questions

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

Add Project Cost ltam

s cription Fignie Tahisg
Amnuni 2 (00 (K]
[Subme]

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

slication Id: 25 - Lacal Gavermmant - Devalopmant W Response Required

Contact Fraoject Finance Cther Artachments Submit

&d Funding Sources Worksheet
kd Project Budget Worksheet

& The Project tab hias S60,000,00 as Total Costs. The total on your Project Budget Worksheat
is 5200000, The 'Workshaat is shart by 58, 00000,

bd 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 al items, this means thereisin error in your
calculations and you should re-check what has been entered.

Y ou 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
Project Budger Worksheer

Matursl Sorfese Trafl S, O e
AL pathd £, 000 000
R#rftroam Bullding S 00
D dggiliey Courta ST 53 00
Dl Diog Wath Station 1,056 00
Dog watering $tation 1505 .00
Pt ML Sta Elors C1.50 .00
Surfacing 4 280,00
Recaptaches 2S00
20w X Shade Shelter 5 1l A
Ficric Tablig 55, 290 00
Qif-sadh ares -fencing G000 {0
T bisr Turirasl LIRS D
Dhid g ST, 180 0
Total Freject Cost S0, (a0 00

Source of Funding Worksheer

Cadh S0, 00 0
Forcs decount, L ek S5, 000 e
'l By | akger S5, 0000 0
Dags Lavd Parki, Bty Barkar Feundallon: Prizats Faunsarics [Farding] A0, 000
Candess Bz biviey in Nstune, Charag Barksdy Feundution: Privats Foundation|approved) £, 000 0
Tetall Match for Sponaod S 0D 0 i)
Gaant Fund: Requeited S 000 (a0 )

Tatal: 5200 (0000
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d. *Other Funding Questions' will include finance related questions about the project.

aphcabtmn Tod: 258 = Lo GowviErnrmen = Dieveloganorl "_ Fesponse Eegquirad

Contact Fraject Finance Crtther Artachments Sub e

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

P A thee combined costs for sdministrat iory, lared wan pormibs dosken and omginmering,

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

|Sa'-E

9. The*Other” tab iswhere amgjority of questionsin the application are located. Some
guestions are limited to yes/no, multiple choice, or a short answer. There are several
narrative questions in this section. Questions that require alonger narrative response have
an expanding box provided. The box will expand as you type until you have completed

our response. Brief and concise answers are encouraged.

Contact Project Finance Other Attachments Submit

% 1. Describe all the elements of the project I
and the need for assistance, project '
abjectives, facilities to be constructed,
existing facilities which are to be renovated,
removed or demolished.

% 1a. Describe how the project relates to
current an future public recreation needs.
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10. The * Attachments' tab is where you will upload required supporting documents. The
required documents are listed is this tab and also described in Section 2 of the Grants
Manual. Instructions for attachments are as follows:

a. After reviewing thelist of required attachments, make the items you wish to
upload available in afile accessible on your computer. If you need to scan items
and save them to afile, 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. Y ou then upload the forms when
compl eted.

Contact Project Finance Other Attachments Submit

]! am sending my Attachments in the Mail

[;&dd Attachments

YWicinity Map

Park Boundary MapfSite Plan
Urban Growth Boundary Map
Construction Crawings/Floor Plans
Property Deed/Easement/Lease Agreement
Proof of Willing Seller

Freliminary Title Report

Appraisal

Planning Department Certification
Resolution to Apply for Grant
Maintenance Cocumentation
Letters of Support

b. To begin uploading documents click the * Add Attachments’ button. Step by step
instructions will appear at this point.

Lipizadd Fils)

Fepliaf 0 e
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Example of uploading a Vicinity Map

ipisad Filas

C. Oncethe 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 thelist. If you wish
to check the document to assure it is correct, click the link to the attachment.

apphcation 1d: 35 = Local Govermmant = Devaloprment *’ RECponsg Riguired

Contact Praject Fimance Gt Attachments Subrmit

! am sanding ry Attachments in the Madl

|.n!‘.-'||‘. ATEN: :'n'mnr-'.l

Vicinity Map

Fark Boundssy Map'Site Plan

Urban Growth Boundany Map

Construecthan Dravwings/Faor Plans

Froparty Deed/EatementysLease Sgraament
Freaf of Willng Sellar

Fretiminary Title Report

Appraizal

Plareving Department Certification
Resolutian to Apphy far Grant
Maintanancs Documsntation
Littirs af Suppart

Currently Attached (dick link ta check file)
MapOAO0E . doc

[L:-ell:-l'.l:- AR Ll ||r||=r|l|I
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d. Some attachments on the list are forms that you must download and compl ete
prior to uploading. These items are provided on the right had side of the application
under ‘Manuals and Forms'.

Manual snd Fomms

Arahmert

e. If youwould liketo upload an attachment that is not specifically defined on the
list, assign the “ Other” attachments label to upload your documents. If you do
NOT have “Other” attachments. Download the “ Other — Blank Form”. Follow the
instructions on that form.

f. Thereisan 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 April 6, 2012. It is preferred that attachments are uploaded
rather than mailed if you have the capability to do so.

g. If you chooseto 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 ‘L etters of
Support’ upload aletter stating that you do not have any letters of support. Doing
thiswill 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 Froject Finarcw Cithar bttachmants | Submit |
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knowdizdgn of and in complisnce with the Dregon Adminbtmatie Fules Chapler 736, Divkian
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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.

Cantat Frojedt Finanoe =11 T3 Lrtachmants I “mﬂ' !

&3 an suthorized repressnlabive af Qragen Stats Parks , | certily Lhal the appleont sgrees
that & & condithon of neceiving Locsl Govammont Granl Frogram ssistance, 1L will comply
with sl sppticeble local, gtate and fadaral is. This application bas baen prepemad with full
krsowledgs of and in compllanss with the Oregon Admenitrative Bules Chapler 736, Divisian
b, for thi Distribution of S5tate Funding Sscistance to Units of Local Government for Public
Pasrks and Bocreation and OPAD" s Procedunss Marwal for the Progre, | sfso cortify that to
my beil knowledyes, infarmation cantamed in this Application b rue and cormest | wili
cooporato with OPRD by furnishing any additional infarmation that may be requestied n
prdor to peecute s StatefLocal Agrepmont; shauld the project recotve furding assistance,

riuhmh nr.a:.-lln:n'l.ll:-n]

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. Y ou must complete
all the required fields before your application can be submitted and accepted.
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Contact Project Finance Other Artachments | Subimit .

&5 an authorized reprosentative of Greson State Parks , | certify that the applicant agroes
that & & condition of recdiving Looal Govgrmiment Grant Program sssktance, (6 will comply
writh all applicable local, stato and fodoral laws, Thiz applicakion hag beon propaned wikth full
knowdedge of and n compliance with the Oregon Adminkstrative Bules Chapter 736, Diviskon
, for the Ditribution of State Funding Sssistance bo Unity of Local Governmend far Public
Parks and Recraation and OPRD's Proceduras Manual far tha program, | alsa certify that to
my best knoradledge, Bntfarmatlan contatned In this Apptication 15 s and cormeat. | will
cooparata with OFRD by furnlfhlnE BTy sdditionel information that may ke requasied In
order to executs 5 StatedLocsl .ﬁg:ﬂmnnt. shauld the project recalva F'l.nd-‘l.n-g mEclstancs,

| submit Appiizatian |

The following required Helds wars nat ﬂ_ﬂ'ﬂd In:
Taks Qsestion

L ontact (eddrass 1

Contact ity

i ontact ilale

Contast Tip Cado

ontact Contect Phone

Lankast Fadaral Ta ID

Project i Project Descriplion

Pn:iu-:!; ite Hama

Project ike Acreage

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. Y ou will also receive an e-
mail from oprd.recgrants@state.or.us notifying you that it has been received.

Application 1d: 28 = Local Goyeimiment =

Your application hes been aubmitted o
OPRD Grants division. A grant coondinator
will resiew your grant and nobify you IF e
&: an authorized representative of Oy e any Saes,

that &g & canditlon of recebng Locsl G
with all applicable lscsl, stale and fade
l'nnwl.m:l-ﬂp of and in compliance with
e foor thiy Distridution of Stats Fundding - e s . -
Parks and Pocriation and OPRD s Proceduros Manual for thie program, | ako certify that (o my
beit knavdadige, infarmabion conlained in this Application B bnee and comecl, | will
cooparate with OFRD by fumishing any sdditional Information that may be requested n
arder 80 Goncute & Stateflosal lg;ra-u-rnﬁnl:. shitild th p-l'ﬂ-jﬁcf [ ralll h-'ldlﬂg B i LA,

Ebmlt E.EEIl:u-LIud

Comtat PFroject Finance
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Step Four: Application Status

1.

Y ou 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 whereitisin the
process.

LT R Epphation

2T AT R [oeges

The application will bein ‘Editable’ statuswhileit is still being completed by the
applicant and prior to it being submitted.

Once submitted the application status will change to * Submitted’. Please check to make
sure the application isin * 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.

After submitted, OPRD staff will conduct atechnical 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 applicationisin ‘Reviewed' statusyou will
not need to do anything unless contacted by OPRD staff. If you have alarge grant
request (over $75,000) you will be contacted by staff to schedule a presentation for the
Loca Government Grant Committee. If you have a small grant request you will be
contacted after al applications are evaluated and ranked.

If the application requires updates or changes after staff technical review, you will be
contacted viae-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 2012.4

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 sureto click *Save' often while working on the application. If you are
working on atab with many questions, you shouldn’t work on more than a
couple of questions at atime before saving your answers. Y ou should always
save immediately after answering along 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. Y ou 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 alot of time and editing,
you should prepare and save that answer in a Word document. Y ou then can cut
and paste your answer into the application. Always save immediately after
answering a question that you have put agreat deal of timeinto completing. Itis
agood ideato double check that your narrative has actually saved by leaving that
tab and coming back to seeif 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 deadline date of April 6. However,
applications will be accepted until the date changes to April 7. No applications
can be submitted after April 6™

Keep in mind, the 2012 LGGP grant cycle is the launch of the online grant
application. 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. WWhen you open your
application you will be on the * Application Tab'’, you can click on the ‘ Export
PDF’ button. Y ou can save the application at this point and print it if you want.
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