PRESERVING OREGON GRANT
ONLINE GRANT APPLICATION INSTRUCTIONS
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The Preserving Oregon Grant program has 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. Please contact Kuri Gill (Kuri.Gill@oregon.gov or 503-986-0685) for assistance.

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

1. Browser:
o Firefox version 17 or higher.
o Safariversion 7 or higher.
o Chrome latest version.
o Internet Explorer version 9 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. If you are not receiving emails from us, please check your spam filters, some filters are
intercepting application generated email messages.

w

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

Home  Grants Programs ¥  Applying  Grant Reports sign In

w';: Oregon Parks and Recreation: Grants Online

The Oregon Parks and Recreation Department provides both funding assistance and outreach to Oregon’s local communities through a
series of grant programs. OPRD currently administers five recreation grant programs and five heritage grant programs, which combined
give millions of dollars annually to grant project sponsors.

This website serves as the central point for all grant applications as well as reporting of awarded grants, Qualified applicants can
request an account through this link.

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, your organization (if you aren’t with an organization, use “Private”)
and contact information.

2. Check the Preserving Oregon Grants box. You may also check any other grant type you
will be applying for in the future if you wish. Different grants types have different
eligibility requirements, so you may not qualify for all available grants.

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
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the ‘submit request’ button.

/A An account is only needed if you are applying or managing grants online.

Grant System Account Request:
Requests will be reviewed by Oregon State Parks and Recreation personnel.
You will be notified by email when your request is reviewed.

* Indicates required field

Organization: #

Type of organization: - "

First Mame: i
Last Name: *
Address 1:

Address 2:

City:

State:

Zip:

Phomne:

Fanc:

Email: E

What type of grants will you be applying for?
Local Government

Land and Water Conservation Fund
Recreation Trails

All-terrain Vehicle

County Opportunity

Veterans and War Memorial
Heritage Grants

Museum Grants

Histaric Preservation Grants
Preserving Oregon Grants

Historic Cemetery Grants

O=EEOEEEEEEE

To prevent spam submissions, please confirm the following phrases:

=]
L&
| 0]

[Type the text | privacy & Terms
1

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. This link must be used within 24 hours. If you miss the
deadline contact your grant coordinator. When you select the link a pop-up window will
open to enter your password and it will lead to the login page of the website. Your
username is your password. If you do not see the pop-up window, look under other
open windows and be sure to disable your pop-up blocker. If this doesn’t work, contact
your grant coordinator. If you didn’t receive an email please check your junk mail or
spam folders.
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STEP THREE: APPLYING FOR A GRANT, LETTER OF INTENT

Once you have set your password you may begin to apply for a grant.
1. Go to http://oprdgrants.org/ and click ‘sign in’.

Home Grants Programs ¥ Applying

Sign In I

Oregon Parks and Recreation: Grants Online

The Cregon Parks and Recreation Department provides both funding assistance and outreach to Oregon’s local communities
through a series of grant pregrams. OPRD currently administers five recreation grant programs and five heritage grant
programs, which combined give millions of dollars annually to grant project sponsors.

This website serves as the central point for all grant applications as well as reporting of awarded grants

. Qualified applicants can
request an account through this link.

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

1. Browser:

=]

Firefox version 7 or higher.
Safari version 4 or higher.

Chrome version 10 or higher.
Internet Explorer wversion 8 or higher. (WARMNING: Using Internet Explorer may lead to unsatisfying results. Not all
application functionality is available in Internet Explorer. To create and manage Applications with & 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. Jawvascript must be turned ON.
2. Popup blockers need exceptions for this site.

o o o0

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

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

Grant System Login

This website serves as the central point for all grant applications as well as reporting of awarded grants. Qualified applicants can
request an account through this link.

Username: |

Password: |

Log

Forgot password?
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3. Select ‘Preserving Oregon’ in the Grant Program field and ‘2016’ in the Grant Year field.
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. Preserving Oregon Grant, Preserving Oregon for the
correct year should be selected.

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.

Grant Program Presering Oregon Grants  « Grant Year 2012 -
Projects Applications My Account
My Applications
~ Available Applications
Grant Type Open Date | Close Date | Letter of Intent
Preserving Oregon Grants Preserving Oregon 11/26/2013 |12/06/2013
Page 1+ |of1
Grant Program Presening Oregon Grants = Grant Year 2012 -
Projects Applications My Account
* My Applications
D Project Name Grant Type Status Submitted | Request
329 armory Preserving Oregon Gran|Preserving Oregon Editable $10,000.00

Available Applications

5. The Letter of Intent form will pop up. Contact information will be filled automatically.
Under project scope descript the following:

Project type (historic property or archaeology), Project description, Project timeline,
estimated budget and expected request

Project Type: Perserving Oregon
Project Scope

Project Location

Submit ] [ Cancel
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After you submit you will be contacted to discuss your project and perhaps schedule a
site visit. Following review your application will be made active and you will be able to
continue with your application.

6. Click on the ‘Edit Application’ button. 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.

Application Worksheet Information Log

Make PDF || Edit Application | | Delete Application
Contact

Sponsor Name

First Name

Last Name

Address 1

Address 2

City

State

7. Eachtab 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. It is
recommended that you complete the ‘Project’ tab first. Click the ‘Save’ button at the
top of the page after completing responses. 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.

application Id: 27 - Local Government - Rehahilitation * Respaonse Required
Contact Project Finance Other Submit
% Sponsor Name .Oregon State Parks
¥¢ First Name i

9% Last Name _scal.ise

7% Address 1 .

3% Address 2

% City

7 state

¥ Zip Code

9% Contact Phone

9% Contact Fax

7% Contact Email _mmscaiise@gmail..com

¥ Federal Tax ID

Nature
= HISTORY
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8. The ‘Finance’ tab is where you provide summary information about finance of all project
categories. All project costs are entered here and all match amounts and sources are as
well. Other finance related questions are on the ‘Other Funding Questions’ section.

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. You may attach this detailed information is additional information if
you wish to do so.

Note: Please follow the steps below. Enter project expenses first. For each item you
enter, you will be asked to check if it is a match for the grant. Do not check this box
while entering expenses, even if the expenses will be covered by matching funds and
not the grant funds. All expenses should be included in the project expenses, those
funded by the grant and those by matching funds, volunteer time or donations.

Application Id: 830 - Preserving Oregon Grants - Diamonds in the Rough w Response Required

Contact Project Finance Submit

You currently have no items listed in your budget worksheet. Click the 'Add Item to
worksheet’ button to add items to your budget worksheet.

Add ltem to worksheet

a. Click ‘Add Item to Worksheet’ button to enter items into the form.

b. The first screen will request the item name. Use categories:
contractor/consultant; volunteer time; employee; travel; materials &
equipment; printing, publication, design, etc.; other.

Add Worksheet item

& brief description of item

Description: Contractor/ Consultant
Save | | Cancel

Nature
= HISTORY
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c. The next screen will request the value. Enter the total value of the category.
Please round up to the nearest dollar.

Add Worksheet item

Enter the cost per unit =
Cost per Unit: 10,000
| Save || Back| | Cancel |

d. The next screen will allow you to mark the item as match. We recommend

entering all expenses first and then entering the match items. To continue enter
expense items click the ‘skip’ button.

Add Worksheet item

Is this considered match?

Check here if part or all of this tem is match.

Save || Skip | |Back || Cancet|

e. The next screen will show what you have entered. If you need the change it, click
the ‘edit’ button and go through the process again making changes. If it is OK,

then click the ‘save’ button. The match will be SO, you will enter match items
later.

Add Worksheet item
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f. The next screen will show you the form as completed so far.
Application Id: 830 - Preserving Oregon Grants - Diamonds in the Rough % Response Required

Contact Project Finance Submit

Project Budget Worksheet

||Z|| Contractor/Consultant S1OJOUO.00| Edit |

Total Project Cost: $10,000.00

Source of Funding Worksheet

Total Match for Spensor: $0.00
Grant Funds Requested: $10,000.00
Add ltem to worksheet Total: $10,000.00

g. Continue adding items to the expenses. You may need to scroll down to click the
‘add item to worksheet button’ as you add items.

h. Next enter your other sources of funding or match. These may be organizational
funds, other grant funds, volunteer time, staff time. For some items, like staff
time and volunteer time, you may be entering the item both as an expense and
source of match.

i. Click ‘Add Item to Worksheet’ button to enter items into the form.

j-  The first screen will request the item name. Use categories: Grant funds;
organizational funds; volunteer time; employee; travel; other. If you have funds
from multiple grants enter them as separate items.

Add Worksheet item

A brief description of item

Description: Grant funds

\E| Cancel

Nature
= HISTORY
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k. The next screen will request the value. Enter the total value of the category.
Please round up to the nearest dollar.

Add Worksheet item

Enter the cost per unit
Cost per Unit: 10,000

Save | |Back | | Cancel

I.  The next screen will allow you to mark the item as match. Check the box and
click the ‘save’ button.

Add Worksheet item

Is this considered match?

Check here If part or al of this item is match

Save| | Skip| |Back | | Cancet

m. The next screen will allow you enter the funding source and check if it is a grant.
If the description was the source, like volunteer time, then leave the ‘source of

funding’ field blank. If the source is not another grant, then do not check the box
and click ‘save’.

Add Worksheet item

Add the Source for these funds

[7] Check here if the source of your funds is from another Grant.
Source of Funding:

m

| Save | ‘E| ‘ Ba::k| |Cance£|

Nature
= HISTORY
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n. To enter a grant funded match follow the instructions for the other match
categories. Select the box the notes it is a grant sourced match. A new window
will open to enter grant information. Please use this if you have applied for a
grant or intend to do so.

Add Worksheet item

Add the Source for these funds

¥} Check heore if the e of funds is from anather Grant,

o. When you save you will see the entry and have to opportunity to edit as before.
When you save that you will the entire budget form.

Application Id: 830 - Preserving Oregon Grants - Diamonds in the Rough % Response Required

Contact Project Finance Submit

Project Budget Worksheet

| Contractor/Consultant $10,000.00 Edit
= Staff Time $10,000.00 Edit
Total Project Cost: $20,000.00

Source of Funding Worksheet

| ® | Staff Time $10,000.000  Edit |
Total Match for Sponsor: $10,000.00
Grant Funds Requested: 510,000.00
lAdd Item to worksheet Total: 520,000.00

p. When you have entered all the expense and all of the match items, review the
complete form. Use the edit option if you need to make any changes. The system
adds up the total expenses of the Project Budget Worksheet and the total items
from the Source of Funding Worksheet. Then it subtracts the total Source of
Funding from the total Project

Nature
=4/ HISTORY
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budget.

Application Id: 830 - Preserving Oregon Grants - Diamonds in the Rough

Contact Project Finance Submit

Project Budget Worksheet

% Response Required

| Contractor/Consultant $10,000.00 Edit
Bl Staff Time $10,000.00| Edit
& Materials & Supplies 58,800.00| Edit
= Volunteer Time 55,000.00| Edit
= Design, Printing, etc. $5,000.00|  Edit
Bl Travel $1,000.00| Edit
S Other - permits $200.00(  Edit
Total Project Cost: $40,000.00

Source of Funding Worksheet

Staff Time

$10,000.00 Edit

Heritage Access Grant

$5,000.00] Edit

Volunteer Time

$5,000.00] Edit

E:3| | | S

Organizational Cash

$2,000.00( Edit

Total Match for Sponsor:
Grant Funds Requested:

[Add Item to worksheetl

$12,000.00
$18,000.00
Total: 540,000.00

g. The totals on the form must match the amounts entered at the beginning of the

application on the ‘Project’ tab.

Nature
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Worksheet Sample — Complete Project Budget and Source of Funding

Application Id: 830 - Preserving Oregon Grants - Diamonds in the Rough %% Response Required

Contact Project Finance Submit

Project Budget Worksheet

&l Contractor/Consultant $10,000.00 Edit
& Staff Time $10,000.00{ Edit
& Materials & Supplies %8,800.00 Edit
& Volunteer Time $5,000.00 Edit
& Design, Printing, etc. $5,000.00 Edit
& Travel $1,000.00| Edit
& Other - permits $200.00| Edit
Total Project Cost: $40,000.00

Source of Funding Worksheet

& Staff Time $10,000.00 Edit

e Heritage Access Grant 55,000.00( Edit

& Volunteer Time $5,000.00 Edit

& Organizational Cash 52,000.00( Edit
Total Match for Sponsor: $22,000.00
Grant Funds Requested: $18,000.00
Add ltem to worksheet Total: $40,000.00

Nature
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r.

‘Other Funding Questions’ will include finance related questions about the project.

spplication Id: 25 - Local Gavernment - Development % Fesponse Required

Contact Project Finance Other Attachments Submit

&J Funding Sources Worksheet
&J Project Budget Worksheet
Ed Other Funding Questions

?'\_f_;_ﬂt_r@ the combined costs for administration, land use permits, design and engineering,
' w | pre-agreement planning 15% or less of your total project costs?

Save

The “Supplemental” tab is where a majority of questions in the application are located.
Respond to all questions.

Contact Project Finance Other Attachments Submit

¥¢ 1. Describe all the elements of the project |
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

10.

The ‘Attachments’ tab is where you will upload required supporting documents. The
required documents are listed in this tab. 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. Please make photos individual files, don’t
load them into a word or PDF document. Once you have your documents saved
to a location of your choice, you may begin to upload documents.

Nature

= HISTORY
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Application Id: 805 - Preserving Oregon Grants - Preserving Oregon % Response Required

Contact Project Finance Supplemental Attachments Submit

[[] ! am sending my Attachments in the Mail

[ Add Attachments

Other

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

Add Files o

File Upload for Application 805

c. Click the ‘Add files’ button. You will be prompted to select a file you're your
computer. Then this window will appear. Give the attachment a short
description and use the drop down box to select the attachment type.

Add Files ®

File Upload for Application 805

™~ 220px- Description Attachmant Nama 150 53
F S8R Smakey_with_scouts pg ol ~i KB e
R o | ooy

=

i

=

®
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d. Uploaded attachments will appear on the attachment tab. You may need to
refresh your browser or move to another tab and back to see them.

Application Id: 805 - Preserving Oregon Grants - Preserving Oregon w Response Required

Contact Project Finance Supplemental Attachments Submit

| am sending my Attachments in the Mail

Add Attachments

Other

Currently Attached (click link to check file)

:E‘Z :E:::).f'»‘ﬁ Delete Attachment
e

il
TREATS PREVENT FORERT RRB! ()1 o (

photo)

e. If you would like to 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 a document with “NA” or “No
Attachment” on it.

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 April 6, 2012. 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 Support’ upload a letter stating that you do not have any letters of
support. 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.

Nature
= HISTORY
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Contact Project Finance Other Attachments Submit

As an authorized representative of Oregon State Parks , | certify that the applicant agrees
that as @ condition of receiving Local Government Grant Program assistance, it will comply
with all applicable local, state and federal lawws, This application has been prepared with full
knowledge of and in compliance with the Oregon Administrative Rules Chapter 736, Division
6, for the Distribution of State Funding Assistance to Units of Local Government for Public
Parks and Recreation and OPRD's Procedures Manual for the program. | also certify that to
my best knowledge, information contained in this Application is true and correct., | will
cooperate with OFRD by furnishing any additional information that may be requested in
order to execute @ StatesLocal Agreement, shaould the project receive funding assistance.

Submit ApplicatiDnE

The following required attachments were not included:

Attachment

icinity Map
Fark Boundary Map/5ite Plan
Urban Growth Boundarny Map
Construction Drawings/Floor Plans
Froperty Deed/Easement/Lease Agreement
FProof of Willing Seller
Preliminany Title Report
I ppraisal
Planning Department Certification
Fesolution to Apply for Grant
aintenance Documentation
Letters of Support

Go to the "Attachment" tab and click the "Add Attachment” button to add all attachments
without a check in the checkbox.

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.

Application Id: 805 - Preserving Oregon Grants - Preserving Oregon w Response Required

Contact Project Finance Supplemental Attachments Submit

| certify that | am fully qualified to represent City of Cottage Grove for this grant request.
To the best of my knowledge, the organization and the proposed grant project qualify for
this grant program, and all of the information in this application is true and accurate.

’Submit Application

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.

Nature
=4/ HISTORY
Discovery

Oregon Heritage, OPRD Wwww.oregonheritage.org



Contact Project Finance Other Attachments Submit

Az an authorized representative of Oregon State Parks , | certify that the applicant agrees
that as a condition of receiving Local Government Grant Program assistance, it will complhy
with all applicable local, state and federal laws. This application has been prepared with full
knowledge of and in compliance with the Oregon Administrative Rules Chapter 736, Division
6, for the Distribution of State Funding Assistance to Units of Local Government for Public
Parks and Recreation and OPRD’s Procedures Manual for the program. | also certify that to
ry best knowledge, information contained in this Application is true and correct. | will
cooperate with OPRD by furnishing amy additional information that may be requested in
order to execute a State/Local Agreement, should the project receive funding assistance.

Submit Application

The following required fields were not filled in:

Tab Question
Contact Bddress 1
Contact ity
Contact State
Contact Zip Code
Contact Contact Phone
Contact Federal Tax |0
Project Brief Project Description
FProject Site Mame
Project Site 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. You will also receive an e-mail
from oprd.recgrants@state.or.us notifying you that it has been received.

Application Id: 28 - Local Government - I S : L
Your application has been submitted fo

Contact Project Finanse d OPRD Grants division. A grant coordinator
will review vour grant and notify vou if there

As an authorized representative of _Ore are any 155Ues.
that as a condition of receiving Local G

with all applicable local, state and fede

knowledge of and in compliance with t [
6, for the Distribution of State Funding Fe ot O T e O T E O T O T e T T e T T e T e
Parks and Recreation and OPRD's Procedures Manual for the program, | also certify that to my
best knowledge, information contained in this Application is true and correct. | will
cooperate with OPRD by furnishing any additional information that may be requested in
order to execute a StatefLocal Agreement, should the project receive funding assistance.

Submit Application
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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.

Projects Applications My Account

iy Applications

Project Hame Grant Type Status Submitted Request
until it has a priect name Local Gowve rnment Development Submitted |01/24/2012 410,000,000
Local Government Rehabilitation . Editable 50,00
Land and Water Concer Development Editable 50,00

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. If you have a large
grant request (over $75,000) you will be contacted by staff to schedule a presentation
for the Local Government Grant Committee. If you have a small grant request you will
be contacted after all applications are evaluated and ranked.

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.

APPLICATION TIPS & TROUBLESHOOTING:

e 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.

e 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.

e 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.

Nature
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e 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.

e If you are using an acceptable browser and are having problemes, 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.

e 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.

e [f 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.

e 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.

e 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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