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Online Grant Application Instructions

_________________________________________________________________________________________________________

The following instructions are intended to help applicants navigate the Local Government Grant Program (LGGP) online application process. 

For information on answering actual application questions, please refer to the Local Government Grant Program Manual.  

The Grant Program Coordinator is available to assist those who have additional questions. 

Who is Eligible to Apply?:   Local government agencies, which under state law have an obligation to provide public recreation facilities, are eligible to apply for funding assistance.  They include Cities, Counties, Metropolitan Service Districts, Park and Recreation Districts, and Port Districts.

System Requirements:  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 version 8 or higher. (WARNING: Using Internet Explorer may lead to unsatisfactory results. Not all application functionality is available in Internet Explorer. To create and manage Applications with a minimum amount of frustration, we recommend you use Chrome, Safari or Firefox browsers. Click on one of these links to download the appropriate browser.) 

     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.

2. JavaScript must be turned ON.  (Usually ON by default.)

3. Popup blockers need exceptions for this site.  (For additional help, go to the “Help” button on your browser toolbar.)
 
4. Applicants need to be able to receive email messages generated from the online application system.  Please check your spam folder to make sure your spam filter is not intercepting application generated email alerts.

 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 program.
 Step One:  Accessing the Online Grant System

Go to: www.oregon.gov/OPRD/GRANTS 
  Select Grant Programs
  Select Local Government Grant Program
  Select Manual and Forms 
  Select Application 

- OR –

Go directly to Grants Online at http://oprdgrants.org/
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 Step Two:  Request an Account

Important:  It is recommended that 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 typically be reviewed within 3 business days.  

1. Qualified applicants can request an account by clicking on the Applying tab. 

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

3.	Enter your name, organization information and contact information. 

4.	Check the Local Government Grant Program box in the “type of grants applying for” sections.  Also, you may want to check any other grant types you will be applying for in the future. 
5.	At the bottom of the screen, interpret the distorted words you see and enter
them in the box below, in order, and separated by a space.  If you are unable to distinguish the words, click the ‘reload’ button next to the distorted words for a new set.  

6.	Click the ‘submit request’ button.
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7.	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.  Note: This link is only available for a limited time.

	Once you have set your password you may begin work on a grant application. 




 Step Three:  Complete the OnLine Grant Application

1. Go to http://oprdgrants.org/  using one of the recommended web browsers, and click ‘sign in’.

2. Enter your username and password. Your username is your e-mail address.
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3. Select the Grant Program and Grant Year.

4. 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.  

	Applications available for the Local Government Grant Program include 	Development, Acquisition, Rehabilitation and Planning. 

5. Select the application you need under Available Applications.  Click anywhere on the application title to open.  Once you have entered and saved information in the application it will remain available under ‘My Applications’ to edit or view. 
Grant Year
Grant Program


Available Applications
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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 select ‘Delete Application’ if you choose not to submit the application. The application can be edited up until the time it is submitted.
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7. 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.  It is recommended that you complete the ‘Project’ tab first.  

Click the Save button at the top or bottom of the page after completing responses. It is recommended that you save your work often. 

You may log out and log back in to resume work on your application at any time.

Questions with an asterisk require a response prior to final submission. 
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8. The Project tab is where information about the proposed 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 1 of the Grants Manual for more information on answering these questions.
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Latitude and Longitude: 

Find the location of your project by clicking on the Find Lat / Lng Location button. 
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Zoom in very close by clicking on the project location in order to select your project site. You can also use the slide 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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9. The Finance tab is where you will provide all funding and budget information for  the project.  Please see section 1 of the Manual for more information regarding allowable costs. 

 Note:  Before you begin this section you should already have a project budget established.  It is recommended that 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 project financial information available to work from when you begin this section. 
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Enter project line items here.





a. Click the ‘Add Item to Worksheet’ button and enter all requested information until all project line items are entered.

b. In the Source of Funds window:

i. Select if any of the funds for that line item are from another grant.

ii. List the Source of Funds i.e. Grant, City Budget, SDC’s, Materials from Inventory, Force Account Labor, etc.

iii. Identify how much of that line item will be provided by Match, if any.  
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10. The Supplemental tab is where a majority of questions in the application are located. Some questions are limited to 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.

 Note:  When preparing narrative answers, it is recommended that you first prepare, edit and save those answers in a Word document.  You can then 
cut and paste your answer directly into the application.
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11. The Attachments tab is where you will upload required supporting documents such as maps, construction drawings and property control documents. The required documents are listed in this tab and also described in Section 2 of the Grants 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, PDFs, etc. Once you have your documents saved to a location of your choice, you may begin to upload documents. 

	 Note: For some grant programs, attachments on the list are forms that 	you must download and complete prior to uploading. These items will be 	provided on the right hand side bar of the application under ‘Manual and 	Forms’
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b. To begin uploading documents click the ‘Add Files’ button. Step by step instructions will appear at this point.
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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 will be checked off the list. If you wish to check the document to ensure it is correct, click the link to the attachment.
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d. If you would like to upload an attachment that is not specifically defined on the list, select the Additional Attachments label to upload your document(s). If you do NOT have any Additional Attachments, simply upload a blank place-holder page to fill the position.  This will allow you to proceed and submit the application.
 
e. [bookmark: _GoBack]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 on, or prior to, the application due date. 

It is preferred that attachments be uploaded with the online application rather than mailed, if you have the capability to do so.

f. 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 simple place-holder 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/page 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 the application. 

 Note:  Most attachments are mandatory, so an explanation letter may  not suffice in meeting the grant application requirements for certain mandatory attachments. 


[image: submitwithattachmentmsg]


12.  Once the application is complete, go to the Submit Tab.  Read the certification statement.  If you agree with the statement click the ‘Submit Application’ button.
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If you attempt to submit an incomplete application, you will receive a message letting you know which 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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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.   
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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.
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2. The application will be in Editable status while it is still being completed by the applicant and prior to being submitted. 

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

4. Once 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 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 acceptable.  After all corrections are approved the status will then be changed to ‘Reviewed’ and you will not need to do anything further unless contacted by OPRD staff. 


 Application Tips & Troubleshooting:
· Complete as much information as possible in the Project tab before moving on to other parts of the application.  

· Log out of the site if you need to leave your computer for more than 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.  You should save your work after completing a couple of questions at a time.  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.  Sometimes, simply changing browsers will fix a problem.
 
· 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 needed budgets and documents 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 prior to entering it in the application.
 
· When preparing narrative answers, it is recommended that you prepare, edit and save those 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 been saved by leaving that tab and coming back to see if the answer is there.
 
· If you see a pop up message indicating there was a saving problem, it is likely that your answer did not save correctly.  The best thing to do at that point would be to log out, log back in and try again.  If you don’t log out first, this could cause more saving problems with the rest of the questions on that tab.
 
· It is recommended that you complete the application well before the application deadline date.  However, applications will be accepted up until midnight of the deadline date.  No applications can be submitted after the deadline. 

· Save a PDF copy of your grant application for your records.  When you open your application you will be on the ‘Application Tab’.  Click on the Export to PDF button.  This will allow you to save and print the application. 
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