SRF Loan Payment Request
Step-by-Step

The SRF Loan Payment Request can be filled out using the Division of Water’s Online Application System (OASys).
This document will guide you through this online process.

SRF Loan Payment Request

The online SRF Loan Payment Request is located in the
1 DEC's Water Online Application System (OASys).

STATE REVOLVING FUND

Highlights Resources a
E L] Carrie
Postea sor.
09

To get to OASys, go to the SRF Program website:
https://dec.alaska.gov/water/technical-assistance-
and-financing/state-revolving-fund

Loans Program

Click on the OASys button to find the OASys home

page. =
From the OASys home page, click on the “Continue to S Wi kilon o Ak Scomi R i CUBRE K ke vt
2 MyAIaska" bUTTOn Guidance for DEC Water Validation of your myAla: . Tt
’ Continue \
§ ﬂyﬁ?aska J
If you do not have a myAlaska account, skip to step 4 myAlaska
below.
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https://dec.alaska.gov/water/technical-assistance-and-financing/state-revolving-fund

T IMPORTANT SIGNING REQUIREMENT: Welcoms  DEC:s Water Onine Appicatian Syt (OAS)
The Loan Payment Request requires the signer il vt e
l to be approved for e-signature.

Guidance for applying for e-signature (DEC
P Water Validation) is available from the OASys
homepage:

Note: New application types are added to the system frequenty.
Continue til
MyAlaska
B F

tion Forms.

To enter the Water Online Application Systm, select * Continue to myAlaska" and login using your myAlasks user sccount.

https://dec.alaska.gov/media/11181/dec-water-

validation-stepbystep. l O ighights

DEG Water Oniine Application System (OASys) has sent you here to sign in

If you have a myAlaska account, log in to OASys and
3 skip to step 5 in this guidance.

myAlaska Login
Usemame: [ ]
S

Forgot my Username
Forgot my Password
New User: Register for a myAlaska Account
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myAlaska account once.

available at:

If you don’t have a myAlaska account, select the
4‘ “enroll at myAlaska” link. You only need to create a

Guidance for creating a new myAlaska account is

https://dec.alaska.gov/media/13282/myak-reg-

quidance.pdf

Select the “Loans” tab.

OASys Help | MyAlaska Help

OASys Highlights

If you sign Applications and Reports - Start E-Signing (PDF)
- Once approved for eSignature, signing your application takes minutes
* Receive Immediate confirmation of your e-signed application

If you prepare Applications and Reports - Register Your Organization (PDF)
- Collaboratively view, modify, and submit applications created on behalf of the organization

- Access to applications can be maintained when associated staff depart the organization

If you have current MSGP coverage use the MSGP eNOI_Reissuance option. If you do not

have current coverage, select MSGP NEW NOI.
call 907-334-2281, 7 if you have questions about which one to select.

myAlaska

If this is your first time visiting this page and you do not have a myAlaska account, enroll at myAlaska

- |Guidance for Creating New myAlaska Account [PDF}

—

After successfully logging in to myAlaska, you will arrive
5 at the Water Online Application system.

Water Online Application System (OASys)

Welcome, sita d girl (myAlaska Profile) Apply for esignature

The following categories are available online. To sfarfthe process, select from the tabs below.
Your "In Process’ " Applications | cryise Ship @ Questionnaires | Reports  Storm Water
You have no recent, 'In Process' Applications...

To start a new application, click on the appropriate tab above, and then select the desired application from the list.

itk | Cruise Ship
4 Registration

Permit Application

Storm Water
Application

Grant Application

Questionnaire
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Select “ACWF and ADWF Loan Payment Request” from
the available categories.

¥ BCWF and ADVWF Loan Pagment Re@

¥ LWF oo

i e
ADWF Loan Application jsowes

A series of steps will take you through the Payment
Request, asking for information pertinent to your I
request. -

ACWF and ADWF Loan Payment Request

[ Szl Timeut |

Project/Loan Infarmation

Fill out the information on these pages as completely
and thoroughly as possible.

(Below you will find a few “Tips” that provide additional
information regarding navigation of these steps.)

The step numbers at the top of the page can be used
T to navigate directly to pages that have already been
l completed. ﬁ

ACWF and ADWF Loan Payment Request

T

Submission Process

Project/Loan Information
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Any question with a red star (%) next to it is required e e
and must be completed before the current step can et
be completed.

City:
State:

Zip Code:

* % ok X ¥

Borough or similar government subdivision: hoose Area

Find Area

When finished with a step, go to the next page by - =
selecting the “Save & Continue” button in the lower D
right corner.
NOTE: At any time, you can logout, and your

information will be saved, however changes to the

current page are not saved until you hit “Save &

Continue”.

At any time, you can also select the “Overview” button
at the bottom of any page to go to the overview step
(last step). This step allows you to review your
information from all steps and to edit previously
entered information.

Oveniew Save & Continue
OASys version 8.0.0 - BUN B 05/15/2014 05:07 PM

(help?) Home Logout

v —— 99—+ W — -
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loan.

file for your entity.

next step.

next step.

8 Step 1: Using the dropdown list, select the borrower’s
name - the entity or organization that received the SRF

Select the appropriate project from the list available on

ACWF and ADWF Loan Payment Reguest

Submission Process ILI 4
SR
Purpose
s slap
Trachking #: MLRA-0353 Facility: Type:

Entity fOrganization:

* %

Lean Mumber and Project Tithe:

Click the “Save & Continue” button to move on to the

9 Step 2: Answer the questions that identify the loan
request including the period covered by this request.

Click the “Save & Continue” button to move on to the

Step
Purpose
Tracking =t MIRF-T363 Pachiy 1715 Lo SO S e
Payment Humber: w
Loan period covercd under this Payment Reguest:
Start Date Coversd by this Reguest: * |
End Cete Covered by this Recue & K

\What approwimate pement mmplete
peoect cumenthy?
15 &his the Final Pay Request? X Cives Cilo

% the subject W ks

Is ifis 2 rewision of a previously submities L Oives @k
payment nequest?

| Prasios | | Ovendiw |

ProjectfLoan Information
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1 O Step 3: Enter the current expenses.

Click the “Save & Continue” button to move on to the
next step.

Summary of Costs

Tracking #: MLRR-0363

130361 , Downtown Sewer

pgrade Type:

Please note that "past requested amounts" are the total amounts for approved requests.

Expenses

Administration

Current Expenses:

Approved Past Requested Amount:
Qutstanding Past Requested Amount:
Total:

Engineering Design

Currant Expenzes:

Approved Past Requested Amount:
Qutstanding Past Requested Amount:
Total:

Engineering Construction

Current Expenses:

Approved Past Requested Amount:
Outstanding Past Requested Amount:
Total:

Construction

Current Expenses:

Approved Past Requested Amount:
Qutstanding Past Requested Amount:
Total:

Equipment

Current Expenses:

Approved Past Requested Amount:
Qutstanding Past Requested Amount:
Total:

$0.00
AL

$0.00
A
0.00

$0.00
AL
0.00

5000
A

$0.00
AL

* indicates required field

ACWF and ADWF Loan Payment

Request
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1 1 Step 4 in the process collects the contact information. ACWE and ADWF Loan Payment Request

Submission Process

Click “Add” and the “"Contact Details” window will pop
open. You must enter contact information for all
required persons before continuing.

Contact

# indicstes required fisld:

Enter in the required contacts then click the “Save”
button.

Bad |

Click the “Save & Continue” button to move on to the
next step.

Continge |

TIP: You may enter multiple contacts and a single contact
may fulfill multiple roles. Simply check all applicable roles for
each contact.

Step 5 allows you to submit invoices or other ACWF and ADWF Loan Payment Request
1 2 attachments online. e (FeseTomeo ] -
Attachments

Please read the directions carefully on this page.

Purpose

T L any supportin

* indicates required field,

ACWF and ADWF Loan Payment
Request

130361 , Downtown Sewer

Upgrade Type:

Tracking #: MLRR-0363 Facility:

Usage Tips:

C |ick “que & Contin Ue" 1‘0 CO nTi nUe TO 1he neXT S.I-e p . Click on the Attach Files button below to begin the process of attaching a file. If you would like to remove the file

from your application, select it in the list and click the "Remove" button.

The file size limit for each attachment is 20MB. The maximum number of attachments allowed is 5 files.
The types of files that may be uploaded are:
pdf, doc, docx, xls, xlsx, tet, rtf, gif, jpg. tif, bmp, png, odt, ods, sxw, sxc, sdw, and sdc.

NOTE: If you have technical issues with attaching an SR
. . . . Th:;:ﬁ:.-.'irg IiSi ;?;t’::achmerts are required to bs submitted, but uploading in this step is optional. Alternatively, you may submit
invoice or ther Supporhng documenfqhonl p|ecse »laa Llra.x traditional mail, or hand delivered to the zppropriate DEC office.
contact the SRF Program at aorn
dec.sriprogram@alaska.gov. S
[ Frevious | [ Overview | [Save | [[Save & Continuz |
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Step 6, the “"Overview” page (last step), gives you an
opportunity to review and edit the information that you
have entered so far.

To change information, select the “edit” button that
corresponds to the step needing new information.

After all information is entered and you have finished
adding all online attachments, you will need to sign
your payment request.

A check will appear next to “Complete Steps” if the
application is complete and ready to be signed.

To go the Final Steps page, select the “Sign” link under
tasks on the Application Overview page. You can also
click on the “Continue” button at the bottom of the
page.

Step

Overview

Your Current Application:

Tracking #: MLRR-0363

Project/Loan Information
Entity/Organization:
Loan Number and Project Title:

Project/Loan Information

Payment Number:

Start Date Covered by this Request:

End Date Covered by this Request:

What approximate percent complete is the
project currently?

Is this the Final Pay Request?

Ts this a revision of a previously submitted
request?

Summary of Costs
Approved Past

ick the agpropriate section header "Edit’ button to retuen to the
" button below to proceed to the Signature and Payment.

Print For Your Records

com|
before DEC will p

130361 . Downtown Sawer
Ungrade

ACWF and ADWF Loan
Payment Request

Details [Edn ]
Anchorage Water and Wastewster Uity

130361 , Downtown Sewer Upgrade

Details | Ed | >
1

Faility: Type:

aé

05/01/2020
11/16/2020
subject 10
No
payment No

[Edt | >
Total Past Requested] Amount This C

Outstanding Past

d Amount mount Amount Request
£0.00; £0.00 £0.00| % £0.00|
$0.00) £0.00 £0.00) $25,000.00525,000.00,
£0.00 £0.00 £0.00| 5 $0.00|
£0.00; £0.00 £0.00| % £0.00|
£0.00] £0.00 £0.00| 5 £0.00|
£0.00; £0.00) £0.00| £0.00) £0.00|
50.00 50.00, 50.00] $25,000.00/525,000.00
Step

Overview

Purpose

Please review the information you have entered. If any information is incorrect, dick the appropriate section header 'Edit’ button to return to
that section and edit your data. If the information is correct, click the "Continue” button below to proceed to the Signature and Payment

Options page.

NOTE: Your information has been saved; you may als

Tasks:

) 1. Complete Steps
2. sign

Your Current Application:

0 exit the system and return later to finalize it
Print For Your Records

Usage Tips:

Red items to the left indicate tasks that have yet to be
completed. You must complete every item from the task list
before DEC will process your submittal.

Attachments Title (Type), Description | Edit |
Copy to New J | Continue |
OASys version 8.0.0 - Build Date: 05/21} 4 09:08 Al
(help?)

Home Logout
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. . . . . Purpose

available for signing your ap plICCI tion Congratulations! You have completed the form completion phase of this process. However, one important step remains before your application
. can be processed: Signature Submission. This page provides options for submitting your signature online using a MyAlaska aceount or by

printing, signing and submitting a hard copy. To make further changes before submitting, select the ‘Overview button. If you have any questions

or concerns, please contact DEC at DEC.Water.OPAHelp@alaska.gov or call John Randolph at 907-465-5307.

] S|gn this App"coﬁon Using e-Siganure Current Status: Completed and Not Signed
Ple. ote: Your application will not be processed unless it has been signed
(continue to step 15 in this guide)

5 5 The “Final Steps” page gives you the signature options Finol Steps

Municipal Matching Grant Request for

Tracking #: MMGRP-0117 Facility: test project Type: EaTEE

Sign this Application Using e-Signature

L] |nViTe OnOTher pOrTy TO Sign Ond/or POy for fhis This signature option allows you to e-sign and submit your application in a matter of minutes.

Appllcchon Invite another party to Sign and/or Pay for this Application

This option will allow you to extend the signing and/or paying privilege to anyone with an Internet-connected
o o o o ﬁ computer. Upon completion of this process, an instructional e-mail containing a link to this application will be sent
(Sk| p 1'0 S'I'ep ] 8 N Th|s gU|de) to anyone invited. You retain the right to sign and/or pay at any time, but with additional parties invited, they too

may complete these required final steps in the application process.

Cancel Overview

. . . Purpose
| d |d 1' dT | 1' ” C tulat ! You hi leted the ft leti h f th . Hov i [l rtant st ins bef licati
are aiready valiaarea 1o elecironically sign an o A AR A oA U TSk A

. . printing, signing and submitting a hard copy. To make further changes before submitting, select the ‘Overview' button. If you have any questions

1 6 Select “Sign this Application Using e-Signature” if you Final Steps

or concerns, please contact DEC at DEC.Water.OPAHelp@alaska.gov or call John Randolph at 907-465-5307.

Current Status: Completed and Not Signed

Please Note: Your application will not be processed unless it has been signed

NOTE: If you have used a myAlaska account to apply
for and e-sign a PDF then you are already
automatically validated.

Municipal Matching Grant Request for
Payment

B Sign this Application Using e-Signature
This signature option allows you to e-sign and submit your application in a matter of minutes.

| Invite another party to ﬁgn and/or Pay for this Application
gﬁﬁ This option will allow you to extend the signing and/or paying privilege to anyone with an Internet-connected

Tracking #: MMGRP-0117 Facility: test project Type:

computer. Upon completion of this process, an instructional e-mail containing a link to this application will be sent
to anyone invited. You retain the right to sign and/or pay at any time, but with additional parties invited, they too
may complete these required final steps in the application process.

Cancel Overview
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the Signing Ceremony.

and submit” button.

(Skip to step 23 in this guidance.)

Check the box indicating that you agree with the
1 7 Signing Agreement. To complete the signing process,
click on the “E-Sign in myAlaska” button to continue to

DEC Online Application System (OASys)

Signing Agreement
By selecting the "I agree with the above statement” box, entering my myAlaska password, and clicking on
E-Sign, I:

certify that, to the best of my knowledge, and belief that the amount is reimbursement is
ordance with the terms of the grant offer; that this reguest payment represents the correct
share due which has not been previcusly paid: and that the work has been completed in
with approved Plans and Specification
rrify that I am John Randolph as identified by the myRlaska identit
e that I am signing this Municipal ing Grant Request for Payment, MMGRE-01

4]  agres that I intend to be bound by the electronic record of this Municipal Matching Grant
Request for Payment and the electronic record of this signature.

e with the above statement
e

E-Sign in myAlaska

Enter your password and the answer to your secret
1 8 question into the respective fields and click the “sign

Return to DEC Water Oniine Application System (OASys,

SIGNING CEREMO!

By using your elecironic signature to sign this document, you legally bind yourself to it to the same extent as you would by signing a paper
copy of the document.

Please take a moment to verify that the document you are about to electronically sign is in a readable format, and is an accurate copy of the
electronic document you submitted

This is important because, under Alaska law, criminal penalties apply for falsely certifying a document. If you submit information that you know
is false, you could face imprisonment, fines, or both

‘You are legally obligated fo protect the security of your myAlaska electronic signature. That means you cannot share your myAlaska password
with anyone else - even a family member - or let anyone else use your myAlaska electronic signature. If you discover any evidence that
anyone else has used your electronic signature or gained access 1o your password, you must report it promptly to the myAlaska Help Center
Document Details
Title: Offshore Seafood General Permit
Description: OFSH-D143 - gh
Department: Alaska Department of Environmental Conservation
Division: Division of Water
Size: 19394 bytes
Certified Date:
Viey

Password: |
What was the last name of your third I:l
grade teacher?
Sign and Submit | | Cancel
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19

20

If you require another party to sign for your application,
select the “Invite another party to Sign and/or Pay for
this Application” from the “Final Steps” Page.

On the next page, select “Signer” from the list of
options and enter the email of your alternative signer
into the box, then click the 22 button to add
that contact to the e-mail list.

TIP: You can enter multiple emails in this step. Simply
enter each additional contact as described above,
pressing the 2 button after each contact.
Click the “Continue” button to complete the step and
invite another signer.

WARNING: You must click the 22 button to
add the e-mail to the displayed list of alternates before
clicking the “Continue” button or else they won't
receive an e-mail.

Final Steps

Purpose

Congratulations! You have completed the form completion phase of this process. However, one important step remains before your application
can be processed: Signature Submission. This page provides options for submitting your signature online using a MyAlaska account or by
printing, signing and submitting a hard copy. To make further changes before submitting, select the 'Overview’ butten. If you have any guestions
or concerns, please contact DEC at DEC.Water.OPAHe|p@alaska.gov or call John Randolph at 907-465-5307,

Current Status: Completed and Not Signed

Please Mote: Your application will not be processed unless it has been signed
Tracking #: MMGRP-0117 Facility: test project Type: Municipal Matc;;l;%ggint Request for

=€ Sign this Application Using e-Signature
= This signature option allows you to e-sign and submit your application in a matter of minutes.

Invite another party to Sign and/or Pay for this Application
This option will allow you to extend the signing and/or paying privilege to anyone with an Internet-connected
gﬁ& computer. Upon completion of this process, an instructional e-mail containing a link to this application will be sen
to anyone invited. You retain the right to sign and/or pay at any time, but with additional parties invited, they to
may complete these required final steps in the application process.

Cancel Overview

Tracking #: MMGA-0174 Facility: g Type:  Municipal Matching Grant Application

I would like to assign an alternate... Your Alternates:

signer
&-mail Address:

E-mail Comment (optional) *This comment will be sent to all alternates

Back Continue
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An instructional email containing the tracking number,
PIN, and a link to this application is sent to the alternate
signer allowing them to complete the final steps in the
application process.

NOTE: The alternate signer will need to have a
myAlaska account.

After clicking on the link provided in the email, the
alternate payer will login to OASys and enter the
Tracking Number and PIN (also provided in the email).

The alternate signer will be taken to the “Final Steps”
page, giving them the opportunity to e-sign the Grant
Payment Request (if validated).

John Randolph (john rand olph@alaska sov) has identified yvou as the person
responsible to sign for application number MMGEP-0117' for the facility: ‘test project’.
This application is for a discharge under the Municipal Matching Grant Request for

Payment MMGEP.

In order to access this application, vou will need the following Tracking Number and
PIN:

Tracking Number: MMGEP-0117

Pin: 1498

iohn randolph@alaska.gov sent yvou the following comments:
blah

To continue, please visit the Water Online Application

(https-/'test. dec alaska gov/applications/water/oasys/Associate aspx) site.

Please direct questions to DEC. Water OPAHelp@alaska. gov.

For storm water applications call 907-269-8117 and for all other applications call John
Randolph at 907-463-5307.

‘Water Online Application System

State of Alazka » DEC = Online Services > Water Online Application Systel

Tracking Number:

PIN

Associate

Final Steps

Purpose

Congratulations! You have completed the form completion phase of this process. However, one important step remains before your application
can be processed: Signature Submission. This page provides options for submitting your signature online using a MyAlaska account or by
printing, signing and submitting a hard copy. To make further changes before submitting, select the ‘Overview’ button. If you have any questions
or concemns, please contact DEC at DEC.Water.OPAHelp@alaska.gov or call John Randolph at 907-465-5307.

Current Status: Completed and Mot Signed

Please Note: Your application will not be pracessed unless it has been signed

Municipal Matching Grant Request for
Payment

P Sign this Application Using e-Signature
This signature optien allows you to e-sign and submit your application in a matter of minutes.

Invite another party to Sign and/or Pay for this Application
This option will allow you to extend the signing and/or paying privilege to anyone with an Internet-connected
ﬁ&@. computer. Upon completion of this process, an instructional e-mail containing a link to this application will be sent
to anyone invited. You retain the right to sign and/or pay at any time, but with additional parties invited, they too
may complete these required final steps in the application process.

Tracking #: MMGRP-0117 Facility: test project Type:

Cancel Overview
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Application Submitted MMGRP-0117 - Message (HTML)

was successfully submitted.

You will receive an email confirming that your payment Ee B _
request was signed and another that your application —_— >< 6 O Bvers Bt Grows | Y B (3 b g, A
. o [2) Related ~ 4

1@ This item will expire in 6 d

Mark Categorize Translate
s . Iy Select~

Delete  Reply Reply Forwa
k- ply  Reply €2 Reply
o ] More - 2 Reply 8uDelete F CreateNew  [7| " actions+ (e
Respond Quick Steps ] Move Tags ]

I Team Email " @ OneNote
Move

# Create Ne =TT R Adtions+
Editing

Delete

M
r.OPAHelp@alaska.gov

Online Application System <DEC.Wate

Application Submitted MMGRP-0117

To keep this item longer apply a different Retention Policy.

Message T MMGRP-0117.ndf (546 KB)

The electronic submission process for application number MMGRP-0117 for Facility 'test project’ was completed at 12:45 PM on 3/12/2015.

If you choose to return to the application in the Water
Online Application System, the Application Overview

will display all tasks completed.

Overview

Purpose
Please review the information you have entered. If any information is incorrect, click the appropriate section header 'Edit’ button to return to
that section and edit your data. If the information is correct, click the "Continue” button below to proceed to the Signature and Payment

Options page.
NOTE: Your information has been saved; you may also exit the system and return later to finalize it.

Print For Your Records

Tasks:

Usage Tips:
Red items to the left indicate tasks that have yet to be
completed. You must complete every item from the task list

before DEC will process your submittal.

(¥) 1. Complete Steps
¥)2. sign

Your Current Application:

If you have questions about how to submit a disbursement request, please email the SRF Program at

dec.srfprogram@alaska.gov
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