Alaska Drinking Water Fund Loan Application Guidance
Step-by-Step Guide

The Alaska Drinking Water Fund Loan (ADWF) Application can now be filled out using the Division of Water’s Online Application
System. This document will guide you through this online process.

Alaska Drinking Water Fund Loan Application

1 Go to the Division of Water’s Municipal Grants & Loans

homepage:
http://www.dec.state.ak.us/water/MuniGrantsLoans/ind
ex.htm

Select the “Online Loan Application” link under Program
Links.

State of Alaska > DEC > Division of Water > Munscipsl Grants & Loans > Home

| MUNICIPAL GRANTS & LOANS

HIGHLIGHTS m QUESTIONNAIRES

* Draft SFY1S ACWF and ADVWF Intendeod Grants Program
Use Plans (P} Pulilic Notic, Aprl 28
- May 27, 2014

This will take you directly to the DEC’s Water Online
Application System homepage.

% FY14 MM Final Capital Progect List

& [e——— * Capitsl Projed Lists

Requirements for the ACWF and ADWF * Oniline Grand Application * Orifing MMG Ouesonnaire
Loan Programs Slup-By-Step Cuide
* Gran Oriline Step-by-Step Guide
* SFY15 Governor's Proposed Municipal Loan Questionnaires
Matehing Grants Project Funding List Loans Program
e * ACWF and ADWF SFY15 Amendad P
* Final FY14 Amended ACWF and ADWE SEES AV ADWE WL P IS0 L. Questionnairs Announcerment Notice

Intanded Use Plans [IUF) Final lssued
December 13, 2013

Y14 MMG Fimal Capital Progect List

* ACWEIADVWF Cusstionnass

% Oniline Loan Questionnaire Stap-by-
Step-Guide

* : 5
% ADWF Orikss 56 by it Ghade ADWF Loan Guestionnaire Crileria

* Green Project Reserve - Project Pasting
* FLINDING: ACWF & ADWF - (SFY 10),

Economic Simulus Requirements & * ACWT-Hon-Point Source Loan
Guidsnce Questonnaire Criteria
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From the OASys home page, you can continue to your
2 application by clicking the “Continue to MyAlaska”
button.

Water Online Application System

WercosmEe To DEC's WATER ONLINE APPLICATION SYSTEM (OASYS)

TIP: 0ASys requires an active myAlaska account. If you
do not have a myAlaska account, skip to step 4 below.

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

W this is your first lme vis s page and you do not have a myAlaska accound, enroll al myAlask

Guidance for Creating

Fease gnect questions o & OFAH
For aform waler permit applications call 907-260-

and for all other applications call John Randoiph at 007-465-5307

Log in to your myAlaska account and skip to step 5 in this
3 guidance.

DEC Water Oniing Appiicalion System (OASYS) has sent you here 0 $ign in,

myAlaska Login

Username:

Password:
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4 If you don’t have a myAlaska account, select the “enroll
at myAlaska” link. You only need to create a myAlaska Water Online Application System

Wercome 1o DEC's Warter Oxuine AppLication SysteM (OASys)

account once.

Guidance for createing a new myAlaska account is
available at:

http://dec.alaska.gov/water/OASysHelp/attachments/
myAK Reg guidance.pdf

r Onine Application System, select “Continue fo myAlaska® and login using your myAlaska user account

Conﬁuyeﬁaska ]

m_~_,-')\|ztsk:-1

W Afs 15 your

5 After successfully logging in to myAlaska, you will arrive at Water Online Application System (OASys)

the Water Online Application system (OASys).

Welcomae, sita d girl {myalaska Profile) Apply for eSignature

The fellowng categones are avarlable onling, To start the process, select from the tabs bele

Select the “Loans” tab.

You have no recent, 'In Process’ Applications...

tion, click on the an select the desired application from the list

Cruise Ship

Registration Grant Application Loans

Permit Application Questionnaire Reports

I Storm Water
175 Application

6 Select the “ADWF Loan Application” from the available Water Online Application System
Categ Ories. welcome Brin Marx

The following categories are available online. To start the process, select from the tabs below,

et . Lt
» ADWF Loan Application{aowria)
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A series of steps will take you through the application,
7 asking for information pertinent to your project.

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 to
T navigate directly to pages that have already been
l completed.

P

A, state of Alasha pbiaihn My Sesainemnd Basdund . Busiamiein Maiha_ VAuling Aldahe . Shs Dmpbyens
'ﬁ_"‘f_’ Alaska Depariment of Environmental Conscrvation

Division of Water

Stats of Alsks > DIC > Onlisg Services > Water Dnlaa Anplcation System

ADWEF: Loan Application

— Step Timeout 29:5: ™
Submission Process The steg will timesst after 30 minutes of insctivity. Actvity is defined a5 btting the \-_f

Step
| General Information

A, state of Alaska o i i i e e o

ACWEF: Loan Application

Submission Process

Sten

General Information
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P

U —-1 ©wW-— -

Any guestion with a red star (%) next to it is required and
must be completed before the current step can be
completed.

When finished with a step, go to the next page by
selecting the “Save & Continue” button in the lower 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
and to edit previously entered information.

Flease provide general project information. Bafore completing this apolication, please ve

Tracking &: ADWFLA-0D63 Fadility:

Project Information:

Project Tithe: *

Is your project on the ADWF Fundng Prionity Lty * i

If yas, salact your projact from tha kst to confm: Silad

Data Universal Numbering System (DUNS) Numffer:  *

Location Latitude: Convertar *

Locabion Longituda: -

General Project Location:

Total Communmty Population: *

Total Population Served: *

This s: * N Construction
rades

General Information

ADWF Loan Application

o g Y SERT

Capacity/Restructuring

*
Description of Projact:
Ovenne w
o e YSLRm
Capacity/Restruc turing
*

Dascrphion of Project:

Save & Conbnug
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If you need to void an application (gquestionnaire,
application, or quarterly report) that was entered in error,
please send an email to:
DEC.Water.OPAHelp@alaska.gov

Please include the tracking number for the application
needing to be voided.

Step 1 in the application process provides general
information about the application. Enter all required
information and click the “Save & Continue” button to
move on to the next step.

ADWE: Loan Application
Submission Process

Purpose
Please prowde

general project mformation. Before compieting this apalication, pleaese verify that your project B on the current Intendod Lse

| Tracking #: ADWFLA- D063 I-Ery:

Typa:

General Information

* indicates required field,

ADWF Loan Apphication

ADWF: Loan Application
Submission Process

iy, Aaiity in defived an biting the {49

General Information

Purpese
Please provide general project infe

Tracking #: ADWFLA-DD&4

Facility:

Typer:

* indcates required field,

ADWF Loan Apphcation

Project Information:

Projoct Tite:

Is your project on the ADWF Funding Priority List?
If yes, salact your project from the Est to confirm:
Data Universal Numbenng System (DUNS) Number:

Locabion Latitude: Comverter

Select

New Congtruction
Upgrades
Design/Study
Material/Equipment
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Step 2 in the Application Submission Process requires you
to enter contact information for your application.

Click the “Add” button to access the Contact Details
window.

TIP: You may enter multiple contacts and a single

contact may fulfil multiple roles. Simply check all
applicable roles for each contact.

In the Contact Details pop out window answer all
required fields and click the “Save” button.

Once all required contacts are added, click the “Save &
Continue” button to move on to the next step.

ADWF: Loan Application

Submission Process

Sten

Conlacls

Purpose
This step allows you to enter contact information for Entity applying for tha loan.
* indicates required field,

Tracking &: ADWFLA-0076 Facility: myProjectq Type: ADWF Loan Application

d button to the right

ADWE: Loan Application

Application Submission Process

Seo
E 1. This Contact is the... 2. Contact Information...
You make mut ' Firet

Conlacts
Contact Nama: & ——

Contact Tithe

Organization Name:
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Step 3 in the application process collects project costs for
your project. Enter all applicable costs, click each

Preliminary Studies/Reports:
“calculate” button, and click the “Save & Continue” e oepecton
button to move on to the next step. o

Contingencies:

Ineligibles: Ineligible costs are just applicable to the ADWF loan program

NOTE: If you Change any fleld, you m ust C“Ck the Other (Identify Cost):
“calculate” buttons again.

Other (Identify Cost):

Amount:

Other (Identify Cost):

Amount:
Total of Other Costs: Calculate \
Total Cost: (Sum of Above) e Calculate \

Step 4 in the application process asks if you project ADWE: Loan Application
features “Green” components. If so, select the “yes” koo B
option at the top of the page, select the most applicable ]
“green” category, enter a description, and any “green” g o

project costs. o i i

Grean Project/Component Information

. . . oG Tracking #: ADWFLA- 0064 Fadility: wbin Typa: ADWF Loan Application
Complete all applicable fields and click the “Save & "~ . P —

- ” Identify th e "Graen” cat - the u !
Continue” button to move on to the next step. S TR e s e o s s

utiity energy audits: clean power for publicty owned faciities; leak
detes fupg & reatment processes;

es and practices to
5 with less water. Examples: water mebers;
abiitation of dtribution; and, leak detecton

Green Project/Component Description:

Is & project cost estmate attached? Select
I sedectng o', please complate te following:
Total *Grean” Project/Companent Cost
Admanestration:
Prolimina ry Studies/Roports:
Engineering Design:

Guidance for Alaska Drinking Water Fund Loan Application 11/29/20163 Page 8



1 2 Step 5 asks for an estimated project schedule. Select a

date for all applicable project milestones and click the ’ &
" . . " il
Save & Continue” button to move on to the next step. - m
S =
Construchon Completbon: 1001 17AN |
Initiation of Operation: 1071172012 ]
Anticipated first payment requast: a 10/10/2012 [l
Do you anticipate submitting disbursement e 8 ves Mo
requasts evenly throughout the project life?
Pravious Dvarview Save & Continua
click here.
& Yes Mo
TIP: select the date from the calendar to automatically
i . * -
enter it into the field. |/ [
1 August, 2012 k
Su Mo Tu We Th Fr 5a
1 2 3 4
5 6 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31
Today: August 13, 2012
]
* WIS I NS
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Step 6 asks for details on any other funding your project
has received outside of this loan. Enter any applicable
information and click the “Save & Continue” button to
move on to the next step.

Step 7 collects information about to your community’s
financial status and ability to repay this loan. Enter all
applicable information and click the “Save & Continue”
button to move on to the next step.

Other Funding:

What funds, if any, other than Alaska Drinking Water Fund monies are committed for this project?

Federal Funds From:

Amount:

Other State Funds From:

Amount:

Other Local Funds From:

Amount:

Other (Identify Source):
Amount:

Other (Identify Source):

Amount:

Previous \

\ Overview

\ Save & Continue \

Application Submission Process

Step

e
al il be

Estimated Annual Payment:
{Given the above information, we will provide this
if you wish. )

Please describe the sourc
General Funds:

Capital Reserves:

User Faes:

Assessments, LIDS:

Taxes (idenbfy type):

Amount:

Other (identify):

ACWFLA- D056 Facility:

s of funding that will be

Financial Information

123 Ty
« i Infs t
Less than 1-Year (0.5% France Fee)

Less than 5-Years

Up to 20-Years (1.5% Finance Fee)

% Finance Fea)

For assistance calculating Mes please chck here.

used to repay the loan
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Step 8 provides a checklist for all required and optional
documents to be attached to this application in the next
step.

Check all boxes for documents that you are ready to
submit. Documents can be attached in the next step.
Once you have checked all applicable documents, click
the “Save & Continue” button to move on to the next
step.

35

Step 9 allows you to electronically submit any supporting
documents. If you don't supply the required documents
here, you will need to send them in later.

46

To attach a file:

= Click the “Browse...” button

= A file browser window will open. Select the file you
want to upload then click the %= | putton. The
name of the file you selected will appear next to the
“Browse...” button.

» Select what kind of file it is from the drop-down menu
and add a title and description.

= Click “Attach” when you have all the information

completed to submit your document.

Click “Save & Continue” to continue to the next step.

Application Submission Process

Siep

Attached Document Chadklist

and either: :

Purpose
Please complete the checkint below for documents te be submitted as part of tws apphcation.
* ates r d fiel
Tracking #: ADWFLA-0048 Facility: 123 Type: ADWF Loan Application
Chacklist
D 15 Lo be submitted as part of this

Force ACCount Equipmant R
The Force Account Forms were pi
past yaar and will not be attached to this application, if applicabls

A resolution from your city councl authorizing this loan application and
dasignating an cfficial authorized to accept and manage an Alaska Crinkin

arm, of apphcable
apphica
revicutly submitted to ADEC within the

. if applicable

Choose Fils | kg file chosen

2. Add the file to the list:

As Type:
Title
Description

Farce Account Approval 4

i

3. Your file attachments:

Remove

S ——
Tzt FY1MMGADOD?  Facility: test Type;  Municipal Matching Grant
y E Application
1. Choose a file to attach: Usage Tips

First, use the browse button to select a file from
your local system. To see what kinds of files may
be uploaded, click here. Then, complete the
attachrment type, title and description fislds hefare
clicking the attach button to add the file to your
application attachrent list. While the upload is in
progress, clicking on any button will cancel the
upload. If you would like to remave the file fram
your application, select it in the list and click the
"Remove" button

File size limit is 20MB for each attachment.

Required Attachments

There are no required attachments for this
application type.

Guidance for Alaska Drinking Water Fund Loan Application

11/29/20163

Page 11




57

68

Step 10 is the “Application Overview” page (last step). It

gives you an opportunity to review and edit the
information that you have entered so far.

To change any information in a section, select the “edit”
button that corresponds to that section.

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

NOTE: 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.

ADWEF: Loan Application

Overview

on is incorrect, click the appropriate section header ‘Edit’ button to retwm to
" b e nature and Payment

) 1. Complote Steps

Your Current Application:

Tracking ®: ADWFLA-0048 Facility: 123 Type: ADWF Loan Application

conara) ! Informa tion Datails o
Data Universal Humbering System (DUNS) 121

Number:

Project Tithe: 122

Total Community Population: 31

Overview

e secuion header 'Edit’ button to return to
aad to the Signature and Payment

& system and return later to fnakee .

E Print For Your Records

¥) 1. Complete Steps
2. Sign

items to the

cate tasks that hava yat to be

completed. You m
before DEC will p

ibem from the task kst

Your Current Application:

Attachments Title (Type), Description Edhl

e —

Heme < Contrue >

Capy io New

Guidance for Alaska Drinking Water Fund Loan Application
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79

20

21

The “Final Steps” page gives you the signature options
available for signing your application.

= Sign this Application Using e-Signature
(continue to step 20 in this guide)

= |nvite another party to Sign and/or Pay for this
Application
(skip to step 23 in this guide)

Select “Sign this Application Using e-Signature” if you are
already validated to electronically sign an application.

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

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

Tracking #: ACWFLA-0164 Facility: 1 Type: ACWF Loan Application

»# 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
ﬁiﬁ 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 #: ACWFLA-0164 Facility: 1 Type: ACWF Loan Application

»# 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
&i@. 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.

Signing Agreement
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Return lo DEC Water Onine Apphcation Sysiem (DA4ASys]

2 2 To complete the signature process enter your myAlaska
password, answer the secret question and click the “Sign
. . . SIGNING CEREMONY
& Submit” button to submit your signature. e T T T

of the documenl

Fleas

Thes i5 important Decause, under Alrska law, Crmmal penaities apply Tor falsely certifyn
falze, you could face imprisonment, fines. or both

(Sklp to Step 28 In thls gL”dance) You are legally obligated 1o protect the s

with anyone else - even a fa

Document Details

eneval Permat aNOt

Tithe: Starm W ults-Sector
Description: AKRUGDAZE - sdfy
Depanment: Alaska Depanment of Emironmental Consenation
Division: Drision of Water
Size: 18117 bytes
Certlfied Date:

[ I LR,

Password: |

What scheol did you attend for sixth
grade?

Sign and Submit | | Cancel

Tracking #: ACWFLA-0164 Facility: 1 Type: ACWF Loan Application

8 3 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. SIgl?st:?glr?aargpulxcantIa‘l::;.wtjful??uEf-s?glng?nadt::ll;?mt your application in a matter of minutes.

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

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

On the next page, select “Signer” from the list of options
9 4‘ and enter the email of your alternative signer into the box,

then click the = button to add that contact to et s @

the e-mail list. E-mail Comment (aptional) “This comment will be s=nt to all altamates

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

TIP: You can enter multiple emails in this step. Simply

enter each additional contact as described above,
pressing the B button after each contact.

Click the “Continue” button to complete the step and
invite another signer.

WARNING: You must click the 22z 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.

Guidance for Alaska Drinking Water Fund Loan Application 11/29/20163 Page 15



An instructional email containing a link to this application

. . i =**THIS IS A COPY OF THE EMAIL THAT THE PARTY YOU INVITED TO SIGN AND/OR
is sent to the alternate signer allowing them to complete PAY YOUR APPLICATION WAS SENT.***

the final steps in the application process.

NOTE: The alternate signer will need to have a myAlaska

accou nt sita d girl (salome starbuck@alaska gov) has identified you as the person responsible to sign/pay for
) application number 'ADWEFLA-0063" for the facility: 'gb'. This application 1s for a discharge under
the ADWEF Loan Application ADWFLA.

ADWF: Loan Application

In order to access this application, you will need the following Tracking Number and PIN:
Tracking Number: ADWFLA-0063

Pin: pin#

Note: In this email, the pin number has been hidden. However, the pin number will be visible to the
party you mvited to sign or pay.

To contmue, please visit the Water Online Application

(https:/test.dec.alaska sov/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

907-465-5307.
After clicking on the link provided in the email, the
alternate signer/payer will login to OASys and enter the Water Online Application System
Tracking Number and PIN which are also provided in the St o Aska > DEG > Olne Servces > Walex Onlns Aoplcaon Syser

email.

Tracking Number:

PIN

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

After your application has been signed, you will receive
an email certifying that your application was signed and
another that your application was successfully submitted.

If you choose to return to the application in the Water
Online Application System, the Application Overview will
display all tasks completed.

Highlighted Feature:

The “Copy to New” button allows you to create a new
questionnaire of the same type that pre-populates with
information from a previous questionnaire.

To copy previously submitted information, open your
original submittal and select “Copy to New” at the
bottom of the questionnaire overview page.

Tracking #: ACWFLA-0164 Facility: 1 Type: ACWF Loan Application

»# Sign this Application Using e-Signature
7 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
ﬁiﬁ 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.

ADWEF: Loan Application

The electronic submission process for application number ADWFLA-0048 for Facility '123' is complete.

Sten

Overview

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

¥) 1, Complete Steps

52 & o0 Red stems to the loft mdicate tasks that have yet to be
completed. You must complete every item from the task list
bafore DEC will process your submittal

Your Current Application:

Home

Copy to New
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For assistance with the online process, please contact the Division of Water at 907-465-5180 or emaill
DEC.Water.OPAHelp@alaska.gov
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