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Disbursement Requests 
Guidance Document 

Disbursements Requests can be filled out using the Division of Water’s Online Application System (OASys). 

 

  
After logging into the Water Online Application System 
(OASys) using your myAlaska account, you will be taken 
to the Welcome Page. 
 
Click the “State Revolving Fund” tab.  
 
IMPORTANT:  The disbursement request requires the 
signer to be approved for e-signature.   
 
Guidance for eSignature Validation can be found at: 
 
https://dec.alaska.gov/media/bjblsbaw/oasys-e-
signature-validation-2024-guide.pdf  
  

https://dec.alaska.gov/media/bjblsbaw/oasys-e-signature-validation-2024-guide.pdf
https://dec.alaska.gov/media/bjblsbaw/oasys-e-signature-validation-2024-guide.pdf
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Select the “Disbursement Request/Project Status Report:  
Alaska Clean Water Fund an Alaska Drinking Water Fund 
Loans (MLRR)” option from the available categories.  
 
This will open a series of steps will take you through the 
Payment Request, asking for information pertinent to your 
request.  Fill out the information on these pages as 
completely and thoroughly as possible.   
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Using the dropdown list, select the borrower’s name - the 
entity or organization that received the SRF loan.  

Select the appropriate project from the list available on 
file for your entity. 

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

 

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

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

 

* 
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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 
next step. 
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Select the project status from the drop-down list that most 
accurately represents the project during the current 
reporting period. A text box is provided in case anything 
needs to be clarified and to summarize the design or 
construction work completed. 

Fill in any construction milestone dates. 

Click the “Save & Continue” button to move on to the 
next step. 
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Enter the current expenses.   
 
If you are not requesting a loan disbursement for costs 
incurred for this project, select “No” and continue to Step 
5. 
 
Click the “Save & Continue” button to move on to the 
next step. 
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Enter in the loan reimbursement contact information.   

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

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

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

  You may enter multiple contacts and a single 
contact may fulfill multiple roles. Simply check all 
applicable roles for each contact. 
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Step 6: If you have any documents such as invoices or 
other attachments, this step allows you to submit those 
documentation. 
 
Please read the directions carefully on this page. 
 
Click “Save & Continue” to continue to the next step. 
 
NOTE: If you have technical issues with attaching an 
invoice or other supporting documentation, please 
contact the SRF Program at  dec.srfprogram@alaska.gov. 

 

mailto:dec.srfprogram@alaska.gov
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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. 
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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. 

 

  
Select “Sign this Application Using e-Signature” if you are 
already validated to electronically sign an application. 
 
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.  Enter the email 
of your alternative signer into the box and add that 
contact to the mailing list.  They will be sent instructions on 
how to complete the process.  
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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. 

 

  
Enter your password and the answer to your secret 
question into the respective fields and click the “Sign and 
Submit” button. 
 
 

Congratulations!  
You completed a disbursement request and will receive 
an email confirming your request was signed and that 
your application was successfully submitted. 

 
 

For questions about the SRF Program or assistance with completing and submitting a project questionnaire or loan 
application, please contact the SRF Program at 

dec.srfprogram@alaska.gov. 
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