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FY12 Municipal Matching Grant Online Application 
Step-by-Step 

 
The MMG application can now be filled out using the Division of Water’s Online Application System. This document 

will guide you through this online process. 

Municipal Matching Grant Application 

1 
Go to the Division of Water’s 
Municipal Grants & Loans 
homepage:  
http://www.dec.state.ak.us/wate
r/MuniGrantsLoans/index.htm 
and select the online 
“Application” link under 
Hightlights.   
 
This will take you directly to the 
DEC’s Water Online Application 
System. 
 
  

2 
The paper Grant Application form 
is being phased out.  If you prefer 
to use the paper version of the 
form, it is available on the Grant’s 
Forms page. 
 
 If you encounter difficulties 
accessing or completing the on-
line application, please contact 
John Randolph at 
john.randolph@alaska.gov .  
 

 
 

 
 

http://www.dec.state.ak.us/water/MuniGrantsLoans/index.htm
http://www.dec.state.ak.us/water/MuniGrantsLoans/index.htm
mailto:john.randolph@alaska.gov
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3 
Submitting a grant application 
online requires a myAlaska 
account with a username and 
password. If you already have a 
myAlaska account, either 
business or personal, you can use 
that for this process.  After 
entering your myAlaska user 
name and password, you will be 
directed to the Online Application 
system, ready to fill in the 
application. 
 

If you don’t have a myAlaska 
account, select the “Enroll at 
myAlaska” link. You only need to 
do this once! The next few steps 
will walk you through setting up a 
myAlaska account. 
 

TIP: 
Think of a personal myAlaska 
account as a driver’s license. It is 
completely acceptable to use it for 
submitting these applications. 
However, you can also set up a 
separate “business” myAlaska 
account if you would prefer. 
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4 
(NOTE: If you already have a 
myAlaska account, you can skip 
down to step 8.) 
 

After you click on the “Enroll at 
myAlaska” link, you will arrive at 
the new account page for 
myAlaska. Fill in the User ID, 
password, “secret question,” and 
email address for your username 
account. After reviewing the user 
agreement, check the “I Accept 
the User Agreement” box and 
select the “Send Email 
Confirmation” button. 

 

5 
Close the internet browser 
window and check the email 
account you entered in Step 5. 
 
If you cannot locate the email in 
your inbox, please be sure to 
check your junk mail folder. 

 

6 Open the email and select the 
hyperlink in the email, which 
takes you to the password 
confirmation page. Enter your 
password again on this page, and 
select the “Click Here to 
Continue” button. 
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7 Read the privacy agreement, 
check the Accept check box, and 
select Continue. 
 

NOTE: The only information DEC 
will use is the address and email 
information. 

 

8 After successfully registering for a 
myAlaska account or after 
entering your existing username 
and password, you will arrive at 
the Water Online Application 
system.  
 
Select the “Grants” tab then select 
the “Municipal Matching Grant 
Application” from the available 
categories. 

 

9 A series of steps will take you 
through the application, 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.) 
 

TIP: 
The step numbers at the top of the 
page can be used to navigate 
directly to pages that have already 
been completed. 
 
TIP: 
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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T 
I 
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When finished with a step, go to 
the next page by selecting the 
“Next” button in the lower right 
corner.  
 

TIP:  
At any time, you can logout, and 
your information will be saved. 
NOTE: Changes to the current 
page are not saved until you hit 
“Next”. 

 

T 
I 
P 

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. 
 
NOTE: Remember, changes to the 
current page are not saved until 
you hit “Next”. 

 

10 Step 1 in the application process 
provides general information 
about the application. Review the 
description to ensure your 
understanding and agreement 
with the application then click the 
“Next” button to move on to the 
next step. 
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11 Step 2 in the application process 
collects general information about 
your project. Complete all 
required fields then click the 
“Next” button to move on to the 
next step. 

 

12 Step 3 in the application process 
asks for details about general 
project costs and assistance 
amounts. Complete all fields then 
click the “Next” button to move on 
to the next step. 
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13 Step 4 asks for a categorized list 
of all project cost estimates. 
Complete all fields then click the 
“Next” button to move on to the 
next step. 

 

14 Step 5 asks for a schedule of 
attachments for your project.  
 
NOTE: Select “Yes, will attach in 
step 6” for items that you will 
attach to your online application 
in the next step (Step 6). If a 
document is not ready for 
submittal, select “Yes, but 
unavailable” from the drop-down 
list and provide an approximate 
date of submittal.  
 
After every checklist item has 
been answered, click the “Next” 
button to move on to the next 
step. 
 
TIP: 
When entering in an estimated 
submittal date, click the “…” 
button next to the appropriate 
date field to open the calendar. 
Click the estimated date from the 
calendar to automatically enter it 
into the field. 
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15 Step 6 allows you to submit any 
required or optional attachments 
online. 
 

Please read the directions 
carefully on this page. 
 

NOTE: Attachments may also be 
submitted via email, fax, 
traditional mail, or hand delivered 
to the DEC office in Juneau.  
 

Address: 
Department of Environmental Conservation 
410 Willoughby Avenue 
P.O. Box 111800 
Juneau, AK 99811-1800 

 

16 Step 7 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. 
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17 After all information is entered 
and you have finished adding all 
online attachments, you will need 
to submit your application.  
 
NOTE: A check will appear next to 
“1. Complete Application Form” 
if the application is complete and 
ready to be submitted. 
 

To go the Final Steps page, select 
the “2. Sign This Application” 
link under tasks on the 
Application Overview page. You 
can also click on the “Continue” 
button at the bottom of the page. 

 
 

 

18 The “Final Steps” page gives you 
the option to sign your application 
by e-signature, hard-copy, or 
inviting another party to sign your 
application. 
 

 

19 If you have verified your account’s 
identity, you will be able to sign 
your application with an e-
signature. If your account is 
unverified or you wish to either 
sign a hard-copy or invite another 
party to sign, move on to Step 21 
or Step 23 respectively. 
 
If you are ready to e-sign your 
application, select the option 
“Sign this Application Using e-
Signature” 
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20 On the next page, read the signing 
agreement carefully, then check 
the “I agree with the above 
statement” box if you agree. 
Enter your MyAlaska password 
into the “MyAlaska Password” 
box then click the “E-Sign” button 
to submit your application. 

 

21 If you need to print and sign a 
hard-copy of your application, 
select the “Print, Sign and 
Submit a Hard-Copy Signature 
Page” option from the Final Steps 
page. 
 
 

  
 

22 On the “Print and Submit a 
Hard-Copy Signature Page” 
screen, read the steps described 
on the page then click “Print the 
Official Signature Page” link to 
receive your signature page. You 
will immediately be asked to print 
the signature page. 
 
NOTE: 
Once you click the “Print the 
Official Signature Page” link, 
your application will become un-
editable, make sure you have 
made any necessary changes and 
all information is correct before 
requesting a signature page.  
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23 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. 

 

24 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 
“>>>” button to add that contact 
to the e-mail list. Click the 
“Continue” button to complete 
the step and invite another signer. 
 
NOTE: 
You must click the “>>>” 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. 

 

25 When you have assigned your 
alternative signer, an email will be 
sent to them with detailed 
instructions to sign your 
application. You will also be sent a 
copy of the email for review. Your 
alternative signer will be given 
the same options for signing as 
you were given in step 18 of this 
document. Refer to the steps 
above for further guidance. 
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26 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 submitted a 
hard-copy signature page, it may 
take a few days to process. 

 

For assistance, please call 
 

John Randolph at 907-465-5307, 
Kaitee Fleck at 907-451-5337, or 
Janice Mclean at 907-465-5282. 
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