SRF Loan - MBE/WBE Utilization Form (DBE Reporting)
Step-by-Step Guide

The SRF Loan MBE/WBE Utilization Form can be submitted using the Division of Water’s Online Application System.
This document will guide you through this online process.

SRF Loan MBE/WBE Utilization Form (DBE Reporting)

1 The online SRF Loan MBE/WBE Utilization Form
submittal is located in the DEC’s Water Online
Application System (OASys).

To get to OASys, go to the Division of Water’s Municipal
Grants & Loans homepage:

http://dec.alaska.gov/Water/MuniGrantsLoans/index.
htm e

* FUNDING: ACWE & ADWE - [SFY 10),
Eeonomic Stmaius Requirements &

Stale of Alesks * DEC » Droision of Visber » Hunicinal Geusts & Loans » Bome

| Municipar Grants & Loans

* FY13 MG Cagital Projoct List

Select the “MGL Program Online Quarterly Project
Status Reporting” link under Resources.

Important: This online submittal can be linked to your
MGL Quarterly Report. Once you've started your SRF
Loan MBE/WBE Utilization Form, you can then select it
from a list in Step 4 of the MGL Quarterly Report using
the tracking number and project name. See MGL
Quarterly Report guidance document for further
details.
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From the OASys home page, you can continue to your
application by clicking the “Continue to MyAlaska”
button.

TIP:

OASys requires an active myAlaska account. If you do
not have a myAlaska account, you can create one by
following the steps outlined in the “myAlaska” box at
the bottom of the page.

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

Select the “Reports” tab, then select the “SRF Loan -
MBE/WBE Utilization Form” from the available
categories.

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.

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.

Water Online Application System

-

0 Not have 3 myAaska account, &

‘Water Online Application System

Welcome Brin Mar

ccess, selact fram the tabs below

SRF Loan - MBE/WBE Utilization Form

Application Submission Process

Stes

Reporting Period Informalion

Purpess

Application Submission Process

Heparting Period Information
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=~ When you have finished a step, you can go to the next
step by selecting the “Save & Continue” button at the
bottom of the page.

TIP:

D At any time, you can logout and your information will
be saved. NOTE: Changes made in the current step 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.

o — —

NOTE: Remember, changes to the current page are not
saved until you hit “Save & Continue”. Any changes
made prior to clicking “Overview” will be lost.

If you need to void an application (questionnaire, application, or quarterly report) that was entered in error,
please send an email to:

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

o — -
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Step 1 of the submission process asks for general SRF Loan - MBE/WBE Ulilization Form
information about your project and the reporting
period.

Tracking #: DREUF-0015 Facility: Type:  S8F Loan -

Step 2 of the submission process collects contact SRF Loan - MBE/WBE Ultilization Form
information for various roles. eAmosestixe D
a__:_r_,_._q_a_.}_-_,_

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

Important: The “Recipient Authorized Representative”
must be the person who will sign this report.

Complete all required or applicable contacts, then click
“Save & Continue” to continue to the next step.

Guidance for DBE Reporting Form 4/17/13 Page 4



7 Step 3 of the submission process asks for the loan SRF Loan - MBEAVBE Utilization Form
amount and if any procurements or accomplishments valin Proces o @
were made during the semi-annual reporting period B W——

Purpose
This step collects information about MEE/WRE Frofurements mara dunng reporting neriod,

Tracking #: DEEUF-0015 Facility: test

Total Loan AsSistance Agreement AMounE:

Wera procuramants of accomplisnmants made with & sl
with MBEs and/or WEES during ths reporting

Step 4 of the submission process where you will enter SRF Loan - MBE/WBE Ultilization Form

8 information about each procurement/accomplishment pication Sbinson roces
made during the reporting period. If none were made, ] ot
then click the “Not Applicable” checkbox and move to —

the next step.

Select Type of Product or Services: ¥ Selct
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Step 5 is the "Application Overview” page (last step). SRF Loan - MBE/WBE Ultilization Form
It gives you an opportunity to review and edit the 5|
information that you have entered so far.

Overview

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

Travcking #: DEEUF-0001 Facility: 123 Type:  SAF Loan - MBE/WEE Ublization Form

Details

After all information is entered, you will need to sign SRF Loan - MBEAVBE Utilization Form
your application. 5|

Overview

A check will appear next to “1. Complete Steps” if the
application is complete and ready to be signed.

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

the page. I : I
pag —— 1,

The “Final Steps” page presents the options for SRF Loan - MBEAVBE Ultilization Form
signing your application:

e Signusing an e-Signature
(Skip to the next step of this guide)

e Print and sign a hard-copy
(Skip to step 14 of this guide)

Tracking ®: DREUF-0001 Facility: 123 Type:  SRF Loan - MIEE/WEE Ubizaticn Form

Sign this Application Us
Th
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12 To sign your application with an e-Signature, your

account must be validated through MyAlaska.

Select “Sign this Application Using e-Signature”

NOTE: If you use a myAlaska account that has been
used to apply and e-sign for a PFD, you are

automatically validated.

13 Carefully read the information

signature

agreement on this page, check the box if you agree with
the Signing Agreement, and enter your myAlaska
Password. To complete the signing process, click on

the “E-Sign” button.

1 4 To print a hard-copy signature page, select “Print, Sign

and Submit a Hard-Copy Signature Page”

Tracking #: DSIUF-0001 Faility: 123 Type:  SAF Loan - MOL/WIE Uilization Form

ign this Application Using e-Signature

This signatura option Jllows you to a-gign and Fubmit your application in 3 matter of minutes. 1f you ars siready
validated, select this option to begin thi e-signature process. If you have not been vakdated, visit Myalaska to
cemplats the validation precess

Print, Sign and Submit a Hard-Copy Signature Page

Use this signature option to print 2 hard-copy version of the application signature page which
traditional mad, fax, or hand ed to the appropriate DEC office. Crun
be notarired and the ORIGH tarived hard-copy maied or defivered

vakdation s required to sign usng this cption, but your apphication wil not be processed until

% tha signatura paga (and fas paymant) has basn raceivad by DEC. Many of tha hard-copy Sgnature pAGER FeqUre
Audobe Acrobat Beadr 1o viaw and pank. Clck on the falowng mags to dowrioad and instaf Adobe Acrabat Readr:

Who Signs the Application?

10 AAC 03305, SIgnatura requiraments 1or pormit ApRICations and repors

{a) A parmit application must be signed 38 follows:

{1} for 3 corporation, 3 responsible corparate officer shall sign the ap ; | this 2
corporate officer means

{A) & pregident, secretary, reasurer, of vice- president of the corporation in charge of & principal business
funciion, ar any athar parsan who parfeems pmilar pelicy- or decison-making funchens for the corperabian; or

{8) the manager of ane or more manufactunng, production, or operating faciities, it

{1) the manager i autharized to make management decisions that govem the aperation of the regulated Facilty,
inchuding having the explicit or implicit duty of making major capital investment recommendations, and initiating and
directing other compre g term envareamental comphance with smvronmental Stalutes
and reguiations,
{4} the manager can ensure that the necessary systems are estabished or acbons taken to gather complete and
accurate infarmation for permit apphcation requirements; and

authority 1o sign documents has been assigned or delegated 1o the manager in accordance with corperats

B
{2} for a partnership or sole proprictorship, the general partner or the propnetor, respectively, shall sign the
appication; and

{3} for @ municipality, state, or other public agency, either & pr
the apphcation; in this sibae

pal executive officer of ranking elected officisl
 principal sxecutive afficar of an agancy means

) tha chisf sxecutive officer of the agency; or
{8] a senior executive officer having responsbility for the averal operations of 3 principal geographic unit or
divisicn of the agency.

Agreen

= box, o

1 agree with the sbove statement
MyAlstka Password

Tracking #: DSIUF-0001 Faility: 123 Type:  SAF Loan - MOL/WIE Uilization Form

Sign this Application Using e-Signature
This signature option allows you to 8+gign and submit your application in 3 matter of minutes. 1f you are already
validated, select this option to begin thi e-signature process. If you have not been vakdated, visit Myalaska to
complate the validation process.

rint, Sign and Submit a Hard-Copy Signature Page
Use this signatura cption to print 3 hard-copy version of the apgication signature poge which can than ba
submitted to DEC via traditional mad, fax, OF ha L

e processed until

o
tha signatura raga nd fag pay e el by DEC. Mary of the hard-copy Raj’|)l‘| ré PAGER reqUIra
Adoba Acobat Reader to view and prnt. Chcik on the foliowing image to downioad and instal Adobe Acrobat Readar:
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Carefully read the steps to submitting your application
on this page. Click the “Print the Official Signature
Page” link to access your printable signature page.

WARNING: Printing your official signature page will
lock your application and you will not be able to make
any additional changes.

The Recipient’s Authorized Representative must sign
the signature page and all pages must be mailed, faxed,
or emailed to the DEC Office for processing.

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

NOTE: If you submitted a hard-copy signature page, it
may take a few days to process.

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

Important: This online submittal can be linked to your
MGL Quarterly Report. Once you've started your SRF
Loan MBE/WBE Utilization Form, you can then select it
from a list in Step 4 of the MGL Quarterly Report using
the tracking number and project name. See

for further
details.

Water Online Application System

Print and Submit 2 Hard-Copy Signature Page

Purpose

Tracking #: DEELF-0001 Facility: 123 Typa:  SRF Loan - MBE/WEE Utilization Form

1. Review Your Application

friar

(printar fiandly). Orce the pages has complataly laaded, print the
lock your application and yau will not be able to make any

3. Sign the Printed Page
Once you have a pnntad copy of the Sagnature Page, locate the appropriata ling on tha page and anter your signature and
today's date.

. Mail, Fax, E-mail or Electronically Submit the page to the DEC Office

5. Await notification that your page has been received by DEC
DEC will contact you when your Signature Page smives. Plaase alow 2-3 wesks for the page
Junaay.

to arive at the DEC affice in

vvvvvv

SRF Loan - MBE/WBE Utilization Form

The electronic submission process for application number DBEUF-0001 for Facility '123' is complete.

SRF Loan - MBE'WBE Utilization Form

.....

Overview
ou have o header Ed wm ta
I tha in i

Your Currant Applications
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DBE Reporting

Important Reminder: This online submittal can be

linked to your MGL Quarterly Report. Once you've

started your SRF Loan MBE/WBE Utilization Form, you

can then select it from a list in Step 4 of the MGL

Quarterly Report using the tracking number and o e

project name. See / e
for further details.

Q1{0ct-Mar) and Q3[Apr-Sap), please camplata tha SRF LOAN - MBE/WRE UTILIZATICN
ropects must subeut the farm. If there are no procurements or accomphshments to

g numbrer for your online SEF Salect
rm:

For assistance with the online process, please contact the
Division of Water at 907-465-5180 or email

DEC.Water.OPAHelp@alaska.gov
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