ACWEF and ADWF Loan Reimbursement Request
Step-by-Step

The ACWF and ADWF Loan Reimbursement Request can be filled out using the Division of Water’s Online Application System. This
document will guide you through this online process.

ACWF/ADWEF Loan Reimbursement Request

The online Loan Reimbursement Request is located in S f Ak DLC > Dl f Woler > Ko Gt 8Lowas > o
1 the DEC’s Water Online Application System (OASys). B Saats & Lows
i e e
To get to OASys, go to the Division of Water’s Municipal mmtime s don | | oo nR R R

Grants & Loans homepage: W Loan Questonnares
http://dec.alaska.gov/water/MuniGrantsLoans/index.h Pl - sy 2015 |* Onlne o Feuestsuntrswe |0

Step
* SFY 6 MMG Gon mon's Decomber 15, Loans Program
t| n 2014 Project Budiet List - NEW * n Gusstionnalre Crilena
— * |ntended Lize Plans
# SFY15 Muricipal Malching Grants o # ACWF-Paint Source Loan
i alio

Cagiilol P oo Fersing List

3 ACW

Select the “Online Reimbursement Request” link under e n | | e i estonare e
LO a.n S . < : W Online Refmbursemem Request )

fry S3ep

2 From the OASys home page, you can continue to your DEC Waer' vakialon of myAlaska accountsfor -5ining in OASys 1 now avalabll
application by clicking the “Continue to MyAlaska” s
button. | ccnmuyeﬁiaska

myAlaska

If you do not have a myAlaska account, skip to step 4
below.
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T IMPORTANT SIGNING REQUIREMENT:

The Loan Reimbursement Request requires the
l “signer” to be approved for e-signature.

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

http://dec.alaska.gov/water/OASysHelp/attach QT ——r———

- Subme a Fibmatn Mainisnance Worar Trp Flepon

ments/dec water validation stepbystep.pdf e e 5o e e s o o e vy

To view olner applicalions, phease go 1o ke Penmil Application Foms.

Gy Ataska™ i login wsing your myAlaska user account

To ey S
START E-SIGNING IN OASYS
DEC Water's validation of myAtaska accounts for e-signing in GASYs is now avallabiel
Guitance for DEC Water Validation of your myAlaska Account
[ —

Co“ﬂ’iuyeﬁaska J

DEC Waler Oniing Application System (OASys) nas Sen you here o sign in

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

myAlaska Login
Username:
Password
5I:.|ﬂ-il|
Forgot my Username
Easgot my Password

Mew Uner; Register for g myflasks Account
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If you don’t have a myAlaska account, select the
“enroll at myAlaska” link. You only need to create a
myAlaska account once.

Guidance for creating a new myAlaska account is
available at:

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

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

Select the “Loans” tab or if you have no recent
applications, “Loans” from the list.

+ Submit APDES Seafood Annual Report

= Appy for Municinal Makching Grant, Atasi Ciaan Water Actions Grant and Vilags Safe Waber Grant

= Bubmil e Alska Drnkang W

Fund, e Alzska Cuan Water Fund, 3 Municol Matching Grant queshonnans
* Sl e Municiosl Orant and Loan quis ety report

* Regrster a Commencial Passenger Vesssl

* Submi a Remote Manenance Worker Trip Repoe

Nl Pt REORCANGN HDe Are SE00 1 I SYSem Biguenly

To view other applications, please go to ine Fermit Application Forms:

To enter the Water Onliné Appic ation System, seledt "Continue 10 MyAIaska™ and 10gin using your myAlaska user account.

1 of your myAlaska Account

Conﬁuy’maska J

I his is your first time vissing this page and you do not have a myAlaska account, ensoll 31 myAlaska

Guidance for C

Ating New myALaska Account

CASYS Help || MyAlaska Help

Water Online Application System (OASys)

Weicome, sita d girl (myalaska Profile)

t 4 categories are available anline, s, select fram the tabs below.
You have no recent, 'In Process’ Applicationgos

To start @ new application, click on the appropriate tab above, and then sslect thp#f8 icati orTTeg list.

Apply for aSignature

™ Cruise Ship
S Registration

@ Permit Application

| Storm Water
LPS Application

srant Application

uestionnaire
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Select “ACWF and ADWF Loan Reimbursement Request”
from the available categories.

through the
information

A series of steps will
Reimbursement Request,
pertinent to your request.

take you
asking for

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 navigate directly to pages that have already been
completed.

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

t= | Loans

GWF and ADWF Loan Reimbursement Req@

Eay oppadi

* ADWF Loan Application (apwrLa)

If you do not see the category that you need, or to view a general permit, please go to the Permit Application Portal.
If you are not sure which application you need, please go to the OASys Help Page.

ACWF and ADWF Loan Reimbursement Request

. Step Ti t 29:48
Submission Process The step r

Previous, 'Ov

Step

Project/Loan Information

ACWF and ADWF Loan Reimbursement Request

Step Timeout 28:48

Submission Process

Activity is defined 2s hirting the

Project/Loan Information
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Project/Slte Name:

Project/Site Address

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

* * % * ¥

Zip Code:

Borough or similar government subdivision:
Find Area

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
from all steps and to edit previously entered information.

v —-1 99— ©W — -
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Step 1 asks for information about your project and loan. ACWF and ADWF Loan Reimbursement Request

s

Submission Process

After entering your Payment Request number, select 'F
your entity/organization name from the select list.

Project/Loan Information

Purpose
This stap will collect infarmation about your projact for your ACWF and ADWF Loan Reimbursemant Request.
* indicates required field.

Tracking #: MLRR-0283 Facility: Type: ACWF and ADWF Loan Reimbursement

Select the appropriate Loan Number/Project Name — -
from the list available on file for your entity. e e =

When you have completed all questions in this step,
click the “Save & Continue” button to move on to the
next step.

Step 2 collects the summary of expenses claimed.

First, use the “Current Expense Report" link provided in
order to reference awarded loan amounts and past
expenses requested.

Next, enter the current expense amounts for this request
for each cost category that is applicable.

Total Expenses are automatically calculated and
displayed as “Amount this Request”.

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

Loan period covered under this Payment Request:
*

Begin Date =
End Date * ]
What approximate percent complete is the subject * %%

project currently?

Is this the Final Pay Request? * Oves ONo

Overview

Save & Confinue

ACWF and ADWF Loan Reimbursement Request

Step Timeout 2
The

Submission Process

Step

? Summary of Costs

i - 445201 , WWTP Jet Truck &
Tracking #: MLRR-0283 Faility: S er s AT Type: T

* indicates required field.
ACWF and ADWF Loan Reimbursement

Please use the "Current Expense Report” link provided in order to reference awarded loan amounts and past

expenses requested.
I Current Expense Report I

Current Expenses

Administration:
Engineering Design:
Engineering Construction:

Construction:

Equipment:

Other Expense Type:
Amount this Request:

Other Expense Type:

Amount this Request:

Other Expense Type: Select ~
Amount this Request:

Total Other Reimbursements: 0.00

Amount this Request: 0.00 I

Previous

Save & Continue
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Step 3 in the process allows you to review the loan
reimbursement requested amounts with total previously
requested amounts.

Use the “Requested Expense Report" link provided in
order to reference awarded loan amounts and past
expenses requested.

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

Step 4 in the process collects the 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.

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

ACWF and ADWF Loan Reimbursement Request

Step Timeout
The

Submission Process

step

Request Review

Purpase
Please review grant pay requast information.
* indicates required field.

ACWF and ADWF Loan Reimbursement
Request

445201 , WWTP Jet Truck &

Tracking #: Septage Receiving

MLRR-0283 Facility: Type:

Please use the "Requested Expense Report” link provided to review how this expense calculates with current
grant information.
Requested Expense Report

Overview

Previous Save & Continue

ACWF and ADWF Loan Reimbursement Request

Submission Process The step

tivity. Activity is defined as hitting the
=

Step

3
= Contact
Contact Details
Purpose 1. This Contact is the... 2. contact Information...
Please enter You may make multiple selections if this First L Last

person filis more than one role Contact Name: * \quired field

Contact Title: S i
i ursement
Signatory Official* Organization *
s oric e
Loan Recipient Mailing Address: %
- < (if different from Loan é City, state, z1p: % AR
Country: *|USA Add
pountr * ]
Phone (Cell): Remove
Fax: Edit
e-Mail Address:
web site: Cory |
Cancel Save
I
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Step 5 allows you to submit any required or optional
1 2 attachments online.

Please read the directions carefully on this page.

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.

NOTE: Attachments may also be submitted via emaill,
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

Submission Process -_|-"” Wi

Step

IF

u the browse button to select a file from your local system. Then, complete the attachmer

on any button will cancel the upload. If you would like to remove the file from

Required Attachments

The following list of attachments are requined

submit via email, fax, traditional mail, or hand delivered to the appropriate DEC office.
1. Involee(s)

Attach a file
File: Browse.,
Type: |Involce(s) \.-
Title:
Description:
[ Anach |
Altachments
[ Remove |
Previous Ovendew

| ——————————————

ACWF and ADWF Loan Reimbursement Request

ol to electronically submit any supporting decuments, Please note that a delay in processing might result if you choose net
d docur this online reguest

* indicates required field,
Tracking #: MLRR-00S6 Facility: test 1111 333333 Type: ACWF and d ADWF Loan Reimbursement

Reguest

t type, title and description

re clicking the attach butten to add the file to your application attachment list. While the upload Is In progress, clicking
your application, select it in the list and click the

“Remove” button. Flle size limit Is 20MB for each attachment. To see what kinds of files may be uploaded, click hers.

1 to be submitted, but uploading in this step is optional. Alternatively, you may

Attachments

Save & Continue
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Step 6, the “Application Overview” page (last step),
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.

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.

Your Current Application:
Trackin ACWF and ADWF Loan
P MLRR-0056 acility:  test 1111 333333 Type: Reimbursement
; Request

Project/Loan Information Details

1111

test

333333

n: entity oand org

What approximate percent complete is the 55
subject project currently?
Is this the Final Pay Request? Yes
Summary of Costs Edit
cosT Total Loan Previous Amount of Balance
CLASSIFICATION | Amount i this Request | Reimbursements | Remaining
1. Administration 5 § $ $0) 50
2. Engineering Design £ 3 0 50
3. Engineering
Construction ¥ ¥ %0 0
4. Construction $ $ $0 50
5. Equipment $ $ 0 50
6. Other Expenses: H E H 30 30
Totals $0 $0) $0 $0 $0
Contact Details Edit
Signatory Official, Loan Recipient Name: test test

Title: test

Organization: test

Address: test

City: test

State: AK

Zip: test

Country: usa

Phone: test

Cell:

Fax:

Email:

Website:
Attachments Title (Type), Description Edit

Void Copy to New Home Continue
St
e —— Overview

Eurpose
Please review the mi
that section and edi
Options page.

on you have entered
ata. If the infarmation

NOTE: Your information has bean saved; you may 3l6o axit the system and raturn |3

L

<) 1. Complate Steps

Your Current Application:

4. I any mformatson 15 ncormect, chokoWg arader
is comrect, click the “Continue™ button ko the Sig

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

Attachments

Capy io New

Title (Type), Description Edhl

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

= Sign this Application Using e-Signature
(continue to step 15 in this guide)

= |nvite another party to Sign and/or Pay for this
Application
(skip to step 18 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.

Final Steps

Purpose

Congratulations! You have completed the form completion phase of this process. However, ene 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 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 Note: Your application will nat be processed unless it has been signed

Municipal Matching Grant Request for

MMGRP-0117 Facility: Payment

Tracking #: test project Type:

- 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
ﬁr@. 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

Ovenview

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 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 net be processed unless it has been signed

Municipal Matching Grant Request for
Payment

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

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

is option will allow you to extend the signing and/or paying privilege to anyone with an Internet-connecte
Q, 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 Oveniiew
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Check the box indicating that you agree with the DEC Online Application System (OASys)
1 7 Signing Agreement. To complete the signing process,

click on the “E-Sign in myAlaska” button to continue to S e

By selecting the "I agree with the above statement” box, entering my myRlaska password, and clicking on

the Signing Ceremony.

1) certify that, to the best of my knowledge, and belief that the amount this reimbursement iz
ordance with the terms of the grant offer; that this request payment represents the correct
share due which has not been previously peid:; and that the work has been completed in
with approved Plans and Specification
rtify that I am John Randolph as ident d by the myhlaska identit
e that I am signing this Municipal ing Grant Reguest for Paym
4)  agree that I intend to be bound by the electronic record of this Municipal M
Request for Payment and the electronic record of this signature.

e with the above statement

E-Sign in myAlaska

Relurn fo DEC Water Online Application System (04 5y=)

Enter your password and the answer to your secret
1 8 guestion into the respective fields and click the “sign
SIGNIN
and submit” button. ——

copy of the docun

wd yoursell to i 1o the sam

ic signature to sign this documenl. you legally

sxlent ars you would by signing a pager

Pizase take a moment to veridy that the document you are about 1o electronically sign is in a readable format, and is an accurate copy of the
eecironic document you submitied
Sk t t 23 1 th 1 d This is imponant because, under Alaska law, criminal penaities apply for falsely cerlifying a document. If you submit information tnat you knew
ip to step 23 in this guidance. e, you oukd e Impsanotnt, o, o o0
You are legally obligated to protect the security of your myAlaska electronic signature. That means you cannot share your myAlaska password
with anyone else - even a family member - of let anyone eise use your myAlaska electronic signature. If you discover any avidence that
anyone else has used your elecironic signature or gained acces you must report it promptly to the myAlasks Help Centar

Document Details
Thie: Offshore Seafood General Parmit
Description: OFSH0143 - gh
P Alaska Departn of Em [of
Division: Dwvision of Water
Size: 19394 bytes
Certified Date:

Password: |

What was the last name of your third
grade teacher?

Sign and Submit | | Cance
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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 >z 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 2> 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, ene 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 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 Note: Your application will nat be processed unless it has been signed

Tracking #: MMGRP-0117 Facility: test project Type: Municipal Matc;;za\[:xnt 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
ﬁ&@. computer. Upon completion of this process, an instructional e-mail containing a link to this application will be se
to anyone invited. You retain the right to sign and/or pay at any time, but with additional parties invited, they tdo
may complete these required final steps in the application process.

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

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

signer
e-mail Address:

E-mail Comment (optional) *This cemment 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 emalil, the
alternate payer will login to OASys and enter the
Tracking Number and PIN (also provided in the emalil).

The alternate signer will be taken to the “Final Steps”
page, giving them the opportunity to e-sign (if
validated) your Loan Reimbursement Request. (See step
23)

John Randolph (john rand olph{@alaska gov) has identified vou 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, you will need the following Tracking Number and
PIN:

Tracking Number: MMGREP-0117

Pin: 1498

1ohn randolph(@alaska. gov sent you the following comments:
blah

To continue, please visit the Water Online Application

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

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

For storm water applications call 907-269-8117 and for all other applications call John
Randolph at 907-465-5307.

Water Online Application System

State of Alaska > DEC > Online Services = Water Online Application Syste

Tracking Mumber

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 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
Tracking #: MMGRP-0117 Facility: test project Type: Municipal Matc;:;gﬁg;?m Request for

=e|, 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
B&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.

Cancel Oveniiew
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When your Loan Reimbursement Request has been I o xE
signed and submitted, you will receive a confirmation | .. 1 = ATV ne
. | = < BB Onehot "
email. i i Aty Aoy P _ :
himit MMGF 11
i
Ihe electronic submussion process for appheation number MMGRP-0117 for Faciliry “test project’ was completed at 12:45 M on 31272013
If you choose to return to the application in the Water
Online Application System, the Application Overview ¥ Overview

will display all tasks completed.

ava yot to ba
rom tha task list

Your Current Application:

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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