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

The Alaska Clean Water Fund Loan (ACWF) 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 Clean 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.

Stale of Alsska > DEC » Division of Waler » Manicipal Grants & Loana > Home

| MUNICIPAL GRANTS & LOANS

This will take you directly to the DEC’s Water Online
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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

WerLcoME To DEC's WATER ONLINE ApPLICATION SYSTEM (OASYS)

TIP: OASys 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.

RGN YOUur myAMSka User account

myAlaska

M this is your first ime visiting this page and you do not have a myAlaska account. en

Guidance for Creating hew myAlaska Account

Piease girect questions 10 DEC Water OPAHeIpERAIaska Gov.
For stonm water penmit applications call 307-260-6117 and for all other applications call John RANGoiph a1 S07-465-5307

3 Log in to your myAlaska account and skip to step 5 in this
guldance DEG Water Onine Applicalion System (DASys) has $ent you Rere fo Sign in.
myAlaska Login
Usernamae:
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If you don’t have a myAlaska account, select the “enroll
4‘ at myAlaska” link. You only need to create a myAlaska
account once.

Guidance for createing a new myAlaska account is
available at:

http://dec.alaska.gov/water/OASysHelp/attachments/m
VAK Req quidance.pdf

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

Select the “Loans” tab.

Water Online Application System

Wercome 1o DEC's Warer OnLine Apprication System (OASys)
This sysiem may be used 1o

o Apply tor ADEC state ganaral pen

Application Portal

To enter ine Waier Onine Application Sysiem, select “Continue fo myAlaska® and login using your myAlaska user account

Conmuyeﬁaska J

myAlaska

I 15 5 your

15 page @ you 4o nol have a myAkrska ac w

Guidance for Crea Alaska Account

Water Online Application System (OASys)

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

The following cat

Cruise Ship

Registration Grant Application Loans

Permit Application Questionnaire

Storm Water
75 Application
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6 Select “ACWF Loan Application” from the available

) Water Online Application System (OASys)
categories

Welcoma, (myAlaska Profile) Apply for eSignature

Thie following categones are available online. To start the process, select from the tabs below,

A series of steps will take you through the application, B stoicolAleske e e
7 asking for information pertinent to your project. B Divicion of Water ="
Fill out the information on these pages as completely and St R 088 > Pt e
thoroughly as possible. ACWEF: Loan Application
Sibwsission Process s o N
(Below you will find a few “Tips” that provide additional

information regarding navigation of these steps.)
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T The step numbers at the top of the page can be used to . stote ol Alaska
navigate directly to pages that have already been W Diislonof Water

completed. B
l ACWEF: Loan Application

Submission Process

he pity, Acovity is defined a8 hitmeg the i
" tons
Sten
General Information

Any question with a red star () next to it is required and ]

| General Information

must be completed before the current step can be i

Please provide general project information. Sefore completing this apolication, please ventfy that your preject is on the curment [ntended Lise

l completed. i - it

Tracking &: ADWFLA-0D63 Fadility: Type: ADWF Loan Application

regured field

Project Information:

Project Tithe: *
Is your project on the ADWE Funding Priority Lit? - Cvde o
If yas, salact your projact from the Est to confjm: Salad
Data Universal Numbering System (DUNS) Numifer:  *
*

Location Latitude: Convertar

Location Longituda:

N Construction

T When finished with a step, go to the next page by T
selecting the “Save & Continue” button in the lower right .

Description of Projact:

l corner of the page.

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”.
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T At any time, you can also select the “Overview” button at i
the bottom of any page to go to the overview step (last "
step). This step allows you to review your information and '
l to edit previously entered information. Sove8Conius

T If you need to void an application (questionnaire, ADWE: Loan Application
application, or quarterly report) that was entered in error, St P

please send an email to: i
l DEC.Water.OPAHelp@alaska.gov = General Information
Please include the tracking number for the application
P needing to be voided. || L-nw ek AowE Loan ppkcatn
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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.

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.

The Contact Details window allows you to enter contact
information.

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
guestions. Click the “Save” button.

Application Submission Process

steo
General Information
Purpose
Please provide gencral project information, Bevore comploting Ehis apalication, please varify Ehat your pvolect i on the current Intended Lis
* indicates required field
Tracking #: ACWFLA- 0056 Facility: Type: ACWF Loan Application

Project Information:
Project Tide:

Location Latitude: Convartoer
Location Longituda:

Genarad Project Location:

This is:

Total Community Poputation:

Total Population Served:

‘What type of project is this?

Description of Project:

New Construction
Upgrades
Design/Study
Material/Equipmant

Discharge System
Stormwater System

‘Water Quality Enhancemant
Solid Waste

ACWF: Loan Application
Submission Process

sten

i

Purpose

This step allows you Lo enter contact information for Entity applying for the kean,

Tracking ®: ACWFLA-D105 Facility:

Your Application Contacts
Ta add & new comact, chck the add button ta the nght

Previous

Contacts

* indicates required fiald,

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

Step 3 in the application process collects project costs for
your project. Enter all applicable costs, click each
“calculate” button, and click the “Save & Continue”
button to move on to the next step.

NOTE: If you change any field, you must click the
“calculate” buttons again.

ACWF: Loan Application
Submission Process

Sten

onlacts
2. Contact Information... A
First

Contact Nama: *

Contact Tide

Organization Name:

*
*
*
*
*

&-Mail Address:

Web Site

Project Costs:

Administration:

Preliminary Studies/Reports:
Engineering Design:

Engineering Construction/Inspection:
Construction:

Equipment:

Contingencies:

Ineligibles:

Other (Identify Cost):

Amount:

Other (Identify Cost):

Amount:

Other (Identify Cost):

Amount:
Total of Other Costs:

Total Cost: (Sum of Above)

Ineligible costs are just applicable to the ADWF loan program

] Calculate ‘
B ] Calculate |
—
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Step 4 in the application process asks if your project —————
1 1 features “Green” components. If so, select the “yes” ol
option at the top of the page, select the most applicable —

Thas step collects “Green Project™ miormation,

“green” category, enter a description, and any “green”

Tracking #: ACWFLA-D056 Facility: 123 Type: ACWF Loan Application

project costs. S

Complete all applicable fields and click the “Save & Iarty the st spropeiace Toroms” category Enargy Effcancy - The s of mproved technologos 3nd practices to

reduce the energy consumption of water quality projects. Examples: water
. . :unrv anargy audits; clean:o\:er for publicly owned faclities; leak
L2 t; retrofits, e & t t i
Continue” button to move on to the next step. S e e e e
Water Efficiency - The use of improved technologies and practices to
deliver aqual or batter services with less water. Examples: water matars;

Fixture retrofit; repl ibaktation of and, leak detection
equipment..

Green Project /O Informalion

Green Infrastructure - Practices that manage and treat stormwater
and that mantain and restore natural hydrology by mbltrating,
evapotranspining and capturing and using stormwater. Examples: green
straats; water harvesting and reuse; porous pavemant, bicratention,
trees, green roofs, water gardens, and constructed wetlands;
hydromodification for ripanan buffers, floodplains, and wetlands;

g L3 bon to remove st ter from combwned sewers

and storm sewers.

E Projects
approaches to gy water in a mere sustanable way. This
may inchude projects that achiove pollution prevention or pollutant remeoval
with reducad costs and projects that foster adaption of water protaction
programs and practices to cmate change. Examples: wetland restoration;
dec treatment water reuse: green
stormwater mirastructure; water balance approaches; adapbon to chmate
change; and, integrated water reSOWce management.

Green Project/Component Descrpbion:
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1 2 Step 5 asks for an estimated project schedule. Select a
date for all applicable project milestones and click the
“Save & Continue” button to move on to the next step.

TIP: select the date from the calendar to automatically
enter it into the field.

BYes No
* 107 |
r |
" 1071172012 i}
Prep ocuments: 1071172012 [
Award of Censtruction Contract: 101172012 ]
Construction Initiation: 10117202 o
Construetion Completion: 0/117AN i
Initiation of Operation: 1071172012 [
Anticipated first payment requast: a 10/10/2012 =
Do you anticipate submitting disbursement 8 ves Mo
requests evenly throughout the project life?
Pravious Ovarview Save & Continug
click here.
* i
ff i
4 August, 2012 k

12 13 14
19 20 21
28 27 23

1
a
15
22
iz

2
9
16
23
30

3
10
17
24
31

Su Mo Tu We Th Fr Sa

4
11
158
25

Today: August 13, 2012

iz
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Step 6 asks for details on any other funding your project

1 3 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

14‘ 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.

What funds, if any, other than Alaska Clean 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

Finandal Information

General Information

information, we will provide this

Please describe the sources of funding that will be used ta repay the loan
General Funds:

Capital Reserves:

User Fees:

Assessmants, LIDs:

Taxes (identify type):

Amaount:

Other (identify):

Loan Amount: *
PP 8 S Yy * ' Less than 1-Year (0.5% Finance Fee)
Less than S-Years (1.0% Finance Foe)
Up to 20-Years (1.5% Finance Fea)
ent: For assistance calculating this pleasa chok

* indicates required fiald.

Tracking #: ACWFLA-0056 Facility: 123 Type: ACWF Loan Apphcation

hara
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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.

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.

To attach a file:

= Click the “Browse...” button

= Afile browser window will open. Select the file you
want to upload then click the L% | 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

stew

Attached Document Checkdist

Burpose
Please complete the checklist below for documents to be submitted as par of this application
* indicates required field
Tracking #: ACWFLA-0056 Facility: 123 Type: ACWF Loan Apphcation
Checklist:

ts to be submitted as part of this

attachad to the application in tha

and either:

Has a finandial capacity assessment bean
performed in the past 2 years?

F submitted to ADEC within tha

orms were
past year and will not be attached to this application

* |Ipreaward Compliance Review Report (EPA Form 4700-4)

* [l certification from your City Attomay stating that the Municipality hag

sufficient legal authority to incur the debt for an Alaska Clean Water Fund

Loan

A resolution from your city council authorizing this loan application and
an Alaska Clean

designating an official
oan;

authonzed to accept and manage an

r city councd authorizing ths foan appheation and

ou
specifying that an additional resolution will be issued to authorize the
accept:

eptanca of a loan offar from tha Alaska Claan Water Fund.

ves U No

Tracking #: F¥11MMGA-D002 Facility: test
1. Choose afile to attach:
Choose Fils | hg file chosen
2. Add the file to the list:
v

Az Type: | Force Account Approval

Title:
Description:

4

3. Your file attachments:

Rermove

T ——
. Municipal Matching Grant
Type: Application
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 hers. Then, complete the
attachment type, title and description fields before
clicking the attach button to add the file to your
application attachrment list. While the upload iz in
progress, clicking on any button will cancel the
upload. If you would like to remaove the file from
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 attachiments for this
appiication type.
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17

13

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.

Any fields you have left blank will be highlighted yellow,
so you can go back and edit them if you need to.

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.

ACWEF: Loan Application

Step
$ Overview
Purpose

Please revi Hh nfc a(on o ha (e enter ed. 1f an nfc mation s i orctcllcle(h anproc iate sctonn ader Edtnunc'\tcrmn(o
hat ane n s click the "Continese” button Below o proceed to the Signatus .

NOTE: Your information has been saved; you may also exit the system and retun later to finalize it.
Lasks; Ep.-...li..: Your Records

) 1. Complete Steps

Red items to the left indicate tasks that have yet to be
completed. You must complete every item from the task kst
before DEC will process your submattal,

Your Current Application:
Tracking »: ACWFLA-0056 Facility: 123 Typa: ACWF Loan Application
General Information Details
Project Title: 123
Location Latitude: Converter 12

Location Lom g itude: 123

Total Community Population: 123
Total Fopulation Served: 123

Overview

section header Edit’ button to retun to
oceed(o the Signature an sD: yment

Tasks:
| ) 1. Complate Steps

Your Current Application:

Attachments n Tithe {Type), Descriplion Edi
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1 The “Final Steps” page gives you the signature options
0 0 o o o Tracking #: ACWFLA-0164 Facility: 1 Type: ACWF Loan Application
9 available for signing your application.
Sign this Application Using e-Signature o ‘
- Slg n thlS Appllcatlon USI ng e_slg natu re Z This signature option allows you to e-sign and submit your application in a matter of minutes.
(Contln ue to Step 20 In thls g UIde) ﬁiﬁ Inrhlwifsenpatlr;nos:l‘llegllnp:;! tt:exst:egn;‘t::ggl;ﬂwg Enacl‘/”n:‘;gy'\::]glZrcﬁezlelfna:x;e with an Internet-connected
. . . computer. Upen completion of this process, an instructional e-mail containing a link to this application will be sen
o Inv|te another party to S|g n and/or Pay for thls o aﬁy;ne i#\ﬁted‘ Yul:l..l rtetain tl:e righl to sign and}nr ;ay at any time, thul wah addilituntal paﬁlijes il:vited, they tnut
X . may complete these required final steps in the application process.
Application

(skip to step 23 in this guide)

Select “Sign this Application Using e-Signature” if you are
2 O . . . . . Tracking #: ACWFLA-0164 Facility: 1 Type: ACWF Loan Application
already validated to electronically sign an application.
Sign this Application Using e-Signature o ‘
NOTE If you have used a myAlaSka account tO apply fOI’ 7 This signature option allows you to e-sign and submit your application in a matter of minutes.
. . Invit th rty to Si d Pay for this Applicati
an d e-Slg n a PDF the n yOU are al ready autom atlcal Iy ﬁiﬁ nrl:isen;i:nowillegllnp: yn! t:ext:egn;‘t::lsigl;ﬂwg anad‘/lnr?);yinglZrivﬁezelfnaa:ﬂ?;e with an Internet-connected
. computer. lUpun mmpletinq of thislpm(ess‘, an instructional e-mai‘l (nntaining a Iink Fn this appli(gliuln will be sent
validated. I complote thse raqured ol i n e appcaton procss, e e e 28

Signing Agrec
ve stazemente bex

Check the box indicating that you agree with the Signing

2 1 Agreement. To complete the signing process, click on the
“E-Sign in myAlaska” button to continue to the Signing
Ceremony.

Guidance for Alaska Clean Water Fund Loan Application 11/30/2016 Page 14




Relurn fo DEC Water Online Application System (OASys]

22 Enter your password and the answer to your secret
guestion into the respective fields and click the “sign and
submit” button.

9 YOUr elgcironic signature 1o sign this document. you legally bind yourselr to i 10 Ine 5ame exient as you would by signing 3 paper
the dotument

Flease take a moment to verity that the document you are about 1o electronically Sign is in a readable format, and is an accurate copy of the
ekectonic document you submilted

T H H M This I5 imponant because, under Alaska law, Cnminal penalties apply for falsely Cenifying a document. If you Submit information thal you kKnow
(Skip to step 28 in this guidance.) 1 T4 you okt rpscmen, e s ol ’

You are legally obligated 1o protect the security of your myAlaska electrons: signature. That Means you cannot share your myAlaska password
with anyone else - even a family member - of l&l anyone else use your myAlaska elecironic signature. If you discover any evidence hat
anyone else Nas Used your electronic signature or gained 2CCEss 10 Your pAssword, you must report it prompsly to the myAlaska H

Document Details

1 Offshore Seafood Genoral Pormit
Description: OFSH-0143-gh
Depart 1 Alaska Dopastment of Ermaronmental Con

Division: Division of Water

Sire: 1
Cenifled Date:
Vigw Decument

94 bytes

Password: [

What was the last name of your third
grade teacher?

Sign and Submit | | Cancel

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

2 O If you require another party to sign for your application,
select the “Invite another party to Sign and/or Pay for this
Appllcatlon” from the “Flnal StepS" Page- SI?I:-\Ist;lgllfaari%l;tc\:ntIaall::nnwE:c:Eth:-swsglng?nadt;;em\t 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.
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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
2 4‘ and enter the email of your alternative signer into the box,
then click the =2 button to add that contact to et s @

the e_m ail IISt E-mail Comment (optional) *This comment will be sent to all alternates

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-maill to the displayed list of alternates before clicking
the “Continue” button or else they won’t receive an e-
mail.
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An instructional email containing a link to this application

X i 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 ADWF: Loan Application

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.

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

ttps:/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 emalil, the
alternate payer will login to OASys and enter the Tracking Water Online Application System
Number and PIN (also provided in the email). Siste o Alte» DEC » nie Series » ViotrOnie Agafolen St
Tracking Number:

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).

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

7 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.

After your application has been signed, you will receive

. . L : ACWF: Loan Application
an email certifying that your application was signed and

another that your app”ca‘tion was su CCGSSfU”y submitted. The clectronic submission process for application number ACWFLA-0036 for Facility '123' is complete.
If you choose to return to the application in the Water &
Online Application System, the Application Overview will y = D

display all tasks completed.

) 1. Complote Steg

“) 2. S @ icate tasks that hava yet to ba
completed. must complate every item from the task list
before DEC will process your submittal,

Your Current Application:

Highlighted Feature:

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

Copy to New Home I

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

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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