Municipal Grant & Loan Quarterly Report
Step-by-Step

The MGL Quarterly Report can be filled out using the Division of Water’s Online Application System. This document will guide you through
this online process.

Municipal Grant & Loan Quarterly Report

1 The online MGL Quarterly Report 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: //www.dec.state.ak.us/water/MuniGrantsLoans/}
index.htm|

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

2 Welcome to the Water Online Application System
(OASys)!

IMPORTANT: Submitting a MGL Quarterly Report
Submittal (application) online requires a myAlaska
account with a username and password.

TIP:
If you encounter difficulties accessing or
completing the on-line application, please contact the

AN s PGS AN you 30 NOE A 3 MyALISkS Beecunt. e at myAlasic

Division of Water at 907-465-5180 or email s
DEC.Water.OPAHelp@alaska.gov = ur s
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After successfully registering for a myAlaska account Water Online Application System
or after entering your existing username and
password, you will arrive at the Water Online
Application system.

cess, select from the tabs below

I * Municipal Grant and Loan Quarterly Reporl:ms_qr\-[

Select the “Reports” tab then select the “Municipal
Grant and Loan Quarterly Report” from the available
categories.

A series of steps will take you through the report,
asking for information about your project.

Fill out the information on these pages as completely A R R
and thoroughly as possible. (Below you will find a few

“Tips” that provide additional information regarding Municipal Grant & Loan Quarterly Report

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
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completed.

When finished with a step, go to the next page by s

selecting the “Save & Continue” button in the lower S st s et st o o

unity for signature and formal

right corner. —— Clonmtis

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 “Save & Continue”.

At any time, you can also select the “Overview” button T

at the bottom of any page to go to the overview step S Tt s ot i oo 50,4 190 5 ek, 3 o i
(last step). This step allows you to review your = =
information and to edit previously entered

information.

U — 1 ©-— -

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

If you need to void an application (questionnaire, application, or quarterly report) that was entered in error,
please send an email to: DEC.Water.OPAHelp@alaska.govl

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

o — -
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5 Step 1 in the report process asks for information about Y =T T
your pro]ect and Communlty- ﬁ Division of Water o:‘.-_o,u..w.l.u

Fae . =045 ot s e Ones st i
Municipal Grant & Loan Quarterly Report

When you have completed this step, click the “Save & e s e
Continue” button to move on to the next step. ]

| [ and Project Information

Purpose
Tres step collects general community and project information.

IMPORTANT TIP:

If you will be submitting a high volume of MGL
Quarterly Reports over time, we suggest that you enter Gty "
the report quarter and year (in addition to project S .
name) in the “Project Name” field. This will help you .

locate previously submitted reports in the future.

Example: “Water Project Q1 2011”

Oibser

Other Prime Contractor:

6 Step 2 in the report process collects contact
information for your community. Enter in the required

hd o = 1) B N R T T 2 > DEC > Owline Gervices > Water Daline Application Syshem
contacts then click the “Save & Continue” button to Municipal Grant & Loan Quarterly Report
move on to the next step. etemsmkon Process e D
H Contacts

This step Alows ¥ou 0 enter your Community Contact information for quartery reporting.
# indicates requred field,

Tracking #: MGLOR-0107 Facility: P Typa:  Muricipal c”“;;"ﬁ_”"“ Quartarty

Your Application C
sify sdig {Comm

A

Previces Overview Save & Continue
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Step 3 in the report submission process collects Appcarion submission pocess

information about the status of the project. g projec stats
Click the “Save & Continue” button to move on to the

next step.

Step 3 alSO allOWS you tO link your DBE Reporting II',H!l‘p::‘:n .'JI' 1{Dct-Mar) and Q3[Apr-Sep), pleas 1 10 8 SRF LOAN - MBE/WEE UTILIZATION
form to this MGL Quarterly Report. Please read all of rrmmm—
the instructions carefully. oo o v DBELE- 000,

The DBE Reporting form is a separate submijf®l in Eom i o - |
OASys, but can be linked by selecting t racking S e T S

number/project name from the list of
forms provided in this step.
Note: only the DBE reports you've created will appear
in the list.

E reporting

Once you’'ve completed all applicable fields on this
step, click the “Save & Continue” button to move on to
the next step.
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9 Step 4 allows you to submit any required or optional Ardbl ek s
attachments online. B

Attachments

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.0.Box 111800

Juneau, AK 99811-1800

cpartment of Environmental Cons:

It gives you an opportunity to review and edit the ' on of Water

information that you have entered so far. Municipal Grant & Loan Quarterly Report

1 O Step 5 is the “Application Overview” page (last step). B e — T

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

Application Overvew

Tinsks;

#) 1. Complate Applcation Form

Your Current Application;

Tracking #: MGLOR-0111 Facility: tast Typa:  Mumceal V“"‘:;":ﬂ“"" Quarbiry

Commun, ity and Prajact Infarmation Dataits
Quartar: 1 (uly-Sept)
: st

Froject Amount: 1
Scope of Work:

121
Daskgn Frginear:
Constructi i
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11

12

After all information is entered and you have finished
adding all online attachments, you will need to submit
your report.

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

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

The “Final Steps” page gives you the option to submit
your report to DEC.

If you are satisfied with your report, click the Submit
button on this page.

Application Overview

Purpose

Please review the information you have entered. If any information is incorrect, click the appropriate section header ‘Edit’ button to
return to that section and edit your data. If the information is correct, click the "Continue” button below to proceed to the Signature
and Payment Optians page

NOTE: Your information has been saved; you may also exit the system and return later to finalize it

Tasks: B print For Your Records

) 1. Complete Application Form e T
2_Sign This Application

Red items to the left indicate steps that have yet
to be completed. You must complete every item
from the task list before DEC will process your
submittal

Your Current Application:

Attachments Title (Type), Description

P e |

QASys version 4.0.0

«

B

Home Logout

A, State of Alaska e

State of Aluiks > DEC » Owbrss Services » Witer Cubis Application Syvtem
Municipal Grant & Loan Quarterly Report
letion pk 1 the
ems, phe; olph 3t
Ling @ GLGR-0 ity P Municiy il rnn'r«.;ncr::l oan Quartes it
T would ke to...
Submit
[ [(Ovuriew |
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Once your report is submitted, you have completed the
online report submittal process and may close your
browser. You will receive an email confirming your
submission.

IMPORTANT FEATURE: The “Copy to New
Application” button allows you to create a new
application of the same type that pre-populates with
information from a previous application.

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

Congratulations, your application has been submitted!

If you have any questions or concemns, please contact DEC at DEC. Water.OPAHelp@alaska. gov

Attachments Title (Type), Description

m — W |

Vs version 4.0.0
(help?, Home Logout

For assistance with the online process, please

contact the Division of Water at 907-465-5180

or email DEC.Water.OPAHelp@alaska.gov

Guidance for Municipal Grant and Loan Quarterly Submittal

4/17/2013

Page 8



