CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

Applicants must first log into the Cal-E-Grants system to apply for funding. Please refer to the New User Registration reference
material for step-by-step procedures on how to become a user of the Cal-E-Grants system.

1. From the Cal-E- Fundm DeieEs Applications ! Petcipart Duta
Grants landing
page, select the
CWDB button. WELCOMETO

CAL-E-GRANTS

cwDe ETP

-y Carrornia Y ETP

Employment Training Panel

Funding Oppartunities e

2. Select the CWDE Funding Opportunities » | # Frnteble Ve

Workforce S o _ o _ —

Accelerator Fund e

. Funding Opportunity Title 4 “ | Applicati.. “ | Agency Name “ | Status % | Total Funding _

13 |Ink from the 1 I Workforze Accelerator Fund 13 ’ 10/25/2024 Califomia Workforce Development Board Acoapting Applications 52.700.000.00 -

Funding

Opportunities Title

list.
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

Funding Opportunity
3. Selectthe Apply Workforce Accelerator Fund 13 Apply
button at the top ﬁ
. Lzency Name Status Lapicatan Dus Dats Tyze
rlght Of the page California Workfiorce Development Board Accepting Applications 10/25/2024 Open/Competitive Solicitation
to begin the
app“cation‘ ~ Information
4. Selectan Select Application Category
application
Select Category s ]
category from the [ =
drop down list.

WA F 13 - Innovation Impact

Then select the

WAF 13 - Mew without WIDA experience
Next button. .

WAF 13 - Mew with WIDA experience
Note: Only one

application per o
category can be Select Application Category

chosen.

WAF 13 - Innovation Impact -

 Zq il
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

5. Complete all
required fields
noted with a red
asterisk. (*)

The Lead Agency
Applicant will pre-
populate with the
company hame
provided in user
registration.

Note: Circles with
an “i” are help
bubbles. Hover
over them to show
definitions of
fields.

Cower Page

*Lead Agercy dppican: 8 * Project Name

a e
Applicants can submit up to the Mamum amount,
hosever based on applications submitted and awarded,
Project Cost the granted amourt may be adjusted.
Smgussted Amount ﬂ Cas Ir=Kind L A

Project Information

* ety * Target Occupation

Araiabls Chozen

ﬁa\f\ H‘\_/‘\ ‘“‘\/\ R
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

6. Complete the

Approval of

Authorized Approval of Authorized Representative

Representatlve * Authorized Representative * Sigrarure
section.

Submizcion Date

Select the Save
button.

Note: Signature is e m

a typed field and
Submission Date
will auto populate
when the
application is
submitted.
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

7. Applicant will be = Submit | PrmView | Delets
taken to the

. . Requested Amaunt Applcation Type
appllcatlon Cover $5,000.00 WAF 13 - Innovation Impact
Page.

Application Submitted Apphication Under Review Edit for Contract Award In Progress Award Converted to Grant

To proceed with
the app"cation' Cover Page  Narrative  Outcomes & Deliverables  Expend Plan  Budget Narrative  Supplemental Budget  Budget Summary  Work Plan  Participant Plan  Mare
read the WIOA ~ WIOA Title 1 Declaration
Title 1 Dec|al‘ati0n By signing and submitting an apglication, the “Applicant” acknowledges the following:
an d se I ect th e I 1. If requesting 5150/000 or less, the Applicant is aware of, willing to become familiar with, and comgly with WIOA Title 1 and the Code of Federal Regulations, Title 2 (Uniform Guidance) to resgonsibly manage the grant

program if awarded; or
Agree button. ) . . . . _ ) _ -
2. If requesting mare than 5150,000, an applcant is confimning they have direct experience managing WIOA-funded projects, are well versed with WIOA Title 1 and the Code of Federal Regulations, Title 2 {Uniform Guidancs),

can responsibly manage grant programs, and meet WIDA requirements if awarded. The Applicant is agreeing to these terms and signing on behalf of the Lead Application Agency {Applying Organization). The applicant must
accept/agres to procesd with applying for funding.

| Disag

~ Cover Page

Lead Agency Apalicant @ Froject Mame

ETP # Test #
w Project Cost

fequested Amavm @ Cash oo IKind Leverage

§5,000.00 * 535,000,000 #
Tstal Froject Sudgst

560,000.00
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

A pop up will
appear confirming
the applicant’s
choice to agree
with the WIOA
Title 1
Declaration.

Select the Proceed
button to
continue.

Confirmation b4

‘You have decided to agree to the terms and conditions. Please click to Proceed

Applicant will be
returned to the
Cover Page.

Review the
information on the
page. If any edits
are needed, select
the pencil icon to
the right of the
field that needs to
be changed.

Once changes are
complete, select
the Save button.

~ Cover Page

Lead Agency Apalican: @ Prajec: Name

ETP # Test

s Project Cost

Fmquasted fmoue @
$3,000.00 #

Cash or In-Kind Leverags
§35.000.00 rd
Tatal Project Sudgst

$60.000.00

. CUNLEw -

w Approval of Authorized Representative

* Authorized Representative * Sigrature

Jane Smith Jane Smith

Submission Date
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

10.

To move to the
next area of the
application, select
the Narrative tab
from the
Navigation Bar.

Application In Progr... Application Submitt... Application Under R... Request for Additio... Award In Progress Award Converted to ..

Cover Page Narrative Deliverables Expend Plan Budget Narrative Supplemental Budget Budget Summary More

11.

Fill in all fields for
Section I: Project
Overview.

Note: All fields
have a 3000-
character limit at
time of submittal.

Application in Progress Application Submitted Application Under Review Edit for Contract Award In Progress Fward Converted to Grant

Cowver Page Marrative  Qutcomes & Deliverables Expend Plan  Budget Marrative  Supplementzl Budget Budget Summary  Work Plan  Participant Plan Partner R&R Mare

There is a 2000-character limit per Narrative Question

Please do not copy and pasts images to text boses. Images can be uploaded in the Documents tab and referred in the narrative bow.

~ Saction | Project Overview

Question-1

1]
i
il
-

Salesforce Sans w || 12 - .' B I |X S| iF =

Question-2

- e ™ —1=la o ™™ T

Page 7 of 25




CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

12 F|” in a” fle|dS » Section II. Alignment with Accelerator 13 Priorities
in Section Il
o . Q ion-8
Alignment with =R

Accelerator 13 ﬁ

Priorities.

Question-8.1
Note: All fields SalesforceSans w || 12 *~|l- B | u|S|=E k=== I
have a 3000-
character limit at é
time of submittal. fiestion 9

S ———e==h., e,
Certain questions
are conditional. An
additional field
may appear
depending upon
the applicant’s
answer.
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

13.

When applicant
has finished
entering
information, go to
the top of the
page and select
the Save button.

Note: Be sure to
select Save in each
area after entering
information. If
exiting the system,
or if it times out
due to being idle,
information
entered will be
lost unless Save
has been selected.

Application ) )
Test Submit Print Wigw Delete
Requested Amourt Apalication Type
55,000.00 WAF 13 - Innovation Impact
Application In Progress Application Submitted Application Under Review Edit for Contrect Award In Progress Award Converted to Grant

Cover Pags Marrative Outcomes & Deliverables Expend Plan Budgst Marrative  Supplementzl Budget  Budget Summary Work Plan  Participant Plan Partner RER Mare

There is a 3000-character limit per Namative Question

Please do not copy and paste images to text boxes. Images can be uploaded in the Documents tab and referred in the narrative box.

ol

~ Section |. Project Overview

14.

To move to the
next area of the
application, select
the Outcome &
Deliverables tab
from the
Navigation Bar.

Application In Progress

Edit for Contract

Application Submitted Application Undar Review Award In Progress Award Converted to Grant

Expend Plan Budgst Marrative  Supplementzl Budget Budget Summary Work Plan Participant Plan Partner RER Maore

There is a 3000-character limit per Narmative Question

Please do not copy and paste images to text boxes. Images can be uploaded in the Documents tab and refemed in the narrative bos.
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

15. Fill in all the fields Application In Progress Ppglication Submitted Application Under Review Edit for Contract ward In Progress Award Converted to Grant

for the section.

Cover Page  Marmrative  Outcomes & Deliverables Expend Plan  Budget Marrative. Supplemental Budget Budget Summary  Work Plan Participant Plan  Partner RER  Mare

When the
applicant has
finished entering There is a 500 character limit per Deliverables Question

all information, go é]

tothetopofthe | | | N
L]

page and select ) |

the Save button.

£ A

=g

Note: All fields
have a 500-
character limit per
field at time of
submittal.

16 To add additional Application In Progress Apglicstion Submitted Application Undar Review Edit for Contract Award In Progress Award Converted to Grant
deliverable lines,

Cover Page  Marrative  Outcomes & Deliverables Expend Plan  Budget Marretive  Supplemental Budget  Budget Summary  Work Plan Participant Plan  Partner RER  Mare
select the Add ; 1

button at the top
right of the
section.

There is a 500 character limit per Deliverables Question
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

17. To delete extra

rows, select the
trash icon to the
right of the fields.

Application in Progress

Cover Page  Narrative Outcomes & Deliverables

Expend Plan  Budget Marrative  Supplemental Budget  Budget Summary  Work Plan

There is a 500 character limit per Deliverables Question

ion Uinder Review Edit for Contract Award In Progress

Participant Plan  Partner RER  More

Award Converted to Grant

4
18. The next four tabs: Application In Progress oglication Submitted pplication Undsr Review Edit for Contract Award In Progress Award Convertad to Grant
Expand Plan,
Budget Narrative’ Cover Page  MNarrative  OQutcomes & Deliverable Expend Plan Budget Narrative  Supplemental Budget Budget Summary J Work Plan Participant Plan  Partner RER  More

Supplemental
Budget, and
Budget Summary
will be available at
a later stage and
may be skipped
now.

Expend Plan will be available in later stage.

Page 11 of 25




CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

19. To move to the

Application In Progress Application Submitted Application Under Raview Edit for Contract Award In Progress Award Converted to Grant
next area of the
appllcatlon’ Select Cover Page  MNarrative  Owtcomes & Deliverables  Expend Plan Budget Marrative Supplemental Budget Bud;etPa'tic pant Plan Partner RER Mare
the Work Plan tab
from the

Navigation Bar.

Quarter 1: 4 Add
Quarter 2 + Acd
Quarter 3: + Add
Quarter & + Add

- — T T U
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

20. Select the +Add CoverPsge  Namative  Outcomes & Deliverables  Expend Plan  Budget Narrative  Supplemental Budget  Budget Summary  Work Plan  Participant Plan  Partner RER  More
button to add in
line items for each ==
quarter.

o e
Quarter 1: add |
Enter in the - Jd

description and
the estimated

completion date. ! e
Quarter 3: + Add

Note: The date e - | - | - | |

must fall within

that designated

quarter.

Date can be typed
in or use the
calendar pop up.
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

21. When applicant CoverPzge  MNarative  Outcomes & Delversblss  Expend Plan  Budget Narrstiwe  Supplemental Budgst  Budgst Summary  Work Plan  ParicipantPlan  Parner RER More
has finished
entering ﬁ
information, go to
the top of the M__
page and select
the Save button. 8 s

| v, yyyy

Quarter

Note: Be sure to

select Save in each o e
area after entering R
information. If WM
exiting the system,
or if it times out
due to beingidle,
information
entered will be
lost unless Save
has been selected.
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

22. To move to the #olicstion Submittsd Application Undsr Review Edit for Contract Award In Progress Award Converted to Grant
next area of the
application Select Cover Page MNarrative Outcomes & Deliverables Expend Plan Budget Narrative Supplemental Budget Budget Summary Work P Fartner RER Mare
7
the PartICIpant Section |. Target Populations
Plan tab from the ) R [sme
Navigation Bar.

Note: This tab only
appears if the
guestion on the
cover page: “Is
Project Serving
Participants” was
answered “Yes.”

23. For Section Azplication Susmitted Epplicztion Under Review Edit for Contract sward In Progress Award Converted to Grant

I: Target

Populations, Cover Page  Narrative  Outcomes & Deliversbles  Expend Plan  Budget Marrative  Supplemental Budget  Budget Summary  Work Plan  Participant Plan  Partner RER Mare
select the Section | Target Populations =
applicable values ) -

in the left column e

and then select a :
the arrow to move I N
them to the right | v
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

24. Enter data in
all applicable field
s in Section
Il: Participant
Plan.

Section II. Participant Plan

1

Program Enrollment (CalJOBS)
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

25. When the Application Submitted Appiiceon lmies R Ecit for Contract Favard n Progeess Award Converted to Grant
applicant has
finished entering

information in the Section | Target Populations ﬁ

Participant Plan _

1.

Cowver Page Marrative  Outcomes & Deliverebles  Expend Plan  Budget Marrative  Supplemental Budget  Budget Summary  Work Plan Participant Plan Partner RER  Maore

tab, go to the top
of the page and
select the Save
button.

Note: Be sure to
select Save in each
area after entering
information. If
exiting the system,
or if it times out
due to being idle,
information
entered will be
lost unless Save
has been selected.

26. To move to the Agglication Submitted Application Under Review Edit for Contrect Award In Frogress Award Convened 1o Grant
next area of the

H H Cover Page Marrative Outcomes & Deliverables Expend Plan Budget Narrative  Supplemental Budget Budget Summary Work Plan Participant n Fa X More
application, ;

select Partner
R&R tab from the

Navigation Bar. ’\/\/\/\/
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

27_ Select the +Add Cover Page  Narrative  Outcomes & Deliverables Expend Plan  Budget Marrative  Supplemental Budget Budget Summary Work Plan Participant Plan Partner R&R More

button for each
line item of each
List Partner (as o
needed). '

Complete all
required fields as
applicable.

Note: If additional W

rows are needed,
select

the +Add button
within each
application
section.

Selzct an Option Sedect an Option

28‘ To remove Ilnes' Cover Pege  MWarrative  Outcomes & Deliverables Expend Plan Budget Marrative  Supplementzl Budget Budget Summary Work Plan  Participant Plan  Partner R&R Maore

select
the trash icon to
the right of the

Select an Option - 50,00 Select an Ogtion E
4

+ 4ad

N ™™ ™ T
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

29 When appllcant Cover Pege  MNarrative  Outcomes & Deliverables Expend Plan Budget Harrative  Supplemental Budget Budget Summary  Work Plan  Participant Plan  Partner RER More

has finished
entering
information in the

BRI me e e e EES i

go to the top of

the page and

SElECt the Save Select an Option A 5000 Select an Option - ]
s
button.
+ Add

Note: Be sure to W

select Save in each
area after entering
information. If
exiting the system,
or if it times out
due to beingidle,
information
entered will be
lost unless Save
has been selected.

30.To Upload P —— Agglicetion Susmittsd Zpplication Undsr Review Edit for Contract Award In Erogress ‘ward Converted to Grant
documents, select
the More tab and Cover Page Marrative  Qutcomes & Deliverables Expend Plan Budget Marrative  Supplemental Budget  Budget Summary Work Plan Participant Plan Pa

then Upload
Documents from
the Navigation
Bar.
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

31 TO add a Cover Page  Narretive  Outcomes & Deliverables  Expend Plan  Budget Narrative  Supplemental Budget  Budget Summary  Wark Plan  Participant Plan  Upload Documents  Maore

document, select
the New button at
the top right of
the page.

32. From the popup, Create Document
enter the
Document Name.

*Document Name

Document Formai

-Select Value- -

4

C

33. Select the Create Document

appropriate | oo 000000 |
D

document format

* Documnertt Hame Document Format

type from the [ S - ]
dropdown field _

. OtherCommerts | FDE |
options.

‘Waord
< I
== -
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

34. Enter comments if Create Document
applicable and
Document Details
then select the
Save button. e Fasuman Fame
test FOF -
This action returns —
applicant to the p
Upload
a 'y
Documents tab. 2 e
35, Select the Upload Application Submitted Application Under Review Edit for Contract Award In Progress Award Converted to Grant
Files button to
SEleCt the Fage Marrative Outcomes & Deliverables Expend Plen Budget Narrative Supplemental Budgst Budget Summary Waork Plan Participant Plan Upload Documents Mare
document. Hew
test Active * & Upload Files | Or drop files
36. Select the €@ Open X
appropriate file A . i -
and then select
the Open button. Organize = New folder =
& Mame Date modified
‘H @ LJAT test duc.gdf 41972024 %41 AM
A v £ >
File name: ‘ UAT test doc.pdf Adobe Acrobat Document (*.po ~
Upload from | Cancel |
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

37. A green Upload Files
checkmark
appears when the - AT estdocpet
document is done

uploading. 1 of 1 file upioaded

Select Done
button to exit.

38- The document Wi” Application in Progress Application Submitted Application Under Review Edit for Contract Award In Progress Award Converted to Grant

now appear in the

Iist View. Cover Page Marrative Dutcomes & Deliverables Expend Plen Budget Narrative Supplemental Budget Budget Summary  Work Plan Participant Plan Upload Documents Maore
Mew

To view

Status Versions Action

document, setect || T

the document At 1 &, UposdFiles | Ordropties | oy

name.

Repeat steps to

add additional
files by selecting
the New button.
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39. Select the Submit n "T‘f;st:m' ﬂ PrintView | Delete

button when all

Requested Amaunt Agpicatian Type

files have been $5.000.00 WAF 13 - Innavation Impact
added.
Application In Progress Application Submitted Application Under Review Edit for Contract Award In Progress Award Converted to Grant
Verify all
Cower Page MNarrative  Outcomes & Deliverables  Expand Plan Budget Marrative  Supplemental Budget Budget Summary  Work Plan  Participant Plan  Upload Documents  More

information has
been uploaded.

40. A confirmation
popup will appear.
Select Yes button

to proceed. - Cancel

Note: Once the
application has
been formally
submitted, it can
no longer be
edited.

Are you sure, you want to submit the Application?

Page 23 of 25



CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

41. An Error Messages

popup will appear
if there is
required
information
missing.

Note: Each error
will appear as its
own line and
section and must
be corrected
before submittal.

Error Messages

Marrative

42.

Once all required
information is
inputted,
applicant will
receive
confirmation the
application was
successfully
submitted.

The status bar will
also update to
Application
Submitted.

Your application submitted successfully!

Application

Test

Requesied Amount Apglication Type
WAF 12 - Innovation Impact

I

Page  Marrative

Application Submitted Apphication Under Review

Outcomes & Deliverables  Expend Plan Budget Narrative

Supplementa

Edit for Contract

Budget

Budget Summary

Weo

Awerd In Progress

ke

Plan

Participant Flan

Submit Print View

Award Converted to Grant

Partner RER  Maore

Delete
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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR FUND APPLICATION

43. To print a copy of
the application,
select the Print
View button at
the top right-hand
corner.

Application

Test

Peguasted Amourt Apalization Typs
WAF 13 - Innovation Impact

Cover Page

Application Submitted

Marrative  Outcomes & Deliverables

Expend Plan

Application Under Review Edit for Contract

Budget Marrative  Supplementzl Budget Budget Summary

Awzrd In Progress Award Converted to Grant

Work Plan  Participant Plan Partner RER  Mare

44. The print view will

appear in a new
tab/popup.

Right-click on the
application to get
the print option.

I MNOTE: Please nght-click to print the Apolication. |

Cover Page

Lead Agercy bopicar: @
Fiscal Contac Telephone Humber

Signature

Narrative

s Section |. Project Overview

Project Name

Authorzed Represertative

Submission Date

*

P

e S S i S .
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	Structure Bookmarks
	3. Select the Apply button at the top right of the page to begin the application. 
	4. Select an application category from the drop down list. 
	5. Complete all required fields noted with a red asterisk. (*) 
	6. Complete the Approval of Authorized Representative section. 
	7. Applicant will be taken to the application Cover Page. 
	8. A pop up will appear confirming the applicant’s choice to agree with the WIOA Title 1 Declaration. 
	9. Applicant will be returned to the Cover Page.  
	10. To move to the next area of the application, select the Narrative tab from the Navigation Bar. 
	11. Fill in all fields for Section I: Project Overview. 
	12. Fill in all fields in Section II: Alignment with Accelerator 13 Priorities.  
	13. When applicant has finished entering information, go to the top of the page and select the Save button.  Note: Be sure to select Save in each area after entering information. If exiting the system, or if it times out due to being idle, information entered will be lost unless Save has been selected. 
	14. To move to the next area of the application, select the Outcome & Deliverables tab from the Navigation Bar. 
	15. Fill in all the fields for the section. 
	16. To add additional deliverable lines, select the Add button at the top right of the section. 
	17. To delete extra rows, select the trash icon to the right of the fields. 
	18. The next four tabs: Expand Plan, Budget Narrative, Supplemental Budget, and Budget Summary will be available at a later stage and may be skipped now. 
	19. To move to the next area of the application, select the Work Plan tab from the Navigation Bar. 
	20. Select the +Add button to add in line items for each quarter. 
	21. When applicant has finished entering information, go to the top of the page and select the Save button.  Note: Be sure to select Save in each area after entering information. If exiting the system, or if it times out due to being idle, information entered will be lost unless Save has been selected. 
	22. To move to the next area of the application, select the Participant Plan tab from the Navigation Bar.   Note: This tab only appears if the question on the cover page: “Is Project Serving Participants” was answered “Yes.” 
	23. For Section I: Target Populations, select the applicable values in the left column and then select the arrow to move them to the right column.  
	24. Enter data in all applicable fields in Section II: Participant Plan. 
	25. When the applicant has finished entering information in the Participant Plan tab, go to the top of the page and select the Save button.    Note: Be sure to select Save in each area after entering information. If exiting the system, or if it times out due to being idle, information entered will be lost unless Save has been selected. 
	26. To move to the next area of the application, select Partner R&R tab from the Navigation Bar.  
	27. Select the +Add button for each line item of each List Partner (as needed). 
	28. To remove lines, select the trash icon to the right of the row. 
	29. When applicant has finished entering information in the Partner R&R tab, go to the top of the page and select the Save button.   Note: Be sure to select Save in each area after entering information. If exiting the system, or if it times out due to being idle, information entered will be lost unless Save has been selected. 
	30. To upload documents, select the More tab and then Upload Documents from the Navigation Bar. 
	31. To add a document, select the New button at the top right of the page. 
	32. From the popup, enter the Document Name. 
	33. Select the appropriate document format type from the dropdown field options. 
	34. Enter comments if applicable and then select the Save button. 
	35. Select the Upload Files button to select the document. 
	36. Select the appropriate file and then select the Open button. 
	37. A green checkmark appears when the document is done uploading. 
	38. The document will now appear in the list view. 
	39. Select the Submit button when all files have been added. 
	40. A confirmation popup will appear. Select Yes button to proceed. 
	41. An Error Messages popup will appear if there is  required information missing. 
	42. Once all required information is inputted, applicant will receive confirmation the application was successfully submitted. 
	43. To print a copy of the application, select the Print View button at the top right-hand corner. 
	44. The print view will appear in a new tab/popup.  




