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PURPOSE 

The OAA portal allows users to register and apply for a grant for their City, County, 
Cooperative or State Agency to receive funds allocated to the Abatement of Opioid 
Abuse in Virginia. The Grant Application - User Guide explains the comprehensive 
end-to-end procedure to create a Grant Application. 
 

PERSONAS  

 

Persona Responsibilities  

Individual 
Distribution (a 
single City or 
County) Grant 
Applicant 

● One City or County applying for an Individual Grant. The 
applicant is responsible for registering an user account 
and completing their profile.  Then the applicant can start  
applying for a new grant, amending an existing grant, 
and/or renewing their approved grant application. If any 
updates are requested by OAA then the applicant must 
respond using this Portal in order to complete their 
application process. Also, an Annual Report is also 
required at the end of the Fiscal Period in order to 
complete that year’s grant lifecycle. At least one person 
with the legal authority to sign for the City or County must 
also complete an e-Signature before a grant application 
can be submitted. 

● All applicants responsible for completing the application 
must be designated as an Authorized Person.  

Cooperative 
Partnership 
(more than one  
Cities and/or 
Counties) Grant 
Applicant 

● Only one of the Cities or Counties completing the 
competitive Cooperative Application must be designated 
as a Fiscal Agent (who completes the main application 
on behalf of their City or County and the other Partner 
Cities and/or Counties). The Fiscal Agent is responsible for 
registering an user account and completing their profile.  
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Then the applicant can start  applying for a new grant, 
amending an existing grant, and/or renewing their 
approved grant application. If any updates are requested 
by OAA then the applicant must respond using this Portal 
in order to complete their application process. Also, an 
Annual Report is also required at the end of the Fiscal 
Period in order to complete that year’s grant lifecycle. The 
Partner applicants must also provide their portions of the 
Cooperative application separately. At least one person 
with the legal authority to sign for each Fiscal Agent or 
Partner City or County must also complete an e-
Signature before a grant application can be submitted.  

● All applicants responsible for completing the application 
must be designated as an Authorized Person.  

State Agency 
(Virginia 
Commonwealth 
– State -  
Government) 
Grant Applicant 

● The person applying for a competitive State Grant is 
responsible for registering an user account and 
completing their profile.  Then the applicant can start  
applying for a new grant, amending an existing grant, 
and/or renewing their approved grant application. If any 
updates are requested by OAA then the applicant must 
respond using this Portal in order to complete their 
application process. Also, an Annual Report is also 
required at the end of the Fiscal Period in order to 
complete that year’s grant lifecycle.  At least one person 
with the legal authority to sign for the State Agency must 
also complete an e-Signature before a grant application 
can be submitted. 

● The applicant responsible for completing the State 
Agency must be designated as an Authorized Person. 
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PROCESS FLOW DIAGRAM 

 

Your submitted application will be reviewed by OAA staff and possibly returned to 
you for revisions to data entry or additional inputs such as uploaded files.  The Grant 
Committee will review your application and make an award based on their 
assessment. If your application is awarded you will receive an email and payment 
will be processed as appropriate based on the award amount(s) specified.  
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SIGNING UP 

TO LOGIN OR TO CREATE A NEW ACCOUNT: 
1. Access the Virginia OAA Grants Portal at  https://www.voaagrants.us  

a. Please reference this User Guide and FAQ (Frequently Asked Questions) 
at URL. 

2. The following screen will appear: 

 
 

3. If you already have an account then please enter your Username / Email 
Address and Password in the associated fields and click the Login button.  

4. If you forgot your password, click the Forgot password? link on the Forgot 
Password? page.  

https://www.voaagrants.us/
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5. After entering your email address and selecting the Next button the system 
will email you a password reset link and you will see this screen pictured 
below: 
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6. If you haven’t registered then please select the blue Register link at the 

bottom of page, it appears after this text: Doesn't have an account? 

 
 

7. Fill out the required fields and upload the required document on the Register 
page. 

a. This process will require you to download a letter template that must be 
filled out authorizing you to apply for a grant on behalf of the city, 
county, or state agency that you select as a part of the registration.  

b. The uploaded letter must be on the letterhead of the city, county, or 
state agency. 
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8. After you submit the Registration, it will be forwarded to the OAA for review and 
approval.  Your authorization letter will be reviewed by the OAA and your 
registration will be either Approved or Declined. This could take one or more 
business days. 

 

 

9. If your registration is Approved you will receive a confirmation email for your 
OAA Registration Form Submission. 
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10. And you will receive a second email with a password reset link so you can 
choose your own password. 
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11.  This is the Change Your Password (password reset page): 

 

12. Your new password must be 8 characters in length, with 1 letter, 1 number and 1 
special character. 
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13. The Dashboard  page displays From this page you can choose different 
options using the navigation provided. See next section “Navigation”. 
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DASHBOARD - OAA SITE NAVIGATION 

DASHBOARD OVERVIEW: 

In the upper left hand corner is the OAA logo, a Home button which will take you back 
to the Dashboard. 

a. NOTE: Be careful when using this button there will be no option to Save 
your progress if you are working on an application.  

 

In the upper right hand corner there will be 2 drop down lists: 

b. The first will allow you to Switch Locality (City or County or to access a 
different State Agency) than currently listed on the drop down. 

c. The second will allow you to Access Profile this will display your First and 
Last Names then drop down menu with a down arrow: 

■ Profile Menu options: 
1. My Profile - opens a page where you can edit some of your 

Profile Details such as contact information, you may also 
upload a small (500 kb max.) photo of yourself. 
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2. Manage Locality - allows you to add your user to other 
Localities (Cities or Counties or State Agencies, for 
instance) or remove your user from an already existing 
Locality. 

 

3. Contact Us - displays a pop-up with the email address for 
OAA. 
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4. Log Out - ends your current session. 
a. NOTE: Unsaved information may not be retained if 

you log out.  

Below the OAA Logo / Home button on the left hand side there is a series of buttons 
which provide Navigation: 

d. Dashboard - will return the user to this page. 
e. Grants Management - will take the user to a page where the user may 

select to apply for different types of grants. 
f. Members - will take the user to a page where they can view and invite 

members to a grants application. 
g. Historical Downloads - will take the user to a page where they can 

download PDF versions of various documents related to the Grant 
Application. 

h. Estimated Funds Look-Up Tool - will take the user to a page where they 
can see yearly grant amounts available for certain types of grant funds. 
It is recommended that users begin their grant application process by 
reviewing the eligibility per fund for their locality (City or County). 

■ NOTE: State Agency grant applications are competitive and do 
not have predetermined fund availability. 

In the center of the page is a list of Applications filtered by status so the applicant 
can determine which grant applications are at what stage of the process:  

i. In Progress - typically indicated that the grant application is in Draft 
status and has not been fully completed.  
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j. Submitted - this indicates that the grant application has been 
completed and will be queued for review by OAA Staff. 

k. Under Review - this indicates that the grant application is being 
reviewed by OAA Staff.  It could also have been resubmitted by the 
applicant with requested information or updates requested by OAA 
Staff and then provided by the applicant.  

■ NOTE: This could represent one or more internal OAA Staff review 
steps. 

l. Assigned Back - the grant application has been returned to the 
applicant with requested information or updates requested by OAA 
Staff.  Those items will then be provided by the applicant in order to 
advance the internal review process.  

m. Awarded - the grant application has been reviewed, approved and 
awarded.  There may be additional steps for the purpose of making the 
award payments including signatures. 

n. Closed - the grant application has been closed, either running its 
complete course of action or not being accepted for committee review 
or not being approved. 
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GRANTS MANAGEMENT 

 

TYPES OF GRANTS: 

1. Locate the type of grant you want and check the button to “Apply” or “Start 
Annual Reporting”. The Annual Reporting only applies to previously awarded 
grants. 

a. You can also use the Search Grants feature in the upper left hand 
corner to locate a specific grant type. 

2. The type of grant name is visible at the top of each grant. 
3. If the type of grant you select is available for application, there will be green 

“Open” to the right of the name of the grant. 
4. Immediately below the type of grant name the Fiscal Year for the grant is 

displayed as a 4-digit year. 
5. To the right of the Fiscal Year are one or more of the gray boxes that describe 

the Open Date and Due Date for each type of grant Application (New, 
Renewal, Amend, or Annual Reporting). The dates indicate what the date 
ranges are allowed for that type of application to be submitted. 
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6. Beneath those boxes will be the Purpose of the grant type in a summary the 
View Details link will display more information and you can use the View Less 
link to hide the extra text. 

7. There is also a link for the email address “info@voaa.us” to contact OAA.  
8. Finally there is a “Download Terms & Conditions” link to view a PDF of the terms 

and conditions. 
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MEMBERS 

 

INVITE MEMBERS: 

You may either select an existing Member to “Edit” or you may choose to use the dark 
blue button in the upper right corner to “+ Invite Members”. 

1. Edit existing member:  
a. Select the “Edit” button. 

i. The following pop-up will be displayed: 

 

ii. Make any changes to the editable fields and then select the 
“Save” button. 

iii. A “Success Member Edited Successfully.” message will appear in 
a green box as shown below: 
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1. Add or invite a new member: 
2. Select the “+ Invite Members” button. 

a. The following pop-up will be displayed: 

 

b. Fill in any information to the editable fields and then select the “Invite” 
button. 

c. A “Success Registration request has been successfully submitted for 
OAA Review. Please expect a notification email once approved. Edited 
Successfully.” message will appear in a green box as shown below: 
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d. An automated email message will be sent to the invited member. 

 

e. OAA Internal Staff will review and approve (or reject) the member invite. 
i. An email notification will be sent once the request has been 

reviewed and approved. A second email message will be sent 
with the link to choose a password. 
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HISTORICAL DOWNLOADS 

This page is where you can View/Download PDF versions of various documents 
related to the Grant Application.  You need to be aware of the status for a given 
application because that might indicate that something is still in progress.  

 

HISTORICAL DOWNLOADS: 

If there are too many Historical Downloads displayed you can use either the “Search 
with Application Name” control above the table of results or you can use the “Filter” 
control.  This will allow you to select a single specific “FIscal Year” and “Document 
Type”. 
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ESTIMATED FUNDS LOOK-UP TOOL 

This page is where you can see the amounts for different types of Distributions 
available per Fiscal Year. You can also use the ”Download Estimated Funds Lookup 
Tool“ link/button to download a copy as a .PDF file for reference as you complete a 
City or County allowable Distribution amounts for an Individual Grant Application, or 
Coop Grant Application.  You may already have access to your Direct Distributions 
but you will need to apply for any OAA Individual Distributions.  In order to access the 
OAA Gold Standard Incentive you must use the system to request approval and once 
you have an eligible grant application to receive Gold Standard Incentives. Please 
note that all the Distribution Amounts are subject to availability and subject to 
change. The Individual Distribution and Gold Standard Incentive must be approved 
by the Grants Committee before payments can be made to the Locality with the 
exception of the Direct Distribution. You request up to the Balance Available in the 
last column of each appropriate Distribution per Fiscal Year, be aware that those 
amounts will be adjusted as any Grants are applied for or awarded. 

 

DIRECT DISTRIBUTIONS: 

The Direct Distribution funds are already allocated to your Locality (either a Virginia 
City or County). There is a way in the system to record how much you have received 
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in a given Fiscal Year and doing that will automatically update your remaining Direct 
Distribution amounts per Fiscal Year after processing is complete. Please note that 
these amounts are subject to change and availability.  The Direct Distribution funds 
can be Pledged as an OAA Match or allocated to Non-OAA Projects if desired. 

OAA INDIVIDUAL DISTRIBUTION: 

The Individual Distribution funds listed are the amounts for each Fiscal Year, those 
amounts will change as awards are made or other adjustments are accounted for in 
the system.  The Awarded /Used as a match column takes into account previous or 
current awards and amounts for your Locality (either a Virginia City or County) 
Individual Grant or linked to a Cooperative Grant as matching funds for Fiscal Agents 
/ Partners in a Cooperative Grant Application. Please note that these amounts are 
subject to change and availability.  

OAA GOLD STANDARD INCENTIVE: 

These Gold Standard Incentive funds listed are the amounts for each Fiscal Year, 
those amounts will change as awards are made or other adjustments are 
accounted for in the system.  The Awarded /Used as a match column takes into 
account previous or current awards and amounts for your Locality (either a Virginia 
City or County) Individual Grant or linked to a Cooperative Grant as matching funds 
for Fiscal Agents / Partners in a Cooperative Grant Application. Please note that 
these amounts are subject to change and availability.  

 

COOP PARTNER DASHBOARD 

This page is specific to Partner Cities and Counties who are part of a Cooperative 
Grant Application.  It lists the Cooperative Grant Applications where your selected 
City or County is a Partner, this is where you would go to Upload documentation as a 
file requested by OAA Internal Staff as a part of your Cooperative Grant.  If you are a 
Partner in many Cooperative Grants, you may wish to use the Search with 
Application Name feature in the upper right hand corner.  The table displaying the 
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results will only display matching application names if that feature is used, otherwise 
all Cooperative Grant Applications with your Locality as a Partner will be displayed.  

 

 

COOP PARTNER ACTIONS: 

MOVE THIS PART 
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COMMUNICATIONS 

This section is dedicated to the Communications that have taken place between the 
applicants and the OAA internal staff.  

It can be accessed via the Communications tab from the left side navigation. 
Clicking on this left side navigation tab should take applicants to the new window 
screen where all the Communications can be seen. 

 

 

 

Communications screen has the following tabs available to the applicant users i.e. 
All Communications, My Communications, Bookmarked.  
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ALL COMMUNICATIONS: 

 

All Communications tab should have the following filter options available for them 
to select 

● View By:  This filter should have the following options available for selection 
○ Account 
○ Applications 

Clicking on either of Account or Applications will lead to the additional filter to 
be selected 

● Application Name - This filter would be coming based on the filter selected as 
Applications in the View By filter. 

 This should display the list of Applications which are present under the 
selected Agency i.e. City, County or State Agency. Applicants should have the option 
of selecting the Application Name from the list of Applications drop down. 

On selecting the Application Name should also display the Project Name 
associated with that Application Name.  
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 Clicking on Share button should allow applicants to initiate the chatter 
conversation where Applicants can tag the respective OAA staff or other agency 
users to be notified along with ability to attach files or attachments. 

  

 

MY COMMUNICATIONS: 

My Communications tab should display all the chatter communications where the 
logged in applicant user is being included in the communication. 
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BOOKMARKED: 

This is the section where all the Communications that have been bookmarked by the 
logged in applicant user will be appearing here. 
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GRANT TYPES AVAILABLE FOR APPLICATION 

The following Grant Types are available for application: 

Direct Distribution - this is available to Cities and Counties and can be used by itself, 
or as a part of an Individual or Cooperative.  These funds are already allocated to the 
City or County and don’t require Grant Committee approval. 

Gold Standard - your City or County must apply for this as a part of the Individual or 
separately.  If approved for your City or County, then there would be additional funds 
available on an Individual or as matching funds contribution on a Cooperative.  If 
you want to apply for a Gold Standard you must apply for the Direct Distribution to 
be eligible for this potential allocation of funds. 

Individual Distribution - your City or County must apply for an Individual and also 
apply for a Gold Standard (if not already applied for separately). These grants do 
require review and approval by the Grants Committee.  

Cooperative Partnership - This is a competitive Grants Application where more than 
one City or County are participating as partners with one City or County designated 
as the Fiscal Agent and the other Cities or Counties are designated as Partners.  The 
Grants Committee will review and determine if an approval for funding is available 
for that Cooperative Partnership.  These Programs can only run a maximum of 5 
years.  

State Agency - This is a competitive Grants Application where a single State Agency 
can apply for a grant that would fund one or more Projects.  The Grants Committee 
will review and determine if an approval for funding is available for that State 
Agency.  These Programs can only run a maximum of 5 years.  

Unrestricted - this is not a Grant Type you can apply for directly, however the Grants 
Committee and Board may determine that they want to provide additional funds for 
a specific application when it is approved.  These funds are provided entirely at the 
discretion of the Grants Committee and Board.  

 

APPLYING FOR A GRANT 
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There are several types of grants to apply for including grants for individual cities or 
counties, cooperative grants for more than once city or county applying together, 
state agency grants or special grants. You may also use Direct Funds or Gold 
Standard Funds.   

GRANTS MANAGEMENT: 

Find a type of grant to apply for within the New Application period. Select the “Apply” 
button.  NOTE: Be sure to use the “Estimated Funds Look-Up Tool” and either print the 
results , download it or write down the amounts you can apply for per type of 
Distribution per Fiscal Year (FY).  This information will make it easier to determine how 
much you are eligible for a grant. This doesn’t apply to State Agency grants. 
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DIRECT DISTRIBUTION REPORT PROCESS  

Completing this form is required at least once per year.  It is always specific to a 
single City and County who could apply for an Individual Distribution Grant, a “Gold 
Standard” Incentive, or a Cooperative Partnership Grant.  

The Direct Distribution Workbook helps the OAA accurately maintain the Locality 
Look-up Tool and is a requirement for participating in any of the following OAA 
programs: 

● “Gold Standard” Incentive 
● Individual Distribution Grants 
● Cooperative Partnership Grants 

This form must be filled out at least once per year and the one filing per city/county 
completes the requirement for all three programs listed above.  

Below is a list of items to consider that will be necessary to complete the application. 

● Direct Distribution funds received by fiscal year 
● Expenditures of Direct Distribution funds that were used for OAA awarded 

projects 
● Expenditures of Direct Distribution funds that were used for non-OAA projects 
● A listing and general description of each non-OAA awarded project where 

Direct Distribution funds were used and the amount spent on that project. 
● Amounts held in reserve 

SELECT A DIRECT DISTRIBUTION INFORMATION: 

In order to locate the Direct Distribution Workbook, you may wish to use the Search 
with Application Name feature in the upper right hand corner of the Grants 
Management tab to locate the Direct Distribution Information Grant Type  or you can 
scroll down to the Direct Distribution Information. After selecting this the application 
will open . 
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DIRECT DISTRIBUTION INFORMATION INSTRUCTIONS: 

Carefully review the Direct Distribution Instructions. Then select the “Next” button in 
the lower right hand corner to move to the next step.  

 

 

DIRECT DISTRIBUTION INFORMATION CONTACT INFORMATION: 

This step is where you must specify a Contact Person for this City or County. This is 
the contact information for the person who will complete the application process 
and provide the requested information on the following steps.  You may add a new 
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Contact Person by selecting the “Invite New User” option and providing their contact 
information so the system can send them an email to login to the portal or you may 
add any current contact related to your city or county by selecting the “Add Existing 
Contact” and then select the appropriate person’s name to be the Fiscal Agent. 

 

“Invite New User”  

 

“Add Existing Contact” 
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After the required information is added, you can use the “Save & Next” button to 
advance the application to the next step. 

 DISTRIBUTION INFORMATIONS: 

This is the step where you add Distribution Information. 

You can specify Direct Distribution Information per Fiscal Year and allocate “Amounts 
Expended towards OAA Projects” and/or “Amounts Expended towards Non-OAA 
Projects” and/or “Amounts Held in Reserve”.  Use the checkbox next to the Fiscal Year 
you want to update and click the “Edit” button or use the “Add New” button to create 
a new row for a Fiscal Year, then enter the amounts.  You could also use the “Delete” 
button to remove a row. 

You can also specify Direct Distribution for Non-OAA Projects by editing the rows by 
checkbox next to the Project you want to update and click the “Edit” button or use the 
“Add New” button to create a new row for a Project, then enter the “Amount 
Allocated/Spent”, “Starting Date” / “Ending Date” and a “Brief Description of Project” 
and  also specify “Does the project continue into the next year?” by checking a box..  
You could also use the “Delete” button to remove a row. 
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Next answer the required questions. After the information is added, you can use the 
“Save & Next” button to advance the application to the next step. 

 

“Add New” Direct Distribution - Add Budget example: 

 

You can select the Fiscal Year from the dropdown menu and you can enter Amounts 
for each type, and then click the “Save” button. 

The process is the same for OAA Direct Distribution and Non OAA Projects.  
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 Note: There is a system check that the “Total of Expended towards Non-OAA Projects 
should be matching with Total of Amount Allocated/Spent”. If you get this message 
please verify your entries.  

After the required information is added, you can use the “Save & Next” button to 
advance the application to the next step. 

 REFERENCE INFORMATION: 

This is the step where you add any optional Reference Information by providing a 
Web Link or File Upload  After answering the questions please provide a Weblink or 
File Upload for the “Yes” answers.  The allowed formats for file uploads are .docx, .png, 
.jpg, .jpeg, .gif, .pdf, .txt, .xls, .xlsx, .xps and file size should be less than 25mb.. 

 

Weblink Example: 

 

File Upload Example: 
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 SUBMIT: 

This page is where you can make the submission of your Direct Distribution 
Information Report.  Note: You can use the “Download Report” link in the upper right 
hand corner of the page to retain a copy of your submission.  

When you answer the questions (checkbox) then click the “Submit” button.  

 

 

After the “Submit” button was pressed this page will be displayed as shown below: 
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This allows you to click a button to “Download Report” as a PDF for your records. 
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"GOLD STANDARD" INCENTIVE APPLICATION PROCESS  
 
The Board of Directors (Board) of the Opioid Abatement Authority (OAA) is statutorily 
required to allocate a specific portion of the Opioid Abatement Fund (Fund) to each 
participating city and county (see Virginia Code § 2.2-2374(D)(2)). For purposes of this 
policy, this allocation will be referred to as the “OAA Distribution”. 

In turn, each participating city and county has statutory obligations attached to the 
receipt of OAA Distributions (see Virginia Code § 2.2-2370(A)). These obligations are 
summarized below. For purposes of this policy these statutory obligations will be 
referred to collectively as the OAA “Gold Standard”.  

● Participating cities and counties will only utilize OAA Distributions to fund efforts 
designed to treat, prevent, or reduce opioid use disorder or the misuse of opioids 
through evidence-based or evidence-informed methods, programs, or strategies 

● Participating cities and counties shall not supplant funding of an existing program 
nor collect indirect costs 

● Participating cities and counties shall provide the Authority with information on 
implementation of said methods, programs, or strategies and allow such 
monitoring and review as may be required by the Authority. 

● Participating cities and counties must agree to certain base terms and conditions 
established by the OAA Board of Directors before receiving and OAA 
Distributions. 

In addition to receiving the OAA Distribution, each participating city and county will also 
receive distributions directly from the settling companies. For purposes of this policy, 
this allocation will be referred to as the “Direct Distribution”. 

The use and reporting requirements of the Direct Distribution are outlined in the 
nationally-negotiated settlement agreements and not through State statute. These use 
and reporting requirements are not as stringent nor as clear as the OAA’s Gold 
Standard, and in fact the OAA Gold Standard will always meet or exceed the 
requirements of the settlement agreements. 

To encourage participating cities and counties to use all of the Direct Distribution funds 
fully for remediation and abatement, and to encourage participating cities and counties 
to report the use of their Direct Distribution funds to the OAA for the purpose of ensuring 
statewide adherence to the various settlement agreements, the Board hereby offers a 
voluntary financial incentive to each participating city and county. For each fiscal year 
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that a participating city or county agrees to use and report their Direct Distribution funds 
according to the same standards they are required to use and report their OAA 
Distribution funds (i.e., the Gold Standard), the Board agrees to increase that city or 
county’s OAA Distribution by 25% above the base amount for that same fiscal year. 

As noted above, each year that a city or county applies for any OAA Distribution, it must 
first agree to a set of base terms and conditions set by the OAA Board. In addition to 
those base terms and conditions, there will also be an additional set of extra terms and 
conditions that only apply to specify the requirements for participation in the incentive. In 
short, each city or county will communicate its decision as to whether it will participate in 
the incentive by completing and submitting this additional set of terms and conditions. 

SELECT THE "GOLD STANDARD" INCENTIVE: 

In order to locate the "Gold Standard" Incentive, you may wish to use the Search with 
Application Name feature in the upper right hand corner of the Grants Management 
tab to locate the "Gold Standard" Incentive Application Type  or you can scroll down 
to the "Gold Standard" Incentive Information. After selecting this the application will 
open. 

 

If you have already opted into the “Gold Standard” Incentive you will receive the 
following error message: 
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"GOLD STANDARD" INCENTIVE INSTRUCTIONS: 

Carefully review the "Gold Standard" Incentive Instructions. Then select the “Next” 
button in the lower right hand corner to move to the next step.  

 

 

"GOLD STANDARD" INCENTIVE CONTACT INFORMATION: 

This step is where you must specify a Contact Person for this City or County. This is 
the contact information for the person who will complete the application process 
and provide the requested information on the following steps.  You may add a new 
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Contact Person by selecting the “Invite New User” option and providing their contact 
information so the system can send them an email to login to the portal or you may 
add any current contact related to your city or county by selecting the “Add Existing 
Contact” and then select the appropriate person’s name to be the Fiscal Agent. 

 

 

“Invite New User” option: 
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“Add Existing Contact” option: 

 

After the required information is added, you can use the “Save & Next” button to 
advance the application to the next step. 

 "GOLD STANDARD" INCENTIVE AGREEMENTS: 
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This is the step you acknowledge the items listed by checking the “I agree” checkbox. 

 

 

Next answer the required questions. After the Agreement is completed,, you can use 
the “Save & Next” button to advance the application to the next step. 

 

Your selected Contact will receive a confirmation email for E-Signature.  The email 
will resemble the one displayed below: 
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You will need to click the “Review and sign” button in order to provide the E-Signature 
after you select the button another browser window or tab will appear that will look 
like the image below: 

 

You will need to click the “Continue” button to complete the te E-Signature process: 

The following page will be displayed, you will want to review the information and the 
click the “Start” button: 
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Then the page will scroll to where you need to sign as pictured below: 

 

You will then click the “Click here to sign” field to get the signature pop-up displayed 
here: 
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Enter your signature and then click the “Apply” button. 

 

Finally, click the “Click to Sign” button to complete the E-Signature.  You will receive 
an email confirmation and you have the opportunity to download a PDF copy. 
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Sample E-Signature Completed Email: 
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 "GOLD STANDARD" INCENTIVE REFERENCE INFORMATION: 

This is the step where you add any optional Reference Information by providing a 
Web Link or File Upload  After answering the questions please provide a Weblink or 
File Upload for the “Yes” answers.  The allowed formats for file uploads are .docx, .png, 
.jpg, .jpeg, .gif, .pdf, .txt, .xls, .xlsx, .xps and file size should be less than 25mb.. 

 

Weblink Example: 

 

File Upload Example: 

 

"GOLD STANDARD" INCENTIVE SIGNATURE: 
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This page is where you can make the submission of your "Gold Standard" Incentive 
application.  Note: You can use the “Download Report” link in the upper right hand 
corner of the page to retain a copy of your submission.  

When you answer the questions (checkbox and then selecting an Authorized 
contact) then click the “Submit” button.  

 

To specify an Authorized Official for the E-Signature use either the Invite New User 
selection or the Add Existing Contact selection.  Then provide the requested 
information. 

“Invite New User” option: 

 

“Add Existing Contact” option: 
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After the “Send for E-Sign and Submit” button was pressed this page will be 
displayed as shown below: 

 

Pressing “No” will return you back to the incomplete “Gold Standard” Incentive 
Application and pressing “Yes” will send the “Gold Standard” Incentive Application to 
the contact you specified for E- Signature. 

This is the page you will be presented with when that step is completed: 
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This allows you to click a button to “Download Report” as a PDF for your records. 

You will receive another Gold Standard Incentive E-Signature email for Submit.  The 
email will resemble this: 
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Clicking the Review and sign” button on the email will open this page for the “Gold 
Standard” Incentive Application Submittal Signature:  

 

You will need to click the “Continue” button to review the document and the begin 
the E-Signature process:  
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Then you will need to click the “Start” button at the bottom of screen: 

 

From here you will click the Signature field where it says “Click here to sign” and the 
following page will appear: 
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Complete your E-Signature and click the “Apply” button so you can view your 
signature populated on the document: 

 

Click on the “Click to Sign” button to complete the process.  This page will be 
displayed and you will receive an email confirmation: 
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There is no need to sign in to Adobe or to create an account.  You can click the 
“Download” button to get a copy of the document as a PDF or you can find the copy 
attached to the confirmation email. 
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Virginia OAA Grant Application - User Guide

 

    Page 68 

 

INDIVIDUAL GRANT APPLICATION PROCESS  

The Individual Grant is specific to a single City and County who applies for an 
Individual Grant Application.  If your City or County are listed in many Individual 
Grants, you may wish to use the Search with Application Name feature in the upper 
right hand corner.  The table displaying the results will only display matching 
application names if that feature is used, otherwise all Individual Grant Applications 
with your Locality as a  will be displayed.  

SELECT AN INDIVIDUAL  GRANT: 

The Individual Grant must be in a period where it is available for application, 
amendment, or renewal.  This is indicated by the dates displayed on the Grant 
Dashboard for New, Renewal and Amend Applications. 

 

After you click the “Apply” button this popup will be displayed.  If this is your first time 
applying for that grant you would need to select the Application Type as “New”, if you 
are updating an existing Grant you would need to select the Application Type as 
“Amendment” and if you are applying for another year for this grant you would need 
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to select “Renew”.  Please note: Based on the dates displayed on the Grants 
Management page you might not see all those application type options.  Also, there 
is a requirement to provide an Annual Report which is accessed only by selecting the 
“Start Annual Reporting” button on the Grants Management page for your previously 
awarded Grant.  

 

Clicking Start after you select “New”, “Amendment” or “Renewal” will begin the 
application process. 

Navigation: 

After the Grant Application loads there will be a number of steps noted below, those 
steps are listed vertically on the left hand side of the page. At the bottom of the page 
on the right hand side is a “Next” button which will save your information and 
advance to the next step in the application process.  After the initial step there will be 
another “Previous” button that will go back to the previous step, selecting this button 
will not save any information on the current application step. The “Next” button will 
be replaced by a “Save & Next” button with the same functionality. On the bottom 
left of most pages will be an “Exit” button, please note that using this will not save 
any new information since the last “Save & Next”.  You will not be able to advance to 
the next step if there are any required fields that have not been completed or filled 
out.  
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INSTRUCTIONS: 

Please read and review the instructions displayed on the first page of this 
application. 

 

CONTACT INFORMATION: 

This step is where you must specify a Contact for the Individual Grant Application. 
This is the contact information for the person who will complete the application 
process and provide the requested information on the following steps.  You may add 
a new Fiscal Agent by selecting the “Invite New User” option and providing their 
contact information so the system can send them an email to login to the portal or 
you may add any current contact related to your city or county by selecting the “Add 
Existing Contact” and then select the appropriate person’s name to be the Fiscal 
Agent.  
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Add Existing Contact option 

 

 

Invite New User option 
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After the required information is added, you can use the “Save & Next” button to 
advance the application to the next step. 

 DISTRIBUTION INFORMATIONS: 

This is the step where you add Distribution Information. 

You can specify Direct Distribution Information per Fiscal Year and allocate “Amounts 
Expended towards OAA Projects” and/or “Amounts Expended towards Non-OAA 
Projects” and/or “Amounts Held in Reserve”.  Use the checkbox next to the Fiscal Year 
you want to update and click the “Edit” button or use the “Add New” button to create 
a new row for a Fiscal Year, then enter the amounts.  You could also use the “Delete” 
button to remove a row. 

You can also specify Direct Distribution for Non-OAA Projects by editing the rows by 
checkbox next to the Project you want to update and click the “Edit” button or use the 
“Add New” button to create a new row for a Project, then enter the “Amount 
Allocated/Spent”, “Starting Date” / “Ending Date” and a “Brief Description of Project” 
and  also specify “Does the project continue into the next year?” by checking a box..  
You could also use the “Delete” button to remove a row. 

Next answer the required questions. After the information is added, you can use the 
“Save & Next” button to advance the application to the next step. 
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GOLD STANDARD: 

This optional step can be used to apply for the Gold Standard.  If your City or County 
is already eligible for the Gold Standard then you will not see this step.  If that is the 
case then this is what the page will look like: 

 

If you have not previously opted into the Gold Standard then this is what the page 
will look like: 
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After selecting the “Yes” option you will need to answer additional questions as 
shown below: 

 

OAA Staff will review your Gold Standard request as part of your application when it is 
submitted. Note: Alternatively you can select to apply for Gold Standard separately 
before you create any other Grant Applications. 

After you have completed the questions you will need to either select the “Add 
Existing Contact” option or the “Invite New User” option. 

“Add Existing Contact” option (select the Existing User’s Name from the list): 
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“Invite New User” option (enter all the required contact field information): 

 

After you add a new user and select the “Send Email” button the user will receive 
email notification and you will see the following screen (with the “E-Sign Completion 
Status Pending”): 
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Example of E-Signature Email: 
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After the Authorized Official user is added and has completed the E-Sign, you can 
use the “Save & Next” button to advance the application to the next step. Note: You 
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may need to leave the application and return later to see the E-Sign Completion 
Status changed based on the amount of time it takes them to complete the 
application E-Sign for Gold Standard. Completed E-Signature for Gold Standard: 

 

PROJECT PROPOSAL: 

Provide the required information such as the “Project Name” and “Provide a brief 
narrative description of the proposed project.” You will also need to provide a 
Contact Person, you may “Add Existing Contact” or “Invite New User”, this person will 
be the primary contact for the Individual Grant Application.  Finally, provide the 
requested financial information and describe any other organizations involved in this 
project.  
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You are required to provide at least one organization: 
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Once all questions are answered and the required information is provided then you 
can use the “Save & Next” button to advance the application to the next step.  

BUDGET - PERSONNEL EXPENDITURES: 

On this page you will provide the budget information for Salaried Staff and Hourly 
Staff.  This information will be used in the calculation of the anticipated amounts of 
expenditures for Personnel.  Note: The Salaried Staff allows you to enter the Benefits 
amounts but the Hourly staff calculates from the Benefits amounts for you based on 
a 30% standard. The application will calculate the totals and grand totals using the 
information.   
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After entering the required information is provided then you can use the “Save & 
Next” button to advance the application to the next step. 

BUDGET - OPERATING & CAPITAL EXPENDITURES: 

On this page you will provide the budget information for Operating Expenses and 
Capital Expenses.  This information will be used in the calculation of the anticipated 
amounts of expenditures for Operating & Capital Expenditures.   

Note: Operating Expenses should include any administrative expenses, sub-
recipients, and contracts.  Operating Expenses should not be used to track indirect 
costs for the recipient city or county.  Capital Expenses should only include… get from 
the client. 
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After entering the required information is provided then you can use the “Save & 
Next” button to advance the application to the next step. 

BUDGET OVERVIEW: 

On this page you may enter the Revenue anticipated for this Individual Grants 
Application. This must be separated into Non-OAA Matching Funds such as Direct 
Distributions and into OAA Requested Funding Sources (Individual , Individual 
Distribution, Gold Standard).  The system will calculate the Revenue Grand Totals for 
your application and it will display the totals from the Expenses.   
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Please note you will be presented with this error message: “Total Requested Amount 
must be the exact match of the Total OAA Requested Funding Source.”  If you see this 
result  you may need to make some adjustments to either your Expenses or your 
Revenues when both are equal the error message will no longer be displayed.  See 
sample of error message below: 

 

PERFORMANCE MEASUREMENT: 

On this page you will be able to enter your performance measurement goals per 
Fiscal Year (you must enter at least one Performance Measurement for one Fiscal 
Year): 
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NOTE: Enter the applicable measures for this project (number of people projected to 
participate) under the corresponding fiscal year. At least 1 is required for each year that 
the project is intending to request funding. Additional performance measures that are 
not pre-populated here can be added at the bottom of this page under "Other". 
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After entering the required information is provided then you can use the “Save & 
Next” button to advance the application to the next step. 

OBJECTIVES: 

On this page, you will provide at least one Objective to proceed. 

Use the “Add New” button to create a new Objective with Proposed Start and 
Completion Dates: 
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After completing one or more of the Objectives you can advance to the next step of 
the application: 

 

After entering the required information is provided then you can use the “Save & 
Next” button to advance the application to the next step. 

 

REFERENCE INFORMATION: 

After answering the questions please provide a Weblink or File Upload for the “Yes” 
answers.  The allowed formats for file uploads are .docx, .png, .jpg, .jpeg, .gif, .pdf, .txt, 
.xls, .xlsx, .xps and file size should be less than 25mb. 
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Weblink example (use the provided field to enter the full address): 

 

File Upload example (use the “Upload Files” button or drag and drop a file to the box 
next to it): 
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Then click the “Done” button: 

 

After entering the required information is provided then you can use the “Save & 
Next” button to advance the application to the next step. 
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SIGNATURE: 

On this page, the responsible person must E-sign the application for a grant.  NOTE:  
Signer must be city/ county executive or designee. Once the application has been e-
signed, the user will need to return to this page to submit the application. 

 

Select the checkbox next to the “I swear or affirm that all information contained in 
and attached to this application is true to the best of my knowledge and that I agree 
that any awards resulting from this application will follow the OAA's established 
terms & conditions.” 

Then answer the following question: “Do you want to add existing contact or want to 
invite new user?” and then provide the requested information. 

Add Existing Contact (Use the “Search for Authorized Member Contact” list to locate 
an existing contact) 
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Invite New User (fill in the required information): 

After either step is completed then you should use the “Send for E-Sign and Submit” 
button. 

This is what the final submission popup will look like: 
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Next an email will be sent requesting the E-Signature and the OAA Staff will begin 
processing the Individual Grant application.  

 

The following page will display, allowing you to choose one of two options by 
selecting either the “Download Application” button (which will download a PDF of the 
application you submitted or the “Back to Dashboard”  button that will return you to 
the Dashboard. 

OAA Staff may send your application to the “Assigned Back” status to allow you to 
provide the requested information they need to complete your application 
processing. This is typically done by uploading additional information in the form of 
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one or more files.  Please note that all processing on your application will stop when 
this status is displayed on your application dashboard.  

OAA Staff may also request additional information in the form of Contingencies that 
must be met in order to receive the award.  These are generally…  

E-Signature for Individual City/County Grant Application: 

You will receive another Individual Distribution E-Signature email for Submit.  The 
email will resemble this: 
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Clicking the Review and sign” button on the email will open this page for the 
Individual City/County Grant Application Submittal Signature:  
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You will need to click the “Continue” button to review the document and the begin 
the E-Signature process:  

 

Then you will need to click the “Start” button at the bottom of screen: 
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From here you will click the Signature field where it says “Click here to sign” and the 
following page will appear: 

 

Complete your E-Signature and click the “Apply” button so you can view your 
signature populated on the document: 
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Click on the “Click to Sign” button to complete the process.  This page will be 
displayed and you will receive an email confirmation: 

 

There is no need to sign in to Adobe or to create an account.  You can click the 
“Download” button to get a copy of the document as a PDF or you can find the copy 
attached to the confirmation email. 
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COOPERATIVE GRANT APPLICATION PROCESS  

This grant type is specific to a Fiscal Agent and one or more Partner Cities and 
Counties who are part of a Cooperative Grant Application.  It lists the Cooperative 
Grant Applications where your selected City or County is a Partner, this is where you 
would go to Upload documentation as a file requested by OAA Internal Staff as a 
part of your Cooperative Grant.  If you are a Partner in many Cooperative Grants, you 
may wish to use the Search with Application Name feature in the upper right hand 
corner.  The table displaying the results will only display matching application names 
if that feature is used, otherwise all Cooperative Grant Applications with your Locality 
as a Partner will be displayed.  

 

SELECT A COOPERATIVE PARTNERSHIP GRANT: 

The Cooperative Partnership Grant must be in a period where it is available for 
application, amendment, or renewal.  This is indicated by the dates displayed on the 
Grant Dash?  

 

Navigation: 

After the Grant Application loads there will be a number of steps noted below, those 
steps are listed vertically on the left hand side of the page. At the bottom of the page 
on the right hand side is a “Next” button which will save your information and 
advance to the next step in the application process.  After the initial step there will be 
another “Previous” button that will go back to the previous step, selecting this button 
will not save any information on the current application step. The “Next” button will 
be replaced by a “Save & Next” button with the same functionality. On the bottom 
left of most pages will be an “Exit” button, please note that using this will not save 
any new information since the last “Save & Next”.  You will not be able to advance to 
the next step if there are any required fields that have not been completed or filled 
out.  
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INSTRUCTIONS: 

Please read and review the instructions displayed on the first page of this 
application. 

 

FISCAL AGENT: 

This step is where you must specify a Fiscal Agent for the Cooperative Grant 
Application. This is the contact information for the person who will complete the 
application process and provide the requested information on the following steps.  
You may add a new Fiscal Agent by selecting the “Invite New User” option and 
providing their contact information so the system can send them an email to login to 
the portal or you may add any current contact related to your city or county by 
selecting the “Add Existing Contact” and then select the appropriate person’s name 
to be the Fiscal Agent.  
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Add Existing Contact 
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Invite New User 

 
 
 
 
 

 

PARTNER CONTACT INFORMATIONS: 

This is the step where you (or the Fiscal Agent) add Additional Cities and/or Counties 
to participate in the Cooperative Grant application process.  These Partners will need 
to be able to sign for the allocation of funds and agree to the terms and conditions of 
the Cooperative agreement.  Selecting the “Add City/County“ button will provide you 
the opportunity to scroll through the list of Cities and Counties and then select one 
with the option to choose to “Add  Existing Contact” or “Invite New User” similar to the 
previous step. 
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Use the “+ Add City/County” button to add at least one or more City or County 
partners.  A new window will appear with an alphabetical list of of all Cities and 
Counties on the “* Name of City/County” in a picklist.  The City or County you choose 
for a Partner should be in the  same Department of Behavioral Health and 
Developmental Services (DBHDS) region as your current City or County. You must 
select a City or County to proceed. You will also need to select if you want to “Add 
Existing Contact” or “Invite New User”.  

 

After you select a City or County for the Partner on the  Cooperative Grant 
Application, you will need to invite an user to login and complete certain tasks on the 

https://www.oaa.virginia.gov/media/governorvirginiagov/oaa/grants/cooperative-partnerships/DBHDS-Regions.pdf
https://www.oaa.virginia.gov/media/governorvirginiagov/oaa/grants/cooperative-partnerships/DBHDS-Regions.pdf
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Cooperative Grant Application.  You may add as many new Partners as you have 
following the process. 

“Add Existing Contact” option (select the Existing User’s Name from the list): 

 

 

“Invite New User” option (enter all the required contact field information): 
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After you add a new user they will receive email notification when … and you will see 
the following screen: 
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If you want to “Edit” or “Delete” a Partner Contact invitation you can use either button 
to make those changes. 

After all Partners have been added, you can use the “Save & Next” button to advance 
the application to the next step. 

PROJECT PROPOSAL: 

Provide the required information such as the “Project Name” and “Provide a brief 
narrative description of the proposed project.” You will also need to provide a 
Contact Person, you may “Add Existing Contact” or “Invite New User”, this person will 
be the primary contact for the Cooperative Grant Application.  Finally, provide the 
requested financial information and describe any other organizations involved in this 
project.  
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Once all questions are answered and the required information is provided then you 
can use the “Save & Next” button to advance the application to the next step.  

ALLOW NEWLY ADDED PARTNER ORGANIZATIONS TO A COOP TO BE REMOVED BEFORE FINAL SUBMIT: 
Applicants can update their Partner Organizations to remove any that were not part of any Awarded 
application. 
 
You can Add Organizations by selecting the dark blue “+ Add New” button.  The following popup will 
request the required information (you may also select status of Addition, Renewal, or Removal):  
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The list of Partner Organizations is visible below: 

 
 
 
NOTE: If a COOP Application was previously awarded,we can't remove existing partners but can add new 
partners (see image below - the recently added Partner has a red “Delete” button but the originally 
awarded Partner does not)..  
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BUDGET - PERSONNEL EXPENDITURES: 

On this page you will provide the budget information for Salaried Staff and Hourly 
Staff.  This information will be used in the calculation of the anticipated amounts of 
expenditures for Personnel.  Note: The Salaried Staff allows you to enter the Benefits 
amounts but the Hourly staff calculates from the Benefits amounts for you based on 
a 30% standard. The application will calculate the totals and grand totals using the 
information.  

 

 

After entering the required information is provided then you can use the “Save & 
Next” button to advance the application to the next step. 

 

BUDGET - OPERATING & CAPITAL EXPENDITURES: 

On this page you will provide the budget information for Operating Expenses and 
Capital Expenses.  This information will be used in the calculation of the anticipated 
amounts of expenditures for Operating & Capital Expenditures.   

Note: Operating Expenses should include any administrative expenses, sub-
recipients, and contracts.  Operating Expenses should not be used to track indirect 
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costs for the recipient city or county.  Capital Expenses should only include… get from 
the client. 

 

After entering the required information is provided then you can use the “Save & 
Next” button to advance the application to the next step. 

BUDGET OVERVIEW: 

On this page you may enter the Revenue anticipated for this Cooperative Grants 
Application. This must be separated into Non-OAA Matching Funds such as Direct 
Distributions and into OAA Requested Funding Sources (Cooperative Partnership, 
Individual Distribution, Gold Standard).  The system will calculate the Revenue Grand 
Totals for your application and it will display the totals from the Expenses.   
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Please note you will be presented with this error message: “Total Requested Amount 
must be the exact match of the Total OAA Requested Funding Source.”  If you see this 
result  you may need to make some adjustments to either your Expenses or your 
Revenues when both are equal the error message will no longer be displayed.  See 
sample of error message below: 
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AGREEMENTS: 

On this page, the listed partners in the Cooperative Partnership Agreement must be 
sent a copy of the Grant Application for their review and approval.  

 

 

Cooperative Partnership Agreement must be e-signed by each partner city/county 
executive or designee before continuing your application.  The “Preview Agreement” 
button allows you to review the Agreement before submitting for signature.  It will 
open in a new window or tab as a PDF and will include the amounts pledged per 
partner for each Distribution type or Fund. You will need to specify the contact 
information for each person signing the agreement.  Please use the “Edit” button to 
update the information requested.  After you use the “Edit” button a new window will 
pop-up asking you to specify if the person signing for that City or County - you must 
select if you want that person to be an “Add Existing Contact” or if you want that 
person to be a “Invite New User”.   
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In either case, you will need to verify their contact information but Inviting a new user 
will also cause the system to send an email requesting they create a new password 
for their user account.   

Add Existing Contact will provide a list with the allowed Contact Names: 
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After you select an Existing Contact you can verify their contact information: 

 

 

Invite New User appears similar but you must provide all the required contact 
information before you can proceed.  
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After all contacts responsible for signing are entered, you can select the “Send 
Agreement for E-Signature” button.  Each contact person will receive an E-Signature 
in their email for them to complete and E-Sign. 
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;

 

The email for E-Signature will look like this: 
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Once all parties have signed there will be another email to the applicant with the 
copies of the signed agreement.  
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After entering the required information is provided then you can use the “Save & 
Next” button to advance the application to the next step. 

 

PERFORMANCE MEASUREMENT: 

On this page you will be able to enter your performance measurement goals per 
Fiscal Year: 
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NOTE: Enter the applicable measures for this project (number of people projected to 
participate) under the corresponding fiscal year. At least 1 is required for each year that 
the project is intending to request funding. Additional performance measures that are 
not pre-populated here can be added at the bottom of this page under "Other". 

 

 

After entering the required information is provided then you can use the “Save & 
Next” button to advance the application to the next step. 



Virginia OAA Grant Application - User Guide

 

    Page 123 

OBJECTIVES: 

On this page, you will provide at least one Objective to proceed. 

 

Use the “Add New” button to create a new Objective with Proposed Start and 
Completion Dates: 

 

After completing one or more of the Objectives you can advance to the next step of 
the application: 
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After entering the required information is provided then you can use the “Save & 
Next” button to advance the application to the next step. 

 

REFERENCE INFORMATION: 

After answering the questions please provide a Weblink or File Upload for the “Yes” 
answers.  The allowed formats for file uploads are .docx, .png, .jpg, .jpeg, .gif, .pdf, .txt, 
.xls, .xlsx, .xps and file size should be less than 25mb. 
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Weblink example (use the provided field to enter the full address): 

 

File Upload example (use the “Upload Files” button or drag and drop a file to the box 
next to it): 
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Then click the “Done” button: 

 

After entering the required information is provided then you can use the “Save & 
Next” button to advance the application to the next step. 
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SIGNATURE: 

On this page, the responsible person must E-sign the application for a grant.  NOTE:  
Signer must be city/ county executive or designee. Once the application has been e-
signed, the user will need to return to this page to submit the application. 

 

Select the checkbox next to the “I swear or affirm that all information contained in 
and attached to this application is true to the best of my knowledge and that I agree 
that any awards resulting from this application will follow the OAA's established 
terms & conditions.” 

Then answer the following question: “Do you want to add existing contact or want to 
invite new user?” and then provide the requested information. 

Add Existing Contact (Use the “Search for Authorized Member Contact” list to locate 
an existing contact) 
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Invite New User (fill in the required information): 

 

After either step is completed then you should use the “Send for E-Sign and Submit” 
button. 

If the Signatures for the previous step “Agreements” were not returned you will see 
this error message displayed: 
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After all the Partners have E-Signed their Cooperative Agreements then you can 
finalize the last step of the submission.   

This is what the final submission popup will look like: 
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Next an email will be sent requesting the E-Signature and the OAA Staff will begin 
processing the Cooperative Grant application.  

The following page will display, allowing you to choose one of two options by 
selecting either the “Download Application” button (which will download a PDF of the 
application you submitted or the “Back to Dashboard”  button that will return you to 
the Dashboard. 

OAA Staff may send your application to the “Assigned Back” status to allow you to 
provide the requested information they need to complete your application 
processing. This is typically done by uploading additional information in the form of 
one or more files.  Please note that all processing on your application will stop when 
this status is displayed on your application dashboard.  
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STATE AGENCY GRANT APPLICATION PROCESS  

The State Agency Grant is specific to a registered user who represents a State 
Agency applying for a State Agency Proposal.   If your State Agency is eligible to 
apply for several State Agency Grants, you may wish to use the Search with 
Application Name feature in the upper right hand corner.  The table displaying the 
results will only display matching application names if that feature is used, otherwise 
all State Grant Applications will be displayed.  Please Note: State Agency Proposals 
are Competitive and therefore applying for does not imply that it will necessarily be 
approved by the Grants Committee.   

 

SELECT A STATE AGENCY PROPOSAL: 

The State Grant must be in a period where it is available for application, amendment, 
or renewal.  This is indicated by the dates displayed on the Grant Dashboard for New, 
Renewal and Amend Applications. 
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After you click the “Apply” button this popup will be displayed.  If this is your first time 
applying for that grant you would need to select the Application Type as “New”, if you 
are updating an existing Grant you would need to select the Application Type as 
“Amendment” and if you are applying for another year for this grant you would need 
to select “Renew”.  Please note: Based on the dates displayed on the Grants 
Management page you might not see all those application type options.  Also, there 
is a requirement to provide an Annual Report which is accessed only by selecting the 
“Start Annual Reporting” button on the Grants Management page for your previously 
awarded Grant.  

 

Clicking Start after you select “New”, “Amendment” or “Renewal” will begin the 
application process. 

Navigation: 

After the Grant Application loads there will be a number of steps noted below, those 
steps are listed vertically on the left hand side of the page. At the bottom of the page 
on the right hand side is a “Next” button which will save your information and 
advance to the next step in the application process.  After the initial step there will be 
another “Previous” button that will go back to the previous step, selecting this button 
will not save any information on the current application step. The “Next” button will 
be replaced by a “Save & Next” button with the same functionality. On the bottom 
left of most pages will be an “Exit” button, please note that using this will not save 
any new information since the last “Save & Next”.  You will not be able to advance to 
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the next step if there are any required fields that have not been completed or filled 
out.  

INSTRUCTIONS: 

Please read and review the instructions displayed on the first page of this 
application. 

 

AGENCY INFORMATION: 

This step is where you must specify a Contact Person for this Agency. This is the 
contact information for the person who will complete the application process and 
provide the requested information on the following steps.  You may add a new 
Contact Person by selecting the “Invite New User” option and providing their contact 
information so the system can send them an email to login to the portal or you may 
add any current contact related to your city or county by selecting the “Add Existing 
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Contact” and then select the appropriate person’s name to be the Fiscal Agent.  

 

 

Add Existing Contact option 

 

 

Invite New User option 
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After the required information is added, you can use the “Save & Next” button to 
advance the application to the next step. 

 PROJECT INFORMATIONS: 

This is the step where you add Project Information. 

You can specify Direct Distribution Information per Fiscal Year and allocate “Amounts 
Expended towards OAA Projects” and/or “Amounts Expended towards Non-OAA 
Projects” and/or “Amounts Held in Reserve”.  Use the checkbox next to the Fiscal Year 
you want to update and click the “Edit” button or use the “Add New” button to create 
a new row for a Fiscal Year, then enter the amounts.  You could also use the “Delete” 
button to remove a row. 

You can also specify Direct Distribution for Non-OAA Projects by editing the rows by 
checkbox next to the Project you want to update and click the “Edit” button or use the 
“Add New” button to create a new row for a Project, then enter the “Amount 
Allocated/Spent”, “Starting Date” / “Ending Date” and a “Brief Description of Project” 
and  also specify “Does the project continue into the next year?” by checking a box..  
You could also use the “Delete” button to remove a row. 

Next answer the required questions. After the information is added, you can use the 
“Save & Next” button to advance the application to the next step. 
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After the required information is added, you can use the “Save & Next” button to 
advance the application to the next step. 

You are not required to provide at least one organization 

BUDGET - PERSONNEL EXPENDITURES: 

On this page you will provide the budget information for Salaried Staff and Hourly 
Staff.  This information will be used in the calculation of the anticipated amounts of 
expenditures for Personnel.  Note: The Salaried Staff allows you to enter the Benefits 
amounts but the Hourly staff calculates from the Benefits amounts for you based on 
a 30% standard. The application will calculate the totals and grand totals using the 
information.  Use the “Edit”, “Delete”, “Add New” buttons to update, remove or insert 
new information.  
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After entering the required information is provided then you can use the “Save & 
Next” button to advance the application to the next step. 

 

BUDGET - OPERATING & CAPITAL EXPENDITURES: 

On this page you will provide the budget information for Operating Expenses and 
Capital Expenses.  This information will be used in the calculation of the anticipated 
amounts of expenditures for Operating & Capital Expenditures.  The application will 
calculate the totals and grand totals using the information.  Use the “Edit”, “Delete”, 
“Add New” buttons to update, remove or insert new information.  

Note: Operating Expenses should include any administrative expenses, sub-
recipients, and contracts.  Operating Expenses should not be used to track indirect 
costs for the recipient city or county.  Capital Expenses should only include… get from 
the client. 
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After entering the required information is provided then you can use the “Save & 
Next” button to advance the application to the next step. 

BUDGET OVERVIEW: 

On this page you may enter the Revenue anticipated for this Individual Grants 
Application. This must be separated into Non-OAA Matching Funds and into OAA 
Requested Funding Sources (State Agency).  The system will calculate the Revenue 
Grand Totals for your application and it will display the totals from the Expenses.  Use 
the “Edit” button to update State Agency OAA Request information. 
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Please note you will be presented with this error message: “Total Requested Amount 
must be the exact match of the Total OAA Requested Funding Source.”  If you see this 
result  you may need to make some adjustments to either your Expenses or your 
Revenues when both are equal the error message will no longer be displayed.  See 
sample of error message below: 

 

PERFORMANCE MEASUREMENT: 

On this page you will be able to enter your performance measurement goals per 
Fiscal Year (you must enter at least one Performance Measurement for one Fiscal 
Year): 
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NOTE: Enter the applicable measures for this project (number of people projected to 
participate) under the corresponding fiscal year. At least 1 is required for each year that 
the project is intending to request funding. Additional performance measures that are 
not pre-populated here can be added at the bottom of this page under "Other". 

 

 

After entering the required information is provided then you can use the “Save & 
Next” button to advance the application to the next step. 

OBJECTIVES: 
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On this page, you will provide at least one Objective to proceed. 

 

 

Use the “Edit”, “Delete”, “Add New” buttons to update, remove or insert one or more 
Objectives with Proposed Start and Completion Dates: 

 

After completing one or more of the Objectives you can advance to the next step of 
the application: 
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After entering the required information is provided then you can use the “Save & 
Next” button to advance the application to the next step. 

REFERENCE INFORMATION: 

After answering the questions please provide a Weblink or File Upload for the “Yes” 
answers.  The allowed formats for file uploads are .docx, .png, .jpg, .jpeg, .gif, .pdf, .txt, 
.xls, .xlsx, .xps and file size should be less than 25mb. 
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Weblink example (use the provided field to enter the full address): 
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File Upload example (use the “Upload Files” button or drag and drop a file to the box 
next to it): 

 

Then click the “Done” button: 
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After entering the required information is provided then you can use the “Save & 
Next” button to advance the application to the next step.  For an “In Progress”, “Draft”, 
or “Submitted” status application you will be able to select a blue button labeled 
“View Application” that will generate a PDF of your application in a new tab or 
window for review and download.  
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PREPARE FOR E-SIGNATURE: 

On this page, the responsible person must E-sign the application for a grant.  NOTE:  
Signer must be a State Agency person with signatory authority. Once the application 
has been e-signed, the user will need to return to this page to submit the application. 

 

Select the checkbox next to the “I swear or affirm that all information contained in 
and attached to this application is true to the best of my knowledge and that I agree 
that any awards resulting from this application will follow the OAA's established 
terms & conditions.” 

The result will look like this: 
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Invite New User (fill in the required information): 

After either step is completed then you should use the “Send for E-Sign and Submit” 
button. 

This is what the final submission popup will look like: 

 

Next an email will be sent requesting the E-Signature and the OAA Staff will begin 
processing the Individual Grant application.  

 

The following page will display, allowing you to choose one of two options by 
selecting either the “Download Application” button (which will download a PDF of the 
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application you submitted or the “Back to Dashboard”  button that will return you to 
the Dashboard. 

The signed State Agency application will now be in the “Submitted” status.  

OAA Staff may send your application to the “Assigned Back” status to allow you to 
provide the requested information they need to complete your application 
processing. This is typically done by uploading additional information in the form of 
one or more files.  Please note that all processing on your application will stop when 
this status is displayed on your application dashboard.  

 

STATE AGENCY SEND FOR E-SIGN: 

A single State Agency can apply for more than one project and if that is the case 
then all related projects for a single agency grant must be submitted at the same 
time by having the same signatory person specified.  This is accomplished by using 
the “Send of E-Sign” button. 

You should be able to click a button under this "In Progress" tile on top right as the 
"Send for E-Sign" button: 

 

This will display the proposals available to be sent in a new screen which allows you 
to “Select Proposal Performance Periods from the drop down list: 
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After the Performance Period is selected you can select projects by clicking on 
checkbox along with Priority against each project and then either “Add Existing 
Contact” for the Signatory or “Invite New User” for the Signatory. The process for 
adding or inviting contacts is the same throughout this guide. This will complete the 
initial submission process for all displayed projects in the list.  See image below: 

 

After the Signatory is designated and sent to E-Sign the following screen will appear: 
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AWARD PACKAGE, APPEAL, ANNUAL REPORTING, AND 

CONTINGENCIES 

If you receive an Award you will receive a PDF of the Award Package for your review 
and to retain for your records.  If you did not receive an Award for an Individual Grant 
Application you may be able to appeal that decision (this is a manual process at this 
time). Note: Cooperative Partnership Grants and State Agency Grants are not able to 
appeal the Grant Committee’s decisions because these are competitive grants.  In 
the case of Awards, there is a requirement for Annual Reporting.  Finally, some grants 
may be awarded but are required to respond to specific requests for Contingencies 
by providing documentation.  Please refer to sections below for more information 
about each of these topics. 

AWARD PACKAGE: 

When your application is approved by the Grants Committee for an Award the status 
will change to “Awarded” and you will be able to review the Award Package.  This is 
what the Dashboard will look like: 

 

 

You can access a copy of the PDF file by downloading it from the site by clicking on 
the “Award Package/MOU” button.  The page shown below will be displayed: 
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From the upper right corner you will see a “Download Award Package” button clicking 
this will download or display a PDF file of the Award Package/MOU.  

Below that section are 3 buttons to allow you to Upload Files in order to meet the 
Required Documents: 

● Contract/MOU with partners/contractors/subrecipients 
● W-9 
● Optional Document (not required) 

Finally there is a section where you can enter Authorized Official or designee contact 
information so they can receive the E-Signature email for the Award Package E-Sign. 
You will need to select an appropriate response to the question “Do you want to add 
existing contact or want to invite new user?” by clicking either “Add Existing Contact” 
or “Invite New User” options. 

If you select the “Add Existing Contact” you can select the Name from the drop down 
list: 
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If you select the “Invite New User” option you will need to provide their contact details: 

 

In either case, you will need to click the “Send Email” button to send the Authorized 
Official or their designee the E-Sign email.  
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The E-Sign Completion Status will change from “New” to “Pending”.  Once the E-
Signature is completed, you can select the “Submit” button. 

Also, from the Dashboard when the application status is “Awarded” you can use the 
other two buttons on the screen to “View Documents” or to see any ”Contingency 
Documents” as shown below: 

 

 

View Documents will allow you to select any of the following: 

● PDF Copy of the “Award Package/MOU” 
● PDF Copy of the “Intake Application” 
● PDF Copy of the “Gold Standard Agreement” (only available if you applied for 

the Gold Standard Incentive as part of the Application process). 

 

The “Contingency Documents” button will open the following page where you can 
upload the required documents specific to your application.  You may not see all of 
the required documents displayed. For each document use the “Upload Files” button 
to provide one or more files.  When all have been uploaded you can click the 
“Submit” document.  
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APPEALS: 

If your Individual distribution application was GC Denied then it will be displayed in 
the Closed list on the Dashboard. You can use the “Appeal” button to appeal the 
decision. You can also use the “View Documents” to see a PDF copy of the Intake 
Application.  Not all applications for a grant can be appealed.  Cooperative 
Partnership and State Agency grants not able to be appealed.  

Clicking the “Appeal” button will open the following pop-up with a field labeled “Enter 
optional additional comments to be considered by OAA's Board of Directors.” to 
explain your reason for appealing. You also may use the “Upload Files” button to 
“Upload Optional Supporting Documentation”. 

 

 
After you submit your Appeal that application’s status will be “Under Review”.  If it is 
“Appeal in Process” there will be a button “View Appeal” and another button “View 
Application”. 

 
 
The “View Appeal” button will open the following read-only screen when clicked: 
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Clicking the “View Application” button will open a PDF copy of the Application. 
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ANNUAL REPORTING: 
1. If the Application Status is “Payment Processed” then the Applicant can start 

filing the Annual Report. 
2. This is done by selecting the “Grants Management” tab, then locating the 

white “Start Annual Reporting” button. 
 
Note: If your Grant is eligible for Annual Reporting then the following message 
pictured below will appear on the Dashboard: 
 

 
This is intended to notify you of the period when you can submit your annual report. 
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3. A new popup window will display and you will need to select your original 

project name from the picklist and the select the blue “Start Annual Reporting” 
 button. 

 
1. The steps to complete the Annual Report are very similar to the application 

you originally completed.  The difference is that you would need to provide the 
following currency field values: “Expended towards OAA Projects”, “Expended 
towards Non-OAA Projects” and “Amounts Held in Reserve” for each 
Distribution.  

2. For instance, on the Direct Distribution you will see a popup similar to the one 
pictured below: 
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3. The Budget steps may require updating to explain the amounts “Expended” or  

“Encumbered” per row and type. On the Budget Overview step you will need to 
enter the Amounts Approved by “Grants Committee Carry Forward” to 
account if you haven’t expended or encumbered funds to match the total.  

4. Please review the example images below: 
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5. The next step is to update the Performance Measures. Please note that only 

previously selected Performance Measures will be displayed - see image 
below: 
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6. After that step there will be an opportunity to provide updates on the 

objectives previously defined during the original application.   

 
7. The final step before signature will be where you can “Upload a detailed 

expenditure report” as a Weblink or as a File Upload and you can optionally 
provide additional supporting documentation - see image below: 
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8. Then you can move to the step defining the contact who will complete the E-
signature with the option to “Add Existing Contact” or “Invite New User” as the 
signatory - see image below: 

 
9. Once the Applicant user clicks on the “Send Email and Submit” button there 

will be a confirmation screen with Yes or No options. 
10. If you answerYes,  The system will generate a PDF of the entire Annual Report 

including all the sections in pdf format should be sent to the given email 
(mentioned in the Email field) - the following page will appear: 

  
11. The E-Sign Completion Status should display Pending in that scenario. 
12. When Authorised member clicks on the pdf, the member should be able to put 

the e-sign using the E-signature functionality at the specified places in the 
pdf. 
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13. . Once the Authorised Member completed the signature, then the E-Sign 
Completion status should automatically changed to Completed. 

14. The signed Annual Report should be attached to the Application Record.  
15. All the following places should display the signed Award Package in pdf 

format and available for download: 
    * Applicant Portal (Annual Reporting Tab) 
    * Historical Downloads 
    * Internal Portal (OAA User)/Application Record 
    * Dashboard-Closed tab- View Document (Drop-Down) 
    * Submit Screen 

16. This functionality is applicable for Individual, Cooperative, State Agency and 
Direct Distribution type of Application. 

17. For Individual, Cooperative & State Agency, this is applicable for New, Renew 
and Amendment flows as well. 
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CONTINGENCIES: 

As a part of your Grant Application approval you may be required to provide 
information related to Grant Requested Contingencies as advised by Staff 
Recommendations.  You will need to provide responses to each Contingency in the 
form of a file upload for the OAA Staff to release the payments.  A list of potential 
Contingencies are noted below: 

● Completion of Operational Agreement 
● Completion of Capital Costs Agreement 
● Documentation securing non-OAA matching funds 
● Completion of Progress Reporting Workbook 
● Acknowledgment of Subsequent year Proposed Amount 
● Other documentation requested by OAA Staff TBD. 

When your Grant Application is approved for award there may be additional required 
documents (file uploads) required such as a W-9 and any Contract/MOU with 
partners/contractors/subrecipients, these documents will need to be provided as file 
uploads prior to payments being made.  
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CARRYFORWARD REPORTING AND TRUEUP PROCES 

CARRYFORWARD REPORTING: 
When you have completed the Renewal and are eligible to provide CarryForward 
Trueup Reporting for the previous Fiscal Year, there will be an on screen message in 
the Portal Dashboard. From the Portal on the Dashboard the Carryforward Reporting 
message and dates will display as an on screen message.  These are dependent on 
the time period defined for Annual Reporting or Carry-Forward periods. 

 
 
Carryforward Reporting only occurs after Renewal Application is in “Awarded” status 
(but still not “Payment Processed” status). You must already have an Intake 
Application with status of “Awarded” and “Payment Processed” with a linked Renewal 
Application in a status of “Awarded”. The application dates must also fall within the 
range displayed for Carryforward are allowed to proceed. 
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Only eligible projects for Carryforward TrueUp Report will show up because the Initial 
was completed and the Renewal is awarded will be in the list. See image below: 
 

 
 
After selecting an eligible project the Popup shown below will ask some Carryforward 
eligibility questions (use the dark blue circle with the letter “i” to get help text): 
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Then select the “Start Carryforward TrueUp Report” button to proceed. Note: The 
second question must be “Yes” or else you will only be allowed to provide an upload 
only on a “No” response. 
  
The Carryforward Application instructions page will be displayed. The steps are: 
Carryforward Narrative, Budget overview, Reference Information and Signature. See 
Instructions screenshot below: 

 
 
On Carryforward Narrative the first 3 questions are read only,the next 2 questions are 
mandatory.  The “Final FY#### The "Carry-Forward Amount” field is not editable but 
will be populated based on data entry in the other steps. (NOTE: #### refers to the 
4 digit Fiscal Year or Performance Period Year - example: 2024) 
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Carryforward Narrative Part 1 of 2: 

 
 
Carryforward Narrative Part 2 of 2: 

 
 
Save and Next button will display the Budget Overview step Part 1 of 3: 
 



Virginia OAA Grant Application - User Guide

 

    Page 171 

 
 
Budget Overview Part 2 of 3: 

 
 
The first part of the Budget Overview step includes the opportunity to enter Revenue 
for both Non-OAA Funding Sources and OAA Revenue Funding Sources.  Here you can 
enter the Final FY## Expenditures amount as currency for each Funding Source. The 
Revenue data entry will display the updated value under Revenue Grand Total. 
 
The next part of the Budget Overview includes the opportunity to enter Expenses 
under the Final FY## Expenses as currency.  
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Budget Overview step Part 3 of 3: 

 
 
If both Capital / Operating and Personnel Expenses are declared then both would be 
visible for Final FY## Expenditures data entry as currency. 
 
The system will compare the Revenues and Expenditures amounts, they must match 
to move forward. You will receive a red error message “Final Expenditures of Revenue 
and Expenses do not match.” 
 
Screenprint of mismatch amounts error message: 
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After correcting any discrepancies in Revenue and or Expenses, you will be able to 
move to the next step. The calculated values at the bottom of the page will be 
displayed. 
 
These read-only calculated values are labeled:  
“Approved FY#### OAA Carry-forward Amount”, “Final FY#### OAA Carry-forward 
Amount”, “Balance of Approved and Final FY#### OAA Carry-forward Amount”, and 
“% change between approved and final amounts”. 
 
(NOTE: #### refers to the 4 digit Fiscal Year or Performance Period Year - example: 
2024) 
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Once you review those fields’ values you can use the Save & Next button to proceed 
to the Reference Information Step. You may answer “Yes” to be given the opportunity 
to provide additional information for the following questions: 
 
“Attach a copy of the city/county’s general ledger expenditures for FY#### for this 
OAA Award.” 
“Additional Optional Supporting Document.” 
 
(NOTE: #### refers to the 4 digit Fiscal Year or Performance Period Year - example: 
2024) 
You will have the option to provide information as a File Upload or Weblink for either 
attachment. 
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E-SIGNATURE FOR CARRYFORWARD / TRUEUP: 
The next and final step is to provide a Signature.  The first part of this step is to 
provide a checkbox declaration and then to specify the contact information for the 
person who will be completing the electronic signature. 
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This person could be the current contact and selecting the “Add Existing Contact” 
option will allow you to search for and verify their contact information or it can be a 
new contact using the “Invite New User” option which will allow you to specify the 
contact information for a new person who will complete the signature electronically. 

 
 
Applies to Submitted applications when the e-sign can be reassigned by the 
applicant to another signatory.  This is only applicable if no e-sign was completed 
before.  

 
 

After the signature is applied then the application status will move from Ready for E-
Sign to  Submitted and the button for Re-Assign E-Sign will no longer be shown for 
that application.  



Virginia OAA Grant Application - User Guide

 

    Page 177 

 
After selecting the signatory contact then click  the button labeled “Send for E-Sign 
and Submit”.  

 
 
When the popup message appears select “Yes” if you want to send the application 
for E-Signature and Submit. 
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When the system is done saving and sending the E-Signature a success message is 
displayed. 

 
 
 
 The contact person designated as the Signatory will receive an email from the 
system with the Adobe E-Sign link and a PDF copy of the report. The Applicant will 
also receive an email with a PDF copy of the report, which is the same file as the one 
accessed from the “Download Report” button/link. 
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Dashboard screen will be displayed next. The status of the Carryforward Report will 
be “Ready for E-Sign”. The “View Report” button will allow you to view the Submitted 
Carryforward Report.  The “Re-Assign E-Sign” button will allow you to select a new 
Signatory for the E-Sign process. 
 
Re-Assign or E-Signature request from one person to another person 
There is a special button on the Application dashboard that shows the “Re-Assign E-
Sign” please see screenshot below: 
 

 
 
The Signatory will need to open and complete the steps for the E-Sign process 
included in the email. After you click the email you will receive a new browser window 
or tab with the E-Sign, the Carryforward Report will be displayed so the Signatory can 
review the PDF copy of the document before signing. 
 
The Signature section will provide you with the Adobe Sign control.  
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After signing, there will be a blue “Download” button to allow the Signatory to have a 
copy of the signed document. 

 
 
 
After this is completed, the application will change status to “Submitted”. 
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The Re-Assign E-Sign button will no longer be available after the E-Sign is completed 
because it is no longer applicable. (Phase 2) 
 
Please note:  
The Cooperative and State Agency flows are identical to the Individual Carryforward 
steps. 
 
After the Staff Review and Grants Committee Approvals, the new amounts will be 
available for Award. Then the Final Carryforward Amount will be part of the 
completed application and when Awarded an Award Letter for the Carryforward 
Report will be generated and sent to the Signatory via email. The letter will display 
the requested and revised approved Carryforward Amounts.   
 
The Carryforward Report will be visible under Awarded. There may be some 
contingency documents required for uploading the Documentation.  This can be 
accessed from the Contingency Documents button. 
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The Contingency Documents required are displayed below. Each document must be 
uploaded.  

 
 
Staff will review the completed documents.  The Contingency Documents button will 
no longer be available once all uploaded files are submitted. 
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STAFF REQUESTED UPDATES TO CARRYFORWARD / TRUEUP: 
The Carryforward / get TrueUp application will be reviewed by OAA Staff. They may 
request additional updates to the Budget sections, this may be an update to the 
Renewal or Carryforward Application: 
 
The Application status will be updated to “Application Alignment” and the Applicant 
will be able to see it in the In Progress column on their Dashboard. 
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UPDATES TO SYSTEM CREATED PDF DOCUMENTS: : 
The footer of award packages and other system documents will now show "Page X of Y" (ex. Page 1 of 5) 

 

 
 

  



Virginia OAA Grant Application - User Guide

 

    Page 186 

APPLICATION STATUSES 

You can view the Applications in each status on the Dashboard shown below: 

  

The Grant Applicant application status will vary based on different scenarios, as 
mentioned below: 

● In Progress: If the application is incomplete or is still a Draft (Un-Submitted), 
the application status will display as In Progress. 

● Submitted: Upon completing all required information, providing all required 
uploads and completing all E-Signatures the application’s status will change 
to Submitted, Resubmitted or Application Alignment Submitted  when the 
final Submit button is selected. 

● Under Review: Initial reviews performed by OAA Internal Staff and Grants 
Committee.  This could take some time based on the Grants Committee 
schedule so your application could be Under Review until the Grants 
Committee has their next scheduled meeting. 

● Assigned Back: The system will set the status to Assigned Back or Application 
Alignment Requested when any updates or corrections are required on the 
application.  It is your responsibility to provide the missing information or 
uploads in order to Re-Submit the application for Review. 
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● Awarded: If the application for a grant is approved by the Grants Committee 
then status will be labeled as Awarded followed by Payment Initiation and 
Payment Processed. 

● Closed: In the event of application denial, rejection, or expiration the status will 
be labeled as Closed. 

 
 
 


	Purpose
	Personas
	Process Flow Diagram
	Signing Up
	To Login or to Create a New Account:

	Dashboard - OAA Site Navigation
	Dashboard overview:

	Grants Management
	Types of Grants:

	Members
	Invite Members:

	Historical Downloads
	Historical Downloads:

	Estimated Funds Look-Up Tool
	Direct Distributions:
	OAA Individual Distribution:
	OAA Gold Standard Incentive:

	COOP Partner Dashboard
	COOP Partner Actions:

	Communications
	All Communications:
	My Communications:
	Bookmarked:

	Grant Types Available For Application
	Applying for a Grant
	Grants Management:

	Direct Distribution Report Process
	Select a Direct Distribution Information:
	Direct Distribution Information Instructions:
	Direct Distribution Information Contact Information:
	Distribution Informations:
	Reference Information:
	Submit:

	"Gold Standard" Incentive Application Process
	Select the "Gold Standard" Incentive:
	"Gold Standard" Incentive Instructions:
	"Gold Standard" Incentive Contact Information:
	"Gold Standard" Incentive Agreements:
	"Gold Standard" Incentive Reference Information:
	"Gold Standard" Incentive Signature:

	Individual Grant Application Process
	Select an Individual  Grant:
	Instructions:
	Contact Information:
	Distribution Informations:
	Gold Standard:
	Project Proposal:
	Budget - Personnel Expenditures:
	Budget - Operating & Capital Expenditures:
	Budget Overview:
	Performance Measurement:
	Objectives:
	Reference Information:
	Signature:

	Cooperative Grant Application Process
	Select a Cooperative Partnership Grant:
	Instructions:
	Fiscal Agent:
	Partner Contact Informations:
	Project Proposal:
	Allow newly added Partner Organizations to a COOP to be removed before final submit:
	Budget - Personnel Expenditures:
	Budget - Operating & Capital Expenditures:
	Budget Overview:
	Agreements:
	Performance Measurement:
	Objectives:
	Reference Information:
	Signature:

	State Agency Grant Application Process
	Select a State Agency Proposal:
	Instructions:
	Agency Information:
	Project Informations:
	Budget - Personnel Expenditures:
	Budget - Operating & Capital Expenditures:
	Budget Overview:
	Performance Measurement:
	Objectives:
	Reference Information:
	Prepare for E-Signature:
	State Agency Send for E-Sign:

	Award Package, Appeal, Annual Reporting, and Contingencies
	Award Package:
	Appeals:
	Annual Reporting:
	Contingencies:
	CarryForward Reporting:
	E-Signature for Carryforward / TrueUp:
	Staff Requested Updates to Carryforward / TrueUp:
	Updates to System Created PDF Documents: :

	Application Statuses

