How to Register for an Account

To start the online grant application process, you must first register for an account. Please read all of the
steps carefully

1. Tousethe online grant application, you must:
Have internet access, using one of the following internet browsers described at this link:
http://deq.ne.gov/NDEQProg.nsf/OnWeb/Browser

2. From your internet browser, go to the DEQ portal for registration and application
authorization:
https://ecmp.nebraska.gov/DEQ-LOGIN

LOGIN NEW USERS
User Name If you are a first time user and have not yet registered for

an account, click the following link and follow the instructions

Password (Mon-State Employees)

Login

(Non-State Employees)
(Non-State Employees)

THIS IS A GOVERNMENT COMPUTER SYSTEM. UNAUTHORIZED ACCESS |S PROHIBITED. ANYONE USING THIS SYSTEM IS SUBJECT TO
MONITORING. UNAUTHORIZED ACCESS OR ATTEMPTS TO USE, ALTER, DESTROY OR DAMAGE DATA, PROGRAMS OR EQUIPMENT COULD RESULT
IN CRIMINAL PROSECUTION......

3. You will be at the DEQ portal.
a. Tocreate a new userlD —click on the Register Here under NEW USERS on the right side of
the screen.

b. If you have a userID — type in your User Name (userID) and password to verify your
authorization to the application.

Cc. Ifyouneed to reset your password —click on the Reset Password option.

d. If you need to update other account information — click on the Update User Account
Information.

e. NOTE: If you have previously registered an account with the same email address you
will receive the message below. If you would like to have the other usernames
associated with the email address you entered, click Yes for this message.

Email Address Information

The email address you have entered is already registered with at least one other account, would
o you like to hawve the other usemames associated with this address sent to your email account?

4 Wes | | Mo



http://deq.ne.gov/NDEQProg.nsf/OnWeb/Browser
https://ecmp.nebraska.gov/DEQ%E2%80%90LOGIN

4. After clicking on the Register Here option, you will be at the New Account Registration Page.
You will need to complete all of the fields on this page. If you would like to view details on
requirements for specific fields such as Username and Password, click the Field Requirements
link. The following list will guide you through the fields you will need to complete:

a. First Name — enter your first name.
Last Name — enter your last name.

C. Email Address — enter the email address that will be associated with this
account and grant applications.

d. Confirm Email — re-enter the email address typed above.

e. Username — Create a username for this account.

f.  Password — Create a password for this account.

PLEASE NOTE: the password must be at least eight characters and contain at least one
uppercase letter, one lowercase letter, and one digit. Click the Field Requirements or
Password Rules link for more information on password requirements.

g. Password Reminder Questions —You must select three password reminder questions, and
supply an answer for each question. These questions will be used to authenticate your
identify if you need to change your password or account information.

i. Select a security question from the drop-down box.
ii. Type your answer in the Your Answer field. This field is not case sensitive.
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SELF REGISTRATION

NEW ACCOUNT REGISTRATION
* Required

User Information Figld Reguirements.

First Mame®* Tom

LastMame* Sampile

Emazil Address * tsample@hotmail.com

Confirm Email *  {campleg@hotrmail.com

Login Information

Usemame * tsample00

Fassword* sesssssss

Confirm Fassword *  sssssssss Password Rules

Password reminder questions

Cuestion One * |Wha‘t was your childhood nickname?

Your Answer®  puddy

Question Two * [In what city or town did your mother and father mest? =]

Your Answer®  Hastings

Question Three * | In what town was your first job® El

Your Answer * |Lir!|:‘.uln

Register Account

5. Prior to completing your registration, please note or record your userlD, security guestions
and answers. The Help Desk does not have access to this information and cannot reset

passwords. This is a user responsibility.
6. To complete your registration, click Register Account. s
7. After successfully creating an account, a message will appear stating that your account has been

created, and that you are being redirected to the sign in page. If you do not see the sign in
page within 10 seconds, click the link that says here.
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Your account has been successtully created, you will be redirected to the sign in page in 5 seconds...

If you are not redirected, please click hare

8. You will be redirected/returned to the DEQ portal page.

User Name If you are a first time user and have not yet registered for
an account, click the following link and follow the instructions
Pacaword Reqister Here (Non-State Employees)
Login

Reset Password (Non-State Employees)

Update User Account Information (Non-State Employees)

THIS IS A GOVERNMENT COMPUTER SYSTEM. UNAUTHORIZED ACCESS IS PROHIBITED. ANYONE USING THIS SYSTEM IS SUBJECT TO
MONITORING. UNAUTHORIZED ACCESS OR ATTEMPTS TO USE, ALTER, DESTROY OR DAMAGE DATA, FROGRAMS OR EQUIPMENT COULD RESULT
IN CRIMINAL PROSECUTION......

9. Your account (userID) must be authorized to use the 319H — Nonpoint Source Pollution
Program online application process. On the left side of the screen, enter your User Name
(userID) and password and click the Login box.

10. The NDEQ PORTAL ACCESS screen will display. There may be more than one DEQ program
listed. To the left of the 319H — Nonpoint Source Pollution Program application name is a
box to enable access to the application. Click in the box to enable access and then click on
the Update Access button.

11. Click on the DEQ program name “319H — Nonpoint Source Pollution Program” to start the
application process. Please refer to the next section on “How to Login to the Online
Application”.

Listed below are the public applications that you may request access to use.
= Ifthe box is checked, you may click on the application name and you will be directed to the main application page.
= Ifthe box is not checked and you want to have access to the application, then check the box next to the application and click on update access. Once
the access box is checked you may then click on the application name and you will be directed to the main application page.

Enable Access [ DEQ Program

Waste/l itter Reducfion & Recycling Incentive
319H - Nonpoint Source Pollution Program

Update Access



How to Login to the Online Application

The following steps only apply to accounts that have been successfully created and authorized
to use the application. If you have not yet successfully created an account and set up your
authorization, please refer to the previous section “How to Register for an Account”.

To use the online grant application, you must have internet access, using one of the following internet
browsers described at this link:

http://deqg.ne.gov/NDEQProg.nsf/OnWeb/Browser

1. Toaccessthe application:
a. Ifyou are coming from the DEQ portal, then you have already clicked on the
program name and you can skip to step 2.
b. Openyourinternet browser and go to:
https://ecmp.nebraska.gov/Appnet deq/workflow/WFLogin.aspx

2. Thefirst field will already be filled out with the word PUBLIC.

3. Inthe second field, enter your userID.

4. Inthe third field, enter your password.

5. Click on Login.
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6. The first time the application is used by your account, an End User License Agreement will
display. This is for the OnBase software licensed to the State of Nebraska.


http://deq.ne.gov/NDEQProg.nsf/OnWeb/Browser
https://ecmp.nebraska.gov/AppNet_DEQ/Login.aspx

a End User License Agreement -- Webpage Dialog ﬁ .

@ https://ecmp.nebraska.gov/AppNet_DEQ/EULA.aspxToption=true i

OnBem=E End User Lic=ns= Agre=menk
IMPORTANT- READ CAREFULLY

»

E

[

This OnBaz=® End User Liczns= Agres=ment {"EULA") is made bebwe=n Hyland Saftwars, Inc. {"Hyland™), 28500
O=rmens Road, Westlake, Ohio 44145 US4, an Ohio corporation, and the person or entity {"User™) that has
submitted to Hyland or =n spplicabls Hylsnd suthorized solulion provider written purchease orders that e
Bremn sco=pt=d by Hyland or such solhulion provider for OnBas=® Information Mansgement System software,
induding, in =adh ces=, thind party softwer= bundl=d by Hyland == part of & unified product "Softewan="), that
hees paid Ghe applicable Softwere license Fees for such Softwans and that has agree=d to the berms of this BULA by
dicking the "1 ACCEPT THE AGREEMENT option that appears af the boltom of this soresn. Unless Hyland =and
Ltz=r hawe executed and delivered another OnBaz=F End User Lioznz= Agreement or dooument of similar impeort
willh respect o the Software, BY CLICKING ON THE "I &CCEPT THE AGREEMENT™ OPTION AT THE BOTTOM OF
THIS SCREEM, USER AGREES TO BE BOUMD BY THE TERMS OF THIS EULA. IF UISER IS NOT WILLING TO BE
BOUND BY THESE TERMS, USER SHOULD CLICK ON THE "I DECLINE THE AGREEMENT OFTION AT THE
BOTTOM OF THIS SCREEM. I Hylend and User Pasve: so=cyted and delivered another OnGase® Bnd User Lio=ns=
Agre=ment or dooument of =similer import with respect bo the Softeans, this SULA shall Feave no foroe or effedt
ard the bermes and conditions of such other OnSaseE End User Licenm= Agresment or document of similar
import =hall govern.

REPRESENTATION AND WARRANTY REGARDING AUTHORITY: B CLICKING THE "1 ACC0ZRFT THE
AGREEMENT OPTION AT THE S0TTOM OF THIS SCREEN, USER, REPRESENTS AMD WARRANTS THAT THE
PERSON THAT HAS CLICKED THE "1 ACCEPT THE AGREEMENT™ OPTION HAS ALL REQUISITE POMVER AND
ALTHORITY, FOR AND ON BEHALF OF USER, TO TAKE SUCH ACTION AND TO BIMD USER T SUCH
ACCEPTANCE AMD TO THE TERMS AND CONDITIONS OF THIS BULA.

1. LICENSE;

a End User License Agreement -- Webpage Dialog 2

@ hitps://ecmp.nebraska.gov/AppMet_DEQ/EULA aspxloption=true [

I 12 3
is sultject solely to Lh- I:-rrn: of this ELILS, as :ta‘t d in DF&ARS 22.-_."252 and the I:n:rn: .:r this E'_ILﬁ. :I'-ull
supers=ie amy oonficling contradtusl termi or conditiors.

13. EXPORT: The Softwars and Documentstion are subiject to United States export control laws snd
regulations. User agree= to comply fully wilh all relevant regulations of the LS. Department of Commerce and
all U5, export control lews, induding, Bul not limited to, the U.S. Degartment of Commercs Export
Administration Regulations (EAR), to assure that the Softweare or Docurmentation is net =xported in viclation of
Unilt=] SEates of &merica lew. Us=r agress that it will not export or re-mxport. the Software or Documentstion to
anmy organizations or nationals in the termitorses of Cubs, Iran, Irag, North Kores, Burma (Myanmear), Sodsn,
Syrim or army offier territory or nation with respect to which the US. Department of Commercs, the US.
Department of State or the US. Departrment of Tressury maintsies sny commercial sdtivities sandions
program. User shall not use the Software or Documentation for amy prohibited =nd we=s unde=r spplicable Unit=d
Shates lzas and regulations, induding but not limited to, any application related to, or purposes =ssodiated with,
nud=ar, chemical or biclogical warfare, mizsile t=chnology (nduding unmanne=d air vehides), militzny
applicstion or any other w== prohibited or restridied under the U5, Bport Administration Regulstions (EAR) or
amy other relevant lews, rules or regulations of e United States of SGmerics.

14. THIRD PARTIES: Mothing herein expressed or impli=d is intend=d or shall be corstree=d to confer wpon or
give to any p=r=on or entity, other than the parties hensto, any rights or remedies by reason of this BULA;

provided, hiowewer, that thind party supgliers of soMware products bundi=d with the Softwars ars thind parly
benefigaries to this BULA as it applies o their respective: softwane produds.

I moo=plt the agre=ment Continu= |E|
4 1 dedine the agneerment

7. Scroll to the bottom
a. You can click on print to print a copy of the agreement.
b. To continue, you will need to click on the radio button next to “l accept the
agreement”.
Cc. Thenclick on Continue.
d. Ifyou click on the button next to “I decline the agreement”, you will not be able to
continue on with the application process.

8. You should now be logged in to the application. Please refer to the next section “How to Create
a New Application”.
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How to Create a New Application

Before creating a new application, you must register and authorize your account. Please
refer to the How to Register for an Account section for instructions.

1. Oncessigned in to the application program, click on the + next to DEQ 319H Application. This will
show a drop down menu.

2. Next click on the Create New Application.

Entry Data

Craste Nam koslcation ﬁ—

@ My Appscatians
| My Eubmted Asplications

3. The tab Work Folder should open on the left hand side. Click on the Create Application icon next to
the Ask Question icon.

4. Once an application is created, click on the Life Cycle View tab located on the upper left hand side.
Click on the My Applications icon.

'
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219H Instructions
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Please use the create application button to start a new application.




5. Click on the My Applications icon to see all the applications you have created. Click on the
application you just created. This will open up the application with all of the required fields to be
completed.



How to Fill Out Application

Before filling out an application, please refer to the RFP and Application Preparation documents.

1. Fill out all required fields.

Remember to save your work often (recommended every 20 minutes) to ensure all work is
saved. The application may time out due to inactivity after 90 minutes and close without
prompting you to save. To save work, scroll to bottom of the page and click on the Save icon.

2. Once all the required fields in the application are filled out and saved, click on the Create Project
Implementation Plan icon.

uuuuuu

& @ 201510 - APPLICATION £/4/2015 9:29:13 AM
Work Folder
Portfolios
DEQ 319H Application Supporting[=]

3. This will open the Project Implementation Plan (PIP) pop-up window with additional required fields.
Copy and paste from your Application Preparation document into the appropriate fields. To save
your work, click on the Save icon located at the bottom of the window. If you close the PIP window
before saving, your PIP information will not be saved. You can reopen the PIP window by clicking
on the Show Project Implementation Plan icon and continue working on it as necessary.
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4. Once the Project Implementation Plan is complete, please click on the Save icon.



How to Attach Supporting Documents

Click on the Attach Supporting Documents icon. If you have no supporting documents to attach, skip
to How to Add a Map.

Provide a brief description of the document being attached and then click on the Submit icon.

Next, click on the Browse... icon to bring up your documents. Click on the document you would like
to upload and select Open.

**|f fields for Document Types, File Type, Document Date and Keywords are displayed (refer to
picture below), please disregard. **

When the correct document is listed under File Path, then click on the Import button represented by

[

this icon

. If the wrong file was selected, click on the Clear All button represented by this

icon . It is recommended that you double check if the document you are about to import is
the correct one.

To remove a supporting document, click on the Remove Supporting Document icon.

Once uploaded, supporting documents will be listed under the Work Folder tab.
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How to Add a Map

Click on the Add Map icon.
Provide a brief description of the document being imported and then click on the Submit icon

Next, click on the Browse... icon to bring up your documents. Click on the document you would like
to upload and select Open.

** If fields for Document Types, File Type, Document Date and Keywords are displayed (refer to
picture below), please disregard. **

When the correct document is listed under File Path, click on the Import button represented by this

(o

icon . If the wrong file was selected, click on the Clear All button represented by this icon

. It is recommended that you double check if the document you are about to import is the
correct one.

Uploaded documents are listed under the Work Folder tab.
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How to Submit an Application

Before submitting the application, please review all application fields, Project Implementation
Plan and attachments for completion.

Once you are confident the application is complete, scroll to the bottom of the application and
click Save.

Next, click on the Submit Application icon. Once submitted, you will not be able to go back and
edit your application. When successfully submitted, a confirmation e-mail will be sent to the

project sponsor e-mail address given in the application.

To review submitted applications, refer to the My Submitted Applications icon located in the
drop down menu of the DEQ 319H Application.
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How to Ask a Question

1. To submit a question pertaining to either the online application process or the
eligibility/content of the project(s), click on the Ask Question icon.

2. Inthe field labeled Question, please type your question. The question cannot be
longer than 250 characters.

3. Once completed, click on the Submit icon. Once submitted, the question will be
reviewed and answered by NDEQ staff. The applicant will then be able to see the
guestion under the Frequently Asked Questions icon.

All questions related to the eligibility/content of the project(s) must be submitted by
4:00 p.m., Central time, August 24, 2015. Responses to those questions will be
posted under the Frequently Asked Questions icon by August 28, 2015. Questions in
regard to the online application process will be answered up until the day the
electronic application closes, 4:00pm, September 8, 2015.
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