
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. Once signed in to the application program, click on the + next to DEQ Waste Grant Applications. 

This will show a drop down menu  

2. Select Create Grant Application from the options underneath DEQ – Waste Grant Application 

3. Click on the Create Grant Application Button 

 

 

 

4. The tab Work Folder should open on the left hand side and the following screen will appear: 

NOTE: Maximize the OnBase window to ensure you can see all of your options. 

 

NOTE: There are more instructions on how to apply for your Grant at the 

bottom of the following screen 



 

5. Answer the questions on the screens that follow 

6. You will then be asked to start filling out Application Information 

7. When you have answered the questions on the first screen, click Submit: 

 

8. Then you will fill out the requested information under the General tab 

a. Finish any remaining questions under Grant Information 

b. Fill out the fields for Applicant and Contact under Applicant Information 

 
NOTE: Contact will be the first point for communication from NDEQ. 



 

 
9. Once all of the required fields are filled out, click the Save button at the bottom of the screen to 

save and to finish creating the application 

 

 

10. After saving the application it will be moved to My Applications under the Life Cycle View tab 

 

11. After your application is created, please refer to the next section “How to Fill Out an 

Application” 

NOTE: Title field examples: Mr., Mrs., Ms., Dr., etc. 

NOTE: The application will not be created until you click Save. You will not be 

able to Save until you have filled out all of the Required Fields that are marked 

with a red asterisk. 


