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1. HOW TO ACCESS THE APPLICANT/RECIPIENT PORTAL LANDING PAGE 
Applicants will access the DCRAGrants Grantee Portal Site at the DCRAGrants 
Management System Login page. 

 

1.1 Login into the DCRAGrant portal by providing the Organization’s username and 
password that were created when registering. (For guidance on initial portal 
registration, see DCRAGrants Guidance Document – Registration Process available 
on the Alaska Broadband Office website) 

 

1.2 Select the applicable grant opportunity to begin the grant application process under 
‘Funding Opportunities’. (Where it says, “Example Grant Program”, you will look for 
“Alaska Broadband Grant Program”). Select the down arrow to the left of the grant 
option and select “View”. 

 
 

 
 

https://reigrants-akdcced.my.site.com/recipient/s/login/?ec=302&startURL=%2Frecipient%2Fs%2F
https://reigrants-akdcced.my.site.com/recipient/s/login/?ec=302&startURL=%2Frecipient%2Fs%2F
https://www.commerce.alaska.gov/web/abo/
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1.3 The following window will appear. The ‘Overview’ tab provides information about the 
grant opportunity. Review each section (Opportunity Information, Opportunity 
Specific Settings, Ineligible Project Activities, etc.) 

 

1.4 After you have reviewed the grant opportunity Overview information, proceed to 
create an application by selecting ‘Create Application’ at the top right-hand side of 
the page. 
 

 
1.5 A ‘Create Application’ pop-up will appear where the applicant can provide a name 

for their application. 
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1.6 The recommended naming convention is “Organization Name – Application Project 
Area”. Application project area(s) can be statewide, by Pre-Determined Project Area 
(PDPA), or by Broadband Serviceable Location (BSL). Example below: 

 

1.7 Once an application name has been provided, select ‘Save and Continue’:  

 

2. OVERVIEW TAB  
2.1 Once the application process has started, the Overview tab becomes available for 

edit and contains the applicant’s basic information provided during registration: 
name, address, Employer Identification Number (EIN), Unique Entity Identification 
(UEI) number, and SAM.gov expiration date (which must be current in order to 
apply). 

 

2.2 The next information block in the Overview tab is the Primary Place of Performance. 
This information will be auto populated from the Organization registration 
information. Applicant can update the address if the primary place of performance 
of the project will be different from the applicant’s main address. 
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*Note: Click ‘Save’ often. After saving the application, click the ‘Edit’ in the top right 
corner again to continue editing the application. 

2.3 The next information block in the Overview tab is the Application Overview. This 
section does not apply to the Alaska Broadband Grant Program. Detailed 
information will be provided by the applicant in the custom Alaska Broadband 
Grant application form. Disregard this section for the purposes of the Alaska 
Broadband Grant program only. 

2.4 The next information block in the Overview tab is Project Information. This section 
does not apply to the Alaska Broadband Grant Program. A project abstract will be 
provided in detail in the custom grant application form in Criterion 5. Some text 
entry is required for the application to move forward, so applicants are 
recommended to insert the text “See Criterion 5” in this Project Abstract text box. 

 

2.5 Under Contacts, a key contact is required. To designate the key contact, click the 
down arrow next to the ‘User’ key role, and select ‘Edit’. Select the ‘Is Key Contact’ 
box, and then click on ‘Save’. One individual may be both the Key Contact and a 
‘User’.   

 

 

2.6 Under the Acknowledgement section, read the Acknowledgment certifying the 
information provided in the application is accurate and complete. If agreed, check 
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the ‘I Agree’ box:

 

 

At the top right, click the ‘Save’ button. 

 

3. BUDGET TAB  
3.1 Once the application has been saved, it is necessary to select the ‘Edit’ button at 

the top right-hand side of the screen to resume editing. 
 

 
 

3.2 Select the Budget tab: 
 

 
 

3.3 The Budget tab has three sections.  
3.3.1 Budget Summary – This section contains general budget information that 

updates in the system as budget information becomes available. No input 
from the applicant is required. 

3.3.2 Budget Period – This section and inputs required will be completed at the 
end of the application process. The applicant will return to this section later, 
but no inputs are required at the outset of the application process. 

3.3.3 Budget Narrative - Because the Alaska Broadband Grant Program provides a 
customized application form (reviewed later in this Guidance), the only 
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information required at this time is text provided in the Budget Narrative box 
to move the application forward. Detailed budget information will be 
provided by the applicant in the custom application form in Criterion 5. 
Please enter “See Criterion 5 in the grant application” as the text narrative in 
the Budget Narrative text box. 

 
 

3.4  At the top right, select the ‘Save’ button. Note: the orange circles next to each tab 
will disappear as each tab is completed with the required information. 

 

 

 

 

4. PROPOSAL TAB  
4.1 The Proposal tab has three sections. However, because the Alaska Broadband Grant 

Program provides a customized application form (reviewed later in this Guidance), 
the only information required at this time is for text to be provided in the 
‘Approach/Methodology’, ‘Capacity’ and ‘Qualifications’ narrative boxes to move the 
application forward. Detailed information will be provided by the applicant in the 
custom application form. 
4.1.1 For the ‘Approach/Methodology’ text box, please enter “See Criterion 5 in the 

custom grant application” as the text narrative required to move the 
application to the next steps. 
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4.1.2 For the ‘Capacity’ text box, please enter “See Criterion 2 in the custom grant 
application” as the text narrative required to move the application to the next 
steps. 

4.1.3 For the ‘Qualifications’ text box, please enter “See Criterion 2 in the custom 
grant application” as the text narrative required to move the application to the 
next steps. 
 

 
 

4.2  At the top right, select the ‘Save’ button. 
 

 
 

5. FORMS AND FILES TAB 
There are two key sections under the ‘Forms and Files’ tab. 
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5.1 The first key section is the ‘All Forms’ section which contains the Alaska Broadband 
Grant Program custom application form. This form is created specifically for the 
Alaska Broadband Grant Program and will not apply to any other type of grant 
application. 

 

 
 
5.2 The second key section is the ‘Supporting Documents Checklist” section which 

contains the templates for all of the Alaska Broadband Grant Program appendices 
(Appendix A – K). These appendices will need to be downloaded from this section, 
completed by the applicant with the required information, and then uploaded under 
the appropriate criterion in the customized grant application form. Note: There are 
two pages to this section. Navigate to Page 2 to access all Appendices not displayed 
on Page 1. 

 

 
 

5.2.1 It is recommended that applicants download each required Appendix prior to 
beginning the custom grant form. Select the ‘View’ link and the template file 
will download to your computer’s ‘Download’ folder. These Appendices will 
need to be completed for upload to the Alaska Broadband Grant form in the 
following steps. 
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5.3  Return to the ‘All Forms’ section to begin the Alaska Broadband Grant Program 
custom application process. 

 

 
 

5.4 Select the down arrow and click ‘Edit’. 
 

 
 
5.5 This will open a new window with the custom application form. This form has three 

main menu options. ‘Application’, ‘Primary Scoring’, and ‘Secondary Scoring’. 
 

 
 

5.6 Select the ‘Application’ tab. This tab outlines the 15 Criterion provided in the Alaska 
Broadband Grant Program Notice of Funding Opportunity (NOFO). All elements of 
this application are required for a “Pass” scoring. 
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5.7 Criterion 1. Applicant License and Registration Information: Information in this 
section is pre-populated from the applicant’s portal registration. There is no option 
to modify registration information in this section, however, license and registration 
information is required to be provided at the time of application. 
 
Please upload a copy of the Employer Identification Number (EIN) confirmation 
letter or other proof of completed EIN, a copy of the Alaska business license, and a 
copy of the Unique Entity ID (UEI) details from the SAM.gov website showing active 
registration status. 
 
To upload required files, click ‘Upload Files’. 
 

 
 
5.8 An ‘Add File’ window will open. 
 

 
 

5.9 Select the ‘File Classification’ drop down menu and select ‘Other.’ 
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5.10 Select the ‘Choose a File OR Drag it here’ button to upload the relevant applicant 

license and registration files to attach to Criterion 1. 

  
 
5.11 Provide a file description in the description box and click ‘Upload’ to upload the 

selected file. 
 

 
 
 

5.12 An ‘Upload Successful’ message will confirm the file has been uploaded 
successfully. 
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5.13 For a list of files uploaded, select the ‘Files Uploaded’ tab. When file upload is 
complete, select ‘Close’. 

 
 
5.14 When a file has been uploaded successfully the ‘Upload Files’ icon turns green. 

 
Repeat Steps 5.8 through 5.13 for each file to be uploaded and attached to 
Criterion 1. *Note: Multiple files may be uploaded per Criterion. 

 
5.15 Criterion 2. Organizational and Managerial Capability: (Appendix J - Ownership 

Certification Form is the mandatory appendix for Criterion 2 that has been 
provided in the Supporting Documents Checklist). Carefully read Criterion 2 and 
provide your narrative response in the ‘Criterion 2 – Description #1’ box. Provide 
the required files, including your completed Appendix J, following the process in 
Steps 5.8 through 5.13.  
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Confirm files are uploaded successfully. Click ‘close’ when finished.  

 
5.16 Criterion 3. Financial Capability: (Appendix A - Ownership Certification Form and 

Appendix B - Certification to Provide Audited Financial Statements are the 
mandatory appendices for Criterion 3 that have been provided in the Supporting 
Documents Checklist).  

 
Criterion 3 contains a certification ‘check’ box. Please read carefully and if the 
applicant agrees, select the check box. Read the Criterion requirements 
thoroughly. Provide relevant information in the Description text box and upload 
required files following Steps 5.8 through 5.13. 
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5.17 Criterion 4. Other Public Funding Disclosure: No appendix template has been 
provided for this criterion. Carefully read Criterion 4 and provide the required 
narrative in description box. Provide any required and completed files following 
the process in Steps 5.8 through 5.13. 

 
5.18 Criterion 5. Technical Capability. (Appendix C - Federal Match Waiver Form and 

Appendix D - Technical Capability Certification Form are the mandatory 
appendices for Criterion 5 that have been provided in the Supporting Documents 
Checklist). Carefully read Criterion 5 and provide the required narrative in 
description box. Provide the required and completed files following the process in 
Steps 5.8 through 5.13. 

 
Criterion 5 provides a drop-down ‘Yes’ or ‘No’ option for key project questions. 
Ensure that each question is read thoroughly and answered as applicable. 

 

 
 

5.19 Criterion 6. Project Sustainability: (Appendix E - DRAFT - Sustainability Model is 
the mandatory appendix for Criterion 6 that has been provided in the Supporting 
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Documents Checklist). Carefully read Criterion 6 and provide the required 
narrative in description box. Provide the required and completed files following the 
process in Steps 5.8 through 5.13. 

 
5.20 Criterion 7. Compliance with Applicable Federal, State, and Local Laws: 

(Appendix K - Non-Collusion Affidavit is the mandatory appendix for Criterion 7 
that has been provided in the Supporting Documents Checklist). Criterion 7 
contains a required certification check box. Carefully read the certification and if 
you agree, select the check box. Read Criterion 7 thoroughly and provide the 
required narrative in the description box. Provide required and completed files 
following the process in Steps 5.8 through 5.13. 

 

 
 

5.21 Criterion 8. Civil Rights and Nondiscrimination Law Compliance: (Appendix F - 
Civil Rights and Nondiscrimination Law Compliance Certification Form is the 
mandatory appendix for Criterion 8 that has been provided in the Supporting 
Documents Checklist). Review Criterion 8 carefully and provide the required 
narrative in the description box. Provide the required and completed files following 
the process in Steps 5.8 through 5.13. 

 
5.22 Criterion 9. Cybersecurity and Supply Chain Risk Management (C-SCRM): 

(Appendix G - Cybersecurity and Supply Chain Risk Management is the mandatory 
appendix for Criterion 9 that has been provided in the Supporting Documents 
Checklist). Review Criterion 9 carefully and provide the required narrative in the 
description box. Provide the required and completed files following the process in 
Steps 5.8 through 5.13. 

 
5.23 Criterion 10. Weather/Climate Threat Assessment and Mitigation Planning: No 

appendix template has been provided for this criterion. Carefully review Criterion 
10 and provide the required narrative in the description box. Provide the required 
and completed files following the process in Steps 5.8 through 5.13. 
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5.24 Criterion 11. National Environmental Policy Act (NEPA) Requirements: No 
appendix template has been provided for this criterion. Carefully review Criterion 
11 and provide the required narrative in the description box. Provide the required 
and completed files following the process in Steps 5.8 through 5.13. *Note: 
Hyperlinks to additional information and guidance are provided in this section. 

 
5.25 Criterion 12. Indian Tribe/Tribal Entity Proof of Support: No appendix template 

has been provided for this criterion. Carefully review Criterion 12 and provide the 
required narrative in the description box. Provide the required and completed files 
following the process in Steps 5.8 through 5.13.   

 
5.26 Criterion 13. Low-Cost Option: Criterion 13 requires the applicant to provide key 

data inputs. Carefully review Criterion 13 and input relevant data for each input 
option. To begin editing the data table, select the down arrow and click ‘Edit’.  

 
Provide applicant responses for ‘Monthly Service Price’, ‘Non-Recurring Cost’, 
‘Download Bandwidth Minimum Mbps’, ‘Upload Bandwidth Minimum Mbps, 
‘Committed Average Latency’, ‘Usage Limit’, ‘Committed to FCC Reporting Metric’, 
‘Affordable Connectivity Plan Allowed’ and ‘No Cost Upgrade’. 
 
Once completed, it is required to click ‘Save’ or the data provided will be lost.  

 
 

5.27 Criterion 14. Middle Class Affordability: Criterion 14 requires the applicant to 
provide key data inputs. Carefully review Criterion 14 and input relevant data for 
each input option. To begin editing the data table, select the down arrow and click 
‘Edit’. 
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Provide applicant responses for ‘Monthly Service Price’, ‘Non-Recurring Cost’, 
‘Download Bandwidth Minimum Mbps’, ‘Upload Bandwidth Minimum Mbps, 
‘Committed Average Latency’, ‘Usage Limit’, ‘Committed to FCC Reporting Metric’, 
‘Affordable Connectivity Plan Allowed’ and ‘No Cost Upgrade’. 
 
Once completed, it is required to click ‘Save’ or the data provided will be lost. 
 

 
 

5.28 Criterion 15. Application and Grant Agreement Certification: Applicants must 
certify on the application form that the appropriate authorized party has read and 
will comply with all Criterions in the application and provisions of the Grant 
Agreement. Carefully read each certifying section and, if agreed, select the check 
boxes. 

 

 
 

5.29 This completes the first tab of the application form. Be sure to save your 
information by clicking on save in the top right corner. 
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5.30 The next tab is the ‘Primary Scoring’ tab.  
 

 
 

5.31 To edit click on ‘Edit’ at the top right of the page. 

 
 
5.32 Carefully review all of the Primary Scoring requirements and confirm that inputs 

for ‘Section A’ align with the application information provided by the applicant in 
Criterion 5 on the ‘Application’ tab. Additionally, provide affordability categories in 
‘Section B’. 

 
5.33 Carefully read ‘Section C. Fair Labor Practices’ and enter appropriate narrative 

information in description text boxes 1 through 4. 
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5.34 Once complete, Click ‘Save’ at the top right of the page.  
 
5.35 Move to the ‘Secondary Scoring’ tab. Click on ‘Edit’ at the top right of the page. 

After carefully reading each section, enter applicable information. 
 

5.36 ‘Section D. Speed of Deployment’: Enter the number of months for project 
deployment. 

 
5.37 ‘Section E. Speed of Network and Other Technical Capabilities’: Carefully read the 

certification and, upon agreement, click the check box. 
  

5.38 ‘Section F. Non-Traditional Providers’: No input is required, however, applicants 
that are Non-Traditional Providers such as Local Governments (including 
municipalities or political subdivisions, electric cooperatives, non-profits, or Tribal 
Governments) and utilities will receive an additional 2.5 Points. 

 
5.39 ‘Section G. Use of State of Alaska/Department of Natural Resources/ Office of 

Project Management and Permitting’: Indicate from the drop down menu an 
answer of ‘Yes’ or ‘No’ to the commitment. Applicants who agree to use the Office 
of Project Management and Permitting (OPMP) within the State of Alaska (SOA) 
Department of Natural Resources (DNR) to assist in efficient permitting and 
project management will receive an additional 10 Points. Applicants may choose 
not to use SOA/OPMP. Where this is the case, applicants will receive 0 Points for 
this category.  

 
5.40 ‘Section H. Certifications’: Carefully read the required certification and, if agreed, 

select the check box. 
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5.41 This concludes the ‘Secondary Scoring’ tab. Click ‘Save’ at the top right-hand 
corner of the page. 

 
 

5.42 Once saved, the screen will update to allow application validation to confirm that 
all required information has been provided for all 3 tabs in the customized grant 
application. Select ‘Validate’ at the top of the page. 

 
 

5.43 Once the system has validated the application, a ‘Form Validated Successfully’ 
message will appear at the top of the screen. If the system does not validate the 
application, a message identifying missing information will display at the top of 
the screen. The applicant can return and provide missing information to complete 
a successful validation. 

5.44 Once successfully validated, select the ‘Back’ button at the top of the page to 
return to the system menus. 

 

 
 
5.45 The final step will be to return to the ‘Budget’ tab and provide summary budget 

information in the ‘Budget Periods’ section as provided in Criterion 5. This is the 
section that was not entered at the beginning of the process pending completion 
of Criterion 5 in the custom application. 

 
Select the ‘Budget Periods’ table. Click on the down arrow to expand the table and 
fill in the amount of the budget within each budget category by clicking the down 
arrow and selecting ‘Edit’ next to the appropriate budget category. 
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5.46 Provide summary budgets, cash match, and non-cash match (in-kind 
contributions) for each of the nine budget categories where applicable. *Note: this 
section has 2 pages, move to Page 2 to complete all categories. 
 

 
 

 
 

5.47 Take time to carefully review all application information before submitting. Once 
you are satisfied all information has been provided, click the ‘Submit Application’ 
button at the top of the page. This action will send the application to the Division 
of Community and Regional Affairs (DCRA) for Grant Administration and Alaska 
Broadband Office review. If any errors are discovered by the system, the 
application will not be sent, and the applicant will have a chance to cure any 
missing requirements. 

  

 
 

5.48 Upon successful submission, the system status will turn green and move from 
‘Created’ to ‘Submitted’. 



DCRAGRANTS MANAGEMENT SYSTEM GUIDANCE DOCUMENT 
ALASKA BROADBAND GRANT PROGRAM APPLICATION PROCESS 

23 
 

 

 
 

5.49 For any additional technical support for the DCRAGrants Management System 
please contact: 
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