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(@] EYAY About OLGA

These instructions are to be used in conjunction with the OLGA Step-by-Step Instructions,
and begin after Step 6.

At this time, user should have completed these steps:

1)
2)
3)
4)

Verified agency registration
Created a User Profile
Logged in to OLGA

Next steps:

v' At the Welcome page, click the “OLGA Menu” link at the bottom
of the page

v' Select the “Enter Grant Application” link
Select the BSE grant hyperlink
v' User is ready to begin!
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About OLGA

1) Naming Your Grant: Each set of project numbers and project title names you list in this
page will create a separate application with an identifying number and name you select. In
most cases, only one application is necessary and will allow multiple items to be requested.

2) Type a number in the Project field box (of your choosing) and a name in the Project Title
box that most aptly describes your application.

3) Click “OK” at the bottom of this screen.
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About OLGA

Click on the OLGA Menu link at the bottom of this page.
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About OLGA

Select the “Enter Grant Application” link as shown below

Colomia State Poris

/ooV Division of Boating and Waterways

|Se|ect Level 1 Menu i |Selecl Level 2 Menu hd |Select Level 3 Menu hd 8 Home| Logout

= User Menu ﬂ 1] Timeout : 120 mins Date : Jul-14-15

Grant Applicant
Project Director
Agency Information Letter of Intent Create Application
Assign Agency Users Assign User to Projects Equipment Inventory
Technical Assist. Regisiration Application Status Ameandmeant Request
Email Log Op Advance Reguest

Grant Application

Start a Mew Application Enter Grant Applica:ionl Grant Application Preview

Application Status Upload Documentation
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Progress Reparts Payment Status
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About OLGA

Select the hyperlink of the grant you wish to work in.

Colomia Swate Poris

Division of Boating and Waterways
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= Enter Grant Application 0o m

|Gran1 Applicant hd |Grant Application hd |Enter Grant Application hd (?_"", Home | Logout
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*Status: ® open Al

Program: BSE-15 E| Boating Safety and Enforcement Equipment Grant - FY 2015/ 16
Agency - 12-345678 Division of Boating and Waterways
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Stages [==] Status - [=]

Description

BSE-15 Boating Safety and Enforcement Equipment Grant - FY 2015/ 16
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About OLGA

1) The General tab will open. Review your agency'’s information for accuracy.

2) Make any necessary changes and click the SAVE-> button to save the changes and move to the next
page. If no changes, use the navigation arrow to the right of the “Show Tree” button (see blue arrow
below). IMPORTANT: While you are active in an OLGA application, do not use the back arrow of
your browser (top left of page) as it will close OLGA.
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About OLGA

1) In item “e” below enter the amount of funds requested.

2) Click SAVE=> to save information and move to the next page.

Colfomia State Pors
&640\! Division of Boating and Waterways

= Face Sheet Transaction e [ 1} (*) - Required field Timeout : 120 mins

Agency Division of Boating and Waterways Program : Boating Safety and Enforcement Equipment Grant - FY 2015/ 16

Show Documents

Application :  patrol boat

index | General | Letter of intent Application Info Cost Estimate Certifications .:D @

|Save||Save¢||@'ValidatE||E | ‘@PDFllCupyl @u@

Show Instructions

2. Project Information
a. *Project Title patrol boat

=3

Is Implementing Agency Same ®ves (No
b

. If Not, Implementing Agency Name
Project Start Date (mmdddhyyyy) 10017207 i End Date (mm/ddfyyyy) 9/30/2018 E
5,000.00| gProject Cost 5,000.00

o
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About OLGA

1) In the GENERAL tab, this Contact page requires you to add your name and information as the primary
contact and then complete additional Contacts pages to provide names of other staff in your agency
that will be responsible for grant management.

If any staff will be active in creating or working with the OLGA grant process they will need to
be listed in the Contacts page(s), and complete a User Profile first in order for you to assign
them access to the grant application in OLGA (Step 8: Assign Agency Users).

2) OLGA will provide another blank page for contacts; if no other names are to be added, click the SAVE
button (on left, no arrow), then click the VALIDATE button. This will save your information for this
page, and check for any errors in the “General” tab before you move to the next section. If there are
errors, you will receive a pop up message identifying those errors to fix. If so, click on the small box to
the left of the error message to move to that section/page, complete each correction, click SAVE and
VALIDATE to save and confirm or continue to the next error. Once finished the VALIDATION pop
up will state no errors. Click OK in the pop up, then use the right navigation arrowto ‘move to the next
tab/section to continue.

Calfomia State Porks
%ov Division of Boating and Waterways

* Face Sheet Transaction o 1] (*) - Required field Timeout : 120 mins

Agency Program :

Division of Boating and Waterways Boating Safety and Enforcement Equipment Grant - FY 2015/ 16

Application :  patrol boat Show Documents

Index ‘ General ‘ Letter of Intent Application Info Cost Estimate Certifications I\EJ,I '\_;)

e b el ) (o) me © o @ Navigation
Show InsSuuvuuma AI’ I’ OWS

*Contact Type PD [=] Project Administrator
EGrAMS Login DBW [ DBW User Test X
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. *Address Cne Capitol Mall

a
b
c

y & 3 d. Address Il Suite 500
= i @ e. *City Sacramento “State  [CA |[] *Zp1 [95814 Zip2
. f. *Telephone (916) 327-1825 Ext Fax
r::l'hf,_,“_,h.-- = g. *E-Mail Address susan.sykes@parks.ca.gov
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About OLGA

1) Inthe LETTER OF INTENT tab, on the Statement of Need page,
complete the information requested in the text box area. Space allows
up to 2,000 characters.

2) Click on the SAVE button, the VALIDATE button and the right navigation
arrow to save and validate the information and move forward to the next
page/section. If any errors, correct them and re-SAVE and VALIDATE,
then use the right navigation arrow to move forward.

%OV Division of Boating and Waterways

* Section Application Entry o m Timeout : 120 mins
Agency Division of Boating and Waterways Program :  Beating Safety and Enforcement Equipment Grant - FY 2015/ 16
Application :  patrol boat Show Documents
Index General ‘ Letter of Intent | Application Info Cost Estimate Certifications (E) (E)

J Spell B Save

1. Statement of Need
Please explain the existing need associated with boating safety and law enforcement eguipment procurement.

h Savet =l Validate I Errors P PDF Copy E Show Tree @ .\E)

Hide Instructions

0 characters

TEXT BOX AREA
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About OLGA

1) In the APPLICATION INFO tab, there are seven (7) pages to complete.
Click on the “Show Tree” button for a list of the pages.

2) Answer the questions on each page, and click on the SAVE-> button to
move forward. Refer to the next slide in this PPT for page 2 in this
section.

ColMomio State Porks
%OV Division of Boating and Waterways

+ Narrative Application Entry o 1] Timeout : 120 mins Date : Jul-14-15|

Agency Division of Boating and Waterways Program :  Boating Safety and Enforcement Equipment Grant - FY 2015/ 16
Application:  patrol boat

Show Documents

Index General Letter of Intent | Application Info | Cost Estimate Certifications G:,l I:E:,l

|BSaveHSave¢‘||§'\i’alidat&||Errors | |@PDF||CDDY | g @

1. Citation Authority

Show Instructions

Dees your beating safety and enforcement unit have citation authority?

IFYES, Code #

Does your boating safety and enforcement unit have arrest authority?

IF'YES, Code #
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About OLGA

1) Still in the APPLICATION INFO tab, in page 2. Boating Safety and Enforcement Income,
complete the information requested. NOTE: The tax rate is entered as a decimal (ex: .01)
and the agency’s general tax allocation factor is a mixed number (ex: 26.8).

2) Use the scroll bar (or scroll button on your mouse) to move down in this page.

3) When finished, click on SAVE-> button and the page will auto-sum and move forward.

4) On the last page of the APPLICATION INFO section, #7. List your boating inventory: after
completing, click the SAVE button, click the VALIDATE button, fix any errors listed for the

section, and use the right navigation arrow to move forward.

Colomio State Porks
%\, Division of Boating and Waterways

Timeout : 106 mins Date = Jul-14-15|

* Section Application Entry o 1]

Boating Safety and Enforcement Equipment Grant - FY 2015/ 16

Agency Division of Boating and Waterways Program :
Application ©  patrol boat Show Documents
Index General Letter of Intent ‘ Application Info | Cost Estimate Certifications I:D I:D
| BSavel | Save'bl ||Q' validate | | & Errors ‘ L@ PDF | |Copy ‘ @ I:E;l
2. Boating Safety and Enforcement Income Show Instructions
A

Tax Revenue:

Market Value of Boats

Multiplied by Tax Rate

Multiplied by Agency's General Tax Allocation Factor(%)
Boat Tax Revenue

Other Revenue:

a other local revenue sources

Comment Line:

User Name: DBW [ DEW User] . Agency: Division of Boating and Waterways
California gov Home | DBW Home | OLGA Menu | Contact DBW | Contact Infermation | State Agencies Directory
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About OLGA

1) In the COST ESTIMATE tab, complete the information for Budget Detail by clicking on the
look-up box in the Description field to select the items.

2) Complete quantity in the Qty column, indicate the rate, and select UoM (unit of measure)
from the look-up field.

3) User may add a note to this information by clicking on the note icon in the Notes column.
4) Click the SAVE=> button to save and move forward.

Division of Boating and Waternays Program .  Boating Safety and Enforcement Equipment Grant - FY 2015/ 16
Application . patrol boat Show Documents

Index General Letter of Intent Application Info | CostEstimate | Certifications '\E) .\E)
[@save] [@save | [= validate | [ & Errors | |2 PDF Copy

Budget Detail

Category : Equipment Type: Expenditure

Classification Seq 1 Sub Type - |Direct MNarrative -

Instructions -
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Totals : 4 0.00

User Name: DBW [ DBW User] . Agency: Division of Boating and Waterways

Cailifornia.gov Home | DBW Home | OLGA Menu | Contact DBW | Contsct Information | State Agencies Directory
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About OLGA

1) Complete the information requested on this final Budget Summary page.

2) On the last page of the COST ESTIMATE section, after completing,click the
SAVE button, click the VALIDATE button, fix any errors listed for this section,
and use the right navigation arrow to move forward.

* Budget Category Application ) as Timeout : 120 mins
Agency Division of Boating and Waterways Program:  Boating Safety and Enforcement Equipment Grant - FY 2015/ 16
Application :  patrol boat Show Documents
Index General Letter of Intent Application Info | Cost Estimate Certifications @ @
] [ ¢ ][ =l validate | [ @ Errors | [F3 POF | B3 Copy | E Show Tree ©®

Budget Summary

Description Regq Amount
DIRECT EXPENSES

Program Expenses

Equipment =
Total Program Expenses 0.00 0.00

TOTAL DIRECT EXPENSES 0.00 0.00

TOTAL EXPENDITURES 0.00 0.00
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About OLGA

1) CERTIFICATION tab: this is the final page in the application. Complete by checking boxes a and b,
and entering the information for the appropriate personnel. One person may be two of the names
listed, but not all three. NOTE: This is NOT the submission page.

2) When completed, click on either SAVE button, then click on the “Validate” button. Fix any errors if
presented.

4) Click the OLGA Menu link at the bottom of the page to return to the main menu.

5) Keep the application open and return to follow the Step by Step instructions, Step #8: Assign
Agency Users.

Agency Drvision of Boatng and Waterwsys Program

Apphcation . Surmendered and Abandoned Vessel Exchange (SAVE) Fiscal Year

ngex Genersl Letter of intent Scope of Wark | Waork Plan Certifcancn

rrors | |2 Pov | (B3 Copy
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