
Step 1: Click the “sign up” 
button to start an application.



Step 2: Enter your information and click the 
“sign up” button to confirm your account.



• Once you create account 

Step 3: Click the “Create a Profile to 
Get Started” to begin filling out 
applicant information.



Step 4: Fill out all fields to 
successfully complete your applicant 
profile.



Step 4a (if applicable): If you are an 
organization applying on behalf of a 
private property or business owner, 
you will also need to provide 
information for the entity/person 
being sponsored.



Step 5: Once you’ve completed your 
profile, click the “Create Profile” 
button.



Step 6: Once you’ve completed your 
profile, you’ll be able to start entering 
your project information by clicking 
the “+Get Started” button.



Step 7: If this is your first application, you’ll 
have a bar similar to that below. Click the 
“Open” button to open the form and provide 
your project information. 



Step 8: Complete your project 
application by filling in the required 
and optional fields, as appropriate.



Step 9: Upload required exhibits and 
supporting documentation using the 
instructions and templates provided 
in the grant program manual.



Step 10: Once you have completed the 
application and are satisfied with your 
response, click the “Mark Complete” button to 
finish the application. If you have missed any 
required fields, you will receive an on-screen 
warning and instructions on which fields need 
completion. 

Alternatively, you may also elect to click “Save 
Draft” to save the current version of the 
application and finish later.



Step 10a (optional): If you’ve saved your 
application to finish later, you can access it at 
anytime from the main application window.



Step 11: After you click the “Mark 
Complete” button on the application, 
you’ll be returned to this screen. You 
must click the green “Submit” button 
to formally submit your application to 
SHPO for consideration.



Step 12: Once submitted, you’ll 
receive an onscreen and email 
confirmation that your application has 
been provided to SHPO. You can still 
view your application by clicking the 
“View” button, but you can no longer 
edit it. If you need to edit a submitted 
application prior to the due date, 
contact SHPO as soon as possible.


