AMERICAN RESCUE PLAN
LOCAL GOVERNMENT ALLOCATIONS
SUBMITTABLE SYSTEMS MANUAL




VI,

Table of Contents

CREATING AN ACCOUNT ..ot

CHECK STATUS OF APPLICATION.....cocviiiiiii e,

EDIT APPLICATION ..o

EDIT APPLICATION FROM EMAIL ..o

MESSAGES AND REQUEST TO EDIT ...

COMMUNICATIONS ... e




. CREATING AN ACCOUNT

Go to https://alabama.submittable.com/signup to create an account.

& slabema.submittsblo.com/signus 1

Coronavirus Relief Fund

Personalizing an account is optional. Click continue to proceed.

Welcomel Submittable helps organizations collect and manage subméssions. By
CTEAlng an ccount, you agres to Submittable’s 12rms and condinens and pmacy
Ralicy:

Personalize My Account

Submittable collects data abowl your submission hislory in erder 1o recommend
other related opportunities that best match your interests. This site atso uses.
cookies 10 analyze traffic. This data will be stored indefinitely You can withdsaw

permission or request we delete this data at any time, Leam more

L Yes, | want Submimable 1o personalize my account

Let's Stay in Touch

Get emails from Submittable with featured sut
promations, and praduct news. We send email sparingly and never sell your
data Ve don't like spam eithes

T Yes. send me email updates.

Continue
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https://alabama.submittable.com/signup

Once an account is successfully created, users will be directed to
https://alabama.submittable.com/submit. The Municipality - American Rescue Plan
application will be available at the bottom of the screen.

@ alabama s bmitatie oo et

Covonayris Rofol Fusd and B American Rescus Pran

S1nbe 81 AlnBrma Amanean [aseis 150 Lacal | e Receuty | i

Tha Amancan e s fat o . ovaenmarts fo respond o the
COVID. 1 emeroency. SUpsort T engond public hiath agonte, and provds lor sconamic

[reres.
Sappan GOMID-E rapanan Slioes 16 conBnL K SeCronse sprond of B v
Fipiaes 1% tvansie Tar sagbie stale Ben, Iiane And TrBal gavetnments

Suopart 2 for d Dusinesses: and

Ausdewss public heslih and sconomic chalienges.
The Stain of Ambama Depamment of FInance has eamblshed a sopamao fund in the St
Transury for iedernl fusds and IS DUTIGETEG i apend Hom Moss funds winin e pammaeters of
e ARF At A othar fodaal and siate e

For guidance and sfoamation o5 10 ponmssio uso of (s fodoral fends, plase revew the
Fules, @d Froquently Askod
ment of th Troasiny Votesn

ing, phase contact Submirtabie &
sl e Conlact T Coranairis

Municipality - American Rescue Plan

If the user is logged into their account on https://alabama.submittable.com/submit, the top
right corner of the screen will display the user’s name with a drop down list. Click on “My
Submissions” within the dropdown list to check status of applications already applied for.

& alabamasuomitiablecomisubmit u &
ey, Team Accounts
State of Alabama ) Coronavirus Relief Fund State o Alzbama's CO.
User Account
My Submissians.
g My Proflle
My Setings
Sitenap

LOGOUT

Please Use Googée Chrome of Firefox as your intemet browser fof the best application
expenence

Weicome 1o the Stale of Alabama’s COVID-19 Reliel Program Applcation Portal

This portal provides access o applications for COVID-19 relief funding via the CARES Act
Coronavirus Rebief Fund and the American Rescue Plan

State of Alabama American Rescue Plan Local Fiscal Recovery Fund

The Amercan Rescue Plan prowdes funds for state and local governments fo respond to the
COVID-18 emergency, support the angoing public health response, and provide for econamic
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https://alabama.submittable.com/submit
https://alabama.submittable.com/submit

. CHECK STATUS OF APPLICATION

Go to https://alabama.submittable.com/login and sign in.

@ alabama.submittable com/login

State of Alabama

After signing in, “My Submissions” displays the applications applied for. If the applications
are not shown, the user’s initials in the top right corner will display a drop-down list.

B managersubmittable.comusersubmasionipages 1Rstats=all

-
b

=
submittableb Submissions - Déscover Saved  Following 0 e

Sigprare in n
» BriannaleagansBeompt..
Brianna Leagans q ot
Sart by date ] Personal Account

My Submissions

All Submissions Active Aocephed Dedined Withdriwn Saved Dralls Collaborations @ + Craate Universal Submission
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https://alabama.submittable.com/login

Click your submission title. The status of your application can be found here. A status of
“Received” shows a successful submission that has not yet been reviewed. Once your
application is assigned to an auditor for review, the status will update to “In-Progress”.

My Submissions

All Submissions Active Accepted Declined Withdrawn Saved Drafts Collaborations
Macon State of Alabama’s COVID-19 Relief Applig
BGVILLE State of Alabama’s COVID-19 Relief Applig

Users will receive an email every time the status of their application has changed. If the
application has been reviewed, and no changes are needed, the Status will be updated to
“Accepted”, upon approval.

Dear Brett Gantt,

Congratulations! This message confirms the acceptance of your submission to State of Alabama’s COVID-19 Relief Application Portal..

Thank you,

State of Alabama
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lll. EDIT APPLICATION

Use: https://alabama.submittable.com/login .

@ alabama.submittable.com/login

Go to “My Submissions.”

B managersubimibtable.comuser submesomspages T Rstatus=all

=
Submittableb Submissions  Discover Saved  Following 7] e

Brianna Leagans A e

My Submissions

Sitemaj

ibmissions  Active  Accepled Declined  Withdrwn Saved Drafls. Collabortions [()] ' Create Universal
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https://alabama.submittable.com/login

Click on the application in “Editable” status.

. . Sort by date ¥
My Submissions

All Submissions Active Accepted Declined Withdrawn Saved Drafts Collaborations @ + Create Universal Submission

Brianna City State of Alabama’s COVID-19 Relief Application Portal. - Munici... 05AM7/2021

Go to the “Forms Tab” and press the purple Edit button.

Submitted to State of Alabama’s COVID-19 Relief Application Portal. - Municipality - American Rescue Plan on 05/17/2021 (17 minutes ago)

ACTIVITY MESSAGES FORMS NOTE Download | Edit | Withdraw

Municipality - American Rescue Plan

Submitted on 05/14/2021
Municipality Name
Brianna City

Section L.

MUNICIPALITY INFORMATION
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Once changes have been completed, users must click “Submit Form” at bottom of
application to close editing for further review.

Certification and Assurance *

Certification.docx i

Date *

0517/2021

Signature *

EBrianna Leagans
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V. EDIT APPLICATION FROM EMAIL

If corrections are needed on the application, users will receive an email similar to the
screenshot below:

Banking Infarmation

o reply-to+lecheeda-1aed-£f96-aacd- 1889be00ebd0@email submittable.com

To Leagans, Brianna

i) 1 ehexe ar
Click ezt

our Bt

Please update the routing number listed on your application to match the routing number listed on your voided check

Tharik you,

Hate of Alabama

Funienizan Resoue Plan Team

fiiL i § CR VLW AITLCATION S

To edit the application, click “View Form” and arrive at the following screen where the
application will be editable:

B gy

Submittable”

Municipality - American Rescue Plan

Municipality Name *

Brianas Cay

Section |.

MUNICIPALITY INFORMATION

Municipality Name *

Brianna Cay

Street Address *

1234 Unier Read

Ciy *
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After editing, please “Submit Form” to close the application for further review:

Please enter your Award Amount in the field below: *
Please click on the hyperlink below te download the Certification and Assurance decument.

Certification and Assurance *

E Certification.desx

Date *

Signature *
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V. MESSAGES AND REQUEST TO EDIT

To send the State of Alabama a message, sign into the Submittable account following the
steps listed above. Or, follow the email and press “View Applications”:

Banking Information

To Leagans, Brianna

o reply-to+1ecéceda-1aed-4f96-aacd-1889be05ebd0@email. submittable.com

‘E' If there are problems with how this message is displayed, click here to view it in a web browser,
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

[

Please update the routing number listed on your application to match the routing number listed on your voided check.
Thank you,
State of Alabama

American Rescue Plan Team

[EW FORM VIEW APFLICATION.
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Under the messages tab, “New Message” can be used to send a message to the State of
Alabama. All messages can be found under this tab:

@ manager.submittable.com/user/submissions/20256206#page-message-20256206

Submittable D submissions Discover Saved  Following

Brianna City

Submitted to State of Alabama’s COVID-19 Relief Application Portal. - Municipality - American Rescue Plan on 05/17/2021(37 minutes ago)

ACTIVITY MESSAGES FORMS NOTE Download | Edit | Withdraw
New Message
From: Erianna Leagans
To: " State of Alabama’s COVID-19 Relief Application Portal.
Subject: *
Message: =
B J UHHZH3E = » ©

B Attach files or drag and drop here.

Cancel Send

To request to edit an application, click the blue Edit button:

Submitted to State of Alabama’s COVID-19 Relief Application Portal. - Municipality - American Rescue Plan on 05/17/2021 (37 minutes ago)

ACTIVITY MESSAGES FORMS NOTE Download I/ Edit | Withdraw

New Message

44 minutes ago
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Users will be asked to provide a message to the organization as to why the application
needs editing:

You are asking the organization to open this

ion for editing. If the
organization grants your request, you will receive an email with further
instructions.

Message to organization *

Cancel and Close Submit Request
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VI. COMMUNICATIONS

To ensure you get all emails and notifications for Submittable, please follow instructions on
the following link:

“How can | Safelist Notification Emails from Submittable?”
https://submittable.help/en/articles/3221476-how-can-i-safelist-notification-emails-
from-submittable

For technical issues, please contact Submittable at:
https://www.submittable.com/help/submitter/

For assistance with your application, please call the State of Alabama COVID Relief Office
at 334-353-2749.
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