Project Listing and Update System

Background

New York’s Clean Water State Revolving Fund (“CWSRF”) Program enables the New York State
Environmental Facilities Corporation (“EFC”) to provide interest-free, low-interest rate financing,
and additional subsidy, in the form of grants and principal forgiveness, to support a variety of
eligible water quality improvement projects, including municipally owned treatment works
projects, stormwater/nonpoint source projects, and national estuary projects.

The Federal Water Pollution Control Act (“Clean Water Act’) requires the State to annually
prepare a plan identifying the estimated and intended uses of the CWSRF funds and a description
of how those uses support the goals of the CWSRF. To meet that requirement, the State prepares
an annual Intended Use Plan (IUP), which provides information on types of financial assistance
available, sources and uses of CWSRF funds, and provides a priority list of projects that are
eligible for financial assistance during the IUP Period (October 1 — September 30). The IUP
contains two lists of eligible projects:

e The Multi-Year Project Priority List (“the Multi-Year List”) identifies all projects for which
applicants have expressed an interest in receiving CWSRF financial assistance.

e The Annual List identifies projects that EFC may provide financial assistance to in the IUP
Period. The Annual List is a subset of the Multi-Year List.

To list a project on the IUP, an applicant must submit project information through EFC’s Project
Listing and Update System (“PLUS”), including:

e contact information;

e a description of the project’s scope;

e a current project budget, incorporating reasonable contingency and forecasted inflation
factors;

e a project schedule; and

¢ confirmation of acceptance of program requirements.

When EFC has the above information, a project will be included on the Multi-Year list. For a
project to be included on the Annual List, an applicant must submit an acceptable engineering
report and a completed Smart Growth Assessment Form. EFC accepts new project listings on a
continuous basis. Please see the current CWSRF |UP for the deadline for applicants to submit
their project information to have their projects listed in the Draft 2024 [UP.

The sections below provide guidance to applicants regarding how to use PLUS and how to
successfully submit a listing form.



PLUS Access

In 2022, EFC converted PLUS to a new technology platform. All users will have to create
accounts in the new PLUS, as follows:

Click on the Home button

Click on the “+Request Authorization for a new Municipality”
Select a customer in the “Municipality” drop-down menu
Click the “Update” button
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Clicking “Update” will send a request to EFC to establish an account. EFC will review the request
and may contact the user to determine the appropriate access to provision to the user.

Users that made a saved update in the old PLUS system on or after January 1, 2020 will
automatically have the same authorizations in the new PLUS if the user creates their new PLUS
account with the same email as their old plus account.

If EFC approves the request, the user will be able to submit forms, see forms, and/or administer
accounts, depending on the access provided.

Navigation Overview

Home Page

The Home page has four components:

¢ Announcements from EFC - displays announcements from EFC.

e Your Project Forms Summary — shows counts of the various forms you can work on or
have submitted.

e Your Municipal Authorizations — shows the municipalities the user is authorized for as
well as more granular abilities (e.g., submitting forms) for each municipality.

e Your Pending Municipal Authorization Requests — shows any pending authorization
requests the user has made.

Forms Page
Your Project Forms

This section lists all forms a user is authorized to view and/or update, for all municipalities the
user is authorized to access. A user may select a row by clicking on it. The buttons in the “Actions
on Selected Project Form” allow a user to act on the selected form.



Forms can be sorted by clicking the column headers. Multiple columns can be in the sort order.
Keep clicking a column with a sort indicator (' ') in it until the sort indicator is gone to remove a
column from the sort order.

Action Buttons

e Open Form — Opens the Project Form page where forms can be viewed and edited.

e Validate — Checks the selected form to see if it passes all the requirements to be
submitted. Either a message that it passes or a popup with all the Validation Errors will
display. The Validation Errors popup on this page will close if you go to another page.

e Submit - If the selected form passes validation testing, the Municipal Authorization popup
will open for the responsible party to sign before submitting. Once submitted, a form can
no longer be edited.

¢ Form History — Opens a page that shows the Submittal History of a form.

¢ Delete — Deletes the selected Listing Form. This is only possible with Listing Forms that
have not been assigned a Project Number.

e Print- Opens a report showing all data for the selected Form. The report can be exported
to PDF.

e New Listing Form — Creates a new Listing Form. If the user is authorized for more than
one municipality, the user will be prompted to choose the municipality for which the new
form will be created. Users will be automatically authorized to view any Listing Forms they
create.

Users Page

This page is only visible to users that can administer a municipality. On the Home page, in the
“Your Municipal Authorizations” section, the “Can Administer?” field must be “Yes” to access this

page.
Users Authorized for [Municipality]

This section lists all users authorized to view and edit forms for the municipality you administer.
The administrator can:

o Edit certain permissions on an authorization record;

e Delete an authorization record to remove that user’s ability to see and work on forms for
this municipality; and

e Approve a user account request for the municipality.



Click the plus sign (+) to the left of a user's email address to show individual Project Form
Authorizations. Project Form Authorizations are only enabled for users that do not have “Can
See All Forms?” access (see Home page, “Your Municipal Authorizations”).

Authorization Requests for [Municipality]

This page displays pending requests. A user can delete or grant requests, and set “Can Submit
Forms?” and “Can See All Forms?” access before clicking Update.

To grant a request, edit it and check the “Granted?” checkbox.
Help Page
e User Manual - Click the link to download the PLUS User Manual.

e Training Videos — Click the link to view Training Videos.

e Submit a Question — Type in a question and click “Submit Question to EFC” to send your
question to EFC. Please include in your question the municipality and project your
question concerns.

Submit a Listing Form
To submit a Listing Form:

1. Click on the “Forms” button.
2. Click on the “New Listing Form” button in the “Other Actions” section in the bottom-right
corner of the page.
3. There are two scenarios:
a. If a user is authorized for only one municipality, the Listing Form will display
immediately.
b. If a user is authorized to create forms for multiple municipalities, a screen will
appear to select a municipality. Click the “Select” button for the municipality for
which you wish to create a form and a Listing Form will be displayed.

The sections below provide relevant guidance to complete each tab of the Listing Form, and to
successfully interact with the three Actions buttons in the header (Print, Validate, and Submit).

Fields with a bold border are required for Submittal. You can save changes without filling them
in, but to Submit the form, they must be entered.

Project Scope

This tab asks the user to provide general project information. Click the Edit button to open the
form for updates. Click the Save button to save your changes or click the Cancel button to leave
Edit mode and discard your changes.



Project Name and Project County are the only two required fields on the page. However, users
are encouraged to provide as much information as possible by completing all fields relevant to
their projects.

Contacts

This tab asks the user to enter the Municipal Representative and Consulting Engineer for the
project. For the Municipal Representative, the user must enter:

e First Name
e Last Name

e Address
e City

e State

o Zp

e Phone
e Email

All Consulting Engineer fields are optional. However, users are strongly encouraged to complete
all Consulting Engineer fields if the consulting engineer is known.

Click the Edit button in either section to open that contact for updates. Click the Save button to
save your changes or click the Cancel button to leave edit mode and discard any changes.

Schedule

This tab requires the user to enter various dates to inform EFC of progress to date and/or targeted
completion dates. Click the “Edit Project and Application Schedules” button to open all sections
for updates. Please note that target dates must be in the future and actual dates must be in the
past.

Project Schedule
Please complete all fields in this section.

e If a project requires a Special Improvement District (Question #1 = Yes), a message will
display requesting a document of type “District Formation Resolution” to be uploaded
before submitting the Listing Form. See instructions in the Documents section to upload
the document.

e Ifauserintends to submit an engineering report with the List Form (Question #2.b = “Yes”),
a message will display requesting a document of type “Engineering/Technical Report”.
See instructions in the Documents section to upload the document.

Application Schedule

Please complete all fields in this section.



e The financing application date (Question #6) must be at least six months before the
anticipated financing need date (Question #7).
e The anticipated financing need date must be after the start of the new IUP Period (October

1).
Contracts Schedule

Please complete all fields in this section. A user must enter at least one contract to be able to
submit a Listing Form. Users may add contracts (“+ Add Contracts” button), delete contracts, or
edit contracts. All contracts must have all date fields completed to allow the user to submit the
Listing Form.

Budget

This tab requires the user to enter project budget amounts by budget category and identify funding
sources for the project other than EFC financing. Click the “Edit” button to open the “Project
Budget and Funding Sources” and “Other Funding Sources” sections for editing. The bottom
section will populate automatically based on other values entered.

Project Budget and Funding Sources

e Please enter all amounts relevant to your project.
e The aggregate amount of the construction contracts entered in the “Contracts Schedule”
section of the “Schedule” tab will automatically populate in the “Construction Costs” line.
e All costs other than Construction Costs must be entered manually.
e EFC suggests Total Project Contingencies, inclusive of inflation, of:
o 35% for projects that are under design;
o 25% for projects that have completed design; and
o 15% for projects for which bids have been received.

Other Funding Sources

While in edit mode, an “+ Add Other Funding” button appears that allows the user to add funding
sources. Please complete each field and then click the “Update” button to add the funding source.
Note that clicking the Save or Cancel button before clicking the “Update” button will cancel any
pending changes and not save the new funding source row.

Once all funding sources have been added with the “Update” button, click the “Save” button to
save your changes.

EDUs
This tab requires the user to enter EDU data. Click the “Edit” button to open the fields.
Documents

This tab allows a user to upload documents and see documents that have already been uploaded.



Expected Documents

Based on the user's answers to questions in other tabs, this section will populate with a list of
documents the user should upload. EFC recommends using this section as a checklist to ensure
all relevant documents are uploaded prior to submitting the Listing Form.

Upload a Document

1. In the drop-down list, select the Document Type relevant to the document you wish to
upload. For example, answering “Yes” to Question #1 on the Schedule tab (indicating the
project requires the formation of a Special Improvement District) will cause “District
Formation Resolution” to be listed in the Expected Documents section. In this instance,
the user should select the “District Formation Resolution” document type.

2. Users have the option to enter a description.

3. After selecting a Document Type, “Step 3: Select a File” will appear. Click the “Select
files...” button to add a file to upload.

4. Click the orange “Upload” button.

Uploaded Documents

Documents that have been uploaded will appear in this section. Users can click the “Delete”
button in the appropriate row to remove a document.

M/WBE - EEO

This tab delineates EFC’s requirements regarding minority- and women-owned business
enterprises (“M/WBE”) and equal employment opportunities (“EEO”) for minority group members
and women. Before submitting a project form, an authorized representative must certify that they
have read and will follow the guidelines by:

¢ Clicking the “Edit” button;
¢ Typing their name in the “Authorized Representative for Applicant” field; and
e Clicking the “Save” button.

Clicking “Save” will record the date the authorized representative certified they read and will abide
by the program requirements, and that the information submitted on the Listing Form is accurate
and complete to the best of their knowledge and belief.

Acknowledgement

This tab identifies and describes the various policies the authorized representative must
acknowledge before submitting the Listing Form. Click the Acknowledge buttons to indicate your
awareness of the policies and your authorization to do so on behalf of the municipality.



Header

Print — A new page will display previewing the document that can be printed. A user may
then export ( ) or print (=) the document by clicking the appropriate buttons.

Validate — A window appears that lists all Validation Errors. This window can be left open
while editing the form and changing tabs.

Submit — If the selected form passes validation testing, the Municipal Authorization popup
will open for the responsible party to sign before submitting. Once submitted, a form can

no longer be edited.



