Environmental Facilities Corporation
How to Use PLUS

This webinar series introduces the Project Listing and Update System (PLUS), a web-based

form used by municipal officials and their consultants to list wastewater projects they are
interested in funding with the Clean Water State Revolving Fund (CWSRF). This webinar
series provides a step-by-step walkthrough on how to create an account, navigate the

website, edit forms, and submit updated project information.

Part 1: Getting Started

Posted: June 2023 (duration - 9:07)

Summary: This webinar provides a step-by-step walkthrough on how to register for the
Project Listing and Update System (PLUS), how to navigate the website, and how to use the

Action buttons upload and edit forms.

Timestamp: | Introduction & Series Summary
0:05 e Part 1: Getting Started
e Part2: Listing a Project
e Part 3: Updating a Project
Project Listing and Update System (PLUS) is a web-based form used by
municipal officials and their consultants to list wastewater projects they
are interested in funding with the Clean Water State Revolving Fund
(CWSREF).
1:26 Registering a PLUS Account
PLUS log in page
When registering, use municipal email address. Email will need to be
verified and often verification email will land in junk/spam folder.
3:30 PLUS Home Screen
PLUS User Manual available under HELP on left menu bar
Authorization
e New users must request authorization for municipality prior to
uploading information. Authorization typically granted within one
business day.
e Select municipality from alphabetized drop down, click update.
4:53 Contractor or Consultants Authorization
Authorized municipal users may approve access to contractors or
consultants to update the application on their behalf. It may be done with
EFC administrator approval or by the municipality by:
1. Click USERS on left menu bar



https://plus.efc.ny.gov/Identity/Account/Login
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2.

3.

Click EDIT button for contractor email address from Authorization
Requests box
In GRANTED column, click yes. Then click UPDATE button.

6:22

Forms

Forms can be accessed from the FORMS tab in the left menu box. Forms
will be displayed in a table format, and action buttons are located at the
bottom of the screen.

Action buttons:

OPEN FORM: Select form needing update from table, click OPEN
FORM to edit. Forms needing updates cannot be deleted.

NEW LISTING FORM:

VALIDATION: checks forms for completeness and will list any
missing components

SUBMIT: Use to list completed forms

FORM HISTORY: See the project history of completed forms
DELETE: Removes unneeded/unnecessary forms

PRINT: Allows user to general a printed summary for record keeping

Part 2: Listing a Project

Posted: June 2023 (duration — 8:28)

Summary: This webinar focuses on how municipal information is listed on the PLUS
website during the application process, how forms are edited, and how required project
information is categorized.

Time Stamp | Summary
0:00 Introduction
1:38 Creating a New Form
1. Login
2. Click‘New Listing Form’ button in bottom right corner
2:12 Form Edit Page & Project Scope Tab

At the top of the page, complete tabs from left to right. To enter data on
each table, click the EDIT button to begin.

1.

L

Project Scope

Contacts

Schedule

Budget

Equivalent Dwelling Units (EDUs)
Documents
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7. Minority and Women Owned Business Enterprises & Equal
Employment Opportunities (M/WBE-EEQ)
8. Acknowledgements

Required information is outlined in black boxes.

Some Project Scope Examples:
e County
e Population
e Median Household Income
e SPDES permit enforcement information

3:36

Contacts Tab

Contact Examples:
e Municipal representative
e Consulting Engineer
e Minority Business Owner

3:58

Schedule Tab
Some schedule requirements will prompt the user to upload
documentation

4:45

Budget Tab

5:08

Equivalent Dwelling Units (EDUs)

5:36

Documents Tab

Examples:
e Project location map
e Engineering report
e Award letters

6:06

Minority and Women Owned Business Enterprises & Equal
Employment Opportunities (M/WBE-EEO) Tab

6:24

Acknowledgements Tab

Acknowledgements are validated individually. Examples include:
e State Smart Growth Public Infrastructure Policy Act conformance
e Intended Use Plan Annual List requirements
e Davis-Bacon requirements

6:43

Form Validation

Check the form for completeness by clicking the VALIDATE button at the
top of the page. Errors orincomplete fields will be identified by tab and
question number for easier navigation.

7:30

Form Submission

After validation, click the SUBMIT button. A popup will notifying user of a
successful submission, and a message will be sentto an EFC engineer
that a form has been submitted. Upon review, if the form requires revision,
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the form will be unsubmitted by the EFC allowing edits prior to
resubmission.

Part 3: Project Updates

Posted: June 2023 (duration - 5:17)

Summary: This video provides a walkthrough of how to identify required project updates

and how to resubmit current project information.

Time Stamp

Summary

0:00

Introduction

This video will discuss:
e Why project updates are required
e |dentifying project update forms
e Requirements for updates

1:10

Why are project updates required?

Updates are needed for projects that are not actively reaching a financing
agreement with the EFC through the CWSRF. Over time, project
schedules, budgets, and scope can changes, and updates are needed in
drafting an Intended Use Plan with the most accurate information.

1:58

Identifying Project Update Forms
Select the FORMS page from the navigate bar on the left of the screen.
Project forms will be listed in a table format, and those needing attention
will be have ‘update’ in the Form Type column.
1. Open the form to update
2. Complete the required fields in each of the 8 tabs across the top of
the screen from left to right, starting with Project Scope.

3:00

New Information
1. Equivalent Dwelling Units tab
2. Project Scope tab: regarding Emerging Contaminants, median
household income, and population.

4:14

Validate for Completeness & Submit

A pop-up notification will confirm a successful update. Upon review, any
form requiring further attention will be unsubmitted by EFC for additional
updates.




