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1. Login to the Salesforce Org

• Click on the link to access the portal - https://myeco.force.com/grants 

• If you do not have an account, select Register and complete the registration form on the Portal 
to get access. 

• Once you have registered on the Portal the user will be sent an email with a link to create a
password. Once the user logs in using their username and password, they will see the home page.

• There are quick links that the user can select to access:
o Account Details

https://myeco.cs94.force.com/grants
https://myeco.force.com/grants/
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o CVA Grant Requirements
o Apply for a Grant
o Quick Links for users to access additional information

2. Account Details

• To view Account details, select Account Details object.

• There are different list views under the Account Details Object:
o Account
o Contact
o Grant Application
o Grant Agreement
o Reimbursement Request
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• The name of the Account is listed. To view the account details the user can click on the name of 
the account or select view all if there is more than one account for the user.  

 

 

 

 

 

• When the user clicks on the name of the account, the account record will display. 
• The user will view the Details tab (address, contact details etc.) and Related list tab (Contacts, 

Grant Applications and Grant Agreements associated to the account). 
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3. Contact 
 

• To view all contacts associated to the account select View All. 

  

 

 

 

 

 

 

• The list of contacts will be displayed. The drop-down arrow at the end of the row allows the user to 
edit the contact record. 

• To email the contact, select the contacts email address. 
• To view the contact record, select the contact name. 

 
 

 

 

 

 

• The contact record displays the details for the contact. Select Edit to edit the record. 
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• The Edit Contact screen will display, 
and updates can be made to the 
contact record. Click Save. 

• To go back to the home screen, 
select the Home button . 

 

 

 

 

 

 

4. Apply for a Grant 
 

• Select the link Apply for a Grant.  

 

 

 

 

 

 

 

 

 

 

• A screen with eligibility questions will be displayed and users will select their answer (Yes or No) 
by clicking the button. Click Next.  
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• If the user has answered the questions and is determined to be ineligible to apply for the Grant 
funding, they will see a screen like the one below. 

 

• If the user has answered the questions and they are eligible to apply for the Grant, they will receive 
the message confirming they are eligible and that they need to create an account for their facility 
and to submit the grant application. Click Next. 
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• The Application screen will display. Complete all fields.  

 

 

 

 

 

 

 

 

 

 

 

 

 

• In the application there are fields where the applicant will need to select a link that will take them to 
an external page where they can verify: 

o Impaired waterway 
o Find the facility location/coordinates 
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• PLEASE NOTE: Users MUST select the Certify checkbox. This is to confirm the user is an 
authorized agent for the named entity, and to verify that their facility is in regulatory compliance 
with the Florida Department of Environmental Protection, and all local, state, and federal permits 
and approvals applicable to their project. The application cannot be submitted if this checkbox 
is not checked. 
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• Once the application has been completed the Grant Application record will be displayed. The 

application status will be displayed in Draft status.  

 

 

 

 

 

 

 

 

 

 

 

• Scroll down to the end of the screen. The Application Budget Categories will need to be added 
to the Grant Application. Enter the amounts and click into the next row; the calculations are done 
automatically, and they are saved automatically by clicking out of the field. 

 

 

 

 

 

 

 

 

 

 

 



   
 

11 
 

 

• Users will have the option to edit the application details by selecting the Edit button.  
• Please Note: it is recommended that applicants view the checklist of required documents. Select 

List to access this information.  
• The user will upload their required documents as part of their Grant Application record. To do this, 

they will select Upload Files. They will select the file stored on their PC and select Open. 

 

 

 

 

 

 

 

 

 

 

 

 

 

• The file will be uploaded to the Grant Application. Select Done. 

 

 

 

 

 

 

 

• The Grant Application record will display the attached file. 
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• To delete a file, select View All. This will open the list view of your files. Select the drop-down 
arrow next to the file to be deleted. Select Delete. Select the Grant Application name to go back to 
the Grant Application screen. 

 

 

 

 

 

 

• Once the user is ready to submit their application they will select Submit for Approval 
. 

• The Submit for Approval comments 
screen will display, and the user can 
include any comments and select Submit. 

 

 

 

 

 



   
 

13 
 

 

• A confirmation message displays that the grant has been approved. The status will then be 
changed from Draft to Application Submitted. 

• The user will receive an email letting them know their application has been received by DEP.  
 
 
 

 

 

 

 

 

 

 

 

 

 

 

5. Grant Application Tab 
 

• Select the Grant Application tab to view the grant application. To open the application, click on 
the Project Number. 

 

 

 

 

 

• Once the Grant Application has been submitted to DEP for approval and they have approved the 
submitted application, the application status will change to Application Approved. 
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6. The Grant Agreement 
 

• Select the Grant Agreement tab to view the grant application. To open the application, click on the 
Agreement Number. 

• The status of the Agreement is displayed. The user will be notified via email once the Agreement 
has a Status of Executed (i.e. it has been approved).  

 

 

 

 

 

 

• The user will need to upload their Deliverables. To do this, select Upload Files. 

 

• They will select the file stored on their PC and select Open. 
• The upload screen will display showing that the file was uploaded successfully. Click Done. 
• Click Next 
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• Select the Deliverable that is associated with the file that was uploaded. Click next 

 

• Select the checkbox to add another Deliverable file upload. Click Next. 

 

 

 

 

• This will take you to the screen where you can select the file and go through the upload process 
again. 
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7. Create a Reimbursement Request 
 

• Navigate to the Account Tab and select the Grant Agreement by clicking on the Agreement 
Number. 

• The Agreement record will display. Scroll down to the Reimbursement Request related list. Select 
New. 

 

 

 

 

 

 

 

 

 

 

 

 
• The Reimbursement Request screen displays. Complete all the fields and select Save. 
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• The Reimbursement Request record is saved. The user can scroll to the Reimbursement related 
list and select the link to open the Reimbursement request. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• The record will display the Budget Categories. Update the amount being requested for 
reimbursement under the Amount column for each Budget Category. Refresh the screen so all 
the information is populated. 
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• Note: When adding amounts in the Budget Category table, the values will automatically be saved 
when you click out of the amount field. There is no save button required. Additionally, the 
calculations will be adjusted automatically.  

• Select Submit for Approval. The Submit for Approval comments box will display, add any relevant 
comments (if any) and select Submit for Approval. 
 

 

 

 

 

 

 

 

 

 

 

 

• DEP will process the Payment Reimbursement request and Approve / Reject the request. If 
approved the status is changed to Approved. 
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8. Status Reports 
 

• The portal user will create Status Reports and 5-year Gallon Reporting. 
• Navigate to the Grant Agreement object. 

 

 

 

 

 

 

• Scroll to the Status Report related list. 
• Select New. 

  

 

 

• Select either: 
o Quarterly Progress Report Form 
o 5 Year Quarterly Gallon Pumpout Reporting Form 

• Click Next 

 

 

 

 

 

 

• For this example, we selected the record type - Quarterly Progress Report Form. The form will be 
displayed, and the portal user must fill in the fields and click on Save. 
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• The Status report is submitted, and the record is displayed in the Status related list. 

 

 

 

 

 

 

 

9. Amendments / Change Orders (Read Only) 
 

• The User will have Read Only access to view the Amendment/Change Order records.  
• To access the Amendment/Change Order related list navigate to a Grant Agreement record and 

scroll to the Amendment/Change Order related list. 
• Click on the Amendment Name to view the record. 
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