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NPS Portal User 

• Click on the link to access the portal - https://myeco.force.com/grants
• If you do not have an account, select “Do you Need to Register?”

• In the next screen are two questions that are required:
1. Select what type of Application

 You are a NPS APPLICANT registering for a grant, select DWRA 
Applicant

2. Do you currently receive funding from another FL DEP grant program?
 You do not receive funding from any grant program, select No.

• Select Next to progress to the following screen. 

1. Login to the Salesforce Org
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• Complete the fields in the next screen to register on the portal and select Next.

• Please note:

o click on  to read more information about the field.

o enter the FEIN number in the following format XX-XXXXXXX

o enter the post code in the following format XXXXX-XXXX
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• The next screen will display confirming you have been registered on the community. Click
Finish.



5 

• You will receive an email notification welcoming you to the community and requesting that
you click on the link provided within the email to create your password.

• Once your password has been created, you are able to login to the community using the
username provided from the email sent to you and the password you have created.

2. Login to the Salesforce Org



6 

3. View Account record

• Once you have logged in using your username and password, you will see the home page.
• There are quick links that the user can select to access:

o Quick Links for users to access additional information

o Account Details

o Grant Requirements
o Apply for a Grant

• To view Account details, select Account Details tab.

• Click on the Account Name to view the record.
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• Grantee can view Account record from portal page.

• Click on the Account Detail tab
• Click on the Contact tab
• Click on the name of the Contact

4. View Contact record
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• Grantee can view Contact record from portal page

• From within the Contact record, click on Edit

5. Edit Contact record
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• The edit screen will display with fields that you are able to edit (i.e. Phone field, First Name, Last Name,
Mobile etc.)

• Make an edit to one of these fields.
• Click save

• To go back to the home screen, select the Home button
• Select the link Apply for a Grant.

6. Create Grant Application record
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• A screen with overview details regarding the Grant will be displayed. Click Apply for Grant
at the end of the page.

• Complete - PART I – GENERAL INFORMATION.
• Click Next through each screen.
• Part 1 must be completed in full to save.

• At the end of Part 1 the system will generate a Proposal Number. Make 
a note of your Proposal Number for future reference. 
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• Complete - PART II: PROJECT WATERSHED CHARACTERISTICS.
• Click Next through each screen

• Complete - PART III: DETAILED PROJECT DESCRIPTION.
• Click Next through each screen
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• Complete - PART IV – PROPOSED PROJECT ESTIMATED POLLUTANT LOAD REDUCTIONS.  
• Click Next through each screen 

 
 
 
 
 
 
 
 
 
 
 
 
 

• Complete - PART V: ADDITIONAL QUESTIONS FOR PROPOSALS WITH EDUCATION COMPONENT(s).  
• Click Next through each screen 


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• Complete - PART VI – CERTIFICATION, ATTACHMENTS, AND REFERENCES.  
• Upload relevant files and add a description for each upload. Click Finish when done. 
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• Select Account Details and then select the Grant Application tab to view the grant 

application. To open the application, click on the Project Number.
 

 
 
 
 

• Click on Edit 

• Grantee can edit Application record from portal page by clicking the Edit button on the record 
(the portal user cannot edit the application after it has been submitted for approval.)





7. Edit Grant Application record  
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• Select the Submit for Approval button to submit the application.
• The Application Status will change from Draft to Submitted. Once the Application has been submitted it 

cannot be edited. The application gets locked needs to be approved by Ashley (System Admin).
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• Select Account Details and then select the Grant Application tab to view the grant 

application. To open the application, click on the Project Number.
• Grantee can view Grant Application record from portal page. 

 
 

  
 

9. View Grant Application record 
 

8. Submit Grant Application record for Approval  
 




