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APPLYING FOR APH FUNDED OPPORTUNITY

PART 1 - THRESHOLD REVIEW

PARTNERGRANTS TRAINING

PURPOSE:

The purpose of this training is to assist a non-profit organization through the first of two application stages for
available Austin Public Health funding within the PartnerGrants on-line contract management system.

The first step when applying for available APH managed funds is establishing an agency’s organizational capacity to
enter into a contract with Austin Public Health and the City of Austin.

If an organization demonstrates that essential non-profit organization standards will be met, the applicant will
then be notified by email to return to the PartnerGrants system to complete the remainder of the application
process. Should this occur, please review the instructions on Applying for an APH-Funded Opportunity Part 2-
RFGA Application of this training.

REGISTERING AS A VENDOR:

All non-profit agencies need to be registered as a potential vendor with the City of Austin, if that has not already
been done, the first step is to create a vendor account through the City of Austin’s Financial Online system:

If you run into any challenges while completing the registration information for finance office, you can contact the
City’s Vendor Registration office at (512) 974 2018 for assistance. Once the process has been completed, please
make note of your organization’s assigned vendor code as this will be required once you return to register in the
PartnerGrants system.

If you are unsure if your agency is already a registered vendor, you can search for the agency’s legal name through
the Registered Vendor Search website.

USING PARTNERGRANTS TO APPLY FOR A FUNDING OPPORTUNITY:

Log-in to the PartnerGrants system website.

If you have not already registered in e P
PartnerGrantS’ SEIeCt the Optlon to RegISter Click HERE 1o use your City of Austin Login m | Public

: —
If you do not have a City of Austin account, please login by entering your

Here and complete the required steps. User 1D and Paseword below

User 1D:* |

Password: | ] o SreTeT
@ Register Here

Forgot User 1d?
Forgot Password?




LOCATING THE FUNDING OPPORTUNITY:

Once logged-in, from the Main Menu, select Opportunity to bring up a listing
of all available funding opportunities. From this listing you can select the
posted Funded Opportunity title that you intend to apply for, if more than one posted opportunity is available, you
are premitted to apply for each seperately.

't? Opportunity

NOTE: SINCE EACH FUNDED OPPORTUNITY CONTAINS DISTINCT DOCUMENTS, DEADLINES,
OBJECTIVES, GOALS, ELIGIBILITY REQUIREMENTS, AND/OR EVALUATIVE CRITERIA, EACH IS TREATED
INDEPENDANTLY FROM ANOTHER.

Once you have selected the posted Funded Opportunity Title you intend to apply for, review and keep track of all
Opportunity details, deadlines, attachments, and links. These will be necessary to help your agency prepare its
application and manage its time wisely.

If you have a question during the Funded Opportunity’s question submission period, you can select the Ask A
Question link to submit an inquiry and then select the Save button to forward it on for a response.

Opportunity Details Copy Existing Application | Start a New Applicati s:~

Ama e - _ .

For the sake of fairness, once each question has been moderated, the question and response will be viewable for
all other applicants to see.

STARTING THE APPLICATION:

If you are returning to complete an application you have already started, it will appear in the Current Application
section. To continue editing, select your profile’s application title. Otherwise, select the Start a New Application
button.

Opportunity Details Copy Existing Application | Start a New Application [jAsk A Question

Ama e - _ .

In the General Information Form, complete all fields, including a Project Title for your Application, select your
organization, and then click on Save.
General Information
Primary Contact:* . OTHER v
Project Title:
(limited to 250 characters)*®
Authorized Official:* . OTHER v

Organization: * ¥
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Select Go to Application Forms to open the Application Form page and then

select the Pre-Application Threshold Checklist link and review the
instructions for the form. Go to Application Forms

COMPLETING THE PRE-APPLICATION THRESHOLD CHECKLIST:

The first section to complete is for the
X A i Board of Directors
Board of Directors, all information should be
. The Board meets regularty (at least
completed and the required documents four times per year). *

H H Board members have specific terms
uploaded via the Choose File buttons. With beginaing and anding datas® & Yes © No

Yes No

Board must have composition, size,
Once all Board of Director information and terms, and other functions that are In. @ Yes © No

compliance with the Agency’s bylaws*

required documents have been uploaded, Bacl mamabars Mt sacaive 56

.. . terial i for thei .
scroll down to the Agency Administration B R R
section and complete the required Documentation Required for this section
information — including uploading the Current Board of Directors Bylaws * | Choose File | No file chosen
required documents again using the Choose List of Board Members and Positions
. supports the composition stated in the | Choose File | No file chosen
File buttons. by-laws”

Four Approved Board meeting minutes

. . . e . in one annual period showing that the i
The final portion is the Agency Certification Baard meels al least four times per Choose File | No file chosen

form, carefully read through the options i

and select the appropriate answers, use the Choose File buttons to upload the required Board Meeting
information and the Signed Application Threshold Checklist, scroll to the top of the screen and select the Save
option, and then
select Mark as
Complete to return
to the Application Mark as Complete | Go to Application Forms

Forms window.

Make sure that all sections have now been marked as complete and then select the Submit button to finish. You
will be shown an Application ID that should be written down for future reference.

Application Forms Application Details | Submit | Withdraw
Form Name Complete? Last Edred
General Information v 121122019
Pre- Application Threshodd Checkiist v 1211212019
NEXT STEP:

Once you have completed the above steps, you may log-out of the PartnerGrants system. Your submitted Pre-
Application Threshold Checklist will be reviewed and, depending on the number of additional applicants and
reviewer’s availability, the process may take up to a week to complete. Your agency will be notified via email of the
result. If approved, the email will advise you to log back into the PartnerGrants system to complete the application
process. If this occurs, refer to Part Il of the training, Applying for an APH Funded Opportunity part 2 — Final
Application Training.
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APPLYING FOR APH FUNDED OPPORTUNITY-

PART 2 - RFGA APPLICATION

PARTNER GRANTS INSTRUCTIONS

PURPOSE:

To assist a non-profit organization through the final application stage for available APH funding within the
PartnerGrants web system

Note: this is the second of a two-part series. If you have not reviewed or completed the first of the application
phases, and the posted funded opportunity’s pre-application deadline has not yet elapsed, stop now and see the
Applying for an APH Funded Opportunity Part 1 — Threshold — Training.

QUICK INFORMATION:

e Only organizations that formally submit a threshold checklist, prior to the expiration of a posted funded
opportunity’s pre-application deadline, are eligible for consideration to continue the application process
for that same opportunity.

e Following COA staff review of the submitted threshold checklist and its supporting documents, a
determination will be made of an agency’s organizational capacity to enter into a contract with Austin
Public Health and the City of Austin.

e If your organization is among those notified to return to the PartnerGrants system to complete the final
application phase, you may do so any time before the opportunity’s standard application submission
deadline elapses.

INSTRUCTIONS:

1. To begin, in the internet browser of your choice, in the URL, enter
https://partnergrants.austintexas.gov

2. Login with your authorized user id and password.

From Main Menu, Select Opportunity.
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4. Select the funded Opportunity Title you are applying for.

a. Besure you have reviewed all
Opportunity Details, to include
deadlines, descriptions, website
links, moderated questions and
answers, and download
attachments.

b. Though most funding
opportunities will require some
combination therein, each
attachment will necessitate one
of the following:

1. Beforinformational
use only

2. Require your review,
completion, signature,
and reattachment in an
upload field

.

Description

This area will provide essential information reagarding why the Cpportunity Details, 1o includs deadlines, descripiions, website links, moderated

questions and answers, and download attachments.

Attachments

Clek o the File Mame fo apen attachment
Description
Offer Shest - Draft
Standard Purchasing Definifions
Standard Soliciiation Informatian - DRAFT
Supplemental Fuichase Provisions
Application Scape of Werk
Application Thiesnold Checkist
Chont Eligitiity Requirements
Program Budget and Narative
Standard Agreement Boiler
Non-Drscrimination and Non-Retalation Certification
Nen-Suspension or Debarment Cenication
Non-Collusion, Non-Conflict of Inferet, and Ant-Loboying Cetdicabon

Website Links

File Name
A - Offer Sheet_RFA.001.LGETQMAQoL NPS DRAFT.docx
B - Standard Purchase & $oci:
C_-Swndard_Solicitation_lni

vices Definitions.pdf

on DRAFT pdl

D - Supplemental Purchase Provisions DRAFT.docx

E - Application Scope of Work 001-LGBT-QOL TPS.docx

F. RFA_-_Apglication_Thresnola_CRecklist - with Required Backup 1or PG00
G_-_Client_Eligibility_Requirements.paf

H - Program Budget and Narrative Form.xlsx

1. Standard AGREEMENT Boller Rev 4-5-2017.pa1

. Equal Employmit Fair Hsa NonDiscrimination Cert (rav 11-14-19].pd1
K_-_Mon-suspension_or_Debarment Cerlification.par
L_-_Non.Collusion_Non-Conflict_Anti.Lobbying.pdt

File Size
49KE
KB
187 KB
KB
43 KB
1xE
212 KE
2T KB
21 K8
KB
2K8
137 KB

Ciick on the UL 9 go o websits
URL

ent.cim?s=T3&p=160

tp ation.
Services-and-Care-for-LGBT-People.pil

NHpS:wa. CHA-
CHIP/2018_Travis_County_CHIP_FINAL_9.12.18.pdI

g-nciusive.

i Flvl=280
youtubs.comiwatch v}

omiwatch Pv=ve

Bloomfire
outcome-metrics-master-ist
areve it cifie Tt Filee o s MoalthiC A

[ E e

3302571

Description
About APH Social Services
Strategic Direction 2023 (SD23)

Providing Inclustve Services and Care for LGET Pacple

Community Health improvement Plan (CHIP)

Culturally and Linguistically Appropriate Services [CLAS) Standargs
Apgiying for an APH Funded Opperundy-Part | Threshold

Appiying for an APH Funded Opportunity-Part || Fimal Application
Exampéa SD23 Matrics

3. Require field data-entry within an actual application form
5. Select “Apply Final” link to the far right of the Application Title you are returning to complete.

_ Austin
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DyMeny | 3 Help | ¥ Log Out
(2 opportunity

Current Applications
Any privvously created aopications, far this opoo
aoplication, chck on the Copy Existing Appdcaiion s
D Round
03871 Fre-Applcation

Test Application Project

Opportunity Details
03870-RFGA-001-Available Test Funding-QolL-NPS

<3 Back |

Status.
Approved

Apply Final

undty, appaar batow. To start & new sppiicaton for ifvs oppoardundy, Clok the Starf a New Appiication lnk ar fo copy data fram an ald
LS

Application Title

<4

Copy Existing Application | Start a New Application | Ask A Question

6. Complete fields. Click “Save”
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FILLING OUT THE APPLICATION:
' Austin
e Select “Goto | AP public
Application Forms” [=r= .
o You will @rwenu | J) Help | i Log Out < Back | | (G Edit]
notice new @Aﬁ’i’ﬁ“ﬁ"”
app“cation Application: 03873 - Test Application Project
f Program Area: Social Services
orms now Opportunity: (3870 - RFGA-001-Available Test Funding-CoL-NPS
a p pea r‘ Application Deadline: ()2/06/2020
(0] Since each Instructions
This page must be completed snd ssved before proceading with the reat of the applicalion Arocesa
funded

General Information

opportunity &

System I0: 03373
contains its Project Tile: Test Application Praject
Primary Contact: - OTHER

own set of PRl ot

application Organtzation: Test Grantee Organization

fo rms to m Last Ediled By - OTHER, 122672019
complete,

the number and type of forms shown may vary greatly.

e  You must select and complete each form separately and repeat until all displayed forms are marked as
complete.

Austin

‘w Public

@rmenu | [ Help | ¥ Log Out <y Back | (B, Print|

@ Application

: 03873 - Test ication Project
Program Area:  Social Services
Oppertunity: Q3870 - RFGA-001-Available Test Funding-Cal-NPS
Application Deadline:  (2/06/2020

Instructions

ng The check mark beside
ication cick the Sutwmit

The required application foms sppear below. Please nole: Click
the form i wdicalor thaf the fanm has been comgpi
Butfan,

Application Foerms Application Details | Submit | Withdraw
Farmn Name Complete? Last Edited
General Information o 1226208

Program Performance Measures
Program Eudget and Namative
Required Applicant Documents

e If you as Primary Contact would like to assign other people from your organization to assist in the
preparation of the application, each must be registered within the system first, then assigned by you
against the application’s workflow.

o Toregister additional agency users, return to the “Main Menu”, go to “My Profile,” scroll down and select
your associated organization’s name, scroll down to “Register Users” and examine this list. Select “Add”
to complete the form for each person needing access that is not yet listed. The system will send each
their own user id and temporary password, once you select Save.

e Once registered, select the “General Information” form within the application itself and then “Edit”

e Inthe “Additional Contacts” field, press “Ctrl” key and mouse click to highlight up to three additional
registered organizational users. Then click “Save”.
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FORM EDITING:
There are a few things to consider when completing forms throughout the PartnerGrants system:

Be sure to review any instructions provided at the top of each form before completing a form, as it contains
important information that can help complete the form.

Further, form editing is enabled at each section level:

For sections containing single response questions or upload fields, select “Edit” at top of page.

m—l Public
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Application: 03873 - Test Application Project
Program Area:  Social Services
Opportunity: (3870 - RFGA-001-Available Test Funding-CoL-NPS
Application Deadline:  (12/06/2020

Instructions
Note: This is & Mult-part formy; foliow instuctions carefily!
To enter your dats in this fanm, select 'Edit”at the tap of ihs scresn. When you have complsted your enlry i the open secions, select “Save”

T add additiona ifarmalion requested i the addtonal seclians, select he Alue “add™ink focated on the rght Side of the sectian. When you have compieted an el for @ the felds
seiect "Save”. Repeal this process for each lne Meim in the sectian unhil &Y dais has been entered into the sechon

When you have complefed the entire form, be suve fo “Mark 65 Complafe”.

Output - Unduplicated Program Clients Served Mark as Complete | Go to Application Forms
Outpet (Required): Number of undupiicated clants sarved in 12-month agreament period.

Fiease provide nmoaaen‘ gmr far the number af undulicated elents servad by [he tatal progrivn 83 wel 88 any additional cantext. The annual goal shoul be based on past
oigeisd, sndior best estimates. The annus! goal for unduplicated cliems served shouwld be for the torl program mcluding Ciy funding &

all giher funding sources.

Fleaze nole Ihat if your organization has mutipie programs, thal oniy the undupvicaled clienls senved by the program thal the Cify of Austin wil provide funding for should be inciuded in
ihis resparnse.

All moasires shaud be included, detaled and uploaded in the Parformance Measure Definilion Tool section befow. For a blank e, Chick Here,
Unduplicated Clients Served in Twelve-Month Period

To create a new item in a multi-response section, select “Add”

Outputs - Supplemental Add
Qutputs - Agency Proposed should be vssd fo provds sdctanal program ootput messures beyand the undupicated chient goa' abave.

AN mensures shoud be ncluded defaded and uakeded i the Perfarmance Medsure Defindian Tool sectian befow. Far a Bank e, Click Here.

Output Description’ ity of Austin Goal Other Funding Goal Total Cutput Goal City Percent of Quiput

Productivity Outputs Add

Proguctivily DLEHuls 2re 0p80Rar and SRawd ondy be wead wihen the ‘DLt - SUDHSMEentar &nd 'DUTComes - Sugplamentsl” S8Cions canna Dafar raprasant e Aropased messune
An sxample Productvity Owlput Messure 5 Average number of days from program entry do stccessiol progranm e’

Al measures should 5o moiuded, dataled, and uploaded m the Perfarmance Measure Defindian Tool secban balow, Far @ bank e, Click Hare.

Productivity Output Description Froductivity Output Goal

Outcomes - City Business Plan Add
Cufeames are divided ifo issue aress and fomalhed s calcwale an annusl sufeome rale goal far the iotal progeam (al funding), az ghown n this Examphe.

Al messures showd be incluced delaled, end IJMM meFar't}nnache Messure Definion Too! sechan bafow. Far 8 blank file, Click Here.
i B o Tﬁﬂﬁm Amﬂal o '[n}a_l Prqgmm
Area Mm.m Rate

Outcomes - Supplemental Add
Cucames - Apency Foposed hould be tsed 1o provide addiliona progran impac! medsuies dayand those faresenled i he Duloomes - Ty Business Plan
AN messures showd be included. delalled snd eolseded i the Performance Messure Defindion Tool sechon below. Far a Bank fle. Click Here.

I 111
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To edit an existing item in a multi-response section, select the item’s enabled blue field on left side of the

screen.
QOutcomes - City Business Plan Add
Cutcames ar ¢ o ISs0E aross a0 fomnatied bo calciiale a0 annual sultoma rae goal for ihe dotal program (all funding), as ahown i this Exampie.

Tool sectan baiow, Far @ Mank flg, Click Here.

Al megsures should be incluted cefaved and unloaded v fhe Performance Megsune Defintian
Total
Proposed Total Program Total Program Program Addrional
lssue Area Oulcome Murmesatar Annual Goal Denommator Annual Goal Outcome Rate  Annual Goal C 3.',]
Measure {Mumeratar) {Denominator) {Outcome
Rate)
Batiaviors 34 Number of indrviduals 3A Numberol 3 Percent of mdividuals
Healil, il imeproseed mandal incihvadieals “initialy whose meninl healils slajus .
_ Troatinaiit 14 tus a5 measurad 30 evalusted with & 3% as measured on & BS.T1%
R slandardead slandardzad assessmun|

Plans

BaseasmEnl IMprowes

Also, calculations in PartnerGrants are performed each time a record is Saved, not before. Be sure to check and
save your work as you go along. If values were entered incorrectly, return to that section and item’s edit screen.

SUBMITTING THE APPLICATION:

e All forms will need to be “Marked as Complete” manually, once finalized.

e Repeat for each displayed form. If an Application Form does not apply, you must still select it, indicate it
does not apply, Save, and mark it as complete. Doing so acknowledges that your organization considered
every available form in its response and did not overlook something inadvertently.

e Only after all forms are Marked as complete, then select “Submit” to send the package on for review.

0 Plan your time wisely. Your application cannot be reviewed, if your organization does not Submit
it. And the ability to submit is disabled once a deadline has elapsed.

e  Once you have successfully submitted your application, you may log out.

0 Your application will undergo additional review, which may take several weeks or months. Your
organization will be notified by email of its result.

e Austl N
AP Public
@xmenu | [ Help | i Leg Out < Back | (B Print|

&5 Application

Application: 03873 - Test Application Project
Program Area: Sqocial Services
Oppertunity: 03870 - RFGA-001-Available Test Funding-OoL-NPS
Application Deadline:  (2/06/2020

Instructions
The required applicalion farms appear belaw. Figase nole; Gl “Mark a5 Complele" does nol subvmit the aapicanion camganent or g editing. Thelllheck mark besids
the form 15 onily an wdicator that the form hes been compieted. All appitation components must be marked 85 complste iflorder to submit. To sutmt the apobcanill cick the Sutwmit
buftan
Application Forms Application Details | Submit | Withdraw
Form Name Complete? Last Edited
General Information o TH2E2NY
Frogram Performance Measures o 12262018
Program Budget and Namative ¥ 122672018
Required Applicant Documents ¥ 122672019




