Instructions for On-Line Applications in ODMXPress

To access ODMXpress:

1. Go to United Way of RI website: www.liveunitedri.org 

2. On the UWRI home page, click on “News” at the top of the page.

3. On the News page, click on “Funding Opportunities” on the left hand side of the page.

4. On Funding Opportunities page, click on “If you have been invited to complete a grant application and you have received a username and password, please click here to access ODMXpress”.

5. This brings you to the Log-In screen.

6. Enter “uwri2009” for your username and “application” for your password and click “Login to Online Data Manager”.

Multiple applications:

7. If you are applying for more than one grant, you must complete a separate application for each grant.

Before you begin your application:

8. If your computer system is set to block pop-ups, you must change the setting to allow pop-ups when you are working in ODMXpress.

9. You must be using Internet Explorer 6.0 or higher (5.5 for Windows 95 users).

10. The “CI ODM User Guide 2008”, a user manual for completing your application in ODMXpress, is in the Library. Please read it before you begin.

11. To access the Library, click on the “Navigation Menu” box in the upper left-hand corner of the screen. In the drop-down menu, click on Library. In the Library, all the documents are listed on the right hand side of the screen. Click on the yellow folder icon next to the “CI ODM User Guide 2008” to open, read and print the user manual.

Required information:
12. You must fill our four forms to complete your on-line application:

· General Information

· Community Accountability Standards  2010-2012
· Financial Information and Program Budget 2010-2012

· The Grant Application 2010-2012 form that corresponds to the grant for which you are applying, i.e. Safety Net Services Related to Homelessness 2010-2012
13. The “General Information” form is the screen that you will see when you click “To Begin Your Application”.

14. You can complete the forms on-line or you can write sections of your application in Microsoft Word and cut and paste them into the forms in ODMXpress. If you are cutting and pasting from Microsoft Word, be sure to write your responses in plain text-do not use bold, italics or most punctuation except for commas and periods. Using apostrophes (including those in your name) and quotes will delete the information from the form when you cut and paste. You may use any type of punctuation if you are completing the forms on-line. You may also add punctuation once you have cut and pasted from Word.
Beginning your application:
15. The United Way screen that you see when you begin your application (“General Information”) looks slightly different from the one in the CI ODM User Guide 2008. The Application Status and Password Information are at the bottom of the screen in the United Way system rather than at the top.

To Navigate in ODMXpress:
16. Be sure to save your form and then close it.

17. Use the “Navigation Menu” to navigate between screens in ODMXpress. Using the “back button” may cause you to lose information.

18. To exit ODMXpress, click on the “Navigation Menu” box in the upper left-hand corner of the screen. Click on “Logout” in the drop-down menu.

Due date:
Proposals are due by noon on April 16, 2009. This means that all required forms must be complete and your application status set to “Final” in the “General Information” form. Once your application has been set to “Final”, the application becomes “read only” and cannot be change. 
Help

For content information and on-line assistance, contact:
Beatrice Lanzi at 444-0632 for Earned Income Tax Credit Campaign
Channavy Chhay at 444-0627 for High Quality Early Childhood and Afterschool Programs

Carmen Ferguson at 444-0640 for Services for Immigrants and Refugees

Janet Peters at 444-0660 for Skill Up Rhode Island/Laborforce Development

Julia Davidson at 444-0600 ext. 111 for Safety Net Services Related to Homelessness (Mon.-Wed., Thurs. and Fri. call Carmen Ferguson)
