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Screenshots and Information about Submitting an Online Application for Applicants



Register to Apply

Click here if you 
need to register 
before applying.  

After 
registering, you 
can log in here. 
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Review Minimum Eligibility

Confirm you meet the minimum 
qualifications before registering.  
You can find out more about 
program qualifications here: 
https://humanservices.vermont.go
v/recruitment-and-retention

If you meet the eligibility 
requirements, then select yes.
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Complete Registration Information

Reminder: Keep your 
username and 
password so you can 
log in to the application 
dashboard later to see 
your application status.
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Start a New Application for Grants Dashboard

/ƭƛŎƪ ƻƴ άҌ bŜǿ 
!ǇǇƭƛŎŀǘƛƻƴέ ǘƻ 
begin your 
application.

5 5/11/2022



Example - Dashboard Information

Here is an example of a Grants Dashboard 
with a draft application in process.  The 
ǎǘŀǘǳǎ ƛǎ άǳƴǎǳōƳƛǘǘŜŘΦέ  ¸ƻǳ Ŏŀƴ ŜŘƛǘ ǘƘƛǎ ōȅ 
clicking on the edit button.
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Select the Application Type

You can select 
the new 
application type 
here.

Select 
άtǊŜƳƛǳƳ tŀȅ 
for Workforce 
Recruitment 
and Retention 
DǊŀƴǘ tǊƻƎǊŀƳέ
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Complete Applicant Information

Fill out your applicant info 
and Form W9 Tax 
Information.  Form W9 data 
must match the data on the 
form that you upload to your 
application.  

You must obtain 
a Unique Entity 
Identifier at 
SAM.gov and 
enter it here.

If your 
organization has 
an address that 
is not in 
Vermont, then 
ǎŜƭŜŎǘ άhǘƘŜǊέ 
for County
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Add optional additional contact
You may add an 
additional contact by 
ǎŜƭŜŎǘƛƴƎ ά!ŘŘ /ƻƴǘŀŎǘέ
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Complete Eligibility Information
Select your Eligible 
Employer type.  If 
your organization 
has more than one 
type, then select all 
that apply.

Number of FTEs entered must 
match the data in your 
uploaded Summary Report of 
FTEs

Helpful Hint:
Your Form W-9 must 
be signed in pen 
and cannot be more 
than 6 months old

This response will 
determine how you 
receive payment 
and how long you 
have to disburse 
premium pay.
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Review Application for Accuracy (1 of 2)

You will have an 
opportunity to review 
your application for 
accuracy before 
submitting it.
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Review Application for Accuracy (2 of 2)

You will have an 
opportunity to 
review your 
application for 
accuracy before 
submitting it.
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Complete Certifications (1 of 2)

All certifications 
must be checked 
before 
submitting your 
application.
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Complete Certifications (2 of 2)
All certifications 
must be checked 
before 
submitting your 
application.

An individual with 
the authority to 
make these 
assurances must 
type their full 
name into the 
signature box.
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Submit and Finish Application

You will see this confirmation 
screen after you submit your 
application.
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Review Dashboard

This shows your 
application is now 
in submitted status.

You can view your 
submitted application 
here.
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