How to Upload Signed Pages in G5

We strongly encourage you to use the new upload functionality in G5 for the submission of your signed

cover page and assurances pages. This will help the Impact Aid Program track all parts of your
application efficiently and enable faster processing.

1. After you submit your FY 2016 application, click Done.

2. You will be taken automatically to Application Packages screen, which lists all of the applications
you have submitted under your G5 login ID. If necessary, you can also access this screen later by
clicking the My Applications link on the main G5 page. Click the radio button next to your
submitted FY 2016 application and click the Upload Signed Documents button.
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3. You will be taken to a summary screen showing the forms completed on this application. At the
bottom, there will be a link to your submitted application in PDF format. Open this file, print the
cover page (page 3) and assurances page (page 4), and have your LEA’s authorized
representative sign them.
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You have completzd the firat out of tvio parts to this application
Click here for a printable, PDF file of the application as submitted #

Your application Is NOT COMPLETE UNTIL you upload the signed cover page and signed assurances page. After you

submit your e-application, go to your Application Packages screen and select radio button next to the application
package you just submitted. Click the Upload Signed Documents button and follow the directions at the bottom of the
screan.

4. Scan the signed pages as a PDF file. You can scan the pages separately, as one page files, or
together, as a two page file.



5. At the bottom of the screen, you will be able to select the type of file you are uploading from a
drop down. Your choices are:

a. Cover page only
b. Assurances page only
c. Both cover page and assurances page

d. Other
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Yau have completed the first out of two parts to this application

Click here for a printable, PDF file of the application as submitted

Your application is NOT COMPLETE UNTIL you upload the signed cover page and signed assurances page. After you
submit your e-application, go to your Application Packages screen and select radio button next to the application
package you just submitted, Click the Upload Signed Documents button and follow the directions at the bottom of the
screem.

Step-By-Step Instructions:

. Open the POF file of your application, absve.

. Print pages 3 and 4 of the fila.

. Have an authorized representativa sign the pages

. Scan the signed pages as a FDF file. Save tha file or files to your computer.

. Click Upload below and find tha file you just scanned and saved. Select the file and click Add.
. D2scribe tha file by choosing the appropriats selsction in the Type drop-dovin menu.

. Click Submit when you have added all of the necessary files,
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6. Click the Upload button. Click Choose File on the popup and find the PDF file on your computer.
Then click Perform Upload.

| Choose File | Hello.pdf Perform Upload {



7. Click the Add button to add it to your application.
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You hava complatad ths first cut of two parts to this application

Click here for a printable, PDF file of the application as submitted

Your application is NOT COMPLETE UNTIL you upload the signed cover page and signed assurances page. After you
submit your e-application, go te your Application Packages screen and select radio butlon next to the application
package you just submitted. Click the Upload Signed Decumants button and follow the directions at the bottom of the

screen,

Step-By-Step Instructions:

1. Open the POF file of your application, ahova.

2, Print pages 3 and 4 of tha file,

3, Have an autharized representative sign the pages

4. Scan the signed pages as a POF file, Save the filz or files to your computer.

5, Click Upload belaw and find tha file you just scannad and saved, Selact tha file and click Add.
&, Describe the file by choosing the appropriate selection in the Type drop-dowin menu.

7. Click Submit when you have added all of the nzcessary files.
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The Impact Ald Program will reviavs each submission to determine wheth oF acceptable quality. The contact person on the application will
receive an email within lwo business days regarding the application's status.
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8. Repeat steps 5-7 as needed. Once you have added all of the necessary files, click the Submit
button at the bottom of the page to submit these as part of your application package.
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Your application is NOT COMPLETE UNTIL you upload the signed cover page and signed assurances page. After you
submit your e-application, go to your Application Packages screen and select radlo hutton next to the application
package you just submitted. Click the Upload Signed Documents button and follow the directions at the bottom of the

screen.

Step-By-Step Instructions:

. Dpan the FDF filz of your application, above.

. Print pages 3 and 4 of the file,

. Have an authorized represzntative sign the pages

Scan the siyned pages as a POF filz. Save the fi'e or filss to your computer.

. Click Upload below and find the file you just scanned and saved. Szlzct the filz and click Add.
. Dzsenbe the file by choosing the appropriate selection in the Type drop-down meau.

. Click Submit vehen you have added all of the necessary files.
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