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Please note, the simulated test data contained in this presentation 
is for demonstration purposes only and not representative of 

actual data. It is intended solely to illustrate system 
functionalities to aid new users in submitting CAP Applications

in DCRA’s new DGMS.
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Log   into  DGMS  using  your  DGMS  Log   in

You will automatically be directed to Home. Please click on Opportunities.
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Click the arrow, 
then click View, to 

view the 
opportunity

Ensure that your organization is 
associated with the Title 29 
Classification before beginning 
application. (1st Class City, 2nd
Class City etc.)
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I f  your  organizat ion   i s  el ig ib le  to  apply,  c l ick  the  Qual i fy  button.
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You  may  save  and  
ex i t   the  app l i ca t i on .  
Make  a  note  o f   t he  
EGMS   I D be fo re  

sav ing  and  ex i t i ng .

Once the status shows “Qualified”, select Create Application.
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The  “Create  Appl icat ion”  pop ‐up  window  wil l  automatical ly  
populate  the  announcement   in   the  Appl icat ion  Tit le   f ie ld.    

Add  your  Organizat ion  name  as  shown  below.
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Save and Continue 
to next step



DEPARTMENT  OF  COMMERCE,  COMMUNITY ,  AND  ECONOMIC  DEVELOPMENT
DCRA Grants and Funding 7

2/11/2025

Overview Section

Any section with a 
yellow triangle or a 
red asterisk 
indicates 
information is 
required

An orange dot 
indicates 
information 
needs to be 
entered in 
that section. 
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Project information is not needed for the CAP Application. 

Leave this blank 
for CAP
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Contacts 
Additional organizational 
contacts may be added 
here. However, all 

contacts will need to be 
registered with the 

organization for full user 
access.

Ensure one contact 
is the Key Contact. 
The Key Contact can 
be updated at any 

time. 
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Once the Overview section is complete, review and 
check “I Agree” on the Acknowledgement.
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CAP Application Form 

Select Forms and Files
Select the CAP Application Form 
(this will be specific to your 

organization type)
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Under Details you will see the electronic version of prior year paper applications.

Click Save when 
you complete each 

page before 
moving to the next 

page.

Use the 
dropdowns to 
answer these 
questions.

LV0
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Current Fiscal Year Proposed Budget for CAP Funding

Reminder: the Current Fiscal Year Proposed Budget 
is for the CAP Application Fiscal Year. 

Use dropdowns to 
select the budget 
category and enter 
dollar amount. If the 
Budget category 
needed is not listed, 
select Add Other.

When finished, 
click the Save box 
to continue.
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Once saved, the system will calculate the estimated current FY total.
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Repeat the process for Previous Fiscal Year CAP Budget.

Fill in the Statement of Expenditures Summary.
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Review the Certification and check the Acknowledgement box.

Clicking Save on the top right‐hand corner of your 
screen will digitally sign and timestamp the CAP 

Application.
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Validate Application 

Click the Validate 
button once you 

have completed the 
CAP application 

process. 
After Validation, 
click the Back 
button to see the 
CAP application 
timestamped and 
validated.
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Additional Documentation

Types of additional documentation include:
• CAP funding year budgets with non‐code ordinance.
• Two years prior funding year Audit or Certified Financial Statement with Resolution.
• Resolutions for the application (as applicable).
• Additional information requested by the Department.
• Additional documents not submitted with the CAP application can be submitted 

through the DGMS at a later time using the Forms & Files 
upload feature, the Messages feature, or the Chatter feature.
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 Click Add Files
 Upload or drag and drop files
 Fill in description if needed
 Select upload 

Shows upload
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Confirm and Submit
Once the application and 
required forms at 
Application are 
complete, click Submit at 
the top corner of screen

After selecting OK on 
the Confirm tab, the 
application status will 
change to Submitted. 
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Submitted applications are available to view on the Applications tab of the Grantee portal.
Filter by “Applications Submitted”.
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This  concludes  the  Tutor ia l

For additional information and questions, please contact:
Division of Community and Regional Affairs

Grants and Funding Section 
Lindsay Reese, Grants Administrator 3

caa@alaska.gov
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