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Broadband Grant Portal - User Guide

INTRODUCTION

The California Public Utilities Commission (CPUC) Broadband Grant Portal (Portal) is a web-based system
designed to allow users to submit applications and manage awards for broadband grants. Itis a

comprehensive system that covers all aspects of the grant cycle, from user registration and application
submission to review cycles, award notifications, reporting, and closeout. The Portal also provides for the
application objection process.

The Broadband Grant Portal first launched with the Federal Funding Account and eventually expanded to
include other CPUC broadband grant programs, including the Local Agency Technical Assistance Program.
The Portal’s commonality and accessibility will streamline the process for all programs it serves, allowing for
faster and more efficient analyses of grant applications.

This guide covers the user registration and application submission process for Local Agency Technical
Assistance (LATA) reporting, modification requests, and payment requests. Please note that the CPUC is
not currently accepting LATA grant applications and is only open for current LATA recipients to submit
the required progress reports for their awards.
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NAVIGATION

Please first log in to the Portal. On the top right corner of the webpage, please log in by clicking on the icon
under the red arrow.

Home Funding Opportunities My Applications Public Applications Awards

Broadband Grant Portal

California Public Utilities Commission

My Awards

On the homepage, there are links to the various sections within the Portal at the top of the page. These links

will assist with navigating through the Portal. The “Awards” section only appears once logged in. Please
click on “Awards”.

Click on “Public Awards” and select “My Awards” from the drop-down menu to view your awards.

Home Funding Opportunities My Applications Public Applications

Awards (15)
Public Awards v

Award Puaplic Anearcs ~ | Award Name v Project Name v Status v

FFAO0004 Test SAT 13/12/23 Test SAT 13/12/23 Encumbrance

On the “My Awards” page, under “Award ID”, please click on the link to the relevant award.
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Award ID v Award Name Project Name

24LATA122 LATA Project LATA Project

v | Status

Amendment Request

Now, you can view your award “Detail” tab.

Award

24LATA122

Application Project Period
LATA Project 1/8/2024-12/31/2024

Detail ~ Amendments  PaymentRequest  Progress Report Files

New Report ‘ New Payment Request New Amendment Request

v Award Information

Award ID Awardee Name
24LATAIZ2 Jane Smith
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SUBMISSION OF QUARTERLY AND MONTHLY CONTRACTOR
REPORTS

Quarterly Reports

On the Award page (please see “Navigation” section for how to access award page), please click on “New
Report” in the upper right-hand corner.

Award
24l ATAL22 ([ New Report )VewPaymEntREquEst New Amendment Request
S—"
Application Project Period
LATA Project 1/8/2024 - 12/31/2024
Detail Amendments  Payment Request  Progress Report Files

~ Award Information

Award ID Awardee Name
24LATA1Z2 Jane Smith

Please select “Quarterly Reports” in the pop-up window.

Create New Report

*Report Type

Select an Option

Please select Report Type.

Then select the “Quarter” and “Year” of the report in which you would like to submit. Click on the “Save”
button to create the report.
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Create New Report

*Report Type

Quarterly Reports
*Quarter
£

*Year

2022

=)

You can now view the Progress Report Name (PR-XXXX) under the “Detail” tab. In this example, the
Progress Report Name is PR-0568.

Erogress Report
sl PR0568

Detail Narrative Files

~ Information

Progress Report Name Award

24LATA122
Quarter Year

Q1 2022
Report Type

Quarterly Report
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Click on the “Narrative” tab to view the questions of the report.

Progress Report

y PR-0568

Detail @ Files

N

Submit Repart

~ Reporting Requirements

"1.1)The counties, cities and census designated places where households, businesses, and community anchor institutions are planned to be served by the broadband project.

s = W s] 18 [ [3)][x

s * |

Please answer each question by typing in the text box and please do not include any attachments to the
report. Please note you may change the font and access other formatting tools at the top of each text box.
All required fields are marked with a red asterisk.

You may save your progress to complete at a later time by clicking on the “Save Progress” button.

To submit the report, please click the “Save Progress” button before submitting, then click “Submit Report”
in the upper right-hand corner.
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Progress Report

I!'!I PR-0568
Detail Narrative Files

~ Reporting Requirements

"1.1)The counties, cities and census designated places where households, businesses, and community anchor institutions are planned to be served by the broadband project.

somon 5[ Wo] 1] =[]

S=|E|E|E

Once the report is submitted, CD staff will review the report. If there are any discrepancies with the report,
you will receive an email from a CD staff member requesting a resubmittal of the quarterly report with the

cotrection(s). You will also receive an email from grantportal.noreply@cpuc.ca.gov stating a cortection is
needed and that a CPUC staff member will reach out to you.

You may view all progress reports and their status under the “Progress Report” tab.

Award

JALATAL22 { New Report | Mew Payment Request | New Amendment Request
p Project Period

LATA Project 1/3/2024 - 12/31/2024
Detail Amendments  Payment Request ‘ Progress Report ’ Files

Progress Reports (3)

Progress Report Name Report Type Status

PR-0565 Monthly Contractor Reports Created [+]
PR-0588 Quarterly Reports Accepted =)
PR-0S69 Quarterly Reports Accepted =]

View All
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To make a correction to the report, click on the applicable Progress Report Name. Please make the changes
to the applicable fields that require correction, and then click the “Submit Report” button. Please note that
you cannot make changes to reports once they have been approved.

Award

24| ATA122 i New Repart | New Payment Request New Amendment Request
Application Project Period
LATA Project 1/8/2024 - 12/31/2024
Detail Amendments  Payment Request  Progress Report Files
Progress Reports (3)
Progress Report Name Report Type Status
— PR-0565 Monthly Contractor Reports Created )
PR0568 Quarterly Reports Accepted E]
PR-0363 Quarterly Reports Accepted E]
View All

Once the repott is approved, you will receive an email from grantportal.noreply@cpuc.ca.gov with a letter
of approval.

CALIFORNIA PUBLIC UTILITIES COMMISSION



BROADBAND GRANT PORTAL USER GUIDE

Monthly Contractor Reports

On the Award page, please click on “New Report” in the upper right-hand corner.

[ New Report ‘)New?aymentﬁequest New Amendment Request

Award
24LATA122
Application Project Period
LATA Project 1/8/2024 - 12/31/2024
Detail Amendments  Payment Request  Progress Report Files

~ Award Information

Awardee Name
Jane Smith

Award ID
24LATA122

Please select “Monthly Contractor Reports” in the pop-up window.

Create New Report

*Report Type

Select an Option

Please select Report Type.

Please enter the “Year” and “Month” for the report you are submitting. Click on the “Save” button to

create the report.
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Create New Report

*Report Type

Monthly Contractor Reports

*Year

2022

*Month

January

Cancel

You may now view the Progress Report Name for the report. In this example, progress report name is PR-
0570.

Progress Report
au PR-0570

Detail Marrative Files

v Information

Progress Report Name Award
)

24LATALZZ
Month

January
Report Type
Monthly Contractor Report

Year
2022

Please enter data into all required fields with a red asterisk. For question 3) “Broadband Program”, please
select “Local Agency Technical Assistance.” You will also be required to certify that all statements are true
and correct and electronically sign the document before submitting.
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“11) Certification:
I, the undersigned, am a legal representative of the Grantee, and declare under penalty of perjury under the laws of the State of California that, to the best of my knowledge, all of the statements and
representations made in this Report are true and correct

() Yes
O No

* 12) Name of Signatory

| |

* 13)Title of Signatory

| |

* 14) Signed Date

|

You may save your progress to complete at a later time by clicking on the “Save Progress” button.

To submit the report, please click the “Save Progress” button before submitting, then click the “Submit
Report” button in the upper right-hand corner.

Progress Report

y PR-0570
Detail Narrative Files

Submit Report

T

v Grantee Monthly Contractor Reporting
* 1) Reporting Period
January/2022

* 2) Name of Grantee

| |

"3) Broadband Program

Selectan Option v ]
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Once the report is submitted, CD staff will review the report. If there are any discrepancies with the report,
you will receive an email from a CD staff member requesting a resubmittal of the quarterly report with the

cotrection(s). You will also receive an email from grantportal.noreply@cpuc.ca.gov stating a correction is
needed and that a CPUC staff member will reach out to you.

You may view all progress reports and their status under the “Progress Reports”™ tab.

Award

24LATAL22 [ New Report | New Payment Request New Amendment Request

Application Project Period

LATA Project 1/8/2024 - 12/31/2024

Detail Amendments  Payment Request f Progress Report Files

N——"

Progress Reports (3)

Progress Report Name Report Type Status

PR-0565 Monthly Contractor Reports Created )

PR-0568 Quarterly Reports Accepted (v

PR-0569 Quarterly Reports Accepted )

View All

To make a correction to the report, click on the applicable Progress Report Name. Please make the changes
to the applicable fields that require correction, and then click the “Submit Report” button. Please note that
you cannot make changes to reports that have been approved.
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Award
24LATAL2 [ New Report | New Payment Request New Amendment Request

Application Project Period
LATA Project 1/8/2024 - 12/31/2024

Detail Amendments  Payment Request  Progress Report Files

Progress Reports (3)

Progress Report Name Report Type Status

‘ PR-0365 Monthly Contractor Reports Created E]
PR0se2 Quarterly Reports Accepted E]
PR-056% Quarterly Reports Accepted E]

View All

Once the report is approved, you will receive an email from grantportal.noreply@cpuc.ca.gov with a letter
of approval.
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AMENDMENT REQUESTS

Amendment requests include any changes to the awarded grant’s budget, project scope, timeline, or other

significant change to the grant award.

For any award modification request to your grants award, please use the following instructions:

In the Award page, click on the “New Amendment Request” button.

Home Funding Opportunities My Applications Public Applications

More v

Award
24| ATA122
AT‘A F‘[DJE(t 1‘&2024-1‘2 [31/2024

Detail Amendments  Payment Request  Progress Report

New Report

New Payment Request

(New Amendment Request

m Amendments (0)

Select the type of request from the drop-down box.

e Request for Project Timeline Extension
e Request for Project Change of Scope

e Request for Project Change of Budget
e Multiple Requests/Other

If there are multiple type of amendment requests or the request is not listed, please select “Multiple

Requests/Othet.”
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Create New Amendment Request

* Request Type

Select an Option w

Request for Project Time Line Extension

Request for Project Change of Scope

Request for Project Change of Budget

Multiple Requests/Other

Create New Amendment Request

*Request Type

Select an Option - l

Once saved, an Amendment ID (AR-XXXXX) will display at the top left. In this example, the Amendment
ID is AR-00035.

Under the “Details” tab, please upload a letter addressed to Local Agency Technical Assistance
Administrator containing your contact information, name of project, description(s) of amendment(s) sought
and other detailed information relevant to your request. Please click on “Upload Files” to attach the
document. You may upload multiple files.

Next, please upload any supporting documents for your request, such as new budgets, timelines, or maps.
Please also included an amended LATA Grant Application. Please click on “Upload Files” to attach the
document. You may upload multiple files. Please see the “How to Upload Files” section of this Guide for
further instructions.

CALIFORNIA PUBLIC UTILITIES COMMISSION 18
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Funding Opportunities My Applications Public Applications More v

ndment

AR-00035

Detail Files

Request Type Award
Request for Project Change of Budget 4 24LATA122
Amendment Name Status
AR-00035 Draft

# Please upload a lstter addressed to Local Agency Technical Assistance Administrator containing your contact information, name of project, description(s] of amendment/(s) sought and previous efforts to mitigate the issue(s), and other detailed
information relevant to your request

I‘ oIy Upload Files ‘ Or drop files %

Please uplozd any supporting documenits for your request, such as new budgets, timelines, or maps, here

‘ ‘ 2, Upload Files ‘0\ dropfiles |

Once you have uploaded all applicable files, please click the “Submit” button at top right corner.
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Please click “Yes” to submit the request.

Are you sure, you want to submit Amendment Request?

Once the amendment is successfully submitted, you will receive an email from
grantportal.noreply@cpuc.ca.gov verifying your request has been received.

You may view the files you have submitted under the “Files” tab.
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Amendment )
AR G0tz

Award
24LATA122

Detail ‘ Files ’

Files (2]

Title + v | Owner v | LastModified Date v | Size v
Letter addressed to "Local Agency Technical As...  Angela Beane 1/8/2024, 11:31 AM 12KB
Supporting documents. Angela Beane 1/8/2024, 11:31 AM 12KB

Once approved by CD Staff, an email will be sent from the Communications Division to the key project
contact’s email on file with either approval or denial. If rejected, CD staff will follow up with you with
details supporting the rejection and how to correct the amendment request. You will also receive an email
from grantportal.noreply@cpuc.ca.gov regarding the denial.

Please note: to make a correction, you will need to submit a new amendment request.
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You may view the status of any Amendment by clicking on the “Amendments” tab on the Award page.

Award
24LATAL22 [ New Report ‘ New Payment Request | New Amendment Request ]

Application Project Period
1/8/2024 - 12/31/2024

LATA Project
' ' '

Detail Amendments  Payment Request  Progress Report Files

ﬂ Amendments (4)

Amendment Name Request Type Status

AR-00035 Request for Project Change of Budget Amended Award Letter E]
AR-00036 Request for Project Change of Scope Approved (+)
AR-00037 Request for Project Time Line Extension Approved E]
AR-00038 Request for Project Time Line Extension Rejected [+
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PAYMENT REQUESTS/COMPLETION REPORTS

You may request a partial or full/final reimbursement payment for your LATA project. Please use the
following steps:

On the Award page, click on “New Payment Request” in the top right corner.

e

;;Tj;\TAlzz [ New Report Gew Payment RequeD New Amendment Request
~—————
Application Project Period
LATA Project 1/8/2024 - 12/31/2024
Detail Amendments  Payment Request  Progress Report Files
Payment Requests (0]
Payment Request Name v | Status v | Reimbursement Type v

A pop-up box will appear with a Disclaimer. Please read the Disclaimer and scroll down to locate the
“Next” button. Click on “Next” to continue.

NOTE: Awardees are required to maintain records such as files, invoices, and other related
documentations for five years after final payment. Awardees shall make these records and invoices
available to the Commission upon request and agree that these records are subject to a financial audit
by the Commission at any time within the five years after the final payment is made to the Awardee. If
any portion of the reimbursement made to the Awardees is found to be out of compliance, Awardees

will be responsible for refunding any disallowed amount along with appropriate interest rates

determined in accordance with applicable Commission decisions.

CALIFORNIA PUBLIC UTILITIES COMMISSION 23
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To create the Payment Request, please select a Reimbursement Type by clicking on the down arrow and
then selecting either “Partial Reimbursement” or “Full /Final Reimbursement.” Partial Reimbursement
requests are reimbursement for completed work products that does not comprise of the entire project.
“Full/Final Reimbursement” is for a request for reimbursement for the entire project. Please note that the
CPUC will only reimburse for whole completed work products.

Once a reimbursement type has been selected, please fill out the following fields:

e Consultant (if applicable)

e Current Amount Requested (how much are you asking for the reimbursement)

e Completion date for work product included in this Payment Request (please click on calendar icon
to select date)

e  Work Product (Please list all work products you are requesting reimbursement for. You may find the
work products listed on the budget summary tab of your LATA application)

e Address to which the payment will be sent (please list the address for which you will want to receive
a check)

* Reimbursement Type

Full/Final Reimbursement

Consultant (if applicable)

* Current Amount Requested

* Completion date for work product included in this Payment Request

CALIFORNIA PUBLIC UTILITIES COMMISSION 24
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Fill out all required fields (with asteriks), including the Payment Address to which the payment will be
mailed to. Click on “Next” to continue.

* State

| Select an Option

*Zip Code

Click on the “Attestation” tab, review the attestation statement, and click “I Agree”. You may not proceed
with the payment request until the attestation has been completed.

— Payment Request
il PR-0084

Submit Payment Request ‘ Delete

Submitted for Approval l Approved Payment Complete Denied

Details  Detailed Summary  Additional Information  Reimbursement Request ~ *Attestation

v Attestation

| certify that the project completion stated in this report has been completed, and to the best of my knowledge that all statements and representations made in this report are true and correct under penalty of perjury.
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Click “Proceed”.

Confirmation

You have decided to agree to the terms and conditions.
Please click to Proceed.

Cancel

CALIFORNIA PUBLIC UTILITIES COMMISSION
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Click on the “Detailed Summary” tab. Fill out the three questions and then click on “Save”.

]

Details Detziled Summary  Additional Infermation  Reimbursement Request  “Atteststion

Please provide a detailed ofthe work product [idemtify bry the: and/ or staff) i
v Questions
* Demonstration that the technical assistance work will bly lead to broadband infrastructure depl t project that, upon completion, will help "Promete economic growth, job

creation, and the substantial social benefits of advanced infermation and communications technologies.”

w5 W[ 2RI

* Identify the geographic area where where the Awardee intends to deploy broadband based on the work product.

e PR BB EECE OO

* Please provide a short summary of the completed work product submitted with this report. This is in addition to the ry req i and must be suitable for pasting en the [

JEEEEEEE

P ADNE
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Next, click on the “Additional Information” tab. Answer all five questions and then click on “Save”. Please
remember to upload requested file attachments.

1

Detailz Detziled Summary  Additional Information  Reimburzement Request  “Attestation

Please provide th i ¥ end add NA as in th section. if (-3 for any of the items below, please provide a brief don in th section
ining why a ‘Was not
*Copy of the original {for ced work) and for project proposal (for in-house staff work). Include scope of work details and any approved changes.

A
(Lo
~ Invoi ting | fi with proof of payment.

Y,
[t s
“Completed reimbursable technical assk work productis) {mark lysi: i | review, engineering, and design d etc].

Y,

|4 UploadFiles | Ordropfiles |

* ltemized accounting for local agency | and/or admini e costs.
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= Additional Supporting Documentation

| & UploadFiles | Ordrapfiles

For the Additional Supporting Documentation question, you may type “N/A” if not applicable.

Next, click on the Reimbursement Request tab. Click on the “New Row” button to add reimbursement cost

details.

Details  Detailed Summary  Additional Information  Reimbursement Request  *Attestation

[fthis is the only report and reimbursement request for an Awardee's technical assistance project, then the Total Requested Reimbursement should be equal to or less than the total amount swarded.

Work Product Consulting costs Local agency personnel costs Administrative Costs (ther Expenses Total Costs

Total Requested s

CALIFORNIA PUBLIC UTILITIES COMMISSION 29



BROADBAND GRANT PORTAL USER GUIDE

Fill out all required fields (indicated by a red asterisk) and click on the “Save Row” button. For the Work
Product field, please give the name of the Work Product identified in the budget summary of the approved
LATA award. For Consulting costs, local agency personnel costs, administrative costs, and other expenses,

please give responses in dollars ($).

Reimbursement Request

* Consulting costs

* Local agency personnel costs

* Administrative Costs

CALIFORNIA PUBLIC UTILITIES COMMISSION 30
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For every work product identified in the budget, please add a new row by clicking on the “New Row”

button.

IFthis is the only report and reimbursement request for an Awardee's technical assistance project, then the Total Requested Reimbursement should be equal to or less than the total amount awarded.

Work Product | Consulting costs Local agency personnel costs | Administrative Costs | Other Expenses | Total Costs

WnrkPmductl‘ - e /| $000m kL) £ | 200000
g

Total Requested | $203,000.00

Click the “Save” button when each work product has been added.

I this is the only report and reimbursement request for an Awardee's technical assistance project, then the Total Requested Reimbursement should be equal to or less than the total amount awarded.

Work Product | Consulfing costs Local agency personnel costs | Administrative Costs | Other Expenses | Total Costs

WnrkFrnduLtl‘ $20000000 AR A | smm AR £ | $203.00000
4

Total Requestad | 520300010
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When ready to submit the payment request for CPUC review, click the “Submit Payment Request” button.

]=| Payment Request R . . Delete
PR-0084 ubmit Payment Reques el
‘ — Submitted for Approval Approved Payment Complete Denied
Details Detailed Summary  Additional Infermation  Reimbursement Request  *Attestation
If this is the only report and reimbursement request for an lee's technical assk project, then the Total should be equal to or less than the total amount awarded.
Work Product | Consulting costs Local agency personnel costs | Administrative Costs | Other Expenses | Total Costs
Work Product 1
$200,000.00 ' | $0.00 # | 53,000.00 # | s0.00 # | 5203,000.00
7 4 k 4
Totsl Requested | $203,000.00

CALIFORNIA PUBLIC UTILITIES COMMISSION
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Click on “Yes” to submit the payment.

Are you sure, you want to submit the Payment Request?

T

B -

CALIFORNIA PUBLIC UTILITIES COMMISSION
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You may check the status of your payment on the payment request status bar. If the status is denied, you
will receive an email from a CPUC staff member with an explanation.

Payment Request
=l PR-0084 Submit Peyment Request Delete

-E ) ) e =

Details Detailed Summary Additional Information Reimburzement Request *Attestation

Award ID
23ATALZR

Invoice Name
PR-D024

Reimbursement Type

Full/Final Reimbursement

Consultant (if applicable)

‘Current Amount Requested

$500,000.00

Completion date for work product i in this Pay Req
111282024

Work Product
Wark Product 1, Work Product 2, Work Product 3

CALIFORNIA PUBLIC UTILITIES COMMISSION 34
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Alternatively, you may check the status of a payment request in the “Payment Request” tab under award

details.

;T&TAIZZ [ New Repert | New Payment Request New Amendment Request
Application Project Period
LATA Project 14/2024 -1/1/2025
Detail A dmentz  Pay t Progress Report Files
Payment Requests ()
Payment Request Name v | Status ~  Reimbursement Type v
PR-0058 Payment Complete Full/Final Reimbursement
PR-0061 Payment Complete Full/Final Reimbursement
PR-00T2 Created Full/Final Reimbursement
PR-0081 Created Full/Final Reimbursement
PR-00B2 Payment Complete Full/Final Reimbursement

Denied Full/Final Reimbursement

FPR-D0B5
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How 1O UPLOAD FILES

Some fields are designed to upload files.

e Tiles can be uploaded by either clicking on the “Upload Files” button or dragging and dropping files
into the field.

e Uploads can be Word/Excel documents, pdfs, images, or shapefiles.

Applicant Entity Informaticn

Certificate of Good Standing issued by the Secretary of State @

w Key Contact Information

When using the “Upload Files” function, click on the “Upload Files” button, select the appropriate file, and
click “Open.”

& open *
4 I+ ThisPC » Desktop v | D = Search Desktop
Organize - New folder = @
Tawfik, Kathrin - Budget A Name N ~
I This PC 03] Testing
J 3D Objects @ Testing - FFA Geographic locations of project related network e
B Desktop @ jelstlmg -"Estlmated Direct Costs FFA (1) v
E Nnrnmente i (RS B
File name: “ v| Custom Files ~
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The “Upload Files” popup shows the progress of the upload. When the upload is complete, the “Done”
button will turn from grey to blue. Click “Done” to return to the application.

Upload Files

12 KB

n Word sample - Test Document.docx

1 of 1 file uploaded

Repeat the process to attach additional files.

The names of the uploaded files will automatically be renamed to reflect the name of the step and field
within the application.

The “Delete” icon on the right can be used to remove any uploaded files.

Applicant Entity Information

Certificate of Good Standing issued by the Secretary of State @

[ &, Upload Files | Ordrop files

‘ Applicant Entity Information_Certificate of Good Standing issued by the Secretary of State
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CONTACT INFORMATION AND ADDITIONAL RESOURCES

For any questions regarding the Local Agency Technical Assistance Program or to report issues with the
Broadband Grant Portal, please contact:

broadband.techassist@cpuc.ca.gov
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