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II.G. Instructions for Downloading Application Information and Submitting 
Completed Applications on-line. 
  
Applications may be submitted to the ADA electronically on-line using the following 
process: 
 

Step 1 - Download the Application and Manual. 
Step 2 - Complete the Application files. 
Step 3 - Submit the Application files. 

 
To complete the steps above, your computer system must have the following: 

o Internet access 
o Microsoft Word 
o Adobe Acrobat Reader 

  
If you have technical difficulties during this process, please contact the AGRPC 
Administrator during regular business hours. 
 
1. Access the AGRPC private solicitation web page at:  

 
http://gn.ecivis.com/GO/gn_redir/T/z1sm8you25lw 
 
Click on and review the Overview, Eligibility, Financial, Contact and Files tabs: 
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Note: These are general instructions based on the use of Windows 7 
Professional as the operating system and Internet Explorer as the browser. 
The use of a different operating system and/or a browser other than Internet 
Explorer, i.e. Google Chrome or Firefox may vary the process of saving or 
downloading files to your computer. 

 
At the Files tab, download and save the PDF files to your computer: 

 

Download and save the  PDF files using the following steps: 
 
a. Click on the file link to open the file. 

b. Click on “File” in the upper left menu bar. 

c. Click on “Save As” in the drop down menu. 

d. Name the file and save it to a location on your computer that you can access 

later. 

e. Use the  back button to go back to the main page and then the Files tab. DO 

NOT CLOSE THE FILE USING THE  OR YOU WILL CLOSE YOUR 
BROWSER. 

 

2. Prepare the application files off-line (see Application and Manual): 
 
a. Application Cover Sheet in PDF format – Completed, printed, signed and 

scanned into a new PDF document.  
b. Proposed Project Description and Scope of Work (Parts I-VI, Page 9 of the 

Application and Manual) – Can be submitted in either PDF or Word format. For 
Part VI, it is recommended that you use the “Suggested Budget Format” 
included in the Application and Manual (Page 10). 

 
3. When the application files are complete, use the following steps to submit the 

application on-line: 
 

a. If you are submitting more than one application, follow the steps below for 
each application. Use the “Notes” field in Step j. to prioritize your 
applications. 

b. Return to the AGRPC private solicitation web page at:  

http://gn.ecivis.com/GO/gn_redir/T/z1sm8you25lw 

c. Click on the “Apply” button. 
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d. Enter the required information (indicated by the red *) in the “Organization 

Name”, “Applicant Name” and “Applicant E-mail Address” fields. 
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e. Click on the  green plus sign next to “Application File”. 

 
f. Click on the “Browse” button and find the completed “Application Cover Sheet” 

PDF file on your computer and double click the file. 

 
 

+ 
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g. Click on the “Upload” button. 

 
 

h. Look for the “Success Notification” and the file name listed on the screen. 
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i. Repeat steps d. through h. for the “Proposed Project Description and Scope of 
Work” file and any other files until all applicable files appear on the screen. 

 
j. Use the optional “Notes” field to add additional information (up to 1,500 

characters) if necessary. For example, if you are submitting more than one 
application you can use this field to indicate the priority of the application. 
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k. When you have confirmed that all required information is on the screen. Click on 
the “Submit” button. The Application must be submitted prior to 5:00 p.m. (MST) 
on August 17th.  

 
 

l. Look for the notification below and print this screen for your records. 
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You will receive a confirmation e-mail no later than the next business day. If you 
do not receive a confirmation e-mail please contact the AGRPC Administrator. 
 
Remember, the Arizona Grain Research and Promotion Council (AGRPC) must receive 
completed applications no later than 5:00 p.m. (MST) on Monday, August 17th.   
 
Applications submitted by the August 17 deadline will be publicly opened, read and 
recorded beginning at 8:00 a.m. on August 18 at 1688 West Adams Street, Phoenix, 
Arizona. 
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