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Introduction

Applicants can access the electronic single application several ways from DCED’s website www.newPA.com. The fastest way to access the
application is by clicking the Single Application link located in the top right corner of the home page. However, applicants can also access
the application by clicking on the Funding & Programs link or from the Educational Improvement Tax Credit or the Opportunity Scholarship

Tax Credit pages.

If you have a problem at any time during the application process, please contact DCED Customer Service at 1-800-379-7448.

This link will take you
directly to the Single

Application Web page.
(=T
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The Single Application page provides general information about the application.

Insida This Section

Search fod Programs &
Funding

Apply for Programs &
Funding
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Single Application

Eligible applicants must apply for funding through DCED's

Single Application for Assistance How To Apply
Altar downioadng and reading 8
What is-te FRppheation? ptogram's guideln, you can

liows the appiicant 1o apply for vanous programs Appiy Suooah e Single
Application

for posslble I'undmg The apphtallon is designed to help applicants comprehend the program Apcle
requirements up front 3nd expedile the review process

Single ADDECAtON for As

iSIANG €

Information about the Single Application
is available on the Single Application
page. Click on the Single Application for
Assistance link or the Apply link in the
How to Apply box to go to the login page.

The Apply link can also be found on the Funding &

Programs page and the EITC and OSTC program pages
in the How to Apply box.




One-time Registration & Login

All applicants must complete a two-step, one-time registration process. If you already have a user name and password, you can use this
information to log in to the application. However, if you are a first-time user, you must complete the one-time registration process.

Electronic Signature is here! In an effort Login

to streamline the application process for | What's New?

our customers, DCED will no longer | For an oveniew of the changes in the new Single
require applicants to mail the signed | Application, please read Help

signature page beginning May 5, 2014.

Note that you are still required to print | User Name ‘

and attach the signature page to any i

additional supplemental information Password ‘
required by the program office.

Important Note: If you registered in the old Single
Application, you should not Register again. Enter User Name

Please login with your current User Name and Password and Password.
to update your Account Information. |

(First Time User? Click the button above)

(Forgot Your Password? Click the button above)

If you are a first-time user, you must
complete the two-step, one-time
registration which includes setting
up the user name and password and

your Single Application information.
See the following pages for details.

Reminder:

Always keep your user name and password in a safe place.
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PA Login Information

Creating a user name and password is the first step in completing the DCED Electronic Single Application. This information is connected to
the PA Power Port registration system, which allows you to have one user name and password for any applications across commonwealth
agencies that use the PA Power Port login. While DCED captures this information in its application, you must log in to the PA Power Port
website at www.login.state.pa.us/login if you need to make changes to the information or forget the password.

PA pennsylvania

Single Application Registration Information
In ordes 16 use the Web Submession of Single Apphcation for Assisiance you must have 3 vahd PA PowerPorl user name and password  If you do ot

have a PA PowerPort profile. ssmply &8 out the form below and press the “Submet”™ bution To help provide 3 mone detasled and sasser process while Sllng
oul your apphe Bhon we Mre Adlong lor informanion that will help us prowde you with the best possible PrOgrams and SCreens

PA Login Information

* Required Fields

Fiurst Name I *
Last Name | T USER NAME - must be a unique user
Address [ name. If the user name you are
i I trying to use already exists, please
Y

select another.
State PA = #

Zip Code -

Ermad Address |

PASSWORD - it is case sensitive and requires a
minimum of 8 characters that must include one
User Name | e of each of the following: uppercase letter,
lowercase letter, number and symbol.

Password I .
Confirm Password I .
SECURITY QUESTIONS/ANSWER
Securty Question I

protects the identity of the
Secunty Answes [ account. The security answer is
case sensitive.

Single Application Information

PLEASE SELECT FOR PROFIT - This information will
be used to accurately determine programs in which
you would be an eligible applicant. See following
page for details.

All fields marked with a red diamond are required.




Single Application Information

The second step of the registration process is your Single Application Account Information. To accurately determine what DCED programs
you will be eligible for, you need to tell us if you are applying on behalf of a for-profit, non-profit or government entity. This information
becomes your “User Settings” and should only be changed if necessary. An option to automatically populate the Applicant Information
section with this information is available. Any required changes to this information can be done in the application by clicking “User
Settings” in the red menu bar.

The next screen will differ depending on which type of entity you've selected. In this case, we will use a “For Profit” business. Remember—
only fields marked with a red diamond are required.

Apply as a For Profit business to display

EITC and OSTC program buttons.

™ Resst

1 7
Ara You Appbing A37 5 e Proi © Non Proft © Govemment  Ottver

. ) .
ConmpanpExiity TYOK | £ suited Lintiity Patuership © Panership

T Sole Propristorship " Limited Liability Corporation

" & Corporation " ¢ Corporation

Faderal Emplayers IdentScatian Numbar

{FEIM) Or SSH: .

Vender Registration To apply for a SAP Vendor Number please click the lnk
SAP Vendor &
[Potondr of X0o000g-00)
Depaiment of State For information on how 1o register your business chick the link
Incorporated in PAT [y,
Registered to do business in PA? [~y

Company/Entity Name | -

CEO: | &

CEO Tite: |

ication Comact Mame:
e | Application contact information is not

Title o the Contact person | a required field; however, if this
Phane | information is added, it will populate
. ) - into the application if you select that
E.mail | option on the applicant tab.
(i differant from abowe)
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W
Create or Edit Application

Once you have successfully registered your user name and password, this page will appear each time you log in to the application. You have
a choice to create a new application, edit an incomplete application, or delete an incomplete application. Once you create an application,
you can exit and return to the application as many times as necessary to complete.

Begin a New Application

USER SETTINGS - This is the information you entered into your
Single Application Account Information. You can update this
information as necessary by clicking on User Settings.

Begin a New Application
T bagies & S Single Apphcaton For Assslance, snier a bref alese for [he propct (up lo sbdy characiens) and angwer whathar you nesd help salecting your gragram If you
aready inow the name of the prograes you want b spply for, answer “No”

I you are 8pphyng Tor the Educaton improvesen Tax Credl (EMMT) or e Dppomendy Sosclarang Tax Credl (OSTC L, pease chok the apprograse Bumss. M aol plesse conlnue
Belcw

m B - To apply for EITC or OSTC programs, click the

Project Hame appropriate program button. The buttons will only
|— appear if you have your User Settings set up as a
“For-Profit” business. To change the User Settings,
click on User Settings in the red menu bar.

Do you need hedp selecting your program?
Yos «

Are you applying for assistance as outlined in o signed and accepted offer letier from the Governor's Action Team [GAT)?
Mo =

Edit or Delete Incomplete Application

If you decide to exit the application prior to completion, it will be saved and displayed under Incomplete Applications on this page.
You have the option to Edit the application or Withdraw the application.

Click EDIT to enter the incomplete
application

Incomplete Applications
Incompilete apphcations will be aulomaticaly withdrawn by DCED one year of inactivity.

Project Name Program Updated

Applicant'Company

Opportunity Scholarship Test Appscation 2 Oppodtunty Schorshio Tax Credt

Click WITHDRAW to delete an
incomplete application

Note: If you select Withdraw, the application is deleted.




Application Menu Bars

Options to Save or Print the application appear on the blue menu bar. The application is saved as you move through the application.

However, if you are stepping away from your computer for a period of time, please click on the Save button. You can print the application
after selecting a program.

! pennsylvania

T
b 4= ]
ity )

lr'arll:‘ll':l-'ll A nda ~ariic alion

The option to Print the application is
available after selecting a program.

The application saves information as
you click from tab to tab; however, if
you step away from your computer
for a period of time, click Save.
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Applicant Tab

You can choose to populate the application by selecting the Use Account Information button. When selecting the button, the fields will fill
with the information stored in User Settings. Two additional fields are required, NAICS Code and Enterprise Type. A dropdown box will be
available to select the NAICS Code. The Enterprise Type requires a check box to be selected (see page 9.)

':_“ pennsylvania

Program: Educationad Improvement Tax Credit  Frogram Fact Sheet Frogram Guateines Optional - To populate the application
Applicant Information with the information you entered into

Te copy your Regatnabos niformuton i the applcabon, chok e s Actsunt nformaton” tutipd your User Settings, click the USE
ACCOUNT INFORMATION button.

Hpglicant Enthy TYpe: | & | vitmd Liniiity Prrtnarhip  Parinership

™ Gavemment " Man-Profit Carporation
™ Sole Propristorship T Limited Liability Company
™ 8 Corporation T C Corporation

Apphicant Hame: ]
NAICS Code - This field does not populate from
HAICS Cod l
: g User Settings. A dropdown box will help you to
FEIN/SSH Number " select the NAICS Code; continue to make selections
{oononoo) until a 4-digit number appears in the box.
ceo |
CEO Tite: |

SAP Vendor # 1

[romonos oF X000 =00
Contact Mame: 1 »

Contact Title: | &

- [

(o= oe- 000




Enterprise Type

This field does not populate from User Settings. Please check all that apply.

Enterprise Type

ngdicate the types of enberprsaes (Rl describe the orpanzaton Bied above. Voo may SeleC! mone San one type. *

I asvances Tachesiogy I agricProcassae I agriProduce: I aanoriey I Biotaehnaiegy / Lite Seisnoss
I Business Finsscist Sarvices I can cantae I critd Care Cane I~ commarsisl I Community Dev. Proviser

I Computer & Cluricsl Opmntsm | Dafanse Ralates I EoseomicDer Provisw | Educssional Fasiliey I Emasguncy Ressander

I Eownpt Fasility I Expon Manutasturing I Expen Servien R S— |- ——

I Haaleears r——— T inaustias I Manutnsturing I hining

™ otnee I Pretassionsl Sanvices I~ Rueyeiieg I Ragiensl & asisnal H M & Davabep

™ Raat I Socint Sarvics Provisee | Tourism Premetion T Waranouss & Tesminad

Continue - This will move you through
the application page by page.
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The calculated tax credit

amount is displayed. This
amount will be entered in
the budget on the printed

copy of the submitted 6. Tax Creddt Amount: * (Questions 4 & 5 are used to calculate your total tax crodit )
application. 0

10

Addenda Tab

The Addenda Tab is program-specific information required by the program office in accordance with the program guidelines. All items are required.

B pennsylvania

Web Applcation & 030424
Program: Educational Improvement Tax Credd  Progres Fact Shest Progres Dudetrss

State: PA Select the County and Municipality based on where the
County: - Select County - = # business is located. Out-of-state companies should select
Municipality: - Select Municipaity — » ¢ Statewide Project.
PA House: * ——
PA Sonom: © The County and Municipality selections determine the
US House: *

Legislators that appear. If more than one selection is possible,

T S I e you will need to select the Legislator.

2 Piease enter the company PA Corporate Tas Account ID Number If your comoany stiuciure does not have one. clease enter tero's (DD00-000) *

|

1 Vil e connitution B4 pArsonal propedty of serices? *
- W yes please upload a document that descnbes the property or serace and approprale formation establisheng the value of the contniaution

Upload Files
Chcie "Browse™ to select a e You can attach files up to o total size of 1 SMB

Fie1 | _Browse_ |

To determine the amount of the tax credit, seled the type of commetmeant from the dropdown box in Question 4, enter the dollar ameunt to be donated inls
Cusation 5 and select the Caloulats Tax Creditlink in Question & The amount of the caloubabed tax credit amount will appear in Quasticn 6 and be entered in e
Buaget an the printed copy of thi Submited application

The dropdown box for Question 4 will differ based upon the
SRR FETE TR L D L W R E P TR program selection. The program commitment selected and dollar
= amount donated (Question 5) will be used to calculate the tax
credit amount.

EITC Program Commitment Selections

& This apgiicalion is for T Rllgwing comealimeesl (pleass uis Sog doms kil ¥

A Thes serpboian o by i ol g DOrTEMENT QEHEELE W PO Down it .

ExD Yaw 18 5 1 Yawr Commimant (T5% Tax Cradej gh e Educalional imprivenent Tas Capdl Program #
EXD Y 1ol 5 2 Ve Commimant (30% T Crati)

B Yaw 2ol 2 2 Yaw Commimant (50% Tax Crada)

PRS0 1 year ooy CommEment

50 Year 16f 8 1 Yoor Commitmaed (T5% Tii Crel)  foglais vour Bt s oo |

B0 Var 1 of & 2 Vs Comsratrriet (90% Tan Cradit)

B0 Y 2 of b 2 Ve Commatresesl [90% T Craity

Toar 1ol a1 Yem Commtment (T5% Tax Creat] s an opparunsy schaianne crsancabonis] *
Yo § ol 3 7 Yosr Commiment [50% Tax Credi)
‘Faor 2 ol 0 7 Yaor Commitmant (30% Tax Crest]

Click Calculate Tax Credit
—the calculated tax credit
Enter whole dollar amount of donation. will display. If the program
commitment or the
§ Plaase enterthe dollsse®iunt 1o ba donated per year through the Educational Improvement Tax Credit Program *# donated amount is
changed, click Calculate
Tax Credit to recalculate
the tax credit amount.

Calculate Tao Cradt G




Certification Tab

If all the fields marked with a red diamond are not satisfied, the application will provide the required sections and fields that are missing

information. You will not be able to submit the application until all required information is completed.

¥ pennsylvania

Weab Application 81 8030425

Program: Educational Improvement Tax Creddl  Frogres Fact Sheet  Progrem Guideines
Application Certification

The following sections are incomplate, AN required fislds marked with a red diamand (*) must be cgfrpleted before you are able to submit this
application to DCED

Applicant

. T f .
= E:;iwﬂ;:,:ﬁ‘ ':;_M Once you successfully submit the
= HAICS Coda is not a valid four digit cods application, you will receive

= FEIN Number is required
» Coo is required

» Ceo Tile is required 3 3
o Consipct Home s ociiisd Application number.
» Contact Title is required

+ Phone Numbsr must be a valid phone number, please use ™ instead of spaces. Must include area code 3000000000
» Phone Number is requened.

= Mailing Address is reguired

= City is required

o Dip Code is ragquired

» Enterprise Typs is required

= Applicant Information has not saved comectly

Click the links to go directly to the
Project Sie Locationis) tab where information is required.

+ Project Site 1: County ks required.

+ Propect Site 1 Municipality is requated

» Progect Site 1: PA House District is required

= Project Site 1: PA Senate Distnct is required.

» Project Site 1: US Congressional House Dvstnct is requined

Program Budget

+ Funding Source "Educational Improvement Tao Cradit © must have a Grand Total greater than zero

This is your Web Application number.
Please keep this number for reference.

confirmation with your 12-digit Single

newPA.com | 11



Submit Application

Once you have completed all required information, you are ready to submit the application. You must click the “Submit Application”
button to send the application to DCED.

After clicking the Submit Application button, you will receive a confirmation page that includes the 12-digit Single Application number
for tracking purposes. The option to print a copy of the completed application and signature page are available. You are not required to
mail the signed signature page to DCED unless you have supplemental information required for your application.

W pennsylvania

Applicant: EITC and OSTC Test Company ‘Web Application & 8051294
Program: Educational iImprovement Tax Creddt (EITC) Program Fact Sheet Program Gusdelines

Check this box Application Certification

to Certify the All of the required sections of the web application have been completed  If you have reviewed the application, you may submit it to DCED for processing After
submitting, you will no longer be able to make changes.

information

) . DCED Electronic Signature Agreement;
being submitted

. I By checking this box and typing your name in the below texibox. | hereby certify that all information contained in the single appéication and supporting
is accurate. matenais submitted to DCED via the internet and its attachments are true and correct and accurately represent the status and economic condition of the

. Applicant. and | also certify that, if applying on behalf of the apphcant. | have verified with an authorzed representalive of the Appicant that such information is
Select the radio frue and cofrect and accuratety represents the status and economic condition of the Appicant. | also understand that ff | knowingly make a faise statement or
button to overvalue a security fo obtain a grant and/or loan from the Commonwealth of Pennsylvania, | may be subsect to criminal proseculion in accordance with 18

PaC 5 § 4004 (relating to unsworm faisification 1o authonties) and 31 US C §§ 3720 and 3802 (relating 1o faise claims and statements)
represent the

X T | am the applicant
submitter.

s ~ | am an authorized representative of the company. organization or local government
T am a DCED "Certified” Partner representative

Check this box Type your name here.

to agree with DCED El ) p
signature page I Along with the web appiication, if you have been requested or need 1o send any documentation 1o DCED please prinl and send a copy of your E-

submission of Signature and mail # to DCED along with any paper supporing documents. You will be given an opportunity to print the signalure page along with a copy of
the appication immediately afier you submit

required

supplement
information.

The Submit Application button will appear
after all the required information is in the
application. You MUST click the Submit
Application button to electronically submit
the application to DCED.
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Successfully Submitted Application

The Application Certification page displays the 12-digit Single Application number, which is your confirmation that the application has been
submitted to DCED. You have the option to print the signature page or the entire application.

The applicant cannot make changes to the application once it has been submitted to DCED. If changes are required, please contact DCED
at 1-800-379-7448.

Web ID # is displayed.

Applicant: EITC and OSTC Test Company
Program: Educational Improvemen Tax Credit  Frogres Fact Shest Program Guissines

Application Certification

Single Application ID@: 201405210074

The web application has been successfully submeted to DCED for processing

The 12-digit Single Application number will be displayed.

| hereby certify that all information contained in the single application and supporting malerials submitted o DCED via the intemet, Single Appication #
201405210074 and (s aftachmenis ane true and comect and accuralely represent the status and economic condison of the Applicant, and | also certity that, if
applying on behalf of the applicant. | have venfied with an authorized representative of the Applicant that such information s true and correct and accuralely
fepresents the stalus and economic condition of Ihe Appicant. | also understand that if | knowingly make a false statement or overvalue a security 1o oblain a
granl andior loan from the Commonwaalth of Pennsylvania, | may be subgsct 1o criminal prosaculion in accordance with 18 PaC 5 5 4904 (relaimq 10 unsSwom
falsification o authonties) and 31 US C §5 3729 and 3802 (relating o false claims and statemenis)
Applicant has options to print the entire
application or the signature page only.
NOTE: The printed copy of the
application for EITC and OSTC programs
Print Entire Applic ation P will contain additional information

supplied by the program office.

The signature page may also be prinled now. You may also prnt submilicd-eer®alions from the Home page. C
the top toodbar

The signature page along wilh any paper supporting documenis can be mailed (o the following Trees

Pennsylvania Department of Community and Economic Development
Commenwealth Keystone Building

Attn: Customer Service Center

400 North Street, 4th Floor

Harrisburg, PA 17120-0225

Do not mail the Signature page unless
supplemental information must be sent to DCED.
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View / Print Submitted Application

To view your submitted application, simply go to the home page and click on Submitted Applications in the red menu bar.

Click Submitted Applications

‘Ej pennsylvania

Begin a New Application
To begin & new Sngle Apphcation For Assitance, aMer & brief name fof e prog@et (up 1o sy characiers) and answer WhaSINer you nesd help selscting your program. If you
already know the name of the program you want 1o apply for, answer “No™.

|vath Hame

Do you need help selecting your program?
Yas «

Are you applying for assistance as outlined in a signed and accepted offer letter from the Governor's Action Team (GAT)?
No =

All successfully submitted applications will appear under Submitted Applications. You can search for the application by entering the
web ID in the search field or by scrolling through the applications shown. To view the application, click on the VIEW button.

‘@ pennsylvania

Enter the web ID number or 12-digit Single Application
Number into the search field and click SEARCH

Submitted Applications

Program

BOZEE3IT | JU1301085293 Opportunty Scholarship Tax Credi Opportunity Scholarship Tax Credi 802361

Click VIEW button

The ID number is the web
application number.

14



The submitted application will open to the Application Certification. Options to print the application and signature page are available.

pennsylvania

Applicant: EITC and OSTC Test Company
Program:  Educational Improvemen Tax Credit  Frogres Fact Shest  Program Guidsines

Application Certification
single Application ID #: 201405210074
The web applicalion has been successtully submitied to DCED for processing

| heneby certity that all information contaned in the single application and supporting matenals submitted to DCED via the Intermed. Single Application #
201405210074 and s attachments are Irue and cormect and accurately represent the status and economic condition of the Applicant. and | aiso cerlify thal if
applying on behalf of the apphcant. | have veriied with an authorized representative of the Applicant that such information is trse and cormect and accurately
represents the slatus and economic condition of the Appacant. | also understand that if | knowingly make a faise statement or overvalue a security 1o oblain a
grant and/or Ioan from the Commonwealth of Pennsylvania, | may be subject to crminal prosecution in accordance with 18 PaC S § 4004 (relating 10 unsworn
fatsification to authorities) and 31 U S.C. §§ 3729 and 3802 (retating to false claims and statements)

The signature page may also be printed now. You may also print submitted applications from the Home page. Click the link labeled “Submitted Applications” in
the top tooibar

= e e Options to print the entire

application or the signature page

only are available. NOTE: The

The signature page aiong with any paper supporting doc an be mailed 10 the loliowing address printed copy of the application for
Pennsylvania Department of Community and EConomes EITC and OSTC programs will
e gl contain additional information

Attn: Customer Service Center

400 North Street, 4th Fi ; :
. huru,::"ll'?im b supplied by the program office.
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For more information, contact | Pennsylvania Department of Community and Economic Development
Commonwealth Keystone Building | 400 North St., 4th FL | Harrisburg, PA 17120-0225 PA

pennsylvania
DEPARTMENT OF COMMUNITY
& ECONOMIC DEVELOPMENT

866.466.3972 | newPA.com Tom Wolf, Governor

B D W anewpancws .




