Tompkins County Tourism Program

Application Technical Instructions
New Tourism Initiative, Tourism Project and Tourism Marketing and Advertising Grants

Grant applications for these three programs are now accepted ONLY through the online
Community Impact Manager (CIM) grant management system. Applications will not be
accepted by any other method. Tompkins County has partnered with the United Way of
Tompkins County to provide this browser-based application in order to increase the Tourism
Program’s capacity for program evaluation and streamline our grant-making processes. Details
on how to create a user account and how to access the tourism grant application are below.
Technical assistance is also available by contacting the grant administrator:

Tom Knipe

Senior Planner / Tourism Coordinator
Tompkins County Planning Department
tknipe@tompkins-co.org, 607-274-5560

Creating an Account on Community Impact Manager (CIM):

1. Go to https://www.ctkodm.com/uwtc/

2. If you do not already have a username and password, login using:
Username: apply
Password: apply
On the left-hand side of the screen, under Create New, click “Agency Intake”
Complete the Agency Intake form
5. Your account will be activated by the United Way.

W

Accessing Your Tourism Grant Application(s):
**Please see above instructions to create an account. Once your account is activated:
1. Go to https://www.ctkodm.com/uwtc/

2. Login in using your unique username and password.

3. On the left-hand side of the screen, under My Folders, click your agency name.

4. Click “Agency Information” or “Program Information” to view past applications

5. Click “View Application” to access current grant applications.

6. To create a new application form, click “Tompkins County Tourism Grant” on the left-
hand side and then click “Create New”.

7. To edit an application, click the “Edit” button to the right of application name

8. Be sure to click “Save” in the upper right-hand of the screen often, as forms do not

save automatically.

9. Do not click “Submit Application” until all your application forms are complete.
Submitting will lock the application forms. (If you have submitted your application and
need it to be re-opened, please contact the grant administrator.) The submit button is
located on the left-hand side of the “View Application” page.

10. Submit your application by 11am, Friday, February 21* for the spring 2014 grant round.
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UWTC and Tompkins County Partnership Jan 8th, 2014

Nomination Form

Verizon Equipment United Way of Tompkins County has partnered with the Tompkins County Tourism Program to support the Tompkins County
Reservation Request Form Tourism Grants on Community Impact Manager.

Virtual Office

Calendar

Library

My ODM

Personal Messages

Tompkins County Tourism Program Dec 23rd, 2013

Tompkins County Tourism Program

The Tompkins County Tourism Program offers several grant programs which are funded
by local hotel room occupancy tax. Grants are awarded once or twice annually by the
Tompkins County Legislature, upon the recommendation of the Strategic Tourism
Planning Board (STPB). The mission of the STPB is to provide oversight and strategic
direction for tourism initiatives that promote economic development and enhance the
quality of life in Tompkins County.

Logout

Tompkins COUH% Grant-funded projects align with the 2020 Tompkins County Strategic Tourism Plan
E’ i and successful grant recipients must acknowledge support in promotional materials with
“Tourism Program the following phrase: "This program was made possible by a grant from the Tompkins
County Tourism Program."”
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For grant guidelines and resources visit the Tompkins County Tourism Program website.

Applying Agencies Jan 8th, 2014

To create your agency profile, click
“Agency Intake” under “Create New”.



—
=D

e@ :b Dtipsiiis ':“T“’ﬂ?'f‘ e/ TR LP-ac {r‘ My ODM Dashboard ‘. Yk
R M 3 ar A A N o) &
x b bing <> 22 < B B G Wy & 8 @D §Y A P &8

3 Suggested Sites v 2 Get more Add-ons v
Applying Agencies Jan 8th, 2014 A

Welcome!

Grant applications are currently being accepted for the Tompkins County Tourism Program for New Tourism Initiatives,
Tourism Projects and Tourism Marketing and Advertising Grants.

Returning Agencies:

Please access your files through your folder located in the My Folders Section to the left of this screen. All application forms will
be located through the View Application Button. Please take the time to review your existing Agency Intake Form and make any
updates.

Jeate a brand new Agency Intake. The Save button will become activated after completing a “Duplicate Check™ as
he top of the Agency Intake Form. On the Agency Intake Form you will identify the agency’s specific username
and password UWTC will then activate you as a user and then you will be able to return to your application by using your
individual username and password.

Application Instructions:
After you login, on the left-hand side of the screen, under My Folders, click your agency name then “View Application” to access
current grant applications.

To create a new application form, click “Tompkins County Tourism Grant” on the left-hand side and then click “Create New™ to
access the Application Form.To edit an application, click the "Edit” button to the right of application name

Be sure to click “Save” in the upper right-hand of the screen often, as forms do not save automatically. Do not click “Submit
Application” until all your application forms are complete. Submitting will lock the application forms. If you have submitted your
application and need it to be re-opened, please contact Tom Knipe at 607-274-5560. The submit button is located on the left-
hand side of the “View Application™ page.

If you have accidentally saved duplicate applications or reports, please contact United Way to clean-up your folders before
submission. Contact Alison Twang at ahtwang@uwtc.org or call 272-6286 with any questions.

Thank you.

[ w l Search Bulletins ]
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You can also click the link in the “Applying Agencies”
bulletin to create your Agency Intake form. You can find
application instructions here as well.
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After completing the Agency Intake form, click
“Duplicate Check” and then “Save.” Contact
Alison Twang at ahtwang@uwtc.org or Meg
Cole at mcole@uwtc.org or (607) 272-6286 to
activate your account.
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Verizon Equipment My Preferences Tourism Grants on Community Impact Manager.

Reservation Request Form My Folders
Tompkins County Tourism Program Dec 23rd, 2013

Tompkins County Tourism Program

The Tompkins County Tourism Program offers several grant programs which are funded
Logout e o by local hotel room occupancy tax. Grants are awarded once or twice annually by the
Tompkins County Legislature, upon the recommendation of the Strategic Tourism
Planning Board (STPB). The mission of the STPB is to provide oversight and strategic
direction for tourism initiatives that promote economic development and enhance the
quality of life in Tompkins County.
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To start a new application or view past
applications, click your agency name Under “My
Folders.”
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Click “View Application” to access current grant
applications. Click “Program Information” or “Agency
Information” to access past applications.
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Grant Application Application Instructions
Status: Not Yet Submitted Welcome.
Instructions

i s Grant applications are currently being accepted for the Tompkins County Tourism Program for New Tourism Initiatives, Tourism Projects and Tourism
Print Application Marketing and Advertising Grants.

Submit Application

View Doc Folder To create a new application form, click “Tompkins County Tourism Grant” on the left-hand side and then click "Create New

S To edi licati lick the “Edit” ight of applicati
Application Forms o edit an application, click the “Edit” button to the right of application name

Show All Forms Be sure to click “Save” in the upper right-hand of the screen often, as forms do not save automatically.

Do not click “Submit Application” until all your application forms are complete. Submitting will lock the application forms.

Agency Intgke
< ompkins County Tourism AppllcaD

- (If you have submitted your application and need it to be re-opened, please contact Tom Knipe at 607-274-5560.) The submit button is located on the left-hand side of

the *View Application” page.

If you have accidentally saved duplicate applications or reports, please contact United Way to clean-up your folders before submission. Contact Alison Twang at
ahtwang@uwtc.org or call 272-6286 with any questions. Thank you, Alison Twang

TechKnowledge

To create a new application form, click “Tompkins
County Tourism Grant.” To update your Agency Intake
form, click “Agency Intake.”
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To start your application, click “Create New.”
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Test Agency

Agency/Organization Name : Test Agency (Agency Intake)
Street : 7 Oak St

Application Guidelines

Applicant and Project Information

https://www.ctkodm m/uwtcftompk _county_tourism_appllcatxon.php?parentDocId:I&Activeproglam:Z}

Be sure to click “Save” regularly, as forms do not save
automatically. Your account will be logged out after 90
minutes of inactivity and any unsaved changes will be
lost.
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Instructions

; Agency Intake
€ | Submit Application p J Test Agency Edit
=

o Tompkins County Tourism Application
Application Forms of 2014 Festival Edit
Show All Forms \_/

Agency Intake

V] Create New Browse

Summary of Records Started
Tompkins County Tourism Application

I 100% Complete

+ Total Records Started: 2
+ Records Missing Required Data:

To edit an existing form, click “Edit.” Do not click “Submit
Application” until your application is complete. Submitting
will lock your application forms. If you need your
application re-opened, please contact Tom Knipe at 607-
274-5560 or tknipe@tompkins-co.org.
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