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APPLICANT PORTAL GUIDE 

 DECD Brownfield Programs 
State of Connecticut — Department of Economic and Community Development (DECD) 

A step-by-step guide to registering, completing, and submitting an application through the Euna 
Grants Applicant Portal. 
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1. Navigating the Opportunity 

1. Click the link provided to the Brownfield Program you are applying to. 

2. Review the Funding Opportunity Information. 

 

 

Figure 1. Funding Opportunity Information page 

3. Use the buttons at the top of the page to begin navigating the opportunity. 

 

 

Figure 2. Opportunity navigation buttons 

• Print — Prints the Funding Opportunity Information as a PDF 

• Help — Access help and support information (this link is a more general help guide to Euna.  

This document is more specific to the brownfield opportunity. See Section 7 for a video on how 

to apply). 

• Download — Download a .zip file of the full application packet 

• Save — Save the opportunity to return to later 

• Apply — Begin completing the application 

2. Registration 
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If this is your first time applying through Euna, you must register for an account with Euna Grants.  If 

you have previously registered in Euna to apply for non-DECD applications you will not need to 

register again.  Please enter your existing Email and Password to log-in.   

Please Note:  The Primary Contact for the Applicant Organization responsible for the project will 

need to be registered (or added as a User) and have an account with Euna Grants. 

1. Click the Apply button. 

 

 

Figure 3. Login screen — select Register 

2. Click Register. 

3. Complete the required fields in the User Information, Contact Information, and Organization 

Information sections. 

NOTE: Fields marked with an asterisk (*) are required. 

4. User Information 
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Figure 4. User Information fields 

5. Contact Information 

 

 

Figure 5. Contact Information fields 
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6. Organization Information 

 

 

Figure 6. Organization Information fields 

7. Click the Register button to complete registration. 

 

 

Figure 7. Register button 

8. After registration, your name and organization name will appear in the top right-hand corner. 

9. Click Save to save the application to your profile. 
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10. Click Apply to begin filling out the application. 

3. Completing the Application 

 

 

Figure 8. Application timeline 

1. The application timeline shows the sections of the application and the progress made in each. 

2. Every application section must be marked as complete in order to successfully submit an 

application (However, an application section/subsection does not have to be marked as 

complete to move to another section/subsection). 

3. Once a section has been marked as complete, a check mark will appear in the section header. 

4. All sections must have a check mark in order to successfully submit an application. 

Example: 

Eligible to Submit 

 

 

Figure 9. All sections complete 

Not Eligible to Submit 

 

 

Figure 10. Sections remaining incomplete 

 

 

Each application section allows you to navigate in the following ways: 

• Save — Saves progress and remains on the current page 

• Mark as Complete — Indicates the form has been completed 
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• Save & Continue — Saves progress on the page and moves on to the next 

NOTE: The Euna form may time out if there is no activity for a period of time, and 
unsaved work may be lost. The form may also fail to save if there is a pending action — 
such as an upload that has not completed — or an error caused by an incomplete 
mandatory field or required step. As a best practice, save frequently. 
 
DECD also strongly recommends completing the provided Word version of your form 
first and assembling all required attachments/uploads—especially mandatory ones—

before entering information into the Euna system. 

4. Project Information Section 

The Project Information section is a standard intake section within the Applicant Portal. All required 

fields must be entered in order to Save and Mark as Complete. 

1. Enter the required fields: 

a. Application Name — Project name - Please use a unique name for the project - avoid the 

street address. Recommend using the former or proposed name of the project/facility. 

Example: Remingly Factory, Former or Remingly Standards. 

b. Award Requested — Amount of DECD funding requested 

c. Total Award Budget - total of the above request and any mandatory match under a 

particular program (the field is automatically calculated and populated) 

d. Primary Contact Information — Name and contact information of the person responsible for 

the application, the one who will be contacted with any questions and with the outcome of 

the application. 

NOTE: This will auto-populate with information completed on the Registration page and can be 
edited. 
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Figure 11. Project Information section 
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5. Application Forms Section 

 The application is broken into multiple sub-sections listed below the “Application Forms” bullseye. 

Example of sub-sections: 

• Part A — Threshold Eligibility 

• Part B, Section I — Project Details / Merits 

• Part B, Section II — Economic and Community Development Impact 

• Part B, Section III — Financing and Budget Details 

• Part B, Section IV — Applicant Experience 

• Part B, Section V — Checklist of Documents 

• General Certification and Assurances 

1. Click the name of each application form to complete each section. 

 

 

Figure 12. Application Forms list 

2. The status bar marks the progress of each application form: 

• New — Not yet started 

• In Progress — Started and saved, but not yet completed 

• Complete — All required fields have entries and the form has been marked as complete 

3. Upon clicking into each form, you will be able to interact with the application and fill in the 

required fields. 
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Figure 13. Application form entry screen 

4. Each form has its own unique requirements — read the application questions carefully before 

responding. 

5. Important Notes about the Checklist of Documents: 

a. All required uploads must be complete in order to save the form. 

b.  Prior to uploading documents, be sure the file name is numbered and labeled identically to 

the field it is being uploaded to. 

6. Submitting the Application 

1. All sections of the application must be marked as complete to enable the Submit button. 

2. If there are sections that are not complete, they will be noted in red on the submission screen. 

3. Using the navigation timeline, you can go back to the noted sections, mark them as complete, 

and return to the submission screen. 

• You are encouraged to download a copy of your full application for your records. 
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Figure 14. Submission screen 

4. Once submitted, you will see a Success! message, and a confirmation email will be sent to the 

Primary Contact from your Project Information section. 

5. The Primary Contact will receive all application status change emails (Submitted, Approved, 

Rejected). 

 

7. Application Training Video  

This video covers the steps to register in Euna Grants, create an applicant account, and apply for 

funding opportunities, including adding additional users to your account. View important details 

about the program such as funding, deadlines, and submission guidelines to streamline your 

application experience. Follow along to ensure a successful application process. 

 

Applicant Training Video: 

How to Apply for DECD Brownfield Grants 

 

8. Frequently Asked Questions 

1. What is “Application Name?”   

Answer: The Application name should be the same as the Project Name  

Please use a unique name for the project (avoid the street address).  DECD recommends 

using the former or proposed name of the project/facility. Example: Remingly Factory, 

Former or Remingly Standards 

2. If an individual is planning to submit multiple applications on behalf of multiple 

organizations, will they need to register separately each time as a consultant for each 

unique organization/application? 

Answer: Yes, if a user will be submitting an application on behalf of multiple organizations, 

separate user registrations will be required per organization. 

 

https://share.vidyard.com/watch/DXhvpd1DAi5vZKpCa1zjxw
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3. I may have forgotten to save my work and lost it - what is the timeout setting in the 

Euna System? 

Answer: Euna times out at 20 minutes due to inactivity.  
 
The Euna form may time out if there is no activity for a period of time (20 minutes), and 
unsaved work may be lost (does not autosave). The form will not save if there is a pending 
action such as an upload that has not completed yet; or if there is an error caused by an 
incomplete mandatory field or required step. As a best practice, save frequently. 
 
DECD also strongly recommends completing the provided Word version of the application 
form first & assembling all required attachments/uploads, especially mandatory ones 
before entering information into the Euna system. 

 

4. Who do we contact for trouble shooting? 

Answer:  EUNA has a dedicated customer support team that can be reached directly at: 

support@amplifund.zendesk.com or 1 (844) 407-3572 

5. What is the “Total Award Budget” in the Project Information Section? 

Answer: The Total Award Budget is sum of the total funding request plus any mandatory 

match (non-DECD funding) under a particular program (the field is automatically calculated 

and populated). 

6. Which email should be included while creating the Account information? 

Answer: The email of the person that will be logging in and completing the application 

should be used when registering in the applicant portal.   Additionally, all other members of 

the applicant organization who will be involved should be added as Users to the account.   

7. Can I add additional Users into my Euna applicant account? Which email should be 
included while creating the Account information? 
Answer:  Yes, additional Users can be added to your account.  Please navigate to your 
name in the top right-hand corner and click the dropdown menu.  Click Account Information 
and Users.  Add Users by clicking the + and entering the Users First Name, Last Name, and 
email.  When you are ready, click the ‘Invite’ button to send them an invitation into your 
account. 
 

8. I am filling out and submitting the application on behalf of the Applicant Organization; 

however, I am not the official Applicant who can certify the Application.  Does the 

official applicant have to register? 

Answer: Yes, please ensure that the official Applicant registers to be able to certify and 

submit the application.   

9. Who should be listed as the Primary Contact Person on the Project Information 

Form? 

Answer: The official representative from the Applicant Organization responsible for the 

project execution should be listed as the Primary Contact Person in the Project Information 

section of the application.  This person will be responsible for the implementation of the 

Project if the project is successful in receiving an award.  The Primary Contact does not 

have to be the CEO of the Applicant Organization.  Please make sure that the Primary 

Contact is registered and has an account with Euna.    

mailto:support@amplifund.zendesk.com
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10. Who is the Alternate Contact Person on page 1 of the Application Form?   

Answer: The Alternate Contact Person is typically the person filling out and submitting the 

Application on behalf of the Primary Contact Person and the Organization.  This person can 

be the same as the Primary Contact Person. 

11. Will the three contacts (Primary Contact Person, Contact Person, and Organization 

CEO) listed in the Application receive all communications sent through Euna? 

Answer: Only the person listed as the Primary Contact Person in the Project Information  

section will receive an email notification.  The Primary Contact Person should be aware that 

all communication will need to be shared with the Applicant Team. 

 

 

9 Troubleshooting 

Who to contact in case of EUNA System Issues:   

EUNA has a dedicated customer support team that can be reached directly at: 

support@amplifund.zendesk.com 

  or 1 (844) 407-3572 

 

Applicant Training Video: 

How to Apply for DECD Brownfield Grants 
 

 

https://share.vidyard.com/watch/DXhvpd1DAi5vZKpCa1zjxw
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