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ANTHC Healthy Village Environment Program 
 

Provides technical support and webinar training opportunities for IGAP staff  

based on tribal needs to help increase local management capacity  

 

Provides one-on-one support and technical assistance to  

Tribes developing long-range environmental plans 
 

Provides 7 Generations trainings and manages the LEO Network 

 

Services made possible with funding support from EPA IGAP 
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GAP Support – Program Priorities 
 

Funding is provided under GAP for the purposes of planning, developing and establishing 
tribal environmental programs consistent with programs and authorities administered by 
the EPA.  
 

 Developing and maintaining core environmental program capacities 
 

 Engaging with the EPA to negotiate joint EPA-Tribal Environmental Plans that reflect intermediate 
and long-term goals for developing, establishing, and implementing environmental protection 
programs  

 

 Linking GAP-funded assistance agreement work plans to the ETEPs 
 

 Developing baseline capacities for media-specific environmental protection programs that are 
related to the needs of the recipient and to EPA statutory programs (ambient  and indoor air 
quality; water quality; managing wastes; managing asbestos, lead-based paint, pesticides, toxics, 
and pollution prevention programs) 

 

 Implementing waste management programs 



Work Plan 
 
 

 

 
 
 
 
 
 
 
 
 
 



Sample Work Plan 
 
 

 

 
 
 
 
 
 
 
 
 
 



What is GAP Online 
 

 

 

 

 GAP Online is EPA’s web-based  

     grant reporting system 

 

 GAP Online provides EPA Grantees  

      and Project Officers with a  

      centralized tool for tracking 

      work plans and reporting progress 

 

 GAP Grantees can create  a new  

      workplan, edit an existing  

      workplan, create or edit progress  

      reports and generate summary  

      reports.  

 

 

 

 

 



Log on to GAP Online 
 

 https://ofmext.epa.gov/GAP_Online/index.jsp 

 

 
  

Google: EPA GAP Online 



Log on to your account 
 

 

 

 

 

 

 



 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 



Create your Work Plan 
 

   Step 1: Click on the “Create New Work Plan” button  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 



Add Your Work Plan 
 
 

 

 

Step 2: Look at your award agreement and enter the correct work plan period 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 3: Click “Save” 

 
 
 
 
 

 



 

Step 4: Add a description 

 

Step 5: Click “Save” 
 



 
 
 
 
 
 
 
 
 
 



Attaching your GAP Narrative and Budget 
 
 

 

 

Step 6: Click on the magnifying glass to the left of Narrative Background and Budget 

 
 
 
 
 
 
 
 

Step 7:  Click on the “Browse” buttons under each the Narrative Background and Budget.  

                  Search the files on your computer and select the correct files to attach. 
 



Adding GAP Position Information 
 
 

 

 

 

Step 8:  Click on the magnifying glass to the left of Position Information (Required) 

 
 
 
 

 
 
 

Step 9:  Click on “Add New Position” button 

 



Adding GAP Position Information (continued) 

 
 

 

 

Step 10:  Fill out the requested information.  

                    The % paid can be found on your  
                    IGAP budget 
 
 
 

Step 11:  Click “save” and repeat steps 9 - 11  

                   for all positions paid under GAP 
 



Adding Work Plan Components 
 
 

Step 12: Under Work Plan Component magnifying glass, click “Create New Component”  

 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 



Adding Work Plan Components (continued) 
 

Step 13:  Enter the information 

                   directly from the  
                   approved work-plan. 
 
 
 
 
 
 
 
 

 

Step 14:  Click “Save” 

 
  
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 



Adding Work Plan Commitments 
 

Step 15:  Scroll down after saving your component and under “Work Plan Commitment” click  

                    on “New Commitment” to begin adding.  
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 



Adding Work Plan Commitments (continued) 
 

Step 16:   Enter the commitment from Work Plan (click on the grey commitment box/ positions box/  

                        end date/outputs & deliverable box to add text) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 17:   Once the commitment is entered, click “save.” 

 

Step 18:   Repeat steps 15 - 17 until all commitments are entered.  
   
 

 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 



 

Step 19:  Once you’ve added all of the commitments for the component, click the “Back Work Plan”  

                   button at the bottom of the page. Do not use the internet browser “back” button. This may  
                    cause work to be lost.  
 
   
 

 
 
 
 
 
 

 



 

Step 20:   You will end up back at this page. Click on the “Create New Component” button and  

                      repeat steps 12 – 19 until all of your components and commitments are entered. 
 
   
 

 
 
 
 
 
 

 

           



Sending / Updating / Reporting on Work Plan  
 

 Step 21:  When all of your Work Plan Components and Commitments are entered you are ready to  
                   send your Work Plan to your Project Officer for approval. 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 



Sending / Updating / Reporting on Work Plan  
 
 

  Step 22:  A pop up window will appear. Type in the comment box and click the “Confirm Sending 
                    Work Plan to Project Office 

 

 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 



Check Your Work Plan Status 
 

   Step 1: Click on the edit workplan  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 



Check Your Work Plan Status (continued) 
 

Under the “status” column you can see if your work-plan has been accepted.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 



Quarterly Reports 
 
 

                                                             Quarterly Reports are to be entered into GAP Online  
no later than 30 days following the end of each quarter 

 
 

          Quarterly Report End Dates 
 

         1st Quarter - December 30 
 

         2nd Quarter - March 30 
   

                    3rd Quarter - June 30  
 
                    4th Quarter - September 30  
 
    
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 



Quarterly Report Template 
 
    
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 



Creating Quarterly Reports 
 

 

Step 1:  Select the Create/Edit Progress Report button on the GAP Online Home Page 

 
    
 
 
 

 
 

 

 
 
 
 
 
 
 
 
 
 



Creating Quarterly Reports 
 

 

 Step 2: Select the Work Plan you will be reporting under. 

                  *** NOTE: This one shows “submitted” in the status column 
 

 

 
 
 
 
 
 
 
 
 
 



 

 

Because the status was “submitted” and not “accepted” this is what you will see and you 
will not be able to proceed with entering your quarterly report until your work plan is 

“accepted” by your EPA Project Officer. 
 

 

 
 
 
 
 
 
 
 
 
 



Creating Quarterly Reports (continued) 
 

 

 
  

 
 
 
 
 
 
 
 
 

 

 

Step 2: Select the Work Plan you will be reporting under. 

                  *** NOTE: This one shows “accepted” in the status column 
 

 



Creating Quarterly Reports 
 

   Step 3:  Select the Component 

 
    
 
 
 
 

 
 
 

 
 
  Option 1 
 
 
  Option 2 

 

 
 
 
 
 
 
 
 
 
 



Creating Quarterly Reports 
 

 

  Step 4: Select the Commitment  

 

 
 
 

 
 

 

 
 
 
 
 
 
 
 
 
 



Creating Quarterly Reports 
 

   Step 5: Click on “Create New Report” under Update Work Plan Progress Report  

 
    
 
 
 

 
 
 

 
 

 

 
 
 
 
 
 
 
 
 
 



Creating Quarterly Reports 
 
Step 6: Add information directly from each commitment on your Quarterly Report     

               Template and attach outputs 
 
 

 
 
 

 
 

 

 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 

Add outputs / deliverables  
 
Step 7: If you have deliverables (outputs) to upload click “Choose File” and browse 

                  your computer for the correct document.  
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 Step 8:  Click “Add” to save your work.  

 



Step 9:  After you hit the “Add” button, this is what you will see. If you need to edit   
                what you entered, or upload another output, click on the long blue box over   
                1st Quarter.  
 
 
 
 
 
 
 
 
 
 
 
 
 
          *** Skip this step if no edits are needed and move on to Step  
 

 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 

Step 10:  To add or upload more outputs, click the “Edit” button.  
 



 
 
 
 
 
 
 
 
 
 

Step 11:  The Edit Progress Report pop up box will appear. Edit or browse for another document 

                   just as you had in Step 7. Once finished, click “Update”  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Repeat steps 9 – 11 until all of your deliverables for the commitment are uploaded.  

 



 
 
 
 
 
 
 
 
 
 

Step 12:  Once you are finished adding all of your deliverables, click “Back Work Plan” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 
 
 
 
 
 
 
 
 

Step 13:  You will be returned to this page. Repeat Step 3 by choosing Component 1 again.  

                    Chose a different commitment as outlined in Step 4 and proceed to repeat  
                    Steps 5 - 12 until you have entered progress for every commitment in your work-plan 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 
 
 
 
 
 
 
 
 

Submit Report  
 

Step 14: Click “Send Progress Report to Project Officer”  

 
 
 
 
 
 
 
 
 
 
 
Step 15: A pop-up box will appear. 
              Add a comment and click “Send”  
 
   A pop-up box will appear letting you 
   know that your report has been  
   e-mailed to your EPA Project Officer .              
 
 

 
 
 

 
 

 



 
 
 
 
 
 
 
 
 
 

Review your Progress  
 
While in the view work plan progress click “View as PDF”  
 
 

 
 

 



 
 
 
 
 
 
 
 
 
 

Review your Progress  
 
While in the view work plan 
 progress click “View as PDF” a  
Progress Report will be generated. 
 
 

 
 

 



GAP Online Assistance 
 

 
If you experience technical issues with GAP Online contact: 

 
Sherry Kimmons, EPA Tribal Coordinator 

EPA GAP Online Power User 
907-271-6322 

Kimmons.Sherry@epamail.epa.gov 
 

Or 
 

Your EPA Tribal Coordinator (Project Officer) 
 
 

 

 
 

 



Comments / Questions / Discussion / Suggestions 
 
 

 

 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 


