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INSTRUCTIONS for Completing the 

 

2013 Grant for Technology Opportunities (GTOPs) 

 

APPLICATION PACKET 

 

Funded by the City of Austin’s Telecommunications & 

Regulatory Affairs (TARA) Department as a matching 

grant program supporting local organizations in their 

efforts to include all our citizens in an emerging digital 

society. 

 

Application Packet Submission 

Shall Occur within the  

Community Impact Online Data Manager 

(CIODM) 

 

Located at: 
https://www.ctkodm.com/austin 
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Purpose: To provide guidance to agency level users on how to complete Program-Related forms 

within the CIODM. 

 

This instruction is for Generic Users Only.  If you are a returning agency with an existing Agency 

Intake form, these instructions supersede any guidance previously received from any other 

department. 

 

 

Note: The website https://www.ctkodm.com/austin is a secured site with customized functionality.  

To ensure an effective, user-interface experience with the server, please confirm the 

following requisites are enabled/disabled: 

 

Requisites: 

o Own internet connection 

o Internet Explorer Browser version 7 or newer  

o If none, see http://windows.microsoft.com/en-US/internet-explorer/products/ie/home 

o Completely Disable Browser’s Pop-Up Blocker 

o Completely Disable Add-In Toolbar(s) Pop-Up Blocker(s) (If Any) 

o Enable Scripting in the Browser’s Security Settings 

o Set Browser’s Website Privacy Settings to “Always Allow” the domain “ctkodm.com” 

o Add the domain “ctkodm.com” to Browser’s Compatibility View Settings (i.e., IE 8 or newer) 

 

If you need assistance confirming and/or setting up any or all of the above, please contact your 

organization’s Information Technology (IT) Specialist and/or download the guidance “Internet 

Explorer Optimization” in the bulletin “Guides for Agencies” on the “MY ODM Dashboard” 

(Screen immediately after log-in). 

 

 

Open the Internet Explorer web browser 
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If your organization IS CREATING FORMS in this website for the VERY FIRST TIME, skip to 

next page. 

 

If you ARE A RETURNING ORGANIZATION that already has an “Agency Intake” form created 

and are returning to finish your application forms. You will need to have the password you entered at 

the top of the “Agency Intake” form available before continuing.  Soon after you log in as a generic 

user and search for your organization, you will need to input this password in a text field on a pop-up 

window to validate against your organization’s legal name (not dba, if any). 

 

If you do not know what this password currently is, AND your organization DOES HAVE an 

authorized user, log in using your authorized username first and go to the area you would normally 

create a payment request.  Once on the “Existing Funded Agencies Forms” page, select your 

organization’s name just below the text “Agency Name” to open the “Agency Intake” form. 

 

If you do not know what this password currently is, AND your organization DOES NOT  HAVE an 

authorized user, contact the GTOPs contact manager for assistance to retrieve it. 

� Enter https://www.ctkodm.com/austin in URL Address box 
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If you ARE A RETURNING ORGANIZATION that already has an “Agency Intake” form created, 

go to Page 9 now. 

 

 

If your organization IS CREATING FORMS in this website for the VERY FIRST TIME, continue. 

 

Enter the following: 

Username: Application 

Password: Application1 (Case Sensitive) 

DO NOT SELECT Forgot Password?  This applies to non-application users 

only. Generic users are only issued the above username and password. 

 

If you have been issued your own user-profile, DO NOT USE DURING THIS 

APPLICATION PROCESS.   

Enter https://www.ctkodm.com/austin in URL Address box 

�

�

� 
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Go to Navigation Menu 

Select “Create New” 

Select “Agency Intake” 

�
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Enter Agency’s Legal 

Name Here 

�

 

Select Duplicate Check to 

Confirm No One Else 

From Your Organization 

Has Started Already 

�

 

Once Duplicate Check 

Has Validated No 

Matches, The Save 

Button Will Enable. 

� 

 

� If Duplicate Check 

Validates a Name Match, 

Á Stop Now and Contact 

Your Contract Manager 

For Assistance.   

 

�Otherwise, continue. 
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Highlighted Fields Are Required 

Fields and Must Be Answered to 

Save This Form 

 

� Complete All Fields in This Form 

Through Your Agency Board Information 

Section. 

 

For Addresses, If You Enter a Five-Digit 

Zip Code First, the City and State Fields 

Will Auto-Populate to Save You Time. 

�

Make a Note of This Password 

(Case Sensitive). It Will Be 

Required If You Need To Return 

Later To The Application Tool to 

Edit and/or Finish/Submit 

� 

�
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If your organization IS CREATING FORMS in this website for the VERY FIRST TIME,  

go to Page 13 Now.

 

Á Here.  Scroll Up and Save. 
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Select Last Selection in “Returning 

Agency” to Begin 
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Enter First Word of Agency’s Legal 

Name in Criteria and Select Search 

Select Search 

�

�
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Select Agency’s Legal Name 

Among Search Results 

�
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Enter Password Exactly As It Appears 

on the “Agency Intake” Form 

Select Submit 

�

�
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� Select “Show All Forms.” 
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� Select “Edit” to the Right of 

“Agency Intake.” 
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� Ensure Once More That All 

Fields on This Form Are Complete 

and Accurate. 

� Please make a note of the password 

(case sensitive). 

 

You Will Need It Later If You Leave This 

Login Session 



INSTRUCTIONS for 2013 GTOPS Application Packet – September 2012 

Page 16 of 32 

 

Á Here.  Scroll Up and Save. 
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� Select “Show All Forms.” 
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� Select “Program Application for GTOPs.” 
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� Top section of “Program Application for 

GTOPs” form should auto-populate with current 

information from “Agency Intake” form. 
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� Upload Supporting Documentation for 

Each Descriptive Narrative Field 

 

 (12MB Maximum on Each Upload Field) 

 

� Complete All Descriptive Narrative Fields 
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� Browse for file on remote computer. 

 

 (12MB Maximum on Each Upload Field) 
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� Select Desired File 

 

� Select Open to Attach File 

 

 (12MB Maximum on Each Upload Field) 
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� Select Upload File 
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� File Attachment Hyperlink Added 

 

� Note: System Will Rename File 

Hyperlink After Saving the Form  to a 

System Generated Name.  This Link Will 

Not Look The Same Should You Return 

and Edit The Form Before Certifying. 
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� Repeat Uploading of Supporting 

Documentation for Each Descriptive 

Narrative Field Until Complete. 

 

� Complete All Descriptive Narrative Fields 
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� When You Are ABSOLUTELY Certain 

You Are Ready to Certify an Accurate 

Completion of Your GTOPs Application, 

Enter Full Name, Title, and Certification 

Date. 

 

� Scroll Up and Save. 
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� Select “Logout” from “Navigation Menu” 
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� You Have Completed Your 

GTOPs Application. 

 

� An Email Entitled, “GTOPs Application Received,” 

Was Sent to the Email Address Indicated on the 

“Program Application for GTOPs” Form. 

 

Thank You For Applying to GTOPs. 

 

Your Effort Is Appreciated and Good Luck! 
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Need a Helping Hand?  No problem. 

 

 

o Things didn’t work out quite as planned? 

o What you viewed on your screen did not work as described in this guidance? 

 

Contact CityHS@austintexas.gov or call (512) 972-5075 for assistance.  


