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The Directory of Watershed Resources 

Statement of Responsibilities 
 

 

Background: 

In 2003, the Environmental Finance Center at Boise State University (EFC) created the 

Directory of Watershed Resources. The Directory is a searchable database of resources 

available to assist with a variety of environmental projects. The database includes 

information on federal, state, private, and other funding sources and assistance. Users can 

search for resources through a targeted search, keyword search, or by searching an index 

of federal, state and private sources.   

 

In the fall on 2004, the EFC expanded the Directory of Watershed Resources into a 

national tool, allowing other Environmental Finance Centers to add their states to provide 

broader regional funding information in the database.  As a result of this expansion, the 

EFC developed this statement of responsibilities to clarify issues related to updating and 

maintaining the database for the Centers, individual states, or other organizations that 

wish to manage the information contained in the Directory in the future. 

 

Program Updates: 

Prior to the national expansion of the Directory, the Environmental Finance Center at 

Boise State University was solely responsible for updating program information and 

program contacts for all the programs existing in the database.  The Environmental 

Finance Center at University of Southern Maine and the Environmental Finance Center at 

Wichita State University have since assumed the responsibilities of maintaining the 

programs in the Directory for the states within their respective USEPA regions.  

 

The EFC imports programs that encompass state, federal, and private foundation sources.  

In addition, the EFC is responsible for updating the Directory as programs are modified 

by regional administrator contacts (administrators).  

 

An EFC must contact EFC BSU and request to become the regional administrator for its 

region to assume this responsibility and have editing privileges to the database.  Other 

EFCs that join the database will be responsible for updating any programs they add into 

the database including state, private and federal programs.  This will be tracked by 

checking the appropriate “Region” field (representing the EPA Region) for each program 

contact.  

 

See:  http://www.epa.gov/epahome/whereyoulive.htm  for more information regarding 

your region.  

 

New or amended programs submitted online to the database will be the responsibility of 

the designated, eligible region.  For programs with national eligibility, EFC BSU will 

take responsibility for adding submitted programs.  

 

 

http://www.epa.gov/epahome/whereyoulive.htm
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Maintenance of Server: 

The EFC BSU will house the Directory of Watershed Resources on their server and will 

be responsible for operating and maintaining the server.  Costs of maintaining the server 

will be the responsibility of the EFC; however these may become a shared expense in the 

future. 

 

Continual Duties: 

As a continual service to watershed stakeholders, the EFC bi-annually requests reviews 

and updates from resource program contacts, provides maintenance to those programs not 

directly managed by a Regional Administrator, provides re-programming of the Directory 

with web programming staff and provides general in-house maintenance for the 

Directory. 

 

Future Enhancements to the Directory Tool: 

The EFC will take the lead on implementing and managing any future enhancements.  

EFC is open to suggestions of enhancements and will receive input on possible 

enhancements from each of the participating regional EFCs or other organizations who 

have joined the database.  Future costs for enhancements may be the expense of 

participating organizations or EFCs, or they may be shared between all participants.     

 

How to Effectively Utilize this Manual: 

This manual provides readers with both a visual tutorial of the Directory with screenshots 

associated with primary web pages that users will encounter along with the terms that are 

associated with the Directory. Readers should be able to comfortably use the Directory to 

review programs along with those steps it takes to become a manager of a program, a 

point of contact for a specific program, and an administrator of a program. The EFC at 

BSU also provides an Administrator Manual that is available by contacting the EFC 

directly at (208) 426-4293.  
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User Roles and Responsibilities for the                                        

Directory of Watershed Resources 
General Users:  

General users will use the database to search for different funding and assistance 

programs. General Users do not need to have an account in order to view the Directory’s 

contents. They can simply visit our website at:  

http://efc.boisestate.edu/efc/watershed/SearchOurDatabase/TargetedSearch/tabid/199/sty

pe/3/Default.aspx and have instant access to search through the programs in the 

Directory.  

It is highly recommended that users of the Directory register on the EFC homepage. The 

process is simple and quick!  When general users become registered users of the site, they 

have the privilege of receiving the monthly EFC Newsletter that is distributed 

electronically. The Newsletter provides stakeholder groups with valuable, insightful, and 

important watershed news and events. Registered users also have the ability to become 

Program Managers. 

 

Program Managers: 
Registered users of the Directory have the ability to add one or more programs into the 

system by researching the data available, entering data into the required fields of the Add 

a Program form, and submit programs for approval. Any changes that are necessary to 

modify content within the form must be submitted to a Directory Administrator for 

modification. Any requests for deletions of an outdated or suspended program must be 

submitted to an Administrator. The role of a Directory Program Manager as pertaining to 

the EFC is invaluable as the individuals who are closest to a project origin can detail the 

contents of the program and significantly assist other stakeholders in future endeavors of 

seeking grant and loan funding. 

 

Program Contacts: 

Each program or resource listed in the Directory should have a person or an entity within 

the program (often this is the name of a department) listed as a Program Contact.  This is 

the individual that General Users can contact to request detailed and/or updated 

information about the program or resource, Program Contacts do not have to be the same 

person as the Program Manager, but this is usually the case. 

 

Administrators: 

Programs listed in the Directory are categorized as national programs or divided up by 

state or region. The Directory divides the United States, and territories, into ten EPA-

established regions. Regional Administrators are responsible for approving and accepting 

new programs, making program updates, and deleting obsolete programs.  

For example, if the contact for a program resides in Texas, then the Directory Regional 

Administrator for Region 6 would be responsible for keeping the program updated. 

Administrators also have the option finding environmental programs in their region and 

loading them into the database on their own.  Please contact the EFC to discuss the option 

of becoming an Administrator. There is a separate tutorial created for Administrators 

available from the EFC. 

http://efc.boisestate.edu/efc/watershed/SearchOurDatabase/TargetedSearch/tabid/199/stype/3/Default.aspx
http://efc.boisestate.edu/efc/watershed/SearchOurDatabase/TargetedSearch/tabid/199/stype/3/Default.aspx
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Accessing the Directory of Watershed Resources 

 
EFC Homepage 

To begin utilizing the Directory, users must access the EFC’s home webpage located at: 

http://efc.boisestate.edu/efc/ . 

 

From the homepage, users may click on 

the Directory of Watershed Resources 

image located on the right hand side of 

the page. 

 

 

 

This is the first route that users may use 

when accessing the Directory.  

 

EFC Tools Page 
The second route for users to begin viewing the Directory is by selecting the “Tools” tab 

on the EFC home website page.  This page includes a list of the various tools that have 

been created for watershed stakeholders, and is located at the following address:  

http://efc.boisestate.edu/efc/Tools/tabid/58/Default.aspx .   

  

  

 

 

 

 

 

 

 

From this page, users may click 
on the Directory of Watershed 

Resources image to gain access. 

http://efc.boisestate.edu/efc/
http://efc.boisestate.edu/efc/Tools/tabid/58/Default.aspx
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Remember: Either route will lead users to the Directory’s “homepage”. 

 

 
Directory Home Page 

First Option: Log In  

A user may log onto the Directory here. Clicking on the “Login” icon will lead the user to 

the login page. Remember, logging in secures your information for a variety of our web-

based planning and financial analysis tools. No other user may have access to your 

password, which secures your information.  

 

 
The user will be asked to enter the User Name and Password, as shown above. Very 

often, a “user” is more than one individual (a watershed group, for instance). Therefore, a 

user name and password can be one that a group agrees upon.  
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Registration  

If the user is not registered, the user may enter in the necessary information.  Users may 

place the name of an individual (first/last name) OR may place the name of the group. 

 
The user may also request a username and password by contacting the Environmental 

Finance Center (EFC) at Boise State University at (208) 426-4293 or email the EFC at 

efc@boisestate.edu.  Your password will allow you to view or add information for a 

grant or loan program. 

 

Directory Home Page 

Second Option: Search Program 

All users can access the Directory by choosing from the five search engine options:  

 Targeted Search 

 Keyword Search 

 Index of Federal/Interstate Agency Sources 

 Index of State Agency Sources 

 Index of Private/Foundation Sources 

 
 

mailto:efc@boisestate.edu
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Example: Targeted Search  

As a demonstration of how to search for funding programs, this tutorial will focus on the 

targeted search and keyword search functions as examples. Remember, there are a total 

of five available search functions within the model.  

 

To begin searching for funding programs utilizing the “Targeted Search” function, the 

user will choose the phrase from the list on the left hand side of the screen.  

 

 
 

The user will then highlight first, what type of sponsorship the project is seeking, second, 

whether there is a match requirement, third, what type of assistance the project is 

needing, and fourth, the type of organization that the user represents.  

 

The user may choose multiple criteria, if the project and/or the organization that is 

seeking the funding, may qualify. This can be accomplished by pressing and holding the 

“Ctrl” key on a pc keyboard or by pressing and holding the “Command” button on a Mac. 

 

Continue to scroll down the page for more search criteria.  
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Example: Targeted Search (continued) 

As the user continues to scroll down on the Search Criteria page, there are a series of 

check boxes for the user to consider. The user may easily select “all” or “none” in each 

category to capture multiple criteria or manually check each topic area for that 

particular section that applies to the project.  

 

First, “Communities” are those topics dealing with community development, planning, 

and tribal issues.  

Second, “Water Quality and Pollution Control” are areas of projects dealing with 

challenges to environmental issues such as solid waste, air quality issues, water and 

wastewater facilities, and nonpoint source control.  

Third, “Natural Resources and Management” topics are those related to the holistic 

approaches taken to watershed issues.  

Finally, fourth, “Other Activities” is a broad category of areas that approach watershed 

issues from collaborative levels of education, science, and compliance. 

 

 
 

 

 

 

 

 

 

 

1 

2 

3 

4 
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Example: Targeted Search (continued) 

The user may seek funding sources that are available on a location basis. There is 

variance in how funds are distributed. Some programs are available on a nationwide 

scale. Other programs are funded regionally. Additional programs may be funded at the 

state level. The location of the project can determine eligibility of a funding source. The 

user seeking funding sources can select the location feature in the form to either perform 

a general or a specific location search.  

 

Again, just as in the previous section, the user may select “all”, “none”, or select specific 

states/territories in their query.   

 

 
Reminder:  
The user must then select “Get Results in List Format”. Unfortunately, the search 

can’t be performed by simply pressing the “Enter” key.  
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Example: Keyword Search 
To begin searching for funding programs utilizing the “Keyword Search” function, the 

user may place a keyword in the form then manually press the “Search” function. This 

type of search is broad in nature as well as simple to perform. 

 

This example shows the keyword “Texas” as entered into the search field. 

 
 

Reminder: 

The user must then select “Get Results in List Format”. Unfortunately, the keyword 

search can’t be performed by pressing the “enter” key.  
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Available Program Query List 

 
This search query has resulted in a general list that encompasses all programs that have 

the term “Texas” within a program’s details. As such, the list provided is the most 

general in nature. The list encompasses local, state, federal and private foundation grants 

and/or loan programs that are available to those projects with the term “Texas” in the 

programs’ language.  

 

The user should then scroll through the list generated and choose one program at a time 

to view the details.  

 

The next page explains the information available regarding program details for the 

funding source that has been selected by the user. 
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Program Overview 

The example shown below is a program called the Texas State Soil and Water 

Conservation Board (TSSWCB) Nonpoint Source Management Program. The pertinent 

details are shown in each individual section. The display is an overview of the entire 

information set available on the program’s individual website. The concise and brief 

detailed overview saves you time and effort in attempting to find the program that 

satisfies your needs.  

 
Users may either print this information or copy/paste into a separate Word/Excel 

document for future review.  To return to the program list, users may press the “Return to 

search” button at the bottom of the page. 

 

 

It is extremely 

important to view 

the program 

website for 

modifications of 

requirements, 

changes to due 

dates, and other 

vital information! 

Press “Return 

to Search” to 

return back to 

the program list 

to view 

additional 

programs or to 

conduct 

additional 

searches 

utilizing 

another search 

methodology. 
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Getting Started-Add a Program 

In order to add grant and/or loan programs into the Directory database, the user must 

login to the Directory’s website. Once logged in, to add a new program, select “Add a 

Program” in the drop down menu under “My Programs” on the main Directory page  

 

 
The Watershed Program Form will then be displayed for the Program Manager to enter 

information into the data fields shown on the following pages.  
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Add a Program- Program Name 

The program name should encompass the full name and, if needed, the acronym that is 

supplied on the website. It is important to check for accuracy when entering in the 

programs’ name. The list that is generated will be alphabetized based on the first letter of 

the first word in the program name. Remember, if the first word is “The” the letter “t” 

will be read by the database as the first word to be alphabetized.   

 

 
 

 

Funded and Available 

It is extremely important that Program Managers check the “Funded and Available” 

checkbox in order for the program to be included in the Directory. This box, when 

checked, ensures that the program is current and accessible for the user. 
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Add a Program – Contact Information 

Please note that you will first need to add the contact via the Contact Information page.   

Choose the contact from the drop down menu by scrolling through the “select primary 

contact” field, or by typing the first letter(s) of the name in the last name field in the 

“filter contacts” box. Select filter then scroll through the filtered primary contacts to 

quickly select the contact associated with the program. You must press the “add this 

contact” in order for the database to upload the contact information to the program. 

 

If the contact is not within the system database, you must enter the information into the 

data fields. Please be advised, that it is important for Managers to be as thorough and 

accurate as possible when entering information into the fields.  

 
Primary and Secondary Contacts 

Each contact should be designated as a Primary or Secondary Contact.  A Primary 

Contact will be contacted when a program update email request is sent by an 

Administrator.  If a Primary Contact is not assigned to a program, a request will not be 

sent for updated information for that program.  Both Primary and Secondary Contacts 

will be shown in the program information in the Directory.   

Email 

Make sure that there is an email address for each Primary Contact.  The update request 

process sends an email to each Primary Contact and allows them to easily update their 

program information.  Having a Primary Contact with an email address will reduce the 

amount of effort it takes to update the data in the future.  

Last Name 

If there is no name provided for a contact, enter the program name in the “Last Name” 

field, so you will be able to locate the contact information in the future.  The contact 

information page is sorted alphabetically by the “Last Name” field.  When finished 

entering the contact information, select “Add” to add the contact to the contact list and 

return to the main contact information page.  To cancel the entry, click on “Cancel” and 

you will be returned to the main contact information page. 

It is important 

to enter the 

USEPA 

Region where 

the contact is 

located into 

the Program 

Contact area. 

The first 

contact must 

also be 

designated as 

the “Primary”. 
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Add a Program - Program Information 

Fill out the Program Information section.  Begin by stating the overall purpose of the 

program. This is the mission statement for the implementation of the program and what 

the program seeks as a result for the resources that will be distributed to watershed 

coordinators. Second, enter information in the Program Overview field. The overview is 

the history that encompasses the existence of the program. This is where the sponsor tells 

its story to the stakeholder -- to see if the vision of the sponsor and the vision of the 

recipient are a good match.  Third, information can be entered relative to any 

Restrictions or Requirements of the sponsor. Often times, there are none, but this is 

becoming less the case. Funders want to be able to meld the vision of those entities that 

have money and those that do not have funding but do have vision, heart, and a 

comprehensive plan to implement a project to completion.   

 

The fourth field is the Selection Priorities Criteria. Often times a sponsor may have 

restrictions for what type of entity may receive their resources.  Fifth is any Other 

Information that a watershed group should be aware of.  The sixth field is important if 

the program was birthed out of a Legislative act, either by a state legislative initiative or 

by an act of Congress. Seventh, and most important, is the Program Website field. This 

is important because important information can change unexpectedly.   

 

 
However, keep in mind, when filling out the program website, certain websites are not 

maintained or kept active for extended periods of time.  In an effort to ensure the 

information is accurate in the future, use a website that is affiliated with the sponsor 

information. For example, if the program was found on www.grants.gov enter the 

program’s website found on the sponsor’s web page instead of the www.grants.gov 

program website.  

 

 

 

 1 
 2 

 3  4 

 5 

 6 
 7 
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Add a Program - Sponsor Information 

Choose An Existing Sponsor 

Select from the preexisting sponsors by identifying whether the sponsor is state, 

private/foundation/corporation, local, or federal.  Click on the appropriate sponsor 

category and select the first letter of the name of the sponsor on your keyboard to filter 

the sponsors or scroll through the entire list. If the sponsor is not listed you will need to 

create a new sponsor.  

 
Adding a New Sponsor 

You will click on the drop down icon where you will “Select New Sponsor Type” and 

identify the correct sponsor category (federal, state, local, or 

private/foundation/corporation). Enter the sponsor name and select “Add.” The page will 

then automatically “refresh” incorporating the new information. Then, select the newly 

added sponsor by following the steps indicated in the above instructions on selecting a 

sponsor. 

 

Add a Program-Eligibility Information 

 The Eligible Geographic Scope can give users vital information for a program’s 

service area of interest. Some sponsors limit the scope of their resources to a 

particular town, city, district and/or region of a state. So, be aware of this 

information when entering this information and/or for searching for a particular 

program. 

 Eligible Applicants are those entities that can utilize the funding that the program 

offers. The list includes government entities to private entities. Choose all that 

apply. 

 When selecting an eligible state, select nationwide or individual states. If the 

applicants have eligibility in all or some of the individual states listed, as well as 

nationwide, select both nationwide and those particular states. 

Remember, when 

entering this 

information, if 

more than one 

field applies, press 

and hold the 

“Ctrl” key on a pc 

or press and hold 

the “Command” 

key on a Mac. 
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Add a Program – Award Information 

Programs offer a variety of award types. In this field, highlight the type(s) of assistance 

available. If the program has multiple areas of assistance, the Program Manager would 

need to press and hold the “ctrl” key for pc users or press and hold the “command” key 

for Mac to import all fields. For example if a program offers the following: grant monies, 

technical assistance, volunteers, Program Managers would need to highlight and hold the 

proper key in order for all fields to be included. 

 

 
 

Add a Program – Resources 

Program Managers should attempt to place information in each field, if known award 

variables are stated on the program website. Many programs are moving away from 

stating budget and award figures on their websites because of the fluctuation of funding 

that is available from agencies and/or private foundation programs, the volatile nature of 

interest rates, and the cautious behavior of lending institutions. 

 

Many programs have a match requirement. If the program that you are entering 

information on behalf of states that there is a match required, select “Yes” from the drop-

down menu. Then, place the amount required (in percentage format) into the next field. 

 

If this information is unknown, then type into the fields the following: “consult program 

coordinator for resource availability”. 

 

 

 

 

 

 

 

 



22 Directory of Watershed Resources General User and Program Manager Manual/Tutorial 

 

Add a Program – Application Information 

It is vital that application deadlines, online availability of an application and whether 

there is a separate website for the programs application be placed into the fields of this 

section of the Add a Program in order for users to access this information.  

 

Remember, if there is an available online application, Program Managers must check the 

box “Application Online?” then place the “url” address in the next field to ensure that the 

data is accurately stored in the database. 

 

 
 

 

Add a Program – Funded Project Example 

Often times, a watershed organization will have a project that may meet all of the 

requirements of a program. But they don’t completely know if their project is a good fit 

for the funder’s resources.  This section allows Program Managers to place narrative 

information related to a previously funded project. This information allows users to view 

whether their current project can meet (or possibly exceed) another projects’ objectives. 

The example narrative may stimulate watershed organizations to offer ideas of how to 

tailor their project goals and objectives to meet the requirements of a program. This 

information can also assist watershed groups in grant writing by comparing and/or 

contrasting their project to a previously funded project.  
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Add a program – Topic Area Information 

As Program Managers enter information into the form, it is important to capture as many 

key words and phrases as possible that distinguish a particular program. The topic areas 

should be relevant to the program. To enter information, simply scroll through the lists 

and highlight those areas of relevance. 

 

Topic areas are those key words that are highlighted within a program. The Directory 

utilizes the information entered in this section when a user conducts a “Targeted Search” 

query or when a user conducts a “Keyword Search”.  

 

For example, if a program’s topic area is designated as “Capacity Building” a targeted 

search query for capacity building will display all programs that are designated as 

“Capacity Building” in the topic area. Multiple topic areas can be selected by 

remembering to press and hold the “Ctrl” key on pc’s or the “Command” key on Macs. 

 

 
 

 

 

 

 

Add a Program – Program Approval 

After adding the pertinent program information, scroll to the bottom of the “Add 

Program” page and select “New” to submit the program to the Administrator. Please 

contact EFC BSU in order to have the program reviewed and approved. If the program is 

not approved by the Administrator, the program will not become part of the Directory 

database. 
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Tips When Entering Programs: 

 Keep in mind that the Keyword Search in the Directory of Watershed Resources 

searches for the keyword(s) located in the program name, program description, 

eligible location, and topic area fields.  If you would like to ensure the program 

shows up as a result of a particular search, make sure the search term is present in 

one of the fields.  For example, if you would like the Idaho Nonpoint Source 

Program to show as a result of a search for “319”, enter 319 in the program name 

or description (i.e. Idaho Nonpoint Source 319 Grant). 

 Pay careful attention to the “Funded and Available” check box, next to the 

Program name.  If the box is not selected, the program will not be recognized as 

active and will not display in the search results. 

 Only the data fields that contain information will appear in the program page in 

the Directory of Watershed Resources.  For example, if there is no information in 

the Program Restrictions data field, the program restrictions category will not 

appear on the program page in the Directory of Watershed Resources.  So, if you 

do not want to fill in all the data fields, the program will not appear “empty” when 

viewers view the program.   

 Be as detailed and careful as you can when entering information into the form. 

 The program overview data appears when search results are viewed in a table 

format.  If there is not data entered in the overview field, data will be taken from 

the program description field. 

 Keep in mind that you are responsible for updating the data.  Try to keep the 

information as general as possible, so the information does not become outdated 

as quickly.  For example, the data will not become quickly obsolete if you enter 

the application deadline as “fall” “annually”, rather than October 15, 2005.   

 As a security precaution, Program Managers will automatically be logged out of 

the Directory after one hour when adding program information. Adding program 

information needs to be completed within one hour or you will lose any unsaved 

information. 

 

 

User Resources and Support 
As with many software tools, the more you work with the Directory of Watershed 

Resources, the more useful it will be.  The Directory, when used with Plan2Fund and 

Plan2Fund OPT (Objective Prioritization Tool), is designed to save you time and effort 

in implementing your pollution reduction plans and programs.   

 

The Environmental Finance Center at Boise State University is your resource for 

assistance in using the Directory and our other computer-based tools.  Please contact us at 

(208) 426-4293 or by email at efc@boisestate.edu if you have any questions or need 

training and technical assistance. 

 

mailto:efc@boisestate.edu

