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Logging into WorksWise 
WorksWise is located here: https://ohio-das.force.com/pwc/s/ 
Your username is your email address.  
You will be sent an email from noreply@salesforce.com to log in for the 
first time and set up your password.  
If you forget your password use the “Forgot your password?” link:  
 

 
 
Remember once you enter it incorrectly 3 times, the “Forgot your 
password?” link won't do anything.  Your account is locked for 
approximately 15 minutes. 
During the lock, you cannot request a forgotten password. 
Continued attempts to login during this time will just extend the amount of 
time you are locked out. 
You can also only request a forgotten password once in a any 24-hour 
period. 
Best policy is... if you get it wrong twice... request the forgotten password. 
And, if you don't get an email, contact your Rep. 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fohio-das.force.com%2Fpwc%2Fs%2F&data=04%7C01%7CJennifer.Kline%40pwc.ohio.gov%7C6f0067c588664b73d3eb08d93647feec%7C50f8fcc494d84f0784eb36ed57c7c8a2%7C0%7C0%7C637600505116496577%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=jxhZdiUN0hOwnru3YgeNwtZJP2n2FC8TLWd%2FqB5rS50%3D&reserved=0
mailto:noreply@salesforce.com
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General Portal Layout 
Upon logging in, you will be taken to a general landing page. You will see 
a list of Applications/Projects in your district.  
 

 
 

Along the top, is the main navigation menu. 
 
“Applications/Projects” is where you will find applications that have been 
submitted and are ready for your review. 
 
“Grants & Loans” will be the area where you will find funded grants and 
loans. The “Grant/Loan” record does not have as much information as the 
“Application/Project” record.  
 
“Invoices” and “Reports” are a public viewing pages where subdivisions 
go to pay on their loan invoices or find reports typically found on OPWC’s 
website. People do not need a login to view these pages.  

 
 
 
 



5 | P a g e  
 

Use of notes/chatter 
When you are in an Application/Project record you can send emails to 
the applicant, create a task. Go to the “Activity” tab to create any of 
these.  
 

 
 
The “Feed” tab will be the place to see these posts or responses from the 
applicant.   

 
 

Pinning Lists 
When you click on a header from the main navigation menu the 
defaulted pinned list will be “Recently Viewed”. Clicking the arrow next to 
that will give you a drop down of the available lists for that menu item. 
You can pin whatever list you would prefer to be your default list by 
clicking the “pin” icon. This will save that list as your default every time you 
come back to that page.  
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Sorting columns and searching for records 
All columns can be sorted in ascending or descending order by clicking 
on the column header.  
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You can search for any record such as applicant name, subdivision, 
project ID in the top search bar: 
 

 
 
If you search in this search bar: 
 

 
  
 It will only search the current list you are on.  
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Logins/Usernames for Applicants  
Applicants will need to request a login/username from OPWC, you can 
direct them here, https://pwc.ohio.gov/WorksWise-Training. Liaisons do 
not have the ability to create logins for applicants.  

 

Submitting on behalf of other communities 
Some communities may wish to grant someone not associated with the 
subdivision the ability to submit applications on their behalf such as an 
outside engineering firm, the county, or their liaison. The community will 
need to submit a Letter of Authorization form for every individual they wish 
to grant this ability. The form can be found here, 
https://pwc.ohio.gov/WorksWise-Training.  

 

How to help customers within the portal 
If you’re ever unsure how to assist the applicant, you can direct the 
applicant to the WorksWise Applicant manual found here, 
https://pwc.ohio.gov/WorksWise-Training, or to the OPWC’s WorksWise 
customer service via email, workswise@pwc.ohio.gov, or their Program 
Rep. 

 

Editing District information, Setting Deadlines, and District Balances 
District liaisons can edit information about the district by clicking “My 
Account”:   
 

 
 
Any field with a pencil by it can be edited – by clicking the pencil or 
double-clicking the field itself.  
 

https://pwc.ohio.gov/WorksWise-Training
https://pwc.ohio.gov/WorksWise-Training
https://pwc.ohio.gov/WorksWise-Training
mailto:workswise@pwc.ohio.gov
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Liaison’s must edit the “Submission Start”, “Submission End” and “Final 
Acceptance” dates to adjust the application period for the coming 
round. The “End Date” is the date when applicants will no longer be able 
to submit an application. If an applicant submits an application after the 
“End Date” it will automatically move to a “Not Funded Status”. Between 
the “End Date” and the “Final Acceptance Date” is the period applicants 
can submit things that might have been missing. If your district does not 
need to utilize time between “End Date” and “Final Acceptance” you 
can make both dates the same.  

 
On this page you will also edit the “Required Infrastructure Submissions” or 
“Required Clean Ohio Submissions” to add documents your district will 
require for application submission. You will see the OPWC required 
documents, you do not need to add those as district requirements. Any 
document that is selected as OPWC or District required document the 
applicant will not be able to submit an application unless they upload a 
document and say it is one of the required documents. The system will not 
be able to know if the document that is uploaded is the type of 
document the applicant says it is.  
 
On this page you can also view the running total of your available 
balances. 
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Definitions of statuses and options for liaisons when reviewing apps 
There are a number of "statuses" for applications in WorksWise. Here is the order in which they will go: 
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Downloading apps to external sources 
District liaisons will be able to request a ZIP file of all the application 
documents for their district, so they can review the documentation 
outside of the system and share it will their respective committees and 
subcommittees as needed.  To obtain the documentation, navigate to 
the corresponding project slate’s record detail page.  From there, choose 
“Request Slate Documentation”. 
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Slate.  The ZIP file will be named “Slate Application Documents”.  Click the 
file name to view and download the file. 
 

 
 

Downloading and Uploading scoring spreadsheet 
Click the “Infrastructure Scoring Export Report” or “Clean Ohio Scoring 
Export Report” from the Application/Projects tab across the top: 

 
 

Select “Export”:  

  
 

Make sure to select Details Only and Format is CSV (CSV format will be 
required in order to upload the data back into the system): 
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Once exported you can save it locally. You can edit the information in 
Excel and use the exact same file when uploading the scoring information 
back into the portal. Make sure to save the file as “CSV comma 
delimited” 
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You will want to update the Funding Type Requested, the Total Score, the 
Scoring Priority, the Contingency Rank and the Funding Recommendation 
(Fund, Contingency or Do Not Fund). 

 
Once finished, you will log back into the portal and navigate to the 
Project Slates (still under the “Applications/Projects” menu).  There, you will 
find a list for “Current Slates”. Click the appropriate current slate to view its 
details. Then click Upload Scores: 
 

 
 
 Then, choose your file and upload it. 

If the file is formatted correctly and the information is valid, it will save the 
scoring information. 
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Submitted final slate of recommended projects 
District liaisons will be able to review the applications through the 
“Applications / Projects” menu.  The listing will reflect applications for the 
respective district.  Anything in Submitted status is ready for review. 

 
There are several pre-configured filters to make reviewing/finding the 
appropriate applications easier.  Clicking the arrow shown below, will 
reveal more filter options: 
 

 
 
Click the Application / Project ID link to navigate to the details. 
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At the detail screen, you can: 
• Enter scoring information for a given application 
• Request more information from the applicant (by setting the 
application to a status that notifies the applicants and allows them to 
supply new information).  Their only option will be to upload more files – all 
other updates to the application will be managed by the OPWC district’s 
representative. Contact them to make changes to funding amounts, 
costs, etc. 
 
The “District Recommendation” button can be used to score an individual 
application. 
 
The funding recommendation will be “Fund”, “Contingency” or “Do Not 
Fund”.  On any contingency application, you will need to specify “Rank” 
(from 1 to 10 -- so the OPWC knows the priority for funding if funds 
become available). 
 
Applications can also be scored in bulk by two methods. The first is 
downloading the scoring spreadsheet as described above. The second is 
you can bulk-edit the scoring information right from the portal.  While still 
on the project slate details, just click the “Submit Slate” button: 
 

 
 
This will bring up a screen where you can edit the scoring. The screen will 
also keep a running total of the funding allocated and available, and the 
average useful life for each funding type (which must be at least 20 
years).  If, at any time, the funds allocated dip below zero, or the average 
useful life dips below the requirement, those fields will appear red. 
 
Enter all the information and submit the slate. You can save your progress 
at any time by choosing “Save without Submitting”.  ***NOTE: Once you 
submit the slate for the district, you will not have the ability to submit any 
more applications. Reach out to your OPWC representative for assistance 
related to this.  
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