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Introduction 
To access and/or begin your Hub application go to 
oregonearlylearninghub.sharepoint.com/hubslive and enter your credentials to log into 
the site. These credentials have been sent out via E-mail the afternoon of 4/1/2014.  

If you have a problem logging into your account or forget your password please contact 
Technical Support at (503) 798-8686 or send an E-mail to 
eldhub.support@ode.state.or.us.  

If you have questions regarding the Application process or content of the Application 
please contact Procurement Support at (503) 798-5539 or send an E-mail to 
earlylearning.oeib@state.or.us.  

Both Technical Support and Procurement Support are available Monday-Friday 7:00AM 
– 6:00PM. Some support may be available outside regular business hours. To receive 
the quickest response outside of regular business hours please use E-mail as your 
contact method. 

Site Structure 

 

The navigation links located at the top of the page near the page title will give you 
access to the Home Page, the Contact Page, and the FAQ’s Page.  

Hub Home 
This link will bring you to the home page from whichever page you are currently viewing. 
You can also access the home page at any time by clicking the title “Early Learning 
Hub”. On the Home Page you will find additional links to your Application and to your 
application checklist. From this page you may also view Official Procurement Materials 
and Supplemental Materials.  

Also located on this page will be any and all relevant announcements that the 
Procurement Team will post when needed.  

Contact 
This page contains the contact information for Procurement Support and Technical 
Support, as well as the standard hours of operation.  

FAQ’s 
This page contains Frequently Asked Questions that you may find helpful as you work 
through the application. You will find answers to questions such as “How do I use the 
Application Checklist?” and “When I save my entry, can I go back and edit it?”.  
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Your Hubs 

 

Here you will see your entity name, the date the hub application portal will close, how 
many days are left before the portal closes, the link to the application checklist, and the 
link to the Application form.  

The Application Checklist 

 

Use this checklist as a tool as you work through your Application to help you ensure you 
have covered all required steps in order to complete your Application.  
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The Application 

 

The application is simple to use and navigate using the buttons at the top of the form.  

You may use the Save & Close button on the right hand side (also located at the bottom 
of each section) if you are done working on your Application for the time being. You may 
also use the individual “Save” and “Close” buttons on the left hand side for your 
convenience.  

Please make sure to save your form often while in progress, your session will time out if 
left idle for approximately twenty minutes.  

Print 
This button will direct you to a view specifically optimized for printing. After the Print 
View has opened simply print as usual by going to file/print (or keyboard shortcut 

Ctrl+P). When you are done printing your application you may use the  
button located at the top of the screen to navigate back to the form. This print view is 
read-only, you cannot edit your Application from this view, it is for printing optimization 
only.  

Buttons: Background & Strategy, and Sections A-D 
Each of these buttons will take you to individual sections of the Application. These were 
made individual so that the length of the Application would not hinder easily navigating 
from one part of the Application to another. 

Background & Strategy is the default view. Each time the Application is opened you will 
be placed at this screen to start from. 

Confidential Materials 
This section is the equivalent of Attachment 2 which, if this section of the form is 
completed, will not be additionally required.  

Required Fields 
There are only two fields that are required in order to begin your application. The first is 
the Applicant Name.  
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As noted beneath the field, you can only enter the Applicant Name one time. Once the 
name is entered the field will lock and cannot be changed. Please ensure you enter the 
applicant name as you desire it to be shown, as you will not be able to change it after 
initial entry.  

 

The second required field is attaching the Application Cover Sheet. You must attach this 
file and see the following message appear: 

 

This message will not appear until both the Applicant Name field is filled out and the 
Application Cover Sheet is attached. Once both of these have been done, the message 
will appear. Otherwise you will not be able to save the progress of your Application.  

Application Cover Sheet 

 

As noted in the “Instructions” field on the form, the Application Cover Sheet requires a 
real signature. You must print and sign the template and then attach/upload the signed 
copy.  

Templates & Examples 
You will find Example and Template documents in one of two ways. As shown below 
you will find some embedded directly into the form and appear as attachments. You will 
view the Example at #1, download and fill in the Template at #2, and upload your 
completed document at #3.  
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The alternative way you will see the Example and Template documents will be as links 
(shown below). #3 will stay the same as an attachment field in which to upload your final 
document. 

 

Character Limit 
Most of the text boxes located within the form are limited to 8,000 characters, including 
spaces. To assist you in ensuring that your text stays within the approved number of 
characters we have implemented a character count below the field. Click the “Click 
Here” button after entering text and the character count will update accordingly.  

 

This count will reflect the same as the character count with spaces shown in Microsoft 
Word. To view your character count in Microsoft Word point your mouse to the lower left 
hand corner of the window and click “Words”, as shown here: 

 

This will open up your character count window, as shown here: 
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An alternate way of viewing your word count is to open the “Review” tab and click the 
“Word Count” button: 

 

If you are using an older version of Word that has not been updated to include the 
newer tab-view menu, you can find your word count by going to Tools/Word Count: 

 

You are encouraged to type your text into a word processing document such as  
Microsoft Word and then transfer the text over into the Application form. The reason we 
encourage this extra step is to reduce the risk of your Hub Application session timing 
out and causing you to lose data you have entered into the form after your last save.  

You are welcome to enter text directly into the form at your convienence, but we caution 
you to, under all circumstances, save your progress often.  

Background & Strategy 
Each part of the Background & Strategy section consists of viewing/downloading 
examples and templates and uploading your completed copies of the required 
documents. Please reference the Official Procurement Materials and the Supplemental 
Materials located on the Home Page for information in helping you complete these 
sections. 

Conditional Fields 
In I. Background & Strategy question d.3 (RFA Section 5.2.4) you will find the only set of 
“conditional fields”. These are fields that are either shown or hidden based on answers 
to your previous questions. As an answer to a question requires an additional question 
to be answered, it will appear. The first set of conditional fields will be shown as this: 
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Selecting either “Yes” or “No” to these questions will alternately hide or show additional 
questions that are required. For example, if for question 1 you select “Yes” the following 
additional fields will appear: 

 

This question/section (I.d.3) will act as the equivalent for Attachment 6. If you fully 
complete this question/section, an additional document for Attachment 6 is not required 
for your application. 

Section A 
Section A is comprised of a combination of text boxes and attachment fields.  

Repeating Fields 
In this section you will see your first “repeating” field(s). This means that the section 
expands, allowing you to insert duplicate rows. In the case of the Supporting Evidence 
field shown below, by clicking “Insert Item” you can create new rows of fields to upload 
additional files. This field has three attachment fields as default. Each time you click 
“Insert Item” a new row of three attachment fields will be added. You do not need to 
populate all the fields if you don’t have documents for each one. E.g. If you have four 
documents to upload you will click “Insert Item” once to add a second row of attachment 
fields, upload your four documents into four of the fields, and leave the remaining two 
fields blank.  
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Section B 
Section B is comprised of a combination of text boxes and attachment fields, including 
some “repeating” fields (as described in Section A above).  

Section C 
Section C is comprised of a combination of text boxes and attachment fields, including 
some “repeating” fields (as described in Section A above).  

Repeating Text Fields 
In this section in question C.II.c (RFA Section 5.2.8.2) you will find a set of “repeating” 
fields that are not attachment fields, as you have become acquainted with so far. These 
are repeating fields in which you will enter text into each one. In the case of this 
particular question you will enter a program name and the Strategy related to that 
program as defined in the details of the question. As needed, you will click the “Insert 
Item” button to add a new row for a new program to be entered: 

 

Section D 
Section D is comprised of text boxes, including some boxes that are restricted to certain 
formats (see below). 

Metric Text Fields 
Please be sure to read the language requesting the metrics information very carefully. 
Some of the fields are specific to percentages, some are specific to whole numbers. If at 
any point you see a text box with a red dashed line around it, this indicates that you 
have entered something invalid into the field. It usually indicates you have attempted to 
enter an invalid format of text.  

Example 1: text in a number field Example 2: improper number format 

  
  
Example 3: invalid characters Correct format: 
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If you enter invalid text into a field but you are uncertain what is incorrect, simply hover 
over the field and you will receive help text to let you know how to correct the problem: 

 

Summary 
You may work on your application until the portal close date and time. If you finish your 
application early there are no further steps required, your application will be considered 
after the portal has closed.  

Insert all of your application materials as attachments in the Application. You will see 
these attachment fields as you work through the form, ensure you attach the correct 
document to the correct part of the form to avoid confusion and ensure proper 
processing of your Application. This is a slightly different process from the last 
application round and we want to ensure this process change is clear.  

If you have a problem logging into your account or forget your password please contact 
Technical Support at (503) 798-8686 or send an E-mail to 
eldhub.support@ode.state.or.us.  

If you have questions regarding the Application process or content of the Application 
please contact Procurement Support at (503) 798-5539 or send an E-mail to 
earlylearning.oeib@state.or.us.  

 


