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Accessing OneStop

Task Steps

1. Go to https://onestop.md.gov/

OneStop Home Page 
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Sign Up to OneStop 

Task Steps

1. Go to https://onestop.md.gov/

2. Fill in the required fields 

3. Select the register button 

Task Steps

1. Access your email inbox 

2. Locate  the OneStop email 

3. Select verify your email button 

Register OneStop account  Verify your Email 
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Login to OneStop 

Task Steps

1. Go to https://onestop.md.gov/

2. Select the login button at the top right 

3. Enter required fields 

4. Select the login button

OneStop Login Page 2

3

4

https://onestop.md.gov/
https://onestop.md.gov/
https://onestop.md.gov/
https://onestop.md.gov/
https://onestop.md.gov/


Searching for Licenses and Permits | Search by Search Bar Navigation  

Task Steps

1. Go to https://onestop.md.gov/

2. Locate the Licenses and Permits tab 

3. Use the search bar tab to find forms and 

application  

Browse by Search Bar Navigation  
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Searching for Licenses and Permits | Categories to Search by  

Browse by Categories 

Task Steps

1. Go to https://onestop.md.gov/

2. Locate the Licenses and Permits tab 

3. Locate Categories 

a. Professional

b. Organizational

c. Personal

3

2

https://onestop.md.gov/
https://onestop.md.gov/
https://onestop.md.gov/
https://onestop.md.gov/
https://onestop.md.gov/


Searching for Licenses and Permits | Search by State Agencies 

Browse by State Agencies 

Task Steps

1. Go to https://onestop.md.gov/

2. Select Licenses and Permits tab 

3. Locate State Agencies 
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My Dashboard 

Task Steps

1. Go to https://onestop.md.gov/

2. Login

3. Select My Dashboard tab  
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This is an example image of a dashboard

My OneStop Dashboard
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Applications Requiring your Actions 

Task Steps

1. Go to https://onestop.md.gov/

2. Select My Dashboard tab  

3. Locate Applications Requiring Your Action

a. View application statuses

b. You will be able to view applications 
that are in review and pending further 

action from you
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This is an example image of a dashboard

Applications Requiring Your Action

Making Revision Steps

● Make revisions by clicking into the application

● Make your revisions 

● Submitting the application again
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Your Recent Applications 

Task Steps

1. Go to https://onestop.md.gov/

2. Select My Dashboard tab  

3. Locate Your Recent Applications

a. You will be able to view all applications 

that you have ever submitted. 

b. You will also be able to view all 
applications that need further actions 

from you 
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This is an example image of a dashboard

Your Recent Applications 

Making Revision Steps

● Make revisions by clicking into the application

● Make your revisions 

● Submitting the application again
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Your Licenses, Permits and Registrations  

Task Steps

1. Go to https://onestop.md.gov/

2. Select My Dashboard tab  

3. Locate My Licenses, Permits and Registrations

a. You will be able to view all Licenses, 
Permits and Registrations that you own 

Click the Unique ID to navigate to the 
record detail view 
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This is an example image of a dashboard

Your Licenses, Permits and Registrations 
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Account Settings 

Task Steps

1. Locate to the main menu navigation in the top right 

hand corner

2. Select account settings 

3. Edit Options 

a. Name

b. Email

c. Password

Your Account Settings Page  



Applying for a Grant Application

Task Steps

1. Go to https://onestop.md.gov/

2. Locate the Licenses and Permits tab 

3. Use the search bar to find one of the 3 grant 

applications

4. Select the blue search icon 
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Navigating to one of the 3 grant applications
● Pet Focused

● Feral Cat

● Capital Expense Report  

Search Results for Pet Focused Application
(Feral Cat and Capital Expense will look similar)
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Task Steps

1. Select Pet Focused Application
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Application Public Profile Page 

Pet Focused Application Public Profile Application Instructions

Task Steps

1. Read the application’s public profile 

2. Select apply now button 
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Submitting a Grant Application

Task Steps

1. Complete the form by filling out all required fields

a. Required fields have red asterisks next to 

them 

2. This form has multiple pages. You can select the 

‘Review’ tab to review the entire application before 
submitting 

3. Submit the application

Pet Focused Application
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Important Tip: You can click out of an application and 
come back to it at anytime. The submission information 
will automatically save as a draft. This draft will live in 

your dashboard until you submit the application. 



Form Confirmation 

Task Steps

1. View Submission: Use this button to review 

your submission 

2. Back to Dashboard: Use this button to 
navigate back to your dashboard

You will also receive an email confirmation upon 
submission of your application.

Form Submission Confirmation



Review Process of Your Submitted Application

Task Steps

1. After submission, your application will be ‘In Review’

2. You will be notified via email if your application has 

been approved, or rejected

3. If approved, you will be asked to sign your Grant 

Agreement in OneStop

Pet Focused Application Review
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Sign the Grant Agreement

Task Steps

1. If approved, you will receive an email to sign the 

grant agreement.

2. Click the link in the email to view the grant 

agreement

OR

3. Click on the application link in your dashboard
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Sign the Grant Agreement

Task Steps

1. Review the grant agreement

2. Sign your name

3. Click ‘Submit’
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View Your Application Details

Task Steps

1. Go to https://onestop.md.gov/

2. Select My Dashboard tab  

3. Locate My Licenses, Permits and Registrations

a. You will be able to view all Licenses, Permits 

and Registrations that you own 

4. Project Title

5. Application # (Your unique ID for this project)

6. Expiration Date (The end date of your project)

7. Status (Active or Completed)

Grant  Application Record & Unique ID 

5

Note: You can only view your application details after approval, and you have signed your grant 
agreement
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View Your Application Details

Task Steps

1. Click the Unique ID link to open your application 

details page

2. Application Details

Grant  Application Record & Unique ID 

1

2



View Your Application Details

Task Steps

1. Project Overview of your application

a. This will display an overview of your application

2. Quarterly Grant Progress Reports

a. This will display all submitted and approved 

quarterly grant progress reports
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3. Final Grant Progress Reports

a. This will display your submitted and approved final 

grant progress report

4. Actions

a. You will be able to take actions on your application, 

such as submit a quarterly or final grant report
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Submit a Quarterly Grant Report

Task Steps

1. Click on the green ‘Actions’ button

2. Click ‘Submit Quarterly Grant Report’

3. A form will open with pre-populated data about 
your project. Complete the form and click submit.

4. You will receive an email confirmation after 
successfully submitting your quarterly grant report.
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Review Quarterly Grant Report Submissions

Task Steps

1. You will receive an email after approval of your 

quarterly grant submission

2. You can review your submissions by viewing your 
Application Overview and selecting the ‘Quarterly 

Grant Progress Reports’ tab

3. All approved submissions will appear in this tab, and 

provide a snapshot of the information submitted
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Submit a Final Grant Report

Task Steps

1. Click on the green ‘Actions’ button

2. Click ‘Submit Final Grant Report’

3. A form will open with pre-populated data about 
your project. Complete the form and click submit.

4. You will receive an email confirmation after 
successfully submitting your final grant report.
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Review Final Grant Submission

Task Steps

1. You will receive an email after approval of your final 

grant submission

2. You can review your submission by viewing your 
Application Overview and selecting the Final Grant 

Progress Report’ tab

3. Your approved submission will appear in this tab, 

and provide a snapshot of the information 
submitted
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Review Application Status

Task Steps

1. Once your final grant progress report has been 

approved, your project will be marked 
‘Completed’

2. Note: You may no longer submit any quarterly or 

final grant reports for a completed project. Note 
that the green ‘Actions’ button is no longer 
accessible
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