
How to access and upload your Shawnee Economic Recovery Assistance Grant files in Microsoft OneDrive 

 

You must submit an email request to SERAgrant@cityofshawnee.org for a link to upload your Shawnee 
Economic Recovery Assistance Grant application form and supplemental documentation.  

Once requested, you will receive an email with a link similar to the image below. The folder will have your business’ 
name. Click on the folder or blue “Open” button.  

 

From there you can upload your application form and all required supplemental documents in one of two ways. 

1. The first and quickest option is to drag and drop a folder from your computer’s files directly into the folder space 
shown on the screen.  Prior to uploading your folders please make sure that ALL required information is included 
within the folder (application and supplemental documentation). You can repeat this process as many times as 
needed until all documents have been uploaded. 
 
Even if the “Drag files here” icon is not be viewable, you can still drag files into the blank space folder area to 
upload your documents.  
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2. The other option to upload your documents, is to click on the “Upload” menu option and either select “Files” or 
“Folder” depending on which item you would like to upload.  You will be prompted to locate and select documents 
within your computer’s files that you would like to upload.  

 

  

You will have to repeat this process to upload all required files and/or folders. 

 

You have completed the application process once ALL REQUIRED documents have been uploaded.  

Please note that the latest modification date shown in Microsoft OneDrive will be used to determine your 
application date and time. Unless you need to make any changes, refrain from accessing your application 
documents once they have been completed.  

Email SERAgrant@cityofshawnee.org with questions or issues. 
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