
FY19 Art Bank 
Application Instruction Guide 



How to Apply 
• Follow this link to find the FY19 Art Bank application 

• If this is your first time applying to a CAH opportunity, you will be asked to Sign Up in order to 
create an account and receive a login password 

 

 

 

If you already have login information, you can Sign In here 

https://www.gdg.do/prod1/portal/portal.jsp?c=4193775&p=6947885&g=6947905&d=6947905


Starting a New Application 

• Press the Continue button 
on the welcome page  
 

• And then New Application 
to begin 



First Step: Select the Program 

From the list of Currently Open Programs: 
 
Select Art Bank (Individuals) if you are an 
individual artist 
Select Art Bank (Organizations) if you are a 
gallery 

At the bottom of this New Request Page, complete the eligibility questionnaire and 
then press the button labeled Save and Continue 



Step 2: Work Sample & Uploads 

Begin uploading images of prospective artwork by pressing the grey button labeled 
Attach Media From Library 



A window will open 
allowing you to 
press the orange 
button labeled: 
 

Upload New Media 
File 

• Create a Description for the file using the 
following format:  

 
Artwork Title_Artist Last Name 
 

• Then upload a file by pressing the 
Choose File button 

• Once a file has been chosen, press the 
green Submit button 

• Repeat this but choosing up to (5) image 
files for your application 



Step 3: Review Uploaded Files 

Click here to view your newly uploaded image files to make sure that each image has 
successfully been uploaded and that they correspond to your application 



Step 4: Attach Files to Application 

• Select the Title for each of the (5) artworks intended for your FY19 Art Bank 
application.  

• By clicking on the blue lettered titles, images will automatically populate your 
application.  

• When done, close out of the window. 

Artwork 
Image #1 



Step 5:  
Provide Artwork Information 

Once all image files have been added to the 
Media Viewer and attached to your application, 
you will be asked to provide requested 
information for each uploaded image.  

Please click here to do so… 
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Image #1 



It is essential to complete the 
Edit Art Bank Media File(s)  
process for each uploaded 
image.  
 
Provide the artwork 
information here: 
 
• Title_Last Name 
• Media Type (painting, 

sculpture, photography, etc.) 
• Media Subtype (acrylic, oil, 

silver gelatin, etc.) 
• Year Created (artwork must be 

less than 5 years in age) 
• Retail Price 
• Brief description of the 

meaning of  the uploaded 
piece of artwork or the unique 
process involved in its making Press Save once done 



Step 6:  
Upload Required Documents 

Upload PDF Files only 



Step 7: 
Complete Narrative Questions 

Please Note: Here you are being asked to indicate the 
sum total retail value of all works being submitted for 
consideration of the FY19 Art Bank 



Final Step:  
Review Application & Submit 

Once all of your application items have been completed and uploaded,  you are ready to Submit Application 
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Questions? 

Feel free to send questions or schedule an 
appointment with Zoma Wallace by emailing 

zoma.wallace@dc.gov  

mailto:zoma.wallace@dc.gov

