HOW TO START., COMPLETE AND SUBMIT AN APPLICATION

Accessing WebGrants:
Visit the City of Portland WebGrants site at: cityofportlandgrants.net

WebGrants is compatible with all major web browsers, including Chrome, Firefox, Microsoft Edge, and others—feel free to use the browser of your
choice.
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http://cityofportlandgrants.net/

Step 1
Enter your UserID and Password, then click SIGN IN.
If you Forgot User ID or need to Reset Password see instructions under Announcements to the right!

2 Enter your user id and password Announcements
User ID

WebGrants Access
Password

If you already have a valid WebGrants User ID and Password, you do not need to register
again. Your existing credentials can be used to access and apply for any open funding

Registration Approval
Forgot User ID? Reset Password? Registrations will be approved within 2 business days after submission.

Forgot Your User ID

If you need to retrieve your User ID, click ‘Forgot User ID’ and follow the instructions.

Need to Reset Your Password

Click here to Register

If you've forgotten your password and would like to reset it, click ‘Reset Password’ and
L Single Sign On Users follow the instructions.

Click Here to Access Single Sign On Tool
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Step 2
Click on 'Funding Opportunities'.

External Tester m Work ASSignment

Tester Role, Reviewer, Grantee, All currently assigned work Work Assignment Calendar Action items Alerts My Reviews My Site Visits

(7\ Dashboard > - @ Online Help 5 Log Out

2 View Overdue Approaching Deadlines

» Calendar = . " ; ) -
| This section displays the documents with due dates arriving in the next 30 days or overdue.
| > Alerts
| X Due Date 4 Document Sub-Type 1D Status Title Program Area Funding Opportunity
| » My Reviews
|
| » My Site Visits No data available in table

§f Funding Opportunities > | (3)

' Recent Negotiations - Due Within 30 Days

Applications This section displays the documents that you negotiated in the last 30 days

Grants Due Date # Document Type Sub Type/Round 1D Status Title Organization Program Area Funding Opportunity

https://cityofportiandgrants.net/getGranteeOpportunities.do -



Step 3
Click on the Funding Opportunity you want to create an application for.

2603 QNIz3d OMF Bureau of Revenue and Clean Air Construction  Clean Air Construction Program Not Applicable Jun 15, 2023 5:00
External Tester
Financial Services Program PM
Tester Role, Reviewer, Grantee, 202 Q54 OMF Bureau of Revenue and  Test Program Area DO NOT POST - Test Funding Opportunity Not Applicable Not Applicable

s bomod Cimmmboron § oneant €

Financial Services

Dashboard 208 OMF Bureau of Revenue and  Test Program Area Affordable Housing Development Incentive Not Applicable Not Applicable
Financial Services
(+] Funding Opportunities > 254 OMF Bureau of Revenue and  Test Program Area GMD Test Funding Opportunity Not Applicable Jul 24, 2023 5:00 PM @
nancial Services
Appllcatlons 300 OMF Bureau of Revenue and  Test Program Area Portiand Parks and Recreation Not Applicable Not Applicable
Financial Services
Grants 2553 W34 OMF Bureau of Revenue and  Test Program Area Chan & Craig Webgrant's Testing Not Applicable Jun 30. 2024 9:13 AM
Financial Services
Reports 2704 Q1§ OMF Bureau of Revenue and  Test Program Area Grants Management Division FY23/24 Jui 13,2023 500  Jul 15, 2023 5:00 PM
Financial Services PM
My Profile 58 Portiand Children’s Levy Portland Children’s Children's Levy - SMALL Grants - 2020-2023 Aug 5, 2021 Not Applicable Dec 31, 2021 5:00
Levy 11:58 AM PM
101 A1y Portland Children’s Levy Portiand Children’s Children's Levy - LARGE Grants - 2020-2023 Not Applicable Dec 31, 2021 5:00
Levy PM

Showing 1 to 14 of 14 entries
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Step 4
Click 'Start New Application'.

External Tester

() Funding Opportunities

Tester Role, Reviewer, Grantee, List of all current funding opportunmes

Dashboard 4 Back o3 Print ~ © Online Help [> Log Out

3] Funding Opportunities » == ...
S i= Current Applications

Applications Any previously created applications, for this opportunity, appear below To start a new application for this opportunity, Click the Start New Application button
or to copy data from an existing application, click on the Copy Existing Application button
Grants
1D ¥ Application Title Organization
RepOI‘tS 258 Craig's fest application - this is the final one BaseLine Organization
My Profile [#] Funding Opportunity Details ? AskaQuestion | @1 Copy Existing Application

254 - GMD Test Funding Opportunity
Funding Opportunity Details

X x
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Step 5

Application Title:

Enter a title for your application. This can be a brief description of the project for which you are requesting funding.
Primary Contact:

This field will automatically default to the user currently logged in.

Note:

If others in your organization also need access to this application, they must be added as additional contacts in Step 8. Only users associated with the
application will be able to view or edit it.

External Tester

Tester Role, Reviewer, Grantee,

Application - General Information

Lon o Cimmmbsioms | aand €

Dashboard = ; - 3 % ol e : e - - T
The Primary Contact is the individual in your organization who will be designated as the primary person responsible for this application from your
organization. This individual will receive automated email notifications when your attention is needed on this application
Funding Opportunities Select the organization, if you belong to more than one, for which you will be submitting this application
“L Applications > Application Title*: |
Grants Z
Primary Contact*: Extemnal Tester v
Reports
Organization*:
My Profile

Additional Applicants*:



Step 6
Click ‘Save Form Information’ to save the General Information Page.

External Tester

Tester Role, Reviewer, Grantee,

L Application - General Information

Dashboard : B L e s . : . o
The Primary Contact is the individual in your organization who will be designated as the primary person responsible for this application from your
organization. This individual will receive automated email notifications when your attention is needed on this application
Funding Opportunities Select the organization, if you belong to more than ene, for which you will be submitting this application
&, Applications > Application Title™ | Application 1 - tester
Grants
Primary Contact*: [ Mark Myrie v]
Reports
Organization™:
My Profile

Additional Applicants*:

https://cityofportiandgrants.net/editAppGeninfo,jsp# -



Step 7

Organization Selection:

The organization field will automatically default to the one you are currently affiliated with.

Note:

If you are associated with multiple organizations, make sure to select the correct one—only the selected organization will have access to this
application.

Once completed, click “Save Form Information” to save the General Information page.

Appiication ID: 2705

External Tester

Program Area™:  Test Program Area
Tester Role, Reviewer, Grantee,
e s Lozl Funding Opportunity*: 254-GMD Test Funding Opportunity
Dashboard
Application Stage*: Final Application
Funding Opportunities Application Status*:  Editing
<& Applications > Application Title™: | Application 1 - tester
Grants
Primary Contact*: Mark Myrie
Reports
Organization™: 1234 House, LLC v
My Profile

Additional Applicants*:

cx M G\ 2



Step 8: Optional
You may choose to share this application with additional contacts.
Note:

To appear in the “Additional Applicants” box, contacts must:
® Be registered in WebGrants, and

® Be associated with your organization.

Only contacts who meet these criteria will be available for selection. You will be able to add them to the application once they appear in the
Additional Application list.

Application ID:  2/05

External Tester

Program Area™:  Test Program Area
Tester Role, Reviewer, Grantee,

N mbrmot Cimmmbriom | maand €

Funding Opportunity*:  254-GMD Test Funding Opportunity

Dashboard
Application Stage™:  Final Application
Funding Opportunities Application Status*:  Editing
& Applications » Application Title™: Ppplication 1 - tester
Grants
Primary Contact*:  Mark Myrie
Reports
Organization*:  BaseLine Organization
My Profile Select any additional contacts within

your organization that will also manage this grant

Additional Applicants:

L
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Step 9
Click 'Save Form Information'.

= Step 3. 1his IS an optional step. Select any addinonal contacts with which you would like to share your Application

External Tester

Tester Role, Reviewer, Grantee,

Bachbosnd Application - General Information

The Primary Contact is the individual in your org

anization who will be designated as the primary person responsible for this application from your

Funding Opportunities organization. This individual wi ive automated email notifications when your attention is needed on this application
Select the organization, if you belong to more than one, for which you will be submitting this application
< Applications >
Application 1D: 2705
Grants Program Area*: Test Program Area
Reports Funding Opportunity*: 254-GMD Test Funding Opportunity
Application Stage*: Final Application
My Profile

Application Status*: Editing

Application Title®: | Appjication 1 - tester

https://cityofportiandgrants.net/editAppGeninfo,jsp* -

Important Note:

WebGrants has generated an application number and assigned it to your current application.

If you log out of the system now, or at any point before submitting the application, do not click "Start a New Application" when you return.
To continue working on your existing (unsubmitted) application:

Log back into WebGrants.

From the Main Menu, click on “Applications.”

Locate and click on your existing application name to open.

Then click "Edit Application", this will take you to all the forms associated with your
application.

5. Click on the form you wish to open. Once in the form click "Edit Form" to resume work.
Remember to "Save Form" prior to exiting.

el



You have now started a new application. All the forms associated with the application, that must be completed and submitted will be displayed similar to the screen below.
Note:

You can edit and save all forms as often as needed. However, to submit your application:

o All required fields (Shown in Red) must be completed.
o Every form must be “Marked as Complete” prior to submission.

If you attempt to submit the application without meeting these requirements, a pop-up message will appear with instructions on what still needs to be completed.

Step 10
To open a form, click on the form name.
Note:

All information must be saved by clicking ‘Save Form’. If you do not click ‘Save Form” and you back out of the form or a section of the form, your information will be lost.
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External Tester Program Area:  Test Program Area

Tecker ROk Rewicwer: Gianiee: Funding Opportunity:  254-GMD Test Funding Opportunity

bk Cimmmbiom ¥ manl €

Organization:  BaseLine Organization

Dashboard Requested Total:
Funding Opportunities

Application Preview Alert History Map

< Applications >

B Application Details

Grants T 5
Application cannot be Submitted Currently

« Application components are not complete

Reports
Component Complete? Last Edited

My Profile General Information v Jul 13, 2023 2:57 PM - External Tester

Special Appropriation Application

Special Appropriation Budget Form

o f G ? A Scroll



Step 11

Please read all form instructions, follow instructions and answer all required questions. Remember to Save Form prior to exiting. The required questions will be shown
in red.

External Tester Requested Total:

Tester Role, Reviewer, Grantee,

Dstiboatt B Special Appropriation Application - Current Version
Funding Opportunities Please complete all sections of the application prior to submission. Remember to save periodically while working in your application. "Form Instructions’

show up at the top of the form in blue

& Applications >
E General Information and Preliminary Questions
Grants
Did you or your organization receive a competitive special appropriations grant from the City in the past 2 fiscal years?
Reports A A 0,
If you answered Yes, to this question, then you are ineligible to apply for this special appropriations grant program.
ELIGIBILITY *:
My Profile Yes N

Special Appropriations Information

FY competitive special appropriations grant program is open to organizations located in the states of Oregon and Washington, providing services within the
City of Portland and Multnomah County
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Step 12

All completed forms must be ‘Mark as Complete’ prior to submission.

External Tester Requested Total:

Tester Role, Reviewer, Grantee,

| App List Genera Specia Specia
Dashboard

= Special Appropriation Application - Current Version

Funding Opportunities
3 Applications > Please complete all éections of the application prior to submission. Remember to save periodically while working in your application. "Form Instructions’
— g show up at the top of the form in blue
Grants
E General Information and Preliminary Questions Vv Mark as Complete @‘3 Edit Form
Reports
Did you or your organization receive a competitive special appropriations grant from the City in the past 2 fiscal years?
My Profile

If you answered Yes, to this question, then you are ineligible to apply for this special appropriations grant program.
ELIGIBILITY *: No

cial Appropriations Information

FY competitive special appropriations grant program is open to organizations located in the states of Oregon and Washington, providing services within the City of

https://cityofportiandgrants.net/completeComponent.do?docCOIDString=1689285443577|Application&grantCIDString =|Grant&compOIDString=1689285475054|Component&module=apps8isubmodule=null



Step 13
To submit your completed application, click ‘Submit Application’
A green checkmark next to each form indicates that it is complete and ready for submission.

Funding Opportunity:  254-GMD Test Funding Opportunity

External Tester

Organization: BaseLine Organization

Tester Role, Reviewer, Grantee,

Requested Total:  $24,000.00

An bk Clmmnbeion ¥ mian) €
Dashboard

A 2 Application Preview Alert History Map
Fundlng Opportunltles

B Application Details —Jsmmmf@p Ask a Question
¥, Applications >

« Application is in compliance and is ready for Submission!

Grants Component Complete? Last Edited
General Information v Jul 13, 2023 2:57 PM - External Tester
Repons Special Appropriation Application v Jul 13, 2023 3:00 PM - External Tester
Special Appropriation Budget Form v Jul 13, 2023 3:04 PM - External Tester
My Profile
wem A G 2

Note:

You can make changes to your application before submission. To do so, click on the name of the form you wish to edit, then select “Edit Form.”
After making your changes, be sure to click “Save Form” and then “Mark as Complete.”



The following message will appear. Click “Submit” to confirm and proceed with your application submission. Your application
has been successfully submitted. Please note that no further changes can be made at this point.

Please confirm

Please confirm that you wish to submit this document for review. After submission
you will not be able to edit this document.

If you go back to "Applications" and look at your application the Status will now show as Submitted.





