
How to Apply for a Grant 

 
On the Home screen, click on the yellow “Apply” tab to apply for a grant. This tab will appear in yellow 
when a grant solicitation is open to apply for grant.  

 

 

 
Select the grant you want to apply for by clicking on the dropdown arrow. Click the “Continue” 
button. 

 

 
 
 
  



A green bar stating the application has been successfully created now appears near the top of 
the page. On the left-hand side is the sections of the application that must be completed. Select 
a section to begin editing your application. A Notice of Funding Opportunity with grant details 
can be downloaded by clicking on the “Download Application Documents” link directly above 
the application sections. 
 

 

 
 
  



General section 
Requested Amount: Enter the dollar amount you are requesting. 
 
Authorized Signatory: Enter the Signatory Name and Signatory Title of the person responsible for signing 
the grant agreement.  
 
Match Amounts: Enter the Value of In-Kind Match and Amount of Cash Match and the 
sources if Match is required. 
 
Click “Discard Changes” to delete information entered or click on “Save” to keep entered 
information. You can return to the section later and make changes if necessary. 

 

 
 
  



An exclamation mark will appear if some information has been entered but is not yet complete. 
A description of missing information will also appear at the top of the page and required 
information that needs to be completed will be highlighted in red. 

 

 
When the section is complete a green check mark will appear. 

 

 
 



Narrative Summary section 

The Narrative Summary includes open ended questions. All questions are required and have a 
character limit. Respond in detailed and concise answers. 

 
  



Budget section 

The budget amount must match the application’s requested amount. A red warning bar will 
appear at the top of the page if the amounts do not match. Include a budget narrative at the 
bottom of the page and click Save to complete the section.  

NOTE: Some Budget categories may not be applicable to the grant. Please review the Notice of 
Funding Opportunity for allowed Budget categories in the grant your agency is applying.  

 



Documents & Attachments 

 

In the Documents/Attachments section, required documents are marked with an asterisk (*). 
 

Click on the “Attach Document” button in the shaded area of the document you wish to add. A 
pop-up box will appear. Click on the “Choose File” button to select the correct document. Click 
the “Add” button to attach the document. 

 

 
  



The document will now appear in the shaded area of that document type. From here you can 
now download the document or remove it. 

 

 

 
Application Review 

When the required documents have been attached and all sections are completed, your 
application is ready to submit. Click on the “Review Application” button to begin. 



Click on the arrows at the right-hand side of each section to expand to review or click on 
“Expand All Panels” to open all sections. If a section needs revisions, click on the “Edit 
Application” button on the top left-hand side. 

 

 
 

 
  



After each section is reviewed and information is correct, click on the “Submit Application” 
button at the bottom of the page. To remove the application from consideration, click on the 
“Delete Application” button on the bottom right-hand corner. 

 

 
A pop-up box will appear, add any additional comments you feel may be relevant. Click on the 
“Submit” button. 

 

 
A green bar stating the application has been successfully submitted will appear at the top of the 
page. At this point you can still make edits to the application or delete it by clicking on the 
“Withdraw Application” button. 

 

  



At any point in the application process, you may save your progress and return to it later. The 
incomplete application will appear in your Work Queue and under Applications on the Home 
page. Click on the “Review Application” button in the Work Queue or on the grant name under 
Applications to return to the application. 
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