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Creating�a WebGrants�Application�

Starting an�application�

General�Information�Page�

This�is�a�system page�that�pulls�from the�People�and Organization�database.�The�system 
identifies�the�User and the�association�with�their Organization.�This�is�identified when�a�
user registers�for access�to�WebGrants.�

Complete�Step 1�in�the�Application�Creation�Wizard,�then�click�‘Save Form Information’:�

Create�an�application�title.�This�will�be�the�title�your application�is�saved under in�
WebGrants�(this�is�not�the�official�title�of�your application).�

Choose�your Organization�from the�drop-down�in�Step 2�of�the�Application�Creation�
Wizard.�Then�click�‘Save Form Information’:�
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If�you�would like�to�add�any�‘Additional�Applicants’�from your Organization,�you�can�add�
them in�Step 3�of�the�Application�Creation�Wizard.�Then�click�‘Save�Form�Information’:�

Once�you�click�‘Save�Form�Information’,�you�will�be�taken�to�the�main�application�screen.�

Note:�The�system has�created and assigned the�application�#�when�you�clicked ‘Save’.�If 
you�log�out�of�the�system at�this�point�or any�future�point:�DO�NOT�CLICK ON�START�A�
NEW APPLICATION.�

You�can�click�on�‘Applications’�from the�Side�Menu�or;�

Click�on�‘Funding�Opportunities’�and you�will�see�your application�in�the�top section.�

Completing�an�Application�

Once�you�have�completed the�General�Information,�you�will�be�returned to�the�Application�
Details:�
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Note: The�Applications�Details�page�will�show�a�header in�pink�letting�you�know�that�

you�are�required to�mark�all�the�forms�complete�or the�application�cannot�be�submitted.�

The�system will�show�a�complete�listing�of�all�application�forms�that�are�to�be�completed by�
the�applicant�to�apply�for funding�in�the�WebGrants�System.�Click�on�the�next�form listed 
underneath�the�General�Information�which�you�just�completed.�
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You�will�continue�to�click�on�each�form in�the�Application�Details�listing.�

Navigating the WebGrants System 

Most�forms�are�editable�by�clicking�‘Edit’�at�the�top part�of�the�section�of�the�
form.�However,�multi-list�sections�are�editable�by�clicking�‘Add’�on�the�section.�If�you�are�
completing�a�multi-list�section,�you�can�create�as�many�rows�necessary�to�complete�the�
section.�If�you�want�to�delete�a�row,�you�will�click�on�the�row�and click�‘Delete’.�

All�information�must�be�saved by�clicking�‘Save’�on�the�forms.�If�you�do�not�click�‘save’�and 
you�back�out�of�the�form or section�of�the�form,�your information�will�be�lost.�

Reminder:�If�you�log�out�of�the�system at�this�point�or any�future�point:�DO�NOT�CLICK ON�
START�A�NEW APPLICATION.�

You�can�click�on�‘Applications’�from the�Side�Menu�or;�

Click�on�‘Funding�Opportunities’�and you�will�see�your application�in�the�top section.�
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Once�you�have�completed the�entire�application�and marked all�forms�complete,�your 
application�is�ready�to�submit.�You�will�notice�that�your header has�turned green.�

Submitting the�Completed�Application�
Click�the�‘Submit Application’�button.�

You�will�receive�a�pop-up confirmation�informing�you�that�once�you�click�‘Submit’�the�
system will�no�longer let�you�edit�the�application.�

If�ready,�click�‘Submit’.�
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The�system will�take�you�back�to�your Current�Applications�listing�and will�show�you�your 
submitted application.�

Printing the�Submitted�Application�

Click�on�your application�in�‘Submitted’�status.�

Click�‘Print’�on�your top menu�and select�‘Send�to�Printer’�

When�finished,�click�on�‘Log�Out’.�

For�additional�help�with�each�required form,�please refer�to�the individual�applicant�
instruction�documents�below.�Forms�may�be completed in�any�order,�depending�on�
your�specific�situation.�

Instructions�for�completing�the�Project�Details�Form�

This�guide�helps�you�complete�the�Project�Details�form by�providing�step-by-step 
instructions�on�the�information�required and how�to�enter it�in�the�system.�After completing�
Registration�and selecting�a�Funding�Opportunity,�start�a�new�application�and enter general�
information.�You�will�then�be�taken�to�the�Application�Details�page.�From the�Application�
Details�page,�click�on�Project Details�from the�list�of�forms.�
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Step�1 - Complete�Executive�Summary�and�Funding Information�
On�the�form:�

• Executive�Summary:�
This�will�be�the�summary�that�clearly�outlines�the�project’s�purpose,�need,�target�

population,�key�strategies,�and projected outcomes.�
Note:�
No�more�than�10,000�characters.�

• Total�Amount Requested:�
Enter the�amount�needed.�

Step�2 - Enter�Prior�Funding Information�

• Project Continuation:�
Select�Yes�if�this�applicant�or organization�previously�received or currently�hold 
VAFAP�Funding�
Select�No�otherwise.�

• Describe�(Required if�Yes):�
If Yes�is�selected,�provide�details(year,�amount�and project).�
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Step�3 - Complete�Project Purpose�Section�

• Complete�all�required fields�in�the�Project Purpose�section.�
•� Farmer�&�Producer�Partnerships�
•� Operational�Capacity�
•� Distribution�Site�Development�
•� Equity�&�Access�
•� Transportation�Plan�
•� Storage�Infrastructure�
•� Labor�&�Staffing�
•� Inventory�Management�
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Click�Save Form.�

Step�4�- Mark�the�Form�as�Complete�

• Once�all�required fields�have�been�completed and reviewed,�click�Mark as 

Complete.�

Once�you�mark�the�form as�complete,�it�will�take�you�to�the�main�application�page.�
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Instructions for completing the Objectives Form 

This�guide�helps�you�complete�the�Objectives�form by�providing�step-by-step instructions�
on�the�information�required and how�to�enter it�in�the�system.�After completing�Registration�
and selecting�a�Funding�Opportunity,�start�a�new�application�and enter general�information.�
You�will�then�be�taken�to�the�Application�Details�page.�From the�Application Details page,�
click�on�Objectives from the�list�of�forms.�

Step�1 - Enter�Project Objectives�
On�the�form:�

• Objective 1 (Required):�
Enter a�response�describing�how�your organization�will�increase�purchases�of�local�
foods,�particularly�from local�farmers�and producers,�and build a�network�to�provide�
fresh�foods�to�food-insecure�individuals.�

• Objectives 2 (Required):�
Enter a�response�describing�how�your organization�will�expand the�reach�of�food 

distribution�programs�to�previously�unserved areas�and ensure�services�meet�the�
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needs�of�all�food-insecure�individuals.�

• Objectives 3 (Required):�
Enter a�response�describing�how�your organization�will�create�and sustain�
partnerships�between�local�farmers�or producers�and food distribution�agencies�to�
reach�individuals�in�need,�including�those�in�underserved communities.�

• Objectives 4 (Required):�
Enter a�response�describing�how�your organization�will�promote�equity�and access�
by�developing�a�more�inclusive�food distribution�program that�reflects�the�diversity�
of�the�community.�

Click�Save Form after entering�the�objective(s).�
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Step�2 - Mark�the�Form�as�Complete�

• Once�all�objectives�have�been�entered and reviewed,�click�Mark�as�Complete.�

Tips:�

• Your objectives�should�generate�an�idea�of�what�your project�aims�to�do.�
• All�objectives�should relate�directly�to�the�proposed project.�
• Keep in�mind that�your objectives�should tie�into�the�outcomes�entered in�the�next�

section.�

Instructions for completing the Expected Measurable Outcomes Form 

This�guide�helps�you�complete�the�Outcomes�form by�providing�step-by-step instructions�
on�the�information�required and how�to�enter it�in�the�system.�After completing�Registration�
and selecting�a�Funding�Opportunity,�start�a�new�application�and enter general�information.�
You�will�then�be�taken�to�the�Application�Details�page.�From the�Application�Details�page,�
click�on�Expected Measurable�Outcomes�from the�list�of�forms.�
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Step�1 - Enter�Metrics�and�Outcomes�

On�the�form:�

• Number�of local�producers�purchased from:�
Enter the�total�number of�local�producers�your organization�expects�to�purchase�

from during�the�project�period.�
• Number�of socially�disadvantaged producers�purchased from:�

Enter the�number of�socially�disadvantaged producers�your organization�expects�to�
include.�

• Value�of food purchases:�
Enter the�total�dollar value�of�food your organization�expects�to�purchase�

• Value�of food distributed:�
Enter the�total�dollar value�of�food your organization�expects�to�distribute.�

• Number�of individuals�served:�
Enter the�estimated number of�individuals�who�will�benefit�from the�program.�

• List of localities�(counties�and cities) served:�
Select�the�names�of�all�counties�and cities�where�services�will�be�provided from the�
drop down.�

• Pounds of food distributed:�
Enter the�total�estimated pounds�of�food that�will�be�distributed.�

• Number�of food distribution�sites:�
Enter the�number of�locations�where�food distribution�will�occur.�

• Types�of foods purchased (produce,�dairy,�meats,�grains):�
Enter the�categories�of�food your organization�plans�to�purchase�and distribute.�
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Click�Save�Form.�

Step�2 - Mark�the�Form�as�Complete�

• Once�all�outcomes�have�been�saved and reviewed,�click�Mark�as�Complete.�

Instructions for completing the Project Plan Form 

This�guide�helps�you�complete�the�Project�Plan�form by�providing�step-by-step instructions�
on�the�information�required and how�to�enter it�in�the�system.�After completing�Registration�
and selecting�a�Funding�Opportunity,�start�a�new�application�and enter general�information.�
You�will�then�be�taken�to�the�Application�Details�page.�From the�Application�Details�page,�
click�on�Project Plan�from the�list�of�forms.�
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Step�1 –�Add�Project�Plan Entry�

• Click�Add�Entry�to�begin�entering�project�plan�details.�

Tip:�You�will�need to�complete�a�separate�entry�for�each�major activity�or phase�of�the�
project.�Ensure�all�activities�reflect�the�overall�project�timeline,�including�planning,�
implementation,�monitoring,�and closeout.�

Step�2 –�Enter�Project Plan Details�
On�the�entry�form:�

• Event:�
Enter the�name�or description�of�the�activity�(e.g.,�Final�Reporting).�

• Responsible�Party:�
Enter the�individual�or organization�responsible�for the�activity.�

• Start Date:�
Select�the�date�the�activity�is�expected to�begin.�

• End Date:�
Select�the�date�the�activity�is�expected to�be�completed.�
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Click�Save Row after entering�the�details.�

Tip:�Repeat�this�process�to�add�all�required project�activities.�

Step�3 –�Upload�Additional�Attachments (If Applicable)�

• Use�the�Additional Attachments section�to�upload any�extra�additional�documents�
that�support�or strengthen�your project�plan,�such�as�event�flyers,�promotional�
materials,�or other supporting�resources�that�demonstrate�project�activities�and 
community�engagement.�

Tip:�Ensure�all�files�are�clearly�labeled.�

Step�4 - Mark�the�Form�as�Complete�

• After completing�and reviewing�the�details,�click�Mark as Complete. 
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Instructions for completing the Budget and Budget Narrative Form 

This�guide�helps�you�complete�the�Budget�and Budget�Narrative�form by�providing�step-by-
step instructions�on�the�information�required and how�to�enter it�in�the�system.�After 
completing�Registration�and selecting�a�Funding�Opportunity,�start�a�new�application�and 
enter general�information.�You�will�then�be�taken�to�the�Application�Details�page.�From the�
Application�Details�page,�click�on�Budget and Budget Narrative�from the�list�of�forms.�

Step�1 - Enter�Direct Project�Costs�(Minimum�90%)�

On�the�Budget�Narrative�Section,�enter the�funds�requested for Direct�Project�Costs�and to�
provide�a�justification�explaining�how�the�funds�will�be�used.�

• Direct Project Costs:�
Enter the�dollar amount�requested for that�Direct�Project�Costs.�

• Direct Project Costs�Justification:�
Provide�a�clear explanation�of�all�anticipated costs�and a�clear breakdown�of�how�

funds�will�be�used.�

Notes:�

• These�costs�must�be�at�least�90%�of�the�total�budget.�
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Step�2 - Enter�Administrative�Costs�(Maximum�10%)�

For the�Administrative�Costs,�enter the�funds�requested for each�budget�category�and to�
provide�a�justification�explaining�how�the�funds�will�be�used.�For each�budget�category�
listed enter:�

• Funds Requested:�
Enter the�dollar amount�requested for that�category.�

• Justification:�
Provide�a�clear explanation�of�how�the�funds�will�be�used and how�the�costs�are�
necessary�to�support�the�budget�category�

The�budget�categories�for Admin�Costs�include:�

• Personnel�
• Travel�
• Supplies�
• Contractual�

Notes:�

• These�costs�must�be�at�least�10%�of�the�total�budget.�
• Travel�must�comply�with�GSA�regulations.�And the�milage�can�be�reimbursed at�the�

prevailing�GSA�rates.�
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       Click�Save Form after entering�all�the�information.�
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Step�3 - Review�Budget Summary�

Budget Summary�section�is�automatically�generated based on�the�amounts�entered in�the�
Budget�Narrative�section.�

Notes:�

• No�data�entry�is�required in�the�Budget�Summary�
• The�Total�Cost�will�be�calculated automatically�

Step�4�- Mark�the�Form�as�Complete�

• Once�all�budget�narrative�information�has�been�entered and reviewed,�click�Mark�as�
Complete.�

Instructions�for�completing�the�Letters�of Support�Form�

This�guide�helps�you�complete�the�Letters�of�Support�form by�providing�step-by-step 
instructions�on�the�information�required and how�to�enter it�in�the�system.�After completing�
Registration�and selecting�a�Funding�Opportunity,�start�a�new�application�and enter general�
information.�You�will�then�be�taken�to�the�Application�Details�page.�From the�Application�
Details�page,�click�on�Letters�of Support�from the�list�of�forms.�
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Step�1 –�Letters�of�support�

On�the�form:�

• Upload at�least�one�letter of�support�from a�relevant�partner,�stakeholder,�or 
organization�that�demonstrates�endorsement�of�the�project,�its�goals,�and its�
potential�impact.�

• Letters�should clearly�describe�the�nature�of�the�relationship,�the�supporter’s�role�(if�
any),�and their commitment�to�the�project’s�success.�

• Click�Save Form.�

Step�2 - Mark�the�Form�as�Complete�

• After saving,�click�Mark as Complete. 
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Instructions for completing the Acknowledgement Form 

This�guide�helps�you�complete�the�Acknowledgement�form by�providing�step-by-step 
instructions�on�the�information�required and how�to�enter it�in�the�system.�After completing�
Registration�and selecting�a�Funding�Opportunity,�start�a�new�application�and enter general�
information.�You�will�then�be�taken�to�the�Application�Details�page.�From the�Application�
Details�page,�click�on�Acknowledgement�from the�list�of�forms.�

Step�1 –�Fill�Out the�Acknowledgement Form�

On�the�form:�
• I Affirm:�Select�Yes�from the�dropdown.�
• Applicant Name:�Enter your First and Last Name 

• Title:�Enter your title.�
• Date:�Enter the�current�date.�

Click�Save�Form.�
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Step�2 –�Mark�the�Form�as�Complete�

• After saving,�click�Mark as Complete. 
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