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Portland Children’s Levy — WebGrants Application Guide

How to Use this Guide

This guide is meant to help everyone submit their Portland Children's Levy

application in WebGrants as smoothly as possible. If you are new to using a grant

portal, you may want to review the guide step by step and follow along while you

work in the WebGrants system. If you are very comfortable using grant portal

software we recommend you skim this guide, carefully review areas with this
exclamation point icon shown in the right-hand margin, and review the @
Troubleshooting section at the end of the guide.
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What is WebGrants?

WebGrants is the grants management system for the City of Portland. To apply for
a Portland Children’s Levy grant, you will need to register in WebGrants and
submit your application through the system.

WebGrants will track your application and all related documents for your
organization.

Registration

Multiple people can register under your organization and work on the same grant
application in WebGrants. Important: New users, please register as a WebGrants @
user right away. For help registering, see our WebGrants registration guide here:
https://portlandchildrenslevy.org/grants/2024-25-funding-round/grant-
applications#fwebgrants-user-guides. If you have an existing WebGrants account,

you will not need to register again. The deadline to register for this PCL grant
opportunity is October 21, 2024.

If you need an Americans with Disabilities Act (ADA) accommodation or are having
trouble with WebGrants, please reach out to info@portlandchildrenslevy.org with
“WebGrants” in the subject line. PCL staff will be happy to help.

Preparing to Apply

We highly recommend you thoroughly review the full application for the program
area you will apply in before beginning your application in WebGrants. The full
application includes background information and instructions, application
questions, glossary, budget guidance, and scoring criteria. You can find the
program area applications here: https://portlandchildrenslevy.org/grants/2024-
25-funding-round/grant-applications/

We also highly recommend that you plan to submit your application a day or two
ahead of the submission deadline. This will allow PCL staff to respond to any


https://portlandchildrenslevy.org/grants/2024-25-funding-round/grant-applications#webgrants-user-guides
https://portlandchildrenslevy.org/grants/2024-25-funding-round/grant-applications#webgrants-user-guides
mailto:info@portlandchildrenslevy.org
https://portlandchildrenslevy.org/grants/2024-25-funding-round/grant-applications/
https://portlandchildrenslevy.org/grants/2024-25-funding-round/grant-applications/

technical issues that may be preventing you from submitting your application in
WebGrants.

How to Log In

Once you are registered, go to https://cityofportlandgrants.net/ on a computer.
WebGrants does not work on a phone. Enter your user ID and password, and click
the green “sign in” button.

£ Login

1 Enter your user id and password An

levytester1 o

If you alr
to re-regi

IR -

Forgot User ID? Reset Password?

Click here to Register

You get your User ID and Password via email when you register. If you forgot
either of them, click on the blue links below the sign in button and follow the
steps to recover them.

Select a Funding Opportunity

Once you are logged in, you will see all funding opportunities offered by the City @
of Portland. Make sure you select a PCL funding opportunity. These are the six
program categories that the Levy funds — After School, Child Abuse Prevention and
Intervention, Early Childhood, Foster Care, Hunger Relief, and Mentoring.

On the left-hand bar, click on the Funding Opportunities section.


https://cityofportlandgrants.net/

* Alerts
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* Document Repository
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Applications
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Sent Date

Then click on the Funding Opportunity you want to apply for. Your application will
“live” under this funding opportunity.

Agency Program Area Title
Bureau of Planning & Sustainability Portland Clean Energy Fund [TEST] RFP 3 Community Responsive Grants - Implementation ]
Portland Children’s Levy Partland Children’s Levy PCL Mentoring 2025-2028
Portland Children’s Lewy Partland Children’s Levy PCL Foster Care 2025-2028
Portland Children’s Levy Portland Children's Levy PCL Child Abuse Prevention and Intervention 2025-2028
Portland Children’s Levy Partland Children’s Levy PCL After School 2025-2028
Portland Children’s Lawvy Partland Children's Levy PCL Early Childhood 2025-2028
Portland Children’s Levy Portland Children's Levy PCL Hunger Relief 2025-2028
T entries

You may create multiple applications in each funding opportunity (e.g., you have @
two different mentoring programs you want to apply for). You may also have

multiple applications under multiple funding opportunities (e.g., you are applying

for an after school program, a hunger relief program, and a mentoring program). If

you have multiple applications, please take care to make sure you are working in

the correct Funding Opportunity and editing the correct application.

How to Start an Application
To start an application, click on the green “start new application” button on the
right-hand side of the screen in the funding opportunity.



ff) Funding Opportunities

List of all current Funding Opportunities

4 Back T3 Print ~ @ Online Help [> Log Out

iE Current 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

D T Application Title Organization Status

G Funding Opportunity Details

6290 - PCL After School 2025-2028 « . O '

A 2 ] unding opportunit
Funding Opportunity Details gopp ¥ i K Era v EEAPES
Portland Children’s Levy new application

Final Application Deadline: Nov 4, 2024 11:59 PM

You will be taken to the “Application Creation Wizard”. Under “Application Title”,
enter the title of your application, which should include your organization’s
name/acronym and a distinct program name. This is particularly important if you
have multiple applications — make sure to use a title that will make it clear which
application is which.

Under Primary Contact, your name should appear as the default in the drop-down
menu. This is the person who will get the email notifications from the WebGrants
system (if you need to change the primary contact later in the process, you can).

Click “Save Form Information” to save this info and bring up the next field to edit.

= The Application creation process is a short wizard

+ Step 1. Enter your Application title and select your Primary Contact. Click "Save Form Information’ to show the next field.

= Step 2: Select the Organization for which you will be submitting this Application. Click 'Save Form Information’ to show the next field.

* Step 3. This is an optional step. Select any additional contacts with which you would like to share your Application. Click ‘Save Form Information’ to show the next field.

Application - General Information

The Primary Contact is the individual in your organization who will be designated as the primary person respensible for this application from your organization. This indiv
receive automated email notifications when your attention is neede this application.

Select the organization, if you belong to more than one, for which you will be submitting this application
Application Title*: PCL After Schoal LEARNS Program ‘ Use a recognizable program title
<
Primary Contact": Children's Levy Tester v « This will populate with your name

Organization*:

Additional Contacts*:



After you click “save form information”, the organization field will pop up. It will
auto-populate your organization name in the drop-down menu. Click “save form
information” again to bring up the last field to edit.

Application - General Information

receive automated email notifications when your attention ded on this application
Select the organization, if you belong to more than one, for which you will be submitting this application

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 u‘."-ml\

Application ID: 6420
Program Area*: Portland Children’s Levy
Funding Opportunity*: 6230-PCL After School 2025-2028
Application Stage*: Final Application
Application Status™: Editing
AppCATa T PCL After School LEARNS Program
2
Primary Contact*: Children's Levy Tester

Organization®: BaseLine Organization ~ « your organization name

Additional Contacts™:

After you click save, the optional “additional contacts” field will pop up. The drop-
down menu will auto-fill with every individual who is registered in WebGrants and
associated with your organization. You will want to select everyone who will want
to edit the application or upload documents. If someone isn’t registered yet, you
can add their name later. Then click “save form information” to complete this
section.

Application - General Information

The Primary Contact is the individual in your organization who will be designated as the primary person responsible for this application fram your organization. This in will
receive automated email notifications when your attention is needed on this application
Select the organization, if you belong te more than one, for which you will be submitting this application

Application ID: 6420
Program Area*: Portland Children’s Levy
Funding Opportunity*: 6290-PCL After School 2025-2028
Application Stage*: Final Application
Application Status™ Editing
4
Application Title*: Program
Program Confact #2
Program Contact #1 y
Program Contact #3
Primary Contact™:
Organization*:
Select any additional contacts within your or{ ¥ |e this grang, Include all contacts that will need access to claims and status reporis if this project is awarded

Additional Contacts:




Once this section is done, you have created the application in the system to work
in. You will automatically be taken to the application view. Here you have a
summary view of your application — the title of your application will be at the top,
and the components of the application you need to complete will be listed as
steps 1-5 towards the bottom.

Note: ignore the “requested total” amount in the application summary, it will @
always say “S0.00” even after you fill out the budget form and submit your
application. Don’t worry about it, PCL staff will fix that later.

3 6420 - PCL After School LEARNS Program . Application Title

Status:

Stage: Final Application

Application Due Date: Nov 4, 2024 11:53 PM

Program Area: Portland Children’s Levy

Funding Opportunity: 6290-PCL After School 2025-2028
Organization: BaseLine Organization

Requested Total: x (Ignore this)

Application Preview A h Alert History Map

B Application Details

Application cannot be Submitted Currently
= Application components are not complete

Component Complete? Last Edited
General Information v Aug 20, 2024 3:52 PM - Children’s Levy Tester
STEP 1 - Eligibility AFTER SCHOOL Aug 20, 2024 3:53 PM - Children's Levy Tester
STEP 2 - Program Data AFTER SCHOOL i i = .

The five steps are the questions and narrative
STEP 3 - Program Service Details AFTER SCHOOL upload you W\” need tO Compléte

STEP 4 - Budget Request Information AFTER SCHOOL

STEP 5 - Narrative and Attachments AFTER SCHOOL

How to Navigate to Your Application

Once the application is created, there are several ways to open it in WebGrants if
you save your work and log out. We recommend clicking on the Funding
Opportunities tab on the left-hand navigation bar, clicking on the funding
opportunity you are applying in, and then in the next menu clicking on the
application title for the application you want to edit. If you have multiple
applications in different funding opportunities (e.g., an application in after school
and an application in mentoring), this will make it easier to make sure you are
working in the right one.



How to Preview the Application Questions

When you are in the application view screen, you can click the blue “Preview
Application” button to see all the application questions that are listed in
WebGrants.

Qrganization: BaseLine Organization

Reguested Total:

Application Preview Alert History  Map

B Application Details .

Application cannot be Submitted Currently
» Application components are not complete

Component Complete? Last Edited

General Information v Aug 20, 2024 4:40 PM - Children's Levy Tester
STEP 1 - Eligibility AFTER SCHOOL v Aug 21, 2024 10:24 AM - Children's Levy Tester
STEP 2 - Program Data AFTER SCHOOL Aug 21, 2024 9:12 AM - Children's Levy Tester
STEP 3 - Program Service Details AFTER SCHOOL Aug 21, 2024 :42 AM - Children's Levy Tester

STEP 4 - Budget Request Information AFTER SCHOOL

STEP 5 - Narrative and Attachments AFTER SCHOOL

In the preview screen, you can print your application by clicking on the grey
“print” tab up toward the top of the page, and it will give you drop-down options
to send it to a printer or convert it to a .pdf. This is a good way to review the
WebGrants questions or look over your application responses before you submit.

4 Back ©F Print v «elp [> Log Out

B Send to Printer

Application B pry  Map

& Print to PDF - Portrait

B Applic B Print to PDF - Landscape

6421 - After School LEARNS Program

Application Details

Funding Opportunity: 6290-PCL After School 2025-2028 Initial Submit Date:
Funding Opportunity Due Nov 4, 2024 11:59 PM Initially Submitted By:
Date: Last Submit Date:
Program Area: Portland Children's Levy Last Submitted By:
Status: Editing

Stage: Final Application



How to complete your application

There are five sections to the application — steps 1-5. Steps 1-4 have questions
about program eligibility, your service population, program model, and budget
summary. Step 5 is where you upload your grant narrative and attachments. You
can find the narrative template to fill out here:
https://portlandchildrenslevy.org/grants/2024-25-funding-round/grant-
applications#requirements-for-narrative-section

To start answering questions, click on the step you want to work on in the
application view. You can work on them in any order and save your progress as
you go.

Application Preview  Attachments  Alert History Map

B Application Details

Application cannot be Submitted Currently
= Application components are not complete

Component Complete? Last Edit:
General Information v Aug 20, 2

STEP 1 - Eligibility AFTER SCHOOL

STEP 2 - Program Data AFTER SCHOOL Click on the step you want to
start entering information.

STEP 3 - Program Service Details AFTER SCHOOL
STEP 4 - Budget Request Information AFTER SCHOOL

STEP 5 - Narrative and Attachments AFTER SCHOOL

Saving and Editing

When you click on a Step, you will be able to enter information. Save your work at
any time by clicking the green “save form” button in the upper right. After you
click “save form”, you will need to click the green “edit form” button to go back
into the form to keep answering questions or change your answers.



https://portlandchildrenslevy.org/grants/2024-25-funding-round/grant-applications#requirements-for-narrative-section
https://portlandchildrenslevy.org/grants/2024-25-funding-round/grant-applications#requirements-for-narrative-section

5 STEP 2 - Program Data AFTER SCHOOL - Current Versior

B Program Data [ & save o |

Please answer the guestions below. Any questions labeled in red are required. Required questions must be answered before you can mark the step as complete '

Program Funding History with PC i
ogram Funding (s ith PCL Click here to save
currently operating of new? your work

Is the program you are p

Currently operating or new *: Acurrently operating program  w
oes this application propose 1o expand a currenily operating program?
Yes No
If currentiv operatina has this PROGRAM received PCI fundina in the nasi five vears?

App List Genera STEP1 STEP 2 STEP 3 STEP 4 STEP 5

& STEP2- Program Data AFTER SCHOOL - Current Version

E Program Data

Please answer the questions below. Any questions labeled in red are required. Required questions must be answered before you can mark the step as compleie '
Program Funding History with PCL Click "edit farm " te
Is the program you are proposing currently operating or new? continue answeri ng
Currently operating or new *: A currently operating program questions
Does this application propose ta expand a currently operating program?

Yes/No: Yes
If currently operating, has this PROGRAM received PCL funding in the past five years?

Required Questions
All fields with a red label are required and must be filled out before you can mark

a step as complete.

Some follow-up questions “pop up” based on your responses to previous
questions. For example, in step 3, if you click “yes” to any of the yes/no program
model questions, several follow-up questions pop up beneath them. Even though
these follow-up questions do not have a red label, they are also required fields
that must be filled out to mark a step complete.

Individual 1 to 1 Sessions for children/youth or families

Are individual 1 to 1 sessions a major part of your program?

Group Sessions for Children/Youth or Families

Are group sessions for Cn”cl’eﬂ-“}'clltn or families a major part of your pro ram? When you Cl |Ck ves
YesiNo*: Yes No ‘ on one of these

required questions...
Group Sessions for Parents/Caregivers only

Are group sessions for parents/caregivers a major part of your program?

10



Group Sessions for Children/Youth or Families

Are group sessions for children/youth or families a major part of your program?

Yes/No*: Yoz No

How long is each session? If session length varies, please choose the answer that represents the majority of the sessions you provide

Groupisession length ; - These three follow-up
How often will the program offer sessions o each childfyouth? questions pop up, and
Program frequoncy: ~ they are required fields

How many weeks or months during the year does the program offer group sessions? that must bE fll |ed out.

Weeks/months:: -

Marking Steps as Complete
You must mark each step complete before you can submit your application. If you @
have filled out all the required questions in a step, you click the save button and

then click the orange “Mark as Complete” button.

App List Genera STEP1 STEP 2 STEP 3 STEP 4 STEP 5

& STEP1- Eligibility AFTER SCHOOL - Curent Version

B Eligibility

Please answer the questions below. Any questions labeled in red are required. Required questions must b befare you can
mark the step as complete

Click here to mark a
step as complete

Is your organization a 501c(3) organization, fiscally sponsored by a 501(c)(3) organization, a local education authority, a community college or a university?

Organizational Eligibility

Yes/No *:

Total Revenue
What was your organization's total revenue in the last completed fiscal year?

Total Revenue®: $0.00

If you click the “Mark as Complete” button but you have not filled out all the
required questions, you will get a pop-up error message. The error message will
show the name of the Step form, but not the name of the question that is missing.
Review the Step form to complete any questions that may be blank.

11



cityofportlandgrants.net says

The following sections contain missing required fields, please enter the
missing data before Marking as Complete.

~Eligibility

# Back

El <4m:

status: If you see this error message:
Stage: Final Application 1. Click OK

Application Due Date: Nov 4, 2024 11:59 PM 2. Go back into "edit form"
Program Area: Portland Children's Levy and answer any questions
Funding Opportunity: 6290-PCL After School 2025-2028 VOU may have sklpped
Organization: BaseLine Organization

Requested Total:

App List Genera STEP1 STEP 2 STEP 3 STEP 4 STEP 5

& STEP1- Eligibility AFTER SCHOOL - Current Version

E Eligibility Bt

Please answer the questions below. Any questions labeled in red are required. Required questions must be answered before you can
mark the step as complete.

When you successfully mark a step as complete, you will be taken back to the
application summary view, where you will see a green check mark that shows the
step has been completed.

B Application Details

Application cannot be Submitted Currently
* Application components are not complete

Component Complete? Last Edited

General Information N v Aug 20, 2024 4:40 PM -
This shows that Step 1 »

STEP 1 - Eligibility AFTER SCHOOL ; S Aug 21, 2024 9:57 AM -
is marked as complete

STEP 2 - Program Data AFTER SCHOOL Aug 21, 2024 9:12 AM -
STEP 3 - Program Service Details AFTER SCHOOL Aug 21, 2024 9:42 AM -
STEP 4 - Budget Request Information AFTER SCHOOL

STEP 5 - Narrative and Attachments AFTER SCHOOL

12



Note: after you mark a step as complete, you can still make changes in it. You click
on the step and click “edit form” and make whatever changes you need, just like @
before. Once you have marked a step as complete, however, it stays marked as
complete regardless of any changes you make — so you cannot ever mark it
“incomplete” in the system.

Submitting Your Application

Once all five steps are filled out, documents are uploaded, and the steps are all

marked as complete, the orange “submit application” button will appear in the @
application view screen. You MUST click on this button to submit your final

application to PCL. Once you have submitted, you cannot edit your application.

Application Preview  Attachments  Alert History  Map

B Application Details e

= Application is in compliance and is ready for Submission!
Component Complete? Last Edited

General Information v Aug 20, 2024 4:40 PM - Children’s Levy Tester

STEP 1 - Eligibility AFTER SCHOOL Aug 21, 2024 10:24 AM - Children's Levy Tester

STEP 2 - Program Data AFTER SCHOOL Aug 21, 2024 10:41 AM - Children's Levy Tester
STEP 3 - Program Service Details AFTER SCHOOL Aug 21, 2024 10:40 AM - Children's Levy Tester

STEP 4 - Budget Request Information AFTER SCHOOL Aug 21, 2024 10:42 AM - Children's Levy Tester

K|S S

STEP 5 - Narrative and Attachments AFTER SCHOOL Aug 21, 2024 10:42 AM - Children's Levy Tester

You will get a pop-up message to confirm you wish to submit the grant. Click
“Submit”.

Please confirm

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

You can confirm your application is submitted by navigating back to the Funding
Opportunity, where you will see your application with a green “submitted” status.

13



i Current Applications

Any previously created applications, for this opportunity, appear below.
click on the Copy Existing Application button

iD ¥ Application Title

6421 After School LEARNS Program

(#) Funding Opportunity Details

6290 - PCL After School 2025-2028
Funding Opportunity Details

Application Form Details
Step 1 — Eligibility

To start a new application for this opportunity, Click the Start New Application button or to copy data from an existing application

Status

This confirms
BaseLine Organizaton o application
has been
submitted in the
system.

Organization

X -

Step 1 covers basic eligibility questions. If you make a mistake and receive a pop-
up message saying your organization is not eligible, click OK on the pop-up
message and correct your answer in the question below. If you answered the
guestion correctly, but still see the pop-up message saying your organization is not
eligible, your organization is not eligible for this large grant funding cycle. Contact

PCL staff if you have additional questions.

P S

PP +]
cityotpor

net says

Unfortunately you are unable to apply. Only 501(c){3) organizations,
those fiscally sponsered by a 501(c)(3), local education authorities,

& STEP 1 - Eligibility AFTER SCH

B Eligibility

community colleges or universities are eligible to apply.

Please answer the questions below. Any questions labeled in red are required. Required questions must be answered before you can mark the

Organizational Eligibility

Is your organization a 501c{3) organization, fiscally sponsored by a 501(c)(3) organization, a local education authority, a community college or a university?

Yes/No *:

Yes No

Total Revenue
What was your organization's total revenue in the last completed fiscal year?

Total Revenue*: $850.000.00

If you accidentially click no, you
will get the error message above.
Click OK to clear the error

message and change your answer.

You must also choose “yes” for at least one of the numbered funding priorities
listed at the end of Step 1 to be eligible for PCL funding.

14



Step 2 — Program Data
Depending on your answer to the first question, follow-up questions may pop up.
If they do, these questions are required.

For the “Languages Spoken” question, if you are selecting multiple languages, click
on one language, then click on the empty part of the drop-down field to open the
drop down again and select more languages. You may select as many as apply to
your program population.

Languages Spoken

What are the primary languages spoken at home by children served in your program? To selec
answer field and the drop-down menu will reappear to click on additional options. If a language

Choose all that apply™: |

otmer Language:Click here to | i,

Spanish l
open the drop Vietnamese
down Somali

Russian

Chinese

Languages Spoken

\What are the primary languages spoken at home by children served in your program? To select multiple lan
answer field and the drop-down menu will reappear to click on additional options. If a language your service

Choose all that apply*: % Spanish

Other Language:

Click on the empty part of the
field to open the drop down again

15



Languages Spoken

What are the primary languages spoken at home by children served in your program? To select multiple languages
answer field and the drop-down menu will reappear to click on additional options. If a language your service populz

Choose all that apply*: I-" Sp_aﬁiéﬂ | i-" E_I'!glish_i Se|ect a”
[ Chuukese | [ Vietnamese ||
: * ‘| that apply
1
I somai |

Other Language: !A «

_ Russian I
Chinese
Step 3 — Program Service Details
Step 3 has yes or no questions related to the structure of your program model.
When you choose “yes” for one or more of these questions, three or four follow-

up questions will pop up as a result. These follow-up questions require answers
before you can mark the step as complete.

[E Program Service Details

Please share the details of your program services type, frequency and duration. We understand tha
choose the options that feel the closest to your service model and use the narrative section to offer:
(class, group session, etc) please see [glossary link]. ADD GLOSSARY LINK HERE Any questions

Individual 1 to 1 Sessions for children/youth or families

Are individual 1 to 1 sessions a major part of your program?

Group Sessions for Children/Youth or Families

Are group sessions for children/youth or families a major part of your progrgim?

Group Sessions for Parents/Caregivers only When you click

Are group sessions for parents/caregivers a major part of your program? "yes" on any of

YesiNo™: =
e —— “ these questions...

16



Group Sessions for Children/Youth or Families
Are group sessions for children/youth or families a major part of your program?
Group Sessions for Parents/Caregivers only

Are group sessions for parents/caregivers a major part of your program?

Yes/No*: Yes No

How long is each session? If session length varies, please choose the answer that represents the majority of the sessions you pro
Session length : - ThESE required

How often will the program offer sessions to each parent/caregiver? fOl |OW-up questiOnS
Program frequency: -

pop up.
How many weeks or months during the year does the program offer group sessions for parents/caregivers?

Weeks/months: =

Classes for Children/Youth

Are classes for children/youth @ major part of your program?

Yes/No*™: Yes “

If you need to change your answer from a “yes” to a “no”, the follow-up questions
will automatically go away, and you don’t have to worry about deleting the
information that was in those fields.

Step 4 — Budget Request
The budget form will accept numbers either as integers (34152) or with currency
formatting (534,152.00)

After you enter your year 1 budget numbers, click “save form” and the form will @
auto-calculate the subtotal and total costs, as well as the admin percentage. You
will not see the subtotal and admin percentage until you click “save form.”

17



Year One Budget Request (July 1, 2025-June 30, 2026)

Please list the amount of funds you are requesting for July 1, 2025 through June 30, 2026 for each budget category listed below. The minimum total budget request for
$835,000. The Subtotal and Total line items will auto-calculate when you click "save form”

Personnel *: 150000
When you enter your year 1 budget
Contract Costs *: o
e 25000 numbers and then click "save form"
Other Program Costs ™: — in the top right-hand corner...
Subtotal Program Costs : $0.00
Administration (up to 15% of subtotaled 15000

program costs)*:

Organizations that do not currently have audited financial statements may include up to $15,000 to cover a portion of the audit requirement costs

Audit costs in Y1 (only organizations $0.00
without audited financial statements):

Total PCL request for July 1,2025-June $0.00
30, 2026: Total will calculate when you click save

Admin percentage:
0.00
Year One Budget Request (July 1, 2025-June 30, 2026)

Please list the amount of funds you are requesting for July 1, 2025 through June 30, 2026 for each budget category listed below. The minim
Subtotal and Total line items will auto-calculate when you click "save form™

Personnel *: $150.000.00

Contractors Costs *: $25,000.00 The program costs subtotal,
Other Program Costs *: $25.000.00 total request for year 1, and
Subtotal Program Costs : $200_ODD.DD‘ admin percentage will auto-
Administration (up to 15% of subtotaled $15,000.00 Calculate

program costs)*:
£

Organizations that do not currently have audited financial statements may include up to $15,000 to cover a portion of the audit requirement

Audit costs in Y1 (only organizations $0.00
without audited financial statements):

Total PCL request for July 1,2025-June $215,000.00 «
30, 2026: Total will calculate when you click save

Admin percentage:

0.07 - =
The administrative percentage will show after you save. It is auto-calculated and will display as a whole number. The maximum amount you

You will want to check your year one total to make sure you have entered the
numbers correctly, and check your admin percentage to make sure it is 15% or

lower (the admin percentage displays as a whole number, so it will need to show

as 0.15 or lower)

At the bottom of the form, after you enter your year 2 and year 3 costs, make sure

your budget fits within the minimum and maximum range for annual requests

listed in the application.
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fields with zeros in them as already “filled out”. So it is possible to save and mark
this form as complete by accident, when an important field is not filled out. Please
review this form carefully to make sure you have entered data in every field that is
relevant to your program budget.

Note: the budget form fills each field with a zero by default, and the form sees @

Step 5 — Narrative upload

In this step, upload the relevant files in the category where they belong. Make
sure you are using the available template for your narrative document, and that it
meets font size and page length requirements. If your budget information is
broken up into two documents, you may upload two separate documents. You are
also welcome to upload both requested budgets in one combined document.

Please upload your documents as .pdf files if possible. The system can accept @
Word and Excel documents, but it can sometimes cause formatting issues with
these documents when we go to review them if they are not in .pdf form.

Questions, ADA Accommodations & Troubleshooting

If you need an Americans with Disabilities Act (ADA) accommodation or are having
trouble with WebGrants, please reach out to info@portlandchildrenslevy.org with
“WebGrants” in the subject line. PCL staff will be happy to help.

e | need to add another contact so they can have access to the WebGrants
application. What do | do?

1) Have your colleague register in WebGrants.

2) Once their registration is approved by PCL staff, they will get their user ID
and password to log on via email.

3) Once they get their user ID and password, go into the application summary
page and click on the “general information” section.
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Application Preview = Attachments  Alert History  Map

B Application Details

Application cannot be Submitted Currently
+ Application components are not complete

Component

General Information

STEP 1 - Eligibility AFTER SCHOOL

STEP 2 - Program Data AFTER SCHOOL

STEP 3 - Program Service Details AFTER SCHOOL
STEP 4 - Budget Request Information AFTER SCHOOL

STEP 5 - Narrative and Attachments AFTER SCHOOL

Complete? Last Edited
v Aug 7, 2024 312

Aug T, 2024 3:21

Aug T, 2024 317
v Aug 7, 2024 319
Aug 7, 2024 3:14

4) Click on the “Additional Contacts” field and add the person’s name from the

drop-down menu

Funding Opportunity*: 6290-PCL After School 2025-2028
Application Stage*: Final Application

Application Status®: Editing

Application Title*: Program Name #1 a

Program Name #2
Program Name #3

Primary Contact™:

Organization™:

Select any additional contacts within your organ

Additional Contacts: |

W

¥ 1is grant. Include all contacts that»

<0

5) Click “save form information”. Your colleague should now be able to access

the grant application.

e | need to change the primary contact, so someone else gets the WebGrants

system alerts. How do | do that?
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1) Follow the steps 1-4 from the question above to get your colleague
registered in WebGrants and click on the “general information” section of
the application.

2) Click on the “primary contact” drop-down menu, and choose the name of
the person affiliated with your organization who needs to be the primary
contact.

Application ID:

Program Area®:

Funding Opportunity*: D28
Application Stage*:

Application Status™:

Application Title*: Testerl Tester

Notareal Person
Fake Profilename

Tester? Tester il
Primary Contact”: Tester? Tester hd
Organization™: BaselLine Qrganization

e | marked one of my grant forms as “complete” but then | needed to change
something. How do | mark it as “complete” again? | don’t see the orange
button anymore!

Once you mark a step as complete, it stays marked as “complete” in the system,
even if you change or delete information. After you make changes to a completed
step and click save, the orange “mark as complete” button will not be available to
click. You can confirm this by going to the main application summary view, where
it shows all the steps and shows the green checks for each section that is marked
as complete.
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e | am not getting WebGrants-related emails confirming anything
(reqgistration or grant submission). What do | do?

1) Make sure you check your spam folder for any WebGrants emails.

2) Add cityofportland@mail.webgrantscloud.com as a safe sender in your
email filter settings.

3) If this does not work, contact PCL staff at info@portlandchildrenslevy.org
for assistance with “WebGrants help” in the subject line.

e |tried to mark a form as complete, but | got an error message. All the red
fields are filled out. What do | do?

Sometimes there are follow-up questions that pop up which are required. These
questions do not have red labels, so they may not be as easy to see at first. Return
to the step editing function and fill out any blank fields, and then mark the step as
complete.

e | was working in the budget form, and | entered some numbers and clicked
save, and then | got a very long and confusing error message — what

happened?

If you enter two decimal points into one field (for example, $2500.00.0) the
system experiences an error that takes you to an intimidating-looking error
screen. Click the back button on your browser, check your numbers, and remove
any extra decimal points.

e | want to read through my entire application before | click submit. How do |
do that?

See “how to preview the application questions” on page 8 and follow those steps
to “print” your application to a .pdf file. If you have uploaded your narrative
documents in a .pdf format, they will show up in the “printed” application and you
can review your entire grant application.
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