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1. What is WebGrants?  
WebGrants is the online grants management system for the City of Portland. If you 
are awarded a Portland Children’s Levy grant, you will need to manage the grant in 
WebGrants. Mul�ple people can register under your organiza�on and access your 
grant.  

If you need an Americans with Disabili�es (ADA) accommoda�on 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.  

  

mailto:info@portlandchildrenslevy.org
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2. What you can do in WebGrants  
There are a number of important reasons to use WebGrants:  

a. Submi�ng invoices – you will submit your invoices for quarterly 
reimbursement though WebGrants.   

b. Submi�ng reports – mid-year and annual progress reports will be 
submited through WebGrants.  

c. Signed grant contracts – once the contract is signed by both your 
organiza�on and the City, your grant contract will be available in 
WebGrants.  

d. Approved budget – once the budget is approved, a copy of it will be 
available in WebGrants.  

e. Other documenta�on (insurance cer�ficates, evalua�on methods, 
annual performance summaries) – other documenta�on will be saved in 
WebGrants and available for review and download from the system.   

 

3. How to navigate to WebGrants  
To access WebGrants, go to the link cityofportlandgrants.net or Google “City of 
Portland WebGrants.” 

 

 

https://cityofportlandgrants.net/index.do
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4. How to register in WebGrants  
Who should register? 
Members of your organiza�on who will need to create, edit, review, or upload 
invoices or program reports for your grant should register as a user. Once they are 
registered, a user who was originally associated with the applica�on can give 
them permission to access the grant.  

Please note: Anyone with WebGrants access to your grant can see and download 
your approved PCL budget and budget justification. The budget and/or the 
budget jus�fica�on include salary details that you may want to keep confiden�al. 
Please keep this in mind when choosing whom to register to use WebGrants.     

If you have already registered in WebGrants for a different City of Portland 
bureau’s grant process (e.g., the Portland Clean Energy Fund or the Office of 
Violence Preven�on’s Gun Violence Reduc�on Program) you do not need to re-
register, you can use your exis�ng account – to learn more, skip to page 10, “How 
to give a registered user access to your PCL grant.”    

 

Steps to register a user  
Using a computer, go to cityofportlandgrants.net in any web browser. WebGrants 
does not work well on a phone.   

Click the yellow “click here to register” buton:  

 

This will take you to the registra�on screen. There will be two sec�ons to fill out: 
personnel informa�on and organiza�onal informa�on.  

https://cityofportlandgrants.net/index.do
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Personnel Informa�on  
• Fill out your work contact informa�on for your name, address, �tle, email 

address, and phone. All the ques�ons with a red label require an answer.  

 
• Email – please carefully enter your email address. All WebGrants 

correspondence, including your login and password informa�on, will be 
sent to the email address you enter here.  

• Program area of interest – this is a drop-down menu with several op�ons 
for City grant programs. Select “PCL - Portland Children’s Levy” so PCL staff 
receive an alert to approve your registra�on. Choosing PCL on this menu 
will not restrict you from applying for other future City of Portland grants.  

 

• Click yes on “Copy personnel informa�on to organiza�on” to copy your 
work address and phone number into the organiza�on sec�on below.  
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Organiza�on Informa�on 
• Affilia�on - You must check “yes” on “are you affiliated with an 

organiza�on?” to enter your organiza�on’s informa�on below. Your grant 
will exist in the organiza�on’s record, and your profile’s affilia�on with the 
organiza�on record is how you access the grant. Individuals who are not 
affiliated with an organiza�on cannot access any PCL funded grants in 
WebGrants.

 
• Organiza�on name: Please spell out the organiza�on’s name instead of only 

using acronyms.  
• Organiza�on Type: Select the organiza�on type that applies to your 

organiza�on. If you are not sure of the answer, select “non-profit 
organiza�on.” 

• Tax ID: This is your federal EIN or Tax ID number found on your 501(c)(3) IRS 
leter. If you do not know this informa�on, please enter "N/A”. PCL staff can 
update this informa�on later.  

• Organiza�on website: This field is op�onal. If you do enter informa�on, the 
system will only accept answers that start with “htp://” as valid. We 
recommend you either copy and paste your website from your browser’s 
address bar or leave this field blank.  
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To submit your registra�on, click the green “save registra�on informa�on” buton 
in the botom right-hand corner. 

 

If you click the green “save registra�on informa�on” buton and nothing happens, 
scroll back up and check for any red “this field is required” alerts on answers that 
you might have skipped.  
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If you successfully submit your registra�on, you will be taken to this screen that 
says “thank you for registering”: 

 

You will receive an automated email confirming your registra�on was submited. If 
you do not see this email, please check your spam folder. If you s�ll don’t see the 
email a�er 30 minutes, please contact PCL staff at info@portlandchildrenslevy.org 
with “WebGrants registra�on” in the subject line to confirm the email address in 
your registra�on record is correct.  

Once PCL staff approves your registra�on, you will receive an automated email 
from WebGrants with your login and password. Then you may login to WebGrants.  

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:info@portlandchildrenslevy.org
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5. How to find your PCL grant   
When you log onto WebGrants, you are taken to the generic dashboard, which 
shows your upcoming deadlines. To navigate to your grant, click on the toolbar on 
the le�-hand side of the screen that says “Grants.”  

 

This will take you to your ac�ve grants list. If your user account is linked with more 
than one City of Portland grant from your organiza�on, then you will see mul�ple 
grants listed here. Navigate to the appropriate PCL grant and click on the row to 
enter the grant components screen.  
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This will take you to the Grant components screen, where you will see the grant 
summary at the top, and then the menu for all the different ac�vi�es you can do 
in the grant – such as viewing your budget, submi�ng an invoice, or filling out a 
progress report.    
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6. How to give a registered user access to your PCL grant    
From the Grants Components screen (see above #5, How to Find your PCL Grant), 
click on the General Informa�on bar. 

  

This takes you to the General informa�on screen. Click the green “edit addi�onal 
contacts” buton at the top right. 

 

In the pop-up window (see screenshot on next page), click on the small empty 
box, and a drop-down list of names will appear – these are all the individuals who 
are registered and affiliated with your organiza�on in WebGrants. 
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Click on each name in the drop-down menu that you want to add to the grant. You 
can add as many names as you need. Then click the green “save” buton.  

 Note: Anyone who has access to your grant can open and download your grant 
budget and justification, which together include individual salary information. 

  

Troubleshoo�ng: If you can’t find your colleague’s name in the drop-down menu, 
that means they are either not registered in WebGrants, or they are registered but 
not affiliated with your organiza�on.  

• If they are not registered in WebGrants, follow the steps above for “#4 How 
to Register in WebGrants”.  

• If they are already registered in WebGrants, contact PCL staff at 
info@portlandchildrenslevy.org and we will make sure their record is 
affiliated with your organiza�on.   

mailto:info@portlandchildrenslevy.org
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7. How to find important grant documents  
Your signed contract, approved budget, and other documents will be housed in 
WebGrants. To access these documents, go to the Grant components screen 
(see #5 How to find your PCL grant), and click on the relevant menu item: 

a. Contract and Grant documents – where you will find your signed 
contract and other grant-related documenta�on.  

b. Annual grant budget – where you will find your approved annual 
budget.  

c. Invoicing – where you will submit invoices for reimbursement, and 
find your invoice history and payment records.  

d. Mid-year and annual reports – where you will find and submit your 
grant’s progress reports. All of your past and in-progress reports will 
be saved in this sec�on.  

e. Evalua�on methods documenta�on – PCL will upload your approved 
evalua�on methods documenta�on here.  

f. Insurance documenta�on – PCL will upload your approved insurance 
documenta�on here. 
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8. How to submit an invoice for reimbursement  
Navigate to your grant. At the Grant Components screen (see #5, How to find your 
PCL grant”), click on the bar that says “Invoicing.” 

 

The invoice screen shows you a financial summary of previously submited claims 
and the status of claims (submited, approved, awai�ng payment, and paid). To 
submit a new invoice, click the green “Add Claim” buton at the top right. 
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This takes you to the claim form. The claim serves as your grant invoice, along 
with the expense report and suppor�ng documenta�on. You will upload this 
informa�on into the system here. Set the type to “reimbursement,” include the 
start and end dates for the fiscal quarter, and click “no” for final request. Then 
click the green “save form” buton.  

 

 

This takes you to the Claim Details form. You will have to fill out the two tabs 
called “Reimbursement” and “PCL Expense Report and Suppor�ng 
Documenta�on.” Click on “Reimbursement.” 
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This takes you to the Reimbursement screen, where you enter the financial totals 
for each of the four budget categories – Personnel, Contracted Program Services, 
Program Expenses, and Administra�ve. Click on the green “Edit Reimbursement” 
buton and then fill out the four amounts under “Expenses This Period” and click 
the green “Save Reimbursement” buton. 
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Then click the orange “mark as complete” buton. You must mark both the 
Reimbursement form and the Expense Report and Supporting Documentation 
form (see below) as “complete” before you can submit the invoice.  

 

When you have marked a form as complete, it shows up with a check mark in the 
Claim Details screen:  

 

Now click on “PCL Expense report and Suppor�ng Documenta�on.” 
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In this screen, you will need to upload your quarterly expense report and your 
suppor�ng documenta�on for the expense report. Click on the link under “Named 
Atachment” for each and upload the document in the pop-up window. Please see 
the PCL Financial webpage for the form and instruc�ons.  

 

In the pop-up window, upload the file, type in the name of the person submi�ng 
the invoice, and then click the green “save file” buton.  

 

Upload both the quarterly expense report and the suppor�ng documenta�on, and 
then click the “Mark as Complete” buton. In the descrip�on field, enter 
“submited by (your name).”  

https://portlandchildrenslevy.org/grantee-resources/financial/
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Reminder: You must mark both the Reimbursement form and the Expense Report 
and Supporting Documentation form as “complete” before you can submit the 
invoice. 

 

Once all three forms are marked as complete, the “Submit Claim” form will appear 
on the Claim Details screen.  

If you need to edit the claim a�er marking it complete but before submi�ng it, 
see Troubleshoo�ng instruc�ons below.  

The blue “Preview” buton opens another screen and allows the user to view the 
claim in PDF form. Warning: If you click the “withdraw” buton, your en�re 
invoice will be canceled, and you will have to start over. Only click “withdraw” if 
you have been instructed to do so by your grant manager.  

Click the orange "Submit Claim" buton when you're ready to submit your invoice 
for PCL reimbursement. 
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You will see a pop-up message confirming that you want to submit the invoice. 
Click the red “Submit” buton if you are ready to submit the invoice to PCL. 

 

 

Once you have submited your claim, you can see the status change to 
“submited” for your claim in the summary screen. Once it has been approved by 
staff, you will receive an email no�fica�on showing the status has changed to 
“approved.” Once the city has released the funds, you will receive another email 
no�fica�on that the status has changed to “paid.”  

If your grant manager sends the claim back to you for correc�ons, you will receive 
a no�fica�on email to log into WebGrants to edit and re-submit the claim. Your 
claim must be approved by your grant manager for your invoice to be paid. 
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Troubleshoo�ng 

1. I do not have a “submit claim” buton on the Claim Details screen. 

Make sure you have marked both the Reimbursement form and the Expense 
Report and Supporting Documentation form as “complete,” and then the 
submit claim buton will show up.   

2. I marked a claim as complete, but I need to make an edit. What do I do? 

You can make edits to a claim form a�er you mark it “complete,” if you have 
not submited the claim. Click on the name of the claim form and make 
your edits. When you make changes to a form, it will stay marked as 
“complete” in the system. You have to click “save” a�er you make changes 
in the form, but you won’t ever have to mark it “complete” again.  

3. I submited the claim, but then I realized I made a mistake. I can’t make 
changes to the claim now, what should I do? 
   

Contact your grant manager – they can send the invoice back to you for 
correc�ons in WebGrants. You will get an email alert from the system 
whenever an invoice is returned to you for adjustments.      
                                        

4. In the Reimbursement form, the system is telling me to enter a value less 
than or equal to a smaller number. Why is that happening?  
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PCL grants will only let you exceed a budget category by 10% in any fiscal 
year. If you see this message, that means you are trying to exceed the 
allowable amount for that budget category’s annual total on your invoice. 
Either reduce the amount in the invoice budget category or contact your 
grant manager to request a budget revision. You may request a budget 
revision at any �me during the year on or before May 15 of the fiscal year. 
Check the PCL Financial webpage for instruc�ons on submi�ng a budget 
revision. 
 

5. I want to do an advance instead of a reimbursement. How do I request an 
advance in the system? 

WebGrants cannot process advances. Check the PCL Financial webpage for 
instruc�ons on submi�ng an advance request.   

 

https://portlandchildrenslevy.org/grantee-resources/financial/
https://portlandchildrenslevy.org/grantee-resources/financial/
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