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Introduction

WebGrants is an online grants management software. It can be accessed using any web
browser (Chrome, Internet Explorer, etc.). WebGrants works best on a laptop or desktop. You
may encounter problems using a cellphone. You may encounter problems using a cellphone.

The application requires an internet connection to complete. If you do not have access to a
stable internet connection, need assistance accessing the application, or have technical
problems using the form, please contact RRRgrants@deqg.oregon.gov.

Applicants may receive automated emails from the WebGrants platform with important
reminders and information about new action items. It is important to keep an eye out for these
but DO NOT RESPOND to them. Return emails will go to an unchecked inbox. For any
assistance, contact DEQ using the RRRgrants@deg.oregon.gov email only.

You can also check out Examples of Waste Prevention Activities and Projects for eligible
activities and costs that may be supported through a DEQ Reduce, Reuse, Reimagine Grant.

Accessibility notes

e The WebGrants platform can be used with JAWS or any other commercially available
screen reader.

o WebGrants is an English-only platform, if you wish to submit an application in a different
language contact us at RRRgrants@deq.oregon.gov.

Main application

If your project has been invited to complete the main application, you will be able to access the
next part of the application on WebGrants. Below you will find information on how to navigate
the DEQ grants system and instructions on how to complete the main application. All applicants
will be notified July 19, 2024 if they will be considered for the next round. The main application
will be due in WebGrants on Sept. 2, 2024, at 4:00 p.m. PT along with all required documents.

Note: Applicants will be notified via email in December 2024 if they will be receiving funding.
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Navigating in the DEQ Grants system

¢ Most forms are editable by clicking Edit at the top part of the section of the form.

e 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 as needed 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. There is no
autosave feature and the system will time out after 60 minutes of inactivity.

o DEQ recommends starting your application in a Microsoft Word document and pasting it
into WebGrants.

e Any questions asked through Ask A Question will be published for all applicants to see
along with DEQ’s response.

¢ Once you finish each section of the application you must click Mark as Complete. You
may still edit a section that you have marked as complete until you click submit
application. If you do not mark sections as complete WebGrants will not allow you to
submit your application.

Reminder: If you log out of the system at this point or any future point, do not click on start a
new application. This will send you to a blank application. To access your existing application:

1. Click on Applications from the side menu; or
2. Click on Funding Opportunities and you will see your application in the top section.

Navigating to the main application

1. Once you are logged into your account, click Funding Opportunities from the side menu.

Figure 1. Side Menu

Funding Opportunities

Applications

2. The Funding Opportunities page will show all your completed applications. If your
application has been accepted to move on to the next round you will see Create Final
Application.
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Figure 2. Funding Opportunities

Testing Tester I f I
ee

List of all current funding opportunities
Dashboard * Back & Print ~ @ Online Help > Log Out

t#d Funding Opportunities >

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 ¥ Stage Application Title Organization Status
3036  Pre-Application CJ Eagle Eye Test DEQ Test Org [ Submitted |

3. After you click Create Final Application you will navigate to the Application Details
page, this will show you the rest of the application. You will need to navigate through
each page again just like in the pre-application and answer all sections. Once you are
done with each section you will Mark Complete.

Note: You will be able to view your answers to the pre-application questions, but you will not be
able to edit them after you Mark Complete.

Figure 3. Application Details Page

Dashboard

Funding Oppertunities.

[«

Grants.
Inventory
Reports
My Profile ) —
@ Apptaton et e e
APPIICAtON Cannot be Submitted Currently
= Application components are not complete
General Information v Apr 17 2024 1911 AM - Testing Testar

Project Contact Information Aor 17 2024 1007

Pre-Application Proposal v Aor 17, 2024 10,122

Wl Application Proposal

Budget
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Completing a main application

1. Project Work Plan and Schedule — When filling out this section, WebGrants does not
prevent users from entering dates outside of the scope in the Anticipated Time Frame
question. For this grant round the project should be completed between February 2025
and February 2027.

Figure 4. Project Work Plan and Schedule

E Project Work Plan and Schedule

Please identify all major activities required for project completion, in chronclogical order where possible, to the best of your ability for the entire grant term (up to, but not exceeding, 24-months). Please include
dates for quarterly progress reports and the final report. Based on our predicted schedule, we imagine quarterly reparts will be due in March, June, September, and December. The final report will coincide
with the completion of your project. We understand that these dates are estimates. You may add additional rows as necessary.

Note: It can take up to six months from funding announcement to grant agreement and funds are available
expenses incurred after the grant agreement is signed and incurred during the term of the agreement are
concise

onsider this timin
for grant funds, unless expi

y nd anticipated start date. Onit
ed in the grant agreement. Please keep this

Task Number*:

Describe the work that will be completed to accomplish the project goals.
Project Activities
(Example; Solicit feedback from market
vendors on switching to reusable service
ware)

250 character(s) left

Person/Group Responsible for Completion
(Example: Program Staff: Gscar T. Grouch)

Anticipated Time Frame

(Submit time frame in "MonthiVear -
MonthfYear" format. It is recommend to begin
no earlier than February 2025.)

2. Budget - Before you can enter your project budget costs, first you will need to scroll
down to the Project Budget Summary section and click the green ‘Save Form’ button.

Figure 5. Project Budget Summary

[ Project Budget Summary

Personnel Costs Total:

Professlonal Services Total:

Services and Supplies Total:

Equipment and Infrastructure Total:

Total DEQ Grant Funds Requested:

Total Additional Funding:

Total Project Cost:
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3. After that, the page will reload and you should now see a green ‘+ Add Row’ button for
each budget table section.

Figure 6. Personnel costs

i= Personnel Costs - Lulti-List v a——

osts that are not readily assignable to a particular project, but are necessary for

ies including benefits. Include the indirect cost rate. Indire:
anization has

act. Include their name:

2 key people whe
perations. Indi

be working on
vernment.

& note the maximum rate is 107 egotiated indirect rate with the f

rates can include personnel and administrati

aines/apprenticeship wage”, explain in the Additional Infarmation form at fhe end of this section what wage

DEQ will compare o the current minimum wage af our

of Living Adjustment { sises inlo your salary caloulations

& rained stall. Please factor in anr

you plan lo eventually assign

Project Personnel Hourly Rate Est. Hours DEQ Grant
MName, Title Including Benefits on Project Funds Requested
pot person

Mo Data for Table

4. Supplemental Financial Management Questions — For non-profits and small
businesses, when attaching your financial records, please combine your records for
each question into one document. If you are not a non-profit or small business, you will
not need to provide these records.

Figure 7. Financial Records

Financial Records

Attach copies of the following for the most recent three years, or all available if the organization is less than three years old.

Income Statements: Select file Remove
IRS Form 990: Select file | Remove
Profit & Loss Statements: Select file Remove

5. Attachments — To attach a document in the Financial Documents form, click the name
of the document you would like to attach and you will see a pop-up where you can
upload your file and write a description.

Figure 8. Financial Documents

@ Financial Documents - Named Attachment e rk as Comp

I Required  Description File Name (2 Type Size  Upload Date Delete?

Nonprofit Checklist

Documentation confirming your nanprofit official statu
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Figure 9. Attach File

& Attach File

& Attach File

Upload File*: Select file

Description*:

500 character(s) left

Submitting your completed application

1. Click Submit Application. You will receive a pop-up confirmation informing you that
once you click Submit the system will no longer let you edit the application.

Figure 10. Application details, ready for submission

B3 2969 - Wall-e Waste Prevention

status: (S
Stage:  Final Appiication
Application Due Date:  Sep 2, 2024 4:00 PM
Associated Application: 2966 - Wall-e Wasle Prevention
Program Area:  Reduce, Reuse, Reimagine: Malerials Management Grants

Funding Oj 8 56-Material Grant Program - 2024

Organization:  DEQ Test Org

Requested Total: ~ $10,000.00

Application Preview  Attachments  Alert History  Map

B Application Details [ ——

- Application is in compliance and is ready for Submission!

Gomponent Complete? Last Edited

General Information v Apr 17, 2024 11:11 AM - Testing Tester

Project Contact Information v Apr 17, 2024 10:07 AM - Tesling Tester
Pre-Apglication Proposal v Apr 17, 2024 10:12 AM - Testing Tester
Main Application Proposal v Jul 10, 2024 9:22 AM - Testing Tester
Praject Work Plan and Schedule v Jul 10, 2024 8:23 AM - Testing Tester
Project Budget v Jul 10, 2024 9:24 AM - Tesling Tester
Supplemental Financial Management Questions v Jul 15, 2024 8:35 AM - Testing Tester
Letters of Support v dul 10, 2024 9:26 AM - Testing Tester
Attachments v Jul 10, 2024 2:21 PM - Testing Tester
v

Signature Form Jul 15, 2024 8:36 AM - Testing Tester

Figure 11. Pop-up Confirmation
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Please confirm

Please confirm that you wish @ submit this document for review. After susmission
you will net be able to edit this document

2. If ready, click Submit. The system will take you back to your Current Applications listing
and will display your submitted application.

Figure 12. Applications tab after Application has been Submitted

<& Submitted Applications

List of all current submitted applications
. Dashboard > ¥ @ Online Help [> LogOut

'+ Funding Opportunities -

Current App
& Applications >
i= Current Applications
' Grants > :
The applications below are associated with recent Funding Opportunities and are in Editing, Submitted, or Correcting statuses. To view older
applications, click on the Archived Applications link.
" Inventory b4
Search:
"~ Reports >
1D Status Stage Title Organization Program Area +  Funding Opportunity 4 ' DueDate ¥
il Submitted Final Wall-e Waste Prevention DEQ Test Org MMG-Reduce, Reuse, Reimagine: 2856-Materials Management Grant Sep 2, 2024
Application Materials Management Grants Program - 2024 (Test) 4:00 PM
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Figure 13. Viewing submitted application

< Submitted Applications

List of all current submitted applications

* Back ©F Print ~ @ Online Help [> Log out

Application Preview  Attachments  Alert History  Map

? AskaQuestion

@ Application Details

2969 - Wall-e Waste Prevention

Application Details

Funding Oppertunity: 2856-Materials Management Grant Program - 2024 Initial Submit Date: Jul 16, 2024 8:52 AM
Funding Opportunity Due Date:  Sep 2, 2024 4:00 PM Initially Submitted By Testing Tester
Program Area: Reduce, Reuse, Reimagine: Materials Management Grants Last Submit Date:

Status: Submitted Last Submitted By:

Stage: Final Application

Note: The main application will be due on Sept. 2, 2024, at 4 p.m. PT. Applicants will be
notified via email in December 2024 if they will be receiving funding.

Printing your submitted application

1. Click on your application in Submitted status.
2. Click Print on your top menu and select Send to Printer.

Figure 14. Printing submitted application

kb Rl | T g

<& Submitted Applications

List of all current submitted applications

Dashboard * Back & Print ~ @ online Help [ Log out

Funding Opportunities

Aelicalion € prinyio pOF -Porvak Y MR

B Applig & Frintto POF - Landscepe s i [P e

2969 - Wall-e Waste Prevention

Inventery Application Details

Grants

3. When finished, click Log Out.

Note: This is for the applicants records only, DEQ will not require a printed version of your
application.
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