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Locating the Funding Opportunity

• Login to WebGrants
• Click on Funding 

Opportunities on 
the left

• Click on either 6793 
or 6794 to start the 
application, listed 
on this slide

• Remember to use 
the WebGrants 
Back button only to 
navigate back in the 
system 
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Start a New Application

• Click on Start New 
Application Button

• Once a New Application 
is started, find it under 
Applications (no need to 
start another 
application)
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Application Initial Screen

• Type in a title that will 
allow you to find it 
easily in the system

• Select the Primary 
Contact for the 
application & click 
Save Form 
Information button

• Then choose your 
organization & click 
Save Form 
Information

• Finally use the 
Additional Applicants 
drop down to choose 
all the people from 
your organization 
including your 
signatory
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Application Forms

• All the application 
forms must be 
filled in, saved 
and marked 
complete before 
the Application 
may be 
submitted (red 
band will turn to 
green when it is 
ready to be 
submitted)
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Project Description, Slide 1 of 2

• All items in red 
with an 
asterisk are 
required

• If no 
disclosures, 
just type n/a

• Click Save 
Form
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Project Description, Slide 1 of 2

• Review the form after 
saving

• If changes are need, 
click Edit Form

• If complete, click Mark 
as Complete
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Project Outcome Measures

• Click Add Entry

• Fill in the Outcome Measure name
• Click on Estimate Completion Date 

field to pop up the calendar. Scroll 
to correct date using top bar and 
click date or type date in box

• Click Save Row button
• On next screen, click Add Entry to 

add another Outcome Measure
• When Complete, click Mark as 

Complete button
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Budget and Budget Narrative General Information

Forms are split 
into these 
sections:

Personnel

Fringe

Travel

Equipment

Supplies

Contractual

Construction

Other Operating 
Costs

Ensure the 
budget line 
items are all 

included in the 
budget 

narrative

Budget 
narrative 
provides 

details and 
examples for 
all required 
information
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Budget Example

• Review the specifics for each 
type of expenses

• Click Add Entry

• Fill in description
• Fill in Requested Amount
• Click Save Row
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Budget Narrative Example

• Review Instructions and Example
• Click Edit Form

• Fill in the text box with 
Narrative information; 
include all items in the box 
for this expenditure type

• Click Save From
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Single Audit Determination, 1 of 3 slides

• Click Edit Form
• Please use the person’s information who will 

be signing the contract from your organization
• IMPORTANT NOTE for the A1 and B1 sections 

of this form: you must fill in yes on one 
section and no on the other. Whichever one 
you choose yes; the second section must be 
filled in (i.e., A1 is yes then A2 completed). If 
you do not do this your application will be 
negotiated back to you for further edits and 
this will delay your application being reviewed 
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Single Audit Determination, 2 of 3 slides

• Click Edit Form
• Certify yes or no if your 

organization did not incur 
federal expenditures of 
$750,000 or more

• If yes, please fill out A2. 
Federal Award Expenses 
Disclosure Grid by clicking 
Edit Grid, the total 
automatically calculates 
after you click Save Form or 
Save Grid

• If no, skip to B1.
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Single Audit Determination, 3 of 3 slides

• Click Edit Form
• Certify yes or no if your 

organization incurred federal 
expenditures of $750,000 or 
more

• If yes, please fill out B2. 
Compliance Action

• B2. should include your 
Auditor’s information 
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Submitting Application

• Once all the forms are marked 
complete, note in green will 
show that the Application is 
ready for Submission

• Click the Submit Application to 
send the application to DBHDS 
for Review
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• Click Submit on the Please 
Confirm pop up box to submit the 
Claim

• Claim will show in Submitted 
Status on the Applications Tab
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Questions?

•Review the DBHDS Website for more information on 
Grants: www.dbhds.virginia.gov/grants

•Reach out to webgrants@dbhds.virginia.gov with any 
questions on registering in the DBHDS WebGrants 
System

http://www.dbhds.virginia.gov/grants
mailto:webgrants@dbhds.virginia.gov
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