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1. Getting Started 

 

Register Page  

 

Login Page - Menu Items Overview 

 Main Menu 

 Grantee Instructions (pdf) 

 My Profile- Contract DNRC if information needs updating 

  Alerts 

  Password 

  Associated Organizations 

 Funding Opportunities (current opportunities) 

  Select 

   Start 

   Copy 

   Current 

 My Applications  

  Editing Status 

  Archived Applications 

 My Grants 

  Open 

  Closed 

  Claims 

 My Inventory- NA 



1. Making the Ask

Login Page – How to Apply?  

Funding Opportunity

Title

Start

Application Forms

Copy

Current

My Applications

Title

Application Forms



1. Managing the Grant

My Grants

Grant Components -Planning Grant

Claims

Status Reports

Encumbrances- NA

Correspondence

Contract Documents

Contract Budget

Vendor Invoice

Opportunity

Application



Questions? 

Presentor: Lindsay Volpe, RRGL Program Manager
lmvolpe@mt.gov, 444-9766

Need webgrants help? Give us a call:

444-6667

www.fundingmt.org

mailto:lmvolpe@mt.gov
http://www.fundingmt.org/
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Welcome to the WebGrants Registration Instructions 

Please read the instructions below carefully before proceeding to register. 

 

✓ You can register yourself and your organization at https://funding.mt.gov. Click “register here” on the 

login page.  

 
 

✓ Fill out all the required information (in red) and select “register” when completed. The agency you 

select in the drop down for the program you are most interested in will receive an email notification 

alerting them to your registration. The selected agency will confirm your registration and a user ID 

and Password will be generated by WebGrants. This confirmation can take several business days.  

 

Start with Personal Information 

 
 

https://funding.mt.gov/
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Select the Agency you are most interest in 

 
 

Complete the Organization information and select register 

 
 

You will receive a notification that you have completed the registration process 

 
 

Please contact the DNRC if you have any problems with this process 



New User Registration-DNRC WebGrants 
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Adding People to an Organization Instructions 

 

 
 

Login to WebGrants at http://funding.mt.gov. Click on “My Profile” to change your password and to add people to your 

organization if they will be applying for grants from the Renewable Resource Grant and Loan program and using your 

organization as the Project Sponsor. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

http://funding.mt.gov/
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Click on “Edit” to update your contact information.  Click on “Reset Password” to change your password 

 
Select the organization name under ‘Associated Organizations’ to add people to your organization. 
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Then select “add” under Registered User to create a user in WebGrants for your organization.  

 
Complete the form with the contact information for the person you are adding and click on “Save” 
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You can view your organization information and see that you and the new registered user are now associated with the 

organization.  

 

 

CAUTION:  Only the primary contact for the organization 

should be adding and removing people from the organization! 

This feature allows the primary contact to add people to the 

WebGrants database, however when you select “Remove” this removes 

the person from the organization not the WebGrants database.  Once 

you have added a person to your organization he or she will get an e-

mail from WebGrants giving them their User ID and Password.  BE 

AWARE, if you add a person you previously removed, you are creating 

a duplicate record in the WebGrants database.  Please contact the 

Department of Natural Resources and Conservation to re-associate a 

person that you removed from your organization.   
 



Entering an Application 

 

Contact us if you have any questions along the way.  

Zach Owen-444-0552 
Lindsay Volpe-444-9766 
Email 

Login to WebGrants using your username and password. Anything in the database 

highlighted with blue is a link. This is what you click on. 

Go to Funding Opportunities.  

 

 

Choose the Opportunity you want to apply for. For DNRC, this will be the RRGL 

Project Grant, RRGL Planning Grant, or the RRGL DNRC Uniform Application.  
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This is the general information about the grant opportunity. There is also a link to the 

complete paper application in pdf form at the bottom of this page. You can print it out 

and use it as a reference as you fill it out online. You should have a paper application 

already, since we are still requiring two paper copies. 

Click on Start a New Application. In the future, when you’ve already entered 

applications, you can copy them the next year and just change the information 

relating to the new project. Hopefully this will save time. To do that you would just 



click Copy Existing Application and it will let you choose which application you’d like 

to copy.  

 

Fill in the General Information, then click Save. The Primary Contact and Authorized 

Official are the people with the same title from the contacts page of the application.  

 

 

 

 

 

 

 

 



 

 

Once you save, you’ll see this page. Make sure everything is correct. If something is 

wrong, click Edit and fix it. Save again, then click Go to Application Forms. 

 

 

 

 

 

 

 



 

 

This is the application. The Application Forms are all the sections of the application. 

You’ll need to go into each one individually, enter the required information (*), Save, 

then Mark As Complete. You’ll see that you’ve already completed General Information. 

Just click on the next form, Application Summary.  

 

 

 

 



 

Enter the required information. There are brief instructions under the fields helping 

with what you can/should enter. After you save this form, you’ll be able to attach a 

pdf or other form of a map of the project. Do that, then click Mark As Complete.  

 

 



 

 

 

 

 

 

 



This will take you back to the main Application Forms. Do this same thing for all the 

forms.  

 

 

 

 

 

 

 



For Proposed Funding Sources, click the Add button.  

 

 

 

 

 

 

 

 

 

 



Enter the required information and Save. Do this for as many funding sources as you 

expect to get. Just keep clicking the Add button and saving the info.  

 

 

Click Mark as Complete, and move onto the next form.  

 



 

If you need to go back into a form to look at it, you just click on that form link (in blue) 

again, look it over, then click Go to Application Forms to get back to main application. 

You can also Edit each form when you’re in there.  

For all of the narratives, we recommend that you type your narrative in Word, 

following the outline in the database, then copy and paste it into the text box in the 

database. The database doesn’t have spell check, and your applications needs to be 

legible for us to review it.  

When you click on a narrative form, you may or may not already be in Edit mode. If 

you see this screen, you are not. Just click Edit, and paste your narrative in from 

Word. If the Edit button isn’t available, you’re already in Edit mode. Paste in your 

narrative, Save, and Mark as Complete.  



 

 



 

 



 

 

 

 

 

 



For the Budget Form, DNRC grant is the RRGL Grant you are applying for. Please use 

the dropdowns to identify what each “other” column is. Don’t use RRGL or Applicant 

from these dropdowns, since they’re already included in the budget columns. Try to 

give a short description of the budget item, if it’s not obvious.  

 

 

 

 

 

 

 



There may be some forms which you won’t use, but you’ll still need to click on them, 

and mark them as Complete. Once you’ve filled out all the required information and 

marked every Application Form as Complete, you can Preview your application. You 

can also print a copy to pdf. Make sure all the information looks right. Click Go to 

Application Forms to return to the screen.  

 

 

If everything looks good to you, Submit the application by clicking the Submit link.  

 



It’s not a bad idea to write down this reference number.  

 

 

 

Once you submit your application, it will be locked from editing. If you need to change 

something, or we find an error, we can open it back up for you to edit. Contact us if 

you think something is wrong, or if you have any questions along the way.  

mailto:dnrmtfunding@mt.gov


Welcome to the WebGrants Application Summary Form Instructions 

 

Please read the instructions below carefully before proceeding to enter Application Summary information 

 

 Login at: https://funding.mt.gov or http://fundingmt.org 

 

Once you are in your funding opportunity and are entering an application, select the Application Form called 

Application Summary. 

 

 
 

The Application Summary form opens up in the editing state, which allows you to enter the project information 

directly into the form. All fields are required before you can save this form (red asterisk). The items which can 

multi-select are indicated. It is very important that you select all of the senate and house districts and the counties 

which your project falls in. although the attach map icon is not available on this screen, it will be once the required 

information is entered and saved.  

 

 
 

 

 

 

https://funding.mt.gov/
http://fundingmt.org/
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Once you select the icon you will be prompted by a separate screen to attach the map. You will need to select 

choose file and then select attach file. 

 

 
 

If you need to remove the attached document, select the icon. You can only attach one document to this 

form. When you are finished attaching the document, mark the form as complete. If you need to make 

changes, you can go back in and edit the form. 

 

 



Welcome to the WebGrants Budget Form Instructions 

 

Please read the instructions below carefully before proceeding to enter budget information 

 

 Login at: https://funding.mt.gov or http://fundingmt.org 

 

 
 

Once you are in your funding opportunity and are entering an application, select the Application Form called 

Budget. 

 

 
 

The Budget form opens up in the editing state, which allows you to enter the budget information directly into the 

form. Fill in “Other Sources” to enter the funding sources for the project besides the DNRC grant. DNRC grant, 

DNRC loan and Project Sponsor are stand alone columns in the Budget table. 

 

 

https://funding.mt.gov/
http://fundingmt.org/
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The Other Sources listed as Other 1; Other 2; etc… correspond to the fields in the tables. Fill out the project budget 

by section and include a description of the budget item. Budget sections have that have generic sections at the 

bottom that will need a description. Feel free to add the information where it fits best and add clarification or 

notes in the description section.  

 

 

 
 

Select save when all the information is entered correctly and you are ready to proceed to the next form. You can 

always edit this information before submitting if the information changes. Make sure all cells have a value to avoid 

an error. The request total is filled in by WebGrants when you select save. If this amount is incorrect, you can edit 

the budget table under DNRC Grant.  
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Verify the budget information in the next screen and review to make sure it is complete.  

 

 
 

Once you have verified the information, select Mark as Complete.  
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