
Entering an Application 
into Webgrants

Reclamation and Development Grants Program

Contact me if you have any questions along the way:

Heidi Anderson Folnagy, (406) 444-6691, 
handersonfolnagy@mt.gov

mailto:handersonfolnagy@mt.gov


Things to know before you begin:

• Any text highlighted with blue 
is a link.  Click on these to 
move through the application 
process.  

• Use the back button within 
the Webgrants system.  Do 
not use the back button on 
your internet browser.    

These are 

links.

Use this back 

button.

Do not use 

this back 

button.



Login to Webgrants (www.fundingmt.org) 

• Login to WebGrants using 
your username and 
password. If you are new 
to Webgrants please 
register for an account. 

• Please note that
registering does not 
automatically grant you 
access to webgrants, it 
may take a few hours or 
more to gain access.  If you 
are having trouble gaining 
access after registering call 
DNRC at 406-444-6667 

http://www.fundingmt.org/


Go to Funding Opportunities 

• Click on Funding 
Opportunities.

Right here.



Choose the Funding Opportunity 

• Click on the funding 
opportunity you want to 
apply for. 

Note: These instructions are used for multiple funding 
opportunities so the grant title may change on the following 
slides.  



Choose the Funding Opportunity 

• Click on the funding 
opportunity you want to 
apply for. 

• This opens the 
opportunity details page 
and will give you more 
information about the 
grant. 

Note: These instructions are used for multiple funding 
opportunities so the grant title may change on the following 
slides.  



Choose the Funding 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.  

Right here.



Starting the Application

• Click on Start a New 
Application.

OR

• If you are returning to 
work on your application, 
click the title of the grant 
you were working on 
under Current Applications

Start a new 

application
Continue working on an 

application



Starting the Application

• You can also continue to 
work on an application 
by selecting “My 
Applications” and 
choosing which 
application to continue 
working on. Right here.



General Information

• Fill in the General Information, 
then click Save. 

• The Primary Contact on this 
page should be considered the 
Primary Contact for the 
APPLICATION, and be the 
person completing this 
application online; not 
necessarily the Primary Contact 
for the PROJECT. 
• Note: The Authorized Official 

should be the person with the 
same title from the contacts 
page of the application. This is 
the person who is authorized to 
enter into a contract with DNRC 
on behalf of your organization.

See the next slide for additional help.



General Information

• If the person you’re looking for 
isn’t in the dropdown, we need 
to add them to your 
organization. They may also 
need to register in the 
database. They won’t show up 
unless (a) they are registered in 
webgrants and (b) they are 
attached to your organization. 
Contact DNRC and we can 
attach them to your 
organization on Webgrants. 
They need to register 
themselves.  

• The people you choose in the 
General Information page of 
the application are the ones 
who will be able to modify this 
application. Think about this 
before assigning people.



General Information

• 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.

Right here.

Click “Edit” 

whenever you need 

to fix something.



Fill out the Application Forms

• Here you will see all of the 
forms to fill out for the 
application. The 
Application Forms are 
different 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.



Project Summary

• Enter the information 
requested.  Required 
information is marked with 
an asterisk(*). There are 
brief instructions under the 
fields to help you determine 
what you can/should enter. 

• You can click on the House 
and Senate District links to 
help see which district you’re 
in.  After you save, you’ll be 
able to attach a pdf or other 
form of a map of the project. 

• Once complete click save 
again. Then click Mark as 
Complete.  This will take you 
back to Application Forms

Mark as 

Complete

Save

Note:  All sections of the application must be marked as complete or you will 
not be able to submit your application.  Webgrants will not allow you to Mark 
as Complete if you have not filled in all required information.



Contact Information

• Enter the required 
information. There are 
brief instructions under 
the fields to help you 
understand what you 
can/should enter. 



Contact Information

• After you have entered 
the information click 
Save.

• Once you click Save you 
will see other buttons.  
Click Mark as Complete.  
This will take you back to 
Application Forms.
• Note: You must mark all

forms as complete to be
able to submit your
application

Save

Mark as 

Complete



Proposed Funding Summary

• The proposed funding summary 
should show all of the funding 
sources for the project.

• To enter the proposed text into 
the proposed funding summary 
section click Add.  

Add



Proposed Funding Summary

• The proposed funding summary 
should show all of the funding 
sources for the project. 

• To enter text into the proposed 
funding summary section click 
Add.  

• Fill in each field and click Save. 

• You will have to repeat this for 
each additional funding source.  

Save



Proposed Funding Summary

• As you add in funding sources to 
the proposed funding summary 
section you will see the total 
budget for the project summing up 
each funding source.  

• Click the edit button to add a
number to the Requested Amount
under the Project Budget Summary 
section.
• Note: The project budget summary 

section does not appear for RDG 
planning grant applications.

Edit

Total Budget



Proposed Funding Summary

• Enter the Requested Amount.

• Click Save

• Then click Mark as Complete. Save

Requested Amount



Project Budget (planning grants only)

• Fill in the budget table by 
clicking the edit button.

• Fill in the table including only as 
many tasks as you need for your 
project.  You do not need to fill 
in all rows.  

• Then click Save.

• Then click Mark as Complete.

Edit



Abstract and Application Attachments

• Enter the project 
abstract text or attach a 
word document.  

• Click Save.

• Then attach all required 
documents and 
supporting documents.  

• Remember to click save.  

• Once complete select 
Mark as Complete.



Abstract and Application Attachments

• Once you have marked 
the previous sections 
complete you will see a 
submit button appear. 

• Please notice that there 
is an application 
checklist you may 
complete before 
submitting.   

Right here.



Application Checklist

• The Application Checklist 
is meant to help you 
meet all requirements 
for the submittal 
process.  Please 
complete all items listed.  



Double Check

• Once you’ve filled out all 
the required information 
and marked every 
Application Form as 
complete, you can 
preview your application 
by clicking on 
Application Details. 

Right here.



Double Check

• From here you can print 
a copy to pdf. 

• Make sure all the 
information looks right.

• Click Go to Application 
Forms to return to the 
main application.

Right here.



Submit

• 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 if you 
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.  

Right here.


