TBR Webgrants Guide
This (not so) brief guide aims to navigate users to register for grants using the TBR
webgrants system. The site can be located at tbrgrants.webgrantscloud.com.
In order to apply for grants, you will first need to register. Click where it says
register here. If you have registered, you may skip ahead in this document.

Be sure to complete all the information as best as possible. Once users submit the
registration, there will be some time to get approved. Please allow two business
days to become approved.
Once you receive an approval confirmation email, you can login using the user ID
and Password provided.
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When you log in, you should see a screen that looks like the following with a TBR
logo above it:

The “instructions” link has further details about navigation. The “My Profile” link
has details about you as the user including contact info and associated
organizations. This is where you can reset or change your password. The “My
Applications” link is where you will find submitted or in-progress applications. If
you have not yet submitted an application, you can edit the application here. “My
Grants” is where awarded (accepted/approved) grants are located. This is where
grantees can submit items such as mid-year reports and budget revisions. If you
have not yet logged in, there will not be anything in “My Grants” or “My
Applications.”
Additionally, clicking “Menu” in the upper left will take you back to this screen
(pictured above).
“Funding Opportunities” is where you can start a new application. Clicking on
funding opportunities will look something like the following image on the next
page:
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This is what selecting “Funding Opportunities” should look like:

To start an application, click on the opportunity title of the grant for which you
would like to apply. In this example, we’ll be using the 2019-2020 SERS Grant.
To continue an application, you can also select the “My Applications” link from
the menu screen.
The image on the next page has the view of selecting a funding opportunity, in
this case the 2019-2020 SERS Grant.
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This page will have lots of the information about the grant. Note the application
deadline, contact information for the program officer, and start/end dates for the
grant period. There is also the funding range for the award. The Description
section will house basic/necessary information about the grant. If you scroll to
bottom of the page, there will be helpful links and documents associate with the
grant as well.
On this screen, you can navigate to continue an application that has not yet been
submitted by clicking on the application title. This use has two grant applications
for this funding opportunity – test and 123.
Editing applications associated with other funding opportunities should be done
through the existing application’s funding opportunity OR through “My
Applications.”
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The next images will go through the actions on the above screen. These are
located at the upper right by opportunity details. These actions are “Copy Existing
Application,” “Start New Application,” and “Ask A Question.”
Copy Existing Application

This feature allows users to copy previously submitted applications from any
funding opportunity and any year. This can be helpful when re-submitting an
application or tweaking an application from year to year. To copy an existing
application there will need to be an existing application to copy. If one exists,
select the check/circle button under copy and then select save in the upper right
of the screen.
Submit a Question
This screen allows applicants to ask questions before the application process. All
questions asked will be public and available to everyone. Type the question in the
box and click save in the upper right. Users can contact the program officer or
email completionsupport@tbr.edu for private correspondence.
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Start a New Application

Selecting “Start New Application” will take you to the above view. The primary
contact (1) will be the PI or project coordinator for the grant. An authorized
official can be the PI/project coordinator or anyone else associated with the
organization who is a registered user. The primary contact is the individual who
can edit and update the grant proposal. It is possible to associate multiple users
with one grant proposal in a later step after the grant application has been
created.
The title of the project will be what you’d like to name your grant proposal. Each
grant must be associated with an organization (2). It is possible for users to be
associated with multiple organizations.
Once this information is entered, select save in the upper right corner. The
following similar screen, as on the next page, will appear with the information
that you have entered.
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There should be two main options on this screen: Edit and Go to Application
Forms. With “Edit,” you can change any of the information entered on the
previous screen (contact, title, organization). On the “Edit” screen is where
additional contact may be added. Additional contacts will be notified of grant
updates and be able to manage parts of the grant and application. These
individuals must be registered users within TBR Webgrants.
The following screen should appear when selecting “Go to Application Forms.”
There are three administrative/action items (which are circled on the right side of
the above image. The application forms are circled on the left side of the image.
Actions:
Application details – this will show the information about the application include
what has been entered. This will be in a static/un-editable format.
Submit – this action will submit the application. After selecting submit, the
application may not be edited. All application forms will need to be marked as
complete.
Withdraw – this will remove the application.
Forms:
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To edit or begin the completion of a form, click on the name of the form. This will
take you to the form itself. In the upper right had corner of the window, there will
be an option for “Edit,” which allows for updating or entering information into the
application. Be sure to select “Save” often to save all work. Edit and save are
circled in the image below.

Once all the information is complete, the form may be marked as completed. Do
this in the heading below the instructions section for each form (in the above
screen, it is in the red square). The “Mark as Complete” link might be further
down on the screen depending on the length of the instructions. On the
application forms screen (see page 7 above), there will be check in the
“Complete?” column after the form has been marked as complete.
Once a form is marked as complete, it may still be edited. However, the
application cannot be completed until all the forms have been marked as
complete. Again, do this by clicking on the application form name in your grant
name.
Once all forms have been edited, filled, and officially marked as complete, you can
click “submit!” Submitting the grant will not allow the grant to be edited. The
application will now be reviewed. If you have questions in the meantime, you can
contact the grant’s program officer. You can also check back into TBR Webgrants
for updates. Best of luck with your proposal!
8

