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https://webgrants.community.utah.gov 

Utah Department of Workforce Services 
Housing & Community Development 

Division 

http://www.dullestech.com/


New Users should click ‘Register’.  Returning 
users can retrieve passwords under ‘Forgot 
Password?’ (State staff  
cannot retrieve and reset passwords)  
Note: Passwords must be 6 characters one of which is a number. 
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Important:  ‘Work Address’ may be the 
same as the organization information. 
(Non-Profits should list their organization 
name and address on these 2 lines.)  
_________________________
__ 
 
The organization listed MUST be a 
City or County in order to apply for 
CDBG funds. 

   City or County address goes here 

3 



Please choose the appropriate 
AOG Region 

When finished, scroll back to top of the 
page (previous slide) and click ‘Register’ 
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‘Forgot Password?’ allows user to retrieve password if 
forgotten.  DO NOT call state staff to request your 

password – state staff do not have access to your 
forgotten password 

The ‘Reset Password’ feature allows users to 
change their passwords.   
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Type in the information 
provided to you in your 

confirmation email 

Type new password and confirm.   

Password must be at least 6 characters; 
one of them must be a  number. 
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Type in your user ID and new 
personal password 
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Review the information, 
then scroll down screen 
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Review the information, 
then scroll up  
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Edit fields as needed, 
then… 
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… Click ‘Save’ 
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Begin by choosing 
 “2017 CDBG Program Year Funding”  
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Review the information on this page 



Click ‘Apply’ to start grant 
application 
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4.  ‘Save’ 

Note Instructions. 
1.  Type in a project title 

2.  Select county or counties 
served by project 

3.  Select name from drop-
down box. 

Note: Only the names of registered users 
will appear. 
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Click ‘Continue’ 
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Open Sub-recipient 
Component 

22 



If your entity is a non-profit organization, 
a special service district, a fire district, a 

housing authority, etc. enter your 
information.  Otherwise check ‘Not 

Applicable’ then ‘Save’ 
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When filling out number fields 
i.e. phone & fax, type only 

numbers, dashes will insert 
automatically 

Non-profits, Housing Authorities, 
Special Districts, Fire Districts, etc: 
Fill out all fields and leave this box 

unchecked; then click ‘Save’ 
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Made an error or left a field blank? ‘Edit’ to 
correct, otherwise ‘Continue’ to open next 

component 
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The Engineer/Architect 
component must be 
completed if the project 
involves construction.  
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Fill out the 
Engineer/Architect 

information and click 
‘Save’ 
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Review information and 
‘Continue’ if the information is 

correct; otherwise ‘Edit’ to make 
any corrections  
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Open ‘First Public 
Participation’ 
Component 
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Click ‘Edit’ to add date the public 
hearing notice was posted on Utah 

Public Notice website.  Add the 
date of the hearing 
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Click ‘Save’ 

Note:  
1. Slashes will auto-populate the date fields as dates are entered. 
 
 2. A dialogue box prompts you if the hearing date entered is less than 
7 days prior to the public notice date.  Clear the box by clicking ‘OK’, 
correct date and ‘Save’  
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Open the ‘Second Public 
Participation’ 
Component 

Note:  
The Second Public Participation section is not 
required until your application is rated and ranked 
and is awarded funds.  However, you still need to 
open this component of the application and click 
‘Save’ without any dates. A check mark will appear in 
the ‘Complete?’ column to show that you have viewed 
and completed this part of the application.   
Note:  Without a check mark in each 
component, the application cannot be 
submitted.   
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IMPORTANT!!! 
Click ‘Save’ without entering any dates. 

   
(Dates will only be entered only if the 

application is approved for funding in the 
Spring and then a 2nd public hearing will be 

required at that time)   
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Open the ‘Scope of Work’ Component 
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Click on the Scope of Work box and write a clear 
description of the project, including measurable terms 

such as linear feet of waterline proposed or square footage 
of the proposed facility.   

 
Then click ‘Save’.  This Scope will populate your State of 

Utah contract.  
  

Do NOT enter: 
“See Attached Scope of Work” in this section!!!! 

 

Note: 
An engineer’s cost estimate  - not a 

contractor’s bid - must be attached if the 
project involves construction.   
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Review the Scope of Work information and click ‘Edit’ to make any 
corrections.  Then click ‘Continue’ to go to the next component of the 

application 
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Open the ‘Budget’ 
Component 
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Click ‘Add’ to enter budget 
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Enter the CDBG program year 
that is listed on the front cover of 
the “CDBG Applications Policies 

& Procedures” Book 

Note:  
If you have a multi-year project, the ‘Year’ field 
will auto-populate the years consecutively when 
you click the ‘Add’ button to add each budget. 
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Enter budget information  

Note:  
If the project involves other funding besides CDBG, 
the “type”and “source”  must be added here first.  
Click ‘Add’ to enter the type and amount of ‘Other 
Project Funding’ information before entering budget 
line items above in right column.  
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Enter Other Funding here 
after adding the type and 

source below  



A dialogue box will prompt you if 
you enter ‘Other Funds’ budget 

line items BEFORE adding ‘Other 
Project Funding’ information. 

Click ‘OK’ to clear dialogue box 
and click on ‘Add’. 
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Select ‘Type’ of funding from 
drop-down box 
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Enter name of ‘Source’, Select 
‘Status’ of funding  from drop-

down box 
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Enter ‘Amount’ – ‘Save’ 
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You can now enter budget line 
items by clicking on ‘Edit’ 
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Open the ‘Project Timeline’ 
Component 

Note:  Timeline is optional but may be 
helpful in managing your project. 
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Refer to ‘CDBG 
Application Policies & 
Procedures’ Chapter 4 
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Open the ‘Other 
Requirements’ 

Component 
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All fields in this component are 
required as indicated by asterisks.  

Make selections for each field with 
a drop-down arrow by clicking on it 

and then ‘Save’ 

Note:  Hold ‘Control’ key on your 
keyboard and arrow down with 
mouse to make multiple activity 

selections. 

 
You must attach documentation 

demonstrating that your registration in the 
SAM.gov system has been COMPLETED 

and APPROVED when submitting your 
application. (Instructions are included at 

the end of Appendix A) 
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Open the ‘Internal Control 
Questionnaire’ Component 

Note to Non-profits, Housing Authority, 
etc:  The Internal Control Questionnaire 

is to be filled out by the City or County 
sponsoring the application. 
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‘Edit’ to complete all parts of 
questionnaire 
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Complete all parts of the 
questionnaire, then click 

‘Save’ 
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Click ‘Preview’ to review 
application 
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After printing and 
signing the application,  

attach it here.   



IMPORTANT:   
1.  The Application is not received 
by state office if you do not click on 
‘Submit’.  Paper copies will NOT 
be accepted. 
 
2.  All components must be checked 
completed in order to submit the 
application. 

Clicking ‘Submit’ will complete the 
application and send it electronically to the 

state office to be considered for funding.   
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