
Application Guide



Grantee Dashboard View



Application Walk-thru



Locate the Funding Opportunity



Scroll Down to See Funding Opportunity Details



Application – Initial Screen, step 1 of 3



Application –Initial Screen, step 2 of 3



Application –Initial Screen, step 3 of 3



Slide 9

Initial Form View- Fill and Mark Complete all Forms Showing



Application Project Description, slide 1 of 2

• All items in red 
with an asterisk are 
required

• If no disclosures, 
just type n/a



Application – Project Description, slide 2 of 2
• Review the form after 

saving
• If changes are need, click 

Edit Form
• If complete, click Mark as 

Complete



Slide 12

Project Outcomes Measures Form, slide 1 of 2

• Click Add Entry



Slide 13

Project Outcomes Measures Form, slide 2 of 2

• 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
• When Complete, click Mark as Complete button



Slide 14

Budget and Budget Narrative Forms 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



Slide 15

Budget Form Example

• Click Add Entry

• Fill in description
• Fill in Requested Amount
• Click Save Row



Slide 16

Budget Narrative Form 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



Slide 17

Single Audit Determination Form, slide 1 of 3

• Click Edit Form
• Please include the person who will 

be signing the contract’s information



Slide 18

Single Audit Determination Form Example, slide 2 of 3 

• 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.



Slide 19

Single Audit Determination Form Example, slide 3 of 3

• 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 



Application –Ready for Submission Note

• 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



Application Submission Confirmation Note

• 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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