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DBHDS WebGrants Contract Signature Process

3 Separate Contracts 
(Main plus its two 

attachments)* approved 
by DBHDS 

Signature 1: Fiscal Team 
Signoff that Contracts are 

Ready for Signature

Signature 2: Grantee Signs 
all three Contracts

Signature 3: DBHDS 
(Grantor) signs Main and 

Signs off on completion of 
the Attachment Contracts 

• *3 Contracts include:
• Main Agreement
• Attachment A: Business Associate Agreement
• Attachment F: Single Audit Determination



Locate Grant in WebGrants

• Click the Grants tab on left side of the 
screen

• Click on the Grant for signature



Locate the Contract Grant Component

• Click the Contract Grant Component



Find the Contracts to Sign

• Click on each of the Contracts to sign
• There will be three:

• Main
• Attachment A: Business Associate Agreement
• Attachment F: Single Audit Determination



Signature View

• Review the Contract
• When reading to sign, click on the 

Signatures button



Signature Grantee View

• Click on Status and move to Signed
• Typed Name: Type your full name
• Typed Date: Type the full date
• Comments: Enter any comments you may have
• Notify Next: Please choose Eric Billings if $50k 

or under but Andrew D. if over $50k
• Click on Save Signature to send
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