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WebGrants Handbook (External Staff) 
4.3 Externals - LocaƟng a Grant 
 
For a User to access Grants, a few items must be in place in advance. 
 

1. The User must be associated with the Grantee OrganizaƟon’s profile in WebGrants. To confirm this, from the NavigaƟon Panel, click “My 
Profile.”  

 
 

2. Scroll to the boƩom of the User’s profile page and view the Associated OrganizaƟons. All Grantee OrganizaƟons that the User is 
associated with will appear here. If the User is not associated with the appropriate Grantee OrganizaƟon, please contact the Community 
Investment Coordinator (CIC) assigned to the Grant needing to be accessed. 
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a. The User must also be listed as a Grantee Contact on the Grant page needing to be accessed.  
i. From the NavigaƟon Panel, click “Grants.” 

ii. All current Grants assigned to the Grantee OrganizaƟon in which the User is listed as a Grantee Contact will appear listed 
here. 

 
iii. The User may also click “Closed Grants” to view a list of Grants assigned to the Grantee OrganizaƟon in which the User is 

listed a Grantee Contact that have a status of “Closed”.   

 
iv. If a Grant does not appear in either secƟon but the User needs access, please contact the CIC assigned to the Grant 

needing to be accessed. 
 

3. From the Current Grants secƟon, click on the Grant to view. 
a. The Grant landing page contains an upper secƟon in yellow and a lower secƟon in grey. 

 
b. The upper secƟon contains core Grant informaƟon such as the Status, Program Area, Grantee OrganizaƟon, internal and external 

contact names, and the awarded amount. 
i. The lower secƟon contains the Grant Components.  

4. General InformaƟon– this secƟon contains Grant informaƟon such as project dates, addiƟonal contacts, the CIC assigned, and a list of 
counƟes served by this Grant.  
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5. Status Reports – this secƟon is where Grantee OrganizaƟons will upload Status Reports in accordance with the reporƟng deadlines 
outlined in the signed agreement. This secƟon contains a default Status Report ID, the ReporƟng Period, as well as Status. Reports may 
be in one of the following Statuses: 

a. EdiƟng – this status means the Report has been generated by the CIC and is ready for the Grantee OrganizaƟon to upload and 
submit.  

b. SubmiƩed – this status means the Report has been submiƩed by the Grantee OrganizaƟon successful. The SubmiƩed date will 
appear in the right column. 

c. CorrecƟng – this status means that the Report has been “NegoƟated” by Nebraska Children & Families FoundaƟon staff. This 
means that the Report has been returned to the Grantee OrganizaƟon for correcƟons or addiƟonal informaƟon. The Report is in 
an unlocked state and will need to be resubmiƩed by the Grantee OrganizaƟon. Please refer to 4.4 – Uploading, Submiƫng, and 
NegoƟaƟng Status Reports for informaƟon on the NegoƟaƟons process and how to resubmit Status Reports in this status. 

d. Approved – this status means that the Report has been approved by necessary Nebraska Children & Families FoundaƟon staff. 
Not all Status reports require “approval” by Nebraska Children staff. Status Reports that do not require approvals by Nebraska 
Children staff will remain in the “SubmiƩed” state. 

e. For instrucƟons on how to upload Status Reports, please refer to 4.4 – Uploading, Submiƫng, and NegoƟaƟng Status Reports for 
instrucƟons. 
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6. Funding Opportunity – this Component will route the User to the Funding Opportunity associated with the Grant. Depending on the 

Program Area the Grant is associated with, the Grantee OrganizaƟon may or may not have used the ApplicaƟons process to iniƟate an 
agreement with NCFF. If the ApplicaƟon process was used, the Funding Opportunity and ApplicaƟon detail will be accessible through this 
component. 


