
FY24 VLCF Grant Round 

WebGrants Management Portal FAQs 
1. How do I start a new applica�on for the FY24 VLCF grant round? 

a. Make sure that you have registered through the WebGrants Management Portal. See our document with 
instruc�ons on how to register, if you haven’t already. 

b. Use your User ID and Password to login to the WebGrants Management Portal. 
c. Navigate to Funding Opportuni�es, on the le� sidebar 

 

d. Click on the Virginia Land Conserva�on Fund – FY24 funding opportunity 

 

e. You can read about the details of the funding opportunity on the page that opens. When you are ready to 
begin your applica�on, click on the green buton that says “Start New Applica�on” at the right side of the 
page. 

https://vadcr.webgrantscloud.com/index.do
https://www.dcr.virginia.gov/land-conservation/document/registration-instructions-VLCF.pdf
https://www.dcr.virginia.gov/land-conservation/document/registration-instructions-VLCF.pdf
https://vadcr.webgrantscloud.com/index.do


 

 

2. Why can’t I enter my organiza�on name or addi�onal applicants? 
a. When you are first beginning an applica�on, in order to fill in your organiza�on name, you must first hit the 

green “Save Form Informa�on” buton.  

 

b. Once you do so, you will have the ability to choose from the list of organiza�ons associated with your name. 
A�er you hit the “Save Form Informa�on” buton again, you are then able to add addi�onal applicants that 
are also in the WebGrants system and linked to your organiza�on. If you do not see the person you wish to 
add, make sure that they also have an account in WebGrants and are associated with the same organiza�on. 
 

3. How do I fill out the different applica�on components? 
a. A�er you complete the General Informa�on sec�on (as shown in the ques�on above), you will be able to see 

each of the different applica�on component pages. To start filling out the next component, Project 
Informa�on, click on that �tle. 



 

b. You’ll no�ce that un�l you have filled out each applica�on component page and marked each as complete, 
you will see the message in red le�ng you know your applica�on cannot be submited yet. 
 

4. Do I have to fill out the whole applica�on at once? 
a. No! You can work on your applica�on intermitently. Just be sure to hit the green “Save Form” buton before 

you log out, in order to save your work. 

 

b. When you log back in to work on your applica�on, you will need to navigate back to it. The easiest way to do 
that is to click on the “Applica�ons” tab on the le� sidebar. This will show you all of your applica�ons that are 
in edi�ng or have been submited. Simply select the one you wish to work on. 



 

c. Once you have opened the applica�on you want to con�nue working on, click the green “Edit Applica�on” 
buton to begin filling it out again. 

 

d. You can then click on the applica�on component page you wish to start working on. Once it is open, click the 
green “Edit Form” buton to resume working on that page. 

 

 



5. I am trying to mark an applica�on component page as complete, but it will not let me. Why not? 
a. Throughout the applica�on, there are some required fields. If you have skipped over a required field, you will 

not be able to mark that page as completed. If this happens, you will get a pop-up window that tells you 
informa�on is missing. 

 

b. Read through the iden�fied sec�on again and ensure that all required fields are completed.  
c. A�er all fields are completed, you can then mark the applica�on component page as complete by clicking on 

the orange “Mark as Complete” buton.  

 

d. Once a component is marked as complete, you can s�ll edit it further if you need to by opening the page 
clicking the green “Edit Form” buton. 
 

6. If I select a secondary category, do I have to answer all the ques�ons for it? 
a. Yes. If you select a secondary category, you will be prompted to answer all the required ques�ons for that 

category, in addi�on to your primary category.  
i. You will not be able to mark that applica�on component page as complete unless you answer all of 

the required ques�ons for your primary and secondary categories. 
b. On occasion, projects may end up ge�ng fully or par�ally funded through the secondary category, so we 

need to ensure that we have all the informa�on needed to score your project based on the criteria for that 
category. 



7. How do I enter my match amount on the Budget component page? 
a. A�er entering your Requested Amount, you must hit the green “Save Form” buton before you can enter 

addi�onal informa�on on this page.  

 

b. Your Total Project Cost and Match Percentage will be automa�cally calculated based upon what you enter in 
the Budget Details sec�on. To enter data in Budget Details or Match Sources sec�ons, click on the “Add Row” 
buton. 

 

 

8. Do I need to submit all the requested documents? 
a. On the applica�on components page for Documents, some are marked as required (those have a check mark 

next to them in the “Required” column). You will not be able to mark this component as complete if you are 
missing any of the required documents. 

b. Depending on the project and the category you are applying for, you should include some of the addi�onal 
documents men�oned on that page. 

c. While we do not require that you submit GIS data, it helps us greatly if you can submit a ZIP file of the 
shapefile showing the boundary of the property. 

d. To upload a document, click on the name of document being uploaded. For example, to upload an Aerial 
map, click on the blue link that says “Aerial map.” 



 

 

9. Why can’t I submit my applica�on? 
a. All of the applica�on component pages must be marked as completed before your applica�on can be 

submited.  
b. Here you can see an applica�on in which only four of the six components have been completed, so the 

applica�on therefore cannot be submited: 

 

c. Once all the applica�on component pages have been filled out and marked as completed, you can submit 
your applica�on. Once your applica�on is submited, you cannot make further edits to it. 
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