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System Access Portal for Forestry Grants 

Urban & Community Forestry Grant Program - Applicant User Guide 

 
This user guide provides the necessary steps in the Urban & Community Forestry Grant Program application process. 

Prepare 

Mandatory attachments to prepare in advance: 

• Electronic copy of completed and signed Commonwealth of Virginia Substitute W-9. 
(Available here: https://www.doa.virginia.gov/forms/CVG/W9_COVSubstitute.pdf) 

 

Get Started 

1) Navigate to the Virginia Department of Forestry (DOF) System Access Portal for 
Forestry Grants. Click the yellow Click here to Register button. 
https://vaforestry.webgrantscloud.com/index.do 

 

WARNING 

The System Access Portal for Forestry Grants has a preset 

10-minute timeout function.  

Users will receive a warning (shown below); use the Save 

function to avoid loss of data.  

  

https://www.doa.virginia.gov/forms/CVG/W9_COVSubstitute.pdf
https://vaforestry.webgrantscloud.com/index.do
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2) Complete the mandatory fields marked in red. Click on the green Save Registration Information button. DOF staff will complete the 
“Internal Use Only” fields once the organization submits their request for registration. 
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Step 2, continued 
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3) Once DOF approves the registration, applicants will receive an email notification to return to the website to create a password and sign in 
(https://vaforestry.webgrantscloud.com/index.do.) 

Apply 

1) Once logged in, select Funding Opportunities from the menu box on the left. 
 

 

  

https://vaforestry.webgrantscloud.com/index.do
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2) Select 2023 Urban and Community Forestry (U&CF) - Matching Grants 
or 2023 Urban and Community Forestry (U&CF) - Non-Matching Grants 
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3) Click the green Start New Application button in upper right corner. 
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4) In the “Application Creation Wizard,” complete the red mandatory boxes and click on the green Save Form Information button in the upper 
right corner (Primary Contact and Organization should pull forward from the registration; additional applicants can be entered if applicable). 
(Note: “Application Title” refers to your Project Title.) 

 

5) As information populates in the wizard, you may need to click on the green Save Form Information button in the upper right hand corner 
more than once. Please answer these prompts and save until you are directed to the next step. 
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6) On the “Submitted Applications” screen, under “Component,” select Urban and Community Forestry Grant Program Application (U&CF)  
to enter specific project information.  
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7) Complete all red mandatory fields in the “Applicant Information,” “Project Details,” “Certification and Assurances,” and “FFATA Reporting 
Requirement” sections and then press the green Save Form button in the upper right corner. (Note: Saving before filling out all sections will 
take the user out of editing mode prematurely and will automatically answer several questions as “No.”) 
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Step 7, continued 
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Step 7, continued 

 

 

 



System-Access-Portal-User-Guide-UCF-Grant-Program.docx; updated 09/07/2023 page 12  
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8) If everything is in order, click on the orange Mark as Complete button. 
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9)  After being returned to the “Submitted Applications” screen, under “Component,” click on Documentation.  

 

 

10)  Click on each blue attachment name to upload any required or other supporting documentation. To add additional documentation, click 
the green +Add New Attachment button. 

 

 



System-Access-Portal-User-Guide-UCF-Grant-Program.docx; updated 09/07/2023 page 16  

11) After clicking the blue link for a Mandatory document OR the green +Add New Attachment option for “Additional Documentation,” the 
“Attach File” box appears. Upload the corresponding document, enter a description of the file and then press the green Save Form button. 
(Note: Repeat the process until all attachments are included.) 

 

 

12) Once all documentation has been uploaded, press orange Mark as Complete button.  
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13) You will be returned to the “Submitted Applications” screen. Under Component, click on Federal Budget.  

 

 

14) In the “Budget” grid, enter the dollar value totals for the budget categories relevant to your project. The “Budget Amount” column should 
capture amounts you plan to spend and seek reimbursement for under the grant. If applicable, the “Match Amount” column should capture 
amounts you plan to spend but not seek reimbursement for. These amounts can include volunteer time and donated services. 
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15) In the “Budget Narratives” section, describe your anticipated expenses (and match if applicable) in detail, as instructed. Once completed, 
press the green Save Form button at the bottom of the screen. 
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Step 15, continued

 
 

 

16)  If everything is in order, click on the orange Mark as Complete button. 
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17) You will return to the “Submitted Applications” page. If any component is missing a green checkmark in the “Complete?” column, you likely 
need to open that component again and press the orange Mark as Complete button. 

 

 

18) If all components are complete, click on the orange Submit Application button.  
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19) The final step is to confirm by clicking on the red Submit button, which sends the application to program staff for review. 
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