
City of San José
WebGrants System

An overview of how an RFP is created, applied for, and reviewed using 
WebGrants



WebGrants Splashpage: 
https://grants.sanjoseca.gov



This is the Main Menu for an Administrator.  
The menu items will change for other users. 



The “People” and “Organizations” tables contain all of 
the internal and external users, (over 5000) and all of 
the organizations (over 2500)they are associated with. 



The “Funding Opportunities” table contains 
every City Grant Opportunity since 2010.



Funding Opportunities (RFPs) contain several components.  
Application and Review forms are also created and associated 
with the funding opportunity by the Procurement Contact.



For each RFP, the Procurement Contact can either 
use or adapt existing application and review forms 
or create new ones.  



For WIOA, the RFP is an attachment so it can 
easily be printed out by the applicant.



When a user logs in 
and clicks on the 
name of the Funding 
Opportunity, they 
will see this. They 
can then click on the 
various attachments 
to view or print 
them out.



When applicants click on “Start a New 
Application”, they will see the forms they must 
complete.



Each form will 
have questions to 
be answered to 
apply for the RFP.  
The WebGrants
application 
including all the 
associated forms 
is the proposal. 



The Procurement Contact associates each Review 
Panel member with the Panel Round they will 
review.



The review 
form has the 
same 
sections on 
it as the 
application 
with a point 
value for the 
section. 



When all reviews have been completed, 
WebGrants averages the scores for all reviewers of 
each round, which are added together for the final 
score. 



When an award is made, the awarded application 
is no longer on this screen. It has moved to the 
“Grants” area of the database and its scoring is no 
longer available. 



After the award is 
made, the 
Procurement Contact 
must add data to the 
grant record that is not 
available from the 
application- such as the 
fiscal year of the 
funding, the funding 
source, the actual 
amount awarded,  the 
City service area and 
core service, and the 
population(s) served. 



That is the end of the WebGrants RFP 
process.  Now it’s contract drafting time!


