
FundingMT.org (WebGrants) - FFY 16-17 EMPG quarterly report guide 

Sign into FundingMT.org 

To access your account, visit www.fundingmt.org.  Some components of the system do not work well with 

the Google Chrome browser, it is advised that you use Mozilla Firefox or Internet Explorer. 

Input your user ID and Password, then click ‘login’.   

If you have forgotten your user name you can contact your Grant Program Manager at MT DES.  If you forget 

your password, use the ‘forgot password’ link, MT DES staff cannot retrieve your password for you.  

All users must have their own user name and password.  Multiple users can be assigned to your grant, con-

tact your Grant Program Manager at MT DES if you need assistance with registering users. 



Once signed in to FundingMT.org, the main menu will appear: 

Click on ‘My Grants’ 

A screen similar to the one below will appear: 

Under the ‘title’ heading you may see one or multiple grants, depending on your jurisdiction.  Click on the 

name of the grant that you’re working on.  For this example we’ll be using the ‘Honzel Test EMPG’ grant. 



A screen similar to the one below will appear:  

To begin a quarterly report, click on ‘status reports’. 

A screen similar to the one below will appear: 

To continue select the quarter that corresponds to the dates of the quarter that you are submitting a report 

for and click on the blue report ID number.  Note that the dates shown on this example are for testing only, 

you will see actual dates for each quarter.   

Once you’ve selected the report you wish to edit, you’ll see a screen similar to the screen below.  

Note that on the example given below some of the components are already marked as ‘complete’.  If you’re 

just beginning your report you may see a check mark next to ‘general information’, but you won’t see 

checkmarks  next to the other components yet.  We’ll go ahead and skip the ‘general information’            

component for now as it should already be complete, let’s get started by clicking into the                                      

‘Quarterly Report’ component. 



You should now see a screen similar to the one below: 

Click on ‘edit’ to continue. 



 You should now see a screen similar to the one below: 

Enter the information asked for in each field.  Fields with a  ‘*’ are required fields, failure to enter information 

into these fields will result in the system not allowing you to save your work and progress to the next section. 

Click save when you’re finished. 

 

Note that the ‘time certification’ field is required.  You’ll be able to complete this field after clicking          

‘save’ above. 



You should now see a screen similar to the one below: 

You can now add your time certification by clicking the ‘add’ button. 

 

You’ll now see a pop up window similar to the one below: 

Click the ‘browse’ button to find the appropriate file on your computer. 



Once you’ve selected the appropriate file on your computer, click the ‘attach file’ button to attach your form. 

You should now see your time certification attached at the bottom of this page.  If you attached the wrong 

file you can delete the attachment and start again. 

Click ‘Mark as Complete’ to continue. 



You should now be taken back to the ‘component’s page, as exampled below: 

Now you’re ready to begin working on the next component, click the ‘LEPC/TERC’ option. 

You should now see a screen similar to the one below: 

On this page you’ll add your LEPC or TERC membership roster and meeting minutes.  Click the ‘add’ button to 

continue. 

You should now see a screen similar to the one below: 

Click ‘browse’ to find the appropriate files on your computer.  Be sure to enter in the description what the file 

is (either LEPC/TERC membership roster or meeting minutes). 



Once you’ve attached a file you should now see a screen similar to the one below: 

Click ‘add’ to attach another file if you have multiple documents. 

 

Once you’ve attached all of the files you need on this screen click ‘Mark as Complete. 



You’ll now be taken back to the ‘Components’ screen, which will look similar to the screen below. 

You’re now ready to work on the final component, click on ‘EMPG Work Plan Projects’ 

You’ll now see a screen similar to the one below, your screen will show your work plan that was submitted 

with your original application.  Your screen will likely look different than the example shown as it will be 

unique to your work plan. 

To begin click on the blue heading of each work plan project.   



Once you click on a project heading on the previous screen, you’ll see a screen similar to the screen below: 

Be careful to only enter information applicable to the quarter that you’re reporting for. 

Also note that your work plan doesn’t pass through to this page, you may want to copy and paste the individ-

ual project plans into another document so that you can reference it while you type your narrative.  

Click ‘save’ when you’ve finished typing your narrative. 



Once you’ve clicked ‘save’ after typing your narrative you’ll return to the work plan screen, which again will 

look similar to the screen below: 

Be sure to click on each Project Name and enter a narrative. 

 

Click ‘Mark as Complete’ when you’re finished. 



You should now see a screen similar to the one below: 

 

At this point you should have a check mark next to each of your components.  The screen shot below doesn’t 

show these check marks but you need to ensure that the components are all complete on your individual 

grants.   If you’re missing any check marks click back into that component to revisit any missing items. 

Once you have all check marks, click ‘submit’. 

Congratulations, you’re now finished with your report! 

Your District Field Officer and the MT DES Grant Program Managers will review your report and will contact 

you if they need any further information. 


