
Grantee 
WebGrants 

Claims Training
How to Submit Invoices in WebGrants

February 24, 2021

March 10, 2021
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The link to the Excel sheet is in the chat
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WebGrants & The Grantee’s Role

• WebGrants is CDFW’s online application and grant 
tracking system
• Grant tracking in WebGrants includes invoice/claims processing, 

document storage, expenditure tracking

• Grantees will be required to submit invoices through 
WebGrants for reimbursement starting April 1, 2021
• Required for all new grant projects and projects active beyond 

April 30, 2021



Invoices vs Claims

Invoice

•Document that fulfills all requirements per the 
Agreement for grant reimbursement

•On the CDFW Invoice Template or an approved 
Grantee Template

Claims

•The WebGrants process to submit the Invoice

•WebGrants data entry + Invoice



• Parts of process are now handled through WebGrants Claims
• Grantee Invoice Submission

• CDFW Grant Manager Review and Approval

• Invoice dispute notification and resolution

• The Invoice you prepare and the supporting documents you 
submit will remain the same, as is done currently

Grantee 
Submits 

Invoice to 
CDFW

CDFW 
Reviews and 

Approves 
Invoice

CDFW 
Submits 

Invoice to 
SCO*

SCO 
Processes 
Invoice for 
Payment

How is the Process Different?

*State Controller’s Office



WebGrants Claims Process

Editing 

• Grantee 
enters data 
and submits 
Invoice 

Submitted

• Grantee can 
no longer edit 
Claim

• Under CDFW 
review

Correcting

• CDFW Grant 
Manager 
disputes 
invoice, if 
applicable

Approved

• CDFW Grant 
Manager 
approves 
Claim

Paid*

• CDFW 
submitted 
Invoice to 
SCO 

*Paid Status does not mean that a check has been cut. The payment is in process. 
Payments are made through the SCO Fi$Cal system, which is separate from WebGrants



Benefits of WebGrants Claims

• WebGrants Claims calculations make checking line item 
amounts simple

• Current Grant Information
• Budget

• Costs to Date

• Remaining Balance

• Access to Claim Status
• Know Claim Status at any time

• Email notifications when Claim Status changes



How to Find 
Your Grant

WebGrants Walk-Through

https://watershedgrants.wildlife.ca.gov/

https://watershedgrants.wildlife.ca.gov/


CDFW WebGrants 
Home Page

• Login to WebGrants

• If you do not have a 

WebGrants user account, 

please register

• See the WebGrants 

User Guide for 

registration instructions

https://nrm.dfg.ca.gov/FileHandler.ashx?DocumentID=187251


WebGrants Main Menu
• My Profile: Update contact information or change your 

password

• My Grants: View a list of all your Underway Grants
• Underway = The project has an executed grant agreement



WebGrants Main Menu
1. Click “My Grants”



My Grants – Current Grants

2. Click on the “Project Title” of the grant you want to open

If you cannot find your grant, please contact your CDFW 
Grant Manager. You may not be associated with it



Grant Main Page
• The Grant Main Page is the record of your grant from 

Application to Close

• The Grant Components list the forms associated with your 
grant 
• The forms vary between grant programs 



WebGrants 
Claims

WebGrants Walk-Through



Grant Main Page

• Click “Claims” to open the Claims Main Page



Claims Main Page
• All your grant’s Claims are shown on the Claims Main 

Page

• Claims cannot be deleted, so please follow the guidance 
to minimize mistakes and keep a clean record

• Descriptions for the table columns is in the Guidance Doc

http://nrm.dfg.ca.gov/FileHandler.ashx?DocumentID=190315


Create a New Claim
1. Click “Add” to create a new Claim



Create a New Claim
2. Leave the Claim Type as is

3. Enter the Report Period (billing period) from the Invoice

4. Click “Save”



Create a New Claim
5. Click “Return to Components” to open the Claim 

Components



Claim Components
• Claim Components are the individual forms that make a 

Claim

• Each component must be marked as complete before 
submitting the Claim

• Click the name of each component to open them



Reimbursement
1. Enter the expenses from the Invoice in the “Expenses This 

Period”

2. Click “Save”



Reimbursement
• If you see a Totals field, please leave it blank or zeroed



Reimbursement
3. Check figures against the Invoice and your records

4. If more edits are necessary, click “Edit”

5. “Save” and “Mark as Complete” when done



Marking As Complete
• After you mark each component as “Complete,” you will 

return to the Claim Components and see a checkmark in 
the “Complete?” column



Description of Services Provided
1. Copy and paste the Description of Services Performed 

from the Invoice into the text box

2. “Save” and “Mark as Complete” 



Claim Supporting Documentation
You can only upload one file at a time. These instructions 
must be repeated for each file.

1. Click “Add” 

The following form will open:



Claim Supporting Documentation
2. Click “Choose File” and select the Invoice or supporting 

documents to upload
a. Please include your Agreement Number in your file names 

3. Enter a short description of the file to help identify what it 
is in the “Description” text box

4. “Save”



Claim Supporting Documentation
5. Repeat steps until all Claim Supporting Documents are 

uploaded 

6. If you need to edit any of these entries, click the 
Description and edit as necessary



Claim Supporting Documentation
7. To replace a file, you must delete it and add a new file

8. When all supporting documents are uploaded, “Mark as 
Complete”



Review Claim
1. Click “Preview” to read the entire Claim in one page

2. Review the Claim and check if any information is missing

3. If edits are necessary, click the WG “Back” button and 
make edits in the appropriate component



Submit Claim
1. Click “Submit”

2. You will see a popup warning that you will not be able to 
edit the Claim after it is submitted 

3. If you are sure the Claim is complete, click “OK”



Submit Claim
You will receive confirmation that your Claim was submitted

• You may print your Claim by clicking “here” 

• Your Claim will open in a new tab, where you can save it 
as a PDF or print it for your records



Claim 
Negotiations

Invoice Dispute Resolution through 
WebGrants



Invoice Dispute Process

• The Invoice Dispute Process has not changed

• Claim negotiations are how you will be notified of and 
resolve invoice disputes

Grant 
Manager 
disputes 
Invoice 

• An issue has been 
found

Grantee is 
notified 

• Invoice Dispute 
Notification

Negotiation

• Grant Manager 
and Grantee 
work together to 
resolve dispute

Dispute 
Resolution

• Invoice is revised

• Missing 
deliverable is 
submitted

Invoice is 
approved

• Invoice is 
processed for 
payment



Claim Negotiation

• You will be notified of a Claim Negotiation via email 
• Claim #

• Negotiation deadline

• What needs to be addressed

• Invoice Dispute Notification (attachment)

• The negotiated Claim Components will be unlocked and 
editable until the deadline
• Once the corrections are made and the Claim is resubmitted, 

the Claim Process can continue



Grantee WG Claims Guidance

Use the Grantee WG Claims Guidance Doc to help you 

through the Claims Process 

Contact your CDFW Grant Manager if you need help 

with your Claim/Invoice

Contact the WebGrants Help Desk for technical 

assistance

http://nrm.dfg.ca.gov/FileHandler.ashx?DocumentID=190315
mailto:CDFWWebgrants@wildlife.ca.gov


Questions?

• Submit your question in the chat or 

• Raise your hand to ask your question


