
H t UHow to Use 
the Online Application Submission System



Begin by going to the BWF website:
www.bwfund.orgg

On the BWF website you will find the 
links to all open applications.

You will also find all pertinent 
information about the grant program 
for which you are applying, including 

application instructions . . .application instructions . . .
see next slide.



Application Page on BWF Website

On each program’s application page 
you will find important information on 

how to complete an application.how to complete an application.

IMPORTANT: Please read ALL 
INFORMATION very carefully before 

beginning your application.

IMPORTANT: There are separate 
links for applicants beginning a newlinks for applicants beginning a new 
application vs. applicants returning 
to complete a saved application.



System Login Page

If you are a new applicant,If you are a new applicant, 
you will need to create a 

new account. If you are a returning applicant, you 
can enter your existing login and 

password.
If you have forgotten your 
password, click here and it 

will be emailed to you.

IMPORTANT: It is imperative that you use your functional work email 
address as your login email.  This is the address that will be used to 

send automatic notifications about your application.



Eligibility Quiz

Most BWF applications have an eligibility quiz in whichMost BWF applications have an eligibility quiz in which 
you will need to answer questions to ensure you meet 

the criteria for receiving funding.

Qualifying questions

Answers are located in the 
dropdown list under each 

question.



Failing the Eligibility Quiz

If your answers to the eligibility quiz do notIf your answers to the eligibility quiz do not 
reflect the program guidelines, you will fail the 
quiz and receive a corresponding message.



Navigating the Application
If you pass the eligibility quiz, you will see the first page of the application. If you pass the eligibility quiz, you will see the first page of the application. 

If you wish to return to the BWF website, 
click the ‘Logout’ link.If you need to send an emailIf you need to send an email 

to BWF staff, click the 
‘Contact Us’ link. To preview your application at 

any time, click here.

If you wish to email a draft of 

To navigate to the different pages
f th li ti li k th

y
your application to anyone, 

click here.
NOTE: BWF does NOT 

accept emailed applications.

If you wish to review the FAQs
for the application, click here.

of the application, click on the page 
numbers here.

If you wish to print your 
application, click here.

NOTE: You can upload all 
attachments on the last page of the 

application.



Navigating the Application Continued

An asterisk indicates 
that completion of 

this field is required

Follow all on screen instructions when 
completing your application.

this field is required 
for submission of the 

application.

Complete the application fields by selecting from a 
dropdown list or by directly typing the requested  

information into the field.



Uploading Attachments
Most BWF applications require attachments be included as part of the application. Most BWF applications require attachments be included as part of the application. 

IMPORTANT:
ALL attachments MUST be uploaded as PDF files.  
For assistance in converting files, please visit the 

FAQs on the BWF website.

Step 1: Choose the title of the 
fattachment from the dropdown list. Step 2: Click the ‘Browse’ button to 

search your system and select the 
the document you wish to upload.

Step 3: Click the ‘Upload’ button to attach the 
document to your application.



Uploading Attachments Continued

Once you have successfully uploaded an attachment, 
you will see it in a list of ‘Uploaded Files’ near the top ofyou will see it in a list of Uploaded Files  near the top of 
the Attachments page (the last page of the application).

If you wish to remove an uploaded file, first click the box in 
the ‘Remove?’ column and then click the ‘Remove’ button.



Save and Finish Later

If you wish to save your work and continue the application 
at a later time, click the ‘Save & Finish Later’ button.



Save and Finish Later Continued

When you click the ‘Save & Finish Later’ button, 
you will see your BWF account screen.

You have the ability to log back into your accountYou have the ability to log back into your account 
and continue working on any open application.  

Just click on the link for that application.

You can also delete or email 
an application by clicking the 

appropriate icon in the 
‘Action’ column

NOTE: When deleting an 
application, the system will ask 
you to confirm the deletion at the 

top of the page Action  column.
NOTE: BWF does NOT 

accept emailed applications.

top of the page.



Review and Submit

You have the ability to review your application 
prior to submitting it.  

IMPORTANT: Once submitted, your application 

Once you have completed the fields and 
uploaded all attachments, click the ‘Review & 

Submit’ button located at the bottom of the last 
page of the application This will allow you to

CANNOT be changed or unsubmitted.

page of the application.  This will allow you to 
review your application before submission.



Review and Submit Continued
When o click the ‘Re ie & S bmit’ b tton ifWhen you click the ‘Review & Submit’ button, if 

any of the required fields and/or attachments are 
missing, you will receive this message.

The system will indicate the required attachments 
and fields that are missing.  These must be 

attached/completed prior to submission.



Submit

Once you’ve correctly completed and reviewed your 
li ti li k th ‘S b it’ b tt l t d t thapplication, click the ‘Submit’ button located at the 

bottom of the page where you review your application.  
This submits the application to BWF.

IMPORTANT: Once submitted, your application , y pp
CANNOT be changed or unsubmitted.



Submit Continued

When you click the ‘Submit’ button, you will see 
your BWF account screen.

You’ll see a message confirming the successful 
submission of your application



Application Submission

Once your application is submitted it will go through an 
extensive review process by BWF staff and by the 

program advisory committeeprogram advisory committee.

You will be notified by BWF staff when a decision is 
made regarding your application.



Questions and Inquiries

If you have any questions about your eligibility, 
completing the online application, or the process itself, 

please don’t hesitate to contact BWF staff . . . .

by using the ‘”Contact Us” link 
located near the top left on the application pages

-OR –

by calling 919-991-5100


