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Please follow the guide below for steps on how to apply in UWBC’s Grant Portal, powered 
by Salesforce Experience Cloud. 
 

UWBC Granting Portal Guide 
- How to Report  

Submitting your Outcome Reports 
Click My Agency 
Reports on the top 
of the homepage. 

 

 
Please be sure to fill 
out the outcome 
report that is 
currently due.  

 
Please use the 
Previous Page and 
Next Page button at 
the bottom left or 
the page numbers 
on the top right to 
navigate throughout 
the application.  
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Additional 
Attachments 
 
Scroll down with 
your cursor below 
the application form 
to find Supporting 
Documents 
 
Click Upload Files. 
When the Select 
Files box opens, 
click on Upload 
Files again to select 
the documents. Click 
Done. 
 
Note: You can select 
more than one file 
at once using 
standard Shift click 
or ctrl/command 
click 
 
If you would like to 
add another 
document, click Add 
Files from the 
dropdown arrow to 
the right. 
 
Do not click on 
View All until you 
have saved your 
application. This will 
cause your unsaved 
work to be lost. 
 
 
 

 
 
 
  

 
 

  

Save first before 
clicking on View All! 
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Saving 

To save, click on the 
Save button at the 
bottom left corner of 
each page. 

 
Next, click on the 
Save button in the 
Resume Later 
instruction box. 

 
Please do not leave 
or close the page 
until you see this 
message appear on 
your screen. You can 
click on Resume this 
form now to return 
to the report.  
 
Please do not click 
on Start a new form. 
This function does not 
work.  

 

 

Submitting 
On the last page of 
the report form, you 
will see a Submit 
button. When you’re 
ready to submit, 
click on Submit.  

 
You will then get a 
chance to review all 
of your responses.  
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Upon reviewing, you 
can click on Confirm 
if no further edits 
are needed. If you 
do require to make 
edits, click on Make 
a correction. You 
can also print your 
application or save 
as PDF by clicking 
on Print this page. 
 
Please note, if you 
have any errors, 
you will be informed 
at this time to make 
corrections – you 
will be taken to the 
page with the error 
and the page 
number with the 
error will turn red. 
 

 

To save as PDF, 
you’ll need to 
change the settings 
to change as PDF 
instead of printing. 
This may look 
different depending 
on your computer. 
 
 
 
 
 

 

 

Once you confirm, 
please do not leave 
or close the page 
until you see this 
message appear on 
your screen. You 
should also go back 
into the report to 
confirm that the 
status has been 
change to 
Submitted.  
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Report Retrieval  
If you’d like to 
review a previously 
submitted report or 
continue an in-
progress report 
please go to the 
homepage and click 
My Agency Reports.   
Click the report 
you’d like to view 

 
 

Clearing Your Cache 
If you encountered problems with loading the next screen after having opened the application, please use 
another internet browser or clear your cache; instructions on clearing your cache can be found at this link. 

 
 

https://www.wikihow.com/Clear-Your-Browser%27s-Cache

