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CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR GUIDE 
INNOVATION IMPACT PROJECT 

You must first log in to the system in order to apply for funding. Please refer to the New User Registration reference material for step-by-step 
procedures on how to become a user of the Cal-E-Grants system 

 

1. From the Cal-E-Grants 
landing page, select the large 
CWDB button 

 

 
 

 

2. Click the Workforce 
Accelerator Fund 10 link 
from the Funding 
Opportunities list 
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3. Select the Apply button at 
the top right of the page 

 

 

 
 

 

4. Select Innovation Impact 
Project from the Application 
Category drop down list. 
Once selected, click Next 
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5. Fill out the cover page for the 
Innovation Impact Project 
Application. The Lead Agency 
Applicant will pre-populate 
with the company name 
provided at user registration. 
Required fields are noted 
with a red asterisk (*)  
 
*Note: Circles with an “i” in 
them are help bubbles. Hovering 
over them will cause help text to 
appear to assist in any 
definitions of fields  
 

  

 
 

 

6. Fill out the Project Cost and 
Location sections 

 
*Note: The DUNS Number 
should be 9 digits 
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7. Enter in the Points of 
Contact. The contact fields 
are lookup fields. Type in any 
users that are already signed 
up in Cal-E-Grants within 
your account and they will 
appear in a drop down list 
below the field. If you need 
to add a contact that is not 
yet a user of the system, click 
New Contact  
 
This will cause the new 
contact form to appear. Fill 
out any required fields and 
click the Save button to save 
the contact  
 
Once the contact has been 
saved, they will prepopulate 
in the contact field 
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8. Fill out the Approval of 
Authorized Representative 
section. Click the Save button 
when the cover page is 
complete 
 
*Note: Signature is a typed field 
and Date must be today or in 
future, the field will not accept 
past dates 

 

 

 
 

 

9. You will be taken to the 
application page. The 
Requested Amount and 
Record Type will appear at 
the top of the page. The 
status bar will reflect 
“Application in Progress” and 
you will be on the Cover Page 
area of the application 
 
In order to proceed with the 
application, click the I Agree 
button after reading the 
WIOA Title 1 Declaration 
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10. A pop up will appear 
confirming your choice to 
agree with the WIOA Title 1 
Declaration. Click Proceed to 
continue 

 
 
 

 

 
 

 

11. You will return to the cover 
page. Review the information 
on the page. If any edits to 
information are needed, click 
the pencil icon to the right of 
the field 
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12. To move to the next area of 
the application, click 
Narrative from the 
Navigation Bar 

 

 

 
 

  
13. At the top of the narrative 

tab are directions on how to 
fill out the sections of this 
page. There is also a link to 
the Workforce Accelerator 
Fund Webpage which 
provides comprehensive 
application instructions  

  

  

  
  

 

14. Fill in all the fields in Section 
1: Project Framework. There 
are five narrative questions 
in this section. A response to 
each of the prompts is 
required 
 
*Note: Text entry boxes are 
larger in the system; they have 
been cut down for the purpose 
of these training materials 
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15. To answer Question #5 in the 

Narrative tab, select at least 
one Core High Road Element 
from the “available” column, 
select the right arrow button, 
and move it over into the 
“selected” column 
 
Questions #6-8 are the 
narrative text entry for the 
Core High Road Elements 
selected in Question #5. 
Provide any applicable 
answers in the provided text 
boxes 
 
*Note: For example, if 
“Improvement of Job Quality” is 
selected, Question #6 is to be 
answered 
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16. Fill in all the fields 

in Section II: Subrecipient & 
Project Team. There are 
three narrative questions 
total in this section. These 
fields are required at time of 
submittal  

 

Note: Text entry boxes are larger 
in the system; they have been 
cut down for the purpose of 
these training materials 
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17. To answer Question #2 in the 

Section II of the Narrative 
Tab, select any applicable 
Project Team Roles from the 
“available” column, select 
the right arrow button, and 
move it over into the 
“selected” column 
 
Questions #11-14 are the 
narrative text entry for the 
Project Team Roles selected 
in Question #2. Provide any 
applicable answers in the 
provided text boxes 
 
*Note: For example, if 
“Customers” was selected, 
provide your answer in Question 
#11  
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18. Fill in all the fields 

in Section III: Deliverables. 
There are two narrative 
questions total in this 
section. These fields are 
required at time of submittal  

 

Note: Text entry boxes are larger 
in the system; they have been 
cut down for the purpose of 
these training materials.  
 

 

 
 

  
19. When you have finished 

entering information in the 
Narrative Tab, navigate 
to the top of the page and 
click the Save button 
  
*Note: Be sure to click Save in 
each area after entering in 
information. If you exit the 
system, or if it times out due to 
being idle, you will lose the 
information entered in the fields 
unless Save has been clicked  
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20. To move to the next area of 

the application, 
click Deliverables in the 
Navigation Bar  

  

  

  
  

  
21. At the top of the 

Deliverables Tab are 
directions on how to fill out 
the sections of this page  

  

  
  

  
22. Fill in all the fields in the one 

Section. All fields are 
required at time of submittal  
  
*Note: To add any additional 
deliverable lines; click the Add 
button at the top of the section.  
  
To delete any extra rows, select 
the trash icon to the right of the 
fields 
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23. When you have finished 

entering information in the 
Deliverables Tab, navigate to 
the top of the page and 
click the Save button 
  
*Note: Be sure to 
click Save after entering in 
information. If you exit the 
system, or if it times out due to 
being idle, you will lose the 
information entered in the fields 
unless Save has been clicked  
  

  

  

  
24. To move to the next area of 

the application, click Expend 
Plan in the Navigation Bar  
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25. At the top of the Expend 

Plan Tab are directions on 
how to fill out the sections of 
this page. There is also a link 
to the Workforce Accelerator 
Fund Webpage, which 
provides comprehensive 
application instructions.  
  
 

  

  
  

  
26. Fill in all the fields in Section 

I: Funding Plan.  
  
*Note: The Total Subgrant 
Amount in the Grant Funds 
column should total the amount 
requested. The Project total 
should equal the project budget 
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27. Fill in all the fields 

in Section II: Expenditure. 
There are 7 quarters required 
in this section. Enter data in 
the white fields. The gray 
fields calculate automatically  
  
*Note: The Total at the bottom 
of Quarterly Planned 
Expenditures column should 
total the total the amount 
requested and the Total at the 
bottom of Project Total Planned 
Expenditures should total the 
project budget 
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28. When you have finished 

entering information in the 
Expend Plan Tab, navigate to 
the top of the page and click 
the Save button 
  
*Note: Be sure to 
click Save after entering in 
information. If you exit the 
system, or if it times out due to 
being idle, you will lose the 
information entered in the fields 
unless Save has been clicked  
  

  

  

  
29. To move to the next area of 

the application, click Budget 
Narrative in the Navigation 
Bar  
  

  

  

  
30. At the top of the Budget 

Narrative Tab are directions 
on how to fill out the 
sections of this page. There is 
also a link to the Workforce 
Accelerator Fund Webpage, 
which provides 
comprehensive application 
instructions.  
  

  

  
  



 
 

Page 17 of 32 
 

CAL-E-GRANTS REFERENCE GUIDE: WORKFORCE ACCELERATOR GUIDE 
INNOVATION IMPACT PROJECT 

  
31. Fill in all applicable fields in 

each section of the Budget 
Narrative Tab. There 
are 13 sections total in this 
area.  
  
*Note: If additional rows are 
needed, click the Add button 
within each application section. 
If additional rows need to be 
removed, click the Trash icon to 
the right of the row.  

  

  

  
  

  
32. Throughout the Budget 

Narrative, there are blue 
links within select sections 
that will open a new tab 
with any applicable directives 
or regulations to that section  
  

  

  
  

  
33. Once all applicable fields 

have been entered, the 
Grand Award Total will have 
auto calculated from the 
above fields. It must match 
the total amount requested  
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34. When you have finished 

entering information in the 
Budget Narrative Tab, 
navigate to the top of the 
page and click the 
Save button 
  
*Note: Be sure to 
click Save after entering in 
information. If you exit the 
system, or if it times out due to 
being idle, you will lose the 
information entered in the fields 
unless Save has been clicked  
  

  

  
  

  
35. To move to the next area of 

the application, 
click Supplemental Budget in 
the Navigation Bar  
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36. At the top of 

the Supplemental Budget tab 
are directions on how to fill 
out the sections of this page. 
There is also a link to the 
Workforce Accelerator Fund 
Webpage, which provides 
comprehensive application 
instructions.  
  

  

  
  

  
37. Fill in all applicable fields 

in Section I: Equipment   
  
*Note: There are blue links at 
the top of each section that will 
open a new tab with any 
applicable directives or 
regulations pertaining to 
that section.  
  
If additional rows are needed, 
click the Add button within each 
application section. If additional 
rows need to be removed, click 
the Trash icon to the right of the 
row.  
  
Click the Save button when 
finished entering information in 
this section  
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38. Fill in all applicable fields 

in Section II: Contractual 
Services   
  
*Note: There are blue links at 
the top of each section that will 
open a new tab with any 
applicable directives or 
regulations pertaining to 
that section.  
  
If additional rows are needed, 
click the Add button within each 
application section. If additional 
rows need to be removed, click 
the Trash icon to the right of the 
row.  
  
Click the Save button when 
finished entering information in 
this section  
  

  

  
  

  
39. Fill in all applicable fields 

in Section III: Subrecipient   
  
If additional rows are needed, 
click the Add button within each 
application section. If additional 
rows need to be removed, click 
the Trash icon to the right of the 
row.  
  
Click the Save button when 
finished entering information in 
this section  
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40. To move to the next area of 

the application, click Budget 
Summary in the Navigation 
Bar  
  

  

  

  
41. At the top of the Budget 

Summary Tab are directions 
on how to fill out the 
sections of this page. There is 
also a link to the Workforce 
Accelerator Fund Webpage, 
which provides 
comprehensive application 
instructions  
  

  

  

  
42. Fill in all budget information 

into the Budget Summary 
Tab. Each category should 
match the numbers from the 
Budget Narrative Tab  
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43. Once all applicable fields 

have been entered, the Total 
Funding and Total Award will 
have auto calculated from 
the above fields. Both 
fields must match each other 
and the Total Amount 
Requested  
  

  

  

  
44. At the bottom of the Budget 

Summary Tab is a table for 
Indirect Cost Rate. Fill in the 
fields if applicable  
  
*Note: Above these fields are 
three blue links which will open 
regulations and directives 
pertaining to this section for 
additional information in a new 
tab  

  

  

  
  

  
45. When you have finished 

entering information Budget 
Summary Tab, navigate to 
the top of the page and 
click the Save button 
  
*Note: Be sure to 
click Save after entering in 
information. If you exit the 
system, or if it times out due to 
being idle, you will lose the 
information entered in the fields 
unless Save has been clicked  
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46. To move to the next area of 

the application, click Work 
Plan in the Navigation Bar  
  

  

  
  

  

47. At the top of the Work Plan 
Tab are directions on how to 
fill out the sections of this 
page. There is also a link to 
the Workforce Accelerator 
Fund Webpage, which 
provides comprehensive 
application instructions  
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48. Add in line items for each 
Quarter. There are 7 
Quarters to enter 
information. To Add in a line 
item, click the + Add button. 
Enter in the 
Objectives/Activities and the 
Estimated Completion Date. 
The date must fall within that 
designated quarter  
  
*Note: You can either type in the 
date or use the calendar pop up 
that appears  

  

  

  
  

  

49. When you have finished 
entering information in the 
Work Plan Tab, navigate to 
the top of the page and 
click the Save button  
  
*Note: Be sure to 
click Save after entering in 
information. If you exit the 
system, or if it times out due to 
being idle, you will lose the 
information entered in the fields 
unless Save has been clicked  
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50. To move to the next area of 
the application, 
click Participant Plan in the 
Navigation Bar  
 
*Note: This tab only appears if 
the question “Is Project Serving 
Participants” on the cover page 
was “Yes” 

  

 

 

 

51. At the top of the Participant 
Plan Tab are directions on 
how to fill out the sections of 
this page. There is also a link 
to the Workforce Accelerator 
Fund Webpage, which 
provides comprehensive 
application instructions  
  

 

 

 

52. Fill in all applicable fields 
in Section I: Target 
Populations. There are two 
questions in this section. To 
answer, select the applicable 
values in the left column, and 
click the arrow to move them 
over to the right column 
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53. Fill in all applicable fields 
in Section II: Participant Plan. 
There is a table to fill in the # 
of participants per quarter in 
this section. Enter in data in 
any applicable fields 
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54. Continue answering the 
fields in Section II: Participant 
Plan. Beneath the table is an 
additional question with four 
sub-questions. Answer as 
needed 

 

 
 

  
55. When you have finished 

entering information in the 
Participant Plan Tab, 
navigate to the top of the 
page and click the Save 
button  
  
*Note: Be sure to 
click Save after entering in 
information. If you exit the 
system, or if it times out due to 
being idle, you will lose the 
information entered in the fields 
unless Save has been clicked  
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56. To move to the next area of 

the application, click Partner 
R&R in the Navigation Bar  
 

 

 
 

 

57. At the top of the Partner 
R&R Tab are directions on 
how to fill out the sections of 
this page. There is also a link 
to the Workforce Accelerator 
Fund Webpage, which 
provides comprehensive 
application instructions  
  

 

 

 

58. Add in line items for each List 
Partner (as needed). There 
are 12 Possible List Partners 
to enter information  
 
To Add in a line item, click 
the + Add button. Enter in 
the List Partner Name, Roles 
& Responsibilities, 
Leveraged Funding Amount 
(if applicable), and the 
Leveraged Funding Type 
  
*Note: If additional rows are 
needed, click the Add button 
within each application section. 
If additional rows need to be 
removed, click the Trash icon to 
the right of the row 
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59. When you have finished 

entering information in the 
Partner R&R Tab, navigate to 
the top of the page and click 
the Save button  
  
*Note: Be sure to 
click Save after entering in 
information. If you exit the 
system, or if it times out due to 
being idle, you will lose the 
information entered in the fields 
unless Save has been clicked  
 

 

 

  
60. To move to the next area of 

the application, click Files in 
the Navigation Bar  
  

  

  

  
61. If you have a file to add, 

select the Add Files button at 
the top right of the page  

  
*Note: There are no required 
documents for this application  
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62. Select the Upload Files 

button to select the file from 
your computer  

  

  

  
  

  
63. Select the file from the 

location on your computer 
and click Open  
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64. The document has finished 

uploading when a green 
checkmark appears. 
Click Done to exit  

  

  

  
  

  
65. The document will now 

appear in the list view. 
Repeat the steps to add 
additional files  

  

  

  
  

  
66. You are ready to submit. 

Verify all information has 
been completed. When ready 
to officially submit, click 
the Submit button at the top 
of the page  
  
*Note: Once you have formally 
submitted your application, you 
can no longer edit it  
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67. If there is any missing 

information when you 
attempt to submit. You will 
receive an error message 
with the fields requiring 
information input  

 

  
  

  
68. If all required information 

has been inputted, you will 
receive confirmation that 
your application was 
submitted successfully and 
the status bar will update to 
“Application Submitted”  

  

 

  
  

  
  

  


	Structure Bookmarks



