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This document will assist you in completing and 
submitting an application through Cyber Grants. This 
document presumes that you have already registered 
yourself and your organization. If you have not done so, 
please refer to the Registration instructions and 
navigate to: 

www.cybergrants.com/CoC/Registration 

Cyber Grants Registration 
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This document will walk you through the application 
and the unique functionalities that are available in the 
system. This document will cover: 

∗Beginning, saving and submitting an application 
∗Uploading documents 
∗Answering different question types 
∗Technical Assistance and FAQs 
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 Please use the e-mail address and password that you 
created during registration to login. 
 

Cyber Grants: Logging in 
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Once you’ve logged in, you’ll be presented with your personal 
homepage. From here, you’ll be able to preview and print off all 
of the questions that you’ll be asked in the application by 
clicking “Familiarize yourself with the online application” 
 

 

Cyber Grants: Your Homepage 
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Familiarizing yourself with the application questions before 
you begin can be helpful, but also know that you may save 
your application while working on it, and return to it at a 
later date without submitting! It’s ok if you don’t have all of 
the answers when you begin your application. 

Cyber Grants: The Questions 
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 Once you’ve familiarized yourself with the 
application, scroll to the bottom of your homepage 
and click “Start a New Application” to begin! 

Cyber Grants: Beginning an 
Application 
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 Each application is broken into several different 
sections. Each section focuses on a specific area of 
your organization or proposed program. Some 
section examples include, but are not limited to: 

∗ Organization Information 
∗ Agency Overview 
∗ Monitoring 
∗ Budget Information 

 Note that you are not required to complete each 
section in order, you may skip around between 
sections by clicking on the appropriate tab, illustrated 
on the next slide. 

Cyber Grants: Navigating the 
Application 
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 Click any tab to navigate to the questions located in 
that section.  
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 The first step to submitting an application with Cyber Grants is 
identifying yourself and providing contact information. This 
information will only need to be provided once and, after 
completion, will be pre-populated into every application you 
submit. If multiple individuals are associated with your 
organization, you’ll need to left-click the checkbox next to your 
name and click “Save and Proceed”. 

Cyber Grants: Contact Information 
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 Should your contact information change, simply left-click 
your name to edit your contact information. You may also 
delete contact information in this way, if, for example, a 
colleague leaves your organization. We encourage you to 
keep this information up-to-date! 

Cyber Grants: Contact Information 
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 Next, you’ll be asked to provide information about your 
organization. Like your contact information, this section will 
only need to be completed once, and once done will be pre-
populated into every other application you submit. You may 
edit it at any time, but be aware that the changes that you make 
to this section will apply to all of your applications. 

Cyber Grants: Organization 
Information 
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 In addition to basic information about your 
organization, such as the legal name (that which is 
included on your organization’s charter) and address, 
you will also be asked to provide several attachments. 

Cyber Grants: Organization 
Information 
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 As you look through each section and begin completing 
your application, note that some questions are required. 
This means that the application cannot be submitted until 
these questions have been completed. Required questions 
are designated with a red asterisk (*) to the left of the 
question. 

Cyber Grants: Required Questions 

14 



 You may also notice that some questions contain tooltips. 
Tooltips are brief notes that provide additional feedback 
regarding how to complete the question. Tooltips are 
designated by a small, orange question-mark (?) to the 
right of the question. Simply scroll your mouse over the ? 
to view the tooltip. 

Cyber Grants: Tooltips 
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 Some items, such as the Board Member 
Identification Sheet, are standard templates that we 
have provided for you to complete and upload. Note 
the bolded lettering. To access the template, simply 
click on the bolded area and open the file. 

Cyber Grants: Organization 
Information 
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 Whenever we provide a template for you, it will be 
referenced and linked in the question just like this 
example. Once you’ve completed the file, click the 
“Upload File” button to attach. 

Cyber Grants: Organization 
Information 
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 Browse your computer for the appropriate file, just 
like attaching a document to an e-mail. Once you’ve 
uploaded the file, the filename and format will be 
displayed on the screen. 

Cyber Grants: Uploading Documents 
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 Should you ever need to replace an attachment, simply 
click the “Delete File” button next to the file name. 

Cyber Grants: Uploading Documents 
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 Please note that there is a limit on the size of the 
attachment – if your file exceeds 10 megabytes, you 
will need to split it into multiple files, and attach them 
separately. Each upload field, while limiting the size of 
an individual file, will allow you to upload as many 
files as needed. 

Cyber Grants: Uploading Documents 
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 Throughout the Cyber Grants application, you’ll note 
several different question types. Some, like those 
discussed in previous slides, require you to attach 
documents. Others require you to provide text 
descriptions. Still others allow you to select an answer 
option (or multiple answer options) from a list. 

 
 The next few slides will cover these different question 

types and how to answer them. 

Cyber Grants: Submitting an 
Application 
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 Some questions will provide space for you to insert your own 
text. You may enter answers directly into Cyber Grants, or copy 
and paste them from another document. Note that each one of 
these fields has a character limit, which changes depending on 
the specific question. Make sure you note the character limit 
available with each question. 

Cyber Grants: Text Fields 
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 Other questions provide you with a list of available 
answers, for which you will need to select the answer 
from the list that applies to you and your 
organization. 

Cyber Grants: Single-Answer 
Questions 
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 Some questions will allow you to select multiple 
answers from a list. To do so, hold CTRL on your 
keyboard and click all of the answer options that 
apply. 

Cyber Grants: Multi-Answer 
Questions 
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 Cyber Grants does not require you to begin and complete 
your application in a single-sitting. To save your application, 
click “Save and Proceed” at the bottom of any page. 

Cyber Grants: Saving a Work-in-
Progress 
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 Once you’re ready to begin working on your saved 
application again, simply log-in, and from your homepage 
select “Continue” under the “Applications Requiring 
Action” list. You may also delete unwanted applications by 
clicking on the trash can. 

Cyber Grants: Returning to a Saved 
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26 



 Once you have answered all questions and are ready 
to officially submit, from the last tab of the 
application (Statement of Assurances) click “Save and 
Proceed”. 

Cyber Grants: Submitting a 
Completed Application 
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 You will be given a final opportunity to review your 
application, and print off a copy for your records. 
Note that once an application is submitted, it cannot 
be deleted or edited. You may return to and view 
your application at any time, however. 

Cyber Grants: Submitting a 
Completed Application 
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Many technical questions regarding use of the Cyber Grants 
system are available online and can be accessed at any time as 
you work through the application. At the bottom of each page, 
click “Need Support?” If you’re having trouble! 

Cyber Grants: Technical Assistance 
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 Click on any question to view the answer. If your question 
or issue is not addressed on this list, select “* I still have a 
question” at the bottom, or e-mail 
cgsupport@cybergrants.com. Technical support is 
available Monday through Friday from 7am-7pm. Please 
allow us 24 hours to respond to your inquiry. 

Cyber Grants: Technical Assistance 
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 After submitting your application, you will receive an 
e-mail notification confirming that we have received 
your application. Included in this notification will be a 
link to a feedback survey that we have created. 

 
 Please take a few moments to complete this survey 

after submitting your application. Your feedback will 
help us improve the applicant experience! 

Cyber Grants: Feedback 
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This concludes the training manual for submitting an 
application through Cyber Grants! Please remember to 
refer to the “Need Support” link available in the Cyber 
Grants system if you encounter any technical issues 
while completing and submitting your application! 

 
More questions? Please contact us at 
OBMGMU@cityofchicago.org! 

Thank you! 
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