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ZOOMGRANTS UNIVERSITY (ZGU)
ZoomGrants users can access the knowledgebase for self-training and troubleshooting at any time by clicking the
HELP link at the top of any application. Click the ZoomGrants University button to go to ZGU.

THE AUTO-SAVE FEATURE
ZoomGrantsÊ automatically saves your progress, so you can log out and log back in as many times as you  need to in order to 

complete your Application. YOU DO NOT NEED TO COMPLETE YOUR APPLICATION IN ONE SITTING. Whenever you make a change in a 

field then click outside of that field or change your selection in a radio  button, checkbox, or dropdown menu, youôll see a flash of the óSavingô 

screen as your change is being saved.

THE TAB SYSTEM
ZoomGrantsÊ predominantly uses a tab system to set apart the different sections and features of the system.  You can click on each tab to 

access the content housed there.

THE CHECK FOR COMPLETION
ZoomGrantsÊ will double-check your Application to ensure that it is complete before the Application is  submitted. This means that 

everyrequired question field in the Application as it appears online in your  ZoomGrantsÊ account must be completed, including any

Document Requests that are marked as órequiredô.  (Note: If the system says that your Application is incomplete but you believe you have completed it, click the 

Refresh Page button on theZoomGrantsÊ page (not in your Internet browser) to check the Application again.
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To provide instructions for creatingand submittingyour  Applications while also giving a tour of the ZoomGrantsÊ system, 

this  tutorial uses two different colors to denote the different types of information provided.

ORANGE NUMBERS
These are sequential instructions that can be followed by users who just want to know how to submit their Applications via ZoomGrantsÊ.

BLUE/GREEN LETTERS

These are extra notes regarding the ZoomGrantsÊ system and its features.
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In order to submit an Application, you must  have a 

ZoomGrantsÊ account. You can use the same account to 

submit Applications to any other funder that uses

ZoomGrantsÊ.

Recipient accounts can only be created on the Funderôs 

ZoomGrantsÊ page (not the ZoomGrantsÊ  homepage). You can 

access the La Porte Cares Small Business Relief Fund link via the 

website. 

1. NEW ZOOMGRANTSÊ ACCOUNT

Use the New ZoomGrantsÊ Account box to create  your 

Account. Click the New Account button to create  your account and 

log in automatically.

If youôre already a ZoomGrantsÊ user, log in using the  fields in the 

upper right-hand corner (A).

2. APPLY

Click the Apply button next to the appropriate  Program in the 

Open Programs section to create  your Application. 
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1. CONTACT LA PORTE CARES
Click here to send an email to theLa Porte Cares Team

ZoomGrantsÊ Technical Support staff can help with  technical 

questions or general inquiries about the  system, but all content-

related questions should be directedtoward the City.

A. PROGRAM INFORMATION TABS
These tabs contain  program information. Click the orange 

[hide this] link to hide the text when the tab is open.

B. PRINT/PREVIEW
Click here to view a printer-friendly version of your  Application. 

You can print the Application, save it as a  PDF for your records if 

you would like.

1A

B

http://help.zoomgrants.com/


http://help.zoomgrants.com/

1. STEP 1- GET STARTED! TAB

Enter your contact information, the contact information for 

your organization (if applicable), and general Application 

information ðtitle,etc. ðin this first tab of the Application.

REMEMBER:

Å The system will save automatically as you move  

between the fields.

Å You must fill out every required field in order to be able to 

submit the full Application.
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1. Are You Eligible?

Use this portion of the application to see if you are eligible. 

If you are unsure or have a question, please call 281-470-

0010 OR email laportecares@laportetx.gov.

A. Ask a Are You Eligible?*  

question

If you have questions regarding the Step 2 content, use the 

Ask a Question link to send an email to theLa Porte Cares 

Team. 

A
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1. Application Question tab

Be sure to fill every field that appears in this tab in the 

online version of your application.
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1. Additional Applicant Information tab

Please complete the additional application information 

which includes:

ÅOwner(s) Information

ÅOwner(s) Demographics (Optional)

Å Business Address Information

Å Business Employee Information

All application questions must be completed
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1. DOCUMENTSTAB

Provide a link to or directly upload the requested  

Documents in this tab.

2. UPLOAD

Click this button to open the File Upload Window,  

where you can provide a link to your files or upload  

the files to attach to your Application.

Check out this video for more specific instructions: How to 

Upload Files

A. Required documents

For Document Requests that are marked ôrequiredõ, you 

must upload or link something in that slot in order to satisfy 

the system and submit the Application.

A
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1. SUBMIT NOW

When youõre ready to submit your Application,click the Submit 

Now button.

If there are any fields that are incomplete, the  system will display 

those fields in red. Fill in those fields, then click the Refresh Page 

button (A) and  try the Submit Now button again.

If your Application is complete, an Initials box will appear.Enter 

your initials, then click the lower Submit Now button.

2. SUBMITTED

To verify that your Application was submitted successfully, 

check for the Submitted timestamp. You can use the Refresh 

Page button (A) to triple-check the presence of the  

timestamp.

You can also verify that your Application was submitted by clicking 
the My Account Home button(b) then clicking into the Submitted 

section. If yourApplication is there, it was submitted successfully.  

Additionally, you will receive a confirmation email.
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NotseeingaSubmitNowbutton?

Onlytheapplicationownercansubmittheapplication.If youarea

collaborator, youwillnotbeabletosubmitit.Learnmorehere:http://help.zoomgrants.com/


