
 



Section I:  Accessing the Application 
 

1. Access the portal log-in page using this link:  Login (site.com) 
 

2. Enter your username and password then click the Log in button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. From the Application Portal Home Page, click on the BAG 4.0 2024 icon. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

https://kansascommerce.my.site.com/Grants/s/login/?ec=302&startURL=%2FGrants%2Fs%2F


Section II:  Completing and Submitting the Application 
 

1. On the next screen, you will see program information, a link to the program guidelines on the 
Department of Commerce website and important dates.   

 
To begin an application, click on the Apply button.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the pop-up window, select the business that you wish to apply on behalf of and then click on 
the Next button.    

 
 
 
 
 
  
 
 
 

 
  
  

Reminder 
If no business name appears in the drop down list, the business account has not been 
created or you have not linked your user account to the business account.  You will need to 
refer to the KDC Grant Application Portal Instruction Manual to do those steps before you 
will be able to submit an application.   



3. You will now be taken to the Application Workspace.   Let’s take a tour of the workspace.   
 

(a) At the top of the workspace, you will see the:    
i. System generated application number 

ii. Application Status 
iii. Requested Amount (will be blank until you have input this information in the application) 
iv. Applying Organization 

  
(b) The bottom half of the workspace is where you will be able to complete the application. 

 
 
 
    
 
 
 
 
 
 
 
 

 
 
 
 
 
 

4. To begin, click on the Get Started button to the right of the BAG application row.  
 
 
 
 
 
 
 
 
  

 

(a) 

(b) 



5. The first section of the application is where you will enter your Applicant Information.  Your 
account name (Business Name) and the user’s first and last name and email address will auto-
populate on this screen.  After completing the required fields, click the Next button.  

 
 
 
 

 
 
    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note:  If you select No to the question “Is the Applicant Author the same as the Primary Project 
Contact?”, additional fields display to enter the primary contact’s information.   

 
  
  



6.  The second section of the application is the Project Information.  Complete all required fields 
and then click the Next button.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7. The next screen is a continuation of the Project Information section.  Complete all required 

fields and click the Next button.  
 
 
  



  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



8. The next section of the application is the Technical Summary.  Complete all required fields and 
click the Next button.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9. The last section of the application is Financials.  Complete all required fields and click the Next 
button.  

 
 
 
  



10.  Upon completion of the application, you will be returned to the Application Workspace.   
You will see the following changes:    

(a) Section Status for the application has changed to Completed 
(b) The Get Started button for the application has changed to Review/Update 

 
Additionally, because some documents were uploaded within the application, you will see the 
following changes in the Upload Documents & Files row: 

(a) Section Status has changed to In Progress 
(b) The Get Started button has changed to Continue 

 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

11. To begin uploading the remaining required documents, click on the Continue button. 
 
 
  
 
 
 

12. Please review the instructions for each file upload to ensure that you utilize the proper naming 
convention, file format, etc.   

 
13. To upload a file, click the Upload File button.   

 
 

 
  



 
14. In the pop-up window, you can either select to upload the file from your computer or drag and 

drop the file.  Once you are done, click the Save button 
 
 

 
 
 
 
 
 
 

15. When the file has uploaded, click the Done button.  
 
 
 
 
 
 
 
 
 

16. In the next pop-up window, you will see that the file uploaded and can click the Save button.  
 
 

 
 
 
 
 
 
 

17. After uploading a file, you will see that the button next to that file will change from Upload File 
to Replace File.  

 
 
  
 
  



18. Repeat this process for all required documents.  A list of the required and supplemental 
documents with instructions follows here.    

 
REQUIRED DOCUMENTS 

 
 
  



  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



SUPPLEMENTAL DOCUMENTS 
 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
  
  



 
 
 
 
 
 
 
 
 
 
  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

19. Once all documents are uploaded, click the Close/Return to Application button. 
 
 
 
 
  



20. Once you are returned to the Application Workspace, refresh your screen and if both sections 
are completed, the Submit My Application button will appear.  Once you are ready to submit, 
click this button.    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

21. The Acknowledgements pop-up window will appear next.  Read and check the box next to each 
acknowledgement then click the Next button.  

 
 
 
 
 
 
 
 
 
 
 
 
  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

22.  The application will be submitted, and you will be returned to the application portal Home 
page.   

 
23. To verify that your application was submitted successfully, you can click on the My Applications 

icon at the top of the screen.  
 

 
 
 
 
 
  
  



24. The application should now appear in the My Submitted Applications section.   
 
 
 
 

 
 
 
 
 
 
 
 

25. You may also access in-progress applications from the My Applications view.   To open an in-
progress application, click on the application number icon.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

26. You will then land on the application workspace for the corresponding application and will be 
able to continue working on it.    
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