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INTRODUCTION 

The California Public Utilities Commission (Commission) Broadband Grant Portal (Portal) is a web-based 

system to manage the full lifecycle of the Federal Funding Account (FFA) grants. It is a comprehensive 

system designed to support all aspects of the grant cycle from user registration and application submission 

through award, reporting, payment, and closeout. 

This guide provides instructions to the awardees on how to navigate and use different sections of the Portal 

including how to accept awards, submit reports, and request payments. 

 

 

 

 

CONTACT INFORMATION AND ADDITIONAL RESOURCES 

For additional information regarding the Federal Funding Account Program please visit the webpage: Last 

Mile Federal Funding Account 

For any questions regarding the Federal Funding Account Program or to report issues with the Broadband 

Grant Portal, please email: federalfundingaccount@cpuc.ca.gov 

  

https://www.cpuc.ca.gov/industries-and-topics/internet-and-phone/broadband-implementation-for-california/last-mile-federal-funding-account
https://www.cpuc.ca.gov/industries-and-topics/internet-and-phone/broadband-implementation-for-california/last-mile-federal-funding-account
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NAVIGATION 

 

First login to the Portal.  

 

 

My Awards  

On the homepage, there are links to the various sections within the Portal at the top of the page. These links 

will assist you with navigating through the Portal.  

Click on “Awards.”  

 

 

 

Click “Public Awards” and select “My Awards” from the drop-down menu to view your award(s).  
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On the “My Awards” page, under “Award ID”, please click the link to the relevant award. 

 

 

 

 

Now, you can view your Award Detail page. 
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ACCEPTING AN AWARD  

 

Submitting Consent Form 

On the Award Detail page click “Consent Form.” 

 

 

The fields with a red asterisk (*) are required. Please read and click the “I Accept” button to acknowledge 

receipt and accept the terms of the award. 
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Click “Submit” at the bottom of the page to submit the completed form. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



A WA R D EE  U S ER  G UID E   

 

CA L I F OR N IA  P UB L I C UT I L I T I ES  COM MIS S ION        6 

 

Submitting Taxpayer Identification Form 

 

On the Award Detail page click “Files.” 

 
 

 

From the “Files” tab click “here” to download the relevant form.                       

 

 
 

 

 

 

Complete and save the file on your computer. Files can be uploaded by either clicking the “Upload Files” 

button or dragging and dropping files into the Upload field.  
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The “Upload Files” popup shows the progress of the upload. When the upload is complete, the “Done” 

button will turn from grey to blue. Click “Done” to return to the Files tab. 

 

 

 
 

 

 

After uploading the file click “Submit.” Note that the uploaded file will not be submitted for review to the 

Commission unless the “Submit” option is clicked. 
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Upon clicking the “Submit” button, a green message will appear if your submission is successful.  

 

 

 
 

 

If a correction is needed, delete a previously uploaded file by clicking the trashcan icon  To preview a file 

that has been uploaded, click the preview icon . 

 

 
 

 

Once the corrections have been made, upload the new form and click submit. The status will change to 

“Received” when the Commission receives the forms.  
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SUBMITTING REPORTS 

 

Creating a New Report 

On the Award Detail page click “New Report” in the upper right-hand corner.  

 

 

 

A “Create New Report” pop-up window will appear. From the dropdown menu select the specific “Report 

Type.” 
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Construction Progress Report 

Select the “Year” and “Month” for which the report is being submitted and click the “Save” button. This 

will create the Construction Progress Report page. 

 

                        

 

 

 

 

On the Progress Report page, select the “Narrative” tab.  

 

 

 

 

 

 

The Narrative page has text boxes and file upload or drop files options. The questions with a red asterisk (*) 

are required. Enter the information in the fields and upload the files as appropriate.  
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You may save your progress to complete later by clicking the “Save Progress” button. 

 

 

 

For question 6, download the Construction Tracker Schedule Template. 

 The first Construction Progress Report and all subsequent Construction Progress monthly reports must be 

submitted using this template.  

 

 

 

 

Complete the tracker and upload the file. 
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To submit the report, click the “Submit” button.  

 

 

 

 

When your report has been successfully submitted, a confirmation message will appear at the top of the 

page. 
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To view submitted Construction Progress Reports and review their status, select “Progress Report” on the 

Award Detail page.  

 

 

 

Reports needing correction will be returned to the awardee for editing. Click the applicable Progress Report 

to make the corrections and click the “Submit” button.  

 

Once the Construction Progress Report is accepted you will receive an email from 

grantportal.noreply@cpuc.ca.gov. Consider adding the address to a safe senders list in your email client or 

other steps to ensure the emails are not filtered. 
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Monthly Contractor Report 

Select the “Year” and “Month” for which the report is being submitted and click the “Save” button. This 

will create the Monthly Contractor Progress Report page. 

 

 

On the Progress Report page, select the “Narrative” tab. 

 

 

 

 

 

 

 



A WA R D EE  U S ER  G UID E   

 

CA L I F OR N IA  P UB L I C UT I L I T I ES  COM MIS S ION        15 

The questions with a red asterisk (*) are required. Questions 1 - 4 will automatically populate. 

 

 

You are required to certify that all statements are true and correct and electronically sign the document 

before submitting.  You may save your progress to complete later by clicking the “Save Progress” button. 

 

To submit the report, click the “Submit” button.  
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When your report has been successfully submitted, a confirmation message will appear at the top of the 

page. 

 

 

 

To view submitted Monthly Contractor Reports and review their status, select “Progress Report” on the 

Award Detail page. 

 

 

 

Reports needing correction will be returned to the awardee for editing. Click the applicable Progress Report 

to make the corrections and click the “Submit” button.  

 

Once the Monthly Contractor Report is accepted you will receive an email from 

grantportal.noreply@cpuc.ca.gov.  
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Quarterly Report 

Select the “Quarter” and “Year” for which the report is being submitted and click the “Save” button. This 

will create the Quarterly Progress Report page. 

 
 

 

 

 

On the Progress Report page, select the “Narrative” tab.  
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The questions with a red asterisk (*) are required. 

 
 

 

 

To get a description of the questions, click on the grey circle next to it. 
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You are required to certify that all statements are true and correct and electronically sign the document 

before submitting.  You may save your progress to complete later by clicking on the “Save Progress” 

button. 

 

To submit the report, click the “Submit” button.  

 

 
 

 

 

When your report has been successfully submitted, a confirmation message will appear at the top of the 

page. 
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To view submitted Quarterly Reports and review their status, select “Progress Report” on the Award Detail 

page.  

 

 

 

Reports needing correction will be returned to the awardee for editing. Click the applicable Progress Report 

to make the corrections and click the “Submit” button.  

 

Once the Quarterly Report is accepted, you will receive an email from grantportal.noreply@cpuc.ca.gov.  
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Annual Report 

Select the “Year” for which the report is being submitted and click the “Save” button. This will create the 

Annual Progress Report page.  

 

 

 

 

 

On the Progress Report page, select the “Narrative” tab.  
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The questions with a red asterisk (*) are required. 

 

 

 

 

You are required to certify that all statements are true and correct and electronically sign the document 

before submitting.  You may save your progress to complete later by clicking on the “Save Progress” 

button. 

 

To submit the report, click the “Submit” button.  
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When your report has been successfully submitted, a confirmation message will appear at the top of the 

page. 

 

 

To view submitted Annual Reports and review their status, select “Progress Report” on the Award Detail 

page.  

 

 

 

Reports needing correction will be returned to the awardee for editing. Click the applicable Progress Report 

to make the corrections and click the “Submit” button.  

Once the Annual Report is accepted, you will receive an email from grantportal.noreply@cpuc.ca.gov.  
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PAYMENT REQUESTS  

Create a Payment Request  

On the Award Detail page click “New Payment Request” in the upper right-hand corner.  

 

 

 

A “Create Payment Request” pop-up window will appear. Select the percentage completion for the payment 

that is being requested. 
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Additional fields will become visible. The questions with a red asterisk (*) are required. 

Click “Next” to continue. This will create the Payment Request page.   

 

 

If any of the information entered in the “Create Payment Request” window needs to be revised, click on the 

pencil icons to open the fields for editing. 
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Once all the necessary edits have been made, click the “Save” button at the bottom of the page. 
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Enter Expenses  

From the Payment Request Details page, click the “Cost Summary Schedules.” 

 

 

 

 

Embedded in the “Cost Summary Schedules” tab are three subtabs: “Direct Expenses,” “Indirect 

Expenses,” and “Files.”  
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Click the “Cost Summary Schedules” to pull up the “Direct Expenses” subtab. On the “Direct Expenses” 

page, enter the Last Mile direct expenses in the Last Mile Costs table. If applicable, enter the Middle Mile 

direct expenses in the Middle Mile Costs table. 
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The system will automatically display the total amounts entered at the bottom of the page. When all direct 

expenses have been entered, click the “Save” button at the bottom of the page. 

 

 

 

 

 

 

A message will appear at the top of the page confirming that the direct expense information was successfully 

saved. 

 

 

 

 

 

 

 



A WA R D EE  U S ER  G UID E   

 

CA L I F OR N IA  P UB L I C UT I L I T I ES  COM MIS S ION        30 

Click the “Cost Summary Schedules” to pull up the “Indirect Expenses” subtab.  On the “Indirect 

Expenses” page, enter the indirect expenses by category. When all indirect expenses have been entered, click 

the “Save” button at the bottom of the page. 
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A message will appear at the top of the page confirming that the indirect expense information was 

successfully saved. 

 

 

When all Direct Expenses and Indirect Expenses have been entered, click “Files” to upload supporting 

documentation such as contracts, invoices, and proof of payment. Files can be uploaded using the “Upload 

files” or “drop files option.”  

 

 

 

 

Once the files are uploaded, click the “Done” button. 
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To upload additional files, click the “Add File” button. To delete a previously uploaded file, click the trash 

can icon  . To preview a file that has been uploaded, click the preview icon . 

 

 

 

 

 

The fields on the “Subscriber/Customer Information” and “Additional Information” tabs are not visible 

unless the percentage completion is 100%. 
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Attest and Submit 

Awardees must certify the information being provided with each payment request. Click “*Attestation” read 

the statement and click the “I Agree” button. 

 
 

 

A confirmation window will appear. Click the “Proceed” button to confirm the attestation. 

 
 

 

A message will appear at the top of the page confirming your attestation. 
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Click the “Submit Payment Request” button at the top of the page to submit the payment request. 

 
 

A window will appear for you to confirm your payment request. Click “Yes” to submit the payment request. 

Click “Cancel” to go back to the payment request without submitting it. 

 

 

 

Upon clicking the “Yes” button, a confirmation message will appear at the top of the page. 
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You may check the status of your payment on the payment request status bar. 

 

 

 

 

Alternatively, on the Award Detail page click Payment Request” to view status of the payment request. If 

the status is denied, you will receive an email from Commission staff with an explanation.  
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FINAL PAYMENT REQUEST 

 

Select “100% of project completed” from the “Create Payment Request” pop-up window. 

 

 

Enter Expenses  

From the Payment Request Details page, click “Cost Summary Schedules.” Complete the Direct and 

Indirect Expenses and upload the supporting documents. Next, click “Approved vs Actual Costs.”  

 

 

Enter the “Approved” and “Actual” costs for each cost category. These costs are for the entire project.   
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The system will automatically calculate the “Difference” between the approved and actual amounts. The 

system will also automatically calculate the totals at the bottom of the page. 

 

 
 

 

When all amounts have been entered, click the “Save” button at the bottom of the page.  

 

 

 

 
 

 

A message will appear at the top of the page confirming that the record was successfully saved. 
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Subscriber Information 

 

From the Payment Request Details page, click “Subscriber/Customer Information” and enter the required 

information. When all information has been entered, click the “Save” button at the bottom of the page. 

 

 

 

 
 

 

 

 

 

 

A message will appear at the top of the page confirming that the record was successfully saved. 
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Additional Information 

 

From the Payment Request Details page, click “Additional Information” and enter the required information.  
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To enter subscriber type data, click the “Add” button.

 
 

A window will appear. Enter the required information and click the “Add” button at the bottom of the 

window. 
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To edit subscriber data, click the pencil icon . To delete subscriber data, click the trash can icon  . 

 

 
 

 

Upload all the necessary files. When all information has been entered, click the “Save” button at the bottom 

of the page. 

 

 

 
 

 

A message will appear at the top of the page confirming that the record was successfully saved. 
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Complete the Attestation and submit the final payment request. 

 

 

 
 

 

 

 

Go to the Award Detail page and click “Payment Request” to view the status of the payment request. If the 

status is denied, you will receive an email from Commission staff with an explanation.  
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AMENDMENT REQUESTS 

Amendment requests include any changes to the awarded grant’s budget, project scope, timeline, or other 

significant change to the grant award. Please see other resources for awardees including the Awardee 

Administrative Manual for guidance on amendment requests. 

On the Award Detail page click “New Amendment Request” in the upper right-hand corner.  

 

 

A “Create New Amendment Request” window will appear.  
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Select the type of request from the drop-down box and click the “Save” button.  

 

 

This will open the Amendment Details page.  

 

 

 

To upload supporting documents, such as new budgets, timelines, or maps, click “Upload Files” or “drop 

files.”  You may upload multiple files.  

Once you have uploaded all applicable files, click the “Submit” button at top right corner.  

 

 



A WA R D EE  U S ER  G UID E   

 

CA L I F OR N IA  P UB L I C UT I L I T I ES  COM MIS S ION        45 

 

 

Click “Yes” on the pop-up window to submit or click “Cancel” if cancelling the submission. 

 

 

Once the Amendment Request is successfully submitted, you will receive an email from 

grantportal.noreply@cpuc.ca.gov verifying your request has been received.  

 

You may check the status of your Amendment Request from the status bar. 
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Alternatively, go to the Award Detail page and click “Amendments” to view status of the amendment 

request. If the status is denied, you will receive an email from Commission staff with an explanation. To re-

submit the amendment request, you must submit a new amendment request. 
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HOW TO UPLOAD FILES 

Some fields are designed to upload files.  

Files can be uploaded by either clicking on the “Upload Files” button or dragging and dropping files into 

the field. 

Uploads can be Word/Excel documents, pdfs, images, or shapefiles. 

 

 

 

 

 

When using the “Upload Files” function, click the “Upload Files” button, select the appropriate file from 

the saved location, and click “Open.”  
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The Upload Files pop-up shows the progress of the upload. When the upload is complete, the “Done” 

button will turn from grey to blue. Click “Done” to attach the file and return to the window you are on.  

 

 

 

Repeat the process to attach additional files.  

The names of the uploaded files will automatically be renamed to reflect the name of the field.  
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Templates 

 

For report fields requiring templates, click the link to download the template to a location on your 

computer. Fill in the required information and upload the file.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 


	Introduction
	Contact Information and Additional Resources
	Navigation
	My Awards

	Accepting an Award
	Submitting Consent Form
	Submitting Taxpayer Identification Form

	Submitting Reports
	Creating a New Report
	Construction Progress Report
	Monthly Contractor Report
	Quarterly Report
	Annual Report

	Payment Requests
	Create a Payment Request
	Enter Expenses
	Attest and Submit

	Final Payment Request
	Enter Expenses
	Subscriber Information
	Additional Information

	Amendment Requests
	How To Upload Files
	Templates


