
Applying for the Service Insights Reimbursement Grant: Step-by-Step 

Instructions 

Step 1: Submit an Application 
1. If you do not have the grants platform bookmarked, access it by going to our website 

(www.foodbankst.org), clicking on “For Partners” in the top right, and then the “Grants” icon. 

Then click “Link to Grants Management Platform.” 

 

 

 

 

2. Log in OR create a new account if your agency doesn’t have one. Most of your agencies should 

have accounts because you’ve already submitted the partner agency renewal application, 

HPNAP applications, and more. 
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3. Click “Apply” at the top of your Applicant Dashboard. 

 

 



4. Find the “Service Insights Reimbursement Grant.” NOTE: this will most likely NOT be the first 

grant that appears on your page. 

 

Either search “service insights”… 

 

…or scroll down until you see the correct grant. 

 



5. Make sure you are in the correct grant application. 

 

 

6. Fill out the three pre-screening questions. After that, the rest of the application will appear. 

 

7. Continue filling out the application until you get to the end, and then click “Submit Application.” 

 

If it won’t let you submit the application, you probably missed a required field. Scroll 

back through the application and look for anything with a red box around it. Then try 

again. 

 



 

 

Also, you may run into issues uploading quotes if the file size is too large. You are only 

allowed 3 MB per upload. If you have a file larger than this, are there any extra pages 

that could be cut out? You can always try to resave the file with fewer pages. 

 

8. Once you successfully submit, you’ll see a page that says, “Your application has been 

submitted.” Click Continue.  

 

You’ll be brought to your organization’s homepage where you can see all the applications you 

have in process. 

 

You will be unable to make edits at this point, so if you realize you forgot something, please 

reach out to serviceinsights@foodbankst.org and we can reopen your application. 

 

Step 2: Provide Additional Information If Necessary 
Now FBST will review your application. If it seems incomplete and/or we need additional information, 

we will add administrator comments and send you an email (from the system) with the subject line 

“Service Insights Grant Application Incomplete.” 
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1. Log in and click “Edit Application” for the appropriate application.

 
 

2. Look for any administrator comments. They’ll have a blue bar on the left side. Make any 

requested edits/additions. If you’re having issues uploading files, you can always email 

serviceinsights@foodbankst.org and we can upload them for you. 

 
 

3. When you are finished, submit the application again. 

 

 

Step 3: Sign Your Award Letter 
1. Once FBST has decided on your award, you will receive an email from the grants system with the 

subject “Service Insights Grant Award Letter.” Read it carefully because this is the only place 

where you will be able to see the amount you have been awarded (in total and for each item 

specifically). 

2. Log into the grant platform and scroll down until you see the Service Insights Grant Application. 

It should have an Award Letter listed under Follow Up Forms. 

3. Click “Edit” on the far right. 
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4. Complete the form and click “Submit Follow Up” at the bottom of the page. 

 
 

5. Then click “Continue.” 

 

 

Step 4: Provide Equipment Documentation 
*If you were ONLY awarded monthly internet funding, you will not be assigned this step. 

1. If you were awarded equipment funding, you will receive an email from the grants system with 

the subject “Proof of Purchase (Equipment ONLY).”  

2. Log into the grant platform and scroll down until you see the Service Insights Grant Application. 

It should have Proof of Purchase listed under Follow Up Forms. 

3. Click “Edit” on the far right. 

 

4. Fill out the form, uploading at least one file. If you have issues with the files being too large, 

follow these suggestions to reduce them. You can always email them to 

serviceinsights@foodbankst.org if needed and we can upload them for you. 

5. Then click “Submit Follow Up,” and “Continue.” 
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If you did not receive funding for monthly internet fees, this is the end of your process. Expect to 

receive a check in the mail within the next few months. Thank you! 

 

Step 5: Provide Internet Documentation Twice Per Year 
*If you were ONLY awarded equipment funding, you will not be assigned this step. 

1. At two times throughout the year, you will receive an email from the grants system with the 

subject “Service Insights Grant – 1st/2nd Half Documentation.”  

2. Log into the grant platform and scroll down until you see the Service Insights Grant Application. 

It should have the appropriate half’s documentation form listed under Follow Up Forms. 

3. Click “Edit” on the far right. 

 

4. Fill out the form, uploading at least one file. If you have issues with the files being too large, 

follow these suggestions to reduce them. You can always email them to 

serviceinsights@foodbankst.org if needed and we can upload them for you. 

5. Then click “Submit Follow Up,” and “Continue.” 
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Appendix 

Reducing File Size for Upload 
1. If it is a Word document, go to “Print,” and then select “Adobe PDF” as the printer. Then specify 

which pages you want to include. 

 

 

2. When you click “Print,” a “Save As” dialogue box will appear. You can choose what to call your 

document and where to save it, and then click “Save.” Now try reuploading it! 
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