
 How To Apply 
 Using Wayne Metro’s New Portal for Organizations 

 First Time Users 

 Please navigate to the portal here:  https://caspio.wmcaa.us/orgs_portal/  and create an account 
 for your organization by clicking on “register here”. 

 On the resulting screen, fill in the name of your organization and the name of the contact person 
 in charge of the application. Also provide an email address and create a password. The email 
 address provided here will be your organization’s username moving forward. 

https://caspio.wmcaa.us/orgs_portal/


 You should see a green success box if your registration was successful. You may now enter 
 your username (email address used in the previous step) and the password you just created 
 and click “Log in”. 



 Troubleshooting:  An email address can only be used once to create one account. 

 Returning Users 

 Please navigate to the portal here:  https://caspio.wmcaa.us/orgs_portal/  and login to your 
 existing organization account by filling in your username and password then clicking “Log In”. 

 You will be taken to your Applications page. The example organization below has an application 
 in progress for the FY23 Seeding Wayne County Grant. 

 There are three parts to the application: “Proposal”, “Budget” and “Uploads and Certification”. 
 Click the blue links to access them. Each part will open in a new window. 

 Proposal 
 The proposal includes four sections. Complete the sections entirely. Be sure to click the purple 
 Update button at the bottom of the page to save any changes you have made. 

https://caspio.wmcaa.us/orgs_portal/


 After you have clicked Update, you will see a confirmation message. 

 You may close the window. If you need to make more changes, go ahead and open it again. 

 If you do not receive the “Data was updated successfully” message, there may be errors on the 
 form. Scroll up and look for red text indicating what is missing. 

 When you think you are done with this section, click the “Check for completion” checkbox at the 
 end and click the purple update button. 

 If there are any errors on the form, you will be alerted by red text. Please resolve the errors and 
 click the purple Update button again to save. In the example below, a phone number is missing. 

 Budget 
 Please provide your proposed budget details. There are ten Sample Items to start with. Click the 
 edit button on any row to update it. 



 Use the dropdown menu to edit the Item name. Enter a number in the amount column and then 
 provide a short description. 

 Click the Update button at the end of the row to save your changes. 

 As you add items, the Total at the bottom will update automatically. Please make sure that the 
 Total matches the full amount requested in the proposal before finalizing your application. 

 Uploads and Certification 
 This part includes two sections. In the first section, upload the requested documents by clicking 
 “Choose File”. 



 Select the file you want to upload from the file picker, and click “Open”. Then be sure to click the 
 Update button at the bottom of the page to save your changes. 

 There are only 4 required documents to upload. But there are three additional file upload boxes 
 in case you need more space. 

 In the Certification section, mark the checkboxes to confirm you understand the various 
 statements. Then type your name in the Signature box and add the date. 

 Be sure to click the purple update button whenever you make changes to save your work. 

 When you think you are done with this section, click the “Check for completion” checkbox at the 
 end and click the purple update button. 

 If there are any errors on the form, you will be alerted by red text. Please resolve the errors and 
 click the purple Update button again to save. In the example below, a file upload is missing. 

 Finalize and Submit the Application 

 When you have finished all three parts and are ready to submit your application, click the Edit 
 button on the Application row. 



 A checkbox will appear under the Finalize and submit application header. 

 Check the box and then click the blue update button. 

 The application row will disappear from your “Applications In Progress” list and appear on the 
 “Completed Applications” list below. 

 You can open a copy of your application and submitted budget to save them for your records by 
 clicking on “View” and “Budget”, respectively. 


