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Online Application Tutorial
Accessing the Online Application

The Business Support Fund online application is accessible on the City’s 
website: www.cityofpleasantonca.gov/eddsupportfund.

Click on Apply 
Online Here to 
access the online 
ZoomGrants 
application portal

http://www.cityofpleasantonca.gov/eddsupportfund
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Setting Up Your ZoomGrants Account

Applications will only be 
accepted through 
ZoomGrants. Set up a New 
ZoomGrants Account (box on 
the right side of screen). See 
instructions on Setting Up Your 
ZoomGrants Applicant 
Account. 

You will receive a 
confirmation email 
once you set up 
your account.

http://help.zoomgrants.com/index.php/zgu/setting-up-your-account-and-creating-applications/
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Starting Your Application

Fund Information:
The Fund Description, Eligibility and 
Restrictions are provided on the 
application. After reading these sections, 
you may close the boxes by clicking HIDE 
DESCRIPTION, HIDE ELIGIBILITY and 
HIDE RESTRICTIONS. 

To display these sections, click SHOW 
DESCRIPTION, SHOW ELIGIBILITY and 
SHOW RESTRICTIONS.

You may access Reference 
Documents by clicking on the tab at 
the top. There are two reference 
documents available located under 
the three sections noted above.
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Contact & Business Information

Next, you will provide your 
Business Information and 
Business Owner information. 

Scroll down to Contact 
Information. You will be 
asked for your Business 
Name and Applicant 
Information.
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Application Questions 1-8

Business Information:
The application now asks questions 
regarding business ownership 
and type of business.

Next, you will describe your business 
activity, whether your business is 
located in Downtown Pleasanton and 
the number of employees, both full-
time and part-time employees.
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Application Questions 9-14

Impact of COVID-19:
Next, you will be asked to 
describe the hardship that 
has resulted from COVID-19, 
when it began and how you 
envision impacts over the 
next 30 days.

You will have a limit for the 
number of characters. A count is 
kept at the bottom of the text box.

Finance Information:
You will be asked to enter 
your Business License 
Number. A website and 
contact phone number are 
provided for assistance.
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Application Questions 15-16

Certifications and 
Disclosure of Information:
Check all boxes to 
acknowledge that you agree 
with these statements.

All boxes must be checked 
to complete the application.

Click Next to Continue
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Required Documents

Applicants are required to submit three 
supporting documents as noted in the 
Instructions. Please read instructions carefully.

To download the templates: 
Click the orange links under the document title.

Complete the document. It is recommended to 
‘PRINT’ the document as a PDF instead of 
‘SAVE.’ Since it is a ‘fillable’ PDF, sometimes 
when you ‘save’ it, the information you entered 
disappears when you upload and it’s blank. 

To upload your completed documents: Click 
on the Upload button and following instructions 
in the window to upload the document.

Once you refresh the page, the document will be 
listed under Uploaded Documents. Click on 
each document to make sure each form is filled 
out AND signed.

There is no template for the last document. We are asking you to show that you applied for federal or state assistance, i.e. 
EIDL Advance, Paycheck Protection Program (PPP), etc. This could be an email confirmation received from SBA or a lender 
confirming receipt of your application. We do not need a copy of the application. You also are not required to have been 
approved but just that you have made efforts to apply.
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Review  & Submit Your Application

Once you have uploaded the three required documents, click Refresh Page at the top of the page.

You can review your answers by clicking on the tabs for each section. Responses are required for each question. If a 
question is left blank and you hit Submit Now, the program will inform you which question is missing an answer. 

If you would like to Print/Preview your application, click on the button on the top right.

Ready to Submit: When you are ready to submit your application, click Submit Now at the top of the page.

This section will appear where 
you will place your initials in the 
box as an acknowledgement of 
the statement.

Then click Submit Now.
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Review  & Submit Your Application

Submission Success!
After you submit your 
application, you will see a 
confirmation box where you 
can download a PDF copy of 
your application.

Email Confirmation
You will receive an 
email confirmation 
that your application 
has been submitted.
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Guidance and Assistance

Guidance
 You do not have to complete your application in one sitting.  Your responses are 

automatically saved. When you log out and log back in, you can access your 
application by clicking on the application title.

 There is a Frequently Asked Questions (FAQ) document on the City’s Business 
Support Fund webpage at www.cityofpleasantoca.gov/eddsupportfund that may 
answer questions you may have.

Assistance
 You can email econdev@cityofpleasantonca.gov if you have a question that is not 

addressed in the FAQ. City staff will make every effort to respond within 24-48 
hours.

http://www.cityofpleasantoca.gov/eddsupportfund
mailto:econdev@cityofpleasantonca.gov
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