
Vendor Self Service Application Process 

Description: ___________________________________________
 Grant Opportunity Number:_______________________________ 

1. Go to the following link and click on the "Grant Funding Opportunities" tab:
https://prd311/wvoasis.gov/PRDVSS1X1ERP/Advantage4

2. Scroll to the bottom and identify the grant you wish to apply for. You can use the search
feature and search for the Description or Grant Opportunity Number listed at the top of this
document.

https://prd311.wvoasis.gov/PRDVSS1X1ERP/Advantage4


3. Once you have identified the grant you wish to apply for, Click on the grant opportunity
number. Next, click on the Attachments tab and download each application document
marked as standard.

4. Complete all of the required application documents before taking any additional steps in the
VSS portal.

5. After you’ve completed the application documents, revisit the link in Step 1 above, find the
grant you are applying for, and click on “Respond”.

6. When prompted, enter your VSS user ID and password. The VSS account information you
enter must be linked to the vendor number of the applicant agency. If you do not have a VSS
account, you will need to create one.

7. On the next screen, ensure that Line 1 – Government Aid is checked and click Continue in
the top right corner.



8. Enter the total amount you are requesting and any relevant comments and click Continue in 
the top right corner. 

 

9. Click Continue on the next screen, as the Service Areas section is not mandatory. 

10. On the next screen, you will complete all of the requested contact information. Once entered, 
click on Documentation Requirements in the left-hand corner. 

 

11. Once you are in the Documentation Requirements section, you should upload all grant 
documents you completed in Steps 4 and 5 above as individual attachments, rather than a 
single attachment. Once all documents are uploaded, click Continue. 

 



12. Review the information you entered on the next screen. After confirming the information is 
correct, click Submit Application in the right corner. You should receive a message 
indicating that the application was successfully submitted. 

 

13. Please notify your JCS program specialist that the application was submitted. A hard copy of 
the application should also be mailed to JCS. 


