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CREATING AN APPLICATION

Upon completing registration and accessing the system for the first time, you will land on the Apply
Page. This page will show you any currently open opportunities that you can apply for, as well as any
relevant deadlines and other applicable information related to them.
e [f you've been provided an access code, you may enter it in the upper right-hand corner to
reveal the opportunity you have been invited to apply to.
® You can preview the application without having to save any work by clicking on the “Preview”
button.
e To start a request, click on the blue “Apply” button under the opportunity you’d like to apply to.
o Clicking Apply will take you into a form to complete and submit. Depending on the
Foundation the form will likely be an LOI or Application. In this example, you are taken
directly into the application.
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This is where the process description would appear.
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Once in the form, note that your contact and organization information automatically populates at the
top of the form.
e You may update your contact information and view your email history.
o If the Foundation allows applicants to update organization information you will see the
edit icon next to the Organization Information.
o If not, you must contact the Foundation directly to change organization information.
e If you’'d like a PDF copy of the application, you can click the Question List button.
® Once you’'ve completed the form, you may click the Application Packet button to download a
copy of the questions and your responses.
e (NEW starting 6/12/18) Please note that if the form has a specific deadline it will be listed at the
top of the form.
o Depending on the Foundation you may or may not be able to submit after the deadline
has passed.
m If the past due message is reflected in orange, you may still submit the form.
m If the past due message is reflected in red, you no longer have the option to
submit the form.
e If you are not allowed to submit, you will receive a message should you
attempt to submit.

Work your way through the form responding to the fields.
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o Note that any fields with an asterisk are required fields and must be completed prior to
submitting an application.

® Asyou complete the form, the system will auto-save every 100 characters typed or every time
you click out of a field.

® You may collapse question groups as you go, once you’ve finished all of the questions in that
group, as an indicator to yourself that you’ve completed that section and reduce scrolling.

e Some fields have character limits.
o0 Responses that are longer than the set limit will be saved, but an error message will

appear informing the applicant the the limit has been exceeded.

m  You will not be allowed to submit the form until the length of the response has

been decreased in accordance with the limit.
e File upload fields will only accept one file, per field.
o0 Upload fields have size limits.

m If you attempt to upload a file that is larger than the set MiB limit, you will
receive an error message informing the applicant that the file is too large and
the file will not be saved.

o Upload fields may also have File Type restrictions.

m If you attempt to upload a file type in an unaccepted file type acceptable file
type you will receive a warning that the file type is not acceptable and you will
not be able to upload the file.

o Once a file has been uploaded, it may be deleted by clicking the red X next to the file
name and a new file can be uploaded.

e Even though the system is auto-saving there is still a “Save” button at the bottom of the form.
o When you click save you are taken to a confirmation page so you know the save was

successful.
m If you click “Continue” you will be taken back into the form so you can continue
working.
m If you save and exit the system, you will access the draft of the form from your

Dashboard the next time you log in.
® Pick back up where you left off by clicking “Edit” link to the right of the

request.

® You may abandon the request if it is the first form to be submitted for this request.
O Once the first form, either an LOI or Application, has been submitted you must contact
an administrator to withdraw the request from consideration.
O After selecting Abandon Requests, you must type in Abandon Request and select OK
o The request will then be visible in the Historical Requests tab just as it would if an
administrator had abandoned the request.

When all of the fields are complete, submit the application.
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e If any required fields were not completed, or a response to a text question type is longer than
the set limit, the system will not allow the form to be submitted.
O An error message appears listing the fields that need to be completed or edited.
o0 These fields are outlined in red so they are easy to identify as the applicant scrolls
through the form.
e When a form is submitted successfully, the applicant will be taken to a confirmation page.
o When the you click “Continue” you are taken to your dashboard where you can VIEW
your submitted request.
o Note, that once an application has been submitted you can no longer edit it.
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