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Step-by-Step Applicant
Guide



Applicant Steps

All applicants will follow a series of steps to create and submit their proposed project
application. Every applicant must:

1. Register and/or Login
2. Complete the Applicant Organization Profile
3. Submit an application:
e Answer applicant questions
e Complete the Objective Template (if required)
e Complete the Budget Template (if required)
e Save & submit application
4. How to open and print application reports

This step-by-step guide will help applicants navigate GrantVantage, personalize their Applicant
Organization profile, and submit their fully customized unique Project Application.
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Applicant Training

Grantvantage Step by Step Guide

Step 1: How to Login/Register an Applicant

1. Click Log In =] . From the Log In screen, new users must register into the system.

GrantVantage Funder Portal Log In
+

Announcements

Announcement Name of Funding Announcement Number ﬂ Sort By v = n

Better Education for Neighborhood Kids

Fund Amount: $3,000.00

Application Type
Initial

[ 05-30-2021, 6:00 PM MDT
8 05.29-2023, 6:00 PM MDT

D View

2. Enter login credentials and select Log In.

GrantVantage

LogIn

User Name *

example@email.com

Password *

Remember Me Forgot Password?

Powered by @

Login With:

Or
Optional: Click Register and complete the Registration form.
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GrantVantage

Log In

User Name *

example@email.com

Password *

Remember Me Forgot Password?

Powered by @
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GrantvVantage

Applicant Training
Step by Step Guide

Homepage

On the homepage, you can view all published funding announcements and navigate to

submitted applications or the applicant organization profile.

Use the search bar to choose an announcement. |

Choose the view display
for the announcement

Applicant
I Announcement Name or Funding Announcement Number
Yoda Property Manager

rj Funding Announcement Better Education for
Neighborhood Kids
My Submitted Application

F Amount: . i H
My Applicant Profile und Amount: $3,000.00 Displays the basic
announcement
< | information. You
y i can view the
gcive Application Type
Initial announcement.

Sort By v = H

Funding
Announcement

Funding Amount
Newly Posted

Closing Soon

&1 Inactive

W 05-30-2021, 6:00 PM MDT
W 05-29-2023, 6:00 PM MDT

a Documents

Contacts

Use the Sort By
drop-down list
to sort the
announcement.

Figure 4: Homepage
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Step 2: Complete the Organization Profile

1. Complete the Applicant Profile. Select My Applicant Profile and add Organization
Information, Physical & Mailing Addresses, Users, Contacts, and Documents.

Applicant My Applicant Profile : Yoda Property Manager
Yoda Property Manager
Organization Information Address Users Contact Documents Award Status
Funding Announcement
Organization Name * EIN

My Submitted Application

Yoda Property Manager

<& My Applicant Profile

® Remember to always save your work!

Figure 5: Fill Out Applicant Profile

+

@ Note: As the Primary Applicant User, you may add a secondary Delegate User with
separate login credentials to help you complete the application.

o+ New | Create a user
Users
‘ ' -
] Narme Confidential Question Email o ization Unit
Yoda P rh

Sun Shine sshine@applicant.com Mc;naag;cr)pe Y o
Donald Duck 7 dduck@applicant.com Loacll.l’n:;’;r:peny °

Total: 2 M4 o LI | 10 v
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Step 3: How to Apply

1. On the Applicant Dashboard select (53 View to see the Funding Announcement.

GrantVantage = Funder Portal

Applicant

Announcement Name or Funding Announcement Nurrn
‘Yoda Property Manager

Funding Announcement Better Education for Neighborhood Kids

My Submitted Application
Y = Fund Amount: $0.00

My Applicant Profile Application Type
Initial

Users
™ 05-30-2022, 6:00 PM MST

Contacts ™ 05-29-2023, 6:00 PM MST

Documents B Save

Figure 7: Funding Announcement — View

2. On the Funding Announcement page, select 3 Apply.

A 2 ®SUN

(®cClose @ PrintPDF @ Attachments
Better Education for Neighborhood Kids

Funding Announcement Title: Better Education for Neighborhood Kids
Funding Announcement Number:

Announcement Type: Initial

Open Date: May 29, 2021, 6:00 PM MST

Close Date: May 28, 2023, 6:00 PM MST
Announcement Narrative:

It is import to provide education for children with more resources like supplies, libraries, etc. More resources will
boast children's excitement for learning and improve their test scores.

Figure 8: Apply to Announcement

3. Answer Questions

@ Note: Once you complete a tab item, the red x next to the name turns into a green
checkmark. Make sure all questions are complete.
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a. Use the hamburger menu to see all the questions.
Tip: The questions are color-coded to indicate the completion process.
e Blue —The question is in progress.
e Gray - The question needs to be viewed.
e Green —The question is complete.

Complete the tabs in any order. Once you have completed
a tab item, the red x turns into a green checkmark.

%] Savelo Finish Later [ Application Report ¥ x

Use the hamburger menu
to see all the questions.

Application €@ Objective Template & Budget Template &

View All Questions Ej -«

x

Use the arrows to Program Plan - Confidentia )
navigate each @ Pt Proposs 1 0% Complete @0
Waterways
Production Systems
Question 1 of 1 @ Show Instruction

(] Applicant Answer: Not Applicable i@ Save

Does your organization provide resources?

B Choose File To Upload

Figure 9: Use Hamburger Menu
b. Use the arrows to navigate the questions.

B Save © Finish Later [ Application Report 9 %

Application @ Objective Template & Budget Template &

View All Questions =

Use the arrows to
Use the arrowsto | .|| navigate the questions. [*——[ °]

navigate each - Category 1 of 1 0% Complete &0
question category. Resources
Resources
Question 1 of 1 @ Show Instruction

D Applicant Answer: Not Applicable @ Save

Does your organization provide resources?

B Choose File To Upload

Figure 10: Use Arrows through Questions
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Applicant questions must be 100% complete before application submission. You
can also view documents attached to the application.

Displays the total amount
of documents attached to
the entire application.

g

B Save © Finish Later [ Application Report

0% Complete

Category 1 of 1

Resources
Resources

Question 1 of 1 @ Show Instruction D Agplicant Answer: Not Applicable

B save
Does your organization provide resources? Dlsplays the
B Choose File To Upload total Completl on
of the questions.

Figure 11: Question Completion
4. Complete the Objective Template.

a. Click the Objective Template tab to add goals, objectives, performance
measures, and grant activities. If goals are required, each objective must be
associated with a goal.

@® Note: The performance measures and grant activities must be associated with
an objective.

B Save @ Finish Later [ Application Report x

Command bar

||

Application © Objective Template @  Budget Template ©

oou m.r,ua Add a goal

Goal Name Goal Description Start Date End Date

Goal 1 06/01/2021 05/31/2022 & E
- X
r PO v — Add an objective

g

Edit tool Delete

Objective Descrption Manager Start Dato End Dato ‘ tool

Objective Objective
Number o Name

To B y
1 Cbjective Objective Description 1 . 06012021 05/31/2022 m
Determined

"'"""‘“'“““"’“““’ o]l pdd a performance measure

» | GrantActivities (1) + Add N"WE

Click the arrow to
expand the list.

Add an activity

Figure 12: Objective Template
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b.

Click Save Objective. The Objective Template is saved and locked. The objectives
must be saved and locked before you can submit the application. Click Return to
Draft to unlock the Objective Template again to make changes. You can go in
and out of draft during the application process.

Application Objective Template € Budget Template ©

Save Objective Objective Instructions

}

Application & Objective Template & Budget Template &

Return to Draft Objective Instructions

Figure 13: Save/Return Objective Template

5. Complete the Budget Template.

a. Applicants can enter a complete budget by selecting the Budget tab from the
Application Navigation. Edit and customize your budget by using the Budget Edit
Tools. The Budget Edit Tools allow applicants to fully customized each budget to
their unique project. Add new parent and sub-categories by selecting the +,
change a category’s placement by using the arrows, modify budget category
names with the edit tool, and delete by selecting the trashcan.
vear | Year1 . Use the drop-down list
to choose a budget year.
Budget Categories Direct Cash Match  In-Kind Match Total Leveraged
BN Fringe a Fringe:
~Supplies S:;‘:: rNEZ+T $0.00 $0.00 $0.00 $0.00
~Widgets o Lasar Mouse | TvE+E I $0.00 $0.00 $0.00 $0.00 Type in amount in
&N Laser Mouse B“:Uv::ﬁ:w:;:w cells that are white.
en Widgets - other BUdSEt
BN Supplies - other tOOIS
Total $0.00 $0.00 $0.00 $0.00 $ 0.00_
BN Fringe
« Supplies
~ Widgets Single-click the green

BN symbol next to a
category to display

BN Laser Mouse

dgets - oth .
S - omner budget calculations and
BN Supplies - other the budget narrative.
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b. Once your budget is complete, select Save Budget to save and lock the Budget
template. The budget must be saved and locked before you can submit the
application. Click Return to Draft to unlock the Budget Template again to make
changes. You can go in and out of draft during the application process.

Application © Objective Template © Budget Template @
Save Budget Budget Instructions
Application @ Objective Template & Budget Template @

Return to Draft Budge o

Figure 15: Save/Return Budget Template

c. View the Budget Instructions for specific guidelines to prepare your budget for

submission.
View the Budget
Year  Year1 v specific guidelines
to prepare your
budget for
Budget Categories Direct Cash Match  In-Kind Match Total Leveraged L.
submission.
BN Fringe
~Supplies rvEE+E $0.00 $0.00 $0.00 $0.00
~Widgets TNE+E $0.00 $0.00 $0.00 $0.00
BN Laser Mouse
BN Widgets - other
BN Supplies - other
Total $0.00 $0.00 $0.00 $0.00 $0.00

6. Applicant questions must be 100% complete and the Objective and Budget Templates
are saved for the =» Next feature to unlock. This will be indicated by the green
checkmarks next to each tab.

B Save © Finish Later [ Application Report | NEXT o ox

Application @ Objective Template & Budget Template @

Return to Draft Budget Instructions
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7. On the project details page, enter the Project Name, Requested Amount, Project
Summary, and all required personnel. Once all details are entered, applicants may select
PP Finish.

B Save @ Finish Later [ Application Report € PREVIOUS | M Finish « %

Figure 18: Go to Submission Page

8. On the final page of the application ensure you have fully answered all questions and
submitted all documents before selecting Submit.

B Save @ Finish Later [ Application Report € PREVIOUS g ox

You have completed the grant application questionnaire process.

« Select PREVIOUS to go back and review or edit your answers.
= Select Application Report to view a printable summary of your application.
« Select Cancel to save and resume later. Your answers have been saved.

« Select SUBMIT to complete this application. This action is not reversable.
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Step 4: Open and Print Report

At any point during or after the application process, Applicants may view a complete report of
the questions and answers.

1. From the site map, click My Submitted Application. Single-click the blue arrow to
display the Application, Objective, and Budget reports.

Applicant

Yoda Property Manager

Funding Announcement

@ My Submitted Application

My Submitted Application
~
Click the ProjectName  Amouncemert D Rameesd Suwe ot Ol
red arrow —
[ L) SUBMITTED
to expand —
there ports_ Report Name Report Type Report Creation Date
Application Report QOriginal Application Report 12/14/2021
Objective Report QOriginal Objective Report 12/14/2021
Budget Report Original Budget Report 12/14/2021

Figure 20: Access Reports

2. Select Application Report to open.

My Submitted Application

=

Name Award/Denlal  Awarded
Projeck Date Stm e Amount
L3 SUBMITTED

Report Name Report Type Report Creation Date

Application Report Original Application Report 12/14/2021

Objective Report Ornginal Objective Report 12/14/2021

Budget Report Qriginal Budget Report 12/14/2021

Figure 21: Select Application Report
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3. Once the Report popup opens, users may view questions and answers or select Print
PDF for a downloadable copy of their application.

Review Report

Applicant
information

Applicant Organization:
Project Name:

Funding Announcement:

d Amount:

Project Summary: Help the community.

Yoda Property Manager

Community Project

Better Education for Neighborheod Kids

$656.88

& Print PDF = Minimize

Vel
| Close the popup |®

Total Application Score: 232/1384

Displays reviewer’s
name, comment,
and score to the
applicant questions.

Section Name: sec

Sub Section Name: sub-sec

Total Section Score: 232.00/1154

1. Applicant Question: picklist

Applicant Response:
r

ReviewerComments_Scores:
Individual: Hugh jack man

Looks good

2. Applicant Question: checklist
Applicant Response:
. cl

.2

ReviewerComments_Scores:
Individual: Hugh jack man
Looks good.

‘QuestionScore: 12/30

1230

QuestionScore: 30/50

30/50

Figure 22: Review Report
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