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Accessing e-Cimpact

Requirements: All you need to access e-Cimpact is a computer with an internet connection and current
version of web browser (example: Internet Explorer, Firefox, Chrome, Safari)

Direct access to the agency site is: https://agency.e-cimpact.com/login.aspx?org=03010F

Please bookmark the address to easily access e-Cimpact at your convenience. In the event you land on the
generic agency login page that requests an Org Code, please enter 03010F

Please note that your specific site may differ slightly from example images depending on which features your
United Way is using or potential site updates.
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Agency Login

Now that you have accessed the Agency site, it is time to login.
For New Organizations:
Currently, the default agency username is the email address of the agency’s primary contact.

The first time you login, the password will be pwd123. Once logged in you will be automatically prompted to
change your password.

For Others: if you do not know or remember your username and password, please use the ‘Forgot Your
Password?” link on the login page or contact Heidi Hanson-Sobek.

Step 1: Enter your username and password

Step 2: Click ‘Sign In to our Secure Server’ or use the enter key.

S[qr]—“’] Step 1: Enter

.
Please sign in to your account. Username and

€ IMPACT e

Community Impact Management

AGENCY 5ITE

¥ Step 2: Click 'Sign
in to our Secure
Server’

Forgot your password?

Don't have an account?

New to e-Cimpact?

Create an account to apply for available grants

Thawte
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Forgot Password
Step 1: Click ‘Forgot your password?’ on the agency login page.

Sign-In

Please sign in to your account.

‘ User Name ‘

‘ Password ‘

Sign in to our Secure Server

Forgot your password?

Step 2: Enter your username

Step 3: Select ‘Auto-Generate my Password’

Sign-In

Please sign in to your account.

0 Please enter your Username.

Auto-Generate my Password

Step 4: Check your email, return to the login page and procede to login. If you do not see the
email in your inbox, be sure to check the ‘junk’ folder. If the email is not in either, please
contact Heidi Hanson-Sobek.
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Registering a New Agency

Registration is required for all agency applications — one registration per agency — each agency may apply for
more than one program.

Step 1: From the agency login page select ‘Create new agency account’

Sign-In

Please sign in to your account.

e IMPACT

Community Impact Management

AGENCY SITE

Forgot your password?

Step 1: Click here to
create a new
Don't have an account? account

New to e-Cimpact?

Create an account to apply for available grants

Step 2: Please read all directions carefully, and then click ‘Next’ to continue with your
registration process.

: Letter of Intent / RFP pre-qualification process!

sgister and request an application for the current funding round. Please be ready to enter your agency's EIN, contact information, and mission
pplication request requires that you succesfully complete a pre-qualification test to determine your agency's eligibility.

Step 2: Read all 4
directions, then click m
‘Next'

@ Cancel and Retum to Login Page

e-CImpact™ Community Impact Management
© 2015 Powered by Seabrooks.

Step 3:
Please enter all required information regarding your agency. Then proceed to the next page.
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*EIN — the system will automatically validate your EIN, confirming you do not already have an e-Cimpact
account. The system will also automatically enter any information linked to the EIN entered.

Agency

@ Fiods merkec with an * are reqired fields.

Please enter your Agency information in the fields below, including the agency Primary Conzact information then select 'Next! at the
bottom of the page ta continue.

Agency Account Information
EIN: *

PAgency Neme:*

Website URL:

Account

Descipton:

Limitus to 750 characters (0 used).
Mission Statement:

Limitus to 750 characters (0 used)

Address

Address Type:* Mailing
Address Line 1:¢

Address Line 2:

City.*

State:* Hewaii

Zip Code:*

Email Address

Emai Address Type:* Main

Email Address *

Phone Number

Phowe Number Type:* [ Main
Phore Number:*

Primary Contact

Contact Type:* Bxecutive Diractor
First Name:*
Last Name:*

Job Title:

Preferred Login

Enter your
characters
not contai

d to ensure that you have entered it carrectly. Your Password must be between 6 and 15
racter from 2 of the groups of alpha, numeric, or special characters. Your Password may
any white-space.

Please note what
username and
password you

~ abxdefg create.

- pagsnc

- 123436

- abcdefgl 5

- abc23 (invald, less than 6 characters)

Password

Step 3: Enter

Preferred User Name:* required
Pacsword* information, then
Confim Passuorc:* click ‘Next'

@ Cancel znd Retun to Loqn Page

Step 4: Select a grant application you would like to apply for, and then continue to the next
page.
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Please review the list of currently available Grant Applications below.

Select a grant from the list to request an application. Some grants may require pre-qualification information be provided.

The Youth Philanthropy Project is transitioning to a formal partnership betweaen The
Community Foundation and HandsOn Project. The purpose of this partnership is to

ack further enhance the quality of the experience for participants and to further expand our
reach to youth throughout the region.

@ i The Best Grant Ever
0 You would be remiss if you did not apply for this....

Step 4: Select an

Application, and then -m

click ‘Next’

() [ The Youth Philanthropy Project
' g’ﬁ“

@ Cancel and Retum to Login Page

Step 5: Please answer all qualification questions, and proceed to the next page.

If your agency passes the initial qualification questions, you will then move on to confirm your registration. In

the event your agency does not qualify, you will be provided information on who to contact should you have
any questions.

Agency Qualification Form

Customizable instructions can be entered here.

Step 5: Answer

Qualification
Section 1 Quiestion, then
Does your organization have a 501c3 rating? (answer 'Yes' to Qualify)...... Click ‘Next

@ Cancel and Retum to Login Page

Step 6: Review all agency information entered, and then click ‘Confirm Registration’
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Please Review the information below for accuracy.
EIN: SB7774568

Agency Name: 123 Test Agency

Additional Agency Account Information Summary
Description:

Accredited: © yes = No
Mission

Statement:

Agency Information Summary

Address: 123 Main Street

City, Ilinois

45654

(Mailing)
Email Address: info@email.com (Main}
Phone Mumber:  (555) 666-3333 (Fax)
Primary Contact Information Summary Step 6: Review your |
Contact Mame: me me (Executive Director) agencfes

information, then

Preferred Login 'Comp[ete
Username: 123agency Registratiﬂn'
Passwiord: R R R R RR R R
Request Summary i

The Youth Philanthropy Project

The Youth Philenthropy Project is transitioning to a formal partnership between The Con munity Foundation and HandsOn

Project. The purpose of this partnership is to further enhance the guality of the experiencs for participants and to further
expand our reach to youth throughout the region.

——

Complete Registration

@ Cancel and Retum to Login Page

Once your registration is completed you will be able to print your confirmation page. You will also receive a
confirmation email.
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Common Navigation

The navigation links in e-Clmpact are consistent throughout the site.

Save/Update: Refreshes the page while saving any changes made to your
data.

B Save/Update Save and Return to Previous Page: Returns you to the page last visited

while saving any changes made to your data.

:: Save and Return to Previous Page
Cancel and Return to Previous Page: Will return you to the previous
page and will NOT save any changes made to your data.

% Cancel and Return to Previous Page

Changing the Font Size: Located in the upper right-hand corner of the

Font Sige: A agency site, click the large ‘A’ to increase the font size. Click the smaller ‘A’
to decrease the font size.

@ Fields marked with an * are required fields.
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Agency Site Home Page

From the home page you will be able to access all parts of the agency site. There are four basic sections:

1. Account Management
2. Agency Information
3. News, Events, and Calendars
4. Applications and Resource Center
Hello, Rose Ogihara  Change Password | User Profile | Signout (Session time remaining: 16:27) Font Size: 2 A
1. Account
e IMPA( a I ' Management _
Community Impact Management
2. Agency
Information
Home Application Training - Agency Site
Agency Profile Thursday, February 28, 2013 @ 7:45 AM - 10:45 PM
Additional Tnfa Please RSVP for this Meeting! -
Users
Mission Statement Calendar
Brolect Profies < February 2013 B4 Today's Schedule: Thursday, February 14, 2013
Current Meeting (1 12 Schedule for February
Meeting Archive (1) 3 4 5 6 7 8 o + Mone Scheduled E3 NEWS,d
e v i vents, an
On-Site Visits Archive (1) 0 11 12 13 i5 16 : ¥
Calendars
Request Grant Application 17 18 19 20 21 22 23
24 25 26 27 28
Resource Center
Agency Reports (1)
—CImpact Agency Training
ﬁamﬁ am B Our Work through Initiatives 2
African American Initiative Update
- This exciting program supports community-wide efforts to nurture young, at-risk African American boys as they develop into successful
4. Application young men.
and Resource Immunization Initiative Update
Center This nationally-recognized program is getting kids in underserved communities the immunizations they need to stay healthy.

Account Management

Change Password | User Profile | Signout (Session time remaining: 17:44)
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Change Password
Step 1: To change your password, select ‘Change Password’

Step 2: Enter the old password

Step 3: Then enter the new password two times.
Password Rules:

e Must be between 6 and 15 characters.
e Must contain at least 1 character from 2 of the groups of alpha, numeric, or special characters.
e Characters NOT accepted are: “, % or any white-space.

User Profile

The User Profile area is where you are able to add, edit, or delete any of your information including: primary
contact, basic information, email addresses, phone numbers, and mailing addresses. Users may also choose to
be ‘Included in all Emails’.

Primary Contact: There can only be one primary contact per agency. This can be set by selecting the check box
‘Primary?’. The primary contact is automatically included in all emails and cannot be deactivated unless a new
primary contact is selected.

Active: Make sure your account is ‘Active’. Once a user is deactivated you will need to contact Heidi Hanson-
Sobek to reactivate the user account.
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Contacts

@ Fields marked with an * are required fields.

Primary?
Include in all Emails?
Active?
Type:* Executive Director |E|
Prefix |E|
First Mame:* Alexis
Middle Initial:
Last Name:* Johnson
Suffix |E|
Company:
Job Title:

! Save/Update

:= Save and Return to Previous Page

% Cancel and Return to Previous Page

Enter any necessary information, and then click ‘Save/Update’.

Signout

Users should ‘Signout’ of e-Cimpact to ensure the security of their data. Once signed out of e-Clmpact, press
the ‘X" in the upper right hand corner of your browser to close the window.
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Agency Information

The Agency Information section is where account information, contacts, statements (mission / vision / agency)
and program information is housed. From this section you will be able to update your address(es), or contact

information.

Agency Profile

Home

Agency Profile

Contacts

Program Profiles

Agency Email History

The profile page is where all agency specific information is housed and can be updated. This includes the basic

information — agency name, EIN, staff contact, primary contact, website, etc.

Agency Profile

@ Fields marked with an * are required fields.

Agency Name*
EIN:

Accreditation By:
Website:

Staff Liaison:
Primary Contact:

Description:

123 Test Agency

567774568

Alexis Johnson |Z|

Limit up to 750 characters (0 used).
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Agency address(es), phone number(s) and email address(es)

You may also add, edit or delete, address, phone numbers and email addresses. Agencies are able to have
multiple records for each section.

Addresses
e ——a b
Mailing 123 Main 5treet, City, IL 45654, USA Edit Delete

@ Add New Address

Phone Numbers

Fax (555) 666-3333 Edit Delete

@ Add New Phone Mumber

Email Addresses

Main info@email.com Yes Yes Edit Delete

@-) Add Mew Ermnail Address

Agency Contacts

[ confidential? When adding a new record, or updating existing records, be sure to select ‘Active’
] primary? appropriately.

V] Active? ‘Primary’ can only be selected for one record.

To view all agency contacts — click ‘Contacts’ from the agency information section on the
homepage.
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123 Test Agency

Home

Agency Profile

Additional Information

Contacts

Staterments

Program Profiles

From this area you will be able to see anyone who is currently listed as a contact at your
agency, as well as add, edit, deactivate or delete an agency contact.

Contacts
= e TEs T e e
Alexis Jehnson Bec (lick here to Yes Click here to
Add New ‘Edit" existing '
contacts contacts
\'_',',;' Add New ™=

The agency contact profile page is similar to the user profile and contains the same
information.

- Name and preference
- Email addresses

- Phone Numbers

- Addresses

Request a Login: Once a new contact has been created, you are able to request a login for this
user.

Step 1: Click ‘Request a Login’

Contacts
e B B =
Alexis Johnson Executive Director Yes 123agency
Rose Ogihara Grant Writer Request a | ogin Edit Delete
Step 1: Re_quest .
a Login
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Step 2: Enter username and password.

*A contacts email address is commonly used as the username due to email addresses being unique.

Request a Login Account for Rese Ogihara

Enter a password and then retype the password to ensure that it has been entered correctly. Your new password must be between 6 and 15
characters in length and contain at least 1 character from 2 of the groups of alpha, numeric, or special characters. Your Password may not
contain the following characters: ", %, or any white-space.

Password Examples:

# zbcdefg2 (valid, contains letters and numbers)
password (valid, contains letters and numbers)
1234567 # (valid, contains letters and a special character)
abcdefgh (invalid, contains only letters)

abc23 (invalid, less than 6 characters)

*« & & »

Contact Type: Grant Writer
Contact Name: Rose Qgihara
Username:*
Password:®

no value

Confirm Password:*®
no value

B saey pdate

-. Return To Previous Page
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Updating Program Information

Step 1: To edit a program, go to the program profiles area.

Step 2: Select ‘Edit’ next to the desired program.

Program Profiles
123 test program Alexis Johnson Active Edit

[These are customizable instructions) The list above displays all programs that you have registered on e-Cimpact. If you would like to re Jister
another program, please dick the link below.

\-!-/;. Click Here to Register a New Program

Step 2: Select
‘Edit’

From here you will be able to update information needed.

Agency Email History

If enabled by your United Way, the agency email history feature will allow you to access any past emails sent
through the e-Cimpact system.

Agency Profile

Contacts

Program Profiles

I Agency Email History
L
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Resource Center

The agency resource center is where you will be able to find any documents you may need to reference from
United Way of Northern Arizona. The resource center is located in the lower half of the left-hand navigation.

Accessing Resources
Step 1: Select desired resource item

Family Service Agency

Home

Agency Profile
Additional Infermation
Contacts

Staternents

Program Profiles

Step 1: Select
desired resource Meeting Archive (5)

Request Grant Application |

Resource Center

Application Decumnentation (1)

e-Clmpact Agency Manual (1]

Pictures of my Dog (1]

Reports
Run a Report
Step 2: Click on the attachment link to open
Resource Center > e-Clmpact Agency Manual
e-Clmpact Agency Training Manual
Attachments Step Z2: Click to open

attachment
. ‘@ e-Clmpact Agency Training Manual - 2013 pdf 3
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The Basics of your Applications / Grant Process

Accessing Application / Grant Process

Step 1: Choose the application or grant process from the list located in the left hand
navigation.

Request Grant Application

Community Grants

20038-10 United Way RFP
Initizl Application

2010-2012 Annual Application

11 Request for Funding

21 Mid-Year Beporting

2012 -2014

11 Letter of Intent

2012 Focus Area Grants

11 Application
Grant Process

Other Grant Process

2013 Applicaticn

Questions and Answers
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Form Status

This page works much like a check list. You are able to easily see how much of your application you have
submitted.

Not Started In Progress Ready To Submit Submitted
-'—1_
Children's Home Foundation Not Started
Agency Information™® Mot Started
Alternative Education Proy * Not Started Include? Fl
Program Information™ The top bar is the Overall Mot Started
Demo Logic Model Navigation Application ST, f Mot Started
Program Budget* The Status column is for Not Started
Program Demaaraphics* the individual forms. Mot Started
Copy of Program Logic Model Mot Started

Not Started: When the application or form is in not started status, it means that no data has been entered yet.

In Progress: If you form is set to in progress, then the form has been started, and saved. The form has not
been marked completed. The top bar will remain at ‘In Progress’ until all forms are marked completed.

Ready to Submit: Once all forms are marked completed, your top bar should move to ‘Ready to Submit’. At
this stage you should review any information entered, then move on to submit your application.

Submitted: When an application is in submitted status, you will no longer be able to make changes to the
information on the forms. If you submit, and find you need to make an edit, you should contact Heidi Hanson-
Sobek.
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Entering Information

To begin filling out your application click on the desired form:

Not Started In Progress

Them (* indicates Required Ttem)

Children's Home Foundation
—-‘

Agency Information®

Alternative Education Program

Prograrm Information®

Cemo Logic Model Navigation™®

Program Budget™

Program Demographics®

Copy of Program Logic Model®

Save Options

After entering information on your forms, you have multiple save options.

M| Szve My Work

:; Save Ny Work And Return To Previous Page

M. Save My Work and Mark as Completed

% Return To Overview Page
Save My Work / Save My Work and Return to Previous Page: These options are for when you need to save,
or move on to something else, and are not finished entering information.

Save My Work and Mark as Completed: This option is for when you have entered and reviewed your
information and are ready to turn it in.
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Switching Forms

There are two ways to switch forms within an application:

First: When you are finished with one form, click on ‘Save My Work and Return to Previous Page’, and then
select the next form.

:ﬂ Save My Work And Return To Previous Page

Second: You can use the ‘Switch Forms’ option, located in the upper right hand corner.

Step 1: Click ‘Switch Forms’ to view the list of available forms.

Grant Process
Other Grant Process - 2013 Application )
Step 1: Click
Children's Home Foundation here to see a list r
Status: Not Started of other forms nehe
available I
Agency Information

@ Fields marked with an * are required fields.

==£NOTE: Remember to upload the documents required as set forth in the Financial Checklist section below in the space
provided on the Agency Form List/Summary page.

Step 2: Click on the form you would like to move to.

Grant Process

Other Grant Process - 2013 Application

Children's Home Foundation Switch Forms
Status: Not Started At any time you may select another form to work on. b
Your work on this form will be saved automatically.
The Form you are currently | Children's Home Foundation Not Started
on is not clickable. fields. wrAgency Information™ Mot Started
All changes made to your Alternative Education Program Not Started
current for are automatically MeMsrequn o0 1 mption® Mot Started
saved. 7
Demo Logic Model Navigation™® Mot Started
The other forms are available f#n's Home Fq program Budget™ Not Started
to choose. :
o123 Program Demagraphics™ Mot Started
A Mission Stat =
gency Hission statemen Copy of Program Logic Model* Mot Started
To strengthen the minds, bodies and hearts of young peopre—mougmrorore—trommmg; oecorsemora

Attachments
Uploading Attachments
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Excepted file types for uploading documents:

e« Accepted file types: pdf, doc, docx, ppt, pptx, xls, xlsx, qif, jpa, jpea, bmp, tif, rf, and ot.
+ Combined maximum file size is 8MB.

Step 1: Open Supporting Documents

Application Status Print / Review Options

Not Started In Progress Submitted

e ) The Attachments form
Item (¥ indicates Required Item) Last Up :
displays the same as
Children's Home Foundation P other forms. ﬂ

Agency Information™®

Reguired Documents v MUL DLditeu

After School Program Not Started Include? 1

Step 2: Once you have confirmed your document meets the upload requirements, click
‘Choose File’.

Required Documents

. . Last .

501¢3* Choose File | No file chosen

Please upload your current 501c3. Thank you .
pesty Y Click here to

B Save/Upload Attachment(s) Choose File

% Return to Overview Page

Step 3: Browse your computer, and select the desired document.
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=

MName Date modified Type Size

& How to Associate Agencies and Program...  5/3/2013 1:41 PM Microsoft Word D... 192 KB

) How tn Assoriate Aoenciestothednvest,  5/21/201310:45 AM  Microsoft Word D... 151 KB

%] How to Associate Programs to a Progra... 5/21/201211:00 AM  Microsoft Word D... 171 KB

Mﬂ How to Print Export — Agency Form Pack . 5/9/2013 8:18 AM Microsoft Word D... 112 KB

& How to Print Export — Program Form Pac.l 5/9/20138:29 AM Microsoft Word D... 113 KB
L

Select your file, then
click on ‘open’

ime: How to Associate Programs to a Program Form 5et - ’AII Files v]

| open |v] | cance |

Step 4: ‘Save/Upload Attachment(s)’

Required Documents

501¢3* GhonseEile Click here to

Please upload your current 501c3. Thank you ) 'Save/upload
Attachment’

(14 ;

M| save/Upload Attachment(s)

% Return to Cverview Page

Viewing Attachments

Step 1: Click on the document name to download and open it.

Required Documents

5013 (C|ick on document ‘@ e-Clmpact Agency Training Manual - 201 3. pdf DejaVu Delete
Please to View' it nk you A 5/28/2013 2:44 PM
W sa

% Return to Overview Page

Deleting Attachments

In the event the wrong document was uploaded you may need to delete your attachment.
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Step 1: Open documents form

Application Status Print / Review Options

Not Started In Progress Submitted
e ) The Attachments form
Item (* indicates Required Item) Last Up .
displays the same as
Children’s Home Foundation - other forms. ﬂ

Agency Information™®

Required Documents 5 UL SLarey
After School Program Not Started Include? El

Step 2: Select ‘Delete’ next to the desired document

Required Documents

501c3% e-CImpact Agency Trair]
Please upload your current 501¢3. Thank you

Last Modified

Deja Vu Delete
5/28/2013 2:44 PM

Click here to
‘Delete’ your

attachement ’

M| Save/Upload Attachment(s)

'& Return to Overview Page

Step 3: Confirm you would like to delete this attachment

f The page at https://agency.e-cimpact.com says: @

Are you sure you want to delete this attachment?

| OK | [ Cancel ]

You are now able to upload the correct attachment.
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Submitting Application
Mark Forms ‘Complete / Ready to Submit’

In order to submit your application, you must mark ALL forms ‘Completed / Ready to Submit’
Step 1: Open form

Application Status Print / Review Options

Not Started In Progress Ready To Submit Submitted

Open desired

Children's Home Foundation In Progress ﬂ

5
2 form
D

Agency Information™® In Progress

3

Required Documents Deja Wu Completed / Ready To Submit
5/22/2013 1:55 PM (CST)

After School Program 5/22/2013 2:08 PM (CST) Completed / Ready to Submit Indudez [

Step 2: Review information, then ‘Save My Work and Mark as Completed’

B save My Work

-i= Save My Work And Return To Previous Page After review - Click
" here to mark form
completed

M5 Save My Work and Mark as Completed s

% RBeturn To Overview Page

Complete these steps for each form until you have completed the entire application.
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Submit!

Once all forms are ‘Completed / Ready to Submit’, the ‘submit this application now’ option will appear at the
top of the page. Your application may have other submission questions added.

[ ! J Your Application is now Ready To Submit! Please verify all the information ...
A

Application Submission Details

Send Submission Confirmation Email To:* |dareen@seabrooks.com

Submitted By:

Submit This Application Now!

Not Started In Progress Ready To Submit Submitted
Children's Home Foundation 5/22/2013 1:55 PM (CST) Completed [ Ready to Submit
Agency Information* Deja Vu Completed / Ready to Submit

5/22/2013 1:55 PM (CST)

Reguired Documents Deja Vu Completed / Ready To Submit

5/22/2013 1:55 PM (CST)
After School Program 5/22/2013 2:08 PM (CST) Completed / Ready to Submit Include? ﬂ
Program Information® Deja Vu Completed / Ready to Submit

5/22/2013 2:06 PM (CST)

Demo Logic Model MNavigation® Deja Vu Completed / Ready to Submit
5/22/2013 2:07 PM (CST)

Step 1: Confirm the email address to send the confirmation message.

Application Submission Details

Confirm email
address, make
Submitted By: J changes if

necessa
Submit This Application Now! y

Send Submission Confirmation Email To:* |dgreen@seabrooks.com

Step 2: Select ‘Submit This Application Now!’

Application Submission Details

Send Submission Confirmation Email To:™ dgreen@seabrooks.com Select ' Submit This

Submitted By: Application Now!'

Submit This Application Now! - .

Now that you have successfully submitted your application, you will see everything is now in submitted status.
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Grant Process

Other Grant Process - 2013 Application

Children's Home Foundation

This is the Description - and this displays on the Agency Site in the Investment Processl!

@ Thank you... application will be review... indicate... funding to be ...

Application Submission Details
Send Submission Confirmation Email To:* doreen@seabrooks.com

Submitted By: Deja Vu on 5/22/2013 3t 3:02 PM (CST)

Application Status Print / Review Options

Not Started In Progress Ready To Submit Submitted
Ttem (* indicates Required Ttem) Last Updated mm
Children's Home Foundation 5/22/2013 3:02 PM (CST) Submitted
Agency Inforrmation™® Deja Vu Submitted

5/22/2013 3:02 PM (C5T)

Required Documents Deja Vu Submitted
5/22/2013 1:55 PM (CST)

After School Program 5/22/2013 3:02 PM (CST) Submitted Include? ﬂ
Program Information ™ Deja Vu Submitted

5/22/2013 3:02 PM (CST)

Demo Logic Model MNavigation™ Deja Vu Submitted

Please note: Once an application is in submitted status you will be able to view the information
entered. You will not be able to make any changes to the information.
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Printing Options
There are different levels you may print:

- The Entire Application — This will print or export all forms within this application.
- Agency Packet — This will print all forms that are agency specific.

- Program Packet— This will print all forms that are program specific.

- Individual Form — This will print the individual form.

The Entire Application

Step 1: Open the application by clicking on it in the left-hand navigation.

Community Impact

2015/16 Community Impact
Full Application

Step 2: Click on ‘Print/Review Options’ box in the upper right-hand corner of the application

Grant Process

Other Grant Process - 2013 Application

Children’s Home Foundation
This i the Description - and this displays on the A Click hE‘f"E o IEI:""‘I-t'-""':".":I =l
the Print / Export
Options for the
Entire Application
Applcation Status View Printable Version of this Entire Application -
Not Started In Progress Ready To Submit Submitted

main page.. T I P P

Step 3: Select the option you would like to use, continue on to print.

There are three options on this pplication
page:
- Print this page
- Print to PDF
- Open in new browser window

Approved by Board of Directors on: 2/2/2015

Executive Director: Patti

Agency Packet

Step 1: From the application main page, click on the ‘Print’ icon, in the agency section of the
list grid under the action column.
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Application Status Print / Review Options

Not Started To Submit Submitted

Click here to open the print

preview window

Children's Home Foundatia

Agency Information®

Required Documents Deja Vu Completed / Ready To Submit
After School Program Not Started Include? -
Program Information™ Not Started

Step 2: Select the ‘Print’ option you would like to use, continue on to print.

There are three options on this pplication
page:
- Print this page
- Print to PDF
- Open in new browser window

Approved by Board of Directors on: 2/2/2015

Executive Director: Patti

Program Packet

Step 1: From the application main page, click the ‘print’ icon next to the desired program you
would like to print. Then choose which print option to use.

Children's Home Foundation Not Started -
Agency Information® Not Started
Reguired Documents Deja Yu Completed / Ready To Submit
After School Program Not Started Include? =
r,
Program Information® Not Started
Program Packets are

Demo Logic Mode| Navigation® =

specific to each program
Program Budget® listed Not Started
Program Demographics® . . . Not Started

Click the print icon to see
Copy of Program Logic Model*® Print/ EXpOI’T options for Not Started

\
Alternative Education Program the Program Packets Not Started Include? -
F

Program Information® Notsjarted
Demo Logic Model Navigation™ Not Started

Individual Forms

Step 1: From the application main page, open the form you would like to print.
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Application Status Print / Review Options

Not Started In Progress Ready To Submit Submitted

Item (* indicates Required tem) Last Updated )
Click here to

Children's Home Foundation

open form =
Agency Information® B
Reguired Documents DejaVu Completed /Ready To Submit
After S5chool Program Not Started Include? =3
Program Information® Mot Started

Step 2: In the lower right-hand corner of your form are the option for printing.

5ave My Work View Printable Version s

wve My Wor \ . i i
5ave My Work And Return Click here to print the

S5ave My Work and Mark af current form

&, Return To Overview Page

Questions and Answers

Your site may have the “Questions and Answers” feature enabled. This enables you to receive and answer
specific questions from volunteers during the review process.

There are two ways to access ‘Questions and Answers’.

In the Application — a new tab will be added to the application if a volunteer has a question regarding that
specific application.
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2010-2012 Annual Application - 1) Request for Funding

Children's Home Foundation

Funding: Funded programs wil receive a final year of fundin The O!Jestlons_and Answers unity Fund and
satisFactory program performance. Process: Applications wil  tal Will only display if there  younteers. The

\\’ | leadership of the Community Impact Dvision-giUnited Wway, are questions that have been fion on how
» funds will be distributed. asked regarding the specific
application

”

Application Questions and Answers (1)

Your application for funding has been successfully submitted. It will be reviewed by a committee of community

@ volunteers.

Thank you.

Application Submission Details

In the left-hand Navigation, at the bottom of the investment/application list — All questions and
answers will be listed.

| Request Grant Application ‘

Community Grants
2008-10 United Way RFP
Initial Application

2010-2012 Annuzl Application
1) Request for Funding

2} Mid-Year Reporting Click here to see
2012 - 2014 ALL questions and
1) Letter of Intent ANSWETS

2012 Focus Area Grants
1} Application

Grant Process

Other Grant Process

2013 Application

Questions and Answers 3
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Responding to a Question — In the Application

Step 1: Open the application

Community Grants
2008-10 United Way RFP
Initial Application

2010-2012 Annual Application

1} Request for Funding g
2) Mid-Year Reporting Click here to open

2012 - 2014 . Application
1) Letter of Intent

2012 Focus Area Grants

1) Application

Grant Process

Other Grant Process

Step 2: Go to ‘Questions and Answers’ tab

-

Application Questions and Answers (1) Go to 'O 't
oo Leshons

\ and Answers’ tab

Steps 3: Select ‘Answer’ for desired question

Application Questions and Answers (1)

o
24072 Subject: Question on deficit Answer
Question: Please explzin the large defict in 2010 Click here to answer the
Response: Question

Step 4: Enter your answer to the question, then ‘Save and Return to Previous Page’
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Question ID: 24972

Program: Alternative Education Program

Question on deficit

Please explain the large deficit in 2010

Type your

answer here,
then click Save
and Return’

Limit up to 3000 characters (D used).

-
:= Save and Return to Previous Page

‘ Cancel and Return to Previous Page

Once the answer is saved, it is approved by your Heidi Hanson-Sobek, and then displays to the volunteers
reviewing your application.

Responding to a Question — From the overall ‘Questions and Answers’ list

Step 1: Click on ‘Questions and Answers’ in the left-hand navigation

| Request Grant Application |

Community Grants
2008-10 United Way RFP
Initial Application

2010-2012 Annual Application
1) Request for Funding

2) Mid-Year Reporting Click here to see

2012 - 2014 ALL questions and
1) Letter of Intent answers

2012 Focus Area Grants
1) Application

Grant Process

Other Grant Process
2013 Application
Questions and Answers 2 |

Step 2: Click ‘Respond’ next to desired question

e-Clmpact Agency Training Manual —2019  United Way of Northern Arizona 34



Questions and Answers

T T (ESTTNN Ciickhere o

respond to the

24972 Community Grants - 2010-2012 Alternative Education Program Subject: Question on deficit . Respond
Annual Application - 1) Request Question: Please exphin the large deficit in 2010 question 1)
for Funding Response:

J
Export Questions and Answers To Adobe PDF

Step 3: Enter your answer to the question, then ‘Save and Return to Previous Page’

Question ID: 24972

Program: Altermative Education Program

Question on deficit

Please explain the large deficitin 2010

Type your
answer here,

then click 'Save
and Return’

Limit up to 3000 characters (0 used).

-
-9 Save and Return to Previous Page

% Cancel and Return to Previous Page

Print / Export - Questions and Answers

Currently this can only be done through the overall ‘Questions and Answers’ area

Questions and Answers

T TN W Ciick here to

) i . Export Questions
24972 Community Grants - 2010-2012 Alternative Education Program Subjec

Annual Application - 1) Request Questi to PDF efict in 2010

for Funding Respol

Respond

Export Questions and Answers To Adobe PDE
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