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SW MN ARTS COUNCIL:

GRANT SYSTEM GUIDE for APPLICANTS
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A. Online Grant System. Access our online grant system from our website. Click on the Log In buon in the black Grants
box. Also, an Apply Now buon is located on the page for a each of our grants; it will also take you to the Logon Page.
B. Exisng Users. If you already have an account in the system, enter your email address and password on the Logon
Page. If you’ve forgoen your password, click the Forgot Your Password buon to reset it.
C. New Users. Click the Create New Account buon to register and set up your login. There are a couple of steps:
•

Organizaon Informaon. You will be asked to provide your organiza+on’s name, EIN/tax ID number, and
contact informa+on. If you will be applying as an individual, enter your ﬁrst and last name as the Organiza+on
Name, and enter NA for your EIN/Tax ID Number.

•

User Informaon. You will be asked to provide your name, +tle with your organiza+on (if applicable), and
contact informa+on, including the email address that will be +ed to your user account and used to log in. Note
that we will use the email address you enter to contact you about your grant, so please make sure it is a real
email address that is checked regularly.

•

Password. Create and conﬁrm a password for your account. Passwords must be at least 6 characters long.

•

Email Conﬁrmaon. Follow the onscreen instruc+ons to conﬁrm that you are receiving emails from the system.

•

Once you’ve ﬁnished crea+ng your account, you will be brought to the Apply page, which lists all of the available
grant programs. A4er you’ve started your ﬁrst applica+on and are logging in again, you will be brought directly
to your Dashboard.

If you think that you may have already registered in our system, but aren’t sure, don’t create a new account. Please
contact us.
You are welcome to make your own account even if someone else from your organizaon already has one. Just let us know
once you’ve created your account, and we can connect it to your organizaon’s proﬁle.
If you are working with more than one organizaon, you will need to have a separate account with a unique email address
for each organizaon.
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A. Home. Return to your Applicant Dashboard from other screens in the system.
B. Apply. Start an applica+on by choosing from a list of our available grant programs.
C. Organizaon History. View requests created by all users associated with your organiza+on.
D. Your Name. Edit your own or your organiza+on’s informa+on or log out.
E. Role. Switch between applicant and panelist roles, if you act as both.
F. Select Language. View the interface and forms in another language using Google Translate. (Aached or linked
documents will not be translated.)
G. Public Proﬁle. Allows you to see informa+on about your organiza+on from GuideStar and GreatNonproﬁts. The
informa+on is based on the EIN (Tax ID) that was provided during the registra+on process.
H. Acve Requests. Your dra4 applica+ons and grant-funded projects s+ll in progress. (Includes requests from this user
account only.)
I.

Historical Requests. Your completed requests/projects. (Includes requests from this user account only.)

J.

Applicaon. View your completed applica+on, or edit your applica+on if not yet submied.

K. Grant Contract. View your completed grant contract, or edit your grant contract form if not yet submied.
L. Final Report. View your completed ﬁnal report, or edit your ﬁnal report if not yet submied.
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A. Public Proﬁle. Allows you to see informa+on about your organiza+on from GuideStar and GreatNonproﬁts. The
informa+on is based on the EIN (Tax ID) that was provided during the registra+on process.
B. Copy Previous Answers. Choose one of your previous applica+ons to copy answers from. The forms do not need to
be from the same grant program. The system will copy the answers to any ques+ons that appear in both forms. You
will be able to edit the copied answers in your current applica+on. Any ques+ons that have already been answered on
the current form will NOT be overwrien by a copied answer, nor will the copied answer be added to the exis+ng
answer.
C. Collaborate. Invite someone else to work on your applica+on with you. The person does not need to have an account
in the system yet. Enter their email address, choose a permission level (View, Edit, or Submit), and type a message
le=ng them know what you’d like them to do. An email will be sent to the collaborator containing your message,
their username, and a link to the logon page. If this is their ﬁrst +me logging into the system, they will be asked to
create a password. A4er logging in, the collaborator will see this applica+on under the Collabora+on Requests tab on
their Applicant Dashboard. They can then select the Edit Applica+on link and start collabora+ng on the document.
D. Required Fields. All ﬁelds with an asterisk (*) must be completed in order to submit your applica+on.
E. Applicaon Packet. Print your in-progress or completed applica+on or save it as a PDF. This op+on will appear a4er
you have saved your applica+on for the ﬁrst +me.
F. Queson List. A more printer-friendly ques+on list (editable Word document) is available in the Guidelines sec+on of
this applica+on and on our website (on the page for this grant program).
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A. Budget Samples. If the grant you’re applying for requires a cash match, these budget samples demonstrate how to
ﬁgure out the amount of cash match you need and what your allowable request amount is.
B. Budget Form. Click here to download and save a blank Excel budget form to your computer. Once you’ve ﬁlled it out,
remember to save so it’s ready to be uploaded.
C. Upload a File. Clicking this buon will bring up a window to choose your ﬁle from the loca+on where you saved it on
your computer. Once a ﬁle is uploaded, it can be deleted by clicking the red X next to the ﬁle name and a new ﬁle can
be uploaded .
D. Work Samples. For most grants, work samples are required. You can fulﬁll this requirement by either uploading ﬁles
or providing web addresses (or both). If you are providing web addresses only, add a statement (e.g., “All samples in
website ﬁelds below”) to the Work Samples Upload #1 ﬁeld, to complete that required ﬁeld.
E. Text Box. Drag the corner of a text box to resize it.
F. Character Limit. As you type, this number will change, le=ng you know how much room is le4 in the text box.
G. Field Size. Upload ﬁelds will only accept one ﬁle per ﬁeld. If you want to include more than one item in a ﬁeld, such as
mul+ple images, combine those images into one document (PDF, Word doc, etc.) before uploading. Note each ﬁeld’s
size limit. If you try to upload a ﬁle that is larger than the limit, you will receive an error message and the ﬁle will not
be saved.
H. Website/You Tube. Make sure to enter any web addresses into a website ﬁeld. The globe symbol next to the ﬁeld
will then turn into a link for reviewers. They will not be able to access any web addresses that you include in regular
text boxes.
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A. Branching Quesons. Be aware that your answers to some ques+ons may bring up addi+onal ques+ons for you to
answer. In the example here, answering “No” will bring up a few ques+ons about your organiza+on’s ﬁnancials.
B. Codes. Click on the link to bring up a list of possible codes. Then, enter the appropriate code in the text box. The
informa+on you provide in this data sec+on does not go to the grant reviewers and has no bearing on your score.
C. Signatures. The people who were listed as Project Director and Authorizing Oﬃcial (and Fiscal Sponsor Authorizing
Oﬃcial, if applicable) earlier in the applica+on must type in their names here as their signatures. Use the Collaborate
buon at the top of the applica+on to invite them to read through your applica+on and sign it. In order for them to
sign, you will need to set their permission to at least Edit. If you had previously invited them to collaborate on this
applica+on, they will already be able to access this. (See more informa+on about the Collaborate feature on page 3.)
D. Abandon Request. If you ﬁnd that you have started an applica+on for the wrong program or started a duplicate
applica+on, click the Abandon Request buon at the boom of the form. This will move your applica+on out of your
Ac+ve Requests.
E. Save Applicaon. As you complete the form, the system will auto-save every 100 characters typed or every +me you
click out of a ﬁeld. There is also a Save buon at the boom of the applica+on. When you click Save you are taken to
a conﬁrma+on page so you know the save was successful. Then if you click Con+nue, you will be taken back into the
applica+on to keep working. The system will +me out a4er 90 minutes of inac+vity.
F. Submit Applicaon. Once you have completed the applica+on, click the Submit Applica+on buon. If there is a
required ques+on that you haven’t answered, or if one of your answers or uploads exceeds the allowed limit, an error
message will appear, telling you which ques+ons need your aen+on. You will not be able to submit un+l these are
corrected. Once you submit, you will no longer be able to edit your applica+on. The grant system will not allow your
applica+on to be submied a4er 4:30 pm on the deadline day.
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