Applicant Registration for Nina Mason Pulliam Charitable Trust’s
New Online Grants Management System

All users access the system through the Logon Page.  

Applicants accessing the new system for the first time by clicking on the “Create New Account” button.  
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Applicants that have already completed the registration process in the new system, can enter their existing username and password and click Log On to return to their Application Status Page. 
· If an Applicant has forgotten their password they can click on the “Forgot Your Password” link.
· They will be asked to enter their email address and will be emailed a reset link. 
· If contacted by an applicant, Administrators may also change an applicant's password by editing the applicant's profile and clicking on “Change Password.”
· Note: Administrators do not have the ability to see other user’s passwords, so a new password must be entered when changing a password. 
· Creating an account is a multi-step process, with the first page collecting Organization Information; the second page collecting Applicant Information; and pages three and four collecting Executive Officer information. [image: 2016-01-07_1646.png]
· Fields in the registration pages that are followed by an Asterisk are required.  The applicant cannot go on to the next step in the registration process without completing each required field. 
· If the applicant attempts to go on to the next page of registration without completing a required field, or if they have information entered in a field with incorrect formatting an Error message will appear. 
· Errors must be resolved before moving forward. 

1. After the Organization Information is entered click on the “Next Step” button.
2. The next step is the “Your Information” page, meant to capture the Applicant’s information or the information of the person completing the registration process. 
· If the applicant’s mailing address is the same as the Organization's, the “Copy Address from Organization” button can be utilized to automatically pull the address information from the organization page address fields in the address fields on this page. 
· It is very important to note that the email address entered in the email/login field becomes the Applicant’s Username/Login.
· For this reason an email address may only be registered into the system once, as the email address is the applicant’s unique identifier.  
· If the applicant tries to re-register, or someone else attempts to register with an email address that is already registered in the system an error message will appear and the email address will have to be changed before registration can be completed. 
3. Once the fields are completed, click on the “Next Step” button.
· To navigate to previous pages in registration, the applicant must use the “Previous Step” button at the bottom of the pages for their information entered in registration fields to remain intact. If the applicant attempts to go back to the previous page by using their browser's “back” button they will lose all of their registration information up to that point. 
4. On the next page the applicant indicates if they are the Organization’s Executive Officer
· If they select “Yes,” they are taken to a page of optional fields that includes only the fields that were not answered on the “Your Information” page and then to the password creation page. Those fields, if completed, will be appended to the information already entered on the “Your Information” page. In this case you will only be capturing one contact for this organization.
· If they select “No,” they must provide executive officer information. 
5. Select “Yes” or “No”.
· Please note that by entering the executive officer’s email address you ARE NOT creating a login for them, but the executive officer will be listed as a contact on the Organization Summary page. 
6. Once the executive officer’s information is entered, clicking on the Next Step button will take the Applicant to the password creation page. 
· Password requirements are listed at the top of the page, so the applicant can create their password accordingly. 
7. Once the password is created, the applicant clicks the “Finish” button. 
8. Upon clicking Finish an automatic email is sent to the Applicant’s email address that was entered in the Your Information email/login field. 
· This email simply contains their Username. 
9. Upon clicking finish, the applicant also lands on the Confirmation Page where they are asked to confirm that they received the automatic confirmation email. 

Once the applicant clicks “Continue,” the applicant will be logged into the system for the first time, and will automatically land on the “Application Page.” 

When an applicant is approved to submit a Letter of Intent or Application, they will be given an access code.

Applicants must enter the access code provided by the Trust into the “Access Code” field in the upper right hand corner of the page and click the “Enter Code” button.
· Please note that access codes are case sensitive. 

[image: 2016-01-07_1655.png]After the initial log on, when returning to the system applicants will land on their “Dashboard” or “Application Status Page.” 
On this page, they can:
· View and edit their individual contact information. 
· View their Organization information.
· Sign out of the system via the drop-down menu below their name in the top right corner.
· View their own current and past grant requests, including those in draft.
· View submitted requests, follow-ups and documents.
· Edit/submit requests and follow-ups in draft.
· View Organization History, which allows applicants to view requests submitted by other individuals within the same organization.
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Forgot your Password?

LogOn | or | Create New Account

Welcome to the Nina Mason Pulliam Charitable
Trust online grants management system.

New Users

Click “Create New Account” to complete the
registration process. Be sure to keep this login
information for your organization’s records.

Existing Users
If you have already used our new online grants
management system, but have forgotten your
password, please click “Forgot Your Password?”
and follow the instructions.

If you applied to Nina Mason Pulliam Charitable Trust
before, but not using this new system, please refer to
the “New Users” instructions above.

Not sure?

If you think your organization has already registered,
but you are unsure of the login information, DO NOT
create a new account. Doing so could result in loss of
historical information for your organization. Instead,
please contact Dayna Brady at dbrady@nmpct.org.
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This registration process has multiple steps you must complete before you can apply.

/A Waming: Using the browser's back button will delete your registration information

@ Info: Fields with an asterisk (*) are required

Organization Information

Organization Name*

Great Foundation

Web site

greatfoundation.com

Telephone Number (XXX-XXX-XXXX XXXX)*

314-494-7832 x101

Address 1

1617 Great Lane

city

Great City

Postal Code

59715

Cancel Account Creation

NOTE: You will not be able to change your organization information after registering

EIN / Tax Identification Number (XX-XXXXXXX)*

12-2121212

DUNS Number

2421121

Organization Email

great@greatfoundation.com

Address 2

state
MT

Country

United States
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Application Page

Please click on a link below to begin the application process.

Access Code

Enter Code

@ Info: I you have been provided with an Access Code, you may enter it in the box at the top of the page.

2016 Partnership Grants - Spring
Visible to applicant and a place to put information such as.

- Guidelines
- Timeline information
- Concise eligibily info
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View the status of your applications below.

Contact: Weston Paulino

weston@paulino.com

@ Info: If your organization information does not appear correct, please contact the funder. Thank
you

Organization: Great Foundation
1617 Great Lane 314-494-7832 X101

Great City, MT 59715 United States 122121212
greatfoundation.com

@ Info: You have not submitted any applications. Click Apply to begin the application process.





