Greater Kansas City Community Foundation
SurveyMonkey Apply for Grant Applications and Reports
User Guide

Part One: Registering

A new user must register for an account. You are a new user if you have never used the
Greater Kansas City Community Foundation’s SurveyMonkey Apply site. Login
information from IGAM or Nonprofit Search does not transfer to SurveyMonkey Apply.

To register for an account:

1. Go to https://grants.growyourgiving.org/ and click the Register button in the
upper right-hand corner of the screen. Fill in the Name, Email and Password
fields.

2. Add your organization’s information. You can use the GuideStar feature to
automatically import your organization’s information from GuideStar into this
form.

Optional:
B If you have a GuideStar profile, you can use it to speed up completion of your organization profile and applications. To
n use GuideStar, please provide your Employer Identification Number (EIN)

<&@

Don't have a GuideStar profile? Create ona here

Provide your EIN

3. You will receive an email verification from grants@growyourgiving.org after you
register for an account.

4. Follow the instructions here to whitelist emails from SurveyMonkey Apply and
grants@growyourgiving.org.



https://grants.growyourgiving.org/
mailto:grants@growyourgiving.org
https://help.smapply.io/hc/en-us/articles/360005301174-How-to-Whitelist-Emails-from-SurveyMonkey-Apply
mailto:grants@growyourgiving.org
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Part Two: Navigating the Home Tabs

The following options in the upper right-hand corner of the screen will help you to
manage your account and submit grant applications and reports:

® Programs M My Applications @ ~ UserName

Manage organization

2 Programs

View all open and upcoming grant opportunities. If you have
received an invitation to an invite-only application, that
opportunity will also be listed under Programs.

A& Iy Applications

Access your In Progress and Submitted applications.

O -

Contact grants@growyourgiving.org, review system FAQs and
contact technical support.

This icon is also available in the screens before you login. Use
this icon to contact support if you are locked out of your
account or need help resetting your password.

User Name =

Click your user name to Log Out or to update your account
information including your username, email address,
password, time zone preference or the types of notifications
you receive.

Manage organization

Update your organization’s information including name,
address, phone number, email address or website. You can
also add additional users to access applications you have
created. Please see Part Four below to add additional team
members.



mailto:grants@growyourgiving.org
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Part Three: Finding Programs and Completing an Application

Once on the Programs page, click the MORF 2 button to learn more about an

application and to apply.

User Guide

You will see a list of tasks with empty bubbles after you begin an application. Click on
the first task to start the application.

0 of 7 required tasks complete

Lk Greater Kansas City Community
Foundation

Sarah Test
Sl forgey.sarah+917@gmai...

View & edit

Add Member or Team

Homelessness Trust Fund [#

Test

Your tasks
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APPLICATION  ACTIVITY

Organization Cover Page

Werify 501(c)(3) status

Homelessness Trust Fund Application Form

REQUIRED ATTACHMENTS: Project Budget

REQUIRED ATTACHMENTS: Organization Annual Budget

REQUIRED ATTACHMENTS: Board of Directors List

STRONGLY RECOMMENDED ATTACHMENTS: Audit

Application Agreement Page

@ Preview

@ Instructions
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As you save and complete each task, the bubbles will indicate which tasks are complete,
which have been started and which have not been started yet.
The blue status bar indicates how many required tasks have been completed.

Homelessness Trust Fund

test
ID: HTF-0000000025 | Status: In Progress

o [2 Organization Cover Page

@ © verty 501(0)3) status

O Homelessness Trust Fund
Application Form

REQUIRED
[ ATTACHMENTS: Project
Budget

REQUIRED

G ATTACHMENTS:
Organization Annual
Budget

4 of 7 required tasks complete

The system automatically saves as you work on an application. You may click the SAVE &
CONTINUE EDITING button at the bottom of any task to save your work at any time.
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Click the My Applications tab to view submitted applications or return to in progress
applications. Click VIEW to view and download submitted applications. Click CONTINUE
to complete applications previously started but not submitted.

Green-0000000001

Greater Kansas City Community Found
Deadline: Sep 11 2019 05:00 PM (CDT)

STATUS: In Progress

° SUBMITTED

VIEW

test
HTF-0000000017
Greater Kansas City Community Found

Deadline: Jul 31 2019 05:00 PM (CDT)

STATUS: In Progress

CONTINUE

GKCCF Test Org, Test Application
TFC-0000000009
Greater Kansas City Community Found

STATUS: Submitted

° SUBMITTED

VIEW

EGC-0000000002 &*

Greater Kansas City Community Found
Deadline: Sep 9 2019 05:00 PM (CDT)

STATUS: In Progress

CONTINUE
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Part Four: Reusable Applicant Tasks

Some application tasks can be completed one time and then copied into subsequent
applications. These include the following forms:

Organization Cover Page

Verify 501(c)3 status

REQUIRED ATTACHMENTS: Organization Annual Budget
REQUIRED ATTACHMENTS: Board of Directors List
STRONGLY RECOMMENDED ATTACHMENTS: Audit

You will see the following message anytime you can reuse a previously completed task:

X
Reuse data

You have previously completed this task. Would you like to reuse the data you provided?

Previous instances

Jul 08 2019 08:31 AM (CDT) (Test Org Name, Test Project Title 7-8-19) v

CANCEL ADD DATA



https://grants.growyourgiving.org/admin/settings/reusabletasks/
https://grants.growyourgiving.org/admin/settings/reusabletasks/
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Part Five: Adding Team Members
Follow the instructions below to invite other people to view or edit applications.
1. Click the Manage Organizations link in the upper right-hand corner of the home
page.
2. Click the Members link at the top of the page.

Profile Members Teams

3. Click the Add member button and complete the following information:

Add members

First name Last name
Email: (required)

Role
© Non-administrator
Organization administrator

Add to team

Notify member by email that they have been added

4. Select if the member will have Organization administrator (may add other
members and create and submit applications) or Non-administrator access (may
not add other members or submit applications; may view or edit applications).

5. Check the Notify member box. The new member will receive an email notifying
them that they have been added to your organization account. They will also
receive registration instructions if they are a new user.

Give a Member Access to an Application

1. Start a new application or open an existing application.
2. Click the Add Member or Team button on the left panel.

Add Member or Team

w

Select the person you wish to have access to the application and click Add.
4. Once added, you may click the three dots by the member’s name to adjust their
access from View & Edit to View Only.
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Part Six: Resetting Your Password
To reset your password from the login screen, click the Forgot your password? link.
You will receive an email with instructions on how to reset your password.

If you do not receive the password reset email or need other assistance resetting your

password, click on the ©® ~ iconinthe upper right-hand corner of the screen and
choose the Having technical issues with the site? option to contact the support team.

If you enter the wrong password repeatedly and receive a message that you are locked
out of your account, wait five minutes before trying the correct password again.

Contact
For technical assistance with the application process or questions about the system,
please contact grants@growyourgiving.org or 816.627.3452.


https://grants.growyourgiving.org/acc/p/
mailto:grants@growyourgiving.org

