Foundant Application Tutorial

The Native American Agriculture Fund (NAAF) uses Foundant as its software provider. This
tutorial goes through the essential steps to take in the Foundant system to apply for a grant with
NAAF, including how to make an account, navigate your Foundant dashboard, print the
application, and copy answers from previous applications.

What internet browser should applicants use while using Foundant (NAAF’s Grant Portal)?

e Google Chrome - most recent version is recommended for all users (especially if using
a Mac)

o Safari, most recent version is recommended for all users.

o Internet Explorer and Internet Edge are not supported, so we highly recommend using a
different browser.

Tutorial Guide:

How to Create an Account
How to Apply

Your Dashboard

How to Print Your Application
The Copy Process Feature

SAEN O

Note: If you need to move back and forth through forms, please use the Next and Previous
buttons at the bottom of the screen. Do not use the back/forward buttons in the browser.

1. CREATE NEW ACCOUNT:

Video Tutorial 1: Site Access & Account Creation
https://nativeamericanagriculturefund.box.com/s/tnep8xrcw8ukajo37dyhlr4z5fdhkr2e

o Creating a new account is a multi-step process ...
o Collect Organization Information

Collect User Information

Collect Signing Authority Information

Create a Password

o O O

e Organization Information
o Enter information relevant to the applying organization, such as address, phone
number, and organization email. These items can be edited later if needed.
o Click the Next button to move to User Information


https://www.google.com/chrome/update/
http://www.apple.com/safari
https://nativeamericanagriculturefund.box.com/s/tnep8xrcw8ukajo37dyhlr4z5fdhkr2e

e User Information

o User information is YOUR information. Note that the email address entered will
become your username in the Foundant system.

o If your address is the same as the applicant organization, use the “Copy Address
from Organization” button to automatically pull the address information from
the organization address fields into the address fields in this section.

o Once the fields on the “User Information” section are completed, click on the
“Next” button to move to Signing Authority.

« Signing Authority

o Ifyou are the Signing Authority, select “Yes to update optional fields that include
mobile phone number, a second address (if applicable), and country. Note that
NAAF only funds organizations based in the U.S.

o If you are not the Signing Authority, select “No” to add information for the
Signing Authority such as name title, email, phone number, and address.

o Once the Signing Authority information is entered, click on the “Next” button to
create a password.

o Password
o Finally, enter the password for the applicant.
o Password requirements are listed at the top of the section, so the applicant can
create their password accordingly.

Once the password is created, click the “Create Account” button.

EMAIL CONFIRMATION:

Upon clicking “Create Account” button, you will be taken to the Email Confirmation page to
confirm that you are receiving emails from the system. Follow the onscreen instructions and
click the “Continue” button to finish the registration process. Now you have an account in this
system. Remember, this is an account that you will use for present and future applications.

2. Applying for Funding:

VIDEO Tutorial 2: Applying for Funding
https://nativeamericanagriculturefund.box.com/s/mzehwiok24b6vi1xijjo6x8y22r2gmaqdl

Upon completing registration and accessing the system for the first time, you will land on the
Apply Page. This page will show you any currently open opportunities that you can apply for, as
well as any relevant deadlines and other applicable information related to them. To start an
application, click on the blue “Apply” button under the opportunity you’d like to apply

to. Clicking this will immediately begin the application.

Helpful Notes:
e You can preview the application without having to save any work by clicking on the
“Preview” button in the top right corner. You can also access a word document or PDF
copy of the full application on NAAF’s website.


https://nativeamericanagriculturefund.box.com/s/mzehwiok24b6v1xijjo6x8y22r2qmqd1

e You may collapse question groups as you go. It is recommended you do this once you’ve
finished all of the questions in that group as an indicator to yourself that you’ve
completed that section and reduce scrolling.

e Once an application has been submitted you can no longer edit it.

Work your way through the form responding to the fields.

« Note that any fields with an asterisk are required fields and must be completed prior to
submitting an application. The form will not allow you to submit until all questions with
asterisks have been answered.

e As you complete the form, the system will auto-save every 100 characters typed or every
time you click out of a field.

« Some fields have character limits.

o Responses that are longer than the set limit will be saved, but an error message
will appear informing the applicant the limit has been exceeded.
= You will not be allowed to submit the form until the length of the response
has been decreased in accordance with the limit.

o File upload fields will only accept one file per question.
o Upload areas have size limits listed within the question.
If you attempt to upload a file that is larger than the set MiB limit, you will
receive an error message informing the applicant that the file is too large and the
file will not be saved.
o Upload fields may also have File Type restrictions.
= |If you attempt to upload a file type in an unaccepted file type acceptable
file type you will receive a warning that the file type is not acceptable, and
you will not be able to upload the file.
o Once afile has been uploaded, it may be deleted by clicking the Trash Can icon
next to the file name and a new file can be uploaded.

e The application does have an auto-save feature, but you may manually save by clicking
the “Save” button at the bottom of the form.
o When you click “Save” you are taken to a confirmation page, so you know the

save was successful.
= Ifyou click “Continue” you will be taken back into the form so you can

continue working.
= |If you save and exit the system, you will access the draft of the form
from your Dashboard the next time you log in.
= Pick back up where you left off by clicking “Edit” link to the right
of the request.

e If necessary, you may formally abandon the application by emailing
mailto:grants@NativeAmericanAgricultureFund.org

When all of the fields are complete, submit the application.
o If any required fields were not completed, or a response to a text question type is longer
than the set limit, the system will not allow the form to be submitted.
o An error message appears listing the fields that need to be completed or edited.


mailto:grants@NativeAmericanAgricultureFund.org

o These fields are outlined in red so they are easy to identify as the applicant scrolls

through the form.
When a form is submitted successfully, the applicant will be taken to a confirmation

page.

o When you click “Continue” you are taken to your dashboard where you can press

the “View” button to look at your submitted application.

Required Uploads:
To assist you in preparing your application please be prepared to provide the following
documents in your application prior to submission.

Eligibility Information

Fiscal Sponsor Eligibility (if applicable)

Audit Upload (if applicable)

Letter confirming audit is not required (if applicable)

Year to Date Income Statements (if applicable)

Balance Sheets (if applicable)

Fiscal Sponsor Audit Upload (if applicable)

Fiscal Sponsor Letter confirming audit is not required (if applicable)
Fiscal Sponsor Year to Date Income Statements (if applicable)
Fiscal Sponsor Balance Sheets (if applicable)

Resumes (optional)

Budget Template (Excel)

Budget Template (PDF)

Budget Narrative

Governing Body

Cover Letter

Support Letter #1 (optional)

Support Letter #2 (optional)

3. Your Applicant Dashboard

The Dashboard is the is the landing page for any user logging into the site. Underneath their
contact information applicants will see Active Requests. The Active Request displays projects
that are being applied for, as well as previous projects that have been funded (if applicable).



Applicant Dashboard

E3 # Public Profile

Applicant: rd Organization: D&
Mrs. Elder Good Saver Tribal Seed Saver
24 4444244
555-555-5555 565-555-5555
1234 Seed Saver Ave 1234 Seed Saver Ave
—A Contact Email History Spokane, WA 99205 USA

| @ If your organization information does not appear correct, please click the edit (pencil) icon.

Active Reguests o Historical Requests o

~ Save Tribal Seeds

Process: Example Process

Lol Submitted 05/07/2019 View LO!
Decision Undecided

e You may continue working on saved forms by clicking the “Edit” option next to the
form.

e You can also see the request’s decision status.
o The status will be “Undecided” until the site administrator posts a decision.
= Timing on decision status updates vary.

If your request is approved, you will be assigned Follow Up Forms such as quarterly updates and
final reports, to be completed and submitted through the system.

4. Printing Your Application
Foundant allows users to download and print their application any time. This is great for record

keeping or sharing with others as you work on the application. When in the application, press the
Application Packet

button in the top right and a PDF copy of the application will automatically
download.

5. Copy Request Feature

Returning grantees can copy answers from previous applications. This is useful for bringing in
demographic information that applicants expect to remain the same or similar from year to year.

- Log into your site, then click Apply in the upper navigation bar.

[Section 5 continues on Next Page]



2 Apply

(@) If you have been provided with an Access Code, you may enter it in the box &t the lop of the page.

&, | Quick Search

Annual Cycle 2021

Please apply here for funding

@ Preview ¢ Send fo GrantHub (D)

- Click Copy Previous Answers to copy your responses from a previous request into this

form.

Process: Annual Cycle 2021

Application e —

The pop-up shows your previous requests with this funder that could be copied, and the number
of matching answers that will copy into your request for this funding opportunity.

Copy Previous Answers

(1) The table below shows a list of your previous existing Requests with answers rlw can be copled,

Select the radio button next to the request you want o copy answers from

» PROJECT v MATCHING ANSWERS
Annual Cycle 2020 2020 Virual Art Programs 5
Annual Cycle 2019 2019 Youth Art Classes 5
Cancel

$ REQUEST CREATED

02/25/2021 12:61:00 PM

02126572021 12:60:23 PM

Copy Answers

- Select the request you want to copy responses from, then click Copy Answers.
o Ifyou’ve started filling out this form already, this will not overwrite or affect your

NEW responses.

Copy Previous Answers

(D The table below shows a list of your previous existing Requests with answers that can be copied,

Select the radio button next 1o the request you want 1o copy answers from

% PROCESS

» MATCHING ANSYWERS

® Annual Cycle 2020 2020 Virtual Art Pregrams 5
Annual Cycle 2019 2019 Youth Art Classes B
Cancel

% REQUEST CREATED
0212512021 12:51:00 PM
02726/2021 12:50:23 PM




Click OK on the message that appears next, confirming that you want to copy answers into this
new request.

e The matching answers from your previous request will then automatically populate in this
form for your new request.

e Be sure to review the responses and update them as needed.

e Check for any additional questions on the form that did not populate with copied
responses.



