Hampton Roads
Community Foundation

Registration Tutorial

Overview

This document is designed to provide grant applicants with instructions for use of the
Hampton Roads Community Foundation’s new online grant application system.
Remember while this document attempts to provide step-by-step instructions, we realize
that not all user scenarios may be adequately covered. If you remain on a page with
inactivity for longer than 90 minutes, you will be logged off for security reasons. Please
save every 15-25 minutes. If you have questions, please contact Amy Kurtz at (757)
622-7951.

Registration Page

If you already have an account:
1. Enter your login, which is your e-mail address, in the Email Address field
2. Enter the Password that you chose when you set up your account.
3. Press the “Log On” button to enter the online application system.

If you have forgotten your password:

4. You can click on the Forgot your Password link, enter your User ID, and the
system will email your password to your e-mail account.

If you do not have an existing account;

5. Click on Create New Account to register.
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Logon Page

Questions?
Email: grants@hamptonroadscf.org

Email Address*
or call Amy L. Kurtz at (757) 622-7951.

Password*

Forgot your Password?

| Login | or | create New Account

To register an account

1. Click on Create New Account

2. Enter your organization information



Hampton Roads

Community Foundation
- — - - -l mial=l g
|:§ https:/www.grantinterface.., © ~ @ ¢ | & Register o~ r,? {§}
~
Hampton Roads
Community Foundation
Create New Account
NOTE: Using the browser's back button will delete your registration information.
Required steps are marked with an asterisk (*).
Organization Information
This registration process has multiple steps you must complete before you can apply.
NOTE: You will not be able to change your organization information after registering. Changes must be made by contacting
Hampton Roads Community Foundation
Organization Name* EIN / Tax Identification Number*
Web Site Telephone Number*
Fax Number Organization Email
Address 1* Address 2
City* State (Please use the two letter abbreviation, i.e. VA)*
Zip Code®
Cancel Account Creation | | Mext Step
(V]

3. Click on the Next Step button

4. Enter your contact information (if you are a consulting grant writer, please
register using the name and email address of the executive director or primary
contact at the organization which is applying. Please share login (email) and
password with others in the organization who will need access to the online
portal. Applications can be accessed only via the account in which they

were started.



Hampton Roads

Community Foundation
= - e
6 —) -] htfps:.a’,"www.grantinterface.... P-ac & Register X - - - o=l s ﬁ ﬁ’ﬂ:) {% 4
A

)

Hampton Roads
Community Foundation

Create New Account
NOTE: Using the browser's back button will delete your registration information.
Required steps are marked with an asterisk (*).

Your Information
This page is designed to include the contact information for the person the Foundation should communicate with during the
grant process.

Copy Address from Organization

Prefix* ‘Firsl Name*

Middle Initial ‘Last Name*

Suffix ‘Business Title*

Eomal (L ouky fox e commmmicaton) Telephone Number*

Mobile Number A FldNerkeo

Address 1 : Address 2

City* . [,S,",’,'E(E'?P,s,?}!i‘?,“,'i‘!'ﬁ 'E‘lﬂ???’??’@%im, i.e. VA

Zip Coder

Previous Step H Next Step

5. Click on the Next Step button (hitting Enter will take you to the previous page)

6. Indicate whether or not you are the organization’s executive
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Create New Account

NOTE: Using the browser's back button will delete your registration information.
Required steps are marked with an asterisk (*).

Chief Executive Officer/Executive Director

Are you the Organization's Chief Executive
Officer/Executive Director?*
OYes

ONo

Previous Step H Next Step

7. Click on the Next Step button (hitting Enter will take you to the previous page)

8. Enter the organization executive information
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Create New Account
NOTE: Using the browser's back button will delete your registration information.
Required steps are marked with an asterisk (*).
Additional Executive Director Information
| Copy Address from Organization |
Prefix* First Name*®
| | | |
Middle Initial Last Name* |
| | | |
Suffix Business Title*
| | | |
Email* Telephone Number
| | | |
Mobile Number Fax Number
| | | |
Address 1 Address 2
| | | |
City State (Please use the two letter abbreviation, i.e. VA)
| | | |
Zip Code
| |
| Previous Step || Mext Step |
v

9. Click on the Next Step button

10. Enter your password - must be at least 6 characters and can only contain letters,
numbers, and the following: '@#$%"&*()_
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Create New Account
NOTE: Using the browser's back button will delete your registration information.
Required steps are marked with an asterisk (*).

Password
Password must be at least 6 characters and can only contain letters, numbers, and the following: |@#3$%"&*()_

Password®

Confirm Password* |

t Previous Step H Finish |

11.Click on the Finish button (you will be directed to the Application Page in your
account where you can apply for grants).



