Healthy Community Fund
Online Application Guide
Pitkin County Human Services

To Begin an Application
To Start a NEW Online Application
Click on the link for the new application form: https://www.GrantRequest.com/SID_6201?SA=AM
o

Log into (or create) your online account to access the application form
▪
Supported internet browsers for PC or MAC: Internet Explorer 9, 10, 11 or Edge for Windows; Firefox or Chrome for Windows or Mac;
Safari for Mac.

IMPORTANT: Late applications will not be accepted, regardless of the reason (computer problems, power outages, internet connectivity issues etc.), so plan to
fill in and “SUBMIT” the application well in advance of the deadline. If you are “in progress” at deadline, you will be locked out of the application.

Online Application Portal Guide
Creating your Online Account
●

Each applicant must use only one online account, so each applicant’s applications are saved together in one
account. This will allow easy access to your online application history.

●

Organizations who have different people applying for grants on behalf of the organization should create
one shared email account to use just for grants.

●

Note the email / password used to create your account. Use this same email / password to login to your
account on the grant portal to access your online grant history / applications in progress.

●

Add mail@grantapplication.com to your safe senders list to ensure you receive all system
communications.

Eligibility Quiz
● You will first need to choose
your goal area that will then
automatically choose your
specific application.
● For your historical goal area,
click here, or go to
pitkincounty.com/568/Grants

Eligibility Quiz, cont.
Once you have chosen your goal area, you will be asked 2 questions regarding eligibility.

Online Application Guide
Accessing Your Online Account
Once you create an account, you will be able to: (*consider creating a bookmark to save this link)
●

Log into your account at [https://www.GrantRequest.com/SID_6201?SA=AM] to access your saved drafts
and your submitted requests; sign in and select "in progress" or "submitted" in the drop down.

Online Application Guide
Do not use the new application form link on the website to access your saved drafts. If you use the
application form link, it will create a new application each time you use it. If you keep entering through the
application from link, you will end up with multiple copies of “draft/in progress” applications.

Online Application Guide
1.

2.

Select "in progress", to continue
working on draft applications which
have not been submitted and are still
in draft form.
Select "submitted", to view the
applications that you have submitted.
You cannot edit submitted applications.
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Online Application Guide

1. To delete an
application, select the
garbage can next to it.
1

Before You Begin Application Guide
The following are some helpful tips to get started:
1.

2.

Notice the tool bar in the top left of the screen with different sections of the application, including “Before You
Begin”, “Organization Contact Information”, “Request Information”, “Outcomes”, “Financial Summary”, and
“Attachments”. This will be how you navigate your application.
Before filling out the application, you may find it helpful to click the "Printer Friendly Version" button. This will
offer you a preview of all the questions on the application.
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Before You Begin Application Guide
Grants Criteria
●
●
●
●
●
●
●

Application proposal summary clearly and concisely summarizes your request for funding and
serves people who live, work, and play in Pitkin County.
Adequately describes your organization and its qualifications for funding.
Fulfills the intent of the ballot language and assesses needs based on formal community
assessment.
Describes the outcomes of the grant in measurable terms based on strategies that align with the
goal areas of the Healthy Community Fund.
Describes the activities that illustrate impact in the goal area by preparing measures on how
objectives and methods will be evaluated.
Demonstrates financial stability and successful track record and presents accurate budgets and
financial reports by clearly delineating costs.
Demonstrates collaboration and partnership with like organizations.

Organization/Contact Info Form
○

○

○

The first section of the Organization/Contact information tab requests the Organization’s
information. The first time your agency will be required to fill out this information, but the system
has been pre-set to cache and retain information for subsequent logins. Even if you clear your
computer’s cache, this information will remain populated, as long as you save your work, you are
able to update/edit any fields information at login.
The next two sections are for the contact information for the Head of the Organization and the
Primary Contact. Much like the Organization information, each agency will only have to fill out the
Head of Organization information the first time. The system will cache the information and this
will be pre-populated with subsequent visits. (see next page for example)
There is some redundancy in the information being requested. You are able to check the box,
“Same as above” to streamline the information if the information is duplicative.

Contact Fields that are Cached Example
○

The below contact fields will be cached and display legacy information from one year to the next.
You will have to overwrite when and if the information does change. Additionally, The “Same As
Head of Organization” box will duplicate the information from the first section fields to the
Request Primary Contact fields if the information is the same.

Request Information
Request Information Tab
○

This tab is separated into 2 sections, Request Information and Demographics.

Request Information (cont)
Demographics section of the Request Tab
○

Shown below, this section captures your Organization’s targeted
demographics. Please indicate up to three, those that most closely apply.

Outcomes
Outcomes Tab
○

The Outcomes tab is broken into two sections, Proposal Narratives and Outcomes sections.
The Proposal Narratives reflect your mission/vision and values and how your outcomes align
with the greater goals of the Healthy Community Fund.

Outcomes, cont.

●

Outcomes will vary depending on the
selected goal area of agency.

●

This information will be gathered on the
application, on the Mid-year report and on
the Year-End report to determine if you
are meeting benchmarks.

●

These will capture basic output data.

Financial Summary Section
Financial Summary
○

The financial summary section requests Income and Expense information and some
narrative fields

Attachments
●

Attachments are allowed (as requested in the application) to a maximum of 25 MB per
application.

●

If you have multiple documents, it is requested that you combine them into one
document to upload.

●

When attaching electronic files, use PC compatible file formats (.doc; .docx; .rtf; .pdf; .xls;
.jpg; .tiff; .mp3; .mov; .wm; .wma; .wmv). We will not be able to open MAC only
compatible files.

Attachments, cont
●

For Appendix D: Financial Summary Cover Sheet, access the required cover sheet by downloading the sheet
from the link in the attachment description.

●

Once downloaded, click on View in upper
left corner of the doc and then select
Edit Document to apply your numbers.
Save to your desktop and upload once complete.

Review My Application
●

*NOTE*To Email a Copy of the Draft Application
E-mail a copy to yourself or to someone else for review
or discussion (very helpful if you are applying on behalf
of an organization or group)

●

Click “email draft” link on the top right of the page.

Review My Application
To Submit a Completed Application
●

The Review Application tab allows you to review your application before submitting. If there are any issues with
your application, these will be flagged at the top asking for you to correct before submission.

●

Late applications will not be accepted, regardless of the reason (computer problems, power outages, internet
connectivity issues etc.), so plan to fill in and “SUBMIT” the application well in advance of the deadline.

●

When your application is complete: you must click the “SUBMIT” button, and submit the application before the
deadline.

●

Once you “SUBMIT” successfully you will receive a confirmation email (sent to your online account e-mail) with a
copy of your application.

●

If you do not see the email in your inbox, check your “junk” or “promotions” folders. Add
○ mail@grantapplication.com to your safe senders list in your email program to ensure you receive all
system communications.

●

If you still do not see the confirmation email, log out and log back in to your online account – if the draft is still “in
progress” then re-submit.

Tips and Tricks
When working on the application: always click the “SAVE” button at the bottom of the page before closing or your
work will not be saved.

○

○

●

You do not have to complete the application in one sitting. To come back and work on the application
later: Click “SAVE”, and sign out. You can then sign back into your account later to complete and submit
it at a later time. Click “SAVE” regularly in case of computer or internet issues or power outage.
The application will not be submitted until you click the “SUBMIT” button. When the application is
sitting in your account as in “in progress” draft form, no one can see the application.

To return to your application DO NOT use the new application form once you’ve signed in. Log into your
account here: [https://www.GrantRequest.com/SID_6201?SA=AM] USE THIS LINK ONLY once you have begun
your application.

Tips and Tricks
While working on your application, you will use “Save and Exit” which prompts an auto response to your email and
will give you the link to to use to sign back and continue. You can expect to receive an email from “Pitkin County
Healthy Community Fund <mail@grantapplication.com>
*The link below is an example link.

Questions?
Please contact Lisa Yorker
lisa.yorker@pitkincounty.com
970-920-5179

