Using ZoomGrants to Submit and Manage Applications

1. GO TO CITY OF OXNARD'S ZOOMGRANTS PAGE geﬁm et s

Navigate to the ZoomGrants page for the organization by using the link Fo tion
provided to you by the program administrator, Grants Management Division:

https://zoomgrants.com/gprop.asp?donorid=2315&limited=2599 ' —

NOTE: For this first step, do not go to the ZoomGrants homepage. Once you've started an ninseri @ Ot
application using the link above, you can log in at https://ZoomGrants.com/login. et

2. CREATE AN ACCOUNT AND LOG IN

Create your ZoomGrants account and log in using the New B LTS el \CCOU
ZoomGrants Account box on the righthand side. If you already have an Emai
account, log in using the boxes in the upper right corner of the page. Password

First Name

Last Name

NOTE: In ZoomGrants, each application is officially associated with a single account and

., , . . . ® Organizat

each account is ‘owned’ by a single user and accessed by a single email address. We Accaunt Type :;:;I:m o

recommend that the ;.)ers.on who will be the primary contqct for applications crea.tes the first T

account for an organization. Once that person creates their account, gets logged in, and starts

the application(s), they will be able to invite other people to collaborate on all or some of the « Password must be 8-16 characters and
. . . . contain et least 1 letter and 1 number.

applications in their account. + W do not sel of rent your personal

Iinformation to anyone. Ever.

3. CREATE YOUR APPLICATION ser—
Click the Apply button next to the appropriate program to create your o

first application for that program. \
Open Programs
Funding Program Fm-

101072017 - Indviduals and Crganzatons

4. INVITE OTHERS TO COLLABORATE
Use the Collaborators section in the first tab of the application to
invite others to work on this application with you.
A. Enter their email address.
B. Indicate on which sections they are allowed to collaborate.
C. Click the Invite button. An invitation will be sent to their email
address. They'll be able to set up an account by which they can

Collabarators

access and edit the application. Bt At o L et
A Apghearon
. L = B C (ow
NOTE: If granted access, collaborators can do everything that the application owner can do i i s

except: editing the Applicant and Organization information sections in the first tab of the
application and submitting, archiving, or deleting the application.

Asdnional Contaets for tha Aggdeation
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5.

Using ZoomGrants to Submit and Manage Applications

ANSWER THE QUESTIONS AND

My Little Nonprofit Agency Appkcation 5uatus Not Submined
FILL IN THE BUDGET AND TABLES Our Application Submittowpripravew
The system will automatically save your answers as you move through  swms o o oo o oo scsvyion

the application and enter text then click outside of each textbox or select  s,mmay
a multiple choice or checkbox item and click into a new field. Click on the

Application Tile/Project Mame ‘Our Applicaticn
tabs to quickly jump to another section of the application or use the 'Next’ e s 5020
and ‘Previous’ buttons at the bottom of the tabs to move sequentially g
through the application. oo rumearty

NOTE: Some question tabs may have a branching question, which will hide certain questions
based on your answers to the branching question.

. UPLOAD DOCUMENTS

Click the Upload button next to each applicable document request set o.cunen

up by the administrator to open up the File Upload Window for that e
. . . . . . Documents Requesied * Fisgures? Uplasded Documents *
request. Follow the instructions in the window to upload or link a file (or EbRon L Rt g,
multiple) in that slot. — p—— "
NOTES: -
1) Any document request marked with a yellow ‘Required’ note MUST have something
uploaded or linked in that slot in order for your application to be submitted. If you feel a —  ==.
required request is not applicable to you, create a document in which you note the sl
inapplicability and upload that into the slot. '
2) If the administrator has provided a template, click the orange ‘Template’ link to download
that template. Fill it out, then upload it into that slot.
3) Click the Help button in the File Upload Window to access a quick tutorial video (also
available here: http.//youtu.be/b0lxkjss Ow).
4) If you finish your application by uploading documents, use the grey Refresh Page button to
reload the page before clicking the Submit Now button to submit your application.
SUBMIT THE APPLICATION A T
: : ati SN ALl o >
Click the grey Submit Now button at the top of the application when ™™™ oo o
you've completed the applicable content in every tab. The system will
check to ensure you have answered every question and uploaded all S
‘Required’ documents. Any skipped questions or missing documents will = s
be listed in red. When you're done with your edits, use the grey Refresh o s o oo
Page button in the application to reload the page, then click the Submit e
Now button to re-run the check. If your application is complete, you'll be i 3
able to enter your initials and officially submit the application.
NOTES:
1) The completion check verifies that you have answered the applicable questions and My Litie Monpeotit Agency PR —
uploaded 'Required’ documents, but you are responsible for ensuring you have completed the ~ Quf Application by pribomier
content requested in the budgets and tables (as applicable) and uploaded the documents that Appication Camgsetion 1 1
are requested but not ‘Required’. s e st ey ma vy [
2) If the administrator has chosen to let you make changes to your application even dfter it has e e Submit Now
been submitted, you can edit your submitted application up until the deadline passes. If you do
make any changes, you do NOT need to ‘re-submit’ it. The changes are automatically reflected o e —

in the submitted application.
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