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Welcome to the
Internet Grant
Application Module

With the GIFTS Internet Grant Application Module (IGAM), grant
applicants can submit proposals to you electronically by completing an
online application form. Applications that meet your preliminary
requirements can be transferred directly to GIFTS as Pending Requests—
without further data entry by your staff. In addition, grantees can submit
requirement information electronically using an online form that can be
transferred directly to GIFTS.

The Grant Application Manager (GAM) is a user interface that includes all
the tools you need to create and manage your online application and
requirement forms, and to retrieve your applications and online
requirements:

< Organizer Grid—This is similar to the Organizer grid in GIFTS, and is
the first thing you see when you log in to the GAM. The Organizer grid
is where you view your submitted applications which are organized into
two folders, Pending and History.

< Form Design Wizard—From the Organizer you can access a Form
Design Wizard that will walk you through the process of creating and
activating your online application and requirements forms.

< FormsManager—The Forms Manager, also accessed from the Organizer,
is where you manage your online application and requirement forms.
Your application and requirement form folders each contain two sub-
folders, Active Forms (applications/online requirements currently posted
to the web) and Inactive Forms.



This manual covers the entire online grant application and requirement
form creation process, from designing your forms to retrieving online
applications and online requirements, and reviewing applications.

Using This Manual

In this manual, you will learn how to:

< Design and activate your online applications and online requirements.
% Set up IGAM.

< Retrieve and review applications.

% Retrieve online requirements and automatically transfer this information
to GIFTS.

< Compare applications with existing Requests in GIFTS to identify
duplicate funding requests.

< Link applications with existing Organizations and Contacts in your GIFT'S
database.

< Rejectapplications that don’t meet your funding requirements, and create
declined Request records for them in GIFTS.

< Consider applications and transfer them to GIFTS as Pending Requests.
< Generate email and printed correspondence.

The following chapters contain the information you need to set up the
IGAM and use it to review and process online grant applications and process
online requirements.

Chapter Summary
“Working with IGAM” Introduces the online grant application management,
on page 1 submission, and review processes and the online

requirement management and retrieval process.

“IGAM Accounts and Describes the IGAM experience for applicants/grantees
Workflows” on page 27 submitting online applications and online requirements.

Using This Manual



Chapter

Summary

Using This Manual

“IGAM Quick Start
Guide” on page 59

“Setting the IGAM
Preferences” on
page 71

“Designing Your Online
Forms” on page 125

“Sending Online
Requirements from
GIFTS” on page 185

“Customizing Display
Language” on page 193

“Retrieving and
Handling Pending
Applications and
Online Requirements”
on page 205

“Processing Application
Decisions” on page 227

“Working with
Correspondence” on
page 271

“Reporting from IGAM”
on page 297

Provides the most essential information for getting IGAM set
up for your online application and online requirement
process.

Contains important setup tasks your System Administrator
must perform before you can begin processing grant
applications and online requirements.

Walks you through the process of creating your online
application or online requirement, then making it available
via the web.

Describes how you can send online requirements to grantee
via Requirements in GIFTS. This chapter also describes how
you can create IGAM accounts for grantees, if necessary.

Describes how to customize the display language for
application and requirement forms in IGAM.

Describes how to retrieve applications and online
requirements from the MicroEdge server and how to manage
pending applications.

Provides detailed information on what to do with Pending
applications once they have gone through an initial review.
You will learn how to consider and reject applications, and
how to work with applications once they move to the History
folder.

Helps you set up email and letter templates that you will
need at different stages of the online application process,
and then generate correspondence from those templates.

Describes how to report on the number of online
applications you are receiving, how to print information
displayed in IGAM folders, and how to get up-to-date
information on your organization’s IGAM transaction charges.



Conventions Used in This Manual

Before you proceed with the Internet Grant Application Module User’s Guide, it
is helpful to familiarize yourself with the conventions used throughout this
manual. Doing so will enhance the usefulness of the documentation.

Procedural and Typographic Conventions
Procedural conventions help identify procedures and tasks you’ll perform.
< Important procedures are always given as a numbered set of tasks.

% Check marks indicate a checklist of general items or tasks.

% Characters given in this font are examples of data that you should enter,
such as the directory path to a file.

< Data elements within the GIFTS system are presented with an Initial
Capital Letter. For example, the word “request” is capitalized when it is
used to refer to a Request record within GIFTS.

Different Types of Notes

When appropriate, notes provide additional information or warnings that
may apply to you. This manual uses four types of notes. Each type of note
serves a unique purpose as defined below.

Note: A note with this format and the heading “Note” provides information
that applies to some users. Notes apply to special situations. For example, a
Note might explain minor differences in setup procedures among network
and single-user systems.

Important: A note with this format and the heading “Important” provides
information that applies to all users. This type of note provides information
that is essential to the completion of a task.

Xi Conventions Used in This Manual



Caution: A note with this format and the heading “Caution” provides
important information that applies to all users. Pay special attention to these

notes.

Tip: A note with this format and the heading “Tip” provides useful
information that applies to most users. Although Tips are not essential to
the completion of a task, they provide alternative methods, shortcuts, or
special applications relating to the procedures in the text.

Using Online Help

While you work with IGAM, you can find answers to your questions by
reading the documentation or by using IGAM online help. Use online help
when you need immediate assistance. Most of the material that is in the
documentation is also in online help.

From the Help menu of any GIFTS module, you can:

Choose To

Contents Display the contents of the GIFTS online help.
Index Display the index of the GIFTS online help.
MicroEdge on the Web MicroEdge Homepage.

(http://www.microedge.com)

MicroEdge Knowledgebase

GIFTS Compatibility Fact Sheet
These links now take you to the MicroEdge Support
Services webpage.

For access to the current knowledgebase and online
documents please login to GIFTS PowerME.

Using Online Help Xl



Choose To

Technical Support Display information about contacting MicroEdge
Technical Support.

About GIFTS Display copyright and release information for GIFTS.

Using the Documentation

MicroEdge provides you with the GIFTS documentation inPortable
Document Format (PDF). To view these files, you will need to install the
Adobe® Reader, which is available for free from Adobe Systems, Inc. at
http:/ /www.adobe.com.

The documentation allows you to print out selected pages, sections,
chapters, or the entire book. You can also install the files on your computer
or network so you can access them online, and take advantage of features
such as a “hot” table of contents, index, and cross-references within books.

The Adobe Reader’s other features are described in the Reader’s online
Help. Note that MicroEdge does not provide technical support for the
Adobe Reader. We cannot assist you with the installation, configuration, or
use of this product.

IGAM 5.5 Support from MicroEdge

The Internet Grant Application Module has been designed to be easy to use,
and thorough documentation is included. An electronic version of the user
guide is included with the software.

MicroEdge’s Technical Support can provide answers to your basic how-to
questions. (For details and contact information, please see “Maintenance
and Support Program” on page xv.) If your needs go beyond simple how-to
questions, MicroEdge’s Educational Services department would be happy to
work with you to arrange an appropriate training engagement.

Using the Documentation



If Your Applicants/Grantees Have Problems

MicroEdge’s Technical Support staff will work with you to resolve any
problems that your applicants/grantees encounter when using your online
application form(s). In order to prevent any possible breach of
confidentiality, MicroEdge will not work directly with applicants/grantees
without your participation.

It is possible that an applicant/grantee may encounter a problem that is the
result of his or her setup, and not a problem with your application form. It
may be helpful to include information about compatible browsers on your
website or in other communications to your applicants.

For a list of compatible browsers, please refer to the “GIFTS Compatibility
Fact Sheet” in GIFTS PowerME.

The applicant/grantee should make sure that his or her connection to the
Internet is valid. A good way to do this is to ask him or her to open a
browser and access a particular page on the Internet other than the
application form or online requirement.

If an applicant/grantee reports a problem to you, here are some tips to get
the most out of MicroEdge’s Technical Support service:

< Ask the applicant/grantee to provide specific information about the
browser type and version he or she uses, what he or she was doing when
they encountered the problem, and the exact text of any error messages
he or she encountered.

% Ifpossible, ask the applicant/grantee to send this information in an email
message or fax to you, so that if you need MicroEdge’s assistance in
resolving the problem, you can easily pass this information along.

Please note that at this time, MicroEdge Technical Support will not accept
any calls from applicants/grantees directly. If an applicant/grantee does
contact MicroEdge, he or she will be instructed to bring their problem to
your attention. Then, we can all work together to resolve the issue.

IGAM 5.5 Support from MicroEdge Xiv



Maintenance and Support Program

Members of MicroEdge’s Maintenance and Support Program receive
unlimited telephone consultation on the use of the software, assistance in
error isolation and correction, software updates, and prompt furnishing of
any available problem solutions relating to the currently supported versions
of GIFTS.

Our Technical Support staff are available Monday through Friday, 8:00 A.M.
to 8:00 PM. Eastern time. You may contact MicroEdge's Technical Support
Specialists as follows:

Phone 1-877-704-3343
Email helpdesk@microedge.com
Internet From the GIFTS menu, choose Help » Technical Support

Members may also search our library of documentation and technical
bulletins in the MicroEdge Solutions Knowledgebase. To access the
knowledgebase go to www.microedge.com and login to the PowerME
portal.

For details about our support policies, please refer to the MicroEdge Client
Resource Guide. If you have any questions regarding the Maintenance and
Support Program, please call 1-800-899-0890 and ask for the Maintenance
and Support department. We will be happy to assist you.

IGAM 5.5 Support from MicroEdge



Working wit
IGA

This chapter introduces you to the online grant
application management and review process and the
online requirement management and retrieval process.
It provides you with background on how online grant
applications and online requirements are generated and
how to use the Grant Application Manager (GAM) to
process them.

In This Chapter:

About Online Grant AppliCations .........c.cceveeeireruerieeriereenenens 2
About the Application Review Process.........c.ccocveevererencncenne. 3
About Requirement FOIMIS ........cocovvirieieinenieieceeneeeceieene 4
IGAM WOTKIOW .....oviiiiiiiiiinir e 5
About the Grant Application Manager Display ........................ 7
Avoiding Duplicate Records..........ccceoeviririninrecininineeeceenn 11
Managing IGAM Permissions ...........cccccevviiiiiiiiiinninncnnn. 12

SImPlify fOr IGAM .....cooiiiiiiiiiiiiicicieieieeeee e 13



1 Working with IGAM

About Online Grant Applications

Think about the resources your organization expends in the following grant-
processing activities:

% Data entry
% Research
% Correspondence

Now imagine reducing the time that your staff spends on these activities.
IGAM can help!

When you process printed applications, your staff enters the Request
information manually, generates printed correspondence, and mails it to the
applicant.

Let’s look at how the GIFTS IGAM can streamline the grant application and
review process and help you and your grantees save:

% Time
% Paper
% Postage

With the IGAM, prescreened applicants can submit proposals to you by
completing an online application form that you design to fit your
organization’s needs. Your staff can manage and review submitted
applications from within the GAM—independent from your GIFTS data.

Applications that clearly do not meet your funding requirements can be
Rejected and removed from your workflow. Proposals that your organization
might be interested in funding can be transferred directly to GIFTS as
Pending Requests—with little or no additional data entry by your staff.

At key points in the review process, you can notify grant applicants by email
to inform them of the status of their applications. If you wish, you can
generate printed correspondence as well.

2 About Online Grant Applications



Working with IGAM 1

Single- and Two-Stage Online Applications

IGAM 5 allows you to create application forms to use either as single-stage
applications, or as parts of two-stage application processes.

Single-stage applications are designed to collect all the information needed
to complete a full grant proposal in one online form. This application, if
considered, can be transferred to GIFTS as a Pending Request.

Two-stage applications utilize two forms: the first to collect enough
information for a preliminary decision on your organization’s interest in the
project, and the second to collect any remaining data needed to complete a
grant proposal.

When the first of a two-stage application is considered, you select the
appropriate second-stage form and generate correspondence directing the
applicant to the URL where the second form can be filled out. The
completed second-stage application, if considered in the GAM, then updates
the Pending Request created for the first stage. This allows you to track a
two-stage application with a single Request record.

About the Application Review Process

IGAM serves as a link between applicants and your GIFTS database.
Applications are maintained separately from your GIFTS data while you
review them. During the review process, you can:

< Eliminate duplicates from your workflow
< Make sure that information is complete
% Correct spelling errors

< Research the organization (for applicants)
< Generate correspondence

The IGAM review process ensures that only those applications that you
want to consider further are transferred to GIFTS as Pending Requests.

About the Application Review Process 3



Working with IGAM

Applications that you consider and transfer to GIFTS are treated like any
other new Requests in GIFTS. Defaults that your Administrator set for new
Requests—such as Default Requirements and Request Types—are added to
Requests that you create when you consider applications.

Note: If you want to track rejected applications in GIFTS, there is an option in
the IGAM preferences to create declined Requests in GIFTS for rejected
applications. This is important if you need to produce reports on all of the
applications rejected or declined within a certain period—and you don’t want
to have to generate separate reports from GIFTS and from the GAM.

About Requirement Forms

Likewise, IGAM helps you to save time by allowing grantees to directly
enter requirement data using an online form.

You can create an online version of a Requirement that uses a form you
create in IGAM as a template. First, you create a requirement form in IGAM
specifying certain fields for which you want the grantee to provide
information. Then, you send it to a grantee via the Requirement in GIFT'S
for which you want to gather information. The grantee can then enter
information using the online requirement.

Note: This grantee is either the person who originally submitted an IGAM
application that became the Request in GIFTS that the Requirement is
attached to, or another grantee that you specify. The grantee must have an
IGAM account to access the online requirement. For more information
about sending requirement forms to grantees, see “Sending Online
Requirements from GIFTS” on page 185.

After the grantee submits this requirement information using the online
requirement form, you retrieve this information in IGAM. When you
retrieve online requirement information, it is automatically entered into
GIFTS. No further input from you is required.

4 About Requirement Forms



Working with IGAM 1

IGAM Workflow

Retrieve forms from the server.

Incoming applications and online requirements are collected in a private database on a
MicroEdge-hosted server. To begin reviewing the forms, you must first retrieve them
from the server. For online requirements, this is the only step; information from these
forms is automatically entered into the appropriate GIFTS records.

When you retrieve applications, you can generate acknowledgement correspondence as
either an email message or as a printed letter.

Review the application forms.

Application forms that you retrieve are maintained in the Pending
folder while you review them. You can check forms for spelling errors
and research the applicant organization. If an application doesn’t meet
your funding requirements, you can reject it and remove it from your
workflow. You can notify the applicant by email and/ or letter. If you
want to track rejected applications in GIFTS, you can enable an
option to create declined Requests for all rejected applications.

Link applications with your GIFTS data.

Before you transfer applications to GIFTS, you'll need to link
their associated Organizations and Contacts with existing records
in GIFTS. You may also link Requests to search for similar
Requests from the same Organization. Linking helps you avoid
creating duplicate records in your GIFT'S database.

Consider the application forms.

Applications that meet your preliminary review requirements can be
Considered and transferred to GIFTS as Pending Requests. You can
inform the applicant by email or generate printed correspondence.

When you consider a first-stage application, you’ll also need to
generate a second-stage application. In this case, your correspondence
should include the account login URL, and it should inform the
applicant that the second-stage application is waiting in their account.

IGAM Workflow 5
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The following diagram summarizes the online grant application review

process.

Yes:

Generate rejection
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Applicant submits
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'

an electronic grant |
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Working with IGAM

About the Grant Application Manager

Display

The GAM is similar in function and appearance to the GIFTS Organizer.

‘s GIFTS Grant Application Manager

File Edt Action View Forms Tools Help

[_ (D[]

(5 Retrisve ‘ &4 Find... | B Forms Manager | [& | EIREF] | =1 Send... | & Link to GIFTS...

v Speling... ‘ of Consider... X Reject...

»

Review

Vi

&l Pending &pplications (2]

I 7| &5 Organization [Name / Contact (Name / Title / Request [Date /| Project (Title / Description]
2 1) | | 2| % | 98| acdhess ¢ Tax 1D) Phone / Fax / Email) Amourt / Budget]
Children's Health Society of New  Evamarie Christina Manien 37442002 Tnicrease the percentage of children
% L Wik Fresident $15,000.00 immunized for lfe-threatening
IO B g @ Newvok Wy Tel 212-757-1522 $0.00 chidhood disease, Focus on
H evie@microedge. com unnaturalized immigrant populations.
Queens County Children's Carla Inesquez 3/4/2002 Giving Hand, Open Heart
. Network $12,500.00
B g €8 Flushing Nv 11331 $0.00
You can:
5 . .
% Customize the GAM display

% Search the contents of the GAM folders
% Print ad hoc reports
% View summary information

Tip: The GAM is designed so that the form information you need is
displayed in the grid columns. If the form information you want is not
displayed, you can add most fields as columns in the display.

About the Grant Application Manager Display
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Customizing the Grid Columns

You can customize the columns that are included in the GAM display in the
same way that you customize the columns in the GIFTS Organizer. From

the GAM menu, choose View » Show Columns.

e AE

File | Toals Help
[ save and Close | [T Reset Defaults

Defaul: 825 + B I U = A

Ayalable Columns Show these columns in this order

Poject Desciiplion - # [ Colurin [Heading B
B oiert Stort Date Jnehide 5> ||| @ Applation Reguest Date, Reguest Date 7

Project Title [ |9 Application: Project Title, Project (Title /

Project T e, Description Pry— ‘ |__|10 applicatiors Program Arss Program drea Primaty

P ion Coriments — |__|11 application Geographical ~ Geographical Areas
Recommendation Disposition 12 Application: Age Broup Age Group

Resommended Amount 113 aopi Et il

Flequest fmount [113 Applinatiors Ethiiity thricity

Rlequest Date || 14 Application: Papulation Population Served
Request Date, Amourt, Froject |_[15 Organizatior: Background  Organization

Plequest ID 16 Applicatior: Application 1D, Application 1D # Record
Spell Check e atio - ste Prooot End Date
e cation: Project End Date_Project End Date:

Qs In | d

Select gvailable columns fom Hove Up
Application -

Fomatting - Proiect End Date
Font Date Fomat

Column Heading
Froject End Date

Default, 8 25 pt, Regular Short Date 2/12/2009 R e E———

You can define the way
that information is
displayed in the GAM
display.

For certain fields (such
asdatesor currency) you
can specify formatting
options to define how
they are displayed.

For additional information on adding, removing, or combining columns,

please refer to the GIFTS User’s Guide.
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Changing the Sort Order

You can also change the order in which the GAM sorts the applications that
are displayed in the folder. To change the sort order, choose View » Sort

from the GAM menu.
Categary Caolumn
Sortby el | |Create Date - Ascending
* Descending
Categary Caolumn
Then by ‘Drgamzatinn j |Name j * Aszcending
Descending
Categary Caolumn
Then by ‘<Nnna> j |<Nﬂne> j * Aszcending
Descending
Categary Caolumn
Trenty | =] =]
Categary Caolumn
Thenby | =l [
BReset Defaults Cancel

For additional information on changing the sort order, please refer to the
GIFTS User’s Guide.

Searching for Forms

If you want to work with a specific group of submitted applications, you can
ﬂ populate the GAM with the results of a search. You can search for submitted
applications using the same search methods that are available in GIFTS.

Example: You may wish to create a public saved search for applications in each
of your program areas. That way, your program officers can apply the
appropriate search to populate their GAM with only the applications they
need.

In addition, a user can specify a saved search in his or her View Options and
have the GAM perform this search automatically each time they log in. The
data resulting from this search becomes, in effect, the user’s default view. For
more details, please see “User View Options” on page 91.

For details on searching folders to display the information you need, please
see “Searching for Pending Applications” on page 215 and “Searching in the
History Folder” on page 265.

About the Grant Application Manager Display 9
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Viewing Summary Information

You can generate summary data for pending and archived (historical)
applications by choosing Action » Folder Summary from the GAM menu.
The type of information generated is dependent on the folder that you are in.

For instance, here is the summary data for the Pending folder:

“s Pending Applications Summary

2l Pending Applications

Diescription | Amaunt | Count
Total Mumber of Applications 5
Total Incomplete a
Tatal Requested Amourt $30,000.00

Nuraber of Linked/Unlinked Organizations 0/5
MNumber of Linked/nlinked Contacts 0/5

“# Historical Applications Summary

All Historical Applications

Description Amount Count
Tatal Mumber of Applications 2
Total Requested Amaunt $20,000.00

Tokal Mumnber Considered 1]
Taotal Mumber Rejected 2
Taotal Mumber of Duplicates 1]

10 About the Grant Application Manager Display
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Avoiding Duplicate Records

To ensure the integrity of your data, it is important to avoid creating
duplicate records in your database. At key points in the online application
review process you can identify and remove duplicates from your workflow.

There are two types of duplicate records that you might encounter as you
review and process applications:

< Multiple Submissions

< Duplicate Requests

Multiple Submissions

If an applicant submits the same application a number of times, each copy is
assigned a different Application ID. These are called multiple submissions.
Multiple submissions are not filtered out during the retrieval process. After
you retrieve applications, you can search the Pending folder for multiple
submissions and reject them. For details, see “Searching for Multiple
Submissions” on page 222.

Duplicate Requests

When you consider an application, it is transferred to your GIFTS database as
a Pending Request. Duplicate Requests can result when you consider an
application that is already in your GIFTS database.

Question: How could the proposal from a Pending application already be in my
GIFTS database?

Answer: Perhaps the applicant submitted the same application last month and
your staff considered it. Or the applicant also submitted a printed application
and the proposal was entered into GIFTS manually.

To avoid generating duplicate Requests when you consider an application,
you should attempt to link your Pending applications with existing Requests
in GIFTS before you consider them. For more information on linking,
please see “About Linking Applications with GIFTS” on page 233.

Avoiding Duplicate Records 11
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Managing IGAM Permissions

12

IGAM allows administrators to manage IGAM permissions for permission

sets.

The following table describes each IGAM permission:

Permission Description
Login Access IGAM.
Forms Manage application and requirements.

Activate a Form
Deactivate a Form
Preferences

Delete Applications
Purge Applications

Online
Requirements

Upload Status

Generate Stage-2
Applications

Transfer Requests

Transfer
Requirements

Publish Application
Resubmission

Publish
Requirement
Resubmission

Activate applications and requirements.
Deactivate applications and requirements.
Manage IGAM preferences.

Delete applications.

Purge applications from the History folder.

‘Add’ permission allows users to publish requirements to the
web. ‘Update’ permission allows users to upload requirement
due dates to the web. ‘Delete’ permission allows users to delete
published requirements.

Allows the status of requests to appear on users’ My Account
page. For more information, see “Request / Payment Status” on
page 120.

Ability to generate Stage-2 applications.

Transfer an existing Request to a new owner.

Transfer one or more existing Requirements to another IGAM
user.

Allows the GIFTS user to request resubmission of the
application.

Allows the GIFTS user to request resubmission of the selected
requirement.

Managing IGAM Permissions
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You can manage these permissions by doing the following:
1 From the Administrator Module, go to Access » Permissions.

2 Highlight the permission set you want to edit and click Edit (or click New
to create a new permission set), and scroll down to the Grant Application
Manager section.

X Permissions [_[OIx

|E|Ie Toals Help

| u Save and Close | a Report |

i~ Permission Set

Narme IPermisswons for Group ‘Adrin' Descriplion I

Permissions:
Module / Function | Execute | e Add Update Delete |;I

= Grant Application Manager

Login [l [ [} o O

Farms O = ¥ e ™

Activate a Fom [l O ] | L]

Deactivate a Form O | a |

Preferences [w] L] (| B |

Delete Applications v A 1 [ ] ]

Purge Applications v 1 |} | L]

Online Requirements (| vl [l I cal vl

|Upload Status [wl [ (| [ § O

Generate Stage 2 Applications O LI LI [} O

Transfer Requests vl (| (] 0 (]

Transfer Requirements [wl LI (| 0 (| =

&

3 Edit the permissions for the permission set as necessary, and then click
Save and Close.

Tip: The term Form’ refers to both applications and requirements.

For more information about permissions, refer to the GIFTS Administrator’s
Guide.

Simplify for IGAM

Note: The Simplify database contains profiles of organizations that are
registered as tax-exempt organizations with the IRS and requires an annual
subscription to Guidestar.

Simplify for IGAM 13
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What is Simplify?

Project Simplify grew out of recommendations from the Grants Managers
Network's Project Streamline, which found that grantseekers wrestle with
application and reporting practices that often are disproportionately
burdensome. The main finding was that applicants fill out numerous
applications for funding requests and have to re-key the same commonly
asked fields in each application, often taking the applicant organization
endless amounts of time.

Most applications include the same core elements, such as organizational
data, contact information, a board of directors list, financial statements, and
so on. Project Simplify is a Data-sharing and Standards-setting process that
helps funders more easily access this frequently used information from
grantees. Standards-setting creates a consistent format for core
organizational information. Data-sharing happens through the GuideStar
Exchange database, which already connects nonprofits with current and
potential supporters. Nonprofits enter their core information once, and then
it is automatically added to every grant application they complete for any
participating funder. The service is provided at no cost to the nonprofits
(grant applicant / grant recipient), however all funders must pay GuideStar
an annual fee of $750 in order to access GuideStar Exchange data.

Introducing the ability to pull Guidestar Exchange data into applications
through Simplify provides funders with the ability to have their applicants
auto-populate their application forms.

How does Simplify work?

Applicants often apply for funding from multiple organizations. When they
are filling out online applications they often have to re-enter standard
information such as Name, Address, City, State, Tax ID, Contact
information over and over again for each unique application they are filling
out.

All nonprofits now can fill out a standard organizational profile on
GuideStar's Exchange database (Project Simplify). For online applications
that participate in the GuideStar Exchange database sync (Project Simplify),
the applicant will be able to pull in their GuideStar Exchange database

Simplify for IGAM
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(Project Simplify) profile information and automatically fill in the matching
fields on the application.

How do | enable Simplify for my online
application forms?

To enable Simplify for your GIFTS site, please contact MicroEdge Services
at Services@Microedge.com.

Once enabled for your site, to enable Simplify on an application form the
"Require applicants to enter U.S. Tax ID" option has to be checked in the
application form setup Properties. If it is not checked, a Tax ID request will
not be displayed to the applicant.

The entry of the applicant's Tax ID will, in turn, enable Simplify to pull data
from the Guidestar Data Exchange.

How does this change how online applications
work?

With Simplify turned on, applicants will be given the option to identify their
organization with an EIN number when filling out an application form and

have up to date information from the Guidestar Exchange Database auto-
populate corresponding fields in the form.

This will not only save time for applicants, but will also ensure that the data
is accurate and up to date.

How will it look to an applicant?

With Simplify turned on, applicants will be prompted to enter their
Organization's Tax ID before the application form is opened. This prompt is
identical to the window that comes up for an application form when
Requiring Tax ID, except with a few extra items to accommodate Simplify.

Note: This prompt will not occur for Stage 2 application forms.

Keep in mind that not all applicants that arrive at this application will be
Simplify members, and therefore will not have any Exchange Data saved

Simplify for IGAM 15
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with GuideStar. For this reason, there are multiple options when arriving at
this window to accommodate different types of users/applicants.
Simplify Logo and Link

With Simplify on, below the Tax ID field will be the Simplify logo and a link
to a site where applicants can learn more about Simplify.

Please enter your Tax ID: |00-0956112 oK |

¢ simplify A

Powered by

ot 3 Member of Simplify? Click here to learn mo@

Note: The 'Powered by' text before the Simplify logo will initially also be
supported in French and Spanish.

Procedure and Validation Rules:

The applicant cannot skip the step to enter a Tax ID before beginning the
application form.

If the "Require Tax ID to be on file in the IRS database" option is also
checked, this check will occur before the Simplify request gets sent (to make
sure that the Tax ID is on the IRS database).

e

< If the Tax ID entered is not on the IRS database, an error message will
appear.

The Tax ID that you entered was not found in the IRS database. We cannot accept applications from
organizations whose tax information is not on file.

Please enter your Tax ID: 000956112 OK

< If the Tax ID entered is on the IRS database, the system will proceed to
check if the Tax ID is on the GuideStar Exchange database.

% Ifthe Tax ID is valid, the applicant will be taken to the Eligibility Quiz, if
it exists.

16 Simplify for IGAM
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< If there is no Eligibility Quiz, the applicant will be taken directly to the
application form where data from the GuideStar Exchange and IRS BMF
will have been filled in.

If the "Require Tax ID to be on file in the IRS database" option is not
checked, and the Tax ID entered is on the IRS BMF or GuideStar Exchange
database, the system will continue to the eligibility quiz (if required), or go
straight to the application form and pull in the pertinent exchange data as
well as IRS BMF data IF available.

< If the Tax ID is not found, an error message will appear.

% Clicking OK without modifying the Tax ID will take the applicant to the
quiz or application form. The fields on the application will need to be
entered manually.

% Clicking OK after changing the Tax ID will cause the system to recheck
the Tax ID.

Simplify data will take precedence over data found in the IRS BMF.

A simplify logo will be displayed at the top left of an application form that
has been successfully populated with exchange data.

If a field being filled with exchange data is on the application more than
once, fill all like fields with the same data.

Simplify fields must be present on the application form to be populated, but
may be hidden.

Simplify for IGAM 17
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Any fields filled in by Simplify can be overwritten by the applicant if needed.

o Organization Info 0 Request e Finances o Attachments ';E:i“gc";:i"x'
Organization Info Printer Friendly Version | E-mail Draft
© roverad by simplity

* Required bafore final submission

Organization Primary Contact

Also Known As
All Stars

o

city Country

New York -] <None>

E-mail Address

o

projects@alistars.org

Address
543 West 42nd St

(=]

Phone

state
Ny ha]

How do GuideStar Exchange fields match up with
GIFTS and GIFTS fields?

The following tables list the fields available through GuideStar Exchange,
along with their matching field in the GIFTS or GIFTS database.

Note: Fields listed in Purple do not exist in the standard GIFTS and GIFTS
database. Clients will have to create custom fields using the GIFTS
Customizer or Blueprint module with the specifications included in order to
match the fields in the Simplify database.

Simplify for IGAM
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Organization Fields

EIN Tax ID
Organization Name Name
Also Known As (AKA) a.k.a.

Government Registered Legal Name

Name

Simplify for IGAM 19
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Telephone Fields
Primary Phone Number Phone
Primary Fax Number Fax

Address Fields

Primary Address (line 1) Address

20 Simplify for IGAM
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Primary Address (line 2) Address
City City
State/Province/Territory State
Country Country
Postal Code Postal Code

URL Fields
Website URL WWW Address
Email Fields
Primary Email Address E-mail
NTEE Fields
Financial Fields

Simplify for IGAM 21
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Contact Fields

NOTE: Only Organization primary contact fields in GIFTS will match to the Primary contact fields in the Sim-

Prefix Prefix

plify database.

(Title that precedes a first
name or an initial. For exam-
ple, Mr., Mrs., and Dr. are

name prefixes.)

First Name First Name
Middle Name Middle
Last Name Last Name

24 Simplify for IGAM
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Suffix Suffix
(A part of a name that follows
the last name. For example,

Jr. and Sr. are name suffixes.)

Title Title

Start Month From
End Month To
Email Address E-mail

Primary Phone Phone

Simplify for IGAM 25
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Workflo

This chapter provides an overview of an applicant’s or grantee’s
workflow as he or she completes your online applications and online
requirements. A potential applicant accesses an online application
form by clicking a link on your web page, and a grantee accesses an
online requirement by clicking a link on his or her My Account page.
Processes differ somewhat for applications, depending on the stage
of the application; different flows are provided for each stage.

Also included in this chapter are details concerning account pages,
log-in procedures, and account maintenance.

In This Chapter:

Single-Stage and First-Stage Application Workflow ............... 28
Second-Stage Application Workflow ...........cccccceveinincnnnn. 35
Requirement Workflow ...........coveiinininiieiciiecce 38

Accessing an In-Progress Application or Online Requirement41
About Applicant/Grantee ACCOUNLS ..........cccoeeueucueueireereenenen. 42

Sharing Requests and Requirements. ...........cccooveerveeeueueuennnns 49



2 IGAM Accounts and Workflows

Single-Stage and First-Stage Application
Workflow

The following is an outline of the workflow an applicant would take through
a Single-Stage application or the First-Stage of a Two-Stage application.

The applicant clicks on a link

The applicant begins the application process by clicking a link to your online
application form. This link will in most cases be found somewhere on your
organization’s web page. It could also be included in an email to prospective

applicants.

Tip: Tolearn the URL of an active application form, highlight the form in the
Forms Manager and click the View URL button.

Make your
giving more Please Sign In

effective

E-mail Password

with
guidance
and best
practices. Login

New Applicant? Fargot Passward?

You can require applicants to create a new account before starting an
application. To make the creation of a new account required for a single-
stage application, see “Creating an Applicant Account” on page 46.

28 Single-Stage and First-Stage Application Workflow
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The applicant provides the form password (optional)

Requiring your applicant to provide a password to the selected form is
optional. If you have chosen this option, however, the applicant must
provide the correct password for the form before proceeding.

% If you have required a password for access, and the applicant provides an
incorrect password, he or she cannot access the form.

% If the applicant provides the correct password, or you have not required
a password for this form, the applicant moves on to step three.

The applicant provides a U.S. Tax ID (optional)

Please enter your Tax ID: |1234567

Requiring your applicant to provide his or her organization’s U.S. or
Canadian Tax ID is optional. If you have chosen this option, however, the
applicant must provide the U.S. or Canadian Tax ID before proceeding.

The U.S. or Canadian Tax ID the applicant provides will be checked against
the IRS and Canada Revenue Agency databases for validity. In cases when
the U.S. or Canadian Tax ID provided is not found in the IRS or Canada
Revenue Agency databases, you have the further option of allowing an
applicant to proceed with the application anyway.

% Ifyou have required the applicant to provide a U.S. or Canadian Tax ID
that checks out successfully against the IRS and Canada Revenue Agency
databases, and the applicant fails to do so, he or she cannot access the form.

< Ifthe applicant provides a valid U.S. or Canadian Tax ID; if you have not
required the U.S. or Canadian Tax ID to be found in the IRS or Canada
Revenue Agency databases; or if you have not required a U.S. or Canadian
Tax ID to be entered at all, the applicant moves on to step four.

Nofe: For information on requiring an application password and/or U.S. or
Canadian Tax ID to access a form, please see “Properties Tab” on page 132.

Single-Stage and First-Stage Application Workflow 29
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*

The applicant takes the eligibility quiz (optional)
Eligibility Quiz

Is your organization classified as 501(c)(3) by the U.S. Internal Revenue
Service?

-Select One- ¥

Next

Before being allowed to access the form, the applicant may also need to take
an eligibility quiz. This quiz asks questions designed to limit applicants to
those who meet the most basic eligibility requirements.

Administering an eligibility quiz is optional. IGAM users can create an
eligibility quiz for each form they create in the Form Design Wizard, but a
quiz is not required. Users can also make passing an eligibility quiz required
or optional for accessing the application. Users can also customize the
eligibility quiz title.

< Ifpassing the eligibility quiz is required and the applicant fails, they are not
granted access to the application.

< If you have chosen not to include an eligibility quiz for this form, or if
passing the eligibility quiz is not required, the applicant (regardless of quiz
performance) moves on to step five.

Note: Details for adding eligibility quizzes to forms is found in “Properties
Tab” on page 132.

Single-Stage and First-Stage Application Workflow
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The applicant fills out the application
~ ﬁ

€ organization © Froject Financiats © rtachments @ review ny appiication

A

JS East Foundation

Organization

Printer Friendly Version

* Hequired before final submissian

Make your

giving more =
e Organization Information
effective
ih % Name of organization to which grant would be paid. % Tax ID

by Flease list axact legal name.
guidance
nd bes
and best Verify Tax ID
practices.

Address

City: State: Zip code:

The applicant is taken to the first page of the selected application and begins
entering data. At the bottom of any page of the application, the applicant
can click Save & Finish Later to save the data entered so far and return later
to complete the application.

Please note the following about in-progress applications:

< Applicants must be logged in to save their work for completion later. If
the applicant clicks Save & Finish Later before logging in, he or she will
be prompted to log in first.

Applicants without an account must create one before saving their work.
New accounts can be created from the login prompt page, as described
in “Logging in to an Applicant/Grantee Account” on page 45.

< Asnoted above, saved applications can be completed later. For
information on applicants returning to complete unfinished applications,
please see “Accessing an In-Progress Application or Online Requirement”
on page 41.

For this workflow, we’ll have the applicant continue until he or she has
completed the entire single-stage application process.

Single-Stage and First-Stage Application Workflow 31
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The applicant attaches files to the application (optional)

Allowing applicants to attach files is optional. You can design forms to allow,
disallow, and/ or require attached files.

If the form the applicant is filling out does not allow attachments, the page
won't appear during the application process. For more information about
making attachments required, see “Attachments Tab” on page 165.

If enabled, the Attachments page of an application will allow the user to
attach multiple files to the application and upload them to the MicroEdge
IGAM server. Likely files might include Microsoft Word document files
(such as cover letters) or PDF files (perhaps a financial report).

Attachments
Uploaded Files
Letter Annual_Report_2011.pdf 05/20/2011 01:20:44 PM 5,552 KB O
Letter Project_Details.docx 05/20/2011 01:20:59 PM 13 KB O
Total size of uploaded files 5,565 KB
Available 250,435 KB

Remove

If recommendation letters are required, please use the Save & Finish Later button at the bottom of the screen and
allow time for the external sources you've contacted to upload thier documents.

When all the required recommendation letters have been uploaded, you may Review & Submit the application.

Upload

The maximum size for all attachments combined is 250 MB. Please note that files with certain extensions (such as
"exe", "com”, "vbs", or "bat") cannot be uploaded.

Title:

File Name: Browse...

Upload

In the example above:

e

< Two files have already been attached to this application. They can be
removed by selecting the Remove? check box, then clicking Remove. Also,
users can click the file name to view the file.

% To attach files, applicants enter a Title, then specify the file they would
like to upload. Clicking Browse lets them search for the file on their hard
drive or network. Clicking Upload uploads the file.

Single-Stage and First-Stage Application Workflow
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The applicant reviews the form hefore submission
i, JS East Foundation % ‘rﬂ

© review ny Anplication

You can review the infermation you've provided so far and make necessary modifications here. If you're satisfied
with the contents of the application, chck Submit to forward your applicabon for consideration. If you're not ready

Make your to submit your application yet, click Save & Finish Later.
giving more P
e Organization . —
effective Pprinter Friendly Version |
with * Required bafors final submission
guidance
anization Information
and best =2
practices. % Name of organization to which grant would be paid. = Tax ID
Plaase list axact legal name.
Computers for Kids 1234567
Verify Tax ID
1234567
Address
NYC
City: State: Zip code:

Before submitting the application, the applicant is given a chance to review
all entries on a single page. On the Review My Application page, fields from
all pages of the application are listed on a single web page. The applicant
may change data in any field.

Note: If the applicant has added one or more attachments, he or she can click
the attachment name to view or download it. Attachments cannot be
uploaded from this page, they can only be viewed and/or downloaded. The
applicant can also click Printer Friendly Version if he or she wants to view a
printer-friendly version of the application.

The applicant submits the application

When the applicant is finished, he or she clicks the Submit button at the
bottom of the application review page. (If any required fields have been left
blank, the applicant is instructed to complete them, then re-submit.)

Single-Stage and First-Stage Application Workflow 33
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< Ifthey are not already logged in, applicants are offered the opportunity to
create a new account or log in to their existing account and then receive
an email confirmation of the receipt of the application.

Submission Acknowledgement

Thank You! Your application has been submitted.

Would you like to receive an e-mail confirmation of this submission and have online access to your submission
history?
@ ves, createfupdate My Account with this submission

O'No, do not create an account

Continue
Note: For information on setting up this email message, please see
“Automated Emails” on page 115.

Applicants who choose Yes above and click Continue must log in if they
have not already (or create an account if they don’t have one yet).
Applicants who choose No are not required to log in.

< Applicants who are already logged in when they submit an application will
receive the confirmation email automatically.

Once login and account creation (if needed) are complete, applicants are
presented with a printer-friendly version of their submitted application.

You or another IGAM user can now retrieve this completed application from
the MicroEdge IGAM server.

Single-Stage and First-Stage Application Workflow
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Second-Stage Application Workflow

The following is an outline of the workflow for an applicant seeking to
access and complete the second stage of a two-stage application.

The applicant is invited to complete the second stage

Second-stage applications are released only to applicants whose first-stage
applications you have considered in the Grant Application Manager (GAM).
Upon consideration of the first stage, you will select and publish a second-
stage application that can only be accessed by the applicant after logging in.

During the consideration process of a first-stage application, you can
generate correspondence to alert the applicant that a second-stage
application is waiting in their applicant account. (For details on the
consideration process, please see “Considering Applications” on page 248.)
The correspondence can instruct the user to log in to their account home
page and click the link to the second-stage application.

Tip: Include the “Account Login URL” merge field in your second-stage
correspondence template.

The applicant logs in to the site

Second-stage applications are only published for specific applicants whose
first-stage applications have been considered by you or your staff in the
GAM. Therefore, the applicant must log in to access the form.

After clicking continue to complete log in, the applicant is taken to their
applicant account home page.

Second-Stage Application Workflow 35
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The applicant accesses the second-stage application

The applicant may access the second-stage application by clicking the
appropriate link in the New section of their account home page.

Applications

Applications

New

To begin the second stage of your application, click on one of the links below:

Stage TWO Application

Show In Progress Applications ¥

Last Updated Action

General Application Dec 2011 Xmas Fund 50,000 20164 05/17/2011

General Application Oct 2011 Holloween Event 30,000 20165 05/18/2011

For full details about the applicant account home page, please see “The My
Account Home Page” on page 43.

The applicant fills out the application

The applicant is taken to the first page of the selected application and begins
entering data. At the bottom of any page of the application, the applicant
can click Save & Finish Later to save the data entered so far in the
application and return later to complete it.

Saved applications, as the button label implies, can be completed later. For
information on applicants returning to complete unfinished applications,
please see “Accessing an In-Progress Application or Online Requirement” on
page 41.

For this workflow, we’ll have the applicant continue until he or she has
completed the entire second-stage application.

Second-Stage Application Workflow
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The applicant attaches files to the application (optional)

The last page of an application allows the user to attach files to the
application and upload them to the MicroEdge IGAM server. Likely files
might include Microsoft Word document files (such as cover letters) or PDF
files (perhaps a financial report).

Allowing applicants to attach files is optional. You can design forms to allow,
disallow, and/ or require attached files. If the form the applicant is filling out
does not allow attachments, the page above won’t appear during the
application process.

% If the form allows files to be attached, the applicant uploads them here
before proceeding to application review.

% If the form doesn’t allow files to be attached, the applicant would have
seen the Review & Submit button on the previous (i.e., last) page of this
application.

Note: Details for allowing files to be attached to forms are found in
“Properties Tab” on page 132.

The applicant reviews the form before submission

Before submitting the application, the applicant is given a chance to review
all his or her entries. On the Review My Application page, fields from all
pages of the application are listed on a single Web page. The applicant may
change data in any field.

Nofe: If the applicant has added one or more attachments, he or she can click
the attachment name to view or download it. Attachments cannot be
uploaded from this page, they can only be viewed and/or downloaded. The
applicant can also click Printer Friendly Version if he or she wants to view a
printer-friendly version of the application.
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The applicant submits the application

When the applicant is finished, he or she clicks the Submit button at the
bottom of the application review page. (If any required fields have been left
blank, the applicant is instructed to complete them, then re-submit.) An
automated email confirming submission is sent to the applicant.

Nofe: For information on setting up this email message, please see
“Automated Emails” on page 115.

After clicking Submit, applicants are taken to their applicant account home
pages, which are described in “The My Account Home Page” on page 43.
Among other tasks, applicants may open a printer-friendly version of their
submitted application from the Submitted section of their applicant account
home page:

You or another IGAM user can now retrieve this completed second-stage
application from the MicroEdge IGAM server.

Requirement Workflow

The following is an outline of the workflow for a grantee who wants to fill
out an online requirement.

The grantee accesses his or her My Account Page

The grantee begins the online requirement process by accessing his or her
My Account page to log in.

All online requirements require grantees to log in before they can fill out the
requirement form.
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The grantee accesses the online requirement

Requirements

Requirements

Show |In Progress Requirements ¥

Updated

Project Budget Requirement Sept 2011 Initiative Financial Report 3600  08/01/2011  05/17/2011

The grantee clicks this link to access the
online requirement

The grantee clicks the Requirements tab and then selects either New
Requirements or In-Progress Requirements from the Show menu. This will
list any Requirements with that status in the table below.

The grantee may then access the online requirement by clicking the
appropriate link in the Requirements tab of his or her My Account home

page.

For full details about the applicant account home page, please see “The My
Account Home Page” on page 43.

The grantee fills out the online requirement

The grantee is taken to the selected online requirement and begins entering
data. At the bottom of any page, the grantee can click Save & Finish Later to
save the data entered so far in the online requirement and return later to
complete it.

Saved online requirements, as the button label implies, can be completed
later. For information on grantees returning to complete unfinished online
requirements, please see “Accessing an In-Progress Application or Online
Requirement” on page 41.

For this workflow, we’ll have the grantee continue until he or she has
completed the entire online requirement.
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The grantee attaches files to the online requirement
(optional)

The last page of an online requirement allows the grantee to attach files to
the online requirement and upload them to the MicroEdge IGAM server._
Likely files might include Microsoft Word document files (such as progress
reports) or PDF files (perhaps a financial report).

Allowing grantees to attach files is optional. You can design online requirements
to allow, disallow, and/or require attached files. If the online requirement
the grantee is filling out does not allow attachments, the page above won't
appear during the requirement process.

% Ifthe online requirement allows files to be attached, the grantee uploads
them here before proceeding to requirement review.

% Ifthe online requirement does not allow files to be attached, the grantee
would have seen the Review & Submit button on the previous (i.e., last)

page.

Note: Details for allowing files to be attached to online requirements are
found in “Properties Tab” on page 132.

The grantee reviews the online requirement hefore
submission

Before submitting the online requirement, the grantee is given a chance to
review all his or her entries. On the Review My Requirement page, fields
from all pages of the online requirement are listed on a single web page. The
grantee may change data in any field.

The grantee submits the online requirement

When the grantee is finished, he or she clicks the Submit button at the
bottom of the online requirement review page. (If any required fields have
been left blank, the grantee is instructed to complete them, then re-submit.)
An automated email confirming submission is sent to the grantee.

Nofe: For information on setting up this email message, please see
“Automated Emails” on page 115.
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After clicking Submit, the grantee is taken to his or her account home page,
which is described in “The My Account Home Page” on page 43.

You or another IGAM user can now retrieve this online requirement from
the MicroEdge IGAM server.

Accessing an In-Progress Application or
Online Requirement

An application of any stage or any online requirement may be saved by
clicking the Save & Finish Later button found at the bottom of each form
page. If an applicant is not logged in, or has not yet created an account, he or
she is prompted to do so at this time.

Applicants/ grantees can log back in to the site later and resume their work.
Afterlogging in, the applicant/grantee will see saved applications and online
requirements listed under the Open heading on his or her account home

page.

Applicants/ grantees can click the form title to resume the form process, or
click the trash can icon to delete the partially-completed application.

K Access Requirements

Applications

Applications

New

To begin the second stage of your application, click on one of the links below

Access 2nd ? Stage TWO Application

Stage Forms

Show | In Progress Applications ¥

Last Updated

General Application Dec 2011 Xmas Fund 50,000 20164 05/17/2011

Complete
Unsubmitted

Applications Northeast Application 20201 05/23/2011

” General Application Oct 2011 Holloween Event 30,000 20165 05/18/2011

Delete Unsubmitted
Applications

Note: An overview of the applicant/grantee account home page can be found
in “The My Account Home Page” on page 43.
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About Applicant/Grantee Accounts
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When applicants first fill out and submit an online form, they will be asked
to create an log-in account. (For first-time users submitting a single-stage
application, the account can be either optional or required, depending on
the application. Those who want to fill out the first of a two-stage
application are required to create an account. Grantees must already have an
account in order to access requirement forms.) This account allows your
applicants/grantees to do the following:

< Save unfinished applications and online requirements and return to
complete them later.

After applicants/grantees begin filling out an application or online
requirement, they may click the Save & Finish Later button to save the
information they have entered. Logging back in using their account ID
will allow them to finish the form.

% Track a history of their submitted applications and online requirements.

Applicants/ grantees can return to your site, log back in, and view a list of
submitted applications and online requirements.

< Gain access to second-stage applications.

Applicant accounts help you control access to your two-stage
applications, particularly the second-stage applications. Applicants must
log in before accessing and submitting the first stage. If you later agree to
consider their application, it is then that you grant the applicant access to
the second-stage application. The second-stage form is published to a
Web page that can only be accessed from the applicant’s account home
page after he or she logs in.

Linking to Your Account Login Page

In addition to links to forms, you will probably want to provide a link on
your website to the account login page. You can get the URL of your login
page in the IGAM preferences. Select Tools » Preferences from the Main
menu; in the Preferences window, select the Applicant/Grantee View
Options category.
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The My Account Home Page

From his or her account home page, an applicant or grantee can access
second-stage applications, resume work on in-progress applications saved in
an earlier session, access online requirements, and view applications
previously submitted:

i e - 9 =
S East Foundation ﬁ
T ; o
T - ——
count: jsanguancheuGmicroedge.com | Change E-mal/Password
English v
Appications| Requirements  Pay
Applications
Make your
giving more New
GRS To begin the second stage of your application, click on cne of the links below:
i TWO Applicat
with Stage TWO Application
P Show | In Progress Applications ¥

and best

practices.
General Application Dec 2011 Xmas Fund 50,000 20164 05/17/2011

General Application Oct 2011 Holloween Event 30,000 20165  05/18/2011

€ T =1 WHOWE SERVE  PRODUCTS  LEARNNG

CES  ABOUTLS

Home Page Description

Section

Language drop- You can choose to apply an optional language for the text
down menu displayed on this page, if available. For more information,

contact MicroEdge’s Technical Support.

Note: This drop-down list only appears if you have created one
or more forms in a language other than English. The list
selections contain all the languages other than English in
which you have created application forms. This functionality
does not change the language of any form, only the
information on this page. For more information, refer to
“About the Custom Display Language” on page 194.

Applications | These three tabs allow the grantee/applicant to view his or her
Requirements | applications, online requirements, and payments, respectively.
Payments They can click Applications to view all their application forms,

Requirements to view all their online requirements, or
Payments to view all scheduled payments.
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Home Page
Section

Description

New

New Requirements

In-Progress

Submitted

Last Known Login

After an IGAM user considers a first-stage application and
publishes the second stage, a link to the second-stage
application is listed here.

Only available on the Requirements tab in the Show menu.
This menu option will display any new Requirements the
applicant has received and has not work on yet.

This option on the Show menu links to in-progress applications
or online requirements, saved by the applicant/grantee in
previous sessions, are listed by default. Applicants may also
delete an incomplete application by clicking the trash icon, or
email a copy of the application or online requirement by
clicking the email icon. For more information about emailing
an application or online requirement, see “Emailing an
Application or Online Requirement” on page 48.

By selecting Submitted from the Show drop down menu, a list
of submitted applications or online requirements can be
displayed. This provides a history of the applicant/grantee’s
previous requests for funds and a history of previous online
requirements they have completed. Clicking the link to a form
opens a printer-friendly version of the form. At the bottom of
the page, the Attachments section contains any form
attachments. Click the name of any attachment to open and/or
download the attachment.

With IGAM 5.5, the last known login information for the applicant will now
appear on the following pages directly below the account e-mail address:

% My Account

< Change E-mail/Password

Account: jptest01@ME.org | Change E-mail/Password Logout
Last Log in: 9/12/2013 6:27 PM GMT-05:00

44
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Deleting an In-Progress Application

In-Progress applications listed on the My Accounts page can be deleted
using the trash can icon on the Actions column.

When an applicant clicks the icon, the following prompt will be displayed to
confirm the deletion.

o Are you sure you want to delete application 200827

Yes Cancel

Once the applicant clicks Yes, the application is permanently removed from
the In-Progress list.

Logging in to an Applicant/Grantee Account

If a visitor to your website clicks the My Account link, or receives a prompt
due to any of the circumstances described in the application and online
requirement workflows, he or she will be taken to the Account Login page.

Make your
giving more Please Sign In

effective
E-mail Password
with

guidance New Apglicant? Forgot Password?

and best
practices.

New Applicant Link Forgot Password Link

The applicant/grantee enters his or her email address, which is used as the
applicant/grantee’s account ID. If the applicant/grantee has an account
already, he or she will enter his or her password and click Login. If the
information is correct, the applicant/grantee is taken to his or her account
home page.
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Site visitors who enter an email address and select the “New Applicant” link
are taken to the Account Creation page, as described in “Creating an
Applicant Account” on page 46.

Note: The IGAM server checks data for inconsistencies before proceeding,
and alerts applicants/ grantees to errors. For example, if'a user enters an email
address for which an account exists, but selects “New Applicant,” he or she
receives an error message informing them that an account exists. The
message also offers to email the applicant/grantee the password.

Creating an Applicant Account

New applicants who click the New Applicant link are taken to the Account
Creation page:

New Applicant?

An account allows you to access your saved and submitted applications at any time, It
also allows us to send you a submission confirmation email and notify you if additional
information is necessary to process your application.

E-mail

Confirm E-mail

Passward (minimum of 5 characters)
Confirm Password

Retumn to login

The applicant then types his or her email address and selected password
twice (for confirmation purposes) and clicks Continue. If the passwords
match, the account is created, and a confirmation email including the
password is automatically sent to the email address. The email also includes
a direct link to the account home page, allowing the user to log in and begin
the application process.

Data Used to Create Applicant Accounts

Applicant accounts consist of the applicant’s email address and a password;
visitors to your site need not enter any other data to create an IGAM
applicant account. (Basic application information such as name,
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organization, address, and telephone number must be gathered by the forms
your applicants fill out.)

Note: IGAM automated emails are sent to the email address used to establish
the applicant account. (Automated emails are set up in your IGAM
preferences; for details, please see “Automated Emails” on page 115.)
Passwords are defined by the applicant, and may be five to 25 characters long.

Data for all your applicant accounts are saved on the MicroEdge IGAM
server.

Transferring an Account

In the event that an applicant/grantee loses access to his or her account
(e.g., if the email address used to open the account is closed), he or she will
not be able to view submitted applications or complete pending
applications. To correct this situation, you may transfer an account to a new
email address with a new password.

To transfer an account:

1 Highlight an application in either the Pending or History folder of the
GAM. Select Tools » Transfer Account from the Main menu. The
Transfer Account form displays.

“& Transfer Account

Enter a news email address to transfer an applicant's online account.

Old Email Address |newuser@yourorg.com

Mew Email Address |

| Cancel |

Note: For grantees, you can simply select any application, and then
overwrite the Old Email Address with the grantee’s email address.

2 The Old Email Address field is automatically populated with the email
address associated with the selected application. Change the Old Email
Address if necessary, and then enter a New Email Address and click OK.
An automated transfer account message is sent to the applicant/grantee
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that contains a temporary password. The applicant/ grantee will be asked
to change it when they login.

Emailing an Application or Online Requirement

Applicants can email a printer-friendly version of any open application or
online requirement to up to ten recipients. Recipients can save and view the
application or online requirement, as well as download any attachments.

Note: For this feature to be enabled, you must have the Email Drafts and
Submissions box checked in the Tools » Preferences » Site Edit » Email
tab.

Email Drafts and Submissions

v aAllow spplicants and grantees ko email drafts and submissions

1 From your My Account page, click the Email icon in the Action column
for any open application or online requirement.

Applications
Applications
New

To begin the second stage of your application, click on one of the links below:
Stage TWO Application

Show [In Progress Applications ¥

General Application Dec 2011 Xmas Fund 50,000 20164 05/17/2011 =
General Application Oct 2011 Holloween Event 30,000 20165  05/18/2011 Be
Mational Network of Grantmakers Let's Help NYC Kids 50,000 20205  05/23/2011 B

Email icon

Note: Click the Project Title to display a view-only, printer-friendly
version of the application/requirement.
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2 Enter email information in the page that appears.

*Your Name |IP
*Your Email jsanguancheu@microedge.com

*Recipient Email(s) |asmith@microedge.com

To send to multiple emai

il recipients, separate email addresses with commas.
A maximum of 10 recipients is alloved.

*“Subject Copy of Application

Message |1 would like to share the attached Draft Application with you |

Maximum (S000) characters
Send me a copy [

Cancel

Tip: Fields with an asterisk next to them are required. If you do not enter
any information in the Subject and/or Message field(s), the default values
will display. For more information about these default values, see
“Automated Emails” on page 115.

3 Click Submit. The email is sent to the recipient(s) indicated.

Sharing Requests and Requirements

A new feature in IGAM 5.5 is the ability to allow grantees to share thier
Requests or Requirements with others and collaborate on the grant
application process through feaures on the My Account page.

Enabling Sharing of Applications and
Requirements

Enabling sharing of Applications and Requirements is a two part process.
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1. Two permissions (Transfer Requests & Transfer Requirements) in the

IGAM Group Permissions must be enabled through the Administrator

module.

e _[Ofx
| Eile Tools Help

| & save and Close ‘ a Report |

— Permiszion Set

Hame IF‘arm\ssions far Group ‘Admin’ Description I

Pemissions:
Madule / Function | Execute | Wiew Add Update Delete |;|

= Grant Application Manager

Lagin = [ [ O L1

Forms O v ¥ ¥ Cal

Activate a Form ¥ [ O O O

Deactivate a Form ] O O O

Preferences v [ O O |

Delete Applications v [ 1 o ]

Puige &pplications vl [ [ { | [ ]

Online Requirements O vl [wl I v v

Upload Status vl [ ] L] [ [

Generate Stage 2 Applications O O O O O

Transfer Requests vl [- | [ O |

Transfer Requirements [wl [ ] O O O =

2. All three options on the top of the Emails tab in the Site Preferences must
be checked.

< Allow applicants and grantees to email drafts and submissions
< Allow applicants and grantees to manage viewers

< Allow applicants and grantees to transfer drafts and submissions

1 File Help

J & save and Close

‘ Links T Design T Graphics T

Share Drafts and Sub

[V Bllows applicants and grantess to email drafts and submissions [V Allow applicants and grantees to manage viewers

[v Allow applicants and grantees ta transfer drafts and submissions
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Transfer Options/Actions

Once the transfer features have been enabled, applicants will notice the
following changes to their My Account pages.

Applications

Thank You! Your application has been submitted.

Show [Submitted Applications v

[lHide viewer Only Applications

Application Name Project Title Requested Status Submitted My Role Action
New York/New Jersey Area Winter 2013 Project 50,000 20104 9/12/2013 5:05:58 PM Qwner - & =
New York/Mew Jersey Area Spring 2014 Projects 80,000 20105 9/12/2013 6:35:44 PM Owner - 5
Feature Description
Hide Viewer Only Checking this box will immediately hide all applications for
Applications which the current user is a Viewer.
My Role This column will be added to the Applications & Requirements
pages.

< If the current user is the owner of the Application/
Requirement, it will display 'Owner'.

< If the current user is a Viewer of the Application/
Requirement, it will say 'Viewer'.
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Feature

Description

Actions

NOTE: Some actions
may not be visible
depending on the
status of the user
(owner or viewer)
and the status of the
request or
requirement
(submitted or in-
progress).

The following options will be available under the Actions
column:

-Transfer to new owner - Enabled only if the current user is the
Owner. Tooltip will state 'Transfer to new owner'. Clicking this
icon will open the Transfer Ownership form.

-Manage Viewers - Enabled only if the current user is the
Owner. Tooltip will state "Manage Viewers. Clicking this icon
will open the Manage Viewers form.

-Email a Copy - Tooltip will state 'Click to email a copy of this
application.' Clicking this icon opens a new email form.
Viewers will have an option to Send to Owner and additional
email recipients if desired as well as attach a copy of the
application to the email. Owners will have an option to Send to
Viewers instead.

- Deleting Applications - Clicking the trashcan icon will cause
the system to prompt the user for a confirmation. Once the
user clicks Yes, the application is deleted and will no longer be
visible to assigned Viewers. Current viewers will be notified of
the application deletion by email.

- Decline All Transfers -If the Decline All Transfers or Decline
Transfer icon is selected, a prompt will appear to confirm the
choice. If the user clicks Decline, the system will email the
current owner(s) that the application transfer has been
declined.

New Grantee Concepts

Grantee functionality changes will center around two new concepts:
"owners" and "viewers."

OWNER: The owner has exclusive rights to edit, save, or submit an
application or grantee report.

% The current owner will be allowed to transfer each application or
requirement to a different owner. The new owner must accept the

transfer.

% The owner can grant View-only rights to any number of other grantees;
aread-only version of the application or report will be listed on the others'
My Account pages.
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< The owner can see a list of all "viewers" and take view rights away from
any of them.

VIEWER:  "Viewers" will see applications and requirements owned by
others listed in their My Account pages, and can view read-only copies until
view rights are taken away by the owner.

All grantees can select a filter on his or her My Account page to show or
hide items that s/he does not own via the Hide Viewer Only Applications/
Requirements checkbox.

New Grant Maker Features
In addition, IGAM 5.5 will grant the following capabilities to IGAM users:

% The grant maker can transfer an application or grantee report to a different
owner.

< When publishing a Requirement, the grant maker may choose to whom
to publish it:

% the current application owner
< the Requirement contact

% or any Contact affiliated with the Request
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Transferring Ownership

The current owner of an Application or Requirement can transfer
ownership to another by clicking the Transfer to new owner icon in the
Actions column on their My Account page.

Transfer to new owner

Your Name |JP

Your E-mail jsang@microedge.com

*E-mail |jptest01@me.org ‘ ‘ Check Email

*Subject |App|icati9n Ownership Transfer ‘

Memo to Mew Owner |Dear Grantee,

This message i3 to notify vou that ownership of
Application 20104 has been transferred to you.
You must accept transfer of ownership in order to
complete this process.

Please login to complete the application.

You ean login to your

account, «iccount Login UBRL», at any time.

NOTE: If you are a new user, & geparate email
will be 3sent to you with the login web page and
your initial password. For security reasons you V]
will be asked to change the pasaword when you
Maximum [5000) characters

* Required

A

You can enter an email address and then click the Check Email button to see
if the account already exists or not. Click Transfer to immediately send the
transfer request to the new owner.

Note: For New Requirements/Stage 2 applications, since access to these
applications are shown in link form, this transfer process does not apply until
they are opened and become "in progress".

< If the account exists, a notification of ownership transfer will be sent to
the new owner.

% If the account does not exist, a new IGAM account will be created and
notification will be sent to the new owner using the current Create
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Account email type. In addition, the notification of ownership transfer
email will be sent separately.

% The current owner retains ownership when s/he clicks Transfer until the
new owner accepts the transfer. On the My Account page, under the
column My Role, the application is updated to 'Owner (Pending Transfer)'
and on mouse-over of the text 'Pending Transfer' with the new email
address is displayed as a tooltip.

< When there is a Pending Transfer, the email that the ownership is being
transferred to will be displayed to the right of the title "Transfer Owner",
in the form of "T'o xxx(@email.com'. If there is no pending transfer, there
will be no email displayed to the right of the title.

< If the current owner clicks Transfer while the status is still on Owner
(Pending Transfer), the new transfer will overwrite the previous transfer.
The application is removed from that owner's my account page and the
process continues with the newer owner.

% 'The Save and Finish Later, Next/Previous page, and Submit buttons will
validate if the current user is still an owner or viewer of the application. If
not, an error will need to be displayed to this user. This will prevent
problems in the situation where an application is opened and either an
ownership transfer is accepted or the owner removes view access for a
user.

< The new owner of the application will see the application/requirement
listed next time they log in to their My Account page with a Check icon
(Accept) or X icon (Reject). During the time before accepting, the new
owner is made a Viewer of the application.
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e

% Ifaccepted by the new owner, no confirmationis displayed. The old owner
becomes a Viewer of the Application or Requirement.

Applications

Show |Submitted Applications v

[IHide Viewer Only Applications

" Accept All Transfers ) Decline All Transfers

Application Name Project Title Requested Status Submitted My Role
New York/New Jersey Wwinter 2013 9/12/2013 5:05:58 Viewer (Pending e
50,000 20104 ]
Area Project PM Transfer) v K&
New York/New Jersey Spring 2014 9/12/2013 6:35:44 : =y
g W
Area Projects 80,000 20105 M Viewer

Cancel and Cancel Current Transfer If the Cancel button is clicked, the
Transfer to new owner page will close and will revert back to the My
Account page. If the Cancel Current Transfer button is clicked, the current
pending transfer to the new potential owner will be canceled and will no
longer be pending transfer. The Transfer to new owner page will close and
will revert back to the My Account page.

Manage Viewers

Using the Manage Viewers interface, the owner of an Application or
Requirement can:

< Add new Viewers

% See the current Viewers List

.

< Remove people from the Viewers List

< Modify the email notice sent to new viewers
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The Manage Viewers interface opens by clicking the Manage Viewers icon
in the Actions column.

IMPORTANT: Changes are not permanent until you click Update

Viewers List

=E-mail | | Add Viewer(s) |
Current Wiewers: Remove
jptest02@ME.org (New) [
jptest01@ME.org [

E-mail to New Viewers

*Your Name ‘

Your E-mail jsang@microedge.com

*Subject ‘App\ication Viewer Access

Memo to New Viewers Dear Grantee,

This message is to notify you that vou hawve been
granted Viewer access for Application 20105.
Please login to view the applicaetiocn.

You can login to your

account, «hccount_Login URLe at any time.

Maximum (5000) characters
* Required

Once a user has a view rights, s/he enjoys them until the current owner
removes that access. If one owner makes someone a viewer, then transfers
ownership, that viewer can still view.

Note: Viewing rights do not carry over from Stage-1 applications to Stage-2
applications when they are generated.

Adding Viewers Current owners can add one or more Viewers by
entering valid email address(es) and clicking Add Viewer(s). Multiple email
addresses must be separated by commas. The new Viewer(s) will be added
to the Viewers List at the top with '(New)' to the right of the email.

Note: If an added viewer does not have an account, an error is returned
instead stating that the account does not exist.
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Important: The applicant must click the Update button to save their changes
and send out the notification to the new viewer(s).

Removing Viewers To remove one or more Viewers from an Application
or Requirement, the owner can check one or more check boxes to the right
of the viewer(s) and click the Remove button.

Note: There is no notification sent to a Viewer when View access is removed.
The Application or Requirement will simply no longer appear on their My
Account pages.
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Now that you have a better idea of what the Internet Grant
Application Module is all about, you're ready to get started. This
chapter provides IGAM administrators with an overview of the basic
steps of setting IGAM preferences, creating forms for online
applications and online requirements, and defining correspondence
templates. Completing these tasks will allow you to begin receiving
online applications and online requirements.

In This Chapter:

Step 1: Setting your IGAM Preferences...........ccccevevveuenennnn 60
Step 2: Set Up Applicant/ Grantee Options...........cceceeveueeennee. 65
Step 3: Creating Application and Requirement Forms.......... 68

Step 4: Defining Correspondence Templates .........c..c.cc..... 69
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Step 1: Setting your IGAM Preferences

60

Before creating forms and publishing them, you will want to set the
preferences that control how your IGAM system works. For full details on
IGAM preferences, please see “Setting the IGAM Preferences” on page 71.

To access the IGAM preferences, open the Grant Application Manager
(GAM) and select Tools » Preferences from the Main menu.

The Preferences window appears:

“# Preferences g]

LCategory

R e Application Proafin
Spstern Wide L .

r Display warning meszage if the spell check has nat been

tpplication Handing performed prior to 'Considering' an application.

External r Require Request Duplicate Search’ prior ta considering an
Updating Gifts application.
IRS Tax Data
Extemal FReviews
Frosy Gerver Maintenance
Firewall [~ Delete Historical applications older than: l days
User Specific
Lisigw Optiors [~ Create Declined Requests in GIFTS for Rejected applications
-Applicant/Grantee View
LOptions

Conespondence Settings
o Al letters are placed into one document,
r Each letter is placed into its own document and saved using
a system generated file name.

v Prompt user to generate canespondence when applications
are retrieved.

Cancel

There are several categories of preferences that are listed in the Category
field on the left side of the window. Click on each category to see its
available options on the right side of the Preferences window.

A summary of the preferences listed for each category follows.

System Wide
Options

The preferences in the Options category define basic IGAM system settings.
They are organized under the following sub-categories:

Step 1: Setting your IGAM Preferences
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Application Proofing You can set up your IGAM system to display a
message urging users to perform a spell check when they consider an
application for which one has not yet been performed. (In IGAM, considering
an application is a particular task; for details, please see “Processing
Application Decisions” on page 227.)

You can also require IGAM users to try to find existing GIFTS Requests
representing an application before transferring the application to GIFTS as a
new Request. If a Request does already exist for an application, the user
should then link the application to the Request. This helps avoid duplicate
Requests in GIFTS. (For more information on linking, please see “About
Linking Applications with GIFTS” on page 233.)

Maintenance The History folder in the GAM contains applications for
which processing is completed. The Maintenance option allows you to have
IGAM automatically delete processed applications older than an age you
specify. The number of days is unlimited.

If you would like to have your IGAM system create Declined Requests in
GIFTS for rejected applications, you can also set that option here. (This
option is not selected by default.)

Correspondence Settings Here you can choose to have IGAM generate
batch correspondence in a single word processor file, or in separate files for
each item in the batch. You can also set your IGAM system to prompt your
users to generate correspondence for applicants after retrieving their
applications for the IGAM server. (By default, this option is selected.)

For complete information on this preference category, please see “System-

Wide Options” on page 72.

Application Handling

These options allow IGAM to retrieve new applications and online
requirements from the MicroEdge IGAM server automatically.

The Default option checks your original site for new applications and online
requirements automatically each time you log in to the GAM.

The other option can be set to check for new applications at regular intervals
while you're logged in.
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If Multi-Site IDs is enabled, you will have the option to select All Sites or one
of your current sites as the default site to retrieve applications from when
you log in. The default setting is All Sites.

«
LCategor;
LD Retrieval Option:
System Wide

¥ autamatically check for new submissions upon login.

Select Sites(s] for refrieval | <Al Sies> hd
<0l Sites>
[~ Automatically retrieve subrd BRI

IRS Taw Data Site 1162 ;
Entemal Reviews I= | Orily betiween the hourl Site 1163
Firewall Select Sites(z] for retrieval | <4l Sites> | -

Liew Options
-Applicant/Grantee View
LOptions

Cancel

When All Sites is selected, IGAM begins by checking your original Default
SiteID and prompts you to retrieve them on the New Submissions window.
Once applications have been retrieved and correspondence has been sent
out, IGAM checks the next site ID on the list and so on.

For complete information on this preference category, please see
“Application Handling” on page 75.
External

In the External category of your system-wide IGAM preferences, you
determine where you would like to store your IGAM application/online
requirements and attachments data.

The IGAM Path field should contain the path to the network location where
you want to store data from retrieved applications and online requirements.
The default location is a sub-directory of your \GIFTS folder.
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Caution: Changing the entry in the IGAM Path field will cause the entire
IGAM directory to be moved to the new location indicated. If you move the
IGAM directory to a local hard drive, only users with access to that hard
drive will be able to access IGAM forms. It is therefore recommended that
you do not move the IGAM directory. If it does become necessary to
relocate the IGAM directory, make sure all users are logged out of IGAM
and disable the automatic form retrieval feature before proceeding.

Options in the Attachments section concern downloading and saving files
attached to applications and online requirements. Enter the network path to
the default location where you want to save attached files, and choose
whether or not IGAM should automatically delete attached files when an
application is rejected.

For complete information on this preference category, please see “External”
on page 76.
Updating GIFTS

Your online application and requirement forms may contain fields
equivalent to certain “long text” fields in GIFTS. (Long text fields are text
fields with a 64,000-character limit to an entry.) Second-stage applications
may also repeat these fields from the first stage, creating another situation in
which applicants’ entries may differ.

This preference lists certain long text fields and allows you to determine
how you want IGAM to handle conflicting entries. For each field (including
each custom long text field in use by Customizer Module users), you may
choose to have IGAM:

% replace the old text with the application/requirement’s new text;
< amend the field, entering the new text after the unchanged old text; or
% ignore the new text, leaving the old text unchanged and unamended.

For complete information on this preference category, please see “Updating
GIFTS” on page 78.
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IRS Tax Data

This preference category determines how tax ID data submitted by
applicants is used to update records in GIFTS.

When an application is considered, the U.S. or Canadian tax ID will be
checked against the database of non-profit organizations available on the
IRS and Canada Revenue Agency websites. If the organization is found, data
from the IRS or Canada Revenue Agency database can be used to pre-
populate certain fields on the online application.

For complete information on this preference category, please see “IRS Tax
Data” on page 82.

External Reviews

If you have both IGAM and the Reviewers Module, you can set up IGAM to
create external Reviews automatically. For more information, see the
“Integration with IGAM” section in the Reviewers Module and
ReviewerCONNECT User’s Guide.

GIFTS Preferences Affecting IGAM

Other preferences that affect your IGAM system are set in the GIFTS
Administrator:

< Inthe GIFTS Administrator General Preferences, you specify the URL for
the website you wish to use to research the applicant organization. Linking
to the specified research website is available directly from IGAM.

< Another General Preference in the GIFTS Administrator determines
whether new Requests will be automatically flagged Complete or
Incomplete. When you use IGAM, this option is applied to new
applications when you retrieve them.

0
o

Resubmission permissions are also set in the Administrator Module under
the Grant Application Manager permissions section.

For details on these preferences, please see the GIFTS Administrator’s Guide.
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Step 2: Set Up Applicant/Grantee Options

Applicant view options allow you to define the look of the web pages that
display your account log-in, applicant/grantee account home page,
application and requirement forms, and other pages. Here you will also
write the automated emails used to inform applicants and grantees about
account issues, and set design standards for all your application and online
requirements.

Applicant/grantee view options may be accessed by selecting Tools »
Preferences from the GAM main menu, then selecting Applicant/Grantee
View » Options in the Category section of the Preferences window:

“s Preferences El

Category
System Wide
Options Name Site ID
-Application Handling
Extemal

Options

Updating Gifts
IRS Tax Data
Extemal Fleviews
Proxy Server
Firewal
User Sperific -
Lvigws Options

-Lppl Grantee Yiew

Tour My Account login URL for the selected site is;

hittps: /v, GrantR equest.comdSID1208754=AM

Iv Allow HTML in Forms

0K Cancel

Note: If you have multiple Site IDs, make sure to click on the one you wish to
work on.
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Click the Edit button to open the applicant/ grantee view options. The Site
Global Design Preferences window appears:

» Site [0] - Default [9(=115]
B teo
[ Seve and Close
Liks 1 Desgn 1 Gisphics 1 Emad: 1 Reguest/Payment Stahus
Sia Nama [Deta Tigeout Settings .
Lirks
Tope | [ St [ | | E
b |Emad Contact Uy Lk
|| Help URL [Hew Lk ] I PCETT |
| Oocument URL Sample Documents Lrk.
|| uRL I Uk 1 T Move Down
|| Pastweed 0K oK [Buton
[ Taxi 0% [i[3 Bution
[[Quznes | Hewt Bution
| GuzSubaa [Subma Bution
- Upload Bution
|| Sendto Recommandes |Send [ Button
|| Remave Recariearider | Remave Button,
Loarcel |Concel B £

E
&
3

“Vou have entered an invaid password._Please by agon
reeald Tax I The Tao ID thet you entered was not found n the IS databave. Please

el Tt 1D Requied Thos Taoe 1D ht ou entered was ol found  the IRS database. We cammol
T 1D Fied Labed Ploass anter pour Tax D

Tax D Instnactions I

Incomplete Guiz | Please answer o of the quiz questions 50 thal we may sccursiel assess
Subnzsion Acknowiedgemert Thark Youl You sppicalice has been subeited

Save e Fiieh Lates Thark. joul “Yous appicaton has been aved You thoud receve an emsl

Fiequrement Submesion | Thark You ‘Yeus repon bt been rubitied ‘You thoud teceve an emal
Rlecorrmende: Instnchons
Account Logn Inshuchions

TTTTTTTTTT

Note: These options can also be set at the application/requirement form level
for individual application forms and override the options set here. For more
information, see “Links Tab” on page 168.

Web Page Links and Messages In the Links tab of the Global Form
Preferences window, you can enter appropriate information for links that
appear on your applicant account web pages. Buttons can be changed to
Links or vice-versa for most of the ones listed. Their labels can also be
modified.

In the Messages section, you can edit the content of several automated
messages applicants/grantees may receive as they navigate the application/
online requirement.

Idle and Timeout settings can be accessed using the Timeout Settings
button.

Account Home Page Design and Graphics The Design tab allows you
to define the default layout, colors, and text properties of your applicant/
grantee account pages. You can also add your logo, background, or other
custom HTML design elements in the Graphics tab.
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The preferences you set here will be the default settings for the pages that
contain the forms you will design in Step 3 below.

Nofe: The page design for each form can be defined differently in the Form
Design Wizard.

The applicant/grantee account page now allows users to click a read-only,
printer-friendly version of applications and requirements. Also, users can
now view attachments by clicking them. If you want the description of sub-
status Foundation Codes for 509(a)(3) charities to display on this page, you
can add the codes to your Tax Status code table in the Administrator
module. For more information on adding codes to your Tax Status code
tables, see “IRS Tax Data” on page 64.

For details on working with these Global Form Preferences settings, please
see “Applicant/ Grantee View Options” on page 92.

Automated Emails

In order for IGAM to send automated email messages to your applicants and
grantees, you must provide an email address for applicants/grantees to reply
to in the “‘Reply To’ Address” field. You also need to provide a display name
that will appear exactly as you have entered it in the “From:” field of the
email message. Your display name should be either your organization’s
name, or the name of the person who will be handling all email inquiries.

Important: You must enter a valid email address and a display name before you
will be able to activate any forms. If you close the Preferences window
without entering this information, you will receive a message to remind you
that these fields must be completed.

For more information about this section, see “Automated Emails” on
page 115.

Note: Automated emails should not be confused with correspondence
templates, which are used to communicate information concerning specific
applications and decisions reached on them. Correspondence templates are
described in “Working with Correspondence” on page 271.
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Step 3: Creating Application and
Requirement Forms
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Once you have the Internet Grant Application Module set up the way you
like, you can create forms for applicants and grantees to fill out. Use the
Form Design Wizard to create and edit your forms, as described in
“Designing Your Online Forms” on page 125.

You have many options when creating forms for online applications and
requirements; a quick overview of the process here would by necessity omit
many important details. Instead, some tips on planning and performing
form creation follow in this section.

Single- and Two-Stage Applications

Single-stage applications are designed to collect all the information needed
to complete a full grant proposal in one online form. This application, if
considered, can be transferred to GIFTS as a Pending Request.

Two-stage applications utilize two forms: the first to collect enough
information for a preliminary decision on your organization’s interest in the
project, and the second to collect remaining data needed to complete a
grant proposal.

When the first of a two-stage application is considered, you select the
appropriate second-stage form and generate correspondence directing the
applicant to the URL where the second form can be filled out. The
completed second-stage application, if considered in the GAM, then updates
the Pending Request created for the first stage. This allows you to track a
two-stage application with a single Request record.

Tip: A first-stage application can be linked to multiple second-stage
applications. If you use first-stage applications to collect basic data, you may
find that a single first-stage form can be used for a number of two-stage
application processes.

Step 3: Creating Application and Requirement Forms
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Pre-Built Forms

Note that two pre-built forms are included with the installation of IGAM 5.
These forms are designed to mirror the content of the Common Grant
Applications (CGAs) for the NY/N]J Regional Association of Grantmakers
(NY/NJ RAG) and the National Network of Grantmakers (NNG).

Important: Should you choose to activate the NY/NJ CGA as is, it is
recommended that you contact the NY/NJ RAG in order to be added to
their list of form “acceptors.” If you choose to make changes to one of these
forms, your new form should not be represented as the official CGA of
either organization.

Creating Multiple Forms Efficiently

If you serve a number of different kinds of grant-seekers, you may want to
create forms tailored to different applicants. Nevertheless, because much
common data will be sought from all applicants, these forms are likely to
contain many common fields.

To speed the creation of multiple forms, you can create one form and save
copies of it under different titles (select File » Save As from the Form Design
Wizard menu). Modifying the copy may prove more efficient than creating a
new form from scratch.

Step 4: Defining Correspondence
Templates

The automated emails you set up in your IGAM preferences notify your
applicants/grantees about changes to their website accounts and confirm
the receipt of their applications and online requirements. Correspondence
templates, however, are used to communicate decisions on applications, to
request additional information, or (in the case of two-stage applications) to
direct applicants to web pages where they complete second-stage
applications.

Step 4: Defining Correspondence Templates 69



IGAM Quick Start Guide

Instructions for defining and modifying correspondence templates can be
found in “Working with Correspondence” on page 271. The suggested
correspondence templates in the following list should cover the basic needs
of communicating with online applicants:

Recommended Description
Template
Receipt of Application An automated email is sent to applicants when you

retrieve their applications from the MicroEdge IGAM
server. However, when retrieving applications from the
Server, you are given an opportunity to generate letter or
email correspondence as well.

If you feel that the automated email message is
adequate, you will not need this template.

Application Rejection When you reject an application in the GAM, you have the
opportunity to generate correspondence to the
applicant. A template for letters or emails informing
applicants of your decision is recommended.

Application being When you consider an application that is the first of a
Considered two-stage application, you must inform the applicant
(First-stage application) that a second application must be filled out.

Tip: A merge field called “Applicant Account URL” will
allow your email or letter to include the URL for the
applicant account login page. It is recommended that
you include this merge field in this correspondence
template. You may also want to remind the applicant
that he or she will be asked to log in to the Web site
before they can access the form.

Application being You can also generate correspondence when you
Considered consider an application in the GAM. This template
(Single-stage and second-  should inform the user that their application is being
stage applications) considered, but that a decision to provide funds has not

yet been made.

Once applications have been considered, Pending Requests are created in
GIFTS and further decisions processed there. At that point, you can use
your existing GIFT'S correspondence templates to communicate your
funding decisions.
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This chapter describes how to set the IGAM preferences, and is
mostly intended to be read by the GIFTS Administrator. There is,
however, a section toward the end of the chapter on user-specific
view options.

In This Chapter:
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IGAM Preferences

You can use the IGAM preferences to customize the way in which
applications and online requirements are processed. To access the
preferences, choose Tools » Preferences from the GAM menu.

% preferences

LCategory

External Reviews
Prosy Server
Firewall
Uszer Specific
Liew Options
Applicant/Grantees View
LOptions

Application Proofing

Dizplay warning meszage if the gpell check haz not been performed prior ta
'Conzidering' an application.

™ Require Request Duplicate Search’ prior to considering an application.
Maintenance

™ Delete Historical applications older thar: 1 E days

[~ Create Declined Requests in GIFTS for Rejected applications

Corespondence Settings
o Al letters are placed into one document.

Each letter iz placed into its own document and saved using a system generated
file name.

[v PErompt user to generate comespondence when applications are retieved.

ok |

Cancel |

Note: Most of the IGAM preferences detailed in this chapter are applied
system-wide, with the exception of the user-specific view options. If you are
not the Administrator of your GIFTS system, you should skip ahead to the
user-specific View Options section.

System-Wide Options
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The preferences available in this category are general system settings.

Application Proofing

Display warning message if the spell check has not been performed
prior to ‘Considering’ an application Since data entry is performed by
the applicant, his or her spelling mistakes or typographical errors may be
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reflected in your reports and correspondence if they are not identified and
corrected. Select this option to alert users when an application that they are
about to consider has not been spell-checked.

Require ‘Request Duplicate Search’ prior to considering an

application To prevent duplicate Organizations and Contacts in your
GIFTS database, users are required to attempt to link a Pending application
with existing Organizations and Contacts before they can transfer the
application to GIFTS. Select this option to also require that users apply a
search for duplicate Requests in GIFT'S before considering an application.
Applications for proposals that are already in GIFT'S can be automatically
rejected and removed from your workflow.

Maintenance

Maintenance
[ Delete Historical applications older than: l days

[ Create Declined Bequests in GIFTS for Rejected applications

Delete Historical applications older than “x” days When users reject or
consider an application, it is archived to the History folder. You can limit the
size of the History folder by selecting this option and specifying the number
of days that applications are maintained in the History folder before they are
purged from your system. There are no limits to this field.

If the application’s Submitted Date falls within the range you specify here,
the application will be purged.

When users log off, they are prompted with the number of applications to
be purged. They can choose to purge the applications or to log off without
purging them.

Applications in the Pending folder, and records in your GIFTS database, are
unaffected when you purge the History folder.

Users can also purge the History folder manually. For details, please see
“Purging the History Folder” on page 269.

il

Caution: Purged applications cannot be recovered.
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Create Declined Requests in GIFTS for Rejected applications Check
this option if you would like to create declined Request records in GIFTS for
rejected applications. To avoid duplicate records, when this option is turned
on you will need to perform Organization and Contact linking before
rejecting applications.

Correspondence Settings

Users can process applications individually or in batches. When users
generate printed correspondence—such as acknowledgement letters, or
rejection email—for a batch of applications, the documents for the batch are
saved in one file by default. Use this option to create a separate file for each
merged letter.

Correspondence Settings
o @l letters are placed into one document.

r Each letter is placed into its own document and saved using
a system generated file name.

Brompt user to generate correspondence when applications
are refrigved

Note: You can also set this option in GIFTS General Preferences. For details,
refer to the GIFTS Administrator’s Guide.

Prompt user to generate correspondence when applications are
retrieved The default setting for this feature is on. If you typically send
acknowledgement correspondence to applicants when you have received
their application, you should leave this option on. Keep in mind that IGAM
will automatically generate a confirmation message to applicants when their
application is submitted. If you feel that the confirmation message is
sufficient, you may wish to turn this option off.

System-Wide Options
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Application Handling

The easiest way to keep track of your online applications is to let IGAM do it
for you. With the options in this section of the Preferences window, you can
customize the way IGAM communicates with the MicroEdge server to
transfer your application data.

% preferences @

LCategory

Retriewval Options
v Automatically check for new submissions wpon login,

[ Automatically retrieve submissions every
I and

Liew Options
Applicant/Grantees View
LOptions

oK Cancel

Retrieval Options

Automatically check for new submissions upon login If this option is
selected, IGAM will automatically check for new applications and online
requirements every time you log in, and if there are, displays a message
asking if you want to retrieve them.

When Multi-Site IDs is enabled, the menu defaults to All Sites. IGAM will
check each of your sites beginning with your original ‘Default’ site and ask if
you wish to retrieve any new applications. Once done retrieving and sending
out correspondence, IGAM will display the New Submissions window for
the next Site ID on the list and repeat until all sites have been checked.
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Automatically retrieve applications every This option allows you to
designate a regular time interval at which IGAM will automatically check for
newly submitted applications and online requirements. Check this option to
activate it, and then select the time interval from the drop-down menu.

Note: When you have IGAM configured to automatically retrieve
applications and online requirements at regular intervals, your applications
and online requirements will only be retrieved while you are logged in to the
Grant Application Manager (GAM). IGAM does not continue to attempt
application and online requirement retrieval once you have logged out.

External
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In this section of the IGAM preferences, you need to indicate where you
would like to store your IGAM application, online requirement, and
attachments data.

@ Preferences @
el : External

—Sustem Wide
Options 1GAM Path
-Application Handling CAGIFTS I GAMS
Updating Giftz
Match Options Browse
IRS Tax Data
External Reviews ke Erd s
Prosy Server
Firewal Default Path

Uzer Specific c:hgiftshAttachments',

Liew Options

LaApplicant/Grantee Yiew Browse
LOptions
[~ Purge attachments for Rejected submissions

Intermet

Internet Connection | -Select One- j

Timeout after | 1205 seconds

oK Cancel

External
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External

The IGAM Path field should contain the path to the network location where
the IGAM directory resides. The IGAM directory is where your forms (both
active and inactive) and retrieved applications (in both the Pending and
History folders of the GAM) and online requirements are stored. The
default IGAM path is a sub-directory of your GIFTS directory, which was
created during the IGAM installation.

Caution: Changing the entry in the IGAM Path field will cause the entire
IGAM directory to be moved to the new location indicated. If you move the
IGAM directory to a local hard drive, only users with access to that hard
drive will be able to access IGAM forms, online requirements, and
applications. It is therefore recommended that you do not move the IGAM
directory. If it does become necessary to relocate the IGAM directory, make
sure all users are logged out of IGAM and disable the automatic form
retrieval feature before proceeding.

Attachments

This section of the Preferences window contains options for handling
attachments required by your application and online requirement process.

Default Path  In order to download attachments, you must designate the
path on your network or local hard drive to which the attachments should
download. During downloads, GIFTS uses each application or online
requirement ID to create and name a separate sub-directory of the path you
specify. That way, each application or online requirement’s attachments are
kept together, and file name conflicts are avoided.

Caution: The default value for this field is a sub-directory of your GIFTS
directory, named “Attachments.” If you choose to use a default directory on
a C:\ or other local drive, only users with access to your hard drive will be
able to view these attachments. If you are working in a network
environment, you should specify a default path on a server that is accessible
to all users.
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Purge attachments for Rejected applications With this option turned
on, GIFTS will delete all attachments for applications that you reject.

Caution: Since attachments are deleted from the MicroEdge server when you
retrieve them to the GAM, there will be no way to re-retrieve attachments
that you purge from your system. Make sure you will have no need to
reference these attachments in the future.

Tip: If you have turned on the Create Declined Requests in GIFT'S for
Rejected Applications option in the Options section of the Preferences
window, you may not wish to purge attachments during application
rejection.

Internet

Internet Connection Your Internet Connection setting is used by IGAM
to determine approximate download times when you are retrieving
applications, online requirements, and/or attachments. Use the drop-down
menu to select the setting that most closely matches your Internet
connection.

Timeout after “x” seconds You can set the amount of time in which the
Internet connection will timeout if a connection with the IGAM server
cannot be established when retrieving applications, online requirements,
and/or attachments.

Updating GIFTS
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You may wish to use the application/online requirement information to fill
in blank fields in the GIFTS record. You may also find it advantageous to
automatically update any long text fields that have likely changed since the
original GIFTS record was created.

Updating GIFTS
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One or more of the following long text fields in GIFTS may be updated
automatically:

K3

% Organization Background

% Project Description

K3

% Evaluation
< Customizer long text fields

Example: You receive an application from an organization that applied for a
similar grant last year, so there is already an Organization record in your
GIFTS system. The text provided in the Organization Background field on
the application form is different than it is in the existing GIFT'S record. In
such a case, you need to specify whether you would like to keep the
Organization Background field unchanged in the GIFTS record, or update
the field with the new text supplied on the application form.

% preferences @
LCategory
- Update Preferences
—Sustem Wide s T :
Optiors ‘when tranzfering data for existing long test fields to GIFTS:
ésﬂ:ﬁ:'on Handiing Long Text Field: |Drganizati0n Background j
" Beplace existing text with new text
tatch Dptions + Add new text to existing text
IRS Tax Data e " 3
Etorral Fevias lgnare new text (keep existing text]
E.m“-"' ierver r ‘when Organization and Contact records are linked to existing records in GIFTS always
i update blank fields
—zer Specific
LV!EW Optionz Selected fields will be updated when Undate flag is checked:
“applicant/Grantee Yiew — - -
LOptions | Organizations Fields & | Contacts Fields &
W Address W Home Address
W Ciy W Office Address
W State W Home City
W Zip/Postal Code W Office City
W Country o] W Home State o]
Always have Update flag checked when linking: [~ Contacts [ Organizations

oK Cancel

79



4

80

Setting the IGAM Preferences

Update Preferences

Long Text Field You may apply different update preferences to each of the
long text fields in GIFTS. Select a field from the Long Text Field drop-down
menu, and then choose an update preference from the radio buttons below.

Important: All Requirement information on requirement forms will
automatically replace existing Requirement information. Request and
Organization information on requirement forms will follow the preferences
selected below.

Your update choices are:

< Replace existing text with new text—The text in the selected field of
your existing GIFTS record will be overwritten by the text on the
application form/online requirement. This option will completely delete the
text in your existing GIFTS record.

< Add new text to existing text—The text from the selected field on the
application form/online requirement will be pasted to the end of the text
inthe existing GIFTS record. This option will not delete the text in your existing
GIFTS record.

< Ignore new text (keep existing text)—The selected field will remain
unchanged in your existing GIFTS record.

Important: If you have the Customizer Module, there will be a “Customizer
long text fields” choice available in the Long Text Field drop-down menu.
Your update selection will, therefore, be applied to all of your custom long
text fields.

Updating Blank Fields in GIFTS

The next option in this section of the IGAM preferences allows you to
automatically update blank fields in GIFTS with information from your
retrieved applications. To enable this feature, check the “Always update
blank fields” option.

Note: This only applies to applications, not requirement forms. Requirement
forms always update blank fields in GIFTS.

Updating GIFTS
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You should note that there are two types of fields that will not be
automatically updated even if you enable this option. They are:

Coding Sheets Since coding sheets are not traditional fields, they will not
be affected by turning on the option to update blank fields.

“True/False” Fields These are fields that are marked as either true or false
with a check box (e.g., the United Way field on the Background tab of
Organization records). Due to the fact that these fields always contain a
value (checked=true; unchecked=false), they will not be recognized by
GIFTS as blank fields to be updated.

Organization and Contact Fields to Update

With IGAM 5.5, you have the option to specify which Organization and
Contact fields can be updated during the linking process between IGAM and
GIFTS or GIFTS Alta.

Available updatable fields will be shown with a checkbox next to each field.
By default, all fields are checked. A checked box indicates the default
selected options when the Update Details form is open, and the fields to
overwrite when Update GIFTS is checked.

Simply uncheck any fields you do not want updated in your database.

You also have the option to set the Update flag for Organizations or Contacts
to always be checked when linking.

Match Options

Another new feature in IGAM 5.5, the Match Options section can be used to
fine tune your searches.

The more fields that are checked, the more restrictive your searches will be.

Available match option fields will be shown with a checkbox next to each
field. By default, all fields are checked. A checked box indicates whether to
use that field in match options.
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The new preferences allow you to basically expand the search results by
excluding criteria.

For example, the default criteria for Organizations may be too restrictive.
You can uncheck City, State and Postal Code and you'd get hits with Name
matches.

The same holds for Contacts, which require a combination of field values to
match; by unchecking, for example, First Name, you would get more search
results.

Finally, the Move Up/Down buttons determine the sort order of results.

For example, if you want Organization results to sort first by State, then
Name, move State above name.

IRS Tax Data

IGAM forms can be designed to require applicants to submit a valid Tax ID
number that will be checked against a database of non-profit organizations
maintained on the IRS and Canada Revenue Agency websites. The
information from the IRS and Canada Revenue Agency databases will then
be used to pre-populate certain fields on your application form, if you have
chosen to include them.

For fields that are not on your application form, the information from the
IRS or Canada Revenue Agency databases will be attached to the form, and
imported into GIFTS along with the form. This section of the IGAM
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preferences allows you to decide how the IRS and Canada Revenue Agency
data will be handled in GIFTS.

% preferences @

LCategory

IRS Data
‘when tranzferring data that has been pre-populated from the IRS database for existing
Organizations in GIFTS:

—Sustem Wide
Options
Application Handling

" Replace Mame, Legal Mame, and tax information
* |pdate only blark figlds
" |gnare new Name, Legal Mame, and tax infarmation

Subsection Code
‘when importing the Subszection Code from the RS databaze:

—zer Specific
Liew Options " Store in Tax Motes field
—AEpllcgnt.-"Grantee View {* Use to create Primary Tax Status "501(c] [Subsection Code]"
Options

Foundation Code
‘when importing the Foundation Code from the IRS databaze:

" Stare in Tax Motes field
* |se to create Secondary Tax code

oK | Cancel |

Note: The Tax ID preferences shown above refer to both IRS and Canada
Revenue Agency Tax IDs.

Important: Keep in mind that your preferences in this section will only be
applied to fields that are read-only. (You have the option to make fields read-
only when you create a form.) Fields that may be edited by the applicant will
be updated in GIFTS using the data from the application form, which may
be different from the IRS or Canada Revenue Agency databases. For details
on adding fields to forms and choosing field settings, please see “Fields Tab”
on page 145.

IRS and Canada Revenue Agency Data

In this section, you will select the way that GIFTS should update IRS and
Canada Revenue Agency data for Organizations that already have records in
GIFTS. Your choices are:
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< Replace Name, Legal Name, and tax information—This setting will
overwrite the existing data with data from the IRS and Canada Revenue
Agency database.

< Update only blank fields—This setting will retain existing data, exceptin
those fields with no value.

< Ignore new Name, Legal Name, and tax information—This setting will
retain the existing data.

Subsection Code

In this section, you should choose the way you want GIFTS to handle data in
the Subsection Code field of the IRS and Canada Revenue Agency databases.
You may elect to either store this data in the Tax Notes field in GIFTS, or
else to automatically create a value for the Primary Tax Status field.

If you choose to create a value in the Primary Tax Status field, the value
created will be written as 501(c)(Subsection Code).

Foundation Code

With this setting, you will determine how GIFTS handles the Foundation
Code data from the IRS or Canada Revenue Agency databases. You can
choose to either store the Foundation Code data in the Tax Notes field or, if
the Subsection Code is 3, to create a secondary Tax Status code.

The possible Tax Status codes are as follows:
< 10 through 17=Public Charity

% 02 or 03=Private Operating Foundation
< 04=Private Nonoperating Foundation

If you want the description of sub-status Foundation Codes for 509(a)(3)
charities to display, add the following codes to your Tax Status code table in
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the Administrator module. Default description values are also provided,
although you can modify these.

Code Default Description
F10-15 509(a)(1)

F16 509(a)(2) under 170(b)(1)(A)(vii)
F17 509(a)(3) under 170(b)(1)(A)(viii)
F18 509(a)(4)

You can add any description to the codes, although if you do not add a
description, the default description will display. For more information about
adding codes, see the GIFTS Administrator’s Guide.
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External Reviews

If you have both IGAM and the Reviewers Module, you can set up IGAM to
create external Reviews automatically.

For more information, see “Integration with IGAM” in the Reviewers Module
and ReviewerCONNECT 3.6 User’s Guide.

% preferences @
LCategory ) y
- External Review Auto-Creation
—Sustem Wide g . Do :
Optiors Fievn_aw records can be c:rea_ted automatically when applications including contacts are
Application Handing congidered. Choose the review stage that coresponds to each contact role.
Contact Role Review Stage e
| I | Altemate Contact <Mone>
|| Board Member\Trustee <Maone:
|| Consultant <Maone
| |Employee <Mones
\zer Specific || Evert Attendes <Monex
Liew Options || Former Primary Contact <Mones
“applicant/Grantee Yiew General <Mones
LOptions - h 24

Acceptance Due Date EI days after sent date

Due Date EI days after sent date

v Give reviewers with an e-mail address access to ReviewsrCONNECT

oK Cancel

Review Rules
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Important: This option only appears if you have the Reviewers module and at
least one review rule has been defined.

Review rules allow administrators to create a set of rules that, when
triggered, automatically assigns reviewers to Requests (or proposals) after
applications have gone through the consideration process in IGAM. A
Request will have a Review created for it when the content of the Request
matches the criteria specified in the rule. This can include a particular
Disposition, Request Type, and Status, but might also contain a
Recommended Amount (over or under a certain amount), and Coding, such
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as Program Area, Fund, or Geographic Region. This Review is assigned to
the Request in GIFTS.

Note: For more information about Reviews and the review process, refer to
the Reviewers Module and ReviewerCONNECT 3.6 User’s Guide.

Important: For information about setting up review rules, see the GIFTS
Administrator’s Guide.

After you have set up review rules, you can assign a review rule to an IGAM
form:

1 From the Review Rules preference, select the Form to which you want to
apply the rule, and select the Apply Rule checkbox next to one or more
rules.

2 Click OK. The rule is applied to the form. When this rule is met for an
application created with this form, the reviewers indicated in the rule will
automatically be assigned to the Request in GIFTS after the application
goes through the consideration process in IGAM.

Proxy Server

If your organization connects to the Internet through a proxy web server,
you will need to provide IGAM with information about your configuration
to ensure communication with the MicroEdge IGAM server. To set up your
IGAM system for use with a proxy server, check the “Use a Proxy Server for
IGAM Communication” option at the top of the Proxy Server preferences
form.
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This will activate the form so that you may indicate your proxy server
configuration.

ﬂ\ Preferences @
LCategory o
. [ Use a Progy Server for |GAM Communication
—Sustem Wide
Options |
Application Handling Server
Fort a0 l
SSL |Aut0matic J
L User Specific Authorization |
Liew Options
LaApplicant/Grantee Yiew User |
LOptions

Fazzword |

oK | Cancel |

Server Enter the name or IP address of your proxy server. All IGAM
HTTP requests will be sent to this proxy instead of the server specified in
the URL of the request.

Note: If the Server field indicates a domain name, a DNS request is initiated
and upon successful termination of the request, the proxy server is set to the
corresponding address.

Port Indicate the TCP port for the proxy server.

SSL  Use the drop-down menu to select an option for encrypting
communication through the Proxy server:

< Automatic (Default setting. The connection to the proxy server is SSL-
enabled for 'https' URLs, and non SSL-enabled for other URLSs.)

< Always SSL Enabled
< Never SSL Enabled

< Tunneling Proxy
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Authorization  Use this field to identify any custom/additional headers to
be sent to the proxy server (e.g. headers for custom authentication
schemes).

User Indicate a user name if basic authentication is to be used for the
Proxy.

Password Indicate a password if basic authentication is to be used for the
proxy.

Important: You need to specify a name or IP address in the Server field of the
form before you indicate a User or Password. When the Server is set, the
User and Password fields are immediately cleared for security purposes.

Firewall

If your organization connects to the Internet through a firewall, you will
need to provide IGAM with information about your configuration to ensure
communication with the MicroEdge IGAM server. To set up your IGAM for
use with a firewall, check the “Use a Firewall for [IGAM Communication”
option at the top of the Firewall preferences form. This will activate the
form so that you may indicate your firewall configuration.

% preferences @
Sl § 150 Eirewall for [GaM C jiati
e a Firewall for ommunication
System Wide -
Options |
A pplication Handling Host
External
Updating Giftz Tupe <Mones
Match Options T | J
IRS Tax Data =
External Reviews Fort l
Uszer |
Liew Options
Applicant/Grantees View Pazsword |
LOptions
Data |
oK Cancel |
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Host Indicate the name or IP address of your firewall. Requested
connections between your IGAM system and the MicroEdge IGAM server
will be authenticated through the specified firewall when connecting.

Type Select the type of firewall your system will be connecting through
from the drop-down menu choices:

< No firewall.
< Connect through a tunneling proxy. Firewall Port is set to 80.
< Connect through a SOCKS4 Proxy. Firewall Port is set to 1080.

< Connect through a SOCKS5 Proxy. Firewall Port is set to 1080.

Port 'This field indicates the TCP port for the firewall Host. This field will
be populated automatically when you set the firewall Type, but you may
override the default.

User If authentication is to be used when connecting through your
tirewall, you should enter a user name in this field. This user name, along
with the password below, will be used by IGAM for authentication with the
given firewall.

Password If authentication is to be used when connecting through your
firewall, you should enter a password corresponding to the user name
entered in the field above. This password, along with the user name, will be
used by IGAM for authentication with the given firewall.

Data When your firewall is a tunneling proxy, use this field to identify any
custom/additional headers to be sent to the firewall (e.g. headers for custom
authentication schemes).
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User View Options

In this section of the preferences window, each user is able to designate the
types of applications shown in the GAM Pending and History folders.
Since this setting is user-specific, each user on your IGAM system may select
a different configuration.

% preferences @
LCategory _—
- Chooze how you want the folder to be populated when logging into
—SPSDtE”? wide the Grant Application M anager:
plons Pending Fold
Application Handling e(rl oG I"\’
Estemnal Empty
|Ipdating Gifts + View all applications
tatch Dptions T View only applications
IRS Tax Data ) o : . .
Esternal Fleviews " iew anly thoze applications submitted sing this Form:
Prosy Server
Firewall J
| ser Specific " Use a saved search:
L L I Mo Search Criteria Selected dh
Appl AGrantes View
ek
Dptiains History Falder
" Empty
& View all applications
" View only applications
" View only thoze applications submitted using this Forrm:
" Use a saved search:
Mo Search Criteria Selected dh

oK | Cancel |

Use the radio buttons to select a filter for each folder, both Pending and
History:

Empty If you select this option, the folder will not be populated by any
applications when you view the GAM.

View all applications Selecting this option will automatically populate
the folder with every application that currently resides in the GAM.

" n

View only “x” applications  Use this option to populate the folder with
only one of the three types of applications: single-stage, first-stage, or
second-stage. After clicking the radio button, select an application type from
the drop-down menu.

View only those applications submitted using this Form Select this
option if you only wish to populate the Pending or History folder with
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applications originating from a particular form. After clicking the radio
button, select a form from the drop-down menu.

Use a saved search If you would like to use a saved search to populate
the folder, click this option. Click on the search button to open the Saved
Searches window and select the saved search to apply to the folder.

Example: You may wish to create a public saved search for each program area,
so that each of your program officers can apply the search for their particular
program. That way, whenever they log in to the GAM, they will see only
relevant applications.

Applicant/Grantee View Options

Click this button to
open the Design
Wizard for the Site ID
selected. You may
customize the My
Accounts page and
define various
system defaults for
your online forms.

92

When your applicants or grantees log in to their IGAM accounts, they are
taken to a My Accounts web page where they may review their submitted
applications, online requirements, and scheduled payments. They may also
access any incomplete or pending applications and online requirements.

The URL for the My Account login page is displayed in this section of the
IGAM preferences. You should create a link to this URL on your website, so
applicants can easily access their accounts.

% preferences @

LCategory

—Sustem Wide
Options Mame Site 1D
Application Handling
External
Updating Giftz
Match Options
IRS Tax Data
External Reviews
Prosy Server

Options

If you have multiple Site ID’s enabled,
they will be listed here.

Firewall E dit
—zer Specific &

Liew Optiong
LA pplical

. Your My Account login URL for the selected site is:
fantee Yiew

https: v, GrantR equest. com/S 10 1438754=4

v Allow HTML in Forms

Use this URL to create an
“Account Login” link on
your website.

oK Cancel
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If you have Multi SID enabled, click on each of the site IDs listed to see the
unique URL for each one.

Editing Site Design Preferences From the Applicant/Grantee View
Options select a site and click the Edit button to access the Site Design
Wizard, which will help you design your My Account page to match the
colors, fonts, and graphics of your website. Plus, you can customize web and
email links, as well as on-screen messages, that will provide applicants/
grantees with helpful information and contacts.

The options you set in the Site Design Wizard will be applied as the default
settings when you create your application and requirement forms.

If you wish to change any settings for an individual form, you may do so in
the Form Design Wizard. For information on designing your online forms,
please see “The Form Design Wizard” on page 130.

Allow HTML in Forms  Select this checkbox if you want to allow HTML
code to be used in online forms. If this option is selected, HTML text will
display as active links on forms. If the option is cleared, any HTML text on a
form will display as regular text.

Note: Ifthis option is turned on after forms have already been created, the new
preference will not be applied to existing forms until they are opened and
saved again.
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Site Design Wizard

To begin formatting your My Accounts page and on-screen messages, click
Edit in the Applicant View Options section of the Preferences window. The
Site Design Wizard that opens is very similar to the Form Design Wizard
you use to create new forms.

@ Site [0] - Default [ s
File Help

& save and Close

Links I Desin I Graphios T Emals T Fleguest/Peyment Stalus
Site Name [Defauit Timeout Settings... | Secuty Setlings
Links
Type Label Style Link Faosttion Dupicate to Top -
» [E mai CortactUs r
ol UAL Help r ool |
ocument UFL 5 ampie Documents i
aUAL £a . [EEET|
ccount Creation Contirue uttan
Add Viewer Add Vienes] iton Standard
Applcation Dielele | Click here o delele ink
Back toLogin Fietum o login ink
Back toMy Account | Retunto My Account | Link
Cancel Current Transfer | Cancel Cunent Transfer | Butian
Cancel Desine Cancel tton
Chonge Change E-mailPassword | Link -
Messages

it you entered was not found in the

dalabase. Flease
Vald Tax ID Required The Tan D that you entered was nat foundin the 1RS database, W cannot

TaxID Field Label Pleisse enter your Tas 1D

TaxID Instnuctions

Incomplete Ouiz Plzase answer allof the quiz questions so that we may accuralely assess

Submission Thank You! “Your appication has been submited

Save and Finish Later Thark youl Yau application has been saved You shoud receive an e-mai

Recommender Instuclions

Recuirement Submission Thark Youl “Your izport has been submited. “You should receive an email

Account | i

by A ppiications Page Instiuctions: -

Links Tab

The Links tab of the Design Wizard allows you to change the Site name,
configure timeout settings, provide applicants with links, modify important
on-screen messages and set security preferences. Many of these elements
will help your applicants/grantees find all the information they need to
submit complete grant proposals or online requirements in a timely ans
secure manner.

Site Name

The default name for your first Site ID is ‘Default’. If you are managing
multiple Site IDs, you may want to give each of them a more helpful name.
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Timeout Settings

Clicking the Timeout Settings button, located on the Links tab, gives you
access to the global timeout settings for the selected Site ID.

& Timeout Settings @
Timeaout
1dle Minutes 15
Idle ‘W arning Text
Timeout Minutes | 20 l

Timeout Texst

ok | Cancel |

Simply check the Enabled box to turn on the feature and then filled in the
following fields:

Idle Minutes:  This is the amount time that must elapse without the
applicant posting data to the server before the Idle Warning Text is
displayed.

Idle Warning Text:  This is the text displayed to the applicant along with
the option to Continue or Exit.

Timeout Minutes:  This is the amount of time that must elapse without
the applicant posting data to the server or clicking Continue on the Idle
Warning prompt before the system logs out of the account and displays the
Timeout Text.

Timeout Text:  This is the text displayed to the applicant after the session
has been terminated.

How It Works:

The Idle Minutes is required to be less than the Timeout Minutes. Default
times respectively are 15 & 20 minutes. These fields cannot be set to zero.
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Example: Idle Time = 15 minutes, Timeout Time = 20 minutes

This allows the applicant 5 minutes to see the Idle Warning and take action
before the session is terminated.

When the Idle Minutes time is reached, a prompt is displayed containing the
Idle Warning Text and the option to Continue or Exit.

< If Continueisselected, the timeout counter will be reset to zero and begin
counting up again.

< If Exit is selected, the session will be disconnected and the applicant will
be taken to the login screen.

< Ifno action is taken by the applicant, the system will continue to count up
until it reaches the Timeout Minutes set and then display the Timeout
Warning. Clicking OK will take the applicant to the account login page.

Typing inside fields on the application does not reset the idle timer. In order
to reset the idle timer, an action must be taken that saves data to the server.

Actions that cause current data to be saved to the IGAM server include:

< Going to a different page of the application using Next/Continue links,
Page Number or Page Title links/tabs, or Chevron Progress Bar links.

% Clicking Save & Finish Later

< Uploading Attachments

Security Settings

With the upgrade to IGAM 5.5, all passwords will now be case sensitive and
a more stringent password policy will be enforced when applicants create
passwords (either on first login, or after a password reset).

Note: As part of the IGAM server upgrade in September 2013, all existing
account passwords were changed to lowercase. Once an applicant logs in to
their My Account page, they can change it as desired.
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The Security Settings button next to the Timeout Settings button allows
you to enable the new higher security features available in IGAM 5.5.

Timeout Settings... | Securty Settings... | \

@ Security Settings o

Pazswords

Unsuccessful attempts

I —| b EI

_ Minimum length 5 EI

7 Beuse after ’3—5 entries
120 EI

M aximum age [daps]

()3 | Cancel |

Require security questions - If checked, applicants will be required to
answer three questions that will validate the account holder identity prior to
sending a temporary password, either upon account creation or when a
password is forgotten (which will also unlock the account). Upon account
creation, applicants will be required to select questions and provide answers
so that they may unlock their account if it becomes locked due to
unsuccessful attempts.

Unsuccessful attempts - This will determine the number of password
attempts available to an IGAM account holder until the account is locked
out.

Minimum length - This will determine the minimum password length. This
number must be between 5 and 25.

Reuse after - This will determine how many times the password must be
changed before it can be reused.

Maximum age (days) - This is the number of days before a password will

expire.

New Security Messages in the Links Tab

To support these new security settings, the Messages table on the Links tab
will contain three additional entries:
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"Initial Account Lockout. The default entry will be "Your account is not
accessible at this time. Please click the Forgot Password link to reset your
password.' This will be configurable and will use the Error Message design
element in the Design tab of the GAM account preferences for text size,
color, font and style.

"Final Account Lockout. The default entry will be 'Your account is not
accessible at this time. Please contact us for further assistance.' This will be
configurable and will use the Error Message design element in the Design
tab of the GAM account preferences for text size, color, font and style.

"Security Question Page Instructions. The default entry will be 'Please
provide answers to the questions below.' This will be configurable and will
use the Error Message design element in the Design tab of the GAM account
preferences for text size, color, font and style.

Password Setup for Existing Accounts

Once the option to require Security Questions has been enabled in the
global preferences, existing IGAM accounts will be forced to enter answers
to security questions at their next login.

When an applicant attempts to login for the first time after the security
settings have been changed the following will occur:

"The applicant will be brought to the Change Password page and must enter
a new password. The new password requirements will be applied.

"If no security question responses have been previously provided, the
applicant will be brought to the Security Questions page.

"Once provided, the applicant will be directed to the page that required

login.

File Upload Validation

IGAM 5 allowed the GAM user to set restrictions on allowed file types. In
addition, .exe, .com, .bat, and .vbs files were automatically added to the
exclusion list.

However, there was potential for an applicant to rename a malicious file to
an accepted file type (.exe to .doc) and IGAM would allow the upload.
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With the IGAM 5.5, in addition to file extension, IGAM will now also
validate the Content Type of the MIME header. If the Content Type is found
to be a restricted file type, the same error message that occurs for invalid file
extension will be displayed.

Security Questions Setup

Upon account creation or initial login after turning on the security questions
feature, the applicant will be directed to a page with the default title of
Security Questions.

Security Questions

Please select and answer six questions below.

\W\th what company did you hold your first job? v \ |Enterprtse Corp |
[What is your paternal grandfather’s first name? ~] [dsmes |
[What is your maternal °s first name? | [Tasha ]
\anhm year (YYYY) did you graduate from high school? V\ |1988 |
[What is your father's middie name? V| [Tiberius ]
[What street did your best friend in high school live on? (Enter full name of street only) v| [Kirk |

There are six sets of questions and answers that must be answered by the
applicant.

In the case of a forgotten password, the applicant will need to answer three
of these questions to get their password reset.
Account Lockout

This enhancement tracks the number of unsuccessful attempts and prevents
access to the account after the specified number of unsuccessful attempts.

Once locked, the account may only be unlocked by resetting the password
via the IGAM module or if the applicant answers three security questions
correctly.

"If an applicant answers the three security questions correctly, the applicant
will be sent a temporary password.
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"If the applicant cannot answer security questions correctly, the applicant
may contact the IGAM user so that the user may reset the password for the
applicant's account email.

This can be done in IGAM by selecting Tools->Reset Password. An
application does not need to be selected in order to reset the password. The
only requirement is that the applicant email entered in the reset form
matches an applicant email address for the selected SID (in the event that
multiple sites are configured).

Links
The Links window displays a list of all the links used by IGAM on it’s

webpages. Many are configurable to be a button or a link. Some can be used
to route your applicants to other helpful webpages. Others also have the
option to change position on the webpage between standard, left, or right.
Important Facts about Links

< Type cannot be changed but does not appear on the screen.

< Labels can all be changed to suit your needs.

% Styles can all be changed from Link to Button or vice-versa with the
exception of the Review Application and Review Requirement links.

< The Email/Contact Us link should only be used with valid email
addresses.

< The Help URL and Document URL links can be repurposed to take your
applicant to any desired webpage URL address.

0
o

The Exit URL should be used only for applicants to exit from the
application site or My Account site. Once clicked, the user cannot use the
Back button to return to the previous page. They will be asked to login
again.

< The position of the Next, Save & Finish Later, Review & Submit,
Update, and Submit buttons can be modified from Standard to Left or
Right.
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Duplicating Links on Top and Bottom of Pages A Duplicate to Top
option is now available for the following links/buttons so they will appear
on the top of the page as well as the bottom.

"Next
"Save & Finish Later

"Review & Submit

"Update

"Submit

"Continue

& Link [Nex) 5|
Display Label |Nexl

Style Button  + Position | Standard =

Cancel

Customizing a Link To modify a link, simply double-click on it. A Link
window will open with the available options. Make your changes as desired
and click OK.

Adding Useful URLs to Links If you wish to provide links to helpful
resources, such as your organization’s website, you can use the Help URL,
Documents URL, or Exit URL links. These links do not appear on any forms
or IGAM pages until a URL link is added to the Link To field.

“@ Link [Help URL]

Dizplap Label ‘Help

Link Ta ‘www FoundationResources.org

Style Link -

To activate one of these links simply double click it, enter a web/email
address for the link, and change the label of the link to whatever is
appropriate. Once configured they will appear at the top of your application
or online requirement form.
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Customizing Links into Buttons or Vice-Versa You can change most of
the links to buttons or vice-versa. The only exceptions are Review My
Application and Review My Requirements.

" Link [Help URL]

Display Lahel [Help Site

Link To |www.Fuundal|UnHssuulces.urg

Style Link -
Li

Cancel

Below the difference between a link and button is illustrated.
Help Site | Help Site

Changing Link/Button Position Some of the links/buttons listed also
allow you to change their position from Standard to Left or Right side of the
webpage. These include: Next, Save & Finish Later, Review & Submit,
Update, and Submit.

Grant Request / Project Budget

= Grant request: (in dollars) x Total project budget:

Save & Finish Later Review & Submit
Left Positioned Link Right Positioned Button
Lirks
Type JLabel X Link [ Posiion |
[ Newt Next Button Standard
[ ISavesFirishLaler  Save & Firish Later Lk [Ceh
[ Review & Submt Review & Submit Builon Right

Note: Ifyou choose to use buttons instead of links, it’s important to know you
can now modify button color and font on the Design Tab. For more details,
refer to the Design tab section.

Messages

During the application process, certain conditions may occur which warrant
that information and/or an error message to be returned to the applicant or
grantee. There is default text associated with these messages, but you may
choose to customize the messages in order to provide your applicants/
grantees with more detailed information.
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The default text for each of the messages is as follows:

Message Type

Invalid Password

Invalid Tax ID

Valid Tax ID Required

Tax ID Field Label

Tax ID Instructions

Site Design Wizard

Conditions

Displayed when the form
password entered by the
applicant does not match
the value supplied by the
form designer.

Displayed when the
“Require applicants to
enter a U.S. Tax ID” flag is
on, but the “Require Tax
ID to be on file in the IRS
database” flag is off and
the Tax ID entered is not
found.

Displayed when the
“Require applicants to
enter a U.S. Tax ID” flag is
on, and the “Require Tax
ID to be on file in the IRS
database” flag is on, and
the Tax ID entered is not
found.

»

“Please enter your Tax ID:
Instructional text
displayed on application’s
Tax ID page.

Default Text

You have entered an
invalid password. Please
try again.

The Tax ID you entered
was not found in the IRS
database. Please check
your entry. If it is correct,
click OK to begin filling
out your application form.

The Tax ID that you
entered was not found in
the IRS database. We
cannot accept
applications from
organizations whose tax
information is not on file.

Note: You may want to
change the first sentence
above to “The Tax ID that
you entered was not
found in the IRS and
Canada Revenue Agency
databases.” This reflects
that GIFTS searches both
the IRS and Canada
Revenue Agency
databases.
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Message Type

Incomplete Quiz

Submission
Acknowledgement

Save and Finish Later

Requirement Submission

Recommender
Instructions

Account Login Instructions

My Applications Page
Instructions

My Requirements Page
Instructions

Email Instructions

Initial Account Lockout

Conditions

Displayed when the
applicant clicks Continue
on the Eligibility Quiz
without supplying

answers for each question.

Displayed when the
applicant submits the
application.

Displayed when the Save
and Finish Later button is
used.

Displayed when a grantee
submits an online
requirement.

This text will appear on
the site accessed by
recommenders.

Displayed on the Account
login page.

Displayed on the My
Applications page.

Displayed on the My
Requirements page.

Displayed when a user
emails an application
from his or her My
Account page.

Default Text

Please answer all of the
quiz questions so that we
may accurately assess your
eligibility.

Thank you! Your
application has been
submitted. You should
receive an email
confirmation shortly.

Thank You! Your
application has been
saved. You should receive
an e-mail confirmation
shortly.

Thank you! Your report
has been submitted. You
should receive an email
confirmation shortly.

Your account is not
accesible at this time.
Please click the Forgot
Password link to reset
your password.
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Message Type Conditions Default Text

Final Account Lockout Your account is not
accesible at this time.
Please ccontact us for
further assistance.

Security Question Page Please select and answer
Instructions the six questions below.
Submission Transfer The application has been
Confirmation transferred. The new

owner will need to login
and accept the transfer
before it is completed.

Cancel Transfer The pending transfer has

Confirmaiton been cancelled
successfully.

Viewers Update The applicaiton’s viewer

Confirmation list has been updated

successfully.
To edit the contents of your on-screen messages:
1 Double click the message you want to edit from the Messages grid.
2 Edit the contents of the message to reflect the appropriate information.

3 Click OK to save your changes and return to the Links tab.

Tip: Press F3 while you have the Message window open to spell-check the
new message text.
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Design Tab

The Design tab of the Design Wizard allows you to manipulate the layout,
colors, and text properties of your My Accounts and Application pages.
These settings will also become the default settings for all new application
and requirement forms created in the Form Design Wizard.

« Site [0] - Default
e Hel
& Save and Close

[S]i=1led

Links

Layout
 [Horgonial Accerd

(" Gaphical Background

[

Choose the properies thal wal define the visual ook of the My Accour page

 Vesteal Accert
NovgatenStfe [Chevion |  e—
ButnSile  [Custom =]
Colors
Schemg | =] * Custem Colors

Heag Backoond [ 7oee [ O m’&:’d:m [Trere [ 8 ] [~ ooo00 . A
Accgri Bar [ [ >
Botbockgard [ PO [ & paencoer [ OO [ & [= smiawei =]
Search Background DFDFDF [ ﬂ

1 Giaghecs 1 Emads 1 Reguest/Payment Slatus

Test

™ Inchuds Coglert Fiame DisplagElement. [FomTile |

™ Use Page Tile for Navigation Fon [Verdans -

Page Span |Certes, fosd wdth > i‘hﬂw E &

Page Widh 000 gy S I_F s =l
P |

Sk e [ e

Inactive Job [ Eeras [ |  FeasedRedicon
Background Color ESRIEA 2|

Cokw FRO000 -Q

Layout 'This section controls several very important layout options. Each
one is described in the table below.

Option

Horizontal Accent

Graphical Background

Vertical Accent

106

Description

This default layout option consists of a colored header, a
differently colored body area, and a menu bar separating
the two.

This layout option retains the menu bar, but the header
and body areas are populated by a graphic of your
choosing. In the center of the body area is a white area
where your application/online requirement form prompts
will appear. Uploading graphic files is discussed in the
Graphics Tab section.

This layout option will create an application/online
requirement with a solid background color and an accent
bar along the left-hand side.
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Option
Navigation Style

Button Style

Include Content Frame

Use Page Title for
Navigation

Page Span

Page Width

Site Design Wizard

Setting the IGAM Preferences

Description

This dropdown menu lets you choose between Classic or
Chevron navigation styles on application forms.

Classic - Displays numbered tabs by default for each page of
an application form. The tabs can be configured to show
page titles instead using the Use Page Title for Navigation
setting (see below).

Chevron - Instead of tabs, this option displays a numbered
progress bar on top of forms with each step representing a
page. This option can only be used for forms with six pages
or less.

This dropdown menu lets you choose between Classic or
Custom button style. Classic button style is the normal light
grey format. Selecting Custom will open a new Button Color
field in the Colors area which will allow you to change the
color of all buttons to a new color. It will also give you the
option to modify the text format of all your buttons in the
Text > Display Elements menu.

Checking this box creates a frame around your entire form
page. Note: In IE 9.0 and Firefox 4.0, this frame has a
shadow effect.

Check this box if you want IGAM to display the page titles
instead of page numbers on the navigation bar of forms.

This dropdown menu controls how your IGAM pages make
use of onscreen space.

Entire Page - forms will take up all the space available in
the current window.

Left, fixed width - forms will align to the left of the screen
and be limited to the Page Width setting.

Center, fixed width - forms will center on the current
window and be limited to the Page Width setting.

This setting is only available if Page Span is set to Left or
Center. The minimum setting is 1000 pixels. Entries less
than 1000 will default back to 1000 pixels.
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Colors In this section, you can override the system default settings for the
colors on the application/online requirement. To make setup easier, you
may choose from three predefined color schemes by clicking the Scheme
radio button and selecting from the drop-down menu. If you select a color
scheme, the colors will not be editable.

You may also choose to assign custom colors to each part of your IGAM
webpages by clicking the Custom Colors radio button.

Caution: After setting Custom Colors, be careful not to select a Scheme. This
will cause all your custom color settings to be reset. If this happens, do not

use the Save and Close button. Instead click the window Close button and
answer No to the Save message.

The following color settings can be modified:
< Header Background

% Accent Bar

< Body Background

% Search Prompt Background

% Active tab

% Inactive tabs

< Button Color (only available if Button Style is set to Custom)

You may choose from any of the 216 standard browser-safe colors. To
choose a new color for a part, you may either enter the color’s hex value
(e.g., “000000” for black) or click the paint bucket icon to the right of the
color sample.

Select a color from the palette in the Colors window and click OK.

Caution: You must to consider that changes made in the Tools > Preferences
Site Design and Graphics tabs will take immediate effect on the My Account
and Account Login pages when you Save and Close. Care must be taken to
avoid making your webpages less than ideal.
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Some considerations regarding colors:

% The column header color on the My Account page is controlled by the
Accent Bar color.

% Ifyou have selected the Graphical Background layout option, the Header
Background and Body Background fields will be disabled since the entire
background (header and body) will consist of an imported graphic.

< If you have chosen the Vertical Accent layout option, the Header
Background color will be unavailable because the layout does not include
a header.

Text In this section you may select the font formatting options for your
application and online requirements. Choose an element to edit from the
Display Element drop-down menu at the top. You may change the Font,
Alignment, Size (relative or fixed), Style, and Color.

Note: Changes made to the Form Title will only be displayed in the Printer
Friendly Version of the form.

You can also manually enter one or more fonts in the Font field if the one
you would like to use is not available in the drop-down menu. If entering
multiple fonts, separate them with commas (no spaces between the comma
and font name). If the first font is not available on the applicant/grantee’s
browser, the second will be used. If the second one is not available, the third
will be used, and so on.

If you would like to make the selected element bold or italicized, select the
appropriate checkbox. The last setting allows you to select the color of the
font for the selected element in the same way you selected the colors of the
application parts.

Required Field Icon Select an icon to display next to all required fields on
your application/online requirement using the dropdown menu. You may
also choose the color of the icon in the same way you selected the colors of
the application/online requirement parts.

View Your Changes To view how your changes to the My Account page,
click the Save and Close button and then click on the URL link displayed on
the Preferences window for the Site ID selected. Once logged in, you can
open an In Progress application to see how the form has changed.
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To view how the color changes affect all your application forms, close the
Preferences window and open the Forms Manager. For active forms, use the
View URL button. For inactive forms, use the Preview form button.

Graphics Tab

The Graphics tab of the Design Wizard allows you to add and remove a
Logo, Background, or custom HTML elements to your IGAM webpages.

» Site [0] - Default B
i el
& 52ve and Close
Lrks 1 Desgn 1 Giaphics 1 Emais 1 Feguest/Payment Stahss
M yous with 15 inchude: foem, please pr path He. T header section of the poge:
Logo
Logo Path and Fle Hame
Brees |
r
Background
Backgourd Path and Fie Name
Brogre |
|
Rgmave Background

Graphics for Logo and Background must be either .gif or .jpg files residing in
a directory that is accessible at the time you click the Add button.

Logo Path and File Name This option allows you to add your
organization’s logo to the top of your application/online requirement. Enter

the path to your logo’s graphic file or use the Browse feature to search for
the file, and then click Add.

Rollover Text You may choose to enter rollover text that will appear on-
screen when the applicant or grantee rolls their mouse pointer over the
logo.
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Tip: Your logo will not function as a web link on your application/online
requirement. Your rollover text should not, therefore, tell the applicant or
grantee to click the logo to return to your home page.

Logo Alignment Your logo will always appear at the top of the application
/online requirement, but you may change its horizontal position by
selecting from the Logo Alignment drop-down menu.

Background Path and File Name If you have selected the Graphical
Background layout on the Design tab, the background graphic option will
be enabled. Enter the path to your background graphic file, or use the
Browse feature to search for the file. Your background graphic will populate
both the header and body areas of your application/online requirement.

Change or Remove Logo/Background If you would like to change either
the logo or the background graphic, simply type the new path and file name
over the existing one and click Add. If you would like to clear either graphic,
click Remove.

Custom HTML

IGAM 5 allows the use of HTML files to add custom header, footer, and side
panels to your webpages and forms. This allows integration of your website
elements into the IGAM webpages and forms to produce a seamless
transition for your applicants.

Caution: You must to consider that changes made in the Tools > Preferences
Site Design and Graphics tabs will take immediate effect on the My Account
and Account Login pages when you Save and Close. Care must be taken to
avoid publishing HTML files that do not render correctly.

If you do not have a test environment with a test SID, there are two options:
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< Remove any external facing links to My Account/Account Login, or links
to published Applications that require account login/ creation (disable
forms), so that applicants do not see these pages while being edited.

< Acquire a test configuration/test SID that will allow previewing and
testing of all IGAM elements prior to publishing and making visible to
applicants.

Note: Existing forms will not display custom headers, footers or side panels
unless edited, regardless of global settings.

Any custom HTML header, footer and side panels defined in the global
IGAM Preferences (Tools->Preferences->Applicant View->Options, Design
Wizard) will become the default header, footer and side panel for My
Account and Account Login pages as well as new Forms unless different files
are specified in the Form Design Wizard.

Since the custom header will replace the logo displayed in the IGAM, the
presence of a custom HTML header file will disable the Logo, Logo
Alignment and Logo Rollover Text fields.

Here is a sample of a My Accounts page with custom HTML header and left
side panel.

g " E g
JS East Foundation ﬁ

uancheu@microedge.com | Change E-mail/Password

Applications = Requrements
Applications

Make your
giving more
effective

with
guidance Dec 2011 Xmas Fund 50,000 20164 05/17/2011

©Oct 2011 Holloween Event 30,000 20165  05/18/2011
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Adding Custom HTML Files To begin working on custom HTML, click
the HTML button on the bottom of the Graphics tab to open the Form
Design Wizard for HTML.

Click to open the Custom HTML
Form Design window.

/

# Form Design Wizand - HTML E|
Header | Browse Remave
header.zip
Footer | Browse
Left Side Panel | Browse Remove
left.zip
Right Side: Parel | Browse

The .html files and images (.gif or .jpg) must be contained in a .zip file for
uploading. Each element (header, footer, left side panel, right side panel)
must have it’s own .zip file.

Note: The zip file must contain only the actual files; not a folder containing
the files.

Browsing for and Selecting a File  Once a .zip file is selected, or if the
path and file are manually entered, the path and file will appear below the
text entry field and the Add button will become enabled.

You must click the Add button for the file to be saved to the IGAM server.

IGAM will validate the contents of each zip file to make sure there is a .html
file.
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Image Guidelines Images must be in .gif or .jpg format. There are no
guidelines regarding the size of the images as this will depend on your page
width setting and personal website design preferences.

HTML Files Guidelines The .html file for each element must be formatted
in a specific way in order for IGAM to properly apply it to your webpages
and forms.

IMG tag src attributes in a panel html must look like this:

<img src="'/SID_value/ Default.asp?SA=PIZIMAGE=Header\ image.gifXIFID=0'/ >

The SID_value is your Site ID number or account (if multi-SID) and
image.gif represents the filename of your image.

The IFID must always be 0.

Sample Header HTML Zip File Here is a simple zip file for a header. It
contains only the required .html and image file.

H— & %
header.zip header.html  USEF-Head. .
The html file contains just the path to the image file as defined above.
<img src="/SID_1208/Default.asp:SA=PIXIMAGE=Header\USEF-Header1.jpg&IFID=0'/ >

The above HTML path is for Site ID 1208 and is pointing to the image
filename USEF-Header1.jpg.

Tip: Simple HTML files can be created very quickly in Windows Notepad by
copying the example above and substituting your own Site ID and image
filename. Then save the file with a .html extension.

Cascading Style Sheet (CSS) Guidelines CSS included in a panel html
should be formatted as follows:

<link href="/SID_0001/Default.asp?’SA=PI&CSS=Header \styles.css&XIFID=0" type="text/
css" rel="stylesheet" />
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Instead of an IMAGE parameter, you must specify a CSS parameter.
Remember to use an IFID parameter of 0.

All the image references in the css file should then look like this:

background: transparent url('/SID_0001/Default.asp?SA=PIXIMAGE=Header/
image.gif&IFID=0") center left repeat-y;

Here too you must remember to use an IFID parameter of 0.

Tip: For Footer, Right or Left panel content, substitute ‘Header” with Right,
Left or Footer in the above path examples.

Automated Emails

IGAM will automatically generate many different types of
acknowledgement and/or informational email messages. In this section of
the Preferences form, you are able to customize the contents of these
messages. You will also need to specify an email address to be used by IGAM
as a return address for your automated email messages.

%1 Site [0] - Defauit [E=n (e
File Help
[ Save and Close
Links 1 Design I Graphics I Emails Pequest/Payment Status

Share Diafts and Submissions

v Ellon sppicants and graniees 1o emal dalls and submissions (v Allow applicants and grantees to manage viewers

[ Allow applicants and grantees o transfer drafs and submissions

E-mail Sent From

“From' Display Name: B
Foply To Emall A [pmiciaedge com

E-mail Canlents
E-mai Type: | Requiement Fietrieval Matification -

Subject: [Fequirement Received

Body: |This message is to notiy you that the «Fequirement_Types Requiremert. ID # <Feauitement_ID» has been tettieved 4 copy of the repoit is displayed below.
F3 = Speling)
+Requirements

[V Da ot send noifications Iseit Field

Share Drafts and Submissions  Select these checkboxes if you want to
allow applicants and grantees to email draft applications and submissions.2.
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All three options on the top of the Emails tab in the Site Preferences must be
checked.

"Allow applicants and grantees to email drafts and submissions
"Allow applicants and grantees to manage viewers
"Allow applicants and grantees to transfer drafts and submissions

Email Sent ‘From’ In order for IGAM to send automated email messages
to your applicants and grantees, you must provide an email address for
applicants/grantees to reply to. You also need to provide a display name that
will appear exactly as you have entered it in the “From:” field of the email
message. Your display name should be either your organization’s name, or
the name of the person who will be handling all email inquiries.

Important: You must enter a valid email address and a display name before you
will be able to activate any forms. If you close the Preferences window
without entering this information, you will receive a message to remind you
that these fields must be completed.

Email Contents The automated emails listed in this area are created and
sent to applicants/grantees for the following reasons:

< An applicant/grantee saves an In Progress application.

< An applicant/grantee opens an account.

< An account is created for a grantee.

< An applicant/grantee forgets their password.

< An applicant/grantee changes their password.

< The grantmaker resets the applicant’s/ grantee’s password.

< The grantmaker transfers the applicant’s account to a new email address.
< An applicant/grantee submits an application/online requirement.

< An applicant/grantee is required to send emails for letters of
recommendation.
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The default text for the automated email messages is as follows:

Subject

Body

Submission
Confirmation

Save and Finish
Later
Confirmation

New Account

Password
Reminder

Password
Update

Site Design Wizard

Your Application
Submission

Your Application

Welcome
Grantseeker!

Your
Information
Request

Account Update

Thank you for your submission. Your
application has been submitted successfully,
and the tracking number is {Application ID}.
You will be receiving more information on the
status of your application shortly. For your
records, here is a copy of the contents of your
application. {Application}

Your application has been saved successfully,
and the tracking number is «Application_|D».
For your records, here is a copy of the contents
of your application:

«Application»

Dear Grantseeker,
Your account has been created!

You can log in to Your Account, {Account Login
URL}, at any time.

Your password is {Password}. Please make a
note of it.

Dear Grantseeker,
Your password is: {Password}*.

Log in to Your Account, {Account Login URL}, at
any time to access your form(s).

Per your request:

Your account password has been changed to
{Password}*.

Log in to Your Account at {Account Login URL}
to access your forms.

Thanks for visiting!
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Email

Subject

Body

Requirement
Submission
Confirmation

Create Account
(GIFTS)

Copy of
Submission

Reset Password

Recommender’s
Notification

Transfer
Applications

Your Report
Submission

Welcome!

Copy of
«Form_Type»

Account Update

blank

Application
Ownership
Transfer

Thank you for your submission. Your report has
been submitted successfully, and the tracking
number is «Requirement_ID». For your
records, here is a copy of the contents of your
report.

«Requirement»

Dear Grantee, Your account has been created!
You can login to your account,
«Account_Login_URL», at any time.

Your password is «Password». For security
reasons you will be asked to change it when
you first log in.

I would like to share the attached
«Draft_Submitted» «Form_Type» with you.

Your account password has been changed to
«Password». For security reasons you will be
asked to change it when you first log in.

Log in to your account at «Account_Login_URL»
to access your forms.

blank

Dear Grantee,

This message is to notify you that ownership of
Application «Application_ID» has been
transferred to you. You must accept transfer of
ownership in order to complete this process.

Please login to complete the application.
You can login to your account,
«Account_Login_URL», at any time.

NOTE: If you are a new user, a separate email
will be sent to you with the login web page and
your initial password. For security reasons you
will be asked to change the password when you
first log in.
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Email Subject Body

Transfer «Form_Type» Dear Grantee,

Requirements Ownership This message is to notify you that ownership of
Transfer «Form_Type» «Requirement_ID» has been

transferred to you. You must accept transfer of
ownership in order to complete this process.

Please login to complete the «Form_Type».
You can login to your account,
«Account_Login_URL» at any time.

NOTE: If you are a new user, a separate email

will be sent to you with the login web page and
your initial password. For security reasons you
will be asked to change the password when you

first log in.
Add Viewers «Form_Type» Dear Grantee,
Viewer Access This message is to notify you that you have
been granted Viewer access for «Form_Type»
«Application_ID».

Please login to view the «Form_Type».

You can login to your account,
«Account_Login_URL» at any time.

Requirements Requirement This message is to notify you that the
Retrieval Received «Requirement_Type» Requirement, ID #
Notification «Requirement_ID» has been retrieved. A copy

of the report is displayed below.

«Requirement»

The Submission Confirmation automated email above can also be set at
the application or requirement form level, and override the information
entered here. For more information, see “Links Tab” on page 168.

The Recommender’s Notification is used during the application process by
applicants/grantees to send a recommendation request to an external
source (professional reference, teacher, college professor, etc.). The Subject
and Body of the Recommender’s Notification are left blank so that the
applicant can personalize the email to the recipients during the application
process. However, it is possible to enter a generic message here if desired.

The Requirement Retrieval Notification is sent automatically to the staff
owner of the Requirement when it is retrieved. By default this notification is
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disabled. It can be enabled by unchecking the Do not send notifications
box at the bottom.

The parentheses in the table above indicate merge fields. A “*” indicates a

required merge field. Merge fields can be added and removed when you are
editing the contents of a message, but only certain merge fields are available
for each message.

To edit the contents of an automated email message:
1 Select a message from the Email Type drop-down list.

2 Clickin the Subjectand/or Body fields and make the appropriate changes
to the text.

Note: Use the Insert Field button below the Body field to add one of the
predefined merge fields to the email message.

Request / Payment Status

In this section of the Site Preferences window, you can customize the
descriptions for any Request or Payment status that appears on a user’s My
Account page. This description will appear in parentheses next to the status.

&1 site 0] - Default (E=5EeR =
File Help
[ save and Close

Liks T Design I Gyaphics 1 Emals T Feguest/Papment Status
¥ how Riequest Status on by Acoourt page: [# Show Pament Status on My Account page.
“You may custarize the descriplions of ary of the statuses below by double clicking on it Your You may custonize the deseriptions of any af the statuses below by double cicking on . Your

custom text will appear in parentheses nest 1o the status. custom test will appeat in parentheses neut o the status.

iy for Board
[ Active Grant
FEIClosed Grant
EBoard Declined
r[Elimmediate Declination
(B Staff Declined
~[F1Budgeted Line tem
FBIReadyfor Board Meeting
Bl Considered for Board
r[Einitial Review
LB Staft Review
HizDinners and Events
FE1Accepted
FElAtended
rEinvited
B Tables Ful
FE Tables to be Filled
A Tickets Donated
FEIDeclined
rElimmediate Declination
L[E1Budgeted Line tem
HesineKind
[B1Research Inventory
[Bi5enices Completer
k= e cinctas I Hide ¥oided and Canceled Payments
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Note: This does not apply to the Requirements section of the My Accounts
page.

Show Request Status on My Account page To display the status of
Requests on a user’s My Account page, select this checkbox.

To customize the description of any Request status:

1 From the Request Status section, double-click on the Request status for
which you want to edit the description.

“# Editing *Active Grant'

Dezcription |

Disposition |Apprwsd

Cancel

2 Enter the Description.

3 Click OK.

Show Payment Status on My Account Page To display the status of
Payments on a user’s My Account page, check this box.

To customize the description of any Payment status:

1 From the Payment Status section, double-click on the Payment status for
which you want to edit the description.

“s Editing ‘Scheduled’

Description |F‘ayments scheduled

Cancel

2 Enter the Description.

3 Click OK.

Uploading Updated Request / Payment Statuses
from GIFTS

If you have enabled the Request/Payment statuses to appear on an
applicant’s My Account page, you can upload updated statuses of any
Requests/Payments from GIFTS to the IGAM server. This allows an
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applicant to have the most up-to-date information about the status of their
applications.

Upload Request Statuses:

1

4

Go to the Requests folder in GIFTS.

Note: If you want to only upload statuses for specific Requests, select one
or more from the list displayed.

From the Action menu, select Upload Status to IGAM.

Select whether you want the status updated for selected Requests only, or
since the last upload.

Click OK.

Important: If you upload the status of a Stage 1 Request that has an associated
Stage 2 Request that has not been submitted yet, you will receive an error
message stating that the Stage 1 Request’s status has been uploaded, but the
associated Stage 2 Request’s status has not. If you upload the status of the
Stage 1 Request after the Stage 2 Request has been submitted, both the Stage
1 Request’s status and the Stage 2 Request’s status will be uploaded.

Upload Payment Statuses:

1

Go to the Payments folder in GIFTS.

Note: If you want to only upload statuses for specific Payments, select one
or more from the list displayed.

Go to Action > Upload Status to IGAM.

Select whether you want the status updated for selected Payments only,
or since the last upload.

Click OK.

Setting the Research Preference
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As users review applications, they can research the applicant organization’s
non-profit status and other relevant information without leaving the GAM.

Setting the Research Preference
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You can specify the online information service they can use in the GIFT'S
General Preferences, as described in the GIFTS Administrator’s Guide.

Defining Default Complete/Incomplete
Status

In the GIFTS Administrator, you can set an option that automatically flags
Requests as Complete or Incomplete when they are created. When using
IGAM, this option is applied to online grant applications when you retrieve
them.

If you consider an application and transfer it to GIFTS as a Pending Request,
the application’s Complete/Incomplete status is transferred with it. The
preference, applied to the application when you retrieved it from the
MicroEdge server, is not reapplied here.

Example: You set up GIFTS to mark new Requests as Complete—newly
retrieved applications are thus marked Complete in the GAM Pending folder.
If a user changes an application to Incomplete, considers it, and transfers it to
GIFTS, the resulting Pending Request is flagged as Incomplete.

Note: When you consider the first stage of a two-stage application, it will
always create an Incomplete Request in GIFTS, no matter what preferences
you have set.

To set the default Complete/Incomplete status option:
1 Log in to the GIFTS Administrator Module.
2 From the Administrator menu, choose Setup » Preferences.

3 In the General Preferences, select or clear the ‘Default New Requests to
Complete’ check box.

4 Click OK to save your changes.
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Resetting a Password

124

If an applicant or grantee forgets his or her password, he or she can click the
Forgot your password link on the Account Login screen. If Security
Questions are enabled, the applicant will need to answer three of their
questions correctly in order to complete the process.

If this does not work, or if you want to simply reset an applicant/grantee’s
password, you can use the Reset Password functionality in IGAM.

To reset an applicant or grantee’s password:

1 From the IGAM menu, select Tools » Reset Password. The Reset
Password window displays.

“# Reset Password

Enter the email address for the applicant account on which wou wish to
reset the password.

Email Address ||

|:| Cancel

2 Enter the Email Address of the applicant/grantee.

3 Click OK. The applicant/grantee’s password is reset and an automated
password update message is sent to the applicant/grantee that contains a
temporary password. The applicant/grantee must change it when they
login.

Resetting a Password
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Your Online Forms

This chapter walks you through the design and activation of your
online application and online requirements with the Form Design
Wizard. It will provide you with a logical workflow and will help to
insure that you don’t skip any important steps.
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Verifying System Requirements

126

Before you get started you'll want to make certain that you meet the system
requirements for designing and receiving online applications and online
requirements.

To design, preview, and retrieve applications and online requirements you'll
need:

< Monitor resolution setting of 1280 x 720 pixels or higher.

< Internet Explorer v8 or higher or FireFox v3.6.1 or higher. (The browser
must allow cookies.)

< Internet access.

IGAM connects to the server through the World Wide Web. Workstations
need to be connected to the Internet whenever the users wish to access the
MicroEdge IGAM server.

Note: For a full list of compatible browsers, platforms, and software please
refer to the IGAM 5 Compatibility Fact Sheet in your PowerME > Contents site.

Required Network Firewall Settings

If your workstations are connecting to the Internet via your site’s network,
then the following information should be provided to your IT staff so that
the firewall(s) can be configured correctly to allow IGAM data to pass
through it.

% The preferred configuration is to allow outgoing HT'TPS traffic over Port
443 because this allows IGAM to apply SSL encryption to transmitted data.
When retrieving application data from the MicroEdge server, IGAM will
also attempt to use HT'TPS with SSL encryption over Port 443. This is a
standard configuration for most firewalls on networks that allow web
access.

< If Port 443 is not available, IGAM will default to using HT'TP over Port
80. The minimum requirement for your firewall, therefore, is thatitallows
outgoing HTTP traffic over Port 80. Keep in mind that this configuration
will not take advantage of the SSL encryption feature of IGAM.
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Planning Your Form

With the Form Design Wizard, setting up your application or requirement
form is simple. But before you start, there are some key decisions you will
need to make about how your application process should work.

Limiting Access to Your Online Application Forms

Most grant makers want to limit the number of ineligible applications they
receive. The Form Design Wizard gives you options for handling this task:

< You can require applicants to enter a valid Tax ID (EIN) before they can
access the application form itself. The Tax ID they enter will be validated
automatically against the IRS and Revenue Canada databases. You can
prevent the applicant from continuing if their Tax ID is not found.

Tip: If you require applicants to provide a Tax ID, the data received from
the IRS database will prepopulate the Name, Legal Name, AKA, Tax
Notes, and Tax Status fields on the application form, if you have chosen
to include them. For more information on adding fields to your form and
setting field preferences, please see “Fields Tab” on page 145.

% You can protect your application form with a global password. Only
applicants you specifically invite to apply will have access to the
application form.

% You can create an eligibility quiz to determine whether the applicant’s
proposal will likely fall within your funding guidelines. You may choose
to simply inform “failing” quiz-takers of their ineligibility, or you can bar
them from accessing the application form altogether.

Tip: If none of the security options included in the Form Design Wizard suit
your needs, you can also choose not to make the application available from
your website. Instead, you can provide the Internet address of your
application (a “link”) directly to your applicants. One way to do this is to
include the link in an email message. Applicants can click on the link, and
have their browser open right to the application form.
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Choosing a Single-Stage or a Two-Stage
Application Form

The Form Design Wizard allows for the creation of either a single-stage or a
two-stage application process. A single-stage application process is designed
to collect all the information needed for a full grant proposal through one
online form.

A two-stage application process uses a first-stage form as a means of
collecting enough information for a preliminary decision on your interest in
the applicant’s proposal. You may then invite applicants to complete the
second-stage form, which constitutes a full grant proposal.

Note: You can automatically limit access to either a single-stage or a first-stage
application form through one or more of the methods mentioned in the
previous section, depending on your needs. Access to second-stage
application forms is always controlled manually because you must activate
them on an individual applicant basis.

Deciding Which Fields to Include on Your Form

The Form Design Wizard makes a subset of GIFTS fields available to
include on your application or requirement form.

All fields are optional, so you can decide which information you need in
order to process the form. For each field that you include on the form, you
can also decide whether the user filling out the form is required to enter a
value in that field, or if they will be allowed to skip it.

Some fields correspond to your Code Tables in GIFTS, such as Program
Area and Geographical Area Served. These fields will require the user filling
out the form to choose from a list of values that is determined by you in the
Form Design Wizard. In many cases, this will be a subset of the codes in
GIFTS. For instance, if you are designing an application form specifically for
your Education program, you would only include the Program Area codes
that are relevant for education.

Important: For requirement forms, you can include any Request, Payment, or
Organization fields that you choose. However, many of these fields can only
be added to the requirement form as read-only fields. In most cases, you will
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probably only want the grantee to update Notes, Long Notes, and
Customizer fields for the associated Requirement in GIFTS. But if you
choose, you can add some Organization and Request fields to your
requirement form that are editable. If the grantee adds values to these fields,
these values will update the associated records in GIFTS during the retrieval
process.

Attachments

Some things to consider when planning whether to use attachments in your
IGAM 5 forms include:

< Will you use Attachment fields on your forms via the Fields tab?

0
<

Will you include the Attachments page via the Attachments tab?

K3
”Q

Require specific attachments? (Project Budget, List of Trustees, etc.)

e
<

What file types and total maximum size will be allowed?

For more information, see “Attachments Tab” on page 165.

Creating a New Form vs. Editing an Existing Form

When designing an online form, you should consider copying an existing
form as a starting point for your new form. This may save you a
considerable amount of time if the form you wish to create is very similar in
content and layout to one of your existing forms. You can then open the new
form in the Form Design Wizard and edit it in the same way you would
work with a completely original form.

Tip: The best way to start designing a second-stage form is by copying the
associated first-stage form. Not only will all the fields be relevant, but they
will already be mapped to those on the first-stage form for prepopulating.
For information on how to copy forms, please see “Copying Forms” on
page 182.

To help you get started with application forms, IGAM installs with two
prebuilt application forms that can be used either as complete application
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forms, or as templates for creating original forms. These forms are designed
to mirror the content of the Common Grant Applications (CGAs) for the
NY/NJ Regional Association of Grantmakers (NY/NJ RAG) and the
National Network of Grantmakers (NNG).

Important: Should you choose to activate the NY/NJ CGA as is, it is
recommend that you contact the NY/NJ RAG in order to be added to their
list of form “acceptors.” If you choose to make changes to one of these
forms, your new form should not be represented as the official CGA of
either organization.

For information on customizing forms, refer to the following section on the
Form Design Wizard.

The Form Design Wizard

130

Once you have reviewed the needs of your organization’s form process, and
have made the key decisions about your form, you are ready to design it
with the Form Design Wizard.

Copy and Modify an Existing Form

To use an existing form as a basis for your custom form:

1 Open the Grant Application Manager (GAM) and choose Forms » Forms
Manager from the Main menu.

2 Locate the application or requirement form you wish to copy in either the
Active Forms or Inactive Forms sub-folder and highlight it.

3 Choose File » Save As » Same Stage from the Main menu.

Note: Ifyou are using a requirement form, there is no ‘Same Stage’ option.
4 Enter a Form Title for your new form and click OK.
5 Locate your new form in the Inactive Forms sub-folder and highlight it.

6 Choose File » Open from the Main menu to open your new form in the
Form Design Wizard, where it can be edited.

The Form Design Wizard
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Start a Brand New Form

To start designing a new form based on the global defaults established by
your preference settings:

1 Open the GAM and choose Forms » New Form » Application/
Requirement from the Main menu.

Note: Choose Application if you want to create a new application, or
Requirement if you want to create a new requirement form.

2 You will now be in the Form Design Wizard, where you will select all of
the fields and preferences for your new form.

Tip: You can save your form at any time, regardless of how complete or
incomplete it is. Click the Save and Close button in the lower left corner of
any tab in the Form Design Wizard to add your current form to the Inactive
Forms sub-folder of the Forms Manager.
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Properties Tab

132

The Properties tab of the Form Design Wizard includes general settings and
information on your form.

« Form Design Wizard [35008] A=)
Eie fdion Help
B save and Close | (@) Previeys | 0 Actiyate
Propsties | Que i Fiekls 1 Codes | atachments | Lrks 1 Desn 1 Giophecs il Agtvate
Ganesal Poperties Pages
FomTile  |New Gereal Apgheaton Tae |
Rescrpfizn  [Commen Appication Fomm A [Trganizaiion N |
F3=Spl) F
ste Joctet = Addteral Cortocts
Stage [Singe Stage - Each fom can inchude  Primary Contact for the Osganization and ons for the Rlequest. To soket

addional contact infomation, chck Add.
I~ Ougarization Prmary Comtact s recuied

¥ Request Primery Coctact is tequied

Options
TRl T arisied wih | Requred |
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[ Requre Accourt Logn I Recuie appkcarts to enter 8 U.S. TaxID
r 1§
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The Quiz tab is only visible when the Include Eligibility Quiz checkbox is
selected in the Options section of the Properties tab.

Every application form will have a Primary Contact field. You can add as
many additional Contact fields as you wish.

Click Add, select a Contact role from the Role dropdown list, and click OK.

Note: The image above displays the Properties tab for an application form,
not a requirement form.

General Properties

Form Title To accommodate the new branding options available in IGAM
5 such as custom HTML headers, the form title no longer displays on
application/requirement forms.

The form title now appears in the browser’s tab at the top of the online form
and on the Printer Friendly Version of the form.
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Description  You may choose to write a basic description for the form,
which will not be visible to applicants/grantees but will be used to identify
the form in the Forms Manager.

Site If you have Multi-SIDs enabled for your IGAM installation, this
dropdown will provide you with a list of the Site IDs available to be assigned
to this application form.

General Properties

Form Title |N ew General Application

Desaription | Zomman Application Form
[F3 = Spell)

Site

Stage

Caution: Once you Activate a form, the Site ID cannot be changed. If you
need an activated form assigned to another Site ID, you must use the File >
Save As > Same Stage menu option. This will create a deactivated copy of
the form and allow you to assign it to another Site ID.

Stage Here you must indicate whether this is a single-stage form, a first-
stage form, or a second-stage form. This field does not display for
requirement forms.

Stage [2nd Stage 2 or 21 -]

Assoviated Stage 1| Stage 1 Fom &

Associated Stage 1 If you are creating a second-stage form, you must
indicate which first-stage form it should be associated with. This field does
not display for requirement forms.

Tip: You may associate more than one second-stage application with any
first-stage application. Once you have reviewed the first-stage application,
you may choose which of the associated second-stage forms you will ask the
applicant to complete. For details on considering applications, please see
“Considering Applications” on page 248.
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Branch This option is visible if you have the optional Branch Security
feature. The branch that you select will be assigned to applications that are
submitted using this form. In IGAM, users will only be allowed to access
forms for which they have at least view-only permissions.

When a GIFTS Request is created from an application, the branch to which
the Request is assigned depends on the branch security model you are using.
The two models, decentralized data entry and centralized data entry, are
described in of the GIFTS Administrator’s Guide.

e

% Ifyou are using decentralized branch security, the Request is assigned to
the branch of the user who considers (or rejects, if Requests are created
for rejected applications) the application.

e

< Ifyou are using centralized branch security, the Request is assigned to the
branch that you have specified here.

Note: This field does not display for requirement forms.

Options

Properties T Ouiz T Fields T Codes T Attac

General Properties

Farm Title: ‘New General Application \

Descrption [ Cammon Application Form
[F3 = Spell)

Site ‘Dafau\l /

Gtage ‘Single Stage /

\
Options

W {inciude Eligibilly Quz

[™ Suppress Organization fields fram applization form

Ll L] L4

Note: This section is not available on requirement forms.

Include Eligibility Quiz ~ Select this option if you would like to create an
eligibility quiz for screening potential applicants. The Quiz tab will only be
available if this option is checked.

Suppress Organization fields from application form  If you are
designing an application to be used by individuals rather than organizations,
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you should select this option. You have two options for handling
applications from individuals:

K3

% Use Contact Name to create Organization Record—If you select this
option, GIFTS will create a new Organization record for each applicant,
and use the applicant’sname (Last, First Middle) as the Organization name.

Note: Each Organization created will have the same address as the
Primary Contact.

< Attach applications to “Individuals” Organization—This option will
automatically associate all applications with a dummy Organization that
you have set up in the GIFTS Administrator preferences. For details on
setting up an “individuals” Organization, please see the GIFTS
Administrator’s Guide.

Tip: If your application will include an eligibility quiz, the quiz will always be
the first page displayed to applicants. If you will be accepting attachments,
the attachments upload page will always be the last page displayed to
applicants. However, these pages will not appear in the list of page titles.

Recommenders

This section allows you to set the number of Required or Not Required
recommendation attachments necessary before the application can be
submitted.

Options
¥ Include Eligibility Quiz [~ Suppress Organization fields from application form
" |Jze Contact Mame to create Organization Recard

Attach application to "lndividuals" Organization

Recommenders

Mat required 1 := Required 2 E.

[v Hide 'Send copy to me' option on the email message page

Enable Recommenders To enable this feature, the following steps must
be taken:

1 The Require Account Login box under Authentication must be checked.

Properties Tab 135



Designing Your Online Forms

2 The Include Attachments Page box on the Attachment tab must be
checked.

3 The Define Attachments box on the Attachment tab must be checked.

4 In Define Attachments, Add an Attachment type called ‘Blind Letter’ (or
similar) and check the boxes for Required and Blind.
Aftachment
|Blind Letter
v Bequired v Elind

Once configured, application forms will allow the applicant to enter
multiple names and email addresses to send requests to external sources for
additional documentation prior to submitting the application. Applicants
will then be able to see when all the required documentation has been
uploaded to their application via the My Account page.

This can be used, for example, in cases where an applicant is applying for a
scholarship and letters of recommendation are required from several
professors.

Note that while the applicants can see if recommenders have submitted files,
they cannot open and read these recommendations.

Caution: Applicants can still submit applications when there are required
recommenders but no required blind attachments. In order to prevent an
applicant from submitting when recommenders are assigned, you must
assign a Required and Blind attachment type.

Hide the 'Send copy to me' Option This option hides the ‘Send copy to
me’ checkbox on the request email form during the application process.
Check the box to prevent applicants from sending themselves a copy of the
request email sent to recommenders.

136 Properties Tab



Properties Tab

Designing Your Online Forms

Pages

One of the most important customization features of IGAM is the ability to
create forms with multiple pages. In this section of the Form Design Wizard,
you can designate separate pages for each category of information (i.e.,
general, financial, historical).

FPages
Tie |

Edit

Project Financialz

s

Remove

| Movegown|

To add a new page, type a name for the page in the Title field and click Add.
To edit or remove an existing title, highlight it in the list and click Edit or
Remove.

The order of the page titles indicates the order in which they will appear to
the applicant/grantee. If you would like to change this order, highlight a
title in the list and click Move Up or Move Down.

Important: To activate a form, you must define at least one page for it, and that
page must contain at least one field.

Tip: When applicants access an application form, the system defaults to
numbered tabs for page to page navigation. However there is an option on
the Design tab to have IGAM display the page titles on each tab instead. If
you decide to use this option, be sure to keep page titles short or your forms
may not look ideal.

Additional Contacts

Note: Users of Essential GIFTS without the Contacts option will not have
access to this feature. Also, this section does not display for requirement
forms.
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While every application must have one Primary Contact associated with it,
you may also choose to provide fields for additional contacts.

Additional Contacts
Each form can include a Primary Contact for the Organization and one
for the Request. To solicit additional contact information, click Add.
[~ Organization Primary Contact is required
[ Request Primary Contact is required

[ Role | affiiated with [ Required ~ Add |
P | Contact - General 1 | Request [Ho

[« | >

To create a field for an additional contact:

1

5

Click Add in the Additional Contacts section of the Properties tab. The
Additional Contact window appears.

“ Additional Contact [New] 53

Eole

Alternate Contact
Affiliate with ¢ QOrganization  (* Feguest

[~ Contact iz required

Cancel

Select a Role for the contact.

If you want the contact to be affiliated with the Organization or Request
when the application is brought into GIFTS, select the relevant option in
the Affiliate with field.

Select the Contact is required checkbox if required contact data must be
included in the application.

Click OK.

Example: If you want applicants to submit the names of three board members,
click Add, select “Board Member/ Trustee” from the Role drop-down menu,
and then click OK. Repeat this three times. A separate field will appear for

each board member (i.e., Board Member/ Trustee 1, Board Member/ Trustee

27

Board Member/Trustee 3).
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To edit a contact field, highlight it in the list and click Edit. To remove a
contact field, highlight it and click Remove.

Authentication

This section allows you to require an applicant to enter a password, login to
their account, or submit a valid Tax ID before accessing an application.

Authentication for Single Stage and 1351 Stage Applications
[~ Requite password to access application form

™ Require Account Login W Require applicants to enter a U.S. Tax 1D
r [~ Require Tax ID be on file in the IRS database

Note: This section does not display for requirement forms.

Require password to access application form To require applicants to
enter a password, check this option and enter a password in the Password
field below. The password must be 5-25 characters, in any combination of
alphanumeric characters, with no spaces.

Require Account Login In IGAM 5 applicants are required by default to
sign in or create a user account before completing a single-stage application
form. If you don’t want to require this of your applicants, uncheck this box.

Populate Organization and Contact data from last submission

Check this option to populate a returning applicant’s application with
Organization and Contact data from his or her last submission. You must
first select Require Account Login to activate this field.

Require applicants to enter a U.S. Tax ID  If your application should be
available only to applicants who can provide a Tax ID, check this option.
IGAM can also check the Tax ID entered by potential applicants against the
databases of qualified non-profit organizations maintained by the IRS and
Canada Revenue Agency.

Require Tax ID to be on file in the IRS database If you will only
accept applications from applicants whose Tax ID appears in the IRS or
Canada Revenue Agency database, check this option.

Note: If you require applicants to provide a Tax ID, the data received from the
IRS database will prepopulate the Name, Legal Name, AKA, Tax Notes, and
Tax Status fields on the application form, if you have chosen to include them.
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For more information on adding fields to your form and setting field
preferences, please see “Fields Tab” on page 145.

Tip: You can always save the form and return to it later at any time. You will
find your unfinished forms in the Inactive Forms folder of the Forms
Manager. For more information on working with the Forms Manager, see
“The Forms Manager” on page 178.

Account

If you are using the multiple sites functionality, the Account menu allows
you to choose which site (or account) you want to assign to your application
or requirement form.

Default ;!

Account .

For more information about multiple sites, see “Managing Multiple Sites”
on page 307.

Quiz Tab

Note: The Quiz tab does not display for requirement forms.

If you have chosen to include an eligibility quiz with your application form
(see “Properties Tab” on page 132), the Quiz tab of the Form Design Wizard
will be activated. The fields on this tab will allow you to specify the content
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of the quiz, as well as any explanatory text that will display to potential
applicants who do not meet the required qualifications.

-« Form Design Wizard [35001]
i fction pelp
EsevesdGose | @ Previe | [ Aciyate

Eripaties | Que [ Feds | Codes | Amechmems | Links [ Cesn | Guerics | Acivee

PageTile  [Ebglty Quz

Midlartic (Miditariic Agplcation)
Noetheast (Northeat Sppheabon]
Hosthweest {Incomect]

Souheast (Souheast Agpleation)
Souttwest (Inconee!]

West finconect)

¥ Display ondy gew question per page Movs Qusstion Lip |

Inebgbdly
otk teat shoudd dischay Yo appkcants whe fad the quig? (F3 = Spell]
[ous iesprones to the cuaz quesstions have indkcated thal you proposal doss rol el ou handng gradeines

I Aloss iz takars who fal o access the apgbcation

<« fpack N >+

The table below describes what each of the buttons on the Quiz tab does.

Button Description

Click this button to create a new question for the

| pddlueston | eligibility quiz.

To edit a question or itsanswer set, highlight the question

_ Esmeson | o0 click this button.

To delete a question from the eligibility quiz, highlight the

_ Femove Queston | question and click this button.

_ Click on an existing question to highlight it and then click
_ MoveGuesiontp | ypichitton to move it up one spot on the questions list.

_ Click on an existing question to highlight it and then click
_MoveQuesionBomn | | thic'tton to move it down one spoton the questions list.

Page Title 'This field allows you to enter a title that appears at the top of
the eligibility quiz. You can enter up to 255 characters. If you do not enter
anything in this field, ‘Eligibility Quiz” appears at the top of the quiz.

Questions And Answers  This field lists all of the questions you have
added to the quiz. The questions are listed in the same order in which they
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will appear on the actual quiz. To move a question within the quiz, highlight
it in the Questions And Answers field and click either Move Question Up or
Move Question Down.

Ineligibility In this section of the Quiz tab, you can write explanatory text
that will display to potential applicants who fail the quiz. By default, anyone
who fails the eligibility quiz will receive the explanatory text and will not be
able to access the rest of the application form. You may, however, choose to
allow those who fail the quiz to still submit an application. In this case, you
should check the “Allow quiz takers who fail to access the application”
option below the explanatory text field.

Display Only One Question Per Page  When this box is not checked the
eligibility quiz questions will all display on one page. There is no limit to the
number of questions you may include on it. You may also provide any
number of answer choices for each question, as long as each question has at
least two answers and at least one will allow the applicant to proceed.

Adding a Question

To create a new question and answer set for the eligibility quiz, click the Add
Question button to the right of the Questions And Answers field. The Quiz
Question form will open.

“# Quiz Question

Buestion Text [F3 =Spel]
"What geographical area does your project serve?
Question Answers K
Table |Geographical Area Served ﬂ Level |A" levels ﬂ Populate
Answer Chaice Fesults | B
Hidwest Incomect
[ | Middtlantic Mid-Atlantic Application (35005] »
T Maortheast Mortheast Application [35011] E'
[ |Narthwest Incomect
| | Southeast Southeast &pplication [35004]
1 St lneomect =
Move Up Move Down ‘ Sort ‘
Ok Cancel

Quiz Tab



Designing Your Online Forms

Question Text  This field is where you will type a new question for the
quiz. The text you enter in this field is the actual text that will be visible to
potential applicants when they take the quiz.

Question Answers  This grid displays the answer choices you have entered
for the question currently displayed in the Question Text field. It also
indicates whether each answer is correct, incorrect, or leads to a specific
active application form. Keep in mind that the answer choices will display on
the actual quiz in the exact same order that they appear in this grid.

To add a new answer choice, click in the Answer Choice column. Type the
new answer choice as you want it to appear on the actual quiz, and then use
the drop-down menu to indicate whether the answer is correct, incorrect, or
leads to a specific application form.

If you would like to move an answer choice within the grid, highlight the
answer choice and click Move Up or Move Down.

Click Sort to sort the answers alphabetically.

You can also add codes to your answer choices by selecting the code
category from the Table drop-down list, selecting the number of code levels
you want to include from the Level drop-down list (if the code is multi-
level), and then clicking Populate.

When you are done entering a question and answer set, click OK to add
them to the eligibility quiz. The new question and answer set will appear in
the Questions And Answers field on the Quiz tab of the Form Design
Wizard.

Tip: To run a spell check of both the Question Text and the Question
Answers, click F3.
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Branching Quizzes

IGAM 5 allows you to route the applicant to multiple application forms
based on an applicant's response to a question.

Some important points:
< The Display Only One Question Per Page box must be checked.

< Be sure to Activate any forms you want your quiz answers to point to
before working on the quiz.

% Inactive forms will not appear on the Results list.

% Forms must belong to the same SID to appear on the list.

“# Quiz Question

Question Text [F3 = Spel]

"what geographical area does your project serve™

Question Answers

Table [<Select one> | Level [allevel:  +]
Answer Choice Results ‘ =
Midwest Incomect
[ | Mid-&tlartic Mid-stlantic Application [35005)
T Mortheast Mortheast Application [350171) |z| K
[ | Morthwest Select Forr ta go to -~
| |Southeast Witk lantic Application [36005)
quthuwest Mational Network of Grantmakers (32 hd
Moy Southeast Application [35004] J
Stage OME Application [35009] b

Cancel

Tip: Plan in advance with a workflow chart and try to limit the number of
forms to be used so that the quiz branching structure is easy to manage.
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Fields Tab

Fields Tab

On the Fields tab, you will enter the fields that potential applicants/grantees
will need to complete on the application or online requirement. To allow
you to gather sufficient information, most data entry fields in GIFTS for
Requests, Organizations, and Contacts is available for inclusion on your
form.

Requirement Forms Notes: For requirement forms, you can include
Request, Payment, Organization, or Requirement fields that you choose.
However, many of these fields can only be added to the requirement form as
read-only fields. In most cases, you will probably only want the grantee to
update Notes, Long Notes, and Customizer fields for the associated
Requirement in GIFTS. But if you choose, you can add some Organization
and Request fields to your requirement form that are editable. If the grantee
adds values to these fields, these values will update the associated records in
GIFTS during the retrieval process.

The following fields can only be added to requirement forms as read-only
fields:

% All Payments fields

< Requests: Balance, Disposition, Disposition Date, Grant Amount, Grant
Other Amount, ID, Other balance, Other Paid Amount, Paid Amount,
Request Type/Status, Staff Email Address

< Requirements: Contact, Contingency Flag, Due Date, Staff, Staff Email
Address, Staff Name, Type

Essential GIFTS Notes: Users of Essential GIFTS will not be able to add
Organization or Contact code table fields to forms. A limited number of
Request code table fields will be available, including: Fund, Program Area,
Support Type, Population Served, Geographic Area Served, and Internal
Program.

Users of Essential GIFTS without the Contacts option will have access to a
limited number of Contact fields, including: First Name, Last Name, Middle
Name, Prefix, Suffix, Type, Email, Title, and Notes.
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o Form Design Wizard [35001]
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Selecting Pages and Fields

Select Page This field indicates the page of your form that you are

currently editing. To work with a different page, choose another page title
from the drop-down menu.

Select Page:
|Ellgan|zat\un ﬂ
Select Fields fron:
|F!equest Primary Contact j
Add >>
s A
Al Y ' <<Remove
Affiliation Country

Affiliation Email
Affiliation Extension

Affiliation Fax Available Fields
Affi\iatinn Lang Notes
Affiliation State i

Select Fields from This drop-down menu contains the available tables
from which you will choose the fields to include on your form. The record
types for application forms that will always be included on this menu are
Text, Request, Organization, and Organization/Request Primary Contact.
The record types for requirement fields that will always be included on this
menu are Text, Requirement, Request, Payment, and Organization.
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Note: If you have chosen to include additional Contact fields on your
application form, each additional Contact will be listed individually in this
drop-down menu.

Nofe: If you want to include an editable long text field that displays the GIFTS
value, first add this field as a read-only field with GIFT'S Value selected in the
Populate with drop-down menu. Then add this field a second time as an

editable field with No Value selected in the Populate with drop-down menu.

Available Fields The GIFTS data fields associated with the record type
selected in the Select Fields from drop-down menu will be listed in the area
below the menu. To add one of these fields to your form, highlight the field
name and click the Add button to the right of the list. The field name will
appear in the Page Layout Grid to the right.

Important: The Organization Name field must be included on every
application form, no matter what stage it is. You will not be able to proceed
in the Form Design Wizard if this field is not included on at least one page of
your form.

Tip: There are a limited number of long text fields available in GIFTS, but
your form may require many questions involving long text answers. In order
to allow you the flexibility to ask as many questions as you need, the same
memo field may be added to your form more than once. The Field Label
and answer from each instance of the memo field will be recorded in the
order in which they appear on the application form.

Important: The Text table provides a way of including text messages in any
place on your application or requirement form. The fields available for the
Text table are Header and Note. Add a Header to indicate the beginning of a
new segment of the application or requirement form. Use Notes as
paragraphs of informational or explanatory text for the applicant/grantee.
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Attachment Field

IGAM 5 now gives you the option of using an Attachment field anywhere on
your application or requirement forms instead of being limited to the
Attachments Page.

Properties Fields T Codes T Attachments

Choase the fields that should be included on each page of your farm. You can provide your own

Select Page:

‘Drgamzatinn j

Select Fields from:

Request

| fdd > |
Adrnin_Actual_Amaount -~
Admin_Budget_smount << Remove
A Growy

Difference_a
Difference_Proj

Ditference_Staff

Direct_Project_Budget_smount

Direct_Project_E=p_actual_Amount

Docket Number

Ethnicity s

Some notes about the Attachment field:

e
<

For Application forms, it is available under the Request category.

o

» For Requirement forms, it is available under the Requirement category.

e
<

It will only allow one attachment per use.

<

» It can be placed multiple times on the same form.

File Upload Validation and Progress Bar

For Attachment fields, file type and size are now validated prior to upload.
An upload progress bar is also displayed onscreen to keep the applicant
informed.

Uploading...
[

113% 2240 /17129 KB

Cancel

Affiliation Fields

When any Contact field category is selected in the Select Fields from list
(Request Primary, Organization Primary, Alternate, etc.), Affiliation fields
will appear in the listed fields window. The field names will have the prefix
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of “Affiliation” to distinguish them from the Contact record fields with the
same names.

Prior to IGAM 5, this information had to be entered manually into GIFTS.
Now applicants can enter the data directly into applications and have the
information automatically carry over when you move it to GIFTS or GIFTS
Online.

Add and Remove Fields

To move a field from the Available Fields list to the Page Layout Grid
highlight the field and click Add. To remove a field from the form, highlight

it in the grid and click Remove.

Page Layout Grid

The grid on the right side of the Fields tab contains information about the
actual data fields that applicants/grantees will see on the form.

" Show all pages & Show only current page
N
p  Oiganization Organization: Name of organizatio grant  Yes Organization_|nformatior
|| Oiganization Organizatior: Tax Tax D Tes Organization_|nformatior
Add »s Qrganization Organization: Address Mo Organization_|nformatior
| Organization Organizatior: City  City: Nao Organization_|nfarmatior
<« Remove : Qiganization Organization: State: Mo Organization_|nformatior
Qrganization Organization: Zip code; Mo Organization_|nformatior
|| Organization Request Primary  First name: Yes Primary_Contact_Mame
: Oiganization Request Pimary  Last name: Tes Primary_Contact_Mame
Qrganization Request Primary E-mail Mo Primary_Contact_Marme
| Organization Contact - General First Name Nao Alternate_Contact
: Qiganization Contact - General Last Mame Tes Alernate_Contact
Dinar Contact . Genetal Forail lemate Contact i
Move Down Group

Show all pages Changes the Page Layout Grid to display all fields
selected for all pages of your application form.

Show only current page This default setting shows only the fields added
to the currently selected page of the application form.

Page Column The first column of the grid indicates the page where each
field is located on your form.

Name Column The second column of the grid lists the system-defined
field names in the order that you added them.
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Label Column This column displays the text label that will be displayed
on the application form. Each field’s label can be changed in the Field
Details section.

Req Column This column tells you if the field has been set as a required
field.

Group Column This column displays the group name associated to the

field.

Moving Fields Up and Down Fields will appear on your online form in
the same order that they appear in the Page Layout Grid. If you would like
to move a field to a new position on the form, highlight the field in the Page
Layout Grid and click Move Up or Move Down.

Tip: If you highlight the first field in the grid and click Move Up, the field
will move to the bottom of the previous page. If you highlight the last field
in the grid and click Move Down, the field will move to the top of the next

page.

Grouping Fields

New to IGAM 5, the Group button allows you select multiple fields from the
Page Layout Grid and group them together so they can have a common
color scheme and border. This will allow logical groupings of related fields
into sections that can be color coded on your application forms.

Fields Tab
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Create a New Group

To group multiple fields together, do the following:

" Show all pages {* Show only current page

rgatization Request Primary  First name: Primary_Contact_Name
Urganlzallon Request Frimary  Last name: Yes Primary_Contact_Mame
Drganizalion Request Primary  E-mail Mo Primary_Contact_Mame
- Organization Contact - General First Name Mo Altemate_Contact
- Organization Contact - General Last Mame Yes Alternate_Contact

Ornavizati Contact . General Forail ltemate Contact i

1 Select the fields in the grid that you want to group together.

Note: Fields do not have to be vertically continuous on the list to have the
same group style applied. You can hold the CTRL button down to select
fields not next to each other on the list.

2 Click the Group button to open the Field Group window.

# Field Group El

Group

‘(Nsw Groups j |New75|oup7Name7Here

Title

‘Dlganizatmn Infarmation

Color ’W - g Eslt;l:grnund ’W ’— g

Group
Background Color FaFeFD A
Boider Color [0D1038 B A coderwidn =]

Cancel

3 Enter a new group name in the text field on top.

Note: As you create more field groups, IGAM saves your title and color
settings for future use. The Group drop-down menu can be used to select one
of these group settings.

4 Entera group Title and set the font color and background color as desired
for the title bar.
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5 Inthe lower section set the Group Background Color, Border Color, and
Border Width for the group fields as desired.

6 Click OK to complete the group process.

7 Click Preview to see how your fields look with the new settings.

Organization Information
= Mame of organization to which grant would be paid. * Tax ID
Plassa list axact lagal name.

g

Address

City: State: Zip code:

Verify Zip code:

Note: Fields with a Right Position setting automatically inherit the style
options of the first field on that row.

Add Fields to an Existing Group

1 Select the fields to group and press the Group command button.

2 This brings up the group form.

3 Select the group to add the fields to from the dropdown and press OK.

Note: If one or more of the selected fields are currently in a group, this group
will be selected in the group dropdown and the associated properties will be
loaded in the property prompts.

Remove Fields From a Group
1 Select the fields that you want to remove from the group.
2 Press the Group command button.

3 Since one or more of the fields you have selected currently belong to a
group, you are given a popup menu which gives you the options 'Remove
Grouping or 'Edit Group'.

Fields Tab
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4 Select 'Remove Grouping'.

Edit Properties of a Group

1 Select a field that is part of the group.

2 Press the Group command button.

3 Select 'Edit Group' from the popup menu that appears.

4 The group form will appear. Edit the properties and press OK.

Delete a Group
1 Press the Group command button.

2 Ifthe currently selected field is grouped, you'll get the popup menu, select
'Edit Group'.

Select the group from the dropdown that you want to delete.
The Delete Group button will appear in the lower left of the form. Pressiit.

A message box will appear asking you to confirm. Press Yes.

o 0 b W

The group is deleted from the form and all fields that were part of the
group are ungrouped.

Field Details

In this section of the Fields tab, you will customize the settings for each field
on your form. To customize a field, highlight the field name in the Page
Layout Grid above.

Figld Details

Label [F3="5pel] |Purpuse of Project;

Description [F3 = Spell] |

Help Text (F3 = Spell) |Enter a brief description of the praject for which pou are requesting this grant. Please include measureable goals,
“Wwidth (in characters] a0 Height [in lines) |5 | Word Limit  |500 ¥ Word counter ¥ Enable spell check ¥ |nclude Question
Populate with; No Default hd
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Label Type in the actual label that you want your applicants/grantees to
see on your form. This label should reflect any common and/or industry
terms that may be more clear to your applicants/grantees than the system-
defined field name.

Description  You may choose to write text that will appear under the field
label on the form. This is particularly useful for writing questions for a long
text field, or if you feel that the field label alone does not make clear to the
applicant exactly what information they need to provide. There is no
character limit for the Description field.

Example: You could write a description to accompany a phone number field to
let applicants/grantees know that they should enter their number using the
(xxx) xxx-XxxX format.

Help Text New to IGAM 5, this field may be used to enter text that will

appear in a caption when the applicant clicks on a Help icon located next to
the field.

This gives you the option of putting additional information or tips into the
Help Text field instead of the Description field, saving valuable space on
your forms while still providing extra help to those applicants who need it.

Help

Enter a brief description of the project for which
you are requesting this grant. Please include
measureable goals.

Purpose of Grant: I J

Note: The options available under the Help Text field will depend on the type
of field selected on the Page Layout Grid.

Width (in characters) The character width of the field.

Note: Unless you overwrite it, this field displays the system default width.
This applies to any GIFTS multi-line fields (e.g., Organization Background).

Height (in lines) If you are currently working with a long text field (e.g.,
Organization Background) or a Customizer text field, indicate the actual
size of the text field on the form.
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Important: Changing the number of lines does not change the character limit
for the field. The field will scroll to accommodate the applicant’s/grantee’s
answer up to the character limit. You may, however, wish to use this setting
to encourage a brief response by providing only a small visible answer field.
Conversely, you can enlarge the field when you expect a more thorough
answer.

Word Limit Any GIFTS multi-line field(e.g., Organization Background)
will have this setting available. It allows you to set the maximum number of
words allowed for the specific field.

Word Counter Ifa word limit is set, you can check this box to let the
applicant see a Word Counter displayed below the entry field. This will
actively tell the applicant how many words he or she has entered and let
them know when they are approaching the limit.

Purpose of Project: ]

Word count 0 of 500

Enable Spell Check A spell check option can now be enabled for text
fields in IGAM.

This will add a red check icon next to the field. Applicants can click this icon
and automatically check their spelling.

Include Question This field displays for memo fields and allows you to
choose whether or not you want to display the question next to the field in
the form. If you are including a memo field on a form multiple times, this
checkbox allows you to hide the question if you choose.

Display decimals separately This gives applicants two different fields in
which to enter monetary amounts, one for whole numbers (such as dollars)
and one for partial numbers (such as cents). This eliminates any confusion in
foreign applications/requirement forms where commas are used to separate
the two amounts.

Min. Value If you are using a numeric, currency or date field, you can use
this field to set a minimum value or earliest date for the field.
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Max. Yalue Ifyou are using a numeric, currency or date field, you can use
this field to set a maximum value or latest date for the field.

Populate with  You can add a default value to the field by selecting Set
Value from this drop-down menu and entering the default value in the field
that appears to the right. Depending on the field for which you are entering
information, you can enter text, select or clear a checkbox, select a drop-
down value, enter currency or numbers, enter a specific date, or choose to
have the current date display.

Select Stage 1 Value if you are creating a second-stage application and you
want fields from the associated first-stage application to be prepopulated by
default. To prepopulate any other fields with data from the first-stage
application, use the drop-down list to the right of this field to select a first-
stage field.

For requirement forms, you can display the current value in GIFTS for the
selected field by selecting GIFTS Value from the drop-down menu.

Show Current GIFTS Value Above Entry Field on Requirement Forms
This option is only available on Requirement forms.

This option allows the applicant to see the old value of a GIFTS field on a
Requirement form while editing the field. It also allows the GIFTS user to
see the old and new value on the HTML version of the Requirement.

The Type dropdown must be set to Optional or Required and the box for
Show GIFTS Value must be checked.

If Type is set to Read-Only or Hidden, the check box and Label button will
not be enabled.

Paopulate with: GIFTS Value w | W Show GIFTS value Label

The Label button allows you to change the label for the current GIFT'S value
area and enter a description if desired.

“& Background - GIFTS Value Label and Description

Label (F3 = Spell) |Currer|t Background History

Description (F3 = Spell} ||
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For example, an applicant is required to edit the Organization Background.
The current value in GIFTS is displayed on the Requirement form as
reference in a read-only field, with an editable version beneath it (with the
GIFTS value as well).

Current Background History

Computers for Kids was founded in 1996 by Virginia Appleton. They are a not-for-profit
organization that assists children in the use of computers, as well as assists adults in how to use
and purchase a computer that will benefit the entire family. The organization only serves
residents of New York, and there is no charge to receive such information.

Background

computers for Kids was founded in 1996 by
Virginia Appleton. They are a not-for-

profit organization that assists children in

the use of computers, as well as assists “

This provides greater ease for the applicant editing the field, as there is a
point of reference while making changes to the field.

Once the value is entered and submitted as the "new" value, this becomes
the value for the field in the GIFT'S database. The original value is stored in
the HTML version of the application (the external document and printer-
friendly version, as well as email draft).

Type Use this option to set the selected field on the Page Layout Grid to
Optional, Required, Read Only, or Hidden.

Optional If applicants/grantees do not need to complete this data field,
check this option.

Required If you wish to require applicants/grantees to complete this
data field, check this option.

Read-Only If you would like to make this prepopulated field uneditable
by the applicant/grantee, check this option. Note that some fields in
requirement forms can only be read-only.

Tip: If you have decided to require that applicants supply a valid U.S. Tax
ID number, the Name, Legal Name, AKA, Tax Notes, and Tax Status fields
will automatically be prepopulated, if you have included them on the
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form. When you are working with one of these fields, you can also check
the Read-Only option.

Hidden If you want to hide this field from applicants/grantees, check
this option. You can use this option if you are including a read-only field
with a default value, and the applicant/grantee does not need to see it.

Require Verification Configure fields to require the same value to be
entered twice for verification. This can be used to validate important
information where typos frequently occur such as Tax ID numbers, Email
addresses, Phone numbers, etc.

# Tax ID

Type |Hequlred ﬂ

v Require Yerfication

Verify Tax ID

“@ Tax ID - Yerification Label and Description

Label (F3 = Spell) |\fariFy Tax 1D

Description {F3 = Spell) |

Ok Cancel | et > ‘

Once this option is checked, you can click the Label button to customize it.
The default label is “Verify [field name]".

Position This setting allows you to align selected fields Below or to the
Right of the field listed above it on the Page Layout Grid. This is can be
useful when setting up fields that are normally aligned together on forms
such as City, State, and Zip Code.

Position = 4"’

Right

City: State: Zip code:

Note: Fields with a Right Position setting automatically inherit the style
options of the first field on that row.

Alignment This option is available only on true/false type fields where a
check box is utilized. It allows you to set the field label and description to
appear to the right of an entry field instead of above.
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Public Charity

Example of Above alignment.

O [J Public Charity

Example of Right alignment.
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On the Codes tab you will specify which GIFTS values should be available to
applicants/grantees for each code table you have included as a field on the

form. If you have not added any code tables to your form, you may skip this
tab.

& Form Design Wizard [35001]
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Code Table This field indicates the code table you are currently working
with. The code tables available on this drop-down menu coincide with the
code tables you added as data fields on the Fields tab.

How many values may applicants/grantees choose? The value shown
in this field indicates the maximum number of code values that applicants/
grantees may select from the currently displayed code table. The default
value in this field is the same as the maximum number of values designated
for GIFTS users in the Administrator preferences. You may lower this
number in IGAM by selecting another value from the drop-down menu, but
you may not increase it.

Notes:

% For each code you allow applicants/grantees to select, a separate drop-
down field will appear on the form.

e

% 'This field will not be available if you are using Essential GIFTS, since your
system does not support multiple code values.

Codes Tab



Codes Tab

Designing Your Online Forms

Codes in this table This list shows the code values from the code table
you are currently working with. You will use this list to specify the answer
choices available to applicants/grantees on the form. To include a code
value as an answer choice on your form, highlight it in the Codes list and
click Add. The list on the right side shows the code values that will display to
applicants/grantees as answer choices. To delete a value from this list,
highlight the value and click Remove. If you wish to remove all of the values
from this list, click Remove All.

Important: If your GIFTS system is set up to require coding at the lowest level,
you will only be able to add codes from the lowest level to the list of choices
on the application/requirement form.

If you would like to include most of the values listed, you can save time by
clicking Add All. You can then remove the values that you don’t wish to
include.

W Include Searchprampt [~ Shaw Lowest Level First Displey :

@ Beging with I Mested List
Fiadio/Check Horizontal
Include Search prompt Click this checkbox if you want applicants/
grantees to be able to search for a code by typing it into a text box. The code
values for that field will only include selections that begin with or contain
the text entered in a text box above the field, depending on whether or not
you select the Begins with or Contains button beneath this field. For
example, if an applicant/grantee enters “arts” in the text box next to the
Program Area field, selects the Begins with button, and then clicks the
eyeglass icon, only code values that begin with “arts” display.

" Contains r

Show Lowest Level First  Click this checkbox if you want the lowest level,
or the most granular level, of the code values displayed first on the form for
the selected code table. If you choose this option, applicants/grantees no
longer have to scan the entire code value to arrive at the lowest level.

For example, if you select this option, the code value Civic and Community-
Community Issues & Development-Community Organizing-Neighborhood
Watch will display as Neighborhood Watch (Civic and Community-
Community Issues & Development-Community Organizing) on the form.

Nested List Click this checkbox to have the values displayed in a nested
tree structure as opposed to the default straight list.
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Display This drop-down menu gives you the option to have your selected
code values displayed on the application form as a List, Vertical Radio
button/Check box, or Horizontal Radio button/Check box view.

Organization Information

Organization Type | Mormal List View Organization Type | MNested List View

<None:> B

Education
-College
-Graduate/Professional School

Education-College
Education-Graduate/Professional School

Organization Type |Verical Radio Button/Check Box View

@ None

CEducation

O Education-College

(O Education-Graduate/Professional School

Organization Type | Horiz ontal Radio Button/Check Box View ‘

& None CEducation OEducat\onfCoIIege O Education-Graduate/Professional School

Note: IGAM will switch between Radio button or Check box depending on
how many answers are allowed to the applicant.

Include Percentages  SQL/Oracle database users can use values from
Percentage Code enabled tables in application forms.

This will allow applicants to specify percentages next to the values displayed
on the application form.

Geographical Area Served

The total of all percentages for this category must be 100%

Midwest =] [30
[Northeast =] [70 =

When the request is considered in IGAM and moved to GIFTS, the
percentages will be applied to the Request/Grant amount.

For Example: If the request amount was for $100,000 and the applicant
had entered the percentages above (Midwest 30% and Northeast 70%),

Codes Tab
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when the request is moved to GIFTS, the request amount would be set to
Midwest $30000 and Northeast $70000.

Minimum Requirements for Percentage Code Use

< SQL/Oracle database.

+ In Administrator, Maximum Number of Selections on each table must be

greater than 1 and Track amount Percentages checked.

% Ifinstalled, MyGIFTS/ReviewerCONNECT must be version 3.6 or

higher.

% Ifinstalled, GIFTS Plus Pack must be version 5.1 or higher.

GIFTS Administrator Code Tables Setup

1 Open the Administrator Module in GIFTS (Options » Administrator).

2 Go to Setup » Code Tables to open the Tables Maintenance window.

3 For each table you want to enable, highlight it and then click Edit Table.

£ Table Maintenance

LCoding Sheets ] System ]

Table Coding Sheets - New Table...
Age Group Request/Budget ?’
1 Auspices Edit Table.
: Budget Committes
|| Conference Board
|| Declination Classifications
|| Ethnicity Request/Budget
| |Fund Request/Budget Edit Codes,
Gend:
FReport
[ | i
|| Orgarization Tppe Organization
|| Population Served Request/Budget Transfer Cod
|| Program Area Request/Budget M HaeE
|| Fecipient User Table 1
|| Recipient User Table 2
| |Recipient User Table 3
|| Fecipient User Table 4 o
Recipient User T able 5 22 ase
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4 Set the Maximum # of Selections to 2 or more and check the Track
amount Percentage box, then click OK.

Table [20: Geographical Area Served]

Mame |

taw # of ’—E
ek = Selections E
[~ Require Coding at Lowest Level

Iv Track amount percentages

5 Upon clicking OK, a process must occur to update the database and enable
percentage tracking for this table. Click OK to proceed with this process.

MicroEdge GIFTS -- Administrator

= The Initiglize Code Amounts process will now run, This process will prepare the GIFTS database for tracking
\‘l‘) percentage amounts on this table and may take some time, depending on the size of the your database,

IF you want ko enable tracking of percentage amounts later at a more convenient time, press Cancel, This will
cancel the save of your changes ta this table, and the Initislize Code Amounts process will not run.

6 Repeat steps 3-5 for each table you want to enable Code Percentages.

Enable Code Percentage in IGAM

1 Inthe Form Design Wizard, select the Code Percentage enabled tables
you desire on the Fields tab.

2 Onthe Codes tab, select the code table you need to work with and set the
How many values may applicants choose to 2 or more.

Code Table |Geng|aphical Area Served j

Haw many values may applicants chonse? |2 %

3 Check the box for Include Percentages and make sure Display is set to List

or Radio/Check Vertical.
[~ Include Search prompt [ Show Lowest Level First  Display | List
o [~ Mested List

- Badin/Check Vertical
¥ Include Percentages Fiadio/Check Harizontal
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4 Click the Preview button to check your work.

Project Information

* Geographical Area Served

Mowest v 100]%
Northesst ¥ 0]

Attachments Tab

The Attachments tab is where you will select settings for the attachments
that you will be collecting along with your applications/requirements.
& Form Design Wizard [35001] B

Eie dcton tel
Bl sove o Close | (@) Preview | 1 Actiyate

Prepeties 1 Que 1 Fieks 1 Codes T Atachments | Links 1 Desgn 1 Giachics 1 Achvate
Size

The combined sice of ol atached fles is imbed 10 1 GB with each sflachment iited 1o 100 MB. You may lowes the combined st

MagmmSize [ 250 MB
 ncde Anackmerss Pagd

Yous o inchicks bt on s atlachimeck uplasd page of pous foim o describe i gisatel dated the docurments gou ais seeking. | ¥ Diefine Ajlachments

[ tecoremendation letiers 4re 1equred, plece uze the & awe & Frich Later bullon ol the bothom of the ccreen and slow Bl Lefier Add

e forthe extemal sousces you've contacted o uplosd

fwhen st et yourmsy Review & Subert the appication |

<4 Back Bewt 2>

Size The value indicated in the Size field represents the maximum
combined file size (in megabytes) for all attachments submitted with each

form. The default setting is 25 MB, but the system-defined limit for this value
is 1 GB.

Include Attachments Page Check this box to enable the Attachments
page on your application form.

Some important notes:

< If you require the applicant to request recommendation letters from
external sources, this option must be checked and you must Add a Defined
Attachment type that is both Required and Blind enabled.
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< Ifa Defined Attachment type is set to Required, then this option will be
checked and cannot be disabled.

Description In this field you can type detailed instructions to your
applicants/grantees regarding the attachments you require. This text will
appear at the top of the upload area on the form. There is no character limit
for this field, so you should be as detailed as possible in describing your
attachment requirements.

Define Attachments Selecting this option will allow you to define an
uneditable title for each attachment that you require from your applicants/
grantees. With this option turned off, applicants/grantees will be able to
enter their own titles for attachments.

Tip: If there are no special circumstances that necessitate giving your
applicants/grantees control over defining the titles for their own
attachments, you should choose to define the titles yourself. Defining
uniform titles makes it easier for you to identify attached documents in
GIFTS in the future.

To edit or delete an attachment type, highlight it in the Attachments list field
and click the appropriate button.

v Define &ttachments

* Blind Letter Add
Edit
Remove
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To define a new attachment, click Add. The Attachment window displays.

“# Attachment &‘

Aftachment
‘Blmd Letter
v Bequired [v Blind

Allowed File Tupes

Files with extensions such as 'exe’, 'com’, 'vbs' or 'bat’ cannat be uploaded.

’7 doc

docx

pdf
0K Lancel

Enter a name for the Attachment type.

If you want to only allow attachments of one or more file types, type the file
extension (such as doc or xls) in the Allowed File Types section, and click
Add. To remove a file extension, select it in the right field and click Remove.
If you do not add any file extensions, all file types are allowed. Click OK to
close the Attachment window.

Required Selecting this option makes the selected attachment required.
Applicants/ grantees must upload the required attachments before
submitting the form. Required attachments appear in the Titles list field
with an asterisk next to them.

Blind Click the Blind check box to restrict the applicant from being able to
open or view any uploaded files from recommenders.
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The Links tab of the Form Design Wizard allows you to provide your
applicants/grantees with links, important on-screen messages, and set up
automated two automated email types. Changes to the settings on this tab
will be applied to the form you are creating only. The system defaults are
determined in the IGAM Tools » Preferences.

# Form Design Wizard [35001]
Fie fction Help
[ sove snd Close | [ Previsys | [ actiyate

Fropatties 1l Quz s Fiekds 1 Cpdes 1 Anschments T Liks 1 Design T Gyaphics il Atrvste
Links

T Tioel | |[F3 [Posion | =
N ETT |E-madDiait [k | |
|| Prntes Fienhy Vrsion | Frintes Fiensly Veion Button

biecdt [0 Bution, Standud |
[_|Save b Firith Later | Save & Firish Later [Bumen, | | Sandmd | Bce Dot
[ |Revewi Submt | Fevew & Submt [Button | | Standud
[ [ Updote: Upedote Button Stordud

P P s Saccdud st

Irvad T ID | The Tax 10 that you enlered was nol lound n the IS databose. Please

Vakd Tax I0 Regured The TaxID that you entered wa nol found in the RS dtabase. We cannot |

Ta |0 Field Labad Ploase enter your Tam ID:

Tax |0 Instructioes:

Incomplete Oz Pleaie anwer 8l of the quiz questions 5o thal we My scoushel assess &

¥ Subrision Conlimaion You Applcation Submitsion Thank you for yous subnission. You
‘St and Firuth Lates Gonfemation | Vous Appbcation ous sppkcabon has been saved succasstuly,

<4 Back. Hean |

For more information about system defaults, see “Links Tab” on page 94.

Links

The Form Design Links tab displays a list of all the links available for use on
the application form. Many are configurable to be a button or a link. Some
can be used to route your applicants to other helpful webpages. Others also
have the option to change position on the webpage between Standard, Left,
or Right.

Important Facts about Links
< Type cannot be changed but does not appear on the screen.

e

< Labels can all be changed to suit your needs.

Links Tab
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% Styles can all be changed from Link to Button or vice-versa with the
exception of the Review Application and Review Requirement links.

% The Email/Contact Us link should only be used with valid email
addresses.

% The Help URL, Document URL, and Exit URL links can be repurposed to
take your applicant to any desired webpage URL address.

< The Position of the Next, Save & Finish Later, Review & Submit, Update,
and Submiit buttons can be modified from Standard to Left or Right.

Customizing a Link To modify a link, simply double-click on it. A Link
window will open with the available options. Make your changes as desired
and click OK.

Display Label ‘Nexl

Shyle Bulton Pasition ([T -

Adding Useful URLs to Links If you wish to provide links to helpful
resources, such as your organization’s website, you can use the Help URL,
Documents URL, or Exit URL links. These links do not appear on any forms
or IGAM pages until a URL link is added to the Link To field.

“@ Link [Help URL]

Dizplap Label ‘Help

Link Ta ‘www FoundationResources.org

Style Link -

To activate one of these links simply double click it, enter a web/email
address for the link, and change the label of the link to whatever is
appropriate. Once configured they will appear at the top of your application
or online requirement form.
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Customizing Links Into Buttons or Vice-Versa You can change most of
the links to buttons or vice-versa. The only exceptions are Review My
Application and Review My Requirements.

» Link [Help URL]

Display Lahel [Help Site
Link To |www.Fuundal|UnHssuulces.urg Help Site | Help Site

Style

Cancel

Changing Link/Button Position Some of the links/buttons listed also
allow you to change their position from Standard to Left or Right side of the
webpage. These include: Next, Save & Finish Later, Review & Submit,
Update, and Submit.

Grant Request / Project Budget

= Grant request: (in dollars) * Total project budget:
Save & Finish Later Review & Submit
Links
Type JLabel X Link [ Posiion |
[ [Next | Next Bullon Standard
| |Save s FumhLoter | Save & Fissh Later Lk [Cet |
[__| Review & Submt Review & Submit Bulten Right

Note: Ifyou choose to use buttons instead of links, it’s important to know you
can now modify button color and font on the Design Tab. For more details,
refer to the Design tab section.
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During the form process, certain conditions may occur which warrant
information and/or an error message to be returned to the applicant/
grantee. There is default text associated with these messages, but you may
choose to customize the messages in order to provide your applicants/
grantees with more detailed information. The default text for each of the

messages is as follows:

Message Type

Invalid Password

Note: This field displays
for application forms only.

Invalid Tax ID
Note: This field displays

for application forms only.

Valid Tax ID Required
Note: This field displays

for application forms only.

Conditions

Displayed when the form
password entered by the
applicant does not match
the value supplied by the
form designer.

Displayed when the
“Require applicants to
enter a U.S. Tax ID” flag is
on, but the “Require Tax
ID to be on file in the IRS
database” flag is off and
the Tax ID entered is not
found.

Displayed when the
“Require applicants to
enter a U.S. Tax ID” flag is
on, and the “Require Tax
ID to be on file in the IRS
database” flag is on, and
the Tax ID entered is not
found.

Default Text

You have entered an
invalid password. Please
try again.

The Tax ID you entered
was not found in the IRS
database. Please check
your entry. If it is correct,
click OK to begin filling
out your application form.

The Tax ID that you
entered was not found in
the IRS database. We
cannot accept
applications from
organizations whose tax
information is not on file.

Note: You may want to
change the first sentence
above to “The Tax ID that
you entered was not
found in the IRS and
Canada Revenue Agency
databases.” This reflects
that GIFTS searches both
the IRS and Canada
Revenue Agency
databases.
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Message Type

Tax ID Instructions

Incomplete Quiz

Note: This field displays
for application forms only.

Submission
Acknowledgement

Note: This field displays
for application forms only.

Save and Finish Later

Recommender
Instructions

Requirement Submission
Note: This field displays
for requirement forms
only.

To edit the contents of your on-screen messages:

Conditions

Instructional text
displayed on application’s
Tax ID page.

Displayed when the
applicant clicks Continue
on the Eligibility Quiz
without supplying
answers for each question.

Displayed when the
applicant submits the
application.

Displayed when the
applicant uses the Save
and Finish Later button.

Displayed on the upload
page seen by
recommenders.

Displayed when the
grantee submits the
requirement.

Default Text

Please answer all of the
quiz questions so that we
may accurately assess your
eligibility.

Thank you! Your
application has been
submitted. You should
receive an email
confirmation shortly.

Thank you! Your
application has been
saved. You should receive
an e-mail confirmation
shortly.

Please upload a
recommendation letter for
the applicant.

Thank you! Your report
has been submitted. You
should receive an e-mail
confirmation shortly.

1 Double click the message you want to edit from the Messages grid.

2 Edit the contents of the message to reflect the appropriate information.

3 Click OK to save your changes and return to the Links tab.
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Automated Emails

The automated email listed in this area is created and sent to applicants/
grantees when they submit an application or requirement.

The default text for the automated email messages is as follows:

Email

Subject

Body

Submission
Confirmation

Note: This field
displays for
application
forms only.

Save and Finish
Later
Confirmation

Requirement
Submission
Note: This field
displays for
requirement
forms only.

Your Application
Submission

Your Application

Your Report
Submission

Thank you for your submission. Your
application has been submitted successfully,
and the tracking number is {Application 1D}.
You will be receiving more information on the
status of your application shortly. For your
records, here is a copy of the contents of your
application. {Application}

Your application has been saved successfully,
and the tracking number is «Application_|D».
For your records, here is a copy of the contents
of your application:

«Application»

Thank you for your submission. Your report has
been submitted successfully, and the tracking
number is «Requirement_ID». For your
records, here is a copy of the contents of your
report.

«Requirement»

To edit the contents of your automated email messages:

1 Double click the message you want to edit from the Automated Emails

grid.

2 Edit the contents of the message to reflect the appropriate information.

3 Click Save and Close to save your changes and return to the Links tab.

Tip: Press F3 while you are in the Message window to spell-check the new

message text.
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Design Tab

The options available on the Design tab allow you to customize the layout,
colors, and text properties of your form. Changes to the settings on this tab
will be applied to the form you are creating, but the system defaults are
determined in the IGAM preferences. For details on working with the
Design tab, please see “Design Tab” on page 106.

Important: Any modifications made to the Design tab of a specific form will
override the default IGAM system preferences.

Graphics Tab

On the Graphics tab you are able to upload your logo and/or a background
graphic to your form. You can also click the HTML button to upload
custom HTML files for the current form’s header, footer, left and right side
panels. Changes to the settings on this tab will be applied to the form you
are creating, but the system defaults are determined in the IGAM
preferences. For details on working with the Graphics tab, please see
“Graphics Tab” on page 110.

Note: Graphics must be either .gif or .jpg files residing in a directory that is
accessible at the time you preview and activate your application form.

Important: Any modifications made to the Graphics tab of a specific form will
override the default IGAM system preferences.

Activate Tab
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Important: In order to preview or activate your form, you must have an open
connection to the Internet.

From the Activate tab you are able to Preview the form that you have
designed, and then publish it on the Internet using the Activate Form
button.

You can also set a date and time for Automatic Deactivation.
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When you click Preview, your application or requirement will open in your
web browser.

Nofe: In Preview mode any field set to pre-populated with a value from
GIFTS or a Stage 1 form will be blank.

o Form Design Wizard [35001] EIEIX]
B fation b
Hsovesndoe @ Preview @ Adigate

Fropenies | [T i Fiekds 1 Codes | Atachoens | Lirks | TN TR

1GAM e s the inboimation necessany o publish yeaur form 1o the Intemat. To preview 9 80, chck Preview: T e beowse. I you wish to make adhustinents 1o the o,
fedutn b the appropriate page of the Feem Diesgn Wizerd.

1§ you ave sadisied with yous foem and wish 1o make & chok Actvate. |GAM fom on the Insenet and the URL fox the he ¥ ko yous oo
web ste, § necessny.
Previews Options System Language
I~ Eedorce socuated fiekds Spel Check Langusge
Erghth (Unked States] =l
fusomatic Desctivation
Desctivation Date [07/31/2011 =| Lens [06007M Applcants who stenpl 10 access the fom wal tecsmve the lolowers) thesage nstaad (F3 = Spel)

Nt that the time erdesed haee must be for Urded States
Easterm Tiews Zone.

W Ao submeszion of open appications

< Back Activate Form

Preview Options When you are previewing your online application form,
you may wish to simply scan through the pages to verify that everything has
been included in the correct place. However, if you’d like to complete the
form with sample answers for a more thorough review, you may want to
check the “Enforce required fields” option. This will make it necessary for
you to enter values in required fields before submitting the form, so you can
review the form with an applicant’s perspective.

Note: This section displays for application forms only.

System Language  This section allows you to choose a label set other
than the English default that you can apply to your forms. For more
information, see “Creating a New Display Language” on page 195.

Automatic Deactivation

This section lets you set a Deactivation Date and Time for the form.
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Caution: It’s important to note that option is tracked on the IGAM server
according to U.S. Eastern time zone. Be sure to take this into account when
setting the Date and Time.

Automatic Deactivation

Deactivation Date [08/31/2011 »|  Time [05:00PM Applicants wha attempt to aceess the form will receive

) the following message instead [F3 = Spell);:
Note that the time entered here must be for United States

Eastern Time Zone.

¥ Allow submission of open applications

<< Back | Activate Form |

Allow submission of open applications If you would like applicants who
have Open (In-Progress) applications saved to be able to complete and
submit, you must check the box to Allow submission of open applications.

Message to Applicants Trying to Open a Deactivated Form In the text
field to the right, you can enter a message to be displayed to applicants who
attempt to access the form after deactivation.

Modifying the Deactivation Settings  All of the deactivation settings can
be modified whether the form is active or inactive.

Removing the Deactivation Date To remove the deactivation date simply
click in the Date field, highlight the date and press Delete on your keyboard.
This will clear the Date and Time field.

Important Considerations with Forms Manager There are some
important considerations to keep in mind when managing Automatic
Deactivation forms with the Forms Manager. For more details, please see
“Automatic Deactivation with Forms Manager” on page 180.

Activating Your Form

If everything looks the way you intended it to, return to the Activate tab and
click the Activate Form button. This will create a “live” form, which will be
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posted on the MicroEdge server and listed in the Active Forms sub-folder of
the Forms Manager.

Important: In order to activate your form, you must have a valid email address
entered for the “E-mail Sent ‘From™ field in the Automated Email section of
the system-wide preferences. For details on setting and changing
preferences, please see “Automated Emails” on page 115.

When you activate your application form, the URL assigned to your active
form will be displayed on your screen (this does not display for requirement
forms or Stage 2 forms). You will want to provide the URL to the designers
of your website so that they can integrate it into your site. The link itself can
be labeled however you want on your website. You may also decide not to
make the link available on your website, but instead just provide the URL
directly to those applicants whom you wish to apply.

Important: Although forms will be SSL encrypted for security by default,
IGAM supports both secure and non-secure communications. To forego SSL
encryption, simply publish the URL of your form as an http:// address
rather than an https:// address.

Caution: For applications, clicking on the active link to your form will take
you to the application form just as if you were an applicant. Note that any
applications you submit from here will be billable transactions. If you want
to submiit test applications, use the Preview option instead; applications
submitted through the Preview option are not billable.
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The Forms Manager
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The Forms Manager is an interface that allows you to access all of your
online application and requirement forms. It contains two main folders:
Application Forms and Requirement Forms. Application forms and

requirement forms that have been completed and successfully posted to the

web reside in the Active Forms sub-folder under each form type. The

Inactive Forms sub-folders for both form types contain all of your
application and requirement forms that are currently not available on the

web.

To access the Forms Manager, choose Forms » Forms Manager from the

GAM Main menu.

‘¢ Forms Manager EIEIEJ

Eile Action Help

= Preview Activate
=
Last st Created Deactivation
Form Title Description Stage Updated Updated | Created By Site: [Eastem U.5.] I
By 3
=Z3 Application Forms
='=4 Active Forms
- . Main Eligibiity Quiz w  Single Stage T2
B Elgibilty Guiz Branch Faim Foutng H141 BA2/2011 ADMIN  4/24/2002 Admin  Defauk oo 350M
B Fom T - Mid&bantic Egﬁm””m"’"w"c'” a‘jﬁl'e 5120 gom0n ADMIN 6A/2011 ADMIN Defauk E?&&ﬁr 35004
Common Application  Single Stage Fa2m
B Fom2-Norheast  p o R B/2/2011 ADMIN - B/1/2011 ADMIN Defauk ot 35003
B Fom 3 - Southeast Eg{;mmApp"““m a‘ﬁ%‘e S8 Gomt ADMING BA/2011 ADMIN Defouk g?gg%w 35005
-1 Inactive Forms
B Sample Appication 1 Eg;“‘””"""““”” ﬁ‘?%'e Sle0 co0l ADMIN - 6H/2011 ADMIN  Defauk 35006
I8 Sample Application 2 TN Applcation [51‘?%'9 S0 G011 ADMIN  B/Z/ZDT ADMIN Defauk erionl! 5008
This i a sample Stage Stage 1 of 2 9/30/2011
B Stage 1 Fom 1t 1) E/F/2011 ADMIN Defaul 3500 4k 35000
This it a sample Stage Stage 2 of 2 /3042011
B Stage 2 Fom i i) BAT/2011 ADMIN  B/7/2011 ADMIN Defauk 357105 385011
=24 Requirement Forms
A Active Forms
<=4 Inactive Forms
fg Reguied Project Reguisment Fom for B/72011 ADMIN - B/7/2011 ADMIN Defok H00
Details Form Project details.
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Activating Forms

Activating a form moves the form from the Inactive Forms sub-folder to the
Active Forms sub-folder. The form is assigned a unique URL and posted to
the web. To activate a form:

1 Open the Inactive Forms sub-folder and highlight the form you wish to
activate.

=) 2 Choose Action » Activate from the Forms Manager menu.

An on-screen message will let you know that the form has been activated. It
also provides you with the URL needed to access the active form on the web.

GIFTS Grant Application Manager E
& ‘fou have successfully published your GIFTS Grant Application. Your personalized URL For this Form is:
http: ffSIDZ1 . GrantRequest, com?SA=SNARFID=35000

Flease link ko this URL address from your site for easy access to your grant application,

For applications, you may choose to either add a link to this URL on your
organization’s website, or you may choose to provide the URL to potential
applicants on an individual basis.

@ Tip: You can check the URL for a form at any time by highlighting the form
in the Forms Manager and clicking View URL in the toolbar.
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Automatic Deactivation with Forms Manager
Deactivation Date and Time is displayed as a column on the grid.

Note: Deactivation is tracked according to Eastern U.S. time zone.

Eie Acion Help
aler= 3 view URL © Deactivate
Form Title Description Slage ba;alated E!:p‘dtaed Created g'fabed Sie &m’:ﬂ?, o 2
= Application Forms:
=Y Active Forms
B Elgbily Duiz Han Eighal Juz v GndeSla® a0 ADMIN W2/2002 Advin  Delad ooy 39001

Common Application  Single Stage 743201
B Fomn 1 - Mid-Atantic Faimn (1) B/272011  ADMIN 6/1/2011 ADMIN Dela g oy

/3142011

Common Applcation  Single Stage
Fom (1A) 67272011 ADMIM 6/1/2011 ADMIN  Delaut 0500 PM 35003

B Foun 2 - Noetheast
et CommonApplcation  Single Stage 9/30/2011
me_S - Southeasl} Fam 0 B/7/2011 ADMIN 6/1/2011 ADMIN Defaut 0500 PM 35005

= Inactive Fo

B Sample Applcation 1 EmMMADW'”" g'"n"les"’ﬂe B/7/2011 ADMIM  B/1/2011 ADMIN Delat 35006

B Sample Appicaion2 EoMmenApeicaton SndeSIag gt ADMIN B/7/201 ADMIN Deladt S0 35008

How the Form Manager is Refreshed The grid in the Forms Manager
only refreshes when it is reopened or when you open and close the specific
form.

Therefore, you must keep some important considerations in mind.

If you have the Forms Manager open and a form reaches it’s Automatic
Deactivation Time, it will not move immediately to the Inactive folder. You
must either open and close the specific form or close and reopen the Forms
Manager to refresh the grid.

If you should open a deactivated form that is still listed as Active it will open
as if it was still an active form; however, you will not be able to save any
changes you make. Closing the form design window will refresh the specific
form’s status and move it to the Inactive folder. You can then reopen the
form from the Inactive folder and make changes as normal.

Manually Deactivating Forms

Deactivating a form moves the form from the Active Forms sub-folder to the
Inactive Forms sub-folder, and the form is inaccessible from the web. If a
user goes to the URL of a deactivated form, he or she will receive an error
message that the form is unavailable.

The Forms Manager



Designing Your Online Forms

g

Caution: Deactivating a requirement form permanently deletes any
unsubmitted online requirements associated with it, and all links to the
online requirement on grantees” My Account page will be removed.
However, if the grantee has already begun filling out the online
requirement, a message appears asking if you want the grantee to be able to
complete the requirement and submit it.

To deactivate a form:

1 Open the Active Forms sub-folder and highlight the form you wish to
deactivate.

a 2 Choose Action » Deactivate from the Forms Manager menu.

Once you deactivate a form, users attempting to access it will receive an on-
screen message informing them that the URL is no longer available:

“& Inaccessible Message

Applicants who attempt to access the fom will receive the
following meszage instead:

The application form that you are attempting to access is
ot cumently available. Please by again later, or contact
Lz for assistance.

0K Cancel

Editing Forms

To edit an existing form, or to finish an incomplete form, you need to open
the form in the Form Design Wizard. Highlight the form you wish to edit
and choose File » Open from the Forms Manager menu, or click the Edit
Forms button on the toolbar.

Tip: You can also open a form in the Form Design Wizard simply by double-
clicking on the form name in the Forms Manager.

W,
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Deleting Forms

If you no longer need a form, you may wish to delete it altogether rather than
storing it in the Inactive Forms sub-folder. To delete a form, you simply
highlight the name of the form and choose File » Delete from the Forms
Manager menu.

Note: Even if the form has applications or requirements form associated with
it, it can be deleted if it is on the Inactive forms list.

Note: When Reports are run on forms in the GAM, Deleted forms will not be
available to run Reports on. A deleted form will first have to be restored
before running a report on it.

Restoring Deleted Forms

Forms that are deleted from the Inactive forms list are not permanently
deleted. They are actually moved to a hidden Deleted Forms folder in
IGAM.

To restore a deleted form, go to the Tools>Recover Deleted Forms menu
option.

Deleted forms will be stored chronologically by the last updated date.

@ Recover Deleted Farms ==

File Action | Help
(@ Restore...

Form Title Description Stage Delated Delsted By Created Created By [

=123 Application Forms
B s} Common Grant Appication Single Stage (1411 3/19/2013  ADMIN 4/24/2002 Admin 3002
Bl New York/New Jersey frea Common Application Form  Single Stage [1/1]  9/19/2013  ADMIN 4/24/2002 Admin 35001

=23 Requirement Forms
B St Visit Form /202013 ADMIN 972042013 ADMIN 35007

To restore a deleted form, simply click on the form and then click the
Restore button. At the confirmation prompt, click Yes. Restored forms will
be moved back to the Inactive forms list.

Copying Forms

The easiest way to create a new application or requirement form is to copy
an existing form, and then edit the new form to suit your needs. This
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method of form creation may be especially helpful in the following
situations:

< You want to create a second-stage application form that needs to include
most or all of the fields from the associated first-stage form.

< You want to create multiple versions of a form with only slight variations
to meet the needs of applicants from different geographical regions.

< Your organization uses branch security, and you want to use the same
form for all of your branches.

To copy an existing form:

1 In the Forms Manager, locate and highlight the form you wish to copy.

2 From the Forms Manager menu, choose File » Save As. For application
forms, in the sub-menu that opens, choose “Same Stage” or “Stage 2” to
indicate the stage of the copied form.

Choose what type of -
form you wish to create. # Forms Manager
If you are copying a first-
stage form, you can
select either “Same
Stage” or “Stage 2.” If you
are copying a second-
stage form, you may
only select “Same Stage.”

ile Action Help

= vimw URL © Deactivate

[T

Same Stage

Stage Last Updated  LastUpdated By  Created Created By, 1D

{Fhis Form will be used to ¢ I
corveert clients’ exsitng 512 342342009 ADMIM
iStage [1/1]

152.#1 47200 Admin SEDEIEI
applioationss .

S
1.0 Form

3 Type anew title for the copied form and click OK. The copied form is
added to the Inactive folder.

4 Double-click on the copied form to open it in the Form Design Wizard,
where you can edit, save, and activate your new form.
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Online Requirements
from GIFTS

This chapter explains how you can send online requirements to
grantees from the Requirement record in GIFTS after creating them
in IGAM. In order to send an online requirement to a grantee, he or
she must have an IGAM account.

In This Chapter:
Sending an Online Requirement to a Grantee..................... 186
Removing an Online Requirement from the Web............... 188

Creating an IGAM Account for a Grantee ............cccceoeueee. 189
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Sending an Online Requirement to a
Grantee

186

After you have created one or more requirement forms in IGAM, you can
send an online requirement to a grantee to whom you want to collect
requirement information. Since the grantee accesses the online requirement
from his or her IGAM My Account page, he or she must have an IGAM
account. For more information about creating an IGAM account, or
checking the account status of a grantee, see “Creating an IGAM Account
for a Grantee” on page 189.

To send an online requirement to a grantee:

1 From GIFTS, select and zoom on the Request that contains the
Requirement for which you want to collect requirement data.

2 Click the Requirements folder and open the Requirement for which you
want to collect data.

% Grant Requirement [New] E‘El@

File | Action Help

Mark as Done Daone

Act Publish to Web. ..

8 Due today,
Feference
Abuse Prevention and Fiehshilitation Fund #“ Find Reguest |D or Rel. No.

[Abuse Prevention and Rehabiltation Fund) [ 84
W ashington, DIC 20001
Req. ID / Rel. Mo

LContact 2007005
Activity
Staff |A\:Im|n j Type ‘Prugress Feport j
Dug [p20e/2008 ~|  Recd |4/ v|  Done [/ ~
Hotes
(F3 = Spel]

Online Reguirement
Faim
Puhlish Date

Refrigval Date
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3 From the Action menu, select Publish to Web. The Publish Requirements
window appears.

3% publish Requirements Pz|

Please select the Form you would like to use.,

™ Generate Correspondence

Note: You can send online requirements in batch by selecting multiple
Requirements, and then selecting Action » Publish to Web from the
main menu.

Note: If you are using the multiple site IDs functionality, you can only
choose from requirement forms that share the same account (or site) as
the Request you selected. For more information about multiple site IDs,
see “Managing Multiple Sites” on page 307.

4 Select the requirement form you want to send to the grantee from the
drop-down menu and then click OK. A confirmation message appears.

MicroEdge GIFTS

! E Requirement [18081]: Published to the web,
L

Note: If you would like to generate correspondence for the grantee, select
the Generate Correspondence checkbox. For information about
generating correspondence, see the GIFTS User’s Guide.

5 Click OK.

Important: Please note that the grantee is not automatically notified when
the requirement is published to the web. In order for the grantee to view
and complete the online requirement, he or she must access the online
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requirement from his or her My Account page. It will appear in the In-
Progress Requirements list of the Requirements page.

Requirements

Requirements

Show | In Progress Requirements |~

Project Budget Requirement  Sept 2011 Initiative  Financial Report 3600  08/01/2011  05/23/2011 o

Removing an Online Requirement from
the Web

You can remove an online requirement from the web if you no longer want
to allow a grantee access to it. If you do this, any data entered by the grantee
on the online requirement that has not been retrieved will be deleted.

Note: You cannot delete an online requirement once it has been submitted.
To remove an online requirement from the web:

1 From GIFTS, select and zoom on the Request that contains the online
requirement you want to remove from the web.
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2 Click the Requirements folder and open the Requirement that has the
online requirement you want to remove from the web.

4 Grant Requirement [18081] @
File | action Help
Matk as Done s Done

Act Delete from Web

& Due today.
Feference

Ahuse Prevention and Rehahilitation Fund Find Reguest D of Ref. No.
[Abuse Prevention and Rehabilitation Fund] | h

‘washington, DC 20001
Req. ID / Rel. Mo,

Contact

2007005
Activity
Staff |Admin ﬂ Type ‘F‘rogress Report j
Dug [0208/2009 ~| Reed |4/ -] Done [ -
HNotes
[F3 = Spell)

Online Requirement
Foim Progess Report
Publish Date 2/6/2003

FRetrieval Date

3 From the Action menu, select Delete from Web. A warning message
appears.

Note: You can delete online requirements in batch by selecting multiple
Requirements, and then selecting Action » Delete from Web from the

main menu.

4 Click OK. A confirmation message appears.
5 Click OK.

Creating an IGAM Account for a Grantee

If the grantee to which you are sending an online requirement does not have
an IGAM account, you can create one for him or her.

Creating an IGAM Account for a Grantee 1 89
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To create an IGAM account for a grantee:

1 From GIFTS, select the Request that contains the Requirement for which
you want to collect requirement data.

4 Request [504] - =100x]
] File | gction Help
I <=1 Send Letter.., . 7 writeup... ) Alert... ‘ + Approve... X Decine... ‘
E Wirite-up...
Pa ) dlert ations ] Payrments ] Reguirements ] Activities ] E waluation ]
T 7 Clear Contact —————— Pending Request
“E —— — DT || FRequestDale 06/0472008 =
—« Approve...
P X Ded Requested Amount $10.000 DDE
(| e oo
4 Rollback b Pending i) Recommended Amount $0 DDE
REmEW. . ™ Pledge ? Term [Months] 125
. Transfer Branch... EEEE— Project Start Date A -
1 7 Lock # Project End Date A -
:l Uplack Reference Number

Meeting Date 1243042008 -
Dacket Mumber

¥ Request Information is Complete

Display IGAM Account:

- |
Staff Secondary Staff
ICo\elle Rogers j |<None> j
Project Budgst | $20.000 003

2 From the Action menu, select Create IGAM Account. The Create IGAM
Account window appears.

4 Create IGAM Account x|

Enter an email addresss for the new account below

Email Address I

LConfirm Email I

Account IDefauIt j

Cancel

Nofe: If the grantee for the Request already has an IGAM account, the
Create IGAM Account option is grayed out. Select Display IGAM
Account to view the grantee’s IGAM account information for the selected
Request.

Note: If you are using the multiple sites functionality, the Create IGAM
Account window will contain an Account option. This allows you to
select the site in which to give access to the grantee. An error message
appears if there are no active requirement forms for that site. For more

Creating an IGAM Account for a Grantee



Sending Online Requirements from GIFTS

information about multiple sites, see “Managing Multiple Sites” on
page 307.

3 Enter the grantee’s email address in both fields, and then click OK. A
confirmation email will be sent to the email address provided. The grantee
now has an IGAM account and can log into his or her My Account page
to access the online requirement.

Nofe: If the grantee already has an IGAM account, a message appears
asking if you want to link to the existing account. If you do, no email is
sent to the grantee.
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Display Languag

This chapter describes how to customize the display language for
application and online requirements in IGAM, and describes what
other IGAM text needs to be edited if you want it to match the new
application/requirement form display language.

In This Chapter:
About the Custom Display Language ............ccceeveveeenrenns 194
Creating a New Display Language............cccccceirninuniennee 195

Editing Other IGAM TeXt .....c.cueuiuiuiieiiieiiirininenieieeeeeeieieeeeas 197
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About the Custom Display Language

194

Prior to IGAM 5, label sets were required to edit certain hard-coded form
text, such as the text on navigation links and buttons.

Tip: Standard Label Sets are still available for Spanish, Portuguese, French,
and Welsh but are limited to the default text in IGAM.

Note: For a full list of GIFT'S supported languages, see Solution 1317 on the
MicroEdge PowerME site.

With IGAM 5, you can now customize the labels for all the links and buttons
on your forms and webpages through the Site Design Links and Fields tabs.

Caution: Any translation errors become your responsibility if you take on the
task of customizing all the labels to different language yourself.

Note: If you create a label set in a foreign language and want the rest of your
automated emails, links, on-screen messages, application/requirement form
fields, and form code tables to appear in this language, you must edit this text
separately. For more information, please see “Editing Other IGAM Text” on
page 197.

Note: In order for a foreign language application form/online requirement to
display correctly, the language preferences of the browser in which the form
displays must be set to view that language.

For more information about the Form Design Wizard, please see “The
Form Design Wizard” on page 130.

About the Custom Display Language
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Creating a New Display Language

This section describes how to obtain a label set in a different language or
customizing the existing English default that you can apply to your IGAM
forms.

Important: If you want to create a label set, you should first contact
MicroEdge’s Technical Support at (877) 704-3343 to discuss the label set you
would like to create. They can help guide you through this process.

1 Contact MicroEdge’s Custom Programming Services or Technical
Support. They will work with you on the necessary steps for adding an
additional language or editing an existing default language information.

2 Once you have obtained the necessary information from the MicroEdge
CPS team, open the Form Design Wizard for the specific application or
requirement form and go to the Activate tab.

Propeities T Fields T Codes T Links T Design T Graphics T Activate

1GAM now has the information necessay to publish vour application form to the Intemet. To preview the form before doing o, click
the Preview button. The application form will open in your \web browser. [f pou wish to make adiustments ta the form, return to the
appropriate page of the form design wizard.

Preview Options

[~ Enforce required fields

Preview Application Form

System Language

Indicate the system language set that you would like grant seeker to see when applying for
a grant uging this form

Select the new label set from the System Language drop-down list.
4 Click Save and Close. A message displays indicating that this form is active.
5 Click OK.

Note: If the form has already been started and saved by one or more
applicants or grantees, a message displays indicating that these saved
applications/ online requirements will not be updated with the new label
set. Click Yes or No to allow these saved applications/online
requirements to be submitted or not. If you click No, the Inaccessible
Message window displays. This window displays the default text
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applicants or grantees see if they try to access this saved form. For
information on editing this text, please see “Application/Requirement
Form Edits” on page 200.

Tip: To preview your updated form, select the form from the Forms
Manager window, and click View URL. A link displays in a window. Click
the link.
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Editing Other IGAM Text

If you create a display language in a foreign language and want all
automated emails, links, on-screen messages, application/requirement form
fields, and application/requirement form code tables for applicants/
grantees to appear in this language, you must manually edit this
information.

You can edit all automated emails, links, on-screen messages, and
application/requirement form code tables to display in a foreign language
on a system-wide basis for all your forms.

Note: You can also edit all the links, on-screen messages, and the Submission
Confirmation automated email at the form level for individual forms. For
more information, see “Links Tab” on page 168.

However, in order to change the language of text in form fields, and to apply
code table changes, you must edit each form separately.

System-wide Edits

The following steps only need to be performed once and affect all
application/requirement forms:

1 To edit your automated emails, go to Tools » Preferences » Applicant/
Grantee View » Options » Site Edit » Automated Email tab. Edit the
text in all eight automated email messages’ Subject and Body fields in the
language you desire. For more information, please see “Automated
Emails” on page 115.

Important: Text that appears within double brackets, such as
<<Application_ID>> in the preceding image, are merged fields
determined by individual forms and must not be edited.

2 To edit your links and on-screen messages, go to Tools » Preferences »
Applicant/Grantee View Options » Site Edit » Links tab. Edit the text
in all links and on-screen messages in the language you desire by clicking
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on the link, entering the revised text in the Display Label field, and clicking
OK. For more information, please see “Links Tab” on page 168.

o 5ita 0] - Default EIEIX]
Eie Help
[ Sove and Close
Lirks 1 Desgn I Graphics )| Eemads )| Reguest/Paymert Status
Sie Mame. [Detn Tieeout Settings
Lnks
Type [ Labal [stte. Tk [Posion | -
¥ [Ead Conlact Us Lk
|| #eio URL |Help |rk | | o U
|| iocument UAL | Sarrple Documert: [k | |
[_|esurl Ex ek Mo Qoms
| [Pazsweed 0K I3 Button,
[|Taxi0 0. (73 Bunon,
[ |ouztea et Buttor,
|| u Subert Subad Bution,
| |uplosd Amachmens | Liplosd Button,
[ 5end to Reconmender |Send Button
|| Remowe Recormende | Femove Button
Cacesl |Caccal Fw d
Mezrage:
b rvoakd Pasoeod You harve entered an invakd passweord. Please by agon
I Taw 1D | The TaI0 that you entered was not lound in the [RS database. Piease |
Vabd Tax 10 Fiegaied The Tax D that you enteeed was nol found n the (RS dalabase. We cannal
Taw D Field Label Plaste enler yous Tax 0
Taw 0 Instnuseess |
Incomplete Quiz | Plnase answer ol of the quiz qaesbons 5o that we may sccurstely sizess
Submission Ackrowledgemert | Thark Vou ‘ou sgpication har been subedied
Save and Frush Lates Thark Youl *Yous acpcalion has been saved. You should ieceive an emai |
Requisemen Submession Thark Youl Yeas 6o has been submitied You thaukd iecervs 0 emal
Recomendat Iratnucton | Tent msiructions .. upload recommendaton lites.
Aceout Logn Instnactons

Note: This does not change link and on-screen message text for previously
created forms. To edit this information for a previously created
application/requirement form, go to the Links tab of that form’s Form
Design Wizard. For more information, please see “Links Tab” on

page 168.

3 In order to edit form code tables, from the Administrator Module, go to
Setup » Code Tables. The Table Maintenance window appears.

% Table Maintenance E‘EI

LCoding Shests ] System ]

Table Cading Sheets -~ Mew Table.
Auspices Edit Table...
Budget Committes
Conference Board
Declination Classifications

bk Lk

Ethnicity Request/Budget

Fund Request/Budget
Gender Request/Budget

Geographical Area Served Reguest/Budget Bepart
|nternal Progrann Request/Budget

Oiganization Type Qiganization

Paopulation Served Request/Budget

Program Area Fequest/Budget fiasterlBodes

Recipient User Table 1
Recipient User Table 2
Recipient User Table 3
Recipient User Table 4
Recipient User Table § 2

Close
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4 Edit the text of all codes you intend to use in your forms in the language
you desire. For more information about editing codes, please refer to the
Editing Codes section of the GIFT'S Administrator’s Guide.

Important: In order for these code table edits to appear in previously created
application/requirement forms, you must open the Form Design Wizard
for each form, and click Save and Close.
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Application/Requirement Form Edits

The following steps must be performed for each application/requirement

form you create in order to change the text in form fields and to apply any
code table edits:

1 Open the Form Design Wizard for a form and go to the Fields tab.

2 Select each field in the Page Layout Grid and edit the Label field text in
the language you desire.

For example, if you wanted to change the Home Address field to French,
you would select Home Address in the Page Layout Grid and type Adresse
f Personnelle in the Label field.

Properties Figlds T T T T T ]

Chaoose the fields that should be included on each page of paur form. You can provide wour own label and description for each field. You can also
specify default values and mark figlds required,

Select Page:

" Show all pages {* Show only cunent page

Page Layout |F'age1. ﬂ Page a — Lb — Req
Grid Efert Fieftsfrom Organization Home Address

|Ellgan|zat\un Frimary Contact -

add> |

Country of Citizenship ~

[Drate of Bith << Remove

Dizcipline(s)

Emai

First Name

Highest Degiee Awarded

[l 1| [esin |

 Opfional ¢ Reguired

Field Details
Label field ——————+abel F3=5pel) A dresse | Personneld

Diescription (F3 = Spel] ‘

Width [in characters) 42 Height [in lines] |3 | word Limit
Populate with: Mo Default hd

" BeadOnly ¢ Hidden

<< Back Nest 2>

For more information about the Fields tab in the Form Design Wizard,
please refer to “Fields Tab” on page 145.

3 Click Save and Close.

Note: If you edited the form code tables, these edits appear in the form
when you click Save and Close.

Important: The following steps only apply if the form has already been started
and saved by one or more applicants/grantees. If you do not see any
messages after clicking Save and Close, skip these steps.

200
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4 If the form has already been started and saved by one or more applicants/
grantees, a message displays indicating that these saved applications/
online requirements will not be updated. Click Yes or No to allow these
saved applications/online requirements to be submitted or not. If you
click No, the Inaccessible Message window appears. This window displays
the default text applicants/grantees see if they try to access this saved form.

# Inaccessible Message &

Applicants who attempt to acceszs the form will receive the
following message instead:

[ Include a link to the new version of this farm

The application form that you began iz no longer being
accepted. You may begin a new farm. wWe apologize for
the inconvenience,

ak. | Cancel

5 Edit this text in the language you desire, and click OK.

Note: Click the Include a link to the new version of this form checkbox if

you want to include a link to the updated form when applicants/grantees
view this message.
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The following steps are optional steps that you can take to edit the
submission confirmation email.

Note: This is the same submission confirmation email that you edited in

“System-wide Edits” on page 197, although these edits are only applicable for
the current form.

1 Click the Links tab.

+ Form Design Wizard [35001]

Prepetties 1 OQue 1 Frekls 1 Codes 1 atachments | Links. 1 Desgn 1 Giaghics 1 Agtvate
Lirks
Type [cabet [Ste | [Paston | -
|_[Emsiust [E-mad Diait Lk, | | [
[ Printes Frinhy Version | Frinces Fiencly evsion [Buston | I Lt )
et et Bution Standwd
[ [SavetFeihioisr [SavetFeihLaiar [Button I [Standsd Moslios
| |RevewtSubmt  |Reviewt Subet Bution | Stardeed
[ |Updsie [Update. Buton [ Starderd
e Subet Bust Stacdaed =
Messages
Messaoe T Tewt -
b irveeid Passmoed Yo hevve entered on el passwend._Please by agan
|_irwabd Taxi0 | The Taox D that you entered waz ot lourd i the IRS datsase. Pleace
[ Vobd Tox 1D Frequired | The Taox I3 thak you entered was ot foured  the IFIS database. W connol
|| Tax 10 Fiokd Labei Ploas enlet pous TaxID:
[ a0 Imsnacanns
[ incomplete Guz Please anower ol o the qu quesions 10 thal we may sccustely sxress
e L ek Voud Veas acekc s b b e dciiad -1
Autometed Emais
<< flack Bedt 5>

2 Inthe Automated Emails section, double-click Submission Confirmation
or Requirement Confirmation.

File Action Help

n Save and Close  Reset to Default  Insert Merge Field ":/Q Speling

Subject

|Y0ur Application Submission

Text

Thank. you for your submission. 'our application has been submitted
successfully, and the tracking number is «4pplication_|Ds. You will be
receiving more information on the status of your application shortly.
For your records, here is a copy of the contents of vour application.

shpplications
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3 Edit the textin the Subject and Text fields in the language you desire, and
then click Save and Close.
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Retrieving

and Handlin
Pending Applications
and Online
Requireme

Applications and online requirements can be retrieved from the
MicroEdge IGAM server manually by users, or automatically based
on your IGAM preferences. Retrieved applications appear in the
Pending sub-folder of the GAM. There, applications and their
attached files can be viewed, printed, and checked for errors before
processing. You can also delete Pending applications without first
processing them.

In This Chapter:

Retrieving Applications, Requirements, and Attachments..206
Viewing Pending Applications .............ccceueuereveuernrnennenenennn. 212
Viewing AttaChIments ... ...ocoooviieiieeeiieieieeeieeieeeee e 219
Checking Pending Applications for Errors...........c..ccovvueenee. 219
Researching AppliCants ..........c.cccooeueuciioinininieccceeeeenes 223
Transferring Applications to Another Branch..................... 224

Deleting Pending Applications.............cocvueveuemeueeeieveenieinenenns 226
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Retrieving Applications, Requirements,
and Attachments

206

Submiitted applications and online requirements are stored on MicroEdge’s
IGAM server. In order to view and process these applications and online
requirements, you need to retrieve them from the server.

Retrieving an application converts it to a pending application in the GAM.
Pending applications remain in the Pending folder until you reject them or
consider them and transfer them to GIFTS.

Retrieving a online requirement automatically transfers the data in the
online requirement to GIFTS. No other action is required by you to process
the online requirement. While you cannot view the data before it is
transferred into GIFTS, an IGAM Update Activity is created in GIFTS that
details the old and new information. The Activity is associated with the
Organization and Request. The online requirement is attached to the
Requirement as an HTML file in GIFTS, along with any online requirement
attachments.

Options for Retrieving Applications and Online
Requirement

You can retrieve applications and online requirements yourself while you are
logged in to IGAM, as described in “Retrieving Applications, Requirement
Forms, and Attachments” on page 207. You can also set up IGAM to check
for and retrieve new applications and online requirements automatically:

% each time you log in to IGAM

< once every designated time period after you have loggedin (e.g., every 15
minutes, every two hours, etc.), during specified hours

These two options—which can be enabled together, separately, or not at
all—are set up in the Application Handling section of the IGAM system-
wide preferences. For details on these options, please see “Application
Handling” on page 75.
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If IGAM finds new applications and/or online requirements on the server
when performing these checks, you will be alerted and offered the same
retrieval options described in “Retrieving Applications, Requirement Forms,
and Attachments” on page 207.

Retrieving Applications, Requirement Forms, and
Attachments

Before You Begin: IGAM connects to the MicroEdge IGAM server over the
Internet. In order to retrieve applications and online requirements, the
workstation that you are using must have access to the Internet.

To retrieve applications and online requirements:

=% 1 Inthe Main menu, select Action » Retrieve. [f there are applications and/
or online requirements on the server, a message informs you of the
number of applications and/or online requirements, and asks if you want
to retrieve them:

*& New Submissions @

Applications

The retrieval of applications was last performed by Admin on 2062009 ak 3:13 PM,
3 applications are awaiting retrieval.

Requirements

The retrieval of requirements was last performed by Admin on 2/6/2009 at 3:22 PM,
0 requirements are awaiting retrisval.

[t |
Close

Note: If you are using the multiple sites functionality, you will be
prompted for each site that contains applications and/or online
requirements on the server. For more information about multiple sites,
see “Managing Multiple Sites” on page 307.

2 Choose one of the following options:
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% Click Retrieve Applications if you want to retrieve the applications
and their attachments. The applications and all attached files will be
downloaded.

% Click Retrieve Requirements if you want to retrieve the online
requirements and their attachments.

% Click Close if you want to retrieve the applications and/or online
requirements at another time.

If you click Retrieve Applications or Retrieve Requirements, the files are
downloaded and IGAM summarizes the results of the retrieval.

@ New Submissions El
Applications

3 applications have been retrieved.

[ ssssine |

Requirements

The retrieval of requirements was last performed by Admin on 2/6/2009 at 3:22 PM.
0 requirements are waiting retrieval.

[ sshansnss |

Note: If you are only retrieving a single application, the following screen
appears:

\
Grant Application Manager

&

One application has been retrieved,

Do you want o generate correspondence?

es Mo

3 Choose whether or not to generate acknowledgement correspondence.
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Note: The option to generate correspondence upon retrieval can be
disabled in your system-wide preferences. If this is the case, the option to
generate correspondence will not appear.

If you choose to generate correspondence, the Correspondence Wizard is
displayed. You can use the Wizard to create email or printed
correspondence, as described in “Generating Correspondence” on

page 288.

Re-Retrieving Applications and Online
Requirements

Copies of submitted online applications and online requirements are stored
on the MicroEdge IGAM server. Pending applications and online
requirements that have been retrieved may be re-retrieved from the server.
You may want to do this when you wish to work with a pending application
or an online requirement that was previously deleted.

Note: Application and online requirement attachments cannot be re-
retrieved.
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To re-retrieve applications and/or online requirements from the MicroEdge
IGAM server:

1 From the GAM Main menu, select Tools » Re-Retrieve. The Re-retrieve
window appears:

“& Re-retrieve g@@

File Edit
E Re-retrigve M Specify Date Range... £# Clear Date Range
Specify Forms

Select Forms to choose from;

Select Forme from which to re-retieve submissions:
Progess Report [40008]

Submit Date Range

2 Select the kind of forms you want to view using the Specify forms to
choose from drop-down menu.

3 Refine the list of applications or online requirements to be re-retrieved:

% Click Specify Date Range in the Re-retrieve window toolbar, and
ﬂ you can limit re-retrieval to applications or online requirements
whose original retrieval date falls within a specified range.

Click Clear Date Range to remove the date filter.
< The Specify Forms section allows you to choose the form or forms

used to create the application(s) or online requirement(s) you wish to

re-retrieve. Note also that you can select multiple items from the list
of forms.

Selecting an item in the drop-down menu allows you to limit the list
to those forms of a specific stage.
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4 Click Re-retrieve. The resultinglist of applications or online requirements
opens in the Re-retrieve window:

Checkall | |{L

Fam ‘ Submittedl Hequiramenll Retrieve ‘
Progess Report [40006] 2/8/2009 18079 r

Retrieve

5 Select the check box next to each application or online requirement you
wish to re-retrieve, then click Retrieve.

Before re-retrieving applications from the MicroEdge IGAM server, your
system will first check each application to see if it currently exists in your
GAM (this is not true for online requirements). It then re-retrieves the
applications based on the following rules:

% If the application is not found in your GAM (if, for example, it was
previous deleted), the application is re-retrieved to your Pending
folder.

< If the application is found in the History folder of your GAM (that is,
it has already been considered or rejected), the application is not re-
retrieved.

< If the application is found in the Pending folder of your GAM, the
application is re-retrieved and the previously retrieved application is
overwritten with the new one. (This will undo changes made to
application in the GAM, such a linking and spelling checking.)

A process monitor displays the results of your re-retrieval.
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Retrieved applications are maintained in the Pending folder while you
review them. You can search Pending Applications and customize the
manner in which they are displayed.

The Pending Folder

To view the Pending folder, click the Pending icon.
[ Pending Applications

: All Pending Applicatiors 2]

New York Cares Steve Jones 3/26/2009
i @5 BU0Sping Strest $10.000.00
1 g €2 Newoik, NY 10024 $0.00

By default, the following information is displayed in the Pending folder.

Column Description

Attachments If the icon is displayed, there are files attached to this
Iﬂ] application.

Charitable/Non- If the icon is displayed, applicant is a non-charitable

Charitable ﬁ organization.
Organization?

Complete/ F If the icon is displayed, the application is flagged as
Incomplete Iél Incomplete.

Application?

Stage One of three values appears, indicating the stage of the

“éff' application:

< 1/1- Asingle-stage application
< 1/2 - The first stage of a two-stage application
< 2/2-The second stage of a two-stage application
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Column

Description

Linked?

1

‘E

"

Organization (Name/Full
Address/Tax ID)

Request Contact (Full
Name/Title/Phone/Fax/
Email)

Organization Contact (Full
Name/Title/Phone/Fax/
Email)

Request (Date/Amount/
Budget)

Project (Title/Description)
Program Area Primary

Block

Geographical Areas Primary

Age Group
Ethnicity

Population Served

Organization Background

Viewing Pending Applications

If the icon is displayed, a link between the application
and records in your GIFTS database has not been
attempted.

The applicant Organization’s name, address, and Tax ID.

The Request contact’s name, title, telephone numbers,
and email address.

The Organization contact’s name, title, telephone
numbers, and email address.

The application request date, the requested amount,
and proposed Project Budget.

The short and long descriptions of the project.

The program under which the applicant organization or
proposed project falls, such as ‘Education’ or ‘Health and
Human Services.’

The geographic location served by the applicant
organization or the proposed project (not necessarily the
organization’s location).

Used to track the age group served by the project.
Used to track the ethnic group served by the project.

A general category used to track the groups that are
served by the project. Often used to track economic
status or specific disabilities.

Background information on the applicant organization.
This might include a brief history of the organization
and their mission statement.
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Column Description
Application ID/Record ID/ Applications generated from the same Form are
Form ID assigned sequential Application ID numbers. When an

application is retrieved into the database, it is also
assigned a Record ID to identify the record in the
database.

The Form ID identifies the online application Form from
which the application was generated. The Application ID
and the Form ID together comprise an ID that is unique
among all other applications in the system.

Customizing the View Columns

If the information that you want is not displayed, you can add it to the
display in new columns.

You can do this by going to View » Show Columns just like in GIFTS.

Eie Tools Help

& save and Close | [C] Reset Defaults >y &

Defauk v 825 =« B F U EE= Aﬂ'

Ayadable Columns Show these columns in this order

Project Title ~ ## | Column | Heading -
Project Title, Description

5 O 7] MName, O MName /
HEcormancana Losnats Inchide >>_| 17 Fequest Primay Contsct Request  Request Contact (Ful
Recommended Amount << Remove ] | | & Application: Request Date, Amount, Request [Date /
Request Amourt N ion: Project Title. Description  Project [Title /
:equesl gaﬂe —— 10 & G J A Arent
ecpieat Diste, A Trorect o 11 Oiganization: Background Organization
»

12 Apphication: Appbcation D, Record  Appication ID / Recerd

Reguest ID
Spell Check
Stalf E-mail |

Select available columns from Move Up
Application ~]|

Defaults

Addrass . Form 1D

Request Primary Contact
Organization Primasy Contact
Drganization

For Multi Site ID users, the Application category now has a Site_ID column
which can be added to Views or Advanced Searches to find applications
specific to a SID.

For more information on adding or removing columns, please refer to the
GIFTS User’s Guide.
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Opening and Printing Pending Applications

To open an application in either the Pending or History folder, double-click
the item in the grid. The application opens in a “printer-friendly” view.
Specifically, it opens as an HTML web page in your default web browser.
This allows you to read the application as it will appear when printed.

To print the application, print the web page in which it is displayed using
your browser’s print command.

Searching for Pending Applications

You can search for pending applications as you would any record in GIFTS.
For example, you can search the Pending folder for all applications from a
specific Organization.

If you are not familiar with GIFTS search techniques, please refer to the
GIFTS User’s Guide. This section summarizes the Quick Find properties for
the Pending folder only.

ﬂ To run a Quick Find search for pending applications, go to the Pending
folder and choose Edit » Find from the Main menu.

“ Quick Find [Edit] ]

Chaao
. I fultiple Submizsions by Organization Population Served
Application [D Multiple Submissions by Request Contact Pragram Area
Application Stage Organization Charitable Project Title
All Organization City Recommended Amant
Coding Sheet Organization Country Recommendation Commen
Ethnicity Organization Name Request Amaunt
Form Organization State Reguest Contact's Last Ma
Gender Organization Tag 10 Bequest Date
Geographical Area Served Organization Type Submitted Date
Find Pending Applications that match these criteria
| =
| | |
Advanced | Cancel |
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You can search the Pending folder using the following Quick Find properties.

Property Description
Age Group The age group served by the proposed project.
Application ID Applications that are generated from the same form are assigned

Application Stage

All

Coding Sheet
Ethnicity
Form

Gender

Geographical Area
Served

Multiple
Submissions by
Organization

Multiple
Submissions by
Request Contact

Organization
Charitable

Organization City

Organization
Country

Organization Name

Organization State

sequential Application ID numbers. (The Application ID coupled
with the Form ID comprises a unique identifier to distinguish the
application from other applications on your system.)

Limit your search results to applications of a certain stage: single-
stage applications, first-stage applications, or second-stage
applications.

Select this option to display all applications in the Pending folder.
Used to search applications by code.

Used to track the ethnic group served by the project.

The online application form.

Used to track the gender group that is served by the project.

The geographic location served by the applicant organization or
the proposed project (not necessarily the organization’s location).

Displays applications for which the organization is identical. You
can use this to help identify applications that are submitted by
the same organization.

Displays applications for which the Contact Last Name is
identical. You can use this to help identify applications that have
the same Contact.

A flag indicating that the organization is a public charity.

The city in the organization’s postal address.

The country in the organization’s postal address.

The name of the organization that submitted the application.

The state in the organization’s postal address.
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Description

Organization Tax
ID

Organization Type

Population Served

Program Area

Project Title

Recommended
Amount

Recommendation
Comment

Request Amount

Request Contact’s
Last Name

Request Date

Submitted Date

The organization’s tax ID.

Describes the main focus of the organization’s efforts, such as
‘Arts and Culture’ or ‘Civic and Community.

Groups that are served by the project. Often used to track
economic status or specific disabilities.

The program under which the efforts of the funding request fall,
such as Education or Health and Human Services.

The applicant’s description of the project.

If you generate applications for internally recommended grants,
the recommended grant amount.

Any comments regarding the internally recommended grant.

The Request grant amount.

The last name of the Request’s contact person.

The date on which the Request for funding was made, usually the
date of the proposal or the date the application was received.

The date that the application was submitted to the Mailbox.

Setting the Folder View Options

By default, all applications in the Pending or History folders are displayed
when you log on. If you only work with a specific group of applications—in
a particular program area for example—you can populate your folders with
the results of a search each time you log on.

The option that you specify here applies to your workstation only, it does
not affect the way that other users’ folders are displayed.

Viewing Pending Applications
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To choose the manner in which applications are initially displayed:

1 Select Tools » Preferences from the Main menu. The Preferences
window is displayed. In the Category section, click on User Specific/ View
Options. These options now appear on the right section of the window:

“& Preferences E‘
Lategory L
Chaose how pou want the folder to be populated when logging into
SYsDtBW_ ‘wide the Grant &pplication Manager
phions
-Application Handling Pe{rldmg Il
External Empty )
Updating Gifts g i
IRS Tax Data a0 oy applications
External Reviews . e .
Proxy Server " Wiew only those applications submitted using this Form:
Firewall
U ger 5pecific J
™ Use a saved search
-Applicant/Grantes Yiew Y
LOptions
History Folder
" Empty
& Yiew all applications
" Yiew only applications
" Yigw gnly those applications submitted using this Form:
" Use a saved search
L]

You can set user-specific view options for both the Pending and History
folders. The options are the same for both GAM folders.

Selection

Description

Empty

View all applications

“ . »

View only “x” applications

View only those applications
submitted using this Form

Use a saved search

218

No applications are displayed in the folder when
you log in. You can populate the folder by
searching it.

All applications in the folder are displayed each
time you log in.

Select one of the following options from the drop-
down menu: Single Stage, Stage 1 of 2, or Stage 2
of 2. Only applications generated from Forms of
the selected stage will be displayed.

Only applications generated from the Form you
select here are displayed in the folder.

The folder is populated by a saved search that you
specify. Click the search icon to browse the
available saved searches.
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2 Select one of the options above to determine the applications with which
each folder will be populated.

Note: If you do not select “View All Applications’ you can still view all
applications in the folder by selecting “All" in Quick Find. For details, see
“Searching for Pending Applications” on page 215 or “Searching in the
History Folder” on page 265.

3 Whenyouare finished, click OK. The next time that you log in, the folders
are populated in the manner you specified.

Viewing Attachments

You can open and view files attached to applications after you have retrieved
the applications from the IGAM server. This option is available in both the
Pending and History folders of the GAM.

Note: Requirement form attachments are attached to the associated
Requirement in GIFTS in the Document folder and can be viewed there.

To open and view a file attached to a retrieved application:
1 Select (highlight) an application in the GAM Organizer grid.

2 From the Main menu, select View » View Attachments. The View
Attachments window appears.

3 From the list, click on the file you want to review.

Checking Pending Applications for Errors

Before reviewing applications and making your decisions to reject or
consider them, you can check to see if they are complete, contain any
misspellings, or represent multiple submissions of other applications in your
Pending folder.
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Marking Applications as Incomplete

If you review an application and find you need more information—perhaps
you want to request that the applicant send a detailed project description—
you can mark the application as Incomplete. When you receive the
information, you can mark it Complete.

Tip: You can still consider an application that is marked Incomplete. If you
want to track the receipt of materials and other grant requirements for an
application that is being considered, create Requirements for them in GIFTS.

To mark applications as Incomplete:

1 Highlight one or more applications and choose Action » Mark as In/
Complete.

¢ Veiify Completeness

Organization  Mew University

£ &pplicant Cindy Evans
777w, Bdth Street
New rark, MY
212-686-1211
212555112

Hotes
[F3 = 5pel)

Cancel |

Note: If you are marking a batch of applications, the information that you
provide here is applied to each application in the batch.

2 Clear the Application Information is Complete checkbox. You can enter
Notes regarding the incomplete applications.

3 Whenyouare finished, click OK. The applications are marked Incomplete
and the Incomplete icon is displayed in the Pending folder.

To mark applications as Complete, choose Action » Mark as In/Complete
and select the Application Information is Complete check box.

Checking Pending Applications for Errors



Retrieving and Handling Pending Applicatio

Checking Spelling

To ensure that the application information you transfer to GIFTS is correct,
you can identify and correct spelling errors on applications before you
consider them.

Nofe: This step is not required. However, your Administrator can configure
your system to notify you when you consider an application that has not
been spell checked. For more information on this option, please see
“Application Proofing” on page 72.

To check the spelling in applications:
1 Highlight the applications that you want to check for spelling errors.

2 From the Main menu, choose Tools » Spelling, or press F3. The spell
checker verifies that each word in the application is spelled correctly.

% If no words are misspelled, a message indicates that the spell check is
complete.

< If there are spelling errors, the Spell Checking window is displayed.

Spell Checking ‘Request: Project Description @

Change To:
lgnore
Suggestions: v Ignore All

Add

Change
Change &l

Add Words Ta

Coiw/INDOWSHGiftsCat DCT j

Cancel

The Change To field contains the word that was not found in the
Spell Checker’s dictionary. The following options are available:

Option Description

Ignore Ignore the current word and proceed to the next misspelled
word.

Ignore All Ignore all occurrences of this word within the field you are spell
checking.
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Option Description

Add Add the current word to your Custom Dictionary; it is
permanently saved to the Custom Dictionary on your
workstation. The filename of your Custom Dictionary is
specified in the Add Words To field.

The Spell Checker uses both its Main Dictionary and your
Custom Dictionary. Regardless of the Custom Dictionary you are
using, the spell checker always has access to its Main Dictionary.

Change Change the current word to the word displayed in the Change
To field. If the word in the Change To field is not the correct
word, you can choose another from the Suggestions list or type
the correct word into the Change To field.

Change All Change all occurrences of this word to the word displayed in the
Change To field.
Cancel Cancel the Spell Check.

Searching for Multiple Submissions

Multiple submissions result when an applicant submits the same project
information two or more times.

Multiple submissions can:
< Take up space in your Pending folder.

% Lead to duplication of effort if staff members review different applications
for the same proposal.

< Cause duplicate Requests in GIFTS if you consider them.

After you retrieve applications, you can search the Pending folder for
multiple submissions and reject them. Use the Pending folder Quick Find to
search for multiple submissions by Organization and/or Request Contact.

Fultiple Submizgions by Qrganization

tultiple Submizgions by Request Contact

Multiple Submissions by Organization Displays applications that have
an identical Organization.

Multiple Submissions by Request Contact Displays applications that
have an identical Request Contact.
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If your search identifies multiple submissions for the same proposal, you can
reject them as described in “Resubmissions” on page 251.

Researching Applicants

The GAM makes it easy for you to research organizations that apply for
funding. You can view the applicant’s website and confirm their non-profit
status without leaving the GAM.

Important: In order to review applicant websites and research non-profit
status, your workstation must have access to the Internet.

Viewing an Applicant Organization’s Website

If the applicant provides an organization website address, you can access it
directly from the Pending folder. You can continue working in the GAM
while you review the applicant’s website.

To go to the applicant organization’s website:

@ 1 Highlight the application and choose Action » View Applicant Website.
The GAM opens the applicant website from your Internet browser.
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Researching an Applicant’s Non-Profit Status

To verify an applicant’s non-profit status and gather other useful
information regarding the organization:

1 Highlight the application and choose Action » Research from the Main

menu.

The GAM takes you to a website that provides detailed information on
non-profit organizations. (The site that you use is defined by your
Administrator.)

For example, if your Administrator has set up your system to research
applicants using GuideStar®—and the applicant has provided a valid Tax
ID—a summary of the applicant’s non-profit status is displayed.

Charity Search

| Get Invalved: LEARN MORE GIVE ONLINE VOLUNTEER & MORE

£Gs 3 Lo
Charity Search @

\ ORrGaNIZATIONS Founo: 1 | Refine Search | New Search |

ed Search

R T 1)Border Collie Rescue, Inc. #Gs  Soww
Melrose, FL 32666
7 Border Collie Rescue is a national humane organization that
[ Charity N G
assists in the rescue and placement of Border Collies in the

United States and throughout the world -- dedicated to

| _Nonpro O

If no Tax ID was provided, or the ID was not valid, you can search the site
for the applicant organization.

Transferring Applications to Another

Branch
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If you are using the GAM with branch security, you can retrieve and process
applications that originated from Forms that are mapped to your branch. If
you want to re-direct a Pending application to another branch—perhaps the
proposal serves an area covered by another branch—you can transfer it if
you are a member of the Admin user group.
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Note that when a GIFTS Request is created from an application, its branch
assignment will be determined by your system setup (transferring an
application in IGAM does not override the rules set up for your system):

% Ifyouare using decentralized branch security, the Request will be assigned
to the branch of the user who considers (or rejects, if Requests are created
for rejected applications) the application.

% If you are using centralized branch security, the Request will be assigned
to the branch specified in the application form'’s properties.

To transfer applications to another branch:

1 Highlight the applications that you want to transfer. From the Main menu,
choose Tools » Transfer Branch.

Note: This menu option is only displayed if you are logged in as a member
of the Admin user group.

‘i Transfer Applications

Please select the Branch / Division pou want these
applications transferred to;

ar >

2 Select the branch to which you want to transfer the applications and click
OK. You are notified that the application was successfully transferred.

Note: If you are transferring a batch of applications, all applications in the
batch are transferred to the branch you specify. If you want to transfer
applications to several different branches, transfer them individually.
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You can delete selected applications from the Pending folder.

1 Select the application or applications and select File » Delete from the

Main menu.

Ifany of the selected applications has files attached, the following window
opens:

GIFTS Grant Application Manager

@ Wiould pou like to delete the files aszociated with this application as well? Deleted attachments cannat be recovered.

Yes | Mo I Cancel |

Important: If you are planning to re-retrieve these applications, you should
probably not delete the attached files (attachments cannot be re-retrieved
from the MicroEdge IGAM server). For information on re-retrieving
applications, please see “Re-Retrieving Applications and Online
Requirements” on page 209.

Click Yes to delete both the application and its attachments; click No to
delete only the application; click Cancel to delete neither.
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Processing
Application Decisions

Retrieved applications in the Pending folder of your Grant
Application Manager (GAM) can now be reviewed and decided
upon, and your decisions processed. This chapter provides
overviews of the decision-making processes for both single- and two-
stage applications, followed by detailed instructions on performing
the decision-making procedures.

Note: Online requirements do not require this step. After they have
been retrieved from the IGAM server, online requirement data is
automatically transferred into GIFTS. No further action is required.

In This Chapter:

Processing Single-Stage Applications .............coceveveveeenirnnns 228
Processing Two-Stage Applications ..........cccoovvveveveeeineennnes 229
About Linking Applications with GIFTS ............cccccccoeeinenee 233
Linking Applications with GIFTS........ccccccoevnininiiiiccinas 239
Considering APPliCAtiONS ..........c.eueueeerererrrrirereninerieeeeieieaeeas 248
RESUDIMUISSIONS ... 251

Working in the History Folder...........ccccoeinninnnnneenn, 263
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Processing Single-Stage Applications
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Your two options when reviewing any pending application are to Consider
the application, or to Reject it.

When you Consider an application, the application moves from the GAM’s
Pending folder to the History folder, and a new Pending Request is created
in GIFTS containing the data from the online application. After this, all
decisions on the applicant’s request for funds are processed in GIFT'S using
that Request record.

When you Reject an application, the application moves to the GAM’s History
folder. (A rejected application can be rolled back to Pending; see page 262 for
details.) An option in the IGAM preferences can be set to create a Declined
Request in GIFTS representing the information from a Rejected IGAM
application. This option is turned off in the IGAM’s default configuration;
please see “System-Wide Options” on page 72 for details on changing this
option.

Considering a Single-Stage Application

The decision to create a Pending Request in GIFTS for an online application
is called considering an application. Any retrieved application in your GAM
Pending folder can be considered. The procedure for considering a pending
IGAM application follows:

Step 1: Linking the application with GIFTS  Linking an application
means designating the existing Organization and Contact records in GIFT'S
that represent the applicant. If a Request has already been entered in GIFTS
for this request for funds, you have the option (but are not required) to link
the online application to the Request as well.

The value of linking applications before considering them is explained in
“About Linking Applications with GIFTS” on page 233. Instructions for
performing this task can be found in “Linking Applications with GIFTS” on
page 239.

Step 2: Considering the application After linking is performed, you can
process your decision to consider the application. A Pending Request is
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created in GIFTS, and the application moves from the Pending folder to the
History folder of the GAM.

For details on the procedure for considering an application, please see
“Considering Applications” on page 248.

You can now move to GIFTS to work with the Pending Request as needed in
order to process your eventual decision on the request for funds.

Rejecting a Single-Stage Application

The process for rejecting an application depends on how your IGAM
administrator has decided to handle rejected applications.

When your IGAM preferences are set to their defaults, no equivalent GIFTS
Request records for rejected applications are created or used. (Since the
application has already been rejected, your administrator may feel there is
no need to track the application in GIFTS.) The rejected application moves
from the GAM Organizer’s Pending folder to the History folder, and the
rejection is fully processed.

However, your IGAM administrator may choose to have IGAM create new
Declined Request records in GIFTS to track these rejected applications.
(Organizations that want a more complete history of all requests made of
them may choose this option.)

In this case, you must first link the application to GIFTS (see “Linking
Applications with GIFTS” on page 239) before you can reject it.

For details on the procedure for rejecting applications, please see
“Resubmissions” on page 251.

Processing Two-Stage Applications

Your two options when reviewing either stage of a Pending two-stage
application are to Consider the application, or to Reject it.

Although a completed two-stage application necessarily means two different
Application records in the GAM, the two stages are linked and create only
one GIFTS Request record. After you have received and considered both
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stages of a two-stage application, a single Pending Request in GIFTS allows
you to complete your ultimate decision on the applicant’s request for funds.

Considering a First-Stage Application

Online applicants will only be allowed to fill out the second stage of a two-
stage application after you have decided to consider the first stage. The
second-stage form is made available to the user automatically when you
consider the first stage.

The process for considering the first stage in a two-stage application is
similar to that for considering a single-stage application:

Step 1: Linking the application with GIFTS Linking an application
means designating the Organization, Contact, and (optionally) Request
records in GIFTS that represent equivalent fields in the online application.

The value of linking applications before considering them is explained in
“About Linking Applications with GIFTS” on page 233. Instructions for
performing this task can be found in “Linking Applications with GIFTS” on
page 239.

Step 2: Considering the application After linking is performed, you can
process your decision to consider the application.

For details on the procedure for considering an application, please see
“Considering Applications” on page 248.

The results of considering a first-stage application follow:

< The first-stage application moves to the GAM Organizer’s History folder.

e

< A Pending Request representing the first stage data is created in GIFTS.

The Pending Request in GIFTS is flagged as Incomplete, so that no one
will approve or decline the Request before the data from the second stage
is received. This is true even if the ‘Default New Requests to Complete’
option in the GIFTS Administrator General Preferences tab is activated.

Note: You can manually mark the Request as Complete in GIFTS before
you receive the second application, if you wish. You cannot, however,
decline the pending Request until the second-stage application has been
retrieved and rejected. If you want to decline the Request and deactivate
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the second-stage application before it is retrieved, you should reject the
corresponding first-stage application located in the History folder of the
GAM. For details see “Rejecting First-Stage Applications” on page 267.

% The second stage of the two-stage application is automatically made
available to the applicant. You can select the second-stage application
when you process consideration of the first stage, or in the History folder.

You can also generate email notification of the second-stage application’s
availability, when processing consideration of the first stage or from the
History folder.

Users whose first-stage application is considered will have the opportunity
to fill out and submit the second-stage application. After it is completed, you
can retrieve it from the GAM Organizer’s Pending folder for processing.

Rejecting a First-Stage Application

If you Reject the first stage of a two-stage application, the first stage moves to
the GAM Organizer’s History folder. The online applicant is not given an
opportunity to fill out a second stage.

The process for rejecting an application depends on how your IGAM
administrator has decided to handle rejected applications:

< When your IGAM preferences are set to their defaults, no equivalent
GIFTS Request records for rejected applications are created. The rejected
application moves from the GAM Organizer’s Pending folder to the
History folder, and the rejection is fully processed.

< However, your IGAM administrator may choose to have IGAM create a
new Declined Request record in GIFTS to track these rejected applications.
In this case, you must link the application to GIFTS (see “Linking
Applications with GIFTS” on page 239) before you can reject it.

For details on the procedure for rejecting an application, please see
“Resubmissions” on page 251.
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Considering or Rejecting a Second-Stage
Application

Once a second-stage application and its attachments have been retrieved,
you can then consider or reject the application.

Note: Pending second-stage applications may not need to be linked to GIFTS
before processing. Data entered in the second-stage application will simply
update the Pending Request created by its first-stage counterpart. If
additional contact roles are included in the second stage, however, you will
be required to link the second-stage application to equivalent Contact
records in GIFTS before processing.

When you consider a second-stage application, the following occurs:

e
o

The Pending Requestin GIFTS is updated with data from the second-stage
application. No new or additional Request is created.

If any fields are repeated in both stages of the application, data entered in
the Request record from the first-stage application is overwritten by new
entries from the second stage. (If a repeated field in the second-stage
application is left blank by the applicant, any data entered in this same field
during the first stage is left as is.)

The following fields are exceptions: Evaluation, Project Long
Description, and Organization Background. If these fields occur in both
stages of a two-stage application, the method for dealing with new data
in the second stage is governed by an IGAM preference. For more
information, please see “Updating GIFTS” on page 78.

The Pending Request is now flagged Complete or Incomplete, based on
whether the ‘Default New Requests to Complete” option in the GIFTS
Administrator General Preferences is turned off or on. For more
information, please see “Defining Default Complete/Incomplete Status”
on page 123.

The second-stage application moves from the Pending folder to the
History folder in the GAM.

For details on the procedure for considering an application, please see
“Considering Applications” on page 248. After you finish, the Pending
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Request in GIFTS contains all data from both stages of the application and
can now be approved or declined as desired.

When you reject a second-stage application in the GAM, the following occurs:

< Data from the second-stage application is entered in the corresponding
GIFTS Request record, following the same rules as stated above.

< The Disposition of the Request is changed to Declined.

% The second-stage application moves from the Pending folder to the
History folder in the GAM.

For details on the procedure for rejecting an application, please see
“Resubmissions” on page 251.

About Linking Applications with GIFTS

In GIFTS, each Request is associated with an Organization and a Primary
Contact. Before you consider an application—and transfer it to GIFTS as a
Pending Request—you can link it with existing Organizations, Contacts, and
Requests in GIFTS.

You are required to attempt to link an application with Organizations and
Contacts in GIFTS before you can consider it. Your Administrator can
optionally require you to link with Requests as well.

Note: Pending second-stage applications may not need to be linked to GIFTS
before processing. Data entered in the second-stage application will simply
update the Pending Request created by its first-stage counterpart. If
additional contact information is included in the second stage, however, you
will be required to link the second-stage application to equivalent Contact
records in GIFT'S before processing.

When you attempt to link an application by searching for matching records,
the GAM “remembers” that a link was attempted. Once you attempt to link
an application, you are not required to do so again.

If you want to search for records added to GIFTS since you initially
attempted to link the application, you can re-link it.
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Why Link Organizations and Contacts?

When you consider an application, the new Pending Request that is created
in GIFTS must be associated with an Organization and a Primary Contact. If
GIFTS created a unique Organization and Contact record for each
application you considered, your database would soon be cluttered with
duplicate Organizations and Contacts.

To avoid this, the GAM lets you link an applicant’s organization and contact
to existing Organizations and Contacts in GIFTS. The Request that is
created when you consider the application is automatically associated with
the linked Organization and/or Contact.

If you are unable to establish links—because no matching Organizations or
Contacts were found—a new Organization and/or Contact is created when
you consider the application.

Note: When overwriting Organization and/or Contact information, an
IGAM Update Activity is automatically created for the Organization or
Contact record in GIFTS. This Activity contains both the old and updated

information.

Tip: Before you link Pending Applications, you can review them and reject
those that you do not want to consider. This saves time by reducing the
number of applications that you have to link. (This is not the case if your
IGAM administrator has chosen to have IGAM create new Declined
Requests from rejected applications. These must be linked before they are
rejected.)

Why Link Requests?

If you consider an application that is already in GIFT'S—perhaps the Request
was entered into GIFTS manually by another staff member—you can
inadvertently create a duplicate Request record in GIFTS.

To prevent duplicate Requests, you can match your applications with
existing Requests in GIFTS before you consider them. If you link the
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application to a matching Request in GIFTS, the application is automatically
rejected when you save the link.

Note: Data from the linked application will not be reflected in the Request in
GIFTS.

If no link to an existing Request is established, a new Pending Request is
created in GIFTS when you consider the application.

By default, you are not required to link Requests. However, your
Administrator can require you to perform this step before you consider an
application.

Why Re-link Applications?
You can re-link applications:

< That have already been linked.

K3

< For which linking was attempted and no matches were found.

Re-linking applications can help you prevent duplicate records in GIFTS in
cases where Organizations, Contacts, or Requests are added to GIFTS after
you have attempted a link, but before the application is considered.

Example: An organization submits two applications, each for a different
project. You attempt to link the first application with Organizations in
GIFTS, but no matches are found. If you consider the application at this
point, a new Organization will be created in GIFTS. Instead you decide to
consider it later—perhaps you are waiting for more information.

In the meantime, you consider the second application—creating a new
Organization record in GIFTS for the applicant organization.

The first application is not linked to the new Organization. If you consider
it, a duplicate Organization record will be created in GIFTS. To prevent
this, you can re-link the first application and link it to the new Organization
that was added since you first attempted the link.

Important: If you re-link an application with Organizations in GIFTS, any
record of an attempted Request link is cleared from the application. To help
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prevent duplicate Requests, be sure that you re-link Requests after you re-
link an application to an Organization.

Tip: Although you are not required to re-link, it is a good idea to re-link
applications that were linked and then not considered right away.

Organization Matching Logic

When you attempt to link an applicant with Organizations in GIFTS, the
GAM matches the applicant organization’s Tax ID, Name, State, and Postal
code with Organizations in GIFTS by using the following logic:

If the Tax ...and the Name and ...then...

ID... State...

matches or is match the Organization is considered a

not supplied match.

matches do not match the Organization is considered a
match.

is not supplied do not match the Organization is not

considered a match.

does not match match the Organization is considered a
match.
does not match do not match the Organization is not

considered a match.

Tip: You can control what the system uses to match Organizations or
Contacts by going to Tools > Preferences > Match. Instead of using all
fields listed for the match, you could use only one or two in order to expand
the search results.
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Organizations with the same name and state will be listed first by default,
followed by Organizations with the same name, followed by all other

matches.

Tip: You can control how the system lists the search results by going to Tools
> Preferences > Match and moving the fields up or down to reset sort

priority.

Contact Matching Logic

When you attempt to link the applicant’s contact information with Contacts
in GIFTS, the GAM matches the contact’s First Name, Middle Name, Last
Name, and Telephone Number.

In addition, if you have previously linked the application to an Organization
in GIFTS, the GAM also matches the linked Organization ID with Contacts’
Organization IDs.

If the ...and the First Name, ...then...

Organization Middle Name, and Last

ID... Name...

matches or is not match the Contact is considered a

yet linked match.

matches or is not do not match the Contact is not considered

yet linked a match.

does not match match the Contact is not considered
a match.

does not match or  do not match the Contact is not considered

is not yet linked a match.

Request Matching Logic

Request linking is the final step in linking your applications with GIFTS. If
you linked the application to an Organization in GIFTS, the application is
matched to all Requests for the linked Organization.
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You can narrow the focus of the Request matching search by selecting
additional Request Matching Criteria. For more information, please see
“Step 4: Linking Requests” on page 246.
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Linking Applications with GIFTS

The Link Helper guides you through the linking process.

Step 1: Start the Link Helper

To link applications with records in GIFTS, highlight the applications that

=  you want to link and choose Action » Link to GIFTS.

“@ Link Helper [_T] ]

Use the checklist below to assist in searching for matching Organizations /£
Contacts / Aequests in GIFTS for Windows.

Searching for matches will help minimize duplicate records in GIFTS onhce the
applications are 'Considered'.

1 Organization Link (required)

1 application iz linked to an organization in GIFTS.
1 application iz specified as ‘new’,
2 applications exist where a link has not been attempted.

2 Contact Link [required)

c 1 application iz linked to a contact in GIFTS.
Lontact | 1 application iz specified as 'new’.
2 applications exist where a link has not been attempted.

3 Request Duplicate Link [optional]

[ | 0 applications are Dupllca!es. .
1 application will create a 'new'’ request.

1 application exists where a link has not been attempted.

Close

The Link Helper lists the number of applications:

« Which are linked.

< Which are “New” (i.e., for which linking was attempted, but no matches

were found).

< For which linking has not yet been attempted.

Step 2: Linking Organizations

When you link Organizations, the Linking Helper scans your GIFT'S

database and lists Organizations that match the applicant organization. You
can link the application with the matching Organizations or search for

another Organization.

Linking Applications with GIFTS
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You can also re-link Organizations that have already been linked or those for
which no matches were found previously.

For details on the logic that the Helper uses to match Organizations, please
see “Organization Matching Logic” on page 236.

To link applicant organizations with Organizations in GIFTS:

1 Click Organization. Ifthe application(s) are already linked, you can choose
to re-link the linked applications or maintain the existing links.

2 The Helper lists the applicant organizations and the possible matching

Organizations in GIFTS.
%3 |ink Organizations ol & =
Eile Edit Help
=] AcceptLinks.. Check &l Uncheck &Il
Applicant #of | Link To Update Update Details
[MNamel], [Address], [City]. [State], | Hits | [Name], [Address], [City], Gifts
o [State], [Zip]
ITax 01 Max DT GIETS 100
“wiest Bdth Strest Community 0 west Bath Commurity -
& § Center, 519 'West 5dth Sheet, Center, 619 West 54th % I
I Mew ork, N 103 Streat, New York, NY
ization;
x
Column Description
Applicant The applicant organization
# of Hits The number of possible matching records in GIFTS.
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Column Description

Link To Possible matching Organizations in GIFTS.

If there are multiple possible matches, you can select among them
by clicking the down arrow.

If none of the Match Options is appropriate, you can search all
Organizations by clicking the binoculars.

Example: You receive an application from the Brooklyn
Dance Collective, which you know is another name for the
Brooklyn Ballet. You can search for the Brooklyn Ballet and
link the application to it.

If no matches are found, “New Organization” is displayed. If you
consider the application, a new Organization will be created in
GIFTS.
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Description

Click the box in this column will open the Update Details form.

&% Updsate Details - West Séth Community Center (43) ==
Selected fields wil be ovenwiten
[ Field Current [ New [ =
b | " Addess E19West Bdth Sleet B13West Boh Sheat |
[ |@ ciy Hew Yok New Yark
[ |@ St Y Ny
[ | " ZpFosalCode 10019 10018
[T |F Countyp
[ | Phone
[ |® Estension
Cle Ea Be
oK Cancel

This is used to overwrite the linked Organization fields in GIFTS
with the corresponding application fields during the consideration
process.

The following Organization record fields cab be included in the
GIFTS update:

- Address

- City

- State

- Zip/Postal

- Country

- Phone

- Extension

- Fax

- Email

- WWW Address

- Organization Annual Budget
You can uncheck fields you do not want updated in GIFTS.

NOTE: Blank application fields do not overwrite corresponding
GIFTS fields. However, if the application form contains Phone
information but not Extension information, any Extension
information for the associated GIFTS record will be erased.

If this feature is used to overwrite an Organization’s Address, all
Contacts associated with the Organization that share the same
Office Address as the Organization will have their Office Address
overwritten. However, if this feature is used to overwrite a Contact’s
Office Address, the Primary Organization associated with the
Contact will not have their Address overwritten, and will no longer
share their Office Address with the Contact.
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3 Select an Organization from the Link To options and proceed to Step 6,
or click the Search button to select another Organization using the Quick
Find search.

Nofe: If you select “New Organization,” GIFTS creates a new
Organization record when you transfer the application from the GAM.

4 Enter search criteria for the Organization, and then click Find Now. The
Search for Organization window displays.

Note: The fields displayed depends on your Organizer view. For more
information about the Quick Find search, see the “Using the Quick Find
Search” section in Chapter 4 of the GIFTS User’s Guide.

5 Select the Organization to which you want to link the application form,
and click OK.

Tip: Click Search to return to the Quick Find search.
6 Repeat Step 3-5 for each applicant organization listed.

7 Whenyou are finished, click Accept Links. The Link Helper summarizes
the links you have established and asks you to confirm that you want to
save them.

8 Click Yes. If you are linking a batch of applications, a process log
summarizes your links. You can click Print or Save As to keep the contents
of the log for your records.

Step 3: Linking Contacts

When you link Contacts, the Link Helper scans your GIFTS database and
lists Contacts that match the applicant’s contact. You can link the application
with the matching Contacts or search for another Contact.

You can also re-link contacts that have already been linked or those for
which no link was found previously.

For details on the logic that the Helper uses to match Contacts, please see
“Contact Matching Logic” on page 237.
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To link applicant contacts with Contacts in GIFTS:

1

Click Contacts. If the application(s) are already linked, you can choose to
re-link the linked applications or maintain the existing links.

Make your selection and click OK. The Helper lists the applicant contacts
and possible matches.

Column Description

Applicant The applicant contact.

# of Hits The number of possible matching Contacts in GIFTS.

Link To Possible matching Contacts in GIFTS are listed in the Link To

column.

If there are multiple possible matches, you can select among them
by clicking the down arrow.

If none of the options is appropriate, you can search for the Contact
using the binoculars icon.

Example: You receive an application with Linda Freud as
the Contact (you knew her formerly as Linda Stevens). You
can search for Linda Stevens and link the application to her.

If no matches are found, “New Contact” is displayed. When you
consider the application, a new Contact will be created in GIFTS.
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Column Description

Update GIFTS | Click the box in the Update Details column to open the Update
Details form for Contacts.

This is used to overwrite the linked Contact fields in GIFTS with the
corresponding application fields during the consideration process.

This updates the following Contact record fields if they are included
on the application:

- Home/Office Address

- Home/Office City

- Home/Office State

- Home/Office Zip/Postal

- Home/Office Country

- Home/Office (Main) Phone
- Home/Office (Main) Extension
- Home/Office Fax

- Mobile

- Pager

- Email

NOTE: Blank application fields do not overwrite corresponding
GIFTS fields. However, if the application form contains Phone
information but not Extension information, any Extension
information for the associated GIFTS record will be erased.

You can uncheck the specifc field you do not want updated in
GIFTS.

If this feature is used to overwrite an Organization’s Address, all
Contacts associated with the Organization that share the same
Office Address as the Organization will have their Office Address
overwritten. However, if this feature is used to overwrite a Contact’s
Office Address, the Primary Organization associated with the
Contact will not have their Address overwritten, and will no longer
share their Office Address with the Contact.

3 Select a Contact from the Link To options and proceed to step 6, or click
the search button to select another Contact using the Quick Find search.

Note: If you select “New Contact,” GIFTS creates a new Contact record
when you transfer the application from the GAM.

4 Entersearch criteria for the Contact, and then click Find Now. The Search
for Contact window displays.
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Note: The fields displayed depend on your Organizer view. For more
information about the Quick Find search, see the “Using the Quick Find
Search” section in Chapter 4 of the GIFTS User’s Guide.

5 Select the Contact to which you want to link the application form, and
click OK.

Tip: Click Search to return to the Quick Find search.
6 Repeat Step 3-5 for each applicant contact.

7 Whenyouare done linking Contacts, click Accept Links. The Link Helper
summarizes the links you have established and you are asked to confirm
that you want to save them.

8 Click Yes. If you are linking a batch of applications, a process log
summarizes your links. You can click Print or Save As to keep the contents
of the log for your records.

Step 4: Linking Requests

When you link Requests, by default the Link Helper matches all Requests
associated with the Organization to which the application is linked. You can
narrow your search by selecting more detailed search criteria. In addition,
you can re-link applications for which you were previously unable to find a
matching Request.

Note: Data from the linked application will not be reflected in the Request in
GIFTS.

Applications that you link to a Request are automatically rejected and
transferred to the History folder when you save the links.

Note: By default, this step is optional. However, your Administrator can
require that you attempt to link Requests before you consider an application.
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To link the applications you selected with your Requests in GIFT'S:

1 Click Request.

“# Link Options

“r'ou may alzo indicate which of the following criteria should be uzed to
narrow the search for requests in GIFTS for Windows.

™ Request Amount

I~ Program Area
™ Project Title

(] 8 | Cancel |

You can narrow your search by choosing more detailed Matching Criteria.
If you don’t specify Matching Criteria, the Helper matches all Requests
that are associated with the applicant organization.

Matching Matches Requests that are associated with the
Criteria applicant organization and...

Request Date | the Request Date falls within the specified range.
Range

Request the Request Amount is identical to the application’s
Amount Request Amount.

Program Area | the Program Area is identical to the application’s
Program Area.

Project Title the Project Title is identical to the application’s
Project Title.

2 When you are finished, click OK to continue. Similar to linking
Organizations or Contacts, the Link Helper lists the applications and
possible matching Requests.

K3

< If a Request matches the application, you can link them by selecting
the Request from the menu list. The Request is then displayed in the
Link To column. When you save the link, the application is rejected
and transferred to the History folder.

% If no Requests match the application, choose ‘None’ from the list.
When you consider the application, a new Pending Request is created.

3 Repeat Step 2 for each application in the Applicant column.
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4 When you are done linking Requests, click Accept Links. You are asked
to confirm that you want to save your links.

5 Click Yes. If you are linking a batch of applications, a process log
summarizes yourlinks. You can click Print or Save As to keep the contents
of the log for your records.

Considering Applications

Single-stage and first-stage applications which you have linked to GIFTS can
now be considered and transferred to GIFTS as Pending Requests. Second-
stage applications are linked to Pending Requests upon retrieval; they can
now be considered, updating the corresponding Pending Request with the
new details provided.

From that point on, you manage the application as you would any other
Request in GIFTS. Considered applications are removed from the GAM
Pending folder and maintained in the History folder.

To consider an application or applications:

1 Highlight the application or applications in the GAM Pending folder and
\,.-"; choose Action » Consider from the Main menu.

Note: If your Administrator set the spell checking option and the spelling
in the application has not been checked, you are notified and asked if you
want to continue. Choose Yes to continue, or No to return to the Pending
folder and check the spelling.
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Please note that all applications in a batch must be of the same stage (i.e.,
all single-stage, all first-stage, or all second-stage). If applications of
different stages are included in a batch you try to consider, you will be
asked to choose a stage:

g Consider Applications

The applications you have selected include (1) Single Stage application
and [1] Stage 1 application.

‘T'ou must consider these applications seperately.

“which would you like to consider now?

(o)

2

= Stage 1
 Gtage 2

Cancel

2 Select a stage and click OK. The Consider Application windows opens:

If you are considering the
first stage in a two-stage
application, select the
‘Generate Stage 2’ check
box. When you click OK, a
list appears from which
you can select the second-
stage form you want the
applicant to complete.

If you skip this now—for
example, if you're not sure
which applicantsyou want
to include in the next
round—you candoitfrom
the History folder.

“'¢ Consider Application [24]

Organization Queens Country Children's Netwark.

4 Applicant

Jiohn Lewis

i Request Information

Tupe

Status |<None> LI
Staff azsigned - =

to Reguest I’ﬁ‘dm"'1 _I
Meeting Date I I |;|

¥ Generate Conespondence

¥ Generate Stage 2 Application

Coosl_|

Select the Generate Correspondence
checkbox if you want to create email or
printed correspondence for these
considered applications. When you click OK,
the Correspondence Wizard is displayed.

You can enter the following Request information which will be added to
the new Request created from the application.

Field

Description

Req'd
?

Request Type

Request Status

Considering Applications

Most grant makers use only the standard Type of v
‘Cash Grants.” Other grant makers, particularly

corporate giving programs, may have additional

Types, such as ‘In-Kind’ or ‘Matching GIFTS.

The Status of the Request.
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Field Description Req’d
?

Staff assigned to The staff member responsible for the new Request.

Request

Meeting Date The date of the meeting during which the new

Request will be reviewed.

Note: If you are considering a batch of applications, the Request
information is added to all applications in the batch.

Click OK.

If you are considering first-stage applications and selected the ‘Generate
Stage 2’ checkbox, a window listing applicable second-stage applications
opens and asks you to select the desired application. Select an application
and click OK.

". Generating Stage 2 Applications !E E

Stage 1 applicants can now be given access to a Stage 2 form. Which Stage 2 form would you like them to complete?
Please select it from the drop-down,

| Stage 1 Form | Stage 2 Form
Ll Model Foundation | nitial Application [35011] ‘kSe\ecl Ores

Review the process log to see a summary of the results:

# application Consider [_ [0l x]
|Euns|dsrat\un of Applications has been completed. { Close Y
¥ | Application [3): Request [393] was created in GIFTS. B Print
Application [2]: Request [394] was created in GIFTS.
Application [4]: Request [395] was created in GIFTS. Savefis..

A

< Ifyou are considering single-stage or first-stage applications, the
Request ID’s of the new Requests are listed in the process log. (If you
have already linked these applications to Requests, the Request ID’s
of the updated Requests are listed.)
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% Ifyou are considering second-stage applications, the process log lists
the Request ID’s of the updated GIFTS Requests (or of new Pending
Requests, if the previous Request cannot be found).

The original application is removed from the Pending folder and archived
in the History folder of the GAM.

Resubmissions

Resubmissions

Note: This feature is only available to clients with the IGAM module.

GIFTS 6.6 or later users can send back an application or a requirement that
was submitted online to allow the grantee to make changes and resubmit
back into GIFTS. The Resubmission process can be initiated while
considering an application or from the Request or Requirement form within
GIFTS. Publishing a resubmission will notify the grantee of the action.

The applicant cannot initiate the resubmission. It must be requested by the
grantmaker first.

Initiating Resubmissions
There are two ways of initiating a resubmission request:

"During the Consider process, an IGAM user can check the Generate
Resubmission box.

"A GIFTS user can also click the Publish Resubmission option in the Actions
menu when viewing an open Request or Requirement record.

From IGAM

When a user is considering applications or requirements submitted online,
there will be a new 'Generate Resubmission' option available to them
provided that there is an email address associated with the applicant. This
will allow the user to send a message back to the applicant as part of the
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consider process. The application or requirement will still upload into

GIFTS.

& Consider Application [6]

Organization  GuideStar IS4, Inc.
/£ Applicant

Request Information

X5

Type
Status |<N0ne> j
Staff assigned -
to Fequest |Admln j
Meeting Date |_a"_a’ j
[v Generate Corespondence
[ Generate Resubmizsion |
Ok | Cancel |

Note: If the highlighted record does not have an associated email attached,
this checkbox will be grayed out/disabled.

When the user Considers the application with the 'Generate Resubmission'
check box a form will open to allow them to customize a message to the
applicant. This message will be included in an email that will automatically

Resubmissions
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send to the applicant as well as be displayed when they open the
resubmission application or requirement when logged into the IGAM site.

-

@ Application Resubmission @

Y'ou have chosen to republizh this application for resubmizsion.

The applicant will receive the following meszage upon opening
thiz application:

[Thiz application has been zent back for resubmizzion. Pleaze make

any suggested changes to thiz application and resubmit the
application for review,

k. Cancel

The default text message in the Text box can be changed in the IGAM Form
Designer.

"This application has been sent back for resubmission. Please make any

suggested changes to this application and resubmit the application for
review."

Processing the Resubmission

After clicking OK, the following occurs:

K3
"

For applications that have an account, a new application will be created
on the server and associated with it.

<

% The new application will be an editable copy of the selected one.
It will not matter if the original app's Form is inactive.

If the Form has been modified, these changes will not be reflected in
the new application.

Resubmissions
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% If the Form had a quiz or any authentication options (IRS lookup,
Form Password), they will be removed/ignored.

< All data that was on the original application will default to the new
application:
Editable fields remain editable.
Read-only & hidden fields remain read-only & hidden.

% The attachments from the original application will be ignored.

< The original application will be moved to the "View Historical
Applications" folder.

% Its Disposition will display "Requested Resubmission"

< Anew value for the Resubmission Requested Date will be stored and
displayed in the grid

% A request will be created in GIFTS

% A process monitor (batch) or a message box (single) will confirm the

successful completion of this process:
A resubmission has been requested for Application [Server Side ID].

< If the process was done in batch, and one or more apps did not have
an account, this will be reported in the process monitor as well.

A resubmission cannot be requested for Application [Server ID]
because there is no account associated with it.
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From Requests

A Resubmission action will be available in the Request > Action menu in

GIFTS.

(775 Request [724]
File | Action Help
¢/ =] Send Letter...
& Write-up...
P L) Alegt...
Ty
i
= & Approye...
7 X Decline...

-1:_._ Ballback ta Dandine

& Clear Contact

SL‘] Lock
[ Alnck

Display [GAM Account
Publish Resubmission

ancel Besubmissior

-

Transfer IGAM Account...

o
L]

N

Stafl Secondary Siafl

[adn

j |<No:ne>

=

Project Budget |

so00}2!

P Write-up... 2) Alert... |  Appreve.. X Decline...
Alffistigns | Payments | Regurements | Actiities | Reviews |
Pendng Flequest

Request Date
FRequasted Amourt
Recommended Amount
[ Pledge ?

Progect Start Date
Preject End Date
Refesence Nummbes
Mesting D sle

Docket Mumber

¥ Fequest Information is Complete

gy =

I
T ssoomfd
T [Months] 0f

) =
L A7 -
’.—.
oz ]
’—

The process will be the same as described during the Retrieval/ Consider

process except:

% If one of the following conditions is true, the resubmission action will not

take place:

K3
”

3
%

K3
”

3
%

Request is declined.

Request is approved.

Request has an open Stage 2.

Request is not associated with an IGAM account.
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< Ifthe user chooses to publish for resubmission during the consider process,
the Generate Stage 2 button will become grayed out/disabled.

< If there is an open application for resubmission, the Generate Stage 2
action will be grayed out.

< GIFTS will determine which application is the most recently considered
for that request, and use it to copy.

< An Activity record will be created and attached to the Request. This will
be a type of history activity for "Resubmission Requested". It will have the

following properties:

Field Value

Organization ID | Organization for the Request.

Contact ID Primary Contact for the Request

Request ID Current Request

Staff ID The user logged in to GIFTS who performed the
Action.

Done User ID Same as Staff

Done Flag Yes

Class History

Type Resubmission Requested

Due Date Current Date

Done Date Current Date

Notes Resubmission requested for Application [Server
ID]. A new Application [new Server ID] has
been created.

Change User User logged into GIFTS who performed the
action.

Resubmissions
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Change Date Current Date
Branch Branch ID of the Request, if Branch Security
configuration.

From Requirements

The same Resubmission action will be available in the Requirement >
Action menu in GIFTS.

% If one of the following conditions is true, the resubmission action will not
take place:

< The Requirement has been flagged as done.
< Requirement has an existing published requirement.
< Requirement has an existing resubmission request.

< GIFTS will need to determine which application is the most recently
considered for that requirement, and use it to copy.

< An Activity record will be created and attached to the Requirement.
This will be a type of history activity for "Resubmission Requested".
It will have the following properties:

Field Value

Organization ID | Organization for the Requirement.

Contact ID Primary Contact for the Require-
ment

Requirement ID | Current Requirement

Staff ID The user logged in to GIFTS who
performed the Action.

Done User ID Same as Staff

Done Flag Yes
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Class History

Type Resubmission Requested
Due Date Current Date

Done Date Current Date

Notes Resubmission requested for

Requirement [Requirement ID]. A
new Application [new Server ID]
has been created.

Change User User logged into GIFTS who per-
formed the action.

Change Date Current Date

Branch Branch ID of the Request, if

Branch Security configuration.

Changes to Active Form/Deactivation

Currently, when making changes to an Active form, or deactivating a form,
the user is asked whether to allow any in-progress applications to be
submitted. This function does not apply to resubmission applications.

If the user wishes to remove the resubmission application, they must use the
"Cancel Resubmission" action available in "View Historical Applications" or
Request/Requirement record.

The same logic is applied for Automatic Deactivation.

Notifying Applicants

In addition to the instructional text placed on page 1 of the copied
resubmission application, the user will be presented with an option to
generate correspondence when using the resubmission action.
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Cancel Resubmission

After requesting a resubmission, there will be an option in the "View
Historical Applications" Action menu to "Cancel Resubmission". This
action will be available for both Requests and Requirements where a
resubmission application has been published.

The Cancel Resubmission option is also available in the Actions menu in
GIFTS when viewing the Request or Requirement record. This action will
be grayed out/disabled if the highlighted record (single record only) does
not have a resubmission requested.

Note: When canceling a resubmission from GIFTS, an extra check is done to
make sure that the resubmitted application does not already exist as a
Pending Application, in addition to not being submitted. If it does, an error
will occur stating, "Resubmission application could not be canceled.
Application has already been submitted".

When the action is selected, a form will launch where the user can
customize a message for the applicant. The default text is stored on the
server and can be changed in the messages section of the global form design.

Instructional Text You have chosen to cancel the resubmission request.
Applicants who attempt to access their Form will receive the following
message instead:

Text box (vertical scroll only). Initially, the default text will be as defined
below; however, the text the user last entered will be remembered.

This form is no longer available for online submission. We apologize for the inconvenience.

OK/Cancel command

Retrieval & Workspace Changes

Both the Pending & History folders of IGAM will display a Resubmission
column.

The Resubmission Requested Date will be available as a column in the
History folder only.
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Linking Resubmissions

Linked Organizations and Contacts will not carry over from the previous
application, and the user will be asked to relink. Only the Request ID will
carry over.

Considering Resubmissions

Since there is a Request ID associated with the Resubmission, the Request
data will be updated with the data from the resubmission.

Requirements, upon retrieval, will be updated with the data from the
resubmission.

Considerations for Application Transfer

When pushing for resubmission, the application will be pushed to the
applicant associated with the latest submission.

Rejecting Applications

260

If an application does not meet your funding requirements, you can reject it.
Rejected applications are removed from your workflow and transferred to
the History folder. You can record a Rejection Reason and generate rejection
correspondence.

If you inadvertently reject an application, you can roll back its status to
Pending. For details, see “Rolling Back a Rejected Application” on page 262.

Note: If you are rejecting single-stage and first-stage applications and your
IGAM administrator has selected the preference to create Declined Requests
in GIFTS for these rejections, you must first link the applications to GIFTS.
For more information, please see “Linking Applications with GIFTS” on
page 239.

Rejecting Applications
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To reject an application or a batch of applications:

1 In the Pending folder, highlight the application or applications you want
x to reject and choose Action » Reject from the Main menu. The Reject
Application window opens:

“# Reject Application [5005] X

Organization
/ Applicant Kids Foundation

Beason for

Rejection /O -
Comment

IF3 = 5pel]

Select the Generate Correspondence checkbox if
you want to create email or printed
correspondence for these rejected applications.
¥ Generate Corespondence When you click OK, the Correspondence Wizard
is displayed as described in “Generating

[ |  concn Correspondence” on page 288.

You can enter the following information for Rejected applications:

Field Description

Reason for Reason for Rejection is a coded field. Your Administrator

Rejection should define the reasons used by your Organization.

Comment Any additional notes you want to make regarding this
Rejected application.

Generate Select this checkbox to generate rejection letters and/or email

Correspondence messages.

Note: If you are rejecting a batch of applications, the rejection information
you provide is applied to all applications in the batch.

2 Click OK. The rejected applications are transferred to the GAM History
folder. A process log summarizes the results:

# Application Rejection [_ (O] <]
| Rejection of Applications has been completed Close |

» Application [21]: The application was ‘Rejected'. i PBrint. |
Application [20} The application was Fejected’ and Saveds |

corresponding Request [387] was declined.

RN
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< If you are rejecting second-stage applications, the process log lists the
Request ID’s of the Pending Requests in GIFTS that have been
changed to Declined.

% If your IGAM administrator has selected the preference to create
Declined Requests in GIFTS for single-stage and first-stage
applications, the process log also lists the new Declined Requests
created, and/or the linked Requests that have been changed to
Declined.

3 Click Print or Save As to keep a copy of the log for your records.

Rolling Back a Rejected Application

If you inadvertently reject an application or want to re-evaluate it, you can
roll back its status to Pending. You can roll back any Rejected applications—
including those that were rejected because they were duplicates.

To roll back a Rejected application:
1 Highlight it in the History folder.
% 2 Choose Action » Rollback to Pending from the Main menu.

The application is transferred from the History folder to the Pending folder,
and you are notified that the application was rolled back successfully.
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Working in the History Folder

When you reject or consider applications, they are transferred to the History
folder. You can search the History folder and customize the manner in
which it is displayed. Applications remain in the History folder until they are
purged.

The History Folder

To access the History folder, click the History icon.

Fleview History
@' Al Historical Applications (4]

Drganization Cartact [Ful
Name / Title /

Request Date /| Reje
fmount / Budgel] | Rea

GIFTS Request Dispasiion Diganization [Name /

Full &ddress / Tax D]

Frequest Cantact [Full
Mame / Title /

St

14 New 009 3/29
3/24/2009 Not,
3/24/2009 Not,

k Cares
Uta Queens Country Childien's

€3 Pending

By default, the following information is displayed in the History folder.

Column Description

Attachments If the icon is displayed, there are files attached to this

@

Application Disposition
Status

GIFTS Request Disposition

Working in the History Folder

application.

The application was considered and
transferred to GIFTS as a Pending Request.

The application was rejected.

The application was rejected because it was a
duplicate. For details on duplicates, see
“Avoiding Duplicate Records” on page 11.

If a Request has been created in GIFTS for this
application, the disposition and disposition date of the
Request are displayed here.
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Description

Stage

e

Organization (Name/Full
Address/Tax ID)

Request Contact (Full
Name/Title/Phone/Fax/
Email)

Organization Contact (Full
Name/Title/Phone/Fax/
Email)

Request (Date/Amount/
Budget)

Rejection (Date/Reason/
Notes)

Project (Title/Description)

Program Area Primary
Block

Geographical Area Primary
Block

Age Group
Ethnicity

Population Served

Organization Background

One of three values appears, indicating the stage of the
application:

« 1/1-Asingle-stage application

< 1/2 - The first stage of a two-stage application

% 2/2-The second stage of a two-stage application

The applicant organization’s name, address, and Tax ID.

The Request contact’s name, title, telephone numbers,
and email address.

The Organization contact’s name, title, telephone
numbers, and email address.

The application request date, the requested amount,
and proposed project budget.

If this application was rejected in the GAM, the date,
reason, and notes from that rejection are displayed in
this column.

The name and a short description of the project.

The program under which the applicant organization or
proposed project falls, such as ‘Education’ or ‘Health and
Human Services.’

The geographic location served by the applicant
organization or the proposed project (not necessarily the
organization’s location).

Used to track the age group served by the project.
Used to track the ethnic group served by the project.

A general category used to track the groups that are
served by the project. Often used to track economic
status or specific disabilities.

Background information on the applicant organization.
This might include a brief history of the organization
and their mission statement.

Working in the History Folder
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Column Description
Application ID/Record 1D/ Applications generated from the same Form are assigned
Form 1D sequential Application ID numbers. When an application

is retrieved into the GAM, it is also assigned a Record ID
to identify the record in the database.

The Form ID identifies the online application Form from
which the application was generated. (The Application ID
and the Form ID together comprise an ID that is unique
among all other applications in the system.)

Searching in the History Folder

This section summarizes the search properties for the History folder. If you
are not familiar with search techniques, please refer to the GIFTS User’s Guide.

To run a Quick Find search for historical applications, go to the History
ﬂ folder and Choose Edit » Find from the Main menu.

*& Quick Find [Edit] X

Choose search criteria
=4 (2]

Application Disposition
Application Djspasition Date
Application [D
Application Stage
All
Approval Date in GIFTS
Coding Sheet
Declination Date in GIFTS

Find Historical Applications that match these criteria

Ethnicity Organization State

Form Organization Tax D
Gender Population Served
Geogiaphical Area Served Program &rea

Organization Charitable Project Title

Organization City Fequest Contact's Last Na
Organization Coungry Bequest Date
Organization Hame Submitted Date

|

Advanced |

| | |
| Cancel |

You can search the History folder using the following properties.

Property Description

Age Group The age group served by the proposed project.
Application Disposition The Disposition of the application.
Application Disposition Date The date the application was rejected or

Working in the History Folder

considered.
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Description

Application ID

Application Stage

All

Approval Date in GIFTS

Coding Sheet

Declination Date in GIFTS

Ethnicity

Form

Gender

Geographical Area Served

Organization Charitable

Organization City/State/Country

Organization Name

OrganizationTax ID

Population Served

Program Area

Project Title

Applications generated from the same Form are
assigned sequential Application IDs.

The stage of the application.

Select this option to display all applications in the
History folder.

The date the associated Request was approved in
GIFTS.

Used to search applications by code.

The date the associated Request was declined in
GIFTS.

Used to track the ethnic group served by the
project.

The online application form.

Used to track the gender group that is served by
the project.

The geographic location served by the applicant
organization or the proposed project (not
necessarily the organization’s location).

A flag indicating that the organization is a public
charity.

The city, state, or country in the organization’s
postal address.

The name of the organization that submitted the
application.

The organization’s tax ID.

Groups that are served by the project. Often used
to track economic status or specific disabilities.

The program under which the efforts of the
funding request fall, such as Education or Health
and Human Services.

The applicant’s description of the project.
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Property Description

Request Contact’s Last Name The last name of the Request’s contact person.

Request Date The date of the Request, as entered by the
applicant.

Submitted Date The date that the application was submitted.

Generating Second-Stage Applications

The second application in a two-stage process can be generated from the
History folder. Highlight a considered first-stage application in the History
folder and click the Generate Stage 2 button on the folder toolbar. A
window listing applicable stage-two applications opens and asks you to
select the desired application. Select an application and click OK.

". Generating Stage 2 Applications =

Stage 1 applicants can now be given access to a Stage 2 foim. *hich Stage 2 form would you ke them to complete?
Pleaze select it from the drop-down.

I Stage 1 Form | Stage 2 Faim ”
LI Model Foundation Initial Application [35011] ||<Selact Onex

Model Foundation - Education Projsct
Model Foundation - Arts Project

Cancel |

A

Rejecting First-Stage Applications

Once you have considered a first-stage application and generated a

corresponding second-stage application, you may not decline the pending

Request in GIFTS until the second-stage is retrieved. If you want to decline

such a Request before receiving the second-stage application, you must

reject the first-stage application in the History folder of the GAM. Simply

highlight the appropriate application in the grid and select Action » Reject
X from the GAM menu.

Rejecting a first-stage application will decline the pending Request in GIFTS,
as well as deactivating the second-stage application form. If the applicant
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attempts to access the second-stage form, they will be informed that the
form has been deactivated.

Opening and Printing Processed Applications

To open an application in either the Pending or History folder, double-click
the item in the grid. The application opens in a “printer-friendly” view.
Specifically, it opens as an HTML web page in your default web browser.
This allows you to read the application as it will appear when printed.

To print the application, print the web page in which it is displayed using
your browser’s print command.

Deleting Applications
You can delete selected applications from the History folder.

1 Select the application or applications and select File » Delete from the
Main menu.

2 Ifany of the selected applications has files attached, the following window
opens:
GIFTS Grant Application Manager

@ wiould you ke to delete the files associated with this application as well? Deleted attachments cannot be recovered.

Yes | Mo I Cancel |

Important: If you are planning to re-retrieve these applications, you should
probably not delete the attached files (attachments cannot be re-retrieved
from the MicroEdge IGAM server). For information on re-retrieving
applications, please see “Re-Retrieving Applications and Online
Requirements” on page 209.

3 Click Yes to delete both the application and its attachments; click No to
delete only the application; click Cancel to delete neither.

Working in the History Folder
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Purging the History Folder

Users with proper permission can purge outdated applications from the
History folder. Purging the History folder does not affect Pending
applications, or your GIFTS data.

You can purge the History folder at any time. Your Administrator can also
set up your system to purge automatically each time you exit the GAM. In
either case you are asked to confirm that you want to purge applications
before they are removed from the History folder.

|

Caution: Applications that you purge from the History folder cannot be
recovered. Before you purge applications, it is a good idea to back up your
GAM data.

To purge the History folder:

1 From the Main menu, choose Tools » Purge Applications. GIFTS
notifies you of the date and time that the folder was last purged and
prompts you to specify a date. Applications submitted prior to this date
will be purged from the History folder.

2 Click OK. You are prompted with the number of applications to be purged
and are asked to confirm that you want to purge them.

3 Click Yes. The applications are purged from the History folder.
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Working
with Correspondence

This chapter describes how to create and edit the correspondence
templates needed for your online application review process, and
how to generate correspondence from those templates. The settings
and options described in this chapter are only available to the
Administrator of your IGAM system. If you are not the
Administrator, you can skip this chapter.

Note: Users of Essential GIFTS without the Correspondence
option do not have access to the features described in this chapter.

In This Chapter:

About Correspondence Templates .........cccoovvvvveeeeiinrninns 272
Creating New Templates ..........cccoeucueiininininicccnieeeees 276
Editing TemPIates .........coovviuimimiueieieieieieiniseseeseeeeeeeeeaeees 284
Generating COrreSpONdence ...........cceueueurerenineririneeeccnenenns 288

Automated Email MesSages ...........ccoeeueueeeierereierernrnnenenenn. 295



1 0 Working with Correspondence

About Correspondence Templates

At key points in the review process, users can generate correspondence that
merges email and letter templates with data from grant applications. This
section discusses how to create these templates and manage them within the
Grant Application Manager (GAM) Template Library.

Note: In IGAM, correspondence templates are used in conjunction with
applications only, not online requirements.

About the Template Library

Correspondence templates are maintained in the Template Library. To
access the Library, choose Tools » Email and Letter Library from the
GAM menu.

& Template Library EI[E|E|

File Action Help

[ Mew Template. ..

Ewent/ Template Name = Descriptian Letter File Mame | Created
3 Application Write-up
=“-3 Considered Applications

Acknowledgement Letter B 021202371 doc Admin

) . . =) Application Under .

Congideration Letter B4 Plaiow 021209290, doc Admin

Projsct Plan B g FroeetPlan Fleauest e1103481 doc Admin
-3 Rejected Applications

General Rejection Letter B 021215590 doc Admin

Outside of Guidelines ez 031223061, doc Adrmin

The following information is displayed for the templates in the Library.

Column Description

Event/Template The Template Name and the event with which it is associated.
Name

Letter? If this icon is displayed, the template can be used to generate

printed letters.
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Description

Column
Email?
Description

Letter File Name

Created By

If this icon is displayed, the template can be used to generate
email correspondence.
A short description of the template.

Example: “Rejection email for non-charitable
Organizations.”

If the template is for generating printed letters, the template’s
document file name.

The staff member who created the template.

Templates are organized by event. The event determines when the template
is available to generate correspondence or reports.

Event

Description

Application

Considered

Pending

Rejected

You can use Application Templates to generate write-ups that
merge fields from your applications.

Note that these templates are not used for correspondence.

For correspondence that is generated when users consider an
application. This would include letters notifying applicants that
their proposal has been accepted for further consideration.

If you are using two-stage applications, be sure to create a
Considered event template specifically for considered first-stage
applications. This template can include the applicant’s account
login URL (available as the “Applicant Account URL” merge field)
and instruct the applicant to log in order to fill out the second-
stage application.

For Pending applications only. Acknowledgement letters and
requests for further information would fall into this category.

For rejected applications only. Rejection letters would fall into
this category.

The Template Library displays templates for individual events much in the
same manner that Windows Explorer™ displays the directories and files on

About Correspondence Templates
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your computer. To view the templates for an event, expand them by
clicking on the box to the left of the event.

About Email and Letter Templates

You can create three types of correspondence templates that merge with
information from your online grant applications.

Template Description

Email Generates email messages only.

Use this template type if you want to correspond by email only—
to cut down on paper consumption, for example.

Letter Generates printed letters only.

Use this template type if you want to correspond by printed letter
only. For example, your organization might want to generate all
correspondence through your word processor.

Letter/Email If the recipient’s email address is in the GIFTS database, this
template generates an email message; otherwise it generates a
printed letter.

About Letter/Email Templates

Letter/Email (or Automatic) templates are really two templates in one. If
you use this template to generate correspondence, applicants that provided
an email address receive their correspondence by email. Otherwise, the
IGAM prints a letter.

s Template [Pending letter/email] =] E3
File Edit Format Action Toole Help

& Save and Close ‘ .Edl it Letter InWord Processor... ‘ Insert Merge Fields | Print Preview , |
Times Mew Roman = 12 = | B LU ||—

E Email 5ubject

[ Body
[ Email Close

EE Letter Hadlng
[ Letter Close

For details on creating and editing Letter/ Email templates, see “Working
with Letter/Email Templates” on page 282.
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About Editing and Synchronizing Letter/Email
Templates

If you are working with a Letter/Email template, and you want to
customize the appearance of your letters by taking advantage of your word
processor’s advanced formatting features, you can edit the “letter” portions
of the template in your word processor.

Edit Letter InWard Processor... |

Once you edit a Letter/ Email template in your word processor, the template
is split into two templates—an email template and a separate letter
template; the templates are no longer “synchronized.”

The template still functions in the same manner—that is, it generates email
correspondence if the applicant provides an email address; otherwise it
generates printed correspondence. However, the text in the Template
Viewer may not accurately reflect the text of the letters that are generated
by the template.

Example: You create Body text for a Letter/ Email template and then edit the
letter template Body in your word processor—to add customized fonts or
paragraph formatting, for example. The email text and the letter text no
longer match—they are not synchronized. The texts of the email and printed
correspondence that you generate with the template may differ.

When you edit the letter template in your word processor, you must
continue to edit the letter portions in the word processor. (You can still edit
the email sections as described in “Working with Email Templates” on
page 278.)

If you want to revert back to the original combination template—and edit
the letter and email portions in the Template Viewer—you can synchronize
the letter and email templates.

Synchronize Letker Template...

Note that when you synchronize the templates, the template that you edited
in your word processor is deleted. Changes that you made in the word
processor are not transferred back to the Letter/Email template. The letter
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portions of the template are restored to their original state before you edited
them in the word processor.

Creating New Templates

276

To create a new correspondence template:

1 From the GAM menu, choose Tools » Email and Letter Library. The
Template Library is displayed.

2 Highlight the event for the template that you wish to create.

3 Click New Template. You are prompted to enter a template Name and
Description. Keep in mind that both should be clear to other users who
will use the template.

“ New Template [ ]
Hame ||
Description
[F3 = Spell]
Template wil be used for:
’7 " Printed Letters " Emails % Letters and Emails ‘

Select the type of correspondence the template will be used to generate.

Note: Ifyou are creating this template for the application event, you do not
need to select a template type. Application event templates are used to
generate printed write-ups rather than correspondence.

Creating New Templates
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These are the
available merge
fields within the
category
indicated below.

These are the
available
categories of
information for
the type of letter
you chose.

Working with Correspondence

Click OK. You are prompted to choose the merge fields that you want to
include in the template.

"' Show Merge Fields: Pending Applications

Ayailable Fields Incude these figlds in the Template
Cantact Ext [Flrdiudess | [ [Fied ok |
g?n;:gaﬁ::?::ddress | |Address: Contact Fax
<< Hemove | |4ddress: Organization City Cancsl
| |4ddress: Organization Country
| P | Address: Organization State

These are the merge
fields that you have
chosen to use for this

template.
Select available filds from i~ Field - &ddress: Drganization State
IAddress 'l
Flease Mote: &1l letter fields are :
automatically placed into the Mo Options Available

header of this template,

Add the merge fields that you want to use.

< Choose a category of information from the list on the lower left. The
available columns for the category are displayed in the area on the left.

< Highlight a field and click Include to add it to the template. It is
displayed on the right side of the screen. Note that the field name is
preceded by the name of the category. For instance, ‘Organization:
Legal Name.’

< Note that for date and currency fields, there are options that you can
use to determine how the field will be displayed in your letters. The
options for a field are not displayed until you click Include and
highlight the field listed on the right side of the screen.

Here are the options that are available for displaying currency fields
in your correspondence.

v Don't display currency symbol

Decimal places

=

[~ Show amount in words

¥ Include grouping character

Creating New Templates 277



278

Working with Correspondence

5 When you have included the fields that you want to use, click OK. The
new template is displayed.

< Ifyou are creating an email template, please proceed to “Working
with Email Templates” on page 278.

< Ifyou are creating a letter template, please proceed to “Working with
Letter Templates” on page 281.

< If you are creating a letter/email template, please proceed to
“Working with Letter/Email Templates” on page 282.

Working with Email Templates

If a template will be used to generate email, the Template Viewer is
displayed.

& Template [Reject (email)] [_ Ol =
File Edit Format Toaolz Help

Save and Close ‘ Irsert ferge Fields,l [ Preview Email..
Times Mew Foman + 12« | B I U ||§_

Il
il
Tii
"
i

Wi
>

rBi Email Subject |

[E1 Email Clase
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The email template is divided into four sections:

Section Description

Email Subject  Appears in the Subject section of the message.
Note that this is a text-only section; merge fields cannot be inserted

here.
Email Appears at the top of the message.
Heading . , .
Example: The applicant’s name and title.
Body This might include a salutation and the applicant contact’s name,
followed by the text of the email message.
Email Close Appears at the end of the email message.

Example: A closing and the signer’'s name and title.

1 Select a section and add merge fields or text. To add merge fields, click
Insert Merge Fields and select the fields from the list.

Important: To ensure that your email messages are compatible with the
recipient’s email program, they are created in the Plain T'ext Format only.
Text formatting options in the Email Template Viewer toolbar are
disabled.

2 When you are finished, skip to the next step or click Preview Email to
review your work in the Document Viewer.

File Action Took Help ||
EErinl.. | !iew,l iize.| Always on Top

Dear «Contact_Name_Fulls, -

Thank you for your recent application of zApplication_Submitted_Date:, requesting
funding for vour project, «Application_Project_Titles. In arder

In the Document Viewer, you can:
®,

% View the email template in Draft, Normal, or Preview mode.

< Control the size of the template in the Viewer.
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% Specify that the Viewer is always displayed on top of other windows
on your desktop.

When you are finished reviewing the template, choose File » Close from
the Document Viewer toolbar. You are returned to the Template Viewer.

3 From the Template Viewer, click Save and Close to save the template. To
keep a copy for your records, choose File » Print Email. You are returned
to the Template Library.

The template is listed below the event with which you are working. The
email icon indicates the template can be used to generate email
correspondence.

Tip: IGAM does not automatically place carriage returns between the
Subject, Heading, Body, and Close sections. If you want a blank line between
these sections in the merged email message, be sure that you begin or end
each section with a carriage return.
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Working with Letter Templates

If the template will be used to generate printed letters, the IGAM opens a
new document in your word processor.

To create a letter template:

1 Use your word processor’s mail merge feature to add merged fields and
text to the template. For instance, here is a Rejection letter template in
Microsoft Word:

W 92 = 031:209290.doc [Compatibility Mode] - Microsoft Word o @8 &

Home  Imsert  Pagelayout  References | Madings | Review  View Add-dms = @
- - y - y ._..{ H 41 b M

C ] " o)
£] Find Recipient

#
5 Preview Finish &

Erwelopes Labels  Start Mail  Select Edit High e
Merge = Reciplents = Recipient List | Merge Fesuits - Auto Check for EM0TS | pgerge -

i o Insert Merge
Fields Bl 3 Field -

Letter_Address_Block

Letter

Aungust 3, 2000

aLetter_Address_Blocks

Letter_Salutation
Dear aLetter_Salutations, Lettes_Sige
We are witting in response to your request for funding toward your project Lester
wApplication_Project_Titles.

Apwlication_Project T

We hope to review your proposal at our Board of Directors meeting. At that ti __ *PPlIcation. Requ

will contact vou with more specific information regarding vour request

Please understand that review of your appesl does not assure approval of a grant. It
does assure, bowever, thowughtful evaluation of your proposal, along with masny otber
merttorious appeals.

Sincerely,

aletter_Signers
uletter_Signers_Postions

4 >
Pagelofl | Wods7s | 5 | T @HEE as% (- +

2 Whenyou are finished defining the template, save the word processor file
and close it. IGAM uses a number as the filename of the document (such
as 04102022.DOC) and links it to the Template Name you specified earlier.
(When you use or edit the template later, you can identify it by its
Template Name and won’t need to know its filename.) Be sure not to
change the filename of the document so that its link to GIFTS is
maintained.

3 Return to the Template Viewer and click Save and Close. You do not have
n to close your word processor. The template is displayed in the Template
Library below the event with which you are working.

] The letter icon indicates the template can be used for generating printed
correspondence.
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Working with Letter/Email Templates

Before You Begin: Review “About Letter/Email Templates” on page 274 and
“About Editing and Synchronizing Letter/Email Templates” on page 275.

If the template will be used to generate email when an applicant’s email
address is available and printed letters when no email address is available, the
Template Viewer is displayed.

¢ Template [Pending letter/email] [_ Ol =

File Edit Format Action Toalz Help
Save and Cloze ‘ Edit Letter In word Processor... ‘ Inzert Merge Fialds-l Print Prewiew |

Times MNew Roman = 12 = | B U ||§§

=

B Body
[ Email Close:

E@ Letter Hadln‘g
[ Letter Close

The Letter/Email template is divided into six sections:

Section Description

Email Subject ~ When the template is used to generate an email message, this section
appears in the message’s Subject field.

Email When the template is used to generate an email message, this section
Heading appears at the top of the message.

Example: The applicant’s name.

Letter When the template is used to generate a printed letter, this section
Heading appears at the top of the letter.

Example: The applicant’s name and address block.

Body The body of the email and letter. This might include a salutation and
the applicant contact’s name followed by the text of the
correspondence.

The body is used for both email and printed correspondence.

Email Close When the template is used to send an email message, this section
appears at the end of the message.

Example: A closing and the signer’s name, title, and email
address.
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Section Description

Letter Close When the template is used to generate a printed letter, this section
appears at the end of the letter.

Example: A closing, the signer's name and title, and space for
a signature.

Nofe: If you are working with an existing template that was previously edited
in your word processor, the “letter” sections of the template are not
displayed. You can edit the “letter” sections separately in your word
processor, or you can synchronize them with the Letter/ Email template. For
details, please see “About Editing and Synchronizing Letter/Email
Templates” on page 275.

To add merge fields and text to the combination Letter/Email template:

1 Select a section and add merge fields or text. To add merge fields, click
Insert Merge Fields and select the fields from the list.

Tip: IGAM does not automatically place carriage returns between the
Subject, Heading, Body, and Close sections. If you want blank lines
between these sections in the merged email message, be sure that you
begin or end each section with a carriage return.

Note that you can also add fields and text to the “letter” sections of the
template by editing them in your word processor. To do this, click Edit
Letter in Word Processor and add merge fields and text as described in
“Working with Letter Templates” on page 281.

n 2 When you are finished, click Save and Close to save the template or click
Print Preview to review the template.

To keep a copy of the template for your records, choose File » Print. You
can print the email template or the letter template.
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3 When you have reviewed and saved your work, return to the Template
Library.

Ewvent/ Template Name ‘E ‘ ‘ Description ‘
01 Applications
123 Considered Applications

=[] Pending Applications

=3 Rej
- Biizction Letter/E-mal findwidual | Fiejected - no funding to
5 funding] : indviduals

The template is listed below the event with which you are working. The
email and letter icons indicate the template can be used to generate both

email and printed correspondence.

Note: You can also work with the “letter” portions of the Letter/Email
template in your word processor. For details, see “Working with Letter

Templates” on page 281.

Editing Templates

From the Template Library, you can open letter templates to edit them and,
if necessary, add merge fields to the templates’ headers.

1 From the Main menu, choose Tools » Email and Letter Library. The
Template Library is displayed. If the template is not displayed in the
Library, expand the template’s event by clicking the box to the left of the
event. The templates for that event are displayed.

Ewent/ Template Name |E ||Descriptiuﬂ |
ElﬁApplications

= ‘0 Request for info (letter) B4 E?gqal’::;tf‘oogmme nformation on

‘0] Request for info. (smail] E:agqalﬁzs‘tatf‘onlr"mOIe information an

@[] Considered Applications
(1 Pending Applications

ma Rejected Applications
2 Highlight the template you wish to edit.

< If you do not need to add merge fields to the template’s header, click
Open Template and skip to the next step.
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K3

< Ifyouneed to add merge fields to the header, click Merge Fields. You

are prompted to choose the merge fields that you wish to add to the
template.

‘ Show Merge Fields: Pending Applications

Awailable Fields Include these fields in the Template
nelude s> | [ Fied [ ok |

EE:E:?: }E‘ahzne | b | Address: Drgam!zal!un Address —
Organization City || Address: Organization State |
Qrganization Country
Organization Zip

Note that to ensure that you do not remove merge fields that have already
been used within the template, there is no Remove button.

When you have added the fields that you need, click OK.

3 The template is displayed.

K3

% Ifyou are editing an email template, please proceed to “Working with
Email Templates” on page 278.

< Ifyou are editing a letter template, please proceed to “Working with
Letter Templates” on page 281.

% Ifyou are editing a Letter/Email template, please proceed to
“Working with Letter/Email Templates” on page 282.

Important: You can cut and paste text between your templates, but you
should avoid pasting merge fields between letters unless you are sure that
you set up the template to use the merge field that you are copying. For
instance, if you copy the Project Title field to a template that does not use
that field, an error results.

Copying Templates

If you want to create a template that is similar to an existing template, you
can copy it. If you want to create a new template with the same merge fields
as an existing template—but you want to enter new text for the template—
you can copy the header from an existing template.
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To copy a template and/or header:

1 From the Template Library, highlight the template you want to copy and

choose File » Save As from the Main menu.

You are prompted to specify the type of new template you want, and
whether you want to copy the header or both the header and the template.
Note that, when you copy a template, the copy must be the same template
type as the original.

If the original
template generates: | You can save the copy as...

Email an email template

-or-

the email sections of an email/letter template.
Letters a letter template.

Email and Letters a letter/email template.

If you choose to copy the Header Only, the merge fields from the original
template are copied to the new template. If you select Header and Text,

both the merge fields and the text of the original template are copied. In
either case, you can subsequently add merge fields and edit the template’s
text.

Enter a name and description for the new template.

Note: If you do not enter a name, the new template is named ‘Copy of...”
followed by the original template name. For example, “Rejection Email”
would be copied as “Copy of Rejection Email.”

When you are finished, click OK. The new template is listed in the
Template Library.

Renaming a Template
To rename a template:

1 From the Template Library main menu, choose File » Rename. You can

enter a name and description for the renamed template.

2 Enter the new template name and click OK. The template is renamed.

Editing Templates



Working with Correspondence 1 O

Note: If you do not enter a name, the template is renamed ‘Copy of...”
followed by the original template name. For example, a template titled
“Acknowledgement letter” would be renamed “Copy of
Acknowledgement.letter.”

Deleting a Template

Once a template is deleted, it is no longer available from the Template
Library. If you have saved the merged letters generated from the template,
they are not deleted when you delete the template.

1 From the Template Library, highlight the template you wish to delete and
click File » Delete. You are prompted to confirm that you wish to delete
the template.

2 Click Yes. The template is deleted.

287
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Generating Correspondence

The Correspondence Generation Wizard helps you create email and printed
correspondence when you retrieve, reject, and consider applications.

You can also generate correspondence for an application at any time by
highlighting the application and choosing Action » Send Correspondence
from the Main menu.

# Correspondence Generation Wizard @

Ble Document [ode Help
Ag# Signer... 7] Preferences...
‘what lemplate would you ke to use?
Project Plan
- Merge text and document preferences that
| et | [Emnizh | .
you define for your correspondence are

TR Signee Colets Flogers T summarized at the bottom of the Wizard.

The Correspondence Generation Wizard appears.
To generate email or printed correspondence:

1 Ifyou have already defined signer information for your correspondence,
"uf you can skip to the next step. Otherwise, choose Document » Signer
from the Wizard menu and specify the signer information that will be used
for your correspondence.

# Signer Info Pz|

Signer

Poszition |Sr. Grantz Officer

Freparer |EF|:

ok | Cancel
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Option Description

Signer The staff member who signs the correspondence. You can
type the signer’s name or choose it from the list.

Position The signer’s position.

Preparer The initials of the staff member preparing the
correspondence.

Tip: Ifthe correspondence that you generate will have the same signer, you
only need to specify this information once. You need to repeat this step
only if you want to change the signer information.

When you are finished, click OK. You are returned to the Wizard.

2 Ifyouhave already defined delivery options for your correspondence, you
can skip to the next step. Otherwise, choose Document » Preferences
ws from the Wizard menu. The delivery preferences appear.

“# Preferences g|
Letter Correspondence should be sent tao:

+ iew /Edit
Directly to Printer/R ecipient(z]

E-mail Tracking Options

HRequest a confirmation message (retumn receipt] when e-mail
iz read by recipient.

ok |

< If you are generating printed correspondence, select “View/Edit” to
review your correspondence or ‘Directly to Printer’ to print the letter
without reviewing it.

% If you are generating email correspondence, you can request that an
email return receipt be sent to you when the recipient reads their
message.

Tip: If the correspondence that you generate will have the same delivery
options, you only need to specify thisinformation once. Youneed to repeat
this step only if you want to change the delivery options.

When you are finished, click OK. You are returned to the Wizard.
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3 From the Wizard toolbar, choose Mode and select the type of

correspondence that you want to create.

Option Description
Printed GIFTS uses your word processor to generate a printed letter.
Correspondence

Email Correspondence | GIFTS generates an email message and allows the
attachment of additional correspondence templates. You
may send the Email to multiple contacts from the
application form. If no email addresses are available, no
correspondence is generated.

Automatic If the recipient has an email address, GIFTS generates an
email message. Otherwise GIFTS generates a printed letter.

The templates available for the correspondence type you choose appear.
Select the template that you want to use to create your correspondence.

Click Next or click the Who tab. You can define the salutation thatisadded
to your correspondence, and add any users who should receive a copy of
the correspondence in the CC field. If the salutation is not appropriate for
the correspondence you are generating, you can edit it.

“& Correspondence Generation Wizard @

File Document Mode Help
&% Signet .. Preferences. ..

s {91

‘wiho should receive this letter / e-mail?

To. Applicant [hoowe@microedge. com)

Salutation ‘

< Back | Finish I

Email Signer: Colette Rogers E-mail Receipt Wiewer

Note: If you are generating correspondence for a batch of applications, the
Who tab is not displayed. Batch correspondence is sent to the
application’s Contact. You cannot edit the salutation for a batch of
correspondence.

6 Click Finish.
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< Ifyou chose to print your letters without reviewing them, the process
is complete: the letters are sent to your printer.

% If you chose to review your printed letters—and your Administrator
set up GIFTS to save batches of documents to a single document
file—they are displayed in your word processor. Scroll up or down in
the document to view the letters in a batch.

When you are finished reviewing the letters, you can print them
directly from the word processor.

% Otherwise, your correspondence is displayed in the Correspondence
Viewer.

For details on reviewing and editing correspondence in the
Correspondence Viewer, see “Working with the Correspondence
Viewer” on page 294.

Email Mode Attachments

When sending correspondence in Email mode, you now have option to
attach an additional template and then send the email to multiple recipients.

Some notes to consider:

< Additional templates must be created in the Email and Letter Library in
the same status category as the correspondence being sent (Considered,
Pending, or Rejected).

% Only one attachment is allowed per email.

< In batch mode, the Applicant is automatically selected as the main
recipient.

< The list of possible recipients will depend on the number of contacts
available on the application.
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The following is an example of the Email Correspondence process.

1 InIGAM, select one or more applications and then go to Action » Send
Correspondence or click the Send Correspondence button to open the
Correspondence Generation Wizard window.

“# Correspondence Generation Wizard E|

File Document Mode Help
A Signer.., @ Breferences. ..

hat W Wwho ]

What template would pou like to use?

2l

<None>
Consideration Letter

[ hews | Frish |

Email Signer: Calette Rogers

Wiewer

2 On the Correspondence Generation Wizard’s What tab select an
attachment from the drop-down menu on the bottom.

If you do not see the drop-down menu, make sure you are in Email mode

by clicking the Mode button.

3 Click Next to move to the Who tab.

4 Correspondence Generation Wizard
File Document Mode Help

AP Signer ... Preferences...

what | Who ]

Who should receive this letter / e-mail?

To.. JP Sanguancheu  (jsanguancheu@microedge. com)

Salutation ‘Eanguanchau

X

< Back i "Finish

Email Signer: Colette Rogers

Wiewer
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4 On the Who tab, click the To.. button to select recipients for your email
and the attachment selected.

IGAM will display all contacts entered on the application. You can check
the ones you desire to receive the email or choose Select All and then click
OK.

Note: If multiple applications were selected for the email, the To button
will not be available...

# Select Addressees

| Cortact Rale Address ‘ B

JP Primary Contact jzanguanchew@microsdge. com
» I Sanguancheu

Sraith General jzmith@microedge. com

Applicant Applicant jzanguanchew@microsdge. com

=

Select Al Deselect Al OK Cancel

5 Click the Finish button to generate the email and open the
Correspondence Viewer.

@ Correspondence Viewer

Fle Edk Help

= Next | (3 Open... Skip | 27 Send Al & View Attachment. ..
T [isanguancheu@micioedge. com
Cx |

Subject: |Model Company Foundation Respanse

Dear JPSanguancheu,
YWe are writing in response to your request for funding toward your project "Application_Project_Title".

‘We hope to review your proposal at our Board of Directors meeting, At that time we will contact you with
more specific information regarding your request.

Please understand thar review of your appeal does not assure approval of a grant. It does assure,
however, thoughtful evaluation of your proposal, along with many other meritorious appeals
Sincerely,

Colewe Rogers

Sr. Grants Officer

I Doc: 10f2 Emal | Ready

6 From the Correspondence Viewer, click View Attachment to see your
attached document before sending.

Generating Correspondence 293



294

Working with Correspondence

Working with the Correspondence Viewer

If you are working with email messages—or your Administrator set up
GIFTS to save printed letters to individual document files—you can review
and edit your correspondence in the Correspondence Viewer.

# Correspondence Viewer
Ele Edt Help
=) Next | 3 Open... Skip | 7 Send Al & ‘iew Attachment. ..

To:
Ce:

Subject: [Model Company Foundation Respanse

[isanguanchew@microedge. com

Dear JPSanguancheu,
We are writing in response to your request for funding toward your project "Application_Project_Title".

We hope to review your proposal at our Board of Directors meeting. At that time we will contact you with
more specific information regarding your request.

Please understand that review of your appeal does not assure approval of a grant. It does assure,
however, thoughtful evaluation of your proposal, along with many other meritorious appeals.
Sincerehy,

Colette Rogers

Sr. Grants Officer

IDoc Tof2 Emad Ready

If you are working with a batch of correspondence, you can navigate from
one message to another by clicking Previous or Next.

To edit the email message or letter that is displayed in the Viewer, click

Open. If you are editing email messages, they are displayed in the Email
Editor. Otherwise, GIFTS opens the printed letter document in your word
processor. When you save your changes after editing the document, you
are returned to the Correspondence Viewer.

To prevent a message or letter in a batch from being sent—perhaps you
are unsure if the Contact’s name is correct—click Skip. When you send
the batch, the skipped message isnot sent and no Correspondence Activity
information is recorded. You can go back and generate the
correspondence later.

When you are ready to deliver your correspondence, click Send All. IGAM
records the date that the correspondence was created and the template that
was used. Email messages are sent to the address in the email header.
Printed letters are sent to your printer.
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Automated Email Messages

There are certain instances when IGAM will automatically send email
messages to applicants. Automated emails are sent when an applicant or
grantee:

% Opens an account.

< Changes their password.

< Has his or her IGAM password changed in GIFTS
< Forgets their password.

% Uses the Save and Finish Later button.

< Submits an application.

< Submits an online requirement.

< Sends a copy of an application.

% Creates an IGAM account in GIFTS.

The templates for these automated emails do not reside in the template
library, but rather in the Automated Emails section of the IGAM
preferences. You can open the Preferences window by choosing Tools »
Preferences from the GAM Main menu. For details on customizing the
contents of these messages, see “Automated Emails” on page 115.

You can also edit the Submission Confirmation automated email at the form
level for individual forms. For more information, see “Links Tab” on
page 168.
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Reportin
from IGA

This chapter describes how to report on the number of online
applications you are receiving, how to print information displayed
in the IGAM folders, and how to get up-to-date information on
IGAM transaction charges your organization is accruing.

In This Chapter:

Standard IGAM FOrm RePOTTLS ........c.cuevrmirriririererenreeeieeenens 298
Ad Hoc Reporting from IGAM Folders ... 306



1 1 Reporting from IGAM

Standard IGAM Form Reports

Eleven standard reports are available in IGAM 5. They can be used to
present totals from applications, online requirements, as well as responses
from eligibility quizzes.

Reports on Applications can be run on In Progress or Submitted forms.

Reports on Online Requirements can be run on In Progress, Submitted, or
Outstanding forms.

There is one report on eligibility quizzes.

Note: As Online Requirements are initiated from GIFTS, you can also run ad-
hoc reports on requirements in GIFTS. For more information, see the GIFTS
User’s Guide.

Detailed Reports These reports list the details of each application/
requirement grouped by form. They include form name, organization,
email, project title, submit/ create date, ID number, number of attachments,
and total attachment size.

Summary Reports These reports list only the Form, Stage, Number of
Applications/Requirements, Number of Attachments, and Total
Attachments Size.

Reporting on Applications

Submitted Applications  This includes all applications that have been
submitted by an applicant.

In Progress Applications  These include any application started but
unfinished by online applicants or applications that have been specifically
saved by the user (by clicking the Save & Finish Later button). This may
also include applications left unfinished by users who simply left your site
without saving. In certain cases, these unfinished applications are saved by
the system for a certain length of time before being purged.

Note: If you have the multiple site functionality, you can create IGAM reports
for individual sites. For more information, see “Running Reports for
Different Sites” on page 314.
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The Submitted Applications Detailed Report:
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Thursday, July 7, 2017

Submitted Applications Detailed

Form/Stage Organization [Tax ID] Project Title Submit AppID  Attach Attach
Date # Size
Ilid-Atlandic jsanguancheu@microedge ¢ Lugust MA 2011 7011 20009 0 0K
Aoeioaton ooy Computers for Kids [7753829] ey ugus o)
Single Stage
Computers for Kids [$793220] Jsanguanchen@misroedge ¢ Fall 2011 Southsast Drtve TiE011 20016 0 0K
o 5:44 pra
Total for
Fomt 2 ] 0K
35007
E?D%g]asl AppbEation  copners for Kids [9793829] Jnsrf:\nguancheu@mmmedge c August 2011 NYC Fund Ti6f2011 20006 0 0K
515 pm
Single Stage
West 54th C Center Dedge o Fall NYC 2011 Drive TE2011 20014 0 0K
[13245678] om 529 pr
Total for
Fort 2 ] 0K
35006
Sonthssst APRISAON  coputers for Kids [7793825] jeanguanchen@icroedge ¢ August SE 2011 Fund TE2011 20011 0 0K
[35008] om 524 pn
Single Stage .
Cantral Florida Relisf [793829] jsanguanchen@microedge ¢ Fall 2011 Disaster Relief Fund 62011 20017 0 0K
U 5:49 pm
Total for
Pt 2 0 0K
35008
Grand Total ] 0 0K

The Submitted Applications Summary Report:

Thursday, July 7, 2011

Submitted Applications Summary

Form Stage Submitted Applications # of Attachments Total Size of Attachments
Mid- Aflantic &pplication [35007) Single Stags 2 i 0K
Northeast Application [35006] Single Stage 2 i 0K
Sotheast A pplisation [35008] Single Stage 2 i 0K

Grand Total [ 0 0K

Standard IGAM Form Reports
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The In Progress Applications Detailed Report:

In Progress Applications Detailed
Thursday, July 7, 2011
Form/Stage Organization [Tax ID] E-mail Address Project Title Created Last AppID Amtach  Armtach
Updated # Size
gggé'g]asl Lpplication  Coraputers for Kids [9793829]  Jranguancheu@rmicrosdg N¥C Suramer Coraputer Camp 2011 TSI01L TiB2011 20004 0 0K
&.o0m
Single Stage
Total for 1 0 0K
orm.
35006
Southeast Application  South Maryland Dresrs Dedg Thnk Project 2011 TELA011 TiB2011 20018 0 0K
[35008] [4863465) &.o0m
Single Stage
Total for 1 0 0K
orm.
35008
Grand Total 2 0 0K
The In Progress Applications Summary Report:
In Progress Applications Summary
Thursday, July 7, 2017
Form Stage In Progress Applications # of Attachments Total Size of Attachments
Northeast & pplication [35006] Single Stage 1 0 3
Southeast Application [3500%] Single Stage 1 0 0K
Grand Total 2 0 ok

Reporting on Online Requirements

IGAM 5 added six new standard reports for querying online requirements
data. There is a Detailed and Summary report for each type of online
requirement listed below.

Submitted Online Requirement Requirements that have been filled out
and submitted by the applicant.

Outstanding Requirements Requirements that have not been accessed or
submitted by the applicant.
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Reporting from IGAM 1 1

In Progress Requirements Requirements that have been accessed by the
applicant but have not been submitted.

The Submitted Requirements Detailed Report

Submitted Requirements Detailed
Thursday, July 7, 2074

Form Organization [Tax ID] E-mail Address Request Project Title Submit  Requirement Attach  Attach
D e D # Size
%rg elclt]Plans Central Florida Relisf Jsarguanchen@icroedge 2 Fall 2011 Disaster Relisf Fund 7011 A1 1 1K
coml
503 pra
Total for 1 1 1K
Form
35011
Site Visit [35010]  Computers for Kids Jsarguanchen@icroedge 9 Fall 2011 Southsast Drive 7011 33 0 0K
coml
500 pra
Compters for Kids Jsarguanchen@icroedge 13 August 2011 NYC Fund 72011 40 0 0K
coml
503 pra
Total for 2 ] 0K
Form
35010
Grand Total 3 1 1K

The Submitted Requirements Summary Report

Submitted Requirements Summary
Thursday, July 7, 2074

Form Submitted Requirements # of Attachments Total Size of Attachment:
Project Plans [35011] 1 1 1k
Site Visit [35010] 2 a Ok

Grand Total 3 1 1t

Standard IGAM Form Reports 301
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Reporting from IGAM

The Outstanding Requirements Detailed Report

Outstanding Requirements Detailed
Tuesday, June OF, 2011

Form Crganization [Tax I0] Email Address Requast

Project Title

Created

Requirement Attach Attach
[]

3] ] Size
Required Computers for Kads Jimgum:‘hgu@mcn:d. 715 Manyland Summmer 2011 Dnve &72011 3590 o [1].4
Project Detals g tom
Foren [35010]
Compauters for Kads jsmguancheu@microed T4 Hew Jerssy Summer 2011 Dove & 592 o 0K
ge.com
Tatal lai z o 0k
Form 35010
Sate Viat Computers for Kads jrmguanchen@microed TS5 Maryland Summer 2011 Drive &2 3589 o 0K
[35012] gecom
Computers for Kads j2an gassmchen@microed T4 Mew Jersey Sumener 2011 Drive &fzonn 3591 o 114
e com
Total for 2 o 0K
Foren 32012
Crand 4 o [11%
Total
The Outstanding Requirements Summary Report
Outstanding Requirements Summary
Tuesday, Jume OF, 2011
Form Qutstanding Requirements # of Aftachments Total Size of Attachments
Regquired Project Detals Form [35010) F o oK
Site Visit [ 35012)] 2 0 0K
Crand Toeal ] i [TH

Standard IGAM Form Reports
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The In Progress Requirements Detailed Report

In Progress Requirements Detailed
Thursclay, July 7, 2011

Form Organization [Tax ID] E-mail Address Request Project Title Created Last Requirement Attach  Attach
D Updated D # Size
PWSJESS Report Ho organization specified jsanguanchen@micro & Fall 2011 Disaster Relief Fund il 0t 34 0K
[35017] edge com
Dokl fax 1 K
35012
Project Plans No oganization specified  jsanguanchen@micro 10 Fall H¥C 2011 Drive 72011 772011 a7 0K
[35011] #dge oot
Mo organization specified Jiaié\eg‘lﬁmhe“@mm 2 Fall 2011 Disaster Relief Fund TR0t TR0t 4 0K
edge oo
Total for
Form 2 [1:9
35011
Site Visit [35010] Mo organization specified Jiﬁié\eg\lﬁl\ﬂhﬁﬂ@mﬂm 9 Fall 2011 Southeast Drive TR0t TR0t 33 0K
edge oo
No organization spesified Jsda;eguar\chen@mm 13 August 2011 NYC Fund 72011 772011 a0 0K
edge oo
Total for
5 2 K
35010
Grand Total 5 0K

The In Progress Requirements Summary Report

In Progress Requirements Summary
Thursday, July 7, 2011

Form In Progress Requirements # of Attachments Total Size of Attachments
Progress Report [33012) 1 0K
Project Plans [35011] 2 0K
Site Visit [35010] 2 0K

Grand Total 5 ok
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Reporting from IGAM

Reporting on Eligibility Quizzes

You can run a report to view responses from all eligibility quizzes, or only

those quizzes for specific application forms.

Note: This report only provides responses on eligibility quizzes processed
after IGAM's server was upgraded on March 29, 2009.

The Eligibility Quiz Information Report.

Eligibility Quiz Information

Thursday, July 7, 201

CQuiz Summary for Selected Forms

Status Response Count Percent %

Passed 2 100%

Total 2
Gz Details for Eligibility Quiz / 35005
Status/Response Count Percent %
Geographical Area Served?

Centyal (cotrect) 2 100%
Is your oxganization 503(c) certified?

Tes (comect) 2 100%
What types of programs do you support?

Civie and Coreounity (correct) 2 100%
Are you seeking annual funding or an individual request?

2 100%

Individual Request (comrect)

Standard IGAM Form Reports




Reporting from IGAM

Running IGAM Reports

To utilize an IGAM standard report:

11

1 From the IGAM menu, select Forms » Reports. The Reports window

opens:

*¢ Reports

[ O] =]

File Edit |

Run Repart ‘ % Specify Date Range... &7 Clear Date Range ‘

r Select Report to Run

S ubmitted Apy

This report will produce a detailed listing of submitted applications for the
selected forms.

r Specify Form:

Select Forms to choose from: |<AI\ Foims>

L4l

Select Forms o report on;

MicroE dge Foundation [35023]

Model Foundation - Arts Program [35018]
Madel Foundation - Education Program [35014]
Model Foundation - Letter of Inguiry [35012]
Model Foundation [35010]

Madel Foundation Grant &pplication [35002]

L]

g

~ Submit Date Rang

2 From the drop-down menu, choose a report you want to run.

3 Filter the data on which you wish to report:

<

"o’

Standard IGAM Form Reports

You can click the Specify Date Range button in the Reports window
toolbar and limit the numbers reported to those for which the
retrieval date falls within a specified range.

If you are reporting on eligibility quizzes, you can click Specify Date
Range in the Reports window toolbar and limit the responses to
those that were received within a specified date range.

Click Clear Date Range to remove the date filter. Date Range filters

cannot be applied to reports on in-progress applications.

The Specify Forms section allows you to choose the form or forms
used to create the application(s) you wish to include in the report.
Note also that you can select multiple items from the list of forms.

Selecting an item in the drop-down menu allows you to limit the list
to those forms of a specific stage.

305



11

Reporting from IGAM

4 Click Run Report. The report opens in another window.

Note: T'o export the report to Excel, select Action » Export to Excel.

Ad Hoc Reporting from IGAM Folders

306

M @

Ad hoc reporting allows you to print application data in report form. You
can use the Grant Application Manager’s search facilities and customizing
options to select and display applications that you want to include in the
report. Then, you can print the contents of the IGAM grid. From the main
menu, select File » Print » Print Grid.

Note: For details on formatting and printing ad hoc reports, please refer to
Chapter 5 of the GIFTS User’s Guide, “Reporting from the Organizer.” The
preview and print options described there are also available in IGAM.

Data displayed in the Pending and History folders can also be exported to an
Excel spreadsheet, or to an HTML file. Select File » Export » Excel or File
» Export » HTML to export the data displayed in the grid.

Note: Details on exporting data are also described in Chapter 5 of the GIFTS
User’s Guide, “Reporting from the Organizer.”

Ad Hoc Reporting from IGAM Folders
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accessing in-progress applications
accounts

grantee 42
Activate tab

Form Design Wizard 174
activities

IGAM Update Activity 234
applicant accounts

about 42

creating 46

home page 43

linking to login page 42

loggingin 45
applicant home page 43
applicant login page 42
applicant view

preferences 92
applicants

researching 223
application display language

creating 195

customizing 193

editing other IGAM text 197

application fields

setting character width 154

setting word limit 155
application forms. See forms
application retrieval

automatic 75

preferences 75

41

applications

checking for errors 219
checking spelling 221
considering 248

deleting 226, 268

handling preferences 75
linking to GIFTS 239
marking as Incomplete 220
opening 215, 268

printing 215, 268

proofing preferences 72
rejecting 260

re-linking to GIFTS 235
re-retrieving 209

retrieving 207

searching for Pending 215
searching for processed 265
transferring branch 224
viewing in History folder 263
viewing in Pending folder 212

attachments

opening 219

preferences 77

purging for rejected applications
required 167

retrieving 207

Attachments tab

Form Design Wizard 165

automated e-mails 115

editing contents 116

automated emails 67

branch security

transferring applications 224

78
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code tables

displaying lowest level code value

first 161

restricting code values 161
Codes tab

Form Design Wizard 160
common grant applications 129
considering applications

definition 228

first-stage 230

processing consideration 248

second-stage 232

single-stage 228
Contact fields

updating in GIFTS 245
Contacts

additional 137

linking 243
copying correspondence templates 285
correspondence

preferences 74
correspondence templates 272

copying 285

creating 276

deleting 287

editing 284

e-mail 272, 274

events 273

letter 274

printed 272

renaming 286

synchronizing 275, 283
customizing display language 193

D

declined Requests
for rejected applications 74
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deleting applications 226, 268
Designtab 106

color options 108

layout options 106

text format options 109
Design Wizard 94

color options 108

Designtab 106

Graphics tab 110

layout options 106

Links tab 94

text format options 109
Display decimals separately 155
display language

creating 195

customizing 193

editing other IGAM text 197
disposition date 73
documentation

conventions  xi

online Help  xii

Solutions Knowledgebase  xv

using  ix-xiii
duplicate records

avoiding 11

duplicate Requests 11

duplicate search preference 73

multiple submissions 11
duplicate Requests

avoiding 11

editing
correspondence 294
correspondence templates 284
eligibility quiz
including on a form 134
new question 142
settingup 140
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editing contents 116
see also automated e-mails 116
templates 274

exporting application data 306

F

field description 154
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firewalls 89

first-stage applications
considering 230

form description 133

form design
planning 127
system requirements 126

Form Design Wizard 130
Activate tab 174
adding Contacts 137
Attachments tab 165
Codestab 160
creating pages 137
eligibility quiz, new question 142
Fieldstab 145
ineligibility text 142
Properties tab 132
quiz tab 140
setting a password 139
tax ID setting 139

form title 132

Forms 182

forms
activating 179
adding fieldsto 145
copying 182
creating pageson 137
deactivating 180
deleting 182
editing 181
Form Design Wizard 130
Forms Manager 178
limiting accessto 127
previewing 175
single-stage vs. two-stage 128
Forms Manager 178
foundation code
preference 84

G

getting started 59

grantee accounts 42

Graphics tab 110

graphics, adding to forms 110

H

History folder 263
purging 73, 269
rolling applications back to Pending
searching 265
summary information 10
viewing 263

IGAM path field

preference 77
IGAM permissions 12
IGAM Update Activity 234

262
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ineligibility text
writing 142
IRS tax data
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preferences 82
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linking
Contacts 243
Organizations 239
Requests 246
linking applications 239
about 233
matching logic ~ 236-237
re-linking 235
the Linking Helper 239
links
setting defaults 100, 168, 173
Links tab
Design Wizard = 94
logging in to applicant accounts 45
logos, adding to forms 110

M

maintenance and support program  xv
Managing 307
messages, on-screen
setting defaults 102, 171
MicroEdge Solutions Knowledgebase — xv
multiple site IDs (SIDs) 307
multiple sites 307
multiple submissions
about 11
avoiding 11
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online Help  xii
Online requirements 185
online requirements 185

removing 188

retrieving 205
opening applications 215, 268
opening attachments 219
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updating in GIFTS 242
Organization fields, suppressing 134
Organizations

linking 239

P

Page Layout Grid 149

password
resetting 124
settingup 139

Pending folder 212
summary information 10
view options 217

Preferences
applicant view 92
application handling 75
application proofing 72
application retrieval 75
attachments 77
attachments download path 77
automated e-mails 115
automatic application retrieval 75
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default complete/incomplete



status 123
Design Wizard 94
duplicate search 73
external 76
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IGAM path field 77
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IRS tax data 82
maintenance 73
purging attachments 78
purging historical applications
research options 122
subsection code 84
system-wide 72
updating GIFTS 78
updating text fields 80
user view 91
printing ad hoc reports 306
printing applications 215, 268
Properties tab
Form Design Wizard 132
proxy servers 87
purging the History folder 269

Q

Quick Start Guide 59
quiz
see eligibility quiz

R

rejected applications
creating declined Requests for
rolling back to Pending 262

73

74

rejecting applications
definition 228
first-stage 231
processing rejection 260
second-stage 232
single-stage 229
re-linking to GIFTS 235
re-linking Contacts 243
re-linking Organizations 240
re-linking Requests 246
Removing online requirements 188
reporting IGAM data
ad hoc reports 306
exporting to Excel 306
exporting to HTML 306
numbers of applications 298
standard IGAM reports 298
request status 120
uploading from GIFTS 121
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linking 246
requiring duplicate search 73
Require Account Login 139
requirement forms 4
requirement workflow 38
re-retrieving applications 209
researching applicants 223
preferences 122
Restoring Deleted Forms 182
retrieving
attachments 207
retrieving applications
about 206
automatic 75
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265
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SID 307
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single-stage applications
considering 228
rejecting 229

161
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w
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272
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Managing
Multiple Site

This chapter describes how to set up and use IGAM 5.5 with multiple
site IDs (SIDs), which allows users to create and configure several
My Account pages and assign different IGAM forms to different sites.

Note: This feature is only available for clients who purchase multiple IGAM
sites. If you want this feature, please contact your MicroEdge sales
representative.

In This Chapter:

Overview of Multiple Sites..........cceeurverrrrnniniiicceieenas 308
Configuring Multiple Sites ............coeeuruerrirrnnininirireeceaeens 309
Assigning Sites t0 FOTMS ......oooovoieiiiiiiiiieieieieieeieeeeeeecene 310
Retrieving IGAM FOIMS.....cccoiiiiiieieieiiinieieieieeeseeeenne 311

Running Reports for Different Sites............coecevrirrririrnnnen. 314



1 2 Managing Multiple Sites

Overview of Multiple Sites

Upon Request MicroEdge can now configure your installation of GIFTS to
support multiple Site IDs without need for special software installs.

In order to use the multiple site functionality, MicroEdge must first enable
this feature on the IGAM server.

Once enabled, your next entry into IGAM will query the server for
additional Site ID’s and assign them to your account.

The images below show two different My Account pages that you could
create using the multiple site functionality.

&Vest 54?;““".—...

Help Sample Documents Exit  ContactUs

Please Sign In
If your organization has never baen funded by
the w54 Street Foundation please read our

guidelines carefully before applying. To access
a copy of our guidelines please Click Herg

E-mail Address: l—

" 1.am a new online applicant
I am a retumning online applicant.

My password is:l

Eorgot your password? Click here

308 Overview of Multiple Sites
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Configuring Multiple Sites

You can configure the additional site(s) using the IGAM Preferences
window.

To access the additional site(s), choose Tools » Preferences from the GAM
menu, and then go to Applicant/Grantee View » Options.

The following window appears.
K]

LCategom

System Wide
Options
-Application Handling
Extemal
Updating Gift:
I TaxDats | [sie1110 110

~ Option:

Eutemal Reviews
Prosy Server
Firewal
User Specific 0 |
Ltiew Options E
-Applicant/Grantes View
Options

Your My Account login URL for the selected site is:

| hitps: Afwiaw GrantFlequest comdSI0 - 344954=Ak

¥ Allow HTHL in Forms

Cancel |

Each site appears in the Options window with a Name and SiteID. You can
change the site name, as well as manage all other global IGAM options,
including Links, Design, Graphics, Email, and Request/Payment Status.

The My Account page for each site will have it’s own look and feel,
depending on how you set these preferences.

For more information, see “Site Design Wizard” on page 94, “Automated
Emails” on page 115, and “Request / Payment Status” on page 120.

Configuring Multiple Sites 309
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Managing Multiple Sites

To edit a site:

1 Highlight the site in the Options window, and click Edit. The following
window appears.

o Site [0] - Default []i=15]
Be e
& save and Cose
Links i Desgn 1 Gpophics T Emads Il Reguest/Poymert Stotus
Steliams  [Delwdt Tigeond Seltings
Links
Tive [Cabel [5ue |[F) [Pastion: | -
DT ComactUs [
[ |Help URL |Help. | Lk | | 4
|| Docasmen UAL Saxrple Documerts Lk
[ [esurL [Eat Lk I I Move Qo
|| Posswoed OF [oK [Bunen
[{Taxio X [3 Buson
[0z Nesa New Buton
|| Qe Subert | Subrrt Butons
|| Uplosd Anachment | Uplosd Buston
[ |Send to Recommendes |Send Bution
|| Femowe Recommende |Flemove Buston
= -

b Invaiid Password Tou have entered an invald password. Please by agan
Ievald Tax ID | The Tax 1D that you enlered was not lound inthe (RS database. Please
Vakd Tax 10 Requied The TaID thet you enlered was ol found inthe IRS database. We cannot
Ta |0 Fiekd Label Pleane enter yous Ta [0
Taw 10 Instractons
Incomplete Duz | Please arvvwer ol of he quiz questions sothal we may scoursiel assess
Submezsion Acknowledgement | Thank Youl Your acplicabion has been submifled
Save and Frish Lates Thark Youl “Yeun acelcation has been saved. ou shoud teceive an emal
Requiemert Submersion Thark Vou Yo repost has bven submited. ‘You shou iecemve an emal
Peconesandet Instuuchees | Test msinuchons . uplosd ecommendsion iites
Acceurt Logn Instuchons

2 Edit the information as necessary. For more information, see “Site Design
Wizard” on page 94 and “Automated Emails” on page 115.

Assigning Sites to Forms

310

The default account (or SID) for any form will always be the original,
default SID.

% To assign a different account to a form, the form must be Inactive and
never previously activated.

< To assign a different SID after activation, the user must use the Save As
function to copy the form and create a new, inactive form.

The Site drop-down list will only be enabled for new, inactive and never
previously published IGAM applications. It will display the available SIDs for
assignment.

Assigning Sites to Forms
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To assign a form to a specific site, there is a Site drop-down menu on the
Properties tab of the Form Design Wizard that allows you to select the site

name.

‘& Form Design Wizard [35204] =10) |
Bie action Help
| Bl save and dlose | [ Preview | R Aceate €3
Bropeties | Frekls |  Codes | Aochments | ks |  Desn | Grophes | Agtwae |
Geneal Propedies Poge:
FomTe  [Tedt The | i
Descipion = gl .
(F3=Spel)
= |
| L spe [Oetoa =] _ T
St Sie 1109
i Sie 1110 Addiional Contacts:
dStage | 1| Each fogm cn inchids a Primaly Contac o the Diganization and coe
Yo the Flequest. To sokcit addtionsl contact information, clck Add.
Opiors: I™ Dsganization Primany Contact i required
™ Inchude Elghbiity Oug ™ Request Pimary Contact iz requied

I Suppress Orgarization fekds fiom appbcation form
D I -
(ol b

FF Aow applicants 1o subit attachmens

Recommenders
Hot required F | Begured F 1

Single Stags and 13t

F Requie Accourt Logn
I Populate Orgarizalion and Contact data from fast submission

Rele Afksred With | Requied

Agd
e |
[P |

™ Requre passweoed to sccess application form

™ Requse appbcants ta enter a5, Tag D
I Feaie Tl ;

Hew >

4

This Site menu will also be available for new and inactive Requirements.

Note: You cannot assign an active form to a different site.

This field is disabled for Stage 2 forms as they inherit the associated Stage 1

form’s site.

Once the form is saved and activated, applicants will receive email, view
links, and access all My Account page options and view the My Account

page designed for this site.

For more information about the Form Design Wizard, see “The Form
Design Wizard” on page 130.

Retrieving IGAM Forms

Retrieval preferences can be found in the Preferences » System Wide »
Application Handling page. Options allow for selecting one or all SIDs for
automatic retrieval upon login.

Retrieving IGAM Forms
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If set to All Sites, when retrieving applications you will receive different
prompts for each site that has applications to be retrieved. For example, if
there are no applications for site 944, but one application for site 986, you
will receive the separate prompts for each.

zl
Category
_SIT Retrieval Option:
ySUeDrSOI’VSI o ¥ Automatically check for new submissions upon login. K

Select Sites(s) for retieval | <Al Sites» hd
<0l Sites>
i iDefault fi
RS ToxData [ Automatically retrieve subr ieE2 H
Extemal Reviews I Only between the hour —Slle 1163
Prawy Server
Firewall Select Sites(s) for retieval | bl Sikes> | -
User 5pecific
Ly/iew Options
-Applicant/Grantee Yiew
LOptions

Cancel

Once retrieved, all multiple site applications function as any other
application, and the linking and considering process is the same.

Re-retrieval will also be SID specific, with the ability to select the SID for re-
retrieval as an additional drop-down.

“'# Re-retrieve o ] 3
&

File Edit ‘

E Re-retrigve | M Specify Date Range... ¢£# Clear Date Range |

i Specify Form:
Select Site to choos from: hd
Select Forms ta choose from: |<AII Application Formss j

Select Forme from which to re-retieve submissions:
Mational Metwork of Grantmakers [35002]

Stage 2 of Test form [35004]

Test farn [35003]

For more information, see “Retrieving Applications, Requirements, and
Attachments” on page 206, and “Considering Applications” on page 248.

312 Retrieving IGAM Forms
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Site ID Column

To allow users to know the SID that corresponds to an application, the Site
ID column is available in the Show Columns window.

1 Go to View Show Columns to open the Columns window.

2 Select the Application category from the 'Select available columns from'
drop-down menu.

3 Highlight Site ID and then click Include to move it to the visible columns
list on the right.

4 Click Save and Close.

Eile Tools Help

n Save and Close | [] Reset Defaults

- -
Available Columns Show theze columns in this arder
Recommended Amount -~ # | Calumn Heading N
Request Amount
R Dt Ameurt,Pro _trotude>> | MO Oiganization: Chariable /
'\* Heguest 1D << Remave 3 Application: Complete /
4 Application: Stage lcon
Spel Check 5 Application: Orgarization
Staff E-mail s . 3
Staff 1D & Organization: Organization Organization (Mame »
Staff Person 7 Application: Application Application Dispositic
Staff Title 8 Request Primary Contact: Request Contact Fu
Stage 9 Oiganization Primary Contact:  Organization Contact
Stage 1 Form 10 Application: Reauest Date.  Reauest [Date / s
el ¥ . ' 3

Select available columns fram Move Dowin
Application hd ‘k

Formatting

Site ID Column 31 3
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Running Reports for Different Sites

Select Account to
choose from menu

314

————Select Account bo choose o [ Delavt =]

With the multiple site functionality, you can create IGAM reports for
individual sites. The Reports window contains the Select Account to
choose from menu which allows you to specify the site for which you want
to run a report.

JoReports =lofx|
Fie Edt :

I R Report | bl Speciy Dae Range... (7 Cleas Dt Range |

1~ Select Rleport o Fun
| Suberitted Appheations Summany =]

Thiz: repaoet vall produce & summaly of submitied appbcstion: for the seleched foms.

Specily Foams

Sbech Fioums bo chooss fom: Sitw 1073

Select Foims fo repost onc Sie 1074
Thee: W54 Shreet Foundation - Eniching Youth - 2008 Grard Applcation [F5024] =
TheW Slleel andalm Heaith 2009 Grant Appheation | 35027) -

1~ Submt Date Flange

[

e

For more information about IGAM reports, see “Reporting from IGAM” on
page 297.

Running Reports for Different Sites
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