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Welcome to IGAM 6.0

This document contains a summary of the new features and fixes to known issues released in the
Internet Grant Applications Manager (IGAM) 6.0.
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Upgrade Information

IGAM/Online Applications 6.0 is compatible with the following MicroEdge product versions or later:
GIFTS 6.6, GIFTS Alta 1.7, and GIFTS Online 5.2.

Upgrading to IGAM 6.0

GIFTS Online users who currently have Online Applications will be upgraded with their scheduled
GIFTS Online 5.2 upgrade.

GIFTS 6.x and GIFTS Alta 1.x users, please note you will need to also upgrade your GIFTS or GIFTS
Alta installations to the latest version to be compatible.

Please send a request to upgrade inquiry@microedge.com, noting your current GIFTS or GIFTS Alta
version. The process general takes 3-5 days.

Technical Preparation

For Internet Explorer Users:

Setup/Verify Pop-up and Security Settings

If using Internet Explorer, please make sure the following steps are taken:

1. Add your site to list of Allowed Sites in Pop-up Blocker. (Tools > Pop-up Blocker > Pop-up
Blocker Settings..)

2. Add your site to your browser's list of Trusted Sites. (Tools > Internet Options > Security >
Trusted Sites > Sites button)

3. With Trusted Sites icon selected, click the Custom Level button and scroll down to the
Downloads section.
- For IE 8 only, make sure the Automatic prompting for downloads option is Enabled.
- For IE 8/9/10, make sure the File Download option is Enabled.
NOTE: The above download settings are enabled by default but may have been disabled as
part of your organization’s security policy.

NOTE: If you do not see the Security tab or are unable to access the above settings, please contact
your organization's Technical Support/Helpdesk for assistance. Due to your organization’s computer
security policy, you may not have been given permission to make these changes.
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General| Security |F'rivac_l,J Content | Connections | Programs | Advanced

Select aweb content zone to specify its secunty settings.

® @ 0 O

Internet Local intranet  Trusted sites Restricted
sitex

Mo sites are in this zone.

Trusted sites

This zone containg Web sites that pou
trust not ko damage your computer or
data.

Secunty level for this zone

Custom

Cusztom settings.
- To change the zettings, click Custom Lewvel.

[ Custom Level... ] [ Default Lewel ]

’ OF. ][ Canicel ]

- Touge the recommended gettings, click Default Level.

Securiw Settings z 1

Settings:

@ Script actives controls marked safe for scripting [A]
() Disable
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) Prompt =
@ Downloads [=]
@ Automatic prompting For file downloads
() Disable
(&) Enable
@ File download
() Disable
(%) Enable
[ Font download

© Disable 2

(=] ] I | (2]
Reset custom settings

Reset to: | Low

o

I O, l[ Canicel ]

Clearing Your Browser Cache

If you use Internet Explorer, it is required to do the following prior to logging in to GIFTS Online 4.0

for the first time:

1. In Tools->Internet Options, delete browsing history. This should include temporary internet

files and cookies.

2. Use the F12 key to open the developer mode. Then, in the Cache menu, select Clear
Browser Cache. Once done, use the F12 key to close.

3. Close Internet Explorer completely and make sure no instances of Internet Explorer are
running. This can be checked by looking for the process iexplore.exe in the Windows Task
Manager and ending it if necessary once Internet Explorer has been closed.

For Firefox Users:

Verify you are using version 25 or later

If you use Mozilla Firefox, make sure that you are updated to version 25 or later. It includes
important fixes required for accessing GIFTS Online. Your Firefox should update automatically, but
to see which version of Firefox you are using, go to Help->About Firefox.

*Other compatible browsers will not require the above steps.

Logging In After an Upgrade

GIFTS Online users; please note the login process may take slightly longer when first logging in after
an upgrade. Subsequent logins will not have this delay.
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Technical Support
Need Help or Have Questions?

If you have questions or need assistance in any way, please contact MicroEdge Technical Support in
any of the following ways:

Support Hours: M-F, 8:00 am — 8:00 pm ET
GIFTS, GIFTS Alta, and GIFTS Online Users:

Phone: 877.704.3343

Email: helpdesk@microedge.com
FIMS and FIMS Host*Net Users:

Phone: 800.256.7772

Email: FIMSsupport@microedge.com

Get Help Online: Go to www.Microedge.com and login to PowerME. Click the Cases link at the top
of the homepage and click the Create New Case button.

New Features for IGAM 6.0

Requests and Requirements Resubmission
NOTE: This feature is only available to clients with the IGAM module.

GIFTS users can now 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:

e During the Consider process, an IGAM user can check the Generate Resubmission box.
e 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 consider process. The application or requirement will still upload into GIFTS.


http://www.microedge.com/
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& Consider Application [6] ==

Organization  GuideStar IS4, Inc.
/ Applicant

Reguest Information

Type

Status | <Mones ﬂ
Staff azzigned -

to Request |Adm|n j
Meeting D ate |_f’_f’_ ﬂ

[v Generate Comespondence

[~ Generate Besubmizsion |

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 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 @

“'ou have chozen to republizh this application for resubmizzion,
The applicant will receive the following meszage upon opening
thiz application:

[Thiz application has been sent back for resubmizsion. Pleaze make
any suggested changes to thiz application and resubmit the
application far review.

k. Cancel

The default text message in the Text box can be changed in the IGAM Form Designer.
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“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:
e For applications that have an account, a new application will be created on the server and
associated with it.
o The new application will be an editable copy of the selected one.
= |t 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.

o Ifthe Form had a quiz or any authentication options (IRS lookup, Form Password),
they will be removed/ignored.

o 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.
o The attachments from the original application will be ignored.
e The original application will be moved to the “View Historical Applications” folder.
o Its Disposition will display “Requested Resubmission”
o A new value for the Resubmission Requested Date will be stored and displayed in
the grid
o Arequest will be created in GIFTS
e 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].

o 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.

[T Request [714] =
File | Action Help
¢ (=] Send Letter... 2 Write-up... L) Alert.. | & Approve.. X Decline..
&7 Writg-up... — " — -
F"a_-y Alest... ] Alfikatigre ] Baprments ] Regurements ] Actpabies ] Reviews ]
Ty & Clear Contact Pendrg Request
T —— E ] || RequestDae CED -]
B « Approye... R od | W.mlé
7 X Decline... " —
2 Rollback to Pending J Recommepded Amaunt | $E-UHD.III|:
e [ Pladge 7 Tem [Monthz) il =
& .- — [r— Project Start Date A j
Lock
e =t ﬂ Project End Date - — -]
) : - Reference Number |
e E— Mesting D 1072472014 =
Display IGAM Account = B | J
Publish Resubmission I Docket Mumber |
Cancel Resubmission ¥ Fequest Information iz Complete
Transfer IGAM Account... o
Shaff Secondany Stalf
e =] s <]
Project Budget | sn.oofs

The process will be the same as described during the Retrieval/Consider process except:
e If one of the following conditions is true, the resubmission action will not take place:
o Request is declined.
o Request has an open Stage 2.

Request is approved.
Request is not associated with an IGAM account.

e If the user chooses to publish for resubmission during the consider process, the Generate
Stage 2 button will become grayed out/disabled.

o If there is an open application for resubmission, the Generate Stage 2 action will be grayed
out.

o  GIFTS will determine which application is the most recently considered for that request, and
use it to copy.

e 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:
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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.

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.

o If one of the following conditions is true, the resubmission action will not take place:

o The Requirement has been flagged as done.

o Requirement has an existing published requirement.

o 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 Requirement

Requirement ID

Current Requirement
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Field Value
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 Requirement [Requirement ID].
A new Application [new Server ID] has been created.
Change User User logged into GIFTS who performed 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.

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”.
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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.

e Instructional Text

You have chosen to cancel the resubmission request. Applicants who attempt to access their
Form will receive the following message instead:

o 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.

e 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.

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.

10
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Simplify for Online Applicants

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.

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 (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.

11
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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 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: |00-0955112
& simplify o
Powered by Mot a 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:
e The applicant cannot skip the step to enter a Tax ID before beginning the application form.

e 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).

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

The Tax 1D 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

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

12
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o Ifthe Tax ID is valid, the applicant will be taken to the Eligibility Quiz, if it exists.

o Ifthereis 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.

e 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.

o Ifthe Tax ID is not found, an error message will appear.

o 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.

o Clicking OK after changing the Tax ID will cause the system to recheck the Tax ID.
e Simplify data will take precedence over data found in the IRS BMF.

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

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

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

e Any fields filled in by Simplify can be overwritten by the applicant if needed.

N - _ Review My
o Organization Info o Request 9 Finances o Attachments Application

Organization Info Printer Friendly Version | E-mail Draft

I ﬁ Powered by Simplify I

* Required before final submission

Organization Primary Contact

Also Known As
All Stars

(=]

City Country
New York

(=]

<None:= v

E-mail Address

L]

projects@allstars.org

Address
543 West 42nd St

(=]

Phone

State
NY v

(=]

13



L L Internet Grant Applications
MicroEdge Manager® 6.0

Release Notes R12152014

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 - 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.

Organization Fields

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

Government Registered Name Legal Name

14
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Telephone Fields
Primary Phone Number Phone
Primary Fax Number Fax
Address Fields
Primary Address (line 1) Address
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

15
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Financial Fields
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Contact Fields

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

the Simplify database.

Prefix Prefix
(Title that precedes a first name or an initial.

For example, Mr., Mrs., and Dr. are name

prefixes.)

First Name First Name
Middle Name Middle
Last Name Last Name
Suffix Suffix

(A part of a name that follows the last name.

For example, Jr. and Sr. are name suffixes.)

Title Title

Primary Phone

Start Month From
End Month To
Email Address E-mail

Phone

Update to UTF-8 Character Encoding

In order to bring IGAM up to modern international standards, it has been updated to support UTF-8
browser character encoding which is the world standard for representing all languages.

Please note that GIFTS does not support UTF-8 and certain international characters may not appear

as entered on IGAM application/requirement forms.

18
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Known Issues Fixed in IGAM 6.0

The following IGAM known issues have been fixed in this IGAM 6.0 release:

ID Title

Resolved issue with missing IGAM application if the backup fails, and the
271002 write/update to the original fails.

Client was getting error when considering a IGAM application “Cannot insert
288353 duplicate key row in object “dbo.Contact_Ext’.

IGAM deactivation message truncated and defaulted to system/default message
286498 if longer than 255 chars.

Client’s IGAM application CONTACT links were updating Contacts without
210119 checking the “update GIFTS” option when linking.

252962 Contact custom boolean fields were ignored when set to Required.

Groups of fields in IGAM forms caused the Title of the group to appear twice to
253455 the applicant if the groups started with a hidden field.

Non US clients were not able to utilize the Deactivation Date when creating a
276469 new form.

Requirement Forms - code percentage fields were not populating from GIFTS
281386 Values.

284838 IGAM Application XML beccame out of sync with actual attachment files.

Client reported that the # attachments column in the submitted applications
273407 report did not count attachment field attachments.

Currency fields failed to render label correctly if not filled in when field was
274084 marked as Required.

Links were updating Contacts without the user checking the “Update GIFTS”
210119 option when linking.

277802 Default Forgot Password text needed to be changed to match button.

279876 Contacts were not updating properly when linked from IGAM.

Attach application feature with email application was not consistent/did not
278655 work.

Client reported that when filling out the IGAM login with email and password ->
ENTER takes you to create an account when New Applicant is a button instead of
279667 link.

289752, Resolved issue with user being able to Submit or Save and Finish later when
264947 previewing application forms.
27200

Resolved issue with no Form Title, Stage 1 Form, or Stage 2 form options being

19
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available when Sorting.

278655 Client reported that the attach application check box did not function.

If the New Applicant link was set to button, it would be the focus when hitting
279667 the Enter key.

When using Safari for submitting an IGAM application, dates were displaying
only in US date format (mm/dd/yyyy) even though Regional Settings and related
287935 date settings were set to UK.

Code percentage was not enforced, allowing submission when validation should
288285 prevent

With Oracle backend, Applications.Country value >20 chars did not truncate

288559 which caused insertion into Applications to fail.

287879,

288020,

288614 IGAM retrieval did not recognize file with same name as in application xml.
286069 Error when linking organization if the Org name contained brackets and a space.

Resolved issue with incorrect Account URL populating the Account URL merge
288879 field.

282968 Resolved issue with error handling in Attachments.
289419 Hidden fields were not hidden when there was a field to the right of it.
288597 Chrome input fields extended past frame on Account Login.

20



	Welcome to IGAM 6.0
	Upgrade Information
	Upgrading to IGAM 6.0
	Technical Preparation
	For Internet Explorer Users:
	Logging In After an Upgrade
	Technical Support


	New Features for IGAM 6.0
	Requests and Requirements Resubmission
	Initiating Resubmissions
	From IGAM
	Processing the Resubmission

	From Requests
	From Requirements
	Changes to Active Form/Deactivation
	Notifying Applicants
	Cancel Resubmission
	Retrieval & Workspace Changes
	Linking Resubmissions
	Considering Resubmissions
	Considerations for Application Transfer

	Simplify for Online Applicants
	What is Simplify?
	How does Simplify work?
	How do I enable Simplify for my online application forms?
	How does this change how online applications work?
	How will it look to an applicant?
	Simplify Logo and Link
	Procedure and Validation Rules:

	How do GuideStar Exchange fields match up with GIFTS and GIFTS fields?
	Organization Fields
	Telephone Fields
	Address Fields
	URL Fields
	Email Fields
	NTEE Fields
	Financial Fields
	Contact Fields


	Update to UTF-8 Character Encoding

	Known Issues Fixed in IGAM 6.0

