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1

How to Apply
In order to submit a project application the user must create a User Profile.

On the Homepage select View for the desired Funding Opportunity. 

2 On the Funding Opportunity Announcement page select Apply

Users may also select “Log In” at the top 
of the GrantVantage PreAward home 
page.

i
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3 Register & Login
This will lead applicants to the Log In page – Returning Applicant Users may login to 
the system, New Applicants must create a new Applicant User Account.
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Applicant Dashboard 
The Applicant Dashboard will show all available Funding Announcements. Applicants may 
navigate the system by using the left side Blue Menu.

4 Set up Users (Optional)
As the Primary Applicant User you may add a secondary Delegate User with separate login 
credentials to help you complete the application. To add a secondary Delegate User select 
Users then +New.

Applicant Blue 
Menu

User Profile Links

User’s must upload documents to the Applicant 
Profile Document Section before documents may 
be added to an application!

i
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6 Apply for Funding
On the Applicant Dashboard select View to see the Funding Announcement.

5 Complete Applicant Profile
All users must complete their Applicant Profile. Documents must be added to the 
Applicant Profile Document Section before they can be attached to an application. 

Select My Applicant Profile and add Organization Information, Physical & Mailing 
Addresses, Contacts, and Documents. 

Contact Records should be for the following positions; Project Manager, Fiscal Officer, 
Authorizing Certifying Official (if different), Program Director, or Coordinator, etc. 

Remember to always save your 
work!

i
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7 On the Applicant Dashboard or in My Applications select the correct Funding 
Announcement. On the Funding Announcement page select Apply. 

8 In the popup Funding Annoucement Application answer all questions and upload all 
required documents. Applicants may save and close their work to return to later. 

Application Controls & Navigation 

View Uploaded Documents

All required documents must be 
saved directly to Applicant Profile 
at time of upload!

i

To view all questions selecti



Step by Step Guide

APPLICANT TRAINING

Applicantsupport@grantvantage.com Page 7

9 Activities Template
Applicants can enter a complete Activities Template by selecting the Activities tab from 
the Application Navigation.  Edit and customize your activities & objectives by using the 
Activities Edit Tools. Once your activities are complete select Ready to Submit to move 
your template out of draft. 

Objective (1)

Remember to always save your 
work!

i
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11 Finish & Submit
Applications must be 100% complete, the Activities Template, and the Budget Template 
Ready to Submit for the Finish feature to unlock. 

10 Complete the Budget
Applicants can enter a complete budget by selecting the Budget tab from the 
Application Navigation.  Edit and customize your budget by using the Budget Edit Tools. 
Once your budget is complete select Ready to Submit to move your budget out of 
draft. 
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12 On the final page of the application ensure you have fully answered all questions and 
submitted all documents before selecting Submit.
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Applicant Navigation – My Application, Application Profile, Users, Contacts
Once an Applicant has created a User Account, they may navigate to their Applicant Profile. The 
Applicant Profile and related pages are a fully customizable tool to enhance the User’s 
Applications. 

The Applicant left side Blue Menu links to the Funding Announcement page and My 
Applications which opens the Applicant Dashboards.  My Applicant Profile is a tool designed to 
enhance a user’s application. Here Applicants may add additional documents and relevant 
information such as a Professional CV or other Certifications related to the Applicant or Entity's 
qualifications.

All applicant users must upload their documents to their User Profile before they begin a 
Funding Announcement Application. Applicant’s will not be able to upload documents directly 
to the Application, instead the system will look to the user’s profile. 

To access My Applicant Profile select My Applicant Profile
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On the Applicant Profile page User’s may edit their Organization information, Address, 
related Users, Contacts, and Documents by navigating the tabs on the white ribbon bar 
at the top of the page or the left side Blue Menu. 

Remember to always save your 
work!

i
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Contacts are individuals who are externally associated with the application. These are 
not user accounts. User +New to add more.

Users are individuals with user accounts associated with the Application account. Use 
+New to add more. 

The Documents is a tool that allows users to add any documents they may need during 
the application process. Documents must be uploaded to the Applicant Profile before 
they can be added to the application, as the application does not allow for users to 
upload directly to the applications. Use Choose File to select attachments. 

Remember to always save your 
work!

i


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12

