
 

 

 

 

 

 

Grant Lifecycle Manager™ 

Tutorial for Grant Applicants 

 

 

This document is designed to provide grant applicants with instructions for use of the Foundant 

Grant Lifecycle Manager application.  

 

Hint:  While this document attempts to provide step-by-step instructions, we realize that not all 

user scenarios may be adequately covered.  Remember that the software is accessed through 

the same standard browser that you use to access information sites on the World Wide Web.   

If you become lost or disoriented, the Back and Forward buttons in your browser may be 

useful tools for getting back on track. 
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If you already have an account with the grant making organization; 

1. Enter your login, which is your e-mail address, in the login field 

2. Enter the password that was assign to your account when you create it or your custom 

password if you chose to change it by editing your account. 

3. Press the “Log On” button to enter the Grant Lifecycle Manager. 

If you have forgotten your password; 

4. You can click on the “Forgot your Password” button to have your password e-mailed to 

your e-mail account. 

If you do not have an existing account; 

5. Click on the registration link to create an account 

 

 

 

 

 

1 - If you have already 

setup an account, type 

in your email as your 

login name 

2 - Enter the 

password given to 

you when you 

registered 

3 - Click the 

Log On button 

to log into the 

system 

5 - If you do 

not have an 

account, click 

on this link to 

register 

4 - If you have 

forgotten your 

password, click 

this button to have 

it sent your email 

Logging On 
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To create register an account; 

1.  Enter your personal contact information 

2. Enter your organization’s contact information 

3. If your organization’s information is the same as your personal contact then click the 

“Same as Applicant” checkbox 

4. Click on the Save button 

Note: Not all grant makers will chose to capture Organization information. For situations such as 

scholarships or grants to individuals, only User information may be required to register. 

 

2 - Enter the Organization’s information 

into the “Organization Information” 

column.   The Organization is defined 

as the potential recipient of the grant.  

3 - If the 

Organization is the 

same as the User, 

check the “Same 

as Applicant” box 

and data will 

automatically be 

copied to complete 

the form. 
1 - Enter user 

information into 

the blank 

columns.  The 

User is defined 

as the person 

responsible for 

the grant 

application. 

4 - When all required information 

has been entered, click “Save” to 

complete the registration 

process. 

Creating an Account – Registration Page 
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After you have registered your account, you will be taken to a Confirmation Page that contains 

your assigned password information. If you want to change this password to something either 

than the assigned random character password, click the “Edit Contact Information” on the 

following page.

Creating an Account – Confirmation Page 

Read this text carefully as it 

contains your username 

and password information.   

Your username and 

password will also be 

automatically e-mailed to 

you for reference. After 

reviewing your username 

and password, click 

“Continue”. 



 

 

Document Version 2.1  Page 5 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After you have registered your account, you can review and/or edit your information; 

1. Review your contact information 

2. If you want to update your information, click on the “Edit Your Information” link. This is 

also where you would go to update your password. 

If all the information you have provided is correct; 

3. You can start the application process by clicking the “Start New Application” link 

 

 

 

 

 

 

Creating an Account – Reviewing Your Information 

1 - Review contact 

information to 

verify everything is 

correct.   

2 - If contact information is 

incorrect or you wish to change 

your password, click “Edit Contact 

Information” to make changes. 

3 - You can start the 

application process by 

clicking “Start New 

Application” or “Apply” 

links on this page. 
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By updating your account, you can change your contact information or update your password to 

one that you can easily remember. You have to enter the same password twice in the two fields 

at the bottom of the Contact Editor page.

2 - Change your password 

by entering a new 

password, which is at least 

6 characters in length. 

Entering it twice ensures 

that the new password is 

accurate. 

Changing Your Password and Account Details 

1 – If you wish to change your 

password, click “Edit Contact 

Information” from the Application 

page Status page to make 

changes. 
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Now you are ready to begin the application process. Select the grant application that is 

appropriate for your organization. 

 

 

 

 

 

 

Answer questions 

and click the 

“Submit Pre-

qualification” button. 

STEP 1 in the APPLICATION PROCESS – 

QUALIFICATION PAGE 

Select a grant application 

that is appropriate to your 

organization 
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Once you have completed the application qualification form, your information is sent to the grant 

giving organization for their review. 

1. You review the status of your application by going the Application Status Page and the 

link to that page can be found in the left-hand menu. 

2. When your application is approved, the new approved status will appear. 

3. Once you are qualified, you may asked to completed a Letter of Inquiry (LOI) or 

Application, depending o the process for each particular grant. 

4. If Qualification is denied, you will not be allowed to proceed with the grant application 

process.

STEP 1 in the APPLICATION PROCESS – 

QUALIFICATION PAGE 

2 - When 

Qualification 

has been 

submitted, it 

will show up in 

the status 

section.  

 
3 - After Qualification has 

been approved, you may 

proceed to the next step

 

1 - To view 

status of your 

application, 

click the 

“Application 

Status” link 
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If you are asked to complete a LOI, the process is very similar to the Qualification process; 

1. Simply fill out the LOI webform 

2. Once you have entered all the required information hit the submit button

STEP 2 in the APPLICATION PROCESS- COMPLETING 

LOI 

2 - After all information 

has been added; hit 

“Submit Letter of Inquiry” 

1 - Fill in each text 

box with the 

appropriate 

information 

Fill out text box 

questions with 

appropriate 

information; be 

aware of the 

character 

maximum counter 

on the right of 

each text area. 

File uploads are 

performed by 

uploading a needed 

documen from your 

computer onto the 

application.  Click 

“Browse” to find the 

file in your computer 
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Once you have completed the LOI webform, you will be taken to a Confirmation Page and your 

LOI will be reviewed by the grant evaluators. 

 

 

 

 

 

 

 

 

 

 

 

 

1. You check in on the status of your LOI by checking its status via the Application Status 

Page. 

2. Once your LOI is approved, you will be asked to complete your application. You can 

complete an application by clicking on the “Complete Application” link. 

3. If LOI is denied, you will not be allowed to proceed with the grant application process.

1 - When LOI is 

approved, it will be 

shown in the application 

status page 

2 - Once LOI has 

been approved, you 

may complete the 

application 

The Letter of 

Inquiry has 

been sent to 

grant 

evaluators. 

STEP 2 in the APPLICATION PROCESS- COMPLETING 

LOI 
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To complete your portion of the application process, you will asked to complete an 

application webform. Please follow these steps. 

1 - Fill out text box 

questions with 

appropriate 

information; be 

aware of the 

character 

maximum counter 

on the right of 

each text area. 

2 - File uploads are 

performed by 

uploading a needed 

documen from your 

computer onto the 

application.  Click 

“Browse” to find the 

file in your computer. 

Be aware of file size 

limits. 

3 - If you would like to 

continue finishing the 

application at another 

time, you can click 

“Save As Draft” 

4 - After all information has 

been included, click “Submit 

Application” 

STEP 3 APPLICATION PROCESS - APPLICATION 

Saving your 

application often 

is very important 
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Once you have started to fill out an application webform or completed an application; 

1. You can review the status of your applications via the Application Status Page 

2. If you have chosen to save a draft of your application webform, you can continue to edit 

your application by using the “Edit Application” link in the Application Status Page. 

3. Once an application has been submitted, you will no longer be able to make edits. 

 

 

 

 

 

 

 

 

 

 

1 - To retrieve your 

application draft, click 

“Application Status” 

2 - To continue to fill 

out application, click 

“Edit Application” 

RETRIEVING DRAFTS 
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After you have completed the entire grant application process; 

1. You review the status of your grant application via the Application Status Page 

2. To end your session, you can click on the “Log Off” link 

Review contact 

information to make sure 

everything is correct.   
Click “apply” to begin the 

Application 

Status 

Click the Log Off 

button to end your 

session 

REVIEW GRANT STATUS 


