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Navigating the Applicant Portal

1 2The navigation bar allows the user to 
easily access and toggle between: 

• The Home, My Active Dashboard, 
Applications, Awards, and Requests Pages

• The “My Profile” drop-down which allows 
the user to view and edit their profile 
information or log out of the system
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Navigating “Home” Page
The “Home” page is the default page for 
users upon login and: 

• Provides steps on how to apply for a grant

• Displays all grant opportunities:   
• The “Apply Now” button - allows the user to 

start the application
• The “Learn More” button - takes the user to a 

separate website where they can find more 
information about the specific grant being 
offered
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Navigating “My Active Dashboard” Page

2

The “My Active Dashboard” page is filtered 
to only show active records for: 

• Organizations, requests, applications, and 
awards grouped into 4 different list views

• Ex: For applications, “active” is any record in “draft” 
or “under review” status 

• If they don’t have any records in an active 
status, then that list view will be empty on this 
page 

• For any of the list views displayed the user can: 
• Customize the columns they want displayed in 

the table by selecting the “Select Columns” 
button

• Customize the number of records viewable on a 
page within a table
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The “Applications” and “Awards” pages 
contain all application or award records  
regardless of status:

• To view a specific application or award record 
details the user would select a hyperlinked 
record from the list view 

• The “Details” page provides access to key 
information, functionality, and forms 
associated with the record

• Specifics about this tab are outlined on slides 11-16

Navigating “Applications” & “Awards” 
Pages
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The “Requests” page contains all requests 
ever submitted by an applicant. To access a 
request record:

• Select a hyperlinked request from the list view

• Request form is opened 

• Note: The “New Requests” button on this page 
is deactivated. If the user needs to submit a 
request, they must do so via the “Requests” sub-
tab of either “Application Details” or “Award 
Details.” Please refer to slide 15 for more 
information. 

Navigating “Requests” Page
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The “Organization” page is temporary and 
shown only when an organization is 
selected from the “My Active Dashboard” 
Page

• This page provides access to 3 sub-tabs: 
• An “Overview” sub-tab that contains a list of 

all applications and awards associated with the 
organization 

• A “Participants” sub-tab that allows 
participants for the account to be managed (see 
future slides for participant management 
functionality) 

• A “Details” sub-tab that contains the 
organization details entered at the time of 
registration 

Navigating “Organization” Page
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