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Accessing e-Cimpact

Requirements: All you need to access e-Cimpact is a computer with an internet connection and
current version of web browser (example: Internet Explorer, Firefox, Chrome, Safari)

To access the e-Clmpact website, please go to

https://agency.e-cimpact.com/login.aspx?org=15070U

Please bookmark the address to easily access e-Clmpact at your convenience.

e-Clmpact Agency Training Manual United Way of Champaign County >


https://agency.e-cimpact.com/login.aspx?org=15070U

Agency Login

Now that you have accessed the Agency site, it is time to login.
For New Organizations:
It's recommended to use your email address for your username since it is unique.

For Others: if you do not know or remember your username, please contact Carolyn Butterfield.

Step 1: Enter your username and password

Step 2: Click ‘Sign In to our Secure Server’ or use the enter key.

S|g n—|ﬂ Step 1: Enter

Please sign in to your account. ¢ Username and

e IMPACT : Z Password

Community Impact Management

AGENCY SITE

= Step 2: Click ‘Sign
In to our Secure
Server'

Forgot your password?

Don't have an account?

New to e-Clmpact?

Create an account to apply for available grants

Thawte
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Forgot Password

Step 1: Click ‘Forgot your password?’ on the agency login page.

Sign-In

Please sign in to your account.

‘ User Name ‘

‘ Password ‘

Sign in to our Secure Server

Forgot your password?

Step 2: Enter your username

Step 3: Select ‘Auto-Generate my Password’

Sign-In

Please sign in to your account.

0 Please enter your Username.

Auto-Generate my Password

Step 4: Check your email, return to the login page and procede to login. If you do

not see the email in your inbox, be sure to check the ‘junk’ folder. If the email is

not in either, please contact Carolyn Butterfield.

e-Clmpact Agency Training Manual United Way of Champaign County
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Registering a New Agency
If you are not yet a United Way of Champaign County Partner Agency, please proceed with site
registration. Registration is required for all non-partner agencies.

Step 1: From the agency login page select ‘Create new agency account’

Sign-In

Please sign in to your account.

IMPACT

| Password ‘

Community Impact Management

AGENCY SITE Sign in to our Secure Server

Forgot your password?

Don't have an account?

New to e-Cimpact?

Create an account to apply for available grants

Click here to create a new Account

Secu
by,
@uaitelt < by Thawte

© 2013 e-Clmpact, Community Impact Management S‘BabI’OCkS

Step 2: Please read all directions carefully, and then click ‘Next’ to continue with

your registration process.

: Letter of Intent / RFP pre-qualification process!

sgister and request an application for the current funding round. Please be ready to enter your agency's EIN, contact information, and mission
pplication request requires that you succesfully complete a pre-qualification test to determine your agency's eligibility.

TN
GE D)

% Cancel and Return to Login Page

e-CImpact™ Community Impact Management
© 2015 Powered by Seabrooks.
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Step 3: Please enter all required information regarding your agency. Then
proceed to the next page.

*EIN — the system will automatically validate your EIN, confirming you do not already have an

e-Clmpact account. The system will also automatically enter any information linked to the EIN

entered.

Agency Registration

© ks marked vith an * are requied feks.

Please enter your Agency information in the fields below, including the agency Primary Contact information then select Next' at the

bottom of the page to continue.

Agency Account Information

Agenicy Name:*

Wiebsite URL:

Account Information

Limit up to 750 characters (0 used).

Mission Statement:

Limit up to 750 characters (0 used).

Address Type:* Maiing
Address Line 1:*

Address Line: 2:

City:*

Siter® Hanai
Tip Codz:*

Email Address

Email Address Type:* Man
Email Address:*

“hone Number Type:* Man
Phone Number:*

Primary Contact Information

Contact Type:* Evecutive Drector
First Name:*

Last Name:*

Job Title:

d to ensure that you have entered it comectly. Your Password must be between 6 and 15
racter from 2 of the groups of alpha, numeric, or special characters. Your Password may
any white-space.

Enter your

characters

not contal Please note what
username and
password you

Bare create.

- pagwo,

— 1234567

— abedefgl A )

— abe23 (invalid, less than 6 characters)

Password

Preferred User Name:*
Password:*

Confim Password:*

& Concel and Retum to Login Page

Step 3: Enter
required
information, then
click ‘Next'

e-Clmpact Agency Training Manual
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Step 4: Select a grant application you would like to apply for, and then continue to
the next page.

Please review the list of currently available Grant Applications below.

Select a grant from the list to request an application. Some grants may require pre-qualification information be provided.

[ The Youth Philanthropy Project
w The Youth Philenthropy Project is transitioning to a formal partnership between The

Community Foundation and HandsOn Project. The purpose of this partnership is to

ack further enhance the quality of the experience for participants and to further expand our
reach to youth throughout the region.

£ The Best Grant Ever
0 You would be remiss if you did not apply for this....

Step 4: Select an

Application, and then -m
click ‘Next’
@ Cancel and Retum to Login Page

Step 5: Please answer all qualification questions and proceed to the next page.

If your agency passes the initial qualification questions, you will then move on to confirm your
registration. In the event your agency does not qualify, you will be provided information on who
to contact should you have any questions.

Agency Qualification Form
Customizable instructions can be entered here. Step 5 Answer
Qualification
Section 1 Question, then
Does your organization have a 5013 rating? (answer "Yes' to Qualify)...... Click 'Next’

@ Cancel and Retum to Login Page
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Step 6: Review all agency information entered, and then click ‘Confirm
Registration’

Please Review the information below for accuracy.
EIM: 267774568

Agency Name: 123 Test Agency

Additional Agency Account Information Summary
Description:

Accredited: ™ Yes & No
Mission
Statement:

Agency Information Summary

Address: 123 Main Street
City, Ilinois
45654
(Mailing)
Ermail Address: info@email.com (Main)
Phone Mumber:  (555) 666-3333 (Fax)
Primary Contact Information Summary Step 6: Review your
Contact Mame: me me (Executive Director) agencies
information, then
Preferred Login 'Cgmp[ete
Username: 123agency Registration'
PHSSWEII’d: EE e T
Request Summary

The Youth Philanthropy Project

The Youth Philanthropy Project is transitioning to a formal partnership between The Con munity Foundation and HandsOn
Project. The purpose of this partnership is to further enhance the quality of the experiencz for participants and to further
expand our reach to youth throughout the region.

Complete Registration

& Cancel and Retum to Login Page

Once your registration is completed you will be able to print your confirmation page. You will
also receive a confirmation email.
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Common Navigation

The navigation links in e-Clmpact are consistent throughout the site.

Save/Update: Refreshes the page while saving any
changes made to your data.

M save/Update Save and Return to Previous Page: Returns you to the
page last visited while saving any changes made to your
:: Save and Return to Previous Page data

& Cancel and Return fo Previous Page Cancel and Return to Previous Page: Will return you to

the previous page and will NOT save any changes made to
your data.

Changing the Font Size: Located in the upper right-hand
A corner of the agency site, click the large ‘A’ to increase
the font size. Click the smaller ‘A’ to decrease the font

Font 5ize:

size.

@ Fields marked with an * are required fields.

e-Clmpact Agency Training Manual United Way of Champaign County g



Agency Site Home Page

From the home page you will be able to access all parts of the agency site. There are four basic

sections:
1. Account Management
2. Agency Information
3. News, Events, and Calendars
4.

Applications and Resource Center

Hello, Rose Ogihara

Chanage Password | User Profile | Signout (Session time remaining: 16:27)

Font Size:

A

¢ IMPACT

Family Service Agency

Home
Aaency Profile
Additional Info
Users

Mission Statement

Project Profiles

Current Meeting (1
Meeting Archive (1)
On-Site Visits Archive (1)

Request Grant Application

Resource Center

Agency Reports (1)

e-Clmpact Agency Training
Manual (1}

4. Application
and Resource
Center

W

2. Agency
Information

New Meeting

1. Account
! Management

Community Impact Management

Application Training - Agency Site

Thursday, February 28, 2013 @ 7:45 AM - 10:45 PM

Please RSVP for this Meeting!

Calendar

< February 2013 >

Sun Mon Tue Wed Thu Fri Sat

1 2
3 4 5 6 7 8 9

w11 12 13 15 16

17 18 18 20 21 22 23
24 25 26 27 28

Our Work through Initiatives

Today's Schedule: Thursday, February 14, 2013
+ None Scheduled
Schedule for February

« Mone Scheduled

3. News,
. Events, and
Calendars

African American Initiative Update

This exciting program supports community-wide efforts to nurture young, at-risk African American boys as they develop into successful

young men.

Immunization Initiative Update

This nationally-recognized program is getting kids in underserved communities the immunizations they need to stay healthy.

e-Clmpact Agency Training Manual
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Account Management

Chanage Password | User Profile | Signout (Session time remaining: 17:44)

Change Password
Step 1: To change your password, select ‘Change Password’

Step 2: Enter the old password

Step 3: Then enter the new password two times.
Password Rules:

e Passwords must be at least 8 characters long

e Must not contain “ % or blank spaces

e Must meet at least 3 of the 4 following requirements:
e At least 1 capital letter

e Atleast 1 lowercase letter

e Atleast1 number

e At least one symbol (allowed symbols are |@#52&*())

User Profile

The User Profile area is where you are able to add, edit, or delete any of your information
including primary contact, basic information, email addresses, phone numbers, and mailing
addresses. Users may also choose to be ‘Included in all Emails’.

Primary Contact: There can only be one primary contact per agency. This can be set by
selecting the check box ‘Primary?’. The primary contact is automatically included in all emails
and cannot be deactivated unless a new primary contact is selected.

Active: Make sure your account is ‘Active’. Once a user is deactivated you will need to contact
Carolyn Butterfield to reactivate the user account.

e-Clmpact Agency Training Manual United Way of Champaign County 11



Contacts

@ Fields marked with an * are required fields.

Il Primary?

\lInclude in all Emails?

L] Active?
Type:* | Executive Director |E|
Prefix: I:E
First Narme:* |Alexi5 |
Middle Initial []
Last Mame:* |Joh nson |
Suffix I:E
Coempany: | |
Job Title: | |

B sive/Update

::l Save and Return to Previous Page

‘ Cancel and Return to Previous Page

Enter any necessary information, and then click ‘Save/Update’.

e-Clmpact Agency Training Manual United Way of Champaign County 12



Signout
Users should ‘Signout’ of e-Cimpact to ensure the security of their data. Once signed out of e-
Clmpact, press the ‘X’ in the upper right-hand corner of your browser to close the window.
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Agency Information

The Agency Information section is where account information, contacts, statements
(mission/vision/agency) and program information are housed. From this section you will be
able to update your address(es) or contact information.

Family Service Agency

Home
Agency Profile
Additional Info
Users

Mission Statement

Project Profiles

Agency Profile

The profile page is where all agency specific information is housed and can be updated. This
includes the basic information — agency name, EIN, staff contact, primary contact, website, etc.

Agency Profile

@ Fields marked with an * are required fields.

Agency Name:® 123 Test Agency

EIN: 567774568

Accreditation By:

Website:

Staff Liaison:

Primary Contact: Alexis Johnson |Z|

Description:

Limit up to 750 characters (0 used).

e-Clmpact Agency Training Manual United Way of Champaign County 14



Account name(s), address(es), phone number(s) and email address(es)

You may also add, edit, or delete account names, addresses, phone numbers and email
addresses. Agencies can have multiple records for each section.

Account Names

@ Add New Account Name

Addresses
e = T e e
Mailing 123 Main Street, City, IL 45654, US.A Edit Delete

@ Add New Address

Phone Numbaers

Fax (555) 666-3333 Yes Yes Edit Delete

@ Add New Phone Number

Email Addresses

Main info@email.com Edit Delete

@ Add New Email Address

‘Account Names’ is a place for any other names for your agency, or if your agency name is
abbreviated you may place the legal name here.
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Agency Contacts

[ confidential? When adding a new record, or updating existing records, be sure to

[ primary? select ‘Active’ appropriately.

Active? ‘Primary’ can only be selected for one record.

To view all agency contacts — click ‘Contacts’ from the agency information section
on the homepage.

123 Test Agency

Home

Agency Profile

Additional Information

Contacts

Staterments

Program Profiles

From this area you will be able to see anyone who is currently listed as a contact
at your agency, as well as add, edit, deactivate, or delete an agency contact.

Contacts
B s B
Alexis Johnson Exc (Click here to Yes Click here to
Add New ‘Edit" existing '
COHIEICTS Contacm
\:!-";- Add New ™=

The agency contact profile page is like the user profile and contains the same
information.

- Name and preference
- Email addresses

- Phone Numbers

- Addresses
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Request a Login: Once a new contact has been created, you are able to request a
login for this user.

Step 1: Click ‘Request a Login’

Contacts
L= 0 = == = I =]
Alexis Johnson Executive Director Yes 123agency Edit
Rose Ogihara Grant Writer Request a | ogin Edit Delete
Step 1: Re_quest .
a Login
\-!-) Add Mew

Step 2: Enter username and password.

*A contact’s email address is commonly used as the username due to email addresses being
unique. Please refer to revised password requirements under Change Password.

Request a Login Account for Rose Ogihara

Enter a password and then retype the password to ensure that it has been entered correctly. Your new password must be between 8 and 15
characters in length and contain at least 1 character from 2 of the groups of alpha, numeric, or special characters. Your Password may not
contain the following characters: ", 3, or any white-space.

Password Examples:

+ zbcdefg? (valid, contains letters and numbers)

+ paSSword (valid, contains letters and numbers)

* 1234567# (valid, contains letters and a special character)
# zbcdefgh (invalid, contains only letters)

» 3bcZ3 (invalid, less than 6 characters)

Contact Type: Grant Writer
Contact Name: Rose Ogihara
Username:™

Password:®
no value

Confirm Password:*
no value

L Y, pdate

-. Return To Previous Page
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Registering a New Program
Step 1: Go to the programs area by selecting ‘Program Profiles’

123 Test Agency

Home
Agency Profile

Additional Information
Contacts Step 1: Go to the
Statements * Program Profiles

Prograrmn Profiles” « dired

Request Grant Application

Initiatives
Special Grants
The Youth Philanthropy Project

Pictures of my Dog (1)

Step 2: Select ‘Click Here to Register a New Program’

Program Profiles
123 test program Alexis Johnson Active

(These are customizable instructions) The list above displays all programs that you have registered on e-Cimpact. If you would like to register

another program, please click the link below.

@ Click Here to Register a Mew Program

. Step 2: Click here
to ‘Register a New
Program’
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Step 3: Enter all required program information, and then select ‘Save / Complete
Registration.’

Program Registration

Enter the program / project name and basic information below.

@ Fields marked with an ® are required fields.

Program / Project

Program Name:*

Limit up to 150 characters [0 used).

Primary Contact: [~] Step 3: Enter required
information, then
. Save/ Complete
M| Save/Complete Registration . Registration'

% Cancel and Return to Previous Page

After selecting ‘Save/Complete Registration’ you will be directed to the program profiles page,
here you will see a validation message stating that you have successfully registered your
program.

Updating Program Information

Step 1: To edit or inactivate a program, go to the program profiles area.

Step 2: Select ‘Edit’ next to the desired program.

Program Profiles
123 test program Alexis Johnson Active Edit

(These are customizable instructions] The list above displays all programs that you have registered on e-Cimpact. If you would like to re Jister
another program, please dick the link below.

\-‘!-/} Click Here to Register a New Program

Step 2: Select
‘Edit’

From here you will be able to update or inactivate information needed.
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Calendar - (we are not currently using this feature)
The calendar area will display any events or site visits you have RSVPs for. Some news items will

be displayed here as well.

Please note that the items listed in the calendar area are specific to the selected month.

Calendar
< May 2013 > Today's Schedule: Tuesday, May 21, 2013
Sun Mon Tue Wed Thu Fri Sat + None Scheduled

1 2 3 4 Schedule for May
3 ] 7 8 9 10 11 e [5/31/2013
12 13 14 15 16 17 18
19 20 | 21| 22 23 24 25

2013 Community Impact Application

260 27 28 2% 30 31

If you wish to view items from another month, use the arrows to switch months.

Use the arrows to switch

| months
Calendar
< April 2013 > Today's Schedule: Tuesday, May 21, 2013
Sun Mon Tue Wed Thu Fri Sat * None Scheduled

1 2 3 4 5 B Schedule for April
7 8 g 10 11 12 13 * Mone Scheduled
14 15 16 17 18 19 20
21 22 23 24 35 28 27
28 29 30
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Site Visits — (we are not currently using this feature)

When offered, you can select dates available for volunteers to come and visit your agency site.

Step 1: To access the site visit area, select ‘Current Site Visit.’

Step 2: Select ‘Reserve Time Slot’ for the agency or program.

123 Test Agency Schedule > Current Site Visit
Agency Profile Volunteer(s}
Contacts 2013 Health Site Visits

Reserve Time Slot
Program Profiles

2013 Education Site Visits 0 Reserve Time Slot

|
Current Site Visit (2)

| Request Grant Application | . Step 1: Click on ‘Current Site
Visit’

Initiatives

Special Grants

The Youth Philanthropy Project Step 2: ‘Reserve Time Slot’

Resource Center l

Pictures of my Doa (1

Step 3: Choose the date and address desired.

Step 4: ‘Save/Update’ or ‘Save and Return to Previous Page’

Schedule > Current Site Visit > Reserve Time Slot

@ Fields marked with an * are required fields.

Site Visit: 2013 Education Site Visits
Date:* 4/25/2013 9:00 AM [ = |
Address* 1248 Any Sreet, Anytown, IL 98277, US.A. |Z|
Staff Lizison: Kate Attea
# of Volunteer(s): ]
M| Save/Update Step 3: Select the date

and address

:_., Save and Return to Previous Page

-
% Cancel and Return to Previous Page SIE[J 4: Save

% Cancel this Site Visit Sign-up
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Resource Center

The agency resource center is where you will be able to find any documents you may need to
reference from United Way of Champaign County. The resource center is in the lower half of
the left-hand navigation.

Accessing Resources
Step 1: Select desired resource item.

Family Service Agency

Home

Agency Profile
Additional Information
Contacts

Statermnents

Program Profiles

Step 1: Select
desired resource Meeting Archive (5]

‘Heguest Grant Application |

Resource Center

Application Documentation (1)

e-Clmpact Agency Manual (1)
Pictures of my Dog (1)

Reports

Bun a Report

Step 2: Click on the attachment link to open.

Resource Center > e-Clmpact Agency Manual

e-Clmpact Agency Training Manual

Attachments Step 2: Click to open

attachment
L e-Clmpact Agency Training Manual - 2013.pdf v
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The Basics of your Applications / Grant Process

Accessing Application / Grant Process

Step 1: Choose the application or grant process from the list located in the left
hand navigation.

Request Grant Application

Community Grants

2008-10 United Way RFP

Initizl Application
2010-2012 Annual Application
Step 1: Click the link
for the application or
grant you would like
to apply for

11 Request for Funding

21 Mid-Year Reporting

2012 -2014

11 Letter of Intent

2012 Focus Area Grants

11 Application

Grant Process
Other Grant Process

2013 Application 2

Questions and Answers

e-Clmpact Agency Training Manual United Way of Champaign County 23



Form Status
This page works much like a check list. You can easily see how much of your application you
have submitted.

Not Started In Progress Ready To Submit Submitted

-'—1_
Children's Home Foundation Not Started

Agency Information*® Mot Started

Alternative Education Proy + Not Started Include? Fl
Program Information™ The top bar is the Overall Mot Started

Demo Logic Model Navigation Application SEHLS, ' Mot Started

Program Budget™ The Status column is for Mot Started

Program Demaaraphics* the individual forms. Mot Started

Copy of Program Logic Model Mot Started

Not Started: When the application or form is in not started status, it means that no data has
been entered yet.

In Progress: If your form is set to in progress, then the form has been started, and saved. The
form has not been marked completed. The top bar will remain at ‘In Progress’ until all forms are
marked completed.

Ready to Submit: Once all forms are marked completed, your top bar should move to ‘Ready to
Submit’. At this stage you should review any information entered, then move on to submit
your application.

Submitted: When an application is in submitted status, you will no longer be able to make
changes to the information on the forms. If you submit, and find you need to make an edit, you
should contact Carolyn Butterfield.
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Entering Information

To begin filling out your application click on the desired form:

Not Started In Progress

Item (* indicates Reguired Item)

Children's Home Foundation

Agency Information®

Alternative Education Program

Prograrm Information®

Cemo Logic Model Navigation™®

Program Budget™

Program Demographics®

Copy of Program Logic Model®

Save Options

After entering information on your forms, you have multiple save options.

M| Szve My Work

-aﬂ Save My Work And Return To Previous Page

M. Save My Work and Mark as Completed

% Beturn To Overview Page
Save My Work / Save My Work and Return to Previous Page: These options are for when you
need to save, or move on to something else, and are not finished entering information.

Save My Work and Mark as Completed: This option is for when you have entered and
reviewed your information and are ready to turn it in.
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Switching Forms

There are two ways to switch forms within an application:

First: When you are finished with one form, click on ‘Save My Work and Return to Previous
Page’, and then select the next form.

:ﬂ Save My Work And Return To Previous Page

Second: You can use the ‘Switch Forms’ option, located in the upper right-hand corner.

Step 1: Click ‘Switch Forms’ to view the list of available forms.

Grant Process
Other Grant Process - 2013 Application
Step 1: Click
Children's Home Foundation here to see a list '
Status: Not Started of other forms o .J-I . %

available I
Agency Information

@ Fields marked with an * are required fields.

==£NOTE: Remember to upload the documents required as set forth in the Financial Checklist section below in the space
provided on the Agency Form List/Summary page.

Step 2: Click on the form you would like to move to.

Grant Process

Other Grant Process - 2013 Application

Children's Home Foundation Switch Forms

b4

At any time you may select another form to work on.
Your work on this form will be saved automatically.

Status: Not Started

The Form you are currently | Children's Home Foundation Not Started
on is not clickable. e, mpAgency Information® Not Started
All changes made to your Alternative Education Program Not Started
current for are automatically [ents requint p oo information® Mot Started
saved. 4
Demo Logic Model Navigation™® Mot Started
The other forms are available f&n's Home F{ program Budast* Not Started
to choose. 1
96123 Program Demographics™ Not Started
A Mission Stat e
gency flission statemen Copy of Program Logic Model Not Started
To strengthen the minds, bodies and hearts of young peopre—mougmrorore—trommmg; oecorsemora
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Attachments
Uploading Attachments

Step 1: Open documents form

Application Status Print / Review Options

Not Started In Progress Submitted

L ) The Attachments form
Ttem (* indicates Required Item) Last Up .

displays the same as

Children's Home Foundation P other forms. ﬂ
Agency Informmation™
Required Docurnents 3 NUOL SLdILen
After School Program Not Started Include? [l

Step 2: Once you have confirmed your document meets the upload requirements,

click ‘Choose File’.

Required Documents

Last

501¢3* ChDDSE File | Nofile chosen
Please upload your current 501¢3. Thank you Click here to

‘Choose File’

M| Save/Upload Attachment(s)

% Return to Overview Page
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Step 3: Browse your computer and select the desired document.

MName Date modified Type Size

Eﬂ How to Associate Agencies and Program...  5/9/2013 1:41 PM Microsoft Waord D... 192 KB
B Hew tr Asenriate Anenciestothelnvest,,  5/21/201310:45 AM  Microsoft Ward D... 151 KB
Eﬂ How to Associate Programs to a Progra.. 5/21/201311:00 AM  Microsoft Word D... 171 KB
@ How to Frint Export — Agency Form Pack . 5/9/2013 8:18 AM Microsoft Word D... 112 KB
@ How to Print Export — Program Form Pacsl 5/9/20138:29 AM Microsoft Word D... 113 KB

Select your file, then
click on ‘open’

ime: How te Associate Programs to a Pregram Form Set & ’AII Files ']

| open |v| | cancel |

Step 4: ‘Save/Upload Attachment(s)’

Required Documents

501c3* Choose File Click here to

Please upload your current 501c3. Thank you ) SE‘IVE/U[J'OE‘IC]
Attachment’

Last .

B Save/Upload Attachmentis)

% Return to Overview Page

Viewing Attachments

Step 1: Click on the document name to download and open it.

Required Documents

501c3 ClICk on document @ e-Clmpact Agency Training Manual - 2013.pdf Deja Vu Delete
Please to View' it nk you A 5/28/2013 2:44 PM
M s

% Return to Overview Page
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Deleting Attachments

In the event the wrong document was uploaded you may need to delete your
attachment.

Step 1: Open documents form

Application Status Print / Review Options

Not Started In Progress Submitted

.. ) The Attachments form

Children’s Home Foundation - other forms. i

Agency Information®

Reguired Documents - MUL SLdTLEy
After School Program Not Started Include? g

Step 2: Select ‘Delete’ next to the desired document.

Required Documents

Last Modified

501c3* e-Clmpact Agency Trair .CIICk h(.i‘l'e U2 Deja Vu Delete
Please upload your current 501c3. Thank you Delete your 5/28/2013 2:44 PM 4
attachement

M| Save/Upload Attachment(s)

% Return to Owerview Page

Step 3: Confirm you would like to delete this attachment.

& The page at https://agency.e-cimpact.com says: l&

Are you sure you want to delete this attachment?

| Ok | [ Cancel ]

You are now able to upload the correct attachment.
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Submitting Application
Mark Forms ‘Complete / Ready to Submit’

In order to submit your application, you must mark ALL forms ‘Completed / Ready to Submit.’

Step 1: Open form

Application Status Print / Review Options

Not Started In Progress Ready To Submit Submitted
Open desired

Children's Home Foundatio 5 In P
ildren’s Home Fou n = form rogress ﬂ

Agency Information™ 8 D
o/

In Progress

Required Documents Deja Wu Completed / Ready To Submit
5/22/2013 1:55 PM (CST)

After School Program 5/22/2013 2:08 PM (CST) Completed / Ready to Submit Include? ﬂ

Step 2: Review information, then ‘Save My Work and Mark as Completed.’

B save My Work

:= Save My Work And Return To Previous Page After review - Click
" here to mark form
completed

M. Save My Work and Mark as Completed -

% Return To Overview Page

Complete these steps for each form until you have completed the entire application.
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Submit!

Once all forms are ‘Completed / Ready to Submit’, the ‘submit this application now’ option will
appear at the top of the page.

[ ! J Your Application is now Ready To Submit! Please verify all the information ...
A

Application Submission Details

Send Submission Confirmation Email To:* |dareen@seabrooks.com

Submitted By:

Submit This Application Now!

Not Started In Progress Ready To Submit Submitted
e =~ —)|
Children's Home Foundation 5/22/2013 1:55 PM (CST) Completed [ Ready to Submit
Agency Information* Deja Vu Completed / Ready to Submit

5/22/2013 1:55 PM (CST)
Reguired Documents Deja Vu Completed / Ready To Submit

5/22/2013 1:55 PM (CST)
After School Program 5/22/2013 2:08 PM (CST) Completed / Ready to Submit Include? ﬂ
Program Information® Deja Vu Completed / Ready to Submit

5/22/2013 2:06 PM (CST)

Demo Logic Model MNavigation® Deja Vu Completed / Ready to Submit
5/22/2013 2:07 PM (CST)

Step 1: Confirm the email address to send the confirmation message.

Application Submission Details

Confirm email
address, make
Submitted By: ' changes if

necessa
Submit This Application Now! y

Send Submission Confirmation Email To:* |dgreen@seabrooks.com

Step 2: Select ‘Submit This Application Now!

Application Submission Details

Send Submission Confirmation Email To:™  dgreen@seabrooks.com Select ' Submit This

Submitted By: Application Now!

Submit This Application Now! - .
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Now that you have successfully submitted your application, you will see everything is now in
submitted status.

Grant Process

Other Grant Process - 2013 Application

Children’'s Home Foundation

This is the Description - and this displays on the Agency Site in the Investment Process!!

@ Thank you... application will be review... indicate... funding to be ...

Application Submission Details
Send Submission Confirmation Email To:*® doreen@seabrooks.com

Submitted By: Deja Vu on 5/22/2013 at 3:02 PM (CST)

Application Status Print / Review Options

Not Started In Progress Ready To Submit Submitted

e === =T == —
Children’s Home Foundation 5/22/2013 3:02 PM (CST) Submitted
Agency Information™® Deja Vu Submitted

5/22/2013 3:02 PM (C5T)
Required Documents Deja Vu Submitted

5/22/2013 1:55 PM (C5T)
After School Program 5/22/2013 3:02 PM (CST) Submitted Include? ﬂ
Program Inforrmation™® Deja Vu Submitted

5/22/2013 3:02 PM (CST)

Demo Logic Model MNavigation™ Deja Vu Submitted

Please note: Once an application is in submitted status you will be able to view the
information entered. You will not be able to make any changes to the information.
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Printing Options
There are different levels you may print:

- The Entire Application — This will print or export all forms within this application.
- Agency Packet — This will print all forms that are agency specific.

- Program Packet— This will print all forms that are program specific.

- Individual Form — This will print the individual form.

The Entire Application

Step 1: Open the application by clicking on it in the left-hand navigation.

Community Impact

2015/16 Community Impact
Full Application

Step 2: Click on ‘Print/Review Options’ box in the upper right-hand corner of the
application main page.

Grant Process

Other Grant Process - Application
Children’s Home Foundation
This is the Description - and this displays on the Al Click here to ccl|
open a print
preview window

Application Status Printer Friendly

Not Started In Progress Ready To Submit Submitted

Step 3: Select the option you would like to use, continue to print.

There are three options on this pplication
page:
- Print this page
- Print to PDF
- Open in new browser window

Approved by Board of Directors on: 2/2/2015

Executive Director: Patti
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Agency Packet

Step 1: From the application main page, click on the ‘Print’ icon, in the agency

section of the list grid under the action column.

Application Status

Not Started

Item (* indicates Required lte

Children's Home Foundatia

Click here to open the print
preview window

Agency Information®

Print / Review Options

Submitted

To Submit

Required Documents DejaVu

After School Program

Program Information™

Completed / Ready To Submit

Not Started

Include? -—

Not Started

Step 2: Select the ‘Print’ option you would like to use, continue to print.

There are three options on this

page:
- Print this page
- Print to PDF

- Open in new browser window

pplication

Approved by Board of Directors on: 2/2/2015

Executive Director: Patti

Program Packet

Step 1: From the application main page, click the ‘print’ icon next to the desired
program you would like to print. Then choose which print option to use.

Children's Home Foundation

Agency Information®
Reguired Documents Deja Yu

After School Program
Program Information®
Program Packets are
specific to each program
listed

Demo Logic Mode| Navigation®
Program Budget*

Program Demographics® . . .
Click the print icon to see
Print / Export options for

the Program Packets

Copy of Program Logic Model*®

Alternative Education Program

Program Information®

Demo Logic Model Navigation™

Not Started -
Not Started

Completed / Ready To Submit

Not Started Include? —

Not Started
/rmﬂ'

Not Started

Not Started

Not Started

Not Started Include? =
Notsjarted

Not Started

e-Clmpact Agency Training Manual

United Way of Champaign County

34



Individual Forms

Step 1: From the application main page, open the form you would like to print.

Application Status Print / Review Options

Mot Started In Progress Ready To Submit Submitted
Item (* indicates Required ltem) Last Updated _
Click here to
Children's Home Foundation open form -

Agency Information®

Reguired Documents DejaVu Completed / Ready To Submit
After School Program Not Started Include? =
Program Infermation™ Not Started

Step 2: In the lower right-hand corner of your form are the option for printing.

B save My Work == Printer Friendly

"> Save My Work And Return To Previc Click here to print the
current form

"% Save My Work and Mark as Complef

@ Return To Overview Page
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Questions and Answers — (we are not currently using this feature)
There are two ways to access ‘Questions and Answers’.

In the Application — a new tab will be added to the application if a volunteer has a question
regarding that specific application.

2010-2012 Annual Application - 1) Request for Funding

Children’s Home Foundation

Funding: Funded programs wil receive a final year of fundin The O_uestlons_and P_\nswers nity Fund and
satisfactory program performance. Procaess: Applications will tab will Gnly dlsplay if there olunteers. The

h |, leadership of the Community Impact Division-gi‘United Way' are questions that have been fon on how
L - -
“ funds wil be distrbuted. asked regarding the specific
application

”

Application Questions and Answers (1)

Your application for funding has been successfully submitted. It will be reviewed by a committee of community
volunteers.

Thank you.

Application Submission Details

In the left-hand Navigation, at the bottom of the investment/application list — All
guestions and answers will be listed.

| Request Grant Application ‘

Community Grants
2008-10 United Way RFP
Initial Application

2010-2012 Annual Application
1} Reguest for Funding

2} Mid-Year Reparting Click here to see

2012 - 2014 ALL questions and
1) Letter of Intent dnswers

2012 Focus Area Grants
1) Application

Grant Process

Other Grant Process
2013 Application
Questions and Answers =
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Responding to a Question — In the Application

Step 1: Open the application.

Community Grants
2008-10 United Way RFP
Initial Application

2010-2012 Annual Application

1) Request for Funding
2) Mid-Year Reporting Click here to open
. Application

2012 - 2014

1) Letter of Intent
2012 Focus Area Grants
1) Application

Grant Process

Other Grant Process

Step 2: Go to ‘Questions and Answers’ tab.

w

Application Questions and Answers (1) Go to ‘O .
o o Lieshons

and Answers’ tab

Steps 3: Select ‘Answer’ for desired question.

Application Questions and Answers (1)

o
24972 Subject: Question on deficit Answer
Question: Please explain the large deficit in 2010 Click here to answer the
Response: Question
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Step 4: Enter your answer to the question, then ‘Save and Return to Previous
Page.’

Question ID: 24972

Program: Alternative Education Program

Question on deficit

Please explain the large deficitin 2010

Type your
answer here,
then click Save
and Return’

Limit up to 3000 characters (O used).

-
-ﬂ 5ave and Return to Previous Page

$ Cancel and Return to Previous Page

Once the answer is saved, it is approved by Carolyn Butterfield, and then displays to the
volunteers reviewing your application.

Responding to a Question — From the overall ‘Questions and Answers’ list

Step 1: Click on ‘Questions and Answers’ in the left-hand navigation.

| Request Grant Application |

Community Grants
2008-10 United Way RFP
Initial Application

2010-2012 Annual Application
1) Reguest for Funding

2) Mid-Year Reporting Click here to see

2012 - 2014 ALL questions and
1) Letter of Intent answers

2012 Focus Area Grants
1) Application

Grant Process

Other Grant Process
2013 Application
Questions and Answers s '

7
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Step 2: Click ‘Respond’ next to desired question.

Questions and Answers

I T TS T Cick here o I

respond to the

24972 Community Grants - 2010-2012  Alternative Education Program Subject: Question on deficit . Respond
Annual Application - 1) Request Question: Please explain the large deficit in 2010 question 1
for Funding Response:

J
Export Questions and Answers To Adobe PDF

Step 3: Enter your answer to the question, then ‘Save and Return to Previous
Page.’

Question ID: 24972

Program: Alternative Education Program

Question on deficit

Please explain the large deficitin 2010

Type your
answer here,
then click ‘Save
and Return’

Limit up to 3000 characters (0 us=sd).

-~
:= Save and Return to Previous Page

% Cancel and Return to Previous Page

Print / Export - Questions and Answers

Currently this can only be done through the overall ‘Questions and Answers’ area.

Questions and Answers

T T T W Cick e o

) ] ) . Export Questions
24972  Community Grants - 2010-2012 Alternative Education Program Subjec to PDE
o

Annual Application - 1) Request Questi eficit in 2010
for Funding Respoil

Respond

Export Questions and Answers To Adobe PDF
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