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Live Smarter.



Online Application Portal

For your convenience, you will now be able to login with your own user name and password to First Source’s
Community Giveback Portal and build a profile for your organization where all community requests will filter
through. You will be able to check request status, place multiple requests and edit your profile as needed.

Link to start a new donation application can be found on the First Source webpage:
https://www.fsource.org/Givesback

Helpful Tips:

Limit your use of bullets and other formatting

Copy and paste as needed

Add mail@grantapplication.com to your safe senders list to ensure you receive all system communications.

Please note, we do not give to political or religious affiliations or personal fundraisers. Your completed form
request does not constitute an immediate approval. Our Community Donation Committee will review your
request, ensuring alignment with our filters and allocated budget. Please allow 30 days for review, 60 days for
fulfillment.
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Application Log-In Page

This is the application login page. Here
o A
FI rst Sou rce you will either need to create a new
account (if new applicant) or use your
Federal Credit Union existing login if you have created an
account previously. It is imperative that

you use your functional and monitored e-
mail address as your login e-mail.

Please Sign In

¢ If you have an account, please log in using your E-mail Address and Password.
* First time applicants, please use the "Mew Applicant” link found below.

E-mail Password

| pway@fsource.org | LLTTIIIIY]

Mew Applicant?. Forgot Password?

- If you are a returning applicant, enter your
Email/User ID and Password and click
Login.

If you are a first time applicant, select
New Applicant to create an account. If you forgot your password, use the
Forgot Password function to have it sent
to the email address on file.
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Eligibility Question

First Source
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Please note, we do not give to political or religious affiliations or personal fundraisers. We strive to get involved with causes that offer an educational component or benefit. Your
completed form request does not constitute an immediate approval. Our Community Donation Committee will review your request, ensuring alignment with our filters and
allocated budget. Please allow 30 days for review, 60 days for fulfillment.

Does your organization serve Herkimer and/or Oneida County?

-Select One-ﬂ

| Submit |

Please Note: The question above is to
ensure you meet the basic criteria to
Qualifying Question receive funding. If your organization does
not serve Herkimer and/or Oneida County,
First Source cannot entertain your request
and you will not be able to proceed.
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Organization Information

e Organization Information 9 Contact Information o Regquest Informatic

Organization Information
# Required before final submission

General Information

# Organization Name This is the actual application page where you will enter in the

information for your application.

# Address
Each required field is identified by a red X and must be
completed before the application can be submitted.
* City *® State * Zip Code
- Select One -ﬂ
# Phone Fax Mumber
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Application Navigation

To navigate to the different pages of the
application, you can click on the page
numbers/descriptions.

[RSTINTTTRNINTITRVITTVT)

= A >

0 Organization Information 9 Contact Information U Request Information B Attachments w Review My Application

Organization Information printer Friendly Version | E-mail Draft

* Required befors final submission ﬂ ﬂ

If you want to print your
application, click here.

If you want to email a draft of
your application, click here.
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* Required before final submission

Attachments

Sponsorship Packet

Organization2018.pdf 12/12/2018

Remove

ar any other relevant attachments
Browse...

NN

When you successfully upload a document, it will appear as in the
example to the left. To see what you have uploaded, click the blue
link to the document. To remove it, click the Remove button.

162 KB

Here you will attach your supporting documentation for
your request.

To upload an attachment, click on the Browse button to
open a search window that will allow you to navigate to the
location of the document on your computer.

Once you locate the document, click the Open button in the
search window. You will see that the file location will
appear in the browse field.

[ ]
Finally, click the Upload button to attach the file to your FIrSt Sou rce

application. Federal Credit Union




Saving and Review

Attachments

* Requirad befors final submission

Attachments

When you have filled in each
field and added all required

Sponsorship Packet

Crganization2018.pdf 12/12/2018 162 KB attachments, you can CliCk on
-Remove . . . ) .. “« : ) q

At any time during your application submission, If you Review & Submit” to review

wish to save and continue at a later time, you can click your application before

the link “Save & Finish Later” submission. You will still be
Or any other relevant attachments

able to make any needed
e If you close the application without saving it, your work changes.

will be lost.

N

| Save & Finish Later | | Review & Submit
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Application Review

A Please correct the problems indicated below.

Project Title/Event Name is a required field.

What are you requesting? is a required field.

How will cur contribution help the overall cause? is a required field.

Type of Suppert is a required field.

Request Amount is a required field.

Project/event start date is a required field.

Do we have an existing partnership? is a required field.

Does your organization have a Membership with First Source? is a required field.
Age Group(s) is a required field.

Program Area is a required field. ‘\

You can review the information you've provided so far and make necessary modific:
Save & Finish Later.

ions here. If you're satisfied with the contents of the application, click Submit to forward you

Before You Begin

Printer Friendly Version | E-mail Draft

Required before final submission

When you click on the “Review & Submit” button, if any of the
required fields/documents are missing, you will receive the message

Welcome to our enline donation and community request portall

For your convenience you will build a profile for your organization an above,

Helpful Tips

« Limit your use of bullets and other formatting.
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Save Application

ank you. Your application has been submitted. You should receive an email confirmation shortly.

pplications
elcome to your "My Application Page". This is the area where you will manage your work.

1. Select in progress or submitted in the drop down.

2. If you select submitted, you can only view the applications that you have submitted.
3. If you select in progress, you will be able to continue working on your application.
4. To delete an application, simply select the garbage can next to it.

Submitted

Show  Submitted Applications |v

Application Name Project Title Requested

Final Donation Application ghhm 500 20010
Final Donation Application fhiy 100 20009
Donation Application test 100 20007

When you click “Save & Finish Later” you will be taken to
your grants management account.

You will have the ability to log back into your account and
continue working on your application.

12/12/2018
12/11/2018
8/13/2018
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Confirmation Emall

] ﬂ rac Your Donation Request - Message (HTML) - B =
Message | Mimecast o @

3% 53 [ Rules - ¥ Mark Unread [5)
7 Ignore x il R [ Meeting |3 Blackbaud = — -
¢ _;} . 5 To Manager - . | oneNote | B Categorize - B
& Junk - Delete  Reply R;;‘]‘Iy Forward 2, Mare - &3 Team E-mail S| Move L ons~ Y — Translate k- Zoom
Delete Respond Quick Steps W Move Tags 7] Editing Zoom Y Q Q 2 Q a
ou will receive an email with the following:
@ If there are problems with how this message is displayed, click here to view it in a web browser. g
Click here to download pictures. To help protect your privacy, Qutlook prevented automatic download of some pictures in this message.
From: First Source Federal Credit Union <mail @grantapplication.com> sent  Tue 12/11/2018 3:02 PM s A message Stating your application has been
To: Pam Way
Co
Subject: Your Donation Request _ Saved Successfu”y
Your application has been saved successfully, and the tracking number is 20009. For vour records, here is a copy of the contents
of vour application . A . .
! copy of the contents of your application
The e-mail below is from an external source. Please do not open attachments or click links from an unknown =
or suspicious origin.
* Helpful tips
Final Donation Application . .
Before You Begin e Alink to loginto your account
Welcome to our online donation and community request portal!
For your convenience you will build a profile for your organization and all requests will filter through this system. You will
be able to check request status. place multiple requests and edit your profile as needed.
Helpful Tips
s Limit your use of bullets and other formatting,
» Copv and paste as needed.
» Log into your account at https://www.GrantRequest.com/SID_594675A=AM to access saved and submitted
requests.
+ Add mail @grantapplication.com to your safe senders list to ensure you receive all system communications.
Organization Information
General Information
Organization Name
test
Address
test
-
4 i » o
o O N A MU R A R N O N O KB N & WU N & | rs ou rce
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Questions & Inquiries

If you have any questions about filling out the online application or the process,
you may contact an employee in the Community department at:

Community@fsource.org
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