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Thank you for your interest in submitting a grant application. Community Foundation Boulder County
transitioned to new grant software in 2023. In this user guide, the following will be covered:

- Getting started: Confirm or create your account - Navigating the grant portal

- Starting and submitting a grant application - Account and password assistance

Returning Users
Applicants who have participated since 2023: Log in to confirm your user and password details.
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Your Email
New users: Create a new account upon first log in.
B example@company.com

Grant applicants: On the next page, register as an Organization if you are submitting a grant application.

Your EIN number is needed for this step. Your Password

#P Password
Fiscally sponsored projects: Register as the fiscally sponsored project, not as the fiscal sponsor. Register

P i L The Password field is required.
as an Organization if you are submitting a grant application.

Remember me

'\

Go to https://goapply.akoyago.com/CFBC. Enter your email address and password, then click Sign in. If
you have forgotten your password, click Forgot password and follow the steps to reset.

Click on Opportunities to view available grant opportunities. See our for
additional instructions.
Volunteer grant reviewers: On the next page, register as an Individual.

New Users

Create a new account. Previous log in credentials from our former grant software (Foundant) will not work
in the new grant software.

1: Go to the log in page at https://goapply.akoyago.com/CFBC.
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Your Email

New users: Create a new account upon first log in.
= example@company.com
Grant applicants: On the next page, register as an Organization if you are submitting a grant application.
Your Password
Your EIN number is needed for this step.

B Password
Fiscally sponsored projects: Register as the fiscally sponsored project, not as the fiscal s
as an Organization if you are submitting a grant application.

or. Register = =
9 he Password field is required.

Remember me

Click on Opportunities to view available grant opportunities. Se
additional instructions.

Volunteer grant reviewers: On the nex e, register as an Individual

Click create a new account.


https://goapply.akoyago.com/CFBC
https://goapply.akoyago.com/CFBC

2: Select Organization. Be sure to select organization rather than individual.
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Register as:

Individual } [ Organization

Grant applicants: Register as an Organization if you are submitting a grant application. Your EIN number is needed for this step.

Fiscally sponsored projects: Register as the fiscally sponsored project, not as the fiscal sponsor. Register as an Organization if you are submitting a grant application.

Volunteer grant reviewers: Register as an Individual.

Fiscally Sponsored Projects: Search or register as the fiscally sponsored project, not as the fiscal
sponsor. You will be asked to provide details about your fiscal sponsor later in the application.

3: Search for your organization.

Option 1: Search by Name / EIN / Tax ID: Enter your organization name, EIN, or Tax ID, then click
Search. If you do not know your EIN /Tax ID, click on US IRS Tax Exempt Organization Search Tool.
The system will search for your organization.
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Choose your region: United States

Search by Organization Employer Identification Number (EIN)

Every organization has its own unigue federal employer identification number (EIN), which it obtains by applying to the IRS. An EIN
is typically a nine-digit number, shown like 12-3456789. A few charities have EINs with eight or fewer digits (normally shown with a

leading zero like 01-2345678).

Name / EIN / Tax ID

If your organization displays correctly, click Select. If your search returns multiple organizations,
select the most applicable one.

This will take you to your Organization Profile. Your organization’s information will autofill. Enter
your contact information and a password, then click Register. The email address you enter will be

what you use to log in.



Option 2: Manual Entry: Click Skip, manually enter.
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Choose your region: United States

Search by Organization Employer Identification Number (EIN)

Every organization has its own unigue federal employer identification number (EIN), which it obtains by applying to the IRS. An EIN

is typically a nine-digit number, shown like 12-3456789. A few charities have EINs with eight or fewer digits (normally shown with a
leading zero like 01-2345678).

Name / EIN / Tax ID

Fill out the form to create your account. The email address you enter will be what you use to log in.
Then click Register.
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Fill out this information to create your account

= Organization Name EIN/Tax ID

Address line 1
Qo

Address line 2
Qo

= City State/Province * Postal code

* Country

United States ~

“ First Name * Last Name

= Email * Confirm Email

* Password * Confirm Password

I d ' d

Your password must be 10-100 characters fong.



Click Opportunities to see available grant opportunities.

Community Foundation

Y4/ Bouider County In Progress Submitted Opportunities Organization Profile [ Y & Sarah Mikkelsen ¥
My Opportunities
Opportunity Name Phase Contact Email Address
View Community Trust 2025 Grant Application Programs Team at CFBC programs@commfound.org

\

Click View to see details about a grant opportunity. Here you will find a due date, application description,
and contact information.

To begin your grant application, click Apply.

If your organization information is correct, click Everything Looks Fine. If edits are needed, click | Need To
Fix, edit the information, then click Submit Changes. After your changes are saved, click Back To
Application to continue.

Confirm organization information, is this correct? X

The Community Foundation
Tax ID : 84-1171836

o 1123 Spruce Street
Boulder, CO 80302

Y. (303) 442-0436

EVERYTHING LOOKS FINE I NEED TO FIX

On each page of the application, you can click Save Draft. Or, click Next to continue without saving.

SAVE DRAFT NEXT =

Select In Progress to return to a draft application.

ggmér;:ngtgul:::ndatmn In Progress  Submitted Opportunities Organization Profile o) & sarah Mikkelsen ~
|

In Progress

Phase Due Date Opportunity Name GOapply Phase Name Progress (%)

View 5/1/2025 5:00 PM Community Trust 2025 Grant Application Application 39 Delete



When you are finished with the application, click Submit.

Any additional information you would like us to know? (2,000 character limit) | Hay inform
de caracteres: 2,000)

ién adicional que le gustarfa que supiéramos? (Limite

SAVE DRAFT < PREVIOUS SUBMIT

If you try to start an application and see the message below, you already submitted an application or have
a draft to finish on your In Progress dashboard.

o There are previous submissions or drafts for this application. See submissions

Changes to an application cannot be made after submitting.

There are four dashboards in the grant software: In Progress, Submitted, Opportunities, and Organization
Profile.

Click In Progress to continue working on an application. Click View to see a draft grant application that
has not been submitted yet.

%}% Sg&‘d";‘,*?éﬂ’uﬂ?;‘”“‘i"“ In Progress Submitted Opportunities Orgznization Profile .‘ 2 Sarah Mikkelsen ~
In Progress
Phase-BTe Date Opportunity Name GOapply Phase Name Progress (%)
View 5/1/2025 5.00 PM Community Trust 2025 Grant Application Application 39 Delete

Click Submitted to view submitted grant applications. Click View to review a submitted application. Or,
click Download for a PDF file.
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/) Boulder County In Progress Submitted Opportunities Org=anization Profile LY & Sarah Mikkelsen ~
Submitted
Request GOapply Phase Grant
Oppor Name Sub Program Request Status Name Amount Modified On
View Community Trust 2025 Grant Application Environment - Medio ambiente 20259691 Pending Application 3/11/2025 219 PM  Download



The Opportunities dashboard shows which grant applications are available to you. Click View for details
about an application. Click Apply to start an application.
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My Opportunities
Opportunity Name Phase Contact Email Address
View Community Trust 2025 Grant Application Programs Team at CFBC programs@commfound.org

Click Organization Profile to view or edit information about your organization. If you are using a fiscal
sponsor, the organization profile should contain information about your fiscally sponsored project, not the
fiscal sponsor.

ORGANIZATION PROFILE GOAPPLY USERS

Organization Name The Community Foundation Tax ID 84-1171836

Street 1 1123 Spruce Street Street 2
City Boulder State co Zip 80302

Email Phone (303) 442-0436

Website https://www.commfound.org

Logout: Click on the dropdown next to your name in the top right and select Logout. Once you log out, it
will take two hours for the system to reset. We recommend clearing your cache under your browser
settings to refresh the system.

Forgot your password? Click Forgot Password on the log in screen and follow the steps to reset.
You can also reset your password by clicking on the dropdown next to your name in the top right and
going to User Settings.

If you need assistance with the application process, please reach out to programs@commfound.org.


mailto:program@commfound.org

