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Welcome to the Grants Module

Introduction

The Grants module is an add-on module for the District version of ClubRunner that allows all clubs in the
District to apply online for grants, and for Grant Committee members to login and review all active and
archived grants in their District. The approval process includes a workflow that allows the District to
either approve a grant, or request further information, with as much collaboration as needed.
Documents and other files, budgets and payment breakdowns, as well as a District cash flow summary
are all tracked. Information changes are logged, and an audit log allows the committee to see the
lifecycle of a particular grant.

Accessing the Module

Your District website will now have a Grants section at the top right of the Launchpad page:

UL For Clubs  For Members ~ Membership  Organization =~ Communication — Website ~ Reports ~— Attendance  Events 2.0  Grants  Help

Launchpad | Administration |

Learn about our new HEW! Grants Module

arn illian!
District Launchpad? Welcome, Gillian! _ Introducing the new Grants

Your last district login was on Wednesday, February 27, 2013 at 09:54 AM EST | i
This area can be changed and E ¥, Y Mnr:lu\st iuhg\;allf rewiw
edited by the district itself, requests for District grants.

New! March 7, 2013: Grants Module now available to allow clubs to submit grant applications online. If your District has installed
Edit Launchpad Message this module, look for the new section added to the right hand column of this Launchpad. Click here for more information. ENTER

RI Integration Membership This Month
There are still 29 clubs that . My Profile /\ My Club's Info Calendar 4 new members
have not activated RI u‘ Update your personal h For club executives, m View and register for 1 terminated members

information, change your update your member upcoming events, and
TtEgreeD I e (e password, and other data, attendance, create new district LOlEpEia s
preferences, officers, and meeting events.
information. 29 total clubs
6 @  community 121 total active members
- Start a Discussion » 5 total honorary members
S Website Communication Reports .
,-@ Meed Help? Design the layout, theme, >/\ Send emails, bulletins, and View, download, or print See more statistics
) and content of the district other notices to all the district directory or

Access Support » website. members and aroups export member data.

Getting Started

Understanding the Workflow

Before submitting a Grant, it’s important to understand the workflow a grant application undergoes
from when it is initially submitted to when it is completed and archived. Here is a listing of all the
available Statuses for a grant application and their meanings:

Status Name Meaning
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The District has received the initial request and is currently reviewing the
Under Review grant request. This status is automatically updated as soon as a member
of the committee opens the request.

Approved The grant application has been approved by the District.

Completed and Closed The project has been completed and this grant is considered closed.

|

The grant application has been cancelled by either the club or the
district. This status is available should there be a change of mind by the
club, or to be able to take back a grant application that was submitted in
error. Note that the club can only cancel a grant request if it is still under
the status Initial Request Submitted. The district can cancel the grant on
behalf of the club at any stage.

Cancelled
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Submit a Grant Request

How Clubs Can Submit Grants

Once the District has setup your club as qualified, you would simply need to login to the District site and
enter the grants module using the yellow section at the top right of the Launchpad page.

Note that only those trained members will have access to enter the module and submit a grant on
behalf of the club.

To begin submitting a new Grant request, start by clicking on the Submit a Grant Request. This link can
be found on the left side menu.

. - Submit a Grant Request
Your next step is to fill in the i
éJ Read these tips to ensure proper approvall
appropriate fields within the N _ _
Please enter the basic information relating to your Grant Request below.
Inltlal appl |Cat|0n, a nd press If you are submitting a grant request on behalf of multiple clubs, you only need to submit this form once, and there must be one main
Submit sponsoring club. Enter the estimated budget requested at this stage; you will be able to refine this number later on in the application
: process once this initial request has been submitted and reviewed.
Mote that you will need to be a certified member in order to submit a request. If you do not have the proper access, please contact the
District Grants committee. Edit Help Text
Grﬂ nts Project Details
) Project Name: *
View Club Grants ,
Please select the year this project will be completed. Once selected, the year cannot be changed.
Submit a Grant Reguest 1 Project Year. | ~Selectvear~[z]*
Sponsoring Club:  Kingsbridge [=]
Contact:  Amos,B - =]
Once a Grant has been submitted, Country:  Canada =
you will then be able to open this Prouincelfemtary: | Gniario (=]
. . . Postal Code:
grant application from the View e
.. City:
All Grants listing and update any N
additional information as well as
assign it with the next workflow
step. As soon as any of these
changes are made, the
) . . *  Estimated Budget: (UsD)
notifications will be sent to the :
Cancel

club contact specified and Grant
Committee Members.
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Reviewing Your Submitted Grants

Once you have submitted a Grant, you can view them and make changes as required. This is the screen
that you first land on when you enter the module.

Status Summary: This shows you an overview of how many grants are in each step of the workflow.

Status Summary

|l=2

Approved

Rejected

Completed and Closed
Awaiting Further Infarmation

Cancelled

= |=

M=

List of all grants

The Chart below explains the steps that a Grant takes after being submitted. The first step of the Grant
Application workflow begins with Submit Grant Request.

-

Grant
Application

Workflow
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Training & Support

Introductory Video

To get a visual introduction to the Grants module from a District perspective, please visit the following
link:

http://web.clubrunner.ca/grants

Submitting Feedback

We welcome your feedback on the Grants module. You can submit this feedback by emailing us at
feedback@clubrunner.ca, submitting a ticket through our Support site at www.clubrunnersupport.com,
or by phoning us at 1-877-469-2582 (+1 905-829-5299).

We have also created a Group on Linkedin for beta testers to share information and ideas for further
discussion. Please click on the following link to access the group:

JOIN OUR GROUP http://www.linkedin.com/groups/ClubRunner-Beta-Early-Access-

L i n ked m Participants-4746832/about
®

For the latest ClubRunner updates, follow us on:

e B S
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