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CFNRV Grant Applicant Tutorial 

Overview 

All grants and scholarship applications are now required to submit their application through our 

online grants management system. This document walks you through the process of applying 

through this online system. If you have further questions about applying, about which grant 

program to apply for, or about a specific question in your application, please contact the CFNRV by 

phone ((540) 381-8999) or by e-mail: mailto:cfnrv@cfnrv.org. 

Getting Started 

To access our new online grants system, you simply navigate through the CFNRV web page. Don’t 

forget to look for helpful resources and information on the CFNRV website to help you with your 

application process: 

1. Go to www.cfnrv.org/grants

2. Read through the information provided about our available grant programs

3. Click the “Access the Grants Portal” button to be taken to our online grants system 
Registration Page.

Registration Page 

Each organization or program applying will need to go through a simple, one-time registration 

process to create an account. If you have applied for a CFNRV grant in the past, please use 

your same login information, as the system keeps all past applications in your account that you 

can review at any time. To create a new account: 

1. Click on Create New Account to register.

mailto:cfnrv@cfnrv.org
http://www.cfnrv.org/grants
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To register an account 

1. Click on Create New Account

2. Enter your organization information. For those applying for an Education Grant, please 
ask your school system for its EIN/Tax Identification number. There should be a single 
number for the district. For example, all MCPS schools and departments should enter the 
EIN/Tax Identification Number 54-6001433. 

3. Click on the Next Step button

4. Enter your contact information
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5. Click on the Next Step button

6. Indicate whether or not you will be managing the grant for your organization.

a. Note:  Indicate “No” on this question if you are writing the grant but will not be the
person charged with managing it. Answering “no” will simply prompt you to enter
one additional set of contact information for the grant administrator. This person
may be the executive director, a site coordinator, the program manager, etc…

b. For applicants to the Education Grant Program if you are a teacher or staff
member, please click "Yes". You will be asked for the name and email address for
the principal or site director in the application later. If you are a student or group
of students, select "No" and enter the information for the teacher overseeing your
project.

7. Click on the Next Step button

8. Enter the grant manager’s contact information (if applicable)
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9. Click on the Next Step button

10. Enter your password. CFNRV cannot see the password you choose, though we can reset

your account password in the event of a forgotten or misplaced password.

11. Click on the Finish button
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Applicant Dashboard Page 

After you have registered your account you will be directed to the Applicant Dashboard Page. 

1. Apply – This allows you to review the available grants and apply.

2. Dashboard – This is your homepage where you can check on the status of your grants. This

page is also where you can access grants in progress, past grant applications and fill out

your post grant evaluation form for any successful applications.

3. Fax to File – Instead of scanning a document you can fax it to your computer.  Using Fax to

File helps shrink documents to a smaller file size.

Choosing a Grant Program 

After clicking on the Apply link you will have the ability to choose a grant program to apply for.  

Each grant program will have a brief description of the grant or who qualifies for the grant.  Read 

these descriptions thoroughly before applying. For more information, be sure to visit 

www.cfnrv.org/grants. 

1) Read through the grant program description to decide if you qualify to apply for the grant.

2) After the grant program appears, click it to start filling out the first form.

Apply for 

a grant Edit contact 

information 

and 

d

Previous application 

information and status 
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Filling out the First Form 

After clicking “Apply” to the preferred grant program, it will lead you to the appropriate application 

form. You do not have to finish your application in one sitting. At any time, you may click “Save 

Application” at the bottom of the page, exit the system, and pick up where you left off at a later 

time. Clicking “Submit Application” will submit your finished application to CFNRV. 

1) Start filling out the questions on the form, paying close attention to the instructions and

limitations on each question. If you need more details about the application itself, please

refer to the grant program FAQ on The Community Foundation of the New River Valley’s

website.

a. Certain types of questions have limitations set by the foundation.  Text questions

will have a word limit for each question.  Another limit will be on the file upload

questions.  This limit will be in Mega Bytes (MB).  The size of file you are uploading

must be under the amount of MB’s allowed on the question.

2) Applicants can save as draft and come back to the form after any given time to complete it.

The foundation will not check for completeness until the form is submitted.

a. After the application is submitted there will be a confirmation page stating that the

form has been submitted.  You can always refer to your Application Status Page to

see what stage the application is in, if in doubt.

Click on the grant 

program that you 

wish to apply to.  
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Accessing Applications and Related Forms After Save and Submit 

The Application Status Page is where you can check on the status of your applications for historical 

record keeping. The Application Dashboard (the home button) is your homepage.  You will be 

automatically directed there when you login. P

1. If you’ve submitted the grant then you can only view the grant request and print it.

a. Please note, if the application is actively being reviewed by the committee, you will
not see the application in the portal.

2. If you saved the form then you can Edit the saved form from the Application Status Page.

https://drive.google.com/file/d/0B8P9ImR-APIbOVI5YVBFUWpXbnc/view
http://help.foundant.com/29593-applicant-evaluator-facing-tutorials/225961-applicant-facing-tutorial?from_search=16077168
http://help.foundant.com/29593-applicant-evaluator-facing-tutorials/225961-applicant-facing-tutorial?from_search=16077168
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