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About this guide 
The purpose of this grantee portal guide is to help those applying for grants through the 

online application system. It covers how each section of the portal works and how to 

complete an application or monitoring form. 

We hope this helps with submitting applications, however, please get in touch by email 

general@communityfoundation.org.uk or telephone the office 0191 2220945. 
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Logging into the portal. 
 

Once you have registered onto our system and it has been approved you will be sent an 

email asking you to create a password. When your password is created you can log in to the 

portal, the easiest way is through our website www.communityfoundation.org.uk. 

Click on the small ‘Grantee log in’ tab at the top of the page and then choose ‘Account login’. 

 

 

 

 

Choose the log in button at the top right of the picture: 

 

 

http://www.communityfoundation.org.uk/


Enter your username which is the email address you registered with and the password you 

created. If you have forgotten your password at any time, you can also use the log in page to 

reset it by clicking on ‘Forgot your Password’ or contact us by emailing 

general@communityfoundation.org.uk and we can reset it for you. 

 

 

 

Once logged in you will be directed to the main page of the portal. 
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On the portal you will see 4 picture boxes: My Applications; Call for Applications; General 

Applications and Monitoring. 

 

My Applications. 

 

On the main page you will see every grant application your organisation has submitted within 

the last 4 years; it will also tell you who the primary contact of the application was. If you 

need to view an application form that was submitted earlier than 4 years please get in touch 

and we can email you a copy. 

 

 

 

To see only the applications that you have started or submitted yourself, click on the ‘My 

Applications’ box and this will show you only those under your name. 

 

 



Any applications that you have not yet submitted can be edited here by clicking on the words 

‘edit application’ alongside the relevant funding request ID number, this will open up the form 

so that you can continue to complete it. We do advise you to save as you go along so that 

information cannot be lost due to a bad internet connection or a possible error. 

 

 

 

If you need a copy of your application form you can ‘view a submission’ of it by clicking on 

the link against the relevant funding request. 

This will open a new screen showing you a summary of your application and under files you 

will see a pdf of your submitted document. Please note that you will not be able to access 

the pdf until it has been uploaded onto our system, this can take up to 72 hours from 

submission. 

 

 

 

 

 

Call for Applications. 
 

 

 

‘Call for Applications’ is a current list of funds that are live and actively looking for 

applications. 

 



 

 

Scroll down the page and you will be able to see the full list, once you have found a fund 

your organisation is eligible for then click the ‘Apply’ button alongside the relevant call. It may 

be worth taking a note of the grant range and the date the fund closes so that you know 

when it needs to be submitted by. 

 

 

 

General Applications. 
 

 

 

This box is used to complete a general application form which will be put to all of our fund 

managers at a meeting held every two weeks. You only need to click on general applications 

once to open a new form, you can then go to ‘edit application’ if you wish to continue 

completing it. If you do click more than once it will create a brand new form every time. 

 

 

 



Monitoring. 
 

 

 

If you have recently had an email reminder to complete your end of grant monitoring, clicking 

on the monitoring box will bring up a list of any monitoring that has been submitted (shown 

as closed and the date it was received) or is due by your organisation along with the due 

date (shown as requested). 

 

 

 

To complete your monitoring click on the words ‘End of grant monitoring form’ or ‘Interim 

monitoring form’ against the relevant funding request number and this will open up the 

document for you. 

 

 

 

 



Eligibility 
 

Before you can start an application form you will need to tick the eligibility boxes which are 

shown before you start a new general application or one listed on our call for applications. 

Until these boxes are ticked the ‘apply’ button will not appear. Please read the questions 

carefully and if you need any help please contact general@communityfoundation.org.uk or 

call 0191 2220945. 
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