ZOOMGRANTS TUTORIAL
Applying for Nature in Neighborhood Grants
Instructions for ZoomGrants

ZoomGrants is an online tool that helps facilitate grant applications, committee review and grant
management that we believe will help streamline the process for applicants and review committee
members. Below you will find instructions with screenshots to help you navigate the system. As
always, we are open to feedback and questions, please don’t hesitate to contact us.

Accessing ZoomGrants

Create an account and password on the main ZoomGrants page:

http://www.zoomgrants.com/Login/ Consider using a universal email and password for your
organization, which may be used for future grant applications.

ZoomGrants works best on Chrome or Firefox browsers. If you are using Internet Explorer, it works
best with version 11 or higher.

HOME OVERVIEW PRICING REQUEST A DEMO GET STARTED ABOUT US

Home / Log In

Email Login:

Password:
[_| Remember me! (for Administrators and Reviewers only)

BB oo rossvo | seaRcH

If you received an invitation, you need to Log in fo Inviiations here.
Contact Information
Contact Our Sales Team

Contact Our Technical Support Team
Caontact Our Media Team

Toll Free: (866) 323-5404

Do you have questions about ZoomGrants? Use the Help button at the top of the page. For more
information, please visit https://zoomgrants.zendesk.com/hc/en-us/categories/202479098-

Applicants or contact the Help Desk at (866)323-5404 or Questions@ZoomGrants.com

To ensure that you are receiving emails about your grant, please add to your “safe senders list” the
email address Notices@zoomgrants.com.
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STARTING YOUR PRE-APPLICATION

You may find the grant application on this page:

TANALYST.COM, LLC) [US] https://zoomgrants.com/gprop.asp?donorid=2199

Existing ZoomGrants™ Users: Email Trails@accesstrails. Password sssssssssssss

-\ ,"I e tro Stay logged in? (Admins and Reviewers only) @J

Forgot password?
HELP RESOURCES A4AY

Powered by ZoomGrants™

Metro
New ZoomGrants™ Account
Open Programs How dao | do this?

Email
Password

Open Programs :
First Name

2016 Nature in Neighborhoods Conservation Education

Grants Last Name

Parks and Nature
1/26/2016 - Organizations Only

Account Type O Organization

2015 Mature in Neighborhoods Regional Trails Grants Mew Account
Parks and MNature

21212016 - Organizations Only

1
~

] |

= Password must be B-16 characters and

2015 Nature in Neighborhoods Grant Management contain at least 1 letter and 1 number.
Parks and Nature = We do not sell or rent your personal

3/30/2016 - Organizations Only information to anyone. Ever.

g
-

i

Bacome a fan of ZoomGrants™ on Facabodk

Prablama? Coract us al DuestionsfFocmGrants. com
TA002-2016 GrantAnalysleoen. All fighls resarved.
“ZaomGrania” and the ZoamGrands laga are irademarks of GrantAnalyst cam, LLC.

Logoul | Browsar
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Your Account Page

Once you have logged in you will be brought to your account page that lists all of your programs. If
you have applied for grants on ZoomGrants before, you may see more than one option. Select the
grant program by either clicking on the underlined program title or the dashboard button on the
same line.

. Logged in as Grants Team | Loaoul |
ZCOMGRANTS

My Account Home

| My Applications | | Account Profile |

Grant team testers

Click the tabs to access your applications.
- jougicas and Rapors can only be added (o Approved applications

Fubmitted Approved Dechined Archived Currentiy Open

Incomplete Applications (tull application nat yet submitted)

Aty BeGIS0NS RENECIEd NEFE e INE FESPONSIDIY Of IR Qrantmakers and can BE CHANged af INeK discretion,

This page 5 presenfed as a courtesy (0 grand appicants and constmules nelner a formal decision by e g nor an oificial from ine g
CHMGIAl DOCrSIons Wil be arectly from the ol Who My OF mdy nol eNoose (o use ZoomGranis ™ 10 raceitale those
All J6CISIONS are madke By the g and NOT by
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HELP RESOURCES AAY

Existing ZoomGrants™ Users: Email Password
M et ro [ stay logged in? (Admins and Reviewers only) |Login

Powered by ZoomGran

You must be logged in to apply. [y o0 o A ccount

Metro
Parks and Nature
CLOSED

2016 Nature in Neighborhoods restoration and community Deadline 5/16/2016
stewardships grants

Open Programs Minimum Qualifications Purpose and Goals Contact Admin Announcements

Description [hide this]
For nearly two decades, Metro has provided grants for habitat restoration, conservation education and other projects that connect people
to nature close to home. Funding for Nature in Neighborhoods community grants has more than doubled thanks to voter approval of
Metro's 5-year local option levy in 2013. The levy includes approximately $3.7 million for grants focused in three areas: conservation
education (31.6 million), restoration ($1.6 million), and regional trails implementation (3500,000). Funding for 2016 restoration grants is set
at $200,000 in total. Small grants have a maximum of $50,000. The final round of restoration grants will be awarded in this grant cycle of
2016.

Please see the 2016 Nature in Neighborhoods Restoration Grants Handbook on the Nature in M
details.

site for guidance and

Do you have questions about ZoomGrants? Use the Help button at the top of the page. For more information, please visit ZoomGrants
University or contact the Help Desk at Questions@ZoomGrants.com .

To ensure that you are receiving emails about your grant, please add to your “safe senders list" the email address
Notices@zoomgrants.com.

If you have questions about your grant application or program, please contact Crista Gardner, grants coordinator at
crista. gardner@oregonmetro.gov or (503)-797-1627. For more information, visit the Nature in Neighborhoods grants website.

Saving your work

ZoomGrants auto-saves every time you type something and then click outside of the field so there
are no save buttons. You may notice a small flash on your screen when you do this, that is the
system saving what you entered.

There are some pages where you may not see items automatically update, in this case you may need
to use the ‘refresh’ or reload buttons in ZoomGrants at the top of individual pages. ZoomGrants may
also prompt you to do this.
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PRE-APPLICATION PAGES

Program Summary

Metro
Parks and Nature CLOSED
2016 Nature in Neighborhoods Conservation Education Deadline 1/26/2016
Grants

Open Programs | Description Requirements Purpose and Goals Library Contact Admin Annocuncements

Description [hide this
2016 NATURE IN NEIGHBORHOODS CONSERVATION EDUCATION GRANTS
For nearly two decades, Metro has provided grants for habitat restoration, conservation education and other projects that connect people
to nature close to home. Funding for Nature in Neighborhoods community grants has more than doubled thanks to voter approval of
Metro's S-year local option levy in 2013. The levy includes approximately $3.7 million for grants focused in three areas: conservation
education ($1.6 million), restoration ($1.6 million), and regional trails implementation ($500,000).

Funding for 2016 conservation education grants is set at $200,000 in total. Small grants have a maximum of $30,000. The final round of
conservation education grants will be awarded in this grant cycle of 2016.

Please see find the 2016 Nature in Neighborhoods conservation education handbook on the Nature in Neighborhoods website for
guidance and details.

Do you have questions about ZoomGrants? Use the Help button at the top of the page. For more information, please visit ZoomGrants
University or contact the Help Desk at Questions@ZoomGrants.com .

To ensure that you are receiving emails about your grant, please add to your “safe senders list” the email address
Notices@zoomgrants.com.

If you have questions about your application or grant, please contact Crlsta Gardner grams coordlnator (503)-797-1627 or
crista.gardner@oregonmetro.gov. For mare information, visit : ] 5

Appllca nt VleW Application Status: Mot Submitted

You must be logged in to begin.

Program Summary Application Questions Budget ~ Scope of Work  Uploads Activity Log
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Collaborators

Program Summary Application Questions Budget Scope of Work Uploads Activity Log

Program Summary

Program Name

Amount Requested s
Up to $30,000
Estimated Match 5

Additional Contacts for this Application
Collaborators

LONa00Mai0rs can orily

edit appircalion gala (queslions ney cannol subril, archnve, or delete

Email Address Editing Access Status

Application Report Reimbursement Requests

O O m lnvite|

[JAdd to Additional Contacts (beloy

Inviting Another User to Work on an Application

You can add other users to an application via the Collaborator feature:

You can find the Collaborator feature near the bottom of the first tab of any application in your
account. Input the person's email address, then check the box(es) to give them access to different
sections of the application. Click the Invite button when you're done. They will receive an email
invitation. If they already have a ZoomGrants account, they can log in at
http://ZoomGrants.com/Invitations.asp using their normal email address and password. If they do

not have a ZoomGrants account, they will be given a temporary password that they can use to set
up their account.

Only the application owner can submit, archive, or delete an application or edit the Applicant and
Organization Information fields in the application. Collaborators cannot do any of those things.

You may also continue to use one login and password.
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Adding Another User to an Account

Currently, each organization's account is owned, controlled, and managed via a single set of login
credentials (email address and password). If you want others to be able to access the full account,
you will need to share with them your login credentials.

If multiple people will need access, we recommend setting the email address associated with the
account to either be the person who will be primarily responsible for managing your organization's
applications or a general email address, perhaps even an alias that sends emails to multiple people
who will be managing your applications. After establishing the login credentials for the account and
adding the applications, you can add additional users to specific applications by following the
instructions above.

Summary Questions

Applicant View Application Status: Not Submitted

You must be logged in to begin.
Program Summary Application Questions Budget Scope of Work Uploads Activity Log

Application Questions

1. Program summary (one paragraph, 255 characters)
Provide a brief summary that describes your program.

Maximum characters: 255. You have 255 | characters left.

2. Fiscal agent
If different than the lead organization. If no fiscal agent, please write "not applicable".

Maximum characters: 255. You have 255 | characters left.

3. Program partners
Committed partner organizations.

Maximum characters: 255. You have 255 | characters left.
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COMPLETING YOUR FULL APPLICATION

To access your full application, login in to your account at https://www.zoomgrants.com , and click
the submitted tab to access your application for the grant program. You may also access your
application by logging into your account at https://zoomgrants.com/gprop.asp?donorid=2199.
Under the Open Programs for the grant program and click on the title of your application in orange.

TANALYST.COM, LLC) [US] https://zoomgrants.com/gprop.asp?donorid=2199

Existing ZoomGrants™ Users:{f Email Trails@accesstrails. Password sssssssssssss

Metro

Powered by ZoomGrants™

Stay logged in? (Admins and Reviewers only} |Lug
Forogt ord?

HELP RESOURCES A4AY

P New ZoomGrants™ Account
Open Programs How do | do this?
Email
Password
Open Programs :
First Mame

2016 Nature in Neighborhoods Conservation Education |A | |
Grants PR Last Name

Parks and Nature

1/26/2016 - Organizations Only |Preview| Account Type  © Organization
2015 Nature in Neighborhoods Regional Trails Grants |App|y| |Nsw Account
Parks and MNature . —
21212016 - Organizations Only |Pmlsw|

= Password must be B-16 characters and
2015 Nati in Neighborhoods Grant Ma t Appl contain at least 1 letter and 1 number.
Parks ai:.::ahn.lres . Lt e |ﬂ| . W&dﬂ nlot sell or rent your personal
3/30/2016 - Organizations Only |Praview| information to anyone. Ever.

Bacome a fan of ZoomGrants™ on Facabodk
Prablama? Coract us al DuestionsfFocmGrants. com
D2002-2016 GrantAnalyslcoen. All fighls resarved.
“ZaomGrania” and the ZoamGrands laga are irademarks of GrantAnalyst cam, LLC.
Logoul | Browsar
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Your Account Page

Once you have logged in you will be brought to your account page that lists all of your programs.
Select the grant program by either clicking on the underlined program title or the dashboard button

on the same line. Click on the submitted button to enter your full application: budget, scope of work
and uploads.

. Logged in as Grants Team | Loaoul |
ZCOMGRANTS

My Account Home

| My Applications | | Account Profile |

Grant team testers

Click the tabs to access your applications.
apars can only be addad (o Approved applications

Dechined Aschived Currently Open

Incomplete Applications (tull application nat yet submitted)

Aty BeGIS0NS RENECIEd NEFE e INE FESPONSIDIY Of IR Qrantmakers and can BE CHANged af INeK discretion,

This page 5 presenfed as a courtesy (0 grand appicants and constmules nelner a formal decision by e g nor an oificial from ine g
CHMGIAl DOCrSIons Wil be arectly from the ol Who My OF mdy nol eNoose (o use ZoomGranis ™ 10 raceitale those
All J6CISIONS are madke By the g and NOT by
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FULL APPLICATION PAGES
Budget

In the online application, please provide a detailed program budget, including revenues and
expenditures, which directly relates to the program narrative in your pre-application. Please use
the budget narrative to explain how your figures are calculated.

Program Summary Application QuesNeg Budget ScopeglWork Uploads Activity Log

Budget

Budget

Please complete the budget chart and describe the program budget below. Applicants may edit or add additional Item Descriptions in the budget.

Item Description Amount Requested Match Funds (Year 1 must be secured) In-kind Match
Personal services: List salaries and administration costs ] $ %
Volunteer labor: Calculate at $23.07/hour $ $ $
Professional services: List activity and amount $ S $
Materials & supplies: List items, quantities, prices $ % $
Transportation costs: Please itemize 5 $ $
Ininect or dverhasd cost, £.0. ULIEAS, Fent, teiShons, fiecs) Bdmmatration (maimum 10% S s S
Other: Please describe $ $ 5

Budget Narrative (Discuss/justify the items and amounts you entered above.)

Please describe the program budget, including revenues and expenditures, which directly relates to your project scope of work and activities.
Provide explanation of how figures were derived; describe personal and/or professional services costs (name of individual or company, rate, # of
hours, etc.) and any other relevant information. Describe matching sources and list contributors and amounts. In order to qualify for Nature in
Neighborhoods funding, you must have at a minimum the first year project contributions secured at time of full application.
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Scope of Work

In the online application, please briefly list the schedule, activities, and responsible parties. Two
pages are requested, however additional space is provided.

Program Summary Application Questions Budfiet  Scope of Work  Uglpads Activity Log

Scope of Work

Scope of Work

SCHEDULE
When will each activity occur?

ACTIVITIES
What activities will occur when?

RESPONSIBLE PARTNER
Wheo or what organization will lead and participate in each activity?

# Schedule Activities Responsible person or partner
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Evaluation Reporting

In the online application, please describe the program evaluation outcomes in the evaluation
measures chart online. Two pages are requested, however additional space is provided.

Reporting how well community grants met their purpose and delivered on the intended outcomes
will strengthen accountability with voters and the larger community in the Metro area. Therefore,
Grantees will submit program progress reports every six months and a final outcomes report will
be due upon program completion. The final outcomes report will include a summary of grant
activities, the actual total budget and in-kind matching contributions, photos, follow-up activities,
and an evaluation of the program, including a descriptive qualitative story and quantitative
evaluation measures.

Please describe here the outcomes you will report for your program, according to the overall
purpose, categories and goals established for Metro’s Nature in Neighborhoods conservation
education grants.

Program Summary Application Questions Budg Scope of Work PNads Activity Log

Scope of Work

Evaluation

GOALS AND OUTCOMES

How will you know when you have been successful in fulfilling the Nature in Neighborhood goals and met your organization's goals? What

stories do you hope to be able to tell about your program’s success? How do you plan to overcome any challenges? How will you use the
information to improve your work in the future?

PROGRAM REACH
Who is your target audience? How many program participants do you expect to serve?

DATA COLLECTION TOOLS AND METHODS
How will you gather the information necessary to measure success? What records or tools will you use to know whether you are meeting
your objective? When and how will you collect your evaluation information?

# Goals and Outcomes Project reach Data collection tools and method
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Uploads

In the online application, please upload the following additional attachments to support, expand on
and provide additional detail about the program as described in pre-application.

Program Summary Application Questions Budget Scope of Qork Uploads Activity Log

Uploads

Documents Requested * Required? Uploaded Documents *
Location and program reach (two pages): Provide a Required
location/vicinity map that shows where the program and/or

participating communities are located within the region,

Describe the demegraphics and any unique characteristics

of the community.

-none- Upload

Please download and fill out the 2015 NIN Censervation Required
Education demographic form. The demographic information

you provide on this form will not be used for the review of

your grant application.

Download template: 2015 NIN Grants Demographic Form

-hone- Upload

Please upload at least three letters of support by active Required

-none- Upload
partners.

If applicable, please upload a letter stating permission to

-none- Upload
use property by land owner or manager.

Please upload the Organization 501(¢)(3) IRS determination
letter or a 501(c)(3) tax-exempt status statement and
Employer |dentification Number (EIN). This is not required
for schools or government agencies.

-none- Upload

If desired, please upload any additional photos, curriculum
or materials that help to describe or illustrate the project to
ZoomGrants. These should be no more than two pages.

-none- Upload

Submission

Please note that for the full application, you do not need to click to “submit” the application. Once
complete and after the deadline, Metro staff will be able to download your full application.

A confirmation email will be sent within 24 hours from Metro staff via ZoomGrants that the
application was received. To ensure that you are receiving emails about your grant, please add to
your “safe senders list” the email address Notices@zoomgrants.com. If you do not receive a
confirmation, please email or call the grants coordinator.

Do you have questions about ZoomGrants? Use the Help button at the top of each ZoomGrants page.
For more information, please visit ZoomGrants University at
https://zoomgrants.zendesk.com/hc/en-us or contact the Help Desk at
Questions@ZoomGrants.com .
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