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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.  

 

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. 

http://www.zoomgrants.com/Login/
https://zoomgrants.zendesk.com/hc/en-us/categories/202479098-Applicants
https://zoomgrants.zendesk.com/hc/en-us/categories/202479098-Applicants
mailto:Questions@ZoomGrants.com
mailto:Notices@zoomgrants.com
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STARTING YOUR PRE-APPLICATION 

You may find the grant application on this page: 
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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. 
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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 
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Collaborators 

 

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. 

 

 

http://zoomgrants.com/Invitations.asp
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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
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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.  

 

  

https://www.zoomgrants.com/
https://zoomgrants.com/gprop.asp?donorid=2199
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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. 
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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. 
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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. 
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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.  
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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. 

 

 

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 . 

 

mailto:Notices@zoomgrants.com
https://zoomgrants.com/gprop.asp?donorid=2199&limited=925
https://zoomgrants.zendesk.com/hc/en-us
https://zoomgrants.zendesk.com/hc/en-us
mailto:Questions@ZoomGrants.com
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