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Welcome & Important Information

Thank you for joining the East Tennessee Foundation in making our region a better place.
Your grant application is critical to helping ETF achieve our philanthropic goals. When
reviewing and completing a grant application please keep the following in mind:

Each fund has its own guidelines, including focus area and geographic area.

Each fund has its own application and grant term.

Dates and information about funding opportunities are subject to change. Visit our
website regularly for the most current information.

Registration & Logging In

If you are a returning user, enter your email address and password. Click Log On.

If you forgot your password, click Forgot your Password? and then check your email
for a link to reset your password. If you do not see the password reset email in your
inbox within a few minutes, check your junk/spam folders.

Logon

Email Address*

|

l Welcome to East Tennessee Foundation's online grant

Password* All grants in this portal, including applications and follow up reports,

portall

|

l are administered by East Tennessee Foundation.

Create New Account registration process and create your logon credentials.

Forgot your Password?

New Users: Please click on "Create New Account” to complete the

Returning Users: Please enter your credentials and login. If you
forgot your password, please use the "Forgot your Password” link 1o
the left to reset your password.

Tip: If you are unsure of whether your organization already has an account, please reach out to a member
of the ETF Grantmaking Team who will be happy to assist you.

Creating a New Account (first-time users only)

Organization Information

If your organization does not have an account, click Create New Account.

Enter your organization’s information on the screen titled Organization Information.
Then click Next at the bottom right of the screen.

If you receive a message the EIN/Tax Identification Number is already in use, do not
continue. Stop and email the Grantmaking Team at grantmaking@etf.org for
assistance.



https://easttennesseefoundation.org/nonprofits/grants-we-offer/
https://easttennesseefoundation.org/nonprofits/grants-we-offer/
mailto:grantmaking@etf.org

Tip: Anytime you see * after a question, it means the question is required. You will not be able to submit
your registration or application until you have answered all required questions.

User Information

e The email address you enter in the Email/Username field will be the email address
you use to login to the grant system in the future.

e Enter your personal contact information when you arrive on the User Information
screen. Use the Copy Address from Organization button if your address is the
same as your organization. If not, enter the appropriate information in each field.

e Use the Previous button if you need to return to the previous registration page. If you
navigate away from the page using your browser’s back button, the information you
have already entered will be lost.

Organization Executive Officer

e Ifyou are your organization’s executive officer, select Yes on the Executive Officer
screen. Additional questions (optional) will be shown under Additional Executive
Officer Information.

e [fyou are not your organization’s executive officer, select No and enter the current
executive officer’s information in the appropriate fields. Click Next at the bottom of
the page.

Creating A Password

e Enter a password with at least 10 characters. Your password mustinclude
uppercase and lowercase letters, numbers, and special characters. The special
characters accepted by the system are |@#$%"*()

e Enterthe password a second time in Confirm Password. Then, click Create
Account in the bottom right corner.

Password

Password* Confirm Password*

—
( € Previous ) Create Account
Nl




Email Confirmation

e Select Continue Without Checking. Then click Continue.

Email Confirmation

(I) Youwill be receiving smails fram this system sbout your raquest

To ensure you receive emails from this system we have sent you an emall to confirm your account was created successfully. I you do ot see an emall from Administrator <administraton@grantinterface. come,; look in your junk or spam falder

To remave s @grantinterface.coms from yeur spam fiter, use the link below

Click Here for a tutorial about remaving email addresses from spam filters.

d the emall
aut checking
eived the emal

CONTINUE

Viewing Grant Applications

The Apply page allows you to see the list of available funds, application deadlines, and to
preview applications.

e Clickthe fund name to view additional information.

e Click Preview to see the application without entering any of your organization’s
information. A PDF version of the application will be generated.

e Click Apply to begin your application.

) [ APPLY

Sample Fund

The Sample Fund was created in 1986. Grants from this fund must support
communities in ETF's 25-county service area. There are no focus area restrictions.

Grants will be awarded for one-year terms in 2026. The grant term is February 1,

2026 - January 31 2027. Amounts will ranage from $5.000 — $15.000
See More
E] Closes .

02/20/2026 [ Preview Apply




Completing the Grant Application

System Guidelines

Pay attention to the deadline date and time. The deadline is located at the top of the
application.
You may choose to complete the application in one sitting. If you need to pause and
come back to the application, click Save Application, at the very bottom of the
screen. You may return to your application as many times as you wish prior to
submitting it.
Remember questions with an asterisk (*) must be completed before you submit.
A red box will open beneath the text box if your answer is too long. Edit your
response until it fits the character limit. A character is any space, punctuation mark,
letter, or number.

o 500 characters =80 words

o 3,500 characters =575 words or 1 page single-spaced

o 5,000 characters =800 words or 1.5 pages single-spaced

o 7,000 characters = 1,200 words or 2.5 pages single-spaced
Some questions require you to upload a document. For more instructions, see the
section of this document titled “Uploading Documents.”

Tip: The system automatically saves your work every 100 characters you type and when you click out of a
question. You can choose Save Application at any time. If you are inactive for more than 90 minutes, you
will be automatically logged out.

Helpful Considerations

Answer each question to the best of your ability. For some reviewers, this will be
their first time learning about your organization. Be creative and tell your story to an
audience who may be unfamiliar with your work!

Review the eligibility criteria for the fund you are applying for and confirm that your
application aligns with the focus area and geographic area requirements.

Each text area has enhanced style options including spacing, paragraphs,
bullet/numbered lists, and font formats. We encourage use of these options.

When sharing the project budget, clearly explain how the requested grant funds will
be used and itemize those expenses.




Uploading Documents

Most funds require applicants to upload project budgets, organization budgets, financial
statements, and lists of board members and staff.

Board Members*

Include a list of current Board of Directors or an equivalent governing body.
Upload a file )[1 MiB allowed]

S

Key Staff Members*

Include key staff members’ names, titles, phone numbers, and/or email addresses. Key staff members are the individuals who are directly involved with the administration of the project
AL e R S

( Upload a me/m MiB allowed]

e Click Upload a File. Then, browse your computer and choose the document you
would like to upload.

e You can only upload one file per question. Combine documents with multiple pages
into one file before uploading. If you upload multiple files, each file you upload will
replace the one before it.

e To delete an uploaded document, click the red X next to the file name.

e Only upload documents with the following file types: .pdf, .doc, .docx, .jpg, .jpes,
.png, .xlsx

e Do notupload password protected files.

e Ifyou receive a message that your file exceeds the upload limit, you will have to
reduce the file size.

o To make a .pdf document smaller, open the document on your computer
then go to File, choose Save as Other, then choose Reduced Sized .pdf.

o Ifan .xlsx doc is too large to upload, try saving it as .pdf and using the step
above to reduce the file size. Be sure your .xlsx file columns can be viewed on
the same page rather than falling into multiple pages with extra blank
columns. Check your print size area.

Tip for the Most Recent Audit or Financial Statement text area:

If you are a unit of government or a public educational institution, rather than uploading a file of
several hundred pages, copy and paste a link to your most recent audit from the state
comptroller's office in the text box.

If you are a nonprofit whose 990s or financial reports are shared on your website, copy and paste a
link to the files you want to share in the text box.




Submitting Your Grant Application

At the end of the application, you must certify the submission by typing your full name, job
title, and answer the certification question.

e Are you ready to submit your application? Click Submit. The form cannot be
edited once itis submitted.

e Didyoureceive a notification about a missing question? Go back through your
application and answer any required questions which have an asterisk (*).

e Do you want to withdraw your application and not submit it? Click Abandon
Request, which will move the application to abandoned status. There is no “delete”
option.

If you want to download a copy of your submitted application, click Application Packet at
the top of the application.

Confirmation Page

When your application has been successfully submitted you will be taken to the
Confirmation screen. Click Continue to return to your Applicant Dashboard.

Confirmation

() Your LOI has been submitted.

Continue

Applicant Dashboard

When you log in, you will land on the Applicant Dashboard. Any time you want to return to
the Applicant Dashboard, choose the house icon at the top of the screen.

Q. Quick search
Action Needed (9) No Action (5) Historical (3)
Spring Grant Cycle Fall Grant Cycle Spring Grant Cycle 2024 @
Access College First Generation college support University Studies
Application @ To2im02e Application &1 662072000 B 675572025
1 Document ~
Winter Grant Cycle Summer Grant Cycle @
joy Funding for Kids
Fall Grant Cycle 2025
> Past D o University Studies
Lol 03 iros/o0ns Ll &1 173072023
@ Abandoned
0/31/2024




e Action Needed - Contains your draft applications and any approved ones that still
need action. You can see information about upcoming reports (if applicable to your
user account) in the “Assigned to You” tab on the far-left side of the Dashboard.

e No Action - Contains applications that do not need further action while

administrators process the request.

e Historical - Contains applications that are no longer active including those that are
closed, denied, or abandoned.

e Toview your organization’s history, click Organization History in the top menu to
view other applications submitted by your organization and to see general

information.

Follow Up Reports

Depending on the length of your grant term, your organization will be required to complete
a Progress Report and/or a Final Report.

e Inthe Action Needed section, click the document drop-down menu under a specific

grant fund to select and view the application or reports you have already submitted

for that fund.

e Underthe Assigned to You tab on the left side, you can access and work on open

applications or submit reports.

o Click Continue to work on an open application.
o Clickthe Start button to work on a follow up report.

e Underthe Upcoming tab on the left side, you can see due dates and preview

upcoming reports. Plan ahead by previewing information your organization is
required to track throughout the grant cycle.

Sample Grant Fund
Neighborhood Wellness Research Project

Sample Grant
-~ Due Soon  Fund Signed
@ 02/06/2026 Grant Award
Letter Report

Sample Grant
Due

02/27/2026

Fund Final »

Report

1 Document ~

ASSIGNED TO YOU (2) UPCOMING (1)

Application

S o

Multi-County Wellness Research Project

Sample Grant Fund Signed Grant Award

Letter Report

=2  Due Soon
@ 02/06/2026

MNeighborhood Wellness Research Project

ASSIGNED TO YOU (2) UPCOMING (1)

Sample Grant Fund Final Report

o
02/27/2026 review

Neighborhood Wellness Research Project




Logging Out

To log out, click your name from the upper right corner of any screen and then click Sign
Out. If you wish to edit your profile information, click Edit My Profile to be directed to your
user information page.

ROLE (APPLICANT) 2 ~

(] East Tennessee Foundation

&, Edit My Profile

(% Sign Out

Links & Contact Information

Helpful Links:

East Tennessee Foundation Grant System — bookmark this link for future use:
https://www.grantinterface.com/Home/Logon?urlkey=easttennesseefoundation

Grants We Offer — list of ETF funds:
https://easttennesseefoundation.org/nonprofits/grants-we-offer/

Apply for Grants — ETF landing page with general grant information:
https://easttennesseefoundation.org/nonprofits/apply-for-grants/

Contact Information:

Reach out to us before application and report deadlines. We are happy to help
troubleshoot issues you may be experiencing with the system and answer any questions.

You may reach a member of East Tennessee Foundation's Grantmaking Team by email
at grantmaking@etf.org or by phone at 865-524-1223 x144 or toll-free 877-524-1223 x144.
You may also visit our website to reach out to our individual team members.


https://www.grantinterface.com/Home/Logon?urlkey=easttennesseefoundation
https://easttennesseefoundation.org/nonprofits/grants-we-offer/
https://easttennesseefoundation.org/nonprofits/apply-for-grants/
mailto:grantmaking@etf.org
https://easttennesseefoundation.org/about-us/team-members/
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