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First things first:

If you are a new prospective grantee, you will need
[ am : to register your organization in our system. Begin by
am a... e = "
navigating to the "How To Apply" page of our

website.*

) APF

e Click on the "New Grantee" block.

e Select "I Am Inquiring."
e Scroll down to the numbered application

Which of these seenarios best anply to vou? steps and select "Take the Quiz to Register."

| AM INQUIRING ABOUT BEING A GRANTEE

W Note: If TLLF contacted your organization and invited

R " a proposal (vs. you submitting an LOI), your application
will already be available in the portal, and you can use
o € € @) &) the login details provided by admin support
= o @ ol to enter the portal.

Verify you meet all Take the brief Register as a user T e e sortact voaithin
of the Foundation's eligibility quiz. in our grantee HDMIL LERLEr O =
Inquiry (LOI). ~60 days if you are

JAKE QUIZ




Taking our
eligibility quiz
e Click through the questions of the eligibility
quiz.
e If you successfully meet our eligibility
requirements, you'll see the
"Congratulations" window.

e Select "Register" to continue setting up your
account.

* 1. Is your organization recognized by the IRS as a public charity under Section 501(c)(3)?

Yes b

Congratulations!

You have met the qualifications to submit an LOI for The Leon Levine Foundation.

Please choose 'Login' if you have an Please choose 'Register' to setup a
existing username/password. new account.

Once you gain access to the portal, please click the
button on the home page that says 'Start an LOI".
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* Please search for the organization seeking funding by typing the name, EIN, or address of the organization into the box below then clicking the
ragnifying glass on the right toview more information. If vou cannot find your organization, you may add it by clicking "Can't find your organization”.

Q

ORGANIZATION INFORMATION

The Leon Levine Foundation

e Search for your organization by name; it should be
available for you to select if it's already registered
in our system. If you haven't registered yet, choose
"Can't Find Organization,”" and fill in the fields In
the pop-up window.

Please proside the following Information on the crganlzation seekdng funding.

Cirganization Name "El

* Provide the requested contact information.

e Look for an automated email which will be sent to
your registered email address. Your email address
will be your username.

e Use the link iIncluded to set your password and
finish the registration process.

-

After saving, you will be directed back to the registration page. Please bype your newly created organization inbo the tet
I el bt Bowhesn it appears.
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Creating contact roles

for an existing organization:

 Log in to the portal and click on the "My
Organization" tab.

e Scroll down to the "Contact" section and follow
the prompts provided to search for the contact
you have in mind.

e Executive Director information is required. Be sure
to click the "Executive Director" checkbox when
finalizing this contact. Then click "Add Role."

¥ Note: the logged-in party (i.e. you) should be displayed

(.

on screen when you click the magnifying glass to search
for additional organization contacts, as indicated here.
Be sure to click "Add Role" so that your name appears in
the "Contact List."

HOME MY ORGAMIZATION REPORTS

REQUESTS

Contacts

Designate two (three maximum) contacts fior your organizzation below. Executive Director/CEQ information is required; you may select two other staff
contacts. If your organization has a generic email address associated with grants and development, we recommend creating an account associated with
this address. All contacts will receive all communications from The Leon Levine Foundation (TLLF) and will receive access to the Grants Portzl. Portal
accounts may be shared amongst staff.

Mame = Title = Email =

ADD CONTACT

Please click the magnifying glass to select a contact. If the contact you are looking for appears, select it If not, close the pop-up window and click
the "Add 2 Mew Contact® button to create a contact record for this person. After “Adding a Mew Contact” you must click the magnifying glass,

salect the contact and click “Add Role” to 2dd them to the Contact List above.
Contact Grant Role {click the magnifying glass to search for 2 copta Z

Find

Name - Title - Email

Test User - TLLF Centractor - grantsuppert@leonlevinefoundation.org

N

Your contact & user
‘nformation sbhouvld appear
Lere, along With ang other
ar;mu‘;ah‘au contacts
already ‘n our sgsten.




Contacts

Designate two [three maximum) contacts for your organization below. Executive Director//CEOQ information is reguired; you may select two other staff
contacts. If your organization has a generic email address associated with grants and development, we recommend creating an account associated with

([
A d d 1 n g n e W C O nt a C t S this address. All contacts will receive all communications from The Leon Levine Foundation (TLLF) and will receive access to the Grants Portal. Portal
accounts may be shared amongst staff
Mame = Title = Email =
([ [ ] [
to an existing organization:
5 OI'g :

e |f the desired contact is not already in our system, you
will click "Add a New Contact" to provide their

information. ADD CONTACT

Please click the maznifying glass to select 2 contact. If the contact vou are looking for appears, selectit. If not, closed
the "Add a Mew Contact” button to create a contact record for this person. After “Adding a Mew Contact® you must cl RN E M4 enifying glass,

¢ After inPUtting the Contht details’ be Sure to fOIIOW select the contact and dlick “Add Role” to add them to the Cortact List abowve. A\

the reSt Of the prompts prOVided to ensure this Contact Grant Role (click the magnifying glass to search for 2 contact) 1. [['.Ck ﬁe re.-
contact is included in your TLLF contact list. Q| Dot seethe contctyousrelooing

e pop-ufwindow and click

Executive Director

ADD CONTACT

Please dlick the magnifying glass to select 2 contact. If the contact yvou are looking for appears, select it. If not, close the pop-up window and click
the "“Add a Mew Contact” button to create a contact record for this person. After “Adding a Mew Contact® you must click the magnifying glass,

select the contact and dlick “Add Role” to add them to the Contact List abowve.

Please provide your contact information.

* First Name * Last Mame

Contact Grant Role {click the magnifying glass to search for 2 contact)

Q Don't see the contact you are looking for?

Executive Director 30 Make Jere 700 C[;Ck f*&e
After saving, this screen will close. Click the magnifying glass again to select this new contact.
éua;nifqiu; g4lass again, select
the contact, and click "Add
Role" to inclode thew in qgour
contact List.

2. Complete these
./c’eld/.! ad ndicated.




Begin by selecting the "Requests" tab on the portal and clicking the "Start an LOI" button. NOTE: You
will receive an error message if you already have an LOI in process. Look under the "Requests" tab
(and LOI subheader) below to find any pre-existing LOI requests.

THE
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Pre-exidting Lols Will be displaged Lere.

REQUESTS




Once redirected to this page, click the "Start a New LOI" button.

INSTRUCTIONS:

o The submission of a Letter of Inquiry (LOI) does not guarantee future funding. Upon submission of your LOI, you will be given the opportunity to download and/or print a PDF copy. After submission,

the PDF copy will also be available by clicking on the submitted LOI under the "Requests tab.

o "Designates a required field.

ssion of a Letter of Inguiry (LOV) does not guarantee future funding. IF you have already started an LOI, please navigate 1o the “Reguests”™
tab above, The started LO| will be listed under the "OPEN" tab of the LOI subheader. Upon submission of your LOI, you will be given the

opportunity to downboad and/or print a POF copy. After submission, the PDF copy will also be available by clicking on the submitted LOL




Before you can enter materials pertaining to your LOI, you must click the "My Organization" button
and ensure the organization details on record are accurate. Once you save this information, you wiill
be redirected to the LOI form.

Inguiry Dretails Attachments Review and Submit

A5 part of The Lean Levine Foundation's (TLLF) due diligence process, we require that you reviews the "My Organization” tab before beginning the
application (also referred to as request). Review the following information for accuracy. Update as necessary.

The status bar, shown above, designates different sections of the LOI. The L0 does not need to be completed chronologically. You may navigate between " Designates a required field
sections by clicking on the corresponding bubble in the status bar. The status bar is MOT 2 representation of vour progress toywarcd submission; itis p o )
navigation tool. If any sections are missing responses, you will be notified before submission. Organization Information

The submission of 2 Letter of Inguiry (LO1) does not guarantee future funding. Upon submission of yvol vou will be given the opport * Account Name * Phane
and/or print 2 PDF copy. After submission, the PDF copy will 2lso be available by clicking on the sub@SEEd L2 under the "Requests” ta

Leon Levine Test 2023 704-517-6500

As part of The Leon Levine Foundation's (TLLF) due dilizence process, we require that vo 2w the "My Organization” tab before b

(also referred to as LOI). Questions are designed to give TLLF an overview of the organi ‘s size and scope of activities, aswell as di ils sbout the

project. Ta review the "My Crganization" tab please click on the "My Organizass i | v wwnwi leonleveinfoundation.org 1295
= N

“Website *Year Established

“EIM

\ 12-345875%9
Inguiry Details

Descending character counts will display in red text when clicking cutside of the text box that you are working in. « Mission Statement

* Designates a required field Test field.

* Select the type of support your organization is reguesting.
select

1.98%/2,000
* How did vou hear about The Leon Levine Foundation (TLLF)?

select

* Select the Mission Area that fits with vour request.

select




Continue to progress through the LOI application, saving your information as you go (do not leave the
page idle without saving your work). When ready, review the information, and then click submit.

Attachments

Select 2 file for the reguired box and click the corresponding "Upload" button. A green check mark will appear if the attachment was successfully o
uploaded. Files will be renamed to the corresponding sub header of the file bow. Other relevant attachments are optional but may be uploaded if you Inquiry Details

choose.

# File Mame Upload Date

After vou have completed all sections click on the button below to review and submit.

* Detailed Orzanization Budget (Current Fiscal Year) Other Attachment(s)

Annual Report




Submitting a grant agreement:

Click the "Reports" tab and look for the appropriate request. Select the request to get started.

HOME WY ORGAMIZATION

REQUESTS

Test Llser

+ Grant Agreement - An agreement between The Lecn Levine Foundation (TLLF} and the nonprofit partner detailing uses for funds. Once an award decision has been made, TLLF vill email a2 copy of

the Grant Agreement to be signed and uploaded to the portal within 30 days.
» Click below to view the Portal Toolkit for detailed instructions on uploading each document.

{ot

Grantee Report T A ‘ Grantee Report Type A ‘ Request Mame T

GR-000005910 Grant Agreement L=on Levine Test - General Support

Your ar?afu‘}ah‘anw reqaezm well
be dc’zp[aqed ‘" fﬁc’l /c'e[d.

L ‘ Status

Feguested

N a vigate to Fhods
tab to be;;n.

w | Due Date v | Submission Date W

5/31/2023

12



Uploading your
grant agreement:

Once you have reviewed, signed, and dated your
grant agreement, save the document on your
device of choice. You can then upload this
version of the document to the portal. When you
have successfully uploaded your attachment(s),
a green check mark will appear beside the

document(s).

REPORT TYPE RECUEST NAME

Grant Agreement Leon Levine Test - General Support

DUE DATE
05/31/2023

Please upload your grant agreement here.

File Name Upload Date

CLick the vpload button to
search for qour SIGNED
and DATED ?ram‘ a;reemeftf
OR your desktop.

Don't /ar?er‘

tfo click Jabmif!ﬁ

13



Uploading files:

Select the button that looks like a filing box.

Locate the document you wish to upload.

Click the upload button.

Look for a green check mark to appear
beside your document(s), which signals
that you have successfully uploaded
your file(s).

look for the green check
mark to confirm gour wpload.

Request Detall Attachments

Provide copies of the following attachments:
* Designates a required attachment.

Note the filing
box here and
the wpload
buetton.

Select a file for each required box and click the correspinding "U " button A green check markwill appear if the attachment was successfully
uploaded. Files will be renamed to the correspondi header of the file box. Provide copies of the following attachments:

File Name -

* Most Recent Audited Financial Statement g ————\
Provide copies of the following attachments:
(Q * Designatas a required attachment.
* Miost Recent IRS Form 90 \ - =

Most Recent Audited Financial Statement - The Leon Levine

Foundation Demo Portal.docx

Your docoment )

dbovld appear here.

Select a file for each required box and dick the corresponding "Upload™ button, A green check mark will appear if the attachment was successfully
uploaded. Files will be renamed to the corresponding sub header of the file booc. Provide copies of the following attachments:

" Mast Recent Audited Financial Statement

Development Plan

14



Click on your username tab in the upper-right corner of the webpage. Then click "Reset Password."

LEVINI
FOUNDATION
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Follow the directions provided, and the "Edit User" pop-up window will appear as shown below.

[HI
I | HOME MY ORGANIZATION REQUESTS REPORTS
FOUNDATION

$ To reset your password, select “Edit” below and check the “Reset Password” checkbox. You will receive an email with a link to set a new password.

Test User

Leon Levine Test 2023

Edit User

About
Salutation Title

TLLF Contractor

Direct Phone

geetsLpporTateaplevinefoundation.org
o

Be sure to check
f»&c'l box.



You will receive the following email and can click the link provided to navigate
to the password reset webpage.

THE

Your name Will U

FOUNDATION
appear here.

_ | Change Your Password
Please set a new password for The Leon Levine Foundation Grantee
PD rta | . Enter a new password for

grantsupport@leonlevinefoundation.org. Make sure to

nclude at least:

If you did not request a password reset, please contact
adminsupport@leonlevinefoundation.org.

Thank you, .

1 special character ()

The Leon Levine Foundation
6000 Fairview Rd.

Suite 1525

Charlotte, NC 28210




Resources for you:

THE LEON LEVINE FOUNDATION

GRANTEE PORTAL

Be sure to check out
these resources which we've

What We Consider Frequently Asked Questions Media Toolkit Portal Toolkit
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How to
reach us:

iy SELWYN PARR

BARCLAY DDWRNE

OUR OFFICE &, Main Phone: (704) 817-6500

Main Fax: (704) 817-6515
6000 Fairview Road Hours of Operation:
Suite 1525

Charlotte, N.C. 28210 Monday - Friday
8:30 a.m. - 5:30 p.m.

Got questions? If you need help
navigating the system, email us at:
adminsupport@leonlevinefoundation.org

19
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https://www.leonlevinefoundation.org/
https://www.leonlevinefoundation.org/how-to-apply/
https://leonlevinefoundation.force.com/s/login/
https://leonlevinefoundation.force.com/s/login/
https://www.leonlevinefoundation.org/wp-content/uploads/2022/08/2021-TLLF-Media-Toolkit.pdf
https://www.leonlevinefoundation.org/faqs/

