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First things first:
If you are a new prospective grantee, you will need
to register your organization in our system. Begin by
navigating to the Grantmaking tab of our website.
Select the "How To Apply" option.*

Click on the "New Grantee" block.
Select "I Am Inquiring."
Scroll down to the numbered application
steps and select "Take the Quiz to Register."

Note: If TLLF contacted your organization and invited 
a proposal (vs. you submitting an LOI), your application 
will already be available in the portal, and you can use 
the login details provided by admin support 
to enter the portal.
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Click through the quiz questions and respond
accordingly.

If you successfully meet our eligibility
requirements, you'll see this
"Congratulations" window.

Select "Register" to continue setting up your
account.
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Taking our
eligibility quiz



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 your organization?" and complete the
fields in the pop-up window.)

Fill in the requested contact information.

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

Use the link provided to set your password and
finish the registration process. You will then be
redirected to the portal’s main page.

Setting up your account:
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Y o u r  u s e r  i n f o r m a t i o n  s h o u l d
a p p e a r  i n  t h i s  f i e l d ,  a l o n g  w i t h
a n y  o t h e r  o r g a n i z a t i o n  c o n t a c t s

r e g i s t e r e d  i n  o u r  s y s t e m .

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

Scroll down to the "Contact" section and read
the blurb provided. Click “Add” to continue.

Creating contact 
roles for an existing 
organization, step #1:
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Creating contact roles for 
an existing organization, step #2:

Once you click “Add” as indicated
on page 6 of the toolkit, this pop-
up window will appear.
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Complete the fields as indicated. Be
sure to check one or both of the
boxes shown to give the contact
portal access and authorization for
grant agreements.



Submitting an LOI, step #1:
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.

P r e - e x i s t i n g  L O I s  w i l l  b e  d i s p l a y e d  h e r e .
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Submitting an LOI, step #2:
Once redirected to this page, click the "Start a New LOI" button.
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Submitting an LOI, step #3:
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.

10



N o t e  t h e  f i l i n g
b o x  h e r e  a n d

t h e  u p l o a d
b u t t o n .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).

Uploading files:
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L o o k  f o r  t h e  g r e e n  c h e c k
m a r k  t o  c o n f i r m  y o u r  u p l o a d .

Y o u r  d o c u m e n t  
s h o u l d  a p p e a r  h e r e .



Once TLLF communicates the Board’s decision to award funds, log in to the portal and click the "Reports 
& Payments" tab. Select the appropriate request to get started.

Submitting a grant agreement:
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Y o u r  o r g a n i z a t i o n ' s  r e p o r t ( s )
w i l l  a p p e a r  h e r e



N o t e :  I f  y o u  n e e d  t o  e r a s e
y o u r  s i g n a t u r e  a n d  s t a r t

o v e r ,  d o u b l e  c l i c k
a n y w h e r e  i n  t h e  b o x .

Virtually signing 
your grant agreement:
Once you’ve opened your grant agreement, read through
the document. Scroll to the bottom to electronically sign
it. You can do this by clicking anywhere in the designated
box and dragging the mouse to create your signature.  
When you’re ready, click the “Review & Submit” button.
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Downloading your 
signed grant agreement:
If you’d like to download a copy of the signed grant
agreement for your records:
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Navigate to the portal’s “Reports & Payments” tab.

Select the “Completed” tab and click on the
appropriate document.

Once it opens in the portal, click the “Pop-out” button
in the top right corner.
The signed agreement will appear as a PDF in
a new tab in your web browser; from here, you
can print or save the document as you would
any other.



Resetting your password:
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Navigate to the portal log-in page or simply copy and paste the
following URL: https://theleonlevinefoundation.my.site.com/s/login/

Select “Forgot your password?”

Provide your email address as indicated and continue
following the prompts.



Finalizing your password reset:
You will receive the following email and can click the link - as shown below - to navigate 
to the password reset webpage.

Y o u r  n a m e  w i l l
a p p e a r  h e r e .

16



Resources for you:

B e  s u r e  t o  c h e c k  o u t  
t h e s e  r e s o u r c e s  w h i c h  w e ' v e
d e s i g n e d  w i t h  y o u  i n  m i n d !
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How to 
reach us:

Got questions? If you need help
navigating the system, email us at:

adminsupport@leonlevinefoundation.org
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