
Grant Maker Pre-Award Core Series

Reviewer Fields and Application Testing
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• Training 1: AmpliFund & Illinois System Integrations

• Training 2: Pre-Award - Master Data, Fund, Opportunity

• Training 3: Pre-Award - Application Configuration

• Training 4: Pre-Award - Scoring/Reviewer Field Set-up & 

Application Testing

• Training 5: Pre-Award - Application Review Workflow 

Configuration & Testing

2 Grant Maker Pre-Award Core Series
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• Reviewer Only Fields
• Scoring Questions
• Considerations
• Submit Test Applications
• In-Product Demo
• Next Steps
• Customer Support
• Question & Answer

3 Agenda
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4

Review Only Fields
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• Complete the following steps from the Form Template or Application 
Form to add Reviewer Only Fileds.

• Add a Section or a Field and check the Reviewer only Checkbox.

5 Add Reviewer Only Fileds
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6

Scoring Questions
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• Complete the following steps from the Form Template or Application 
Form to add Reviewer Only Fields.

• Best practice is to check the Reviewer Only checkbox when adding a Scoring 
Field.

• Check the Score Field checkbox.
• Select the Field Score Category.
• Configure the Field Score Scale. 

7 Add Scoring to a Field
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8

Considerations
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• Ensure your Application Settings are configured correctly.
⎻ Form Settings. 
⎻ Scoring Information.

9 Application Setting Considerations
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• Ensure your Opportunity Details, Budget Template, Performance Plan 
Template, and Application Forms are configured before testing.

• Update the Submission Information section of the Opportunity Details page 
before testing.
⎻ Specifically, the Submission Open and Close Dates.
⎻ Must update before publishing. 

10 Test Application Considerations
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11

Submit Test 
Application
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• You cannot edit Application Forms after an Application has been 
submitted. This includes Test Applications.

• You must delete the testing data after submitting a Test 
Application if updates to the Application Forms are required.

• From the Opportunity Details page, click on the Public Link.
• You will land on the Opportunity Details in the Applicant Portal and be able to 

see what your Applicants see when applying.

12 Submit Test Application
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• Review the Opportunity Details Page.

13 Applicant Portal - Opportunity Details
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• Click on the Evaluation and Scoring tab to review the Application Settings – 
Evaluation and Scoring information referenced earlier.

14 Applicant Portal – Evaluation and Scoring
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• Click on the Help tab to review the Application Settings – Applicant Portal 
Settings.

• Click the back button on your browser to get back to the previous page.

15 Applicant Portal - Help
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• From the Opportunity Details page, click on the Apply button.

16 Applicant Portal - Apply
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• Navigation Timeline – Think of each navigation sections as a phase or bucket 
of the application process. First review the Opportunity Details, complete the 
Project Information, Application Forms, Performance Plan, Budget, Etc.

17 Applicant Portal – Navigation Timeline
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• Click Download to download the Application Packet.

18 Applicant Portal – Download the Application Packet
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• At the bottom of each page there will be an option to Save, Mark as Complete, 
and Save and Continue.
⎻ Save – Saves progress.
⎻ Mark as Complete - Mark the object as complete. All required fields must 

be complete.
⎻ Save and Continue - Saves and automatically takes you to the next step.

• All navigation sections must be marked as complete before Submitting.

19 Applicant Portal – Save, Mark as Complete, Save and Continue
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• Any filed with an * is required.
• Enter Application Name.
• Enter Award Requested.

20 Project Information – Application Information
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• Any filed with an * is required.
• Complete all required questions.
• Mark as Complete and Save and Continue.

21 Project Information – Application Forms
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• Review the Name, Status, and Print fields.
• Click on the name to start the Application Form.
• The three available status options are New, In-Progress, and Complete.
• Click the printer icon to print the Application From.

22 Application Forms Grid
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• Complete all required fields (marked with and *).
• Mark as Complete and Save and Continue.
• Repeat for all Application Forms.

23 Complete Application Forms
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• The Budget must account for the Award Requested on the Project Information 
Page. The Budget cannot be under or over the Award Requested Amount.

24 Complete Budget
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• Click on the + Icon next to the appropriate Budget Category.
• Enter Name.
• Enter Description.
• Enter Direct Cost.
• Enter Narrative.
• Add Attachments (Optional).
• Click Create on the bottom right of the screen.
• Repeat for all Line Items.

25 Enter Line Items
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• Click on the pencil edit icon to edit an existing Line Item.

26 Edit Line Items
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• The Total Overall Budget Cost should be $0.00.
• Mark as Complete.
• Save and Continue.

27 Complete Budget
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• If the Performance Plan is required or optional complete the following steps to 
enter Performance Plan data. 

• Click on the + Add Goal icon to add a new goal in that section.

28 Enter Performance Plan Goals
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• Select Goal Type.
• Enter Name.
• Enter Description. 
• Enter the Responsible Party.
• Enter the Start Date. 
• Enter the Target Date.
• Complete the required information 

marked with an *
• Select Required (R) or Inform Only (IO).
• Click Create on the bottom right of the 

screen.

29 Enter Performance Plan Goals
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• Add all required Performance Plan Goals. 
• Mark as Complete.
• Save and Continue.

30 Complete Performance Plan
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• All navigation sections across the top must be marked as complete.
• Green circles with white checkmarks indicate the navigation sections has 

been marked as complete.
• If everything is good click Submit.

31 Applicant Portal – Submit Application
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• If anything is incomplete you will not be able to submit the Application.
• Incomplete sections are green circles with no checkmark or white circles.
• AmpliFund displays a validation errors for anything that is not complete.
• Navigate to a different section by clicking on the appropriate timeline object 

above. For example, click Application Forms in the Navigation Timeline to 
navigate back to and complete the Application Forms.

32 Applicant Portal - Submission Error Messages
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• Once you have successfully submitted your application, a success message 
will appear on your screen and you will receive an email notifying you of the 
date and time of your submission.

• Once the application has been submitted, no changes can be made to the 
application, but it can be accessed and viewed at any time by logging back 
into the Applicant Portal at https://il.amplifund.com.

33 Applicant Portal Guide – Submit Application

https://il.amplifund.com
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• Click on your name on the top right of the screen and select 
AmpliFund navigate back to AmpliFund.

34 Navigate to AmpliFund from the Applicant Portal
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• Click on your name on the top right of the screen and select Applicant Portal 
to navigate back to the Applicant Portal.

35 Navigate to the Applicant Portal from AmpliFund
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In-Product Demo

36
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37

Next Steps
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• Build Reviewer Only fields on an Application Form or Form Template.
• Submit a Test Application.
• Prepare an Application Review Workflow example for the next session.

38 Next Steps
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39

Customer Support
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1. Access the appropriate support site.
2. Click the Sign up link.
3. Enter your full name.
4. Enter your email address.
5. Complete the I’m not a robot check.
6. Click the Sign up button.
7. An email from support@zendesk.com will be 

sent to you via email.
8. Click the link to set your password.

40 Create AmpliFund Support Account

mailto:support@zendesk.com
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Submit a support ticket:
Commercial - support@amplifund.zendesk.com.

Illinois - support@il-amplifund.zendesk.com.
Nebraska - support@ne-amplifund.zendesk.com.

Visit Support Portal:
Commercial - https://amplifund.zendesk.com.

Illinois - https://il-amplifund.zendesk.com.
Nebraska - https://ne-amplifund.zendesk.com.

Production Site:
Commercial - https://www.gotomygrants.com.

Illinois - https://il.amplifund.com.
Nebraska - https://ne.amplifund.com.

41 AmpliFund Illinois Support Portal

mailto:support@il.amplifund.zendesk.com
mailto:support@il.amplifund.zendesk.com
mailto:support@il.amplifund.zendesk.com
https://amplifund.zendesk.com
https://il-amplifund.zendesk.com
https://ne-amplifund.zendesk.com
https://www.gotomygrants.com
https://il.amplifund.com
https://ne.amplifund.com


Am
pl

iF
un

d 
C

or
po

ra
te

 P
re

se
nt

at
io

n

Question & Answer

42
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