
Wayne County Community Foundation  

Online Grant Proposal Application Tutorial 

The Wayne County Community Foundation is pleased to offer an online grant proposal application process for our 

competitive grant cycles. 

 

This tutorial will provide step-by-step instructions on how to submit your organization’s grant proposal application. 

 

To begin the online grant proposal application process: 

 

1. Click on the provided link (ie. Spring 2013 WCCF Grant Application).  

 

2. If you are a new applicant, use the “New Applicant?” link, on the sign-in page, to create an account login, which 

will require an email address and password. Click “Continue”.  

 

3. If you already have an account, login using your email address and password. 
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4.     Once you are logged in, you will be asked to enter your organization's EIN/Tax ID number. 

5.     After clicking OK, the Pre-Proposal Screening Page appears. 
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6. Answer the three questions by selecting an answer from the drop down options under each question and certify 

       your information. 

 

7. After clicking the “Submit” button, if the proposal meets our funding guidelines, the “Organization Information” 

       screen will appear. If the proposal does not meet our funding guidelines, a message will appear and you will not be 

       able to submit your proposal. 
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8.    Fill in your organization’s information. (Please note items marked with a red diamond are required fields.) 

 

9. Continuing down the page, provide the contact information for the individual who is considered the head of the 

       organization, as shown below.  
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10.  Then, as shown on the next page, provide the requested information about your organization. (Please note items  

       marked with a red diamond are required fields.) 
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11. Once you have completed the Organization Information page, you may “Save & Finish Later” or click “Next” for  

       the next page.  

 

       Each of these boxes have a word counter and spell check is available by clicking on the purple check mark. 

 

       Please note that once the Organization Information page is completed and saved, this information will appear 

       automatically in future grant proposal applications for your organization (if the same login is used) and only  

       updating may be needed. 
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12. After you clicked “Next”, the Contact Information page appears. This is the contact information for the grant  

       proposal’s primary contact (ie. who we call to ask questions about the grant proposal).  

 

       Be sure to enter the email address  twice, as indicated, or it will not let you continue. 

 

13.  Once you have completed the Contact Information page, you may “Save & Finish Later” or click “Next” for the  

       next page.  

 

       Please note that once this page is completed and saved, this information will appear automatically in  

       future grant proposal applications for your organization, (if the same login is used) and only  

       updating may be needed. 

 

14.  Clicking “Next” will open the Proposal Information page, as shown on the next page of this tutorial. 

 

       For the Project Name, give your grant proposal a Title. This is the Title you would find on your “My Account” 

       page to resume entering this application if you decide to “Save & Finish Later” at some point. 

 

       Please note some boxes have word counts and spell check available, as well as some helpful format hints on how  

       to enter certain information. All items are required fields as noted by the red diamond. 

 

       Once you have completed the Proposal Information page, you may “Save & Finish Later” or click “Next” for the 

       next page. 

 

       This page will need to be filled out each time in any future grant proposal applications for your organization. 
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15. The next page in the online grant proposal application is the Attachments page. This is where all required and  

       optional items are uploaded to the application from your computer. 

 

      Three documents are REQUIRED to be submitted with your proposal and they are: 

 

      A Detailed Income and Expense Budget for this project 

      Your organization's most recent Annual Financial Statement (audited, if available) 

      Your organization's IRS Determination Letter showing 501(C)(3) status or an explanation of your tax-exempt status 

 

      Optional items that may be submitted, if relevant to your proposal, are: 

 

      Most recent Annual Report  

      Brochure and/or Newsletter 

      Letter(s) of endorsement for your proposal 

      News article(s) 

      Letter(s) of support from other organizations involved (if this is a joint project) 

 

      A.  To begin attaching your documents, click on the arrow for the drop down menu in the Title line. 

      B.  Choose the Title of the attachment from the drop down menu that you wish to attach from your computer. 

      C.  To attach the required or optional item from your computer, click the Browse button to search for your file.  

            Click the file you want to attach, then click the Open button. Your file name will appear in the "File Name"  

            line.  

      D.  Click the Upload button to attach the file from your computer to the grant proposal application. 

      E.  Once your file is uploaded, repeat Steps B-D above until all of your documents are attached to the grant  

            proposal application. 

 

      After you have attached all of your documents, you may click "Save & Finish Later" or "Review & Submit". 
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16. After clicking “Review & Submit”, the last page will appear which is the “Review My Application” page. You can  

       review the information in your application and if any required field is missing, there will be a prompt at the top of  

       the page stating what is needed before you can continue.  

 

       Once you have reviewed your application and everything is completed, click the “Submit” button at the  

       bottom of the “Review My Application” page.  

 

       If you do not click the Submit button, we will not receive your application. 

 

       After clicking the Submit button, you will receive an email confirmation of your application submission. 

 

 

HELPFUL HINTS 

 

1. Required information is marked with a red diamond. 

 

2. Spell check is available in boxes marked with a purple check mark. 

 

3. Once you are in the application, you can click on the navigation bar at the top of the application to move from page 

to page. 

 

4. On the Attachments page, the maximum size for all attachments combined is 25 MB. Please note that files with 

certain extensions (such as "exe", "com", "vbs", or "bat") cannot be uploaded.  

 

5. In the top right corner of the application screen, there is a “Contact Us” button. You can email the Wayne County 

Community Foundation by using this button. 

 

6. Also in the top right corner of the application screen, there is a “Help” button. This button directs you to the WCCF 

Community Grants page, on our website, if you need to review our Grant Guidelines or access this Tutorial. 

 

7. There is also an option available to print your grant proposal application. The “Printer Friendly Version” option is 

located on the right under the navigation bar. 

 

8. If the proposal does not meet our grant guidelines on the Pre-Proposal Screening page, an application will not be 

able to be submitted for the proposal. If you have questions about why your proposal did not meet our guidelines, 

as listed on the WCCF Community Grants page of our website, please call us at (330) 262-3877. 

 

 

Wayne County Community Foundation 

517 North Market Street, Wooster, OH  44691 

Phone: (330) 262-3877   •   Fax: (330) 262-8057   •   Email: wccf@sssnet.com 

Website: www.waynecountycommunityfoundation.org 

mailto:wccf@sssnet.com

