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Medical Research Program: Applicant Guide


REGISTRATION PROCESS
1. Access the Grants Portal. 
2. If you are a returning user, proceed to Login. If you are a new user, click “Register.” 
3. Select the registration option “Principal Investigators applying to Medical Research Funds.” 
4. Enter all of the applicable contact information and click “Submit.”
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5. You will receive a verification email with the subject line “New User Information.” Click the “Set Password” link within the first 24 hours of creating the account. If that time frame has passed, use the “Forgot Password” link on the main login page. 
6. After you set your password, you will be directed to the landing page of the Grants Portal.



GRANTS PORTAL
This is your Grants Portal, where you can access active Medical Research grants, post reports, update your profile, submit applications for open Medical Research grant rounds, and view previous applications that you have submitted. Please note, as of 1/18/2022, as HCF continues to make its transition to the new Grants Portal, you may not see your current active grants with HCF. These will be imported once we complete the transition later in 2022. 
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My Profile 
View and edit your personal contact information. 

Frequently Asked Questions (FAQs)
Find answers to your most frequently asked questions about the portal and grant application process. If you have specific questions about the Medical Research grant program, please contact Nanda Freeman, Sr. Program Associate, or Tricia Mabellos, Program Officer.

Open Funding Opportunities
View all of the available funding opportunities. 



APPLICANT PORTAL TILES
Grant Activities
View a list of scheduled reports or conditions for payment release related to your grants. You may submit grant activities through your Grants Portal unless your Research Institute is submitting on your behalf. If you have trouble submitting documents, please send them to Medres@hcf-hawaii.org and include your application ID number. 

Please note, as of 1/18/2022, as HCF continues to make its transition to the new Grants Portal, you may not see your current active grant activities with HCF. These will be imported once we complete the transition later in 2022.  If you need to submit reports or conditions for any active grants that do not currently appear in your Applicant Portal, please contact the staff on your original Grant Award Letter.

Payments
View a list of scheduled payments. 

My Application Tracker
· In Progress: Applications that have been started, but not submitted. This list may also include applications that have been previously submitted and have been returned to the applicant with a request for additional information.
· Submitted: Applications that have been submitted. Once an application has been submitted, the applicant will no longer be able to make changes to the application.
· Active Grants: Applications that have been approved and awarded a grant. 
Please note, as of 1/18/2022, as HCF continues to make its transition to the new Grants Portal, you may not see your current active grants with HCF. These will be imported once we complete the transition later in 2022.  If you need to request changes to any active grants that do not currently appear in your Applicant Portal, please contact the staff on your original Grant Award Letter.
· Historical Grants: Grants that have been closed and declined applications You will be able to access award or denial letters through the Active Grants or Historical Grants tabs in the portal. 

Top Right Navigation

· Home: Click here to return to the Grants Portal landing page
· Applicant Resources: Click here to access additional resources if referenced in Funding Opportunity guidelines
· Notifications (Bell Icon): Click here to see notifications related to your account
· Account Settings (Circle Icon): Click here to update your profile or password




SUBMITTING AN APPLICATION
1. Log in to the Grant Portal. 
2. Click “Open Funding Opportunities”
3. Find the applicable RFP in the list and click “View” to view the guidelines, then click “Apply” to start your application.
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4. Review the notes and instructions and click “Begin Application.”
5. Fill in the required fields and click the “Next” button on the bottom right, or click on the subsequent tabs to complete the application.
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6. After completing the information in all four tabs and uploading the required documents, click “Submit.” 
7. If any required fields have not been completed, you will receive an error notification. You can click any error in the notification box to be directed to the specific field to complete. 
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8. Upon completion, you will receive an email indicating that your submission is complete. If any further follow up is needed, you will receive emails from the Grants Portal. Please make sure that you mark any emails from donotreply@hawaiicf.com as safe so that they do not go into your spam box. You can access all submitted applications in the My Application Tracker of your home page.
image1.png
Contact Information

@ nnstructions

Required flelds are marked vith an asterisk ™"
* First Name
onris

*Last Name
Wong

“Title
Jt Researcher

Salutation
Mr

* Email
ciwong@email.com

Phone

Phone Ext




image2.png
S an comerromenion Home

Welcome to the Hawaii Community Foundation

o Frequenty Asked 1 Open Funding
M Profle Questions Opportunites

My Reviews  Agpiicant Resources

20

Applicant Portal

2 2N Faments

Grant Activties

IE

My Application Tracker

[£INPROGRESS (2)  PSUBMITTED(2) W ACTIVEGRANTS (4 "DHISTORICAL GRANTS (1)

# Applcation Name + ProjeciTle © Organizaion ¢ Applicamt  © Stams + Created Date

1o [

= Amount Requested




image3.png
Funding

[——
Opporuunity -

o o ComminiyEundairs (6l Fserc o mabes s sl o ser b il
et et o o et Pl e ot o o e Y
o 553 ot o s mos e ek e s et o
‘made by the Medical Research Advisory Committee (MRAC).
e T ) g e S S T v . and 3y
D e e v o oo
s
e s e el apydea deass et o g
et e o e G rong e :
B U S s oz IS
et e - el e, h madicnl e f Havsianlar
e e e ik wtion b o s amrton
e e e s e ey
e
e s e oas o sty ipor rgrztrl s s harg v o
fiell oot o o il it
it ot e pl et b A et
oA e A ot i
e e





image4.png
* Program Tie:
* Duration (in months):
* Areaof nterest
Select n bras sres of ettt bes s your g,
—SelectOne- v
* Program Location
Selec yourprogram ocations).

O Hawaitsiand O Maui
O Kohoolawe O] Molokai

=P =]
(=] Doshs
“hge

‘Selec the age roup thatyour program primarly serves

Ousders  Oswt0





image5.png
MedRes_2021_00000502 - Researchers

€ submission failed due to the following

+ Progrm Tl cannot b empry,

* Invad rumeri input of Duration(n months)
+ rea o iteest cannot be empy.

+ Program Locaton cannot be ampry.

+ Age camnotbe ampry.




image6.jpg
V
AV
<A
HAWAI‘l COMMUNITY FOUNDATION
Amplify the Power of Giving




